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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

1 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
classification system called

al it
Scho

y
0

DataSpecs®Us er 6 s
supports the
I Codes for t

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 important distinctions are included in the defini t i on, and to examine t
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

ManyDat aSpecs entries include an fAeffective date, 0 an #fAe
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 fiact iote Op aasss d do.n gOmacse itthse AEEXpP
Datedo is reached, the entry is identified as fAinactive:
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.
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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
Admini strator for the DataSpecs site would use t
to establish the users account. Each user is defined with a Security Role and can be given an Application
Role. 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

Gui

he

Security Role

Security Role Description

Read Only
(formerly
Unauthenticated)

TheRealOnlyd securi ty r olviewDathSpecsicontemtd doss noto
provide access to create, change, or delete any content or have access to the
System Administration functions. i Read Onl yo wusers havae
designated as ARead Onlyodo which are de

ac
fi

Editor (formerly
Authenticated)

T h eEditdro s e ¢ u raliowsyaccess tb ereate, read, update, and delete
DataSpecs content but does not provide access to System Administration functions.
AEdi torodo users have access to reports
defined by an AESP Administrator. o

t |

Administrator

The AAdministratoro role provides acce
manage the system option tables, and to perform all of the functions allowed for

fEditoro0 u sfeAdmi ni stratoro users have access

AAdmi ni stratoro which are defined by a

S ¢

n

ESP Administrator

The AESP Admini str at o ruSeraceessstorali DataSpecs | e
areas.

al
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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 Admini
DataSpecs at the state level.

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.

NOTE* Application Roles for State Data Staff Administrator, State Content Area Specialist, and ESP Staff
are intended to be the major roles associated with entering and maintaining DataSpecs content. LEA
roles are projected for the users that have access to view (Read Only) DataSpecs information. The
Application Roles, however, are not attached to a type of Security Role. They are merely a way to further
categorize a user. The access a user has will be determined by the Security Role the user was given; not

the Application 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.
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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 si

t e

Wi

A ey

ESP Solutan Group

Databhieris Rejubits
Tl Ul Nk
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
B Officen 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

Cuality Data for Declsion Making

t hout |l ogging in.
ESP Selubone Giop
DataSpacs
o
Waew [0
Password |

Fargel Panvward T @
Lmail Adminivirsior

Figure 1 - Login Screen (Composite Image)
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Enter the assigned UserIDand password and select the fiLogind button,
is returned for a successful login.

I f the user needs additional assistance, l inks are avai
Admini stratoro just bekdow the User | D and Passw

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 adv BlPidnakb $teo fir om t he AForgot Pass
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 t hses @gSee.nd oT hbeu tft @ann cteol & rhbawntstno n
message box.
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Home Screen

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

T T — e T e I —

Collections Repositories Outputs and Reports Elements Option Sets Search Support System Administration
Collection Info | Collection Item v| Collection Cycle|Collection Level Rules|Associated Links

14 Logout
Welcome Testuser £14 =

N Collections ¢ Repositories Tables Oulp'uts (Reports) Option Sets
) s Items : Options
Items S 1‘,}3‘ P
L8 Fields | =
o=
—l 9,5

- @- O~ O-

Figure 4 - "Home" Navigation Screen

The Dat aSpecs 0 Hsuraee (abovepinciudpsaatwodiered menu bar in the upper section of
the screen.

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

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

Upper Menu Bar i I Lower Menu Bar ] Welcome Testuser

730 L itori Option Set
L‘ﬁx Collections ? ci- (Reposulones Tables W [Oul;:uts (Reports) 1 { p|or.1 ets

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.

Whenyouselect fACol l ections, 0 the second bar references the
Collections, including Collection Info, Collection Item, Collection Cycle, etc., as shown above.

When you select fiRepositorieso the téocRepositoribsar di spl ay

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

: ===2__ Selections
= =
: — T - - C >
- Elements  iauiiit o L A

oo e - -

e S _- /

.-"’ ,// Sy £

Glessary4 ~ Officea ™~ People 4™ Reports

Best viewed In 10243 resoluton h wmm

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 Collections

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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Coll ection name, effective dat e, and version fields ar
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 Repamsi tacgrei é @ | waetdi dm dfhet e User 05

Repository name, effective date, and version fields 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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1 version
(Definitions of the terms are included in the AOutputs
For Outputs and Reports, the name, effective date, ar

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.

Page 13 — .
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CollectionsC Collection Info

Collection Info is documentation about the high-level collec t i @forénation. 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

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

When you select AColl

ection I nfodo from the

upper

State of Tranquiity
ESP Solutions Group -

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

Collections Repositories

Home b Collections b
Collections =

STATE OF TRANQUILITY

Elements

ESP Solutions Group

DataSpecsm

Option Sets Search Support CourseWalk™

~
Welcome Testuser ¢ 4

System Administration

Lo!out_ }

Basic Information
Active Only

Collection Name*

I —Select-—

Record Type*
Teacher

Course

Student

School

Abstract

L]

v|Hew

Status

Collection Number Collection Set
[ | [—select—

¥ | New

Mandate

Ownership
Collection Steward

Responsible Office

—Select— v

Phone Extension Email

I I I

Collection Characteristics

Collection Type Detail Level Collection Method

Required Privacy Restriction Target Audience

| —select— v || —select—

v | [ —select— v | [ —select—

v \ I -—Select-— v | | —Select— v

Collection Cycle
Periodicity

Month Collected

Jan Feb Mar Apr May Jun 3l Awug Sep Oa Nov Dec

[T 1 T 0 T T )

History Tracking

Effective Date* Expiration Date Version*
= @ [ ]

Available Documentation

[[] Administration Manual [] Change Implications  [] Item List
[[] Storage Location  [[] Item Dictionary [] Other Documentation [T] Quality Criteria

-

£

[ pata Grid view

] B_Ada cottection ] [ _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
dateodo has passed) remain in the
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. @]
AMandat esd might &aoadecicheflaav, | egi s |
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
>Peopled screen to enter or to c¢(
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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 listcanbeedi t ed i n the fASyste
Detail Level The lowest level of detail at which the data are collected. Examples 0]
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 |list can be edit
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
9 Cell size dependent.
The choices for this Iist can be
Target Audience The group of persons who are the expected primary users of the data 0]
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. O
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. o]

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 Anidentiferof a grouping of data (i.e.|R
and reportso) for a set of char ac
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
 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.
fiActive Onlyo Filter to View Al Collections or to Vie)
The fAActdoi wehe@rkl ybox controls whether all collections or

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

A col | ct

e ion is active as ong a i iExfExptrani Dat ®&at e
reached, a col |l 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 fACollection Stewardo and AResponsi bde Offic
or AOfficesd or they may hefiPewpéerdrioesiOhdi casé addeéed

both fields may be managed directly using iISUPPORT -> Officesdor iISUPPORT -> People.0

Add a Collection

Once a collection has been selected,iti s fr emember ed. 0 I f you go to anothe
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 |
Whenyouclickont he fA Add 6uitdn| DataSpécowiol | present the fiCreate Opt
screen provides options to enter or load one or more new repository entries. These fi Cr e gptioasodre:

1 Add New

1 New from Copy

1 New Version

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, 06 ANew from Copy, O
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
Opt ivondodv.

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.

Page 19 3 ESP Solutions G
Copyright © 2015 ESP Solutions Group. ALL RIGHTS RESERVED. Confidential Material. olutions Group
Duplication or disclosure is prohibited without written permissi on.



DataSpecsE Us er 6s Gui de
December 2015

4., When collection information has been entered, <click
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 i A dCdllectond button and specify ANew Verapono from
window.

3. Thecollectionscreenwi ' | refresh to provide data entry for th
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. Oncedataent ry has been compl eted, click on the fiSaveodo b

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.

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¢cl i ck on @A Sav eTaiswindowtwii 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 complete, click on the 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.

=

Clickonthei Add coll ectiond button at the bottom of t he
2. Inthe Create Optionspop-up wi ndow, fir st ®ebédttencanhdtherhcick dnlthmpor t 0 r a
AfAdd Collectionodo button in the window.
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3. The Collection Upload screen is returned.

4, | f you require a copy of the Collection fil
Co mp o n e n tdroprdpwnebax, and thenclickont he A Downl oad Templ a
Downl oad screen allows you to save the ACoOol

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.)

s Gui de

e templ a

ted butt

|l ections

6. Select ACollectionodo in thdropiddwmboaa.Specs Component Typ
o] I n

7. Either browse to | cate the name of the fAFI
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.

l e to

1. When the DataSpecs message ANo violatiorlicktecur s, pl

AOKO button on the message screen
12.Cl ick on the AUploado button.

13. A, iSuccessoO screen is displayedbloadéedt h a count of the

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

1. Choose the collection to bedropdbwntligdClidkonthedoswn A Col | ect i
arrow | ocated on the right sideeddpdawhlst)ACol | ecti on

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:

fSaveo

1. Choose the collectiontti @nb dedragmdbiatlist.dClidkonthedoswn A Col | ec
arrow |l ocated on the right side ddp-dawhlst)i Col | ect i on

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 entry, select the
5. Apopupwindowr equi res that you confirm the del et]i
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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
TheDataGr i d View of the Collect

entry, or download the table of collection info data.

For additi on aDatadGeid Viewd secet itchre uUinder

on

DataSpecsE Us er 6 s

nfo

i baittomon thé | a b |
bottom Button Bar. Using this view, you can browse Collection Info entries, edit a record, remove an

Gener al

Gui de

e
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Featur es.

STATE OF TRANQUILITY
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ESP Solutions Group -
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S
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CourseWalk™
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ASR - School School Fall Early { 2 Operating
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Office
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Individual  State

School State

School

Individual  State

08/

08/

B

08/

. ViewAll ]. Download ]u Cancel ]

Best viewed in 1024768 resolution

g ESP Solutions Group

Figure 11 - Collection Info Data Grid View

To exit this display mode,thefi Cancel 6 button
on a link in the DataSpecs navigation bars.

vColledtion inf® scteennor yowaan ctick

Collections Repositories Outputs and Reports Elements Option Sets Search

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

Figure 12 - DataSpecs Navigation Bars
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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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Outputs and Reports Elements

Collection Item ¥ Collection Cycle

Option Sets Search
Associated Links

Collection Info Collection Level Rules

Home ) Collections » »
Collection Item =

Support

@ s Z& NaTIoNAL EDUCATION DATA MODEL
olutions Group £ ~~6 A

CourseWalk™

System Administration

————
ESP Solutions Group |

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
fexpation dated has passed)
displayed within the drop-down list or in the Data Grid view).

remai

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

ANest Level d t o doonsuAnexamplebfdablé dimesions eaulsl 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 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 status for data item 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 npr aapitenbonthd at arg 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

Page 25
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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]
Mandat es o mi ght tive attcd sactoa of law,| egi s | 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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Tree View Feature 7 Collection Item

On the Collection Item screen, the Collection Items are displayed in a tree view. The tree view allows the
DataSpecs user to view the hierarchy of the items and makes it easier to navigate to Collection Items.
The hierarchy is driven by the Section Number and Item Number of an item.

DataSpecsE Us er 6's

When you select a Collection Name from the dropdown menu, the screen similar to this is returned with
the Collection Items displaying in a tree view:

- ESP Solutions Group

(Il Repositories

Outputs and Reports

STATE OF SQA TEST2 .

Elements | Option Sets | Search | Support

ESP Solutions Group

DataSpecs™

Coursewalk™ System Administration

Collection Info Collection Item ¥ Collection Cycle

Home P Collections P 205-Student-Teacher-Course-V1 b
Collection Item =

Collection Level Rules Associated Links

Welcome Testuser, o
s Logout
Testuser e

—Collection Item

# 1 Student Demographics
-2 Staff Demographics and Employment
#-3 Staff Assignments

(#-4 Student Course Enrollment

Active Only
Collection Name™

ZOS-Student»Teggﬁg[:Course»vl

Section Information

[~ Basic Inf

Section Number Item Number

Nest Level

Item™

Display Name

File Or Field Name

Prompt

Required :
—Select-—- v

Repeatable
(

Target Audience
—--Select— ¥ |

"Deﬁnition

B _oatacriaview ][l save [ cancer

v6.2.360.401

i ESP Solutions Group

Figure 14 - Collection Item Screen (tree view display)

A Collection Item in the tree view can be expanded to show the sub items or collapsed to hide the sub

it ems. Wh e n

Coll ection

—Collection Item

[#-1 Student Demographics
‘é:l"2 Staff Demographics and Employment
\#I" 3 Staff Assignments
3 1 staff ID
3 2 Local Staff ID
3 3 District ID
3 4 school ID
3 5 School Type
3 6 Contract Number
3 7 Period or Assignment Number
3 8 Section ID
3 9 Assignment Code
3 10 Grade Level

3 11 Class Level

i3 12 Teaching Role

Figure 15 - Collection Item Screen (tree view display expanded)
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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 t he AActive Onlyo Filter to View Al Coll ecti

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.

A col | ct

e ion is active dasl onrod Ppasisted . A EOxnpgier d thieo m EDgti &
reached, a coll

ection is considered filnactiveo.

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 may be new entri es foimatibnirebote added t o
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 mustbec ompl et ed bef ore you nctam TheSeguwredd t he Col
fields are identified on the screen with an asterisk beside the field name.

Add Collection Items
To AAdd Collection Itemso to a Collection, you 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 fAiSavedo 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.

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. The screen will refresh to display the selected Collection Item inf or mat i on. The AVer si
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 16 - 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, ltem 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 Item
box.

1 From Element
(Used when the Element entry includes much of the information for the new Collection Item.)
1. Select the AFrom El emehefidddadt embubuobhoandnusée ACT

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

Element [N ::j\
(Middle Name

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

Rehy

Science Performance Flag J[
SocialSecurityNum

StateProvinceID

StudentGrade

StudentLocallD

st =i

Figure 17 - 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.)

Click the fAAddo but pop-mpwmdow.t he bottom of the
The Collection Item screen is returned with the Element name.

Edit or enter the additional Collection Item information.

Click the fiSaved button.

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

© N O A

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 ASaveo button at the bottom of the window

Remove a Collection Item
To fiRemovetiomm Cdlelme® 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 fiRemove | temd button at the bottom of the
Page 30 .
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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. For additional det @&ils,ecded®nfibDatde rGrGiecheYiadw Featur es.
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Collections € Collection ltems C 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 Atargeto 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 Item 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 @ Mdgp-downf Remo&Coblrgoti{(an | temihe on the uj
following screen is returned:

—

STATE OF TRANQUILITY
= s ESP Solutions Group

| ‘\ State of Tranquility
‘ ESP Solutions Group - DO‘I‘OSpeCSIM

|
.
y &

em Administration

Home P Collections » Repository Mapping

~
Map To Repository= Welcome Testuser g5 Logout j

Active Only =

Collection Name

Repository Order Field List
[ —Select-- v ! @ Alphabetically
O Table Order

[ —select— v !

Collection Item  Item Name

Table Name
i --Select-- ¥ —

Field Name

Eelect-- v }

Field Description

=
u Data Grid View ] u Repository Mapping Detail Report ] u Cancel ]
Best viewed in 1024768 resolution Qi ESP Solutions Group
Figure 18 - Collection Item - Map to Repository Screen (composite image)
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The groupings of data on the Map to Repository screen include:

Collection Name

Collection Item box (where the list of Collection Iltems will be displayed)
Item Name (where the selected Collection Item will be listed)
Repository

Table Name (the Repository Table Name)

Field Name (the Repository Field Name)

Field Description (the Repository Field Definition)

E R

Screen items relating to the Collection and Collection Item are defined within this section ofthe Us er 6 s
Guide. Definitions for items that reference the Repository Table Name, Field Name, and Field Definition
are available in the Repository Section oftheUs er 6 s. Gui de

Screen Functionality & Navigation i Collection Item i Map to Repository

You can view and manage information regarding the Collection Iltem mapping to Repository Field. The
Collection Items Form will support the following actions for the selected Collection:

T Select AActive Onl y oon&oarioView Only Active Colleations,| | Coll ecti

1 Map (link) a Collection Item to a Repository Field,

1 Un-map (remove the link between) a Collection Item and a Repository Field,

1 View Collection Iltems/Repository Mapping Data Grid, and

1 Generate a Repository Mapping Detail Report.
Select AActive Onlyo Filter to View All Collection 1te
The AActive Onlyodo check box controls whet hersael | coll e
listed in the Collection Name drop-down box. The default is to view active collections only. When you
needtolookatanon-acti ve coll ection, you uncheck MAActive Onlybo

all collections in the system.

Acollecti on is considered fiactived as | ong as its AExpira
Dateodo is reached, a collection is considered Al nacti ve.

Map a Collection Item to a Repository Field
When entering the collection item mapping, various fields may be edited by the following methods:

1. Select an entry from the drop-down list
2. Click on the checkbox or radio button
3. Click on the Calendar icon to specify a date for a date field or type the date manually

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.

1. Select the Collection within the Collection Name drop-down box. Click on the Collection Name
entry.

2. The screen refreshes. Collection Items for the selected Collection Name are shown in the
Collection Item box (Upper left on screen).

3. Select the Collection Item to be linked by clicking on the Item name within the box.

4. The screen refreshes and the Collection Item Name is displayed in the Iltem Name box.

5, Select the fAOrder Field Listo radio button mode t ha
Name.
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Ifyouselecti T a b | e,otli@Rdpesitory Fields are listed in the order they were created in the Table.
s e | felcpt hi aobne thi wildlikt th©fifeldsealphabetically. The example tables below list fields

The

within a

fiStudent

Dat ao

fiStudent

Table Order

School Name

Dat

First Name

Last Name

Address

Homeroom Teacher

Sel ect the

itargeto

Tabl e in

Repository,

the two

order s.

iSt udemnd 0 Dfai
Alphabetical
Order

Address

q

First Name

Homeroom Teacher

Last Name

School Name

T a bdrop-doiNraboes.

and

The screen refreshes with each selection. When Field Name is selected, the Field Definition is
displayed in the Field Description box.

Click on the

i Map

I t emo

button at

t he

bottom of

The map (link) is saved, and the screen is refreshed. The red asterisk at the right of the Collection
Item in the Collection Item box indicates that there is a mapping entry for the item.

Un-map a Collection Item and a Repository Field

To Un-map (remove the links between) a Collection Item and a Repository Field, you:

1.

arwn

Select the Collection Item entry to be un-mapped in the Collection Item box at the top left of the
screen. Mouse over the item and click to select it.
The screen will refresh to display data for the selected Collection Item.

Cl i c kUn-mapé

Button

at

t he

A pop-up box requests confirmation that you wish to proceed to Un-map the entry.

Confirm by

Wepasitiries

c | i pop-upmwipdow, Orklioose the fitChaen c e | 0
remove the link to the Repository Field.

ﬁ ESP Soliqin Group

bottom of the window.
button, if
EGP okl Gooiy
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Figure 19 - Un-map Pop-up Confirmation
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View Map to Repository Data Grid
To view the data grid of the Map to Repository entry or entries, the following steps can be used.

1. Select the Collection Name for the Collection Iltems to be displayed in the Data Grid view.

2. Click on the fiData Grid Viewd bdaMapntat Repesbobt g mcC
screen displays the Item Names which have been mapped to a Repository 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 EDIT or REMOVE buttons available on
each entry.

5. For additional detail, seethefiDat a Gri d Vi ew0 sectdson under Gener al

Generate a R epository Mapping Detail Report
You can generate a Repository Mapping Detail Report, as follows:

1. Select the Collection Name for the Collection Items to be displayed in the Data Grid view.
2. Clickonthe ARepository Ma pptiomog thdbettora ofthe Rreep.or t 6 b
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Collections € Collection Items € Map To SIF

The SIF specification and data model support the movement of education data. Mapping Collection Items
to SIF specification supports planning, deploying, and managing state or local Collections using SIF
specifications.

In the SIF specification, references to elements are not unique to a single object. SIF elements can be
used in multiple objects. When mapping (documenting the relationship) Collection Items to SIF
object/element entries in DataSpecs, the object reference is required, where the element may be omitted.

Note: Bef ore you proceed wi Slfhspecificgipon{snnyst betloaded ifi Data$pges.t 0
The Map to Repository Screen provides the function to:

Map (Link) a Collection Item entry to a SIF element in a specific SIF object
Un-map (remove a link) between a Collection Item and a SIF object/element
View one or all Collection Items with maps (links) to SIF objects/elements
Generate a SIF Mapping Detail Report

E ]

Screen Layout & Description

When you select @ Mdgp-downf Re mo & Cotbekngdd tamnt he upper menu b
following screen is returned:

ESP Solubong Grodg

LG S —
W o s DataSpecss

Home b Collection b 5IF Mapging

Map Ta 51F = Wekome Testuser _Logoul |
[ Active Galy =
Callection Hame® SIF Wershen"

Akt [chucason Courps Sumwmery FLepert 4] _v_'| P u:

=) Incicaies Mapped Cobechon Tiem Item Mame

tellcction Ttem J
i Oject Hame "
Progrem | .
Nams V1 | e =]
Instructor I Ihement Raose
R-¥1 | Sclgct.es | |
Course Ed)

Tikle-¥1 Ebement Deicriglion

B oo view | [0 vemap | [B 5% sapping Detait Regon | B seap nem | [ camest |

Figure 20 - Collection Item - Map to SIF Screen
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The groupings of data on the Map to SIF screen include:

1 Collection Name

91 Collection Item box (where the list of Collection Items within the selected Collection will be
displayed)

SIF Version

Item Name (where the name of the selected Collection Item will be listed)

Object Name (the selected SIF Object Name)

Element Name (the selected SIF Element Name)

Element Description (the description of the selected SIF Element)

=A =4 =4 -8 -4

Screen items relating to Collection and Collection Item are defined earlier in this section ofthe Us er 6 s
Guide. The entries that reference SIF Version, SIF Object Name, SIF Element Name and SIF Element
Description Definition are defined in the table that follows. When you make a selection, the entry is
displayed.

Component Metadata i Collection Item i Map to SIF

Field Definition Optional(O)/
Required(R)
SIF Version The version and release of the SIF specification. R
Object Name The name of the object within the selected SIF specification. R
Element Name The name of the element within the selected SIF specification and 0]
object.
Element The description of the SIF element from the selected SIF specification.
Description When the SIF Element Name is selected and the specification
includes a description, that entry is displayed.

Screen Functionality & Navigation i Collection Item i Map to SIF

You can view and manage information for the Collection Iltem mapping to a SIF specification, object, and
element. The Collection Items Map to SIF form will support the following actions for the selected
Collection:

T Select AActive Onlyo Filter to View Al Coll ections
1 Map (link) a Collection Item to a SIF Object/Element
1 Un-map (remove the link between) a Collection Item and a SIF Object/Element
1 View Collection Items/SIF Mapping Data Grid
1 Generate a SIF Mapping Detail Report
Select AActive Onlyo Filter to View All Collection 1te

The Active Only 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, you uncheck Active Only and the window will refresh and provide
access to all collections in the system in the drop-down box.

A collection is considered active as long as its expiration date has not passed. Once the expiration date is
reached, a collection is considered Inactive.
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Map a Collection Item to a SIF Object/Element
When entering the collection item mapping, various fields may be edited by the following methods:

1 Select an entry from the drop-down list
1 Click on the checkbox or radio button
1 Click on the Calendar icon to specify a date for a date field or type the date

Collection Item Names, Iltem 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.

1. Select the collection within the Collection Name drop-down box. Click on the Collection Name
entry.
The screen refreshes. Collection Items for the selected Collection Name are shown in the
Collection Item box (upper left on screen).
Select the Collection Item to be linked by clicking on the item name within the box.
The screen refreshes and the Collection Item Name is displayed in the Item Name box.
Proceed to SIF mapping. The screen refreshes with each selection below.
First, select the target SIF Version in the drop-down box.
Next, in the Object Name drop-down, select the target SIF object.
Then, select the Element Name drop-down entry.
When there is a SIF element description or definition, it is shown in the Element Description box.
. Finally, to save the links, click on the Map Item button at the bottom of the screen.
. The map (link) is saved, and the screen refreshed, showing a red asterisk at the right of the
mapped Collection Items in the Collection Item box.

n

RBROONO AW

= O

Un-map a Collection Item and a SIF Object/Element
To Un-map (remove the links between) a Collection Item and a SIF Object/Element, you:

1. Select the collection in the Collection drop-down box.

2. Select the Collection Item entry to be un-mapped in the Collection Item box at the top left of the
screen. Mouse over the item and click to select it.

3. The screen will refresh to display data for the selected Collection Item and its SIF Object/Element
mapping.

4. Click the Un-map button at the bottom of the window.

5. The screen refreshes with the link removed.

View Map to SIF Data Grid
To generate the Data Grid View of the Map to SIF entry or entries, the following steps can be used.

1. Select the Collection Name for the Collection Items to be displayed in the Data Grid view.

2 Click on the fAData Grid Viewo b uWoledianltentSIFt he bott om
Inventoryd screen displays the | tem Nad&ieGbjesBlemerdiforhave bee
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 EDIT or REMOVE buttons available on
each entry.

5. For additional detail, seetheiDat a Gri d Vi ewd section under General

Generate a SIF Mapping Detail Report
You can generate a SIF Mapping Detail Report, as follows:

1. Select the Collection Name for the Collection Items to be displayed in the Data Grid view.

2. Click on the ASIF Mapping Detail Reporto button at
Page 38 .
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Collections € Collection Cycle

DataSpecs supports the documentation of collection cycles. Collection cycle information identifies the

coverage period for the data in a collection, the initial window for data submission, and a cross-collection

clean-up window. Collection Cycle information includes information required to calculate the data

coll ect in®n fiobhburadecol | ecti on and each collection cycle.

The Collection Cycle screen includes functions to support:

1 Documenting one or more collection cycles for a collection and
1 Viewing one or all Collection Cycle entries.
Screen Layout & Description

The Collection Cycle Definition screen is returned when you select Collection Cycle on the second-tier
menu bar at the top of the DataSpecs screen.

STATE OF TRANQUILITY
ESP Solutions Group

DataSpecsm

—; State of Tranquility
‘-| ESP Solutions Group -

__ Collection Collec| lect: sociated Lii

Collections Reposito Outputs and Reports Elements ption Sets Search Suppor CourseWalk™ System Adm {

Home P Collections P Collection Cycle N
Collection Cycle Definition = Welcome Testuser #15 Logout )
Active Only =
Collection Name* Due Date* Report Manifest ID
[ —Select-— v] | |E
Coverage Period Ex
$ 3 pected Number of Respondents l:
The time period covered by data (e.g. School Year or Snapshot) The number of organizations/ submitters or entities completing this collection
Start Date End Date
E E Time per Respondent
The amount of time in hours required on average by a respondent to complete this
Collection Window collection
Time during which data are collected
Collection Burden :
Wind 0 ing Dat Wind: Closing Dat:
[%aé Fncow Llesing 2a E The estimated total amount of people hours this collection will require to complete.
Cross-collection Clean-up Window
Timeframe for resolution of any data issues across local collections. L
Cross-collection Opening Date Cr llection Closing Date
\
u Import ] u Data Grid View ] u Define Another ] u Remove ] u Save ] u Cancel ]
Best viewed in 1024*768 resolution Qi ESPSolutions Group

Figure 21 - Collection Cycle Definition
The Collection Cycle screen includes information in three areas:

1 Collection Name, Due Date, and Report Manifest ID,

9 Collection date entries (coverage period, collection window, and clean-up window), and

f ABurdeno estimates (the fiexpected number of respond
respondent).
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The following table includes definitions of the Collection Cycle entries.
Component Metadata i Collection Cycle
Field Definition Optional(O)/
Required(R)
Due Date The date when the collection is due to be completed. R
Report Manifest ID | An identification code or number associated with the collection. A 0]
report manifest ID might be used to associate recurring file
submissions with the specific collection due date.
Coverage Period The beginning date of a time period reflected in the data reported for a @]
Start Date particular collection due date.
Coverage Period The final date of a time period reflected in the data reported for a @]
End Date particular collection due date.
Collection Window | The date on which data collection begins. 0]
Opening Date
Collection Window | The date on which data collection ends. 0]
Closing Date
Cross-Collection The beginning date of the period of time allowed for resolving data 0]
Clean-Up Window | issues/edits across collections.
Opening Date
Cross-Collection The ending date of the period of time allowed for resolution of data 0]
Clean-Up Window | issues/edits across collections.
Closing Date
Expected Number | The number of organizations, submitters or entities completing this 0]
of Respondents collection.
Time Per An estimate of the time required (on average) by a respondent to 0]
Respondent complete this collection.

Collection Burden

The estimated tot al fipeople hour
this collection. The total i s ¢
Number of Respondentso by the ATI

I
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Screen Functionality & Navigation i Collection i Collection Cycle

The Collection Cycle form captures dates for a collection and information on the burden of the collection
relating to the reporting cycle.

With this form, you can:

Select the ifiActive Onlyo Filter to View Al Coll ec
Add a Collection Cycle definition

Edit a Collection Cycle entry

Delete a Collection Cycle entry

View Collection Cycle Data Grid

=A =4 =4 -8 -4

Selectthen Acti ve Onlyo Filter to View Al Collection | tems

The Active Only check box controls whether all collections in the Collection Name drop-down box are

shown or only the active collections. The default is to view the active collections only. When you need to
lookatanon-acti ve collection, you uncheck #AActive Onlyo and
collections in the system.

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

9 Enter data directly into an editable field

1 Select a predefined choice from the drop-down list

9 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

Add a Collection Cycle
You create the collection cycle definition as follows:

1. Select the Collection from the drop-down box at the top of the form.
2. Select the Collection Due Date in the drop-down box.
3. Enter a Report Manifest Identification code for the collection/due date. This entry should be a
unique identifier for the collection/due date.
4. For the Collection Coverage Period, Collection Window, and Clean-Up Window, you may enter:
a. Coverage Period Start Date and End Date,
b. Collection Window Opening and Closing Dates, and
c. Cross-Collection Clean-Up Opening and Closing Dates.
i. The date entries can be selected by using the calendar icon next to the date
entry field.
5. Enter information to estimate fAdata burdeno:
a. Expected Number of Respondents.
b. Time Per Respondent.
6. The Collection Burden entry is a calculated entry, created by multiplying the time entry by the
number of respondents.
7. Uset he AiSavedo button at the bottom of the screen to

1 Define Another
You can create an additional Cycle Definition for the same collection, as follows:

1. Click the nDef natthe battom of the screen o gleat tloe form.
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2. The nCol | e dastunchanged\sothat@another definition may be created for that collection.
You may alternately select a new collectionint he A Col | e dropidowm. Na me 0

3. Enter the collection cycle information and collection burden information following steps 2 through
6 in Add a Collection Cycle (above).

4. Cl i ck A Save Cydedefigitomr e t hi s

Edit a Collection Cycle
To edit a collection cycle entry, you will:

1. Sel ect a A Colaidé ®wie o.DENN @mofelds uniquely identify the existing
Collection Cycle Definition.

The screen refreshes with the cycle definition data for the specified Collection.

Make the necessary changes.

Click on the fASavenrybutton to store the
The screen will refresh and redisplay the updated collection cycle definition.

akrwn

Remove a Collection Cycle
You can remove a collection cycle entry by following these steps:

Select a fAColatdéOuiceo.alNameod

Wait for the screen to refresh with the cycle definition data for the specified Collection.
Cl i ¢c k Removeth eb uit deleta the eatry.

Confirm or cancel the deletion in the pop-up window.

Click AOKoO to affirm the removal

The window will refresh to a blank Collection Cycle Definition screen.

oukrwnNE

View Collection Cycle Definition Data i Grid Formatted
You may select a Collection Cycle entry to edit or delete using the Data Grid View.

1. Click on the fAData Grid Viewo button at the
2. The AColl ection Schebelwisreturmd.ent or ydo screen
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Figure 22 - Collection Schedule Inventory Screen

3. When you select a Collection Name, the definitions relating to that Collection Name are
presented in a grid layout. If no Collection was selected, all cycle definitions are presented.

4. Select an entry for editing or deletion using the Edit or Remove icons to the left of the selected
entry, or download entries shown, using the Download button at the bottom of the screen.

For further details see the Data Grid View section under General Features.

ESP Solutions Group
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Collections C Collection Level Rules

The Collection Level Rules screen supports the documentation of validation rules for a Collection. Rule
descriptions may include both text descriptions and logic or pseudo-code statements. Rules may be
associated to one or more Collection Items.

All Rules are associated with a Collection Name and one or more Field Names (also known as Data
Items) within the Collection. Each of those Collection entries should be created before attempting to enter
rules.

Collection Level Rules screen functionality includes capabilities to:

Add a single collection level rule entry,

Upload (Import) rule entries for one or more collections,
Edit a collection level rule entry,

Remove a rule entry,

View collection rule entries in a Data Grid, and
Generate a Rules Details Report.

=4 =4 =8 -8 -8 -4
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Collection Level Rules Screen Layout & Description

The following screen is displayed when you s<#drect t he
menu bar.
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Figure 23 - Collection Level Rules Screen (composite image)

The information for the Collection Level Rules screen supports documentation of rules information for a
collection and may reference one or more collection fields. The following table identifies the fields
available to document Collection Level Rules.
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Component Metadata i Collection - Collection Level Rules

Field

Definition

Optional(O)/
Required(R)

Active Only

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

Collection Name The unique name or title that represents a defined collection. This entry R
is a drop-down box for selection of the collection to which a rule is
associated.
Rules The user-defined name for a Rule. R
Rule ID A unigue identification number for the rule within this collection. (The o
Rule ID must be numeric.)
Rule Description Description of the issue or error the rule is designed to address. o
(Exampl e: AVerify that the Stude
Name, at a mini mum. 0)
Rule Official A summary message to be displayed or reported when execution of the @]
Message / rule fails. This official message would be shown on a summary page of
Summary an error report. There may be multiple records that violate this rule.
Description
Business Rule A narrative statement of -¢dhhe@ded ul e (@]
Logic statement(s). This text is intended for the rule implementers or
developers.
Rule Detail A text description of the detailed message which may be displayed or (@]
Message / reported when a rule violation is encountered. This text would be
Description displayed with the specific record where the error is identified. The text
may reference the specific field and its contents in the record that failed
the rule.
List of Field A pick-list of Collection Item names which may be selected for use in (@]
Names the rule.
Field Name(s) to The Collection Item name(s) associated with the rule. The selected R
associate with fields are highlighted in the error reporting when the rule is violated.
Rule
Severity A radio-button selection to reflect the severity of the rule violation as R
either AFatal o or AWarning. o
Effective Date The date when the rule begins or began to be used. R
Expiration Date The date when the rule will no longer be used. (@]
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Screen Functionality & Navigation i Collection Level Rules

You can document data rules for Collections, using the Collection Level Rules screen.
The Collection form provides the following actions:

Select AActive Onlyo Filter to View Al Col |
Add a Collection Level Rule

Edit a Collection Level Rule

Remove a Collection Level Rule

View Collection Level Rule Data Grid

Generate a Collection Level Rule Details Report

=A =4 =4 -8 -89

Selecti Active Onlvyvo Filter to View All Collections

The AActive Onlyodo check box controls whether al
listed in the Collection Name drop-down box. The default is to view active collections only.

A collection is active as long as its expiration date has not passed. Once the expiration date is reached, a
collection is.Omarked #fAlnactive

Add a Collection Level Rule
To add a Collection Level Rule, you would:

T Select the fANewodo | ink (next to fAiRulesd box)
OR
1 Clickonfi N e bwuéton at the bottom of the screen.

A blank form is presented for entry of the new rules information.

WhenyouusethefiNewod bhefiCoeat e pOmpupiscoeansprovides radio-button selections to
either:

1 Add New,
OR

1 Newfrom Copy. (Thefi Ne w f r o selediom 5 griabled once a Collection Name is selected.)
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[ € | http://72.85.233. 106:5292/DSOLApp/Collectionf/AddRule.aspx v
Create Options
O Add New
) Add Rule
.| Done € Internet ) 100% -

Figure 24 - Create Options Pop-up
1 Add New

1. Select fAAdd Newo radi o Rouutetdonbuatntd nt.hen click fAAdd

2. Sel ect t he f Cdatop-downtlist)aorwhidthahmmeilé peltains.

3. EntertheRul e name in ARulesd box (required entry). The
selected Collection.

4. Select Field Name(s) to which the Rule applies.

a. Field Names for the Collection Namear e of fered in the AList of Fi e
b. Mouse-over the names and click to select.
c. The selected Field Name appears in the box tit]l

5. Reset Effective Date for the Rule, if necessary.

6. Enter the rule descriptive information (Rule ID, Rule Description, Rule Official Message/Summary
Description, Business Rule Logic, and Rule Detail Message/Description, Severity, and/or
Expiration Date).

7. Click the fASaveodo but t emtosore thishule inthe rulésinwentoryfforthb e scr e
collection.

1 New From Copy

Note: You would typically use this creation mode when an existing collection has many fields that
are similar to the new collection being added, and you want to minimize reentry of the bulk of
the collection rule information.

1. Select Collection Name and Rule from which you want to construct the new rule. The screen will
refresh and display the information for the existing Rule entry.
6. Clickoni AdRdled0 button.
7. Specifythe fi€at e Opti dMewncCheya
8. Theuser wil |l be asked to provide a new name for the
same window; this window will then close.
9. The main collection window will refresh to provide data entry fields for the collection.
10. Information can be altered but must be entered for required fields. Required fields are indicated
by an asterisk next to the field name.
11. When entry of data is complete, click on the ASave
12. Data will be saved and the screen refreshed, showing that the collection was created.

O
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Upload (Import) Rule Entries

This option would typically be used to migrate or move a large quantity of data from an existing
environment into this one.

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

1. Sel ect t he # atthehottom of thb scitedno n

2. The Collection Upload screen is returned.

3. If you require a copy of the Collection Level Rulest e mp | at eCollestienlLevelRuled i n t he
iDat aSpecs ComdgrapuevntboxXypeamd then click on the fADown
button. The File Downl oad CdlectioeLevelRuies. Ixd vesd yfou et oo rs aov

it.

4. Load or enter the Collection Level Rules information that you want to upload into the template
rows. (Each rule entry is entered as a separate row.) Save the EXCEL file. (NOTE: DataSpecs
uses EXCEL 97-2003 Workbook file format for this purpose.)

5. Return to the DataSpecs Collections Upload screen.

6. Sel eCollectibn LevelRuled i n t he fADat aSpedmspdovnibgxonent Typeo
7. Either browse to |l ocate Phernameéeof tthiee dii Fielce otr ¢

information for the file you wish to load.

8. Click the fivalidate and I mportod button

9. If there are errors in the Import file, Violations message(s) will be displayed. You can print the
error message, or Print or Save the Violation spreadsheet.

10. Correct any errors in the file. Save the corrected file. And, return to step 6.

11. Whenthe DataSpe cs message fAiNo violation occurs, please

AOKO button on the message screen.
12.Cl ick on the fAUploadod button.
13.A fiSuccessodo sc

Edit a Collection Level Rule

1. Select the Collection and existingru | e f r o m drbopedown kst [Te sabeen will refresh as
you make each selection.

2. The rule form will be populated with data for the rule that you selected.

3. Modify field(s) as desired.

4. Toeditthename of the rul e, click on the AEdiIitOo n k
5, Click the fiSaveodo button at the bottom of

Data Grid

=13

Note: Edit can also be perforimed via the

Remove a Collection Level Rule
You can remove a Collection Level Rule entry by following these steps:

1. Select a Collection and existing rule from the Rules drop-down list. The screen will refresh as
you make each selection.

2. The rule form will be populated with data for the selected rule.

3. Click mdowed Reutt on at the bottom of the screen
4. Confirm or cancel the deletion in the pop-up window.

5, Click AOKo to affirm the removal

6.

The window will refresh with a blank Collection Level Rule screen.

View Collection Rule Data i Grid Formatted
View Collection Rule entries in a Data Grid format by following these steps:
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1. Select the Collection Name for the Collection Level Rules to be displayed in the Data Grid view,
2. Click the AData Grid Viewoerb.uttTme aft Cdlhlee dbtoitd ro mL eoVf e
I nventoryo screen displays the Rules that are avail
3. Use scroll bars on right and at bottom of the table to view all columns and rows.
4. Collection Level Rules can be edited or removed, using EDIT or REMOVE buttons available on
each entry.
5, For additional det asettionusderé&entrdl kdataresGr i d Vi ewo

Collections _ Repositories  Outputs and Reports  Elements  Option Sets  Scarch  Support  CourseWalk™  System Administration

Home F Collection b

Collection Rule Inventory B

Welcome Testuser Logout

[“]Active Only

Page sze:

Rule Id Fatal Warning Effective Date Expiration Date

Al > 189 | test5.6.2.1+ test 5.2.6.1+-v2 test 5.2.6.1+1-V2 1234 |True |False | 10/21/2009 |10/15/2009

u ViewAll Ju Download ]u Cancel J

Figure 25 - Collection Rule Data Grid View

Generate Rules Detail Report
To generate a Rules Detail Report:

1. Selecta Collection and an existingru | e f r o m drbpedowh Rst IThee sabeen will refresh
as you make each selection.
2. Information for the selected rule will be displayed.
3. Click the fAiRules Details Repor tgenetatethdreport. at t he bott

The Rules Details Report lists information about the rules detailing all the items shown in the web view.
For further discussion regarding the Detail Report see that section under General Features.
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Collections € Associated Links

Collections A Associated Links documents the hyperlinks to Collection materials, which might include
collection documentation, related information, and other websites.
Collections A Associated Links Screen Layout & Description

The Associated Links screen, shown bel ow, is returned
the second-tier navigation bar at the top of the screen.

State of Tranquility __STATEOETRANOALITY ESP Solutions Group

= ¢
@ oo i PO CRIENAITD e

Collections Repositories Outputs and Reports Elements on Sets Search Support CourseWalk™ System Administration
| Collection Info| Collection Item ¥ | Collection Cycle| Collection Level Rules| Associated Links

Home b Associated Links ~
Associated Links = Welcome Testuser g3 Logout j

[l Active Only Associated Link Info ]
Collection Name

ASR - School Information-v2 v‘ Associated Link *
Associated Links |ASR - School Information December 1 Spedifications

BER - School Information User Guide
i ASR - School Information December 1 54

Link Description

Information on requirements for the December 1 School Info are =«
available by selecting this hyperlink.

-

Link URL *
[ht‘tp://doe.tranquility.gov/ASR/Sd-nooIDeclUserGuide

Notes
=
B mport ] [ _ovatacriaview ][l ada ] [ save ][l cancer ]
Best viewed in 1024*768 resolution Qi ESP Solutions Group
Figure 26 - Collections Associated Links Screen
The areas on the screen include: Collection Name and Associated Links, and the Associated Link
Information grouping.
Component Metadata i Collections i Associated Links
Screen ltem Definition Optional(O)/
Required(R)
Collection Name * A user-defined unique name or title that represents a collection. R
Associated Links The list of selectable Associated Links which have been

associated with the chosen collection. Link entries are shown in
this box (on the upper left of the screen) when the entry is
ffadded. o
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Description A narrative description of the contents of the associated links 0]
entry.

Associated Link Info

Screen ltem Definition Optional(O)/
Required(R)
Associated Link The user-defined name of the Associated Link related to the Link R
URL.
Link Description The free-form text description of the Associated Link. o
Link URL The hyperlink URL (uniform resource locator) specifying where R

the Associated Link is available.

Notes The free-form text notes about the Associated Link. (@]

Screen Functionality & Navigation i Associated Links

The Associated Links screen supports the following actions:

T Select AActive Onlyo filter to list all Associ at ed
list only active Associated Links

Add an Associated Link

Import Associated Link(s) entries

Edit an Associated Link

Delete an Associated Link

View Associated Links Data Grid

=A =4 =8 -8 -4

Sel ect fActi ve Onl Assockied ltinks or to %iew®néyvActifd Associated Links

The fAActive Onl yo c h e cédatrids mxColeaiontAssaciated Lnwks are¢ sinavn or anly|

the active entries are listed in the drop-down boxes on this screen. The default is to view active entries

only. When you need to look at a non-active (expired or future) entry, you unch@mrlky éG Aznd vtehe
window will refresh with drop-down lists of all entries in the system.

An entry is active as long as its expiration date has not passed. Once the expiration date is reached, a

repositoryi s considered Al nactivebo.

Add an Associated Link
To add an Associated Link, complete the following steps:

1. Select the nACol | drapdawn listinNhe opper lefi ohthetsdreen.

2. The screen will refresh and display Associated Links (if any) which are already associated with
the chosen Collection.

3. Click the AAddoOo button at the bottom of the screen.
Associated Link Info area.

4. Enter the metadata associated with the new link entry.

5. Clickthei Sav e 0 hhe bdttamof tlretwindow.

6. The new Associated Link entry will be saved and the link name will be listed in the fAssociated
Linksobox in the upper left of the screen.

Import Associated Links

The Import functionality is useful to migrate or move a large volume of data into DataSpecs. Import is
typically used when you have a file or can create a file with one or more Associated Link entries.
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At the Associated Links screen, click the importd b udn the bottom bar.
The Collection Upload screen is returned.
Sel ect ACol |l ect i onrthe BaaSpecsiCantpanent Tlype drkpsdown box.
If you require a copy of the Collection Associated Links template, clickthed Downl oad Templ at e
button. The Fil e Downl oad CdlectioeAssociatedLinks.wxs| sy uf it loe sarv
open it. (NOTE: DataSpecs uses EXCEL 97-2003 Workbook file format for this purpose.)
5. Enter or load the Collections Associated Links data that you want to upload into the template
rows. Each repository table entry is loaded as a separate row. Save the EXCEL file with a unique
file name.
6. S el eColectigh Associated Linksd i n t he fADat aSpedmspdovningxonent Typeo
7. Either browse to | ocate t htpethadrectory &indfilhnamefi Fi | e t o | n
information for the file to be imported.
8. Click tthet @&Vahd | mportodo button.
9. If there are errors in the Import file, violations message(s) will be displayed. Print or Save the
violation spreadsheet.
10. Correct any errors in the file. Save the corrected file and return to step 6.
11. When the DataSpecyviméasagea dMcurs, please click on
withthei OKO6 button on the message screen.
12.Cl ick on the AUploado button.
13. A iSuccessoOo screen is displayed with a count of the

el S

Edit an Associated Link Entry
To edit an Associated Link entry, you will:

1. Select the fACol | drapdawn listinNhe opped lefi-hand tomner of the screen.

2. The screen will refresh and display Associated Links (if any) which are already associated with
the chosen Collection.

3. Select the Associated Link entry that you wish to e
window. (Mouse over the entries and click.) The screen will refresh and display the information for
the Associated Link.

4. Make the necessary modifications for the entry.

5. Clickthefi Sav e 0 khe bdttamof tetwindow.

6. The updated Associated Link entry will be saved.

Delete an Associated Link Entry
To remove an Associated Link entry, you will:

1. Select the nACol | drapidawo listinNhe opper lefi ohthetsdreen.

2. The screen will refresh and display Associated Links (if any) which are already associated with
the chosen Collection.

3. Select the Associated Link entry that you wish to e
window. (Mouse over the entries and click.) The screen will refresh and display the information for
the Associated Linkandt he fARemoved button wildl be included at

u Impoﬂ]u Data Grid View ]u Add ] u Save ]u Remove ]u Cancel ]

Best viewed in 1024*768 resolution Qi ESPSolutions Group

Figure 27 - Collections Associated Links Delete Button Bar

4, Click the ARemov e -upwiedbwli$prebentedtasking for verifipatiom of deletion.
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Windows Internet Explorer

\ ? /' Are you sure you want to delete this Record?

[ OK ][ Cancel ]

Figure 28 - Collection Associated Link Delete Pop-up

5, Respond by clicking AOKO to complete the deletion.
6. The record is deleted, and the Repository Fields window refreshes.

View Collection Associated Links Data Grid

For afi g r view of the Collection Associated Links, clickon t he fiDat a Gatthabotbinefwd butt o
the window. You can select a specific Associated Link entry to view or edit, delete, or download

Associated Links information for other uses. For further detail see Data Grid View section in the General

Features section.
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Repositories

Repositories Functionality

Repositories functionality is provided to support the following Data Inventory steps:

20. Load Repositories, Tables, and Repository Fields.

21. Relate Repository Fields to available Data Dictionary Elements, and add Element entries as
needed for Repository Fields.

22. Relate Repository Fields to available Option Sets, adding Option Sets and Options as needed for
Repository Fields.

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

You will access Repositories functions by using the second-level navigation bar at the top of the screen.
The navigation bar includes the following components:

Repository Info
Repository Table Info
Table Fields
Associated Links

=A =4 =4 =4

RepositoriesC Repository Info

Repository Info includes general information on repositories. The screen functionality will allow you to:

Add a single Repository Info entry

Upload Repository Info for one or more repositories
Update or Edit a Repository Info entry

Delete a Repository Info entry

View a specific Repository Info entry

View a set of Repository Info entries

Generate a Repository Details Report

=A =4 =4 -8 -8 -89

Repository Info Screen Layout & Description

The following screen is returned when you selecti Reposi t or y | n ftier neno lvar at thedops e c on d
of the screen.
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‘l*_ ’ R TR __STATE OF TRANQUILITY ESP Solutions Group |
[ ESP Solutions Group MM |
o r— B¢ SO DataSpecs™
Collections Repositories Outputs and Reports Elements Option Sets Search Support CourseWalk™ System Administration
i itory 1nfo | Table —
Home P Repositories b %
Repository = Welcome Testuser ¢, =280ut
Basic Information =
[l Active only
Repository Name * Status Repository type
‘—-Select—— v] New [-—-Seled-—- v\ |-—-Select-- v!
Description
File Server il
File Server Name IP Address Database/Instance Name
{ || I
Ownership
Responsible Office Contacts Phone Extension Email
I-—Select-— B I [
History Tracking Database Software
Effective Date * Expiration Date Version * Title Version
B | B [ \ | |
u Data Grid View ]u Add Repository | . Repository Details Report | n save ]u cancel |
Figure 29 - Repository Info Screen (composite image)
The groupings of data on the Repository screen includes: Basic Information, File Server, Ownership,
History Tracking, and Database Software. The fields within these components are defined in the tables
that follow, and each field is identified as either Required or Optional.
Component Metadata i Repositories - Repository Info
Basic Information
Screen Item Definition Optional(O)/
Required(R)
Repository Name * A user-defined unique name or title that represents a repository. R
Status The status of the repository: Active, Being Revised, Consolidated, 0]

Inactive, Retired and Under Review. The choices for this list can
be edited in the table System Options.

Repository Type The type of Repository: Staging, Development, Operational, Data o
Warehouse, etc. The choices for this list can be edited in the
table System Options.

Description A narrative description of the contents of the repository: its tables, @]
table fields, etc.
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File Server

Screen Item Definition Optional(O)/
Required(R)
File Server Name The name of the file server which houses the repository. o
IP Address The address of the file server denoting its location on the 0]
enterprise network(s).
Database / Instance The name of the database instance (the complete database 0]

Name

environment and processes) for the repository. (Examples might

include: fAProduction, o0 ATest, (
History Tracking
Screen Item Definition Optional(O)/
Required(R)
Effective Date The beginning date that the repository was (or will be) effective. R
Expiration Date The date that the repository was (or will be) expired. 0]
Version An identifier of a repository with a specific set of characteristics. 0]
Version is to indicate a change in the information has occurred
from one instance to another. (The version identifier can help to
identify specific copies of the repository.)
Database Software
Screen Item Definition Optional(O)/
Required(R)
Title The name of the database management system software within 0]
which the repository data are housed. (Examples: Oracle, SQL
Server, Microsoft Access, etc.)
Version The version of the database software used for managing the 0]

repository.

Screen Functionality & Navigation i Repositories Info

The Repository screen provides the following actions:

1T Select AActive lter to
only active repositories

Add a Repository

Edit a Repository

Remove a Repository

View Repository Data Grid

Generate the Repository Details Report

Onl yo fi |diog-downdi$t brtolist posi t or i e

=A =4 =4 -4 -9

Note: Al'l required fields must have dat a or t|

denoted by an asterisk at the end of the field name.

assigned f
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fActive Onlvo Filter to View All Repositories or to Vi

The fAActive Onlyo check box controls whether all repos:
in the Repository Name drop-down box. The default is to view active repositories only.

A reposito
reached, a
you shoul d

ry is active as |l ong as its AExpiration Dat e
repository iodnthecaurse ofinerma datadictionbrg maintenarce,t i v e
make fAinactived those repositories whose ex|

Entering and Editing Repository Data
When entering repository 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.

E ]

The fields fAResponsible Officed and Adfoni Rrecd sloe dnaogyr efi @l
or they may be new entries that are added to APeopl edo
managed directly using SUPPORT->Offices or SUPPORT->People.

Add a Repository
To add a Repositorlyayesdelnecxtt fitNoe wwoh ¢ dRespposi t ory Name box) or u
the bottom of the screen.

The screen will refresh to allow for data entry to create a new entry.

When you click on the AAdd Repositoraytce Opudpom, 6Dat aSpe
window. This screen provides options to enter or | oad on
Optionso are:

Add New

New from Copy
New Version
Import

= =4 =4 =4

= DSOL_Add_New_Repository - Windows Internet Explorer

& http:// 2|

Create Options

& Add New New Copy New Version O Import

g has e

€D Internet % 100% -

Figure 30 - Repository Create Options Pop-up Window
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AAdd New, 0

ANew Copy, 0 and ANew Versiondo selections eat
repository entry. The fAl mportod selection supports | oad]
1 Add New
1. Click on fANewo | i nk oor buustet otnh es pfieAcdi df yR enpgo sfii Adodr yNe w o
Options pop-up window.
2. Entertherequired fieldsi Reposi t ory Name, Ef fective Date, and Ve

default value of 1.

3. Enter other fields, as desired.

4. When data entry is complete,click on t he fiSaved button atcreertee bott om
store the repository information.

T New Copy
(The ANew Copyo radio button is activated when a repc

Note: You can use New Copy when an existing Repository entry has minor changes, like a
changed file server location.

1. Select the repository entry that yropdowndsht t o copy i

2. Clickthein Add Repositoryo button at the bottom of the sc

3. The ACreat e -upwindowisretarneg. o p

4, Use t he fAiNew Copyodo radio butwupnwindblwe BG6deahenOpt i c
ltemo button.

5, The AEdit Reposupdisplays. Named pop

Edit Repository Name
Repository Mame * |E3Pkor-TestRepository 1

Figure 31 - Repository New from Copy Pop-up Window
6. Enter the new Repository Nameandcl i ck t he fASaveo button. The Reposi
refreshed with the new Repository Name in the box.
7. Other repository information can be changed. All required fields must be complete.
8 Click on the fiSaved button at the bottom of the secr
9. The data will be saved and the screen refreshed, showing the repository created.

1 New Version
(The ANew Versiono radio button is activated when a r

Note: This option would typically be used when an existing Repository entry has minor
modifications, like a change to the database environment. Entries are unique when effective
date and/or version number are different. Versioning helps to maintain information on current
repositories and their attributes, as well as past and future repositories.

1. Select the repository ent
t

y that dropgdowndisht t o
2. Clickthei Add Repositoryo but n f

r
o] at the bottom o
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3. The ACreat e -upwindowisretarneg. o p

4, Use the fiNew Versionotread®dipo i lwupt dvd madiprnwv,t haen dit Grheean c | |
ltemd button.

5. Therepositoryscreeni s refreshed for the repository selected.
incremented. The new version number is also displayed in the Repository Name field, where the

versonnumber is appended to the repWkidory name, for
6. Other repository information can be changed. All required fields must be complete.
7. Once data entry has been completed, click on the @S

8. The data will be saved and the screen refreshed, showing the new repository version entry.
1 Import

Note: This option would typically be used when you have a file or can create a file with one or more
repository entries.
Al mp
i n

e t o
he w

1. Inthed Cr e@ptioas0 box on theeenf eftref shlect th or
then click on the AAdd | temd button in t dow.

2. The Repository Upload screen is returned.

3. If you require a copy of the Repository Tablest e mp | at e, s el Tabldasd fiiRre ptotsé t or y
AiDat aSpecsniComgrgpal@avnb o x , and then click on the ADown
button. The File Download screen allows you to sav

4. Load or enter the repository table information that you want to upload into the template rows.
(Each repository table entry is entered as a separate row.) Save the EXCEL file. (NOTE:
DataSpecs uses EXCEL 97-2003 Workbook file format for this purpose.)

5. Return to the DataSpecs Repository Upload screen.

6. Select NReahedosi not e fAiDat a$p ddcppadomingx.o n e

7. Either browse to |l ocate (Ph®ernameé eof tthiee dfi Fielce otry lam
information for the file you wish to load.

8 Click the AValidate and I mporto button.

9. If there are errors in the Import file, Violations message(s) will be displayed. You can print the
error message, or Print or Save the Violation spreadsheet.

10. Correct any errors in the file. Save the corrected file. Return to step 6.

11. When the DataSpecs message fiNo vi ol eturhed,mesppr@dc ur s, p
AOKO button on the message screen.

12.Cl i ck on the fAUploadodo button.

13. A iSuccessO screen i s diepoptbrpentded loadedt h a count of the

Edit a Repository Entry
To edit repository information, use the following steps:

1. Choorse the repository entry t o lrep-dewhilist. €Glick bomhet he A Rep.
down arrow | ocated on the right si ddropadwnlistie A Reposi

2. The window refreshes to present the information for the selected repository.

3. Modify the repository information as needed.

4, Save the updated repository information by clicking
window.

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

Remove a Repository Entry
To remove a repository:
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1. Choose the repository entry to dop-dowelisioTheewdndown t he #F
will refresh to present data associated with the specified Repository.

2. When a Repository is selected, the button bar at the bottom of the screen includes an additional
button | abeled fAiRemove Repository.o Click the fARer

| l Data Grid View ] u Add Repository ] u R Reposi _!,] . Repository Details Re;g_ortJ u Save _“] l Cancel ]
rﬂ?ﬂi—r Onan |

| Best viewed in 1024768 resolution ESPSolutions Group

Figure 32 - Expanded Repository Info Button Bar

3. A pop-up window requires that you confirm the deletion.
Windows Internet Explorer |5|

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

[ OK ][ Cancel ]

Figure 33 - Deletion Confirmation Pop-up Window

4, Click AOKO to confirm the deletion.
5. The window will refresh to a blank Repository Info screen.

View Repository Data Grid

To see a |isting of Repository I nventory entries
screen. You can browse Repository entries, edit a Repository entry, remove a Repository entry, or
download the Repositorydata. For f ur t h e DatadseédVéewd sseecet iion under Gener al

, clicl

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

Repository Info | Repository Table Info | Table Fields | Associated Links

Home b Repository P Repository Inventory
i =n Welcome Testuser Logout
Repository Inventory B

=

[Jactive only
Pageﬁze‘ - a Set ]

(U Instance Name File Server Name Office IP Address Effective ki Version Status
Name Date Date

Edit Remove Repositoryld

Al X 23 test 5.6.2.1+-V1 |test 5.6.2.1+ test 5.6.2.1+ test 5.6.2.1+ 10/21/2009 10/21/2009 1 | Consolidated

g GE
u ViewAll ]u Download ]u cancel |

Figure 34 - Repository Data Grid View
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Generate Repository Details Report

To generate a Repository Details Report:

1. Sel
2. Cl i

ect t
ck t

r
t a

DataSpecsE

t hWmep-dowengish. r t
[ Reporto

il s

in t
but

h
t

e
on

The Repository Details Report lists information about repositories, detailing all the items shown in the web
view. For further discussion regarding fDetail Reportdsee that section under General Features.

Figure 35 - Repository Details Report
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4 4 (1 of 23 P Pl 100% Find | Next Select a format v Export (3]
=
Repository Details: DataSpecs
Database Name: DataSpecs Repository Status: Active Version: 1
Type:
Responsible Office: Database Access Effective 03M4/2008 File Server
Software: Date: Name:
Contact: Database 2002-2003 Expiration Server
Version: date: Address:
Phone: Extension: Instance
Name:
Email:
Description:
Tables and Fields in Repository
Table: Reposito Update Privacy Effective 03M4/2008 Expiration
ry Schedule: Restriction: Date: Date:
Field Name: status Primary Key: Required: DataType:
Min Value: Max value: Size: OptionSet:
Table: Table Update Privacy Effective 05M4/2008 Expiration
Schedule: Restriction: Date: Date:
Field Name: Table_id  Primary Key: 1 Required: DataType:
Min Value: Max value: Size: Option Set:
Table: Element Update Privacy Effective 05M4/2008 Expiration
Schedule: Restriction: Date: Date:
Field Name: Element Primary Key: 1 Required: DataType:
id
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RepositoriesC Repository Table Info

The Repository Tables screen supports documentation for the schemas and tables associated with each

Repository.

The screen operation requires identification of the Repository at the upper left of the screen. When the

Repository is selected, the Repository Tables functionality is enabled. When there are Repository Tables
available for the selected Repository, the table names are listed inthefi Re p o s i t owingow Brathel e 0

left side of the screen.

The Repository Table information serves as the connection point between a Repository and fields in the

repository.

Repository Table Screen Layout & Description

The following screen is returned when y-tiemnaggatiore c t

bar at the top of the screen.

=1 ) ESF S Giocp
ESP hdutem Groas !

DataSpecs»

uppert  LourseWalk'™  System Administration

LA

Home b Repositories k User's Guide Repository-vi #

Repository Tables = Witcome Tesluser Ligaul
Active Only =
Repository Rame* Baske Information
Liner's G Anpomitory 2 w|  Schema Hame update Schedule Frivaoy Restrictiss
gl ] new el w]
eposmory ke JEESNRER Drscraption
Uner's Guide Reposibory-¥1 -
=:lr'l Gwide Repository -
Stalus Table Type
T s ] [ —Ealect— |
i : ¥ il =l
Craate Options Hilssory Tracking
Pégm 'V ergign Efective Dake” Enpiration Date Version® _
Poemm fram Cagry 1170 = =

u Dala Girid Viaw ]u bl 1‘“ Cancel

Figure 36 - Repository Table Info (composite image)

The data groups on the screen include: Repository Name and Repository Table box, Basic Information,

and History Tracking. Repository Tables associated with the Repository selected are listed in the window
on the left side of the screen. When a Table entry is selected, the information about that table is displayed

in the Basic Information and History Tracking areas.

DataSpecs supports the following information on a Repository Table:
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Component Metadata i Repository Tables - Basic Information

Screen ltem Definition Optional(O)/
Required(R)

Schema Name The name of the schema or user space where the table resides. o
(Note: Not all database management systems support schemas.)

Table Name The free-form text name of the table within the database R
management system.

Status The status of the repository table. Default option set includes: 0]
Active, Inactive, Consolidated, Retired, Review, and Revise. The
iStatuso option set can be upd
Administration/System Tables. The same i St at us o0 o p
shared with Collection Info, Repository Table Info, and Output
Info.

Update Schedule A free-form text description of when the data in this table are @]
updated. This is a measure of the volatility of the data.

Privacy Restriction A description of the general level of privacy restriction associated @]
with the repository table. The default list of privacy restrictions
include: All Fields, Some Fields, No Restrictions. The option set
of privacy restriction entries can be updated through System
Administration/System Tables.

Description A free-form text description of the repository table contents and @]
purpose.

Table Type A characterization of the table: Operational, Archive, @]
Development, Longitudinal, Look-up, etc. The choices for this list
can be edited in System Administration/System Tables.

History Tracking
Screen Item Definition Optional(O)/
Required(R)

Effective Date The date that the table with the specific attributes will be (or was) R
effective.

Expiration Date The date that the table with the specific attributes will be (or was) 0]
expired.

Version The version of the repository table description. R

Screen Functionality & Navigation 1 Repository Table Info

You can view and manage the information about Repository Tables using the Repository Table Info
screen. The screen supports a set of actions for the selected Repository Table:

Sel ect

1 AActi ve
1 Add Repository Table entries
)l

Onlyo Filter to View Al

Edit Repository Table entries
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1 Delete Repository Table entries
1 Download Repository Table entries
1 View Repository Table Data Grid

Sel ect ifActi ve Onl Reéposioriestoeto ViewoOnl Aaive RAdogitories

The fAActive Onl yo c he crepoditayentries aretshown os onhy theeactivee r  a | |

repositories are listed in the Repository Name drop-down box. The default is to view active repositories

only. When you need to look at a non-active repository, you uncheck #fAActive Onlyo an
refresh with a list of all repositories in the system.

Arepositoryi s active as |l ong as i
fil

Expiration Dated has no
reached, arepositoryi s consi dered e

Entering and Editing Repository Table Entries
When entering information on a repository table, various fields may be edited by the following methods:

1 Enter data directly into an editable field

1 Select a predefined choice from the drop-down list

9 Click on the checkbox or radio button

1 Click on the Calendar icon to specify a date for a date field or type the date

The names of Repository Tables are displayed in the box to the top left of the screen. The screen
component includes side and bottom scroll bars for you to scroll to view additional Repository Table
entries.

Add a Repository Table
To add a repository table for a Repository, you will work through the steps for the method you choose.

The add method options include:

New

New Copy
New Version
Import

= =4 =4 =4

For Create Option:

T New
1. Selectthe Repositoryforthe new tabl e within dop-dowidilBepository Name
2. The screen will refresh to display the Repository Name and Repository Tables associated with

the Repository (if any).

3. Selectthe radio buttonforii Ne wo thdfitCrienat e 0Opbxons

4. Clickonfi Ad Ne wo abtuttthoen bott om of the fiCreate Optionso b

5. The screen will refresh with empty fields.

6. Enter the information on the New Repository Table.

7. Cli ck A Sayvtebottom of thewindavt

8. The new entry will be saved and the table name will be listedinthefi Reposi t cboxy Tabl eo0

1 New Copy

(The ANew Copyo radio button is activated when a repc
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N

w

No ok

Pick the Repository for the new drappdbwnlist r om wi t hi n t
The screen will refresh to display the Repository Name and Repository Tables associated with

the Repository (if any).

Select the Repository Table Name within the fAReposi
AfCreate Optionso box).

The screen will again refresh and display the information on the selected table.

Select the radio button for i N eGopyd witheiiCm eat e 0Opbikxons

Clickoni Add Newatbubheobottom of the fiCreate Optionso b
The AEdit T a bupwinddhawil digplaypfa pou to enter the name of the new table

entry.

i DSOL_Repository_New_From_Copy - Windows Internet Explorer

&) htip:f) v

Edit Table Name

Table Name * |School Federal Program Status State Table

. Save ]u Cancel ]

€ Internet # 100% ~

Figure 37 - Repository Table New Copy Pop-up Window

8.
9.

10.
11.
12.

f

Enter the new table name in the Tadpbex. Name box. Cl i
The Repository Tables screen will refresh and display the copied entry from the selected table.

Enter or modify entry, as desired.

Click ASaved button at bottom of window

The new entry will be saved and the new table name will be listedintheiReposi t oboxy Tabl ed

New Version

(The Wexsowd r adi o button i positargthbievsahosend) when a r e

N =

ook w

© o~

il

Pick the Repository for the new drappdbvnlist r om wi t hi n t
The screen will refresh to display the Repository Name and Repository Tables associated with

the Repository (if any).

Selectthe RepositoryTabl e Name in the ARepository Tabled box.
The screen will again refresh and display the information on the selected table.

Select the radio button for i N eMersiond withefiiCm eat e 0Opbkons

The Repository Tables screen will refresh and display the copied entry from the selected table.

Ef fective Date wild.l be todaydés date, and Version wi
Edit or modify the table entry as needed.

Click fASaveo button

New Repository Table entry is saved, and the name of the table appearsinthefi Reposi t ory
Tableo |ist

Import

The Import functionality is useful to migrate or move a large volume of data into DataSpecs. Import is
typically used when you have a file or can create a file with one or more repository entries.
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1. Atthe Repository Tables screen, cl i dmportd@radio button in the Create Options box on the
lower left of thescreen, and t hen, s.elect AAdd Newo

2. The Repository Upload screen is returned.

3. If you require a copy of the Repository Tablet e mpl at e, sel Tablgso filRkRreposi tory
iDat aSpecs ComdgrapuewvntboxXypaemd then click on the fADown
button. The File Download scr eEahle.xllIsdws iy eu otro ogpaeu
(NOTE: DataSpecs uses EXCEL 97-2003 Workbook file format for this purpose.)

4. Enter or load the repository table data that you want to upload into the template rows. Each
repository table entry is loaded as a separate row. And, save the EXCEL file with a unique file

name.
5, Sel ect A Rahesds iitnortyhe A Dat atSpEwmpedivningko ne n
6. Either browse to | ocate Phe®rnameé eof tthiee dfi Fielce otrg lam

information for the file to be imported.

7. Click the AValidate and | mporto button.

8. If there are errors in the Import file, Violations message(s) will be displayed. You can print the
error message or Print or Save the Violation spreadsheet.

9. Correct any errors in the file. Save the corrected file. Return to step 6.

100 When the DataSpecs message fANo vi ol aurhed,mesppradlcur s, pl
AOKO button on the message screen.

11.Cl ick on the AUploado button.

122A fiSuccessO screen i s diemoptbrargcerdsloaded. h a count of the

Edit a Repository Table
To edit a repository table entry, use the following steps:

1. Selectt he A Reposi t or ydroNdowndisi onfthe apper right ef the screen. Then
select the fAiRepository Tabled from those |isted in
Repository Na Reposito§dabled |1 itshte &ds needeahtrythatydul you see
want to edit. Mouse over the entry and click. The screen will refresh to display data associated
with the selected entry.

2. Modify the Table information, as needed.

3. Savethechangesbyclickihgi Saved butt othewandowbott om of

You may also locate the Repository Table to be edited, by using the Data Grid View, and scrolling
through the Repository Table entries to locate a specific entry.

Delete a Repository Table
To remove a repository table, do the following:

1. Select the fRepository Nameofrom the drop-down list on the upper right of the screen. Then
selectthei Repository ReEaplse d oirry tThad | Repdsitory Tabl&c rl a Islt tahse A
needed until you see the entry that you want to delete. Mouse over the entry and click. The
screen will refresh to display data associated with the selected entry.
2. When the Repository Table is selected, the button bar at the bottom of the screen includes the
ARemove Tabl ed htkeutitRemovel iTalbl ed button.

u Download ]u Data Grid View ]u Remove Table ] u Save ]u Cancel J

| Open

Best viewed in 1024*768 resolution kG ESPSolutions Group

Figure 38 - Expanded Repository Table Info Button Bar

3. Apop-up window requires verification of the delete. C
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4. The window will refresh to a blank Repository Tables screen on completion of the deletion.

Download Repository Table Entries
To download Repository Table entries, select the Data Grid View.

1. Select the table entries that you want to download.

2. At the bottom of the fATable I nventoryo screen, clic

3. DataSpecs returns a File Download pop-up wi ndow where you can fiOpeno th
file, or ACancel 0 the downl oad.

4, Sel ect ASave. 0 Direct the download table to your ch

name. Then save the table.

View Repository Table Data Grid

You can work with the grid view of the Repository Table Inventory by clickihgon t he A Data Grid Vi
button. Via this interface the user can Edit an Item, Remove an Iltem or Download the data for use as

shown bel ow. F o rDath Grid Viewdr scett aioln simaeledd Gener al Feature

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

 Repository Info | Repository Table Info | Table Fields | Associated Links S

Home b Repositories F RepositoryTable

Table Inventory |=§j Welcome Testuser Logout

=

[JActive Only

Page Size: 10

Edit Remove Tablemp Repository
Name

User's Guide

| X a76 U;Z;ﬁsistg:,ie Repository 2- | Active Archive Monthly | 11/12/2009 1
V1
A 475 | Lgore Sude | posre Sude, |adive Archive | National | Menthly | 11/12/2008 1

Figure 39 - Repository Table Data Grid View
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Repositories C Table Fields

The Repository Table Fields screens provide functionality to capture and manage the information on each
field associated with Repository schemas/tables. Each Table Field may include a field definition and
characteristics (data type, format, default values, and a formula). Each Repository Table Field may be
linked to a Dictionary Element and/or to an Option Set.

Begin use of the screen by selecting the Repository Name and Repository Table for the Table Fields at
the upper left of the screen. The Table Fields functionality is enabled when those two selections are
completed. When the selected Repository Tables already include Table Field entries, the Field Name
entries are listed inthe i Fi e | d wiNdawnan the lower left side of the screen.

After the Repository Table Field is created, the field may be linked to a Collection Item by using Collection
Item->Map to Repository functionality. Also, the field may be linked to an Output Item by using Output
Item->Map to Repository functionality.

Repository Table Fields Screen Layout & Description

When you select @Tab l-ternévigatibndar at the top of theecregre theofallaving
screen is returned.

| —r—

STATE OF TRANQUILITY

‘—""; - State of Tranquility . g ESP Solutions Group
o | olutions Group £} 3 D
i i) 7 ataSpecs

Home P Repositories

Table Field =

s
Welcome Testuser g3 280Ut )

M Active only Basic Information —
Repository Name Order Primary Key Order Field Name * Authoritative Source

[Seect— 7 | I [l |0

Repository Table

—Select-- v Definition Required Target Audience

Num_Field Name EoO |-select- v

v

Field Characteristics

Data Type Format Data Length Min Value Max Value Precision
[ —select— v | | [ ] [ 11 I | —
Default Value Formula
[ | [ |
Crente Ontions Element Option Set
Add From Element | —Select- ¥ | |-Select- Vi

Newves N <
ew Version History Tracking
New from Copy

o Effective Date * Expiration Date Version *
ew
= |z
OImport
[ Add New o

u Data Grid View ] u Cancel ]

Figure 40 - Repository Table Field (composite image)

The following screen items are available for a Repository Table Field entry:
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Component Metadata i Repository -> Table Field

Screen ltem Definition Optional(O)/
Required(R)
Repository Name The name of the Repository to which the Table and Field are R
associated. The Repository Name is selected from a drop-down
list.
Repository Table The name of the Table to which the Field is associated. The R

Repository Table is selected from a drop-down list.

Note: Num and Field Name information are not displayed until Field Basic information is entered or loaded.

Num The sequence number (Order) associated with a Field Name in
the particular Repository Table. (Field Names are displayed in
the Field Name box in sequence number order.)

Field Name The Field Name associated with the sequence number displayed
to the left.

Component Metadata i Repository -> Table Field i Basic Information

Screen Item Definition Optional(O)/
Required(R)
Order The sequence entry to control the order in which the fields are @]

di spl ayed in the displayedeunder héadingd e
ANumo with AField Nameo.

Primary Key Order If the field is part of the primary key for the table, then the position @]
it appears in is a composite key. If the field is the sole
component of the primary key then this field should be 1.

Field Name * The name of the field as it should appear in the table. The Table R
Field Name format should follow the conventions for field names
in use at your site. (These naming conventions are sometimes
associated with specific database software.)

Authoritative Source A checkbox to indicate whether this field should be considered 0]
the Aauthoritative sourceodo of
reporting. (NOTE: Data often move from field to field and from
repository to repository as they are processed and cleaned. The
final resting place is the authoritative source.)

Definition A free text field for the definition of the item. (@]

Required A checkbox to indicate whether the field may be NULL or must o
have some value or setting.

Target Audience The group of persons who are the expected primary users of the 0]
data or data grouping (Collection, Repository, etc.). The selection
is made from a drop-down list. The drop-down option list for this
item may be modified in the System Options table.
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Component Metadata i Repository -> Table Field i Field Characteristics

Screen ltem Definition Optional(O)/
Required(R)
Data Type The data type of the field: Binary/BLOB, Boolean, Date/Time, 0]
Memo, Number Discrete, Number Continuous, or Text. The
choices for this list can be edited in the table System Options
table.
Format The format in which the field should be entered or displayed. o
Data Length The size of the field. 0]
Min Value The minimum value allowed for the field. O
Max Value The maximum value allowed for the field. O
Precision When the Repository Table Field is a humeric field, this entry is @]
the maximum number of decimal places that will captured.
Default Value The default value of the field if there is one. @]
Formula The formula used to derive the field if it is a calculated field. @]
Element The unique Element to which the field is mapped. @)
Option Set The Option Set which contains the list of valid values for the field. @]
Component Metadata i Repository Tables - History Tracking
Screen ltem Definition Optional(O)/

Required(R)

Effective Date The date that the table field with the specific attributes will be (or R
was) effective.

Expiration Date The date that the table field with the specific attributes will be (or 0]
was) expired.

Version The version of the repository table field description. R

Screen Functionality & Navigation i Repositories -> Table Field

The fATabl el dsdo screen provides you with the

Table Fields for each repository table. The screen supports actions to:

M Select

E I

Sel ect

AActi ve
Table Fields

Add Repository Table Field entries

Edit Repository Table Field entries
Delete Repository Table Field entries
Download Repository Table Field entries
View Repository Table Field Data Grid

ifActi ve

Onlyd Filter to View Al

On | Reposhoaories/Tahles/Eieds drite\View ®hly Active

Repositories/Tables/Fields

The fHAActive

Onl yo

Repository Ta

¢ h e cédatrids bbxRepositoriesr RepositorwTralaes, fared Tablke | |

Fields are shown or only the active entries are listed in the drop-down boxes on this screen. The default is
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to view active entries only. When you need to look at a non-active (expired or future) entry, you uncheck
AActive Onl yo an deshtwithedroprdowndistsnof alléntriés inithe $ystem.

Anentryi s active as |l ong as its fAExpiration Dated has not
arepositoryi s consi dered Al nactiveo.

Add a Repository Table Field
To add a Table Field, you will work through the steps listed for the method you choose.

Select the creation mode by clicking the radio button |
side of the screen. The options provided include:

New,

Import,

Add From Element,
New Version, and
New From Copy.

=A =4 =4 -8 -4

For Create Option:
1 New

1. Select the ARepository Nameo adnog-dotvrhlists ifitheauppers i t or y Ta
left of the screen.

2. The screen will refresh and display table fields (if any) which are already associated with the
Repository and Repository Table.

3. Il n the ACreate Optionsod box at t
AAdd Newd button at the bottom o

4. Enter the metadata associated with the new field.

5. CIl i cakv ef0S b uhe batom ohthe window.

6. The new Table Field entry will be saved and the table field name will be listed in the fField Nameo
box.

he | ower | ef t of t h
f the box.

T New From Copy
(The ANew From Copyo radio button is activated when &

1. Selectthei Repository Nameo and t hedrdpRavplstsintheupper Tabl ed f
left of the screen.
2. The screen will refresh and display table fields (if any) which are already associated with the
Repository and Repository Table.
3. iMous e oV ekontheaField Namk énty in the Field Name box (in center left of screen)
for the Field entry to be copied.
The screen refreshes and displays the metadata associated with the entry to be copied.
In the fiCreate Optionso box,clatckt hteh el orweedri ol ebfutt toofn t
from Copyd and then select AAdd Newd button at the
6. The AEdi t Fi -adwndoWaithdisplaypEoter the name of the new Field Name entry,
and click fASawwndowi n the pop

a ks
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- DSOL_Repository_New_From_Copy - Windows Internet Explorer

: £ | http://72.85.233.106:9292/DSOLApp/Repository/TablesfieldsNewfromcopy.aspx v \

Edit Field Name

Field Name * |SchoolName

u Save ]u Cancel ]

€D Internet T 100% -

Figure 41 - Repository Field New From Copy Pop-up Window

The screen will refresh and display the copied data with the new field name.

Enter and modify the metadata associated with the new field.

Click fASavthebottora of thewindavt

0. The new Table Field entry will be saved and the table field name will be listed in the fField Nameo
box.

B oo~

1 New Version
(The fANew Versionodo radio button is activated when a T

1. Select the fARepashiet dirRye pdame @ r agnogfdavimllistsdn the uppem t h e
left of the screen.
2. The screen will refresh and display table fields (if any) which are already associated with the
Repository and Repository Table.
3. iMouse over o and cl i cyknthe Rield Name bBxi (ie demter ISfaofrsereen)n t
for the Field entry to be copied.
4. Sel ect the radio bpandnt Hfeor dINeovk WeAdhd oMetwhoe bfiuCGrteocant e
Optionso box.
5. The Repository Table Fields screen will refresh and display the copied entry from the selected

tabl e. Ef fective Date wild/l be todayds dat e, and Ver
6. Edit or modify the table field entry as needed.
7. Click fASaveo button.
8. New Repository Table Field entry is saved, and the name of the Repository Field appears in the
ARepository Tableodo list, with the new version numbe

1 Add From Element

Note: This function requires that the Element to be copied must be loaded in the DataSpecs
dictionary. S e eEleiientd secti on for details.

1. Sel ect tshiet ofrRre pNbame and the Select the fiRepository
from the drop-down lists in the upper left of the screen.

2. The screen will refresh and display the blank Table Field screen, with a list of table fields (if any)
which are already associated with the Repository and Repository Table.

3. Select the radio button for AAdd From El ement, 0 and
ACreate Optionsodo box.

4. A pop-up window is returned with a listing of current Elements.
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5. Scrolltothe ElementNa me. When the appropriate EIl ement Name

button at the bottom of the pop-up window. NOTE: You can also type the first character of the
Element Name to position to the elements starting with that character.

6. The screen will refresh and display a Repository Field screen with the field characteristics entries
copied from the Element entry, but no entries in the Basic Information area.

7. Enter the required fields and edit or modify other Repository Field information.

[

8. When finished , click the fAiSaveo button at the bottom of t
9. New Repository Table Field entry is saved, and the name of the Repository Field appears in the

ifiRepository Tableo list with the new version number
1 Import

The Import functionality is useful to migrate or move a large volume of data into DataSpecs. Import is
typically used when you have a file or can create a file with one or more repository table field entries.

1. Atthe Repository Table Fields screen, cl i t¢miportéiradio button in the Create Options box on the
lower left of the screen, and t hen select AAdd Newbo
The Repository Upload screen is returned.

2.
3. If you require a copy of the Repository Tablet e mp | at e, s e | Balblaso fAiRre ptolse t or y

AfiDat aSpecs Co mgrapwavn box angtpheadickon t he #fADownl oad Templ at
The File Download screen al [Tablesx lyooa ftiol(MOaARre d phen AiRte

DataSpecs uses EXCEL 97-2003 Workbook file format for this purpose.)
4. Enter or load the repository table data that you want to upload into the template rows. Each
repository table entry is loaded as a separate row. Save the EXCEL file with a unique file name.
5. Sel ect A Rahtesos iitnortyhe A Dat aSpedmep-doviniogxonent Typeo

6. Either browse to | oiclag et d hlemparned odr teéwret éirF t he di

information for the file to be imported.

7. Click the AValidate and I mporto button.

8. If there are errors in the Import file, Violations message(s) will be displayed. You can print the
error message or Print or Save the Violation spreadsheet.

9. Correct any errors in the file. Save the corrected file. Return to step 6.

100When the DataSpecs message fiNo violation occur s,
AOKO button on the message screen.

11.Cl i ck opnl caahded fAbUut t on.

122A fiSuccessO screen i s diemogtornargcerdsloaded h a count of

Edit Table Fields
To edit a table field, you will:

1. Select the ARepository Named adnog-dotvrhlists ifitReamers i t or vy
left of the screen.
2. The screen will refresh and display table fields (if any) which are already associated with the
Repository and Repository Table.
3. Select the Field entry in the Field Name box (in center left of screen) for the Field entry to be
copied. ( AiMoager o the field names to the one you want
it.)
The Repository Table Fields screen will refresh and display the Table Field entry.
Edit or modify the table field entry as needed.
Click ASaved button.
New Repository Table Field entry is saved, and the name of the Repository Field appears in the
ARepository Tadditseauentered.t wi t h t he

No gk

Remove a Table Field
To remove a table field, you will:
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1. Select the ARepository Na men theadnog-dotvrlists ifitheauppers i t or y T a
left of the screen.

2. The screen will refresh and display table fields (if any) which are already associated with the
Repository and Repository Table.

3. Select the Field entry in the Field Name box (in center left of screen) for the Field entry to be
copied.( AiMouse overo the field names to the one you wa
it.)

4. The Repository Table Fields screen will refresh and display the selected Table Field entry, and
th e A Re mo vbettorFwilldé included at the bottom of the screen.

u Data Grid View ]u Remove Field ]u Save ]u Cancel

Best viewed in 1024*768 resolution Qi ESP Solutions Group

Figure 42 - Repository Fields Delete Button Bar

5. Click the fARemove -upwiedbwli®prebenteédtasking for you tp wepfy that you
want to delete the field.

‘,\? / Are you sure you want to delete this Record?

[ ok || cancel |

Figure 43 - Repository Fields Delete Pop-up

6. Respond fAiOK0O to complete the deletion.
7. The record is deleted, and the Repository Fields window refreshes.

View Table Field Data Grid

For afi g rvied of the Repository Table Fields, clickont he @A Dat a Gr iatltheWiottenwobtheb ut t o n
Repositories Fields window. You can select a Repository Field to view or edit. You can delete a

Repository Field. And, you can also download Repository Fields information for other uses. For further

detail s [Rata Giid Viewd s e inthe Gemeral Features section.

Page 7o ESP Solutions G
Copyright © 2015 ESP Solutions Group. ALL RIGHTS RESERVED. Confidential Material. olutions Group
Duplication or disclosure is prohibited without written permission.



DataSpecsE Us e wides G
December 2015

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

Repository Info | Repository Table Infa | Table Fields | Associated Links

Home } Repositories Fields P table fields Inventory

Field Inventory EEW Welcome Testuser Logout

-

[Jactive only

Payes.ze_—fln ’ Set I

TableField
b1

. Effective | Expiration £ Min Max | Default Data Ttem
Edit Remove D Table Name Fieldhame Element it Date Version |, o . value|value |Format| Formuda

& | ] 2350 DataSpecs Collection Abstract-V1 5/14/2008 1
@ 2] 2495 Pcearrl‘cii Concentrator_Summary = acad_disadvantaged-vi1 5/14/2008 1
@ ZI 2487 Pcearrl‘(i% Concentrator_Summary asian_concentrators-v1 5/14/2008 1
| %] 2355 DataSpecs Collection bz i e 5/14/2008 1
| %] 2354 DataSpecs Collection Associated_link_name-v1 5/14/2008 1
@ ZI 2356 DataSpecs Collection Associated_link_URL-W1 5/14/2008 1
Ca e Farln =
<] >

u ViewAll ]u Download]u cancel |
u Downloadju Cancel J

Figure 44 - Repository Fields Data Grid View

Repositories C Associated Links

The Associated Links functionality supports documenting hyperlinks to Repository materials, which might
include repository documentation, information relating to repository uses, and other related websites.
Repositories Associated Links Screen Layout & Description

The Associated Links screen, shownbe | o w, is returned when the fiAssociate
the second-tier navigation bar at the top of the screen.

ESP Solutions Group
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STATE OF TRANQUILITY

(—] State of Tranquility - ESP Solutions Group
o ESP Solutions Group m
R fo— B[ = DataSpecs

Collections Repo ies Outputs and Reports E!emgn;s Option Sets Sgarch Support CourseWalk™ System Administration
epository Info | Repository Table Info | Table s | Associated Links

Home P Repositories Associated Links) N
Associated Links Welcome Testuser g13 Logout
[l Active only Associated Link Info

'R_EPMY "aimeﬁ Associated Link *
v

| Security Directory-V1 l

Associated Links Link Description

Link URL *

Notes

u Impon]u Data Grid View ]u Add ]u Save ]u Cancel ]

Best viewed in 1024*768 resolution ESP Solutions Group

Figure 45 - Repositories Associated Links Screen

The areas on the screen include: Repository Name and Associated Links, and the Associated Link
Information grouping.

G

Component Metadata i Collections i Associated Links

Screen Item Definition Optional(O)/

Required(R)
Repository Name * A user-defined unique name or title that represents a repository. R
Associated Links The list of selectable Associated Links which have been associated with

the chosen collection. Link entries are shown in this box (on the upper
|l eft of the screen) when the entr

Description A narrative description of the contents of the repository associated links 0]
entry.

Associated Link Info

Screen ltem Definition Optional(O)/
Required(R)
Associated Link The user-defined name of the Associated Link related to the Link R
URL.
Link Description The free-form text description of the Associated Link. 0]
Link URL The hyperlink URL (uniform resource locator) specifying where R

the Associated Link is available.
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Notes The free-form text notes about the Associated Link. (@]

Screen Functionality & Navigation i Associated Links

The Associated Links screen supports the following actions:

T Select AActive Onlyo filter to Iist all Associated
list only active Associated Links

Add an Associated Link

Import Associated Link(s) entries

Edit an Associated Link

Delete an Associated Link

View Associated Links Data Grid

=A =4 =4 -8 -4

Sel ect iActi ve Onl Assockhied ltinks or to &iew ®néyvActidd Associated Links

The fAActive Onl yo c h e cédatrids ioixthe Associatedd inks arevdinevh or enty tha | |

active entries are listed in the drop-down boxes on this screen. The default is to view active entries only.

When you need to look at a non-active (expired or future)entry, you uncheck HAActive Onl yc
window will refresh with drop-down lists of all entries in the system.

Anentryi s active as |l ong as its fAExpiration Dated has not
arepositoryi s consi deroed Al nacti ve

Add an Associated Link
To add an Associated Link, complete the following steps:

1. Sel ect the nARepo drop-downyistilNthenupper left of the dereen.

2. The screen will refresh and display Associated Links (if any) which are already associated with
the chosen Repository.

3. Click the fAddtombfthe screen. Thetscraéem vl redresh with blank fields in the

Associated Link Info area.

Enter the metadata associated with the new link entry.

Click nSavtebottom of thewndanvt

The new Associated Link entry will be saved and the link name will be listed in the MAssociated

Linksobox in the upper left of the screen.

o gk~

Import Associated Links

The Import functionality is useful to migrate or move a large volume of data into DataSpecs. Import is
typically used when you have a file or can create a file with one or more Associated Link entries.

1. Atthe Associated Links screen, click the importd b udn the bottom bar.

2. The Repository Upload screen is returned.

3. Select AAssociated Linkso i ndrop-doenbBbxat aSpecs Componen

4. If you require a copy of the Repository Associated Links template, clicktheAi Downl oad Templ at
button. The File Downl oad CdletioeAssociatedLinks.ws| sy® uf it loe sarv

open it. (NOTE: DataSpecs uses EXCEL 97-2003 Workbook file format for this purpose.)

5. Enter or load the Repositories Associated Links data that you want to upload into the template
rows. Each repository table entry is loaded as a separate row. Save the EXCEL file with a unique
file name.

6. Sel eAssbciafed Links0 time fADat aSpecs Gomgoembexat Typeo

Page 78 — :
Copyright © 2015 ESP Solutions Group. ALL RIGHTS RESERVED. Confidential Material. ﬁ ESP Solutions Group
Duplication or disclosure is prohibited without written permission.




DataSpecsE  Us e mides G
December 2015

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

8 Click the AValidate and I mporto button.

9. If there are errors in the Import file, Violations message(s) will be displayed. Print or Save the
Violation spreadsheet.

10. Correct any errors in the file. Save the corrected file. Return to step 6.

1. When the DataSpecs message ANo violation omcurs, pl
AOKO button on the message screen.

122.Click on the AUploado button.

13. A iSuccessO screen i s dAssooiftayieksentwdstoddeda count of the

Edit an Associated Link Entry
To edit an Associated Link entry:;

1. Sel ect t he nR emthedrop-downyist ilNthenupper left of the screen.

2. The screen will refresh and display Associated Links (if any) which are already associated with
the chosen Repository.

3. Select the Associated Link entry that you wish to edit from those listedinthe A Associ at ed Li nks
window. (Mouse over the entries and click.) The screen will refresh and display the information for
the Associated Link.

4. Make the necessary modifications for the entry.

5. Cl i ck f Sayvthebottom of thewindawt

6. The updated Associated Link entry will be saved.

Delete an Associated Link Entry
To remove an Associated Link entry, you will:

1. Sel ect the nARepo drop-downyistilNthenuppeér left of the dereen.

2. The screen will refresh and display Associated Links (if any) which are already associated with
the chosen Repository.

3. Select the Associated Link entry that you wish to e
window. (Mouse over the entries and click.) The screen will refresh and display the information for

the Associated Linkandt he fARemoved button wildl be included at
’ u Import ] u Data Grid View ]u Add ] u Save ]u Remove ] u Cancel ]
Best viewed in 1024*768 resolution Qi ESPSolutions Group

Figure 46 - Repositories Associated Links Delete Button Bar

4, Click the ARemove -upwiedbwli®prebentédtasking for you tp wepfy that you
want to delete the field.

» R
$ e S e S e e i gi]

\? / Are you sure you want to delete this Record?

[ OK ][ Cancel ]

Figure 47 - Repositories Associated Link Delete Pop-up

5. Respond fAiOKO to complete the deletion.
6. The record is deleted, and the Repository Fields window refreshes.
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View Repository Associated Links Data Grid

Forafi g rview of the Repository Associated Links,clickon t he HADat a Gatthalbotséinefwd butt c
the window. You can select a specific Associated Link entry to view or edit. You can delete an

Associated Link entry. And, you can also download Associated Links information for other uses. For

further ©Oa&aGidViews e ® e @the Gemeral Features section.

Repositories C Map Repository Field to Repository Field

The Map Repository Field to Repository Field screen documents the relationships between Target Fields
and Source Fields.

A Target Repository, Target Repository Table, and Target Repository Field can be mapped to a Source
Repository, Source Repository Table, and Source Repository Field in order to connect a relationship
between two repositories.

NOTE: Before you proceed with mapaqyiTable, andRemsitéryFeldget 0 Re
and t he Hepositary, Repasitory Table, and Repository Field must be entered (loaded) into
DataSpecs.

The Map Repository Field to Repository Field Screen provides the functions to:

1 Map (Link) a Target Repository, Repository Table, and Repository Field to a Source Repository,
Repository Table, and Repository Field

1 Un-map (remove a link) a Target Repository, Repository Table, and Repository Field to a Source
Repository, Repository Table, and Repository Field

1 View source(s) mapped to a target Repository, Repository Table, and Repository Table Field

1 Generate a Repository to Repository Mapping Detail Report

Screen Layout & Description

The Map Repository Field to Repository Fields cr een, shown bel ow,Maps returned w
Repository Field to Repository Fielddo opt i on i s s el dierhagightioo mar at thegop ef¢he o n d
screen.
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)
| Jsp Solution: Grot ?\3 NationaL Epucation Data MobpeL ESP Solutions Group
) heBm DataSpecs™

[N Outputs and Reports | Hements | OptionSets | Search | Support | Coursewalk™ | System Administration
Repository Info | Repository Table Info | Table Fields ~ AssociatedLinks |~ Map Repository Field To Repository Field

Home b Repositories

Map Repository Field to Repository Field = P
Repository: | --Select-- [=] Il
Table: —select—[w]
Target Field: |-Select—[+| Description: Formula:
Active Only
a
Repository: | -—Select— =] 2
Table: ~Select—[=] Source Fields Mapped to Target Field
Source Field: _—
onrecle - Fiek Name [—
=] Mo mapped fields found.
No source fields found. 5 F
LAy
|
|
u Data Grid View ] u Save ] u Clear J

v6.1.0.1-2163 & ESPSolutions Group

Figure 46 1 Map Repository Field to Repository Field Screen
The groupings of data on the Map Repository Field to Repository Field screen includes:

Target Repository Name

Target Repository Table Name

Target Repository Table Field Name
Target Repository Table Field Description
Target Repository Table Field Formula
Source Repository Name

Source Repository Table Name

Source Repository Table Field Name
Source Repository Table Field Description

=A =4 =4 -8 -8 -89 _-9_-9

Definitions for items that reference the Repository Name, Table Name, Field Name, Field Description, and
Field Formula are located at the beginning of the Repository SectionoftheUs er 6 s. Gui de
Screen Functionality & Navigation i Map Repository Field to Repository Field

You can view and manage information regarding the Repository Field to Repository Field mapping. The
screen supports actions to:

T Select AActi ve OnTargebandiar SoureerRepositoryvT abée Wields lorlito View
Only Active Target and/or Repository Table Fields,

1 Select a specific Target Repository, Repository Table, and Repository Field

1 Map (link) a Target Repository Field to a Source Repository Field,

1 Un-map (remove the link between) a Target Repository Field to a Source Repository Field,

1 View mappings to a specified Target Repository, Table, and Field, and

1 Generate a Repository to Repository Mapping Detail Report.
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Sel ect ifActi ve Onl Vargettand/or ®ource Repositiory Wabla Fiélds or to View
Only Active Target and/or Repository Table Fields

The fAActive Onl yo c he cthrgebandlor sowce tepositbries ave lstowntoeonly thel |
active target and/or source repositories are listed in the Repository Name drop-down boxes. This feature
is available for both the Target Repository section and the Source Repository section. Unlike other
screens, the default in the Map Repository Field to Repository Field is to view non-active repositories
which include all repositories in the system. When you need to look at active repositories, you check

AActive Onlyo and t he wonlyactverepositdries. r ef resh with a | i st
Arepositoryi s considered fiactived as long as its fAExpiration
Dateo i sarepaayhiesd,consi dered fAlnactive. o0

Map a Target Repository Field to a Source Repository Field
To Map a Target Repository Field to a Source Repository Field, you:

1. Select the Target Repository, Repository Table, and Repository Table Field you wish to have a
mapping(s) by using the drop-down boxes in the Target Section at the top of the screen.

2. The screen will refresh with each selection. When the Target Repository Table Field Name is
selected, the Target Field description and formula is displayed.

3. Select the Source Repository Table Field you wish to map to the Target Repository Table Field
by selecting the Source Repository and Table with the drop-down boxes in the lower left Source
Section, then click on the desired Field.

4., Cl i ¢ kMapoh eb uiketiveen the source selection section and the source listing section.

Un-map a Target Repository Table Field and a Source Repository Table Field
To Un-map (remove the links between) a Target Repository Field and a Source Repository Field, you:

5. Select the Target Repository, Table, and Table Field by using the drop-down boxes in the Target
Section.

6. The screen will refresh with each selection. When the Target Repository Table Field Name is
selected, the Target Field description and formula is displayed.

7. Select the Source Repository Table Field you wish to Un-map by clicking on it in the lower right
section.

8. CIl i c kUn-mapé b uletiveen the source selection section and the source listing section.

View Map Repository Field to Repository Field Data Grid
To view the data grid of the Map to Repository entry or entries, the following steps can be used.

6. Select the Target Repository Name, Table, and Field for the desired mappings to be displayed in
the Data Grid view. If you would like to see all mappings, do not select a Target Repository Table
Field and skip to step 2.
7. Click on the fAData Grid Viewdo bédMapntat Repesbobt g mcC
screen displays the Source Repository Fields which have been mapped to the selected Target
Repository.
Use scroll bars on the right and at the bottom of the table to view all columns and rows.
Repository to Repository mappings can be edited or removed, using EDIT or REMOVE buttons
available on each entry.
10. For additional detail, seethefi Dat aViGewd section under Gener al Featu

8.
9.
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Outputs and Reports

Outputs and Reports Functionality

DataSpecs provides the functionality to document Outputs and Reports from the Data Inventory using the
following steps:

1. Load selected Outputs/Reports and Output/Report ltems.

2. Relate Output/Report Items to available Data Dictionary Elements, and add Element entries as
needed.

3. Relate Output/Report Items to available Option Sets, adding Option Sets and Options as needed.
AND,

4. Relate (Map) Output/Report Items to Repository Fields.

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

You can access the Outputs and Reports functionality through the second-level navigation bar at the top
of the DataSpecs screen. The navigation bar components for Outputs/Reports include:

1 Output Info

T Output Item

1 Output Iltem - Map to Repository
1 Associated Links

The components support the entry, import (upload), download, and reporting of the data inventory entries
for Outputs and Reports

Outputs and Reports € Output Info

Output Info supports documentation about the high-level information about Outputs and Reports. The
screen provides functionalities to:

Add a single output/report entry

Upload Output info for one or more Outputs/Reports
Update or Edit an Output/Report entry

Remove an Output/Report

View a specific Output/Report entry

View a set of Output/Report entries

Generate an Output Details Report

E I

Output Info Screen Layout & Description

rned when-tiey@aaSpecemenwec t A Out p!

The following screen is retu
t the second

bar and AOQutpu {tier memd baro n
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DataSpecs ;.J
Collections Repositories Outputs and Reports Elements Option Sets Search Support CourseWalk™ System Administration
| Output Info | Output Ttem v | Associated Links
Home b Outputs and Reports b S i i
Outputs and Reports = Welcome Testuser g4 22890ut )
Basic Information =
[“]Active only
Name * Report Set
| —Select-- v |New ] --Select— viNew
Report Number Status Target Audience
| |[—select— || -select- v
Ownership Abstract i
Office -
—Select-- v| =
Steward Phone Ext E-Mail Mandate
| | | j
Report Characteristics Periodicity
Media Format Detail Level Privacy Restriction
—Select— V‘ l ] 1-—-Select-—~ v|
Month Reported
Jan Feb Mar Apr May Jun Jl Aug Sep Ot Nov Dec
Pl P L P ) R R A [ P 1 P ]
Available Documentation
[[] Administration Manual [] Change Implications [] ItemList [] StorageLocation [ | Item Dictionary [ | Other Documentation [] Quality Criteria
History Tracking
Effective Date * Expiration Date Version *
B | 2 [ |
[ _patacriaview ][ Adaouput ][ save ][ output etaits Report ] [l cancel ]
| Open |
Best viewed in 1024*768 resolution ﬁ_i ESP Solutions Group
Figure 48 - Output Info screen (composite image)
The groupings of data on the Output Info screen include: Basic Information, Ownership, Report
Characteristics, 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 i Outputs and Reports 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. Expired entries (entries
where the fAexpiration dateo has
but are not displayed within the drop-down list or the Data Grid

view.
Name (Output or Report A unique name or title that represents a defined output/report. R
Name)
Report Number A unique number assigned to represent a specific output/report. 0]
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The unique number is associated with the unique name for an
output/report.

Report Set A user-defined grouping of outputs/reports. 0]

Status The status of the output/report: Active, Being Revised, o
Consolidated, Inactive, Retired, or Under Review.

Target Audience The group of persons who are the expected primary users of the 0]

output/report. The selection is made from a drop-down list. The
drop-down option list for this item may be modified in the System
Options table.

Component Metadata i Outputs and Reports i Ownership

Field

Definition

Optional(O)/
Required(R)

Office

The office responsible for the particular Output/Report. The

selection is from a drop-down list of Offices. This field is not
editable from the Output Info screen. Use
>0f fices0O screen to enter or

t h-e A/

t

O

Abstract

A short free-form description of the output/report.

Steward

The person responsible for the output/report or the contact
person for the output/report. The selection is made through a
pop-up box. This field is not editable from the Output Info
screen. Use thePBBppporscreen t
correct the steward (contact) name.

(

Mandate

A description of the source of requirements for the output/report.
AMandateso might include a | e
administrative code or procedure, or local policy.

0

Phone

The phone number associated with the steward (contact) for the
output/report. This field is not editable from the Output Info
screen. Use thePBBppporscreen t
correct the phone number.

(

Extension

The extension (if any) associ
steward (contact). This field is not editable from Output Info

screen. Use thePBBppporscreen t
correct the phone number.

=

(

Email

The email address associated with the steward or contact for the
Output/Report. This field is not editable from Output/Report
screen. Use t he>ResSauplpodtscreen t
the phone number.

(0

Component Metadata i Outputs and Reports i Report Characteristics

Field

Definition

Optional(O)/
Required(R)
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Media

The media through which the output/report is available.
Examples of media might include: paper, PDF, Excel file, etc.
The option |list for this |ist
table.

Format

A free-form text description of the output/report format.

Detail Level

The lowest level of detail at which the data are provided as
outputs/reports. Examples include: County, Course, District,
Individual, Other, Program, Region, School, or State. The option

list for this entry can be edited in the table System Options table.

Component Metadata i Outputs and Reports T Periodicity

Field

Definition

Optional(O)/
Required(R)

Privacy Restriction

Indicates whether the output/report should be protected for
reasons of privacy/confidentiality. Restriction options include:
ACell size dependdiiResdr fiacnhde idfiyNi
Restrictions. o The options fo
ASystem Optionso table.

O

Month Reported

The month or months when the output/report is expected to be
completed or available. The entry includes a check box for each

month.

Component Metadatai Outputs and Reports - Available Documentation

Field Definition Optional(O)/
Required(R)

Administration Manual Check box that output/report documentation is available in an O
Administration Manual.

Change Implications Check box that output/report documentation is available in a O
Change document.

Item List Check box that output/report documentation is available in an (0]
Item List.

Storage Location Check box that output/report documentation is available in a (0]
storage location, e.g. at a web site URL or in a directory.

Item Dictionary Check box that output/report documentation is available in a data (0]
dictionary.

Other Documentation Check box that output/report documentation is included in other (0]
materials.

Quality Criteria Check box that output/report documentation is included in quality (0]

criteria.
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Component Metadata i Outputs and Reports i History Tracking
Field Definition Optional(O)/
Required(R)
Effective Date The beginning date that the output/report was (or will be) R
effective.

Expiration Date The date that the output/report was (or will be) expired. @]
Version The version of the output/report description. R
Screen Functionality & Navigation i Output Info
The AOutputs and Reportso Infne: form provides the fol

T Select AActive Onlyo filter t odrop-dowrtlistarkolistddlyt put |

active entries

1 Add an Output Info entry

1 Upload Output Info entries

9 Edit an Output Info entry

1 Remove an Output Info entry

1 View a specific Output Info entry

1 View a set of Output Info entries

I Generate an Output Details Report
Note: Al | required fields must have data assigned for

denoted by an asterisk at the end of the field name.

AActi ve Onl View AR Odtgutelnfo Bntwies or to View Only Active Outputs
The fAActive Onl yo ¢ he cQutpbtmioentriesrate shownor omhhtre adtive onesa | |
are listed in the Name drop-down box. The default is to view only the active Output Info entries.
An Output Infoentryi s active as |l ong as its fAExpiration Datebo

isreached,iti s considered to be Alnactiveo.

Entering and Editing Output Info Data
When entering Output Info 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.

E R K

e

| o)

nf o

h a

Thefi el ds fAResponsible Officed and fAiContactsd may either
or they may be new entries that are added to fAPeopl eod

managed directly using SUPPORT->Offices or SUPPORT->People.

Add Output Info Entry
To create/add a new Output Info entity, click on the i N e w 0 (nextitortHe Name box) oruse the i Ad d
Out puto button at t.he bottom of the screen

The screen will refresh to allow for data entry to create a new entry.
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Whenyou clickontheA Add Out p,uthée HWtrtecaant e Owlitbé retarsed. Thiscscreee n
provides selection of a Create Option for a new Output Info entry, including:

Add New
New from Copy
New Version

1
il
l
T Import

e DSOL_OutputReports_Add_New - Windows Internet Explorer

€ | http:/f v

Create Options

& Add New New from Copy New Version () Import

& Internet # 100% ~

Figure 49 - Output Info Create Options Pop-up Window

fiAdd New, 0 ANew Copy, o0 and ANew Versionodo selOstuut i ons ea
Infoentry. The Al mporto sel ect Ootputirfoeptnmes.rts | oading one oIl
1 Add New

1. Click on fANewo | Qutputd obru tutsen thppee diiAfdydi ng A Add Newo fr
pop-up window.

2. Enter the required fields i OutputNa me , Ef fective Dat e, and Version.
default value of 1.

3. Enter other fields, as desired.

4, Whentheentry is complete, click on tQuiputsiaBdaRems butt on
screen to store the Output Info entry.

T New Copy
(The ANew Copyd radio button is activated when a repc

Note: You can use New Copy when an existing Output Info entry has minor changes from the other
Output Info, like a different detail level, different report dates, or different audiences.

1. Select the Output Info entry that you want to copy fromt h Bl a fn elp-down list.
2. ClickthefAdd Outputd button at the bottom of the screen.
3. The ACreat e -upwindowisretarneg. o p
4, Use the fiNew Copyo radi o bututpomwiind otwh e afmCr & enteen @g ti i
l'temd button.
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5. Enter the new Output Name, and update other information, as appropriate.
6. Click on the ASaved button at the bottom of the
7. The Output Info entry will be saved and the screen refreshed.

T New Version
(The ANew Versiono radio buttomwsen)s activated when
Note: This option would typically be used when an existing Output Info entry has minor

modifications. A new version would typically supersede the older version. Entries are unique

when effective date and/or version number are different. Versioning helps to maintain
information on current outputs/reports and their attributes, as well as past and future

outputs/reports.
1. Selectthe Outputinfoent ry that you wantdrop-dowrelstpy i n the fANameo
2. Clickthein Add Outputodo butt escreent t he bottom of th
3. The ACreat e -upwindowisrstérneg. o p
4, Use the fANew Versiono radio buypt twdmdionw,t haen dii G@rheeant ec | @
ltemd button.
5. The Output Info screen is refreshed showing the selected entry. The AVemrssiono field
incremented. The new version number is also displayed in the Repository Name field where the
version number is appended to the repository name (fore x a mp | ei Wi2E0S) P
Other Output Info can be changed. All required fields must be complete.

6.
7. When changes are completed,c 1 i ck on the ASaved button at the
8. The data will be saved and the screen refreshed showing the new Output Info version entry.

T Import
This option would typically be used to migrate or move a large quantity of data from an existing

environment into DataSpecs. This option requires that you have a file or create a file with one or more
Output Info entries.

de

S

a

bot

1. IntheA Cr e@ptioassdO box on the | eftref sheEestrehea Al mporto

thenclickonthei Add | temd button in the window.
2. The Output Upload screen is returned.
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State of Tranquility = . o ESP Solutions Group

DataSpecs

Solutions Group

Coll

Home ) Out
Output Upl

ections Repositories Outputs and Reports Elements Option Sets Search Support CourseWalk™ System Administration

put Z
fad Welcome Testuser g3 «L280ut )

Select File to Import

DataSpecs Component Type

‘ —Select-— v|

I Download T

[

File to Import

; Browse...

u Import ]uUpload and Validate] u Cancel ]

Best viewed in 1024¥768 resolution i ESPSolutions Grann

Figure 50 - Output Upload Import Screen

3.

8.
9.
10.
11.

12.
13.

Page 90
Copyright ©
Duplication o

If you require a copy of the Output Infot e mp | at eQutpst ant Repdrtsofi i n t he fADat aSpe
Componentdropfdpywneod® x , and then click on the fADownl oad
Downl oad screen al |SateGutpyt@AndRéports.sxalvseo td tpier itdfiN@TE:

DataSpecs uses EXCEL 97-2003 Workbook file format for this purpose.)

Load or enter the information that you want to load into DataSpecs in the template rows. (Each

Output Info entry is entered as a separate row.) Save the EXCEL file with a unique filename.

Return to the DataSpecs Output Upload screen.

S e | eQutputdnd Reportsd i n t hpee cfisD aGoanf o ndrop-dowT hoxp e 0

Either browse to |l ocate the name of the fAFile to In
information for the file to be loaded.

Cl i ckUplbadend¥Yfal i dated button.

If there are errors in the Import file, Violations message(s) will be displayed. You can print the

error message or Print or Save the Violation spreadsheet.

Correct any errors in the file. Save the corrected file. Return to step 6.

When the DataSpecs message fiNo viadloat isomedacumres, ple
AOKO button on the message screen.

Click on the fAUploado button.

A ASuccesso screen i s dOupptlinéerdrigs thatwerh losledc ount of t he
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/= Successful Upload - Windows Internet Explorer |'._||E|E|
£ | http:/(72.85. 233, 106:9292/D50LApp/ComponentsUpload,UploadSucessful. aspx?UploadedRecCnt=3&Component=5tateCutp

Upload Records

Success!
Upload of <3 records to StateQutputsAndReports was successful

u Download ]u Upload More ]u Go To Form ]

Done 0 Internet ':'i',', 100% -

Figure 51 - Output Info Upload Success Pop-up Window

14. Selections from the Upload Success screen allow you to
a. i Do wn |7 d@vdléad the successfully loaded Output entries,
b. AUp Il oadi réwnrtetiie Output Upload screen, or
c. AiGo t o godortha ®utputInfo screen.

15. Select one of the buttons, and proceed.

Edit an Output Info Entry
To edit an Output Info entry, use the following steps:

1. Select the Output Info entry to be edited fromt h &l a m e@p-down list.

2. The window refreshes and displays the selected Output entry.

3. Modify the Output Info entry as needed.

4, Savet he updated Output I nfo by cbottomlofithegindom t he fASave

Remove an Output Info Entry
You can accomplish the deletion of an Output Info entry, as follows:

1. Select the Output Info entry for deletion by clicking on the entryint h e i MN@prdown list.
When the entry is selected, the screen will refresh and display the information for the selected
entry.

2. Thebutton bar at the bottom of the screen includes a
Output. 0 Cl i ¢k Quitpeo fARwetntoorre.

l Data Grid View | l Add Output u save uRemove Output ] u Output Details Report | u Cancel

[ Open |

Best viewed in 1024*768 resolution @i ESPSolutions Group

Figure 52 - Expanded Output Info Button Bar
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3. A pop-up window requires that you confirm the deletion.

Windows Internet Explorer

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

[ OK ][ Cancel ]

Figure 53 - Deletion Confirmation Pop-up Window

4. Cl i c k to éoffikrothe deletion.
5. The window will refresh to a blank Output Info screen.

View Output Info Data Grid

The Data Grid view of Output Info is available by clickihgon t he A Dat a
the Output Info screen. You can browse Output Info entries, edit an Output Info entry, delete an entry, or
download the QutputInfod a't a . For f uDataflGrdVievdbe tsaeiclt i soene ufnder

State of Tranquility

Gat thelbotiin efw 0

Gui

P— STATE OF TRANQUILITY .

ESP Solutions Group

DataSpecs™

‘ﬁ‘ ESP Solutions Group

e | N | BT

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

OQutput Info | Output Item v| Associated Links
Home P Outputs and Reports b Outpgt Inventory
Outputs and Reports Inventory B

[l Active Only

Pagesize: | -

(A X 8753 school Asr 12/10/2008 1 Active
Approval
Status:
Vi
|
q [
B viewan ] B pownioad ] [ cancer ]

Figure 54 - Output Info Data Grid View
Generate Output Details
The Output Details Report lists information that has been entered about each Output entry for which
details are desired.
To generate an Output Details Report:
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For a report to include a specific Output Info entry, select the entry fromt h Bl a fnel@p-down
list.

OR
To list all Output I nfo entries, dophdownbox.(The Out put
box wi |l |--Salettsfip Ilwehye ni no entry is chosen.)

Click the fAOutput datebatiomhsfth®Rserpen.r t 0 butt on
The report information is displayed, with the options to print it, or select a format for exporting the
report data.

For further discussion regarding Detail Report see that section under General Features.
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Outputs and Reports € Output Item

The Output Item screen displays the current list of unique data items for a selected Output. When an
Output includes Output Items, the Item names 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. Output Item functions allow you to:

Add Output Item entries

Upload Output Item entries for one or more Output
Update or edit Output Items

Remove one or more Output Items

View a specific Output Item entry

View a set of Output Item entries

Generate Output Items Reports

E R ]

Output Item Screen Layout & Description

Selecting fAiOQutput I temodo within AOutputs QuipdliteReportso ol
screen.

The data groups on the Output Item screen include: Output information, Basic Information, Iltem
Characteristics, Ownership, NCES Forum Guide, and History Tracking. The screen includes an Output
Item box which will display the list of Output Items identified for the Output.
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STATE OF TRANQUILITY :
| | | 7 7 ESP Solutions Group

DataSpecs™

Collections Repositories Outputs and Reports Elements Option Sets Search CourseWalk™

put Info | Output Ttem v | Associated Links

Support System Administration

‘Home » Output and Reports b b S e
Output item = Welcome Testuser ¢, 4 £280Ut )
Active Only =
Output Name *
| —Select-- v
_Output Ttem [Jsection Info
Basic Information
Section Numb Item Numb Nest Level Target Audience
l Il Il |[-setect- &
Item * Display Name
Definition

3 enoveen_)

Create Options

Item Characteristics

From Element Data Type Format Data Length Min Value Required Precision
New Version [—select— | | | [ I | [ —select— vl |
New from Copy Max Value Default Value Formula
New | | [ | |
O Import
Element Option Set
.
pAdd New --Select-- v| I-Select—- v
Ownership
Responsible Office Item Steward
| —select— v
NCES Forum Guide
Recommended Uses Policy Questions
Caveats Cautions Additional Information
Components Commonly Reported Subgroups
-~ -

Display Suggestions

History Tracking
Effective Date * Expiration Date Version *
B | B [

=
u Data Grid View ]u _Ccancel |

ESP Solutions Group

Best viewed in 1024768 resolution

Figure 55 - Output Iltem Screen (composite image)
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The data fields for the Output Item screen components are described in the following tables.
Component Metadata i Output Item i Output Information
Field Definition Optional(O)/
Required(R)
Active Only When AActive Onlyo check box is |

screen is filtered to show only current entries. Expired entries (entries
where the Aexpiration d aatakase, butaase
not displayed within the drop-down list or the Data Grid view).

Output Name

The drop-down box to select the unique name or title of the Output.

When an Output/Report includes tables or repeating groups of data, these are documented within
DataSpecs as Sections. Data items are numbered within the data group. Data groups may also be

identi fi

i Nest Level 0 to document

by

t abl

e di-mensi

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 i Output Item i Basic Information

Field Definition Optional(O)/
Required(R)
Section Number An identifier for the repeating data group Section. (The identifier may be O
numeric or text.)
Item Number The sequence number of the item within a Section. O
Nest Level The number identifying the level of the item or group of items in a loop O
(nest). For example, when the output or report includes a count of
students in membership by grade level, columns of the table would be
documented as Output Items with the same nest level.
Target Audience Designates the anticipated Aau-die @)
form text)
Item The unique name of the data item within the Output. R
Display Name The text entry displayed with the item as column header or field name. O
Definition The free-form text definition of the Output Item. O
Component Metadata i Output 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 using
ASupporto function.)
Format The format in which the item should be displayed. @)
Data Length The length of the item if it is defined. @)
Min Value The minimum value allowed for the item. @)
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Required I ndicates a status for the data i O
Aoptional .o (The available option
ASupporto function.)
Precision The number of decimal places for numeric items. O
Max Value The maximum value allowed for the item. 0
Default Value The default value of the item if there is one. @)
Formula The formula used to derive the item, if it is a calculated field. @)
Element The unique Element to which the item is mapped. The Element entry is @)
selected from the drop-down list. (Element entries are created and
edited through the El ements funct
the Elements screen.)
Option Set The Option Set which contains the list of allowed values for the item. @)
Option Set is selected from the drop-down list. (Option Set entries are
created and edited through the Option Sets functionality. Click on
AOption Set onsSassgeen)t o Opt i
Component Metadata i Output Item i Ownership
Field Definition Optional(O)/
Required(R)
Responsible Office | The office responsible for the data item in this Output. The office is 0]
selected from the drop-down list. (Office entries can be modified by
using the ASupporto function. CIi
access the Offices screen.)
Item Steward The person responsible for the Output Item. The Steward is selected @]
from the staff | i st i ngbemddifiedugngthe )
ASupporto function. Click on Alte
APeopled screen.)
Component Metadata i Output Item i History Tracking
Field Definition Optional
(O)
Required (R)
Effective Date The beginning date that the Output item with the specific attributes on @)
the Output was (or will be) effective.
Expiration Date The date that the Output item, with the specific attributes on the Output O
was (or will be) expired.
Version An Output 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 Outputs and Reports i Output Item

The Output Item form allows you to view and manage the information about the data items that are
organized as an Output or a Report. The Output Items Form will allow you to perform the following
actions:

Select AActive Onlyo Filter to View Al Outputs or
Add Output Items

Edit Output Items

Remove Output Items

View the Output Items Data Grid

=A =4 =4 -8 -4

Select AActi ve Onl peétpuFlieind oe to ViewoOnlW iActive Qiipuit Items

TheA Active Onl yo check QQupusaceshowrroodnlgthevattieetOntputs ara listed

in the Output Name drop-down box. The default is to view only the active Output Names. When you need
tovieworaccessallOutputs, you unchet¢tlkWonAaadi tdeOwi ndow wi || refresil
Outputs in the system.

An Output is active whileas i ts AExpiration Datedo has not passed. On
anOutputi s consi dermed fAl nactive

Entering and Editing Output Item Data
When you enter Output Item data, various fields may be edited by the following methods:

1 Enter data directly into an editable field

1 Select a predefined choice from the drop-down list

1 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

Output Item Names, Item Numbers, and Section Numbers are displayed in the Output Item box to the top
left of the screen. The screen component includes a scroll bar for you to scroll down to view additional
Output Item entries.

When working with Output Items, you should consider numbering items to provide order to the listing.
DataSpecs is expected to display Output Items in ltem Number sequence.

The fields fAltem Stewardo anlhe AiRelspoinesd bfl eo ftfh & eldi snta yc
AOfficesd or they may be new entries that are added to
fields may be managed directly using SUPPORT -> Offices or SUPPORT -> People.

You select the Output by using the drop-down list in the Output Name.

Note: Allrequired fields mustbec ompl et ed bef ore you c ahhernedbieedfeelds t he Out
are identified on the screen with an asterisk beside the field name.

Add Output Items
To fAQ@uipdtitemsd dn®utput, sel ect one of the ACreate Optionso r &

T New
1 New Version
1 New From Copy
i From Element
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T Import

For Create Option:

1 New

1. Select the AOut put Nameo fdroprdovinkistinthecupper@ftofthart |t em i n

2. 'Sl'(r:wr: irc].reen will refresh and display Output Items (if any) which are already associated with the

3. IOL::pmihe ACreate Optionsod box, at the | ower |l eft of t
the AAdd Newo button at the bottom of the box.

4. Enter the information associated with the new Output Item.

5. Cl i ck A Sa v thebottom of thewindawt

6. The new Output Item entry will be saved and window will refresh and list the new Item name in
the Output Itemobox.

1 New from Copy

(Used when the new Output Item details are similar to another Output ltementry.) ( The A New fr om

Copyo radio button is activated when an Output I tem i
1. Select the AOutput Nameo Udroprdovinkistintheeupper@ftofthert |t em i n
screen.
2. The screen will refresh and display Output Items (if any) which are already associated with the
Output.

3. Inthe Output Item box at the top left of the screen, click on the Output Item entry to be copied.

4. The screen refreshes to display the information associated with the entry to be copied.

5. 1 n the ACreate Optionsod box at the | ower |l eft of t
from Copyodo, and then select AAdd Newd button at th

6. The fFHkiltd N aupsiadow willdisplay.

h
€

Edit Item Name

Item* District Code

Section Number " ‘ Item Number{ “ b
u Save ] u Cancel ]
& Internet # 100% ~

Figure 56 - Output Item New from Copy Pop-up Window

7. You will enter the name of the new Output Item entry and the Section Number and Item Number
for the new entry. Jopwmwindow.i ck ASaved in the

8. The screen will refresh and display the copied data with the new Output Item.

9. Enter and modify the other information associated with the new item.
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10. Cl i c k @ Sa v thebottom of thewndanvt
11. The new Output Item entry will be saved and the item name will be listed in the fOutput Itemobox.

1

New Version

Gui de

(Used when there are slight changes in the Output Item entry, normally when the change is minor and
is time-dependent.) ( The A New Versiono radio butédmisselectedimct i vat ed

| be t

he new

From EI

0

\Y

€

the AOQutput I temd box.)

1. Sel e c DutguttNea nte 60 f rdropydownhist in the upper left of the screen.

2. The screen will refresh and display table fields (if any) which are already associated with the
Output.

3. iMouse oV er 0theaQutdut Itedn entrykin tlee iox in center left of screen for the Item
entry to be copied.

4 Sel ect the radio bpandnt feor dINeowk WeAdhd oMetwhoe biuGrteoant e
Optionso box.

5. The screen will refresh and display the copied entry. TheEf f ect i ve Dat e wi
Version will be incremented by 1.

6. Edit or modify the Output Item entry as needed.

7. Click fiSaved button.

8. New entry is saved, and the temnamea p p e a r s Output Itémve | i st wi t h t
number.

1 Add From Element
Note: This function requires that the Element to be copied must be loaded in the DataSpecs

dictionary. S e eEleiientd secti on for details.

1. Sel e c DutguttNea nte 60 f rdropydownhist in the upper left of the screen.

2. The screen will refresh and display table fields (if any) which are already associated with the
Output.

3. Within the ACreeltecOptihensadboxbpbuston AAdd
Newo button.

4. A pop-up window is returned, with a scrollable list of Elements from which to select.

Element :|girthdate ZI
||Building Name |
lcce
||Certificate Status
| CEUs Requested
| CEUs Submitted
||Changes Since Last Annual Report
! Changes to Approved Plan Description L]

€ Internet # 100% <

Figure 57 - Output Item Copy from Element Pop-up Window
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1

Scroll to the El ement Name and click on the chosen
bottom of the pop-up window. NOTE: You can also type the first character of the Element Name

to position to the elements starting with that character.

The screen will refresh and display an Output Item screen with the field characteristics entries

copied from the Element entry and no entries in the Basic Information area.

Enter the required fields and modify any other displayed Output Item information.

When finished, click the ASaveod button at the botto
New Output Item entry is saved, and the name of the newentrya p p e a r s Output lténmfde | fi st

Import

(Used when the new Output Items information is available in a file)

The Import functionality is useful to migrate or move a large volume of data into DataSpecs. Import is
typically used when you have a file or can create a file with one or more Output Item entries.

1. Atthe Output Items screen, ¢l i ¢mportd@radio button in the Create Options box on the lower left
ofthescreen, and then select AAdd Newo

2. The Output Upload screen is returned.

3. Ifyourequire a copy of the Outputltemt e mp | at eQutspeutecltt &mo i n the DatasS]
Component Type drop-down b o x , and then click on t htethefrigho wnl oad T
of the box. The File Download screen allows you to save the Outputltems. x| s 6 f il e or open
(NOTE: DataSpecs uses EXCEL 97-2003 Workbook file format for this purpose.)

4. Enter or load the Output Item data that you want to upload into the template rows. Each Output
Item entry is loaded as a separate row. Save the EXCEL file with a unique file name.

5. Sel eQutputlifemdé i n t he ADat aSpedmspdiviningkonent Typeo

6. Either browse to |l ocate the name of the AFile to In
information for the file to be imported.

7. Click the AValidate and I mporto button.

8. If there are errors in the Import file, Violations message(s) will be displayed. You can print the
error message or Print or Save the Violation spreadsheet.

9. Correct any errors in the file that you are importing. Save the corrected file. Return to step 6.

10. When the DataSpecsme s sage fiNo vi ol ation occur s, pl ease clic

AOKO button o the message screen.

n
11.Cl ick on the fAUploadodo button.
cr

122 A fiSuccesso s

een i s dOupptlitemyenatries lsadeddh a count of t he

Edit an Output Item

Edit of an Output Item can be accomplished as follows:

1.

2.
3.
4

Select the Output Item entry to be copied from the Output Item box at the top left of the screen.

Mouse over the item and click to select it.

The screen will refresh to display data for the selected Output Item.

Change the information as needed.

Click the fiSaved button at the bottom of the window

Remove an Output Item

To A Re moOuputltem, 0 you:

1. Select the Output Name and the Output Item entry to be deleted in the Output 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 Output Item.

3. Click the fiRemove |t emo Outputtiténrowindoavt t he bottom of t he

4. A pop-up window requires thatyouconfi r m t he del etion. Click AOKO to c
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The Output Item is deleted from the database, and the window will refresh to a blank Output Item
screen.

View the Output Item Data Grid

1. Select the Output Name for Output Items to be displayed in the Data Grid view.
2 Click on the AData Grid Viewd button at the
3. Theautputlteml nvent or yo s crQGuiputlteths for the selgcsed @ukpet and Output
Item.
4. Use scroll bars on right and at bottom of the table to view all columns and rows.
5. Output Item entries can be edited or removed using EDIT or REMOVE buttons available on each
entry.
6. For additional detail, see fiData Grid Viewo
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Outputs and Reports € Output ItemC Map To Repository

Map to Repository functionality supports documenting relationships between Output Iltems and Repository
Fields.

Data movements and transitions from Repositories to Outputs and Reports are important sets of
information to identify impacts of changes to repositories and/or outputs/reports. Changes like new or
modified option sets between Outputs and Repositories can be documented to support necessary data
management analysis and decision-making.

Note: Bef ore you proceed with mapping, the ndtsdoryget 0O

Fields to be referenced in the Output Item mapping process must be entered (loaded) in
DataSpecs.

The Map to Repository Screen provides capabilities to:

1 Map (Link) an Output Item entry to a Repository Field
1 Un-map (remove a link) between an Output Item and a Repository Field
1 View one or all Output Items with maps (links) to Repository Fields

Output Item Map to Repository Screen Layout & Description

When you select @ Mdgpdownf ReQuipiti t emgy 0o at he )utheper
following screen is returned:

STATE OF TRANQUILITY
—— ESP Solutions Group |

‘a State of Tranquility -
| luti i
ha =rsowincon oy NGO [CRIENT DataSpecs

Collect! € i r Support CourseWalk™ System Administration

Home P Outputs and Reports P Repository Mapping
Map To Repository=

%
Welcome Testuser #15 Lo8out

“

Active Only
Output Name

]—-Select—- Vi

Output Item Item Name
Repository Order Field List
—Select—- ¥ | @ alphabetically

Table Name O Table Order

[ —select- v|

Field Name
—Select— v/

Field Description

=
B oatacriaview | [ cancer ]

Figure 58 - Output Item - Map to Repository Screen (composite image)

Page 103 — .
Copyright © 2015 ESP Solutions Group. ALL RIGHTS RESERVED. Confidential Material. ‘i ESP Solutions Group

Duplication or disclosure is prohibited without written permission.

Gui de

me nu

Repos

b ¢



DataSpecs®Us er 6 s Gui de
December 2015

The groupings of data on the Map to Repository screen include:

Output Name

Output Item box (where the list of Output Items will be displayed)
Iltem Name (where the selected Output Item will be listed)
Repository

Table Name (the Repository Table Name)

Field Name (the Repository Field Name)

Field Description (the Repository Field Definition)

E R

Screen items relating to Output and Output Item are defined within this section ofthe Us er 6 s. Gui de
Definitions for items that reference Repository Table Name, Field Name and Field Definition are available
in the Repository SectionoftheUs er 6 s. Gui de

Screen Functionality & Navigation i Output Item i Map to Repository

You can view and manage information regarding the Output Item mapping to Repository Field. The
Output Items Form supports the following actions for the selected Output:

Select AActive Onlyo Fi |l wénlyActioe Odtpussw Al | OQut puts or
Map (link) an Output Item to a Repository Field

Un-map (remove the link between) an Output Item and a Repository Field

View Output Items/Repository Mapping Data Grid

Generate a Repository Mapping Detail Report

=A =4 =4 -8 -4

Select fAActi ve Onl PeatpuFlieind oe o ViewoOnlW iAetive Qiipuit ltems

The fAActive Onl yo c¢he cQutpbtoare stowmot anlpthesactivelOatpuls are listad |

in the Output Name drop-down box. The default is to view active Output only. When you need to look at a

non-active Output, you uncheck fAActive Onlyo and Quipgsintbendow wi | |
system.

AnOutputi s consi dered factived as | ong .asOnictes tfAhEex pfi B xaptiiroant
Dat eod i sanOetputihse dcconsi dered filnactive. 0

Map an Output Item to a Repository Field

Output Item Names, Item Numbers, and Section Numbers are displayed in the Output Item box to the top
left of the screen. The screen component includes a scroll bar for you to scroll down to view additional
Output Item entries.

1. Select the Output within the Output Name drop-down box. Click on the Output Name entry.

2. The screen refreshes. Output Items for the selected Output Name are shown in the Output Item
box (Upper left on screen).

3. Select the Output Item to be linked by clicking on the Item name within the box.

4. The screen refreshes and the Output Item Name is displayed in the Item Name box.

5. Sel ect the fAOrder Fi etha wokks fertyau todoeateithe Repasitorty Bield mo d e
Name.

Ifyouselecti T a b | e,otli@Rdpesitory Fields are listed in the order they were created in the Table.
The seldPlelcpth aobne tii willibt th©freldsealphabetically. The example tables below list fields

within a fiStudent Datad Table in the two orders.
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fiStudent Dat iStudent Dat
Table Order Alphabetical
Order
School Name Address
First Name First Name
Last Name Homeroom Teacher
Address Last Name
Homeroom Teacher School Name

1. Select the Atargeto Repository, Ta bdop-doWrmabmes. and Fi e
2. The screen refreshes with each selection. When Field Name is selected, the Field Definition is

displayed in the Field Description box.
3. Click on the fAMap | temd button at the bottom of the
4. The map (link) is saved, and the screen refreshed. The red asterisk at the right of the Output Item

in the Output Item box indicates that there is a mapping entry for the item.

Un-map an Outp ut Item and a Repository Field
To Un-map (remove the links between) an Output Item and a Repository Field, you:

1. Select the Output and the Output Item entry to be un-mapped in the Output 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 Output Item.

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

Home F Outputs and Reports b Repasitory Mapping Vielcome Testuser TEaT
Map To Repository=
Active Only _..’.‘;5
Qutput Name

test 5.6.2.14+-/1 [»]

{m) Indicates Mapped Output Item Item Name
Output Item al

=
tEStvsl-Fn-'uz)-l+_ Repository Order Field List
--Select-- i" N
test 5.6.2.1+-V2 | i gﬁlphabetlcallv
Table Order

Table Name

[ ~select— [+]
Field Name
—Select—- |v}

Field Description

u Data Grid View ]u Map ltem ]u UnMap ] u Cancel ]

Figure 59 - Output Iltem Map to Repository Un-map Screen

3. Clickunmapé BHButton at the bottom of the window.

4. A pop-up box requests confirmation that you wish to proceed to Un-map the entry.

5. Confirm by cl i pog-tiupwg nfilOkKG iom tcheowose ACancel 06 button,
remove the link to the Repository Field.
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View Map to Repository Data Grid
To view the Data Grid View of the Map to Repository entry or Entries, use the following steps,

1. Select the Output Name for the Output Items to be displayed in the Data Grid view.

2 Click on the AData Grid Viewd button at the
screen displays the Item Names which have been mapped to a Repository for the selected
Output.

e = STATE OF TRANQUILITY
5 ] State of Tranquility B ESP Solutions Group

DataSpecsm

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

Home b Mapto Repository b
Output MapTo Repository Grid B
Active Only

O ey - WCTR

~
Welcome Testuser #1 4 oLogout

I Edit | Remove | Output Name Item Name |Table Name i TableField Name | FieldDescription
School The school
@ Xl Annual School Report Summary School Code Identification SchoolCode School Directory School Code identifier within
Table the state.
School
E Z‘ Annual School Report Summary School Name Identification SchoolName School Directory School Name
Table

u ViewAll »]u Downloadj]u Cancel J

Best viewed in 1024*768 resolution Qi ESPSolutions Group

Figure 60 - Output Item Map to Repository Data Grid View

3. Use scroll bars on right and at bottom of the table to view all columns and rows.
4. Output Item entries can be edited or removed using EDIT or REMOVE buttons available on each

entry.
5, For additional detail , see AData Grid Viewo
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Output sC Associated Links

The Associated Links functionality supports documenting hyperlinks to Output materials which could
include output and report documentation, information relating to output and report uses, and other related
websites.

Outputs Associated Links Screen Layout & Description

The Associated Links screen, shownbe | o w, is returned when the AAssoci at e
the second-tier navigation bar at the top of the screen.

E— ]

STATE OF TRANQUILITY

‘ ESP Soluti — ESP Solutions Group
B - bataspess:

Collections Repositories R Elements Option Sets Search Support CourseWalk™ System Administration
,Ite- v Asso:iated Liuks

Home P Associated Links) ~
Associated Links & Welcome Testuser g14 <Logout
[“]Active only Associated Link Info

Output Name

h Associated Link *
| Annual School Report Summary-V1 % ‘

rAssm:ial:ed Links Link Description

Link URL *

Notes

u !mpon]u Data Grid View ]u Add ]u Save ]u Cancelr]

Best viewed in 1024*768 resolution Qi ESP Solutions Group

Figure 61 - Outputs Associated Links Screen

The areas on the screeh include: Output Name and Associated Links, and the Associated Link
Information grouping.

Component Metadata i Outputs and Reports i Associated Links

Screen ltem Definition Optional(O)/

Required(R)
Output Name * A user-defined unique name or title that represents an Output. R
Associated Links The list of selectable Associated Links which have been

associated with the chosen collection. Link entries are shown in
this box (on the upper left of the screen) when the entry is
ffadded. o
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Description A narrative description of the contents of the Output associated 0]
links entry.

Associated Link Info

Screen ltem Definition Optional(O)/
Required(R)
Associated Link The user-defined name of the Associated Link related to the Link R
URL.
Link Description The free-form text description of the Associated Link. 0]
Link URL The hyperlink URL (uniform resource locator) specifying where R

the Associated Link is available.

Notes The free-form text notes about the Associated Link. (@]

Screen Functionality & Navigation i Associated Links

The Associated Links screen supports the following actions:

T Select AActive Onlyo filter to list all Associ at ed
only active Associated Links

Add an Associated Link

Import one or more Associated Link entries

Edit an Associated Link

Delete an Associated Link

View Associated Links Data Grid

=A =4 =4 -8 -9

Sel ect fActi ve Onl Assockied ltinks or to &%iew ®néyvActidd Associated Links

The AActive Onl yo c h e céatrids boixthe Associatedd inks arevdihavh dr enty tha | |

active entries are listed in the drop-down boxes on this screen. The default is to view active entries only.

When you need to look at a non-active (expired or future)entry, you uncheck HAActive Onl yc
window will refresh with drop-down lists of all entries in the system.

Anentryi s active as |l ong as its fAExpiration Dateo has not
anOutputi s considered filnactiveo.

Add an Associated Link
To add an Associated Link, complete the following steps:

1. Sel e c DutguttNea nte 0 drop-dowm &st in the upper left of the screen.

2. The screen will refresh and display Associated Links (if any) which are already associated with
the chosen Output.

3. Click the AAddoOo but t @en. Thetscraehwall rdfresh with banlofieldsintthe s cr
Associated Link Info area.

4. Enter the information associated with the new link entry.
5. Cl i ck A Sayvtebottor of thewindawt
6. The new Associated Link entry will be saved and the link name will be listed in the fAssociated
Linksobox in the upper left of the screen.
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Import Associated Links

Import functionality is useful to migrate or move a large volume of data into DataSpecs. Import is typically
used when you have a file or can create a file with one or more Associated Link entries.

e

6.
7

8.
9.

10.
11.

12.
13.

At the Associated Links screen, click the Aimportd b udn the bottom bar.
The Output Upload screen is returned.

Select AAssociated Linko i ndréepldevnboa.t aSpecs Component
If you require a copy of the Collection Associated Links template, clicktheiDownl oad Templ at e
button. The File Downl oad CdlectioeAssociatedLinks.wxs| sy uf it loe sarv

open it. (NOTE: DataSpecs uses EXCEL 97-2003 Workbook file format for this purpose.)

Enter or load the Collections Associated Links data that you want to upload into the template
rows. Each Output table entry is loaded as a separate row. Save the EXCEL file with a unique file
name.

Sel eAssbciafedLinksd0 i n t he fADat aSyppeamp-dovnibgxonent T

Either browse to |l ocate the name of the AFile to In
information for the file to be imported.

Click the fivalidate and I mporto button.

If there are errors in the Import file, Violations message(s) will be displayed. Print or Save the

Violation spreadsheet.

Correct any errors in the file. Save the corrected file. Return to step 6.

When the DataSpecs message fiNo violation occurs, pl
AOKO button gescreenhe messa

Click on the fAUploado button.

A ASuccesso screen i s dAssooiate yiekd entwastoddeda count of t he

Edit an Associated Link Entry

To edit an Associated Link entry:

1.
2.

3.

4,

5.
6.

Sel ect the nOutdppdownNist imtheuppemleft ofithe screen.

The screen will refresh and display Associated Links (if any) which are already associated with

the chosen Output.

Select the Associated Link entry that you wish to e
window. (Mouse over the entries and click.) The screen will refresh and display the information for

the Associated Link.

Make the necessary modifications for the entry.

Click fASavthebottora of thewindavt

The updated Associated Link entry will be saved.

Delete an Associated Link Entry

To remove an Associated Link entry:

1. Sel ect t he @ OutdmpdownNist imtheuppemleft bflthe screen.
2. The screen will refresh and display Associated Links (if any) which are already associated with
the chosen Output.
3. Select the Associated Link entry that you wish to e
window. (Mouse over the entries and click.) The screen will refresh and display the information for
the Associated Linkandt h e A Re mo v dlbe irrluded abtine bettom of the screen.
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B mport | [ patacriaview | _ada ] [ save ][ Rremove ] [ cancer ]

ki ESPSolutions Group |

Best viewed in 1024*768 resolution

Figure 62 - Outputs Associated Links Delete Button Bar

4, Click the ARemove -upwiedbwli$prebente¢dtasking for you tp wepfy that you
want to delete the field.

Windows Internet Explorer

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

[ OK ][ Cancel ]

Figure 63 - Outputs Associated Link Delete Pop-up

5, Respond AOKO to complete the deletion.
6. The record is deleted, and the Output Fields window refreshes.

View Output Associated Links Data Grid
To view the Data Grid View of the Output Associated Links entry or entries, use the following steps.

1. Select the Output Name for the Output Items to be displayed in the Data Grid view.

2. Click on the fAData Grid Viewo buAssbomted LinkoGtidhe bott om
View screen displays the Associated Links which have been entered for the selected Output.

State of Tranquility STATE OF TRANQUILITY

ESP Solutions Group

. ESP Solutions Group DOTOSDGCS‘“

Collections Repositories Outputs and Reports Elements Option Sets Search Support CourseWalk™ System Administration
Output Info | Output Ttem ¥ | Associat nks

Home P Output MAssociated Link Inventory ~
A jated Link Inventory %1 Welcome Testuser g7 4 Logout ;
Oactive Only
pagesie: |
m@ Associated Link Link Description |Link URL Report Name

The Annual

School Report

ASR Summary Summary . = Annual School Report
@ z(] 16 e il document is http://www.tranquility.gov/ASR/Reports/Summary e

available via this
link.

u ViewAll ]u Download Ju Cancel J

Q ESP Solutions GmuE

Best viewed in 1024768 resolution

Figure 64 - Output Associated Links Data Grid View

3. Use scroll bars on right and at bottom of the table to view all columns and rows.
4. Output Item entries can be edited or removed using EDIT or REMOVE buttons available on each

entry.
) i i i , A i i ewod i
5, For additional det ai l see AData Grid Viewo sect on
Page 110 .
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Elements

Elements Functionality

Elements functionality supports the following Data Inventory steps:

1.
2.
3.
4

5.

Load initial Elements to create the initial Data Dictionary.
Relate Data Dictionary Elements to Option Sets.

Relate Collection Items to available Data Dictionary Elements, adding Element entries as desired.

Relate Repository Fields to available Data Dictionary Elements, and add Element entries as
needed.

Relate Output/Report Items to available Data Dictionary Elements, and add Element entries as
needed.

The second-tier menu bar at the top of the DataSpecs screen lists the following action areas for
Elements:

=A =4 =8 -8 -84

Elements Info

NCES Handbook

Map to NCES Handbook
Categorize

NCES Option Sets
NCES Options

NCES Categorize

Using the above functionality, you can enter, upload, and download the data inventory metadata for
Elements, and organize the data elements in your dictionary by relating them to categories. In addition,
you can access and link your dictionary elements to NCES Handbook data elements, and NCES option

sets.
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ElementsC Elements Info

Elements Info is the information about individual data elements in your Data Dictionary. The screen
provides functionalities to:

1 Add a single element entry,
1 Upload element info for one or more elements,
1 Update or edit an element,
1 Remove an element,
1 View a specific element entry, and
1 View a set of element entries in the Data Grid View
Element Info Screen Layout & Description
When youeElsnehttnof od from the upper menu bar, t he
STATE 05 TRANGUILITY = ESP Solutions Group e |

State of Tranquility
. ESP Solutions Group -

DataSpecs™

Collections Repos es Outputs and Reports Elements Option Sets Se. Support CourseWalk™ System Adminisrtration
Element Info | NCES Handbook v Categorize |NCES OptionSet | NCES Options | NCES Categorize

Home P Elements »

%
Welcome Testuser g3 Logout J

f

Elements 3
Basic Information 1=
[“]Active Only
Element Name* State Alias State Number
! ——Select-— VI New l ! | |
Definition Element Characteristics
A Data Type Min Value Max Value
I——Select—— vl [ | [ ]
= Data Format Data Length Data Precision
D3M Element Options
| —Select-- v Option Set l —Select-— v[
NCES Element Number
i —Select-— A4
History Tracking
Effective Date * Expiration Date Version *
2 | 2 [

Categorization

| Categorize Element

=
B oatacriaview J [l Adgaerement ) [ cancer ]

OTES [ Open |

Best viewed in 1024*768 resolution Q ESP Solutions Group

Figure 65 - Element Info Screen (composite image)
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The groupings of data on the Collections Info screen include: Basic Information, Definition, Element
Characteristics, Options, History Tracking, and Categorization. The fields within these components are
defined in the tables that follow, and each field is identified as either Required or Optional.

Component Metadata i Elements - Elements Info
Basic Information

Screen Item Definition Optional(O)/
Required(R)
Element Name * The unique name by which the element is commonly known. R
Encourage use of full titles for data elements, avoiding acronyms
and abbreviations so that the
State Alias An alternative name for the element. This alias could be the 0
default database field name for the element. There may
restrictions on the format of names which can be used as an
alias.
State Number The state identifier (ID) if the state has an existing element @)
numbering scheme for data elements.
Definition The definition for the element. 0
D3M Element O
NCES Element Number | The NCES Handbook element number of the Handbook entry to ©)
which the Element relates.
Option Set The Option Set which contains the list of valid values for the field ©)
Element Characteristics
Screen Item 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 usingthe A Support & function.)
Min Value The minimum value allowed for the element. @)
Max Value The maximum value allowed for the element. O
Data Format The format in which the element should be entered or displayed. @)
Data Length The length of the element, if it is defined. @)
Data Precision The number of decimal places for numeric items. @)
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Options
Screen Item Definition Optional(O)/
Required(R)
Option Set The Option Set which contains the list of allowed values for the o)
element.
Categorization
Screen Item Definition Optional(O)/
Required(R)
Element Categorization The category or categories within which this element has been 0]
classified.
History Tracking
Screen Item Definition Optional(O)/
Required(R)
Effective Date The date that the table with the specific attributes will be (or was) R
effective.
Expiration Date The date that the table with the specific attributes will be (or was) 0]
expired.
Version The version of the repository table description. R

Screen Functionality & Navigation i Element

On the Element screen, you can view and manage information that composes your data dictionary. The
Elements form supports the following actions:

Select the iActive Onlyo Filter to View Al El emen
Add an Element or a group of Elements;

Edit an Element entry;

Remove an Element entry, and

View the Elements Data Grid.

E I

Sel ect i Ac tiitevte VieénnAll ¥lemeRts or to View Only Active Elements.

The AActive Onl yo che cdeméntareshoum oromdylthe activh elemenesrare a | |

listed in the Element Name drop-down box. The default is to view active element only. When you need to

look at a non-active element, uncheck AActive Onlyod and t hedemenisndow wi l
in the system.

Anelementi s active as long as its fAExpiration Dateo has no
reached, an elementisconsi dered filnactiveo.

Entering and Editing Element Data
When entering element data, various fields may be edited by the following methods:
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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.

E R EE ]

Element Names, Item Numbers, and Section Numbers are displayed in the Element box to the top left of
the screen. The screen component includes a scroll bar for you to scroll down to view additional Element
entries.

Add an Element

To AAdd Collection Itemsd to a Collectiomthepomup ect
window:

Add New

New Version

New from Copy

Add from NCES Handbook
Import

= =4 =4 -8 -4

- Windows Internet Explorer

} £ | http://72.85.233. 106:9292/DSOLApp/Elements/AddNewElement.aspx |

Create Options

® Add New New Version New from Copy
O Add from NCESHandBook
C’ Import

I} Add Element

Done & Internet # 100% ~

Figure 66 - Elements Create Options Popup Window

AfAdd New,
Th

Wi

entry. Il mportd sel ect ielemmententripspor t s oading one
1 Add New
1. Click on the fAdd Elementd b udt theobnttom of the Elements screen.
2. TheA Cr eat e mopup wirdowsisareturned.
3. Select AAdd Newo r adiAcEttmentot dru t theomhpugd Windewk o n
4. The Elements window is refreshed with blank fields.
5. Enter information describing the new Element.
6. Click the ASaveod button at the bottom of the
7. Data are saved, and the new Element name will be displayed in the Elements box.

1 New Version
(The ANew Ver si onivated wher ao eldmertt is choseni) s act

Note: This option would typically be used when an existing Element entry has minor modifications,
like a change to element characteristics. Entries are unique when effective date and/or
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M

version number are different. Versioning helps to maintain information on current elements
and attributes, as well as for past and future versions of elements.

Select the Element Name entry to be copied to create the new version in the drop-down Element

Name box at the top left of the screen.

The screen is refreshed, displaying the information for the selected Element.

Click onEtl eenemAdd button at the bdtt dBrefatppups ¢ n@aesr
window.

Select the fANew Versiono radi o buAddonElienme nhted paotp utph
bottom of the popup.

The screen will refresh to display the selected Element information,andth e A Ver si ond number
be incremented by one.

Make necessary changes to the Element information.

Click the ASaved button.

Data are saved, and the revised Element information is displayed in the Element box. (Element

version numbers are displayed at the end of the Element name.)

New from Copy

(The nffdrm @o p yadio button is activated when an element is chosen.)

Note: Use New Copy when an existing Element entry has minor changes, like minor differences in

definition.

1. Select the Element Name entry to be copied to create the new Element within the drop-down
Element Name box at the top left of the screen.

2. The screen is refreshed and displays the information for the selected Element.

3. Click on the AAdd El ementd button at the bottom of
window.

4, Sel ect the fiNew from Copyd radio button in the popu
bottom of the popup.

5. The Element Name popup window is displayed.

6. Enter the new name for the El ement entry to be copi
wi || return you to the AEl ementsd screen.)

7. The screen will refresh to display the selected Element information with the new name you
entered.

8. Make necessary changes to the Element information.

9. Click the ASaveod button.

10. Data are saved, and the revised Element information is displayed in the Element box.

1 Add from NCES Handbook

Note: This option is used when the new Element details are similar to an NCES Handbook element

entry.

1. Click the fiAdd El ementd button at the bottom of the
window.

2. Select the radio button for fAdd from NCES Handbookd i n t he pamup cwiirtkow,n A Ad
El ement 6 at the bottom of the popup.

3. The Elements NCES Handbook screen is returned.

4. Select the NCES Element entry that you wish to copy in the drop-down box at the top left of the
screen, and click on fiSaweeenbutton at the bottom of
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} ESP Solutions Group M S e ESP Salutions Grain {
e, DataSpecs™
Collections Repositories Outputs and Reports
Home b Elements ) %
NCES Handbook = Welcome Testuser ¢4 ogout J
NCES Element Definition
| 0596-Migrant to Join Date v| The h, day, and year on which the student moved, [&
Element Number | : =
Element Type NCES Related Categories
[ v/
Field Length
[+ |
NCES OptionSet
-—-Select-—- v
u Data Grid View ]u Print ]u Save ]u Cancel ]
Best viewed in 1024*768 resolution i ESP Solutions Group
Figure 67 - Elements NCES Handbook Screen
5. The El ements screen is returned, with the ANCES EI
selected.
6. Enter the Element name for the new entry.
7. Enter and change any other Element information.
8. Click the fASaveodo button.
9. Data are saved, and the revised Element information is displayed in the Element box.
1 Import

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

=

Clickonthei AdEtkmentd butt on at t Hleemenblufd streem o f t he

2. Inthe Create Optionspop-up wi ndow, first select the Al mporto

AAdtemento button in the window.
3. The Element Upload screen is returned.
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State of Tranquility

(B ESP Solutions Grou
‘-} ESP Solutions Group - 2 § :

h m DataSpecs™

= N =

STATE OF TRANQUILITY

Home P Element ~
Element Upload Welcome Testuser ¢4 2804t )

Logout |

Select File to Import

DataSpecs Component Type

| Element v ‘

File to Import

[ | (Browse... ]

u Import ] uumoad and Validate] u Cancel ]

Best viewed in 1024*768 resolution Qi ESPSolutions Group

Figure 68 - Element Upload Screen

4. |If you require a copy of the Elementf i | e t emp IElerheat) isel €elc¢ f@Dat aSpecs Co
Ty pdragp-downbox, and then click on the fiDownload Templ a
screenallowsy ou t o sEement. xhesofifile or open it.

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

6. Sel eEtementd i n the fADat aSpedmspdovinibgxonent Typ

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

8. Select the fAValidate and I mporto button.

9. If there are errors in the Import file, violations message(s) will be displayed. You can print the
error message, or save the violation file. The violation file shows the upload records with errors,
and the field with a violation is shown in red font.

10. Correct any errors in the file; save the file again. Return to step 6.

11. When the DataSpecs message ANo violatiorlicktecur s, pl
AOKO button on the message screen

12.Cl ick on the AUploadodo button.

0
File to In

=t @
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13. A iSuccessoO scr e e rcountsfthd Elanendt @gorsloaded.t h a

| ’ Success!

Upload of <23 records to element was successful

u Download ]u Upload More ]u Go To Form ]

|| @ Internet #100% ~

Figure 69 - Element Upload Success Screen

4.1 n t he fASuccelsescdt sicGoe eho FKor mo button to return to
elemententry;sel ect AUpl oad Mo rrtegelement eotoen; brissluecti mpDownl oado
to export a copy of the element entries just loaded.

Edit an Element Entry
To edit an Element entry, use the following steps:

Select the Element to be edited by clicking onthe entryint h e @ E|l e manog-dowhdishe 0

The window will refresh to present data associated with that Element Name.

Make your changes to the element entry.

Save the updated Element entry by clickingt he A Saved button at the bottom

PP

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

Remove an Element Entry
Use the following steps to remove an Element entry.

1. Select the Element to be deleted by clicking onthe entryint he fA EI|l e manopg-doWwhdishe 0

2. The window will refresh to present data associated with that Element Name.

3. When an Element is selected, the button bar at the bottom of the screen includes an additional
button-A Remove. 0

u Data Grid View ]u Add Element ]u R ]u save ]u Cancel ]

[ Open |

Best viewed in 1024*768 resolution G ESP Solutions Group

Figure 70 - Expanded Button Bar

4. Click on the ARemoved button.
5. A popup window requires that you confirm the del eti
6. The entry is deleted, and the Elements screen refreshes, showing no entry.
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You may also locate the Element entry to be deleted by using the Data Grid View and scrolling through
the Element names to locate a specific entry.

View the Elements Data Grid

You can use the Elements Data Grid view to locate and select an Element entry for editing or for deletion.
The Data Grid view also provides download capability.

1. Select the Element to be displayed in the Data Grid view by clicking ontheentryint he A EIl ement
N a m ai@p-down list, or leave the Element Name blank to return the complete list of Element
entries.

2. Clck on the AData Grid Viewd button at the bottom of

3. ThelotdElementsl nvent or yo s crHementettrygopentaeg)s t he

4. Use scroll bars on right and at bottom of the table to view all columns and rows.

5. Element entries can be edited or removed, using EDIT or REMOVE buttons available on each

entry.

For additional detail, see AData Grid Viewd section un:
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Elements C NCES Handboo k

The NCES Handbook screen provides access to the NCES Handbook Element names and
displays the relevant information about the Handbook entry.

NCES Handbook element definitions and option sets are a resource to assist education
organizations with data collection. Handbook entries include data element names, definitions, and
option sets, which are organized and categorized for search and retrieval. NCES Handbook
elements are frequently referenced in the SIF Association specification.

By documenting relationships of your data dictionary entries to NCES Handbook elements, the
clients using your dictionary can review your dictionary element name. definition, and option set
against the selected entry from the Handbook.

NOTE: NCES Handbooks elements, definitions, and option sets are updated periodically.
Updates to Handbook entries are tagged with a version and an effective date to identify the
specific instance of a Handbook element entry.

NCES Handbook Screen Layout & Description

When you select @Tab l-tern&vigatibndar at the top of tieecregre theofallaving
screen is returned.

T —

State of Tranquility = STATE OF TRANQUILITY

ESP Solutions Group

:” ESP Solutions Group DOfGSpeCS‘”

Collections Repo i Outputs and Reports Elements Option Sets Search Support

Home ) Elements »

<
NCES Handbook = Welcome Testuser ¢4 ogout )

NCES Element Definition
| 0596-Migrant to Join Date v| The ay,-and year o the student moved, B

Element Number
[

o598

Element Type NCES Related Categories
|D v/
Field Length

4 |

NCES OptionSet
| -—select— v}

u Data Grid View ]u Print ]u Save ]u Cancel ]

Best viewed in 1024¥768 lut Qi ESP Solutions Group
Figure 71 - Elements NCES Handbook Screen

The following fields are available for an NCES Handbook Element entry:
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Component Metadata i Repository -> Table Field

Screen ltem

Definition

Optional(O)/
Required(R)

NCES Element

The name of the NCES Handbook element entry.

Element Number

The NCES Handbook element number assigned to the NCES
Element.

Element Type

The element type assigned to the NCES Element. Handbooks
element types include:

1 ID7 defined by a code set

1 AN alpha/numeric (may include one or more letters or
numbers)
N7 numeric (not including decimal numbers)
1 R floating decimal (
1 DTi date

Field Length

The recommended number of places the value of a data element
would require.

Definition

The NCES description of the NCES Element.

NCES Option Set

The NCES Handbook screen provides functions to:
1 Select and view an NCES Handbook entry,
9 Print the selected NCES Handbook entry, and
M View one or all NCES Handbook entries in a Data Grid.
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Screen Layout & Description

When you select NCES Handbook on the second-tier upper menu bar, the following screen is returned.

State of Tranquiity G L L ESP Solutions Group

DataSpecs™

( ?
|- ESP Solutions Group

Collections Repositories Outputs and Reports Elements Option Sets Search Support CourseWalk™ System Administration
Element Info | NCES Handbook v | g

Home ) Elements b N
NCES Handbook = Welcome Testuser ¢, 5 Logout

NCES Element Definition

[ —select— v| -
Element Number
l | <

Element Type NCES Related Categories
[ —select— v| ‘

Field Length

NCES OptionSet
—Select— v

u‘ Data Grid View ]u Print /]. Save ]u Cancel ]

Best viewed in 1024*768 resolution Qi ESPSolutions Group

Figure 72 - Element NCES Handbook Screen

The screen includes fields associated with the selected NCES Element. This screen is to display NCES
Element characteristics, so all screen items other than the NCES Element may be considered optional.

Component Metadata i Elements i NCES Handbook
Information
Screen Item Definition Optional(O)/
Required(R)
NCES Element The name by which the NCES Handbook element is identified.
Element Number The NCES Handbook element number for the elements.
Definition The definition for the NCES Handbook element.
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Element Type The NCES data type associated to the item:
1 Date - (DT, in the NCES Handbook)

1 Alphanumeric i (AN) letter or number or combination of
letters and numbers

1 ID1 acode set of related options
1 N7 number (whole number)

1 R -floating point decimal (decimal expected in the numeric

value)
Field Length The length of the NCES Handbook element, if it is defined.
NCES Option Set The NCES Option Set which contains the list of valid values for
the element.
NCES Related The Option Set which contains the list of valid values for the field

Categories

View an NCES Element Entry
To view an NCES Handbook Element entry, use the following steps.

1. Select the NCES Element for viewing by scrolling the drop-down list in the NCES Element box.
Click on the entry.
2. The window will refresh to present the information associated with that NCES Element.

Print an NCES Element Entry
To print an NCES Handbook Element entry, use the following steps.

1. Select the NCES Element for viewing by scrolling the drop-down list in the NCES Element box.
Click on the entry.

2. The window will refresh to present the information associated with that NCES Element.

3. To print the entry that is displayed, select

View the NCES Elements in a Data Grid

You can use the NCES Handbook Data Grid view to locate and select an NCES Element entry for editing
or for deletion. The Data Grid view also provides download capability.

1. Select the NCES Element to be displayed in the Data Grid view by clicking on the entry in the
fNCES E | e m amog-dbwn list, or leave the NCES Element blank to return the complete list of
NCES Handbook entries.

2 Click on the fAData Grid Viewd button at the

3. T h eNCHES Handbookd s cr e en dNCESHlemgnsentty foeentries).

Fage 12: 3 ESP Solutions G
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ESP Solutionsémup
DataSpecs

State of Tranquility

- ESP Solutions Group

Collections Repositories Outputs and Reports Elements Option Sets Search Support CourseWalk™ System Administration
Element Info | NCES Handbook v | Categorize |NCES Option Sets | NCES Options | NCES Categorize

Home P _Element P

~
NCES HandBook B Welcome Testuser g13 <Log0out

-

:
bageswel Bset ]

NCES Element INCES Optionset

T Field Length Name

I Edit | Remove | NCES Element Name Definition

A description of
the educational
@ :X] 0010-Accountability Focus unit under 5 60 testApp
evaluation for
accountability.

The month, day,
and year that the
. - 2 8
assignment is
due.

The month, day,
and year on
which a migrant

@ :X] 0070-Assignment Due Date

student last
moved, based on
% Z‘ 0594-Migrant Last Qualifying Mowve (LQM) Date the Certificate of 3 4 _lj
] '
u ViewAll J u Download ] u Cancel ]
Best ed in 1024768 resolution G i
st viewed in = @il ESPSolutions GrouE

Figure 73 - NCES Handbook Data Grid View

4. Use scroll bars on right and at bottom of the table to view all columns and rows.

5. NCES Handbook entries can be downloaded, using the
screen.
For additional det ai ltipnusderé&endrdl kdataresGr i d Vi ewd sec
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Elements C NCES Handboo k€ Map to NCES

The Map to NCES screen documents the relationships between an Element and the NCES Handbook
Element.

NCES Handbook element definitions and option sets are a resource to assist education organizations
with data collection. Handbook entries include data element names, definitions, and option sets, which
are organized and categorized for search and retrieval. NCES Handbook elements are frequently
referenced in the SIF Association specification.

By documenting relationships of your data dictionary entries to NCES Handbook elements, the clients
using your dictionary can review your dictionary element name, definition, and option set against the
selected entry from the Handbook.

NOTE: NCES Handbooks elements, definitions, and option sets are updated periodically. The Element
linked to a specific version of the NCES Handbook element entry. Updates to Handbook entries and to
your Element entries are tagged with a version and an effective date.

Screen Layout & Description

When you s e lINeCELS, fimladmvntiram the NCES Handbook) on the second-tier menu bar,
the following screen is returned.

Collections  Repesiloncs  Oulpuls and Heports  Elements  Option Scts Scarch  Sepport  CosrseWalk™  System Administration

teme b Bements ¥ HOES Mappisg
Map to NCES =

[#] active Gniy

Search Dictionary

ﬁ Dictiwnary lement Hame
Spach

mictsenary Clement Dicticnary Eiement Dexcription
#fr Qi Program-i 3l a| a|

Welcomg Testuser Logsat

HCES Domisin Mame
Sent bt

HCES Section Mame
et b

HCES Calegory Hame
e S e w

HCES Element 1D WOES Elesent Wame
~—Sefert— s decmmar by Fooss ol

NELS Element Description

B oot craview ] [ unstan ] B wap em | [ concar ]

Figure 74 - Elements Map to NCES Screen

Included on the screen are Dictionary Element Name and Description, the selections to categorize an
element (NCES Domain, Section and Category), and NCES Element (ID, Name, and Description).

These fields are defined in the following table.
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Component Metadata i Element i Map to NCES
Screen Iltem Definition Optlo_naI(O)/
Required
Search Dictionary Box to enter search term to search dictionary element names. 0]
Dictionary Element Display area to display list of Element Names for selection. @)
Dictionary Element The Element Name for the selected element. @)
Name
Dictionary Element The Definition of the selected element. o)
Description
NCES Domain Name * The name of the highest level of hierarchy for grouping or organizing O
NCES Handbook entries. NCES Handbook domains include:
i  State Education Agency,
1 Intermediate Educational Unit,
1 Local Education Agency,
1  School,
9 Class,
1 Student,
1 Staff
NCES Section Name The name of the second level of the hierarchy for organizing NCES o
Handbook entries. Domains include sections. Examples of sections for
organizations include: Institution Identification, Governance, Program,
and Accountability. Examples of sections for the Student domain
include: Personal Identification, Enrollment, and School Participation and
Activities.
NCES Category Name The name of the third level of hierarchy for group of data elements that o
are related within a given section. Examples of categories include:
Activity Information, Honors Information, and Post-School
Education/Training.
NCES Element ID * The NCES Element Number assigned to the selected NCES Handbook R
Element.
NCES Element Name The NCES Element Name that identifies the NCES Handbook Element. o
NCES Element The NCES Element Definition for the selected NCES Handbook Element. @)
Description

Screen Functionality & Navigation i Element 1 Map to NCES

You can view and manage the mapping of an Element entry to an NCES Handbook Element. The Map to
NCES form supports the following actions for the selected Element:

T Select AActi ve Onl y ontsbritolView Only Adlive Elentents, Al |

1 Search Element entries

1 Map (link) an Element to an NCES Handbook Element,

1 Un-map (remove the link between) an Element and an NCES Handbook Element, and
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1 View Elements to NCES Handbook Elements Mapping Data Grid.

Selec t fActi ve Onl v o Elemehts @& to View OnWiAetive EAdmEnts

The AActive Onl yo ¢ he cKembntsxareshownorromy the active Elentesrarea | |

listed in the Dictionary Element box on the left side of the screen. The default is to view active Elements

only. When you need to look at a non-active Elements, you uncheck fAActive Onlyodo anct
refresh with a list of all Elements.

AnElementi s fiactiveo as |l ong as its BExpe ntditad mMiMDxdpddreadi shas
reached,anOutputi s consi dered filnactive. o

Search Element Entries
To locate Element entries, use the following steps.

1. Enter the search term in fiSearch Dictionaryo box in
2. Click fASearchbo.
3. The Element Namesidenti f i ed by the search are I|isted in the #

side of the screen.

Map an Element to an NCES Handbook Element

Element Names are displayedinthe i Di c t i o n a rbgx ofEupmgeniedt nftthé screen. This box
includes a scroll bar on the right for you to scroll up or down to view additional entries.

1. Selectthe Element withinthed Di ct i onary EI e memthe@ntryp.  XJUskey fcSleiaa kcihn g

Dictionaryo if needed to | ocate the item.)
2. The screen refreshes. Elements Names are showninthe A Di ¢t i o n a rbgx (Uppeelefteom t O
screen).

3. Select the Element to be linked by clicking on the name within the box.

4. The screen refreshes and the selected Element Name and Definition is displayed in the
ADi ctionary EIl emenar yabBneedmeamtd DiedDs ccrtii ptni ono boxes

5, Locate the NCES El ement information for mapping. Yo
El ement Nameod box by selecting the NCES Domain Name
Category Name. Each choice will further limitth e A NCES EI| e me n tdropNdawmébaxd0 i n t he
Otherwise, you can scroll through the drop-down list in NCES Element Name to select the NCES
Handbook element. Click on the NCES Element Name to select it.

6. The NCES Element Name selection provides the NCES Element ID (the required field for the
mapping) and displays the Handbook definition in the NCES Element Description field.

7. Click on fiMap | temdo button on the bottom button bar
8. The mapping is stored in the database, and the Dictionary Element list entry for the Element now
includ@® an fihe end of the name, indicating that t}

Un-map an Element and an NCES Handbook Element

To Un-map (remove the links between) an Element and an NCES Handbook Element, complete the
following steps.
1. Select the Element entry to be un-mapped in the Dictionary Element 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 E| e me nt , Ua-mapo t het thion i s
included on the bottom button bar.
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u Data Grid View ]u UnMap ] Map Item ]u Cancel

Best viewed in 1024*768 resolution Qi ESP Solutions Group

Figure 75 - Element Map to NCES Bottom Button Bar

3. ClickUnmapé Button.
4. The mapping is removed. The screen refreshes, and the Dictionary Element entry no longer
indicates that the element is mapped.

View Elements to NCES Handbook Elements Mapping Data Grid

You can use the NCES Mapping Data Grid view to locate and select an Element mapping entry for editing
or for deletion. The Data Grid view also provides download capability.

1. From the NCES Mapping screen, select the Element to be displayed in the Data Grid view by
clickingontheentryint he f El e meanog-dowhdist) erdeave the Element Name blank to
return the complete list of Element entries.

2 Click on the fAData Gr i dofthéisweerd button at the bottom
3. T h eNCHS MappingoData Grid screen displays the Element entry (or entries).
4. Use scroll bars on right and at bottom of the table to view all columns and rows.
5. Element entries can be edited or removed, using EDIT or REMOVE buttons available on each
entry.
For additional detail, see fiData Grid Viewo section un:

To view the data grid for the Map to NCES entry or entries, the following steps can be used.

Elements C Categorize

As an enterprise data dictionary grows, and as the elements list is used by various groups, there is
increasing value in fAcategorizingd elements to assist |
that relate to a specific hierarchy or group.

In recognition of this need, DataSpecs includes capabilities to assign data dictionary Elements to a
hierarchy, and to tailor the hierarchy or grouping to your needs.

DataSpecs Categorize functionality is presented using a hierarchy or categorization structure similar to
that in the NCES Handbooks. TheDat aSpecs hierarchy includes fiDomains, 0
fCategories. o

ADomainso are the highest | evel of the el ement hierarc!
Local Education Agency (LEA), Intermediate Education Unit (IEO), and State Education Agency (SEA).

As an illustration, fASectionso identified for the Stud:
School Participation and Activities, Assessment, Discipline, Special Program Participation and Student

Support, Non-School and Post-School Experiences, Transportation, Food Services, and Health

Conditions.

And, at the | owest | evel of the hierarchy, the ACat ego
groups titled: Name, Background, Family Information, and Address/Contact Information.

Within the hierarchies there are similarities between both student and staff, because both domains
include the same elements about persons.
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NCES Handbook element definitions and option sets are a resource to assist education organizations
with data collection. Handbook entries include data element names, definitions, and option sets, which
are organized and categorized for search and retrieval. NCES Handbook elements are frequently
referenced in the SIF Association specification.

By documenting relationships of your data dictionary entries to NCES Handbook elements, the clients
using your dictionary can review your dictionary element name, definition, and option set against the
selected entry from the Handbook.

NCES Handbooks elements, definitions, and option sets are updated periodically. Updates to Handbook
entries are tagged with a version and an effective date to identify the specific instance of a Handbook
element entry.

CONTINUE HERE
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Option Sets

Option Sets Functionality

DataSpecs functionality supports the Data Inventory steps:
1. Load initial Option Sets and Options (code sets) as required for Data Dictionary Elements.
2. 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.)
3. Relate Option Set Fields to available Option Sets, adding Option Sets and Options as needed.
4. Relate Option Set/Report Items to available Option Sets, adding Option Sets and Options as
needed.
(The complete list of DataSpecs steps is included in the Introduction to DataSpecs.)

You can access the Option Sets functionality through the second-level navigation bar at the top of the
DataSpecs screen. The navigation bar components for Option Sets/Reports include:

1 Option Sets and

1 Options.
These components support the entry, import (upload), and download of the data inventory entries for
Option Sets and Options. Reports on Option Sets are available through the DataSpecs Report facility.

Option Sets C Option Sets

The Option Sets selection supports documentation about the option sets or code lists.

The screen operation requires that you create a new Option Set entry, or select an Option Set entry that
has already been created. When there are Options that are associated with the selected Option Set, the
Option entries are |listed in the ACode/ Optionodo Box on

Option Sets may be linked with Collection Items, Option Set Fields, Option Sets/Reports Items, and with
Elements. You should check that links are updated when creating new versions of Option Sets. Links to
fexpiredd Option Sets are not automatically associated

Option Set Screen Layout & Description

The followings cr een is returned when yo utiesDathSpecs mefiubaraidon Set s 0
AOption Set s otieomenutbdre second
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Collections Repositories Outputs and Reports Elements Option Sets Search Support CourseWalk™ System Administration
~ Element Info | NCES Handbook ¥|  Categorize |NCES Option Sets | NCES Options | NCES Categorize

Home MNCES Option Set b " st 5 .
NCES Option Sets = elcome Testuser ogou

Basic Information

NCES Code NCES Option

Active Only

HCES Option Set Name™ External Source

| —Select— M

HCES Parent NCES Master

| —Select— M ‘ —Select-— [L]
Change Type
‘ —Select-— M

History Tracking

Effective Date™ Expiration Date Version™

11/24/2009 | B

. Data Grid View ]u Add NCES Option Set_| u cancel |

Figure 76 - Option Sets screen

The groupings of data on the Option Sets screen include: Basic Information, the Code/Option Box, and
History Tracking. When an Option Set entry is selected, the information about that entry is displayed in
the Basic Information and History Tracking areas. Option entries that are already associated with the
selected Option Set are listed in the Code/Option window on the left side of the screen when the Option
Set information is displayed. Code/Option fields are defined in the Option Sets section of this Chapter.

The fields within the Option Set components are defined in the tables that follow, and each field is
identified as either Required or Optional.
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Component Metadata i Option Sets
Basic Information

Screen ltem

Definition

Optional(O)/
Required(R)

Option Set Name

A unique name or title that represents a defined option set.

External Source

The name of an external source that defines the contents of this option
set. For example, School ID numbers are often maintained in a
database table which is continually maintained, and would not
necessarily be loaded (duplicated) in the DataSpecs Options list for the
School ID Option Set.

Parent The name of the immediate parent option set in the hierarchy for an
option set that is a subset within an option set hierarchy. For example,
the option set A RAgrades&43)are g subsdtefthe o d
option set for AEl ementary Grade
iMastero option set of AAlIIl Grade
Master The name of the top level option set in the hierarchy for an option set
that is a subset within an option set hierarchy. For example, the option
set fAPrimary gr ad3parecacubsetsobthe omionseal fers
AEl ementary Grade Codes, 0 which a
set of WAAlIl Grade Codes. 0.
Change Type The type of change, when a code set has changed to a newer
version. The selections include: extension, restriction, summary,
consolidation, or copy. The choices in this list can be modified
by the DataSpecs system administrator.
History Tracking
Screen Item Definition Optional(O)/
Required(R)
Effective Date The date that the table with the specific attributes will be (or was) R
effective.
Expiration Date The date that the table with the specific attributes will be (or was) 0]
expired.
Version The version of the repository table description. R
Screen Functionality & Navigation 1 Option Sets
The Option Sets screen provides functions to:
T Select AActive Onlyo Filter to View All Option
1 Add Option Set entries,
1 Update or Edit an Option Set entry,
1 View the Option Set Data Grid, and
1 Remove an Option Set entry.
AActi ve Onl vo FOdtioneSets dar o Viw ©nby Abdtivé Option Sets
The AActive Onl yo c¢ he c@ption 8etentries aré shawn er onlytihe active ©Optican | |

Sets are listed in the Option Set Name drop-down box. The default is to view active Option Sets only.
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When you need to look at a non-active OptionSet, you uncheck #fAActive Onlyo and
with a list of all Option Sets in the system.

AnOptionSeti s active as long as its fiExpiration Dateo has n
reached, anOptionSeti s consi dered filnactiveo.

Entering and Editing _Option Set Data

When entering Option Set data, various fields may be edited by the following methods:
1 Enter data directly into an editable field.
1 Select a predefined choice from the drop-down list.
91 Click on the checkbox or radio button.
1 Click on the Calendar icon to specify a date for a date field or type the date.

The fielodhsi bRes@Officed and fiContactso may either be se
or they may be new entries that are added to fiPeopleodo
managed directly using SUPPORT->Offices or SUPPORT->People.

Add an Option Set Entry
To create/add a new Option Set entry, click onthe i A dOghtion Setd but t on at the .bottom of
The nACr eat pop-Ompstréenwilkhé returned. This screen provides selection of a Create Option
for a new Option Set entry, including:
1 Add New
1 New from Copy
1 New Version
T Import

/= ESP_Collections-Add New - Windows Internet Explorer
) htp:/] ]

Create Options

O Add New : - o L O Import

u Add Option Set ]

& Internet H 100% ~

Figure 77 - Option Set Create Options Pop-up Window

AAdd New, 0 ANew Version, o0 and ONew from Copyo selecti o
Opton Set entry. The Al mporto selection supports |l oading

1 Add New

1. ClickontheA Add Newdo button, and select fAAdd Option Set
pop-up window.
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2. Enter the required fields i Option Set Name, Effecti ve Dat e, and Version. iV
the default value of 1.

3. Enter other fields, as desired.

4. Whentheentry is complete, click on tOptonfe&Banded butt ol
Reports screen to store the Option Set entry.

T New Copy
( ThNe vt C o plig kutton ia activated when an option set is chosen.)

Note: You can use New from Copy when an existing Option Set entry has minor changes, like the
relationship to a master Option Set is being added.

1. First, choose the Option Set entry that you want to copy fromt h ®p fii on S atop-Na me o
down list.
2. Clickthe i A dOgtionSetd butt on at the bottom of the screen.
3. The #ACreat e -Upwihdowisrstdrneg. o p
4, Use t hdroniepwy 6 radi o button i n-uptwindow,fai@irthereclick Opt i on
AAdd |Itemd button.
5. The Option Set New Name pop-up window is presented.

Optionset Name * ?ASR{Iass Type Code |

I & Internet # 100% ~

Figure 78 - Option Set New Name Pop-up Window

6. Enter the new Option Set Name, and click the fASav
7. The Option Sets screen is presented with the new name and the other fields duplicated from

the selected Option Set.
8. Update the information, as appropriate.
9. Click on the ASaved button at the bottom of the s
10. The Option Set entry will be saved and the screen refreshed.

1 New Version

(The ANew Ver s iivactivated wher ao opbon $et ichosen.)

Note: This selection would typically be used when an existing Option Set entry has minor
modifications like a change in the external source. .Entries are unique when effective date

and/or version number are different. Versioning helps to maintain information on current
repositories and their attributes, as well as past and future repositories..
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1. SelecttheOptionSetent ry t hat you vOatiornt SettNaa nogmp-gown list. t he i

2. Clickthei AdogtionSetd butt on at the bottom of the screen.

3. The ACreat e -upwindowisrstarneg. o p

4. Use the fANew Versiono radio kpwirtdowandthendclitke ACr eat e
AAdd |Itemdo button.

5. The Option Set screen is refreshed showing the selectedentry. The AVeirssiono field
incremented. The new version number is also displayed in the Option Set Name field where
the version number is appended to the repository name (fore x amp |l e fi Coiufr2s0e) Co d e
The earlierOpti on Set entry is updated witadgingtltmday o6s dat
entry as fAexpired. o

6. Enter or change the remaining Option Set information as appropriate.

7. When changes are completed,c 1 i ck on t he A Sattereafthédbsareen.on at t he

8. The data will be saved and the screen refreshed showing the new Option Set version entry.

1 Import
Note: This option would typically be used when you have a file or can create a file with one or more

repository entries.

1. Clickonthe AAdd Option Setodo button at the bottom of t

2. The nCr eat pp-upwindowisdisplayed.

3. Clicktheiil mport o radio bhtt dMddanhnd etmdemdultitton in the v

4. The Option Set Upload screen is returned.

Home } Option Set
Option Set Upload

DataSpecs

—Select-—

Select File to Import

Welcome Testuser Logout

Component Type

~1 |l Download Template

Browse...

uUpluad and Validate] u import | u cancel |

Figure 79 - Option Set Upload Import Screen

5. If you require a copy of the Option Sett e mp | at eQptios etoe cth it he fiDat aSpecs
Co mp o n e n tdropFdpwnebax (as shown in image above), and then click on the
iDownl oad Templ at e 0 Inadsdeenmllows yduitoesavEthd e Do wn
fOptionSets. x kempmate file or to open it. (NOTE: DataSpecs uses EXCEL 97-2003
Workbook file format for this purpose.)

6. Load or enter the information that you want to import into DataSpecs in the template rows.
(Each Option Set entry is entered as a separate row.) Save the EXCEL file with a unique
filename.

7. Return to the DataSpecs Option Set Upload screen.

8. ChooseOptionSetd i n t he fADat aSpedmspdéivintogkonent Typeo

9. Either browse to |loeate it mponadmeoof enherfdEhle dire
information for the file to be loaded.
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10. Cl i c kUplbadendYial i dat ed button.

11. If there are errors in the Import file, Violations message(s) will be displayed. You can print the
error message or Print or Save the Violation spreadsheet.

12. Correct any errors in the file. Save the corrected file. Return to step 7.

13. When the DataSpecs message fiNo violation occurs
respond fAOKO button on the message screen.

14.Cl i ck on dtoh eb uftU pol no. a

15A fiSuccess0O screen i s dOgimiSet gnaies thatiwerdnloaded.c ount of t

QE%T

|&] http:/f

Upload Records

Success!

Upload of <4 records to Option set was successful

u Download ]u Upload More ]u Go To Form ]

& Internet # 100% v

Figure 80 - Option Set Upload Success Pop-up Window

16. Selections from the Upload Success screen allow you to
a. fi Do wn |7 d@avdléad the successfully loaded Option Set entries,
b. AUpI| oadi réonrteetide Option Set Upload screen, or
c. iGo t o godorthm ®ption Set screen.
17. Select one of the buttons, and proceed.

Edit an Option Set Entry

To edit an Option Set entry, use the following steps:

Select the Option Set entry to be edited fromt h ®@p fii o n S etop-ddwanrtist. O

The window refreshes and displays the selected Option Set entry.

Click on AEditod (in blue) to the right of the #AO0Op
Modify the Option Set entry as needed.

Savet he updated Option Set by clHotok dfthgwirdlow. t he #ASav

agrwNPE

Remove an Option Set Entry
You can delete an Option Set entry, as follows:

1. Select the Option Set entry for deletion int h ©ptidn Set N a m ed@p-down list. When the
entry is selected, the screen will refresh and display the information for the selected entry.
2. Click t heOptiolR®tdo beidrt otnhe bottom of the screen. (T

Set o button is di s pidn&stlkeadbeenrs¢legtedyhen an Op
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u‘_ Data Grid View ] u Add Qgtion Set ] ‘Remove Q;‘)}ion Segj u Save J u Cancelrg] 1

| Open |1/

Figure 81 - Expanded Option Set Button Bar

3. A pop-up window requires that you confirm the deletion.

Windows Internet Explorer

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

[ OK ][ Cancel ]

Figure 82 - Deletion Confirmation Pop-up Window

4, Cl i ck fOKOhetdaetiomonf i rm t
5. The window will refresh to a blank Option Set screen.

View Option Set Data Grid

The Data Grid view of Option Set is available by clickingon t he fDat a Gatthabotwmefwo butt o
the Option Set screen. You can browse Option Set entries, edit an Option Set entry, delete an entry, or
download the Option Setd at a . For f uDataédVievdde tsaeiclt isoene uinder Gener al

Figure 83 - Option Set Data Grid View Screen
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