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Introduction to DataSpecs 

DataSpecs Overview  

DataSpecs® is a metadata inventory application that compiles information about data resources and 
standardizes data definitions, codes, and formats to facilitate sharing of information across all applications 
without the need to reformat data time and time again.  
 

DataSpecs provides abilities to:  

¶ Complete a comprehensive inventory of existing data resources 

¶ View data items included in the collections and the reports where these data 
items are published 

¶ Load, modify, and track data elements as they appear in the agency through 
collections, repositories, and reports 

¶ Establish and maintain a data element dictionary, and document data element 
definitions, data types, and formats 

¶ Link data items in collections, repositories, and outputs/reports to data 
dictionary elements 

 
We believe it is useful to make the distinction between data items and data elements.  
Data items are included in data collections.  They may be questions for which an 
open-ended answer is desired or they may require a choice from a set of codes or 
options.  Name is an open-ended data item; sex is usually a coded choice.  Data 
elements are the core bits of data as they exist in your data system.  Data items may 
be combined to create data elements.  The same data element may be collected in 
different ways ï or using different data items. 
 
Data elements (the core data dictionary elements for your agency) and collection items which are loaded 
in DataSpecs may be linked to national standards, such as the Common Education Data Standards 
(CEDS), the National Center for Education Statistics (NCES) Handbooks, the U.S. Department of 
Education EDFacts/EDEN reports, and the Schools Interoperability Framework (SIF) specifications.  

  
You begin by creating a data dictionary called Elements in DataSpecs. To link to CEDS elements you will 
load collection items, repository fields, and output items into DataSpecs and link each item/field to the 
corresponding element in the DataSpecs dictionary. To link to U.S. Department of Education 
EDFacts/EDEN data, flag the element entry as "EDEN-related" in the data dictionary. To link to SIF 
specification object/elements, you will load collection items into DataSpecs and link each item to the 
appropriate SIF specification object/element. 
 
DataSpecsô CourseWalk functionality supports the linking of state and local courses to the NCES course 
classification system called ñSchool Codes for the Exchange of Dataò or SCED.   
 
Developing and maintaining these links to national standards helps to support student record exchange at 
both local and state levels.  

DataSpecs Terms and Relationships  

The normal process of data management for an organization is to: 
 

1. Collect data 
2. Store the data in a repository 
3. Process the data, possibly moving it into other repositories 
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4. Generate various outputs and reports from the repositories 
 
A data collection consists of a set of data items that are grouped together and ñcollectedò from various 
sources. For state education agency operation, the collections would be primarily from school districts 
and/or schools. In many organizations, the data items appear on a form (or several forms) or in electronic 
format(s).  The individual fields or components of the collection are called ñitems.ò  
 
Data are typically stored in a database of some kind ï the most common being a relational database 
system.  Oracle, SQL Server, Access, FoxPro, and SAS are common examples of such systems.  These 
data repositories are structured as data tables that consist of strictly defined fields or columns.   
 
Reports and other system outputs are often structured similarly to the collections. In fact a report from one 
organization (e.g., a school district) may be a collection for another (e.g., a state education agency).  
Thus, a report or output can be decomposed to a set of items.   
 
The detailed data reside in and move across collection items, table fields, and output/report items.  For 
consistency, these items and fields should be uniformly defined, formatted, and applied.   
 
DataSpecs documentation can be approached using different strategies.  For example, you could focus 
on student data collections, repositories and reports/outputs, or focus on collections, repositories and 
outputs/reports required to meet certain reporting requirements. The DataSpecs tool set is flexible.   
 
One strategy for using DataSpecs functionality is to use the following steps: 
 

1. Load information on Offices and People (the organization offices and people with data 
management roles ï usually data stewards - within the agency).  Offices and People are 
referenced in Collections, Repositories, and Outputs/Reports. 

2. Load initial Elements (create the initial Data Dictionary).  
3. Load initial Option Sets and Options (code sets) as required for Data Dictionary Elements.   
4. Relate Data Dictionary Elements to Option Sets.  
5. Load Collections and Collection Items.  
6. Relate Collection Items to available Data Dictionary Elements, adding Element entries as needed.  
7. Relate Collection Items to available Option Sets, adding Option Sets and Options as needed. 

(Note that specific option sets may be referenced directly by a Collection Data Item.)  
8. Load Repositories, Tables, and Repository Fields.  
9. Relate Repository Fields to available Data Dictionary Elements, and add Element entries as 

needed. 
10. Relate Repository Fields to available Option Sets, adding Option Sets and Options as needed. 
11. Load selected Outputs/Reports and Output/Report Items.  
12. Relate Output/Report Items to available Data Dictionary Elements, and add Element entries as 

needed.  
13. Relate Output/Report Items to available Option Sets, adding Option Sets and Options as needed. 
14. Document Collection Cycles.  
15. Load Validation Rules. 
16. Relate (Map) Collection Items to Repository Fields. 
17. Relate (Map) Collection Items to SIF specification objects and elements. 
18. Relate (Map) Output/Report Items to Repository Fields. 
19. Enter information on the Associated Links to Internet resources on documentation, rules, 

submission sites, etc. for Collections, Repositories, and Outputs/Reports.  
 
Throughout the above steps, the project would support review of definitions and option sets referenced by 
data items and fields against the standard definitions and option sets provided through NCES Data 
Handbooks to verify that important distinctions are included in the definition, and to examine the agencyôs 
current option sets against similar option sets included in the agency data dictionary, against NCES Data 
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Handbooks data element option sets, and against option sets used within SIF specifications. Both NCES 
Data Handbooks and SIF specifications are available within DataSpecs.   
 
DataSpecs implementation supports users to access, review, and to improve the clarity of communication 
with the community users of education data.   

Entry Effective Date and Expiration Date 

Many DataSpecs entries include an ñeffective date,ò an ñexpiration date,ò and some entries include a 
version number. These constructs are useful to support documenting data management over time, as is 
required for a longitudinal data system. Thus, when an entry is modified, the older entry should be 
assigned an expiration date, and the new entry would be assigned an effective date reflecting the actual 
(or scheduled) implementation date.   

 
An entry is identified as ñactiveò as long as its ñExpiration Dateò has not passed. Once the ñExpiration 
Dateò is reached, the entry is identified as ñinactiveò. ñFiltersò on many screens support the option to view 
only the ñactiveò entries.  
 
These entry date stamps are important when DataSpecs is being used to plan, prepare and deploy new 
collections, repositories, and outputs/reports, or for modifications to collections, repositories, and 
outputs/reports.  
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Login and User Roles 

DataSpecs users require a valid website login and an assigned security role for access to and/or for 
modification of data within the DataSpecs application.  

User Set Up (Create Login ID and Password)  

For initial product setup, the customer provides ESP with names and email addresses of the persons for 
whom login accounts are to be created.  Login accounts, security, and application role information will be 
set up and these users will use the logins created to manage the product.   

Definitions of User Roles  

After the System Administrator for the network environment creates a user login for access to the site, the 
Administrator for the DataSpecs site would use the ñSystem Administration > User Managementò screen 
to establish the users account.  Each user is defined with a Security Role (Required) and can be given an 
Application Role (Optional). The Security Role enables access to various capabilities within the 
DataSpecs application while the Application Role can be given to a user (but is not required) in order to 
categorize what type of user they are. 

Security Roles  

Security Role Security Role Description 

Unauthenticated The ñUnauthenticatedò security role allows users to view DataSpecs 
content but not access the System Administration functions.  

Authenticated The ñAuthenticatedò security role allows access to create, read, update, 
and delete DataSpecs content but does not provide access to System 
Administration functions. 

Administrator The ñAdministratorò role provides access to manage users and their roles, 
to manage the system option tables, and to perform all of the functions 
allowed for ñAuthenticatedò users. 

ESP Administrator The ñESP Administratorò security role allows the user access to all 
DataSpecs areas. 
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Application Roles   

Application Role Application Role Description 

ESP Staff The ñESP Staffò application role enables ESP staff to set up initial roles 
and complete the initial DataSpecs set up for the installation.  

State Data Staff 
Administrator 

The ñState Data Staff Administratorò role is the administrator(s) of 
DataSpecs at the state level.   

State Content Area 
Specialist 

This role identifies the user as a Content Area specialist at the state level.   

LEA Data Staff This role identifies the user as a Data Manager at the local education 
agency (LEA or school district) level. 

LEA Content Area 
Specialist 
 

This role identifies the user as a Content Area specialist at the local 
education agency level. 

None This role is to identify a user that does not belong to any other role. 

More Information  

ESP will notify all clients of any changes that occur to the Security and Application Role options.  Users 
should email the DataSpecs administrator from the DataSpecs login screen for more information or 
changes to these roles.   
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Getting Started 

Login  

To login to DataSpecs, enter the URL for the host site. The DataSpecs Login Screen is the entry point to 
the application.   
 
From this screen, you may login to the application as an authorized user, or access predefined public 
reports from the host site without logging in. The reports are available in the ñOther Reportsò scroll list.   
 

 

Figure 1 - Login Screen (Composite Image) 
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Enter the assigned User ID and password and select the ñLoginò button, and the DataSpecs Home screen 
is returned for a successful login.   
 
If the user needs additional assistance, links are available for ñForgot Password?ò and to ñEmail 
Administratorò just below the User ID and Password. 

 

Figure 2 - Forgot Password Screen 

The ñForgot Password?ò screen is available to request the password for the User ID. The password is 
sent to the userôs email address.  
 
To request the User ID, a link to ñForgot User ID?ò is available from the ñForgot Password?ò screen. The 
user enters the email address which is associated with the DataSpecs account, and the User ID is 
returned to the user via email.  
 

 

Figure 3 - Email Administrator Screen 

You may contact the person who acts as the DataSpecs administrator from the Login Screen by selecting 
the ñEmail Administratorò hyperlink. You provide your User ID and Email Address, type the message in 
the body area, and select the ñSendò button to transmit the message.  The ñCancelò button closes this 
message box.  
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Home Screen  

The Home Navigation Screen is presented after a successful Login to DataSpecs. 
 

 

Figure 4 - "Home" Navigation Screen 

The DataSpecs ñHomeò navigation screen (above) includes a two-tiered menu bar in the upper section of 
the screen.  
 

 

Figure 5 - Two-tiered Menu Bar 

The first menu bar provides links to each of the DataSpecs components (Collections, Repositories, 
Outputs and Reports, Elements, and Option Sets), to the Search function, and to System Administration 
tools.  The second bar of the menu provides links to functions within the above components.  Selections 
in the second bar change with the selection from the upper bar.  
 
When you select ñCollections,ò the second bar references the functional metadata components for 
Collections, including Collection Info, Collection Item, Collection Cycle, etc., as shown above. 
 
When you select ñRepositoriesò the second bar display presents the components for Repositories. 
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Below the menu bar, a graphic depiction of DataSpecs components represents operating relationships 
across DataSpecs metadata sets.   
 

 

Figure 6 - Available Selections from DataSpecs Home Page 

The DataSpecs home page is a graphic illustration of the relationships included within the DataSpecs 
database and functionality.  
 
In the above image ñCollectionsò include ñItems.ò  ñItemsò are linked to ñElementsò in the Data Dictionary.  
 
The text terms within the diagram are hyperlinks which can also be used to access the associated data 
screens.  The available selections are identified by arrows in the above diagram 

DataSpecs  Screens  

The menu bar sections of DataSpecs include the following screens and functionality:   
 
Collections   

Collection Info | Collection Item Ƹ | Collection Cycle | Collection Rules | Associated Links  

Map to Repository 
Map to SIF 

 
Repositories   
Repository Info | Table Info | Table Fields | Associated Links  | Map Repository Field to Repository Field 

 
Outputs and Reports   

Output Info | Output Item Ƹ | Associated Links  

Map to Repository 
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Elements   

Element Info | NCES Handbook Ƹ | Categorize | NCES Option Sets | NCES Options | NCES Cat.  
Map to NCES 

 
Option Sets   

  Option Sets | Options  

 
Search   

Search Function 
 
Support   

Glossary | Offices | People | Mandate | Mandate Type | Mandate Level 

 
System Administration   

System Tables | User Management  

Exit or Logout  

To exit a DataSpecs session, select the ñLogoutò button at the upper right, just below the menu bars. 

About Collec tions  

A Data Collection consists of a set of data items that are grouped together and ñcollectedò from one or 
more sources. For state education agency operation, collections are usually data brought in from districts 
and schools. For district operation, collections usually include data brought in from schools and other 
operational entities in the district, including transportation and school food service.   In many 
organizations, the data items appear on a form (or several forms) or in electronic format(s).  The 
individual fields or components of the collection are called ñitems.ò  
 
Summary information on each documented Collection includes:  
 

¶ collection name and number 

¶ status (active, inactive, under review, etc.) 

¶ available collection documentation 

¶ effective date (date when the collection was or will be implemented) 

¶ expiration date 

¶ collection version 

¶ collection description (abstract) 

¶ mandate (purpose or reason for the collection) 

¶ owner information (responsible office, steward, or contact) 

¶ collection type or purpose 

¶ level of detail 

¶ collection method 

¶ privacy restrictions 

¶ target audience 

¶ periodicity (frequency of collection) 

¶ month(s) collected 
 
(Definitions of the terms are included in the ñCollectionsò section of the Userôs Guide.) 
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Collection name, effective date, and version fields are ñrequiredò fields, and the remaining information 
about a collection is optional.   

About Repositories  

Once data have been received in a collection, these data are typically stored in one or more databases ï 
the most common database structure is a relational database.  The storage locations are called 
Repositories. These data repositories are structured as data tables that consist of strictly defined fields or 
columns.   

 
The summary information on each Repository may include:  
 

¶ repository name 

¶ status (active, being revised, consolidated, inactive, etc.)  

¶ repository type ( staging, development, operational, data warehouse, etc.) 

¶ repository description 

¶ file server name 

¶ IP address 

¶ database/instance name 

¶ database software name and software version 

¶ contacts 

¶ responsible office 

¶ effective date 

¶ expiration date  

¶ version 
 

(Definitions of the terms are included in the ñRepositoriesò section of the Userôs Guide.) 
 
Repository name, effective date, and version fields are ñrequiredò fields, and the remaining information 
about a repository is optional.   

About Outputs/Reports  

Outputs and Reports are the methods of presenting data using the contents of repositories. The reports 
or outputs created (or being designed) are documented as Outputs and Reports. 

The summary information on each Repository may include:  
 

¶ output or report name 

¶ report set 

¶ report number 

¶ status (active, being revised, consolidated, inactive, etc.) 

¶ target audience 

¶ responsible office 

¶ steward(s) 

¶ output or report abstract (description) 

¶ mandate 

¶ report characteristics (media, format, detail level) 

¶ privacy restriction 

¶ periodicity (months reported) 

¶ effective date 

¶ expiration date 
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¶ version 
 
(Definitions of the terms are included in the ñOutputs and Reportsò section of the Userôs Guide.) 

 
For Outputs and Reports, the name, effective date, and version fields are ñrequiredò fields, and the 
remaining information is optional.  
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  13 

Collections 

Collections Functionality 

Collections functionality addresses the following Data Inventory steps: 
 

1. Load Collections and Collection Items.  
2. Relate Collection Items to available Data Dictionary Elements, adding Element entries as desired 

for Collection Items.  
3. Relate Collection Items to available Option Sets, adding Option Sets and Options as needed for 

Collection Items. (Note that specific option sets may be referenced directly by a Collection Data 
Item.)  

 
Collections functions also address Data Inventory steps: 
 

1. Document Collection Cycles 
2. Load Validation Rules 
3. Relate (Map) Collection Items to Repository Fields 
4. Relate (Map) Collection Items to SIF specification objects and elements 
5. Enter information on the Associated Links to Internet resources on documentation, rules, 

submission sites, etc. for Collections, Repositories, and Outputs/Reports 
 
The second-tier menu bar at the top of the DataSpecs screen lists the following action areas: 
 

¶ Collections Info 

¶ Collection Item 

¶ Map to Repository 

¶ Map to SIF 

¶ Collection Cycle 

¶ Collection Level Rules 

¶ Associated Links 
 
The above areas support entry, upload, download, and reporting of the data inventory around collections.  
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CollectionsČCollection Info 

Collection Info is documentation about the high-level collectionôs information.  The screen provides 
functionalities to: 
 

¶ Add a single collection entry 

¶ Upload collection info for one or more collections 

¶ Update or edit a collection 

¶ Remove a collection 

¶ View a specific collection entry 

¶ View a set of collection entries 

¶ Generate a Collection Details Report 
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Collection Info Screen Layout & Description 

When you select ñCollection Infoò from the upper menu bar, the following screen is returned.  
 

 

Figure 7 - Collection Info screen (composite image) 
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The groupings of data on the Collections Info screen include: Basic Information, Ownership, Collection 
Characteristics (including Collection Cycle), Available Documentation, and History Tracking. The fields 
within these components are defined in the tables that follow, and each field is identified as either 
Required or Optional.  
 

Component Metadata ï Collections ï Basic Information 

Field Definition Optional(O)/ 
Required(R) 

Active Only 
 

A check indicates that the data presented on the screen is filtered to 
show only current entries. Expired entries (entries where the ñexpiration 
dateò has passed) remain in the database, but are not displayed within 
the drop-down list or the Data Grid view).  

 

Collection Name 
 

A unique name or title that represents a defined collection. R 

Collection Number 
 

A unique number assigned to represent a specific collection.  The 
unique number is associated with the unique name for a collection. 

O 

Collection Set A user-defined grouping of collections. O 

Status The status of the collection: Active, Being Revised, Consolidated, 
Inactive, Retired, or Under Review. 

O 

Abstract A short description of the collection. O 

Mandate A description of the source of requirements for the collection. 
ñMandatesò might include a legislative act, a section of law, 
administrative code or procedure, or local policy. 

O 

 

Component Metadata ï Collections ï Ownership 

Field Definition Optional(O)/ 
Required(R) 

Steward or Contact The person responsible for the collection, repository, etc.   O 

Responsible Office The office responsible for the particular grouping of data (i.e., 
collection, repository).   

O 

Phone The phone number associated with the contact or steward for the 
office.  This field is not editable from Collections screens.  The 
phone reflects the information for the selected contact.  Use the 
ñSupport ->Peopleò screen to enter or to correct the phone number. 

O 

Extension The extension (if any) with the ñPhoneò field. This field is not editable 
from the Collections screens.   The extension reflects the information 
for the contact or steward.   Use the ñSupport ->Peopleò screen to enter 
or to correct the phone number. 

O 

Email The email address associated with the steward or contact for the office. 
This field is not editable from the Collections screens.  The email 
reflects the information for the selected contact.  Use the ñSupport -
>Peopleò screen to enter or to correct the phone number. 

O 
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Component Metadata ï Collections ï Collection Characteristics 

Field Definition Optional(O)/ 
Required(R) 

Collection Type The purpose or function satisfied or supported by the collection.    
The options are: 

¶ Competitive Grant Application 

¶ Entitlement Grant Application 

¶ Program Report 

¶ Program Monitoring 

¶ General Statistics 
The choices for this list can be edited in the ñSystem Optionsò table. 

O 

Detail Level The lowest level of detail at which the data are collected. Examples 
include:  County, Course, District, Individual, Other, Program, Region, 
School, or State.  The choices for this list can be edited in the System 
Options table. 

O 

Collection Method 
 

The method for submitting data for a collection. Options include:  
Email, Paper Submission, SIF, Web Form, and Web Upload.   The 
choices for this list can be edited in the ñSystem Optionsò table. 

O 

Required The requirement for participation in the collection. Options include:  
Required, Optional, and Conditional.  (Example: A grant program 
collection may be required only from the schools or districts that have 
been awarded a particular grant.) 

O 

Privacy Restriction Indicates whether individual forms should be protected for reasons of 
privacy protection.  Options include:   

¶ Cell size dependent  

¶ No restriction; or  

¶ Cell size dependent.   
The choices for this list can be edited in the ñSystem Optionsò table. 

O 

Target Audience The group of persons who are the expected primary users of the data 
or data grouping (Collection, Repository, etc.). 

O 

Component Metadata ï Collections ï Collection Cycle 

Field Definition Optional(O)/ 
Required(R) 

Periodicity Describes the frequency of recurrence of the collection. O 

Month Collected The month or months when the collection is expected to be completed.  O 

Component Metadata ï Collections - Available Documentation 

Field Definition Optional(O)/ 
Required(R) 

Administration 
Manual 

Check box that documentation is available in an Administration 
Manual. 

O 

Change 
Implications 

Check box that documentation is available in a Change document. O 
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Component Metadata ï Collections ï History Tracking 

Field Definition Optional(O)/ 
Required(R) 

Effective Date The beginning date that the collection with the specific attributes on this 
form was (or will be) effective. 

R 

Expiration Date The date that the collection with the specific attributes on the form was 
(or will be) expired.   

O 

Version An identifier of a grouping of data (i.e. collection, repository, ñoutputs 
and reportsò) for a set of characteristics used to indicate that a change 
in the information has occurred from one instance to another.  This 
user-defined text field can be helpful with control of various copies. 

R 

Screen Functionality & Navigation ï Collection Info 

The Collection form provides the following actions: 
 

¶ Select ñActive Onlyò filter to View All Collections or to View Only Active Collections  

¶ Add a Collection   

¶ Edit a Collection   

¶ Remove a Collection   

¶ View the Collection Data Grid  

¶ Generate a Collection Details Report   
 
Note:   All required fields must have data assigned for the ñSaveò to occur.  The required fields are 

denoted with an asterisk beside the field name. 

ñActive Onlyò Filter to View All Collections or to View Only Active Collections  

The ñActive Onlyò check box controls whether all collections or only the active collections are listed in the 
Collection Name drop-down box. The default is to view active collections only.  
 
A collection is active as long as its ñExpiration Dateò has not passed. Once the ñExpiration Dateò is 
reached, a collection is marked ñInactiveò.  

Entering and Editing Collection Data 

When entering collection data, various fields may be edited by the following methods: 
 

¶ Enter data directly into an editable field. 

Item List Check box that documentation is available in an Item List. O 

Storage Location Check box that documentation is available in a storage location, e.g., 
at a web site URL or in a directory. 

O 

Item Dictionary Check box that documentation is available in a data dictionary. O 

Other 
Documentation 

Check box that documentation is available in some other format or 
location. 

O 

Quality Criteria Check box that documentation is available in quality criteria, e.g. 
validation rules set. 

O 
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¶ Select a predefined choice from the drop-down list. 

¶ Click on the checkbox or radio button.   

¶ Click on the Calendar icon to specify a date for a date field or type the date. 
 
The fields ñCollection Stewardò and ñResponsible Officeò may either be selected from the list of ñPeopleò 
or ñOfficesò or they may be new entries that are added to the ñPeopleò or ñOfficesò lists.  Information in 
both fields may be managed directly using ñSUPPORT -> Officesò or ñSUPPORT -> People.ò   

Add a Collection   

Once a collection has been selected, it is ñremembered.ò  If you go to another area (repository, output, 
etc.), you can come back to the collection info and the remembered collection appears.  To change the 
collection, you select the new collection from the drop-down list displayed in the Collection Name field.  
 
To add a Collection, select ñNewò (displayed next to the Collection Name box) or use the ñAdd Collectionò 
button at the bottom of the screen. To create/add a new repository you can: 
 

¶ Use the ñNewò link next to the  ñRepository Nameò box, or   

¶ Use the ñAdd Repositoryò button at the bottom of the screen. 
 
Each will refresh the repository screen to allow for data entry to create a new repository.  
 
Using the ñNewò link will set up the form in the ñAdd Newò creation mode. 
 
When you click on the ñAdd Collectionò button, DataSpecs will present the ñCreate Optionsò screen.  This 
screen provides options to enter or load one or more new repository entries. These ñCreate Optionsò are:  
 

¶ Add New  

¶ New from Copy  

¶ New Version 

¶ Import  
 

 

Figure 8 - Create Options Pop-up 

Within the ñCreate Optionò menu, the selections ñAdd New,ò ñNew from Copy,ò and ñNew Versionò each 
support creation of a single collection entry.  The ñImportò selection supports loading of one or more 
collection info entries.  
 

¶ Add New  
   
1. Select the ñNewò link or select the ñAdd Collectionò button, then ñAdd Newò within the ñCreate 

Optionò window. 
2. The screen refreshes for data entry of collection information.  
3. Information must be entered for required fields. Required fields are indicated by an asterisk next 

to the field name.  
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4. When collection information has been entered, click the ñSaveò button at the bottom. 
5. Data will be saved and the screen refreshed, showing the collection just entered. 

 

¶ New Version  
 
(The radio button is activated when a collection is chosen) 
 
Note:  This option would typically be used when collection information for an entry has a minor 

change, like the collection dates are changed. The unique effective and expiration dates 
make the two collections different entries. 

 
1. To create a new collection version from a collection entry, first select the existing collection (the 
collection entry for which you want to create a new version) from the ñCollection Nameò drop-
down list.  

2. Select the ñAdd Collectionò button and specify ñNew Versionò from the ñCreate Optionsò pop-up 
window.   

3. The collection screen will refresh to provide data entry for the repository specified (the ñVersionò 
field will be incrementedðthis can also be seen in the Collection Name field; the name will be 
followed by the version number, for example ñFall School Directory Collection-v1ò). 

4. Information can be altered but must be entered for required fields. Required fields are indicated 
by an asterisk next to the field name.  

5. Once data entry has been completed, click on the ñSaveò button at the bottom of the screen. 
6. The data will be saved and the screen refreshed, showing the new collection version entry. 

 
Versioning allows the user to track current collections and their attributes as well as historical 
collections. 

 

¶ New from Copy   
 
(The radio button is activated when a collection is chosen) 

 
Note: This option would typically be used when an existing collection has many fields that are 

similar to the new collection being added. It is used to reduce re-entry of the bulk of the 
collection data. 

 
1. Select the collection from which a new copy is to be constructed, and let the screen refresh. 
2. Click on the ñAdd collectionò button. 
3. Specify the ñCreate Optionò mode ñNew Copy.ò 
4. Provide a new name for the collection, then click on ñSaveò in the same window. This window will 

then close. 
5. The main collection window will refresh to provide data entry fields for the collection.  
6. Information can be altered but must be entered for required fields. Required fields are indicated 

by an asterisk next to the field name.  
7. When entry of data is complete, click on the ñSaveò button at the bottom of the screen. 
8. Data will be saved and the screen refreshed, showing that the collection was created. 

 

¶ Import  
 

Note: This option would typically be used when you have a file or can create a file with one or more 
collection entries. 

 
1. Click on the ñAdd collectionò button at the bottom of the Collection Info screen.  
2. In the Create Options pop-up window, first select the ñImportò radio button, and then click on the 
ñAdd Collectionò button in the window. 
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3. The Collection Upload screen is returned. 
4. If you require a copy of the Collection file template, select ñCollectionò in the ñDataSpecs 
Component Typeò drop-down box, and then click on the ñDownload Templateò button.  The File 
Download screen allows you to save the ñCollections.xlsò file or open it.  

5. Enter the collection data that you want to upload into the template rows. Each collection is 
entered as a separate row. Save the EXCEL file. (NOTE: DataSpecs uses EXCEL 97-2003 
Workbook file format for this purpose.) 

6. Select ñCollectionò in the ñDataSpecs Component Typeò drop-down box.  
7. Either browse to locate the name of the ñFile to Importò, or enter the directory and file name 

information for the prepared file. 
8. Select the ñValidate and Importò button.  
9. If there are errors in the Import file, a violations message(s) will be displayed. You can print the 

error message, or Print or Save the Violation  
10. Correct any errors in the file; save the file again. Return to step 6. 
11. When the DataSpecs message ñNo violation occurs, please click on uploadò is returned, click the 
ñOKò button on the message screen. 

12. Click on the ñUploadò button. 
13. A ñSuccessò screen is displayed with a count of the collection records loaded.  

Edit a Collection   

To edit Collection information, use the following steps: 
 

1. Choose the collection to be edited in the ñCollection Nameò drop-down list. (Click on the down 
arrow located on the right side of the ñCollection Nameò box to view the drop-down list.) 

2. The window refreshes and presents the information on the selected collection.   
3. Make your changes to the collection data.   
4. Save the updated Collection Info by clicking the ñSaveò button at the bottom of the window.  

 
You may also locate the Collection entry to be edited by using the Data Grid View and scrolling through 
the Collection names to locate a specific entry.  

Remove a Collection   

To remove a collection, use the following steps: 
 

1. Choose the collection to be edited in the ñCollection Nameò drop-down list. (Click on the down 
arrow located on the right side of the ñCollection Nameò box to view the drop-down list.) 

2. The window refreshes and presents the information on the selected collection.  
3. When a Collection is selected, the button bar at the bottom of the screen includes two additional 
buttons: ñFile Specs Reportò and ñRemove Collection.ò  
 

 

Figure 9 - Expanded Button Bar 

4. To delete the Collection entry, select the ñRemove Collectionò button. 
5. A popup window requires that you confirm the deletion. Click ñOKò to proceed. 
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Figure 10 - Collection Info Deletion Popup 

View Collections Info Data Grid  

The Data Grid View of the Collection Info is available by clicking the ñData Grid Viewò button on the 
bottom Button Bar.  Using this view, you can browse Collection Info entries, edit a record, remove an 
entry, or download the table of collection info data.   
 
For additional detail see the ñData Grid Viewò section under General Features. 
 

 

Figure 11 - Collection Info Data Grid View 

To exit this display mode, the ñCancelò button will return you to the Collection Info screen, or you can click 
on a link in the DataSpecs navigation bars. 
 

 

Figure 12 - DataSpecs Navigation Bars 
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Generate Collection Detail Report 

To generate a Collection Detail Report: 
 

1. Select the ñCollection Nameò in the drop-down list. 
2. Click the ñCollection Details Reportò button.  

 
The Collection Details Report lists information about the collection detailing all the items shown in the web 
view of the collection.  For further discussion regarding the Detail Report see that section under General 
Features. 

Collections ČCollection Item  

The Collection Item screen displays the current list of unique data items for a selected Collection. 
Collection Items are listed in the window on the left side of the screen.  Details and constraints for each 
existing item can be viewed and edited in the fields on the right side of the form.  The Collection Item 
functions allow you to: 
 

¶ Add collection item entries 

¶ Upload collection items for one or more collections  

¶ Update or edit collection items 

¶ Remove one or more collection items 

¶ View a specific collection item entry 

¶ View a set of collection item entries 

¶ Generate Collection Items Reports 

Collections Info Screen Layout & Description 

When you select ñCollection Itemò from the upper menu bar, the following screen is returned: 
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Figure 13 - Collection Item Screen (composite image) 
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The data groups on the Collection Item screen include: Collection Information, Basic Information, Item 
Characteristics, and History Tracking. The screen includes a Collection Item box which will display a list of 
Collection Items identified for the Collection. 
 
The data fields for the Collection Item screen components are described in the following tables.  
 

Component Metadata ï Collection Item ï Collection Information 

Field Definition Optional(O)/ 
Required(R) 

Active Only 
 

A check indicates that the data presented on the screen is filtered to 
show only current entries. Expired entries (entries where the 
ñexpiration dateò has passed) remain in the database, but are not 
displayed within the drop-down list or in the Data Grid view).  

 

Collection Name 
 

The Collection Name is the drop-down box used to select the unique 
name or title that represents a defined collection. 

R 

 

When a collection includes tables or repeating groups of data, these are documented within DataSpecs 
as Sections. Collection items are numbered within the data group.  Data groups may also be identified by 
ñNest Levelò to document table dimensions. An example of table dimensions would be a two-level table 
including school year (nest level 1), and grade level (nest level 2), with a student count for the year/grade 
level.   

Component Metadata ï Collection item ïBasic Information 

Field Definition Optional(O)/ 
Required(R) 

Section Number An identifier for the repeating data group Section. (The identifier may be 
numeric or text.) 

O 

Item Number The sequence number of the item within a Section.  O 

Nest Level The number identifying the level of the loop entry. O 

Item The unique name of the data item within the collection. R 

Required Indicates a status for data item as ñrequired,ò ñconditional,ò or ñoptional.ò 
(The available options for this field can be modified by using the 
ñSupportò function.) 

O 

Display Name The text entry displayed with the item as column header or field name.  O 

Repeatable A checkbox (True/False) entry to denote that the collection item is 
repeatable within the collection. 

O 

Prompt A description or ñpromptò that appears for the data item on the 
collection.  Example: If the Item was óEntry Dateô an example of the 
Prompt text could be: The date the child entered school this year. 

O 

Target Audience Designates the anticipated ñaudienceò to use the collection item. (free-
form text) 

O 

Definition The definition of the collection item. (free-form text) O 
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Component Metadata ï Collection item ï Item Characteristics 

Field Definition Optional(O)/ 
Required(R) 

Data Type The data type of the item: Binary/BLOB, Boolean, Date/Time, Memo, 
Number, Text, etc. (The choices for this list can be edited by the 
System Administrator.) 

O 

Format The format in which the item should be entered or displayed. O 

Data Length The length of the item if it is defined. O 

Min Value The minimum value allowed for the item. O 

Max Value The maximum value allowed for the item. O 

Precision The number of decimal places for numeric items. O 

Default Value The default value of the item, if there is one. O 

Formula The formula used to derive the item, if it is a calculated field. O 

Element The unique Element to which the item is mapped. O 

Option Set The Option Set which contains the list of allowed values for the item. O 

 

Component Metadata ï Collection Item ï Ownership 

Field Definition Optional(O)/ 
Required(R) 

Responsible Office The office responsible for the data item in this collection.   O 

Item Steward  The person responsible for the collection item.   O 

Mandate A description of the source of requirements for the collection. 
Mandatesò might include a legislative act, a section of law, 
administrative code or procedure, or local policy. 

O 

 

Component Metadata ï Collection Item ï History Tracking 

Field Definition Optional(O)/ 
Required(R) 

Effective Date The beginning date that the collection item, with the specific attributes 
of the collection, was (or will be) effective. 

O 

Expiration Date The date that the collection item, with the specific attributes of the 
collection, was (or will be) expired.   

O 

Version A collection item identifier that indicates a change in the information has 
occurred from one instance to another.  This user defined text field can 
be helpful with control of various copies. 

O 
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Screen Functionality & Navigation ï Collection Item  

On the Collection Item screen, you can view and manage information regarding the data items which are 
organized within a collection.  The Collection Items form supports the following actions for the selected 
Collection: 
 

¶ Select the  ñActive Onlyò Filter to View All Collections or to View Only Active Collections 

¶ Add Collection Items 

¶ Edit Collection Items 

¶ Remove Collection Items 

¶ View Collection Items Data Grid 

Select ñActive Onlyò Filter to View All Collection Items or to View Only Active Collection Items.  

The ñActive Onlyò check box controls whether all collections are shown or only the active collections are 
listed in the Collection Name drop-down box. The default is to view active collections only. When you 
need to look at a non-active collection, uncheck ñActive Onlyò and the window will refresh with a list of all 
collections in the system. 
 
A collection is active as long as its ñExpiration Dateò has not passed. Once the ñExpiration Dateò is 
reached, a collection is considered ñInactiveò.  

Entering and Editing Collection Item Data 

When entering collection item data, various fields may be edited by the following methods: 
 

¶ Enter data directly into an editable field 

¶ Select a predefined choice from the drop-down list 

¶ Click on the checkbox or radio button  

¶ Click on the Calendar icon to specify a date for a date field or type the date 
 
Collection Item Names, Item Numbers, and Section Numbers are displayed in the Collection Item box to 
the top left of the screen. The screen component includes a scroll bar for you to scroll down to view 
additional Collection Item entries. 
 
When working with Collection Items, you should consider numbering items. DataSpecs is 
expected to display Collection Items in Item Number sequence.   
 
The fields ñItem Stewardò and ñResponsible Officeò may either be selected from the list of ñPeopleò or 
ñOfficesò or they may be new entries that are added to ñPeopleò or ñOfficesò lists.  Information in both 
fields may be managed directly using SUPPORT -> Offices or SUPPORT -> People.   
 
You select the Collection, using the drop-down list in the Collection Name.  
 
Note: All required fields must be completed before you can ñSaveò the Collection Item.  The required 

fields are identified on the screen with an asterisk beside the field name. 

Add Collection Items    

To ñAdd Collection Itemsò to a Collection, you will select one of the ñCreate Optionsò radio buttons:  
 

¶ New 

¶ New Version 

¶ New From Copy 

¶ From Element 

¶ Import  
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¶ New 
 
1. Select the ñNewò radio button, and use the ñAdd Itemò button in the ñCreate Optionsò block. 
2. Enter information describing the new Collection Item. 
3. Click the ñSaveò button at the bottom of the window.  
4. Data are saved, and the new Collection Item name will be displayed in the Collection Item box.   

 

¶ New Version   
 
(Used when there are slight changes in the Collection Item entry, normally when the change is minor 
and is time-dependent.) 
 
1. In the Collection Item box at the top left of the screen, select the Collection Item entry to be 

copied to create the new version.  
2. Then click on the ñNew Versionò radio button and use the ñAdd Itemò button in the ñCreate 
Optionsò block. 

3. The screen will refresh to display the selected Collection Item information.  The ñVersionò number 
will be incremented by one. 

4. Make necessary changes to the Collection Item information. 
5. Click the ñSaveò button. 
6. Data are saved, and the revised Collection Item information is displayed in the Collection Item 

box. (Collection Item version numbers are displayed at the end of the Collection Item name.) 
 

¶ New from Copy  
 
(Used when the new Collection Item details are similar to another Collection Item entry.) 
 
1. In the Collection Item box at the top left of the screen, select the Collection Item entry to be 

copied.  
2. Then, click on the ñNew from Copyò radio button and use the ñAdd Itemò button in the ñCreate 
Optionsò block. 

3. A pop-up window will display with the Name, Item Number, and Section Number of the copied 
Collection Item. 

 

 

Figure 14 - Collection Item Pop-up Box 

4. Enter the new Name and, if appropriate, enter Item Number and Section Number. Click the Save 
button. 

5. The screen with refresh with the new Collection Item name, Item Number, and Section Number 
shown with the copied information from the earlier Collection Item. 

6. Make necessary changes to the Collection Item information. 
7. Click the ñSaveò button. 
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8. Data are saved, and the revised Collection Item information is displayed in the Collection Item 
box.  

 

¶ From Element  
 
(Used when the Element entry includes much of the information for the new Collection Item.) 
 
1. Select the ñFrom Elementò radio button and use the ñAdd Itemò button in the ñCreate Optionsò 

block. 
2. The Element pop-up box is returned.  

 

 

Figure 15 - Copy Element Pop-up Box 

3. Select the Element entry to use in the Collection Item. (Scroll bar on right will move up or down 
the Element list.) 

4. Click the ñAddò button at the bottom of the pop-up window.  
5. The Collection Item screen is returned with the Element name.  
6. Edit or enter the additional Collection Item information. 
7. Click the ñSaveò button. 
8. Data are saved, and the revised Collection Item information is displayed in the Collection Item 

box.  

Edit Collection Items   

Editing Collection Items can be accomplished as follows: 
 

1. Select the Collection Item entry to be copied from the Collection Item box at the top left of the 
screen.  Mouse over the item and click to select it.   

2. The screen will refresh to display data for the selected Collection Item. 
3. Change the information, as needed. 
4. Click the ñSaveò button at the bottom of the window to save the changes.  

Remove a Collection Item    

To ñRemove a Collection Item,ò you: 
 

1. Select the Collection Item entry to be deleted in the Collection Item box at the top left of the 
screen.  Mouse over the item and click to select it.   

2. The screen will refresh to display data for the selected Collection Item. 
3. Click the ñRemove Itemò button at the bottom of the Collection Item window.  
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View Collection Item Data Grid     

1. Select the Collection Name for Collection Items to be displayed in the Data Grid view.   
2. Click on the ñData Grid Viewò button at the bottom of the screen.  The ñCollection Item Inventoryò 

screen displays the Collection Items for the selected Collection.   
3. Use scroll bars on the right and at the bottom of the table to view all columns and rows. 
4. Collection Item entries can be edited or removed using the EDIT or REMOVE buttons available 

on each entry. 
5. For additional detail, see ñData Grid Viewò section under General Features. 
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Collections ČCollection Items ČMap To Repository  

The Map to Repository screen documents the relationships between Collection Items and Repository 
Fields.  
 
Information about data movements and transitions from Collections to Repositories is important in order 
to identify the impacts of changes to collections and/or repositories. Changes like making new collection 
timelines, modifying collection option sets, and listing additional storage locations for incoming data sets 
can be documented to support necessary data management analysis and decision-making.  
 
NOTE: Before you proceed with mapping, the ñtargetò Repository, Repository Table, and Repository 
Fields to be referenced in the Collection Item mapping process must be entered (loaded) into DataSpecs.   
 
The Map to Repository Screen provides the functions to: 
 

¶ Map  (Link) a Collection Item entry to a Repository Field 

¶ Un-map  (remove a link) between a Collection Item and a Repository Field 

¶ View one or all Collection Items with maps (links) to Repository Fields 

¶ Generate a Repository Mapping Detail Report 

Screen Layout & Description 

When you select ñMap to Repositoryò (a drop-down from ñCollection Itemò on the upper menu bar), the 
following screen is returned: 
 

 
Figure 16 - Collection Item - Map to Repository Screen (composite image) 




















































































































































































































































