
Using the CogAT 
Local Norms tool



• The following pages explain how to 
load your CogAT data and create and 
save multiple sets of local norms

• Please note that the analysis tools 
only works with Excel in MS 365
– Earlier versions of Excel (such as Excel 

2019 Professional Plus) will allow you to 
load data but will not complete the 
macro-enabled data analysis

– The macro functionality on the charting 
and analysis pages relies on the 
dynamic array feature, found only in MS 
Office 365 and later

• Download the file CogAT Local 
Norms Application v1.0.xlsm 
from CogAT.com
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On the General 
tab, click the box 
to Unblock  OK

If you’ve not already done so, 
before opening the Excel file 
CogAT Local Norms 
Application v1.0.xlsm, right 
click on the file name and 
choose Properties
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Now we will load data into the Excel 
Local Norms file*
• Make sure you know the name 

and location the CogAT Data 
Export file you created

• If you prefer to practice with 
a sample data export, CogAT Gr 2 
Data Export Sample Local 
Norms.xlsx is available from 
CogAT.com

Loading CogAT Data into 
the Local Norms File
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*The file runs ONLY on MS 365 – earlier versions of Excel will not 
complete the data analysis, because the dynamic array feature 
(found only in MS Office 365 and later versions) is necessary for 
the file functionality to work. 



• Open the file CogAT Local 
Norms v1.0.xlsm

• Click on Enable Content in the 
yellow banner to allow the 
macros to work
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• The following pages show you how to 
import your CogAT data

• Instructions are provided separately for the 
creation of a data export with your system's 
data

• A sample data export is provided on 
CogAT.com if you want to practice by loading 
sample data:
CogAT Gr 2 Sample Data Export Local Norms.xlsx

• Before importing any data, save a copy of the 
Local Norms Excel file with a name you can 
recognize based on the data you are importing
– For example, 

     CogAT Local Norms Grade 2 Oct 2023

Loading CogAT Data into 
the Local Norms File
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• Resave your file prior to  importing data
• Choose a new file name that allows you to 

recognize the data you are importing and the 
analysis you are planning to conduct
• For example, “CogAT Local Norms Grade 2 Oct 

2023"
• Click File  Save As  New file name and Save
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• Click the button to Load CogAT

• Navigate to select and click on the data 
export file you saved in Excel format 

• Click Open to load the data 
automatically
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When your 
data loads, 
you will see 
this:

• Student ID, Student First Name, Student Last 
Name, Building Name, Class Name, Class Grade, 
test Level, and Student Gender will load 
automatically from the Data Export

• CogAT Standard Age Score (SAS) and national Age 
Percentile rank (APR)  will populate in the columns 
for V, Q, N, VQ, VN, QN, and VQN

• If you tested with the CogAT Screening Form, only the 
VQN will populate with scores

• Save your file
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• If you see a message about ‘a problem 
with one or more formula references’, 
simply click OK
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• After loading scores and student information 
from your Data Export, you have the option to 
add other student-level information such as EL 
status, Ethnicity, and Program Code(s)

• Program codes could include information such 
as "Identified for GT," "FRL, "Title 1 School", or 
any other characteristic you might want to use 
for a Local Norms subgroup

• Use the Student ID to pull this these fields from 
your SIS and paste it into the Local Norms file

• BE SURE TO PASTE THIS INFORMATION TO 
THE CORRECT STUDENT RECORD!
• Your district data lead can use an Excel 

VLOOKUP to match and add these fields
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• EL status, Ethnicity, and a Program code 
for Title 1 schools have been added in 
the example below

• You can use these fields as needed to 
add student or building data of your 
choosing

• Later, we will use this information to 
create additional norms
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• To begin your analysis, click over to the 
tab labeled Mean and STD by Building

When you add or change 
data, click on Data and 
Refresh All in the Excel 
menu at the top
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• Mean and STD by Building displays a chart of 
the SAS mean scores and standard deviations 
(STD) for each building

    The lefthand side includes a filter pane that 
allows you to make selections by grade, building, 
gender, and other coded attributes
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• Reviewing this table as a first steps helps to point 
out which buildings have lower and higher average 
scores

• In this example, three buildings – Adams, Marshall, 
and Quincy have lower mean scores across the 
board

• Kennedy Elementary has the highest mean scores
• In each situation, for both low scoring and high 

scoring buildings, local norms help to highlight 
those students who are the highest scoring 
relative to their building peers

• These comparisons are useful for in-building 
programming and to develop talent watch lists
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• Click over to the Scores Bell 
Curves tab to see more

• Click on Building 1 in the filter pane to 
add a building
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• Choose up to 10 buildings to 
compare their score distributions

• Select the score of interest (V, Q, N, VQ, VN, 
QN, or VQN) and the buildings to compare by 
using the drop downs in the lefthand filter pane
– This example compares the VQN composite 

across buildings
– The graph is limited to 10 buildings at a time
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• As we noted on the table of means, 
performance is lower for the Adams, 
Marshall, and Quincy buildings
– Their distributions are shifted to the left above

• Highest performance is in the Kennedy 
building
– Kennedy's distribution is shown in yellow and 

shifted farthest to the right above
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• To calculate local norms by 
building or subgroup, click 
over to the Local Norms tab
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• The Local Norms page lists each 
student, their information, and their 
scores on a single row

• The local norms calculation* is 
based on the SAS for each area 
scored – V, Q, N, VQ, VN, QN, VQN

*  Local Norms calculation may not precisely match that 
shown on score reports due differences in rounding 
and the statistical methods of calculation used – 
however, LPRs will be close
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• Local norms are based on the selections 
chosen in the lefthand filter pane

• The default view will be based to all 
students in all buildings

• The base of the norms here is all 
students because all buildings are 
selected
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• Make selections in the filter pane to see 
LPRs based to a single building or group 
of buildings, or to a student subgroup

• To see local norms for a 
single building, choose 
only that building

• When you choose multiple buildings, the local 
norms will be based to all students in that 
group of buildings

• Below, the three lower performing buildings are 
selected – local norms will be calculated using 
a base of students in all three buildings 
(Adams, Marshall, and Quincy)
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• To calculate LPRs separately for 
each building, choose only one 
building at a time

• These LPRs are based only to the 
40+ students in the Kennedy 
building
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• To create a database copy of your local 
norms by building or subgroup, open a 
new Excel file and copy and paste the 
table from the Local Norms file into a 
new workbook

• Cursor over the section to 
copy

• Include the column 
headings

• Use "Paste Special" and 
PASTE VALUES – 
Values and Number 
Formatting

• Make sure to label the tab 
/ spreadsheet with the 
local norms group
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• If you PASTE VALUES without choosing Values and Number 
Formatting, the local norms columns will populate as decimals

• To reformat from decimals to percentiles, click on the column 
header to select all values in that column

• Right click to display the menu and click FORMAT CELLS

Local Norm 
LAPR V

0.23486
0.355977
0.111589
0.550115
0.777155
0.852123
0.329978
0.098723
0.037208
0.493805
0.732746
0.777155
0.895769
0.257138
0.382664
0.098723
0.140821
0.550115
0.157232
0.835181
0.465626
0.867858
0.895769
0.098723
0.938313
0.708977
0.157232
0.732746
0.257138
0.493805
0.016268
0.304776
0.329978
0.777155
0.550115
0.797679
0.437618
0.708977
0.919137
0.304776
0.994315

• Click PERCENTAGE 
and choose the number 
of decimal places – 0 
selected in this example 
– and click OK

Local Norm 
LAPR V

23%
36%
11%
55%
78%
85%
33%
10%
4%

49%
73%
78%
90%
26%
38%
10%
14%
55%
16%
84%
47%
87%
90%
10%
94%
71%
16%
73%
26%
49%
2%

30%
33%
78%
55%
80%
44%
71%
92%
30%
99%
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• You can format multiple columns at 
once by holding down the CNTRL key 
while you click to select the columns

• Then right click and FORMAT CELLS
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• You might also choose to 
highlight the local norms 
columns or turn the font red 
to see them more easily

Fill Color

Font 
Color
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• Under VIEW, choose FREEZE PANES 
to be able to move back and forth while 
still seeing the students’ names with 
their local norms scores
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• The values you cut and pasted show one line 
per student with scores for each area (V, Q, N, 
VQ, VN, VQN) including:
– Standard Age Score
– National Age Percentile Rank
– Calculated local norm
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• This example shows building norms for a 
high-performing building
– In a high performing building, students’ building 

local norms may be lower than their national 
APRs in many cases



• When looking at local norms in lower performing 
buildings, local norms might be higher than 
national APRs for many students

• This example shows a local norm based to a set 
of Title I buildings where student performance is 
lower overall relative to national norms
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• Use the lefthand filter pane on 
the Local Norms page to make 
other selections for local norms 
including by building, groups of 
buildings, or student subgroups

• Copy and paste the local norms 
values into a new workbook – 
make sure to label each tab as 
you add sheets

• And SAVE YOUR WORK!
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• Don’t forget to name your files 
carefully and save your work 
frequently

• Use file names that help you 
identify which data are 
contained therein

• Your comments and feedback 
are welcome!
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