4 MAKING BATCH ENTRIES

4.1 Overview

This option allows you to make a “batch” of similar entries by working down a list of

schools. This can be a time-saver, because it eliminates the need for calling up individual school screens.

School Control System

[ eeee——————
My views | Batch Entry | Scheduling | Data Selection | Reports | Student List Managernent diew by:
Batch Entry

| [District values |Schaol values Grade values
Selact variable to edits Select varizbles to edit: Select variable to edit:

District Name -~ School Name Status Code ~
Address hiy School Name Pre-Assessment Visit Date

Address (cont'd) Address Scheduled Assessment Date/Time i
City Address (cont'd) Actual Grade Enrollment

State L City L3 Fercent Off

ZIF State Sampling Methad

FPhone Number ZIF Sampling Date

Fax Nurnber w County Take All b

EditSchool

Edit District | Clear Edit Grade | Clear

MNote: to select multiple values hold down the Gtrl key while Clicking,

Batch Entry Selection Page

Batch entries can be made to update district information (the first column in the screen shot

above), school information (the middle column), or schools’ grade fields (the third column).

To use this option, first determine which of the three sets of data you will be updating —
district, school, or grade. Then within that column, which field or fields you need to update. Note that it
is possible to select more than one field within one set of data, but you can not select one value from each
of two columns at the same time. To select multiple fields on one column to update, hold down the Ctrl
key as you click on the two or more field labels. Don’t select District Name or School Name unless you

need to make changes to these fields. The district and school names always will be displayed by default.

To explain how to use this option, we will work through the steps using an example of

updating status codes for several schools.
4.2 Using Batch Entry to Update Status Codes

We will walk through the steps you will follow to update status codes for several schools.
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Step 1. Select the value or field to be changed or updated.

In this case, we select the Status Code value. Then, click on the Edit Grade button.

| Pre-As E tisit Diate
|Schedu|ed Assessment Date/Time
lAduaI Grade Enrollment

||Farcent Off

|Samp|ing hethod

|Samp|ing Date

|Take Al

| EditGrade | Clear |

Selecting Status Code to Update

Step 2. Locate the school(s) to be updated.

All schools within the region will be displayed sorted by district. However, if you want to

change the list, that option is available.

The sort order can be changed to:

e  Schools by county,

e Schools by their county and district,

Cu:nuntnyhDDI
Cnty/DistiSchool

Schaol e  Alpha sort by school name,

e  Schools by their geographical NAEP area,
or

e  Schools by their NAEP ID.

The list can be subset to only one grade level and also subset to one of the status codes.
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A sample of the sort by district (the default) is shown below.

School Control System

s | Batch Entry | Scheduling | Data Sel on

Sort By: DistrictySchool \j MNext
Grade: EAW “‘ Status: \Any b
=

page: |1 "|uf 15 (222 Records) Pa

|52 ame:

School District (9299991)

1. Anamoose Elementary School 9213D2D‘Cuuperahng V‘

2. Jackson Intermediate 922301D‘Cuuperahng V‘

3. Rizon Elementary 921301D‘Cuuperahng V‘
Anaheim Elementary (9200720)

4, Carr Lane Ypa Middle QZleSD‘CDDperahng V‘
Browns Valley (9200030)

5. swila {don Juan) Elermentary QZlDD2D‘CDDperaImg V‘

6. Lone Star Elementary School QQIDDID‘CDDpErﬁhﬂg V‘ %

7. Mineola Ms QZZDDlD‘CDDperaImg V‘
Buchanan Unified Schools (9299992)

8. snderson Elamentary 921303D‘Cuuperahng V‘

9. First svenue Elementary 9213D4D‘Cuuperahng V‘

Batch Entry Updating Status Codes

Using this sort, schools within a district can easily be located. If you want to search for

schools beginning with the same letter, use the alpha tabs at the top of the screen.

Step 3. Change or Update the value.

Click on the Down Arrow button next to the “Status Code” field for the school, and select
the correct status code. As an alternative, with the status field highlighted, if you type the first letter of
the status you want entered, the system will display the entire code. Press the Tab key to move to the

next school.

PLEASE NOTE: After you have updated information on one screen or page, you must click on the
Save Page button before going to the next page of listings or returning to the main Batch Entry
screen. If you do not, your changes will NOT be saved.

4.3 Using Batch Entry to Update Multiple Fields

If you want to select more than one field to update, you can do so, but only within one of the
values panels — district, school, or grade. You cannot select one value from the school list and one from
the grade list.

To select more than one field, click on one field and then, while holding the control key,
click on the next field. In the example below, we have selected two values in the school files to update —

status code and actual grade enrollment.
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Grade values
Select variable to edit:

= de

Fre-tssessment Wisit Date

Scheduled Assessment Date/Time
Actual Grade Enrollment
Farcent Off

Sampling Method
Sampling Date

| Edit Grade ICIear

Batch Entry Multiple Selection

After double checking your selections (remember, you might need to scroll up or down to
see that both have been selected), click on the Edit School button.

School Control System

Batch Entry | Scheduling | Da

School Narme | HABCDEFGHIJKLMNOPQRSTU\/’WXYZ
Sort By: | Disticy/Schoal  » HNext (=

Grade: \Any "| Status: |Aﬂy bt

of 15 (282 Records) Page Size Feset

Adams School District (9299991)

1. Anamoose Elementary School 9213020‘ Cooperating vHI] \ 2|
2, Jackson Intermediate 9223010‘ Cooperating vHEl \
3. Rison Elementary 9213010‘ Cooperating vHEl |
Anaheim Elementary (9200720)
4. Carr Lane Ypa Middle 9221180 Cooperating ~|o |
Browns Valley (9200030)
5. awila {don Juan) Elementary QEIDDED‘ Cooperating vHD \
6. Lone Star Elementary School 9210010‘ Cooperating "HD ‘
7. Mineola Ms 9220010 Cooperating /o |
Buchanan Unified Schools (9299992)
8. andersan Elementary QEISDSD‘ Cooperating vHD \
9. First Avenue Elementary 9213040‘ Cooperating VHD \
W
P e o 7= — =l [ 1 | -

Batch Entry Updating Fax Number and School Principal

Both fields will be listed. If the fields are too wide to be displayed on the screen, you may
need to scroll to the right.

Don’t forget to click on the Save Page button before leaving the screen. After making your

updates, you can return to the main Batch Entry selection screen by selecting Batch Entry from the menu

choices at the top of the screen.
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5 SCHEDULING
5.1 Overview
Currently, there are two options available when you select the Scheduling menu option.
= An option that field managers have been using for developing regions and areas and

assigning assessment dates.

»  Viewing the calendar showing assessment dates for your Region/Area; and

School Control System

ws | Batch Entry | Scheduling | Data Selection | Beports

s Create Regions/éreas, assign schools, and set dates,
e Yiew the Assessment Calendar

Scheduling Selection Screen
It is unlikely that you will use the assessment date option.
Clicking on “Calendar” will take you to the six-week assessment calendar.

5.2 The Calendar

The schedule for all of the schools in a region and area can be viewed in the calendar.
Displayed are the school’s name, number of sessions, the NAEP ID, and the school’s status. The calendar
for each region and area you are responsible for should be checked carefully and frequently as you
contact schools and discuss assessment dates. Public and nonpublic schools are displayed so you can see

the entire schedule for a region and area.
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A sample of a calendar is shown below.

Print Version Print List of Events

School Control System

Batch Entry | Scheduling | Data

Umnja Christian

Willage Leaning Center

Acaderny
111223
Sessions: 1
PresssessDate
Pending

Public Charter School
EEREEK

Sessions: 1

PredissessDate:

Pending

Dc

Village Leaning Center
Public Charter Schoal
1120080

Sessions: 1

PrefssessDate:

Pending

[an 31 Feb 1
D
Hine Junior High

Feb 2
1
arshall Thurgood

Feb 3
nc
Hardy Middle School

Feb 4
ne
Slowe Elementar

School
120220
Sessions: 1
PresssessOate:
Pending

Elementary
1T11ED
Sessions: 1
PresssessDate:
Pending

DC

Marshall Thurgoad
Elementary
120320
Sessions: 1
PreassessDale
Fending

120810
Sessions: 1
FredssessDate:
Peading

School
1110480
Sessions: 1
PremssessDate:
Pending

Feb 7 Feb 8

il
Ludlow Taylor

Feb 9
'
Reed Elementar

Feb 10
nc
Iakoma Elementar

Feb 11

Sample Assessment Calendar

Field managers, state and TUDA coordinators, and home office staff will be checking the

calendars. As you determine that a school is not eligible to participate (closed, does not have the sampled

grade, or does not have any grade-eligible students), its status should be updated as soon as possible and

its assessment date removed.

Schools will only be displayed on the calendar if they have an assessment date recorded in

the SCS and their status code is one of the following: Pending, Pending Cooperation, Cooperating, or

Interim Refusal. Once a school’s status is changed to a final refusal or ineligible, the school will no

longer be displayed on the calendar.

Remember, you cannot actually change any information on the calendar. If you need to

record a different assessment date for a school, you will need to go to the school’s page and make the

change there.

Information displayed on the calendar is:

School name

School’s NAEP ID
Number of sessions
Preassessment date

School’s participation status
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The school name is underlined indicating it is a hyperlink. If you want to go directly to a

school’s information, click on the school name and go to the school edit page.

If you want to print out the calendar, a “printer version” of the calendar is available. You
will note in the upper left of the screen is the printer version hyperlink. The result will be more calendar
and less header printed out. Return to the previous version by clicking on the link provided at the top of

the calendar.

A “List of Events” is also available. This link will take you to a listing of schools for each
day. The information will be the same as on the calendar simply organized in a different way as you can

see below.

IClick to Print This Page  Back to Calendar s
List of Events

DC
Umoja Christian Acadermy
1/26/2005 (1111223 Pre-Assessment Date: Mone
Sessions: 1
Pending

DC

Village Leaning Center Public Charter School

1110110 Pre-Assessment Date: Hone
Sessions: 1

Pending
172772005
DC

Village Leaning Center Public Charter School

1120080 Pre-Assessment Date: Hone
Sessions: 1

Pending

DC

Hine Junior High School

2iiznos | 1120220 Pre-Assessment Date: Mone
Sessions: 1
Pending

DC

Marshall Thurgoed Elementany

1111160 Pre-Assessment Date: None

Sessions: 1

Pending

DC

Marshall Thurgood Elementary @
~59n D

447 et Tt W

Don % Local intranet
NS

2/2/2003

Calendar “List of Events”
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6 DATA SELECTION

6.1 Overview

Using this option (previously labeled Mail Merge), an electronic file is created that can be
used with another application, such as a word processor to generate individualized letters, mailing labels,
etc. Its most powerful application is to generate specialized reports which can be exported and

manipulated in Excel if you want to. It is this latter use that you might find of greatest benefit to you.

Using this feature, you will follow up to four steps as you:

1. Select the fields that you want to use;

2. Indicate how you want the data sorted (if necessary);

3. Indicate which of the records you want included (subsetting or filtering, if necessary);
and then

4. View the results and create an electronic file of the data to be printed.

If you do not need to sort or subset the data, you can go directly from step 1 to step 4 and see

the list of data that you have requested.

This section will guide you step by step in producing a report that is not available through

the system’s regular Reports menu option.

6.2 Creating an Area Status Report

In this example, we will walk you through the process of creating a report that recruiting
supervisors might find useful. This report will list all of the schools by name and NAEP ID that you are
responsible for contacting in an area and will show you the scheduled assessment date for each school as
well as its participation status. You will want to produce this report before you begin making your
telephone calls for the day to be sure that you have the most up-to-date information for the schools that

you are responsible for.
From the menu options at the top of the screen, select Data Selection.

Step 1. Select Fields
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Steps:

District Information

=
F

F

I |Superint Suffi

I™ |Superint address 1
I” |Superint address 2
I [superint City
I |Superint State
™ lsunerint Zin

1.8elect Fields

School Information

Princpl Prefix
Princpl Fname
Princpl Lname
Princpl Suffix
Princpl Phone
Princnl Email

Select the fields you want to be included in your custom letters/labels/reports,
Grade Information

Substitute Exists
PercentOff Track
Area

Grade Refusals Form

Grade Ineligible Form

Eeset | Mext =

Session Information

Asssessed in Original
Assessed in Makeup

UPS Tracking Mum from NCS-P
Date Sent from NCS-P

I District Name ¥ |school Name M MaEP ID I [MaER 1D
I District 1D " |state Schoal ID I |sampled Grade ™ lsession 1D
I” pist address 1 I~ MySchool Registration ID |1 [Target Stdnt Sample T lsched Date
I Dist address 2 I |Sch Address 1 ¥ |Status T lclassroam
I pist city I |Sch Address 2 I |Pre-assessment Yisit Date EMakeuP Date
I pist State ™ |sch ity Fl|—¢>\Echeduled assmt Date I~ Makeup Status
I pist 2ip " |5ch State [ Yoriginal/Substitute FOriginaI Sample
I pist Phone I |sch Zip " [Estimated Enrollment T |ratal in Sample
I |pist Fax " |sch Phone I |actual Enroliment T Mew Enrolles Sample
I |pist Comment ™ |sch Fax I [Takeall T |students with Names
I |pist FlgTuda ™ lcounty I |completedESample FWlthdrawannehghle
I |pist smalldst ™ My Sch Name I |New School Check Reqguired T |0 e Assessed
™ |sch Type I |completed Mew School check T |assessed
Superint Prefix ¥ [region I [Mum of Stdnts on SLF T |absent
Superint Fname I |5ch Comment I |5LF completion Date ™ |Excluded
Superint Lname — LSLF Receipt Date ™ refused
"] E |
" | |
IC I =—
| - A
C F [
[ — —

Coto Docwd B o

As it states at the top of this screen, in Step 1 you will select the fields you want to be

included in your report. You will do this by clicking on the name of the field or in the small box in front

of it.

Data Selection Step 1

For this report, select the following fields:

School Name
Region:
Area;

NAEP ID;
Status; and

Scheduled Assessment Date. (Note that this is not “session” date.)

The order in which you select these fields does not matter. You will set the sort order in the

next step.
If you select any fields in the “Grade Information” column, you should also select NAEP ID.
If you do not include NAEP ID, the system will include it for each row of data displayed in step 4. Many

schools have the same name, but the NAEP IDs will be unique.

Next, click on the second tab and go to Step 2 in Data Selection.
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Step 2. Sort Fields

How do you want the report or list of schools sorted? We will sort the report by school

status.

First, put the focus of the computer on the sort field by clicking on Status in the list under
“Fields” (on the left of the screen). Next, click on the button with the right arrow (>) to indicate that you
want to “send” that field into the box labeled ”Sort Order” (on the right of the screen).

Let’s select school name as our second sort order so that they are in alpha order on the list.

Below, both of the selections that we have made are displayed in the “Sort Order” column.

School Control System

School Mame Asc

0
Ascending

3

Scheduled Asmt Date
Descending

Araa

Step 2: Select Sort Fields

If you make a mistake, or change your mind after copying a field from the list of fields to the
“Sort Order” list, click on the field name in the “Sort Order” list and click on the left (<) arrow to remove
it from the “Sort Order” list.

When you are finished with your selections here, go to Data Selection Step 3.

Step 3. Subset File

In this step, you will tell the system that you want a report for only one area. You can come

back and create a report for another of your areas after producing the first list.

As this step indicates, you will "subset" or filter the data so that the schools in only one area

will be displayed.

First, select the field "Area" (click on it). In the Field Values panel will be displayed all of

the areas for which you are responsible in one region.
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What you have created at this point is what you might call a statement or condition. In plain
English this is that you want the list to be comprised only of schools for which area equals “1”. You
didn’t need to select “equals” since that is the default option. The other symbols are explained below

(Section 6.4) if you are not familiar with them.

Subset Fields:
School Mame #|=
Fegion Ol
MAER 1D | =
Status =
Scheduled Asmit Date L=
A o=
i Ea=
Multiple Conditions
[ JaND
CoR (
[ jaND
#oR
Parenthesis (Click to add)
“k
@)

First part of Step 3

Now, you need to complete the process by adding the statement or condition to the
“Complete Subset” box. You do this by clicking on the Add Condition button. In the panel under that

button you will see the full statement or condition that you have created.

Subset Fields:

School Mame E:
Region Lo b 2
NAEF ID ] = 3
Status = 4
Scheduled Asmt Date 242
=
1 <=
Multiple Conditions
| JAND
1€ oR (
| JAND
¥ [or
Parenthesis (Click to add)
¢
<D

MNote: Open parenthesis { can only be added as the first item of the condition.
I Add Condition | Eemowve Condition |

Cormplete Subset:

[Area="1"

Adding the Condition to the Subset

Now we are ready to see the list, so go to step 4.
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Step 4. Preview and Saving

Here, you can see the results of your efforts in the proceeding steps before you actually

create the electronic file. If you need to modify something, you can go back to Step 3 or Step 2.

School Control System
——
ws | Batch Entry | Scheduling | Data Selection | Reports | Student List Management
Preview and export newly created electronic file, <« Back
B export Data to File Save Data Selsction Template
School Name Region MNAEP 1D Status Scheduled Asmt Date hres
Bruce Monroe Elementary School 1 1110770 Pending 2/23/2005 1 [%
Cooke Elementary School 1 1110690 Pending 2/25/2005 1
Edison Friendship Public Charter - Blow Pierce Cam 1 1120540 Pending 2/28/2005 1
Hardy Middle School 1 1120310 Pending 2/3/2005 i
Hine Junior High School 1 1120220 Pending 2/1/2005 1
Howard Road Acadermy 1 1110120 Pending 3/3/2005 1
ketcham Elementary School 1 1111080 Pending 2/18/2005 1
Ludlow Taylar Elementary 1 1110370 Pending 2/8/2005 1
Marshall Thurgood Elementary 1 1111160 Pending 2/2/2005 1
Marshall Thurgood Elementary 1 1120320 Pending 2/2/2005 1
Murch Elementary School 1 1110130 Pending 3/1/2005 1 |
Deed 1 . R 1 131 P c

Preview of Report — Step 4

If your report looks all right, select the "Save Data Selection Template" option at the top of
the screen. This will allow you to save the report format in the new "My Data Selections" tab so that you

can very quickly recreate the report for this area any time you want to run it again on up-to-date data.

When you click on Save Data Selection Template, a small dialog box will open giving you

the opportunity to give your report a name. Enter the name and click on Save.

Description:

. |Area 1 Status Report |

Naming and Saving Custom Data Selection

You should print out this report before going any farther. Click on the print icon at the top

of the screen (being sure that your printer is connected and turned on.)
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Web sites unfortunately do not always print out very well. It is quite possible that, at a page
break, part of a line will print at the bottom of one piece of paper and part of it on the top of the next page.
An option would be to save or “export” the report to an Excel file and print it from Excel. (See Section
6.5)

Now that you have saved this report as one of your data selections, you can access it any
time you need to by clicking on the My Data Selection tab. Below is an example of how the listing of

saved data selections will be displayed.

My Favorite Data Selection List

| Mame/Description Dietails
Load | Delete 1. Area 1 Status Report columns:
HN2004 12:51:52 PM Region, Area, School Mame, NAEP ID, Status, Scheduled Asmt Date
Order by:

School Mame Asc

My Data Selections

Select Load to get a report showing you the most recent report of the status codes and

assessment dates for Area 1.
6.3 Creating an Area Status Report for another area.

If you want to create a status report for another area, you can easily do so. Go back to step 1
of the Data Selection process by clicking on the tab labeled Step 1 Select Fields. As you will see, the
fields that you originally selected will still be selected. Go through the steps until you get to the step 3 so

that you can select a different Area for your next report.

In Step 3, you will need to remove the condition Area = 1 so that you can create a new
condition of Area = 2. To do this, highlight the condition you created for the first report and then click on

the Remove Condition button.

Add Condtion Remowve Condition |

Complete 5

Removing the Condition “Area=1"
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Then, return to the top part of the screen and create the condition Area = 2 and click on the

Add Condition button.

Then, in step 4, if the report looks right, you can save it in My Data Selections. This time,

you should save it as “Area 2 Status Report”.
6.4 Explanation of Data Selection Symbols

If you are not familiar with the symbols used in Step 3, subsetting the fields, they are

explained below.

= Equals (the default)
> Greater than

>= Greater than or equal to
< Less than

<= Less than or equal to
< Does not equal

If you are familiar with these mathematical symbols, you are also aware that they are not
displayed completely accurately within the SCS. However, it is not always possible to use the actual

mathematical symbols when designing screens such as this.

The other symbols are for use by those with programming backgrounds who will produce

more complex “conditions.”

6.5 Export Data

After you have created a report with Data Selection, you can save the entire report in an
Excel file. While the option discussed in Step 4 (section 6.3) saves the format (“condition”), the “Export

Data” option saves the actual data that you have put in a report.

With the report displayed in Step 4 of the Data Selection steps, click on the “Export Data”
link at the top of the screen. A small dialog box will appear asking if you want to save an Excel or CSV

file.
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a Create File - Microzoft._. !EE

Select File Type:
# Excel © CSV

SaEve | Close |

Excel is the default. The file type CSV (for “comma separated values”) is a format that can
be used by a wide variety of applications (including Excel). Saving the file in Excel will make it

immediately available to you.
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