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NAEPQC Section Link to Creating Ad hoc Issue 

 
“No Issue Found” indicates that no issue has been created by NAEPQC.  
 
The Ad hoc data entry page will look similar to the other data entry pages. Session ID, 

Administration Schedule line number, and student assessment booklet number are required for each 
student record that needs to be changed.  

 

Other than session ID, line number, and booklet ID, the only data you should enter are 
the data that need to be changed.   
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Ad hoc Data Entry Page 

 
After entering the data that need to be changed, you will be able to compare the information 

for that student if Westat has received the scanned Administration Schedule data from Pearson for that 
school.  If the data have not been received, the Verify button will not be active. 

 
When the Administration Schedule data have been received for this school from Pearson, 

you can proceed with verifying the data in the same way as the regular NAEPQC issues. In the example 
below, one student’s school lunch data needed to be changed from a 3 to a 1. 
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Ad hoc Data Verification Page 

 
After you have checked your Ad hoc issue data against the Pearson data it may be necessary 

for you to withdraw your issue. Occasionally, the data change will already have been made. In that case, 
use the “No Action Necessary” icon on the NAEPQC Section of the Post Assessment tab to change the 
status of your Ad hoc issue. 
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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. 

 
Batch entries can be made to update district information, school information, or schools’ 

grade information.    
 

 
Batch Entry  

 
To use this option, first determine which of the three sets of data you will be updating – 

district, school, or grade – and click on the appropriate link to see the list of available fields.  Then, within 
that column, select which field or fields you need to update.  To select multiple fields to update, click in 
the boxes for 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 
(depending on the list that you are working with). 

 
To explain how to use this option, we will walk through the steps updating status codes 

(section 4.2), multiple fields (section 4.3), and multiple schools (section 4.4).   
 
 

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 set of data and the value or field to be changed or updated.   
 
In this example, we clicked on Grade Values to reveal the values and selected the Status 

value by clicking in the box.  Then, click on the Edit Grade button. 
 

 
Selecting Status Code to Update 

 
Step 2. Locate the school(s) to be updated.   
 
A sample of the sort by district (the default) is shown below. 
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Batch Entry Updating Status Codes 

 
All schools within the region will be displayed sorted by district/diocese.  However, you can 

change the way the list is sorted by picking on of the Sort By options.  
 

 

The sort order can be changed to: 
 

 Schools by county and school,  

 Schools by their county and 
district/diocese,  

 Schools by their geographical NAEP region 
and area,  

 Alpha sort by school name, or 

 Schools by their NAEP ID. 

 
The list also can be subset to only one grade level and also subset to one of the status codes. 
 
If you want to search for schools beginning with the same letter, use the alpha tabs at the top 

of the screen. 
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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. 

 
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 
lists – district, school, or grade.  You cannot select one value from the school list and one from the grade 
list.   

 
All of the data entry fields for each of the district and school contact persons are available 

for updating through the Batch Entry process.  If you want to have access to all of the fields for one of 
these positions – superintendent, for example – the first entry should be selected.  For the superintendent 
this would be “Superintendent Information (All)” in which case all of the fields listed under this entry 
would be displayed for each of the districts. 

 
To manually select more than one field, click in the box for each value to be selected.  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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Batch Entry Multiple Selection 

 
After double checking your selections, click on the Edit Grade button. 
 

 
Batch Entry Updating School Status and Enrollment 
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Both fields will be listed.  If the fields are too wide to be displayed on the screen, you will 

need to scroll to the right. 
 
Don’t forget to click on the Save Page button before leaving any screen in the Batch Entry 

option of the SCS. 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.   

 
 


	Appendix A. School Control System (SCS) User Guide  (continued) 



