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Introduction

This guide shows users how to set up and use the Microsoft Access database template with
data exported from the eData system(eData). This document also includes general
information about tools and procedures to help you analyze the exported data.

Agency information is stored in eData. However, you cannot see how an agency is doing
from eData. Thus, you have to export agency information from eData into the eData Access
Database Template (Access template), which is a six-step process.

A. Set up the Access template

Download the most recent Access template
Open Access template

Change two settings in Access

Export agency data from eData

mmonNnw

Import agency data into Access template

This guide is not an in-depth Access training. Agencies that want to customize the Access
template should get additional training in using Microsoft Access by reaching out to eData
Tech Support for resources.

This image indicates content for a new user; that is, someone new to the PA
Department of Education, Division of Adult Education (Division); first-time
grantee.

A. Setup the Access template

Create a file folder, to be named ‘data’, on your hard drive (i.e., C: drive).

Before you download agency data, you must create a file folder to house the Access template.
This folder cannot be a subfolder as the eData Template is programmed to find agency
data in the C:\data folder.
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Follow these steps:
1. Open File Explorer using one of the following methods:
a. Place your cursor in the search box (which is at the bottom of the screen, in
the task bar) and type in file. This will locate File Explorer.

All  Apps Documents  Settings More

2 Best match

i = File Explorer

: i ==
Apps File Explorer

App
2 ‘ 7-Zip File Manager >
= 4 VLC media player - reset » (7 open

= .
= preferences and cache files

< Settings
i Pinned
3 = File Explorer Options > -
Desktop
AN Font settings > % Downloads

Automatic file downloads privacy
settings

4
| Documents
L]

s Pictures

- ‘ €§3 Add or remove programs > Data

_ == ABLETECH (\\share.educ.psu.edu\isal\Workin|
- Folders

5 eData System

[~

- @ Creative Cloud Files >

File Repository - in Improving Agency
,; Data

Page 4 of 5¥ TUZEBY WOTAS ™ [3%¢ TeXUPredctions: On ¢ ATC

2@ Q fid Ce &% . W % § & &

b. In the taskbar, click on the File Explorer icon.

== Q, Search e @ E.I T,
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c. Right-click on the Windows logo, bottom left of the screen. Select File
Explorer and hit Enter:

Settings
File Explorer
Search

Run

Shut down or sign out b

Desktop

Sil Q@ Search

2. Locate and click the
(C:) drive. You may
need to scroll
down.
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= | File Explorer
Home Share

“
=

Pin to Quick Copy Paste
access

Clipboard

> 7 Quick access

v B This PC
- 3D Objects
BB Desktop

¥ Downloads
J\ Music
#3 Windows (C)

>
>
> %2 Documents
>
>
>

View

& Cut
W=| Copy path

ﬂ Paste shortcut

4 o > Quick access

> @ OneDrive - Commonwealth of Pennsylve

Move
to

X =]

Copy Delete Rename New

to folder

Organize

~ Frequent folders (9)

~
(¥

(o)

Desktop

OneDrive - Commonwealt..

o

Pictures

= OneDrive - Commonwealt..

g

Data
I ] Windows (C)

New item

‘fj Easy access ~

Open
Edit
Properties
History

Open

Downloads

* Tjis PC

L+

Recycle Bin
Desktop
g

IBM SPSS 28 Manuals
OneDrive - Com..\Desktop
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3. Click New folder.

&3 | [h = | Manage Windows (C:) v
Home Share View Drive Tools
* [ ] d Cut x I I New item ~
W=l Copy path ol ﬂ Easy access ~
Pin to Quick Copy Paste - Move  Copy Delete Rename New
access [#] Paste shortcut to to - folder
Clipboard Organize MNew
« v 4 €9 > This PC > Windows (C)

4. Change file folder name to ‘data’ by placing your cursor in the box, deleting ‘New
folder,” and typing in ‘data’ and click return, se—

Windows (C)
Share View
e B X =f
W= Copy path «
Paste Move  Copy Delete Rename New

P
[#] Paste shortcut o to~ - folder

Clipboard Organize

29 > ThisPC * Windows (C:) >

Name
When you click New
folder, it is automatically Data
named New folder. Data 2022

%] 2023001c.pdf
%] 2023001rpdf
;‘ Videos - Shortcut

;
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Step Two - Download the template.

1. Open your internet browser (e.g., Chrome, Firefox, or Edge).
2. Goto the eData Access Database Template page at
https://www.paadultedresources.org/edata-access-database-template/

[ Newtab x I F

.
C @ P .-adultedresources_org/edata-access-database-template

@8  Access Database Template - PA Adult Education Resources - www.paadultedresources.org/edata-access-database-template/

Q. www.pa - Bing Search

WWwWw.pa
@ P

3. Click on the template file.

|ss Database Template - PA/ x| 4

A () https://www.paadultedresources.org/edata-access-database-template/

Penns lvania
Adult ducation
@ {2 Resources

Administrators v Teachers/Tutors v PD Portal Support v eData Support v~ Standards & Skills v

The eData Access Database Template is a tool available for agencies to use with exported data fro|
data reports and queries that allow agencies to manage program data and check data for errors aj
database file allows agencies to create custom data reports and queries for more detailed data an
the short online module, or read the instructions sheet below. For additional information, contact]

eDataTechSupport@psu.edu.
Current Template File

e 2022-23 eData Access Template v2 UPDATED 2/06/23

4. When you click on the template file, a zip file is automatically created and
downloaded.

mplate-PA/ x | 4
https://www.paadultedresources.org/edata-access-database-template/ AN D::|) @ * {3 {:é

Downloads B3

PeﬂﬂS |Vania i ZDat-‘j_‘temp\ate_Zz—sz-Z ().zip
Adult ducatic..
@ Resources

5. Click Open file.
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N T
6. Select the template file. = o e

\ P? eData_template_22-23V2.accdb Microsoft Access Database

il 2m-=| Extract eData_template_22-23V2-2 (3).zip
Home Share  View Compressed Folder Tools [

3 Documents & Pictures Data to rename [
mju|
New MIS system Articles IBM SPSS 28 Manuals -
Extract
Access Template for PY 2022-23 23 Windows & OneDrive - Commonwealth of Pennsylvania all
Extract To

1+ l > This PC > Downloads > eData_template_22-23V2-2 (3).zip

~

~ Name Type Compressed size Password p.. | Si

Microsoft Teams Chat Files

hﬂ eData_template_22-23V2 accdb Microsoft Access Database 6,162 KB No

< Milligan Archive

7. Then click Extract all.

8. Change the destination. That is, change the folder for the files to be extracted.

a. You can save the extracted template files to any folder; it does NOT matter.

E Extract Compressed (Zipped) Folders

Files will be extracted to this folder:

ChUsers\hcecil\Downloads\edata_template 22-23V1 6 | Browse...

Show extracted files when complete ?

- Cance'

9. Click Browse to select file folder for the extracted files.

a. Inthe example below, the destination for the extracted files is Windows (C:),

Last revised 9/08/23 )
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Organize *

| Select a destination

v 4 &3 > This PC > Windows (C)

New folder

Section 223 narratives
SPSS journal file
SWIS INFO

= This PC

- 3D Objects
I Desktop

‘5| Documents
¥ Downloads
£ 7 Windows (C3)

Name

;‘ Videos - Shortcut
Intel
Data to rename
Windows
Program Files (x86)
Users
Data
hp

v ol p

Search Windows (C:)

S
Date modified

6/14/2022 9:57 AM
4/12/2023 7:28 AM
3/30/2023 10:18 AM
3/24/2023 429 PM
3/6/2023 3:34 PM
11/9/2022 11:18 AM
11/3/2022 12:49 PM
6/7/2022 4:17 PM

@
Typ,
She
File
File
File
File
File
File
File v

Select Folder

Cancel

10. Click Select Folder.

11. Then click Extract.

t

E Extract Compressed (Zipped) Folders

Files will be extracted to this folder:

Select a Destination and Extract Files

&

Show extracted files when complete

Browse...

ﬂ Extract Cancel

Step Three - Export data from the eData website.

1. Open an internet browser.
2. Go to https://www.mypdeapps.pa.gov/Login/wfKeystoneLogin.aspx and log in.

mm MyPDESuite Login Page |Eum—

MyPDESuite Login Page

Use your Keystone Login or CWOPA username and password

to login to MyPDESuite.

User Name: hcecil

Password; ssssessssssss

Last revised 9/08/23



https://www.mypdeapps.pa.gov/Login/wfKeystoneLogin.aspx

eData Access Database Template Guide

Under Access My Applications, click
eData V2.

My PDE Applications x |+
B oo
ﬁ pennsylvania
DEPARTMENT OF EDUCATION

pennsylvania gy

MyPDESuite

My _Account

Help Log Out
My Applications

Applications

Access My Applications:

>

eDatav2 e-Data V2

3. IneData v2, place your cursor over

a. Then click Export Data (2).

Last revised 9/08/23

eGrants The Pennsyivania Department of Education’s eGrants Grants M
provides licensed education agencies and community-based p
to grant applications.

Maintenance (1).

X

ennsylva

PARTMENT OF EI

nia

P
T ®
eData v2

[TToo = arept:

Frequently Asked Questions

Adult/Family Literacy Eaucation
Home Search Agency JEEMN I ENTE Logout
Contract Mapping |

Export Data
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4. Make sure current Program Year (e.g., 2022-2023) is selected in the Program Year

drop-down box.

Export Data

Agency Name

~ALL-

Fs

N\

Program Year || 2023-2024 v

To select multiple
agencies, select
1st agency. Then,
hold down the
Cirl key on the
keyboard; select
another agency.

Allegheny 1U 3
Altoona Area SD
ARIN IU 28
Beyond Literacy
Bradford Co Action Inc
Butler County Community College

‘ Generate Export

5. Interms of agency selection, you can
select ALL, a single agency, or multiple

agencies.

Once agencies are selected, click Generate Export.

NOTE:

It takes several minutes to generate the export, so don't panic. While the file is

being generated, you will see a moving circle (see below).

y PDE Applications

A4
s

) (3 https://www.edata.state.pa.us/Screens/Maintenance/wfExportData.

6. Once the report (i.e., ExtractReport.zip) has been

generated, you will click Open file. \

Last revised 9/08/23
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s ExtractReport.zip
Open file

=

Open file
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7. You will repeat the steps to extract all of the files into the file folder, C:\data.

NOTE: eData
ExtractReport.zip file
MUST be extracted to the
C:\data folder because
this is where the Access
template looks for the
data files.

Extract

Compressed Folder Tools

Extract To
|- Extract Compressed (Zipped) Folders
Select a Destination and Extract Files
Files will be extracted to this folder:

C\Data | Browse... |

Show extracted files when complete

Extract
all

If you are updating the Access
template data files, you will be
prompted to Replace or Skip
files. Select Replace the files in
the destination.

8. If prompted, click Open;

i B "4 Replace or Skip Files - X
Copying 55 items from ExtractReport (3).zip to Data
The destination has 55 files with the same names

+" Replace the files in the destination

2 Skip these files

[+ Let me decide for each file

Fewer details

MNext Cancel

otherwise, double-click on the downloaded icon on the

bottom right of the screen.
9. Onthe Window that appears, click Extract All Files in the toolbar at the top of the

window.

10. In the text box that appears, type C:\data over the existing path and click Extract.
11. If prompted to replace all files, click Yes.

NOTE: eData exports must be extracted to the C:\data folder because this is where the
Access template is programmed to find them.

Last revised 9/08/23
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Step 4 - Open the Access template using any of the methods below
Method A.

1) After you have extracted the template zip file, you will be taken to the folder
containing the unzipped Access template. Double-click on the file name to open itin

Access.
| ¥ = | Data
- Home Share View
Cut X 79 New if
—] \=| Copy path '[i| Easy ¢
Pin to Quick Copy  Paste . Move Copy Delete Rename New
access e to to - folder
Clipboard Orggnize New
« v 4 » This PC > Windows (C:) *» Data
el
NRS Webinars 2 Name v a
NRS_Data Quali :
R *ﬂ\ eData_template_22-23V2.accdb
01 D FNDMNOTE FIl EFS =

2) You will see the following error message in Access.
a. Click OK.

Microsoft Access x

| The active content in this file is blocked. Review your Trust Center settings or contact your IT administrator.

Last revised 9/08/23
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3) The Access template file opens with a security risk message.

eData_template_22-23V2 : Database- C\DatepeData_temy

File l-ioﬂ Create  External Data  Databffse Tools  Help £ Tell me what you want to do
5 | Y il
View E Y T@’Advanced ; Refresh = '.
v w 4 ? - All v v . E 1
Views Clipboard Iy Sort & Filter Records
E() SECURITY RISK Microsoft has blocked macros from running because the source of this file is untrusted. Learn More

> ~3| Agency Main
IE=

eData Access Database Template Exit i

2022-23 Ver. 2 Feb 3, 2023

Switchboard
<=Empty template needs [ [~]
eData Update updar: Eemrts
Last Update eData Download Reports II
2/1/23 10:52a 2/1/23 10:4%a

4) Click Exit to leave the Access Program.

Open Windows File Explorer and go to the folder where you saved the file.
Right-click the file and choose Properties from the context menu.

At the bottom of the General tab, select the Unblock checkbox and select OK.

Last revised 9/08/23
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Method 2
1) Type acc in the windows search box at the bottom of the screen, left side.

a. Asyou type, you will see a list of applications that start with A and then
Ac.

All  Apps Documents Settings More v

Best match
I g Access
App
Apps Access
App
:" Voice access (preview) >
[&4] Control Panel > @ Open
Settings
9 Email & accounts > Repent,
) Access work or school > @ eData_template_22:233

Tech Calls Database v5_Front_End
Change User Account Control
A eData_template_22-23V316
settings

eData_template_22-23V3.1 Year End

Documents - This PC

e-Data_Access_template_v2_16-17

m:_ Dr?ft 11 edata Access template eData. Agency.template 19-20v3
guide

eData_template_22-23V2scrubbed

@ eData_template_22-23V4.1.accdb >
eData_Access_template_v10_17-18

Draft 10 edata Access template
guide

e-Data_Access_template_v2_14-15

BEH 5850688 &

e-Data_Access_template_vi_15-16

Q XEEELELILEE

b. Move cursor to select Open and click once.

Method 3

1) Click on the icon on the screen or taskbar. L—=
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Step Four - Change default settings.

To prevent errors while updating the template with exported data from eData, users must
turn off Action Query Prompts and adjust Security Settings in Microsoft Access. These

changes only need to be made once per computer.

Change trust settings to allow all macros

1. You need to open the most recent eData access template.
a. Goto Cdrive.

b. Highlight and double click Access template file
to openit.
| M d | Data
- Hoghe Share View
= & Cut _I_—_1 I New item ~ S 3 Open
— W' Copy path fj Easy access ~ Edit
Pin to Quick Cppy  Paste Move  Copy Deletg Rename MNew Properties
soEIm [#] Paste shortcut o . . folder . & Histo
Clipboard Organize New Open
“— o N > This PC » Windows (C) » Data v | O £ Search Data
SPs$ journal file ~  Name ¢ Date modified
SWIE INFO N
Pi_ eData_template_22-23V1_3.accdb 11/16/2022 5:09 PM
= picdires 3 tblAdult.csv 12/12/2022 2:45 PM
B vidos @8 tblAdultAssessment.csv 12/12/2022 2:45 PM
5 Windows (C) 88 thlAdultClassAssignment.csv 12/12/2022 2:45 PM

2. Access template file opened (see below).

edata_template_22-23V1_7 : Database- C:\Data\edata_templa

File Home Create  External Data  Database Tools  Help O Tell me what you want to do
=GR 7 4l 7 o 2
L z . ~ = abe
View g l ﬂAdvanced Refresh = F
v ) 2 Y All~ =]
Views Clipboard Iy Sort & Filter Records

@ SECURITY RISK

Microsoft has blocked macros from running because the source of this file is untrusted.

Learn More

> E Agency Main <

eData Access Database Template
2022-23 Ver. 1 Dec 21, 2022

a. When you open the updated template the first time, you will see an error

message.

Last revised 9/08/23
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Resolve error message
3. Click on File (top left).

/- Home  Create

F=] n &
= O
View

v 4
Views Clipboard

A potentially dangerous macro has been blocked.

4. Click Options.

5. Click Trust Center.

Access Options

Good afternoon

~ New

‘Iﬁ

Blank database

L Ssearch

Recent  Pinned

Name

eData_template_.
C:» Data

O
FINAL eData_Ad
C:=» Users » hcecil »
Account

FINAL eData_Agq
G: » eData » e-Data A

22 23\ 22-27\

_template_22-23V1_3 : Databa ata a emplate_22-23V1_3.

General

E_:lg General options for working with Access.

Current Database
Datasheet

Object Designers
Proofing

Language

Client Settings
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

User Interface options

Enable Live Preview®

ScreenTip style: ‘ Show feature descriptions in ScreenTips hd

Show shortcut keys in ScreenTips

Creating databases

Default file format for Blank Database: | Access 2007 - 2016 ~
Default database folder: C:\Users\hceciNOneDrive - Commonwealth of Pennsylvania\Documentsy,

New database sort order: ‘ General - Legacy =

Personalize your copy of Microsoft Office

Last revised 9/08/23
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6. Click on

Access Options

Trust
Center
Settings.

General

Current Database
Datasheet

QObject Designers
Proofing
Language

Client Settings

Customize Ribbon

@ Help keep your documents safe and your computer secure and healthy.

Security & more
Visit Office.com to learn more about protecting your privacy and security.
Microsoft Trust Center

Microsoft Access Trust Center

The Trust Center contains security and privacy settings. These settings help keep your computer I _

Quick Access Toolbar

Add-ins

Trust Center

7. Click on Macro
Settings.

Trust Center

Mzt Bl re s Message Bar Settings for all Office Applications
Trusted Locations
Showing the Message Bar

st Zoiers ® Show the Message Bar in all applications whe

Trusted Add-in Catalogs blocked

(O Never show information about blocked conte|
Add-ins

ActiveX Settings Policy Tips

Show Policy Tip in the Message Bar. Turning this

Message Bar

Privacy Options

Form-based Sign-in

8. Make sure that the last setting under Macro Settings is selected.

Trust Center

Trusted Publishers Macro Settings

Trusted Locations

? x

Trusted Documents
Trusted Add-in Catalogs
Add-ins

ActiveX Settings

Macro Settings

Message Bar
Privacy Options

Form-based Sign-in

() Disable all macros without notification

Disable all macros with notification
Disable all macros except digitally signed macros

® Enable all macros (not recommended; potentially dangerous code can run)

9. Then click OK.

/

Last revised 9/08/23
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Access Options

General

Current Database
Datasheet

Object Designers
Proofing

Language

Client Settings
Customize Ribbon
Quick Access Toolbar

Add-ins

Security & more
Visit Office.com to learn more about protecting your privacy and security.

Microsoft Trust Center

Microsoft Access Trust Center

secure. We recommend that you do not change these settings.

Trust Center

@ Help keep your documents safe and your computer secure and healthy.

The Trust Center contains security and privacy settings. These settings help keep your computer

Trust Center Settings...

Cancel

11. You will be returned to the Access
template and will see a message. Click

OK.

10. Click OK.

Reports II

Microsoft Access

X

‘You must close and reopen the current database for the specified option to take effect.

12. Click File.

!

- Home  Create
CI=] A
2= O
View @
; &
Views Clipboard
> ||E Agency Main X
D New

13. Click on Close.

= oOpen

Info
Save
Save As

Print

Close

Last revised 9/08/23

> [

Family Home Visits |

Data Checking
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14. You will see the screen below. Click on File.

File Home Create External Data  Database Tools  Help £ Tell me what you want to do
N | 2 P thimn Fovmre | [ Ber T | O
ED 7i T’ B abc
<3
2 Y =
Views Clipboard Iy Sort & Filter Records

£ Tell me what you want to do

RS Zm | O =il

[:} .Swnch B I
E Windows ¥

Records Find Window
Microsoft Access X

| The active content in this file is blocked. Review your Trust Center settings or contact your IT administrator.

Additional Security Settings (as of April 2023)

When you open the template, you may see a message that looks like this:

@ SECURITY RISK Microsoft has blocked macros from running because the source of this file is untrusted., Learn More
| %

To resolve this issue, you will need to make the following change to your Access settings for
the template file to function correctly:

1. Open Microsoft Access.

2. Click File above the ribbon at the top left of the window.

Last revised 9/08/23 20
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File Home

View

w

Wiews Clipboard M

> E Agency Main

Create External Data
@ 2l
¥ z
Sort & Filter

Database Tools  Help

r B

< =

Refresh [

All E
Records

2 Tell me what you want to do

Je

Find

>~ | B I U
[} - A &
Find

Text

g eData Access Database Template
% 2022-23 Ver. 3 May 23, 2023
g Switchboard
eData Update | v]
Last Update eData Download
7f14/23 2:42p 7/14/23 2:38p
3. Click Options at the bottom left of the window.
Account
Feedback
Options
General

4. Click Trust Center in the menu on the left.

Last revised 9/08/23

Current Database
Datasheet

Ohbject Designers
Proofing
Language

Client Settings
Customize Ribbon

Quick &ccess Toolbar

Add-ins

Trust Center
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5. Click the Trust Center Settings... button on the right.

G | r |
Enera |-§-| Help keep your documents safe and your computer secure and healthy.

Current Database

Datasheet Security 8 more

Object Designers Visit Office.com to learn more about protecting your privacy and security,

Szl Microsoft Trust Center
Language
Microsoft Access Trust Center
Client Settings
The Trust Center contains security and privacy settings. These settings help keep your r Y
Customize Ribbon computer secure. We recommend that you do not change these settings. | Trust Center Settings... |

Quick Access Toolbar

Add-ins

Trust Center

6. Click Trusted Locations in the menu on the left.

Trusted Publishers

Trusted Locations

Trusted Documents
Trusted Add-in Catalogs
Add-ins

ActiveX Settings

Macro Settings
Message Bar

Privacy Options

Form-based Sign-in

Last revised 9/08/23 22
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7. Click the Add New Location... button at the bottom.

Trusted Publishers Trusted L ions

Trusted Locations

Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make

Trusted Dacuments sure that the new location is secure.

Trusted Add-in Catalogs Path Description Date Modified ~

Add-ins .User Locations |
C:\datal 4/18/2023 11:30 AM

ActiveX Settings - l

C\Program Files\Microsoft Office\root\Off  Access default location: Wizard Databases
Macro Settings

Message Bar Policy Locations
Privacy Options

Farm-based Sign-in

Path: Chdatal,

Description:

Date Modified: 4/18/2023 11:30 AM
Sub Folders: Allowed

| Add new location... | | Remave | | Madify... |

O Allow Trusted Locations on my network (not recommended)

|_| Disable all Trusted Locations

|_ oK | | Cancel |

8. Type the file path (location) where you keep your eData template file in the space
under the Path label. Alternatively, you can click the Browse button and select the
location where you keep your eData template file.

9. Click OK three times, and close Microsoft Access to save and enable your changes.

Step Five - Update template with exported data
These steps need to be repeated after every eData download.

1. On the desktop, in the Start menu, or in the taskbar, click File Explorer:
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2. Onthe My Computer (Computer) window, double-click the (C:) drive.

B Desktop
i Downloads
= Documents
PY Pictures
Data
== ABLETECH (\share.ed

% % % % % %

eData System

& Creative Cloud Files
Bl This PC
= 05(C)

3. Double-click the folder in which the template is stored.

4. Double-click the eData_Agency_template.accdb file to open the database (if not
already open). The file name will include the current program year and a version

number.

eData_template_22-23V3
Type: Microsoft Access Database

5. When the main page of the template is visible, click the “eData Update” button near
the upper left side. This process can take a few minutes to run as it reads the eData
files that were exported to the C:\data folder in Step 3 - Export.

E Agency Main X

eData Update

eData Access Database Template

2022-23 Ver. 3 May 23, 2023
Switchboard

| -]
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Next Steps

Update the Access template with a new export whenever you want the template to reflect
the most up-to-date information. If new data has been entered into eData since the last
export was run, it will not be included in the Access template. To update the template, run
steps 3 - Export and 5 - Update.

Helpful Hints

If multiple users at one agency are interested in using the same Access database template,
it is possible for one person to download and update the template and then saveitin a
shared location on a network drive. This allows anyone with permission to see the same
Access template and could eliminate the need for everyone to individually export and
update data from the eData system.

NOTE: If this scenario is used by an agency, ALL of the computers used to connect to the

shared drive must have MS Access installed and must have completed Step 4 - Settings
above to update their settings.
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What's Inside

The following section describes the pages in the eData Access Database Template and
includes a list of queries and reports found on each page. Each query and report title
includes a description of the data it displays.

Template Main Interface
Upon opening the database template, the main page appears as shown below.

eData Update

Last Update
6/12/23 B:44a

Adults

| 20,206

PA Secure ID Near Matches

Adults - Multiple PoPs

Adult Core Qutcomes

Adult Secondary Outcomes

Adult Specific Goals

Agency Spedific Goals

Measurable Skil Gain

Postsec Credential Attain

Adult Mon-Ed Services

Distance Learners

Adult Assessments

Shared Adult Hours

Staff

Staff Mon-Instructional Hours

Staff Class Assignments

Staff Group Assignments

eData Access Database Template
2022-23 Ver. 3 May 23, 2023

Switchboard

R |

eData Download

6/12/23 8:37a

Class/Group/ Pair Information

Class
Class Adult Attendance
Class staff Attendance

Class Assignments

Group
Group Adult Attendance
Group Staff Attendance

Group Assignments

Fair
Pair Attendance

Contract Information

Agency
Contract Number
Mon-ABLE Contracts

Contracted Enrollment

Family Lit Information

Family

Child

Family Home Visits

Early Childhood Hours

ILA Hours

Parenting Hours

Child Assessments

Family Assessments

‘ Beports ‘

‘ Reports T ‘

Performance Reports

‘ NRS Reports ‘

‘ Data Checking ‘

‘ Data Validation ‘

‘ Scrub ‘

Email Tech
Support

| Adult Family Assignments

Help Documents

| Create New Query

eData Tech Support:
877-857-8869

This page includes buttons that open either additional pages in the template or queries
that display agency data (if the template has been properly updated with an export from

the eData system).

For example, clicking the Adult button will return a query with all adults entered including
subcontractors, if applicable. Selecting any of these buttons will show ALL records for the
selected item. The buttons on this page are linked to queries that display data where it is

possible to use filters and sorting options to further help analyze the data.

This screen also includes navigational buttons on the right, labeled with purple text:
Reports, Reports Il, Performance Reports, NRS Reports, Data Checking, Data Validation, and
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Scrub. Clicking on these buttons will open another page where additional queries and
reports are available. Another way to navigate in the template is to use the Switchboard
drop-down menu located in the top middle of each page. This Switchboard contains a list
of all pages in the template. Once on a page, clicking on the underlined report title will
produce an explanation of that report or query. Below is a list of the items that appear on

each page.

Reports

This page includes buttons on the right that open additional reports pages, such as
Class/Group Reporting, Family Reporting, and Data Validation Reports.

NOTE: A brief description
land possible uses for
each report can be
viewed by dicking on the

Total Hours by Adult wf Ed Gain ("Jim Yeager Report™)

Select Agency: |

<

Enrollment Summary by Agency

Adult Core Outcomes by Agency

Select Contract Number: |

b

Enrollment Summary by Contract

L] Adult Core Outcomes by Contract
Select Contract/Agency: |
[ | Enrolment Summary by Contract/Agency

: Adult Core Qutcomes by Contract/Agency

Instructional Hours [Attendance

v ]

Instructional Hrs By Contract Component and By Agency By Month
Attendance > 14 days eData open: | 9/30/2022]

Select Served Enrolled:

|Enrolled v| |Pr0gram Component v|

l:l Adult Count by Selection in Classes

Raw Data
{dass, group, pair, combined)

For the report below, select contract(s) from list or leave blank for
all contracts listed.

054-23-0001 Allegheny IU 3

054-23-0002 | Beyond Literacy
054-23-0003|Huntingdon Co Child & Adult Dev Corp
054-23-0004 Lancaster- ebanon IU 13
054-23-0005 | Literacy Fittsburgh

054-23-0006 | Schuylkill IU 29

|:| Inst Hrs By Contract for Adults (select Hours Range

name of the report. Switchboard
| v| FEamity Literacy Reports
[ Contracted Enrolment | Fe ok Select agency and then name from lists below. Class/Group Reports
Enrollment Summary {update contracted enrollment first)
Select A : A
] elect Agency: | ] Data Validation Reports
Adult Instructional Hours By Contract Type For Adult: | |
: a

|:| Adult Dats Report Corrections Ed Reports

PA Secure ID Near Matches

l:l PAsecurelD Near Matches

I:‘ Adults Served in Multiple Contracts
e

I:‘ Performance by Tutor (Pair Hours Only)
Special Needs Adults

Spedial Needs Adults

Reports I
Performance Reparts

MRS Reports

Agency Spedific Goals - Spedial Needs Adults

Adult Specific Goals - Spedal Needs Adults

=]

utcomes

Follow Up Core Qutcomes
Adult Secondary Outcomes
EL/Civics Secondary Outcomes

Assessments

Adult Level Gain by Assessment Type
Adult Assessments Instructional Hours

Assesements by Student Agency Wide Raw Data
Assessments by Class/Group/Pair Agency Wide Raw Data

Most Recent Assessment Date

EFL Gain in Untradked Subject
Scale Score Increase Within Level

il

Enrollment Reports

e Enrollment Summary - Enrollment, average instructional hours for enrolled adults, and
the number of adults with an exit level identified. There are multiple versions of the
Enrollment Summary report on this page and are listed below.

e Adult Instructional Hours by Contract Type - Total hours earned by adults in specific
contracts. Each contract will appear as a column header with a total number of hours

per adult and can be filtered by keyword.
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e Total Hours by Adult w/Ed Gain - Total hours earned by adults, including Distance
Learning hours, compared to entry/exit level and educational gain.

e Enrollment Summary by Agency - This report includes data for the agency selected.
Agencies with subcontractors can use this report to review the enrollment details for
their agency or any subcontractor individually. If your agency does not have
subcontractors, this report will be the same as the Enrollment Summary report.

e Adult Core Outcomes by Agency - Outcomes specific to the agency selected. Agencies
with subcontractors can use this report to review the outcomes specific to each agency.
There is also a Raw Data button that lists the students and their goals.

e Enrollment Summary by Contract - Counts hours earned in the contract number
selected. Agencies with subcontractors can use this report to review the overall
enrollment details for their agency and subcontractors combined.

e Adult Core Outcomes by Contract - Outcomes specific to the contract selected. This
report includes all adults assigned to the contract, with all subcontractors included.
There is also a Raw Data button that lists the students and their goals.

e Enrollment Summary by Contract/Agency - This report includes all data for the
contract/agency combination selected. Agencies with subcontractors can use this report
to review the enrollment details for their agency and/or subcontractors individually by
the contract they hold.

e Adult Core Outcomes by Contract/Agency - This report includes all adults assigned to the
contract for the agency selected. Agencies with subcontractors can use this report to
review the outcomes specific to the contract/agency selected. There is also a Raw Data
button that lists the students and their goals.

Instructional Hours/Attendance

e Instructional Hours by Contract Component and By Agency By Month - Adults and the total
number of instructional hours obtained by each under the specific contract number
and further broken down by contract component.

e Attendance > 14 Days (with eData Open Date) - The number of attendance records that
were entered into eData more than 14 days after the attendance hours occurred. The
date entered into the eData open date field tells the query to ignore all records before
that date.

e Adult Count by Selection in Classes - This query has two dropdown selections directly
above it, and both are required. Select Served or Enrolled from the one field and
Program Component or Service Description from the other field. There are three tabs
that offer different levels of details based on these selections; a count of adults in
classes in each of the Program Components including ABE and ASE (Community and
Institutional), ASE/Civics, Family Literacy and N-Contracts. This includes a count of
adults in each of the Service Descriptions for ABE, ASE, and ESL (Combination, Federal
and State). Note that adults will be counted more than once if they are in more than
one program component or service. The Raw Data button displays four queries
showing classes, groups, pairs, and combined (UNION). The combined query shows the
adults that are in more than one program component or service.

e Inst Hrs by Contract for Adults (select Hours Range) - This report uses the selection from
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the list directly above it and prompts for the minimum and the maximum number of
instructional hours to run the report. The default minimum is 12 and maximum is 1000.
Adults, and the number of instructional hours obtained by each, under the specific
contract number(s) selected. The total number of instructional hours for all adults by
contract is at the end of each section of the report. There is also a Raw Data button
showing the same data in a query format.

Adult Data

e Adult Data Report - After you select an agency and then an adult from the drop-downs,
this report shows contact information, assessments, hours, and goals for selected adult.
If no adult is selected, then the report will generate a page for every adult in the
selected agency. Caution: this can take a long time depending on how many adults are
at the agency.

PA Secure ID Near Matches

e PASecurelD Near Matches - Adults with a near matched, or ‘Locked’, record. To
resolve this issue, contact eData Tech Support.

Adult Assignments

e Adults Served in Multiple Contracts - Adults assigned to more than one contract
number in eData. The report groups adults into three categories:
o Enrolled in more than one contract.
o Enrolled in one contract, served in another.
o Served in more than one contract.
Each adult is listed with a total number of hours for each contract type, overall total
hours, and entry/exit level.

Pair Performance

e Performance by Tutor (Pair Hours Only) - Shows performance details by tutor
including Number of Adults Served, Number of Enrolled Adults (12 hrs. + Entry
Level), Average Number of Hours, Number of Adults Post Tested, and Gain
Percentage for Enrolled Adults they have tutored.

Special Needs Adults

e Special Needs Adults - Demographic information for the adults marked as Special
Needs and the number of instructional hours obtained by each adult.

e Agency-Specific Goals - Special Needs Adults - Adults marked as special needs who
have Agency-Specific Goals set.

o Adult-Specific Goals - Special Needs Adults - Adults marked as Special Needs who have
Adult-Specific Goals set.

Outcomes
e follow-Up Core Outcomes - Outcomes for adults showing the outcome, set date, met
date, valid SSN, entry level and exit date, and totals.
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NOTE: This list is not an official list of adults who have achieved Core Outcomes
because all outcomes achieved are calculated by the end-of-year data match
process.

Adult Secondary Outcomes - Secondary goals set for adults showing the goal,
keyword, DOB, set date, met date, exit date, and totals.

EL/Civics Secondary Outcomes - EL/Civics goals set for adults who are assigned to an
EL/Civics contract (061). The report is grouped first by goal, then by agency, with the
goal sections showing enrolled and not enrolled. Enroliment is calculated using only
EL/Civics (061) instructional hours. At the bottom of each section, the total number
of adults who have set and met the goal is listed and includes a percentage
calculation for the adults who have been marked as having met the goal.

Assessments

Adult Level Gain by Assessment Type - Level gains for assessment records for adults.
In most situations where an adult is assessed in multiple subject areas, only one
subject area assessment is used for reporting to the NRS. This query allows agencies
to review level gain for all assessment types, regardless of which area is tracked for
NRS reporting purposes.

Adult Assessment Instructional Hours - Assessment dates and instructional hours
between each administration of the assessments.

Assessments by Student Agency Wide - Assessment records for each adult. It is sorted
by agency and then student and shows all the class, group, or pair assessment
records. Pairs are listed as "Pair - Adult Name, Staff Name.” The assessment record
for each adult includes details such as the form, level, subtest, and score. There is
also a Raw Data button showing the same data in a query format.

Assessments by Class/Group/Pair Agency Wide - Assessment records for all adults
based on assignment (Class, Group or Pair). The report is grouped by class, group or
pair and lists all adults assigned to the class or group, along with their assessment
records. Pairs are listed as "Pair - Adult Name, Staff Name". The assessment record
for each adult includes details such as the form, level, subtest, and score. There is
also a Raw Data button showing the same data in a query format.

Most Recent Assessment Date - This query shows the student's most recent
assessment date (in the "Assessment Date" field). If multiple assessment subtests
were administered on the most recent date, only detailed information about one of
the subtests is displayed.

EFL Gain in subtest not marked as NRS exit assessment - This query shows EFL gains in
assessment subtest(s) not marked as NRS exit assessments in the eData export.
Scale Score Increase Within Level - This query shows students that have a scale score
increase but stayed within the same level of test.
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Family Literacy Reports

This page allows users to run reports and queries about Family Literacy contracts. Select
the desired agency and contract from the Select Contract Number drop-down and then run
the desired reports.

Family Literacy Reports Close i+

Switchboard

e

A brief description and possible uses for each report can be viewed by dicking on the name of the report. Reports required for End of Year
Data Validation, as defined in Division of Adult Ed policy C. 130, appear in BOLD text below.

Select Contract Mumber:  [allegheny IU 3 - |[054-23-0001 |

Summary Reports Comprehensive Report
] Select Family:
Family Details (Hours) sectramty -

Details of Enrolled Families I:l Comprehensive Family Report

Eamily Enrollment Cheddist Hours By Month

ILA Hours Avg
. ¥
Parenting Hours Avag Hours By Month ILA

Hours By Month Parenting

’ Mumber of H Visits By Month
Family Assessment - ACIRI HiToer ot Home sl a0

Family Assessments - ACIRT Summary
School Age Children Report

Goals/Outcomes

Family Goals Raw Data
Adult Follow Up Core Qutcomes Raw Data

Adult Secondary Outcomes - Family Lit Adults | Raw Data
Data Validation - Core Qutcomes Count

MRS Reports by Contract (054) MRS Reports by Agency (054)

Select Contract Number:  [054-23-0001 v Select Agency: [Allegheny IU 3 v
MRS Table 1 {entry level, ethnid ender MRS Table 4 - FL by Agency Raw Data
MRS Table 2 (age, ethnicty, gender) MRS Table 48 - FL by Agency Raw Data

MRS Table 3 (program type, age)
MRS Table 4 - FL by Contract Raw Data
MRS Table 4B - FL by Contract | Raw Data

Summary Reports

e Family Details (Hours) - Adult instructional hours, parenting hours, ILA hours, Early
Childhood Hours (ECH), and the number of home visits. The Raw Data button
provides the details behind this report in a query format.

e Details of Enrolled Families - Summary report with several state standards related to
enrolled families: family enrollment, child assessments, and interactive literacy
assessments (ACIRI).

e Family Enrollment Checklist - Family enroliment checklist which displays components
each family has or has not completed.

e /LA Hours Avg - Two tabs open showing average ILA hours and adult ILA hour totals.
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Parenting Hours Avg - Two tabs are opened showing average parenting hours and
adult parenting hour totals.

Assessments

Family Assessments - ACIRI - ACIRI assessment results by family name. If a family
includes multiple adults and/or children, all associated ACIRI assessments will
appear. Both mean and individual scores are reported.

Family Assessments - ACIRI Summary - A summary of the results of ACIRI assessments
by family.

School-Age Child Report - Information related to school-aged children in enrolled
families.

Goals/Outcomes

Family Goals - Goals, set dates and met dates of all families served, grouped by
family code, and all associated adults in that specific family are listed including
children. The Raw Data button shows adult detail in a query format.

Adult Follow-Up Core Outcomes - Core outcomes for families. The set date, met date,
valid SSN, entry level, Family Lit enrollment, and exit date are also displayed,
including totals and the number who have met the outcome. The Raw Data button
shows adult detail in a query format.

Adult Secondary Outcomes - Family Lit Adults - Secondary goals set for adults who are
in a Family Literacy program, grouped by the goal. The set date, met date, and exit
date are also displayed, along with the total number of adults who have set the goal
and those who have met the goal. The Raw Data button shows adult detail in a
query format.

Data Validation - Core Outcomes Count - Counts of core outcomes for adults in
enrolled families. This report can be used for end-of-year data validation, as
described in Division of Adult Ed Policy C.130 Verifying and Reporting Data. If your
agency subcontracts with one or more agencies, data for all subcontractors is also
included in this report. Any adult shared between contractor and subcontractor(s) is
only counted once on this report.

NRS Reports by Contract (054)

NRS Table 1 - Adults in enrolled families by entry level, ethnicity, and gender.

NRS Table 2 - Adults in enrolled families by age group, ethnicity, and gender.

NRS Table 3 - Adults in enrolled families by program type and age group.

NRS Table 4 - Level Gain performance for adults in enrolled families served in Family
Literacy programs including data for subcontracted agencies. In addition, the Raw
Data button shows the data associated with the numeric values that appear on the
report. Users can identify the adults who appear in this report by running the raw
data query and using filters to isolate specific data items. The Raw Data button
shows adult detail in a query format.

NRS Table 4B - Level Gain performance for adults in enrolled families served in
Family Literacy programs including data for subcontracted agencies. This report
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includes only adults with an entry and exit level. In addition, the Raw Data button
shows the data associated with the numeric values that appear on the report. Users
can identify the adults who appear in this report by running the raw data query and
using filters to isolate specific data items. The Raw Data button shows adult detail in
a query format.

Comprehensive Report

e Comprehensive Family Report - A detailed report of the family selected from a drop-
down list prior to running the report. The report shows the general family
information including the family goals and the details for each adult and child with
their assessments.

Hours by Month

e Hours by Month ILA - Adults, children, and ILA hours obtained per month.

e Hours by Month Parenting - Adults and their parenting hours, by month.

e Hours by Month Early Childhood - Children and their early childhood hours, by
month.

e Number of Home Visits by Month - Families and the number of home visits
completed, by month. The number of months served is also displayed.

NRS Reports by Agency (054)

e NRS Table 4 & 4B reports by Agency. This can be useful where a direct contractor
subcontracts with another agency for their Family Literacy (054) contract because
the subcontractor can be run separately from the direct contractor and vice versa.
The Raw Data button shows adult detail in a query format.
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Class/Group Reports
This page allows users to produce reports specific to classes and groups in the eData

system.
Reports By Class or Group

Switchboard

MOTE: A brief description and possible uses for each report can be viewed by dicking on the name of the report.

Class Reports

Performance by Class {Class Hours Only)

Educational Gain by Class {Class Hours Only) If an adult attends more than one dass, they will be counted for each dass.
Hours By Class
Instructors By Class MEW!

Group Reports

Performance by Group {Group Hours Only)

Educational Gain by Group {Group Hours Only) If an adult attends more than one group, hefshe will be counted for each group.

Ll A e O R R N Oz e v g Adult Literacy Lawrence County

For all reports below you may select a dass or group from the Class key drop-down menu

For all reports in red you may also enter Class name and for Class keyward by removing the Class key and entering part of a Class
name andjor a Class keyword induding ™" for a wildcard if desired

Class key Class name |ESL | Class keyword |*
Adults with Level Gainfloss by Levels Gained/Lost Raw Data ] Adult Core Qutcomes by Class/Group * Raw Data
Adults with Level Gainfloss by Level Raw Data ] Adult Secondary Outcomes by Class/Group * Raw Data
Assessments by Class/Group = Raw Data ] Adult Assessments - Instructional Hours by Class /Group =
MRS Table 4 by Class/Group Raw Data ] Adult Level Gain by Assessment Type *
MRS Table 48 by Class/Group Raw Data ] ClassfGroup Attendance By Month *

MOTE: If MRS Table 4 or 4B report above is run using a Family Literacy N Class/Group Attendance Sheet for Active Adults

Class, the report does not consider Family Enrollment.  Any adult in the S

dlass with at least 12 hours and an entry level assessment is counted. Start Date I:l End Date I:l

* = query updated for current program year | mm/dd /vy mm/dd/yyyy

I:I Class/Group Attendance Report *

Many of the reports found on this page are duplicates of reports found on the Reports
page, but these reports allow for the selection of one class/group prior to running the
report. The report then includes only the adults assigned to the class/group selected.
Adults who are enrolled in more than one class or group may appear in the count for each
class or group. The report uses only the hours earned in the class or group. For example,
an adult may have earned five hours in one class and seven hours in another class, but
they will not be included in either class enrollment count because they did not earn 12
hours total in one class. Adult hours are only included in the Average Number of Hours and
Number Posttested columns if the adult met enrollment.
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Class Reports

Performance by Class (Class Hours Only) - Performance details by class. The report
includes the following: Number of Adults Served, Number of Enrolled Adults (12 hrs.
+ entry level assessment), Average Number of Hours, Number of Adults Pre- and
Posttested, Number High ASE adults, Gains (# of adults with Ed Gain), and Gain
percentage for Enrolled Adults (excludes High ASE adults).

Educational Gain by Class (Class Hours Only) - Count of class educational gains by
level (ABE, ASE, ESL).

Hours by Class - Attendance hours by class for all adults.

NOTE: Advisors, this report does not finish when running all state data and should
be avoided.

Instructors by Class - Assigned instructors for each class.

Group Reports

Performance by Group (Group Hours Only) - Performance details by group. The report
includes the following: Number of Adults Served, Number of Enrolled Adults (12 hrs.
+ Entry Level), Average Number of Hours, Number of Adults Pre-/Posttested,
Number High ASE adults, Gains (# of adults with Ed Gain), and Gain percentage for
Enrolled Adults (excludes High ASE adults).

Educational Gain by Group (Group Hours Only) - Count of group educational gains by
level (ABE, ASE, and ESL).

Reports by Class(es) or Group(s) Selection

For all reports listed in the Class/Group reporting section, users must select a class or
group from the drop-down menu and then run the report. Each of the reports will then
filter the report results based on the class/group selected. Additionally, for all reports in red
text, users may also enter Class name and/or Class Keyword by removing the numerical
Class key and entering part of a Class name and/or a Class Keyword, including “*” for a
wildcard, if desired. A Raw Data button displays more detail for the specific report.

Adults with Level Gain/Loss by Levels Gained/Lost - Adults and the number of levels
gained/lost by Class or Group. The report is grouped by the number of Educational
Functioning Levels (EFLs) gained or lost. The exit date shows the adults who have
left the program and cannot be given another posttest assessment.

Adults with Level Gain/Loss by Level - Adults and the number of levels gained or lost
by Class or Group. The report is grouped by the entry Educational Functioning
Levels (EFLs). The exit shows the adults who have left the program and cannot be
given another posttest assessment.

Assessments by Class/Group - Adults and their assessments grouped by class/group.
NRS Table 4 by Class/Group - A summary of Level Gain performance for enrolled
adults served for the class selected. The Raw Data button shows the data associated
with the numeric values that appear on the report. Users can identify the adults
who appear in this report by running the raw data query and using filters to isolate
specific data items.

NRS Table 4B by Class/Group - A summary of Level Gain performance for enrolled
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adults served who have an entry and exit level for the class selected. The Raw Data
button shows the data associated with the numeric values that appear on the
report. Users can identify the adults who appear in this report by running the raw
data query and using filters to isolate specific data items.

e Adult Core Outcomes by Class/Group - Core outcomes by adult. The report includes all
goals set for adults assigned to the class or group. Each adult who has the goal set is
listed. The set date, met date, and exit date are also provided for each adult. At the
end of each Goal section, the total number of adults who have set the goal is listed.
The number of adults who have met the goal is also listed.

e Adult Secondary Outcomes by Class/Group - Secondary outcomes set for adults. The
report includes all outcomes set for adults assigned to the class or group selected.
Each adult who has the outcome set is listed. The set date, met date, and exit date
are also provided for each adult. At the end of each Outcomes section, the total
number of adults who have set the outcome is listed. The number of adults who
have met the outcome is also listed.

e Adult Assessments - Instructional Hours by Class/Group - Assessment dates and
instructional hours for the selected class/group.

e Adult Level Gain by Assessment Type - Level gain(s) for all assessment records for all
adults in the class/group selected prior to running the query. In most situations
where an adult is assessed in multiple subject areas, only one subject area
assessment is used for reporting to the NRS. This query allows agencies to review
level gain for all assessment types, regardless of which area is tracked for NRS
reporting purposes.

e Class/Group Attendance by Month - Attendance hours by month for all adults in the
class/group selected.

e (lass/Group Attendance Sheet for Active Adults - Tracking form for attendance by
week/month for adults in a specific class/group. Users may print copies of the
report at the beginning of each month.

e (lass/Group Attendance Report - Attendance hours for all adults in the class/group
selected and within the date range selected. The default start date is the beginning
of the program year, and the default end date is the end of the program year.
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Reports Il

I:‘ 3 Report Combo

I:' Attendance = 14 days
eData open: 0/30/2022]

Reports 11

Switchboard

Local Distance Learning

D Local Distance Learning Count and Hours

D DL Class Special Program Type Count and Hours

I:‘ Date Agency added to eData report

I:' Invalidated Assessments

I:' MNear Matches > 30 days

I:‘ Volunteer Count (marked volunteer)

D DL Hours by Class, Group and Pair

Family Literacy Enrollment
D FL Enrollment Summary

I:‘ Volunteer Count w/ Hours=0 by Direct Agency

I:‘ Volunteer Hours (assigned to a class/gp/pair)

D FL 10+ Parenting Hrs and 15+ 1LA Hrs

I:‘ Adult Hours Range

D FL Adults with Sufficient Hours and Posttested

Details
D FL Posttested Adults with EFL Gain

I:‘ Adult Posttest Early or Late

I:‘ Adults Missing and/or Eligible for Posttest

I:‘ Adults in 061 and 054
I:‘ Assessments By Initials

I:‘ Contractor/Subcontractor Duplicates

|:| Valid/Invalid SSN Count

I:‘ Special Program Type Count of Enrolled Adults

I:‘ 064 Enrolled Adults By Agency

NEW! I:‘ Barriers to Employment Count

Reports

e Three Report Combo - Runs the first three reports on the Reports Il page all at once.

o Attendance > 14 Days - Shows attendance entered more than 14 days after
the class attendance occurred and shows a percentage of total attendance
entered after 14 days (out of all attendance entered). To account for the late
opening of eData in certain program years, users may enter the opening date
of eData for their agency to limit the results of this query to attendance that
occurred after the data entry opening date.

o Date Agency added to eData Report - Shows the date the agency was added to
eData. This date can be used where an eData open date is required (in

specific fields on the Reports pages in this template).

o Invalidated Assessments - Shows a count of invalidated assessments and a
percentage of invalidated assessments out of total assessments entered.
o Near Matches > 30 Days - Shows a count of unresolved near matches over 30

days old.

e Volunteer Count - Shows a count of Staff records marked as volunteers.
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Volunteer Count w/ Hours>0 by Direct Agency - Shows a count of Staff records marked
as volunteers plus a combined count of unduplicated group and pair tutors.
Volunteer Hours - Shows volunteer hours for staff assigned to a class, group, or pair.
Adult Hours Range - Shows a count of adults, grouped by their total instructional
hours, broken out into hourly blocks.
Adults Posttest Early or Late - Shows, in the first two tabs, the instructional hours
between the first and second assessment administrations that are either below the
minimum publishers' recommended hours for testing (Low) or above the maximum
recommended hours (High). The NRS Use field shows if the assessment was used
for NRS reporting of Educational Gains. The final query shows a count of adults who
had an assessment(s) that was outside publishers recommended hourly posttesting
guidelines.
Adults Missing and/or Eligible for Posttest- Shows a count of adults who are eligible for
a posttest but have not had one yet. Adults in 061 and 054 - Shows a list of adults
that are in both 061 (EL/Civics) and 054 (Family Literacy) contracts.
Assessments by Initials - Shows a count of test administrator initials, by assessment.
Contractor/Subcontractor Duplicates - Shows the shared adults between contractor
and subcontractor. One table shows a count of all shared adults, and the other table
shows the raw data of each shared adult record.
Valid/Invalid SSN Count - Shows a count of invalid and valid SSNs as determined by
eData. This field is found in gryViewAdult and is called ValidSSN. eData defines an
SSN as follows:

o If the SSN contains all nines or is blank, it is considered invalid.

o Ifthe SSN does not contain all nines, it is considered valid.
Special Program Type Count of Enrolled Adults - Shows the count of adults by special
program type and the count of enrolled adults with the majority of their hours in the
listed special program type.
064 Enrolled Adults by Agency - Shows adults in 064 contract with 12 or more hours.
Barriers to Employment Count - Shows a count of each of the barriers to
employment.

Local Distance Learning

Distance Learning Count and Hours - Shows Adults, and their hours, that are marked
in eData as Distance Learning and Provided by Local Agency.

DL Class Special Program Type Count and Hours - Shows the number of adults and
their class hours by agency and by special program type (SPT). Adults are only
counted if they are marked in eData with their Distance Learner checkbox checked
(and marked as Provided by Local Agency). Note that an adult in multiple SPTs is
counted once in each SPT.

DL Hours by Class, Group, and Pair - Shows adults and their class, group, and pair
remote hours by agency. Adults are only counted if they are marked in eData with
their Distance Learner checkbox checked (and marked as Provided by Local Agency).
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Family Literacy Enroliment

e FL Enrollment Summary - Shows actual and planned family enrollment, how many
families have 10+ parenting hours and 15+ ILA hours, the number of enrolled and
posttested adults who have the publisher’s recommended minimum hours to be
tested, and the number of those adults who have made an EFL gain on any subtest.

e fL 10+ Parenting Hours and 15+ ILA Hours - Shows the number of enrolled families, by
agency, that have 10 or more parenting hours AND 15 or more ILA hours. The
Details button to the right of the label shows parenting and ILA hours by family.

e FL Adults with Sufficient Hours and Posttested - Shows adults in an enrolled family that
have:

o 12 or more FL adult class hours.
o Taken a pretest and a posttest.
o Met the minimum publisher-recommended hours for the posttest.
e FL Posttested Adults with EFL Gain - Shows adults in an enrolled family that have:
o 12 or more FL adult class hours.
o Taken a pretest and a posttest.
o Met the minimum publisher-recommended hours for the posttest.
o Made an EFL gain on any subtest (may or may not be the lowest entry EFL).

Performance Reports

This page allows users to build Performance Reports for their agency.

Performance Reports

Switchboard

| R |

The agency performance reports are cumulative and have to be constantly generated in order to show data trends over
time. A common interval for building performance data is every 2 weeks, however, it can be as often as desired.

Select 064, 061 or 259 Agency: (subs are shown w/ mains)

Build Performance data | 064 | | 061 | | 259 | |Adu|t Literacy Lawrence County ..

Most recent add date: 6/7/2023 054 only agendes will not display in dropdown but 054 report still works,
Days since fast build: 5 Combined (select for combining subcontractors with direct contractor)

Condensed (select for condensing to the most current date)

Performance Report Utilities

This button creates 2 Excel files in the Documents folder with all the performance data currently in this template. The
B Pf:;:g:rm s 2 files are called: thiFamLitPerformmance.xlsx and thl_Performance.xisx.
This button reads the 2 Excel files in Documents that have been previously created by the backup process and
ﬁiemstg;;ﬁg‘:ir:annoi?n?ﬁm replaces the performance data in this template. The 2 files are called: thlFamLitPerformance.xlsx and
tbl_Performance.xlsx.

Delete Date | Specific dates can be deleted by selecting the date to be deleted from the drop down and then clicking the Delete

Date button. Once a date has been deleted, it normally cannot easity be rebuilt unless it is the same day. Consult with

MIS for more information.

Last revised 9/08/23

39



eData Access Database Template Guide

Each report displays several performance measures, which are described in a key on all
pages of the report. The performance reports are not automatically generated in the
template when the template is updated. Performance reports must be built manually each
time the template is populated or at an interval determined by the user (every two weeks,
once a month, etc.). Each time the build process runs, it creates a new row in the
Performance Report and uses the current date as the date for that new row. When
routinely generated, Performance Reports show agency performance over time.

To build and then view reports, users must follow these steps:

1.
2.
3.

Populate your template with new data (see Step 3 above).

Click the Build Performance Data button.

Once the Build Performance Data process is complete, a report can be viewed by
clicking on the contract number corresponding to the report desired. Note that an
agency will have one report for each contract type (054, 061, 064, 259), and each
report contains data related to that contract number.

Performance Report Utilities

Backup Performance Data to Excel files - After building the performance reports, it is
advisable to back up the data in the performance reports via the Backup
Performance Data to Excel function. When this button is clicked, two Excel files are
created in the Documents folder. This backup process is the only way to ensure that
Performance Reports data can be restored, so it is important to run the backup
process routinely after the build process is run.

Restore Performance Data from Excel files in Documents folder - When this button is
clicked, Access reads the two Excel files in the Documents folder and replaces the
data in the Performance Reports in the template. Typically, the Restore function is
only necessary when there is a need to download and use a new copy of the
template.

Delete Date - Removes an unwanted row of data in the Performance Reports which
corresponds to the date selected in the drop-down.
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NRS Reports
This page has NRS reports for Tables 1, 2, 3, 4 and 4B.

NOTE: A brief
description and N RS Reports
possible uses for each

rb?,rpgl:-gkﬁ; 3—? Q;z'.ved Switchboard

name of the report. e

NRS Table 1 (064 Select Keyword: | o]
NRS Table 2 (064) Not Like: [NotLike | nEw
NRS Table 3 (064) MRS Table 4 By Kevword

NRS Table 4 (064) MRS Table 4B By Keyword

MRS Table 4B (064 Select Keyword: Leave blank, enter

exact Keyword, or enter Keyword plus

By Agency (064) wildcards (*)

Mot Like: Enter text to exclude part of

Select Agency| v Keywords field. Widcard added
MRS Table 4 By Agency (064) automatically. Cannot be blank.
NRS Table 4B By Agency (064)
Select Contract Number: Contract Prefic
NRS Table 4 By Contract Table 4 and 4B By EFL
NRS Table 4B By Contract
Select Contract/Agency: | -
MRS Table 1 By Contract/Agency
NRS Table 2 By Contract/Agency
MRS Table 3 By Contract/Agency
MRS Table 4 By Contract/Agency
NRS Table 4B By Contract/Agency

The 4 and 4B reports can be run by agency, contract, contract/agency, keyword and EFL.
There are Raw Data buttons showing more detail for all the 4 and 4B reports.
e NRS Table 1 - Summary of enrolled adults served in Adult Ed programs by entry
level, ethnicity, and gender.
e NRS Table 2 - Summary of enrolled adults served in Adult Ed programs by age group,
ethnicity, and gender.
e NRS Table 3 - Summary of enrolled adults served in Adult Ed programs by program
e type and age group.
e NRS Table 4 - Summary of level gain performance for enrolled adults served in Adult
Ed programs. NRS Table 4 can be run by Agency, Contract, Keyword, and
Agency/Contract and includes adults associated with the associated selection made
prior to running the report. In addition, each NRS Table 4 report includes a Raw
Data button that shows the raw data associated with the numeric values that
appear on the report. Users can identify the adults who appear in this report by
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running the raw data query and using filters to isolate specific data items.

e NRS Table 4B - Summary of level gain performance for enrolled adults with an entry
and exit level served in Adult Ed programs. NRS Table 4B can be run by Agency,
Contract, Keyword, and Agency/Contract and includes adults associated with the
associated selection made prior to running the report. In addition, each NRS Table
4B report includes a Raw Data button that shows the raw data associated with the
numeric values that appear on the report. Users can identify the adults who appear
in this report by running the raw data query and using filters to isolate specific data
items.

e Table 4 & 4B by Specific EFL/Subtest - Selecting a subtest and contract prefix from the
drop-downs generates a Table 4 and Table 4B report limited to that subtest. This
table is not an official NRS reporting table.
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Data Checking

This page includes data checking items for all programs and/or contract types.

|:| Data Check Summary Report

Data Checking

Switchboard

|Bolded items are in the Data Chedk Summary Rpt

| v

Adult Assignments/Hours # of Days
Adults With 0 Hours in Last XX Days

|:| Adults
|:| Staff

Adults Missing Assignments
Adults Missing Hours

I:' Tutors

Adults Assignments - Age Ineligible

Adults in 061 and 054 Contracts

I:' Classes
I:' Groups
I:‘ Pairs

NOTE: The items

Adults in Multiple Classes *

Adults 1st Assess > 30 Days From Start Date

above provide users
with a total number
of the item selected,

Adults Missing Assessments
Adults Missing Assessments >=12 Hrs

i.e. Total number of
Adults in the e-data
system.

Assessed Adults Missing Entry Level

Adults Without a Posttest and Hours =

MNOTE: A brief

Adults Missing Exit Assessments
Posttested Adults Missing Exit Level

description of each
data check item can
be viewed by

Adults Assessed with Same Test-Same Date
Adults Posttested within 14 Days

dicking on the name
assigned to the item.

Special Needs Adult w/Assessment
Special Needs Adult Missing Goals

Miscellaneous Data Checks

Adults Missing Core Qutcomes

Adults Age Under 16 or Over 95
Contracts without Assignment

PAsecureID Near Matches
Ex-Offender {Institution Conflict

Highest Grade Completed - Post Sec Conflict
Adults Shared with subcontractors

Distance Learning

Adults Missing DL Checkbox With Remote Hours

Local Agency Classes SPT marked DLP
Classes/Groups/Pairs Marked DL w/ Inperson Hours

Close i+

Family Lit Data
Checking

Monthly Attendance/Hours

Hours By Month Adult (ALL)

Adult Attendance Count - All Assignments
Total Adult Hours by Month - All Assignments
Hours By Month Class/Group (ALL)
Class/Group Attendance Count By Month
Hours By Manth by Agenc
Total Attendance Count By Month (Class/Group’
Hours By Manth Pair (ALL)

Pair Attendance Count by Month

Total Pair Hours by Month

Reached 12 Hours Recently MEW!

Class/Grou

Group Data Checks

Groups without Staff Assigned
Groups Missing Enrollment
Groups Missing Attendance

Corrections Adults in Community Groups
Community Adults in Institution Groups

Tutor/Pair Data Checks

Pairs Missing Hours
Corrections Adults in Community Pairs
Community Adults in Institution Pairs

Classes Missing Enrollment
Classes without Staff

Classes Missing Attendance
IET Classes

Workplace Classes

Post Secondary Trans Classes

Corrections Adults in Community Classes
Community Adults in Institution Classes

Classes/Groups/Pairs Marked In Person w/ Remote Hours

All data check items are not necessarily errors that need to be corrected. They are
sometimes simply items that MAY indicate an error (such as in-person instructional hours
entered in the remote hours field). Keep in mind that it may also not be possible to correct

some items that appear in the data checking report. For example, if an adult appears in the

Adults Missing Exit Assessments data check, was never posttested, and subsequently left
your program, this item will remain in the data checks and cannot be corrected.
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Data Check Summary Report

Provides a summary count of potential errors in your data. The items that appear on this
report all have a corresponding query that appears on the data checking page with a title in
bold font. You can use this report in conjunction with the items on the data checking page.
For example, if Adults Missing Hours appears in the summary report with five errors, that
means that five adults are missing hours. Return to the data checking page and click the
button next to Adults Missing Hours to identify the five adults by name.

Counts

On the left side of the data checking page, a list of buttons appears in the Counts section.
Each of these items provides a numeric count. For example, by clicking Adult, a count of the
total number of adults entered in eData compared to enrolled adults (>=12 hours) will
appear.

Adult Assignments/Hours

Adults with 0 Hours in Last XX Days - Adults who have not had hours recorded in the
last XX days and have not been exited. These adults are in "limbo," and they may
have hours not entered, or they may also have left the program and should be
exited. To run the report, first select (or type in) the number of days desired in the #
of Days drop-down box to the right of the report’s title. Then, click the button to the
left of the report.

Adults Missing Assignments - Adults in the eData system who have not been assigned
to a class, group, or pair.

Adults Missing Hours - Adults in the eData system with no attendance hours.

Adults Assignments - Age Ineligible - The youngest age for contract 061 is 16, whereas
the youngest age for contracts 064, 259, and 054 is 17.

Adults in 061 and 054 - Adults who are active in both 061 and 054 contracts and their
hours.

Adults in Multiple Classes - Adults assigned to more than one class.

Assessments

Adults 1st Assessment > 30 Days from Start Date - Adults whose first assessment
administration was more than 30 days after their Period of Participation Enrollment
Date for the current program year.

Adults Missing Assessments - Adults who do not have an assessment in the eData
system. Note that some adults may have been given an assessment, but the
assessment may not have been added to the eData system. This report shows all
adults who are missing an assessment, not just the adults who have earned 12 or
more instructional hours.

Adults Missing Assessments >=12 Hours - Adults who have 12 or more instructional
hours but do not have an assessment entered in the eData system.

Assessed Adults Missing Entry Level - Adults who have an assessment entered in the
eData system but do not have an entry level identified.

Adults Without a Posttest and Hours > XX - Adults who have not been given a posttest.
By default, the report runs based on 40 hours obtained since the pretest, but users

Last revised 9/08/23

44



eData Access Database Template Guide

can adjust this number in the drop-down to the right of the report's title.

Adults Missing Exit Assessments - Adults missing an exit level assessment in the eData
system. This data check looks to see if the eData system has identified an entry level
for the adult but has not identified an exit level. In addition, this data check looks at
the number of hours earned by the adult and compares that number to the test
publisher’s guidelines, as defined in Policy D.100 Adult Learner Assessment. If the
adult has reached the minimum number of instructional hours defined in the policy
and they do not have an exit assessment, they will appear in this data check.
Posttested Adults Missing Exit Level - Adults who have a posttest in the eData system
but are missing an exit level.

Adults Assessed with Same Test-Same Date - Adults with more than one assessment
dated the same.

Adults Posttested Within 14 Days - Adults with the same assessment within 14 days.
Special Needs Adult w/Assessment - Adults marked as special needs who also have an
assessment.

Special Needs Adult Missing Goals - Adults marked as special needs who have fewer
than three goals.

Miscellaneous Data Checks

Adults Missing Core Outcomes - Adults that have a blank outcomes screen in the Core
Outcomes section of eData. On the Outcomes screen, all outcomes except for the
“Obtain secondary credential outcome” are automatically set based on the adult
demographics. Most adults will have an outcome listed automatically, but adults
with less than a GED/Diploma who are listed as unavailable for work will not have
any outcomes listed in eData.

Adults Age Under 16 or Over 95 - Adults who are less than 16 years old or older than
95 years old. If an adult appears in this report, staff should check to be sure the
birthdate for the student was entered correctly.

Contracts without Assignment - Contract number(s) not being used in at least one
class, group, or pair.

PASecurelD Near Matches - Adults who are near matches with locked records in the
PASecurelD system. Contact eData Tech Support to resolve near matched adults.
Ex-Offender/Institution Conflict - Adults currently in institutional programs marked as
an Ex-Offender.

Highest Grade Completed - PostSec Conflict - Adults enrolled in postsecondary
education who do not have the appropriate highest grade selected.

Adults Shared with Subcontractors - Adults who are shared between a contractor and
a subcontractor.

Distance Learning

Adults Missing DL Checkbox with Remote Hours - This report opens two tabs. The first
tab lists adults who have remote hours > 0 but whose Distance Learning checkbox is
not checked. The second tab displays a count of the above adults by agency.
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Classes/Groups/Pairs Marked DL w/ In-person Hours - This report shows classes,
groups and pairs marked with special program type Distance Learning: ... that have
in-person adult attendance.

Classes/Groups/Pairs Marked In-Person w/ Remote Hours - This report shows classes,
groups and pairs marked with special program type Fully In-Person that have
Remote adult attendance.

Monthly Attendance/Hours

Hours by Month Adult (ALL) - Total hours by month for all adults served. This includes
any hours earned in Division-funded and non-Division-funded contracts.

Adult Attendance Count - All Assignments - Counts adults who attended either a class,
group, or pair.

Total Adult Hours by Month - All Assignments - Sums adult hours in a class, group, or
pair by month. Hours by Month Class/Group (ALL) - Total hours by month, for all
classes and groups.

Class/Group Attendance Count by Month - Total number of adults, by month, for all
classes and groups.

Hours by Month by Agency (Class/Group) - Total hours by month for all classes and
groups.

Total Attendance Count by Month (Class/Group) - Counts adults attending classes and
groups.

Hours by Month Pair (ALL) - Total hours by month for all pairs served by the agency.
Pair Attendance Count by Month - Total number of adults by month for pairs.

Total Pair Hours by Month - Total hours by month for all pairs.

Group Data Checks

Groups Without Staff Assigned - Groups that do not have a staff member assigned.
Groups Missing Enrollment - Groups that do not have any adults assigned.

Groups Missing Attendance - Groups that do not have adult hours entered. Adults
may have been assigned to the group, but no hours are entered for the adults in the
group.

Corrections Adults in Community Groups - Adults who are in corrections and in
community groups.

Community Adults in Institution Groups - Adults who are NOT in corrections and in
institution groups.

Tutor/Pair Data Checks

Pairs Missing Hours - Pairs that have been entered into the eData system but have
not been assigned any hours.

Corrections Adults in Community Pairs - Adults who are in corrections and in
community pairs.

Community Adults in Institution Pairs - Adults who are NOT in corrections and in
institution pairs.
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Class Data Checks

e (lasses Missing Enrollment - Classes that do not have any adults assigned.

e C(Classes Without Staff - Classes that do not have a staff person assigned.

e C(Classes Missing Attendance - Classes that do not have adult hours entered for the
class.

e [ET Classes - Classes marked as IET classes in the Special Program Type field.

o Workplace Classes - Classes marked as workplace classes in the Special Program
Type field.

e Postsecondary Transition Classes - Classes marked as postsecondary transition
classes in the Special Program Type field.

e Corrections Adults in Community Classes - Adults who are in corrections and in
community classes.

e Community Adults in Institution Classes - Adults who are NOT in corrections and in
institution classes.

Family Literacy Data Checking
This data checking page is specific to Family Literacy contracts.

Family Lit Data Checking Close ¢

Switchboard

b

& brief description of each data chedk item can be viewed by dicking on the name assigned to the item.
Bold items are induded in the Data Checking Summary Report.

Family Adult Data Checks
Family Adults Missing ILA Hours L e o

Adults Missing Parenting Hours Children Missing ACIRI

Children Missing Assessments

Family Data Checks - Children Missing Time 2 Assessments
- Children Missing ILA Hours

| | Families Missing Adults Children Missing Early Childhood Hours
| | Families Missing Children School-Age Children Missing End of School Year Report
Families Missing ACIRT || Hon-Participating Children

Families Missing ILA Hours

Families Missing Parenting Hours
Invalid ACIRI Assessments

w [ Jramiy [ Jenid [ ]chidageo-3 [ ]chid Age 3-8Notin School [[]chidk o4t []chidk to 7h

MNOTE: The items above provide users with a list of the item selected, i.e. Total number of Families in the e-data system.

Adults in Family Literacy will appear in the appropriate reports on the Family Literacy Data
Checking page.

Counts - On the bottom of this page, a list of buttons appears in the Counts section. Each
of these items provides a numeric count. For example, by clicking Family, a count of the
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total number of families and enrolled families entered in eData will appear. In addition, the
specific Child Age buttons also list details including the names of the children along with
the total count at the bottom.

Family Adult Data Checks

Family Adults Missing ILA Hours - Adults in families who are missing ILA hours.

Adults Missing Parenting Hours - Adults in families who are missing parenting hours.

Family Data Checks

Families Missing Adults - Families that do not have any associated adults. The adult
may already be entered in eData but is not associated with the Family record.
Families Missing Children - Families that do not have associated children. This
includes families with children added, but who are marked as Not Participating.
Families Missing ACIRI - Families that do not have an ACIRI assessment entered in
eData. Only families where the ACIRI is applicable will show in this data check.
Families Missing ILA Hours - Families with no ILA hours in eData.

Families Missing Parenting Hours - Families with no Parenting hours in eData.
Invalid ACIRI Assessments - Families with invalid ACIRI assessments in eData.

Child Data Checks

Children Missing ACIRI - Children who are missing a family assessment (ACIRI). The
children who appear in this data check are three to five years old and not in school.
Children Missing Assessments - Children who have no assessments in eData.

Children Missing Time 2 Assessments - Children who have been given an initial
assessment but are missing a Time 2 assessment.

Children Missing ILA Hours - Children who have no ILA hours entered in eData.
Children Missing Early Childhood Hours - Children, aged three to five, who are missing
Early Childhood hours.

School-Age Children Missing End of School Year Report - School-aged children who are
missing data for the End-of-School-Year Report in eData.

Non-Participating Children - Children who are marked as Not Participating on the
eData Child screen. Family enrollment calculations exclude any child marked as Not
Participating.
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Data Validation Reports
This page includes the data validation reports that are required by the Division of Adult
Education, including data for all subcontractors.

Data Validation Reports Cose e

Switchboard

Important: Data in these reports may fluctuate throughout the year based on student class/group/ pair
assignments and attendance hours.
A brief description and possible uses for each report can be viewed by clicking on the name of the report.

Adult Ed D64 Tutoring 259

[ ] nRs Table 4 - Adult Ed (064) [ | RS Table 4 - Adult Ed (259)
[ | RS Table 46 - adult Ed (054) [ ] nRS Table 46 - aduit Fd (259)
I:I Follow Up Core Qutcomes - Adult Ed (064) I:I Follow Up Core Qutcomes - Adult Ed (259)

EL/Civics 061

|:| MRS Table 4 - EL/Civics (061)

[ ] tRs Table 48 - EL iCivies (061)
I:I Follow Up Core Quicomes - EL (Civics (061)

Family Literacy Reports

NOTE: Reports required for end of year Data Validation, as defined in Division of Adult Education
policy C.130, are found on the Family Reporting page of the template. They can be accessed
using the button below. The reports required for the Data Validation appear in BOLD text on the
Family Reporting page.

Family Literacy Reports

Any adult shared between contractor and subcontractor(s) is only counted once on each
report.

Adults who are enrolled in more than one contract will only be counted once. If an adult is
part of an enrolled family, the adult is counted only in the Family Literacy contract.
Otherwise, if the adult has more hours in a 259 contract than either an 064 or 061 contract,
they are counted in 259. Otherwise, the adult counts in 061 or 064, whichever contract has
the greatest number of hours.

Adult Ed 064
e NRS Table 4 - Adult Ed (064) - Educational Gain performance for Adult Ed contracts
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(064). This report can be used for end-of-year data validation, as described in
Division of Adult Ed Policy C.130 Verifying and Reporting Data. If your agency
subcontracts with one or more agencies, data for all subcontractors is also included
in this report. Any adult shared between contractor and subcontractor(s) is only
counted once on this report.

e NRS Table 4B - Adult Ed (064) - This report displays the same information as NRS
Table 4 - Adult Ed (064) but only includes adults who have both an entry level and
exit level assessment (pre-/post).

e follow Up Core Outcomes - Adult Ed (064) - A cohort count of adult core outcomes for
enrolled adults using only 064 hours to determine enrollment for adults.

EL/Civics 061

e NRS Table 4 - EL/Civics (061) - Educational Gain performance for EL-Civics contracts
(061). This report can be used for end-of-year data validation, as described in
Division of Adult Ed Policy C.130 Verifying and Reporting Data. If your agency
subcontracts with one or more agencies, data for all subcontractors is also included
in this report. Any adult shared between contractor and subcontractor(s) is only
counted once on this report.

e NRS Table 4B - EL/Civics (061) - This report displays the same information as NRS
Table 4 - EL/Civics (061), but only includes adults who have both an entry level and
exit level assessment (pre-post).

e Follow Up Core Outcomes - EL/Civics (061) - A cohort count of adult core outcomes for
enrolled adults using only EL/Civics enrolled adults.

Tutoring 259

e NRS Table 4 - Adult Ed (259) - Educational Gain performance for Tutoring contracts
(259). This report can be used for end-of-year data validation, as described in
Division of Adult Ed Policy C.130 Verifying and Reporting Data. If your agency
subcontracts with one or more agencies, data for all subcontractors is also included
in this report. Any adult shared between contractor and subcontractor(s) is only
counted once on this report.

e NRS Table 4B - Adult Ed (259) - This report displays the same information as NRS
Table 4 - Adult Ed (259), but only includes adults who have both an entry level and
exit level assessment (pre-/post).

e Follow-Up Core Outcomes - Adult Ed (259) - A cohort count of adult core outcomes for
enrolled adults using only 064 hours to determine enrollment for adults.

Family Literacy Reports

This provides a link to the Family Literacy Reports page, which can be used for Data
Validation.
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Scrub
This page allows users to remove, or ‘scrub’, personally identifiable information from

their template.

Switchboard

The scrub functions remove personally identifiable information.

Scrub Adults, Families and Children

Scrub Staff

Scrub Classes and Groups

To further safe guard your computer remember to also delete the eData exported zip file
ExtractReport.zip.
This file is probably in one or more of Downloads, Documents or Data folder
depending on where your downloads from eData get copied to.

Delete all eData extracted files from
your data folder (*.csv)

Note: this optional step is NOT part of Scrub functions.

Remove all data from this template

Each of the first three buttons, when clicked, scrub data in the records indicated on the
button. Once a record is scrubbed, the original data is replaced with generic data. After the
scrub functions are complete, most reports in the template still function as normal as they
typically rely on numerical fields like hours, EFL, and program related dates, which are not
impacted by the scrub function.

The remaining functions on this page allow users to delete the .csv export files from their
C:\data folder and to remove all data from the template.
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Useful Features in Access

Find
Using the Access Ribbon when viewing a datasheet, you can perform a Find operation in a
selected column by clicking the binoculars or magnifying glass button.

Filter

Using the Access Ribbon at the top of the screen for an open query, you can apply filters to
selected information by clicking on the Filter by Selection button in the ribbon. Remove the
filter by clicking on the Remove Filter button.

There is also a drop-down arrow for each field in the header row to filter by one or more
fields. In the screenshot below, the drop-down arrow was clicked for the Entry EFL field.
Users have the option to sort ascending or descending here, to use a Text Filter, or to
select/deselect certain EFLs to filter. Select All and Blanks options are available to see all
records or to see only blank records.

EntryEFL -  ExitEFL  ~ | Gain-Loss - Tota
ABE Level 4 El SortAtoZ
ABE Level 3 - l
ESLLevel5 AY *@titeh
ESL Level 5 ﬁ
ABE Level 5
ABEL Is Text Filters 3
ave
ABE Level 4 B (Select All)
ABE Level 3 B (Blanks)
ESL Level 3 & ABE Level 1
ESL Level 5 B ABE Level 2
ABE Level 5 @ ABE Level 3
ABE Level 3 8 ABE Level 4
ABE Level 5 € ABE Level 5
ABE Level 2 : ‘:E?LELLE“TT
ABE Level 5 Eve
ABE Level 6 Cancel
ESL Level 4

Each field type includes different filter options. For example, it is possible to filter date
fields using one specific date, month, year, quarter, date range, and many other
parameters. Filters on numeric field types allow users to look for values less than, greater
than, equal to, between, etc.
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Sort

Using the Access Ribbon when viewing a datasheet, you can sort by selected columns in
ascending and descending order by clicking the Ascending and Descending buttons. After
sorting or filtering a table or query, when you close the table or query, Access prompts to
save the changes; click No to return the table or query to its original state.

Print and export:
Clicking the button for a query or report will produce an on-screen copy of the data that
can then be printed, sent to PDF, or sent to Excel via an eternal data export process.

Exporting data to Excel

Template users can export tables or queries from the template to an Excel file following the
steps below:
1. Open the table or query.
2. Above the ribbon, click External Data.
3. Inthe Export section of the ribbon, click the Excel icon.
4. Inthe Export window, indicate the destination\name and format (the default Excel
workbook format is usually preferred).
5. Inthe Specify Export Options section at the bottom of the window, check Export
data with formatting and layout.
6. Click OK to complete the export operation.
NOTE: Datasheets are the best format for exporting to an Excel file.

Printing

Template users can print reports, tables, or queries in the template. By default, reports
open in Print Preview mode. To print a report, follow these steps:

1. Open the report.

2. In left-most section of the ribbon, click the Print icon.

3. Inthe Name drop down, select a printer.

4. Adjust other print options as needed.

5. Click OK to print the report.
NOTE: Reports are the best format for printing.

Create a New Query
To create a customized display of data, including related information:

1. Click the Create New Query button near the bottom right of the main form.

2. Select Design View from the New Query dialog box, then click OK.

3. From the Show Table dialog, scroll toward the bottom and click one or more tables
or queries from which you would like to create a display of information (see the
eData relationship index at the end of the System Manual).

4. Click Add to add the selected tables and/or queries.

Click Close to finish.
6. From the top pane (top half) of the Select Query Design window, select the desired
fields to add to the query design grid in the bottom pane by either double-clicking or

U
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dragging the desired fields to the grid below.

e The Run button on the toolbar will display the query results.

e The Design View button on the tool bar will return the user to the Query Design
window. (The Run and Design View buttons appear in the Ribbon at the top of the
screen.)

e The Totals button on the tool bar allows queries to subtotal and summarize data by
grouping like items together. The Total row will be added to the design grid by
clicking this button. (The Totals button appears in the Access Ribbon on the top of
the screen.)

The existing queries starting with the letters “qryView” are linked to the buttons on the
Main Page, such as Adult, Adult Goals, etc., and are used in many of the reports that appear
in the template. Do not delete or alter these queries.

NOTE: When creating custom reports or queries, use a common naming scheme. For
example, agencies may choose to start the name of each query or report with the word
“LOCAL" or an agency-specific label. This enables users to easily find custom queries and
reports. Queries and reports can be imported from prior year's templates into the current
year's version of the database template. The import process is easier if all custom queries
and reports follow a similar naming scheme. For more help with this process, contact
eData Tech Support.

Importing Custom Queries/Reports

Over the course of a program year, the eData Tech Support Project occasionally updates

the database template to include additional reports, queries, and/or data checking items.

When a new version of the template is released, users must import any custom

queries/reports from the previous version of the template into the new version. In some

cases, the version number of the template does not change, so make sure that you back up
your existing template or rename that so your custom queries/reports are not lost.

To import custom queries/reports from one template to another, follow the steps below:
1. In the External Data tab in the Access ribbon, select Access from the Import section

of the toolbar.

2. On the window that appears, click the Browse button. Browse to find the previous
version of the template that holds your custom queries/reports. Highlight it and
click Open.

Click OK.

4. Select the queries/reports you want to import by clicking them individually. If you
have used the tip above and prefaced all your custom queries and reports with a
common phrase, they will appear together, listed by object type, in the Import
Objects list.

5. After selecting all objects to import, click OK. Repeat this process as needed.

w

For more information contact eData Tech Support at 877-857-8869 or
eDataTechSupport@psu.edu
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