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· This document will explore all aspects of using the data entry Website for entering the Faculty Student TVAAS data.  

For Technical Questions contact Jerry Battista 
Phone - (865) 777-1382, extension 225, 

Or email: jerry.battista@workgroup.net
Also

Jerry.Battista@state.tn.us
For Questions regarding policy and procedures contact Deb Malone

Phone – (615) 532-6298

Or email: deb.malone@state.tn.us
OVERVIEW OF WEBSITE:
The TVAAS Faculty Student Data Entry website was designed to allow school personnel to directly enter their faculty/ student data using the Internet, and replaces the Scan Form Bubble Sheets previously used.  The bubble sheets were very time consuming.  This site was introduced to make it easier for the school personnel, as well as to reduce or eliminate data errors which were inherent with the bubble sheets.

The Website was used for the first time by school personnel in the spring of 2002.  It was generally well received, but as with any new process, there were problems identified and some difficulties encountered by the users.

We will continue to work with you to add enhancements that will make this site as easy as possible.  We always value your input and comments.

The data entry Website may be reached at: 

https://www.eval.k-12.state.tn.us/facultystudent.

The practice site is open and will remain open throughout the data entry period.  This site may be reached at:

https://www.eval.k-12.state.tn.us/FSPractice
These functions should be performed by an administrator PRIOR to the data entry occurring.

Pre-Qualify Students:
There are three categories of students who are not included in TVAAS data.

· Special Education students are not used as part of the TVAAS Analysis;  
· Students who were not in your school system for a minimum length of time (less than 75 days for the school year), and;

· TVAAS is only for grades 3 through 8, however, any student who took the Achievement will display on the selection lists.  Students in K-2 should not be included.
An administrative person should flag the students who should not appear on the selection lists.

By clicking the ADMIN button, then the Pre Qualify button, a list of all the students will display, with a checkbox next to their name (District Users will select the school to get the list).
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Note that at the bottom of the list, any students who have already been pre-qualified will display.
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Initially, any off grade students will be the only ones here, but later, others who may have been checked will also display here.  If it is found that some have been checked incorrectly, just clicking them down in this lower part will unflag them and they will again be listed on the selection lists.

Once you check each name that you want to flag (or unflag), click the SELECT button at the bottom of the screen below the lists.  You may have to scroll down.

Adding Teachers in Batch:

We have provided the ability for an administrator to view a list of every teacher for this school from the previous year.  Each can be selected, and added in a batch.  Teachers no longer teaching here would not be selected, and the few new teachers may be added one at a time, as before.

To select, hold the CTRL key while clicking the mouse to highlight each name.  If using a Mac computer, hold the Open Apple or Command Key while clicking the mouse.  Once all have been selected, release the CTRL key (pr Command Key) and click SUBMIT.

The following picture shows a number of teachers selected.
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As I said, the Pre-Qualify Students and the Add Teacher functions should be done first, before the data entry commences.

Enhanced Security:
We have provided more security levels to allow district and school personnel to be able to perform more functions, such as editing or deleting input errors, and administering User IDs.  We have also added School Users, which can only enter data, for those schools that have their individual teachers entering the data.  This way, multiple User IDs for these people can be assigned without the fear that they can cause problems with the data.

Enhanced Reporting:
It was recognized that some of the reports last year were hard to read, and not available for part of the time.  Therefore, many did not use these reports.  We have made the reports more readable, reorganized some of the reports to provide better information, and brought the reports down to the individual school level.

District personnel have the ability to select just a school report, or view an entire district report on the same subject.  School personnel can just view their own school report.

The ‘School Activity Report’ lists each school (or just your school for the school user).  In it, it lists, if a school has no teachers or students entered:

No Teachers/ Students Listed for this school

Or in the case where there are teachers listed for a school, it displays each teacher with either a count or a message:

Jim Jones: 12 Students Selected

Jim Jones: No Students Selected For This Teacher.

Of course, we realize some schools, such as High Schools or Special Education Schools will not have any students or teachers participating in TVAAS, so these would be properly listed as having no teachers or students.  But this report provides a valuable tool to insure the data is being input in a timely manner.

The ‘Teacher List’, the ‘Students Not Selected’, and the ‘Students With Greater Than 100% Accountability’ reports are similar to what we had in the past, but they have been made more readable and less confusing.  Of course, we welcome any suggestions as to how these may be improved further.

Bulk Edits and Deletes:
The site now allows multiple students to be selected for editing and deleting, to make it easier if an entire group of students have the same error.

LOGGING ON:
· Log on to https://www.eval.k-12.state.tn.us/facultystudent/
· At the login screen, enter the User ID assigned to you, and the password for the User ID.

· If this is the first time using this User ID, the password will be ‘changeme’.  If this was an existing User ID, it is possible the password had already been changed.  Please check with the person to whom the User ID was originally assigned.  You may also contact your school administrator who will be able to look up the User ID and Password.

· Because the security system has been expanded to the school level, it is possible for each teacher, or user of the system, to have their own USER ID assigned to them.

HOME PAGE:
· If logging in using a school level User ID, the HOME page will display with the user’s district AND school selected.  If logging in using a district level User ID, the HOME page will display, with the user’s district selected, and with a school selection box displayed.  Open the selection box by clicking on the arrow to the right of the selection box, and a list of all the school in your district will display.  Scroll to the desired school (it will highlight), and click the mouse button.  The screen will redisplay with the district and school selected.

· Menu buttons.  If your security level is District or School User, just HOME and NEW will display.  If your security level is District or School Administrator, you will see the menu buttons: NEW, REPORTS, HOME and ADMIN.

· To enter the Faculty Student data, click the NEW menu button.

· If a District User, clicking the HOME button will allow you to select a different school.

· If an administrative person, clicking on the REPORTS button will allow you to view a number of reports.  District Administrators can view reports for any school within the district or system-wide reports.  School Administrators can view reports just for their school.

· Teachers List, which includes each teacher and their students listed

· School Activity List, which shows each school, and which teachers (if any) have entered students, and if they have, the number of students entered.
· Students Not Selected, which will display any students that have not been selected, excluding those pre-qualified from the selection lists.

· Students with greater than 100% Accountability is the same report as last year, but with some changes to make it easier to use.

· Also, if an administrative person, clicking the ADMIN button will allow you to:

· Pre Qualify Students (so they will not display on the selection lists)

· Select teachers from the previous year to make adding teachers easier

· Administer User IDs and Passwords.  You can edit, add, delete or deactivate them.

ENTERING DATA:
From the HOME page, click the NEW button to begin entering your data.  If you performed the ADD TEACHERS function in the ADMIN area previously, you will see a drop-down list of each teacher in your school.  If not, you will see a message saying there are no teachers listed and you should add each teacher using the ADD TEACHER button.

The following shows the page when there are no teachers:
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The following shows the drop down list opened and the teacher names displayed.  It also shows the TEAM BATCH ADD button, which only appears when there are more than two teachers in the list.
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If there are new teachers that need to be added, use the Add New Teacher boxes to add them one at a time.  You must enter the first and last name, as well as a valid social security number.  Then click ADD TEACHER, and you will immediately move to the next page, which is the student list for this teacher.  If you click a teacher name from the entry box, you will also go to the student list page.  It is from here that you would select each student either one at a time, or in a batch.  This page also lists the students that have been selected for this teacher, and is where you would edit or delete students.
The following graphic displays the student list page as it would look when there are no students listed:

[image: image7.png]Testing Year: Facuty Studert TVARS Data 2003
‘Sehool Distriet: 00731 MEVPHIS CITY  Sehool: 0450 LOCKE ELEM
Run Humber for this District: ACCTS03

Selected Teacher: OLIVER BROWN

Ho Students For This Teacher

Sellect Multiple Students to Add

Clikta Add Students With Similar Info in Bateh Made! (_Batch Add

In the above Drop-Down Selection Box is a list of all students from this school
who took the current TCAP Achievement Test, and were assigned a 4-digit ID.
Please Select Your Students by Clicking on the name in the list.

(click on the armow at the right side of the list box to open the drop-down list)

Do NOT Select Special Ed Students!

© alpha Sort by arade
O s8N Sort by grade.




As you see, the teacher name is displayed, with the text ‘No Students for This Teacher’ displayed below the teacher name.

Below the line is a BATCH ADD button, which if clicked would bring you to another page that allows multiple students to be added for this teacher in one batch.

Below this button is a drop-down box which when opened lists every student from this school who took the TCAP (except those pre-qualified as detailed previously).  Clicking on a name in this list will bring you to another page that allows you to add this student only to this teacher.

From the Add Teacher/ Teacher List page, you may remember there was a TEAM ADD button also listed.  Clicking this button will bring you to a different page that would allow you to add students differently, to a Team of Teachers.  
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We will cover each of these methods of adding students in the following sections.
Adding New Students in Batch Mode:
Below this student list (or the label ‘No Students for this Teacher’), there will display a button named BATCH ADD with the explanation that selecting this option will allow you to select groups of students with similar data for adding in bulk mode.

It is very important to remember that we are adding students with similar data for this teacher.  
For example, a particular teacher teaches reading to the homeroom students, and science to all sixth graders.  The teacher has 100 students, of which 30 are taught both reading and science, and the other seventy are just taught science.
One common mistake last year was the data entry person would select all 100 students for science.  Then, when trying to add the reading for those thirty, would not be able to (because a student can only be added once).   In this case, each student would be edited one at a time.  This year, we can edit all thirty, but the better way to avoid this error is to add them in TWO BATCHES.  Select the first group of thirty, and enter Reading and Science for that group.  They will list below the teacher’s name.  Then go back into BATCH ADD and select the remaining seventy students, entering only science for this group, and when added, these will display below the first group in the list.
Getting back to instruction on how to add students in a batch, we will click the BATCH ADD button, and go to another page with a list at the top that includes all of the students in this school who took the spring TCAP Achievement Test (except those pre-qualified as detailed previously).

These students are listed by grade, then alphabetically (I.E.: all the children for grade 3 will list alphabetically, then grade 4 alphabetically, and so on).
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These lists may also be sorted by SSN. Sometimes a child incorrectly bubbles their test sheet, and the first letter of their name is incorrect, therefore, you can't easily find them on the alphabetical list.  Click the SSN SORT option to see the list ordered by SSN, or the ALPHA SORT option to see the list alphabetically.

Selecting the students is a TWO_PART PROCESS.  First you select them from the list of names, making multiple selections as noted below, and click SELECT.  Then you must enter their subject percentages and number of days for this group (scroll down) and click SUBMIT.

To select the students from the list, you must HOLD THE CTRL KEY while clicking the name with the mouse. This will highlight the name of the persons selected.  If using a MAC computer, hold the Open Apple key or the Command key.
NOTE: If you select a number of students, and then accidentally click a name without the CTRL key pressed, the names you had previously selected will be unselected (NOT BE HIGHLIGHTED). So be careful when making the selections.
After highlighting the names, take you finger OFF the CTRL key and click the SELECT button, located below the list box. 
This group of students will now display in the lower part of the screen.  This is so you can check the names you selected to insure you got the correct students, and unselect them if any are there in error.
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Once the names have been highlighted AND SELECTED, you must click the attendance and subject options which will be saved with this group of students. Do this by clicking the correct option on the grid at the lower part of the screen (you may have to scroll down). Remember, every one of the students must have the same options that you will be selecting

From our example above, if this were the thirty students you taught in science and reading (you teach this group of students 100% of their both subject areas). You would select the thirty students from the list as above. Then on the grid, on the science line, click 100% and A (=full year schedule), and next to reading you would do the same.
Instructions on clicking this grid are provided by clicking on the VIEW INSTRUCTIONS link above the grid.

Once the students have been selected AND the grid options have been clicked, you then must click the SUBMIT button to save these to the database. This will return you to the original page, where these students should be listed below the teacher's name.
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ADDING STUDENTS ONE-AT-A-TIME:
Looking at the picture displayed above, we can see below the BATCH ADD button, there will display a label which says 'Add Students One-At-A-Time. There is also a drop-down selection box listing of all the children for this school who took the spring TCAP Achievement Test (and were not pre-qualified as detailed previously).
These students are listed by grade, then alphabetically (I.E.: all the children for grade 3 will list alphabetically, then grade 4 alphabetically, and so on).

These lists may also be sorted by SSN. Sometimes a child incorrectly bubbles their test sheet, and the first letter of their name is incorrect, therefore, you can't easily find them on the alphabetical list.  Click the SSN SORT option to see the list ordered by SSN, or the ALPHA SORT option to see the list alphabetically.

Selecting a name on this list will open a new window, with the Attendance/Subject grid displayed.
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Click the options specific to this student, such as reading 100% and B (<150 days) and click submit. He/she will be added to the list on the previous page.  
If you incorrectly click a bubble, use the CLEAR ENTRIES AND REDO button located below the submit button, so you can click them properly.

Click the VIEW INSTRUCTIONS link to see how to select options for this grid.

If it is desired to return to the selection form without saving a student’s data, click the ‘Get Next Student Without Saving Changes’ located at the upper left corner of the page.  

Also, a new teacher can be selected from this page as well by clicking the ‘Return to Select Teacher’ item in the upper left corner of the page.

When to Add Students One-At-A-Time:

Adding a student one-at-a-time is best used when you have one or a few students who do not correspond to the input data of the rest of the group.  For example, the batch was added with number of days A = Greater than 150 days, but one student was in your class for just part of the year, so she would be added as B, and would be added with the single add option.
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Each student added will list below the teacher’s name on the selection screen.  If there is an error with the data, each student may be edited by clicking the checkbox to the right of each student line, then clicking the EDIT button on the top of the column.  One or more students may be checked for edit.  This will display a screen with the students listed, and a grid for modifying the data.  
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If there is an error in the selection of these students, you may deselect them by clicking the DESELECT button next to each student name in the list.  If the list is correct, enter the correct subject and attendance information for this group of students and click EDIT.

 

There is also a DELETE button for those with Administrative Logins, which is used in a similar way as with the EDIT button.
In most cases, using the batch add option will allow the average teacher to minimize time spent entering this data. If they have distinct groups of students (i.e.: one class of science, one class of English), they can enter the BATCH ADD page once for the first group, and another time for the second group.

Team Batch Adding of Students
Because we are aware that many school systems use team teaching, especially in the middle schools, but also more frequently in elementary schools as well, we have added a Team Batch Add function to assist in the data entry of team teachers.

Like regular Batch Add, teams may be added in separate groups so students with similar characteristics can be added together.
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Clicking the TEAM ADD button from the Add/ Select Teacher screen will bring you to another screen which displays the teachers for your school, and allows you to create a team (or select one previously created, if there are any).
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You MUST enter a team name.  This should be descriptive of the team.  For instance, in a middle school, there may be three teams for eighth grade named Team 8A, Team 8B, and Team 8C.  You would use these same names when creating the teams in this application.

After typing in the team name, you must select the teachers on this team.  Highlight the names by clicking on the name with the mouse WHILE holding down the CTRL key (Command key on Mac Computers).  This will highlight each name you wish to select.  Clicking a highlighted name will unselect it.
When the names have been selected (and team name entered), you click the SELECT button which will bring you to the next page, where you must enter percentages and subject areas.
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In this example, we have a three teacher team.  One teacher is the Math teacher for the entire eighth grade, the next teacher teaches science, and the last social studies for all eighth graders.  Each of these teachers also teaches Reading and Language for their respective home room students.

We need to thus enter these teams in three batches.  The first group will be Oliver Brown’s home room, as he teaches them not only math, but also reading and language.  This same group of students also gets taught science from Fred Hammett and social studies from Parrish Whitley (example noted in the above graphic).
Once these percentages are entered, click the SELECT STUDENTS button.
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You can see this screen is very similar to the BATCH ADD screen, except the team teachers are listed at the top.  Make selections the same was as in Batch Add, click SELECT.  

The students will display in the lower part of the screen, so the selections can be checked for accuracy, and if correct, the SUBMIT button will be clicked and these students will be saved to each teachers list, based on the entered percentages and attendance data.
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We can see by the below graphics that this one group of students, when the SUBMIT button was clicked, has been added to each of the teachers, in their respective percentages.
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Regarding our example, the remaining eighth grade students for these other two teachers, should be entered in separate groups.  In Fred Hammett’s home room, Oliver Brown will just have Math 100%, Fred Hammett will have Science 100% PLUS Reading (100%) and Language (100%), and Whitley Parrish will have just Social Studies 100%.
The third eighth grade home room (Whitley Parrish’s) will also be submitted in a separate Team Batch Add.  Oliver Brown will just have Math 100%, Fred Hammett will have Science 100%, and Whitley Parrish will have Social Studies 100% PLUS Reading (100%) and Language (100%).

Care must be taken to before attempting data entry, to group students together in similar collections, so as to be able to input them correctly.  Using natural grouping such as teams or home rooms is an excellent way to separate these groups from one another.

If we had an example of a five person team, with each subject (Math, Science, Social Studies, Reading and Language) being taught by the same person to all students, we could enter the team as one batch, with a five person team, and selecting all students.  But this situation is very rare.

Another example might be that teachers teach one core subject area, and they share teaching some of the others, such as reading and language.  In this case, we might have teacher one=Math 100%, Teacher two=Science 100%, Teacher three=Social Studies 100%, and each teacher also having Reading at 33% and Language at 33%.
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Batch Edits:

With a little pre-planning, this data entry can go very smoothly.  But as with anything, mistakes will be made and errors need to be created.  As mentioned above, we can take groups of students and edit them, so when a mistake has been identified, it is much easier than previously to make corrections on entire groups of students.
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In the graphic above, we see in the right hand column, a series of checkboxes next to each student, and below two buttons, labeled EDIT and DELETE.  Note, the DELETE button will not display on every users screen.  Only those with Administrative Permissions will be allowed to delete, but everyone can edit.

Say, for example, two or three students moved to the school in November.  We would need to make these students B rather than A in the A/B column.

We could check each checkbox on the appropriate student line, and then click the EDIT button.  A page will display with the names listed, and a new grid below.
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Enter the correct subject and attendance data for this group of students, and click EDIT and the Student List page will display with the corrections made.

WHEN DONE:
When data entry is completed for the students from one school, most teachers will be finished. All of the student-teacher information has already been sent to the database in Nashville. When viewing the student/teacher page, if the students display on the list below the teachers name, they are in the database. Nothing more needs to be done!

There are provided to those with Administrative logins a series of reports which detail much of this information.  District personnel and School Principals would be wise to review these reports during, and especially after, data entry, to insure entry is complete BEFORE LEAVING FOR THE SUMMER.  We learned last year that once the teachers leave, it is very difficult to verify the correct data.

For District level administrators, the reports may be viewed for just a particular school, or for the entire district.  For school level administrators, reports will be available for your school only.
Reports Available:

· Teacher List

· School Activity List

· Students Not Selected

· Students with Greater Than 100% Accountability

Teacher List (Teacher Roster)

This lists all teachers in your school who have students selected.  Teachers with no students will not display.  Each student per teacher also lists below the teacher name.
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School Activity List:

This report displays each teacher in a school, and details the number of students listed, or that no students are listed.  In a District level report, all schools are listed, detailing whether or not a school has any teachers/ students entered, or if there are, who they are and how many students.  Below is a sample District Level report.  The School Level report would just show the data for one school.
[image: image27.png]School Activity List

Noteachers/ studns antared for s school

0380 KLONDKEELEW

Noteachers/ students entared for s school

0385 KNIGHT ROADELEWT

Noteachers/ students entared for s school

0300 LAKEVIEWETEW

0303 LANIER WIDDLE

Woteachers/ students entered for s school

Noteachers/ students entared for s school

035 LAROSE ELEWT

Noteachers/ students entared for s school

1400 LAUDERDATEETER

Noteachers/ students entared for s school

0425 LESTER ECEWENTARY SCHGOL

035 LEVIELEW

Woteachers/ students entered for s school

Noteachers/ students entared for s school

0440 LINCOLN ETERT

Noteachers/ students entared for s school

D450 LOCKE ELEW

BROWN, OLIVER B

0 students selactad

‘COMES, MILDRED C

o studnis antered for s teacher

HAMNETT, FREDERICE

5 students selectad

SEIFERT WARY H

o studnls antered for s teacher

WHITLEY, PARRISH S

5 students selectad

0455 LONGVIEWTHIDDLE SoH

465 MACONELEW

Woteachers/ students entered for s school

Noteachers/ students entared for s school

0470 WAGNOLIAELER

Noteachers/ students entared for s school

0450 MANASSASTS

Noteachers/ students entared for s school

0483 WANOR LAKEELEW

0493 WELROSE HS

Woteachers/ students entered for s school

Noteachers/ students entared for s school

0404 WEWPHIS ADULTHS

Noteachers/ students entared for s school

0515 WIDDLE COTTEGERS

Noteachers/ students entared for s school

0520 WTCHELL TG SCRGOL

0525 NEWBERRY ELEM

Woteachers/ students entered for s school

Noteachers/ students entared for s school

0530 NORRIS ECER

2242003 11:16:25 AW

Pago

so8




Students Not Selected:

This report shows any students who have not been selected by any teacher.  This report does not include students who have been pre-qualified, so the ones listed on the report, if pre-qualification had been done, should show students who legitimately should have been selected by someone.  We have made this report more readable than in the past, so hopefully it will be used by district personnel and school principals to insure their data is correct.
This report should ONLY be used near the end of data entry, and at that time, it should be very short.  Printing this early in the process will show most of the students in the school, and is not advised.  The sample below is NOT what the report should look like later in the process.  This was made before many of the students were selected.
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Students with Greater Than 100% Accountability:
This report lists any students that have been selected by more than one teacher for the same subject.  It lists each student separately, so if an entire class has been selected incorrectly by the same two teachers, there will be many items listed.  However, once identifying the error, using Batch Edit, the report can be cleared out very quickly.

In this sample, there is only one student that has been selected for Math (100%) by two teachers, Oliver Brown and Frederick Hammett.  Mr Brown happens to be the math teacher, and in this case, Mr Hammett accidentally clicked the math button for this student.  
This would be edited very easily by going into Mr Hammett’s list, clicking the checkbox next to student Jackson, clicking the EDIT button, and then selecting just Science and A for the student.
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Conclusion:

We hope this document will be helpful in assisting you in the TVAAS Data Entry this year for your Faculty Student data.  We have tried to cover the main points, and give some helpful hints.  With a little organization prior to beginning, the use of this Website for Faculty Student Data Entry will become easier and faster to use, and hopefully, well regarded by those who need to use it.
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