5. SCHEDULING

51 Overview

When you click on the Scheduling menu option, you will be taken to a page which will let
you select the type of calendar — assessment schedule dates, makeup dates, preassessment visit dates, or

sampling dates — and what fields to be displayed for each date.

5.2 Setting up the Calendar

b

On the left, under “Trigger Date,” select which dates you want displayed — assessment,
makeup, preassessment visits, or in-field sampling. — by clicking in the corresponding box. Then, under
“Fields to Show,” click in the box next to the fields you want displayed. The order of display will be

indicated as you make your selection.

School Control System

School/District Listing | Batch Entry | Scheduling | Data n | Reports
Area ’E
Save Calendar Template
Trigger Date Fields To Show
|V lassessment Date (Blue) ] 75tudy
|I”_IMakeup Date (Red) f iReg\on/Area
| |Preassessment Yisit Date (Black) FI lschool Nama
|I” lsampling Date (Green) ﬁ :Cit‘/
[T Jstate
f :Cnunty
Flz_ho
E Estatus
f :Numhar of Sessions
i :Schedu\e Date
E :Assessment Time
i :MakeUp Date
E :Preassessment Visit Date
f :Preassessment Visit Time
i :Samp\img Date
E :Estlmated Student Sample
[FFerst | et

Select Fields for Calendar

A Schedule Date calendar is shown below.
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Click to Print this Page Return

NAEP 2008 Schedule Dates Calendar
State = TS, Region =1, Area = All

School Type = All

Run Date: 091972007
Run Time: 1:08 PM

Sunday Monday Tuesday Wednesday Thursday Friday Satwrday
Jan 28 Jan 29 Jan 30 Jan 31 Feh 1 Feb 2
Addison Trail High Schaool Blout County Elementary Ainswarth Elern School Bay Paint Middle Schaol
9930152 9910162 9910182 9920202
Elizabethton Castle Rock Indian Trail Orangevale
Cooperating Cooperating Cooperating Cooperating
Canterhury Elementary Brookside Intermediate
9910172 9920192
Fort Dodge Hesston
Cooperating Cooperating
Feb 3 Feb 4 Feh 5 Feb 6 Feb 7 Feb 8 Feb 9
Melba High School East High School Dr Carl E Troutt Schoal Astranaut High School
9230192 9930182 9210152 9930172
Ieriden Addison Kingsland Yolo
Cooperating Cooperating Cooperating Cooperating
Monroe County Middle School | Chesterton Middle School Richardson Middle School
9920222 9920212 9220132
San Antanio St. Petershury Wilmingtaon
Cooperating Cooperating Cooperating
Feb 10 | Feb 11 Feb 12 Feb 13 Feb 14 Feb 15 Feb 16
Lowebriin £ L Mfitaball Dand 1 il O Loallal Bl LD T htia "

5.3

Save the Calendar Template

After creating and displaying the calendar, if you want to save this set up, click on the

Return link to go back to the list of fields. At the top of the page, click on the Save Calendar Template

link.

used again.

5CS: My Favorite Calendar - Microsoft Internet Explorer

Wy Favorite Calendar

Description:

|Assessment8u:hedules|

BEEL

ger Date

Save Ca.llendar Template

' I:Iﬁrea

,ﬁ 1 Srboal Moo

Fields To Show

Save a Calendar Template

After giving your template a name, click on Save and the template will be available to be
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ATEda [ =

Templates | Assessment Schedules % | Save Calendar Template Update Saved Calendar Template

Fields To Show

ad) @ 1 School Mame
isit Date FRlacky =1l w

Selecting Calendar Template to Display

As you create additional templates, they will be available from the dropdown list. They can

also be modified later by clicking on Update Saved Calendar Template.

5.4 Keeping the Information in the Calendar Up to Date

Field managers, state 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.

You cannot actually change any information on the calendar. If you need to record a
different assessment date for a school, for example, you will need to go to the school’s School Edit page

and make the change there.

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, click on “Click to Print This Page” in the upper left of
the screen. This will open the Print dialog box. Click on the OK button to print.
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6. DATA SELECTION

6.1 Overview

The most powerful application of the Data Selection 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 other applications, such as a word processor to generate individualized letters, mailing

labels, etc.

Data Selection involves four steps:

1. Selecting the fields to be included;
2. Indicating how you want the data sorted (if necessary);

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

4. Viewing the results and creating an electronic file of the data to be saved and/or
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 a Report

In this example, we will walk you through the process of creating a report showing schools

by “school type.”
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Step 1. Select Fields

School Control System

rict Listing |

Batch Entry

School Type() v

Steps:  1.Select Fields } 4.Pre V, _
Select the fields you want to be included in your custom letters/labels/reports, Reset | Next »>
District Information School Information Grade Information Session Information

E :District Name E :School Name E ZNAEP jin} E :NAEP 10

T pist MyNAEP Reg ID ][ lstate schoal I T Treritary IT][ Jsession 1

E :Dist Address 1 E :MySchDDI Reg ID E :Region E :Stnts Wikame
E :Dist Address 2 E :Sch Address 1 f :Area E :Sched Date

E :Dist City E :Sch Address 2 =] Zstatus E :c\assrggm
[T][Ipist state 1L Jsch city ?_[:‘k:cr Ref Form F1[ Jorig samp

][ Ipist ztp [C1[_Jsch state 1 Jar mnelig Form T Jnew Enroll samp
[T ][ Ipist Phone I Jsch ze T Jsub Exists F][ Jrotin same

E :Dist Fax E :Sch Phone E :Oringub l _Wdflnehg

i :Dist Caormrment i | |Sch Fax i :Samp Gr ? :Excluded

E :Dist FlgTuda E :Count\,r i :Scheduled Asmt Date ? :TB Assessd

E _Dist Smalldst E ZSch Type i :Scheduled Asmt Time ? :Absent

3 ][ Inon-pub sch Sruy ][ Jest enrol ? :Refused
|FH_|Super|nt Prefix 10 leih coremant Tt P =1 )

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. Do this by clicking on the name of the field or in the small box in front of it. This will

establish the order of the fields as they are displayed in the report.

For this report, the following fields were selected:

L] School Name
m NAEP ID

n Sch Type

(] Status

After double checking that you have the fields you want displayed, click on the second tab
and go to Step 2 Sort Fields.
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Step 2. Sort Fields

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

type and school name.

ort Fields 3.Subset/Filter 4.Preview/Export |My Data Selections (2)

ormation will be sorted,

Sort Direction:  [Sort Order:

achool Mame och Type Asc
MAEF D school Mame Asc
och Type Ascending
otat

T Descending

m:h:l
Remove

Step 2: Select Sort Fields

Click on the field name in the left panel and then on the right arrow (>) to put the field in the
“Sort Order” panel. Note that the default is ascending order. To change this, click in the radio button

above “Descending.”

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

from that panel.

When you are finished with your selections here, go to Step 3 Subset/Filter.

Step 3. Subset/Filter

In this step, you will tell the system that you want a report for only the schools for which the
status is Pending.
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Subset Fields; Cperators
Schoal Name £= bizsing Yalues (MULL WALIIES)
MAEF 1D [l s Cooperating
Sch Type s Initial contact, pending
— Otherineligible
< P
= Schil Fefusal
C £
Multiple Conditions
O JaND
Clor(
* |AND
1 Jor
Parenthesis (Click to add)
CK
@)
Note: Open parenthesis { can only be added as the first item of the condition.
| Aol Canditinn | | EBemmwe Conditinn |

Subsetting Status
To subset for Pending schools, indicate that you want the Status to equal Pending by clicking
on “Status” in the left panel and, “Pending” under “Fields Values.” The “Operator” (middle panel)

default is “equal to” as shown by the dot in the radio button beside the equal sign.

Next, add this condition to the complete subset by clicking on the Add Condition button.
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Operators

School Mame £= bissing Walues (MULLWALLIES)
MAER 1D Ll Cooperating
ach Type ra™ Initial contact, pending
— Dther ineligible
B T
O School Refusal
T
Multiple Conditions
T aND
T OR(
* JBND
1 or
Parenthesis (Click to add)
(=]
/?)
Note: Openyparenthesis ( can only be added as the first item of the condition,
| Add Condition | Femowve Condition |
Complate Subset!
(Status = 'Pending")

Adding the “Status=Pending” condition

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. If you need to modify

any of the report, you can go back to Steps 1, 2, or 3.
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Preview and export newly created electronic file, == Back

& Export Data to File Save Data Selection Template

Sch Type School Mame MAEP ID Status
Bureau of Indian affairs Two Eagle River School 5920950 Pending
Other, Religious Log Cabin Schoal 3021912 Pending
Public Alberton School 3011120 Pending
Public Arlee 7 8 3020680 Pending
Public Bigfork 7 &8 3021360 Pending
Public Bigfork Schoaol 3011180 Pending
Public Bonner 7 8 3020130 Pending
Public Cayuse Prairie 7 8 3020720 Pending
Public Charlo Elementary 3010900 Pending
puiklic: Cherre Wallsy Srhonl 2010700 pendinn

Step 4 — Review of Report

If your report looks all right, you have three options at this point:

[ View the report
L] Save the template or format of the report for future use

L] Export the data to an Excel file

Often, Data Selection is used to create a report to take a quick look at data. Viewing the
report may be all that is necessary at this point. However, if you will want to see the data later when
some of the schools’ status codes have changed, you can save the format of this report as a template to be

used later.

To save the format of the report, select the “Save Data Selection Template” option at the top
of the screen. This opens a small dialog box giving you the opportunity to give your report a name. Enter

the name and click on Save.
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I 2 SCS: My Favorite Data Selection - Microsoft Internet Explorer E||§|g]

My Fawvorite Data Selections

Description:
|SchDDI5 with pending status

electronic file.

(= Export Data to File Save DataUSelectiDn Template
MAEPR ID

School Mame

Twno Eanlo Diviar Sehonl CO2N0cn

Naming and Saving Custom Data Selection

To print out this report, click on the browser print icon at the top of the screen (being sure
that your printer is connected and turned on). However, 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. One option would be to save or “export” the report to an

Excel file and print it from Excel. See Section 6.3 for details on exporting reports to Excel.
6.3 Export Data

After you have created a report with Data Selection, you can save the entire report on your
computer in an Excel file. While saving the template saves the format (or “condition”) of the report, the

“Export Data” option saves the actual data in the report.

With the report displayed in Step 4, 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.

7} Create File - Microsoft... !EIE

Select File Type:

& Eucel T CRY

Save | Close |
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Excel is the default. Saving the file in Excel will make it immediately available to you. The
other file type is CSV (for “comma separated values”) a format that can be used by a wide variety of

applications which could make it more useful if you are using a program other than Excel.

6.4 Explanation of Data Selection Symbols

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

have been added to the symbols in the screen shot below:

&= Equals (default)
& = Greater than
Clz Greater than or equal to
& < Less than
Ck Less than or equal to
E;E Does not equal
Multiple Condibons
ClanD ¢
TloRr (¢
i.ﬁ.ND
 lor
Parenthesis (Click to add)
T
D

6.5 Multiple Conditions]

The “multiple conditions” and “parenthesis” options allow more complex operations. To

illustrate, we will go through the steps to create a list of schools in a specific area and county.

Step 1 —  select school name, NAEP ID, area, and county.

Step 2 —  sort by school name

Step 3—  For the first condition, we selected the field “Area,” left the Operator with the
default of Equals, and selected the field value of “3.”

The second condition is shown below.
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Subset Fields: Fields Yalues:

School Name #|= Mizsing Yalues (MULL WVALUES)
O
= DeerLodge
County
; <
e =
Ol
Multiple Conditions :
Missoula
-
ANDL Rawvall
T oR Sanders
ARD
" oR

Parenthesis (Click to add)

Complete Subset:

[Area="3"
and (County = 'Lake")

J

Selecting Multiple Operators

E

For the second condition, we selected the field “County,” the default operator of “=,” and
selected the multiple condition of “AND,” and then selected the field value of “Lake.” The final part of
the process is to click on the “Add Condition” button. The complete subset is shown as (Area = ‘3”) and

(County = ‘Lake’).

The resulting list for this example is shown below.
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Preview and export newly created electronic file,
=] Export Data to File Save Data Selection Template
NAEP ID

Schoal Name

Arlee 7 8

Charlo Elementary
Cherry Valley School

K williarm Harvey Elem
Linderman School
Pablo Schoo

Polsan 7 8

Ronan Middle School
St Ignatius Middle School
Two Eagle River School

Walley Wiew School

3020680
3010900
3010700
3010880
3010630
32010890
3020410
3020530
3020510
5920950
3010920

Area

Wow W W W W W W W W W

County
Lake
Lake
Lake
Lake
Lake
Lake
Lake
Lake
Lake
Lake
Lake

== Back
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7. REPORTS

7.1 Overview

On the menu options at the top of the SCS screen, click on Reports to see the list shown

~ 'School Control System

rict Listing | Batch Entry | uling 1 | Reports |

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

School Type: |A|| V‘ Filter: | Active Schools & Sorts: | Status b
3. Assessment Schedule

School Type: |Al ~| Filter: | Cooperating Schools v| Sorts: | District v
4. Student Sampling Listing

School Type: |A|| Vi Filter: | Active Schools ¥ Sorts: | Method b
5. Summary School Recruiting Report

School Type: | Al "1 Filter: |A|| | Sorts: IEC@|:l
6. Sampling Report

School Type: |A|| V‘ Filter: | Mot Designated V| Sorts: | Region |
7. Preassessment Visit Report

School Type: |AII v‘ Filter: |Cooperating Schools V| Sorts:
8. Assessment Progress Report

School Type: |A|| Vi Filter: | Cooperating Schoals V| Sorts: | Fiegion V
9. Number Sampled SD & ELL

School Type: iAII vl Filter: |Cooperating Schools Vi Sorts: |___F§_e_gi__a_n N

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

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.

The School Type options for all reports are public and nonpublic schools. All reports, except
report 1, have the added (default) option of generating a report on “All” schools (public and nonpublic).

Report 6 also provides options for seeing only grade 4, 8, or 12 schools.

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, do so before closing the report. The reports can

also be saved as Excel files. (See Section 7.1.5.)
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7.1.1 Viewing Reports

First, select the school type, filter, and sorts. For this report, we used the default criteria:

Then click on the Run Report button.

2. School Status Listings
School Type: .A” * ' Filter: _.ACli\u"E Schools ". Sorts: | Status b | Fun Repoﬂj

Below is an example of Report 1 viewed on the screen.

Back to SCS Reports Page

Eun Date: 08/18/2007

Run Time: 1,08 PM|

Save in Excel

NAEP 2008 Report 1 - Summary Tallies
Territory = 31, State = TS, Region =1
School Type = Public Schools
Project = NAEP-2008/FT

Grade 4 Grade 8 Grade 12

Number Percent Number Percent Number Percent

1. Original Schools Pending 1} 0.00 0 0.00 0 0.00

Initial contact, pending 0 0.00 0 0.00 0 0.00

Inactive sub 0 0.00 0 0.00 0 0.00

Interim refusal 0 0.00 0 0.00 0 0.00

Interim, closed due to natural disaster 0 0.00 0 0.00 0 0.00

Cooperating 8 10000 g 100.00 & 10000

Cooperating, NCLB subjects only 0 0.00 0 0.00 0 0.00

State Refusal for entire grade 0 0.00 0 0.00 0 0.00

State refusal for this particular school 1] 0.00 0 0.00 0 0.00

District refusal — all schools 0 0.00 0 0.00 0 0.00

School Refusal 0 0.00 0 0.00 0 0.00

Assessment not conducted 0 0.00 0 000 0 0.00

Report 1
Scroll down to see the entire report.
7.1.2 Working With the Displayed Reports

The reports are displayed in your browser window. 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.
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=3 NAEP 2008 5CS Report 2 School Status Listin

Menu bar ——» Fil=  Edit “iew Favorites Tools  Help

- Saarrhl

7.1.3 Printing the Report

To print Reports 1 — 4, while viewing the report, click on the browser print

icon. 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.

X Print Preview

WAEF 2003 3C5 Feport 2 School Status Listings Page 1of3 HAT
Backta SCS Beparts Page st
Fon Cate: 091902007
Run Tirae: 1:10 PV Fece
Zave in Excel Co
NAEP 2008 Report 2 - School Status Listings
Territory = 31, State = TS, Region= 1 i
School Type= All
Filter = Active Schools
Sort = Status, Project = NAEP-2008F T Cor
Status SchoslName NAEFID Scheduled Actual Co
Date Enrolbin ent
Cloged Ermmanuel 0020077 022702008 0 Ca
Lutheran
Sehool Co
Cooperating Addison Trail 9930152 0172272008 161 )
High Schoal e
Cooperating Adonai 0010147 0272602008 0 '
Christian
Aradermy o
Clooperating Linsworth 59010182 olat00e 112 h
Elern School o
Cooperating Astronaut 0030172 020802008 2428
High School o
Cooperating BayFaint 9920202 020172008 345 )
Ividdle School
Cooperating Blout County 9910162 013002008 131 Cao
Elerentary
Cooperating Brookside 0020192 020162008 466 [olx
Interme diate
Cooperating Canterburyy 9910172 0173002008 100
Elementary

Report 2 Using Print Preview

Scroll down the page and use the arrows at the top of the screen to move from page to page

to locate the schools you want. The page numbers are displayed at the top of the screen as you move
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from page to page. 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

= 2 @
&dd Printer Canan Canaon 30 hp deskjst 450
Bubble-Jek prinker 4
BlC-85 -

Status,  Ready [ Prit ta file
Lacatian:
Comment: Find Frinter...

Fage Fange
Al Mumber of copies: I1 e i

alerhiorn
ST

(E%F'ages: ! 1 Coallate
Enter either a zingle page number ar a single

page range. For example, 5-12

Pririt H Cancel ] Apply

Print Preview Print Window

To print only 1 page or a range of pages, click on the radio button next to “Pages.” Then,
click in the little window where the number 1 is displayed and type the page number(s). Then, click the
Print button.

Printing reports 5, 6, and 8 requires changing some of the print settings since these reports
are too wide to fit on letter-size paper. To see the report with the default print settings, run the report and

with the report open, click File, Print Preview...
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Z NAEP 2008 SCS Report B Assessmeiil

Edit  View Favarites  Tools  Help
e b b
Cpen... Chr40 E L
Edit: with Microsoft Word F

; ortsfSCS_Re
—
Save As..,

Page Setup...
Rt Chrl+P

et ..
Prink Previe
R ————

Send

Import and Export. ..

Properties
‘Work Offline
Close

As you can see from the screen shot below, Report 8 does not fit on the page. The last

column on the right should have the heading “SD ELL Data Recorded.”

X Print Preview

WAEP 2008 5C5 Report 8 Assessment Progress Report Page 1 of &

Eacktio SCS Reports Page
Foun Date: 0991902007

Faun Tirne: 1:11 Ph

Save in Excel
NAEP 2008 Report 8 - Assessment Progress Report
Territory = 31, State = TS, Region=1
School Type = All
Filter = Cooperating Schook
Sort = Region, Project = NAEP-2008.F T
Region Area Sdhoel HAEP Scheduled  fesdon  Original Hew Tetal Withdrawn' Te
Hame m Assm 't m Sample Enrollee In Ineligible  As
Date Sample Sample
T51 1 Lddison PR30152 012202008 C11201 9
Trail High
School
T51 1 Luddison 0930152 0102872008 C21201 10
Trail High
School
T51 1 Lddison 9930152 0102202008 FT1201 32
Trail High
School
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