Baseline Data Reporting Workshop

This workshop is to provide technical assistance to you of the following two major data collecting stages for Perkins IV: Baseline data calculation and CTE earned credit reporting.
Before start your baseline data collection, please check with your local student data management personnel.  They may already have the data you need to report to eTIGER.

Stage I: Baseline Data Reporting (due 2/15/2007)

I. 2005-2006 Graduation List

1. Download 2005-2006 graduation roster from eTIGER

· Log in eTIGER as “CTE Director”.

· Under “Utilities”, click “Graduate Downloads”.

· Select graduation roster by “school” and year of “2005-2006”.

· Click “Generate Graduate List” to obtain the list of 2005-2006.

2. Save the “Graduate List” on to your computer

· Click “File” then “Save Page As”. 

· Save file type as “Web Page, HTML only” to your computer.

3. Open saved graduation list from EXCEL

· Open Excel, click “File” and “Open” to retrieve the web page you saved at step 2.

· Click “File” and “Save As” to save the opened HTM file as an Excel (.xls) file and named it as GRA###roster.xls (### is your system number).

4. Sort graduation list by the needed order 

· Select whole spreadsheet by click the cell at left upper corner (the whole spreadsheet will become gray).

· Click “Data” and “Sort”.

· At “Sort” window, select the column and the order (ascending or descending) to sort as your preference.

5. Prepare identified 2005-2006 graduated CTE list to upload to the State

· Retain only the following columns:

· District Number

· School Number

· First Name

· Middle Name

· Last Name

· SSN

· PIN

· Graduation Date

· Completion Description

· Add one column “CTE Credit Earned” 

· Save the file.

II. 2005-2006 Drop-out List
1. Obtain the 2005-2006 Drop-out list from your school system.
Neither eTIGER nor The State database have a drop-out student list.  (LEAs need to report to The State the drop-out total counts of each school and keep the student list at local.)  Please ask your system data person to provide the 2005-2006 drop-out list for you.  Both the graduation and drop-out list MUST align with the NCLB data.

2. Prepare identified 2005-2006 drop-out CTE list to upload to The State
      Include only the following columns:

· District Number

· School Number

· First Name

· Middle Name (optional)

· Last Name

· SSN

· PIN (if any)

· CTE Credit Earned

3. Save the file as DRO###out.xls (### is your system number).

III. 2002-2006 CTE student list

1. Download prior CTE students from eTIGER

· Log in eTIGER as “CTE Director”.

· Under “Utilities”, click “Earned Credit Downloads”.

· Select download list by “school”.

· Click “Student Credits List for Investor Information” to obtain the CTE student list of 2002-2006.

2. Save the “CTE student List” on to your computer as an Excel file (named CTE###students.xls, ### is your system number)
3. Sort CTE student list by the order as your needs
III. Identify CTE students from 2005-2006 graduation and drop-out lists 

1. Cross check both lists with CTE students 2002-2006 list (match with student full name and SSN or PIN).

IV. Add total number of CTE credits earned for each identified CTE student on both Graduation and Drop-out lists
1. Reference the courses taken from 2002-2006 CTE student list and student’s transcript to add the total number of CTE credits earned of each graduated or drop-out CTE students to the last column of the graduation and drop-out lists.
2. Or you may check with your system data person to see if you can match the student earned credit data with the graduation and drop-out lists and then merge their earned credits electronically.
V. Upload the identified 2005-2006 graduated and drop-out CTE students with the total CTE credits earned lists to The State
1. Log in eTIGER as “CTE Director”
2. Click “Upload File to The State”

3. Browse the graduation or drop-out list file (named as GRA###roster.xls  or DRO###out.xls ) from your computer.

4. Click “Upload this file”.

5. When “File Upload Successful” message returns, your file was uploaded to The State successfully.

The State will then compile school system’s 2005-2006 CTE Investors list (according to the final definition of an investor) to match with Gateway tests results to calculate the new Baseline data for Perkins IV.

We have very limited time.  Please do upload your Graduated and Drop-out CTE student lists before the due date of 2/15/2007.

Stage II: Earned CTE Course Credits Reporting (due 4/30/2007)

Beginning from 2006-2007 school year, the earned CTE course credits are reported to eTIGER with the course a student taken.  This stage II is to collect the earned CTE course credits for those students who took the course within 2002-2006 school years.

PLEASE check with your local student data management personnel again.  They may already have the earned credits information which you need to report to eTIGER.
I. Verify Student Information of CTE Student List

1. Used the 2002-2006 CTE student list which downloaded and saved as CTE###students.xls (### is your system number) from stage I.

2. Please DO NOT change the format of the file. (An auto-check upload process, using the same file format of this student list, is under development now.  To avoid the inconsistence for future file uploading, DO keep this original format.)

3. Check the name and SSN of each student on the list, and put special attention to the columns of “Person ID” and “Record Source”.

4. “Person ID” is an unique identifier for an individual at eTIGER.  
5. “Record Source” puts all CTE students into SCR (2004-2005 and 2005-2006 school years) and PSC (2002-2003 and 2003-2004 school years) two groups. 

6. Check each student’s name (First Name and Last Name only, Middle Name is optional) and SSN.  Then make the same “Person ID” for all the records of the same individual.

· If there is discrepancy, find the “accurate data” for this student.

· Only change the record indicated from source of “PSC”

· DO NOT change any record from “SCR” source.  

· If there is discrepancy of the same student from “SCR” source, highlight all the records of this individual at CTE###students.xls file.  Then copy all the records of this individual to another spreadsheet (named UPD###students.xls, upload separately to The State) and also include the “correct” information of this individual.  With the correct information which you provided, we will be able to merge those different records for the same person with one “PersonID”.

· If there no discrepancy of the same student, fill in this student’s “PersonID” for all the records. (Only the record(s) from “SCR” source with the assigned “PersonID”).

· If all the record(s) are from “PSC” source, leave column of “PersonID” blank.  eTIGER will assign an unique “PersonID” to those records while uploading to The State.  Do make sure all records of this student with consistent personal information.
· Save CTE student list file.

II. Enter Earned CTE Course Credits

1. Obtain the course credits information from your system data person.  
2. Check if you can match the student earned credit data with the CTE student list (CTE###students.xls) and then merge the credit earned electronically.
3. If not, enter all the credits earned for the students on the CTE student list at column “Credits Earned”.
4. Use decimal format for any half credit (for example, 1.5, .5 or 0.5).
5. If there is a missing recorded course for a student, email us.  You may add the course(s) for this student in the near future.  (An add-in feature is under development.)

6. DO NOT delete any record or information from the original CTE student list.  If there any data you need to change (other than what we mentioned above), email us.  eTIGER is an relational database.  Delete any piece of data may result a serious consequence. 

II. Upload CTE Student List
An uploading process is under development.  Details will be updated in the near future.

