School Control System

School/District Listing | Batch Entry heduling | Da | Be
| EditListing | |Default District Listing v | Alalciplaim|p|r|s
|District: @ Superintendent: District Contact: District City: District State:
1. Adelanto Elementary Adelanto Ch
2. Ca Non-Public Non-Cathalic Schoals Ch
3. Central Elementary Rancho Cucamaonga Ca
4, chaffey Joint Union High Ontaria Ch
5. chino Yalley Unified Chino CA
6. Corona-Norco Unified Morco Ch
7. Desert Sands Unified La Quinta Ca
8. Diocese Of San Bernardino Schs SARAH KANE San Bernardino Ca
9, Gorman Elementary Gorman Ca
10. Marena Yalley Unified Mareno Walley Ch
11, Palm Springs Unified Palm Springs Ch
12, Rim Of The World Unified Blue Jay CA
13, Riverside Unified Riverside Ch
14, San Bernardino City Unified San Bernardino Ca
15. San Jacinto Unified San Jacinto Ch
Search for| | TN | District +|[Find | Mumber of Records: 15 page: [1 ¥ of 1

Default District Listing

The icons and menu items above the SCS banner are related to the functions of Internet
Explorer browser. They are completely functional while you are using the SCS. However, you generally

will not need to use any of the browser buttons or functions while you are working in the SCS.

You are especially warned do not use the browser’s Back arrow (usually green). As you
move from screen to screen in an application such as the SCS, the screen is actually temporarily copied to
your computer in an area called cache. When you use the Back arrow to move to a screen you have
previously seen, you may be seeing the temporarily stored screen from your browser’s cache rather than
the actual screen from the server at Westat. Changes you made on the screen may not be on the screen
that you see which could be very confusing. To move within the SCS, you should use the SCS menu
options in the blue area at the top of the screen and other links (Next page>>, <<Previous page, etc.) that

are provided within the SCS to be sure that you are always going where you want to go.

At the top of the SCS screen are several menu options (hyperlinks). As you move the mouse
over a menu item, the pointer turns into a “hand” indicating that if you click you will go to that part of the

system.
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School Control System

School/District Listing | Batch Entry | Scheduling | Dat

NAEP-2008/FT v Schoal Typel) v

These menu hyperlinks will be available while you are working in the various views of the
SCS. They are briefly described below followed by the user guide sections where you will find a more

complete description:

School/District Two default lists are available —schools and districts. Personalized

Listing lists can be created that include fields you wish to see. (Section 1.7)

Batch Entry Using this feature, you can make entries for several schools by
working from a list of schools. (Section 4)

Scheduling This option leads to a calendar of your assessments. (Section 5)

Data Selection Use this function to generate special reports or data to be sent to a

word-processor or spreadsheet from which you can print
individualized letters and labels. (Section 6)

Reports Generate reports on recruitment and scheduling activities and the
progress of the assessments in your region. (Section 7)

The alpha tabs across the top of the screen allow you to subset or filter the list in the current
view to show only those entries in the first column that start with the letter you choose. If an alpha
character is not shown, there are no entries that start with that character. To see all schools/districts, click

on the tab with the asterisk (“*”).

If you are logged on to the SCS and the Westat server does not detect any keyboard or
mouse activity for 20 minutes, the server will lock you out. For example, if you are logged into the SCS
and leave it running in the background for 20 minutes while you do something else, your connection with
the server at Westat will be terminated. When you try to move from one view to another, you will be
directed to a screen that explains that you have been logged out. There will be a link on this screen to

return to the Login screen.

This is a security feature so that the database does not remain open for hours and available to

hacking by someone outside NAEP.
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1.7 Customizing Your List of Schools/Districts

Customized lists of schools or districts that display the fields you are interested in can be

created for the School/District Listing page. Since you will mainly be working with non-public schools,

this explanation will focus on customizing the school listing.

~ School Control System

NAEP-2008FT

EditListing | JDefault School Listing v |

School /District Listing | Batch Entry | Scheduling

School Mame: |NﬁEF‘ ID: Project Mame: Stat

1. &pple Yalley Village 0510537 MAEP-2002/FT Pend

2. suburndale Intermediate 0620792 MAEP-2002/FT Pend

3. Badger Springs Middle 0620822 MAEP-ZO0B/FT Coop

<, Chino High 0620612 MAEP-Z2008/FT Pend
Edit Listing Button

To personalize your list of schools, click on the Edit Listing button in the upper left of the

screen, next to Default School Listing and the following screen will appear.
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School Control System

School/District Listing | Batch Entry | Sch

Custormize your screen by creating your own custom views of the database. In View Mame, enter the narme you'd like to
give your view., Then, choose the fields vou wish to see. As you click in the Display box, the order is assigned.

Select view: or Add
Create a View

Yiew Name: . Save || SBaveAs || Reset
is Field Narme Ord Ord Figld Name
™| District Name | ™| school Narne ™| magrID
| Dist Address 1 ™| Schoal Address 1 | | |7 sampled Grade
™| Dist address 2 i | School Address 2 | | 1— Target Stdnt sample
™| Distcity ™| school ity ™| status
™| DistState ™| School State ™| Pre-ssessment Visit Date |
™| Dist Zip ™| school zip | [F] scheduled smt Date
- Dist Phane _!‘“ | school Phone = Original/Substitte
™| DistFax ™| School Fax |7 Estimated Errollmert
'_l_ | Dist FigTuda :T" Caunty ™| actual Enrallment
™| Dist smalldst ™| Region | |7 | sampling Method
™| Superintendent [ | Area 1— CompletedEsample
™| Superint Phone [F] schoal Type ["| SLF Receipt Date

Edit or Customize your School/District Listing

The scroll bar on the right reminds you that there are more fields available if you scroll down

the page.

Instructions for creating your customized list are provided at the top of the page.
“Customize your screen by creating your own custom views of the database. In View Name, enter the
name you'd like to give your view. Then, choose the fields you wish to see. As you click in the Display
box, the order is assigned.”

Click a second time on a field to de-select it.

An example of selected fields is shown below.
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Select view: or Add
Yiew Name: :New Schoal Listing| . Save As Feset
| District Mame E | School Mame
T" Dist Address 1 . T School Address 1| | sampled Grade
_T" '_ Dist Address 2 '_1_ | school sddress 2 | | Target Stdnt sample
™| Distcity ™| school city , V| Status 5.
™| Dist State ™| School State ™| Pre-Assessment Visit Date |
I | Dist Zip ™| School Zip I Scheduled Asmt Date
:J" Dist Phone ?_ Schoal Phone [ original Substitute
[ | Dist Fax ™| school Fax ™| Estimated Enrollment
r Dist FIgTuda r County ™| actual Enrollment
'T';-_ Dist smalldst i Region 3 & Sarmpling Method
T" ._ Superintendent '_17 | area 4 ™| completedEsample
™ Superint Phane | schaal Type , [ SLF Receipt Date

Fields Selected for Custom Listing

Here, we have selected School Name, NAEP ID, Region, Area, Status, and District Name
and given our custom listing the name of New School Listing. Click the Save button and then on
“School/District Listing” to return to the School/District Listing screen. (You can return at any time to

modify your new view.) Select the new listing.

After creating your personalized listing, when you return to the School/District Listing page,
you will not see your new listing until you change the view. Click on the button beside “Default School

Listing” and click on your new listing.
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School /District Listing | Ba

NAEP-200BFT v School Type( v

| EditListing | |MNew School Listing Ksi slalplc|Gli|L|MiNIO|RISIT
12
‘School Mame: @ |Maep 1o: Region: Area.  Status: District Mame:

1. Adams Elementary 0610242 Ca-1 1 Cooperating San Diego Unified
2. Bell Junior High 0620372 Ca-1 1 Cooperating San Diego Unified
3. Crown Point Elementary 0610252 Ca-1 1 Pending San Diego Unified
4, Cuyarmaca Elementary 0610212 Ca-1 1 Pending Cajon Yalley Union Elementary
5. Grace Lutheran Schoaol 0620337 Ca-1 1 Pending Ca Non-Public Mon-Catholic Schools
6, Juniper Elementary 0610222 Ca-1 1 Pending Escondido Union Elementary
7. Light Life Christian School 0620347 Ca-1 1 Pending Ca Mon-Public Non-Cathaolic Schools
8. Linfield Christian Schoal 0620757 Ca-1 1 Pending Ca Mon-Public Non-Cathaolic Schools
9, Madison Middle 05620402 Ca-1 1 Pending Yista Unified

10, Mann Middle 05620382 Ca-1 1 Pending San Diego Unified

11.Mesa Verde Middle 0620362 CA-1 1 Pending Poway Unified

12, Mt Carmel High 0630282 CA-1 1 Pending Poway Unified

13, National City Middle 0620392 Ca-1 1 Pending Sweetwater Union High

14, Oak Grove Middle 0620352 Ca-1 1 Pending Jamul-Dulzura Union Elementary

15. Rolando Elementary 0610232 Ca-1 1 Pending La Mesa-Spring Yalley

MNext Page ==
Search for| | IN | School Name "i Mumber of Records: 23 Page: !_1__:! of 2

Customized Listing Selected

1.8 Using the Sort and Search Functions

By default, the list of schools is sorted alphabetically by the information in the first column.
To sort the list alphabetically in reverse order, click on the first column header (“School Name” in this

case). Likewise, to sort the list by one of the other columns, click on that column header.

Notice the small yellow arrow appearing on the column header of the column by which the
list is sorted. If the arrow is pointed up, the column is sorted in ascending order. If it points down, the
order is descending. Resting your mouse pointer on the column header for a second will cause a pop-up
that reads: “Click to sort by [column header name].” If your pointer is on the arrow, the pop-up will state:

“Sorted (Asc)” or “Sorted (Desc)” depending on whether the sort is ascending or descending.

Since the list can be quite long for some users (especially the list of sampled schools), a
search function is available to assist in locating a school or group of schools. At the bottom of the
School/District Listing screen is a field labeled “Search for” and a drop-down list of options based on the

columns in the view.

12 SCS User Guide 2008



Next Page ==
Search for| | IN | School Mame

MNAER D
Region
Area

El Status

stri

District Mame

= W Trboows - i

Search Function

The search function is intelligent, allowing you, for example, to enter “Middle” in the Search

for window and obtain a list of schools with the word “Middle” anywhere in the school name.

To reset the list to contain all of the districts or schools, delete anything in the Search for
field and click on the Find button or click on the tab with the asterisk.
1.9 Moving Among the SCS Screens

If you are looking at a district’s District Edit screen and wish to return to the list of districts,
click on the School/District Listing menu option at the top left of the screen. You can also go directly
from one section of the system to another by selecting any of the menu options any time they are visible
at the top of the screen.

As noted in section 1.6, you should always use the links within the SCS to move from one
page to another and not the Back arrow on the browser icon bar.

1.10 Leaving the SCS

When you leave the SCS, click on the NAEP logo to the left of the blue banner, as shown

below.

Click the NAEP logo to -
leave the SCS and School Control System

return to the Options ' ==

screen. School/District Listing | Batch Entry | Scheduling

NAEP-ZOORFT  w
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This will take you back to the MyNAEP Options screen. At this point, you can either make

another choice on this screen or log out of the MyNAEP site by clicking on the same logo on the choices

page.

1.11 Database Not Available

When editing information in the SCS, when you click on the Save button, if you get the
following message you should select the Retry option. If you do not, your changes will not be saved. Do

not click the Cancel button.

Microzoft Internet Explorer |

Click Retry to send the information again,

& The page cannaot be refrezhed without rezending the infarmation.
or chck Cancel to retumn to the page that you were tiving ko wview.

Cancel |

While this warning screen has only been seen by people testing the SCS, it is possible that
you might see it with so many people accessing the SCS (Westat staff and state coordinators). The
programmers think this is a momentary instance of the database not being available due to heavy system

use.
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2. EDITING DISTRICT INFORMATION

2.1 Selecting a District

The list of districts with sampled schools will be displayed if you select the Default District

Listing. An example is shown below.

School/District Listing | Batch Entr

NAEP-2008/FT v School Type)

| Edit Listing | | Detautt District Listing | SHAICIDIGIMIPIR|S
|Distr\ct: & Superintendent: District Contact: District City: District State:

1. adelanto Elementary Adelanto Ch
2, Ca Mon-Public Mon-Catholic Schools Ch
3. Central Elamentary Rancho Cucamonga Ch
4, Chaffey Jaint Union High Ontario Ch
5, Chino valley Unified Ching Ch
6, Corona-Norco Unified Maorco Ch
7. Desert Sands Unified La Quinta Ch
8. Diocese Of San Bernarding Schs SARAH KANE San Bernardino Ch
9, Gorman Elementary Garman Ch
10, Moreno Yalley Unified Mareno Yalley Ch
11. Palm Springs Unified Palm Springs Ch
12, Rim Of The ‘World Unified Blue Jay Ch
13, Riverside Unified Riverside Ch
14, San Bernardino City Unified San Bernardino Ch
15, San Jacinto Unified San Jacinto Ch

Search for| | I | District ~ |[Find | Murnber of Records: 15 page; [1 M of 1

Default District List

Districts are listed alphabetically by district name. Nonpublic, non-Catholic schools will be
grouped under a “district” name of Nonpublic, non-Catholic schools since the database structure requires
that all schools have a “district.” Catholic schools will be associated with their diocese or archdiocese

which functions like a district for our purposes.

Search for a particular district by typing at least part of that district’s name in the search field
at the bottom of the screen. If you want to see a list of all districts beginning with the same letter, click on

the appropriate alpha tab at the top of the screen.
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2.2 Editing District Information

Click on a district’s name to go to the district information screen. (See example below.)
While complete district-level information is not essential to the assessment preparations, you should make
updates and corrections as necessary to the district name and address fields since this information is used

for mailing information to the districts and dioceses.

School Control System

School/District Listing | Batch Entry | &

District Edit
Marmie: San Diego Unified camments:
MySchool Registration 1D: 0634320
State Local Education 3760338
Agency 1D:
Address: |41DD MHaormal St | = .
address (contdy: [ | | School Name | NAEPID | Project
i Adarns Elementary 0610242 MNAEP-2008/FT
City:, State: Zip: i ¥ = -

: ? [San Diego ) fe2103-2682_| Bell Juniar High 0620372 MAEP-2008/F T
Phaone: (B19) 72555068 | (KR} RKR-KRKKN | Crown Point Elementary 0610252 | MAEP-2008/FT
Fau: [ ] ot sty | Mann Middle | oezo3B2 | MAEP-2008/FT
Superintendent: Add
Test Director: Add
District Contact: Add
District Assessment
Coordinator: Add

If you have any guestions or comments please contact the Help Desk

District Edit Screen

The main district information is on this screen. Note the MySchool Registration ID number.
Districts will need this to log onto the MyNAEP site to see the MySchool sites for their schools. The
screen also contains hyperlinks for adding the superintendent, test director, district contact information,

and district assessment coordinator. To add the superintendent’s name, click on the “Add” hyperlink.
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3 District Personnel - Microsoft Internet Exploren, E”EJE|

District Personnel

First Name: |Adam |

Last Mame: |JDnes |

Title: |Superintendent |

Address: |
District Address

address 2 | |
City: | |
State: | |
Zip: | |
|

|

Phone: [215-295-7001 Ext: | |

Fax: |

Email: | |

| SaNE | Cancel

Adding Superintendent Name

Enter the superintendent’s name. If you want to use the district address information for the

9

superintendent, click on “District Address.” After completing the fields, click on the Save button to
return to the District Edit screen. You can return to this superintendent information window later if you

need to update any information.

When you return to the District Edit screen, the superintendent’s name and phone number (if

entered for the superintendent) will be displayed as shown below.

T dA, k ) e
Superintendent: i Dr. Adam Jones 215-299-7001 Vl Edit
Test Director: !Selec’[... Vi Add
District Contact: |Se|ed... Vi Add
District Assessment ,
Coordinator: | SEIEC ¥ add

Superintendent Name and Phone Displayed
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The superintendent’s name will also be available to associate with other district fields such
as the “district contact person” if this is appropriate. Select the “Add” hyperlink to add another name. To

update the superintendent’s name, click on the “Edit” link.

NOTE: District and school information were obtained from a database (Common Core of
Data) complied by the U.S. Department of Education from data sent by the states. Procedures involved in
drawing the current NAEP sample began over a year ago. Thus, some information on districts and
schools may be blank or contain out-of-date information. The district superintendent and test director and
school principal fields are blank initially for all districts and schools since these fields are not in the CCD

database. The CCD database can be accessed via the Internet at nces.ed.gov/ced.

2.3 District Test Director

To update the system with information on the test director, select the “Add” hyperlink and

complete the information.

<2A District Personnel - Microsoft Internet Explorer E|@]g|

District Personnel

Frefix: |Dr.

First Name: |S. |

Last Mame: |Smith |

Title: |Test Directar |

Address: | |
District address

Address 2 | |
City: |

State: |
zip: |
Phone: [215-233-7003|

Ext: | |

Fax: |

Email: | |

District Test Director Screen

A similar process will be followed to update the information about the district contact and

the district assessment coordinator.
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2.4 Changing Name of Contact Person

If you have selected the superintendent’s as the district assessment coordinator and need to

enter a different name, first, click on the down arrow next to the name.

e ST
Superintendent: : Dr. Adam Jones ¢15-289-7001 v Edit
Test Director: Selec‘t v add
District Contact: ;Selec‘t... ¥ | add

District Assessment

Coordinator: |Dr Edit

Or. Adam Jones 215-299-7001

Click on “Select” and then on the “Save” button. The “Edit” link will change to “Add”

allowing you to enter a new name for the District Assessment Coordinator.

2.5 Comments

In the right panel of the District Information screen is an area available for users to record
comments about contacts or attempted contacts with the district or diocese. If there is more information
than will fit on this screen, the text will scroll up as you type. The lines will wrap around as they do in a
word processor. Use the Page Up and Page Down keys or scroll bar to move up and down if you have

entered more text than will fill one window.

Remember, if there is information that your field manager or the home office should know
about this district, you must either call or send an e-mail with that information. Do not expect your field
manger or the office staff to check the comments field for every district and school looking for such

information.

Information entered in the Comments area will be available to the state coordinators.

Likewise, any information that they enter will be available to all you and your field manager.
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2.6 Selected Schools in the District

All of the schools in your assignment selected for NAEP in this district are listed in the right
panel along with their NAEP ID. The names are links to the school’s School Edit page.

20 SCS User Guide 2008



	Appendix F. School Control System (SCS) User's Guide (continued)




