To randomly assign students to receive the expressive or the receptive format first, we first need to seed the first student in the data file with a random number.

Random Distribution of Persons

1. The first step is to randomly distribute the students so they are not in any logical order (order of data submitted, alphabetical order, by state, etc.). 

Insert…Function…All…RAND

2. Then fill in a random number in all remaining students in that column (shift-click drag to last student). Note, the random number is ‘live’ and each time the column is sorted, the number will change. 

3. Therefore, the entire column needs to be Copied and Paste-Special (Values) over the existing random values. This move has the effect of removing the formula and locking the values into each cell so they can be sorted from high to low.

Edit…Copy (Cmnd-C)…Paste Special…Values

4. Sort the three columns from high to low by selecting the entire array of three columns (Last, First, and Random Person). Now there is no order to the sequence of students.

Data…Sort…Select the Column

Random Distribution of Format Order  (E first or R first)

5. Create a column (Random First). Repeat Step 1 to randomly assign each student a number for taking either the E(xpressive) or R(eceptive) format first. 

6. Repeat Steps 2 and 3 (to deactivate the random number assignment and turn it into an inert value).

7. Sort the first 4 columns (Last, First, Random Person, and Random First) by Random First.

8. Add a column Order First. Place E in the first 30 and R in the last 30. Take the first half of the data file (30 of 60 records – remember the first row is the column title so the 61st record is really student number 60)  and assign them E (for Expressive) or R (for Receptive). Do this by placing E in the first cell and fill down (Ctl-D). Repeat for R.

Random Distribution of Form (A or B)

9. Create a column (Random Form). Repeat Step 1 to randomly assign each student a number for taking either Form A or Form B.

10. Repeat Steps 2 and 3 (to deactivate the random number assignment and turn it into an inert value).

11. Sort the first 5 columns (Last, First, Random Person, Random First, and Random Form) by Random Form.

12. Add a column Order Form. Place A in the first 30 records by filling down from the first student; do the same for students 31-61 by placing B in record 31 and filling down to record 61.

13. Complete the administration pair (Format by Form) by double sorting (step 4). Select all 7 columns and sort first by Format and then by Form. Then simply transcribe each letter and place them in a column First Admin in four combinations: EA, EB, RA, and RB. Create the mirror image of this for the second administration by taking the opposite letter combination and placing it a column Second Admin.

