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:
o View the report
o Save the template or format of the report for future use

o 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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s A 5CS: My Favorite Data Selection - Microsoft Internet Explorer EH§|EI

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 |

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.
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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:

Dperators
= Equals (default)
G Greater than
Tz Greater than or equal to
s Less than
Tk Less than or equal to
E;E Does not equal
Multiple Conditions
' lanD ¢
T lor ¢
® |AND
Clor
Parenthesis (Click to add)
K
)

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:

School Name

Mizsing Yalues (MULL WVALUES)

DeerLodge

Melbplst kigsoula
Rawalli
Sanders
Note: Open parenthesieT can only be addethss the first item of the condition.
| Add Conditio | Remaowe CD}d'\tion |

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.

School Control System

ng | Batch Entry | Scheduling | Data Selection | Reports

Steps: \Salect Fields Fields
Preview and export newly created electronic file, == Back
= Export Data to File Save Data Selection Template
School Natme NAEP ID Area county
Arlee 7 8 3020680 3 Lake
Charlo Elementary 3010900 3 Lake
Cherry Valley School 3010700 3 Lake
K williarm Harvey Elem 3010880 3 Lake
Linderman School 3010690 3 Lake
Pablo Schoal 3010890 3 Lake
Polson 7 & 3020410 E} Lake
Ronan Middle School 3020530 3 Lake
St Ignatius Middle School 3020510 3 Lake
Two Eagle River School 5920950 3 Lake
Yalley Wiew School 3010920 3 Lake
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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 | ) ion | Reports |

School Type() v

Filter: N/ Sorts: N/A
2. School Status Listings
School Type: |A|| V‘ Filter: IACﬂVB Schools M Sorts: | Status ~
3. Assessment Schedule
School Type: |All ¥| Filter: | Cooperating Schools v Sorts: | District v
4. Student Sampling Listing
School Type: |A|| Vi Filter: | Active Schools ¥ Sorts: | Method e
5. Summary School Recruiting Report
School Type: | Al "1 Filter: |A|| ~| Sorts: S_C@|:!
6. Sampling Report
School Type: |A|| V‘ Filter: |NDtDesignated V| Sorts: | Region » |
7. Preassessment Visit Report
School Type: |A|| V‘ Filter: |Cooperating Schools "| Sorts:
8. Assessment Progress Report
School Type: |A|| Vi Filter: ECDDPEFﬁﬁng Schoaols "| Sorts: | Fegion i
9. Number Sampled SD & ELL
School Type: iAII Vl Filter: |CDDperating Schools Vi Sorts: |___FE|_3_Ei__D_n v
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” V.' Filter: _.ACli\u"E Schools ". Sorts: | Status b | Fun Repoﬂj

Below is an example of Report 2 viewed on the screen.

Back to SCS Reports Page
Run Date: 06/08/2007

ERun Time: 236 P
Save in Excel

NAEP 2008 Report 2 - School Status Listings
Territory = 11, State = CA, Region=1
School Type = All
Filter = Active Schools
Sort = Status, Project = NAEP-2008/LTT

Status School Name NAEP ID Scheduled Date Actual Envollment

Cooperating Bryant 0610350 02/12f2008 167
Elementary

Cooperating Chester 0610030 01/17/2008 34
Elementary

Cooperating Delta View 0610330 02/20/2008 0
Elementary

Cooperating Diable Vista 0610320 02/21/2008 0
Elemerntary

Cooperating Maidu 0610030 02/2772008 0
Elemerntary

Cooperating Mckinley 0610070 01/15/2008 0
Elementary

Cooperating Modoc Iiddle 0620050 11/28/2007 0

fal b Dlrrct N&102A0 A%t armnn 0

Report 2

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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2 NAEP 2007 5CS Report 2 School Status Listings - N

Menu bar : File Edit Miew Favorites Tools  Help
é%n 1 1 uH f!H A g T (BT
7.1.3 Printing the Report
L pm
To print Reports 1 — 4, while viewing the report, click on the browser print &
icon. Prink

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

pint.. |G( * * Page[1 |ot4 = ® )R BR[75% v Help | Close
MAEF 2007 5C5 Report 2 School Status Listings Page 1 of 4
Backto SCS Reports Page
Foan Date: 020152006
Fam Tirae: 2:30 P
Savve in Excel
NAEP 2007 Report 2 - School Status Listings
Territory = 15, State= MT, Region =1
School Type = All
Filter = Active Schools
Sort = Status
Status School Hame HAEFID Grade Scheduled Aciual
Date Enx ol ent
Cooperating &lberton T & 3021320 8 02/20/2007 15
Cooperating Dalyr School 3010450 4 0271472007 28
Pending &lberton School 3011120 4 02/20/2007 O
Pending Lrles TE 3020680 8 0270752007 0
Pending Bigfork 78 3021360 8 0173072007 O
Pending Bigfork School 3011180 4 0172352007 0
Pe nelivur Brnner THE S020130 = O2MAEO0T 0

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
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.
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Select Printer
p— =
= :
Add Printer Canan Canaon 30 hp deskjst 450
Bubhbl prinker
BIC-55 v
Status;  Feady [ Prit ta file
Location:
EamiaEE Find Frinter. ..
Fage Fange
OF Mumber of copies: I_1 $!
Selection Current Page
Fages: 1 Coallate
Enter either a zingle page number ar a single
page range. For example, 5-12

Frint H Cancel ]

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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2 NAEP 2007 SCS Report B Assess
Edit  Wiew Favorites  Tools

M »
QpeEn... Chrl+O
Edit with Microsoft Word

Save Chrl+5
Save hAs...

Sl )

Page Setup...
Frint. .. Ctrl+P

M
Send »

Import and Expart, ..

Properties
Wark 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.”

2 Print Preview

Bk [&]] % + pags[1 oz % [ R[75% v || Heb | Do

MAEP 2007 SCS Report 8 Assessment Progress Report Fage 1 of 2

Foun Date: 08/16/2008
Fun Tirne: 2:35 PV
Save in Excel

NAEP 2007 Report 8 - Assessment Progress Report
Territory = 15, State = MT, Region =1
School Type= All
Filter = Cooperating Schook
Sort = Region

Region Area School HAEP  Scheduled Sesion Original New Tetal Viidhdrawn' Te Be
Name m Assm'i m Sample Enrcllee In Incligihle  Asses
Daie Sample  Sample

Alberton 7 3021320 0202002007
3

Alberton 3011120 0212002007
Sehool

Arlee T8 3020680 020772007
Bigfork 78 3021360 01f3002007

The page setup should be changed so that the orientation of the page is landscape rather than
portrait. Given the width of the report, it will need to be printed on legal (14 inch long) paper. To change
the setup, locate the Page Setup icon next to the Print button in the top left of the screen. Click on this

icon.
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‘X Print Preview

MAEP 2007 335 Fey

In Page Setup window, make the following changes.

;ﬁ:l’_ﬂ'nt Preview

[« = palt oz > | @ @15 )| oo | coe

Page 1 of 2

Page Setup

Paper
Size:

Fan Date: 021672006
Foun Time: 1:27 FIW

Sawe in Frpel

Letter -

Change paper size to legal
B4 (115)
BS (115
Dauble Japan Postcard Rotaked
Envelope #10

Envelope BS |

Envelope C5 . .
Erwelape DL Change orientation to landscape

Envelope Monarch
Executive [~ :E

Letter
Maximum 11.7 x17.7 )

TTIETICACOTT TTarTm = T

) Partrait Left:

Right:

Batkam:

T Pmmein Change margins left and right to
MT1 % Chadn 3010900 D2MAGONT 0.5.

After making the changes, click OK and you will return to print preview with the new

settings. If print preview shows that the report fits on the page alright, click the print link in the upper left.
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& print

General |L Options |

Select Printer

L_;"J Add Prinker

1 Canan igl

23 Canon Bubble-Jet BIC-85

" Dell Laser Prinker 1710
i hp deskjet 450 printer

Statuz; FReady
Location:
Comment:

Fage Range

Selection

) Currg

age

F] Eiint o fle

Number of copies: |1 & |

page range. F

C%:'ages: i
Enber either a zingle page

fle. 512

) ! '-.-'f=;:-'::5':5'
ber ar a zingle

[ Frint ][ Cancel ][ Apply ]

In print dialog box, you can set the “print range” to print only page 1 if you want to check

the print out before printing several pages. (Be sure to have legal size paper in your printer before starting

to print these reports.)

7.1.4 Finding a School on the Report

To find the name of a school (or district) on the report, select Edit, Find (on This Page), and

then type the school’s name in the “Find what” window.

<3 NAEP 2007 SCS Report 2 School Status [

File WG ‘iew Favorites Tools  Help
@ | /

fAddres oin/bra
Select Al Chrl+a |

| Find{on This Page)... Ckrl4+F

Select Edit, Find (on This Page)

Cotvallis 7 8 3020980 q
Creston Schooll
Darby 7 8 :
Darby School | pjatoh whole word oy~ ="
Deer Park 78 | [ Match case OlUp © Down
Desmet 7 8
Dizon 7 8 3020630 3
ey geigatal > ChG o] 3010530 4

Type School Name (Find is not case sensitive)
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To print the page that the school is on, note the page number at the top of the screen, then

click File, Print and enter the page number as discussed in the section above.

7.1.5 Saving Reports to Excel

The report that you are looking at can be saved in Excel format on
your hard drive. Initiate this process by clicking on the Save link in the upper

right of the screen.

Fan Date: 08/15/2006
Eun Time: 242 PIA

STE m Ezcel

Depending on your computer set up, some of the following pop-up windows may or may not

appear.

The first pop-up is the “File Download” window.

r.

File Download

Do you want to open or save this file?

@ Mame: Report? A7250916.xls
Type: Microsaft Excel Warksheet

From; Eesting.mynasp,com

Open ] [ Save ] [ Cancel

harm pour computer. If you do not trust the source, do not open or

@ YWihile files from the [ntermet can be uzeful, zome files can potentially
zave thiz file. What's the rizk?

File Download

Click on the Save button.

Next, you will tell the system where to save the file and give it a name.
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The default will be to store aue i | I3 MY DOCUMENTS ¥ O e M@
the file in My Documents. =
This is a good place to (9 |aFlans
leave it. My Recent 5@54(3%)&(3
Documents i@EfiIe student list.xls
== [B87Pa repart 2.x1s
K !@temp&xls
Desktop @temp.xls
iy Documents
Name the file. Shown is 11
i 59
the name given by the d
My Computer
system. You may want to
use something more : 1 ]
- T |Report?_A9653847 =iz hd Ve
| -
understandable. s ulﬂ
My Metwark Save as type: | Microsoft Excel Workshest vJ [ Cancel ]
Saving the File

Click on the Save button and the following pop-up window may appear as the file is

downloaded.

Download complete

L

[ ¥

Dowenload Complete

Saved:
Report2_A9653347.xls Fram testing.mynaep.com

Dovnloaded:
Dovenload to:
Transfer rate:

30,6 KB in £ sec
CHAMY DOCUL,\Report2_A9653847,xls
15,3 KB/Sec

[] Clase this dialog box when download completes

[ Open ] [ Open Faolder ] l Cloze

Download Complete

How long it takes to download the file will depend on the size of the file and the speed of

your Internet connection.

When the download is complete, click on the Close button. If you want to work with the

file, don’t forget to close the SCS so that you can free up that connection and not time out.
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The Excel file of your data will appear similar to the following, depending on the report that
you save. If you have downloaded reports previously, you will notice a marked difference in the format
of the resulting Excel files in NAEP 2008. They have been reformatted so that it will be easier to

manipulate the data in these files in Excel.

E3 Microsoft Excel - Report2_A3660565 1 .xls

@ File Edit ‘“iew Insert Format Tools Data  ‘Window Help  eDocPrinter-=PDF T = I 2
DCeEsS% SRV & @ L @ =z -2E e -0 B,
Arial -0 -[Blzu EE=EE %, BB/ EE [ -D-A,
[Inz4 o, & Status
A B c D [ B G H B K 19
il I Status_ || School Name NAEP 1D Scheduled Date | Actual Enrollment
Cooperating |Brighton Middle 4720060 12472007 0
2 School
Cooperating [Christian 4730065 S/2272008 a
Brathers High
3 School
Cooperating | Collierville 4720050 124612007 i}
4 | Middle School
Cooperating [Cordova High 4730040 5/20/2008 1]
a Schoal
Cooperating | Cordova Middle 4720010 12/4£2007 i}
B School
Cooperating [Dunbar 4710040 31272008 1]
Elermentary
7% Schoal
Cooperating |Fairley High 4730010 541972008 1}
3 School
Cooperating | Germantown 4730050 5/23£2008 0
] High School
Cooperating | Goodlett 4710020 3/5/2008 0
Elementary
10 School
Cooperating |Hamilton 4720020 12/3£2007 0
11| Middle School
Cooperating [Margolin 4720095 11/20/2007 1]
Hebrew
12 Academy
Cooperating |Memphis 4730075 5/15£2008 0
Recovery
13 Center
Cooperating |Memphis 4720035 111472007 1}
University
14 Qehkanl

Report 2 Saved and Viewed in Excel

At this point, you have complete control of the data and can resort and move data around.

7.1.6 Closing Reports

Throughout the report will be links labeled “Back to SCS Reports Page” that you can use to

return to the reports menu.
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