Running CEST Data Reports from NCATE Database

1. In the Main Menu, click on Candidate Performance
[image: image1.png]3 Main Menu

NCATE Database

] Candidte Characteistcs
| Candidte Pafomarce
| Faculy haractasties

| AumiDas





2. In the Candidate Performance Menu, click on CEST Data
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3. In the CEST Data Menu, click on CEST Reports
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4. In the CEST Reports Menu, click on Individual Scores by Program Code and Year
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5. You will enter 2 parameters for each file to be generated.

6. Enter the Year when prompted with the window below
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7. Enter a program code from the list below when prompted:

· BLBC

· ECED

· ELED

· SCED

We may have to use the following instead and run these additional reports – I’ll update you after my meeting with Dr. Otto on 10/20/04

· SCED ART

· SCED BIO

· SCED ENG

· SCED HIST

· SCED MATH

· SCED PE

· SCED SPAN

· MAT-BLBC

· ECED-SPED-MA04

· MAT-ELED-LA

· MAT-SCED-LA
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8. You will enter a year and program code for each of the 8 programs listed above.

9. There will be 8 individual reports and one combined report 

NOTE:

These reports are generated by running the IndividualScoresQuery_Crosstab. For each program code listed below, enter the year (in the format XXXX) and the program code. 
AllEvalScoresQuery is the underlying query for the IndividualScoresQuery_Crosstab query. It is run automatically when the crosstab query is run. It is not run on its own.
10. You will end up with a query result that looks like the following for each query:
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11. In Access, click on Tools > Office Links > Analyze It with Microsoft Office Excel

12. It will open the file in Excel and look like the following:
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13. The files and worksheet tabs should be named according to the following list according to the program names:
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14. Once all of the individual program files are created, they should be combined into one file named “Individual Scores Report by Student – 20XX.xls” and the data should be formatted as in the example below:
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Please refer to the actual data files from previous years to verify that the formulas are correct for calculating the averages and the high and low means. You must recreate the average formulas since they are not copied over from Access when the data is exported.
15. Next you will return to the CEST Reports Menu and go to the Standards Reports Menu. 
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16. From there, click on the Undergraduate CEST Standards Reports 
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17. For each of the program areas, you will enter the same parameters as you did for the Individual Score Reports. For example, for the BLBC Standards Reports, you would enter the year for the first parameter, and BLBC for the second parameter. (You may end up having to run the SCED query 7 times, once for each of the different program areas below. I’ll let you know what we decide.)

· SCED ART

· SCED BIO

· SCED ENG

· SCED HIST

· SCED MATH

· SCED PE

· SCED SPAN

Each of these will result in a query that looks like the following:
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18. In Access, click on Tools > Office Links > Analyze It with Microsoft Office Excel
19. It will open the file in Excel and look like the following:
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20. The reports should be named according to the following list (adding the additional SCED reports if necessary
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21. Each of the Standards and Dispositions reports needs to be formatted as follows.

22. In Excel, go to Data > Subtotals
23. In the Subtotal window, for “At each change in:” select either Standard or Disposition, depending on which type of report you are working with

24. Select  Average for the “Use function:” value

25. Check the box for each social security number listed, making sure to use the scroll buttons to view all available values.

26. Click OK
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Your file will look like this once this operation is completed:
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You will need to add a column at the end of each report to calculate the average across the rows. The data reports should be further formatted as follows to ensure consistency with decimal places, formatting such as bold where indicated, and spacing between Standards or Dispositions as in the following example:
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Please refer to the actual data files from previous years to correct formatting and formulas for the Average column.
27. You would run the Graduate program standards reports in a similar way, making sure to enter the program name exactly as listed in the report name on the screen.
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28. Next browse to the Dispositions Reports screen and run these reports the same way you did the Standards reports (see steps 16 – 18), referring to the following screen shots as necessary.
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