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3. TAGGING SCHOOLS 

Tagging schools could also be thought of as flagging, marking, selecting, or picking 
schools.  Before a school can be tagged, the student sample line numbers must have been selected 
either by the SDS or the school must have been E-Filed and E-Sampled at Westat.  When you 
scroll down the list of schools, the tag boxes in the Tag column will not be available until you 
click on one of the schools so that the focus of the system is on one of the 17 schools currently in 
view. 

 
Tagging one or more schools in the main list of schools in the SDS will identify 

those schools for special action.  Tagging will permit you to: 
 

 Export the sampled school(s) so that another staff member can assist you in 
student data entry; or 

 Identify several sampled schools for which you want to print the same 
document(s) 

Exporting schools for assistance in data entry (see section 10) has been available as 
a feature of the SDS for several years.  The only modification to this procedure for NAEP 2008 is 
the way in which you “tag” the school.  The new Tag column permits you to tag schools 
individually by clicking in the Tag cell for the school.  To select or tag all of the sampled schools 
in the list of 17 that you can see at one time, use the button at the bottom of the screen labeled 
“Tab/Untag All Visible Schools.” 

 
After the school or schools that you want to export have been tagged, proceed with 

the export procedure as explained in section 10. 
 
The tagging procedure also facilitates printing by identifying several schools for 

which you want to print the same or several forms more quickly than in the past.  After tagging 
the schools, click on the Materials Production button and select the form to be printed.  Section 6 
contains more information on this new procedure. 
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4. 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. 

 

4.1 Steps in Selecting the Sample 

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.  Next, 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 Blout 
County Elementary, one of the schools in the test data as our example. 
 

 
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 the screen will refresh and you can enter the total 
number of eligible students. 

 
Note.  If you proceed at this point and select the line numbers, transmit, and do not 

enter the student data within a few days, you will receive an e-mail message from the Westat 
statisticians asking why the student data have not been entered. Do not begin this procedure 
unless you are prepared to enter the data right away (or have help in doing so).  If you need 
estimates on the sampling results for a school (i.e., the number of sessions to be held and how 
many students might be selected), see the SCS User Guide section 3.4.4 Student Sampling Result 
Preview. 
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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 SLF2, 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. 

 

 
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).  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. 

 

                                                      
2 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, after a brief delay, the Field Sampling Line Numbers 
Form will be displayed.  

 
A pop up window will appear on top of the Form, notifying you that a file 

containing this report will be saved to the Sampling Line Numbers subdirectory on the laptop.  
The name of the file (which contains the school ID) is displayed along with the complete path to 
the file.  This will allow you to reprint these lists of sample line numbers without having to 
reopen the SDS, if you want to. 

 

 
 

To locate the sampling line numbers file without opening the SDS, click Start, My 
Computer, double click Local Disk (C:) double click Westat, double click Docs, and double click 
Sampling Line Numbers.  This should give you the list of files for the schools for which sampling 
line numbers have been created.  

 
After you click on the OK button in the small pop up window, the Instructions for 

Sampling New Enrollees will be displayed. It will also have a pop up window on top of it 
reminding you that a pdf file of these Instructions will also be saved to your hard drive. 
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4.2 The Sample of Newly Enrolled Students 

Most schools submit their list of eligible students and the samples are drawn several 
months before the assessments.  When a school’s student 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.  These newly enrolled students must be given a chance to be included in the 
sample.  This sampling will be done during the preassessment visit. 

 
 

4.3 Printing the Forms 

Before closing the screen displaying the Instructions for Sampling New Enrollees, 
you should print out these instructions. Click on the print icon in the upper left corner of the 
window. 

 

 
 
This will open the print dialog box which will give you the opportunity to change 

the printer, if you need to. When you travel and use the Canon portable printer, you may need to 
change the printer from the Dell laser printer which is normally the default printer. 
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Print Dialog Box 

 
After printing the Instructions, click on the red X in the upper right corner of that 

window to reveal the Field Sampling Line Numbers Form. It can be printed out in the same way 
and then closed by clicking on the red X. 

 
Place the Instructions for Sampling New Enrollees in the school folder. It will be 

needed during the preassessment visit. 
 
Follow the instructions on the Field Sampling Line Number Form and, using the 

sample line numbers, mark the selected students on the list of eligible students. 
 
Note that Reprint Primary and New Enrollee Form buttons are 

available if you need to reprint the sampled line numbers while working in 
the SDS. 

 
If there is a problem with your printer and you cannot print 

these instructions, you can print them later either from within the SDS or by 
locating the PDF files in C:\Westat\Docs\New Enrollees Form. 
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4.4 Draw New Sample 

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 button on the right labeled Draw New Sample 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. 
 

 
New sample confirmation 

 
Remember that completing this step will remove the previous sampling step 

and all student data that might have been entered for this school. 
 
Click on the Yes button to indicate you are positive you want to resample the school.  

When you click the Yes button, the previous sample and all data will be deleted and you are 
returned to the sample window. 

 
At this point, you can enter the newly determined number of eligible students and 

draw the new sample. 
 



SDS User Guide 22 

5. ENTERING STUDENT DATA IN THE SDS 

After the Student Data System has selected the sample and the sampled students 
have been identified on the list of eligible students, the students’ demographic information can be 
entered in the SDS. 

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

session, follow the steps below carefully:  
 

 Locate the school name on the SDS list of schools and click on the school’s 
name or ID.   

 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.   

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

Once you are in the data entry screen, double-check the school name and session ID 
(displayed at the top and bottom of this screen) to be sure that this is the correct school and 
session database.   
 

 
Student Data Entry Screen 

School & 
session IDs 

Verify 
school name 
& session 
ID.
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Before beginning data entry on any student, double-check the Administration 

Schedule line number and the SLF line number.  
 
 
 
 
 

 
Entering Student Data 

 
 
5.1 Entering Data 

Individual student data are entered in the bottom part of the screen.  Depending on 
which option you selected on the main page, student names will be entered either first name, 
middle name, last name or last name, first name, middle name. 

 
With the cursor flashing in the first field at the bottom of this page, type the name 

for the first field and use the tab key to move to the next field. Middle names are not required, but 
if included on the student list, they should be entered.   

 
Tab 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.  It will be necessary 
to enter all four digits of the birth year for every student.   
 

When you reach the field for the student’s sex, a pop up window is activated 
displaying the choices and values – 1 for males, 2 for females.   
 

Verify Admin Line# 
and SLF Line# before 
data entry. 
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Listing of Codes 

 
Enter the code number and tab to the next field.  Continue entering the code 

numbers and tabbing to the next field. 
 
When you have typed the data for the last field, press the Enter key rather than the 

Tab key. This will record the data for that student, clear the data-entry fields, and move your 
cursor to the first field so you can enter data for the next student. 

 
To facilitate date entry, for most fields (except for name and month of birth), it is 

possible to automatically fill all students’ records with the same codes in a process is explained in 
section 5.2. 
 
 
5.2. Batch Entry of Student Data – “Auto Fill” 

In most schools, some of the student information will be virtually the same for every 
student.  For example, most students will be SD = No and most will be ELL = No.  To facilitate 
data entry for these fields, 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).  The process is 
explained below. 
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As an example, after entering information for one student, you notice on the list of 
students that the school lunch field for all of the students in this session will be coded as “4 - 
School not participating”.  Follow the steps below. 

 
 
To access the batch entry feature: 

 
 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. 

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

 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. 

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

 

 
Auto Fill School Lunch  

 
 Click on your selection (“4-School not participating”, for this example) and 

then on the Auto Fill button.   

Immediately, this field will be filled with “4” for every record in this session, 
including those records for which no other information has been entered. 

 
Sometimes, most students have the same code, but a few do not.  In these cases, 

after using Auto Fill to set the code for all students in this session, if one or more of the students’ 
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codes need to be changed, go to the students’ records and change the codes using the data entry 
fields at the bottom of the screen. 

 
Auto Fill can be used before or after you have started student data entry. 
 
 

5.3. Correcting Mistakes in Data Entry 

After entering the student information, you should print out the data using the 
Student Information Report (see Section 6.3) and have someone other than the person who 
entered the data double check the data.  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 if you have not completed data 
entry for the session.   

 
Click on “Edit,” and on the option, “Insert Blank Row and Shift Down Student 

Records.” 
 

 
Edit, Insert Blank Row  

 
This will open the following dialog box. 
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Insert Blank Row here 

 
Click on the down arrow button and select the row into which you need to insert the 

blank row for a student’s name and demographic data. 
 
Click on the Insert Blank Row/Shift Down button and you will get a confirmation 

dialog box. 
 

  
Insert confirmation 

 
Read it carefully and click the Yes button (unless you made a mistake and need to 

back up) and the record you have identified and all other records moved down.  
 

 
Blank Row Inserted 
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If you discover that you have entered information for a student who does not belong 

in this session, another feature allows you to delete a student record and shift all other records up 
one line.   
 

 
Edit, Delete and Shift Up 

 
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 Student Record 

 
Select the line number of the student record you want deleted.  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. 

 
The third option available under “Edit,” is “Cut and Insert Student Record” which 

will allow you to move (“cut”) a student record from one line number and add it to (“insert in”) 
another line. 
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Edit, Cut and Insert Student Record 

 
When you select this option, the following dialog box will open. 

 

 
Cut and Insert Dialog Box 

 
Select the line number to be cut and the line number where it is to be inserted.  Click 

the Cut/Insert button and the record will be moved and the other records will be moved down. 
 
 
5.4. 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.   
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If permission has been given to for either of the exceptions noted below, a Special 
Situation Form will have been completed.  The hard copy form will be in the school folder.  The 
information will also appear in the Special Situation section of the Sampling tab of the School 
Edit page in the SCS. 
 
 
5.4.1. Assess All Students  

While this is seldom allowed for public schools, if permission has been given by 
NECS for a school to assess all students instead of the number to be sampled, an override option 
is available in the SDS.   

 
To over ride the sample size in a school, select the Student Sampling 

button and 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”. 

 
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.  The key will then be labeled 
“Sample Override: Yes” as a reminder.   

 
Proceed with the sampling procedure described in section 4. 
 
If a school requests that unsampled students be added to a session after the student 

sample is selected, you should obtain approval from your field manager.  This not-in-sample 
option will require more materials and possibly additional assessment staff. If approved, these 
students will be assessed and given the administration code #56.   

 

5.4.2. Assess Fewer Students  

Assessing fewer students may involve assessing a smaller number of students or not 
assessing a particular subject.  This request should have already been resolved. You must discuss 
this with your field manager.   

 
If your field manager tells you that this has been approved, the sample should be 

drawn as usual.  The student demographic data must be recorded in the SDS for the session(s) in 
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which some or all students will not be assessed. (Do not enter the student names.)  If an entire 
session will not be conducted, the Administration Code for each student must be recorded on the 
Administration Schedule as Administration Code 49, Session/subject refused by school. 

 
In some instances, a school may refuse to assess students in a particular subject.  In 

this case, all students who were sampled to be assessed in that subject should be coded with 
Administration Code 49, Session/subject refused by school. 
 
 
5.4.3. 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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