Coursework Completion System
User Guide

Developed by

CWCS Communication Team
Department of Public Instruction

bostic &g
INSTRUCTION

Wisconsin Department of Public Instruction

Tony Evers, PhD, State Superintendent
Madison, Wisconsin



This publications available from:

DATA MANAGEMENT SERVICES
Wisconsin Department of Public Instruction
125 South Webster Street

Madison, WI 53703

WSLS/ISES Help DesR00-507-5744
24x7 DPI Online Helpdesk Application

Coursework Completion Collection

© June2011 Wisconsin Department of Public Instruction

The Wisconsin Department of Public Instruction does not discriminate on the basis of sex, race,
color, religion, creed, age, national origin, ancestrggpancy, marital status
or parental status, sexual orientation, or disability.

Printed on Recycled Paper


https://helpdesk.dpi.wi.gov/user.html

Table of Contents

Welcome t0 CWECS.... ... eeeimeeie e mmmmmr e e e e eaaas 1.
Course and TeaCher DALa...............ocvviiiiiieeeee et se e e e e e e e e e e amaera s e e eeas 1
Course and Teacher Data Fields............ooovviiiiiieeei e e e e e 2
Student and ComPIetODALAL. ............cciiiiiiiiiiiieee e e e e e ananas 2
Student and Completion Data Fields............ooooiveiiiieee i 2
Browser CompPatiDility..........ccooeeiiiiiiee e 2
General INSIIUCLIONS .....uuiiiiii e eemmme e e e emmeme e e e e eeeas 3.

L LT =T g o = PP 3
HOW 10: ACCESS CWEC S ..o i reree ettt e e et e e e et s e e et e s annmean e eees 3
Preferences and Contact Information...............ooovviiiieer e 4
How to: Enter Preferences at the Beginning of a Collection Cycle..........ccccovvvvieeeeee. 5
How to: Enter or Edit Dstrict/School Preferences............ccccoovvvvviieeee v 5
How to: Search the Preferences List by School Name............ccooooiiiieeeiiiciiiie e, 6
MAIN MENU ...t eeeer e e et mmmmmr e et e e e e et e s smemmme e 7
Summary of SCROOIS...........iiii e e 9.
How to: Access the&Summary of Schools Screen............cccceeeiiiiiiiceciiiiiii e, 9
Section, Course and TeaCherCBIES. ..............uuiiiiii i e 11
How to: Access Section ReCOrd LISt........ccooooieiiiiiiiiieeei e 11
How to: Display EXisting Section RECOrdS.............ooooviiiiiiieemeeiieeeeeeee e 12
How to: Search/Edit EXisting Section RECOIAS...........uuuiiiiiii i eeeen 13
How to: Add/Delete/Save a Section RECOLd............cccooviiiiieeeii i 15
How to: Add/Remove a Course from the Individual Section Record Screen............... 17
How to: Add/Remove a Teacher from the Individual Section Record Screen............. 19
Section, Student Completion RECOIS...........uuiiiiiii e eeeer e 21
How to: Access Student ReCOrd LiSt.........ccooooeiiiiiiiiieeei e 21
How to: Display EXxisting Student RECOIS..............ooovviiiiiieemei e 22
How to: Search/Edit Existing Student RECALAS............uiiiiiiiiicceiciee e, 23
How to: Add/ Delete/Save a Student RECOId............oooviiiiiiiieeeiie e 25
ValidatioN ....oeiiei e ——— 29
Check for Validation EFTOLS.........cii i ceeee e ereen e e e e e 29
Validating RECOIUS.......cooiiiiii it e et e e e e et et e e e e e e st mmme s e e eeeeenes 29
How to: Validate Course and Teacher Data at the School Level...............ccooveeeerennnn. 30

Coursework Completion System User Guide



How to: Validate Student and Completion Data at the School Level....................ceee. 31

How to: Cancel School ValidatiQn.............oooooiiiiiicc e 31
How to: Validate at the DIStrCt LEVE.........ooviiiiiiiiiiii e 32
How to: Carcel District Validation............ooooiiiiiiieeee e 32
LOCK and SUDMIL .......oiiiiiiiii e cemmee et 33.

How t0: LOCK SChOOI RECOIUS.......ooiiiiiiieiiiiie e 33
How to: Lock and Submit the CWCS ColleCtian.............ccoooiiiiiimmmnneeciiiieeeeee e 33
File Upload ... e 35

How to: Upload Course and Teacher or Student and Qetrop Files............cccoooviiine 35
Validation During File Upload.............ccccuiiiiiiiiieeiiiiii e ceeese e e e e e e 36
Submission Message: N0 EXISting RECAIAS..........cooiiiiiiiiiicce e 36
Submission Message: EXIStiNg RECOKAS .........oooveiiiiiiiiicc e 37
PrOCESSING MESSAUE ... .uuiiiiiiitiiitie et ieeeaitbb bbbttt e et e e e e e e e eeee e e e ettt e et e e e e e e e e e e e e s st e e e aeeeeaeeas 37
Review Process Status and Results ...............eooiiiiiiiiccccciiii, 39

PrOCESS SEALUS.....ceeii ettt smmr s 39
How to: View Process Status INformation...........ccccccvveiiiieeeiiiieeeeeeeeeeeeee e 42
Pro@ss Status HYPErlNKS........cccuiiiiiiiiiiie et mmne e 43
How to: View a File from the File Name Hyperlink............cccuuiiiiiiieeeiiiiiiiieeee 43
How to: Download a File from the File Name HypeHin..................cccccciieninnn 45
Retrieve Records from BaCKUP. ........cuuviiiiiiiiii e 45
How to: Retrieve Records from BaCKLUP............uuuuueiiiiiiieeeiiiiiiiieieeeeee e e e 45
RESUILS. ...t e ettt et e e e e eeee e 47
HOW t0: Open ReESUIT REPOIIS ... ..ottt ieee et e e e e e e e e e e e e e e e e 50
Result Screen HyperlinKS..........oooo e eeee e 51
How to: View a File from the File Name Hyperlink.............ccuuuiiiiiieeciiiiiiiii 51
How to: Recover from File Upload Failure.............c.c.uuiiiiiiiieeeiiiiieeeeeeeeee e 53
1L 9T 111 | (o = T PP 55

Review Data Accuracy and COMPIELENESS........couviiiiiiiiiiieeei e 55
When to Request a File Download File.............ooooiomn e 55
Baseline Data Filename FOIMAL............cooiiiiiiiimren e eeeis e e eaeeaaaeeeas 55
Reporting Data Filename FOrMat. ..o e 56
How to: Create a Baseline or Reportingt® Download File................ccevviiiiieeciiiiinnnee. 56
REPOITS ..ot a9

Progress and SUMMaAry REPOIES.......ouuuuiiiiiiiiiiiie e et e e e mmme e e e e eeaaae e e e eeene 59

Table of Contents



How to: Access Progress and Summary REPQAITS.......ccooveiiiiiiiiieeciiii e 60

Teacher Workload REPOIL..........i e eeaaes 61
School Course Enrollment REPQALL...........cooiiiiiiiieeee e 61
SECON REVIEW REPOIL....oiiiiiiiiiiiee e eeenaeeeenee ) 61
How to: Download a Progress and Summary Report.............ooooimmnn e 62
CWCS Pra@ess QUEUE REPOILS........uuuuuiiiiiiie e eeeeeenees e e e e e e e ereeennnnnnnnne 63
How to: Access CWCS Process Queue REPAITS..........cooviiiiiiiimmmniei e e 63
Info, Warning and Error Summary REPOILS.........ccociiiiiiiiimemniiiiiiie e eeere e 64
HOW t0: VIEW INfO MESSAQES. ... ..coi ittt ieee ettt eeeme e e e e e e e e e e e e e e e e e e 64
Warning SUMMArY REPOILS .....uuuuiiiiieie e e e eeeeies e e e e e e e e e et erene e e e e e e e e e e e eeeeeeeeenen e mmme e 66
How to: View and Acknowleége Warning MeSSagEeS...........oooviviiiiiiemmneeeeessciiiieneene 66
HOW 10 VIEW EITOr MESSAQES. ... . uuutiiiiiiiiiiiiiiieeetiieeeietee et ee e e e e e e e e e s st e e e e e e e e e e e e e e e e s e aanane 68
00 o] 010 PP 71

Appendix A: Data EIements ........coooivivieiiii e e 73

AcademiC SErVICE LEAIMING ........ccouuiiiiiiiiiieeeieeeatitbe e e e e e e e e e e e e e esemeeeee et e aeaeaeaeeaaeesssaanne 73
Alternative EAUCAtION Progral.........coooiiiiiiiiiiiceee et eee e e e e e eas 74
Alternative Education Program (CONtINUEM)............uuuieiiiiiiieeeiiiiiiiiiiiieeeeeee e e 75
BIINQUAIESL ...ttt e 76
ClasSIO0M TYPE.. .ottt e ee e et eeerse e e reeeeeeeaeaaeeeesssmmmeeeeaeeessesessnsnnid [
(O0]|T=Tox 1o I 1Y/ o L= PP P PP PP OPPPPPPPPPPPPPPPPPRY 4 -
College CreditsS EArNEU.........oui i eeeeee e 79
COMPIETION STALUS......oii ittt e et e ettt e e e e e et e e e e e e e e s ammmreeeeeeaaeeeeeeas 80
Course Code (Refer to: WI DPI Course Codes for complete list of valid course code8)
DIStaNCe EQUCALION. ........coi it e et eeee bbbt e e et e e e e e e e e e smme e e e e e e e e aeeeas 83
DPI Educator File NUMDET.........ooo e e 84
Dual ENrollment Credit..........oooooiiiiiieeee e eeea e e e eeee e e 85
Dual Enrollment Credit (CONtINUE)..........uuuiiiiiiiiiiii e 86
ENFOI DALE....ceeeeeeeeeee ettt eenss bbbttt e e e e e e e e e e e e e 87
EQUIVAIBNCY. ...ttt ettt ettt e e e e e e e e e e e e amme e e e e e e e e e e e e e e e e 88
(1= To [l = T =T o DR P PSPPI 89
Grade Level PIaCemMENL.........ooii it 90
Grade Level Placement (CONtINUEd)..........coooeiiiiiiiiicee e 91
High School CreditsS Earned.............ccuuiiiiiiiiieniiii e e e e e e e 93
Parttime Open ENrollment DiStrCL.........oooiiiiiiiiieeee e e e 94
Project Based LEAIMNING. ......ccouiiiiiiiii e e e enenanebenne 95
[y ToTo] (0 I 1Y o 1= TP TRTPPP 96

Coursework Completion System User Guide



STo3 ¢ (010 ] IO Lo [= NPT 96

Y=o 1T o T 1 U USPPPPTPRS 97
SUDBMITEING DISTICL. ...ttt et e e e e e e e e e e e mmne e e e e e e e e e 98
Teacher Former Last NAME..........uuii i ettt e e e e et e e e e e e e ssammmees 98
TeaCher Last NAME ... eeme e e e e e e e e e e e ene e e e et e e 99
BIC=T= (o LT T PSR Q9
=] PP 101
Virtual/Onling EAUCALION. .........oouviiiiii e eeme s e e e e et e e e e e saenneeees 102
LAY A5 V| 0 PP 103
B (== PP 104
WOITA LANQUAGE. ... eeeeeeeeeeee et e e mena bbb e e e 104
World Language (CONLINUEM)........cooiiiiiiiieeee et eeeeii e e e e e e e e enn 105

vi

Table of Contents



Welcome to CWCS

Welcome to the Coursework Completion System (CWCS) Wdde This
document provides an overview of the steps involved in usinG¥ME€Sonline
application The CWCSs part of asuite of applications known as the ividual

Student Enrollment System or ISESWCS joins the following data collections;

Year End, 3rd Friday of September, Child Count and Disciplirsers familiar
with WSLS or any of the ISES&pplicationswill find the CWCS is structured in
much the samway.

The CWCS collects data specific to all courses completed by students, ¢
levels K3-12. This data collection facilitates the standardization of stud
coursework information across the state, provithesdata necessary to answe
important questios at the local and state levels, and enables Wisconsin to
federal requirements.

As recipients ofederal State Fiscal Stabilization Funding in 2009, Wisconsi
required to capture this data along with 11 other elements of the Am
Competes Act.tlis the intention of th®epartment of Public Instructio®Pl) to
accomplish this in as positive and proactive manner by regjatie P11215
Course OfferingReportby school year 2022012 Data from this systenis
integratel into our existing data wahouse, enablin@PI, districts, and schools
to better understand educational outcomes for Wisconsin students.

Due to the complexity of all that is part ofcah i kdilidation, many fields and
options need to be available to tell the full stdrkiis collection capturedetails
about ac h i kdddaton beyond a WKCE score including, for example, all s
connected with educatinthe student, the type of learning environment (e.
online, bilingual), and grades and credits earned.

Course and Teacher Data

Historically course offeringsnd aggregated enrollmenerecollected on the Pl

1215.In CWCS data iscolleced basedn characteristics of the course (e.g
online, language immersion, dual credit), providing information on district

statelevel trerds. Student data from the ISES collecsiamay belinked to course
level data via the unique Wisconsin Student Num@®BN), enabling much
deeper analysis. Example: Are districts increasing, decreasing, or keeping
the number of languages offered; wiaae the demographics of students taki

rade
ent

r
meet

N is
Brica

taff

).
and

level
ng

different languages; and how many semesters of a language are stlidents

studying?
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Course and Teacher Data Fields

Submitting District School Code

Year Term

Record Type Section ID

Course Code Local Course Title

Dual Enrollment/Credit Indicator Distance Education Indicator
Virtual/Online Education Indicator Project Based Indicator

Academic Service Learning Indicator | Equivalency Course Indicato

World Languages Indicator Bilingual/ESL Indicator

Alternative Elucaion Program Indicator Teacher Role

DPI Educator File Number Last Name (Teacher)

Former Last Name (Teacher)

Student and Completion Data

CWCS capures data at the student lev8lata from this collection enables
educators and researchers to answer munssiore accurately, quickly, and with
greaterdetail at both the state and local levédsample: What do local course
enrollmentpatterns reveal about students preparation for postsecondary success?

Student and Completion Data Fields

Submitting District School Code

Year Term

Record Type Section ID

WSN Number Enrollment Date of Student
Grade Level Placement of the Studg Grade Earned (22 only)
Successful Completion High School Credits Earned
College Credits Earned PartTime Open Enroliment Distrt

Browser Compatibility

DPI supports Internet Explorer 7.x and 8.x or Firefox 8screwer versions of

these browsers have not been tested. Therefore, we cannot guarantee CWCS will
function properly when using any other browser or browser veraiso, Apple

based computers are NOT compatible with CWCS.

Welcome to CWCS



General Instructions

User Roles

District staff must be idividually authorizedto access CWCSHaving a
Wisconsin Web Access Management Sys(8WwhAMS) UserID is necessary but
alone does not provide acss tothe CWCS applicatianAccess must be
specifically authorized by youlocal WSLS/ISES Administrator througkhe
Delegated Authority applicatiofcach CWCS user must be assignedSESAI
Functions user role. User roles for CWCS are either All Fonstdistrict wide
or All Functions school level.

To learn more about the Delegated Authority, review the Delegated Authority

Web Application information page
http://dpi.wi.gov/Ibstat/delauthapp.htm

O How to: Access CWCS

1) From theCWCS Home Pageselect theCWCS Application
hyperlink.

2) From the CWGIlogin screen, mter yourWAMS User ID and
Password

3) Click theLogin button

Please log In

User ID f

Password |

WARNING:This system is for authorized users only! system access is
monitared, By uzing thiz system vou expressly consent to this monitoring.
Unauthorized use of, or access to, this system may subject you to criminal
prosecution and penalties

Login |

Forgotyour password?

Reguest a'Wisconsin User 1D and Passward.

This action usually opens the CWCS Main Menu. However, those new to @wC
required tofirst review and accept the Agreement to Protect Privacy conditions be
accessing the CWCS application. If these conditions are not accepted, access to C

S
fore
WVCS is

denied.
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<

-~

. ~
C District All

Functions User
must enter
Preferences befor(>
other CWCS
functions are
accessible.

/

Agreement to Protect Privacy | [fexr! Tuiee

You are currently identified by your district CWCS Administrator as an authorized user of the Individual Student Enrollment System {ISES). Users of CWCS have access
to confidential information about students. Protecting student privacy is required by law and is the highest priority of ISES. Resources regarding protecting student privacy
in Wisconsin are provided at http /www dpi wi gov/lbstat/dataprivacy html

To protect the privacy of students users are required to read the statements below and click on the AGREE button at the bottom of this page prior to proceeding
further

I will respect and safeguard the privacy of students and the confidentiality of student data
| will comply with state and federal privacy laws and all district regulations, policies. and procedures established to maintain the confidentiality of student data

I 'will not disclose or transmit confidential CWCS data to persons not specifically authorized access to these data by the district WSLS/ISES Administrator.
superintendent, or school board

I 'will use the confidential CWCS data for legitimate educational purpeses only as necessary to perform my district-assigned tasks
| understand that my password is as important as my signature. It is my obligation to keep my password confidential. | will not share my password with anyone

I will not use other users’ login names or passwords

Agreement to Protect Privacy X DISAGREE [/“‘“‘EE

4) Click theAgree graphicon the Agreement to Protect Privacy screen

A This action opens thereferenceselection screerReview
the contents.

Preferences and Contact Information

The District/School CWCS Preferences screen is used by districts and schools to
setthe followingimportant indicators:
- CWCS contact person ahé district and chool who can answer
CWCSdata related questions

- If the district or shool has a Student Information SystésiS) used
to interface withCWCS

- File formatadistrict or £hooluseto upload and downloafiles from
CWCs

Districts and schosl can update or change preferences at any time during the
CWCS collection cycle. Example: Districts normally submitting data using XML
files can switch this indicator to CSV, request a File Download and view data in
a spreadsheet tool.

At the beginning okach CWCS&ollection cycle, a District Wide All Functions
User must entedistrictwide ¢ 0 070Ad | S dPleferentedbdfore other users
can access CWCS functions.
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O How to: Enter Preferences at the Beginning of a
Collection Cycle

District Wide All Fu nctions User

1) From theCWCS login screerenter youMWAMS User ID and
Password

2) Click theLogin button.

3) Sincethis is thefirst time CWCS is laundhg a new collection cycle
the District/School CWCS Preferences screen displays with options
to import orenter prefences.

Distri CWCSF H@VE I %ﬁgﬁa | @Exn\ Thep
Distri CWCSF
4) Select one of the following three options:
A Import Preferences from ISES
A Import Preferencesdm previous CWCS Collection Cgc

- For use after fast CWCS Colleabn Cycle
A Manually enter district anschool preferences

5) Click theSavegraphc.

O How to: Enter or Edit District/School Preferences
1) From theMain Menu, select thdistrict/School Preferences
hyperlink to launch th®istrict/School Preferencesreen.

2) Selecttheé 0 070AQ | S dyperlnk fiord the table at the top of
the Distict/School CWCS Preferences screen to open district
preferencesnthe bottom of the screen.

3) Completethe following requiredields for each school within the
district as well asthé 0 0i0AQ | S disticbprefer@nces.

A Student Information System liwétor (Yes or No)
Data Submit Method (CSV or XML)

Primary Contact Name,-Bail, and Phone number

> > >

>~

District Preferences also require: Secondary Contact Nan
E-mail, and Phone number

4) Click theSavegraphic

e,

. N
C Similar to WSLS

and other BES
applications, CWCS

r

has a Main Menu for
navigating the
various application
screens and
functions
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- ) ~
C Though not

required, tle
Update Comment:

documenting free
formtext comments

~ /

e N

C If one of your
schools doenot

appear on the
District/School

list, contact DPI
Education Statistics
helpline at (608)
267-3166.

< fieldis useful for >~

< CWCS Preference >

Distri CWCSF

| bdsnve | AR | (e | Tuee

[iDistrict

Primary Contact

Secondary Contact

Pupils Services Conta

Update Comments

Distri CWCSF

District [0870 - Cadott Community

*Student Information System Indicator | Yes [+

B ey e —
~Email [alesha fliatrault @dpi wi gov
Name [Bob Fiint —
Email [BobFint@dpivagor
ct Name [
Ematt |
—

|school |school Name 818 Indicator |Data Submit Method

0870 0000 All Schools Y XML
0870 0020 Cadoit El Y XML
0870 0040 Cadoft Hi Y XML
0870 0060 Cadott Jr ¥ XML

Search by School Name /- seaRch

Note - If school is not found, contact DPI Education Statistics helpline at (608) 267-3166.

Add or Modify Record

‘School | 0000 - All Schools ¥

“Data Submit Method Indicator [ XML =

*Phone |608 .ITH .I‘Hﬁ Ext
Phone |608 «Iﬁ‘\ «Iﬁﬁ Ext|2

prone [ 1 1 eal

| J EL[ARI‘ Ld save I

Pupil Services Contact information is availalfor reference only and may not be

modified within the CWCS. This field could be blank as some districts do not have Pupil

ServiceDepartme

nt

O How to: Search the Preferences List by School Name

1) From theDistrict/School CWCS Preferencescreenenter aschool
name in theSearch by School Naniield.

2) Click theSearchgraphic torefine the list of schools.

Note - If school is not found, contact DPI Education Statistics helpline at (508) 267-3166.

Distri CWCSF | Edsave | )
District [school [school Name [s1S Indicator |Data Submit Method
0870 0000 All Schools Y XML
0870 0020 Cadott EI Y XML
0870 0040 Cadot Hi ¥ XML
0870 0060 Cadott Jr i XML
Search by School Name /- seaRch

MAY | (Pexor | nee

~ ~

Primary Contact

Secondary Contact

Pupils Services Contact

Update Comments

Distri CWCSF

Add or Modify Record

District [0870 - Cadott Community

*Student Information System Indicator | Yes [+

B ey e —

~Email [alesha fliatraut @dpi wi gov

Name [Bob Fiint —

Email [BobFint@dpivagor

Name [

Ematt |
—

‘School | 0000 - All Schools ¥

“Data Submit Method Indicator [ XML =

“Phone[608 J111 111 Ext
Phone [608 111 Ji111 Ext |2
Phone ] ] Ext

11

| | eear | bl save
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Main Menu

s e M DEPARTHENT s : IndvidualstudemEnrdrlmemSystemr
@- PUBLIC INSTRUCTION e ot Communty Pt Aogha
CWCS Main Menu | #fseect | Pear Tuee
Main Menu:
Data Submission
Summary of Schools
File Upload

I Status and Resulis i
Process Status
Results
Report Menu
Eile Download Request

I Administration i
Distric/School CWCS Preferences

CWCS Main Menu

Helpdesk| 24x7 DP| Online Helpdesk Application | PHONE SUPPORT: 800-507-5744
Expert

Similar to other ISES online application€WCS has a Main khu to
navigate its variouinctiors.
Data Submission
- Summary of Schoolsi used to search, add and/or modify Sectid
Course and Teacher aBéction, 8udentand Completion data

- File Upload 1 used to load Section, Course and Teacher and Sec
Student and Completion files
Status and Results
- ProcessStatus 1 used tocheckthe status of asubmission files and
processes

- Results i used to retrieve the results for submission files 3
processes.

- Report Menu i used to check data for accuracy. The Report Mg
includes Progress and Summary, CWCS Process Queue, and
Error, and Vérning reports
- File Download Requesti used toto requestbaseline and reporting
data from CWCS
Administration

- District/School CWCS Preferencesi used toaddmodify district and
schoolcontactsaand other important indicators.

~

n,

tion,

nd

nu
Info,

) ~
C For security

reasons, the
application will
'time out' or
disconnect from the
DPI server after 20
minutes of
inactivity.

.
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Several messages appear la¢ top of the CWCS Main Menu screen.
These messages indicate that the system is processingceatain
functions within theCWCS are temporarilynavailable.
These process include:

- File Uploadi red text message

- School or District Validation T red text mesage

- School or District Lock i school message is red, district lock message
is green

CWCS Main Menu | Afsmect | [Pear Tee

One or more school tasks are processing or waiting to process. Certain functions within the ISES CWCS are temporarily unavailable.
(T
ﬂ Data Submission i
Summary of Schools
Eile Upload
l Status and Results |
Process Status
Resulis
Report Menu
Eile Download Request
I Administration i
District/School CWCS Preferences

CWCS Main Menu

Sample ofthe CWCS Main Menu while one or more school tasks are processing or
waiting to proces$ note the message is red

CWCS Main Menu | #@fsaeer | Pear Tuere
District ISES CWCS records are locked. No maodification of CWCS data is allowed
Main Menu: I
ll Data Submission ]]
Summary of Schools
Eile Upload

Sample othe CWCS Main Menu when distriist lockedi note message is green

Main Menu



Summary of Schools

As with other ISES online applications, CWCS has two options for ente
CWCS data: 1) File Upload, using a file generated by a Student Informa
System, or 2) manual entry, using the Summarycbb8l screens. The Summar

of Schools screens are made up of Course/Teacher and Student screens.
reen

initial data is uploaded or entered into CWCS, the Summary of Schools sc
are also used to modify data.

There are twadatatypesin CWCS Course/Teadtr andStudent Completiaon
Course/Teacher data must be submitted and any Info, Error, and Warnings
resolved prior Student Completion submission as student records build off
of Course and Teacher data.

The Summary of Schools scregiovides information ardr access to following
CWCS functions and features:

- Access additional school level screenstteate, reviewmodify, and
removeCWCS records
A Section Record List screens

A Student Record List screens
A Individual Section Record screens

A Individual Student Rewrd screens

- Count ofdistrict and school Info, Error, and Warning messages

- Validation for district data and a link to individual schools for schag
validation

- LastLock dateby school and district
- Lock and Unlock process for individual schools

- Lock proces for district

O How to: Access the Summary of Schools Screen

- FromtheMain Menu, select th&summary of Schoolshyperlink

Summary of Schools e | [Pear Thee

District: 0870 - Cadott Community Record Type: |Course and Teacher = \ELIREFRESH ‘;)ILocK GVAL“]ATE Lock Date:

‘ School Last Update Date School Locked Date

04/20/2011

Error/Info/Warning Status Last Validation Date | Lock Unlock

‘0020 - Cadott Elementary 0 error, 0 info, 0 warning 02/23/2011 | Lock

‘UUAU - Cadott High | 04/20/2011 ‘ 0 error, 0 info, 0 warning | | 02/23/2011

04/20/2011 02/28/2011

‘UUEU - Cadott Junior High 0 error, 0 info, 0 warning

Summary of Schools

ring
ation

y

ol

.

C Ifyouhave
files for data

ce .
: submission, refer

to this User
Gui deds
Upload, Process
Status, and
Results sections
for further
instruction.
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The following information is available from the top of the Summary of Schools

screen:

District i defaults to your district and cartriwe changed on this screen

Record Typei Course and Teacher data displays by default,

sel ect 6Student o6 from the 6Record

Student Completion data

Lock i when all warnings are acknowledged and Errors resolved, the Lock
grapht is used to lock all unlocked schools within the district as well as the
district itself

Validate i used to run validation on all unlocked schools within the district as
well as the district itself

Lock Date 1 if the district is Locked, the date thdistrict was lockeddisplays
and theLockiconno longer displays

The following information is available for each school within the district to
which the user has access

Schooli number and name of each school within the district to which

the user has access

Last Update Datei date the student data was last updated via Create

Student Record List, Upload File or Individual Student Record

Error/Info/Warning Status i displays one of three possible results:

A Unknown, if validation has not been run

A Locked, if aschool ordistrict Lock is in place

A number of Error, Information, and Warning messages as of the last

validation

School Locked Datei date of school lock, the date is cleared if the

school is unlocked
Last Validation Date 7 date of school validation

Lock i used to lock an individual school

Unlock i used to unlock an individual schotohe unlock icononly

displays when theckool is unlocked, a School process is in the queue

or the entire Distct is locked

10
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Section, Course and Teacher Records

It is importantto note thatCourseand Teacher datanust be successfully
submitted and any Info, Error, and Warnings resolved prior to the entr
Student Completion data as student recbniisto Course and Teacher data.

O How to: Access Section Record List

1) From theSummary of Schoolsscreen, selec@ourse and Teacher
from the Record Type drop down list.

2) Select theschool namehyperlink to open the Section Record List
screerto open the Section Record List screen

Summary of Schools e | [Rear | Pree

District: 0870 - Cacatt Community] Record Type: [Course and Teacher =] | [Zlnerresn (oo [Puavmare Lock Date:

School Last Update Date Error/info/Warning Status School Locked Date Last Validation Date Lock Unlock
0020 - Cadott Elementary 02/03/2011 2 errors, 0 info, 0 wamning 01/31/2011 'E:Locx
0040 - Cadott High 01/31/2011 0 error, 0 info, 0 warning 01/31/2011 'E:Locx
0060 - Cadott Junior H\gﬁ ‘ 021712011 8 errors, 0 info, 0 warning ‘E:LOCK ‘

Summary of Schools

The Section Record List screen contains a numbditter options to refine a
search and display a specific set of results.

Schooli displays the school or sools to which you have access

Section Record List | @ sruvenr | CEjgomaney | man | [Reerr Tuee

Validation Date: 02-23-2011

School: |[0040-Cadott Hi ¥

Record Type: Course and Teacher Term: |All = Status: |Al &7
Subject Area: |All | G’VALmATE ‘\jCLEAR |§‘REFRESH

Click on the REFRESH icon to view the Section Record List.
Total Results: 0

Choose one to search by:

YSECTION
Section ID: DPI Educator Number: Course Code: n;J SEARCH LJJS‘E(?TION

Section Record List

Statusi used to refine results by the following valuédl, Unknown, or Info,
Error, Warning messages

Term T indicates when the course is offered, varying by district, school, an
grade level

SubjectArea i used to select one of the tweitéyo general content categories

y of

d/or

3)y The 6Choose one to search byodl i s used to
DPI Educator Number, dourse Code
Coursework Completion System User Guide 11
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records, do not

and click the

Refresh graphic.
- J

> \
C Click the

Clear graphic to
reset all filter

criteria back to
default settings.

- J

select any filters >

< and/or search >

O How to: Display Existing Section Records

1) From theSection Record Listscreengither leave the default
settings selected aise the drop down lists to filter for specific
results.

2) Click theRefreshgraphic to display results.

Section Record List | € sruoewr | TSpamens o1 ans | [Rexer Tueee

Validation Date: 02-28-2011

School: |0060-Cadoit Jr =

Record Type: Course and Teacher Status: |All =] Term: [Al =1

Subject Area: [All =i G\muum ij:mn \EL[ RESH
Click on the REFRESH icon to view the Section Record List.

Total Results: 0

Choose one to search by:

Y SECTION
Section ID: DPI Educator Number: Course Code: | SEARCH LJ‘SAE(I:]TION

Section Record List

Student Record List | 2L secmon | F]SIMMASS, o |y Al | [Pexer Tuee

Error/info/Warning Status: 1 errors, 1info, 0 warning Validation Date: 02-23-2011

School: |0040-Cadott Hi =

Term: |All 2 Status: |All =
G’VﬂLlDATE ‘\j CLEAR \g REFRESH

Record Type: Student

Grade Level Placement: |All -
Click on the REFRESH icon to view the Student Record List.
Total Results: 0

. “ystupent |1, ADD
‘wsu. POH ) wsH

Student Record List

Section Record List screen without search results.

Section Record List | @ sruvenr | (TmARY | L mamy | [Wexar Thee

Error/Info/Waming Status: 7 errors, 0 info, 0 wamning Validation Date: 02-28-2011

School: |0060-Cadott Jr =

Record Type: Course and Teacher Status: [Al =l Term: [Al =l

Subject Area: |Mathematics =1 G’w\unms | Jeear @REFRESH
Click on the REFRESH icon fo view the Section Record List.
BIRESET
Section ID Term S0 EpuFile # Last Name E/WY Status
ode (Former Name)
BLOJRGLTRMZ00MA ”15 02002G  |[210471 SMITH 0 error, 0 info, 0 waming Delete
BLDJRGLTRM201MA ”28 02003G  |[Multiple Multiple 0 error, 0 info, 0 wamning Delete
BLOJRGLTRMZ03MA ”15 02051G  ||698056 [YANG 0 error, 0 info, 0 waming Delete
BLDJRGLERM204MA 25 02002G  ||210471 SMITH 0 error, 0 info, 0 warning Delete
BLDJRGLBRMZ0EMA 1S 02003G  |[627678 [YANG 0 error, 0 info, 0 waming Delete
BLDJRGLERM206MA 15 02051G  ||Multiple Multiple 0 error, 0 info, 0 warning Delete

Choose one to search by:

-
|~ SECTION y
Section 1D: DPI Educator Number: Course Code: =l SEARCH LJ‘EE(?‘IION

Section Record List | @ suvent | [FEMMARY o | Mal | [Rexar Thoee

Section Record List screen with search results.

12

Summary of Schools



Err or/Info/Warning Statuses 1 displays the number of errors, informationa
messages, and warnings as of the last validation date

Validation Date i the date validation was last performed

Sedion, Course and Teacher record table$ displays all records that net the
selected filter criteria. These records display in a table in the middle off the
screen

- Section ID T unique identifier defined by the district to differentiate
courses into units associated with a specific teacher or group of
teachers and a specificoup of students

- Term 7 an indicator for when the course is offered that varies |by
district, school, and/or grade level

- Course Codei unique identifier assigned to a subject, ceur
description, and course level

- ED File #1 unique sixdigit identifier asigned by Teacher Licensing
to individuals when they apply for a license to teach in the State of
Wisconsin.

- Last Name (Former Last Name)i legal lastor formername of the
educator assigned to a Section ID which may be used to authenticate
the DPI EducatoFile Number provided

- E//W T number of Error, Information, and Warnimgessages since
last validation

- Delete buttoni used to delete section recoill also delete any
associated course, teacher, and student records

[

172

O How to: Search/Edit Existing Section Records

1) From the Section Record List screen, enter a value in one of the
following fields: Section ID, DPI Educator File Number, or Course
Code.

2) Click theSectionSearchgraphic

Section Record List | @, sruvenr | (T3 gunmany | el | QFexar Toee

Section Id does not exist.

Validation Date: 02-23-2011

School: [0040-Cadott Hi =
Record Type: Course and Teacher Status: [All =l Term: [Au =1
Subject Area: |A\| =l D’\munms ijmmz |EL|REFRESH

Click on the REFRESH icon to view the Section Record List.
Total Results: 0

Choose one to search by:

“| SECTION g
Section ID: [BLDHSRM500BAND DPI Educater Number: Course Code: nﬁJ swcu LJ‘EE‘([:'TION
Section Search

Section Record List

If no records exist for the search criteria, a red error messagealispl

.
C For more

errors,

informational

the Reports

User Guide.

-

messages, and
warnings, efer to

section of this

Coursework Completion System User Guide
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Section Record List I sST““E"T | ] vmamagy, o | ,h ) | mfxn Tuep

Error/info/Warning Status: 1 errors, 0 info, 0 waming Validation Date: 02-23-2011

School: |0040-Cadott Hi =

Record Type: Course and Teacher Status: [Al = term: [An 3|
Subject Area: [Al = G’\mum\rs [ Jetear |[2)nernesn
Click onthe REFRESH icon to view the Secfion Record List.

Section ID Term Code EDU File # (Former Name) E/N/W Status
([prorsrmssnanD [is Jostoss Josrors  liones [Jorknoun | oetete ]

If a record exists for the search criteria, it displays in a table.

3) Click the Section ID hyperlink to open thadividual Section Record
screempopulated withsection, course and teacher data.

Section ID Term %% EpuFile # Last Name ENW Status
Code (Former Name)

BLDHSRIMA99BAND 1S 05103G  |[061076 JONES Unknawn Delete

. 5 SECTION A
Individual Section Record (*Required to save record) ‘ LT | L save ‘ ME | [Rear | Thee

Section

Section 1D:* |BLDHSRMASSBAND Term:* 15-1st Semester r Record Type: Course and Teacher
Virtual Online lﬁ Distance lﬁ Cl

Education: Education: Type: |M—Mu|up\e grade level —I
Dual "

=1 Rl ) <] Project Based =

Enml_lfnent | _I Bilingual/ESL: Learning:

Credit:
Course

Course Local Course Title Add Course
05103G
Subject Area:*  [05Fine and Performing Arts |
Course
Montifier: [103-Marching Band 05103 =]
Course Level:* G-General or Regular ¥
Academic Local Course Title:
Service = I zl
Learning:
. . = ive Education -

Equivalency: | _I Program: | _I
World Language: [ =1

| Teacher I

} Teacher Role Educator File Number | Last Name ‘ Former Last Name Add Teacher

| Single Teacher 061076 [ JoNES |

Teacher Role: |ST—Sing\e Teacher =1 Educator File Number:* |061OTS
Last Name:* l[JONES Former Last Name:

Errors:

Invalid e of DPI Educator File Number, ‘L ast Name' and ‘Former L ast Name'.

Individual Section Record | e save

4) The Individual Section Record screen is made upreke parts:
A Section fields
A Course table and fields
A Teacher table and fields

5) Use theCWCS Data Elemenguide in the Appendix of this
document as a resource for revising the section, course and teacher
fields of an existingecord from the Individual Section Record
screen.

6) Click theSavegraphic to saveevisedSection, Course and Teacher
data to the CWCS database

7) Click theSection Listgraphic (at the top of the screen) to return to
the Section Record List screen.

14
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O How to: Add/Delete/Save a Section Record

Add and Save a Record

1) From theSection Record Listscreenenter a value in the Section IO

field.

2) Click theAdd Sectiongraphic to opelan emptyindividual Section

Record screen.

Section Record List I 857““5“7 | [T 3P s

Validation Date: 02-28-2011

School: |0040-Cadott Hi x

. MAIN
pIMEND ‘ @Exn Thee

Record Type: Course and Teacher Status: |All

Subject Area: IAH =1

Click on the REFRESH icon to view the Section Record List.
Total Results: 0

Choose one to search by:

j Term: IA”

= |

G\munm ﬂ:LGa |EL|REFRESH

Section ID: [BLDHSRME000RCHESTRA  DPI Educator Number: Course Code: SRS | 18rion

Section Record List

Add Section

SECTIOH

Individual Section Record (*Required to save record) ) | save ‘ B I @Exlq TheLe
Section
Section ID:* BLDHSRMS000RCHESTF Term:™ hd Record Type: Course and Teacher
Virtual Online l_—[' Distance l_—[' Classroom l—LI
Education: Education: Type:
Dual .
=1 Ri . ] Project Based -
Enml_ll:nent | _| Bilingual/ESL: Learning:
Credit:
Course
Subject Area:™ | j
Course
Identifier:* lj
Course Level:™ =
Academic Local Course Title:
Service 2 j
Learning:
. Alternative Edi i
Equivalency: Program: | _I
World Language: | j
Teacher
Teacher Role: = Educator File Number:*
Last Name:* Former Last Name:

Individual Section Record

| | save

3) Use theCWCS Data Elementguide in the Appendix of this

document as a resource for completing section, course and teach

fields on thendividual Section Record screen

4) Click theSavegraphic.

er
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e q SECTION . MAIN
Individual Section Record ("Required to save record) | ﬁLIST I | S @EXIT‘ Trmp

I Data saved successfully. l
Section

Section 1D:* BLDHSRM5000RCHESTF Term:* 15-1st Semester ¥ Record Type: Course and Teacher
Virtual Online l__l' Distance l__l' Classroom I—LI
Education: Education: Type: M-Multiple grade level

Dual

Enroliment [ Sl bilnguaes: [ =] E;‘yﬁﬁ;?a”d =
Course

Course Local Course Title Add Course

051036
Subject Area:™ | 05-Fine and Performing Arts LI

5) A message displays indicating that the record was saved to the
CWCS dhtabase.

6) Click theSection Listgraphic (at the top of the screen) to return to
the Section Record List screen.

Delete a Record

1) From theSection Record Listscreen, either leave the default settings

selected ouse the drop down lists to filter for sffecresults.
2) Click theRefreshgraphic to display results.
3) Click theDeletebutton to the right of the record.

Section Record List | € stupeny | CESIMMARG | 08m | [Rexrr uece

Error/Info/Warning Status: 7 errors, O info, 0 warning Validation Date: 02-28-2011

School: |0060-Cadott Jr =

Record Type: Course and Teacher Status: m Term: lﬁ
Subject Area: |Mathemat\cs =l B"\munms ijmm |EL|REFRESH
Click on the REFRESH icon to view the Section Record List.

BIRESET

Section ID Term  SPU€ Eny File # [F";:’r:;';‘?":;e, ENW Status

BLDJRGL7TRM200MA 15 02002G  |[210471 SMITH 0 error, 0 info, 0 wamning Delete
BLDJRGL7TRM201MA 25 02003G Multiple Multiple 0 error, 0 info, 0 wamning Delete
BLDJRGL7TRM203MA 15 02051G 698056 YANG 0 error, 0 info, 0 wamning Delete
BLOJRGLERM204MA 25 02002G H21 0471 SMITH 0 error, 0 info, 0 wamning Delete
BLOJRGLERMZ05MA 15 02003G HBZFB?S YANG 0 error, 0 info, 0 wamning Delete
BLDJRGLERMZ206MA 1S 02051G HMu\tlple Multiple 0 error, 0 info, 0 waming Delete

Choose one to search by:

|~ SECTION
Section ID: DPI Educator Number: Course Code: ;,j SEARCH ggg"o“

Section Record List | @ sruoenr | [jgenamanss o mal | ear Tuece
Section Record List | @, srunewt | [Ejgemaney | iman | (e Toee

« Section deleted.

Error/Info/Warning Status: 0 error, 0 info, 0 warning Validation Date: 02-23-2011

4) A message displays indicating that the record was deleted from the

CWCS database.

16
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O How to: Add/Remove a Course from the Individual

Section Record Screen

There are times when it is necessary to report multiple courses within

Section ID to report courses with
1) Fromalndividual Section Record scregnwith the data ofat leasy

one Cours@reviously enteredclick the Add Coursebutton in the
Course table

Section
Section ID:* BLDHSRM224PE Term:* 18-1st Semester * Record Type: Course and Teacher
Virtual Online lﬁ Distance lﬁ Cl n
Education: Education: Type: I M-Multiple grade level —I
Dual .
Enrollment | =] Bilingual/ESL: - E"’J“:' Based -
i earning:
Credit:
Course
Course Local Course Title Add Cnurse[
08052G
Subject Area:® |UEfPhy5\caI, Health, and Safety Education j
Course
\dontifier: [082 Health and Fitness 08052 =1
Course Level:* G-General or Regular =
Academic Local Course Title:
Service x él
Learning:
. . - Alternative Education =
Equivalency: Program: I _I
World Language: | LI
Teacher
Teacher Role Educator File Number Last Name Former Last Name Add Teacher |
Single Teacher 012345 DANELS
Teacher Role: ST-Single Teacher hd Educator File Number:* 012345
Last Name:* DANIELS Former Last Name:

2) Enteradditional course information in the empty course fields

o 5 SECTIOH A
Individual Section Record (Required to save record) ‘ st | |dsave I M ‘ @E*‘T| Thee
Section
Section 1D:* BLDHSRM224PE Term:™ 1S-1st Semester = Record Type: Course and Teacher
Virtual Online [ Distance — Classroom [ ol =]
Education: Education: Type: M-Multiple grade level
Dual .
=1 Riti . ] Project Based -
Enml_lment | J Bilingual/ESL: Leaming:
Credit:
Course
Course Local Course Title Add Course
08052G
Subject Area:™ | LI
Course
Identifier:* lj
Course Level:” 2
Academic Local Course Title:
Service hd ZI
Learning:
. Al ive Ed
Equivalency: | LI Program: | j
World Language: | j

Empty Course entry fields can now be populated with data for second course
previous Course data remains in the CWCS database. To access previous (
information, click the Course number hyperlink in the Course table.

one

sever al é

4 N

C.‘ Though itis
possible to
report multiple
courses for one
section, the
preferred CWCS
reporting
method ine
course taone

Section ID.
o

The
ourse

Coursework Completion System User Guide
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. ™
C Use the

Local Course
Title field to
distinguish
courses.

/

.

3) Click theSavegraphic to savedditionalCourse data to the CWCS

e 5 SECTION A
Individual Section Record (*Required to save record) | ﬁLIST | | save | 1 MEND I G’Exn‘ 7HELe
Section
Section ID:* BLDHSRM224PE Term:* 15-1st Semester ¥ Record Type: Course and Teacher
Virtual Online l__[ Distance l__l Cl
Education: Education: Type: IM*Mult\p\e grade level =]
Dual .
Enrollment | =] Bilingual/ESL: - E'“J‘“;" Based =
. earning:

Credit:
Course

Course Local Course Title Add Course

08052G
Subject Area:* IDE-Physical, Health, and Safety Education LI
Course
\dentifier: IDEﬂ-Health Education 08051 LI

G-General or Regular =

Course Level:*

Academic Local Course Title:
Service - él
Learning:
" . = Al ive Ed =
Equivalency: Program: _|
World Language: | j
Teacher
Data saved successfully.
Section
Section ID:* BLDHSRM224PE Term:* 15-1st Semester Record Type: Course and Teacher
Virtual Online l__I' Distance l__lv Classroom l'—Ll
Education: Education: Type: M-Multiple grade level
Dual .
<1 3 | Project Based =
Enrol_lment | _| Bilingual/ESL: Learning:
Credit:
Course
Course Local Course Title Add Course
08052G Health Delete
08033G Phy Ed
Subject Area:* IUS—Physical, Health, and Safety Education z[
Course
\dentifier [052-Health and Fitness 08052 =1
Course Level:* G-General or Regular =
Academic Local Course Title:
Senvice = [Eealcn ﬂ
Learning:
Equivalency: l—;l Alternative E | LI

Program:

World Language: I

[

Course table displays both courses with the data for the Health course displayed in entry
fields and a dedte button. To edit or delete the data for the Phy Ed course, select the

corresponding hyperlink.

4) From the Course table, select the Course number hyperlink to display

Course data.

5) Click theDeletebutton to the right of the record to remdhe
selectedCourse datdrom the CWCS database

18
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OH

ow to: Add/Remove a Teacher from the Individual

Section Record Screen

1) Fromanindividual Section Record scregwith the data of (at least)
oneTeachempreviously enteredtlick the Add Teacherbutton in the
Teadertable

Individual Section Record (*Required to save record)

SECTIOH
‘ LIST

| HSAVE‘ _,.mé‘m G’Exnl THELP

Section
Section ID:* IW Term:* lm Record Type: Course and Teacher
ol S R o g i ]
EEE&:I‘Tem I =l Bilinguavest: [ =] E;‘;jﬁfi‘n?f’sed =
Course

Course Local Course Title Add Course

08052G Health

08099G Phy Ed
Teacher

Teacher Role Educator File Number Last Name Former Last Name Add Teacherhl
Multiple Teachers 012345 DANIELS

Teacher Role: IMT—Mu\tip\e Teachers LI Educator File Number:* |012345
Last Name:™ W Former Last Name: l—

Individual Section Record ("Required to save record)

SECTIOH

UsT | HSAVE‘ _,ﬂn?y&H' D’Exnl Tuep

Section
Section ID:* IBLDHSRM224PE Term:* 15-1st Semester Record Type: Course and Teacher
Virtual Online I__l' Distance l__l' Classroom l’—LI
Education: Education: Type: M-Mutiple grade level
Dual .
= 8 ) | Project Based -

Enrul_lfnenl | _I Bilingual/ESL: Leaming:
Credit:
Course

Course Local Course Title Add Course

08052G Health

08099G Phy Ed
Teacher

Teacher Role Educator File Number Last Name Former Last Name Add Teacngu
Multiple Teachers 012345 DANIELS

Teacher Role:

Last Name:*

jv

Educator File Number:*

Former Last Name:

—
——

4 N

é Both

Multiple

Teacher and
Collaborating
Teactler roles
require the entry
of more than one

teacher.
<

_/

—

Empty Teacher entry fields can now be populated with data for an additional tea
The previous Teacher data remains in the CWCS database. To access the pr

Teacher information, click the Educator File number hyperlink in the Teaabés.t

2) Enteradditional teacherinformation in the emptyteacheffields.

3) Click theSavegraphic to savanadditionalTeacherdata to the
CWCS database

cher.
evious

Coursework Completion System User Guide
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Individual Section Record (*Required to save record)

Data saved successfully.

Section

Section ID:* BLDHSRM224PE Term:*
Virtual Online l_—l Distance l_—l Cl
Education: z Education: e Type:

Dual

Enrollment I
Credit:

Course

| e | Ll save | _nﬂ2§5| D’Exnl THELP

15-1st Semester ¥ Record Type: Course and Teacher

|M-Mu\tlp\e grade level j

— o . = Project Based l_:
=] Bilingual/ESL: l—_l Learning:

Course

Local Course Title

Add Course

Health

Phy Ed

Teacher

Teacher Role

Educator File Number Last Name

Former Last Name Add Teacher

Multiple Teachers

012345 DANIELS

Multiple Teachers

234567 SCHULTZ

Delete |

Teacher Role:

Last Name:*

IMT—MuIUpIe Teachers ;I

SCHULTZ

Former Last Name:

Educator File Number:* |234557

——

4) From theTeachetable, select thEducator Filemumber hyperlink to

displayt h at

tdataac her 6 s

5) Click theDeletebutton to the right of the record to remdhe
selected teachelatafrom the CWCS database

20
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Section, Student Completion Records

It is important to note thaCourseand Teacher datanust be successfully
submitted and any Info, Error, and Yiangs resolved prior to the entry o
Student Completion data as student recbniisto Course and Teacher data.

O How to: Access Student Record List

1) From the Summary of Schools screen, sékgtentfrom the
Record Type drop down list.

2) Select theschool namehyperlink to open th&tudentRecord List

screen.
Summary of Schools |y | @txn There
District: 0870 - Cadott Community | Record Type: | Student x | REFRESH L LOCK vaLnate Lock Date:
School Last Update Date Errorflinfo/Warning Status School Locked Date Last Validation Date Lock Unlock
0020 - Cadott Elementary 04720/2011 0 error, 0 info, 0 waming 0212372011 ".-;LOCK
0040 - Cadott Hygh 0472002011 0 error, 0 info, 0 waming 022372011 ".-;LOCK
04720/2011 0 error, 0 info, 0 waming 02r28/2011 Drock

L

Summary of Schools

Student Record List I £/ sEcTion [ g cummany o | @y e @Exn TheLp

Validation Date: 02-23-2011

School: |0040-Cadott Hi ¥
Record Type: Student Term: |All = Status: m
Grade Level Placement: |Al = B"VALIDME lchEnR |E‘REFRESH

Click on the REFRESH icon to view the Student Record List.
Total Results: 0

) STUDENT ADD
WSN: ' SRAReA WsH

Student Record List

The StudentRecord List screen contains a humber of filter otitinrefine a
search and display a specific set of results.

Schooli displays the school or schools to which you have acces<t Seée
60 00iAQ | S dohvievethedisirict wide results

Term T indicateswhen the course is offergdaryingby district, school, and/or
grade level

Statusi usal to refine results by the following valueall, Unknown, or Info,
Error, Warning messag

Grade Level Placemeni placement of student educational program

WSNT used tosearchor addstudent records

Coursework Completion System User Guide
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/

] ™
C TovewALL

records, do not
select anyikers -
click theRefresh
graphic.

O How to: Display Existing Student Records

1) From theStudent Record List screengither leave the default
settings selected aise the droplown lists to filter for specific
results.

2) Click theRefreshgraphic to display results.

/

. )
C Click the
Cleargraphic to
reset all filter
and/or search
criteria back to
default settings.

J

Student Record List

Validation Date: 02-23-2011

School: |0040-Cadott Hi =

| 2/ secrion | (TSNS o | kel | [Pexar Thee

Record Type: Student Term: |All = Status: |All s

Grade Level Placement: |All = G"\MLIDATE ﬂcLEAR \E‘{EFRESH
Click onthe REFRESH icon to view the Student Record List.
Total Results: 0

. “ysTupent [/ L. ADD
WSN: /"~ SEARCH G"wsu

Student Record List

Student Record List

Errorfinfo/Warning Status: 1 emors, 1info, 0 waming Validation Date: 02-23-2011

School: |[0040-Cadott Hi >
Record Type: Student

Grade Level Placement: |Al = I

Click on the REFRESH icon to view the Student Record List.
Total Results: 0

Term: [All = I

W
I}‘mmm | lcwear | ©|ReFRESH

Status: |All

. [ STUDENT A
WSH: /' SarcH Ef"'s"

Student Record List

Section Record List screen without search results.

Student Record List

Error/Info/Warning Status: 1 errors, 1 info, 0 warning Validation Date: 02-23-2011

School: |0040-Cadott Hi =

Record Type: Student

Grade Level Placement: |Al :Iv

Click on the REFRESH icon to view the Student Record List,

Term: |All 2 Status: |All 'I
G’VAUDRTE ijCLEAR IEREFRESH

BIGIJILISITIW|Z|RESET
WSN Name Term E:::? E:}::ifi"ly Gender Birth Date E//W Status
1622001227 ||BURNETT, MORGAIN M 15 11 | F 01/01/1994 |[Unknown Delete ||
1622001227 |[BURNETT, MORGAIN M 1Q 11 | F 01/01/1994 |[Unknown Delete
1622001236 (|BUSH, JARRETT J 1S 11 H A 1 01/01/1994 |[Unknown Delete
1622001236 |(BUSH, JARRETT J 1Q 11 HA 1 01/01/1994 |[Unknown Delete
1622001249 |([GRECO, MICHELE 1Q 11 H W F 01/01/1994 |[Unknown Delete
1622001273 |lJONES, BRAD 1Q 11 A 1 01/01/1994 |[Unknown Delete
1622001273 |JONES, BRAD 1S 11 A 1 01/01/1994 |[Unknown Delete -

Ls ADD
wen [ _Ogmmar (D45,

Section Record List screen with search results.
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Error/Info/Warning Statuses i displays the number of errors, informational

messages, and warnings as of the last validation date

Validation Date i the daé validation was last performed

Sedion, Student Completionrecord tablesi displays all records that meet the

selected filter criteria. These records display in a table in the middle of| the

screen.
- WSN T Wisconsin Student Number from WSLS

- Namei student dst, first names and middle initial as it is entered

WSLS

- Term T an indicator for when the course is offered that varies

district, school, and/or grade level
- Grade Leveli current grade as itis as it is entered in WSLS
- Race/Ethnicity i race/ethnicig as it is as it is entered in WSLS
- Genderi genderas it is as it is entered in WSLS
- Birth Date i dateas it is as it is entered in WSLS

- E/I/W T number of Error, Information, and Warnimgessages since

last validation

- Delete buttonT used to delete sectiorecord Will also delete any

associated course, teacher, and student records

O How to: Search/Edit Existing Student Records
3) From the StuderRRecord List screerenter a WSN.
4) Click theStudent Selectiongraphic.

Validation Date: 02-23-2011

School: |0040-Cadott Hi =

Record Type: Student Term: |-“-\|I = Status: [Al vl
Grade Level Placement: IN| i GJVN.ID.RTE ja:nn _;:REFIESH

Click on the REFRESH icon to view the Student Record List.
Total Results: 0

. sTupeyT  [71.ADD
WSN: [1644927526] P ““R{b SN
Student Search
Student Record List |2 secnon | TRy | Do | (Wear Tuee

WSN does not exist
-23-2011

Validation Date:

School: |0040-Cadott Hi =

Record Type: Student Term: [Al = Status: [All -1
Grade Level Placement: INl = G”UN.ID.ATE | .‘!r_u:nw _:;:R{FIEQI

Click on the REFRESH icon to view the Student Record List.
Total Results: 0

STUDENT

ADD
WsN; [1643927526 JOgmmer [5G

Student Record List

If no records exist for the search criteria, a red error message displays.

n

by

< messages, and

4 N

C For more
information about
errors,
informational

warnings, refer to
the Reports
section of this
User Guide.

~ J

Coursework Completion System User Guide

23



Student Record List I 2/ secmon | FT)5PESs | o lad | (Pear Zuee

Error/Info/Warning Status: 1 errors, 1 info, 0 warning Validation Date: 02-23-2011

School: |0040-Cadott Hi =
Record Type: Student Term: lﬁ Status: m
Grade Level Placement: |A” hd G’\muunn& ijCLEAR |§|REFRESH

Click onthe REFRESH icon to view the Student Record List.

WSN Name Term Grade Ral_:e_f Gender Birth Date E/IW Status
Level Ethnicity
1622001227 ||BURNETT, MORGAIN M 1Q 11 | F 01/01/1994 (|Unknown Delete
1622001227 ||BURNETT, MORGAIN M 15 11 | F 01/01/1994 {{Unknown Delete
‘ wn: [iozzo0zzr O stumenr (7L 400

Student Record List

If a record exists for the search criteria, it displays in a table.

5) Click theWSN hyperlink to opernhe Individual Student Record

screen
Individual Student Record (*Required to save record) | [E]STHRENT | o save | 7;} Me | @Ex" Thep
| WSN | Name \Term | Section ID Grade ‘ School ‘ Enroll Date ‘

|18220!!122? | BURNETT, MORGAIN M ‘ 1 BLDHSRM30012GLUSHISTORY

1| 000 | 09012010 | Delete

| 1622001227 | BURNETT. MoRGAN M | 1@ 1| o000 | oo0t2010 || Delete
1| o000 | oo0t2010 || Delete

|
BLDHSRM499JA77 |
BLDHSRM105GL10THALGEBRAI |

|
|

[ 1622001227 | BURNETT. MORGANM | 15 |  BLDHSRM101GLOTHELA
|

|18220!!122? | BURNETT, MORGAIN M ‘ 18

" ‘ 0040 ‘09.'01.'2!!1!! ‘ Delete

WSN: 1622001227

District: 0870-Cadott Community School: 0040-Cadott High Record Type: Student
Section ID:* Term:* <
Completion Status: | LI Grade Earned:

Grade Level Placement:* hd PTO Enroll District: Local Student ID:
College Credit Earned: HS Credit Earned: Enrollment Period:* hd

Race/Ethnicity: Gender: Birth Date:

Individual Student Record | kdsave

6) The Individual Student Record screemiade up of two parts:

A WSN/Section ID table, listing all course currently entered for the
student.

A Section, student completidields.

7) Click theSection ID hyperlink to open thindividual Student
Record fields populated with section, student completion data.
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O How to: Add/ Delete/Save a Student Record
Add and Save a Record

Student Record List I 2/ secmon | FE] 5PN s | Mam | [fexar Thee

Validation Date: 02-23-2011

Scho

8) Use theCWCS Data Elementgiidein the Appendix of this
document as a resource for revising the section, student complet
fields of an exishg record from the Individual Student Record
screen.

9) Click theSavegraphic to saveeviseddata to the CWCS database

10) Click the Student List graphic (at the top of the screen) to return ta
the Student Record List screen.

1) From theStudentRecord List screemnter avalid WSN.

2) Click theAdd WSN graphic to open the Individual Section Record
screen.

ol: |0040-Cadott Hi =

Record Type: Student Term: |Al = Status: |All hd
Grade Level Placement: |All hd G’vnuume iju.:nn |§|REFRESH
Click onthe REFRESH icon to view the Student Record List.
Total Results: 0
T)STUDENT ADD
WSN: |1622001227 " SEARCH g’
Add WSN
Student Record List
Individual Student Record (*Required to save record) | TN | bdsave | (bR | [fexir Tuae
WSN: 1622001227
District: 0870-Cadott Community School: 0040-Cadott High Record Type: Student
Section ID:* Term:* <
Completion Status: I LI Grade Earned:

Grade Level Placement” = PTO Enroll District: Local Student ID:

College Credit Earned: HS Credit Earned: Enrollment Period:* hd
Race/Ethnicity: Gender: Birth Date:
Individual Student Record | kdsave

3) Use theCWCS Data Elementgiide in the Appendix of this
doaument as aesource focompleting section, student completion
dataon the Individual Section Record screen.

4) Click theSavegraphic.

on

Coursework Completion System User Guide

25



Individual Student Record (‘Required to save record) | SR | bdoave | M | QPear Tuee

WSN: 1622001227

District: 0870-Cadott Community School: 0040-Cadott High Record Type: Student
Section ID:* [BLOHSRM101GLITHELA Term:* [15-15t Semester =]
Completion Status: |F‘assing status was assigned for a specific course or program. ;] Grade Earmned: I.‘.Hl—
Grade Level Placement” [11-Eleventh Grade  ~] PTO Enroll Diswrict: [ Local Student ID:
College Credit Eamned: [ HS CreditEamed: [ Enroliment Period:" 080172010 - ]
Race/Ethnicity: Gender: Birth Date:
Individual Student Record | VE

=

Individual Student Record (‘Required to save record) | \ESTRP | bdsave | o HAR | Pexr Tuee

Data saved successfully.

[ wsn | Name |[Term|[ Section ID | Grade | School | Enroll Date | | 1882
[ 1622001227 | BURNETT, MORGAINM | 15 | HSRM101GLITH | 11| oot | osionz0t0 | Delete |

[ 1622001227 | BURNETT, MORGAINM | 15 | BLDHSRMiosGLIOTHALGEBRAN | 11 | onso [ osvotizoto | Delete |

WSN: 1622001227

District: 0870-Cadott Community School: 0040-Cadott High Record Type: Student
Section 1D:* [BLOHSRAM105GLI0THALGEBR,  Term:* [15-1st Semester =]

Completion Status: IPasslng status was assigned for a specific course or program, ;I Grade Earned: F
Grade Level Placement: [11-Eleventh Grade =] PTOEnroll District: | Local Student ID:

College Credit Earned: | HS Credit Eamed: [ Enrollment Period:* [09/01/2010 - =
Race/Ethnicity: 1 Gender: F Birth Date: 01/01/19%4

A message displays indicating that the record was saved to the CWCS database.

5) Click theStudentList graphic, at the fo of the screen, to return to
the Secion Record List screen.
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Delete a Record

1) From the IndividuabtudentRecordscreenclick theSection List
icon (at the top of the screen) to return to the Section Record List]
screen.

Individual Student Record (*Required to save record) | ISR | bdsave | HAR | QRextr There

‘Section ID' is not valid for the submitted school and term. 'Section ID' provided for student and completion record must
match the section ID of a course and teacher record submitted for the matching collection type, district, school, year, and
term. Refer to Appendix A of the CWCS Interface Specifications for more information.

WSN [ Name | Term | Section ID Grade | School | Enroll Date
1622001227 [ BURNETT, MORGANM | 1S |  BLDHSRM101GLITHELA [ 11| 0040 | 09/01/2010 || Delete
| 1622001227 [ BURNETT, MORGAINM | 15 | HSRM105GL1 RAI | 11 | 0040 | 09/01/2010 Delete[

WSN: 1622001227
District: 0870-Cadott Community School: 0040-Cadott High Record Type: Student

Section ID:* BLOHSRM200GL11GLAG_SCIE Term:* [1T-1st Timester ]

Completion Status: IPassing status was assigned for a specific course or program. ZI Grade Earned: [3—
Grade Level Placement:* |11-Eleventh Grade ~| PTO Enroll District: l— Local Student ID:

College Credit Earned: | HS CreditEamed: [ Enrollment Period:* [09/01/2010 - =

Race/Ethnicity: Gender: Birth Date:

2) From theStudentRecord List, enteavalid WSNin the WSN field.
3) Click Student Searchgraphic to display record.
4) Click theDeletebutton to the right of the record.

5) A message displays indicating that the record was deleted from the
CWCS database.

Individual Student Record (*Required to save record) | SRR | dsave | o MAW | (Pexir Tnee

WSN | Name Term Section ID |Grade | School | Enroll Date
1622001227 | BURNETT, MORGAINM | 10 | BLOHSRM30012GLUSHISTORY | 11 | 0040 | 0%/01/2010 &]
[ 1622001227 | BURNETT, MORGANM | 10 | HSRM4 [ 11 | oos0 | os12010 [ Delets |
| 1622001227 | BURNETT, MORGAINM | 1S BLOHSRM101GLITHELA 1 0040 | 09/01/2010 &]
1622001227 | BURNETT, MORGAIN M 1S BLDHSRM105GL10THAL GEBRAII ‘ 1 0040 | 09/01/2010 &]

WSN: 1622001227

District: 0870-Cadott Community School: 0040-Cadott High Record Type: Student
Section 1D:* l Term:* vI
Completion Status: [ ~| Grade Eamned:

Grade Level Placement:" I 'I PTO Enroll District:
College Credit Earned: | HS Credit Earned:

Race/Ethnicity: Gender:

Local Student ID:

Enroliment Period:* vI

Birth Date:
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Validation

Check for Validation Errors

It is critical to verify data integrity prior to submission of CWCS data. CW
includes a validation process which checks data to ensure compliance
certain standards set by DPI <call e
school and disict to ensure that data is complete and accurate.

Validating Records

There areseverakypes of CWCS validations:

Screen or Manual Validation using the Section Record List and Student Rec
List. Validation on these screens checks for a limited setisihbss rule errors
documented in the CWCS Interface Specifications document (B.2) which ca
found at the following url:

http://dpi.wi.gov/lIbstat/cwcsspec.html

File Upload Validation checks for aiimited set of business rule errors related
file formatting.

Full Validation checks all business rule errors documented in the CW
Interface Specifications (B.2) and may be tsdiated by clicking the
Validation graphicon the Summary of Schools sen or by placing a
checkmark in the Perforfainal Validation checkbox on the File Upload screg
during File Upload

To address the results of the validation process, edit ddtaeonr correct data
locally using your Student Information System (SI&Jl apload a new file.

Cautions

During school validation CWCS iscked for affected schools. Valigabnly if
you have made a significant number of modifications or additions toGMIES
data online. It is unnecessary toun Validation immediately afterthe
Upload/Create if you have selected Bexform Final \Alidation checkbox.

It is not possible to detect all incorrect data during the validation prolteéss
necessary to manually review da@WCS Rogress andsummary reports are
provided to faciliate the review process.

CS
with
d
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O How to: Validate Course and Teacher Data at the
School Level

1) From theSummary of Schoolsscreen, selectschoolhyperlink to
open theSection Record List screen

Summary of Schools v | Pexer | Tuee

District: 0870 - Cadott Community Record Type: |Course and Teacher = |EL|REFRESH ';,J'LOCK GUAL"]ATE Lock Date:

‘ School Last Update Date Errorfinfo/Warning Status School Locked Date Last Validation Date Lock Unlock
‘0020 - Cadott Elementary 02/03/2011 2 errors, 0 info, 0 warning 01/31/2011 ",j.u)cu
‘0040 - Cadott High 01/31/2011 0 error, 0 info, 0 warning 01/31/2011 '_:jLOCK

‘UUBU - Cadott Junior H\gﬁ ‘ 02/17/2011 8 errors, 0 info, 0 warming | ';,}'LOCK |

Summary of Schools

2) Click theValidate graphicon theSection Record Listscreerto
perform a vabation of Section, Course and Teacher data for the
selected school

Section Record List I ss'““f"' | E)gumamns o | v | Qe | Thece

Validation Date: 02-23-2011

School: [0020-Cadott E1 %
Record Type: Course and Teacher Status: [Al - Term: [AI 5]
Subject Area: [Al | B’vnunm( [Jorear | Z]rerresn

Click onthe REFRESH icon to view the Section Record List.
Total Results: 0

Choose one to search by:

|~ SECTION -
| Section ID: DPI Educator Number: Course Code: JASeRreH | 808 0u ‘

Section Record List | ﬁ“““‘"‘ | (7] SatinoLs | ,h M | [Pexrr | Thiece

3) The messag¥alidation requesteddisplays on the Section Record
List and another message displays on the Main Méating that
certain functions withil€ WCSare unavailald during the validation
process

CWCS Main Menu | 1 seeet | earr | Trmee

One or more school tasks are processing or waiting to process. Certain functions within the ISES CWCS are temporarily unavailable.

Main Menu: ||

I Data Submission H
Summary of Schools
Eile Upload

I Status and Results |
Process Status
Results
Report Menu
Eile Download Request

I Administration |
District/School CWCS Preferences

CWCS Main Menu
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O How to: Validate Student and Completion Data at the
School Level

1) From theSummary of Schoolsscreen, selectschoolhyperlink to
open theSection Record List screen

Summary of Schools R | exer | Thee

District: 0870 - Cadott Community Record Type: |Course and Teacher ¥ |§|REFRESH ':«jLOCK G’VAUDATE Lock Date:

‘ School Last Update Date ‘ Error/info/Warning Status | School Locked Date ‘ Last Validation Date | Lock | Unlock
‘UUZU - Cadott Elementary 02/03/2011 2 errors, 0 info, 0 wamning 01/31/2011 ﬁanu
‘0040 - Cadott High 01/31/2011 0 error, 0 info, 0 warning 01/31/2011 '_:jLOCK

‘UUEU - Cadott Junior H\gﬁ ‘ 02/17/2011 ‘ 8 errors, 0 info, 0 warming | ‘ | ';,}'LOCK |

Summary of Schools

2) Click theValidate graphicon theStudent Record List screerto
perform a vabation of Section, Student and Completion data for t
selected school

3) The messag¥alidation requesteddisplays on the Section Record
List and another message displays on the Main Megating that
certain functions withitC WCS are unavailable during the validation
process

CWCS Main Menu | ifsmeet | (Poar| Tee

ROLE

One or more school tasks are processing or waiting to process. Certain functions within the ISES CWCS are temporarily unavailable.
Main Menu:
Data Submission

Summary of Schools
Eile Upload
I Status and Results |
Process Status
Results
Report Menu
Eile Download Request
I Administration |
District/School CWCS Preferences

CWCS Main Menu

O How to: Cancel School Validation

1) From theStudent Record Lidor the selected school, clitke
CancelValidationgraphic.

Section Record List | SSTIJIIEI" | SPmans o | A | (Pexer | Thee
Validation requested

Validation Date: 02-23-2011

School: [0020-Cadott EI =
Record Type: Course and Teacher status: [Al - oAl ~

CANCEL
Subject Area: [All =] E’vnuum: | Joear | 2|ReFresH

ne
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O How to: Validate at the District Level

1) From theSummary of Schoolsscreenclick theValidate graphicto
perform a vablation for the district.

Summary of Schools I D | e | 7vae
District: 0870 - Cadott Community Record Type: [Course and Teacher = @mnﬁsn rock Lntk Date:

School Last Update Date Error/info/\Warning Status School Locked Date Last Validation Date Lock Unlock
0020 - Cadott Elementary 02/21/2011 386 error, 876 info, 612 waming 01/31/2011 'rju)cl(
0040 - Cadott High 02/21/2011 0 error, 0 info, 0 waming 01/31/2011 'erocK
0060 - Cadott Junior High 02/24/2011 0 error, 0 info, 0 waming "ﬁLoCK
Summary of Schools

2) A message displastating that the validation process has begun and
no data modificatioms possible, nor will reports be available during
the validation process.

3) Click theValidati on button to continue the validation process or
click theCancel Validation iconto cancel the validation process

Summary of Schools I men | ear | Fuee

Meodification of student/section data will not be allowed and reports will be unavailable for the entire district until processing is complete. Click VALIDATE to continue or CANCEL
VALIDATE to cancel the validation process.

District: 0870 - Cadatt Community B h ek

Summary of Schools

4) An additionalmessagaow displays on theMain Menu stating that
certain functions withiCWCSare unavailable during the validation
proces.

CWCS Main Menu | Afseeet | Ger | Fueee

District task is processing or waiting to process. Certain functions within ISES CWCS are unavailable

Lllain Menu: J
m Data Submission m
Summary of Schools
File Upload

[l Status and Results I
Process Status
Results

Report Menu

O How to: Cancel District Validation

5) From theSummary of Schoolscreen, click th€ancel Validation
graphic. This action cancels validation for the district and all schools
within the district.

Summary of Schools | ,h ua | [exrr | Zhewe
District: 0870 - Cadott Community Record Type: [Course and Teacher =] | & |Rerresh m:k Date:

[ School Last Update Date Error/info/Wamning Status School Locked Date Last Validation Date Lock | Unlock
0020 - Cadott Elementary 022212011 2 errors, 0 info, 0 waming 02/23/2011

0040 - Cadott High 0212212011 0 error, 0 info, 0 warning 02/23/2011

0060 - Cadott Junior High 0212212011 7 emors, 0 info, 0 waming 02/23/2011

Summary of Schools
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Lock and Submit

The following items must be completardubmit CWCS data to the DPI.
Resolve All Errors

Acknowledge or Resolve All Warnings

Review the accuracy and completeness of the data

Individual schools may be locked. This may be a useful tracking tpol,
but is not required.

A district submission is notoenplete until a district lock is successful.
Locking all individual schools is not equivalent to a district lock.

/C.' _ )
O How to: Lock School Records Certain
_ N ) . _ o functions are
While each individual school in a district can be locked, locking all individual ¢ i
schools is not equivalent edistrict lock. Data submission is not complete for a empolrarl y
district until a district lock is completed successfully. < unavailable >
1) From theMain Menuselect theSummary of Schoolshyperlink. because a proces:
2) From theSummary of Schoolsscreen, click théock button. The suc.h as vallda.tl(.)n
Lock icon is replace by a Cancel Lock icon. or file upload is in
progress.
_/

O How to: Lock and Submit the CWCS Collection

1) From theMain Menuselect thesummary of Schoolshyperlink.

2) Fromthe Summary of Schootdick theLock button The Lock icon
is replaced by a Cancel Lock icon.

3) Select thd.ock icon agén to continueThe Cancel Lockcon is
available while the District is waiting to process.

4) To review the status of the Lock, return to Brecess Statuscreen
I f the status of a Lock is Ilijsted as O0Fail ur.
have been found dugnhe lock process. Review the Error and
Warning Summary Reports to find and correct these issues.

If Lock and Submit succeeds, but datalater found to be incomplete or
inaccurate, and if district data are not locked, a district All Functions user |may
click on the 'Unlock' icon for the appropriate school so new data may be
submitted.

The 6Unl ockd icons are no |l onger dvailable from t
district is locked. No data within the district may be modified at this time. Qnly
DPI may unbck a district.
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File Upload

As with other ISES online applications, CWCS has two options for ente
CWCS data: 1) File Upload, using a file generated by a Student Informa
System, or 2) manual entry, using the Summary of School screens. The Sun
of Schools screens are made up of Course/Teacher and Student entry s

rin
atio
nmg
Cree

Once initial data is uploaded or entered into CWCS, the Summary of School

screens are also used to modify data.

There are twaecordtypesin CWCS Courseleacherand Student Corpletion
CourselTeacher data must be submied and any Info, Error, and Warnings
resolved prior Student Completionsubmissionas student records build off
of Course and Teacher data.

Districts and schools have several options for uploading data withila: alf
schools for all terms, multiple schools with multiple terms, an idd&i school
with multiple termsand multipleschools with one term.

Here aresampleload file names using the Cadott school district number
CWCS Course and Teacher Data Fil¢WCL)

- S _0870_0000_02212011_WCL_00001.CSV

- S_(B70_000002212011WCL_000a.XML
CWCS Student and Completion Data Filg§WSL)

- S_(B70_000002212011WSL_000a. CSV

- S_(B70_000002212011WSL_000a. XML

For more information regarding file naming or file layouts raétethe CWCS
Interface specificationittp://dpi.wi.gov/lbstat/cwcsspec.htmi

O How to: Upload Course and Teacher or Student and
Completion Files
1) From theMain Menu, select thd-ile Upload hyperlink toopen the
File Upload selectioscreen containing two options:
A Upload Section, Course and Teacher File

A Upload Student File

2) Select thdJpload Section, Course and Teacher Fileyperlink to

open the File Upload Course/Teacher screen.
A RememberCourse/Teachafata must be submitteBrrorand
Warningsfree prior to submissiorof Student data.

<

{¢

If youdo not
r)}1ave files for data
nsubmission, refer
S to this User
Gui
of Schools section
to input
Course/Teacher
and Student

deods

records.

.
C These

examples indicate
0000 or All
Schmls/District
files. Individual
school files can

also be uploaded.

-
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File Upload 7;‘1 e | (Pexr | Zhece

/

Select one of the following options fo begin the reporting process:

c Wh e n Coursework Completion System
resu b m Ittl ng a fl Ie Upload Section. Course and Teacher File.

Upload the file containing Section, Course, and Teacher records

th d Upload Student File
0 n e Sam e ay Upload the file containing Student records.
WARNING! File Upload and File Download may be performed repeatedly. You may download the created Student or
C h an g m n Iy th e Course/Teacher records for local modification and review via the File Download Request function.

< five digit quence > Flle Upload
number. In this 3) Click theBrowsebutton and navigate to upload file.

example the 4) Click theUpload graphic to upload file to CWCS.
number is 00001

- J

File Upload Course/Teacher | %“’“’ (3 PR | | [Rexrr | Zhmp

#) MENU

Select the file to be uploaded by using the Browse button to browse and select
the file. Once the correct directory and file name are in the field, choose the Upload
button to begin uploading the file.

figs\fiiaaalDesktop\Coursework Upload Files\S_0870_0000_02212011_WCL_00001.CSV | Browse.

I” Check the box to the left to automatically request the full validation of
cour data i ion of the File Upload process.

WARNING! This process will DELETE ALL cour data for the
i (s) type inati

File Upload Course/Teacher | _?unnan

Validation During File Upload

Notice this screen includes aextkboxwhich allows users to choose whetlmr

not the system performs &ll validation during file upload Refer to the
Validation section of the User Guide for instructions on this function as it is
important to run validation prido school or distritlock.

Limited validationsrun at the time otourse and teachdite upload. Once the
school submits an error free file, all of tbeurse and teacher informatitor the
schoolis stored in theCWCSdatabaseMore complex validations are performed
during t he AVali dateo Process.

Submission Message: No Existing Records

The following message displays indicatirdfile has been submitte¥erify the
file size is greater than 0. If the file size is 0O, the file mustrenamed and
uploaded again.

File Upload e | [exr | Puewn

I MEND

The File Name: S_0870_0000_02212011_WCL_00001.CSV transfer complete.
he File content type: applicationind ms-excel
The File size: 4490 bytes

Your File has been submitted. Use the Process Status screen to monitor the progress of the file.

File Upload
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Submission Message: Existing Records

The following warning appears when a school or schools has existing rec
These records are removed and replaced with new records as a result
upload Acknowledged Warnings are deleted as well.

To back out of the File Upad process, click th€ancel Upload graphic.

File Upload Course/Teacher e | [Pexr | Tuewe

Warning! You have current records
Section records for the following Schools will be removed and replaced with the new records from the process you have requested.
Do you wish to continue this process and delete the data for the following Schools?

0020 - Cadott Elementary 9 Section records
|0040 - Cadott High 7 Section records
0080 - Cadott Junior High _21_Section records

‘ou may wish to backup your data before completing a subsequent file upload. To do so, click the Cancel button and
iselect File Download Request from the main menu to request a Reporting file from the CWCS.

GANCEL | 4
UPLOAD upLOAD

Processing Message

The following message appeaas the top of the CWCS Main Menu scree
during File Uploadndicatingthat the system is processing amtain functions
within the CWCS are temporarily unaksdile.

CWCS Main Menu | i smeet | (ear Tume

One or more school tasks are processing or waiting to process. Certain functions within the ISES CWCS are temporarily unavailable.

Main Menu:
Data Submission

Summary of Schools
Eile Upload
1 Status and Results |
Process Status
Results
Report Menu
Eile Download Request
1 Administration |
District/School CWCS Preferences

CWCS Main Menu

ords.
of the

4 N

é When a file is
successfully
uploaded, CWCS
creates a backup

< file. This file is >
availabe from the
Process Status

screen.
~ J
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Review Process Status
and Results

The Process Status and Results screens are the logical steps following

Upload as they are used to determine if a file is done processing and if th
upload was a success. They are also an essenttabfpdata validation and
locking.

Process Status

The Process Status screen displays information about the stafisadfiles as
well as processanitiated, such as validations or locks

As with the Results screen, a number of filter options areadolaibn the Process
Status screen to refine a search and display a specific set of results.

District i defaulsto your district and @nnot be changed on this screen

Schooli depending on user rolthe School drop down list displays the school
schoolst o which you have JaklclesS chvibeethee
district wide results

Start and End Dates (Optional) i retrieve processesn a specific date by
entering a stadatefield. To returnto a list of processes during a range of dat
entering dates in the start and end date fields.NUMeDD-YYYY format. Start

Date is optional however, Start Date must be entered if End Date is specifie

Process Status DM | [Pexr | Phece

District: 0870-Cadott Community School: [0000 - All Schools -
Process Description: - Process Status: | |

ENTER DATE RANGE (start and end date) OR DATE Ol (Start date only

Start Date: - - (mm-dd-yyyy) End Date: - - (mm-dd-yyyy) lj“m B | REFRESH

Process Description:

File Upload - Student

File Upload - Course/Teacher
Backup File Upload - Student
Backup File Upload - Course/Teacher
Baseline Download - Student
Baseline Download - Course/Teacher
Status Download - Student

Status Download - Course/Teacher
Final Validation - Student

Final Validation - Course/Teacher
District Validation

School Lock

School Unlock

District Lock

District Unlock

a File
e file

@t t he

es

jon

60000
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Process DescriptionOptional)i click the Process Descriptiordropdown and
select a processedcription.

File Upload 1 select this option to view the status of Section, Course and
Teacher or Section, Student and Completion files submitted to CWCS via
File Upload.

Backup File Upload i select this option to view the status of Section,
Course and Taxher or Section, Student and Completion Backup files of
existing CWCS records. A backup is initiated automatically after a
successful File Upload.

Baseline Downloadi select this option to view the status of Section,
Course and Teacher or Section, Studamd Completion Baseline
Download files created from the File Download screen.

Status Downloadi select this option to view all data elements in the
CWCS database and four WSLS elements.

Final Validation T select this option to view the status of a scHewél
validation request.

District Validation T select this option to view the status of validations
initiated from the Summary of Schools screen for an entire district or
during File Upload By selecting the Perform Fih&alidation checkbox

the Summanpf Schools, the Student Record List, and the Section Record
List screenglisplayfor an individual school.

School Locki select this option to view the status of a School Lock
initiated from the Summary of Schools Screen.

School Unlocki select this optiorio view the status of a School Unlock
initiated by the DPI.

District Lock i select this option to view the status of a District Lock
initiated from the Summary of Schools screen.

District Unlock i select this option to view the status of a District unlock
as performed from the Summary of Schools screen.
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Process Status OB | QPexer | Triece

District: 0870-Cadott Commurity School: [0000 - All Schools -
Process Description: = Process Status: E

ENTER DATE RANGE (start and end date) OR DATE OF INQUIRY (start date only)

Start Date: - - (mm-dd-yyyy) End Date: - - (mm-dd-yyyy) ijﬂm \E]"E”‘ES“

Process Status: ;l

Cancelled

District Lock
District Unlock
Failure

File Available
Processing
Reports Available
Request Submitted
Results Available
School Lock
Success

System Failure
Waiting To Process

ProcessStatus (Optional) i click the Process Status dropdown and select

option The processtatusesnclude:

Cancelled 7 process was cancelled by a local udé&lidation, Lock and
Submitor File Udoad)

District Lock 1 all records within the district are locked; modificatien
not allowed (Lock and Submit)

District Unlock i1 districts cannot perform this functiout the district
unlock appears ifequested by the DPI Help Desk

Failure 7 Lock and Sibmit process was initiated for an individual scho
or the entire district, but failed because errors or unacknowledged warrf
exist (Lock and Submit), or a file was uploaded via File Upload but fa
due to errors in the file.

an

ol
nings
led

File Available i a Backy 7 File Upload process has occurred and the file

may be viewed or denloaded (Backujp File Upload)
Processing process in progss (File Upload or Validation)

Reports Availablei Validation processs completeand the CWCS Error,
Warning and Info Repastare readyor reviewor a File Download Reques
is complete (Valbation, File Download Request)

Request Submittedi File Download is rquested, but not yet processing
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/

C To view the

status of ALL

processes do not
select any filters
click theRefresh

graphic.

-

\

.

J

- Results Availablei File Upload process has completed processing and the
results mayow be viewed usingte Results screen (File Upload)

- School Locki all records within the school are locked; modificatismot
allowed (Lock and Submit)

- Success$ process was a success
- System Failurei system failed during a process

- Waiting for Processing 1 process initiated and is waiting to begin
processing (B¢ Upload or Validation)

O How to: View Process Status Information
1)
2)

From theMain Menu, select thd’rocess Statusyperlink.

From theSchooldrop down list, select one of the following:
A 6 0 0i0AD S ¢ h oto Viesvdlistrict wide processes

A A specificschoolto view processes for that school

3) Use the remaining optional criteria from the Process Status screen to

filter results based on:
A
A
A

Process Description
Process Status
Start and End Dates

4) Click theRefreshgraphic to view dist of function and file

processemeetingthe selection criteria display

A MAIN

Process Status O | Fpexr | Zree

District: 0870-Cadott Commurity School: [0000 - All Schaols ~
Process Description: E Process Status: =

ENTER DATE RANGE (start and end date) OR DATE OF INQUIRY (start date only)
Start Date: - - (mm-dd-yyyy) End Date: - - (mm-dd-yyyy) oear  [Zrernesn

School

Process Date File Name Status.

Process Description

File Upload - Course/Teacher m - Cadott Community 02-21-2011 22:08:25 'S_0870_0000_02212011_WCL_00002.CSV. \Waiting To Process

Backup File Upload - CoursefTeacher 0000 - Cadott Community 02212011 17:3469 B_0870 0000 02212011 WCL_00001.C5V Results Available

File Upload - Course/Teacher 0000 - Cadott Community 02-21-2011 17-34:59 S_0870_0000_02212011_WCL_00001 CSV Results Available

Baseline Download - Course/Teacher 0000 - Cadott Community 02-21-2011 16:51:28 S_0870_0000_02212011_WCB_00001.CSV File Available

Status Download - Student 0040 - Cadott Hi 02-17-2011 15:17:41 S_0870_0040_02172011_WSS_00009 CSV File Available

Status Download - Course/Teacher 0040 - Cadott Hi 02-17-2011 15.07.62 $_0870_0040_02172011_WCS_00008.CSV File Available

File Upload - Student 0020 - Cadott EI 02-04-2011 18:31:16 S_0870_0020_02042011_WSL_00007 CSV Failure

Status Download - Student 0020 - Cadott EI 02-04-2011 18:17:36 S_0870_0020_02042011_WSS_00002 CSV File Available

File Upload - Course/Teacher 0000 - Cadott Community 02-04-2011 16:24:08 S_0870_0000_02042011_WCL_00005 CSV. Cancelled ~

Process Status

The following information is available for each result:
- Process Descriptiori short description of the process

- Schooli number and name of the schoot fehich the process was
initiated
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- Process Daté date andime the process was initiated
- File Namel name of the file (if any) associated witte process

- Statusi short decription of the process status

Frequently, one process automatically initisdean additional processor
processs. For example, whefrinal Validation is requested, three processes
initiated: System (System Lock), Validation and System (System Unlock).

When a process is initiated for the entire rdistor a file is uploaded that
coniains multiple schoolsSystem and Validation processes for each individ
school display.

Process Status Hyperlinks

A file name hyperlink provides link to view the file contents. The Proces
Status screen provides this option for File Uplaad Backupfiles. A backup
file is created for a school with existingWCS data when the File Upload
process is completed successfully using the File Upload screen.

O How to: View a File from the File Name Hyperlink
XML File

1) FromtheProcess Statuscreen, click dile namehyperlink in the
File Name column. The fildisplays in a new browser window.

<?xml version="1.0" encoding="UTF-8" standalone="no" ?=
<IDOCTYPE CWCS_TRANS (View Source for full doctype...)=
- <CWCS_TRANS>
<DTG=02-21-2011 22:45:25 CST</DTG>
<SEQ_NUM=00003</SEQ_NUM:=
<COLLECTION=CW1</COLLECTION>
<DISTRICT =0870</DISTRICT =
- «SCHOOLS >
=SCHOOL=0020</5CHOOL >
<RECORD_TYPE>WCT</RECORD_TYPE=>
<YEAR>2011</YEAR>
<TERM=>1Q<«/TERM >
- <SECTION=
<SECTION_ID=BLDELRM324GLKLA </SECTION_ID>
- «COURSE:=
<COURSE_CODE=D1ED1B</COURSE_CODE:=
=/COURSE=
- «<TEACHER=
<TEACHER_ROLE=ST</TEACHER_ROLE=
<ED_FILE_NUMBER>691240</ED_FILE_NUMBER=
<L AST_NAME=VANG</LAST NAME=>

i ' i W | e

2) Click theBack button to return to thBrocess Statuscreen.

are

hal

5S
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CSV File

1) FromtheProcess Statuscreen, click dile name hyperlink in the
File Name column. fie File Download box opens with options to
Open or Save the file.

2) Click theOpenbutton to display the CSV file in a spreadsheet
program

3) Close the spreadsheet programdreturn to theProcess Status

(o) 1d 9~ ¢ DQ)s S_0870_0000_02212011_ WCB_00002[1].CSV - Microsoft Excel = =
2)
Hom Insert View  Developer @ - & x
o s = -
B & Calibr S Wrap Tex General o ijj ﬁﬁ Qd‘ gﬂl §< E o %? 3
— @ = . 3l -
Paste B2z u-E A== = B =" <8 93| Conditional Format Cell | Inset Delete Format Sort& Find &
| U@ e A== || B Megeacanter - (8 < o o [[58 2] Coneonal Forer o | e . et || 5 . Sorte Fnd &
Clipboard & Font ] Alignment & Nimber o 0 cel Exfting
AL - | 1 1l
Z] File Download | x|
A B C D E F G H 1
1 1.07;7.1—201 2 Cwl 870
2 2 20 wer 201110 Do you want to open or save this file?
3 3 BLDHSRM:M NA N N N N
a4 4 04104G N NA NA NA
5 ssT 662724 SMITH E;‘ j Name: S5_0870_0000_02212011_WCB_00002.CSV
6 3 BLDHSRM:M
7 4050476 a, Type: Microsoft Office Excel Comma Separated Values File...
8 5 ME 616076 SMITH chm P
9 3 BLDHSRM:M NA N N NA N = E s.cbc.m.gov
10 4 181056 N s NA NA
1 55T 662875 SMITH
2 2 20 weT 2011 25 Open Save | Cancel I
13 3 BLDHSRM:S NA N N NA N
14 4 02054G N NA NA NA
15 5 MT 64500 SMITH
16 5 MT 513107 SMITH
17 2 40 wer 2011 15 . While files from the Intemet can be useful, some files can potentially
D 3|BLDHSRM|M NA N N NA N | ham your computer. f you do not trust the source, do not open or
o Al0une N A A A save this file. What s the risk?
20 55T 651722 SMITH T
21 3 BLDHSRM:M
22 4 02056
23 58T 200671 SMITH
24 5CT 625775 SMITH
25 3 BLDHSRM:S NA N N NA N
6 A NA

Ready | Scrol

2 4020536 N NA
W 4 v ¥ S _0870_0000_02212011_WCB_00002( ¥

il Lock

NOTE: Do not make changes to the file here. Therevsrg specific procedure
to follow thatworks with CWCS and other CSV files containing leading zeros in
Excel. See the following url for a document containing this procedure

http

://dpi.wi.gov/Ibstddatacsvfile.html

44

Review Process Status and Results


http://dpi.wi.gov/lbstat/datacsvfile.html

O How to: Download a File from the File Name Hyperlink

1) From theProcess Statu®r Resultsscreens, rightlick theFile

Namehyper |l ink and select the S

Process Status

District: 0870-Cadott Community

Process Description: j'

Open PR | Pear | Tree

OpeninNew Tab.

Print Target a

Process (i
ENTER DATE RANGE (start and end date) OR DATE OF INQUIRY | Cop/

Copy Shorat e s

Start Date: - - (mm-dd-yyyy) End Date: - - l_

Paste
Process School Process Date RS Status
File Upload - Course/Teacher 0000 - Cadott Community 02212011 230521 S_0870_00C *] Google Search Resutts Available =
Baseline Download - Course/Teacher 0000 - Cadott Community 0221:2011 224327 S_0870_00C  Page nfo , File Available
Baseline Download - Course/Teacher 0000 - Cadott Community 02212011 223457 S 0870 000 pyopertes File Available

Backup File Upload - Course/Teacher

0000 - Cadott Community 02-21-2011 22.08:258 B_0870_00( Results Available

File Upload - Course/Teacher

(U_UZZTZUTT_WLL_UUUUZLSY
0000 - Cadott Community 02-21-2011 22:08:25 S_0870_0000_02212011_WCL_00002 CSV Results Available

Backup File Upload - Course/Teacher

0000 - Cadott Community 02-21-2011 17:34:59 B_0870_0000_02212011_WCL_00001 CSV Results Available

File Upload - Course/Teacher

0000 - Cadott Community 02-21-2011 17:34:59 S_0870_0000_02212011_WCL_00001 CSV. Results Available

Baseline Download - Course/Teacher

0000 - Cadott Community 02-21-2011 16:51:28 'S_0870_0000_02212011_WCB_00001.CSV File Available

Status Download - Student

0040 - Cadott Hi 02-17-2011 15:17:41 File Available -

'S_0870_0040_02172011_WSS_00009.CSV.

Process Status

Retrieve Records from Backup

A backup file is created for a school with existiBg/CSdata each time the Filg
Upload process is completed. This backup file cont@M¢CS data used to

upload back to theCWCS system allowingschools and districts a way o
recovering data. To use this file, you must first download it to your computer

O How to: Retrieve Records from Backup

2)

1)

2)

3)

4)

5)

6)

Save the file t@ directory designated by yo8tSvendoror your
district/schooland clickthe Savegraphic.

From theProcess Statuscreen, select a school from tBehool
dropdown list.

From heProcess Descriptiotiropdown list, seledBackupi File
Upload

Click theRefreshgraphic. This action displayslist of all backup
files created by the CWCS system in the Process Statusdistes

of the backup files are nearly identical to the esponding uploaded
files.

Right-click the desired File Name hyperlink and selenteSTarget
Asé

Save the file to a directory designated by your SIS vendor or you
district/school.

Select the folder in the directory (such a$Ce&CSRESULTS¥)
and clickthe Savebutton

av e

Target
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Save As EHHE]
O] € 5l 5
E @E S_0870_0000_02212011_WCL_00002.C3V

Save in: IE} Coursework Upload Files

[B;.
4

My Documents

-
%
My Computer

o
My Metwork File name:

F‘IECEE UG/ U UUUY UEL Vi UUUUL a
Save as type: II‘u'Iic:'osnFt Office Excel Comma Separated Value;l Cancel I
5

7) In order to upload the file and recover your CWCS data, the file
name must be changed. Rigiitk on the file and replace the file
type WCB with WCL and clickOK.

8) When resubmitting on the same datkange théive digit sequence
numberin the file and the file name.

9) Upl oad t he 6ne wileUpleadscredni | e us
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Results

The Results screen providdites produced within theCWCS systento be
viewed and/or downloaded.

As with Process Status, a number of filter options ardadola on the Results
screen to refine a search and display a specific set of results.

There are four types of restilies:
District i defaulsto your district and @not be changed on this screen

Schooli depending on user rolthe School drop down liglisplays the school or
schools to which you haveée &chwesths
district wide results

Start and End Dates (Optional) i retrieve processeen a specific date by
entering a stantlatefield. To return a list of procegs during a range of dates
enter dates in the start and end date fidtdsmat is MMDD-YYYY. Start Date
is optionali however, Start Date must be entered if End Date is specified.

Results onen | Qe | Pece

District: 0870 - Cadott Community School: [0000-All Schools =
File Description: -

ENTER DATE RANGE (start and end date) OR DATE OF INQUIRY (start date only)

Start Date: - - (mm-dd-yyyy) End Date: - - (mm-dd-yyyy) ijﬂm \EL"‘EF"ES“

Results

File Description: Rd

Course/Teacher Baseline Download
Course/Teacher Status File
Course/Teacher Results File
Course/Teacher Failure File
Course/Teacher Error File

Student Baseline Download
Student Status File

Student Results File

Student Failure File

Student Error File

6 Sel

ect

t

he
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File Description i (Optional)i click on the dropdown arrow and sefieafile
description.

- Course and Teacher or Student Baseline Downloadl select this option to
open or save a Baseline Download Files. This file is created from the File
Download Request screen, has the same format as the Load file, and can be
used to adénd/or modify data for rapload to CWCS using File Upload.

Do not modify acsv file from a spreadsheet applicatioas this will alter
required formatting such as the stripping of leading zeros. Refer to the
following document to ensure the csv file forttimg is not altered:

http://dpi.wi.gov/lbstat/datacsvfile.html

o Course and Teacher Baseline Download Files
- S_0870.0000_04012011_WCB_00001.csv
- S.0870 0000_04012011 WCB_00001. xml
o Student and Completon Baseline Download Files
- S.0870 0000 04012011 WSB_00001.csv
- S_0870.0000_04012011_WSB_00001. xml

- Course and Teacher or StudenStatus FileT The record status helps identify
the specific records that caused the Load File to fail during upload. Fils statu
Success indicates that the CWCS Load File processed successfully and that all
records were inserted into the database. File Status Failure indicates that
NONE of the records in the Load File were inserted into the database so all of
the records must besubmitted. Record Status is listed below the File Status.

o Course and TeacheiStatus Files
- S.0870 0000 04012011 WCS_00001.csv
- S_0870 .0000_04012011_WCS_00001. xml
0 Student and CompletionStatusFiles

- S.0870 0000_04012011_ WSS _00001.csv
- S.0870 0000 0401201 WSS _00001. xml
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- Course and Teacher or StudentResults File 7 selectthis option to

determine if an upload file is a success or faillB&CCESS indicates that

the file uploaded successfully, it does not reflect the result of the validation

process requed before data is locked in the CWCS web applicafidms
file is generated in HTML format for every file that is processed

o0 Course and Teacher Load ResulReport

- R_0870 .0000_04012011_WCL_00001.html
0 Student and Completbn Load Result Report

- R_0870 0000_@012011_WSL_00001.html

- Course and Teacher or StudentFailure File 7 select this option to
determine which records violated file upload businesssraind the reasor
for the error.Only records that have Errors are listed in the RdSidt A
Record Erroralways prevents data in the record from being updated in
database. A Record Error indicates that a value in that record did not pa

the
s5s the

business rule for the specified field (see CWCS Interface Specifications

section B.2 for more information).

A Failure File is also generated to provide this information in
downloadable file. Details provided about any record Error inclu

a
Ide

information to identify the errant record, the relevant Data Element Value,

Line, or Data Element of the relevant record, andsBeafor the record
Error. The Reason is a link to a further explanation of the Error. Districts
schools can use the Load Result Report to go to the local SIS, corre
field(s) in question, and generate a new file.

o Course and Teacher Load Failure Ae
- S_0870 0000_04012011_WCF_00001.csv
- S_0870 0000_04012011_WCF_00001. xml
0 Student and CompletionLoad Failure File
- S.0870 0000 04012011 WSF_00001.csv
- S.0870 0000 04012011 WSF_00001. xml

- Course and Teacher or Studengrror File T thisfile indicates theravas a
significant problem with an upload file. Contact you SIS vendor or lo
technical staff for assistance. Also, refer to the User Guide sec
Recovering from File Upload Failure later in the document.

For more information regarding file naming aleflayouts refer to the CWCS
Interface specifications:

- http://dpi.wi.gov/Ibstat/cwcsspec.html

and
ot the

cal

ion:
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<

.
C To view the

status of ALL
results do not
select any filters
click theRefresh
graphic.

-

\

.

J

O How to: Open Result Reports

1)
2)
3)
4)
5)

6)
7)
8)

From theMain Menu, select thdResultshyperlink.

From theSchooldrop downlist, select one of the following:
6 0 010AQ | S dohvieve dissidl wide processes

A specificschoolto view processes for that school

Use the remainingptionalcriteria from the Results screen to filter
results based on:

File Descriptions
Start ad End Dates

Click theRefreshgraphic to view dist of function and result files
meeting the specified selection criteria display.

Results

\\\

District: 0870 - Cadott Community School: |0000-All Schools =

File Description: -

ENTER DATE RANGE (start and end date) OR DATE OF INQUIRY (start date only)

Start Date: - - (mm-dd-yyyy) End Date: - - (mm-dd-yyyy) ij“f“" \g“FWS“

The following information is available for each result:

File Description i file process
File Namei name of theife assoiated with the results
Datei date andime the process was initiated

SchoolDescription T number and name of the school for which the
process was initiated

Course and Teacher or Student Error FileT The presence of
Course and Teacher or Student Error ifildicates that there was a
significant problem with an uploaded file. Contact your SIS vendor
or your local technical staff member for assistance. Also, see the
section titled Recovering from File Upload Failure later in this
document.
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Result Screen Hyperlinks

A file name hyperlink provides link to view the file contents. The Result

screen provides this option for various Results files

O How to: View a File from the File Name Hyperlink
XML File

1) FromtheResultscreen, click dile name hyperlink in tre File Name
column. The filedisplays in a new browser window.

2) Click theBack button to return to the Results screen.

=?xml version="1.0" encoding="UTF-8" standalone="no" ?>
<IDOCTYPE CWCS_TRANS (View Source for full doctype...)=
- <CWCS5_TRANS =
<DTG=02-21-2011 22:45:25 CST</DTG=>
<SEQ_NUM=00003</SEQ_NUM:=
<COLLECTION==CW1 </COLLECTION=
<DISTRICT =0870</DISTRICT =
- «SCHOOLS =
=SCHOOL=0020</SCHOOL=
<RECORD_TYPE>WCT</RECORD_TYPE=
<YEAR>2011</YEAR>
<TERM=1Q</TERM=
- <SECTION=
<SECTION_ID>BLDELRM324GLKLA </SECTION_ID =
- «COURSE=
<COURSE_CODE=01E01B</COURSE_CODE=>
</COURSE=>
- <TEACHER=
<TEACHER_ROLE=ST</TEACHER_ROLE=
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CSV File

1)

2)

3)

FromtheResultscreen, click dile name hyperlink in the File Name
column. The File Download box opens with options to Opeisave
the file.

Click theOpenbutton to display the CSV file in a spreadsheet
program

Close the spreadsheet prograndreturn to the Results screen.

‘/@ H9-¢-002)s 5_0870_0000_02212011_WCB_00002[1].CSV - Microsoft Excel ==
) _

Hom, Insert  Pagelayout  Formulas Data  Review  View  Developer @ - = x

= . = 5.

B & Caor S5 Wrap Text General = ﬂ ﬁf Q - §< | @ ﬁ lﬁ

L - 3-

Paste o (B || B Mergeaicenter - || $ - % o || %) F‘ﬂ‘:’:"‘t‘:“”;' F?’gf‘ Séf” U= [2se Fem ;“‘:‘5‘ ;“’:‘
Clipboard & Font ) Alignment 5 Mumber o o cel Euing

AL hdl L1 1
‘ File Download | %]
A B c D E F G H 1
1 1.07;21—201 2 cwi 870
2 2 20 WeT 2011 1Q Do you want to open or save this file?
3 3 BLDHSRM: M NA N N N N
a4 4 041046 N NA NA NA
5 55sT 662724 SMITH E‘ j Name: 5_0870_0000_02212011_WCB_00002.CSV
6 3 BLDHSRM: M
7 4050476 a, Type: Microsoft Office Excel Comma Separated Values File...
8 5 ME 616076 SMITH . P
From: uaapps.dpiwi.gov

9 3 BLDHSRM:M NA N N NA N apps. dpi.wi.go
10 4 181056 N s NA NA
11 58T 662875 SMITH
1 2 a0 wer 2011 25 Open Save Cancel
13 3 BLDHSRM:S NA N N NA N
14 4 02054G N NA NA NA
15 5 MT 64900 SMITH
16 5 MT 513107 SMITH
17 2 40 wer 2011 15, — While files from the Intemet can be useful, some files can potertially
B 3|BLDHSRAMIM NA N N NA N ham your computer. f you do not trust the source, do not open or
D joome N NA NA NA save this file. What's the risk?
20 58T 651722 SMITH =
21 3 BLDHSRM:M
22 4 02056E
23 55T 200671 SMITH
24 5CT 625775 SMITH
25 3 BLDHSRM:S NA N N NA N

4 02053G

26 N NA NA NA
W 4 » | S 0870 0000 02212011 WCB_00002( %]

Ready | Scroll Lock

NOTE: Do not make changes to the file here. There is a very specific procedure
to follow to work withh CWCS and other CSV files containing leading zeros in

Excel. See the following url for a document containing this procedure
http://dpi.wi.gov/Ibstat/datacsvfile.html

HTML File

1) From theResultssaeen, click thdile namehyperlink in the File
Namecolumn The filedisplays in a new browser window.

2) Click theBack button to return to the Results screen.

in Ci Ci ion System
District Number: 0870 - Cadott Community
School Number: 0370 - Cadott Community
File Name: R_0870_0000_02212011_WCL_00003
Status: FAILURE
Data Element Given Value School Term Section ID Course Code Educator File Number
ERROR - Though the XML tag is provided. the value TEACHER_ROLE is missing.
TEACHER_ROLE 0060 15 BLDJRGL8RM104LA 136450
ERROR - Though the XML tag is provided, the value TEACHER ROLE is missing.
TEACHER_ROLE 0060 15 BLDJRGL8RM105LA 037249
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O How to: Recover from File Upload Failure

When a file upload generates a Load Result Repitintthe status of FAILURE,
review the FAILURE notices for each record. All Errors must be corrected
Warnings reviewed and acknowledg&ta corrections should be made with
the local SIS in order to generate a new file for upload. Possible Solatian
File Upload Failure:

Was an Error file generatedor does theResults File indicate thefile was
improperly formatted ?

- If so, the file does not adhere to the layout and formatting
published in the CWCS Interface Specifications, which can be fo
at the following url; http://dpi.wi.gov/Ibstat/cwcsspec.htnConsult

your vendor or the technical staff responsible for the local SIS.

Does the failure notice state that the file length is incorrect foa CSV file?
- If so, verify that all rows contain tr@rrect number of elements.

Was the CSV file opened in a spreadsheet tool such as MS Excel after beir
generatedfrom the local SIS ora CWCS File Download Reques?

- If yes, open the file in a simple document tool such as MS Notepa3
- Does the first line kgn with 1, or 01?

- If so, then leading zeros have been stripped from the file and the
is unusable in the CWCS. The file must be recreated. Use

as
und

g

Tol

file
the

following instructions to modify a file and retain leading zeros and

other formatting using MS Excel:

http://dpi.wi.gov/Ibstat/datacsvfile.html

Was the file modified in any way after it was generated from the local SIS or|
the CWCS File Download Request?

- If yes, then review modified data elementsverify that affected
XML tags are weHformed and that valid characters have been u

(CSV and XML files). Refer to CWCS Interface Specifications for

both XML and CSV fileshttp://dpi.wi.gov/Ibstat/cwcsspec.html

Is the source of the file failure still inknown?
- Contact your local SIS support staff for further assistance.

Does the file contain special charactefs
- Special characters @ # $% ™ * () { }are not accepted in local
course title or section id fields. Section ID aldoes notaccept

sed

spaces oblanks, wheread.ocal Course Title accepspaces.

and

ey R
C ltis
recommended tha
you do not

manuallycreate a >
file for upload or
revision.

~ /
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Review Process Status and Results



File Download

Review Data Accuracy and Completeness

CWCS data must be reviewed for accuracy and completeness before
submission to the DPYalidation alone is not enough to ensure that ytaia is
complete and accurdtedaia must be manually reviewed hyistrict staff.

Whether access to the tine application is granted to such reviewersadiile

Download Requess generated and distributed, the appropriate district staff n
review the aggregatdataDistrict staff responsible for the day to day tasks in
WSLS and ISES may not be the same staff responsible to review accurag
completeness cEWCSdata.

A Baseline Data Fileis createdrom the File Download Request screbas the
same fomat as the Load fileand can be used to add and/or modify datae-
upload to CWCS using File Upload.

A Reporting Data File is createdrom the File Download Request screzs a
snapshot of the current data within the CWCS database. Status Files Cqg
Section, course and teacher data; section, student and completion data;

final

ust
he
y and

ntain
fields

populated from WSLS data; error, warning and informational messages;

validation status information.

When to Request a File Download File

Requesta downloadfile if you have ceated datalfdividual Section and/or
Student Record scregnand wish to add and modify data for subsequent
upload in addition to or in place of manuatlore data entry.

Requesta downloadile if you have previously uploaded data (File Uploadj
wish to add and modify data for subsequent file upload in addition to or in
of manual odine data entry.

Request downloadile if you want to reconcile thiSWCSdata with your local
Student Information Systen8[S). Data added otine will be included in the
Baseline Data File you download and can be used in subsequent file uplog
these data are not deleted.

Baseline Data Filename Format
Course and Teacher Baseline Download Files
- S_0870 0000_04012011_WCB_00001.csv
- $.0870 0000_04012011_WCB_001. xml
Student and Completion Baseline Download Files

- S.0870.0000_ 04012011 WSB_00001.csv

/

file

Ia<<e

ds S0

- $.0870 0000_04012011_WSB_00001. xml

. )
C The fileis not
generated
immediatelyand
may take some
time to appear in
the Results screer
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Reporting Data Filename Format
Course and TeacheiStatus Files
- S_0870 0000_04012011_WCS_00001.csv
- S_.0870 0000_04012011_WCS_00Q0anl

Student and CompletionStatusFiles
- $.0870 0000_04012011_ WSS _00001.csv
- S$.0870 0000_04012011_ WSS _00001. xml

File Download Request ey | [Pear | Tuee
DistrictlﬂETH-Cadmt Community School [0000-All Schools =
Collection Year [2010-2011-CW1 = Record Type [Work Section, Course and Teacher-WCT 7]

 Baseline Data

Download existing current Student or Course/Teacher data for your School from CWCS. You may add Student or
Course/Teacher records to this data and re-upload the file infto CWCS using the File Upload selection.

 Reporting Data
Download CWCS data for the selected school.

File Download Request | £susMIT

)

District i defaulsto your district and @nnot be changed on this screen

Schooli depending on user rolthe School drop down list displs the school or
schools to which you flaVvée Schwethsa dSel ec
district wide results

Collection Yeari option tofilter current ormost previous collection cycle

Record Typei option to filter by Section, Course and Teachiées or Section
Student files

O How to: Create a Baseline or Reporting Data
Download File

1) From theMain Menu, select thd-ild Download hyperlink to open
the File Download screen.

File Download Request s | ear | fee
DistrictlUETU—Cadun Community School [0000-All Schools =
Collection Year [2010-2011CW1 ~ Record Type [Wark Section, Course and Teacher WCT 7]

o TI yaPy

Download existing current Student or Coursef/Teacher data for your School from CWCS. You may add Student or
Course/Teacher records fo this data and re-upload the file into CWCS using the File Upload selection.

¢ Reporting Data
Download CWCS data for the selected school

i

File Download Request | IsuBmIT '|

File Download



2) Selectfrom theSchool and Collection Year drop doviststo refine
results.

3) Click theRecord Typedrop down list, select one of the following:
4) Section, Course and Teacher

5) Section Student

6) Select one of the following:

7) Baseline Dataption

8) Reporting Data option

9) Click theSubmit graphic.

File Download Request

£ . MAIN
_LISuBMIT ‘ 1) MENU

File 5_0870_0000_05132011_WCB_00001.CSV transfer req

t submitted. Review the Process Status.

District |US?U—Cadun Community

Collection Year [2010-2011-CW1 =

School | 0000-All Schaols »
Record Type |Course and Teacher =

| @EXIT THeLp

< Baseline Data

Download existing current Student or Course/Teacher data for your School from CWCS. You may add Student or
Course/Teacher records fo this data and re-upload the file into CWCS using the File Upload selection.

¢ Reporting Data

Download CWCS data for the selected school.

. ‘
File Download Request | IsusmrT

EE

A message displays, at the top lod screen, indicating the File Download request w
submitted and file nameas generatethy CWCS. Use this file name to locate the file
the Results screen.

O How to: Open a File Download File
1) From theMain Menu, select thdResultshyperlink.

2) From the Rsults screegelect eithethe ICWCS Baseline File
Downloadd GWCSGStatus File Download f r drile t h e
Description drop down list.

3) Click the Refreshicon to return th list of files to the screen.

Results Fopmes | fear Toee

District: 0870 - Cadott Community School: | 0000-All Schools =

File Description: |{SMEEE = EEETENRlTIEE: ~
ENTER DATE RANGE (start and end date) OR DATE OF INQUIRY (start date only)

Start Date: - - (mm-dd-yyyy) End Date: - - (mm-dd-yyyy) eteae @@m&su

Results

4) Selectthefile name hygrlink in the File Name columto open the
file.
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5) If the file isanXML file, the file displagin a new browser window.

6) If the fileis aCSV file, a promptdisplays to open or save the file.
Click Opento view the file.Closethe spreadsheet.

7) Use the CWCS Interface Specificatiossraference when reviewing
this file. CWCS Interface Specifications for both CSV and XML
files which can be found at the following url:
http://dpi.wi.gov/Ibstat/cwcsspec.html

Results

Iopmes | Fear Toee

District: 0870 - Cadott Community School: |0000-All Schools *

File Description: |Coursei'l'eacher Baseline Download j
ENTER DATE RANGE (start and end date) OR DATE OF INQUIRY (start date only)

Start Date: - - (mm-dd-yyyy) End Date: R - (mm-dd-yyyy) ijm“" \Ehl"f”‘fs“

File Description File Name Date School Description
Course/Teacher Baseline Download |S 0870_0000_05132011_WCB_00002.CHV]| 05-13-2011 02:35:27 PM 0000-All Schools
Course/Teacher Baseline Download '5_0870_0000_05132011_WCB_00001.C 05-13-2011 11:05:24 AM 0000-All Schools
Course/Teacher Baseline Download S_0870_0000_02282011 WCB_00001.CSV)| 02-28-2011 02:01:05 PM 0000-All Schools
Course/Teacher Baseline Download S_0870_0000_02242011_WCB_00001.CSV| 02-24-2011 05:30:51 AM 0000-All Schools
Course/Teacher Baseline Download |5_0870_0000_02212011_WCB_00003 XML 02-21-2011 10:45:26 PM 0000-All Schools
Course/Teacher Baseline Download S_0870_0000_02212011_WCB_00002.CSV| 02-21-2011 10:35:33 PM 0000-All Schools
Course/Teacher Baseline Download S_0870 0000 02212011 WCB_00001.CSV)| 02-21-2011 04:55:34 PM 0000-All Schools

Results
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Reports

There are three pes of reports available within CWCS to assist districts &
schools at various times during the process of submitting and locking-ttata.
Progress and Summary Repoai® usedto review datato used todetermine
accuracy. Second, there arseveral CWCS Process Queue repomsed to
determine where filearein the processg order The third CWCS report typis
made up ofinformational, Error, and Warning messagesdusedeterminefile
and record validity.

Progress and Summary Reports

There are thre types of Progress and Summary Reports used teweand
analyze local CWCS data.

The School Course Enrollment Reportincludes courses offered and stude
participation by school year and oeting term for grade levels K32 showing
how many students we enrolled in a course by grade, term, and school. It &
adds studentdy subject area in a specific grade, school, and tdrhis
information can be analyzed at the district or individual school |d&¥ata is

rolled up to the true aggregate level tgh our Longitudinal Data System

(LDS), similar to the data previously collected througHLP15 Course Offerings
Report.The recordsare thercompiled by school year, broken out by student g
group completion and reported through WINSS for grade level By course
title. This is currently the only data being reported from the Coursew
Completion System publicly.

The Teacher Workload Reportis an overview of educators reported throu
CWCS and their teaching assignments based on school year by padinge
term (semester, quarter, trimester, annddig Teacher Workload Report can |
compiled at the district or school level to quickly review educator workig
based on a reporting term.

This information $ also reported througthe PI-1202 Fall Stdf Reportwhich

and

nt

SO

ub

ork

jh

pad

addition accounts for each district staff member and their current position,

salary, fringe, local/total years of experience, and FTE.

The Section Review Reportis an overview of course mappings that allo
districts to take an inventory efirriculum taught based on school year, reporti
term, section ID, teacher(s), course title and/or local course Tillis data

enable districts to quickly review the distribution of student placement witl
courses and teacher workload.

These reportsas partof the sub reporting screerallows teams an overview of
curriculum mapping scope and sequence for short andtéong planning to
close the achievement gap meeting the needs of all learners.

W

nn
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O How to: Access Progress and Summary Reports

1) From tke Main Menu, select theReports hyperlink to open the
Report Menu screen.

Report Menu oREn | fexr | Thee

Reports

Progress and Summary Reports
System Usage Reports
CWCS Process Queue

Info, Warning and Error Reports

Info Summary
Warning Summary
Error Summary

Report Menu

2) From theReport Menu, select thé’rogress and Summary
hyperlink to open th@rogress and Summasgreen.

Proaress and Summary Reports | Zjreporrs | 8 | [Rexer Tuewe

District: 0870 - Cadott Community  School: [0000-All Schools

Year of Data: |2010-2011-CW1 = Term: Iﬂ}ﬂst Quater | Report: ISchoo\ Course Enrolliment Report_'(%

| Joear 2 nerresn

Progress and Summary Reports

District i defaulsto your district and @not be changed on this screen

School 7 depending on user rolthe School drop down list displays the school or
schools to which you flaVvée Schwethsa dSel ec
district wide results

Year of Data’i option to filter current or most previous collection cycle

Term i indicator for when the course is offered that varies byidisschool,
and/or grade level

Report 7 option to filter by School Course Enrollment ReporTeacher
Workload ReportandSection Review Report

3) Select from the School, Year of Data, andrarop down lists.

4) Selectfrom the Report drop down list options:
A School Course EnrollmefReport

A Teacher Workload Report
A Section Review Report

5) Click the Refreshgraphic to view results.

Reports



Teacher Workload Report

School Course Enrollment Report

Section Review Report
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