6 DATA SELECTION

6.1 Overview

The most powerful application of this option is to generate specialized reports which can be
exported and manipulated in Excel. It can also be used to create an electronic file that can be used with

another application, such as a word processor to generate individualized letters, mailing labels, etc.

Using the Data Selection feature, you will use up to four steps as you:
1. Select the fields to be used;
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.
See also Appendix A for suggestions on how to create your own school listing and log.
6.2 Creating a Missing Data Report

In this example, we will walk you through the process of creating a report that recruiting

supervisors might find useful subsetting the list to nonpublic schools without a principal name.

Step 1. Select Fields.
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Steps: 1.Select Fields |
Select the fields you want to be included in your custom letters/labels/reparts,

District Information

[

School Information

rade Information

—

I District Mame ™ |school Mame E
I” pist MyNAEP Reg 1D ™ Istate schoal ID |
[ |Dist Address 1 ™ MySchaoal Reg 1D .
I |Dist Address 2 I Isch address 1 |
[ |Dist City [ |sch address 2 v
I” pist state I sch city E%
™ pist zip ¥ Isch State |
I [pist Phone I Isch zZip |
[ |Dist Fax I lsch Phane |
I” Ipist Comment I Isch Fax |
[ |Dist FigTuda ™ lcounty |
I” pist smalldst ¥ I5ch Type |
[ Mon-pub Sch Srvy [
I |Superint Prefix FRegiun 1
I™ |Superint Frame FSCh Comment |
[ |Superint Lname ™ SDCF Crapltd By Sch |
I [Superint Suffix I |socF received/Reviewed Date [
[~ |[Buperint Address 1 — =1
I” [Superint Address 2 lprincpl Prefix Il
[ |Superint City lF‘rincpI Frarne |
I |superint State EPrincpI Lname Il
R =1 . =]

MNAEP ID

Area

Samp Gr

Target Stdnt samp
Status

r Ref Form

Gr Inelig Form
Pre-Assmt Wisit Date
Pre-Assmt Yisit Time
Scheduled Asmt Date
Scheduled Asmt Time
Orig/Sub

Est Enrall

Actual Enroll

Spec Situation Assess g
Spec Situation Fewer S
Spec Situation Other Si
Spec Situation Resoluti
sssess all

MNew Sch Ck Req
Cmpltd Mew Sch ck

Data Selection Step 1

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

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

For this report, select the following fields:

e School Name

e Sch State

e SchZIP

e Sch Type

e Principl Lname
e NAEPID

e Status

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

next step.

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

Step 2. Sort Fields
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How do you want the report or list of schools sorted? For this report, we’ll sort by school

type to more easily see the different categories of nonpublic schools.

2.5ort Fields

the information will be sorted,

3.5ubset/Filter

School Mame
och State

Princpl Lhame
MAEF 1D
Status Descending

Sort Direction:

Sart drder:

Sch Type Asc
Ascending

&

Step 2: Select Sort Fields

If you make a mistake or change your mind after copying a field from the list of fields to be

“Sort Order” list, click on the field name in the “Sort Order” list and click on the left (<) arrow to remove

it from the list.

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

Step 3. Subset/Filter

In this step, you will tell the system that you want a report for only the nonpublic schools.

Click on Sch Type to reveal the values for this field that have been recorded in the system.

Schoaol Mame *|= Missing Values (NULL VALUES)
Sch State e | Bureau of Indian Affairs

T | = Catholic
Princgl Lnarne ra Conservsative Christian
MHAER D AL Cepartment of Defense
Status = Lutheran

| Other, Non-Sectarian

Multiple Conditions Othe.r' RE|Ig|DUS

(& AND ( Fublic

] State Run

1T oR ( Unknawn

[T |aMD

1% ok

Sch Type Values
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To subset for nonpublic schools, you will indicate that you want school type to not equal
public since there is no “nonpublic” value available. Use the “not equal to” symbol of <> and then, add

this condition to the complete subset by clicking on the Add Condition button.

Subset Fields:
School Name z= Missing Walues (MULL VALUES)
Sch State [l Bureau of Indian Affairs
y ol Catholic
Princgl Lhame = Congervative Christian
MAER ID S Deparment of Defense
Status i{ = Lutheran
o | Cther, Non-Sectarian
Multiple Camrirons Other, Relliluus
IS
R { State Run
[ loRr ¢ Unknwn
| JAND
*|oRr
Parenthesis (Click to add)
L
@)
Note: Open parenthesgj can only be added he first item of the condition,
Add Condition hl | Femove Cu?fQitiun |
{Sch Type <> 'Public’

Adding the “not public” condition

If you only want to see schools in one state, select a second field “Sch State,” set the
operator to equal, and the Multiple Conditions to AND (without any parenthesis), click on the state

abbreviation, and click on the Add Condition button.
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(8] pera tors

School Mame f=
=
Sich Type s =
Frincpl Lname =
NAEP D 1<
Status i{ =
i e
Multiple Conditions
[ jaND ¢
[ Jor(
& |AND
ok
Parenthesis (Click to add)
2
@)

| Add Candition | | Femowe Caonditian |

(Sch Type <> 'Fublic’)
and (Sch State = 'CAY

MNote: Cpen parenthesis { can only be added as the first item of the condition.

Adding the State to the Filter

The report can be filtered further to show schools with missing principal names by selecting

the field “Princpl Lname,” the operator “equals,” and the value of “Missing Values.’

complete subset and the result should look like the example below.

E

Add this to the

Subset Fields: Operators Fields Yalues:

Add Canditign |

3

Remowve Condition |

Complete Subset:

(Sch Type <> 'Publich

and (Sch State = 'CA"
and (Princpl Lname = 'Missing Yalues (NULLWALUES)"

School Name g
Sch State ]
Sch Type F>= Barnes
rad Bird =
NAEP 1D Il birnclk
Status i = Brown
[ Pl burton =
Multiple Canditions Szll_earﬂgr;r
€ AND ( Dodger
T loR( Dyvrnowski
o |anD Einstain
T lop Haynes |
Parenthesis (Click to add)
&
&)

Note: Open parenthesis ( can only be added as the first item of the condition.

Filtering for Missing Values
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Now we are ready to see the list, so go to Step 4.

Step 4. Preview, Saving, and Exporting

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

electronic file. If you need to modify any of the report, you can go back to Steps 3 or 2.

School Control System

t Listing | Batch Entry |

Preview and export newly created electronic file, == Back
B Esport Data to File Save Data Selection Template
Sch Type School Name Sch State Princpl Lhame NAEP ID Status
Catholic Haly Trinity Elementary School CA 0620762 Pending
Catholic Jesuit High Schoal CA 0630762 Pending
Catholic Marian Catholic High Schoal CA 0630782 Pending
Catholic Motre Dame High Schoal Ca, 0630772 Pending
Catholic Qur Lady Of Fatima Elem School Ca, 0610612 School Refusal
Catholic Our Lady Of Guadalupe Acadermy Ca 0611092 Cooperating
Catholic Sacred Heart Cathedral Prepara Ca 0630752 Pending
Catholic St Clement Schoal Ca 0620712 Pending
Catholic St Cyril Of Jerusalem School Ca 0610592 Pending
Catholic St David School Ca 0620722 Pending
Catholic St John Of The Cross School Ca 0620732 Pending
Catholic St Martin Of Tours Elem Schoal Ca 0620742 Pending
Catholic St Mary Magdalen CA 0621352 Pending
Catholic St Thomas Apostle School CA 0610602 Pending
Catholic St Thomas More Elern Schonl O 0R10582 Pending

Step 4 — Review of Report

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 or template in the “My Data Selections” tab so

that you can quickly recreate the report again.

When you click on the “Save Data Selection Template” link, a small dialog box will open

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

A 5CS: My Favorite Data Selection - Microsoft Internet Fxplorer [ZIIEI[‘}_TI

My Favarite Data Selections

Description:
|Missing principal names|

Saﬁ.rf Close

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).

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 pager 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 6.4

for details on exporting report to Excel.
6.3 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.”
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6.4 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 6.2) 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.

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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7 REPORTS

7.1 Overview

On the menu options at the top of the SCS screen, click on Reports and select which report

you want as you see below.

School Control System

Listing | Batch Entry ) uling )2 o | Reports |
..

1. Summary Tallies

School Type: | PublicSchools [ Filter: NiA Sorts: N/A
2. School Status Listings

School Type: | Al Filter: | Active Schoals @ Sorts: | District L:l
3. Assessment Schedule

School Type: | Al El Filter: | Conperating Schools Sorts: | District
4. Student Sampling Listing . .

School Type: | Al m Filter: | Active Schoals Q Sorts: | District [},—‘J
5. Summary School Recruiting Report

D Foer Al Sors: [Fagon [
6. Sampling Report

School Type: | Al Filter; | Mot Designated L:J Sorts: | Region @
1. Preassessment Visit Report

School Type: | All B FEilter: | Cooperating Schaals [ Sorts: | Region
8. Assessment Progress Report .

School Type: | Al Q Filter: | Cooperating Schools . Sorts; | Redgion Q

Report Menu

Filter and sort options are available for all except the first, summary report. There is no sort

available for it, but you can select the school type — public or nonpublic.

After selecting the school type, on the remaining reports you can set the filter and sort
options (explained below), and click on the Run Report button. After the report is “run,” it will be
displayed on the screen. If you want to print the report, you must do so before closing the report (see

below). The reports can also be saved as Excel files. (See Section 7.1.5.)

7.1.1 Viewing Reports

Below is an example of Report 2 viewed on the screen.
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FPreview Eun Date: 08/01/2005 L
Fun Time: 1:47 P |
Save in Excel

-District=Archdiocese Of NAEP 2006 Report 2 - School Status Listings
Boston State = PA, Region =1
-Distnet=Archdiocese School Type = All

Philadelphia Schs Filter = Active Schools
Districi=Downingfown Sort = District

Area 5D
District=Tackson Twp
District=Leadership Ling
Partners Cs District School Name NAEPID  Grade Status
District=New Yotk Ciry

Public Schools . Arlington Catholic High
Dt T st Archdiocese Of Boston School

SD
District=North Penn 5D Central Catholic High 29530083 12 Pending i}
District=My Non-Public School

MNon-Catholic Schools
-District=Osford Area SD Backto SCS Repoits Page

Scheduled Actual
Date Enrolhnent

2530053 12 Pending 0

-District=Pa MNon-Public
Non-Catholic Schools
-District=Philadelplia City
sD

District=Upper Dublin g ;
<D District School IName NAFPID  Grade Status Schmculog, il
=L Date Enrollment

Archdiocese Philadelphia A1l Saints Elementary

Sehs Aehool 4210053 4 Pending 0

Report 2

On the left, the Preview pane shows you the list of districts by which the report was sorted.
If you click on one of the district/county names, the system will jump to that part of the report. The

Preview pane on the left can be made narrower by clicking and dragging on the bar that separates it from

the report.
For this report, we used the default criteria:
School type =All
Filter = Active schools (pending, cooperating, refusing, etc.)
Sort = District
7.1.2 Working With the Displayed Reports

The reports are not displayed within the SCS, but rather in your browser window. Thus, to
print the report or search for a particular school (for example), you will use the browser options at the top
of the window. It is recommended that you use the options on the menu bar (shown below) rather than

the icons.

2 NAEP 2006 SCS Report 2 School Status Listings - Micr

File Edit ‘Wwiew Favorites Tools  Help

f;—h Back - i | RL] | :'_.L] :‘. - ) Search ‘~"ﬂ".e" i
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7.1.3 Printing the Report

There are options available to you for printing the report or parts of it. If you want to print
the entire report, select File, Print. Using the printer icon will also result in printing the entire report, but

without any intermediate opportunity to select only part of the report to print.

Selecting File, Print Preview will give you the opportunity to locate a particular page or
range of pages that you can print rather than the entire report. If you use this option, you may need to

change the view in print preview as shown below.

NOTE: The new reports have been added to the SCS (Reports 5-8) will require printing out
on legal size paper. Be sure to have legal size paper in your printer before starting to print these reports.

Fint... | | = pagell Jorr = * | @B B 75% v :|: As laid outon screen || Help | Close
MAEP 2006 S3C5 Beport 2 School Status Listings Fage 1 of 1
FPravigw Ban Date: 020272005 =
Bon Tirne: 10:28 Al
Sawe in Excel
‘District=Frchdi NAEF 2006 Report 2 - School Status Listings
Of Poston _ State= PA, Region =1
‘Listnet=bachd School Type = All
%}Eﬂﬂ@m Filier = Active Schools
District=T . Sort = District
Lrea 50
‘Listrict=Tarkan
Tup R, Shool DMAEP Scheduled Actual
-Diatrict=L eade) District Mame 10} Grade Status Date Enrollmer
ngEE]t] e1s Cs : Lalington
District=Few gfmé‘dmese Catolic o553 12 Pending 0
York City ostonn.  High
Public Schonl
achools _ Central
District=Mormms Catholic .
iyea S0 High 2530023 12 Pending 0
-District=Horth School
Benm G0
hlon-Puhlic BecklooB o HepatisEage
Hope

Print Preview “As laid out on screen”

Note at the top of this screen it states “As laid out on the screen.” If you used the Sort by

district default, unless you want to see the list of districts on the left side of the page when you print this,

SCS User Guide 2006 65



you should change that to “All frames individually.” (“Frames” refers to the way the report is designed,

into sections or “frames.”)

8= By R EF R §

Print Preview Viewing Options

By selecting this option, you will be able to print out only the information in the main part of

the screen, on the right.

Scroll down to the district you want to print to see what the page number is. (Refer to the
page numbers at the top of the screen.) When you know the page number or range of numbers, click on

Print in the upper left of the preview screen to access the print pop-up window.

Select Printer
p— e
= :
&dd Printer Zanon Canonis0  hp deskjet 450
Bubble-J= prinker
BIC-55 v
Status:  Feady (] Pririt b File
Location;
EomrshE Find Printer..
FPage A ange
@ a4l Nurnber of copies: I1 3 !
Selection Current Fage
%F'ages: | 1 Collate
Enter either a single page number or a single
padge range. For example, 5-12

Pririt H Cancel ] Apply

Print Preview Print Window
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