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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:

1 Complete a comprehensive inventory of existing data resources

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

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

i1 Establish and maintain a data element dictionary, and document data element
definitions, data types, and formats

i1 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 i 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.

Dat aSpecs6 CourseWalk functio I

ity supmrd @EtSsourSehe i nki |
classification system called chool Code for the Exc|
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

Page 1 — -
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4. Generate various outputs and reports from the repositories

A data collection consists ofasetofdat a i tems that are grouped together a
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 calledfii t e ms . 0

Data are typically stored in a database of some kind i 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 i 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 i mportant distinctions are in
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 fAeffective date, 0
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 fiactiveo as |l ong as its AE
Datedo is reached, the entry i s@nyisaleens supporttieedptiengovidw nact i
only the fAactived 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.

Page 3 3 ESP Solutions G
Copyright © 2009 ESP Solutions Group. ALL RIGHTS RESERVED. C  onfidential Material. olutions Group
Duplication or disclosure is prohibited without written permission.



DataSpecs®Us er 6 s Gui de
April 2014

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

Admini strator for the DataSpecs site would w8ceen t he ASy!
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 AUnaut henticatedo security role
content but not access the System Administration functions.

Authenticated The AAuthenticatedo security role a
and delete DataSpecs content but does not provide access to System
Administration functions.

Administrator The fAAdmirmi gtorleet provi des access to
to manage the system option tables, and to perform all of the functions
all owed for AAuthenticatedo users.
ESP Administrator The AESP Administratoro security ro

DataSpecs areas.
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Application Role

Application Role Description

ESP Staff

The AESP Staffo application
and complete the initial DataSpecs set up for the installation.

rol e en,

State Data Staff
Administrator

The AState Data Staff
DataSpecs at the state level.

Admini strator

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 This role identifies the user as a Content Area specialist at the local
Specialist 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
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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 Il ogging in.
e sarm — ESF Solbone Group
G o o DataSpacs~
| e o
Quality Data for Decision Making
Datatperis Rejuiits. Baew 10
Tk el i Password |

B Data Calbection by Haalh
EI rata Callection by Frogram Oilue [Active Gualy)
B Data Calbection by Stemard
EI rata Callection by Steward [Active daly]
] Data Callection Summary
EI Collectias Betails
[i] Data Calection Summary [Active Duky]
EI Collecime Kepositary HMapping Detaid Report
] Collectim Cycle Repant
] File Sgeas
FHRepeaitory
B Repotitory Detaik
1] Repasitory List
] Repasitory List by Program Oflice
[i] Repasitory List by Stemard
= A Tabdes
I_I Dretails
1] Dutpat Kepository Happing Detail Eeport
i) tutpat Details
= bk
EI Elemical Details Report
&) Ebemean wist
[i] Data Collection by Program Oflice
] Ehement Lisk (Cateqoeired)
i) Ebeancan 1o RCES Happing
] Ductionary
1] SEF mapping regaet
= kT Sl
i) Optina Set Betails
e
] offices and Frogram Arcas
= iPeogle
[¥] Contact Directory
- _ilssmry
] Glowsary of Terms
B NCLS Mapping Detail Ecport
) totn Ecisted Element Mapping
&) totn Erlsted tlement Gaps
) totn tiement Detaibs
) totn collection

Fargel Panvward T @
Lmail Adminivirsior

Figure 1 - Login Screen (Composite Image)
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Enter the assigned User ID and password and selectt he ALogi nd button, and the Dat
is returned for a successful login.

I f the user needs additional assistance, l inks are avai
Admini stratoro just below the User | D and Password.

Forgot Password

7

If you forgot your password, simply fill in your User ID below and your password
will be e-mailed to you.

User ID : \ ‘

u Send ]u Cancel ] Forgot User ID?

Figure 2 - Forgot Password Screen

The nF
t

t Password?06 sc
sent |

o] n is available to request
he userdés emai r

org ree
o t addr ess.

To request the Rbgetr Uske,r d Di?ion k st covigiolt a lPlaes sfwroo rd ?toh e cfr Fe €
user enters the email address which is associated with the DataSpecs account, and the User ID is

returned to the user via email.

User ID: Email Address: |
Subject: DSCL{OS0APD] AdvinQuestion

Body:

u Send ]u Cancel ]

Figure 3 - Email Administrator Screen

You may contact the person who acts as the DataSpecs administrator from the Login Screen by selecting

the AEmail Administratoro hyperlink. You provide your |
the body area, and select the ASendod butdntclosesthiso tr ans mi |
message box.
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Home Screen

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

L T —T e T e R —

Collections Repositories Outputs and Reports Elements Option Sets Search Support System Administration

Collection Info | Collection Item v| Collection Cycle|Collection Level Rules|Associated Links

N
Welcome Testuser £14

Logout

: ‘\ Collections e

R itori
epositories Tables

Outputs (Reports)
¢

Option Sets

Gui

de

e

=

Items i Options

'
Items e
‘,} Fields
La¥

- Elements

Figure 4 - "Home" Navigation Screen

° rele e .

fi Hsocreee (abovepninciudpsaat twodiered menu bar in the upper section of

The DataSpecs
the screen.

Collections Renpositories Outputs and Reports Elements Option Sets Search Support System Administration

Collection Info | Collection Item v/ Collection Cycle|Collection Level Rules|Associated Links

Upper Menu Bar | Lower Menu Bar ] Welcome Testuser

1 [ Option Sets
°

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.

L ‘-}’ Collections e ci- (Reposnones Tables W [Oul;:uts (Reports)

Figure 5 - Two-tiered Menu Bar

When you sel ect s&c6nlbarreferénces thesfundional metadata components for
Collections, including Collection Info, Collection Item, Collection Cycle, etc., as shown above.

When you select fiRepositorieso the second bar display

ESP Solutions Group
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Below the menu bar, a graphic depiction of DataSpecs components represents operating relationships
across DataSpecs metadata sets.

State of T » STATE OF TRANOUILITY

4, ESP Solutions Group |
IR © ) (o T DataSpecs»

a ESP Solutions Group

Collections Repositories Outputs and Reports Clements Option Sets  Search  Support  CourseWalk™ System Administration

_ Collnctivg Infe | Colloction 1tam ¥] Colinction CyclelColluction Level Rules|Associsted Links

4 Logout
Welcome Testuser #ia ~9!.;...J

Ophon.So:s

\ jons
i -
\

\

Available
Selections

=

= o . ‘__——-"':::" S e /
Elements . S = /
- -~
T ,”’ e /
—.4” ’/’ ,/ /
Glessarya — Office s~ People 4™ Reports
Best viewed In 10243 resoluton hwmm

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.

I n the above image fiColl ectionsd include Altems. o A

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 & | 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 | Qutput Item & | Associated Links
Map to Repository
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Elements
Element Info | NCES Handbook & | 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 ALogouto buttol

About Collec tions

A Data Collection consistsofasetofdat a i tems that are grouped together a
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 calledfii t e ms . 0

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 detall

collection method

privacy restrictions

target audience

periodicity (frequency of collection)

month(s) collected

=4 =0 =888 _8_4_9_9_4_4_49_°9_-4._-4-°

(Definitions of the terms are i nlsleurddesd) Guni dtehe A Col | ect |
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Collection name, effectivedat e, and version fields are Arequiredo fie
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 i
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

=4 =4 =888 -8_4_9_4_9_45_-°9

(Definitions of the terms are included in the AReposit

Repository name, effective dat e, anaremaiminginfoonatiof i el ds ar
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

=4 =4 =488 _8_9_9_4_4_45_°5_-°
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(Definitions of the terms are included in the AOutputs
ForOut puts and Reports, the name, effective date, and

remaining information is optional.
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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:

Document Collection Cycles

Load Validation Rules

Relate (Map) Collection Items to Repository Fields

Relate (Map) Collection Items to SIF specification objects and elements

Enter information on the Associated Links to Internet resources on documentation, rules,
submission sites, etc. for Collections, Repositories, and Outputs/Reports

agrLONE

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

E I ]

The above areas support entry, upload, download, and reporting of the data inventory around collections.
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CollectionsC Collection Info

Collection Info is documentation about the high-levelc o | | e énforimationd $he 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

=2 =4 =4 -9-9-9=-2
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Collection Info Screen Layout & Description

When you sel

ect

fi Che Uppez menu barnthelfoliofviagdscréen

i® returried.

Collections Repositories

Home b Collections b
Collections =

State of Tranquiity
ESP Solutions Group -

Outputs and Reports
Collection Info| Collection Item v | Collection Cycle| Collection Level Rules| Associated Links

STATE OF TRANQUILITY

Elements Option Sets Search Support

CourseWalk™

ESP Solutions Group

DataSpecsm

System Administration

~
Welcome Testuser g3 «Logout j

Basic Information
Active Only

Collection Name*

I —Select-—

v|Hew

Record Type*
Teacher

Course

Student

School

Abstract

L]

Collection Number Collection Set
[ | [—select—

¥ | New

Mandate

-

Status

Ownership
Collection Steward

Responsible Office

—Select—

Phone

Extension

Email

I I

Collection Characteristics
Collection Type Detail Level

Collection Method Required Privacy Restriction

Target Audience

| —select— v || —select—

|| —select— v || —select— v || —select—

v | [—select— v

Collection Cycle
Periodicity

Available Documentation

‘ [[] Administration Manual [] Change Implications

Month Collected
Jan Feb Mar Apr May

Jn
[T ) O T T R

History Tracking
Effective Date™

Aug Sep
O

Expiration Date

2 |

[[] Storage Location
Oct Nov Dec
Oo0dod

Version*

m ]

[[] Item Dictionary [] Other Documentation [] Quality Criteria

[] ItemList

£

[B_oataGriaview | [l Ada cotiection ] [l con

Details Reporl_]u Save ]u Cancel ]

= T

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.

Gu i

Component Metadata i Collections i 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. Expir e
datedo has passed) r e madnotdisplayed witlen «
the drop-down list or the Data Grid view).

Collection Name A unigue name or title that represents a defined collection. R

Collection Number | A unique number assigned to represent a specific collection. The 0]
unique number is associated with the unique name for a collection.

Collection Set A user-defined grouping of collections. 0]

Status The status of the collection: Active, Being Revised, Consolidated, 0]
Inactive, Retired, or Under Review.

Abstract A short description of the collection. 0]

Mandate A description of the source of requirements for the collection. @]
AiMandatesd might include a | egi sl
administrative code or procedure, or local policy.

Component Metadata i Collections i 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
ASuppoPretopl ed screen to enter or

Extension

The extension (i f an7Yhjsfieldis$ roteditalele i
from the Collections screens. The extension reflects the information
for the contact or st>ePRwapdl.ed sUcsre
or to correct the phone number.

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 t-he
>Peopl ed s cr e ecorrettine ppone ,rimberor t o
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Component Metadata i Collections i Collection Characteristics
Field Definition Optional(O)/
Required(R)
Collection Type The purpose or function satisfied or supported by the collection. 0]
The options are:
1 Competitive Grant Application
9 Entitlement Grant Application
9 Program Report
1 Program Monitoring
9 General Statistics
The choices for this |ist can be
Detail Level The lowest level of detail at which the data are collected. Examples O
include: County, Course, District, Individual, Other, Program, Region,
School, or State. The choices for this list can be edited in the System
Options table.
Collection Method The method for submitting data for a collection. Options include: o
Email, Paper Submission, SIF, Web Form, and Web Upload. The
choices for this |ist can be edi't
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.)
Privacy Restriction | Indicates whether individual forms should be protected for reasons of 0]
privacy protection. Options include:
9 Cell size dependent
9 No restriction; or
1 Cell size dependent.
The choices for this |ist can be
Target Audience The group of persons who are the expected primary users of the data (@]
or data grouping (Collection, Repository, etc.).
Component Metadata i Collections i Collection Cycle
Field Definition Optional(O)/
Required(R)
Periodicity Describes the frequency of recurrence of the collection. (e}
Month Collected The month or months when the collection is expected to be completed. O

Component Metadata i Collections - Available Documentation

Field

Definition

Optional(O)/
Required(R)

Administration Check box that documentation is available in an Administration (0]
Manual Manual.

Change Check box that documentation is available in a Change document. 0]
Implications
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Item List Check box that documentation is available in an Item List. (0]
Storage Location Check box that documentation is available in a storage location, e.g., O
at a web site URL or in a directory.
Item Dictionary Check box that documentation is available in a data dictionary. O
Other Check box that documentation is available in some other format or (0]
Documentation location.
Quality Criteria Check box that documentation is available in quality criteria, e.qg. 0]
validation rules set.
Component Metadata i Collections i History Tracking
Field Definition Optional(O)/
Required(R)
Effective Date The beginning date that the collection with the specific attributes on this | R
form was (or will be) effective.
Expiration Date The date that the collection with the specific attributes on the formwas | O
(or will be) expired.
Version An identifier of a grouping of diéR
and reportso) for a set of adhangea (
in the information has occurred from one instance to another. This
user-defined text field can be helpful with control of various copies.
Screen Functionality & Navigation i Collection Info
The Collection form provides the following actions:
T Select AActive Onlyo filter to View AIlI Coll ections
1 Add a Collection
9 Edit a Collection
1 Remove a Collection
1 View the Collection Data Grid
1 Generate a Collection Details Report
Note: Al | required fields must have data assigned for the
denoted with an asterisk beside the field name.
AActive Onlvo Filter to View Al Coll ections or to Vie\
The AActive Onlyodo check box controls whether all coll e

Collection Name drop-down box. The default is to view active collections only.

A col | ct on is active as
|

e i ong a its AExpiration Dat e
reached, a col e

| S
ection is marked Al nactiveo.

Entering and Editing Collection Data
When entering collection data, various fields may be edited by the following methods:

91 Enter data directly into an editable field.
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1 Select a predefined choice from the drop-down list.
91 Click on the checkbox or radio button.
9 Click on the Calendar icon to specify a date for a date field or type the date.

The fields fAColl ection Stewardo and AResponsib
or AOfficesd or they may hefiPewpéeodr oesiOhai ce
both fields may be managed directly using iISUPPORT -> Officesdor iISUPPORT -> People.0

Add a Collection

Once a collection has been selected, it is fAremembered.
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 ANewd (di sthdfiaAydedd oel xlte cttoi otnl
button at the bottom of the screen. To create/add a new repository you can:

T Use the fAiNewd | ink next too the ifRepository Nameodo b
T Use the AAdd Repositoryo button at the bottom of th
Each will refresh the repository screen to allow for data entry to create a new repository.
Using the ANewo | ink wild.l set up.the form in the AAdd |

Whenyouclickon t he f Ad douttdrgDataBpedsivbohd present the fACreate Opt |
screen provides options to enter or load one or more new repository entries. These fi Cr e gptioasodre:

Add New
New from Copy
New Version

1
1
1
1 Import

Create Options

O Add New O Import

Add Collection ]

Figure 8 - Create Options Pop-up

Withinthed Cr eat e m@mputthesebecti ons fAAdd New, 0 Wi Ndawr Siromo Coapgh 0
support creation of a single collection entry. The @Al
collection info entries.

1 Add New

1. Selectthe A Ne wcseldctitheit Add Col | ectheénd Add b Nithivibe?,Cr eat e
Opti o widdow.

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 informationebdabubten antehedbott 0 mk
5. Data will be saved and the screen refreshed, showing the collection just entered.

T 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 dapeate a new
down list.

2. Selectthe it A dCdllectond button and specify ANew Verapono from
window.

3. The collection screen will refreshtoprovide data entry for the repository
field will be incrementedd this can also be seen in the Collection Name field; the name will be
foll owed by the version number, forvilex)ample AFall S
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 0
6. The data will be saved and the screen refreshed, showing the new collection version entry.

N

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

1 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.

Select the collection from which a new copy is to be constructed, and let the screen refresh.

ClickontheA Add coll ectiond button.

Specify the ACr didlteev Cotpiyomd mode

Provide a new name for the collection,t hen <c¢l i ck on @A Sav elTaiswindowtwii e s ame \
then close.

The main collection window will refresh to provide data entry fields for the collection.

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 compl et ettomofithesckeenon t he ASaveo
8. Data will be saved and the screen refreshed, showing that the collection was created.

PwnNPE

oo

1 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. Clickontheii Addl kecti ono button at the bottom of the Col |
2. Inthe Create Optionspop-up wi ndow, first select the filmporto ra
AfAdd Collectionodo button in the window.
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3. The Collection Upload screen is returned.
4. Ifyourequr e a copy of the Collection file template, sel
Componentdropkdpwneo®® x, and then click on the ADownl oad
Downl oad screen allows you to save the AColl ections

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 fAColl ectionod inTillpeapfd@®wmboa.Specs Component

7. Either browse to |l ocate the name of the AFile to 1In
information for the prepared file.

8. Select the fAValidate and | mporto 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.

1. When the DataSpecs message ANo violatiorlicktecur s, pl

AOK button on the message screen
12.Cl ick on the AUploado button.
13. A iSuccesso screen is displayed with a coun

Edit a Collection
To edit Collection information, use the following steps:

1. Choose the collectionto be editedin  t he f Col | draptddwo list. (Rlieknoe the down
arrow | ocated on the right side drdp-dawhlest) i Col

2. The window refreshes and presents the information on the selected collection.

3. Make your changes to the collection data.

4. Savetheupdated Collection Info by clicking the

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 b edrogdbirlig. dClidk onthe dosvn A
arrow |l ocated on the right side drdp-dawhlst) i Co l

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: AFile Specs Reporto and ARemove Co

History Tracking
Effective Date* Expiration Date Version®

=
osoyj2008 | =

=

n Data Grid View ]u File Specs Report ]u Add Collection ]n Remove Couection] u Collection Details Report ]u save ]u Cancel ]‘
I

Figure 9 - Expanded Button Bar

4, To delete the Collection ent
5. A popup window requires that
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Windows Internet Explorer

\ ?) Are you certain you want to delete this Record?

[ OK ][ Cancel ]

Figure 10 - Collection Info Deletion Popup

View Collections Info Data Grid

Gui de

The DataGr i d View of the Collection Info is aonthéel abl e by
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 additi on aDatadseid\Véewd secet itchre inder General Features.
@ ESP Solutions Group N { BN T kLIS SO
, DataSpecs™
Repositories Outputs and Reports Elements Option Sets Search Suppor CourseWalk™ System Administration
tion Info| Collection Item v | Collection Cycle| Collection Level es| Associated Links
Home’co' e |°> n Info = n m 0 C. n Cycle 0| n ules S e n ﬁ
Collection Inventory Welcome Testuser g1 Logout
Page Size: Set
Edit | Remove
Office
ASR - Annual Annually, :
e School f Tester, .4 Operati : o |
2 Z] 228 ﬁ:ifr;!rr::g:'t:\rl ’ Admini:t?'ator :;m %ﬁm Janeer g& Wi Required Sl?aet:asmg Active Individual State 08/
Z X 2 ASR - School School  Fall Early o ﬁnnually, Required OPerating oo oo o T o
Information-V1  Administrator Update 0¥:tober1 equired ciatus IS 2
ASR - School School  Fall Earl Annually, . Operati ' L]
a E 281 Information-V2  Administrator U;dataey SDE 'g:toberl Required Stpai[nasmg Active  School 11/
Office
Annual Annually, :
& Zl 227 ;Ansfsr;n-::i?/rl Teacher gEE.:i gf:h?ol O\Z: :e:,l QSﬁgggion Required cs,tF;et:astmg Active Individual State 08/
Quality
Attendance and
@ ZI 260 ?;Lr::lﬁ?releel Teacher Annual 01/
data format)-Vv1
< I ]
. ViewAll ]. Download ]u Cancel ]
Best viewed in 1024*768 resolution ESP Solutions Group
Figure 11 - Collection Info Data Grid View
To exit this display mode,thefiCancel 6 butt on wolledtionin® scteennor yowoan ctick t h e

on a link in the DataSpecs navigation bars.

Collections Repositories Outputs and Reports Elements Option Sets Search Support System Administration

Collection Info| Collection Item ¥| Collection Cycle| Collection Level Rules| Associated Links

Figure 12 - DataSpecs Navigation Bars

ESP Solutions Group
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Generate Collection Detail Report
To generate a Collection Detail Report:

1. Selectt he @A Col | e nthée drap-dawa liste O

2. Click the fAColl ection Details Reporto 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 € Collection 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 ltem
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 Iltems Reports

=A =4 =4 -8 -4-4-1

Collections Info Screen Layout & Description

When you select fACollection Itemd from the upper
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ESP salutl 3 NaTioNAL EpucaTion DATA MoDEL ESP Solutions Group |
olutions Group =

Outputs and Reports Elements

Collection Item ¥ Collection Cycle

Option Sets Search
Associated Links

Collection Info Collection Level Rules

Home ) Collections » »
Collection Item =

Support

CourseWalk™

System Administration

DataSpociiii

Welcome Testuser,

Logout
Testuser ﬂ e

¥ Active Only

Item

Collection Name™

\ —Select—

v

I/ section Information
[~ Basic i

File Or Field Name

|

Section Number Item Number Nest Level

i I |
Item™* Required

| ‘-—Select— v|
Display Name Repeatable

(=]

Prompt Target Audience
. | | —Select— v |
Create Options ‘ A T
From Element
New Version
New from Copy
. Import
New
z
~Item Characteristics
Data Type Format Data Length Min Value Max Value Precision
[seet— ] | | | | | | \
Default Value Formula D3M Element
| H H*Se\ect— v
Element Option Set
|—Se\ett— v H—Se\e(t— v |
— Ownership

Responsible Office

Item Steward

—Select— v
Mandate

—History Tracking

Effective Date™® Expiration Date
(MM/DD/YYYY) (MM/DD/YYYY)

Version*

aps 5| =

I

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 i Collection Item i 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
fexpiration dateodo has passed) r
displayed within the drop-down list or in the Data Grid view).

e |

Collection Name

The Collection Name is the drop-down box used to select the unique

name or title that represents a defined collection.

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

de

ANest Level d to document table di mensi ons-leveAableexampl e
including school year (nest level 1), and grade level (nest level 2), with a student count for the year/grade
level.
Component Metadata i Collection item i Basic Information
Field Definition Optional(O)/

Required(R)

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

Item Number The sequence number of the item within a Section. 0]

Nest Level The number identifying the level of the loop entry. 0]

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

Required I ndicates a statusifed, dafiaontdemi 0]
(The available options for this field can be modified by using the
ASupporto function.)

Display Name The text entry displayed with the item as column header or field name. 0]

Repeatable A checkbox (True/False) entry to denote that the collection item is 0]
repeatable within the collection.

Prompt A description or Aprompto that apg 0]
collection. Ex amp | e: I f the I tem was O6En
Prompt text could be: The date the child entered school this year.

Target Audience Designates the anticipated fAaud4i € 0]
form text)

Definition The definition of the collection item. (free-form text) o
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Component Metadata i Collection item i 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.)
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. @]
Max Value The maximum value allowed for the item. O
Precision The number of decimal places for numeric items. 0]
Default Value The default value of the item, if there is one. 0]
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. @)
Option Set The Option Set which contains the list of allowed values for the item. @]
Component Metadata i Collection Item i Ownership
Field Definition Optional(O)/
Required(R)
Responsible Office | The office responsible for the data item in this collection. 0]
Item Steward The person responsible for the collection item. 0]
Mandate A description of the source of requirements for the collection. 0]
Mandatesodo might include a | egisl g
administrative code or procedure, or local policy.
Component Metadata i Collection Item i History Tracking
Field Definition Optional(O)/
Required(R)
Effective Date The beginning date that the collection item, with the specific attributes O
of the collection, was (or will be) effective.
Expiration Date The date that the collection item, with the specific attributes of the O
collection, was (or will be) expired.
Version A collection item identifier that indicates a change in the information has O
occurred from one instance to another. This user defined text field can
be helpful with control of various copies.
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Screen Functionality & Navigation i 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:

T Select the AiActive Onlyo Filter to View Al Coll ec

1 Add Collection Items

i Edit Collection Iltems

1 Remove Collection Items

1 View Collection Items Data Grid
Select AActive Onlyo Filter to View All Collection Itel
The AActive Onlyodo check box controls whether all coll e
listed in the Collection Name drop-down box. The default is to view active collections only. When you
needtolookatanon-acti ve coll ecti on, uncheck fAActive Onlyodo and

collections in the system.

Acollectonisacti ve as |l ong as its fAExpiration Dateo has not
reached, a collection is considered fAlnactiveo.

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

=A =4 =8 -4

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 fAltem Stewardo and AResponsible Officeodo may
AOfficesd or they maydedad newinPrbopl e® tohathOdfe cado |ist
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: Allrequired fields mustbe complet ed bef ore you can fAS@hemguiredhe Col | ec
fields are identified on the screen with an asterisk beside the field name.

Add Collection Items
To AAdd Collection Itemsodo to a Collectiontftongou will sel

New

New Version
New From Copy
From Element
Import

=A =4 =4 A -9
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T New
1. SelectthefiNewo r adi o btoetitAadmrd, larednouseastt on in the fACreate
2. Enter information describing the new Collection Item.
3. Click the fAiSaveo butwindow. at the bottom of the
4. Data are saved, and the new Collection Iltem name will be displayed in the Collection Iltem box.

1 New Version

(Used when there are slight changes in the Collection Item entry, normally when the change is minor
and is time-dependent.)

1. Inthe 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 fANew VthefisAdod ol treandd ob ututtano ni ma ntdh eu s
Optionso bl ock.

3. Thescreenwillrefreshtodi spl ay the selected Collection Item in
will be incremented by one.

4. Make necessary changes to the Collection Item information.

5, Click the fASaved 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.)

1 New from Copy
(Used when the new Collection Item details are similar to another Collection Item entry.)

1. Inthe Collection Item box at the top left of the screen, select the Collection Item entry to be
copied.

2. Then, click on the ANew frttemAGdpydemadboathbhont on &hd
Optionsod bl ock.

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

Collection Item * |School Operational Status

Item No 10 | Section Noi 7

u Save ]u Cancel ]

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 nSaveodo button.
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8. Data are saved, and the revised Collection Item information is displayed in the Collection Iltem

box.

1 From Element

DataSpecsE Us er 6 s

(Used when the Element entry includes much of the information for the new Collection Item.)

1. Sel ect the AFrom El emeamrfidddatditembubuonhoandnusaéae

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

Element : [y :_j‘
[Middle Name

Migrant Education Program (MEP) Count of Students Eligible
Personal Unique ID Number

Rehy

Science Performance Flag __l‘
SocialSecurityNum

StateProvinceID

StudentGrade

StudentLocallD

test =

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.)

The Collection Item screen is returned with the Element name.
Edit or enter the additional Collection Item information.
Click the ASaveodo button.

© N O A

box.

Edit Collection Items
Editing Collection Items can be accomplished as follows:

Click the fAAddo but pop-mpwmdow.t he bottom of

t

he

Data are saved, and the revised Collection Item information is displayed in the Collection Item

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 ASaved button at the

Remove a Collection Item
To fiRemovetiomm Cdlelme® you:

bottom of

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 fARemove | temo bectionltem wiadow.t h e
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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 fAData Grid Viewo button at the bottom
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, Foraddi ti onal det ail , see AData Grid Viewd section u
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Collections € Collection Items € Map 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 Atargetd Re|
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 Iltem and a Repository Field
View one or all Collection Items with maps (links) to Repository Fields
Generate a Repository Mapping Detail Report

E R EE ]

Screen Layout & Description

When you select fAMdgp-doiwnf RemoBCoblkgoti(an | tejnihe on the uj
following screen is returned:

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