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Minimum System Requirements

Windows 95 or Higher
Microsoft Access 2000

Technical Support
Call (802) 828-3777 for assistance with the data entry program.

Installation Instructions

e There are files on the CD supplied to you. One is for MS Access (for example
ISO005_StuCenSY12.exe)

e Double click on the file that you will be using.

e WinZip will open. There will be a prompt for you to enter a destination file for your
application.

e We have set it to C:\STUFALL WinZip will automatically create this folder for you.

WinZip Self-Extractor - 15002_StuCenSY12.exe [
To unzip all files in 15002 _5tuCen5Y 12 exe to the :
specified folder press the Unzip button.

Rur Windip
IUnzip to folder:

MSTUFRALL Browse... I I Close J
[] Overwrite files without prompting

About
| Heb |

L ——

e Click on “Unzip Now,” and your application will be unzipped to the destination
folder specified. You may then click “OK” when you get a message that unzipping
was successful, and then click “Close” on the Self-Extractor. Your Access database
is now ready for use.

Starting the Application

Start Microsoft Access. Open the database for your school or program, for example
“IS005_StuCenSY12.mdb”. The program’s “Main Menu” will open automatically.

Due Date

Please submit completed data to the DMAT between October 1% and 28™, 2011. Early
submissions are encouraged.
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Main Menu Options

% Main Menu x
15040 KURN HATTEN HOMES

Student Census - Fall Update

Organization Information Print Reports

i1 Add/Edir Profile _| Reports Page
Work with Student Data Preparing and Providing Data for DOE
_| Add/Edit Student Records _| Data Submission Checklist
W Eebai
| Contact _| Set Export Path

_| Prepare Disk for DOE

Import/Export Data Application

__| Export Student Data (for your use) _| Exit Application
_| Import from external data source
Data Management and Analysis Team: (802) 828-3777
Version 1.1 Revised 6/21/2011

This is the Screen that opens when you first start the software.
Organization Information

Add/Edit Profile - Allows you to edit the information about your school.

Organization Information

Organizational Information

15040 KURN HATTEN HOMES Fietum to Main

Mailing addres= |F'DB 127 Phone |[8|J2] 7223336 [ Same as Mailing Address

Tawn [WESTMINSTER Fax  [(B02)722-3174 Physical Addiess [126 MAYO RDAD
State Mo Town [WESTMINGTER
ZpCode  [05158 State T

Zip Code 05158
Director/PrincipalfHeadmaster Information

Title MR : [ Same Mailing Address as Organization & Same Physical Address az Organization
First Name  [TOM Maling address [POB 127 Physical address [126MAYD ROAD
Middle Name | Town [WESTMINSTER Town WESTMINSTER
LastMame  [FAHNER State M Stae pTO
PostMame | Zip Code IDE‘IES— Zip Code W

*Email &ddress |

*Optional - Only enter email address if you would like to wze it for official communications

Make sure that all of the Organizational Information is correct for your school.
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Work with Student Data

Add/Edit Student Records -

records.

Student Records

Vermont Department of Education

Allows you to add new students or edit existing student

Add/Edit Student Records

I5040 KURN HATTEN HOMES
Laszt Mame Firzt M ame tiddle Mame Fost Mame  Enrolled on October 1 Mew Place of Enrollment
[JAMET |DOEM [ | i : [
Birthdate Gender [M/F]  Cunent Grade Source of Funding
[3/7/1999 |F |5th Grade [l |Dthel [=]
Student Address Student City/ Town Student State Student Zip Code
|15 MAME ST |Eﬁ3«F|HE |VT |DEE41

Student Address 2

Student City/T awn 2

Student State 2 Student Zip Code 2

Sort by Last
Hame

Sort by
Grade

Search by
Student Mame

Retumn to
Main

Add Hew
Student

Mandatory Infarmation for Publicl

Funded and Title 1 Students Onl

Face vou may select multiple categories) Socioeconomic Status
white [ American IndAdlazkan Mat m African American |Y_|z[ SChUU_' !—U”Ch Eligibility
Ligian m M ative Hawaian/Pacific 12l |Y_|ZI [Nt eligible
Ethnicity Service Status
T “tes  Hispanic 504 Definiion | Sect504 Flan | Uze ™" for Yes
® No et EST Defintion | EST NTg] Me= M forke
|Record: M < 10f100 » M b | & | Search

Use this screen to add/edit student records.

NOTE: Record changes are automatically saved when you move to another record.

e Sort by Last Name — This button lets you sort from A-Z all students by last name.

e Sort by Grade — This button lets you sort by grades EEE-12.

e Search by Student Name — This button lets you enter a student’s last and first name

to edit Information.
e Add New Student — This button lets you enter a new student.
e Return to Main — This button returns you to the Main Menu screen.

Please reference data reporting instructions for descriptions of data elements.

NOTE: There is a protocol for entering out of the country addresses
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Contact Information

Contact — To enter your schools contact personnel, select this button.

=2] Program Contact

Program Contact

IS040 KURN HATTEN HOMES Rieturn to Main

LT

Enter the name of the person at your school/program whom the Data Management and Analysis Team may
contact with questions concerning your data submission.

Title First kiddle Last Pzt

Name [ | THOMAS | [FAHNER |

Phone  |(802) 722-3336

Email |TFAHNER@SOVER.MET

Enter in the contact information in the provided area.

Import/Export Data

Export Student Data (for your use) — The export screen lets you save the data entered
through this application for export to use in another database or program. When you use
this option, a copy of the data is exported. Your data will remain in the program.

Export Student Data

Export Student Data (for your Use)

Choose the format pou want to export bo

[ ilent B Excel EE M5 Access

'ou muzt lppe the full file name including drive and
directony [Example:  C:A\Directaryt ameFileM ame]

ith the bos Below, [F wau tupe in juzt the file name, yaur
file will B ztored at the root af pour warking directany
[uzually your C: drive] by default.

Enter the File/Database to Extract to:
||::"-.

Feturm to

Ewxport Data b ain
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Import/Export Data cont’d - The program gives you the option to export file to three
different formats: Text, Excel or MS Access. You must type the full file name including
drive and directory in the “Enter the File/Database to Extract to:” box. If you type in just
the file name, your file will be stored at the root of your working directory (usually your
C drive) by default.

Import from External Data Source — The import screen lets you import data from a MS
Access, Excel or Text file. Use this feature if you have up-to-date student information
from an in-house student record system. Click on the “Browse” button to locate the file
on your computer.

Import Student Data

Import from External Data Source

'ou can import your M5 Access, Excel or comma-delimited
temt-bazed student files directly into thiz database.  “'ou must
tupe the full file name inclading drive and directory in the box
below. [Example; C:hDirectomt amehFilet ame]. You can
alzo uze the browse button to find wour file and it wil
automatically be entered.

Enter or search for a file name to import:

| Browse

Irpart Data Return ta b ain

NOTE: Please see Appendix A, B, C, or D for file layout information if using this option
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Print Reports

Reports Page — This feature will create a report of all student records in the application.

==] Reports Menu X

REPUHE { Retun to Main |

15040 KURN HATTEN HOMES

Student List by Mame
Student Ligt by Grade

School Lunch Certification

Data Management and Analysis Team: (802) 828-3777

Click on the Report button next to the description that you would like to view or print.
These reports are as follows:

e Student List by Name
e Student List by Grade
e School Lunch Certification

Preparing and Providing Data for DOE

Data Submission Checklist — This button takes you to the Student Census data
submission checklist.

=2] Data Submission Checklist = x

DATA SUBMISSION CHECKLIST

L. Review Error Report for your school.

2. Reports provided in this application are provided for your information only and do not need
to be submitted to DOE.

3. Each school must be submitted on a separate disk. If you have a question regarding data
submission, please contact the Data Management and Analysis Team (802) 828-3777.

Feturn to kMain |

Please review the checklist for the Student Census data submission before attempting to
export.
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Error Report - Viewing the Error Report allows you to see where your errors are before
exporting your information to floppy disk for DOE.

When you click on the Error Report button, the following notice will appear. Click OK.

This could take a few minutes depending on the amount of data in the student
table

If there are errors in your report, a pop-up box will notify you. Click OK.

There are 16 problemns with the student data.

Please see the following report for details on all errors.
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Error Report cont’d — A new screen listing information on all of the errors will appear.

Student Census Data Errors

15040 EKURNHATTEN HOMES

These will prevent asuccessfinl data export

Student Name DB Grade E rror Description
JU STICE SAVDIE 1/8/1896 Gth Grade - This student needs & race
H.5. Freshman
BRIANHA LOIACOND B112000 4&th Gade This student needs a funding source
BRIAMHNA LOIACON O 8M1/22000  4th Grade This student needs an ethnicity

Note: The program will not export data until the errors generated from the edit checks
are corrected. You may print the Error Log by clicking the printer icon. After viewing
the errors, click the “Close” button to return to the Main Menu.

You will see the following dialog box if your data error report is complete and there are

Nno errors.
Microsoft Ofice L=
The data is clean and ready for export. Please click the Prepare disk for
DOE button. I
i n
|
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Set Export Path — Click this button to designate the drive where the exported data for
DOE will be saved. The default this year is to save onto your C: drive. If you still have a
floppy drive, you may change the export path to read A: (with no \), place a diskette in
your A: drive and your three files are automatically saved onto the floppy. For example,
three files are named IS005_me_stu.xls, 1ISO05_thlprogcontact.xls and
ISO05_tblorgpro.xls. These files are named in accordance with your School ID.

% frrm_SetPath

Set Export Path

This application is configured to export data to the path
CAlndependentCensus5Y12. You must indicate a drive and directory path. Do

not use a "\" at the end of the path. Do not set path to CD/DYD drive. You will
receive a runtime error.

Export Path
CAIndependentCensusSy12

Return ta b ain Menu

Prepare Disk for DOE - Click this button to create and export a copy of the data to a
folder on your C: drive or diskette in your A: drive.

DOE Submission

15040 KURM HATTEM HOMES

Prepare Disk for DOE Submission

This procedure will werify data integrity and
export records to the path you provided in the
Set Export Path form. Your data is saved to

the C: drive, you will have to copy to disk

El"."IEfif_'r'."lE wport Return to
| Data L ETY

Click on verify/export data.

Before exporting the data file (for DOE submission) the program will run the data
through a series of edit checks. If the program finds problems with any entered data, it
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Prepare Disk for DOE cont’d - will not export (see previous page). If the program does
not find any errors you will see the following message.

Clean Data I — I

| =

Your data is ready to export. Would you like to do so now?

I

Once your data has been successfully exported, you will see the following notification.

Yes ‘ ‘ Mo

Microsoft Office Acc... [ﬁ

Export is complete.
{

If there are no problems with the data, three excel spreadsheet files will be copied to the
following folder; C:\ IndependentCensusSY12 it will then be necessary for you to copy
the three files in the folder onto a floppy or CD.

2

If you still have a floppy drive, and you have changed the export path to read A: (with no
\), make sure you have placed a diskette into your A: drive and your three files will
automatically save onto the floppy. For example, three files are named 1S005_me_stu.xIs,
IS005_tblprogcontact.xls and I1S005_tblorgpro.xls. These files are named in accordance
with your School ID.

If you have any questions on this process, call DMAT at (802) 828-3777.

Application

Exit Application - This button lets you exit the application and the data will be saved
before exiting.
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Appendix A: Importing from MS Access Database

FIELD NAME DATA TYPE FIELD SIZE
PERMNUMBER NUMBER 7
LNAME TEXT 36
FNAME TEXT 20
MNAME TEXT 20
POSTNAME TEXT 3
DOB DATE(MM/DD/YYYY)

GENDER TEXT 1
ETHNO NUMBER 1
RAC_AMI TEXT 1
RAC_ASI TEXT 1
RAC_AFA TEXT 1
RAC_NAT TEXT 1
RAC_WHT TEXT 1
ENRORGID TEXT 6
NEWENGORGID TEXT 6
SS504 TEXT 1
ESS TEXT 1
FUNDSOURCE TEXT 2
NSLELG TEXT 2
STUADDR1 TEXT 50
STU_CITY1 TEXT 55
STU_STATE1 TEXT 2
STU_ZIP1 TEXT 11
STUADDR2 TEXT 50
STU_CITY2 TEXT 55
STU_STATE2 TEXT 2
STU_ZIP2 TEXT 11
ENRTAG TEXT 1
CURRGRADE TEXT 2

Each field in the Students table is assigned a set of properties. The first two field properties
(“Field Name” and “Data Type”) are assigned within the Table Design grid, the upper pane of the
Table Design window. The “Field Size” property value is set in the Table Design window’s lower
pane, Field Properties.

If you import student records from an external file (MS Access, Excel, or comma-delimited text),
the field names may not be the same as those outlined in Appendix D. The field order, type and
size may also be slightly different. The table must be brought into compliance with the properties
listed or it won’t pass initial review.
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How to edit table properties in MS Access:

e Enter the name of the field in the Table Design grid’s first column.

e Select data types from a drop-down list in the Table design grid’s second column.

e Enter the field size for the Text data type in the text box located in the first row of the Table
Design window’s lower pane. For numeric data types, you choose the field size by selecting
from a drop-down list. Field size does not apply to the Date/Time data type.

Appendix B: Importing From Excel Worksheet

If you import student records from an external file (MS Access, Excel, or comma-delimited text),
the field names may not be the same as those outlined in Appendix D. The field order, type and
size may also be slightly different than what is listed. The table must be brought into compliance
with the properties listed or it won’t pass initial review.

The figure below illustrates the preferred format for exporting data from Excel to Access tables.
The names of the fields are entered in the first row and the remainder of the range consists of data.
The type of data must be consistent within the range you select.

PermNumber LName FName MName PostName DOB Gender
1800066 TESTER ANNA 1/18/2005 M
1800044 DOE AMANDA 8/18/2005 F
1800029 SMITH JOHN Q 8/21/2004 F
1234567 STUDENT IMAN A 1/2/2000 F
1800006 STUDY ILIKTU 1/14/2006 F

To prepare the data in an Excel spreadsheet for importation into an Access table, follow these
steps.

1. Launch Excel, and then open the .xIs file that contains the data you want to import.

2. Add field names above the first row of the data you plan to export (if you haven’t done so).
Field names must be the same as those provided in Appendix D and in the same order. You
cannot have duplicate field names. If you include improper characters use duplicate field
names, or don’t follow the DOE’s naming conventions, you will see an error message when
you attempt to import the worksheet.

3. If your worksheet contains cells of data that you don’t want to include in the imported table,

select the range that contains the field names row and all the rows of data needed for the table.
In Excel, choose File, Save As and choose a new file name for the data.
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Appendix C: Importing from Comma-Delimited Text file

If you import student records from an external file (MS Access, Excel, or comma-delimited text),
the field names may not be the same as those outlined in Appendix D. The field order, type and
size may also be slightly different than what is listed. The table must be brought into compliance
with the properties listed or it won’t pass initial review.

If the data you want to import into this application was developed in a word processor, database or
other application that cannot export the data as an Excel or MS Access file, you need to create a
text file in a comma-delimited text format. (A text file is a file with data consisting of characters
that you can read with a text editor, such as Windows Notepad.) In a comma-delimited text file,
commas separate the fields.

The figure below shows an example of a delimited text file that contains text qualifiers (quotation
marks).

| IN11 - Notepad =
. - — e MR . i
File Edit Format View Help
"permNumber","LName","FName", "MName" , "PostName","DOB","Gender","EthNo","I »
1234567.00, "STUDENT" "IMAN" " A", ,1;"2;’2000 0:00: UD "F" ,2,"N", "Y" N "N" :
1800006. 00, "STUDY" "ILII(TU" ,1/14/2006 0:00:00, "F" , 2, "N" "N" "N" "N" "Y'
1800029.00, "SMITH" "JOHN"," ", ,8/21/2004 0:00: 00 "F" 2 "N L "N" "Y" "N" "
1800044 .00, "DDE" "AMANDA", ,,8/18/2005 0:00:00, "F" .2, "N" "N" "N" "N" "Y" :
1800066.00, "TESTER", "ANNA" . . ,1/18,/2005 0:00:00,"M™ 2, "N" "N "N "N "y"
| -
4 1} S

When exporting to a text-based file, the default for many applications is comma-delimited with
text fields enclosed in double quotation marks (date and numeric field types do not have quotation
marks). Please see your application instructions for more information.
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Appendix D: Import Table Constraints
1. Import Table Constraints For Independent Schools

*xx***Eor a current list of needed fields or for questions regarding importing data
please contact: Jennifer Perry at (802) 828-3739. ******
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