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Overview
This document provides third-party vendors, district IT departments and experienced support staff with direct data entry procedures and detailed file specifications for importing data into the School Performance Report (SPR). Also included are procedures for locking data and report printing. 
2010-2011School Performance Report General Information
Report Changes
Since 1997 federal agencies have been working to adopt the US Office of Management and Budget (OMB) Revisions to the Standards for the Classifications of Federal Data on Race and Ethnicity.  The U.S. Department of Education has ruled that reporting race and ethnicity classifications for both students and staff must be implemented in the states for the students enrolled in the fall of 2010-2011.  All data collections on 2010-2011 students will be affected including the School Performance Report.

The School Performance Report will continue to be an aggregate collection.  There are no plans to make it an individual student collection like ISES.  The race/ethnicity codes that will be used to describe students in the SPR collection in 2010-2011 are the “Aggregate” codes in the Wisconsin Department of Public Instruction Race/Ethnicity Crosswalk which can be found in the Aggregate column on the DPI web page   “Maintaining, Collecting, and Reporting Racial and Ethnic Data” at http://dpi.wi.gov/lbstat/datarac.html

Internet Application

The Department of Public Instruction collects SPR data using a web-based application on the Internet. The URL for accessing SPR software is https://www2.dpi.state.wi.us/spr_dc.  The staff  responsible for completing the SPR are able to key in data directly or use a file-upload process to load files generated by school management software. Log in at either the district or school-building level.  If you log in as a district, you can enter data for multiple schools and use the Global Locking feature.
Global Locking Feature

A Global Locking procedure is available for Habitual Truants. The District Administration page displays all of the schools in a district. Select the school(s) you wish to lock or press the two (2) buttons at the bottom of the list to lock all schools at one time. This is especially useful for districts with many school buildings. (For details, see the "Data Entry and Display" section.)

Browser Versions

For the SPR software to work properly, use the latest Internet browser versions: Internet Explorer (IE) 5.5 (or greater) or Netscape 6.0 (or greater). If you need to upgrade your Internet browser, contact your district's technical support team.

Macintosh Compatibility

The SPR software has been tested on PC’s only.  The Department does not have the resources to support Macs.
Overview

For Assistance
It is strongly recommended that district and school staff becomes familiar with the procedures outlined in this document and in the “Data Definitions and Directions”.  If, however, you have a question not covered in these documents, please contact us.
For Assistance with the SPR,
•
call (608) 267-9619


or
•
e-mail DPIspr@dpi.wi.gov
Your message will be routed to the individual best able to respond to your specific query. If you haven't received a reply by the next business day, please indicate so in a second message.
Getting Started

All the required navigational links are provided on each page.  Please use these and not the browser’s “Back” button while in the SPR software. 
The screen shots shown on the following pages contain sample data that was created for testing. The data in no way resembles live data submitted by the school districts shown in the examples.

Go to the SPR software website, https://www2.dpi.state.wi.us/spr_dc.  On the first screen, select the school year being reported from the drop-down list box, then click on the “Next” button. 
Select your educational agency from the drop-down list box.  You then have the option of logging in as the district or at the school building level. 
· If logging in as an individual school, check the box in response to the question:  “Logging in as School/Building?” and click the “Next” button.  Select your school, enter the appropriate password and click on “Finish”


· If logging in as the district, click the “Next” button, enter the district password and click on “Finish”.

Shown here is the “Welcome” screen that displays for a school. Select the report with which to begin and the method of entering data:  File Upload or On-Line keying. Click the “BEGIN” button. Return to the “Welcome to SPR Data Collection” screen when you want to enter or upload data for another report.
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Getting Started
Below is the “Welcome” screen that displays for a district.  Select the subject (report) with which to begin and the method of entering data: File Upload or On-Line keying. Click the “BEGIN” button. If selecting “File Upload” for importing data files, also “Select school range to upload”. Return to the “Welcome to SPR Data Collection” screen when you want to enter or upload data for another report.
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Importing Data
This section assumes that the reader has experience with computer programming, data processing and importing procedures in general. It is written for district staff and third-party vendors who wish to use the IMPORT option to import data from sources other than those created by the SPR software. If you do not understand the contents of this document, ask your district’s programming or technical support staff for assistance.

Rules for Importing

SPR data can be imported by using the "File Upload" option found on the SPR Welcome Screen. All SPR import files must be in an ASCII, comma delimited format using a carriage return/line feed as the end-of-record designator.
· Please be sure that the only character at the end of a line (record) is a carriage return/line feed.  Any character other than this will cause the file upload to fail.
· Larger districts are advised to take advantage of the “split upload” feature. This allows districts to submit the same file multiple times while selecting different school-name ranges each time.
· The import process compares incoming data to existing SPR data files on a record-by-record basis to determine if duplicate data records are being imported. If information is duplicated, data from the incoming file overwrites that in the SPR data collection working files.

Note: Records are duplicates if they contain the same data in the following key fields: Year, District Number, Agency Number, School Number, Grade Level Placement, Pupil Category Type, and Race/Ethnicity/Gender Code.  The number and type of these key fields vary between reports.

· Create a  Post-graduation Record for each applicable Category Code .

· If errors exist in any of the files you are importing, an error report is generated and displayed on your screen for you to review or print. 

· Data for an SPR report cannot be uploaded if it is already locked at the school or district level. Such data needs to be unlocked before it can be overwritten with a new file.
Importing Data
File Naming Conventions

All ASCII, comma delimited files used for importing SPR data must follow this naming convention: XXX_FileUpload.csv where 'XXX' is the name of the report included in that file:

EXT = Extra-Co-Curricular Activities 
HTR = Habitual Truant

POS = Post-Graduation Intentions
SPO = School-Sponsored Community Activities 
Common Input Values
The following data fields are found across multiple SPR files and need to be inserted into records created for importing into the SPR software. Allowable input values are as follows:

AGENCY NUMBER
04 (this number represents public schools) 
PUPIL CATEGORY TYPE
G for grade level data



E for racial/ethnicity/gender level data
SCREEN TYPE     This field must contain one of the following:
 
X when used in the Extra/Co-curricular file.

S when used in the School-Sponsored Community Activities file. 
Note: For input values applicable to other fields, please refer to “Code Tables” later in this section.

Importing Data
After your files have been prepared, follow Steps 1, 2 and 3 shown on the screen below to import your data into the SPR software.
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Importing Data
Code Tables
Grade-Level Codes

	Code
	Description

	K3
	Kindergarten (3 year old)

	K4
	Kindergarten (4 year old)

	PK
	Pre-kindergarten

	KG
	Kindergarten (5 year old)

	01
	First Grade

	02
	Second Grade

	03
	Third Grade

	04
	Fourth Grade

	05
	Fifth Grade

	06
	Sixth Grade

	07
	Seventh Grade

	08
	Eighth Grade

	09
	Ninth Grade

	10
	Tenth Grade

	11
	Eleventh Grade

	12
	Twelfth Grade


Race/Ethnicity/Gender Codes

	Code
	Description

	AF
	Asian Female

	AM
	Asian Male

	BF
	Black Female

	BM
	Black Male

	HF
	Hispanic Female

	HM
	Hispanic Male

	IF
	American Indian/Alaska Native Female

	IM
	American Indian/Alaska Native Male

	PF
	Native Hawaiian/Pacific Islander Female

	PM
	Native Hawaiian/Pacific Islander Male

	WF
	White Female

	WM
	White Male

	TF
	Two or more races  Female

	TM
	Two or more races Male


Activity Codes

	Extra-/Co-curricular Activities

	Activity ID
	Description

	AT
	Athletic

	AC
	Academic

	MS
	Music

	School-Sponsored Community Activities

	Activity ID
	Description

	RE
	Required

	VO
	Voluntary


Category Codes

	Post-graduation Follow-up

	Category ID
	Description

	1T
	Job Training Program

	2V
	Vocational/Technical College

	4Y
	Four Year College or University 

	MI
	Military

	EP
	Employment

	SE
	Seeking Employment

	OT
	Other

	UD
	Undecided

	NR
	No Response


Importing Data

File Layout Specifications

	EXTRA CO-CURRICULAR ACTIVITIES
	FIELD #
	FIELD NAME
	DATA TYPE
	LENGTH

	
	1
	YEAR
	NUM
	4

	
	2
	DIST#
	NUM
	4

	
	3
	AGENCY#
	STR
	2

	
	4
	SCH#
	NUM
	4

	
	5
	SCREEN TYPE
	STR
	1

	
	6
	ACTIVITY ID
	STR
	2

	
	7
	# OF OFFERINGS
	NUM
	8

	
	8
	# PUPILS PARTICIPATING
	NUM
	8


Sample Record

2005,9999,”04”,120,”X”,”MS”,4,212
	HABITUAL TRUANT
	FIELD #
	FIELD NAME
	DATA TYPE
	LENGTH

	
	1
	YEAR
	NUM
	4

	
	2
	DIST#
	NUM
	4

	
	3
	AGENCY#
	STR
	2

	
	4
	SCH#
	NUM
	4

	
	5
	PUPIL CATEGORY TYPE
	STR
	1

	
	6
	GRADE OR RACE/ETHNICITY/GENDER CODE
	STR
	2

	
	7
	# OF PUPILS TRUANT
	NUM
	8


Sample Records

By race/ethnicity/gender:
2005,9999,”04”,40,”E”,”AM”,4

By grade:

2005,9999,”04”,20,”G”,”06”,2

Importing Data

	POST-GRADUATION
	FIELD #
	FIELD NAME
	DATA TYPE
	LENGTH

	
	1
	YEAR
	NUM
	4

	
	2
	DIST#
	NUM
	4

	
	3
	AGENCY#
	STR
	2

	
	4
	SCH#
	NUM
	4

	
	5
	RACE/ETHNICITY/GENDER CODE
	STR
	2

	
	6
	CATEGORY ID
	STR
	2

	
	7
	# OF GRADUATES
	NUM
	8


Sample Record

2005,9999,”04”,160,”HM”,”2V”,6
	SCHOOL-SPONSORED COMMUNITY ACTIVITIES
	FIELD #
	FIELD NAME
	DATA TYPE
	LENGTH

	
	1
	YEAR
	NUM
	4

	
	2
	DIST#
	NUM
	4

	
	3
	AGENCY#
	STR
	2

	
	4
	SCH#
	NUM
	4

	
	5
	SCREEN TYPE
	STR
	1

	
	6
	ACTIVITY ID
	STR
	2

	
	7
	# OF OFFERINGS
	NUM
	8

	
	8
	# OF PUPILS PARTICIPATING
	NUM
	8


Sample Record

2005,9999,”04”,180,”S”,”RE”,2,84
Data Entry and Display

District-level Features

· Logging in as a district automatically grants “District Administration” privileges. This allows you to enter data for multiple schools and to use the global locking feature.

· District-level tasks include:  Changing the grade ranges of a school, if necessary for SPR reporting; locking reports that legitimately have no data to be reported; unlocking reports at the school level so changes can be made; locking and submitting the completed set of reports to the DPI.
· The “District Administration” screen allows you to view the progress of your data collection by school. It is also the screen you will use for locking at the district level when data is ready to be submitted to DPI or for unlocking at the school level should data need to be changed.

· Data may be locked at the school level or the district level. When you are logged on as a school, you can only lock data for that school. 
· The first time the district logs on, the “District Contact Information” screen will be displayed. Please verify the existing information or change it, as necessary, and then press the “SAVE” button. 

Data Entry and Display
Contact Screen
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This screen will be displayed the first time a district logs in. Fill in the requested information for the primary contact and optionally for the secondary contact then click on the “SAVE” button. The screen will be returned showing a gray “SPR Data Entry” button near the top. Click on that button to continue. 
Data Entry and Display
Changing Grade Ranges for a School
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If you need to report information for a grade outside of the grade range presented for a given school, log on as the district and go to the District Administration screen.  Click the word “All” on the “List Schools” line.  Find the school you wish to change and click on the blue, “Change”, link to the right of the school’s name.  When the next screen is displayed, use the drop-down list boxes to select the proper low and/or high grade.  NOTE:  You may add a grade(s) at either end of the range, but you may not drop a grade.  Now go back to the report for which you were entering data and continue.
Locking Reports
After a school’s data has been locked, you must be signed on as a district to unlock it.
Locking a Single School

After you are sure that the data entered for a given report and school are accurate, lock in the school’s data by clicking the “LOCK” button to the right of the school’s data line or at the bottom of that report’s data entry screen. Some reports require you to click on an “ADD” or “SAVE” button first and then a “LOCK” button or vice versa.
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On the above screen, click the “LOCK” button when you have finished entering data and then on the “SAVE above changes” button.
Locking Reports
Global Locking for Multiple Schools 

For the Habitually Truant report, there is a global locking procedure that should be very helpful, especially for larger school districts. After data for one of these reports has been entered for each school and saved, go to the District Administration page and click on the blue HTR link at the top of the appropriate column.  
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Locking Reports
Global Locking continued
Now use one of these alternatives:
· To lock an individual school:  Click the check box, “CHECK HERE TO LOCK”, at the end of each school’s report you wish to lock. Then click on the “Step2: Lock Checked Schools” button at the very end of all the reports. This will lock all those you checked.

· To lock all of the schools at one time:    Click on the “Step 1(Optional): Check all Valid Schools” button at the very end of all the reports. Then click on the “Step2: Lock Checked Schools” button at the very end of all the reports. This will lock all schools.
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Locking Reports
Locking Schools with No Data

For some reports, you may have schools that legitimately have no data. Before you can submit that report to DPI, you must lock all schools without data as well as those with data. To do that, log on as the district, go to the District Administration screen and click on the blue link for that report in the row labeled, “To lock all schools WITH NO DATA, click links in this row”.
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Locking Reports

Locking and Submitting to DPI

Your data is unavailable to the DPI until the instructions below have been followed.

After all data for a report has been entered accurately and locked for all schools in your district, log on as the district, go to the District Administration screen and click on the blue “Lock & Submit to DPI” link in the “To Be Locked” row under the proper report column. The “Lock & Submit to DPI” link will appear only when the number of “Eligible Schools” for a given report equals the number of “Locked Schools”.
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After you have submitted your data to DPI, you must request DPI to unlock the data before it can be changed.
Unlocking Reports

There are two levels of locking on the SPR reports, one at the individual school level and one at the district level.  Locking at the district level also submits the data to the DPI.  If the data has been submitted to the DPI, you must call the DPI SPR help line and request that the district lock be removed before you can unlock the school’s report and make modifications.  
Unlocking a Single School

Log on as the District and at the Welcome Screen click on the yellow District Administration button.  When the District Administration page is presented, click on the word “All” at the end of the “List Schools” line.  Find the intersection of the report name (column) and the school name (row).  There you will see a green “locked” message with a blue UNLOCK link below it.  Click on the unlock link.  When the screen is returned, the lock will have been removed.  You can now go back into that school’s report, modify the data and lock it again.
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Printing School-Level Reports

To print Habitual Truants (HTR) for all schools, log on as a district and go to the District Administration screen. Click on “All” or the range of schools you would like printed. Click on the blue link, “HTR” at the top of the column.  When the following screen is displayed, press the printer icon or select “File, Print” from the menu bar. 
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Printing School-Level Reports

For all other reports or to print one school at a time, log on as a district or school.  At the “Welcome” screen, click on “On-Line(Via Web).  Under “Select SPR subject for data entry”, choose the report you wish to print. Click on the name of the school whose data you wish to print. From the menu bar at the top of your screen, press the printer icon or select “File, Print”. 
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