SASID Training - Pilot


SASID SUBMISSION Pilot Training Documents

Table of Contents

A. Sign on to ESS








B. Navigating Screens








C. Preparing Your Data for SASID Process





D. Uploading A New File







E. Duplicate Records (Problem Student Files)




F. Download SASIDs








G. Help during Pilot

[image: image7.png]2 NH ESS Reports - Microsoft Internet Explorer

Fie Edt Vew Favortes Took Help 3
y ( B

Qe - ©  [¥] B @ Osewer Foravones @ (- ARS8

adcress | €] httpifjw.ed.state.nh.usjessweb/ v Be

Urks ] adelhia PowerPage ] Bible ] Bruns 2] Claton Guide. €] Hotmal @] Sketch ] Jesustugs @] 10 @] Mediugorie ] Monarchs 2] NH Cathol Youth et B

= - [Adden [ [NeowHamp: =] [ 2P Gote- [usn <] 6ol | Clea

Google - V| Gpseachweb - | Srozoboced auorl [Fdopins 4

Education
TEST
NHDeptof Ed Sqguies 52 enoa

Please Enter Your Name and Affiliation:
First Name —

Last Name:

Affiiation:

Please input your UserName and Password below:
User Name:

Password;

[ check here prior to submission if you would like to see the Welcome Page
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SIGN ON TO ESS

http://www.ed.state.nh.us/essweb/

1. This is the Sign in Screen

Use your ESS Username and Password.
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New Hampihire Departrment of Education

Select a form

Select an action Upioad

[Select it to input/edit dats on forms on-line
Select 'Upload to upload a file to the server in the preseribed format.
Select ‘Dawnload to dawnload a blank form to print and mail.]

Form detail

[Etate Assigned Student Identfication (SASID)
IDue Date:
[None - Ongaing

[Purpose:
|Use this function to obtain state assigned student identification number for new students!
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2. If you check the box on the front page, this is the screen you will see. 

There is a description about the ESS System
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Welcome to the Education Statistics System (ESS)

This system was developed by the New Hampshire Department of Education, Bureau of Information Services.

If you need techrical help with this system, please call: Sudha Sharma at (603)271-5252, or email a message to: ssharma@ed.state.nh.us

Be sure to check this page regularly for special messages and updates about the ESS application.

E55 is a Web-based, data collection system. It allows authorized District and SAU staff to electronically submit information to the Department

of Education. The online forms replace many of the paper forms that are currently used by the Department of Education. Field staff can use this

system to submit eritical Enc-of-ear, Enrollment, and Financial forms directly to the Department of Education

£55 is designed to make it sasier for you to fill out your data collection forms, The system will automatically calculate totals and round figures

for you, It automatically checks to make sure that your entry is complete. ESS also prompts you to enter related forms in the right order to

ensure that your final submission is truly accurate.

Special Features of the ESS

The ESS application contains a special editing process called "Verify” that checks if the data you entered on one form match related figures on

another form. If the figures do ot match, or other important business rules have not been met, the ESS will display @ message that informs

You of the corrections you must make in order to Certify and submit your data to the state. q

€55 also contains a process that allows the Superintendent or other official who is responsible for the data to Certify the data nline. By using

the Certify process, the Superintsndent indicates that the form is complete, accurate, and ready to be submitted to the Stats Department of

Education.

Entering data online is only ane of the many features of the ESS applicatian. You can also use this system to print a copy of the data you just g
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3. If you click NEXT or if you skip the front page, this is the next screen you will see. 

Select the FORM from the dropdown menu.

Description of the FORM will be located in the box at the bottom of the page.

4. If your SAU has multiple DISTRICTS and you select EDIT, you will be taken to this screen to select the DISTRICT from the drop down list. (Only those districts within your SAU will be visible.)
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This system was developed by the New Hampshire Department of Education, Bureau of Information Services.

If you need technical help with this systsm, please call: Sudha Sharma at (603)271-5252, or email a message to; ssharma@ed.state.nh.us
Be sure to check this page regularly for special messages and updates about the ESS application.

ESS is a Web-hased, data collection system. It allows authorized District and SAU staff to electronically submit information to the Department.
of Education. The online forms replace many of the paper forms that are currently used by the Department of Education. Field staff can use this
system to submit critical End-of-Year, Enrollment, and Financial forms directly to the Department of Education.

E58 is designed ta make it easier for you to fil out your data collection farms, The system will automatically calculate totals and round figures
for you. It automatically checks to make sure that your entry is complete. ESS also prompts you to enter related forms in the right order to
ensure that your final submission is truly accurate.

Special Features of the ESS

The ESS application contains 3 special editing process called "Verify” that checks if the data you entered on one form match related figures on
anather form. If the figures do not match, or other important business rules have not been met, the ESS will display a message that informs
you of the carrections you must make in arder to Certify and submit your data to the state.

E58 alsa contains a process that allows the Superintendent or other official who is responsible for the data to Certify the data online. By using
the Certify process, the Superintendent indicates that the form is complets, accurate, and ready to be submitted to the State Department of
Education,

Entering data online is only one of the many features of the ESS application. You can also use this system to print a copy of the data you just
entered, download 2 blank copy of a data collection form, or view the statistics you entered for the previous school-year. If you already use a
computer system to record statistics, and that system can produce 3 common ASCII file, you can import that file directly into the ESS

Transmitting data with the ESS is safe. Strict security is enforced to ensure that only authorized staff can access and use the system. In
addition, users will only be allawed to view and use forms for their own specific Districts
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If you select UPLOAD or DOWNLOAD you will be taken to a similar screen to select the district.

- Scroll down to continue - 

NAVIGATING THE SCREENS

District Number and Name and SAU Number and Name
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You can edit form SASID far the following District/s
Select from the list/s below and click 'select' to continue
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1. Listed on this screen are ALL of the uploads that have been made for your district to assign SASIDs to your students.  

· Each file uploaded is assigned a batch number. Date, time, and

status are listed. 

· The comment – filled in to identify the file when uploaded – is visible.

· The email address of the person who uploaded the file is present.

· If the status is: ASSIGNED SASID the next column SASID’s ASSIGNED will indicate the number of SASID’s that have been assigned.  If there are duplicate or problem records, the number will appear in the DUPLICATE RECORDS column.

**Please note: These are SAMPLE files only made up of fictitious data for training purposes.

2. If you have never submitted any files for a SASID, the screen will look like the one below.
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3. TO select a file, click on the SELECT button next to the batch number you are interested in. 

· Once you select a file, the selected ROW will turn PURPLE to indicate visually which file you have selected.
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· If this is the correct file, you can click on VIEW DETAIL to see the contents of the file (as processed). See below…
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1 LASID SAUID DISTID School ID Last Name First Name M1 Suffix Date of Bith Gender Race Town of Birth
2 1234 700, 250, 150 Seeker John A 114131952 M 5 Washington DC
3 4321 700, 250, 150 Feeney Mary B 12151953 F 5 Nashua NH
4 1324 700, 250, 150 Clancey  Lisa [ 14271955 F 1 New York NY.
5 4132 700, 250, 150 McDonald  Katie D 211956 F 5 Boston MA
B 211 700, 250, 150 Duncan Gary Jr 31741958 M 4 Manchester NH
7 1133 700, 250, 150 Smithson  Jared A 4/30/1958 M 5 Ontatio Canada
8 4422 700, 250, 150 Hanson Sally M 51211955 F 5 Jordan
9 1313 700, 250, 150 Johnson  Anne A 6/15/1953 F 5 Nashua NH
10 1414 700, 250, 150 Kerley Quitin B 7/4/1955 M 2 Manchester NH
1" 4242 700, 250, 150 Marsh Arron o 10/1/1955 M 5 Boston MA





**Notice that NO STUDENT NAMES appear once the SASID has been assigned.  When you download this file, the LASID will be the key to associating name with SASID in your student information system.

- Scroll down to continue - 

Preparing Your Data for SASID Process

You should prepare your student data file in EXCEL (or other similar program).  If your student records are maintained in a STUDENT INFORMATION SYSTEM, consult your vendor or SIS Instruction Manual for directions on how to select fields and export the information.

· For each student, use the following fields: 

LASID (local ID number- REQUIRED); SAUNBR (SAU Number); DISTNBR (District Number); SchoolNBR (School Number); Last Name; First Name; MI (middle Name); Suffix (jr, sr, etc); DOB (Date of Birth); Gender (M or F); Race (use accepted codes only); TOB (Town of Birth).

**Please note: the SAUNBR; DISTNBR and SchoolNBR should be the same for every student in the same school.  All other elements should be unique and specific to the individual child.

[image: image18.png]E3|Microsoft Excel - Grade 12 students.xis

Fie_Edt_Vew nsert Fomat Toos Data Window _Hek et ot - @ X
(u] ave arial s - B e 2
a savein: [ My Documents = | @ X £ - Took-
E| (EDcancer stuff (D)symantec
[E)C555 information Hrade 12 students xis K L M N 5] P 3

1 [E9De forms. 3] Meimelog 8802, ace Town of Bith

2 ICJETLOgUide. 3] Mtimelog 72502.xis & Washington DC.

3 (S ] Mtimelog. s 5 Nashua NH

4 () Medicare stuff 3] 5chool funding losers and winners.ds. 1 New York NY

5 Sty eBooks 5 Boston MA

3 [y pusic 4 Manchester NH

7 My Pictures 5 Ontario Canada

8 (E2MLSIT Evalustion 5 Jordan

9 (CNSF January 2004 5 Nashua NH

10 (2 perich counl 2 Manchester NH

11 Soreform white papers 5 Boston MA

12 (S5cholerships 2004

13 Favories |5 5mal schoolreview

14 @

15 Fil name:  [Grads 12 students s =

H o [Grade 12 studerts. save

17 Places Save as type: [Microsoft Evcel Warkbook (" ) < Concel

18 Wicrosoft Excel 5,055 Workbook (") =

19 icrosof Excel 97-2002 55,055 Viorkbook (*4)

zZ Micosaft Excel 4.0 Wrlsheet (*d5)

2 [Microsoft Excel 3.0 Worksheet (*,xis)

2 icrosch Excel 2.1 worksheet (k) =

23

2

%

%

27

E

2

0

El

2 =
ES] 2
i« » n\Sheet1 { Shest2 { Shest3 1l | ﬂJJ
Ready nm





The data should be in a single worksheet in a database program.

Once your data is in this format – 

MAKE A COPY OF THIS FILE to preserve your data

GO to File “Save As” and save this file with the name of SASID COPY

Now – working from your copy – delete the heading row of your spread sheet. (example below)
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Save the file as a CSV file. (comma separated variable)

Do this by:
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File: Save AS
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SAVE AS TYPE: scroll down to CSV (comma delimited)

You may want to give it a new name:

Gr12 csv

You may get a warning or two…

Make sure your data is only on ONE SHEET, then click OK.
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When you get this warning – then click YES.
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This will be the file that you will BROWSE for when UPLOADING files to the ESS system for SASID Assignment.

*****REMEMBER – when you get your SASID FILE back – NO STUDENT NAMES will be listed.  You will need to connect the new SASID with student’s names by using the LASID (local ID number).
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- Scroll down to continue - 

UPLOADING A NEW FILE

1. All of the files that you will use to generate SASIDs will need to contain the information below.  All of the information should be in the same order. From your source (student information system, excel, access) you will need to create a CSV file.  This file will have NO headings and will contain all data separated only by a comma.
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2. From the SAU and District page (pictured in steps 5-7), click on UPLOAD to begin the upload process. You will be taken to a screen like the one below.
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3. Click the BROWSE BUTTON to find your file on your computer’s hard drive, a CD ROM Drive, a Floppy Drive, or a NETWORK Drive.   

4. Once you find the file, DOUBLE CLICK to place the file name and path in the FILE box.  The RED ASTERKISK indicates that this is a required step needed to complete this action.

· [image: image25.png]B test2 - Notepad
File Edit Format View Help

SASTD, LASTD, SAUTd, Districtid, schid, LN, FN, I, SUF, OB, Gender , Race, T0B
7432446339,11335, 54,461,22705, ,,,, 8/21/1893  F, white; ‘Non-#ispanic,New London
1223222067, 11483, 54,461, 22705, .1, ,3/6/1993, M, white, 'Non-Hispanic,canon city
9725155727,11580, 54,461, 22720, , ., ,10/15/1903, M, white, Non-Hispanic,Bani santa
puplicate, 12513, 54,461, 22605, lickewn, Ramond, Lee, ,7/22/1949,M, white, Non-Hispanic,mt.
4241437798, 13416, 54,461, 22690, ,, , ,6/13/1995,m, white, Non-rispanic, New London
8222254082,13508, 54,461, 22690, | ., 5/24/1994, M, Asian’or Pacific Islander,New London
7843157374,15440, 54,461, 22720, |} 11/26/1996, 1, white, Non-Hispanic,St Lucie County
1832135777,16195, 54,461, 22690, , .}, 12/11/1997, F, white, Non-Hispanic,Colorado Springs
7342105756,16430, 54,461, 22720, | ., 3/6/1998, M, white, Non-Hispanic,Colorado springs
1143529374, 26225, 54,461, 22700, , };2/23/1988, F, white, Non-rispanic,New London
6525331031, 27696, 54,461, 22700, ,; ;| 6/24/1989, M, white, Non-Hispanic,New London
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Edit Format View Help

d, schid, LN, FN, WT, SUF, D08, Gender , Race, To8
New QN 42171393 7, whice, Non-rispanic,New London
Open... Ctrl+0 705,,,,,3/6/1993,M,white, Non-Hispanic,Canon City
720,)’.110/15/1993 M, white, Non-Hispanic,Bani santa
Save Ctrl+S ,Mckeown, Ramond, Lee, ,7/22/1949,M, white, Non-Hispanic,Mt.
,.+»,6/13/1995 1, white, Non-Hispanic,New London
))115/24/1994 1 Asian o Pacific Isiander,New London
20))1)11/26/1995, 1, white, Non-Hispanic,St Licie County
Page Setup... 690, }})12/11/1997,F, white, Non-Hispanic,colorado Springs
" 720))))13/6/1998,1, white, Non-Hispanic,Cdlorado Springs
Print. 700,)))12/23/1988,F, white, Non-Hispanit,New London
700,)).16/24/1989, 1, white, Non-Hispanic,New London

Exit




Use the comment box to help you identify the file contents should you need to come back later to retrieve or correct the file.

· [image: image27.png](9 SASID submission




You are required to fill in an email address for the person submitting the file.  This will allow for contact should technical issues arise.


5. When all of the information is filled in, click on the Get File button.

6. Once you click the button the contents of the file will appear below.  Look carefully at the contents.  If they are complete and correct, click the SUBMIT to the DOE Button.

7. If there are problems (not the right file; missing data) click the Cancel and Return Button to select another file.

Duplicate Records (Problem Student Files)

To check the status of your submission look in the status column. 

· When the status indicates “Assigned SASID” please check the next two columns.  

· The first (SASID’s Assigned)  indicates the number of SASID’s assigned.  

· The second (Duplicate Records) indicates the number of student record for which there is a question
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Duplicate  Records

Click on the student name that has a problem.  All possible duplicates will show up.

A new screen will pop up.


The record submitted will be listed on top.  


Possible duplicates will be listed below.


If your submitted student is NOT one of the students listed below hit the CREATE NEW SASID button



You will see a screen that asks you to confirm that the student does not match any existing student.


If you are SURE that the student is a new one, click YES.


A new screen will pop up which will indicate that a SASID has been assigned. 

**Please note: the student NAME will NOT APPEAR on this screen

Click on the “Back to Student’s List” to return to file.

- Scroll down to continue - 

DOWNLOADING SASID’s

When your file is correct and all students have been assigned an ID, CLICK ON Download Data button.

 

1. If you just get a screen with the CSV file, then go to file and click SAVE as and save the file to the appropriate location 


2. If you get a <file download popup>  click save. 

· You can then select the location on your hard drive or 
network drive.

· Use this CSV file to add the new SASID numbers to your student records.

· Use your knowledge of your source database to add the SASID numbers to your student records using the LASID as the common field.

- Scroll down to continue -
Help During Pilot

Thank you for participating in the SASID project.  

Please email i4seeHelp@ed.state.nh.us for assistance.  Additionally, during the months of February and March we will have a help desk open on Tuesdays and Thursdays from 8:30 to 12:00 noon.  You can reach the help desk during these hours at 271-6948.

Written by Jan McLaughlin JAN 03 2005    (603) 271-3856
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