Electronic Career Development Plan-Plus Data Instruction Guide


Electronic Career Development Plan- Plus Program Notes

Software Requirements: Microsoft Excel and Microsoft Access 2000 or above

Potential Concern: Through the export process you may get duplicate files on students. This is NOT a problem. The program will take care of duplications in the merge process. Do Not spend time cleaning up duplication errors!

Data Options: 

1. Collect data for all students (Merged data can be cross-referenced with current Career-Technical Education students and marked active).

2. Collect data for Career-Technical Education students only (You will have to check with your data manager to see if you can run the necessary data by Career-Technical Education course range or by Career-Technical Education teacher names).

3. Some schools have free/reduced lunch information in their data systems. If it is available as part of your NCWISE or SIMS download, separate the columns according to Appendix A. If you have to enter this data, begin by setting up the first three columns from your Student data file (Pupil Number, Last Name, First Name) then add a fourth column labeled Free/Reduced Lunch and enter F or R in the appropriate fields. If you are not merging for Economic data you still need a file called Economic with four columns and headers.

4. If you do not yet have your data, or you wish to use the program to enter data, please bring the detailed information for a sampling of students. This will allow you to use the program during the training sessions.

Appendix A

Special Populations Program – Data Headers

Competency

	A 
	B 
	C 
	D 
	E 
	F 
	G 

	LAST
	FIRST
	Pupil Number
	RLEV_GD8
	MLEV_GD8
	RSS_GD8
	MSS_GD8

	Adams
	Martha
	124589
	4
	4
	268
	280


Computer

	A 
	B 
	C 
	D 
	E 

	LAST
	FIRST
	Pupil Number
	CS_MC
	CS_PERF

	Adams
	Martha
	185499
	P
	P


Economic

	A 
	B 
	C 
	D 

	Pupil Number
	LAST
	FIRST
	Free / Reduced Lunch

	987654
	Alexander
	George
	F


Parent

	A 
	B 
	C 

	Pupil Number
	Parent Last
	Parent First

	123456
	Ellison
	Larry


Student

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Apartment
	Birth Date
	Diploma
	Ethnicity
	First Name
	GPA
	Gender
	Grade
	Intended Career Program
	Legal Name
	Middle Name
	Municipality
	Phone Number
	Postal Box
	Pupil Number
	State
	Street Name
	Street Number
	Zip Code
	Exceptionality Code


	APPENDIX B

	Exporting From NCWISE

	NCWISE Data
	Enter NCWISE under “Counselor Rights “ 

· Click on the Reports icon (top –to the right of chalkboard reading “Add 2+3 = 5”)

· Click on Export/Ad Hoc (Right side of screen) 

· From the Other Category (top) drop down options choose SPED
· Clear Selected column (far right). Click in field then click left arrow until empty

· From the alpha list under Demographic (far left column) click on Apartment
· Click on the arrow pointing right (toward open fields on the far right)

· Clicking on the arrow moves the item highlighted to the Selected field (far right)

· Follow the same procedure to move the following items to the Selected field

· Birth Date

· Diploma

· Ethnicity

· First Name

· GPA

· Gender

· Grade

· Intended Career Program

· Legal Name

· Middle Name

· Municipality

· Phone Number

· Postal Box (Now listed as Postal Code)

· Pupil Number (Now listed as AA Student Number)

· State

· Street Name

· Street Number

· Zip Code

· From the Middle Column click on Exceptionality Code

· Click on right arrow to move to Selected column (far right)

· After the above list of items are under the selected column

· Click on Create File (lower right)

· Delimiter box – leave empty
· Special Delimiter – select Tab
· Double Quotes around Character Fields – click No
· Number of Columns to Order On – select 1

· Export Fields Title First – select box
· Click on the Save AS button

· Choose your SPC Program folder

· Type in File Name – Student
· Click SAVE  - This will take you back to the Detail Select form

· Click on Create Export
· You will receive a “Warning” on security of data – read and Click OK 
· The export can take several minutes – if you stare at the screen it will take longer!

· Message will appear “The Export is Complete” – click OK

	
	

	Parent Data
	Repeat the process for the parent data needed for reports.

· Return to the Export/AD Hoc screen

· Clear the Selected field (far right) of every item EXCEPT AA Student Number 
· Clear by clicking on item in Select field and click left arrow to remove

· From the Other Category drop down options (top) choose Parents
· Under the secondary column (middle section) click on Last Name
· Click on Right Arrow to move to Selected field

· Under the secondary column click on First Name
· Click on Right Arrow to move to Selected field

· Click on Create File (lower right)

· Delimiter box – leave empty

· Special Delimiter – select Tab

· Double Quotes around Character Fields – click No

· Number of Columns to Order On – select 1

· Export Fields Title First – select box

· File Name – click on the Save AS button

	
	· Choose your CDP+ Program folder
· Type in File Name – Parent Data

· Click SAVE  - This will take you back to the Form

· Click on Create Export

· You will receive a “Warning” on security of data – Click OK
· The export can take several minutes – if you stare at the screen it will take 

            a long time!

Message will appear “The Export is Complete” – click OK

	
	

	Test

Scores
	Request from your school test administrator the following test results in Excel format (be specific because they have options when they download results):

· NC Competency Results-save in CDP+ folder – File Name: Competency
· NC Computer Results – save in CDP-+ folder – File Name: Computer

	
	

	Economic

Data
	Some schools have free/reduced lunch information in their data systems.  If it is available as part of your NCWISE or SIMS download, separate according to Appendix A.  If you have to enter this data, begin by setting up the first three columns from your Student data file (Pupil Number, Last Name, First Name) then add a fourth column labeled Free/Reduced Lunch and enter F or R in the appropriate fields.  If you are not merging for Economic data you still need a file called Economic with four columns and headers.

	
	

	Changing

File

Types
	Double click on your NCWISE Data file. You will be asked what program you want to use to open the file. Double click Microsoft Excel for Windows. 

· When file is open in Excel click on Save As
· Under the File name is the Save as type – choose CSV (MS-DOS) (*.csv)
· Click on Save
· Follow the above procedure to open and convert the Parent, Economic, Computer, and Competency files.



	DATA COLLECTION

	
	

	CDP-Plus Program
	Set-up a separate folder labeled CDP-Plus program. It is necessary to have the CDP- Plus program, the Special Pops Data file, and all the data you collect in the same folder!

	
	

	NCWISE or SIMS
	Your school Data Manager will be able to provide the student and parent data through SIMS or NCWISE. You need to request a comma delimited or Excel file. Testing files may have to be requested from your testing administrator. Because each school / system manages their files in a different manner the data files are separated more than they may need to be in your specific circumstance. Please separate the files to make the data headers match the files listed below and in Appendix A. *Data in comma-delimited file can be opened in Excel so that you can place files in the following format. For Special Populations Coordinators who have counselor rights in NCWISE and will need to export files see Appendix B for directions.

	
	

	Data 

Needed

	Data needs to be in the following files, matching the order exactly. If there are fields you will NOT be using you must still have the column in the correct location with a header name.

File Name

Data in EXACT Order

Explanation

Student

· Apartment

· Birth Date

· Diploma

· Ethnicity

· First Name

· GPA (or Weighted)

· Gender

· Grade

· Intended Career Path

· Legal Name

· Middle Name

· Municipality

· Phone Number

· Postal Box

· Pupil Number

· State

· Street Name

· Street Number

· Zip Code

· Exceptionality Code

· Apartment Number

· Student’s Birth Date

· Diploma Type

· Student’s Ethnicity

· Student’s First name

· Student’s Grade Point Average

· Student’s Gender

· Student’s Current Grade Level

· Student’s Career Path

· Student’s Last Name

· Student’s Middle Name or I

· Municipality or City

· Phone Number

· Postal Box Number

· Student’s ID Number

· State

· Street Name

· Street Number

· Zip Code

· Student’s Exceptionality Code




	Data 

Needed,

continued

	Parent

· Pupil Number

· Parent Last

· Parent First

· Student’s ID Number

· Parent’s Last Name

· Parent’s First Name

*Multiple parent information can be merged.

Economic

· Pupil Number

· Last

· First

· Free/Reduced Lunch

· Student’s ID Number

· Student’s Last Name

· Student’s First Name

· Free/Reduced Status

Computer

· Last

· First

· Pupil Number

· CS_MC

· CS_PERF

· Student’s Last Name

· Student’s First Name

· Student’s ID Number

· Computer Skills Multiple Choice

· Computer Skills Performance

Competency

· Last

· First

· Pupil Number

· RLEV_GD8

· MLEV_GD8

· RSS_GD8

· MSS_GD8

· Student’s Last Name

· Student’s First Name

· Student’s Pupil Number

· Reading Level-8th Competency

· Math Level-8th Competency

· Read Score-8th Competency

· Math Score-8th Competency



	
	

	Changing

File

Types
	Your data will be provided in either an Excel file or comma delimited file. If Data is provided in a comma-delimited format double click on your Data file. You will be asked what program you want to use to open the file. Double click Microsoft Excel. You will be stepped through the set up process.  Make any necessary changes, save the Excel file for future use, and follow these steps to prepare the data for the program merge.

· When file is open in Excel click on Save As
· Under the File name is the Save as type – choose CSV (MS-DOS) (*.csv)
· Click on Save
· Follow the above procedure to open and convert the remaining files: Parent, 
            Economic, Computer, and Competency.
* The order of columns is critical. The program looks for the location of the data according to placement, not the header title (Ex. GPA = 6th column).

* You must determine if you need to request GPA or Weighted GPA based on how your school determines Academic disadvantage.

* DO NOT CHANGE THE FILE NAME OR THE LOCATION!

* ALL FILES MUST BE IN THE FOLDER WITH THE PROGRAM!
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