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1. Code of Conduct and Privacy

The school CASES21 database contains personal and health information about students,
family members and staff. When database queries, data extractions and disclosures are
undertaken they must only be carried out by authorised officers and must comply with the
Department’s Information Privacy Policy and ICT Security Policy, and the Code of Conduct for
the Victorian Public Sector.

Also view the Privacy Guide for Student Mapping Tool on the Student Mapping Tool website.
The relevant information privacy principles which need to be considered are:

— Collection

— Use and Disclosure

— Data Quality

— Data Security and Unique Identifiers

— Anonymity

— Transborder Data Flow.

For more information about these principles go to:
https://www.eduweb.vic.gov.au/edulibrary/Schools/Privacy/Bulletins/
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2. Introduction

Overview

This guide provides a step-by-step process for:

« creating a seamless view connection

+ checking Microsoft Excel security settings

- extracting NAPLAN information and creating files for NAPLAN and VASS results
« collecting the data file for CHESS Schools

- creating a folder for storing and using the Student Mapping Tool

- downloading the Student Mapping Tool.

About the Student Mapping Tool

The Student Mapping Tool (formerly the Students At Risk Mapping Tool) has been developed
to assist schools to identify students at risk of early school leaving. The Tool displays data
about each student’s exposure to known risk factors associated with early school leaving, e.g.
poor attendance, low literacy, etc.

Under Wannik, all Victorian government schools with Koorie student enrolments are required
to use the Student Mapping Tool.

The Student Mapping Tool will not provide a definitive answer to the question, “Which of our
students are at risk of early school leaving?” Schools should review the data and consider its
implications in their school context. Teacher insights and other factors should also be
considered. The Tool should start the conversation about who is at risk of early school leaving,
rather than finish it.

This Data Extraction Guide will enable you to extract the relevant data about your school’s
students from CASES21. Using this Tool only extracts data — it cannot change any of the data
on the CASES21 database.

For information about the most effective way to use the data once you have it, please read
Using the Student Mapping Tool and Getting the Most Out of the Student Mapping Tool from
the Student Mapping Tool home page at http:/www.education.vic.gov.au/studentmappingtool
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Important — Before you start

The task of extracting the data should be undertaken by a Business Manager, Education
Support Officer or any other user with authority to enter and view data on CASES21.

If you encounter any difficulty in using the Tool, the Department of Education & Early
Childhood Development Service Desk will only deal with someone with this authority.

Password

The Student Mapping Tool will require a password which is available from the DEECD
Service Desk. Important Note: The Principal / Business Manager must email the DEECD
Service Desk using the school’s email account and request the Student Mapping Tool
password.

Seamless Views

The Student Mapping Tool will only work if Seamless Views is installed on the workstation
you are using. Seamless Views software can create a read-only copy of selected CASES21
tables and present them in MS Word, Excel or Access format. The Student Mapping Tool is
built around a pre-set Seamless Views request that presents data in a pre-set Excel
spreadsheet format.

CHESS schools do not need to complete steps 3 and 4 in relation to Seamless Views.

CHESS schools need to complete step 9 instead. Step 9 does not need to be completed by
non CHESS schools.
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3. Seamless Views
Seamless Views set up on the Virtual Server (except CHESS schools)

The CASES Technical Refresh 2012 project may have the Seamless Views \ Student Mapping
Tool connection activated on the school’s virtual server. (Workstations will be set up following
the steps later in this document.)

Should the virtual server connection not be set up or be lost at a later stage, the connection
can be established \ re-established by running the Seamless application on the Virtual
Server.

CHESS schools do not need to run this process.

To activate Seamless Views on the Virtual Server:

(Note — this process can be run from your workstation.)

From your workstation:
+ Click Start then Computer

+ Click on the DSE (Y:) drive
 Click on the SQL folder

« Click on the EXE folder

;;g » Computer ¥ DSE(Y:) » SOL ¥ EXE »

+ Click on Seamless.exe to run the application

« If you see an Open File - Security Warning message, click on Run

» Close out of the screen

Wait a couple of minutes for the application to run before setting up the workstation (steps
later in this document). If your workstation has already been setup and you are re-
establishing the Seamless application, wait a couple of minutes before refreshing your
Student Mapping Tool data.

Note: It is important that you use the run as Administrator option to open Excel prior

to opening the Student Mapping Tool and refreshing the data. See the steps on
Microsoft Excel 2010 and the Student Mapping Tool on page 31.
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Alternatively, to activate Seamless Views from your Server:

+ Log onto the school’s XXXXADBO1 Virtual Server (where XXXX is your school number) -
(Note — the authorised person would use their Record No. and Password to log in.)

- Click on Start then Run

= Click on the Browse button and navigate to the Y:\ DSE drive, the SQL folder, the EXE folder
and select the application Seamless - click on Open

C¢® DSE . (1pUUUADE0 1) {¥s) %) Microsoft, SqlServer. Management. 5dk, Sfc.dll 19J03/2012 10:32 &M Application
6o CASES 4| Microsoft. SqlServer Smo.di 19/03/2012 10:32 &M Applcation
kup | WoImageFound 21J04/2010 3:57 PM JPEG image
- da Bl proamyiesg 19/03/2012 10:32 AM  Application
& oo D prolnivesg 19/03/2012 10:32 A Application

4] 2CASES21 [ proMIpsiisg 19/03/2012 10:32 &AM Application
CproTTimpart 11j05[2012 2:46PM  Application
CasesZIPicslog ) ResponseSampleGenerator 17/04/2012 4:30PM  Application

log= [ soLSFieMover 17/11/2009 1148 8M  Application

Reports
. 55 24{04/2012 5:05 PM
Scripts {04

- Click on OK to run the application.

« Wait a couple of minutes for the process run on the Virtual Server.

 Log out of the server.

+ Once your Workstation has been setup (steps for workstation setup are later in the guide),
check to see if your connection is now active on the Workstation when running the Student

Mapping Tool refresh process.
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4. Establishing Seamless Views on the Workstation

This step should only need to be done once on a workstation. When you are sure you have
Seamless Views on your workstation, always proceed directly to downloading your schools
data.

CHESS schools do not need to run this process.

How to set up the Data Source connection on your workstation (except CHESS schools)

« Select Start. E:Tu

+ Select Control Panel. Viewby: Category ~
- Select View by: Category — Large icons from the right hand side. - f”‘g_”"

arge icons e
+ Select Administrative Tools. small icons

+ Select Data Source (ODBC).
+ Click on the System DSN tab.
 Select Add.

e 1

; QODBC Data Source Administrator @

| User DSN | System DSN |File DSN | Drivers I Tracing I Connection Pooling | About |

System Data Sources:

Mame Driver | Add...

_ An QDBC System data source stores information about how to connect to
D; the indicated data provider. A System data source is visible to all users
= on this machine, including NT services.

oK || Ccancel Apply Help

On the following screen:
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« Move the right scroll bar to the bottom.
« Select SQL Server.
« Click Finish.

Create Mew Data Source

-

=

Select a driver for which you want to set up a data source.

Mame

! Microsoft Paradox Driver (".db )
i) 15| Microsoft Paradox-Treiber (*.db )
Microsoft Test Driver ("bd; *.csv)
Microsoft Test-Treiber (" bd; = csv)
Microsoft Visual FoxPro Driver
Microsoft Visual FoxPro-Treiber
SQL Server

1 | 1]

s

— T T T

=L
l..m

< Back [ Finish

Cancel

You will see the following screen:

Create a Mew Data Scurce to SQL Server

connect to SCIL Server.

)

This wizard will Felp you ceae an ODDC dats source thal you can use to

What name co you want to uze 1o refer to the data source?
_}’f‘ Mame: |

[ e e |

How do you want to descrbe the data source?

Nesrdption:

Whech SGL Screcr do you want to conncet te?

Server:

Finigh Meet = Cance ] [

Help
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- Enter the Name: Seamless View Connection as shown in the screen below.

- Select the Server you wish to connect to by clicking on the down arrow. You will see a
number of connections — select XXXXADBO01 (where XXXX is your school number).

(Note: If the XXXXADBO1 server is not showing when clicking on the down arrow, you will
need to re-establish the Seamless Views connection in Section 3 above.)

+ Click Next.
-

Microsoft SQL Server DSN Configuraticn %
This wizard will help you create an ODBC data source that you can use to
connect to SGIL Server.

;‘ What name do you want to use to refer to the data source?
/.-l Mame: Seamless View Conncetion
| ™ |

How do you want to describe the data source?

Description:

Which SQL Server do you want to connect to?
Server: XXX ADBOL -

XXXXADBO1
[XHXX being your school number)

| Fnish || Ned> | [ Cancel | [ Hebp

« You will see the following screen.

- Select the radio button With SQL Server authentication using a Login ID and password
entered by the user.

+ You will need to type the Login ID: Viewer01 and the Student Mapping Tool password.
(If you do not have the password, the Principal / Business Manager will need to email the
DEECD Service Desk using the school’s email account and request the Student Mapping
Tool password.)

» Click on Next.

Create a Mew Data Source to SQL Server @

How should SQL Server verify the authenticity of the login ID?

i‘ *) With Windows NT authentication using the network login 10.
/’.J, = With SGL Server authentication using a login ID and password
e = entered by the user.

To change the netwaorl library used to communicate with SAL Server,
click Client Configuration.

Client Configuration. ..

=il Connect to SQL Server to obtain default settings far the
= additional configuration options.

Login ID: Viewerl1

Password: eeeesses

<Back | Ned> || [ Cancel | [ Help
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- Ensure there is a tick in the box beside — “Change the default database to:”

« Move the right scroll bar to the bottom and select V2101 XXXX (where XXXX is your school
number).

« Click on Next.

Create a Mew Data Source to SQL Server @

Change the default database to:
1015591 -

% : || Attach database filename:
A

Create temporary stored procedures for prepared SCL statements and
drop the stored procedures:

i@ Only when you disconnect.
o

When you disconnect and as appropriate while you are
connected.

[¥#] Use ANSI quoted identifiers.
Use ANSI nulls, paddings and wamings.

|Use the failover SGL Server if the pimary SGL Server is naot
available.

| <Back Net> || [ Cancel | | Heb

+ Leave the default settings shown below.
+ Click on Finish.

Create a Mew Data Source to SQL Server @

[7] Change the language of SGL Server system messages to:

English
}“;l [7] Use strong encryption for data

Et—
Perfarm translation for character data

|se regional settings when outputting cumency, numbers, dates and
D limes.

[7] Save long running queries to the log file:
D:\Uszersh 08580418 AppDatat Local \ Temp A UERY Browse...
Long query time (miliseconds): | 20000

[7] Log ODBC driver statistics to the log file:
D:xUsers 08580418 AppDatatLocal\ Temp S TATS Browse...

<Back | Fnish | | Cancsl | [ Hebp
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The following screen will appear:

- Select Test Data Source to confirm the data is connecting correctly.

P

ODBC Microsoft 5QL Server Setup

A new ODBC data source will be created with the following
configuration:

(]

Microsoft SQL Server ODBC Driver Version 06.01.7601

Data Source Mame: Seamless View Conncetion
Data Source Description:

Server: 3951ADB0N

Database: V21015551

Language: (Default)

Translate Character Data: Yes

Log Long Running Cueries: Mo

Log Driver Statistics: Mo

IUse Regional Settings: No

Prepared Statements Option: Drop temporary procedures on
disconnect

lUse Failover Server: Mo

Ilze ANS| Quoted |dentifiers: Yes

lUse AMSI Mull, Paddings and Wamings: Yes
Data Encryption: Mo

[ Test Data Source... ] l oK II Cancel I

-

The following screen will appear saying Tests Completed Successfully!

+ Click OK, then OK again.

i

12

SQL Server ODBC Data Source Test

Test Results

X5

Microsoft SQL Server QDBC Driver Version 06.01.7601
Running connectivity tests...

Attempting connection
Connection established
Werifying option settings
Disconnecting from server

|TESTS COMPLETED SUCCESSFULLY!

-
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« Your connection should now be displayed in the ODBC Data Source Administrator on the
System DSN tab.

« Click OK to exit.

P

-

; QDBC Data Source Administrator @

Iser DSM | System DSN | File DSMN | Drrivers | Tracing | Connection Pooling | About |

System Data Sounces:

MName Drriver Ad

Seamless View Conncetion el RSy

Remove

Corfigure...

A

An ODBC System data source stores information about how to connect to
m the indicated data provider. A System data source is visible to all users
an this machine, including NT services.

| ok || cancel Apply Help

Note: If your system does not connect correctly the first time, repeat all the steps above
before requesting assistance.

You have now successfully established Seamless Views on your workstation!

Note: The above process — ‘Establishing Seamless Views on the Workstation’ can be run
on additional Administration workstations as required.
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5. Check Microsoft Excel Security Settin

gs

This Guide assumes that you are using MS Excel 2010 (as supplied on the new Dell

equipment for schools — late 2012).

To download the data, you will be using an Excel spreadsheet that has been pre-programmed

and formatted for you.

Before data is downloaded, you must check that the Security level in Microsoft Excel will

permit the Macros in the spreadsheet to operate.

How to check your workstation’s Excel settings will allow the Student Mapping Tool to work.

Open Excel on your workstation. You will see a blank worksheet.

- Select the File tab from the top left hand corner.
+ Click on the Options button.

= save
Save As
EF open
Cd Close

Info

New

Print

Save & Send

Help

Ed Exit

You will see the following screen:

« On the Excel Options screen, click on the Trust Center option on the left hand side.

Excel Options T ]
General -
Help keep your docurments safe and your computer secure and healthy
Formutsas
Prosfing Protecting your privacy
Save Microsaft cares about your privacy. For mare information about how Microseft Excel helps to proted your privacy, please
se€ the privacy statements.
Language
Advanced
Customize Ribbon
Qubck Aocess Taaibar Sexurity & more
P Learn more about protecting yous privacy and security from Office.com.
Microsoft Trustworthy Compating
Trust Center =
Microsaft Excel Trust Center
The Trust Center contains secuiity and privacy settings. These settings help keep your
Somputier secune. Wie recomanend that you 06 ot change these settings. | Erust Center Settings... |
Cox ] [ camca |

« On the Trust Center screen above, click on the Trust Center Settings... button on the right

hand side.

14
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« In the Trust Center, click on Macro Settings on the left hand side.

« Ensure that the Enable all macros radio button is checked as shown below.

+ Ensure that the Trust access to the VBA project object model box is ticked

Trust Center

Trusted Publshers
Trusted Locations

Trusted Doouments
Add s

ActiveX Settings

| Macre Settings |

Maorg Settings

Disable all macros withouwt notification
Dizable sll macros with notification
Digable all macros entept dlgﬂ«l“‘l’ Shgrned macros
I @ Enable all macros (not recommended; potentially dangerous code can run] I

Developer Macro Settings

Protected View
Message Bar
External Content
File Block Settings

Privacy Options

I of| Trust access to the VBA projedt object model I

Cancel

« Click OK

- Click OK again to close all security screens.

» Close the blank worksheet.

Data Extraction Guide v3.1 | September 2012
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6. Create a folder for the Student Mapping Tool, NAPLAN, VASS
and CHESS data files

A folder needs to be created on your school’s administration Users drive (U:) to use the
Student Mapping Tool, NAPLAN, VASS and CHESS (CHESS Schools only) Data files.

This folder will also store the Student Mapping Tool backup files.

Create a new folder called Student Mapping Tool to store the Student Mapping Tool,
NAPLAN files, VASS files, CHESS (CHESS Schools only) file and subsequent backup files.

To create a folder read the instructions in Appendix A of this guide.

It is very important that you save all data files and the Student Mapping Tool to the U:
drive, because by doing this files will be in the same location and by having files on the
U: drive, these files will be included on the normal automated backup preformed
overnight and the NAPLAN & CHESS Data will also import correctly into the tool.

Additionally, if you have problems with the Tool, Help Desk staff (with permission) can
come and help you directly.

Helpful Hint: Create Archive sub folders inside the newly created Student Mapping Tool
folder. This allows you to save past copies of the Student Mapping Tool for reference, (a
snapshot in time copy). Leave only the most recent (working) copy of the SMT visible in the
main folder to ensure you refresh only the most recent Student Mapping Tool.
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7. How to download and extract NAPLAN Data

Schools have be able to add NAPLAN Data to the Student Mapping Tool since February 2010.

The NAPLAN Data sheet needs to conform to the following formats to be able to work
with the Student Mapping Tool:

Schools will have to download their NAPLAN data from the NAPLAN website, as per
the following step-by-step instructions

Schools will have to extract a file for each year level required and save these files
into the same folder on the U: drive as the Student Mapping Tool. With the new
NAPLAN extraction process, all year level tests can be downloaded from the website
in one step.

If you are from a multi-campus school, please refer to the instructions in Appendix C.

If you have saved NAPLAN files for previous years, you may wish to create an
archive file eg: NAPLAN 2011 and move the NAPLANY3, NAPLANYS5 etc files prior to
downloading the current year files.

To download the data

Log into the NAPLAN website https://naplands.vcaa.vic.edu.au/appstartup.aspx

Click on NAPLAN Data Service System Login as shown below.

/& NAPLAN Data Service - Windows Internet Explorer =] 5 [
@u' - |§, http://naplands.vcaa.vic.edu.au/appstartup.aspx - ; A | 4 | X | | Live Search £~
(£ snagit B & . ; —

Gougle |Z| 2§ search '+ DD Sidewiki ~ | "% Check ~ 43| Translate - >* gy - SignIn ~
e dfe ié NAPLAN Data Service | : | f ~ B - @ v [ Page v €3 Tools v

-

Welcome to the NAPLAN Data Service
Incorporating the AIM Data Service 2003 - 2007

The NAPLAN Data Service provides Victorian Schools
with a range of online reports for the National
Assessment Program - Literacy and Numeracy
(NAPLAN). The NAPLAN Data Service also
incorporates results from AIM Statewide Testing
conducted from 2003 to 2007.

m

NAPLAN Data Service Systenylogin
NAPLAN Data Service Tutoriaund Help

Minimum System Requirements

#® Microsoft Windews 2000, XP or 2003 [MNeot supperted by Apple MAC, or other non-Microseft Windows Operating Systems),
#® Microsoft Internet Explorer (IE) 6.0 and above. -

appstartup.aspx IF3i| [ € Internet | Protected Mode: Off ®100% ~

If the Login screen does not appear you may need to check for a Pop-ups blocked
message. You will need to always allow Pop-ups from this site.
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17



- Enter your School User ID and Password.

- Select Login.

 Select Extract from the Report Parameters screen.

Warning - this system is provided for the use of
authorised personnel only

User ID: VICCOLLEGE

Password: ...

[ weonpy) [ conee

If you have queries about your User 1D
or password, please contact the
NAPLAN Helpdesk on 1800 648 637

OR
vcaa.naplan.help@edumail.vic.gov.au

& NAPLAN Data Service - Windows Internet Explarer

| € | https://naplands.vcaavic.edu.au/ARoW/AIMDSMainMenu.aspx?opener= AIMDS

4

VICTORIA COLLEGE Test Paper | Ex@l:t | Help | Close

Report Parameters

Test: 2
@ Yearz

' Year3

' Year?

' Year9

Reporting Year: oggs -

Report Name:

m

m

L

AIMDSMainMenu.aspxfopener=AIMDS

[ € Internet | Protected Mode: Off H100% -

"

= = =

» Note: All Test data for Year 3, Year 5, Year 7 and Year 9 students (or as appropriate for
your school) can now be downloaded together in one process.

18
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From the Extract Parameters screen, select the following:

—Year:
—Test:

NAPLAN reporting year (select the latest data)
Select All. Note: schools can now download the appropriate

year levels for their setting by using the select all option. This
removes the need to run the extraction process for each year

level separately.
— Study: Select All
— Groups:

— Outcome level data:

Select Outcome Level Data
Ensure that all data has been selected by ticking the Select All

box at the bottom of the list. (Once selected this option will
change to Deselect All).

Everything else should be grey.

— Select the Extract button on the bottom left corner of the screen once all your selections

have been made.

@ Etvact - Windows Interet Explorer (WL R

B T T

[&] https://naplands.vcas.vic.edu.au/Extract aspilopener=AIMDS

a

- i
Help | Close

tional Scale Student Scores

Year Test Study Groups
= = v
O AtM 2007 - ) Year3 ® Reading [V] outcome Level Data
© NAPLAN 2012 + [ ¥ears ©) Writing |" Question Level Data
O Year7 - 2 [ National Data
) spelling
) Yearo - ["| state Data
) Numeracy
@ £
ﬂ () Grammar & Punctuation [ schoci Data
© Al [T] school File
e e Question Level Data National Data State Data School Data School File
[¥] student Name Student Name S e @) National Scale ©) National Scale T iy

Estimated VELS Equivalent

Home School Name

[¥] Reporting School Name
[¥] cases 1D
Deselect All

Select All

|[ Extract ]| [ Clear

[7] Estimated VELS Student Scores Parcantile Scora: Outcome Mean Outcome Mean AL
[¥] class Select All Outcome Median Outcome M i

[7] pats of Birth Percentile Scares Percentile Scores

[¥] Gender Select All Select All

[¥]LeoTe

[#] aTsr

Estimated VELS Equivalent

& Internet | Protected Mode: On v B10% -

- Select the link Click to download compressed ZIP file

Extract Clear

|Click to download compressed ZIP file (Size: 13138 bytes)

« At the File Download screen — Select Save

(]

File Download

Do you want to open or save this file?

iy

Name: ..0-94c2-65a541763160 ~ExtractData_2_10_2012.zip
Type: ZIP Archive File, 12.5KB

From: naplands.vcaa.vic.edu.au

I

AMlways ask before opening this type of file

t@l

Open Save || [ Cancel

While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not trust the source. do not open or
save this file. What's the risk?

Data Extraction Guide v3.1 | September 2012
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« The Save As screen will open.

« Navigate to your User drive then to the Student Mapping Tool folder - at this point select

New Folder |_MNewfelder | from the top bar. Name the folder Naplan — (You will be saving

the Naplan zip file into the newly created Naplan folder)

+ Note: - Leave the file name and save as type with the default name and type.

File name: 90e5a05a-1c78-4710-94 c2-65a54163160 ~ ExtractData_2 10_2012.zip

Save as type: [Z[P Archive File

“ Hide Folders

| s "[ Cancel |

Select Save

Close out of the NAPLAN website when finished extracting the required data.

£ | https://naplands.vcaavic.edu.au/Extract.aspx?opener=AIMDS

Year Test Study

netp [cioze ] <—

Groups

® A 2007 « I UETE () Reading

':"l'earS

@ NAPLAN 2012 () wrriting

Outcome Level Data

I:l Question Level Data

=l

Extract the NAPLAN data from the file created above.

« Locate and open the NAPLAN zip files located in Student Mapping Tool folder — then

Naplan folder on the Users (U:) drive.

- To extract the NAPLAN data right click on the zipped file name,

« Select Extract All...

The destination should default to the Student Mapping Too\NAPLAN\90e5a ......... folder:

| ;o NAPLAN » 90e5305a-1c78-4710-94c2-65a54163160 ~ExtractData_2 10_2012

Select Extract.

90e5a0s5...........
Double click on the folder.

In the Naplan folder, you will now see two items, the original zip file and a folder

J 90e5a05a-1c78-4710-94 c2-65a541163160 ~ExtractData_2 10_2012
i) 90e5a05a-1c78-4710-94c2-65a541 63160 ~ExtractData_2_10_2012 zip

The csv file will be extracted to the selected folder and will be displayed as shown below with

the Excel icon.

Mame

@ 90e5a05a-1c78-4710-94 2652541163160~ OutcomelevelData_YR3P_2_oct_2012.csv
@ 90e5a05a-1c78-4710-94c2-65a541f53160~OutcomelevelData_YR5P_2_oct_2012.csv
@ 90e5a05a-1c78-4710-94 c2-65a541f63160 ~ Qutcomel evelData_YRIP_2_oct_2012.csv
@ 90e5a05a-1c78-4710-94 c2-65a541 163160 ~ OutcomelevelData_YROP_2_oct_2012.csv
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- To Open the csv file, double click on the file name. The Excel file will open to show as

below.

5| A

A 5 < 5 e G < W ] ; x T " N 5
2[5 vaar Jneporting First Nam: Second My Surmame READING_WRITING SPELLING  NUMERAC GRAMMAI READING SPELLING  NUMERAC GRAMMAIClass
2 Z013YRI®  ALVERA NATAUE SPIRIDIS  477.5  46sS  aas  ass1  aas 157 2350
3 m2vRI ANGEUNSMIKAELA SAND 098 4153 342 356 3sey 223 308 116 1s20m
3 cmaveswe  aman GaRmIOCH 3997 assa 432 saaz  as 212 259 102 2ss0m
5| 012vRIP  ASHUE  ABBY  BAXTER s6s s a3 3w s 2e 56 oss 1o
& 012RIP  BETMANY INDVANN.CARVALWC 5043 485 less 4332 4655 a1 303 211 a7som
7 202w ¥CE  PATRICK ANOERSO 465 4283 %42 deos 48 282 208 13 zosoia
s cmavew  cauum VANDEB 3.6 sass  soas  asze 2623 202 221 234 ossom
s 012 RSP CAMDICE SWARON MCKERRA 3987 3788 27 4102 4148 212 0ss 186 acsow
10 2012¥R3P  CMLOE  DARSMIKAMELMOTH 4418 402 3648 3664 1668 257 17 13 1elown
11 aoazvese  cumsTosmeR  amsz 997 s seas  seea 4148 212 1ss 13 200
2 v ceae pexing a8 sans a3 972 134 les  1se 143 13300
13 aoazvRsE  DARMIN MAYDEN MO P smaz 308 25 208 148 081
14 avRse  oavio van sats  sses 327 a4y a4 35y ass 162 13308
5 aowrvess  oumen GBsow 97 aans a2 a2 soas 212 246 211 3230u
6 2012YR3P  EMILE  SHANNENSUTTON 3374 4a0.8 4322 47 4ess 328 239 248 27803A
17 amavRse  ERYN  DEsiey  powew 2708 10.2 130 asa
18 12vR3e  GLEN  JACK  SAUNDER: 4055 2566 4794  3sea  asss 223 331 157 270
1 amavese  cmar UnDsava  a3sz s sasz 0 vas a1 102 03
20 012 v& MARRIET Cuza  SIKORA | 2065 299 3027 3357 2817 098 088 095 08403
21 2002YRIP  MARRY  MARRISONCLARK ses a2 21 oaa
22| 012vRI°  HAYDN  CHRISTORPELL 580 4109  ases  4sa1  4s43 247 2ss  zse 3030w
23 maveaw  ames HAMITOF  asy2 4153 assz a3z as  2es 273 21 2ss0m

P Yaar

.......

Mot

u v
Home Sch Reparting Cases |
99995-VIC 59995 VIC X3031

99995-VIC 59995 VIC XE176
95955-VIC 5I9F5-VIC N51693
99995-VIC 99995-VIC X92762

o

99995 VIC F9995-VIC XATOS6

99995-VIC 99995-VIC X48852

DO NOT close the Excel worksheet.

We now need to save this Excel file into the Student Mapping Tool folder so the information
can be used in the Student Mapping Tool. Follow the instructions below to do this.

Click on File in the top left hand corner
Select Save as.

m vixhwxuujigySfOfptiSIknb~OutcomeLevelData_6_aug_2012.csv - Microsoft Excel
| Home et Pogelmout  Fomuss  Date  Review  View  Addins
I save . ) ..
Information about vixhwxuujigy5f0fptx5lknb~Outcomel...
Save As.
‘—I UA\Student Mapping plan zip plan Yr3 201 ~OutcomeLev...
(5 Open
[ Close o
9 Permissions
_ (& Arvonecanopen.copy nd change ny parof his warkbook

Protect

Locate the Student Mapping Tool folder in your Users drive.
Type the File name as NAPLANY3 or NAPLANY5 or NAPLANY7 or NAPLANYO.

Note: The file name must be exactly in this format to work with the Student Mapping
Tool. Also, if previous year files are still in the Student Mapping Tool area, when saving the
current year files, you will be prompted to overwrite the existing file, so as suggested earlier,
it may be wise to move any existing NAPLAN files from previous downloads into an archive
folder, or delete them if they are no longer required.

Save as type: as Excel workbook (*.xIsx) and select Save.
Note: Version 3.1 of the Student Mapping Tool is compatible with both Excel 2010 and

Excel 1997-2003 — the previous version of the Tool was not compatible with Excel
2010.

e ] tomiare | ——

E

20 2012 YRIP o0
21 2012 YR3P T,
22 2012 YR3IP Uni

T
XKML Spresdsheet 2003 ("}

3 2T WRAE Mlac rosoft Excel S0/95 -l"\'crib:ntk = s}

23 2012 VRIS (o o

=

e e MR

) al Student Mapping Tool -| ~ | 9 || Seoreh g

~ g Print\g Burn

Mame Date modified Type Size

. WAPLAM zip files

AT023000 112 P

File Folder

[ B0 nsrLanvzas

A7M22000 1:-16 PM

Mucrosoft Office E...

28 KB I
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» Close Excel

- Return to the NAPLAN unzipped files and repeat the steps above for other Year levels
and save into the Student Mapping Tool folder. Once completed you should see the Excel

files in the Student Mapping Tool folder eg:

Folders v  Mame Date modified Type Size
03409267 - MAPLAM zip files 17/02/2010 1:12 PM File Folder
Administrater :"\JN.'-'-F‘I.P.NT’I..::I'E:L 12145 F ffice E 2B KB
Defautt = | =) NaPLANYS lsx I5PM  Microsoft Office E 28 KB
EDUSUPPORT ) MAPLANYD g 5 P b ft Office E 31 KB L
Public E) NAPLANYSxls 000 T/0E/20012 1 F fFice E X KB
ST

ld Student Mapping Tool I

You don’t need to do anything further with these files. When you refresh the data into
the Student Mapping Tool, the NAPLAN information should appear.

Note: Now the Naplan files have been saved into the Student Mapping Tool folder, it is a
good idea to delete the zip file and folder from the Naplan folder as these will no longer be

required.

| . 90e5a05a-1c78-4710-94c2-65a541 63160~ ExtractData_2_10_2012 |
i) 90e5a05a-1c78-4710-94c2-65a541f63160~ ExtractData_2 10_2012.zip

Name

Data_2_10_2012
Data_2_10_2012.zip

Open

Open in new window

Digital Pheto Professional

o [ Y @

Onen ac Naotehinok in OneNote
Create shortcut

Rename

Properties

Repeat the steps above to delete the zip file.

22

Right click on the folder, select Delete from the sub menu to delete the folder.

Data Extraction Guide v3.1 | September 2012



8. How to download VASS files

Please note that this section applies only to secondary and
P-12 schools with VCE, VET or VCAL students

VASS Student Mapping Tool Report

« VASS now contains functionality to generate a Student Mapping Tool Report, which shows
students at risk of not completing their courses.

« The VASS administrator and the members of the schools’ VASS School Statistics and
Results Group (SSRG) (usually includes the Principal) will have access to this functionality. If
the Principal wants anyone else to be able to access it, they need to speak to their VASS
administrator.

Schools must include the CASES ID when registering students on VASS. Data cannot
be transferred from the VASS file into the Tool unless the student’s CASES ID
numbers are entered in to VASS.

It is recommended that the school’s VASS Administrator download the
VASS Student Mapping Tool Report

+ To download the file, the VASS Administrator should log in to VASS (www.vass.vic.edu.au)
« Go to the Student Admin menu.

« Select Other Student Reports.

- Select Student Mapping Tool.

« Ensure the radio button is clicked to Export List.

- Export the file.

« The exported file will be named StudentMappingTool.vass

« If possible, the VASS Administrator should save the file in to the Student Mapping Tool folder
on the school’s U: drive as the file type “all files”.

« If this is not possible, the VASS Administrator can use a memory stick or similar to give the
file to the Student Mapping Tool operator, to save into the Student Mapping Tool folder on
the U drive.

Note: All schools have a VASS Administrator who has a secure User ID and password.
If you have any queries about the VASS system User ID or password,
please contact the VASS Helpdesk on 1800 827 721 or
vass.support@edumail.vic.qov.au

Once the VASS file has been saved into the Student Mapping Tool folder on the U drive,
please follow the steps below.

Data Extraction Guide v3.1 | September 2012
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Locate and open the Student Mapping Tool Folder on the U drive.

Open a blank Excel worksheet.
Click on File (in the top left hand corner).
The box now displays Recent Documents

Select and Open the StudentMappingTool.vass file by double clicking on it.

The following Text Import Wizard screen will appear.

Click Next (leave the default setting).

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.

Original data type

Choose the file type that best describes your data:
0 - Characters such as commas or tabs separate each field.

| Fixed width - Fields are aligned in columns with spaces between each field.

Startimportatrow: |1 = File grigin: Ms-DOS (PC-8)

Preview of file C:\Users\0840926 7\Desktop\StudentsAtRisk, vass,

If this is correct, choose Mext, or choose the data type that best describes your data.

El 0187140131X|SIMPSON| |[BART|01/01/19591| |[VCE|YIN
0|881=8174W|ALISDN|JBN"IJJBNS BROWN |13/01,/1985 | EVAODOS0

l 0|B8136549F |ADREM| | JAMES |05/07/158% | PULOOSO |VCE |NIN

ear Level|Student Number|First Name|Second Name|Family Name|Date of Bir{ #

IVCE|N N

A0|88120576X | ADAM | GREGORY | JAMES | 10/05/1585 | JOHOOS5Z |VCE |NIN

|

next> |

Finish

.

« Select Other by placing a tick in the checkbox.

- Enter the pipe symbol | as delimiters. The pipe symbol can be found on the keyboard
above the back slash symbols usually above enter.

24

Click Next. Select Finish.

Text Import Wizard - Step 2 of 3

B

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview

below.
Delimiters
[ Tab
] Semicolan [] Treat consecutive delimiters as one
D Comma
3 Text qualifier: |~
Space EI
[¥] other: || . S
~ Select the Pipe symbol | as delimiters.
The Pipe symbol can be found on the
) keyboard
Data preview above the back slash symbol

ear Lewel Ftudent Number [First Neme Becond Name [Family

Hame Pate of Birth|+

a T140131% IMESCN BT 170171991

a 8158174W ISON ANE EVANS-BROWN [L3/01/1583

a 81z20376X B FREGORY LMES 070571389

a B8138945F RN AMES 9/07/1989 -

a | . i | 3
Cancel ] ’ < Back l [ Mext > ] ’ Einish
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» Select Finish.

Text Import Wizard - Step 3 of 3 (P S|

This screen lets you select each column and set the Data Format.

Column data format

@ General
3 ‘General' converts numeric values to numbers, date values to dates, and all
() Text remaining values to text,

Joee o [7]

") Do not import column (skip)

Data preview
Zenerzl eneral enersl enerasl
S tudent Number [First Name [Second Name [Family MName [Date of Birth| #
EIMESON FRET p1/01/1551
FE1l52174W RLISON 2wz EVANS-BROWN [L3/01/1989
BB12097cX pDAEM [FREGORY JAMES pO/05/1989
[BE138945F B DAM JAMES pns/07/1989 -

T T | r

[ cancel || <Back ]

StudentMappingTocl.vass - Microsoft Excel
Home Insert Page Layout Formulas Data Review Wiew Add-Ins
= ” cut Calibri -1 -||A AT || @ | = Wrap Text General &
paste ) COPY B 7 O -z A~ B i i <a on
e o Format painter || u -|| - A £ Merge & Center - ||| § %0+ || %58 3%8| okl
Clipboard LE] Font LE] Alignment i) Number E]
o ¢ Dol BE e -
Al hl F 2 ‘ Year Level
A B C D E F G H [} 1 K
1 |Year Leve_lStudEnt N First Nami Second N:Family Na Date of Bi External IlCourse  NA or 0 TaN Program Component result?|
2 10 87140131» SIMPSON BART L i WCE ¥ N
3 10 88158174VALISON  JANE EVANS-BF #####d EVAOOS0 VCE N N
4 10 88120976> ADAM GREGORY JAMES B JOHO052 VCE N N
5 10 88136949F ADAM JAMES iR PULOOS0  VCE N N
6 10 88111785\VALF FURKAN JAMES HiE# RUS0050 VCE N N
7 10 88169676\ ANDREW NITIN JAMES HEHEEEE SHAD051 VCE N N

« Save the file in the Student Mapping Tool folder. The Save as type can be: Excel 97-2003
Workbook (*.xls) or as Excel workbook (*.xlsx). Saving as an Excel Workbook (*.xIs or

*.xIsx) will auto add .xls or xIsx to the File name.

+ Note: Version 3.1 of the Student Mapping Tool is compatible with both Excel 2010 and
Excel 1997-2003 — the previous version was not compatible with Excel 2010.

w
Sa f the d it
j New VE a copy of ocument
l;‘_" Excel Workbook
1l | Save the workbook in the default file
Open format.

l"_l-‘ Excel Macro-Enabled Workbook
5t a

MV

Save )| Save the workbook in the XML-based and
- macro-enabled file format,
= Excel Binary Workbook
| Save As | b e i f s
A wien| Save the workbook in a binary file format

optimized for fast loading and saving.

L‘E’p print v | [y Excel 97-2003 Workbook
1| Save a copy of the workbook that is fully
- compatible with Excel 97-2003,
5i Prepare PDF or XPS
g Publish a copy of the workbook as a PDF or
XPS file.

_ﬁ Send 3
Other Formats

=)

H Open the Save As dialog box to select from
7 " N all possible file types.

L Publish

_T Close

[ 3 Excel Options | [ X Exit Excel
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« Type File name as VASS, and select Save.

26

SOy e .
m-ﬂ .« Student Mapping Tool » - |¢1 H Search e |
e -
‘ Organize = iews = BB New Folder
Ealaete ik Mame Date modified Type
. MAPLAM zip files 17/02/20101:12 PM  File Folder
E| Documents -
B NAPLANY3 xS 17/02/20101:16 PM - Microsoft Of
Miwr B NAPLANYS.xls 17/02/2010 117 PM  Microsoft Of
Folders v | EMNAPLANYT xls 17/02/20101:19 PM  Microsoft O
|| Public o | EINAPLANYS xS 17/02/20101:19 PM - Microsoft (4
B SMT
| Student Mapping Tool
LI RN PP W i P AP, I T o | n 4 g
File name: VASS -
Save as type: [E}ccel 97-2003 Workbook (*.xls) =
Authors: user Title: Add a title
Tags: Add atag Subject: Specify the subject
[] Save Thumbnail
4 Hide Folders Tools = ||  Save RJ | Cancel
\ — ’

The file location must be the same location as Student Mapping Tool on the U: drive

Note: Each time a school performs a new download to update their VASS data; they must
follow the instructions outlined above, delete the old files and replace the old files with the

new one.
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9. CHESS Schools ONLY

Student Mapping Tool data for CHESS schools is refreshed every Saturday and is stored in a
temporary file called SMT_VRisk_Data.xls, which is kept in the CHESS P:\Student-Mapping
folder.

You must copy the file SMT_VRisk_Data.xIs from your P:\ drive and paste it into the same
folder as your Student Mapping Tool. This will allow the Student Mapping Tool to read the new
data (Note: this is the same process used for NAPLAN and VASS data). When you've copied
the SMT_VRisk_Data.xls file into the same folder as your Student Mapping Tool, you can
populate the Student Mapping Tool with the refreshed data.

The instructions are below on how to complete this.

IMPORTANT NOTE: only CHESS Schools need to complete this step. You would only need
to complete the steps below when you are going to use the Student Mapping Tool.

Locate and copy the CHESS excel data file
Open CASES21

« Open Utilities | Applications| Windows Explorer | Explorer (Windows) format.

f‘g RO M Be) @ E & @ Q 5 CASESZL-099LCASESZL., - O X

Haorme Edit Supervisar Help

na F xR %:% % Shows Item Details -
r“'J Status Bar ‘!]|

Users Messages Find Find Preferences Themes Folder
M ext Wiews T
Users Search Optians Showy'Hide
Utilities = Applications indows Explorer

('Tﬂlh Fix Ups a L‘E‘Windows Explarer lorer (Windows)
‘&1 applications

- Locate and click on the (P:) drive.

Eile Edit Wiew Tools Help
"-? Back » () =¥ | ) Search i Folders | b 0 D¢ ) |'

Agdress i._'| PA@19901

Folders

=
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+ You should see a folder called Student Mapping Tool that has been created on the (P:)
drive.

@ p:019991

=0 N
File Edit Wiew Tools Help | &
QBaxk » &~ (¥ | ) Search |ﬁ';‘:a Folders | & X ) | =
Address [ PA119991 = Bse
Falders 2

(& Desktop — ‘__J -J _'J _J _J
ED My Documents —

CASES Census_Re.. OnDemand PAYG
E] Py Pictures =
- 1§ SCHSTINTOL =
- 3% Flappy (8 [l
-5 SYSTEM (C3)
b CD Drive (D5

E|’é$ Test on 'educationwic.gowauhSharet Chess' (P2 I;l

Student-hd...

4
|EI objects (Disk free space: 21.3 GB)

Student-Mapping-Tool
| _bl Size: 228 KB

Files: SMT_WRisk_Data.xls L 74 B |° T 7
o £
+ Open the folder and highlight the Excel file SMT_VRisk_Data.
% P01 dent-Mapping-Toal =N
File  Edit  Wiew Tools Help | .'l*r
@ Back v ) ~ ?‘ | ,'j Search |D Falders | & 3 X ) | g
Address IB P4019991%Student-Mapping-Tool j Go
F.oldfars . x @_j
B nwn =] ol
5B backup AT ik D)
() CASES | atasls
B3 Census_Report
-3 OnDernand _
; PAYG
Student-Mapping-Tool | =
o | _'I_I
|1 objects (Disk free space: 213 GB} 226 KB |4 Internet Y

« Right click on the file and select Copy.

) backup

e P00 dent-Mapping-Tool o] x|
Fle Edit Wiew Tools Help | o
Q@ Back v &) v (¥ | O search ||I_':; Folders | [ 3 3 ) | I~

Address | PAILI99T Student-Mapping-Tool | B 6o
Folders x

B 019801 = ‘ Open

Tewy
) CASES Erint
-3 Census_Report O Wit

-3 OnDemand [ Send Ta »
-0 PAYG Bt e

-3 Student-Mapping-Taal _ILI Cuf
| B

Copies the selected iterns to the Clipbaard, To put thern in the new location,

‘EI H

LTESTE SFOFTCUT I

#

+ Navigate to the Student Mapping Tool Folder on the schools U$ on’ Client’ (U:) Drive.
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I loix
File Edit Wiew Tools Help | .:'J
QEBxk > &~ (¥ | ) Search |2 Falders | & @ X 6 | [l
Address Ig [IR% j Go

F === d
Student Training Ultranet _I

@0 CASESIL Mappi..
— o _ |

[35 objects (Disk free space: 218 GE) [2325MB | Internet y

« Select the Student Mapping Tool folder. Right click and select Paste. Note: Check the
SMT_VRisk_Data file is inside the Student Mapping Tool Folder.

U =lolx|
File  Edit Wiew Tools Help | ':r'
Q@ Back » ) ~ ¥ | O search [ Folders | [ 3 X 9 | (@~
Address Ig 1, j o

T SECup ATy oo, TTETaIT oo TS PTOLE
Folders x = :I
u':'l rly Dacurnents :I 1.
5 SCHSTINTOL Explore |
i E-Jd 3% Floppy (2 Open ibing
{ - SYSTEM (C) Open Camrand Window Here
| [ CD Drive (D) Search...
[-22 Teston 'educationwic,gov.autShare\Chess' (P
3 ! . : - Send Ta 3

wautbppDataiChess' (Q3)

ﬁ]g U on 'Client (U = Cut

« B Copy -
[ | ] c

Inserts the iterns wou have copied ar cut into the selected location, _ v

+ Once you have pasted the file into the Student Mapping Tool folder on the U$ on’ Client’ (U:)
Drive, close out of CASES21 and the Citrix Server.

Now continue following the instructions from
Step 10:
How to download and use the Student Mapping Tool.
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10. How to download and use the Student Mapping Tool

The Student Mapping Tool worksheet will need to be saved into the Student Mapping
Tool folder on your school’s administration Users (U:) drive created earlier in this
document to work correctly with NAPLAN, VASS and CHESS data files.

Download the current version of the Student Mapping Tool from the following website:
http://www.education.vic.gov.au/sensecyouth/careertrans/smt/lvidata.htm

« When selecting the Student Mapping Tool V3.1 file, you will be asked if you wish to open or
save the file.

+ Select Save.

-
File Download

L)

=i

|@|

Mame:

Type:

Do you want to open or save this file?

studentmappingtool.xls

Microsoft Office Excel 97-2003 Worksheet, 219KB

From: www.eduweb.vic.gov.au

Open

J |

Save

] [ Cancel ]

Always ask before opening this type of file

While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not trust the source, do not open or
= save this file. VWhat's the risk?

[

el

- Navigate to the Users (U:) drive and locate the Student Mapping Tool Folder.

+ Leave the File name as the default: studentmaptool.xls. Select Save as shown below.

[r_;‘_, Save As

| —

B

‘ Organize

Favorite Links

More »»

Folders

@_Uv| . <« Student Mapping Tool »
-

V|"}||Ssar~:}?

o]

vs v ‘ Mew Folder

[El Documents

e

. Student Mapping Tool

-

% nobackup (WOLchwITsO0I]—

g clsuite (\0Lchwdfs001)
™4 rASFS21 Adminstratinn - F

MName

. NAPLAN zip files
ENAPLANY3 XIS
ENAPLANYS xls
ENAPLANYT xis
E NAPLANYD s
Evassxs

Date modified

17/02/20101:12 PM
17/02/2010 1:16 PM
17/02/20101:17 PM
17/02/20101:19 PM
17/02/20101:19 PM
17/02/20101:34 PM

Type

File Folder
Microsoft Office E...
Microsoft Office E...
Microsoft Office E...
Microsoft Office E...
Microsoft Office E...

File name: studentmaptool.xls |

n

=

Save as type:

Excel 87-2003 Waorkbook (*.xds)

Authors: user

Tags: Add atag

Title: Add a title
Subject: Specify the subject

[ Save Thumbnail

= Hide Folders

Tools -

Cancel ]

[ Save [}J [

= 4

The Student Mapping Tool worksheet will now be downloaded and saved into your Student
Mapping Tool folder.
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Microsoft Excel 2010 and the Student Mapping Tool

With the CASES Technical Refresh 2012, The CASES workstations will have Microsoft Excel
2010 installed. You will find there is an added level of security when updating the Student
Mapping Tool data from CASES21 and you will need to open Microsoft Excel as an
administrator prior to opening the Student Mapping Tool. You will be prompted to enter a user
name and password when opening the Student Mapping Tool — see steps below.

Opening Microsoft Excel 2010 as an Administrator, in preparation for opening the
Student Mapping Tool.

« Click on the Start button =¥
- Select All Programs
» Select Microsoft Office

- When you can see Microsoft Excel 2010 on the menu
— Hold the Shift key, right click on Excel 2010 and select the option:

Run as administrator

. Microsoft Office Comp
Micrasoft Access 2010
=
|;| M!.CI J Open
Micr

m Micn Troubleshoot compatibility
(W] Micn | Run as administrator |
ﬂ Micr Pin to Taskbar
(B Micrt  in from start M
|E| Micr npin from Start Menu
IEI Micr Copy as path
@ Micr Restore previous versions
@ Micr
@ Micr Send to 4
. Micr Cut
. Micr z
. Micr =°PY
. Microsof '?E' Delete
POS-X T
. Y Rename
., RM
| Science Properties

e Excel 2010 will now open
e Select File > Open

e Navigate to your Student Mapping Tool folder and select your Student Mapping Tool file to
open.

The Mapping Tool will open as shown below with no student information in the worksheet if
you have followed the correct process in setting up Seamless Views on the previous pages
(except CHESS schools).

CHESS schools need to make sure they have copied the SMT_VRisk_Data.xls file to the
Student Mapping Tool Folder.

Data Extraction Guide v3.1 | September 2012



Note: a Security Warning may appear as shown below, particularly if you haven't completed
the ‘Check Microsoft Excel Security Settings’ step earlier in this document.

« Click on Options...

Cia
- Home Insert Page Layout Formulas Wiew De
b Cut Arial
= 53 Copy
e # Format Painter | | et
Clipboard = Font F] Alignment
e 9 - Dt il i e [P IO =
@ Security Warning Data connections have been disabled Options...
AE14 - I |
Cc D E F G
1 STUDENT MAPPING
2 *NB: The CASES21 Database of a schc
3 authorised to do so and should ¢
4 The use to which this data is put is &
5 CASES21 DATA
6
. I Al

» Select the radio button Enable this content.

Microsoft Office Security Options (LR o |
@ Security Alerts - Multiple Issues

Macro |
Macros have been disabled. Macros might contain viruses or other security hazards, |
Do not enable this content unless you trust the source of this file,

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

Mare information

File Path: U:'\Student Mapping Tool\StudentMappingTool_Ver3.00.xls

m,

() Help protect me from unknown content (recommended)

Data Connection

Data connections have been blocked. If you choose to enable data connections,
your computer may no langer be secure, Do not enable this content unless you trust
the source of this file,

File Path: U:'\Student Mapping Tool\StudentMappingTool_Ver3.00.xls

@ Help protect me from unknown content (recommended)

Open the Trust Center ’ OK l ’ Cancel

- Click on the large green box in the top left corner Click to:

oo e ]

No.
sh of datq

&
&?
H

Refresh Data from CASES21.

- Before downloading your school’s data, you will be asked if you want to backup the file.

- If this is the first time you have used the tool, click — No

- If you have used the Tool before and data is visible in the spreadsheet, click — Yes
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] Students at Risk I-E_h.l I

"6" Do you wish to backup this file before continuing?

A backup will give you a snapshot of your students exposure to risk
factors, enabling

you to menitor change over time, A backup is recommended if
changes are made.

The backup will be saved to the same directory as this file but it will
have date and time appended.

e.g studentmaptool_20061120_92810.xls : this is the file name followed
by Month Year Day _ Hour Minute Sec

Yes | Mo [ Cancel ‘

The Tool will be automatically named, dated and saved to the folder that the
spreadsheet is in. This will enable you to compare students’ progress over time, and
keep a record of the support your school has provided to students.

The next screen asks for your password (CHESS schools do not need to enter a Login ID or
Password).

+ You will need to check the login ID says Viewer01

+ Type the password (this is the same password you used if you set up Seamless Views on
your workstation).

- If you do not already have the password, you’re Principal / Business Manager needs to email
the DEECD Service Desk using the school’'s email account and request the Student Mapping
Tool password.

- Click OK
- SOL Server Legin [Q_E-J 1
Data Source: Seamless View Connection
[ Use Trusted Connection Cancel
Loagin [D: |‘-.-"|ewer[!'1 Help
Passwaord: | Optiong =3

Your data should now appear. For an explanation of what this data represents, see the Data
Cateqgories That Appear in the Spreadsheet further in the chapter.

Next time you open or refresh the Student Mapping Tool

In future, unless you are informed that another version of the Student Mapping Tool has been
released, you should simply go straight to the folder on your Users drive and open the latest
backup copy of the Tool.

CHESS schools will need to copy the SMT_VRisk_Data.xls file from the P:\ drive to the
Student Mapping Tool folder on the U:\ drive and then refresh.

Whenever you refresh the data in future you will have an opportunity to automatically save a

backup copy to this folder. The title of the backup copy will automatically include the date on
which it is saved.
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Your school’s data will appear as it appears in CASES21.

Note: Some schools that took part in the trial of the Tool found that their data was not
comprehensive or correct, and needed to review and re-enter data into CASES21 in order to
use the Tool most effectively. Schools may need to follow up information not received on
Student Enrolment Forms regarding Parent Occupations.

You are now ready to sort, analyse and add to the data to make it really useful. See Using the
Student Mapping Tool (accessible from the Student Mapping Tool home page) for great ideas
about how to use the data.

Please refer to Appendix B when saving and transferring data to a new, blank version
of the Student Mapping Tool.

When you refresh the data, you will not lose any information in the Mapping Individual
Support Programs columns for particular students that you have inserted in the right-hand
side of the master spreadsheet (example columns shown below).

W X Y Z |AA| AB AC | AD | AE AF AG AH Al AJ

MAPPING INDIVIDUAL SUPPORT PROGRAMS

b
- . A
Mainstrea Selective Programs: Case Management{ FINALLY
o [=7]
(o]
g |8 = , 5 s o |3
T = = 4l o o2 w = i) =
o [ o] wn o = = (o] O W@ — uy o O m
= (] 1) = . B G [ [T = o ful = e
=] @ Q @ = ) o 2 5 o (O] =
E w |- E [t [} ~|lm w2 » C B i C O o g
c — a [5)] 0 =~ = @ Z| O o = w —_
Elm w o ElT E|l= | o o s} © [=]
RISK [26[5 8 o |2 |EElE2s|l2 32|78 2a|==]|5E528
= L | (o o % = = g clm D a g — o
0 ml= © = [l o o n 5 _ O = 0O a T
LEVEL |5 o2 | § | 2 |2 gl5¢2ceo|<§ |8 | |EE|S8
w 5|2 = o |5 8o g|@ 5| = % E = — = ]
@ = [ EE E=E A= Tt L 5 | @ @ | L -
o = | = |e3lg |2 |o & =[x E >
= w = O |£ 2|c w © o |5 Ll o c
o £ T G| @ o © e a @
= - = @|m n = L g:
= = « <+ = = = = = = = = = =

Note: It is NOT recommended to create separate worksheets as the data on those
worksheets will not be refreshed automatically.

All students at the school will appear in your refreshed master spreadsheet, even if you had
deleted them previously. This is important as some students may have begun to display or
experience risk factors since you last downloaded the data.

If you wish to rapidly find or sort those students you had already identified as being at risk of
early school leaving, you should use the Risk Level column to mark these students before
refreshing the data.

34 Data Extraction Guide v3.1 | September 2012



11. Getting help

Before seeking help, please go back to the start of this Guide and go through
the process once more.

If you have carefully followed the instructions through twice and have not successfully
downloaded the data, you can call or email the DEECD Service Desk. This should be done by
a Business Manager, Education Support Officer or any other person with authority to enter and
view data on CASES21.

Prior to logging a call, please ensure you have the school location number, and other
information such as:

- your staff record number

- relevant passwords

« a copy of this Guide in front of you, and

« a clear way to describe the nature of the problem.

Your contact details

When you log a service call on the Service Gateway your contact information comes from the
Edumail Global Address List, so it’s very important that you ensure your school / campus,
phone number and job title details are correct.

You can update your details through the EduMail Support webpage at
https://www.edumail.vic.gov.au/edumailonline/. Click My Tools (located on the left-hand
menu), then click the Update My Details button. If you have problems with this, contact your
school’'s EduMail administrator or specialist technician.

Instructions for logging a Service Call are available from the CASES21 page under Links to
Support & Assistance on eduGate at
https://edugate.eduweb.vic.gov.au/sbp/sys case21/default.aspx

For support please contact the relevant area below:

Service Desk for CASES21 and the Student Mapping Tool phone 1800 641 943
OR Log a service call on the Service Gateway at http://servicedesk.education.vic.gov.au.

For assistance with NAPLAN passwords and website access please call 1800 648 637 or
email vcaa.naplan.help@edumail.vic.qov.au

For assistance with VASS passwords and website access please call 1800 827 721 or email
vass.support@edumail.vic.gov.au
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12. Data categories that appear in the Student Mapping Tool spreadsheet

Field

Data that appears in the left-hand side of your spreadsheet is as follows:

Registration No.

Registration number automatically allocated to student upon enrolment

ST Key - CASES21

CASES21 student file location number

Date of last refresh of data

Date of last time data was refreshed

Year Level

The current year level

Home Group

The current home group

M/F

Male or Female

Name of student

Surname followed by First Name

Attendance

Unapproved absences (flag if
skipping classes)

The number of days lost through unapproved absences (codes 208, 300 and 500)

Attendance Rate %

The percentage attendance rate. This is derived from the number of days for which attendance has been
recorded for this student and the number of days for which the student has been absent for any reason
excluding curriculum absences for things like excursions.
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Literacy English

Reading NAP- most recent

Data is taken from the appropriate NAPLAN file eg. NAPLANY3.xIs in the Student Mapping Tool folder on
U: drive

Reading ENG REA — most
recent

The student's most recent VELS result for the dimension English Reading = ENGRE

Numeracy Maths

Maths -NAP- most recent

Data is taken from the appropriate NAPLAN file eg. NAPLANY3.xls in the Student Mapping Tool folder on
U: drive

Number MAT — most recent

The student's most recent VELS result for the dimension Mathematics Number = MATNU

Yr 11/12 Risk

Progress 'at risk' summary

Data is taken from the VASS.xIs file in the Student Mapping Tool folder on U: drive

Relationships Suspensions

Number of days -Internal

The number of times that the student has been suspended within the school, e.g. removed from class but
not sent home. Data uses absence code 400.

Number of days- External

The number of days the student has been absent with code 401 = Suspension

SFO Parents

Occupation code — Alertto N
and D, and query U

The prime family occupation code. If there are two adults then the higher ranking is used.
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Special Alerts:

A sequence of flags indicating various one character status values. In order they show the status for:

Living arrangements B: at home with BOTH paren’[s
O: at home with ONE parent/guardian
A: arranged by the state
H: homeless
I: independent living
Koorie K:K, T,B,N
Refugee A student must meet two criteria: belong to the ESL cohort and has either a visa subclass or specific
designated country of birth. This covers a much wider range of refugees than in the previous version.
Disability YorN
Integration YorN
Youth allowance YorN
Access Y orN
Risk YorN
Medical Y orN
MIPs Tracking Section
Date of Exit Y orN

Destination on Exit —at 0
months

As recorded in CASES21
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Mapping Individual Support Programs

These columns are designed to encourage schools to enter intervention/support programs

MAPPING INDIVIDUAL SUPPORT PROGRAMS

F

Mainstream, Selective Programs: Case Management]FINALLY
(=] [ =
£ e 5 .|C p = o w
c S LT =E 35 @
2|5 [2|ElcE 2 |sEE(8|2|8 |52
R o |l s |3 S [ c g &§|la|la |2 t 3
ColZ |2|5|eafece55E5|5|e|83g] s
Rk 25|32 S|c|EEs5EEz |22 |22[s@
s52sl2|a|ge=58ego|s| & |Es2e
LEVEL |5 o|=a| & |2 ool sw|E| A Ez|xc
Ws2 |E|e|s2asas 5| (|2 ]23
o |= o | g s B lEse| )= 5 O
Sz |=|2|e3E B |[SSE|B|ES [2°
= o -lE | EEE a8 i 5 9 <
v = = - v|= [+ v - - v - - - -
=
M4 4k M| Master List] < VASS [aplan-Y3 Maplan-Y3 Maplan-%7 MapLan-Y9 %1 | 1|

Once the VASS Data has been extracted, the file created and the Student Mapping Tool refreshed your schools data should appear in the data
categories under Yr 11/12 Risk - Progress 'at risk' summary column.
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NAPLAN worksheets

10
M 4k M| Master List -~ VASS Maplan-¥3 Maplan-Y3 Maplan-Y7 Naplan-Y9 - #1 L

Once the NAPLAN Data has been extracted, the file created and the Student Mapping Tool refreshed your schools data should appear in the data
categories under Reading NAP and Maths —NAP.

A guide to your NAPLAN scores

Each student is given a score between 1 - 1000 based on a set standard. To simplify interpretation the scores are grouped into bands (as
measurement cannot be so precise). Our example below is from the NAPLAN-Y3 worksheet.

It is expected that a student's score will increase over time at school.

Each school's report shows a report for each year level, and at each level students are shown in 5 bands in relation to the level of expected
performance at that year level.

KEY: Colour coding (see below) is used to show where a student ranks in relation to the performance expected at his/her year level.

the expected level | | below the level expected
| performing at the expected level | |
xpected level well above the expected level
NAPLAN Score range Year 3 Year 5 Year 7 Year 9
Band 10 686> |
Band 9 634 - 685.9
Band 8 582 - 633.9
Band 7 530 - 581.9
Band 6 478 - 529.9
Band 5 426 - 477.9
Band 4 374 - 425.9
Band 3 322 - 373.9
Band 2 270 - 321.9
Band 1 <270
SCHOOL NAPLAN DATA
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13. Printing Your Spreadsheet

« With the Student Mapping tool open.
+ Select the Page Layout tab.

« On the Page Layout tab click on the arrow in the bottom right hand corner. The Page Setup
box will appear.

1sert Page Layout Formulas Data Review View
| — =||
ENENETNS i
=] - S

Margins Orientation 5Size Print Breaks Background Print
b b - Area~ - Titles

Page Setup | li |

+ Select the Page tab.

+ Check the Orientation is set to Landscape.

« Select Fit to: 1 page(s) wide by (0) pages tall depending on how many students there are on your
list.

- Select A4 or A3 in the Paper size field. The spreadsheet is most easily viewed when printed onto
A3 paper, or printed onto A4 paper and photocopied up to A3 size.

Page Setup SRS S— m

Page |Margins | Header Footer | Sheet |

Orientation
() Portrait @ Landscape
Scaling

() Adjustto: |57 5| % normal size

i@ Fit to: 1 +| page(s) wide by = tall
Paper size: |Z|
Print quality: | 600 dpi E|

First page number; | Auto

Print... ] [PrintPrevieg] [ Options. .. ]

[ Ok, M [ Cancel ]
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» Select the Sheet tab

In the Print area field: currently the default on the worksheet is D:AJ. You may need to update
this to reflect the number of records (rows) you wish to print.

« In Print titles leave the Rows to repeat at top: as the default.

« In the Print area, a tick has been placed in the Gridlines box. Light grey lines will print between
columns and rows on your worksheet.

« Click on Print Preview: it is recommended you use Print Preview to ensure your data is a good
fit on the page before you print. If the print does not use the full width of the page, increase the
number of ‘pages tall’ until it does. The spreadsheet is most easily viewed when printed onto A3
paper, or printed onto A4 paper and photocopied up to A3 size.

« When finished select OK.

r |
Page Setup iy 24 |
| Fage I Margins | Header Footer | Sheet |

Print area: |D:Ad Ez

Print titles
Rows to repeat at top: ST.s7 55
Columns to repeat at left: ez

Print
[V Gridlines Comments: (Maone)

[ Black and white
[] Draft quality

[] Row and column headings

EX|EX

Cell errors as: | displayed

Page order
@ Down, then over |E=g= Ea==
i EE EJF. EE
() Over, thendown | ==lzT=l==
EE .8IE' 58
[ Print... ] [ Print Preview l [ Qptions... ]

o ) [ cona |

« Now that you are back in the spreadsheet, please hide any columns that you do not want to print.

 Select the print area: the easiest way is to do this is to click and hold in the bottom right-hand
cell of your data and drag up to the top left-hand cell.

- Select Office Button.

« Click on Print.

- Click on Print Preview again to check the print area selected is correct.
« Click on Print to print the Student Mapping Tool.
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Appendix A: Creating a Folder

A folder must be created on the U: drive (Users drive) to store the Student Mapping Tool

worksheet, NAPLAN files, VASS files, CHESS data and subsequent backup files. This means that

all files will be in the same location. By having the files on U: drive, these files will be included on
the normal automated tape backup performed overnight and will be accessible from all CASES21

workstations.

Note: The U:\ on a workstation maps to the G:\ on the file server.

How to create a folder

» On a workstation’s desktop, LEFT mouse click on the VISTA Orb (Start button) in the bottom left

hand corner.

 Select Computer from the right hand side of the menu as shown in the diagram below.

Fy Internet
s Internet Explorer
[y E-mail Adrinistrator
L3 Microsoft Office Qutlook

p— Documents

I' Welcome Center

« Pictures
=
Ii* Windows Mobility Center

Music

F?ﬂ Windows Phote Gallery

@ﬂ Windows Media Player

Recent ltemns
Computer

122 icrosoft Office Word 2007
== Metwork

& CASES2] SP2 Connect To

i ] MNew Microsoft Office Document

Default Programs

Help and Support

» All Programs

[start Search

—
IRk

« Folders will be displayed on the left hand side of the screen under computer.
« Highlight the users (U :) drive as shown in the diagram below.

.
v % » Computer »

By Organize ~ o= =+ izl System properties gl

Fawvorite Links
E. Documents
E Pictures
B Music

More »

Folders v
4 Bl Desktop
& B Administrator
. Public
4 8 Computer
- &L, SYSTEM (C3)
: iy DVD RW Drive (D:)
» 58 install (A1 chwi fs001) (I)
[ 5@ users (\\Ul@lfsﬂﬂl) L)
- ¥ nobackup (\NW01chwlfs001) (X:)
> G e21suite (N0Lchwlfs001) (¥:)
> ¥ Network
> Control Panel

5 Recycle Bin
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« Right mouse click on the users (U :) drive as shown in the diagram below.
+ Select New, then Folder.

Folders w ! Chapter 16

4 Ml Desktop J From workstation trai
> [E¥ Administrator | Notebook setup 06
. i J On Demand Testing_{
> i Public

. Shortcuts folder
J SSTS PROCESS
. Team photos

418 Computer
> &, SYSTEM (C)
i t_L—!‘ DVD RW Dirive (D)

. J Training
> install (0L chwl fs001) (L)
5 - eer c2louttet.tmp
= EQL  ATI CATALYST(R) Control Center CAZ Database Manag
> 58 noba .
s 68 sy Expand snagit
> ¥ Networ
Explore
N Contro 5
2] Recyclg T
Sean for Viruses...
Restore previous versiens
2 Always Available Offline
Disconnect
e ——
Rename
New 3 Folder {"_"‘)
Properties a Briefcase

« A New Folder will be created on the left hand side of the screen as shown below under the users
(U :) drive.
L users (01 chwlfs001) (L)
. 08409267
, Administrator
. Default
. EDUSUPPORT

| Public

+ Rename the New Folder Student Mapping Tool as shown in the diagram below. Note: You
may need to RIGHT click on the New Folder icon and select Rename from the options available if
the box is not available to type into.

L users (001 chwd s001) (L)
. 0B409267
. Administrator
. Default
. EDUSUPPORT
/| Student Mapping Tn:u:||| |
. Public
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A folder called Student Mapping Tool has now been created on the left hand side of the screen
under the users (U:) drive as shown in the diagram below.

4 ® ysers (NW01chwlfs001) (L)
- 08409267
Administrator
Default
EDUSUPPORT
Public
Student Mapping Teool

You have now successfully created a folder in Users (U :) drive to store your Student Mapping
Tool and associated files.
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Appendix B: Transferring interventions into a new version of the
Student Mapping Tool

When copying from an existing Student Mapping Tool into the New Student Mapping Tool, care
should be taken to ensure the data is pasted into the correct columns, i.e. if a school has created
an additional program in their current Student Mapping Tool, it should also be added to the New
Student Mapping Tool.

- Open the existing version of the Student Mapping Tool

Highlight ALL entries in the Tool (from column A, row 8 across the page) for ALL students. You
will have to unprotect the worksheet to do this. Then use the shortcut (Ctrl + Shift + down
arrow key) and, after ensuring ALL data has been highlighted.

« Copy (Ctrl + C).

« Open a new, blank copy of the Student Mapping Tool. Reminder: make sure any columns
added to the existing version are added to the new version. You will have to unprotect the
worksheet to do this.

 Paste (Ctrl + V) copied information into cell A8. All the old data should now be in the new copy or
version of the Student Mapping Tool.

To update the data, add new students and delete exited students if in a new calendar year, click on
the large green box in the top left corner of the Student Mapping Tool to refresh data from
CASES21 into the Student Mapping Tool.
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Appendix C: Multi-campus schools and extracting NAPLAN data

« NAPLAN data should be kept in one file only in the Student Mapping Tool folder on U: drive

« This one file should contain the relevant NAPLAN data from all campuses of the school (e.g.

NAPLANY3.xls = Year 3 data from campus A + Year 3 data from campus B

« The information in each downloaded campus file needs to be copied and pasted into the
NAPLANY3.xls file
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