CATE/i4see Web Application Walkthrough 2008

This guide details the processes and steps for uploading Career and Technical Education information using the New
Hampshire Department of Education’s i4see web application.

i4see Application Flow

The i4see web application provides a medium for sharing information. In our case we are working with Career and
Technical Education information. Three record layouts specific to Career and Technical Education have been defined to
facilitate that sharing.

The general steps to use the i4see web application include:
e gathering — obtaining your CATE information to upload into the i4see system
o formatting — formatting your CATE information to match predefined record layouts
e previewing — screening your formatted CATE information before upload
e uploading — sending your formatted CATE information as a batch within i4see
e verifying — an automated process within i4see that validates your CATE information
e editing — your ability to modify your CATE information online

It helps to know what kind of Career and Technical Education information that you need to gather, so we have prepared
three data definitions that we call CATE record layouts. The record layouts are available on the NHDOE’s website here:
https://ww4.ed.state.nh.us/datadictionary/collections.aspx. These CATE record layouts detail the specific formatting,
which includes the data elements, their names, purpose, data type, data length and whether the elements are optional
or not. The record layouts include CATE Course, CATE BOY/MOY/EQY and CATE Student Course. The CATE Course record
layout is used to define all of the programs and courses (classes) at your school for a given school year. The CATE BOY
(Beginning of Year), MOY (Middle of Year) and EQY (End of Year) record layouts are used to identify your CATE students
and their primary program. The CATE Student Course record layout is to join your CATE students to your programs and
courses (classes). The Department will work with you through this process to understand, gather and format data files

that match these record layouts.

Through the upload process, you will be able to preview the first 100 records of your data files to catch general issues
with your CATE information. You can then alter your data file and preview again before uploading. The upload process
will assign a batch id number to your data file. After your file uploads successfully, the web application will automatically
submit your batch for validation.

The verification process will review each data element within your batch to identify problems with your CATE
information. For example, Student identification numbers and date of birth will be validated against existing i4see
student information. These two elements exist in the BOY/MQOY/EQOY and Student Course record layouts. Another
verification example is with Program ID. Approved Program IDs will be provided for your school and will need to be
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included within each of the CATE record layouts. During the verification process, each program id that you submit will be
checked against your approved program id list.

A detailed listing of the verification failures for your CATE information allows you to review, edit (correct) and re-verify
your batch in an iterative process. You can edit and verify until your batch passes the data checks. There will be cases
where it will be easier to correct your CATE information within the original data file and upload that corrected file to the
idsee system. In these cases, a new batch is assigned to the corrected upload and you can delete the batch that failed
validation.

Login:

The NHDOE will create and assign a username and password for you to access this web application. Please remember to
always protect and never share your login information. Once your user account has been assigned, you may follow this
hyperlink https://ww4.ed.state.nh.us/ESSWEB/ using Internet Explorer, Firefox or Safari to access the ESS web
application. You will be prompted to enter your username and password. The ESS web application provides centralized
authentication to the NHDOE’s web applications.

ESS Login Page:

6 New Hampshire Department of Education Syatem

Name and Affiliation is no longer being requested

Please input your UserName and Password below:

User Name: username
Password: ssssssss
| MNext->>

https://iwwd.ed.state.nh.us/ESSWeb/

Enter your user credentials, then click or press Next ->>
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After successfully authenticating your username and password, the ESS web application will display the Form Menu web
page. This web page provides a list of applications/forms that you have permission to access. Initially, your user account
will only have access to the Cate i4see system. Once the CATE web application is complete, that system will be available

to you within the dropdown list on this page.

Select CATE i4see

' .
New Hampshire Department of Education s",:t'm

Select a form Cate i4see -

Select an action [ Next ] [ Download Blank Form
[Select 'Edit' to input/edit data on forms on-line

ect 'Upload' to upload a file to the server in the prescribed format

Select 'Download’ to download a blank farm to print and mail.]

Form details

Mone Available

Select ‘CATE i4see’ and press or click Next to access the i4see web application.
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The i4see/CATE workbench loads within your browser and will display CATE submissions for your school. Initially, your
workbench will be empty, but as your start uploading data through the web application the workbench will populate
itself with information about your submissions. The menu items provide navigational links to this page as well as the
Upload, Student Search, Help and Logout pages.

i4see Workbench

w MNHDOE Carear anid Tachnical
The Workbench Tab provides users with the ability to Edugation Workbench
view, verify, edit and delete CATE submissions for your ik
school. Selecting a submission record, identified by Batch
ID and alternatively called a ‘batch’, in the data grid
enables/disables the page command buttons - Verify, View
Detail, Edit Batch and Delete, based on the status of the

§ = [ P
i B Had iy LT Lax — ] SRANTE D
. . o o o [ & o iy
selected submission. The Refresh button is always —
. . ™ . - e : T )
available and provides the ability to retrieve updated LR pt
THis
batch statuses. r

The Verify button submits the selected batch to the i4see system for data validation, refreshing the page so the status
of the batch is changed to ‘Verifying...”. When a batch has a status of ‘Batched Verified with Errors’ the View Detail
button displays the specific error list and error count for the batch. The Edit Batch button displays the batch records in a
grid where you can modify or delete them. The Delete will delete the selected batch after you have verified that you
really want to delete that batch.
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NHDOE Career and Technical The Upload Tab provides controls to upload CATE
Education Workbench submission files. The CATE submission file formats

(attached) serve as contracts by which the web

ot 8290 - o Regons Tl Cover_ Db 1 Coneond SA .- G S e application can interpret and process your student,
Fease st aiimicsion e CATE BOY T program and course information. The files must be in a
. Gt v CATE T el gkt 2003 B_BowTaGancind can rscuner] comma separated value format.
O * Ematl:
|~ Presew File__ Cancal and: Rajum

(CSV: http://en.wikipedia.org/wiki/Comma-separated values)

A dropdown list allows you to select a CATE submission type. Use the Browse button to navigate the file structure on
your local computer and select a file that matches the submission type you selected. Click or press the Preview File
button to upload and view the contents of the file that you selected. The page will display the first 100 rows of data from
the file that you selected in a data grid structured to match the submission type that you selected. This preview helps
you determine whether your data file matches the structure of the selected submission type.

After you have previewed the submission data you can

press or click the Submit Data To DOE button. If the v KHDOE Career and Techrecal
upload was successful and the format of your data file R Ra I oty

matches the format of the selected submission type, a
batch number is assigned to your data file and the

process of validating your data begins. An example
validation might be to ensure that SASID and DOB | /"™ sl py st

i v ol LT}

P ] ik by T TR0

combinations are valid.

Prprs Py Sire g T [T Carrs i P

51 reconds tor CATE B subriscion

If the upload fails, the upload screen will display an
error message detailing the cause of the failure.

Ty
dmirad Pmd L o ke S Ficleend e b

.
maks M e - i [ Y B S ——
. i

Typically, failed uploads will be the result of data that
does not match the structure of the specified
submission type. A record of the failed upload is stored

b al Do s uibctem [nitiefand Temlinfey Ppiffefeas (effofecme eelibrfaoen Sl Sws D2 Tl gy

as a submitted batch with a status set to ‘Upload R i =
Failed’. The Batch ID and the upload file are then

available as resources should the need arise to

investigate why a file upload failed.
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Student Search

The Student Search page provides text inputs to
search for a student by First & Last Names and Date
of Birth (each of which is required), as well as Town
of Birth (optional). Pressing or clicking on the Search
button initiates the search and presents the results
within a grid. Each grid row has a SASID Info button
that when pressed or clicked opens a panel to
display the student’s SASID and related information.

SASID Information:

[The SASID for student T
For additional information please contact the school or SAU
DOB: City of Birth:

t3

District Contact Email:

NHDOE Career and Technical
Education Workbench

Verpen 1.9

‘Wiekbirech Uploai FEeTE S Halp Liginit
lisily tetepdmin
Srhonl 2280 - Cancard Beglinal Technnlegy Center Miatrke? 101 - Conored S840 B - Congord SAL Office
Student Search
Enter first name, last name end dete of birth to perform s sudent search. Town of Brih i optionsl,
Frsk Nams La=t Heme Dot O Birth Tawm Of Rrth
+ Search |
NHDOE Career and Technical
Edugation Waorkbench
vamion 0B

‘Warkbanch |l L S Hpio Logout

Habo catiadmin

ool A0 - Cancoed Ragoensl Techrdogy Cantar  Cestnct: 114 - Coneard B4 8 - Doocand Sél Dfioe

Student Search

Enar first nam, st name and date of bifh o perform 2 student saarch. Town of Birth is optional
Firsl Hami Lo Pla s Data OF Bith Towm OF dth

[
Search
Stugkant matches faund: 6

Zhoal

First Mididla Ly

L Dt af

District Contact Name: Mims | Nan Namo Sellls Teramt of Bisth. Disaricn 5AU | Gl Rt
SASID Requested by: | Sman inhy ’ . - %50 9% 0 ] £

Smnd b 5 3 on M 5
School InformationSAU Information N
School SAU  Conway SAU Office |- Sosid Inkn 2 B M -
Fhone# Phone#603-356-5533 Sl By M FWE M £
Email f

T = g1 5M b M £

S b M5 W ™0 M 5
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View Detail

The View Detail link button allows you to view an
error list and error count for a batch that has a
status set to ‘Batch Verified with Errors’. On the
View Detail page you can click a specific error link to
view and edit (correct) the records within the batch
that did not pass the verification process. These
records are displayed in the Edit Data page, which is
shown next.

Edit Batch

The Edit Batch button opens the Edit Data page
which displays the selected batch records in a grid.
Here you can add, edit (correct) or delete the
records within that batch. This is helpful in
correcting batch data when a batch that you have
submitted has some minor verification problems.
When a batch has a lot of data validation problems,
it is sometimes easier to correct or regenerate the
upload file and re-upload the data.

The grid will display up to 50 records per page. Grid
pager link buttons at the top and bottom of the
grid allow you to navigate between the pages of
batch records. Clicking or pressing the Edit link
button will open the corresponding record in edit
mode, where Save and Cancel link buttons allow
you to perform those actions. Clicking the Delete
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link button will prompt you to acknowledge the deletion of the batch record. Clicking or pressing the Insert A New
Record link button adds a new record to the batch and opens that record within the grid ready for your input. The Save

and Cancel buttons perform the same action during insert as they do for edit. Once you are done editing batch records,

you can then return to the Workbench, select the particular batch and initiate the verification process.
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Help

Initially, this walkthrough will be available online through the Help menu link and the help system specific to CATE will
grow as time moves forward.
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