Baseline Data Reporting Workshop II

The purpose of this workshop is to walk through the Stage II CTE earned course credit reporting, including data preparing, uploading, and on-line updating.

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

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

Prepare Reporting Data

Skip the following steps if you have already downloaded the 2002-2006 CTE student list.
1. Download prior CTE students from eTIGER

· Log into eTIGER as “CTE Director”.

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

· Select download list by “school”.

· Click “Student Credits List for Earned Credit Information” to obtain the CTE student list of 2002-2006 by selected school.

2. Save the “CTE student List” on to your computer as an Excel file (named CTE###students.xls; ### is your system number).

3. Sort the CTE student list by the order needed.  (Please refer to handouts from the last WebEx training I-4.)

********************************************************************                                                                                                                                      

Verify Student Information on CTE Student List

1. Use the 2002-2006 CTE student list which you downloaded and saved as CTE###students.xls (### is your system number).

2. Please DO NOT change the format of the file.  Keep not only all data field names (column headings) the same, but also the order of the field names.  (An auto-check upload process, “Upload Earned Credit CSV”, will use the same file format of this student list.  To avoid inconsistency for future file uploading, DO keep this original format.)

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

· “Record Source” puts all CTE students into two groups: SCR (2004-2005 and 2005-2006 school years) and PSC (2002-2003 and 2003-2004 school years). 

· “Person ID” is a unique identifier for an individual at eTIGER database.

· Theoretically, a student should only have one unique “Person ID”.  You may click “Identify Earned Credit Students” under “Class/Course Rosters” to find out if there is any student listed with more than one “Person ID”.

· If a student has more than one “Person ID”, 

i. Check closely and select the one with the “correct personal information”.  Use this correct “Person ID” for the rest of “PSC” records.  But DO NOT change records from the “SCR” data source.

ii. If all the different “Person IDs” have correct personal information, pick any one and use it for all the records from the “PSC” data source. But DO NOT change the records from “SCR” data source.

iii. Then copy all the SCR records for this student (with all different Person IDs) onto a separate spreadsheet file, “UPD###students.xls”, for later record merges.

4. 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 no data discrepancy for the same student, make sure this student’s “Person ID” has been filled in for all the records, including both SCR and PSC data sources.

· If all the record(s) are from the “PSC” source, leave the “Person ID” column blank.  eTIGER will assign a unique “Person ID” to those records while uploading to State.  Make sure all records for this student have consistent personal information.

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

· Only change the record indicated from source of “PSC”, and fill in the “correct Person ID” (from the SCR record with correct “First Name, Last Name, and SSN” for this student).

· If there is more than one “Person ID” for the same student with the “accurate personal information”, pick any one to use for the PSC record(s).  And then copy all the SCR records to a separate, “UPD###students.xls”, spreadsheet as a reference for further record merges.

· If there is discrepant personal information for the same student from the “SCR” source, copy all the records of this individual to another spreadsheet (“UPD###students.xls”) and also include the “correct” information for this individual.  With the correct information, which you provided, records attached to this incorrect “Person ID” will be merged into the correct “Person ID” later on.

5. If there is any missing course record for a student, 

· ADD a new record line for this missing course with the earned credits onto the list.  (Or you may also add the courses one-by-one on-line later on.)  
· Include the following information for the added course record line:

· School Year

· School Name
· District Number

· School Number

· Person ID (if you know it from the other records of this student.  Otherwise, leave it “blank” and while uploading, eTIGER will assign one for this new record.)

· First Name

· Middle Name (if available)

· Last name 

· SSN

· Gender

· Grade

· Course Number

· Credits Earned

· Leave the rest of columns “blank”

6. If there is an “incorrect” course record, 

· Remove only record(s) with “PSC” data sources.  (Or you may also remove the courses one-by-one on-line later on.)  
· Record(s) with “SCR” data sources, DO NOT remove it from the original CTE student list, but copy it onto the “UPD###students.xls” spreadsheet file and report it to State.  eTIGER is a relational database.  Deleting any piece of saved data may result a serious consequence.

7. Save the CTE student list file.

Be very careful to ADD or DELETE any course information of a transfer student; his/her record(s) may need to be transferred from the previous school or added to the current enrolled school. (Report to State for the further assistance.)

Enter Earned CTE Course Credits To All Records 

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 downloaded from eTIGER and then merge the credit earned electronically.
3. If not, enter all the credits earned for the students on the CTE student list in the column “Credits Earned”.
4. Use decimal format for any half credit (for example, 1.5, .5 or 0.5).
5. Some of the records from the “SCR” data source may contain “incorrect Person ID”, but you DO need to enter the earned credits as well.  “Merge Student” function will take care of this “incorrect Person ID” later on.
6. Save file.
THEREFORE,

All the records included in the FINAL CTE students list should be filled with a number or “0” for the course credits earned.  A “blank” is not acceptable.

Upload CTE Student Earned Credits List to State

An auto-check process has been developed to upload the CTE student file with earned credits to State.  Please follow the steps:

1. Open the complete CTE Student Earned Course Credit spreadsheet file (CTE###students.xls).

2. Save as “CSV” format of the file (Named as “CTE###students.csv”, ### is your system number).  It will take at least 5-10 minutes to process about 1000 records.  Do save your file into several smaller files (≤1000 records) to avoid the TIME OUT of the upload process.

3. Click “Upload Earned Credit CSV” at eTIGER under “Utilities”.

4. Click “Browse” and find your saved CSV file on your computer.

5. Click “Upload This File” and wait until all records have been read into eTIGER.

6. A line-by-line process result will be listed on the screen with the total records processed at the bottom.

7. Please read all “red” result line(s) carefully:

· Update SCR 2004-2005 or 2005-2006 …………  CREDIT IS NULL
· ERROR 2002-2003 or 2003-2004……………….  Missing Credits
The above results indicated missing data. You need to re-upload the records.

· Update SCR 2004-2005 or 2005-2006 ……………..0 CREDIT = 0
· Update exiting prior earned credit record 2002-2003 or 2003-2004…..0
The above results points out the “0” earned credits.

8. Cross-check the red retuned lines with the original upload “CTE###students.xls” file.  Correct it, fill in the missing data, and re-upload ONLY the incorrect record lines.

9. After the screen returns “no error”, all upload records are saved into eTIGER accordingly.  You are ready to view the uploaded information from eTIGER.

View and Update the CTE Earned Credit Information On-line 
The following functions-- merge, add, delete, and change the earned credits-- are designed to update on-line the CTE course earned credit data at eTIGER:

· Merge - to merge student(s) with more than one “Person ID”.

· Add - to add an additional course record of a student (if you need to add a new student record, include a new record line at upload CSV file.)

· Delete - to remove courses not belonging to a student of the 2002-2003 or 2003-2004 school year. (All the class information from 2004-2005 and up were attested and locked.)  Report to State if you need to delete any course record of a student beginning from the 2004-2005 school year.

· Change earned credit – to change the credits earned for any school year.

View Uploaded Student Earned Credit Information

At eTIGER, click “Identify Earned Credit Students” under “Class/Course Rosters”,

1. You may list the CTE student by selecting

· “School” and

· “Year” (selecting “2005-2006” will list all the course records up to 2005-2006)

2. CTE students of the selected group are listed alphabetically by their last names and then first name.  The total CTE course taken and total earned credits are listed as well.  

3. The “Yes” of the last column of “Earned Credit Greater or Equal 3” indicates that a student is a potential new “CONCENTRATOR” of Perkins IV. (The tentative new concentrator definition would be “A secondary student who has earned three or more credits in a single CTE program area.”)
4. Click on “student name” to navigate the CTE course history of an individual student.

5. The “Person ID” of this student follows his/her name at the top of table.

Merge Person IDs of a Student

When a student has more than one “Person ID”, his/her name will be listed more than once on the “Student Earned Credit Information” list.  The courses he/she took will be listed separately under a different “Person ID”.  “Merge Student” will help to put all the student’s course history under one correct “Person ID” and listed the name only once on the list.

At eTIGER, click “Merge Student” under “Administrative”, a “Merge Student” screen will be shown.

1. Refer to “UPD###students.xls” file, find all “Person IDs” of a student.

2. Enter incorrect “Person ID” at left, and correct “Person ID” at right.

3. Click “Retrieve Records”, records with all related personal information will be shown.

4. Choose the record with the most correct membership, population status, and demographics.  (Names can be changed through “Contact management”.  If you need to change a person’s name after records have been merged contact State or Field Directors).

5. If you mistyped the “Person ID” for the “Remove” or “Retain” side, click “back arrow” to go back to the previous screen. 

6. Click “Merge & Delete”, and all the records with incorrect “Person ID” will be changed to the correct “Person ID”

7. Click “Identify Earned Credit Students” under “Class/Course Rosters” and select the name of the record merged student to view the changes.

Add, Delete, and Change a Course Record of a Student

At eTIGER, click “Identify Earned Credit Students” under “Class/Course Rosters”,

1. You may list the CTE student by selecting

· “School” and

· “Year” (selecting “2005-2006” will list all the course records up to 2005-2006)

2. CTE students of the selection are listed alphabetically by their last names and then first name.

3. Click “student name” to navigate the CTE course history of an individual student.

4. Add a course at any year of this student by entering,

· Year Course Taken, school year of taking this course

· Course, select the course from the drop-down course list

· Grade, the grade of the school year the course taken

· Credit, the credit earned

Click “Save Course Info” to save this course and add it onto the above table.

5. Delete a course record of this student (only applies to school years before 2004-2005).

· Check “Delete” box with the selected course.

· Click “Delete” button.

· The selected course is removed from the table.

· Course data saved in eTIGER database were attested (shown under “Delete” column) and locked.  For further changes, please contact State.

6. Change earned credits of a course,
· Type in decimal numbers of the correct earned credits of the course.
· Click “Save Changes” to update the “Credits Earned” information.
IN CONCLUSION:

1. Keep original data format for file CTE###students.xls.

2. Enter ALL the credits earned for ALL records at the final CTE students list no matter the school years, data sources, and incorrect “Person ID” of some “SCR” records. 

3. For all records, change the CREDITS EARNED as needed.

4. For 2002-2003 and 2003-2004 school year records, ADD and DELETE as needed.

5. For records attested in eTIGER, 2004-2005 and 2005-2006, merge the records to make all correct.  If there are problems, report to State for further assistance.

6. For transfer students, report to State to help bring the previous course history to the current home school/system. 
Every CTE student will have complete CTE course records and 

a unique Person ID at eTIGER!
