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NAEP STUDENT DATA SYSTEM
USER GUIDE

1. Introduction

You will be using the Student Data System (SDS) as you prepare for the assessments in your
schools generally using the SDS for

e Sampling from lists of eligible students; and
e Transmitting data files to Westat.

Each round of NAEP and NAEP special study will require certain modifications to the SDS to
reflect the focus of the study. This may include, for example, different session types,
oversampling, sampling from new enrollees, or additional student data to record. The basic
Student Data System is described in this document followed in Section 11 by the specific features
of the SDS for the current study. Thus, some of the screens shown in Sections 1 — 10 may not
look exactly like the version of the SDS you are using. However, updated screens will be added
to Section 11.

Those who are familiar with the basic SDS may want to go directly to Section 11 to see “What’s
New in the SDS for This Year”.

2. Overview of the SDS
Double click on the SDS icon on your laptop to launch the application. H
MNAER 2003
505

Give the system a few seconds and you will see the main view as shown in the example below.



HAEP 2003 Student Data System

File Records Help

| v 8 E |
Listing of School Information
Fegion |Area | School Name 8] City hum Samp | Status ¥l
TS1 3 Paso Middle 9320081 |Vienna o Cooperating
TS1 3 Louis Middl 9920081 |Larsob 1] Cooperating
TS1 3 Kennedy (john F) High 9930091 |Price 1] Cooperating
TS1 3 Keller Place Elementary 9910081 |Larson 1] Cooperating
TS1 3 Graham Senior High 9930041 [Bell 1] Cooperating
TS1 3 First Street Elementary 9910071 |Larson 1] District Refusal
T31 3 First &venue Elementary 9310081 |Larson 1] Interim refusal
TS1 3 Branson Middle/High 9330111 |Larson 1] Cooperating
TS1 3 Benton Senior High 9930061 |Larson 1] Cooperating
T31 3 Anderson Elementany 9310041 |Glenmont 1] Cooperating
TS1 3 East Middle 9920101 [Vienna 1] Cooperating =

cJafelcjoefFlajHijJjkfL/M[njojrPlalnls]T ulv|w]x|v]z]

Listing of Session Information for
Ames Elementary School (2310691 Session BM0401

Session D | Classroom Mumber of Students | Students with Names
Fit0401 0 0 [%
REk0402 0 0

Tag/Untag

| Student Sampling | Materials Production | Bepors |

SDS Main View

: View/Edit Student R

2.1 Menu Items and Icons

As you click on the menu item a drop down list will be presented. The same functions that are
available with the drop down options are also available with the icons below the menu bar. These
are briefly explained below.

File Records Help

Export sampled schools Find Contents...

Import sampled schools Filter

Change Database > Sort records by column > About Student Data System
Main Database Ascending
Test Database Descending

Exit Student Data System

2.1.1 File

The option to export a school to another laptop for data entry may be available if the size of the
study warrants.

The test data are accessed by moving your pointer to the option labeled Change Database and
selecting Test Database.

When you have completed your work in the SDS, click on File, Exit Student Data System to
close the SDS. A confirmation box will be displayed in case you have selected this option by
mistake.

Also, you can click on the first icon to close the application. & |
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Windows applications usually have a button in the upper right with an X in them allowing you to
close the application. This has been eliminated from the SDS to ensure that data you have
entered, updated, or corrected in the SDS are saved when you exit the system.

2.1.2 Records

The options in the dropdown list give you several ways to locate a school, as do the icons under
the menu bar.

Find. Clicking on this menu option or on the binoculars

. R . . i;‘ Find a Record !EE
icon will open the Find a Record dialog box. The default ! |
is to search for school name. To find a school by its ID, R _ o]
click on any school’s ID in the list of schools to put the . S [ Caed |
focus of the system on that field. Then, click on Find or s e |
the binoculars icon (second from left).
Filter. Clicking on this menu option or the third icon, s ET—
will open the Filter dialog box. In this example, the oot Fiter D

. . elect Filter Option
focus of the system was on the NAEP ID field, so it will | o . o ok_| _carcel |
filter IDs. For example, if you enter 983 and click on the | | € RestorsAlRiecords FiterHep |

OK button, the list of schools will be “filtered” to display
only those beginning with 983.

Enter ID Field «alue ta Filker.

To restore the list to display all schools alphabetically by school name, click on the Refiresh
Records button at the top right of the main view. (This button will only be available if you have
changed the order of the schools in the main view.)

Suggestions for using the filter include selecting all of the schools from one city or all
cooperating schools. If the filter option is used for the School Name field, the information
entered in the filter field must match the first word of school names.

Sort Records by Column — Ascending or Descending. When you click on this menu item or on
one of the two sort icons (A-Z or Z-A), the list of schools will be sorted in ascending or
descending order. The default is to sort on school name. To sort by another field, click on an
entry in that column before selecting this option. Click on Refresh Records button to show all
schools in their original order, alphabetically by school name.

2.1.3 Help

The version number and system information are available under About Student Data System.

2.2 School Information

The schools for which you are responsible are listed in the top matrix of the main screen or view.
The order is school name within region. The school status code will be set by the SCS. This will
help you to keep track of the schools for which sampling will not be required (refusals, out of
scope, etc.) as well as those for which you will need to sample.

SDS User Guide Page 3



The number sampled column (Num Samp) will help you to keep track of those schools for which
the sampling has been done and not done.

The bottom of the view shows session information for the school you have selected from the list
of schools. The default is to display the session information for the first school on the list.

Scroll down the list of schools by using the scroll bar on the right.
Select an alpha tab to see only the schools beginning with that letter. Return to the full list by

clicking on the first tab with the asterisk.

2.3 Session Information Matrix

Listing of Session Information for
Ameas Elementary School (2310691 Session BMO401

Session D | Classroom Mumber of Students | Students with Names
FEkd0401 0 0
RErkd0402 0 0

The session information matrix at the bottom of the main view shows:

= The sessions assigned to the school (one session per line with its assigned session
ID),

= The number of students sampled for each session; and

= The number of students for which you have entered names.

As shown in the above example, the only column with any information displayed before you have
sampled will be the session ID column.

24 Main View Buttons

You will use the buttons at the bottom of the main view for the various options available in the
SDS. Their functions are briefly described below. Before clicking on any of these buttons, be
sure that the focus of the computer is actually on the school on which you want to work by
clicking on the school name or ID first.

- Wiew/Edit Student Records |

Click on the View/Edit Student Records button to access the student data for a session in a
selected school. Since this is session-level information, be sure that you have indicated which
session in the school you want to view or edit by clicking on the session ID before clicking on the
View/Edit Student Records button. After you sample the students, you (or an assistant) will enter
the sampled student information in SDS in this section. (See Section 4.)
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Student Sampling

Click on the Student Sampling button to begin the process of selecting the primary sample and
printing out the sampled line numbers.

You will also select this button if you want to print out a second copy of the sampled line
numbers for a school. (See Section 3 for more details on sampling.)

When necessary, you can resample the school (deleting the original sample and all student data)
by selecting this option.

Click on the Materials Production button to access a menu from which you select to print student
data to double check data entry, a list of sampled students by session or school, or print labels for
student assessment materials. See Section 8 for more on this part of the system.

Eepons

When you select this menu option, the system launches the Reports set up screen. Using this
option you can create a specialized Student Data Report for which you specify which fields to
include and how you want the list sorted.

The reports option also includes a Sampling Progress Report. This report lists the schools and for
each indicates the sampling method, the number of eligible students (“Number on SLF”), the
number sampled, and the next sampling step for the school.

The reports are discussed in more detail in Section 9.

3. Student Sampling

We will begin discussing how you will use the SDS by going through the steps that you will
follow to draw the sample of students.

When you are prepared to sample the students (you have double checked the list of eligible
students from the school and it is accurate, up to date, and complete), locate the school’s name on
the list of school in the SDS. Click on the school’s ID or name to put the focus of the system on
the school. Click on the Student Sampling button at the bottom of the screen and you will see a
screen similar to the one displayed below. In this series of steps, we will use Valley Christian,
one of the schools in the test data as our example.
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- Surnmary of Completed Sampling Activities
School: Walley Christian School
NAEP ID: 9924961 Region: TS1 Area:l
School Type: Public
Actual Grade Enrollment from SC5:13; Year Round Schoal: Mo
Minority Owersample: No
If # on SLF <= B4 then all students will be selected, atherwise 60 will be selected

Areyou prepared to complete the primary sample for this school? Yes | No | ‘

Beginning Student Sampling

This screen provides you with several useful pieces of information that you should review before
proceeding. When you are ready to complete the primary sample (original sample) for this
school, click on the Yes button and you will get the screen shown below.

~Summary of Completed Sampling Activiti
School: Valley Christian School
NAEF ID: 9924967 Region: TS1 Area: 1

School Type: Public

Actual Grade Enroliment from SCE:13; Year Round School: No
tdinarity Oversample: Nao

If # on SLF <= 64 then all students will be selected, atherwise 60 will he selected Close
Instructions for Next Sampling Activity

'
Review the Student Listing Form:

Confirm with school thatthe SLF is up to date for all grade eligible students. Foryear-round schools, confirm that the
SLF contains only students on track on the expected assessment date.
MNumber all grade eligible students on the SLF consecutively across all pages on the SLF.

Enter the number of students on the Student Listing Form! |ﬁ|_ Select Primarny Samp\el ‘
Ready to Enter Number from SLF for Sampling

Follow the instructions carefully and then enter the total number of eligible students from the list
provided by the school (referred to as the SLF', here) in the small window. The cursor will be
flashing and the zero will be highlighted. When you enter the number of students, the zero will be
deleted. Click on the Select Primary Sample button to sample.

- Students Selected via the Primary Sarmple
R Line Mumbers: [ |
12348678910 1112 13

Frint
Page

Primary Sample Line Numbers

The selected line numbers are displayed for the sessions to be conducted in the school. (There
will be 15 numbers on each line displayed.) Click on the Print Page button to print the list of
numbers (there is no other option available to you). If there is a problem with your printer and
the numbers do not successfully print, it will be possible for you to return and print these later.

' SLF stands for Student Listing Form. This form may or may not have been used by the school. The shorthand way of referring to
the list of eligible students is used throughout the system and should be interpreted as the list of eligible students received from the
school.
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When you click Print Page, a small dialog box will appear giving you the opportunity to print the
sampled line numbers. You can press the Enter key to accept the default OK button.

Using the sample line numbers, mark the selected students on the list of eligible students.

31 The Sample of Newly Enrolled Students

Often for NAEP, schools submit their list of eligible students and the samples are drawn a month
or more before the assessment is conducted. If the sample is selected in the fall and the
assessment is conducted in February, it is quite possible that new students will have enrolled in
the sampled grade. Thus, procedures are in place for these newly enrolled students to be sampled
a few weeks before the assessment is conducted.

Schools that submit an electronic file of their students for sampling and those sending in their list
of students are asked to maintain a list of students who enrolled after the list or electronic file was
produced. A form, The New Enrollee Listing Form, is provided for them to use for this purpose.

After the student sample has been selected, when you print out the sampled line numbers, the
print dialog box will appear a second time so that you can print out Instructions for Sampling

New Enrollees. (New enrollees are sampled at the same rate as the original sample.)

Place these Instructions in the school folder. The assessment coordinator will need these
instructions when he/she calls the school prior to the assessment.

Note that the New Enrollee Form and Reprint Primary buttons are available if you need to reprint

the sampled line numbers.
Fieprint Frimary |

tew Enrollees Form

Close

&

3.2 Delete Previous Sampling Step

If an error is made and you need to resample the school, you can remove the previous sample that
was drawn. This should be done only if you are sure that the original information was incorrect.

On the main view of the SDS, locate the school and select the Student Sampling button. Locate
the lock icon on the right and click on it. When you do this, a dialog box will appear

asking you to confirm that you want to remove the previous sampling step for this %
school. Click on the Yes button.

Remember that completing this step will remove the previous sampling step and all student
data that might have been entered for this school.
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A dialog box will appear telling you that the sample for the school has been removed. Click on
the OK button and you are returned to the sample window.

4.

Entering Student Data in the SDS

After the Student Data System has selected the sample and you have identified the sampled
students on the list of eligible students, begin entering the student information in the SDS —
students’ name, birth date, sex, race/ethnicity, etc.

To be sure that you are entering information for the correct school and the correct session, follow

the steps below carefully:

e L ocate the school name on the SDS list of schools and click on the school’s name or ID.

e In the session matrix in the bottom of the screen, locate the session ID for the session for
which you want to enter student data. Click on the session ID.

e Click on the View/Edit Student Records button at the bottom of the screen.

Once you are in the data entry screen, you should double-check the school name and session ID
displayed at the top of this screen to be sure that you are in the correct school and session

database.
File Edit Records Materials Production Help
Listing of Student Information
Line#| Student Name MOB[YOB|Sex |SD | LEF| Homeroom| Race| Lunch | Tilel =
1 0 ] o |0 |0 0 0 0
2 ] ] o |0 |0 ] 0 ]
3 0 ] o |0 |0 0 0 0 —
4 ] ] o |0 |0 ] 0 ]
5 0 ] o |0 |0 0 0 0
[ ] ] o |0 |0 ] 0 ]
7 0 ] o |0 |0 0 0 0
i ] ] o |0 |0 ] 0 ]
9 0 ] o |0 |0 0 0 0
10 ] ] o |0 |0 ] 0 ]
11 0 ] o |0 |0 0 0 0
12 ] ] o |0 |0 ] 0 ]
13 0 ] o |0 |0 0 0 0
14 ] ] o |0 |0 ] 0 ]
15 0 ] o |0 |0 0 0 0
16 ] ] o |0 |0 ] 0 ] o
Veflfy SchoollD SessID  Clagsroom  Admin Line# Take All
school & p| [3310060 | JFm0401 |Ms Smith [T
SeSSiOH 1D Student Name _ E ﬁ u E E Homeroom ﬁ

Return

| Ll | q IIStudent Fecaord: 1 of 21 k(M

Student Data Entry Screen

Verify
school name

& session
ID.

Before you begin data entry on any student, double-check the Administration Schedule line

number and the SLF line number.

SDS User Guide
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. T o o o L) o o o o

|13 o o o [0 o oo o

|[14 o o o jo o o o o

B o0 (@ oo R TR

lwa 00 (0 0o R TR
Verify Admin School D Gess D Classroom  Admin Line# Take Al

Line# and SLF j3910060 [BA0ANT [Ms Smith fi
Line# before data Student Name
entry.

30 LEF Homeroom Race Lunch Title 1

il Bt Sex §
N N

Feturn | L] | 4 "Student Fecord: 1 of 21 kM

Entering Student Data

Individual student data are entered in the bottom part of the screen. With the cursor flashing in
the Student Name field, type the name of the first sampled student. (See “Hint” below.) After
typing the student’s name, use the Tab key to move to the MOB (month-of-birth) field, enter the
month. (It is NOT necessary to zero fill for the month.) Tab to the YOB (year-of-birth) field and
enter the year (2 digits).

When you reach the field for the student’s sex, a pop up window is activated displaying the
choices and values. Enter the number value and tab to the next field. Continue entering the
values and tabbing to the next field.

When you are on the last data entry field, you are ready to move to the next selected student.
After typing the data for the last field, press the Enter key and you will be moved to the next
student record with the cursor flashing in the student name field.

To facilitate date entry, for most fields (school lunch and Title 1, for example), it is possible to
automatically fill all students’ records with the same value working in the grid at the top of the
screen. This process is explained in Section 5 below.

HINT. The reports produced by the SDS sort student names alphabetically by the first word in
the student name field. Thus, you should enter the student names last name first for the school to
have an easy to use list.

5. Batch Entry of Student Data — “Auto Fill”

In most schools, some of the student information will be virtually the same for every student.
Most students will be SD = No and most will be LEP = No, for example. To facilitate data entry
for such data, the SDS will allow you to enter the same information for every student in a session
(or for all sessions in a school) as a “batch” (all at the same time). Auto fill is available for every
field except student name and month of birth. The process is explained below.

As an example, after entering information for one student, you notice on the SLF that the school
lunch field for all of the students in this session will be coded as 6 - School not participating.
Follow the steps below.

To access the batch entry feature:

e Move the mouse pointer into the grid at the top of the window in the field you want
to change for all students, the “Lunch” field in this example.

SDS User Guide Page 9



e C(Click once in a cell in the Lunch column to reveal the button labeled “Auto Fill this
Column” at the top of the grid.

e Click on the Auto Fill button to reveal the dialog box. Notice that the option is
available to set the same value for all sampled students in the school or just this
session. This session is the default.

e Click on the down arrow button to reveal the codes and the options as shown below.

—T &Utl:l Fill This Column F

MOB|Y0B| Sex | S0 | LEF | Homeroom| Race| Lunch | Title1

| 90 |2 2 |0 1] 1] il
n n n M n n n 1]
il A.uto Fill LUNCH Column with data 0
" SelectValue to il selected column with Luta Fil | 1]
Jl 0
" [0-Bark : Cancel | [T
F—— |1 - Student not eligible
2 - Reduced price lunch a
=13 - Free lunch T 1] i}
4 - Infarmation not available
5 - Refused o 0 0 1]
G- Sclhnol r'u:nlI parhmFaMnQ : . : 0 0 i
In R I I il il 0

Auto Fill School Lunch

e Click on your selection (6-School not participating, for this example) and then on the
Auto Fill button.

Immediately, this field will be filled with “6” for every record in this session, including those
records for which no other information has been entered.

After using Auto Fill to set one of the values for all students in this session, if one or more of the
students need to be changed, go to that student’s record and change the information.

Please note that batch entry can be used before or after you have started doing data entry on
students.
6. Correcting Mistakes in Data Entry

After entering the student information, you should print out the data using the Student
Information Report (see Section 8.3). Any mistakes should be corrected immediately.

If you discover that a student was inadvertently left out of a session for which he/she was
selected, it will be possible to insert the student as follows.

Go to the first blank line in the student edit screen and enter the missing student’s name and
demographic information. Then, click on the Edit menu option at the top of the screen. This will
reveal two options, to insert or to delete a student record.
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MAEP 2003 5D5 - Student Information for Weste
File | Edit Becords Matenals Production  Help

k Copy and Inzert Student Records
L Delete and Shift Up Student Becords

|
1 [Susw Oue 9

Edit, Copy and Insert

-

Click on the Copy and Insert option to open the following dialog box.

'," Copy and Inzert Student Record

Thiz function cuts the selected student record below and inserts its
infarmatian inka the line number you zelect. The student infarmation
currently within the record of the zelected line number and each
record following are then moved down one line number pozition.

- Selected record to cut
Ling Mumber  Student Mame

| 3 vi |missing zhudent

Selected line number and record into which the
— above record iz to be inzerted
Ling Mumber  Student Mame

- [% !Sus_l,l Que

Copy/lnsert Cancel

Copy and Insert Dialog Box

The text in this dialog box states:

This function cuts the selected student record below and inserts its information
into the line number you select. The student information currently within the
record of the selected line number and each record following are then moved
down one line number position.

If the line number showing under “Selected record to cut” is not the line number of the student

record that you want to move, click on the down arrow and select the appropriate line number.
The text below this states:

Selected line number and record into which the above record is to be inserted.

Click on the down arrow and select the line into which you want to insert this record. When you
click on the Copy/Insert button, you will get a confirmation dialog box.
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il Perform Copy and Insert
@ Do you wigh to perform the following Copy and Insert O peration’?:
L]

Copy Line Mumber: 3 miszing student
Inzert to Line Mumber: 1 Susy Que
Renumber recards for Line Mumbers 2 through 3

Read it carefully and click the Yes button (unless you made a mistake) and the record you have
identified will be inserted and all other records moved down as in the example below.

Listing o
Line#| Student Mame MOE|YOB| 55
1 missing student g a0 N
i Susy Clue 4 a0 |2
3 Jim Jones ) B a0
4 Ly o |0 |0

If you discover that you have entered information for a student who does not belong in this
session, another new feature allows you to delete a student record and shift all other records up
one line. As you see in the following screen shot, after you select the option Edit, Delete and
Shift Up Student Records, you are asked which line number and corresponding student name you
want to delete.

'.' Delete and Shift Up Student Record ”

Thiz function deletes the zelected student record below and moves
the subzequent records up one row.

Selected record to Delete
Ling Mumber  Student Mame

I 1 vI Imissing student

Cancel

s

Delete Student Record

Select the line number of the student record you want deleted and double check the name to be
sure that you have selected the correct line number. Click on the Delete/Shift Up button and the
records will be updated.

7. Special Situations and Exceptions

When schools are recruited, it is occasionally necessary to negotiate with the school to obtain
cooperation. During these negotiations, if the school has concerns about the number of students
involved in the assessment, it may be possible to modify the number. There are strict limits as to
what exceptions are allowed, however. These are explained below.
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Before agreeing to or offering these special situations, you must check with your field manager.
A Special Situation Form must be completed for any of the following exceptions.

7.1 Assess All Students

If a school wishes to assess all students instead of only the number we expected to sample, that
can be done through an override option in the SDS. However, you must obtain permission from
your field manager before doing this. If this option is permitted, the SDS will add the students to
all sessions assigned to the school, proportionately.

To over ride the sample size in a school, select the Student Sampling button and l‘_
locate the “key” on the right side of the screen. When the mouse pointer is held on
the key for a second, it will be identified as “Take All Students Override”. | I3

Click on the key and a confirmation box will appear in case you selected this in error. Click on
“Yes” and you are returned to the sampling screen. Click on the Yes button (yes, “you are
prepared to complete the primary sample for this school”) and enter the total number of eligible
students in the selected grade in the box. The SDS will select all of the students and assign them
proportionately to the sessions in the school. These students are considered part of the primary
sample and will be given the appropriate administration code when the assessment is complete in
the school.

As always, if a school wants to add an unsampled student to a session after the student sample is
selected, then that student (or students) can be assessed and will be given the administration code
Not In Sample. However, this not-in-sample option will require more materials and possibly
additional assessment staff. This option must be discussed with your field manager before you
can agree to it, especially if it involves large numbers of additional students.

7.2 Assess Fewer Students

If a school objects to the number of students that we wish to assess, it may be possible to assess
fewer students if that is necessary for the school to participate. You must discuss this option with
your field manager before agreeing to do this. In some studies, this will not be an allowed option.

If this option is allowed, and your field manager concurs, the sample should be drawn as usual.
Then, identify the session(s) that will not be conducted.

The student demographic information must be recorded for each student record in the SDS even
in the session(s) that will not be conducted. (Do not enter student names.) The Administration
Code for each student in the session not being conducted must be set to Absent — Other (#24) on
the Administration Schedule.

7.3 No Other Options

The two options above are the only special options that might be allowed. It is not possible to
sample whole classrooms, or to select the sample from a list of students in only some classes.
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8. Materials Production

The Materials Production section of the SDS will allow you to print out the following either for
one session at a time or for all sessions in the school:

e A list of sampled students;
e Booklet labels; and
e Student Information Report.

On the main view, click on the school name to put the focus of the system on that school. At the
bottom of the main view, click on the button labeled Materials Production. The following dialog
box will appear.

. Maternals Production for Miller Alternative [9920121)

Report Type —————— - Report Options — | Sessions

# Sessions Ry0a01 j
" Booklet Labels ¢ Schoal
© Administration Schedule Bun Feport Close |

Materials Production Menu

8.1 List of Sampled Students

The default for this option is to print a list of the sampled students by session in the school. If
there is more than one session, the arrow button to the right of the displayed session number will
reveal a drop down list of all sessions in the school from which to select. To see an alphabetical
list of all sampled students in the school click on the Report Option - School. (Names must be
entered last name first if you want a list sorted by last name.)

To print out the list, while looking at the list, click on the print icon at the top of the screen. This
list could be put in the school folder and eventually sent to or given to the school coordinator for
use in locating and notifying the selected students.

See Section 8.4 below for more information on viewing and printing these lists and the other
materials from the Materials Production section of the SDS.

8.2 Booklet Labels

Pearson will print booklet labels for all of the sessions in all of your schools. If E-Filing is an
option used by schools, Pearson will print those booklet labels with sampled student names (if
names were provided for sampling) as well as school and session IDs.

Schools that do not submit their lists electronically nor send information to the state office for
sampling will have booklet labels as well. However, these labels will not contain student names
(only school, session, and booklet IDs). If you go to a school to draw the sample and want to
print booklet labels with sampled student names, use this option in the Materials Production
option of the SDS.
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Click on Booklet Labels. This will give you the option of printing on small labels (80 per sheet)
or large labels (30 per sheet). The same information will be printed on each label, only the font
size will change.

. Materials Production for MACLAY SCHOOL [1233081)

~Report Type —— ~Report Options —— Sessions
¢ Sampled Students # Sessions PR1201 j
I " School

Labels Ty;[J\\}as Bun Repart | Close |
& Small Labels
 Large Labels

= Administration Schedule

Booklet Labels Options

The labels can be printed by session or for the entire school (sorted by session). A school with
only two sessions of 20 students each printed on small labels for the entire school will only use
one sheet of labels. The same school printed by session will take two sheets of labels with
several blank and wasted labels on each sheet whether printed on small or large labels.

See Section 8.4 for information on viewing and printing.

8.3 Student Information Report

After sampled student demographic information has been entered for a school, you should print
out a copy of the data to double-check the data entry. The Student Information option will give
you a printout of all of the student data that has been entered for each session.

When you select this option, the Student Information Report is displayed so that you can see what
fields have been completed. Click on the print icon to get a hard copy to use in checking the data

entry against the original information from the school.

See Section 8.4 for information on viewing and printing.

8.4 Viewing and Printing Materials

When the SDS produces the student lists, booklet labels, or Student Information Report discussed
above, it launches a separate application so that you can view and print out the information.

To produce any of these materials, click on the Run Reports button to launch a preview of the
material selected. This preview application has a menu bar at the top of the screen.

Below is an explanation of the contents of the menu bar and how you navigate within this
application. In this example, the Student Information report has been displayed for Western
Avenue Elementary School (reduced to 75% so it fits the screen).
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E® Student Information for Western Ave Elem Session RM0401

4 4 1 of 1 b M om |.%®|]?5°4 vl| Totat2l  100% 21 o 80
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Student Information Report
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Student Information Report

If your list is more than one page long, in this application, the system tells you in the upper left of
the screen that you are looking at page 1 and that there is more than one page (Page 1 of 1+).
When there is more than one page, you must view the other page before the total number of pages
is displayed at the top of the screen. (In this case, there are only 21 students selected for this
session, so the report is only 1 page.)

Move to page 2 of the list of students by clicking on the right arrow button. The scroll Ll
bar on the right of the screen will scroll down the page, but will not scroll to page 2.

If you want a printed copy of the document, click on the print icon at the top of the
page. ﬁl

The icon that looks like an envelope (third from the left) is not functional for this study.

The figures to the right of the size indicator are indicators of record sizes. They are not important
for your purposes with this application.

To close this view and return to the SDS, click on the small icon in the extreme upper left of the
screen and then select on Close. The X in the upper right it may also be used to close this since it
is a separate application.

9. Reports

Two categories of reports are available — a Student Data Report and a Sampling Progress Report.
These are explained below.

9.1 Student Data Report

The Student Data Report will allow you to print out student data for one session in a school or for
all sessions in a school.
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~Reports
o " Sampling Progress Report
Fields: Field Include: Operators: Data SubSet: Conjunction: Sort By:
ID o - | [as10060 = Jao 5]
SessiD 3 S I YT B E &
Admin Line Mumber ¥ . B Al = AND & SesslD =
Studant Name ~ — Al = = AdminLineNumber 7|
Home Foom ] o o
ok | |
Yob o
Sex |
Race ]
Lunch ]
Title 1 ]
=] ]
LR L Wiew Queries |
Bun Repart |
Close |

Main Report Screen

When you access the menu, the default will be to run the report for the school that was the focus
of the system on the main SDS view.

The report defaults are set to give you a report that would include the school ID, session ID,
administration schedule line number, and student name as indicated by the checks in the boxes.
You can add fields to the report by checking other boxes and eliminate default fields by clicking
on the check mark to remove them.

Below is an example of how to set up a report for students in a session that are coded as SD
and/or LEP.

Step 1. School and Session IDs

First, make sure that the school ID is set for the correct school. The SessID should be set for the
session ID within this school. If it is not, click on the down arrow to reveal the Session IDs.
Scroll down to find the correct session ID for this school.

Step 2. Fields and Values to be Displayed

In addition to the default fields to be displayed, select SD (click in the box) and change to value
from All to “1” (“Yes” for SD) by clicking on the down arrow button to the right of the value
field. Then, select LEP and set its value to “1”. Since we want to see students who are coded as
SD or LEP, select OR.
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LEP ~ - = [ =

Step 3. Sort

Sort By:

On the right are the sort options. The default is to sort by school ID, then by
Session ID, and then by the Administration Schedule Line Number. Leave |D

these as they are for this example.

SesslD

Step 4. Run Report

AdrinLineMNurnber

Ll

Run the report by clicking on the Run Report button and a dialog box will appear asking you if
you want to save this report. If you plan to use it again, click yes and it will be available when

you click the button labeled View Queries.

After you select your answer to the question about saving the report, the report will be displayed.
To print the report, click on the print icon at the top of the page. Below is an example of how the

SD/LEP report might look for a school.

E#: Student Data Report

b om | S @& |[oox 2| Temkz 100z 2of

a0

NAEP 2003 Student Data Report

Report Criteria
Select 1D, SessiD, AdminLineMumber, Studentiame, 50, LEF From thiReports
Where [D="9810060"AND SessiD="RMO401"'AND SD="1'0OR LEF ="'1"

Sort By ID, SessiD, AdminLineMumber

1D SesslD Admin Line Student Name sSD LEP
Number

9910060 R moaoA 2 Susy Que 2 1

9940060 R MO401 2 Jim Jones 1 1

Student Data Report on SD and LEP Students
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9.2 Saving Queries

| »

Steps 1 through 3 above produce what is called a “Query”. This can be | |Dataentrycheck
saved if you expect to use this same report in the future. For the above
example, the query was saved as “SD/LEP Students”. Shown here is the
list of saved queries including a report saved as “Data entry check”.

-

Click on the View Queries button to display the query names and to run a
saved query. Queries may be deleted by highlighting the name and Hide Clueries *
clicking on the Delete Report button.

Bun Repaort
After viewing the list of queries, close the list by selecting Hide Queries.

Delete Report

9.3 Sampling Progress Report

The Sampling Progress Report will produce a list of all schools in your system in ID order
showing NAEP ID, school name, school status, number on SLF, and the total sampled. An
example is shown below.

E®: Sampling Progress Report

L] 1of1 I = | N R T 1 20 of 20

NAEF 2003 SAMPLING PROGRESS REPORT S15AM 9/25/2002

HACP IO SCHOOL HAMC ETATUE ESAMPLING MCTHOOD HWUMBLCROHW 5LF HUMBLR SAMPLCD
21001 Rion Elemenwry Fanaing W Design awa
SP10GEY  Anaswsla Ekmenmry Fanalng W Design awa
210030 Anaerson Elemenuary Ranaing e Design awa
0010042 FirtAuenu s Elemenry Panaing o Design awa

210050 Weler Place Elementary Ranaing e Design awa
STIBGET  Wasem Aus Ekm Panaing e Dasign awa
S0186T1 Woly Divin & Cathalls Sehodl Panaing e Design awa
010021 Brooks Acaaemy Ranaing e Design awa
2210021 Wles Chilsdan Schoal Panaing e Design awa
S018181  Rlageulew Christln Sch ool Banaing e Design awa
2218111 Eamern Luheran Panaing e Design awa
SPIIGIE  Jackson e alane Ranaing W Design awa
SPIGEH  Parks Wlaale s chool Ranaing e Design awa
©0018  Branson Wlaalstuigh Benaing e Design awa
S0 Assumpdon Schodl Ranaing e Design awa
S90Sl Chapsl wll School of Laming Fanaing o Design awa
SPIIGET  Jamssmowm Panaing e Design awa
SOHETI  The Acadomy for Excallonce Banaing e Design awa
2230018 Graham Senkor uigh Ranaing e Design awa
202 Arrow wigh Ranaing e Design awa

R N R R A A I R
R R R A A I A

Sampling Progress Report

10. Transmitting Data

Transmitting your data to Westat will help ensure that they are backed up! You should transmit
at least once a day when you are sampling. See the document on transmitting for the procedures
you will follow to transmit.
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