Maine Department of Education, Assessment Office Hours 
April 2, 2021

OVERVIEW OF THE SESSION
This document can be found here: https://tinyurl.com/nwearostering
The more technical version of this can be found here: https://tinyurl.com/nweaadhocsql

Introductions and Thank You’s

[bookmark: _GoBack]During today’s office hours we are going to show you how to import students into NWEA which is a critical first step in rostering. We’ll explore other ways to help you prepare your proctor sessions, as well as your staff data files which can be uploaded into NWEA. You can choose to listen or to follow along - this will be recorded and there will be a print guide shared. 
We are pasting a Google Doc into the chat that you should find helpful and which includes some technical elements such as sample SQL queries for Infinite Campus and for Powerschool as well as sample templates and ad hoc queries designed to help you organize data in a way that best matches how data is ingested into NWEA.

By the end of the session you could have all your students that are required for assessment uploaded and ready for specific classes, instructors and proctors to be added as well. Knowing that who proctors your NWEA administration may not be clear to you yet, and that creating the spreadsheets or lists of classes and staff users may take a few more hours, we have scheduled a follow up technical session next Thursday April 8th at noon. Also, it is worth mentioning again that support is available to your district at 855-430-1777.

STUDENT DOWNLOAD FROM NEO

The Maine Department of Education (MDOE) has created a roster of students in grades 3-8 and 3rd year high school who are required to take the NWEA. This also includes 2nd year high school students for whom the NWEA is optional. Each day a roster is created from information within the State Synergy information system. So, as usually it is critically important that we as schools have frequent updates to Synergy during the assessment window. Remember it takes two to tango and so we need to try and resolve student enrollments as soon as we can so a receiving school can be aware that new student can be added. On the plus side, as we will see later, individual students CAN be added manually.

The roster is available in multiple formats on NEO. It is also able to be pulled school by school

Log in to NEO at https://neo.maine.gov/ 
(if you do not have an account they must be requested by your superintendent)
Click “Student Data” from the Dashboard or horizontal menu
Click “Click Here to Enter Student Reports”
Click View Report to the right of “NWEA Mathematics & Reading – Grades 3-8, 2nd & 3rd year HS”

From here you are able to determine which format you would like to download. You also can filter by school.
[image: ]

For the first part of this demonstration we will choose Excel. The Excel formatted download (which will open in Numbers or Google Sheets as well) will generate information in almost exactly the way NWEA roster files should be formatted.
Click the Floppy Disk Save option and choose Excel
[image: ]

Delete rows 1-12 being sure to retain the blue headers[image: ]

Click File - Save As and select Comma Separated Values csv
(be sure to select CSV comma separated values instead of csv-utf)
It’s common to get a data loss error, simply click the X
[image: ]

This CSV created from the NEO Excel download is what is needed to import your students into NWEA. For a more complete explanation of what each field means you can access the NWEA Roster File Template here.

You may have noticed other possible download types that can be pulled from NEO. The CSV version has value in rostering and planning.

The CSV version from NEO allows you to see more of the data that is behind the scenes. This can help you better plan your testing of students in the 3rd year of high school. It also tells you when a new student started in your district. As it is the raw data, it is NOT formatted for easy upload into NWEA. Consider it more as informational and a planning aid for high school assessment administration.
[image: ]

Now we will log into NWEA to demonstrate how to important student records. We will use “demo” student information as this is recorded and we want to respect student data privacy.

STUDENT-ONLY IMPORT TO NWEA

Downloading the Excel export from the NEO “NWEA Mathematics & Reading – Grades 3-8, 2nd & 3rd year HS” report will provide an excel file in the NWEA Roster File Template format. This will have all student information, but will be missing the required instructor information. You may either edit this file to add the missing teachers and classes, or import this file as a CSV using the student-only Import option to add the students into the MAP system. Please keep in mind, you will still need to import a full roster that includes the teacher and class information if performing a student-only import.

Please follow the steps below to perform a student-only import:
1. Log into the MARC website at: https://teach.mapnwea.org
2. Click Import Profiles/Rostering along the left
3. Select Standard as the Roster Type, Spring 20-21 as the term, and Add/Update Students Only as shown in the image below
[image: ]


0. Select the NEO export file. Please ensure you have followed the steps above to re-save the Excel file as a .CSV Comma Delimited file (Do not use the UTF-8 Option)
1. Click Next to view a preview of the file
2. Click Confirm to have the file checked for errors
3. If errors are encountered, please view guidance available in the MAP Help Center to resolve. 
a. If there are errors in the preview phase, please ensure your file is properly saved in .CSV comma delimited format and visit the above link for additional steps if needed
b. If there are file format errors, this indicates inconsistency within the file, such as two different students with the same ID. The website will identify the discrepancy for you and you can use the link above along with excel filtering to identify the inconsistencies and correct the file. You must then make the changes to the file, and begin the import process again.
c. If there are reconcilable errors, these can easily be corrected through the website. This means there is a mismatch between what is in the file and what currently exists in the system. These can range between incorrect school names to student information on the file not matching what is in the system. You will have the opportunity to correct the errors within the website. 
i. Please reference the detailed error section below for screenshots and examples of Student Errors you may encounter.
4. After any potential errors are resolved, you will need to click Post Valid Records to complete the import. This will populate the MAP system with the required students who need to test. 
5. Next, you will need to perform a standard roster import to add the missing class information. Please reference the Next Steps section below to pull this data from your SIS such as PowerSchool or InfiniteCampus.


Error Messages You May Encounter during Roster Import

School Name mismatches 

[image: ]
· For school name mismatches, you will want to select option 2 and then enter the name of your school as it is in the MAP system. 
· You can confirm this by going to Modify Preferences along the left and clicking Modify District. The school names shown can be entered into the file or into the field inOption 2 to correct the error. 

Student name/gender discrepancies[image: ]
· If the student information in the file is different than what is already in the system, you will have student reconcilable errors with the options shown above. The data in the file itself is always considered the most recent. 
· If the data in the file (which would be shown above Option 1 on your screen) is correct, you can select option 3 - Update the following record with the incoming record. You can compare the student information shown in option 3. 
· If the info in option 3 is correct, you will want to update the info in your file to match what is shown and import again. 
· Situations where this might happen could be due to a student’s preferred name not matching their legal name or gender coming out of NEO. As the Student State ID is the identifier for students, we recommend you roster with whatever name and gender that you want to appear on reports and on the screen for a student’s test. The Student State ID will tie the results back to the student’s record for DOE reporting.


How to export errors
[image: ]


· If errors are encountered, you always have the option to Export Errors to CSV to more easily identify them. This can be useful if there were student reconcilable errors, but the data in the file is incorrect compared to what is in the system. Exporting these to CSV will help you know what edits to make in the roster file before re-importing. 

Additional Help:
If you are having difficulty importing the roster or resolving errors that appear, NWEA has a Maine-specific help desk number available for troubleshooting and support at: 855-430-1777.


NEXT STEPS

SQL and Ad Hoc report samples can be found here.
When considering Proctoring approaches the instructor as proctor approach is easiest.

Demonstrate adding a single student
Demonstrate additional staff upload
Demonstrate adding a single staff member
Demonstrate adding a role to a single staff member

Remember there technical assistance Next Thursday, April 8th at 12pm as well as ongoing on demand help via the Maine specific helpline at 855-430-1777




For Sample SQL and Ad Hoc Reports please visit this Google Doc. As a community we will always be improving and building upon these, so please check version dates.

image3.png
v b WN P

School State Code |
488
488
488
488

School Name
SP Elementary
SP Elementary
SP Elementary
SP Elementary

Previous Instructor ID





image4.png
Home Insert Draw Page Layout Formulas PEIE]

% Calibri (Body) +|/12  + A~ A~ =1_1
L~ =
Paste 6 BT |U|~ | v ﬁ v A v = ="

€ Possible Data Loss Some features might be lost if you save this worl




image5.png
N o
YearofHS Enrollment_Start_Date

3rd 3/26/21
3rd 3/26/21
3rd 3/26/21
2nd 3/23/21
3rd 3/19/21
3rd 3/11/21
2nd 2/2/21
2nd 1/29/21
3rd 1/25/21
3rd 1/7/21
3rd 12/10/20

Ard 11/92/9°0




image6.png
. SetUplmport | reviewand Conim e ValdteFil Format . IportSummay | Recance rors

= = Reguired

Roster Type " Help me choose
@ Standard (schools, Instructors, Classes, and Students)
O Additional Users (add/Update only)

Term *
Sping 20202021 v
Add/Update or Overwrite data for selected term? "
O Standard - Add/Update  Recommendad (add to or Updte sxisting dts)

O Standard - Overwrite  warning (This vil replace il existng data forthe term vith the ne file data.)

@ A/ UpaEE SEUGERES ORI v (ony suden eated dta il b imported)

O Add/Update Instructors Only  Warming (Only instructor related data vill be imported.)





image7.png
Error Reconciliation

Chooss ane f the fallowing aptons:

) © Do ot reconcie at i time
arehs ehol s and ot e elecid e, Rtrn 0 ot hi o e

2] © Replace incoming Schaol Name withth followin selecton
Sty nscta e o e

[ E——

B © import users wihoutceatng asociarion o tis schoo,




image8.png
Error Reconciliation

Choose ane of thefllowing aptons

) © Dot reconcie a thistime

2] © Update User Name anclor il in the incoming record with the folovir:

81 © Update thefllowing slecte [user/ student] withthe ncoming record

@) © Cresteanew rofie

Do not import incoming records that contain this user





image9.png
Group Errors. Errors Remaining.
School Errors
Ethnic Group Errors

Grade Errors,

o o o N

Program Errors

‘Changes made throughout MAP may affect group errors.

il <SGl Errors to refrash arror fotals.

We recommend reconciling all Individual Errors to ensure all records are posted to the system.

Individual Errors. Errors Remaining
Instructor Errors. 0
Student Errors B

[ESPOIIERGISTOCSY|  Save My Progress  Cancel Import




image1.png
Attending Attending

['South Portland Public Schools V| ['South Portland High School v] [ View Report

District School




image2.png
Attending
District

Attending

(South Portiand Publc Schoois v] Atend

All v [ view Report

From Maine Department of Education

Report Filter Criteria

04/01/2021 06:10

South Portland Public Schools All 04/01/2021 8:15 PM PM

Results Grid :

javascript:void(0)




