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How to Obtain the Desktop Database

Download the Microsoft NSSRS Desktop Database. This database is located in the
NSSRS Secured Information Website, which can be accessed through the NDE Portal
under the Student and Staff Record System tab. These files will be compressed in a zip
file.

Once open, save the database from the zip folder to a folder on your computer. (To
transfer files from one version of the desktop database to another, see instructions in
this document entitled Transfer Data from One Version to Another.

Following are instructions that may be of assistance when downloading the NSSRS
Desktop Database:

Create a folder on your desktop for the NSSRS Desktop Database:

Compress simultaneously the Windows Key and the letter E on your keyboard

Click on Desktop on the left hand menu (top entry)

Then click on File at the upper left (under the banner at the very top)

Then click on New

Then click on Folder

It will then show the new folder in picture form on the middle to right side of the

screen among your other folders

7. Click in the box below the picture of the new folder. Delete the name the system
has automatically given it. Type in a name for that folder. Click on the white
space to exit that box once you have named the folder

8. Click on the X at the top right and exit from this program

ogahkwnE

TIP: If you name it, for example, as NSSRS Desktop Database v10.0 2014-2015,
you will know that within this folder is data for
that particular school year.

To bring in the NSSRS Desktop Database to the folder:

1. Go to the NDE Portal (https://portal.education.ne.gov/) and sign in with your
Login ID and Password. The Portal Sign In is on the left side of the page. Click
on the words Sign In to process your request

2. Click on the Student & Staff (NSSRS) tab found on the top of the page. Itis the

fourth one in the row

Click on the NSSRS Secured Information Website

Scroll down to midway and find the section called Files Available

5. Click on NSSRS Desktop Database (it will list a version behind this name)

oW
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6. It will open a window asking you Do you want to open or save this file? Click on

Save

7. A window will open. Using the drop down menu in the Save In window at the top,
find the folder you created and click on it to put it in this window. Then, Click on
Save. Leave it in the Compress (zipped) Folder type. (You will see it extract and

when done, the words “Download Complete” will appear.)

8. Click on Open Folder
9. Double Click on the zipped file

10. Click on Extract all files in the left hand column.

11. The Extraction Wizard will open... Click on Next, and you will be asked to
Select a Destination. You will not need to browse to another folder if the one you
want is showing. Click on Next then click on Finish

12. Go to your desktop and double click on the folder. It will open with a zipped file
(ignore this) and the NSSRS Desktop Database folder. Double click on the
folder. Double click on the NSSRS Desktop Database. You will be asked if you

want to open the file. Click on Open

Access 2007 — Security Warning

When you open the Desktop DB in Microsoft Office 2007, you may get this security
message. The Desktop DB does contain macros to function properly. You will

need to enable the security.

(O
-
— Home Create External Data Database Tools

LE/Z, = ¥ cut

=31 Copy

crobat

View Paste

Views Clipboard r) Font

(@ Security Wamning [Certain content in the database has been disabled | Options...

ﬂ = New X Totals 8l LF 7 Selectic
= \eBsave Fspeliing %)

Refresh

Al 0gg

V3 Advanc
Filter
Delete = lore W Toggle

Records Sort & Filter

~-| STARTPAGE

NEBRASKA STUDENT AND STAFF RE

SYSTEM TEMPLATES

Version 7

Enter Your District Code (xxx-3000c): [39-3933
Enter the School Year Date (yyyy-mm-dd): [2012-06-30
Select Snapshot Date: v

ENTER TEMPLATE DATA

[ STUDENT } I REPORT ASSESSMENT l

(3) Enable this content

[ STUDENT SNAPSHOT ] iSPECIAL EDUCATION I

SNAPSHOT

Navigation Pane

[SCHOOL ENROLLMENT} I PROGRAMS FACT l

STUDENT SUMMARY ]

ATTENDANCE i TITLE 1 PROGRAMS l

Open the Trust Center

e T N e |

FilgfPath: ~ C:\Documents and Settings\bbaumfalk\DesHop\NSSRS_Desktop_v7.mdb

Help protect me from unknown content (recommendgd)

(2]

-nrollment Records ]

. Click on

Options...

. Click on Enable

this content

. Click on OK
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Create Template Files

The NSSRS Desktop Database will open to the following page:

5| START PAGE

Version W

Enter Your District §ode (>oc0000): (399839
Enter the School Ypar Date (yyyy-mmfdd):
Select Snapshot Pate:

NEBRASKA STUDENT AND STAFF RECORD
SYSTEM TEMPLATES

1

i EXIT ACCESS PROGRAM ]

ENTER TE’F'LATE DATA EXPORT TEMPLATES
I STUDENT ] l REPORT ASSESSMENT ]
COPY/CREATE DATA
SPECIAL EDUCATION Import Data From Prior
I STUDENT SNAPSHOT ] l SNAPSHOT I Version of NSSRS
Desktop DB
ISCHDOL ENROLLMENT ] I PROGRAMS FACT l Import Students From
Uniq-ID Batch File
STUDENT SUMMARY
ATTENDANCE ] I THESENSIL S l Create School
Enrollment Records
STUDENT GRADES POST SCHOOL SURVEY
NSSRS UNIQ ID
STUDENT GRADES -
SUMMER. SCHOCL DELETE DATA FROM
TEMPLATES

1. Enter your district code, school
year and the snapshot date before
continuing.

2. Select a template and enter data.

3. Once you enter the district code and
school year, this information will
automatically populate in the
templates.

4. There will be drop-down items to
choose from in some template fields.

Sample of Student Template

< -

Home Create External Data

F Format Pajfe

Database Tool

/B r ul|A-S&-|

MNSSRS_Desktop_v7 : Database (Axgess 2000 file format) - Microsoft Access

¥ Totals = L? 7 Selectiol
?Spe\\mg %l 7jAdvar\ce
A

[ | Al
R
=B N
Filter
K DelNe - EMore~ || 85 “F Toggle F

|3t ||| Refresh
All~

Views Clipboard 5 Font & Rich Text Sort & Filter
NEE PAGE ==] STUDENT
| COUNTY DISTRICT NUMBE+¥| SCHOOL NUMBER - | SCHOOL YEAR - |NDE STUDENT IC - MIDDLE INITL - | GRADE LEVEL - | BIRTHDATIL ~
* |99-9999 2012-06-30 -
08 &TH
Tips:

- Data will remain in each template until it is deleted.

- You can use your Tab key to move from field to field.

- Refer to Instruction Manuals on the public website
http://www.education.ne.gov/nssrs/Resources.html and template

documentation located on the NSSRS Secured Information
Website (through the portal at http://portal.education.ne.gov/ for
information related to individual data elements.
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Datasheet View versus Form View

Microsoft Versions before 2007:

The NSSRS Desktop Database will open each template in the Datasheet view. If you

would like to enter data using the Form view:

Datasheet View

Properties  Alt+Enter
\;.5’

i3 B ER Wew [met Fgmet Bewds ook Widew el Adohe POF

{3 ple Edk |vew | Ifcert Fomat Recods Took Window Hep AdobePOF
COUNTY D& Dgign view )L NUMBER | SCHOOLYEAR | ND
» |39.9999 2007-06-30

B2 Microsoft Access - [STUDENT]

’ Swach o

Dt ]| AdsRecont || Do cond || FrdRecoss |

STRICT NUMBER 33378

LOCAL STUDENT IDENTIFIER

CHOOL NUMBER LEF ELGEILITY
SCHOOL YEAR 2007 08-30 MIGRANT INDICATOR
STUDENT 1D ENGLISH LANGUAGE PROACIENCY
OLE MiTiaL DISTRICT OF RESIDENCE
LEVEL - SINGLE PARENT

£ <€

Microsoft Office 2007 and 2010:

External Data

Arial

By

J Format Painter B I HHA '“& '”E

Databaze Too

10

| & o | Font

NS MBE-v SCHOOL NUMBER - SCr
] {001 | 2007
'| Datasheet View 001 2007
ey 001 12007
Layout View 001 | 2007
== 002 2007

b 002 2007
g DesonlView {002 12007
! 002 12007
1999999 002 2007

1. Click on View
2. Click on Form View

3. Once in the Form View,
you can return to the
Datasheet view at any time
by clicking on the Switch
to Datasheet View button.

Click on View
Click on Form View

To return to the Datasheet View
from the Form View, follow
instructions for Microsoft Versions
Before 2007 above.
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Student Lookup

A Look-Up feature was added to the School Enroliment, Student

Summary Attendance, Title 1, Post School Survey, Special Education Snapshot,
Student Grades, Assessment Fact and Assessment Response form view. This
feature will allow you to look-up students that have been entered in the student

templates. Please Note: The Student template will need to

be completed to use this feature. This feature is only available in form view.

@

“=| SCHOOI\ENROLLMENT

-S| START PAGE

Select Student to Populate StudentiD

Selected Student;

Switch to

A
D atasheet Yisw ‘ ‘ Add Record \‘ ‘ Delete Record ‘ ‘ Find Record

# COUNTY DISTRICT NUMEER [93-9333
# SCHOOL MUMEER
* SCHOOL YEAR \2012-06-30
# MDE STUDENT ID

* ENROLLMENT DATE

L

EMROLLMENT CODE w

To search, begin to
type name in the box
and scroll through until
you find them.

1. Select name in
dropdown.

2. Automatically
populates
Student ID
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Copy/Create Tables

You can access these features by clicking on the COPY/CREATE DATA button on the

Start Page.

Version W

COPY DATA

for each student.

=3| START PAGE | :__Ell COPY TABLES

NEBRASKA STUDENT AND STAFF RECORD

INSTRUCTIONS: If you have data from
the previous school vear in this database,
you can careate a copy to use as a starting
point to make any changes for the new
school year by dicking on the buttons
below, Data will be created for the School
‘Year date indicated below. Once the data
is created, you can go to the template
from the START PAGE of this application
and make changes as appropriate. The
grade level of the student wil not be
populated. You will need to updates this

School Year: =i 3
L

Previous School Year: wdn 3

SYSTEM TEMPLATES

COPYICREATE DATA

CREATE SNAPSHOT DATA
INSTRUCTIONS: A copy of the STUDENT
template can be used to create the
student snapshot table required by the
M55RS, The STUD_SMAPSHOT data is
created using the current STUDENT
data. This button will be disabled if there
is data in this table for the snapshot date
selected, If you choose to use this
feature, keep in mind that you will need
to update the Snapshot template to
reflect the students in your district at the
time of the snapshat. This is "date-n-
time™ data. (NOTE: ‘You wil only be able
to create an October Student Snapshot.
Change snapshot date on the START
PAGE)

Snapshot Date:

SPECTAL EDUCATION SNAPSHOT:

INSTRUCTIONS: A copy of the
OCTOBER. SPECIAL EDUCATION
SMAPSHOT template can be used to
create the YEAR-END SPECIAL
EDUCATION SNAPSHOT template
reguired by the NSSRS, The YEAR EMND
SPECIAL_ED_SMAPSHOT template is
created using the OCTOBER SPECIAL
EDUCATION SNAPSHOT data. This
button will be disabled if there is data in
this table for the snapshot date
selected. If you choose to use this
feature, keep in mind that you will need
to update the Snapshot template to
reflect the students in your district at

the time of the snapshot. This is "date-

in-time” data. (NOTE: You wil only be
able to create a YEAR-EMD SPECIAL
EDIJCATION Snapshot, Change

snapshot date on the START PAGE)
Snapshot Date:

CREATE STUDENT
SNAPSHOT

CREATE TITLE I
PROGRAMS

CREATE SPECIAL
EDUCATION SNAPSHOT

Using the COPY DATA feature, you can copy data from the STUDENT, TITLE |
PROGRAMS templates from the previous year to the current year. You can only
use this feature if you have previous year data stored in the NSSRS Desktop
Database. Clicking on these buttons will take the data in the database from last year
and copy it with the current School Year Date. You can then go in and make any
updates necessary to the data for the current year.

Using the CREATE SNAPSHOT DATA is a way to create the STUD_SNAPSHOT
template using the STUDENT template. Once you have your STUDENT files
updated, click on CREATE STUDENT SNAPSHOT and your snapshot files will be
completed. You will need to go into the newly created template and update your
students to just the students that are there on the snapshot date. You are then
ready for export. You can only create this template if you have data in the
STUDENT template for the current year. If there is already data created for the year
selected on the Start Page, the Create button will be disabled.
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3. A copy of the OCTOBER SPECIAL EDUCATION SNAPSHOT template can be
used to create the YEAR-END SPECIAL EDUCATION SNAPSHOT template
required by the NSSRS. The YEAR END SPECIAL_ED_SNAPSHOT template is
created using the OCTOBER SPECIAL EDUCATION SNAPSHOT data. This
button will be disabled if there is data in this table for the snapshot date selected.
If you choose to use this feature, keep in mind that you will need to update the
Snapshot template to reflect the students in your district at the time of the
snapshot. This is "date-in-time" data. (NOTE: You will only be able to create a
YEAR-END SPECIAL EDUCATION Snapshot. Change snapshot date on the

START PAGE)

Assessment Data

ENTER TEMPLATE DATA
l STUDENT l l REPORT ASSESSMENT l
SPECIAL EDUCATRON
l STUDENT SNAPSHOT l l R l
lSCHDOL ENROLLMENT l l PROGRAMS FACT\ l
STUDENT SUMMARY
o l l TITLE I PROGRAMS \

NEBRASKA STUDENT AND STAFF RECORD
SYSTEM TEMPLATES

Version 8

ASSESSMENT

ENTER MATIOMNAL
ASSESSMENT
INSTRUMENT RESULTS

lcw Form J

ONO)

To report Assessment data:

1. Click on the Report Assessment button on the Start Page of the NSSRS Desktop

Database.

2. Click here to report your NAI (National Assessment Instrument) Results
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Programs Fact

NEBRASKA STUDENT AND STAFF The Programs Fact template will allow
RECORD SYSTEM TEMPLATES B | you to enter sections separately or all
Version # at one time.
PROGRAMS FACT

1. Click when reporting Career

Click on the button that .

corresponds to the Ed ucation

Programs Fact section to
complete.

2. Click when reporting Early

Career E ducation Expected at year-end :
Childhood
E arly Childhaod Expected in Fall and at year end
Homeless ] Expected at vear end 3 CI'Ck When I’epOI’tIng

Homeless

Rule 18 'nterithrogram Evpected at year end

4. Click when reporting Rule 18

’ Dp\nAIIHecords in Programs Fact |ntel’lm Program

5. Click when you would like to
view all the records in
Programs Fact, or you would
like to enter from any of the
sections above.
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Export Template Files

—=| STARTPAGE | —=| EXPORT TEMPLATES

NEBRASKA STUDENT AND STAFF RECORD
SYSTEM TEMPLATES

Version Wi

EXPORT TEMPLATE DATA OUT OF ACCESS

NOTE: When exporting out of the NSSR.S Desktop Database, the file will indude a
"Header” row. When uploading this file into NSSRS Data Manager, you wil need to check
the box next to the "browse™ button in "Upload Files™ that states "FilefAll files within Zip
file contain headers™

Chlzers\smartin\Desktop

Browse...
EXPORT MATIONAL
EXPORT STUDENT ASSESSMENT RESULTS
(ASSESSMENT FACT - MAIL)
EXPORT STUDENT ]
SMAPSHOT EXPORT SPECIAL o ﬁ‘
EDUCATICN SNAPSHOT MICT;SD& Access
EXPORT SCHOOQL
EMROLLMENT —
EXPORT FROGRAMS FACT I.-’ & The file has been exported successfully and saved as the following:
TTTTELED o Cih\Users\smartin' Desktop'99-9999_STUDENT_0 #07021252.csv
SUMMARY ATTENDANCE
EXPORT TITLE I PROGRAM
EXPORT STUDENT GRADES
EXPORT STUDENT POST SCHOOL SURVEY
GRADES -
SUMMER. SCHOOL

1. To export data out of the NSSRS Desktop Database, click on the Export
Templates button to view the following menu:

2. Click on the Browse button and select were you would like to save the exported
files.

3. Click on the button of the template you would like to export. The system will
export the file as a .csv (comma separated value) file.

4. After exporting is complete, you will receive a pop-up window stating where the
template was saved and the name of the file (including: district code, primary
target table, and date & time of creation).

The export will name the file in the appropriate format for uploading to the NSSRS
Data Manager (refer to the eScholar Data Source Templates Document).

This template is now ready to be uploaded through the NSSRS Data Manager.

Please refer to Steps to Processing NSSRS Files which can be found under Resources
on the NSSRS Public Website

(http://www.education.ne.gov/nssrs/).



http://www.education.ne.gov/nssrs/

| NSSRS Desktop Database | Version 11.0 Page 10

Delete Data from Templates

=] STARTPAGE | —5| DELETE TEMPLATE DATA To delete data out of the NSSRS
NEBRASKA STUDENT AND STAFF Desktop Database, click on the
RECORD SYSTEM TEMPLATES wsuscll | Delete Data from Templates
Version a1 : N | button to view the following menu:
DELETE DATA FROM TEMPLATES 1. To delete dat_a, cIick_ on the
button associated with the
STUDENMT ASSESSMEMT FACT - MAI tem p I ate
STUDENT SNAPSHOT sl 2. To delete data from ALL

templates, click on the
Delete Data from All
Templates button

SCHOOL EMROLLMENT PROGRAMS FACT

STUDENT SUMMARY

ATTENDANCE TITLE I PROG
STUDENT GRADES ‘ POST SCHOOL surw\Y Use extreme caution when using
@ the de]ete buttor)s. De]etlng means
SUMMER SCHOOL you will be deleting all information

that you have stored in your

| .
Delete Oata templates. Before deleting any

Templates information in your templates, you
\(D may want to create a back-up copy

of your NSSRS Desktop Database.

Create File for the Nebraska Unique ID System

You can export your student file out of the NSSRS Desktop Database in the format for
uploading into the Nebraska Unique ID System to obtain NDE Student ID’s.

PLEASE NOTE: In order to use this feature, you must have completed your STUDENT
records in the STUDENT template. This includes making sure that each student record
contains the following: Gender, Ethnicity, Date of Birth, Grade and Local ID. A unique
Local ID is important so that the Nebraska Student ID can be imported back to the
student in the STUDENT template correctly.

There will be two options for exporting, 1) Export All Students in the STUDENT file and
2) Export Students without Nebraska Student ID’s only. It is recommended that at the
beginning of the year, you use option number 1 and Export All Students in the
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STUDENT file. When you use this option, it will also update all of these students in the
NDE Unique ID system. If you would use this option at the end of the school year, and
you have students in the student file that have left your district, it will update the records
in the Unique ID system with your district again, even though they have left and went to
another district. It is recommended that you use option 2) when you are adding new
students to your file and do not know their Nebraska Student ID.

==] START PAGE | “2] UNIQ ID_MAIN
NEBRASKA STUDENT UNIQUE IDENTIFIER
(UNIQ-ID) TEMPLATE

Versien 2

bl

From this form, you will be able to create a batch file from your STUDENT template to upload into the Nebraska Student Unique
Identifier (UNIQ-ID) system to obtain or update Nebraska Student ID's. Part 1 will create the export file for upload into the UNIQ-ID
system. Part 2 will import the file back in to the Desktop Database to update your Nebraska State ID's. Please complete Part 1
before completing Part 2.

PART 1: PART 2:

In order to complete Part 1, you wil need to have students in the STUDENT template, Once you upload a file into the Mebraska Unigue ID system, and have
complete with a Local ID. You will need to have a Local ID assigned to each student. downloaded your results, dick on the "Import Nebraska Unigue ID File
The Local ID must be unique for each student. Mo two students may have the same and Update Mebraska State ID's™ button below. This process will insert
Local ID. Also required fields are Gender, Ethnicity and Date of Birth, Once the MNebraska State ID's where appropriate.

student file is ready, dick on the "Browse " button and browse to the folder where you

want to save the file after exported. Mext, dick on the "Export Student File™ or Error when importing: Make sure that you're importing the file that
"Export Students without Nebraska Student ID's Only™ to create a file to upload into you downloaded from the Nebraska Unique ID system. Do not open
the Mebraska Unigue ID system. This system is found in the NDE's Portal and is used to the file in another program before importing into this system. If you
assign or obtain Nebraska Student ID's for all Mebraska students. do open it, make sure that you do not add anything to it (i.e., extra

columns, extra records, etc.)
‘fou have two options for your export: 1) Export ALL students in the STUDENT file.
When you upload this file in the Nebraska Unique ID system, it will update all student
information, such as Grade, School, etc. Itis recommended you use this option at the
beginning of the year. 2) Export only those students that do not have a Nebraska
Student ID assigned yet. Itis recommended you use this option during the year.
Everytime you uplead a file in the Mebraska Unigue ID system, it will update all students
in the file and during the year, you may only want to update those students that have
come into your district after the beginning of the year.

|Find and select where to export the report files. Browse. ..

Export All Students in
the STUDENT File
@l

1. Click the Browse button to select where to save the exported files.

Import Nebraska
Unique ID File and

Export Students
without Nebraska
Student ID's only

Update Nebraska
State ID's \
N

® = o)

2. Click to Export all Students in the STUDENT template (see
recommendation above)

3. Click to Export only students in the STUDENT template that do
not have State ID’s.

4. Click to Import the file that was processed by the Nebraska
Unique ID System
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Transfer Data from One Version to Another
How to Obtain the Current Version of the Desktop Database

Download the Microsoft NSSRS Desktop Database. (See “How to Import the NSSRS
Desktop Database” instructions at the beginning of this document.)

Export Template Files from the Previous Version of the Desktop Database

NEBRASKA STUDENT AND STAFF RECORD .

3] START PAGE
SYSTEM TEMPLATES

NEBRASKA STUDENT AND STAFF RECORD
SYSTEM TEMPLATES

EXPORT TEMPLATE DATA OUT OF ACCESS

NOTE: When exporting out of the NSSAS Deskiop Datshase, the fie wil indude &
Smmder " rom. When uploading ths = fle Nt MS5RS Data Manager, you will need to chedk

Version 8
e bon nexct tn the “browse” bution in “Upinad Fies” fhat ! ulrs'Fle-\lfles withn Zp
e contain headers”

Enter Your District Code [xc-ooad: |53-9593 CllsersismarinDeskingExporTOB
Enter the School Year Date (yyyy-mm-dd):  2012-06-30 [=] = DR TN
Select Snapshot Date:  2011-10-01 =] {ASSEREMENT FACT - NAY

EXPORT ST
Micrasc

ENTER TEMPLATE DATA

s | The file hes been exported successfully arf seved as the fallowing:
| Cé\Lsers\smartin! Desktap! Ex F ontDTR of-5055 STUDENT 3043006084
B.ewv

| STUDENT | E REPORT ASSESSMENT ]

EXPORT ST
Import Data From Prior | -Dl
it

S P rrer—

[E-EET =TT T

| STUDENT SNAPSHOT |

1. Click on the Export Templates button on the old version of the NSSRS Desktop
Database.

2. Click on the Browse button and select where you would like to save the exported
files.

3. Click on the button of the template you would like to export. The system will
export the file as a .csv (comma separated value) file.

4. After exporting is complete you will receive a pop-up window stating where the
template was saved and the name of the file.

The export will name the file and put the file in the appropriate format for importing into
the new version of the NSSRS Desktop Database. Please note the names of the files
and where you saved them so that you can retrieve them when importing into the new
version. These are the same file names that would be used if you were uploading to the
NSSRS File Manager.

IMPORTANT: once you get these files exported, DO NOT open them in any program
before importing them using the current version of the NSSRS
Desktop Database.
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Import Template Files from a Previous Version of the NSSRS

IMPORT DATA FROM A PREVIOUS VERSION
OF THE NSSRS DESKTOP DATABASE

NEBRASKA STUDENT AND STAFF RECORD
SYSTEM TEMPLATES

Version

Version §
¥ | From this form, you will be able to IMPORT files that you have exported out of a
Enter Your District Code (oc000ck [55-5938 previous version of the NSSRS Database. Before importing files into these templates,

miake sure that you have exported all of the following templates out of the previous
Enter the School Year Date (yyyy-mm-ddl:  3013-05-20 =] jorcinn of the NSSRS Ba‘il’fff:‘ xxxxxxxx
Select Snapshot Date: 20121001 || STUDENT; STUDENT SNAPSHOT; SCHOOL ENROLLMENT; STUDENT SUMMARY

ATTENDANCE; STUDENT GRADES; ASSESSMENT FACT (NAT); SPECIAL EDUCATION

ENTER TEMPLATE DATA I EXPORT TEMPLATES I After exporting these files, it is important that you do not open and look at them in
. . another program. If you do open and look at them, make sure that you do not

STUDENT [ REPORT ASSESSMENT l change any of the columns, etc. After exporting, you should use the buttons below
] | COPY [CREATE DATA | to import your files.
STUDEHT. SHAPSHOT [ SPECIAL EDUCATION
: . Import Assessment
Import Student Fact - NAT
SCHOOL ENROLLMENT | PROGRAMS FACT L
) i Import Student Special Education
STUDENT SUMMART - Snapshot Snapshot
ATTENDANCE | TITLE 1 PROGRAMS )
. § Import School
] I Programs Fact
STUDENT GRADES |P0€l SCHOOL SURVEY Enroliment mport ms
STUDENT GRADES - Import Student | ImportTle
s_ni‘k SOHOOL / Summary Attendance pﬁm
[ | Import Student | | 1
ot 2o mp‘::radﬁ Post School Survey jEloes oo

To Import the files you exported in the instructions above, follow the process below:

1. Click on the Import Data from Prior Versions of NSSRS Desktop DB

2. Click on each button to import templates that you exported out of a

previous version of the NSSRS Desktop Database. (See “Export Templates

From A Previous Version Of The NSSRS Desktop Database” in
this document).

Importing Files from NSSRS Data Manager

Download File from NSSRS Data Manager

You may have a need to obtain a file from the Data Manager and want to import it into
the NSSRS Desktop Database. This section contains instructions on how to download

the file from the NSSRS Data Manager.

Login to the NDE Portal

Go to the Student & Staff (NSSRS) red tab

NSSRS Data Manager

Batch Manager

Find batch that has the file you want to download

Click on the magnifying glass under the Actions column

ook wnNE
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7. Next screen — click on the magnifying glass under the Action Column

8. Scroll down on the page to Files — Clean File
9. Click on the View File Contents to the right

10.Find the Green Globe — Click on it — Save file to your computer

Import File to the Desktop Database

INSTRUCTIONS FOR ACCESS 2007 AND ACCESS 2010

CNCER C?

o

i

- Home Create External Da

‘I'j =g S = ]| Text File

77 | V¥ l:f"'-l} flii 4 :
— ## XML File
Saved Access  Excel SharePoint
Impaorts List ;:;ch're T

Import

s ||.=2] START PAGE .

| IMPORT_PREV_V

Databz
oI
>

Save
Expoi

1. Click on External Data
2. Click on Text File

3. Follow the steps below
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Get External Data - Text File

Select the source and destination of the data

Specify the source of the data.

Edename: |c:\Documents and Settngs\smartn iy Dacuments'

Specify how and where you want ifstore the data i the curent database.

) Import the source dafa into a new table in the current database.

1f the specified tebie eftsts, Access vl add the rec]
1o the sourcs data willhot be refiectad i the datab)

[ Link to the data squrce by creating a knked
Access will create a jpble that will mantain a ink to
Hawever, you can i new recards.

cess wil oeate it. Changes made

data that is inked to 2 text fie

(El import Text Wizard

Choose hmvter that separates v
o Ofemicsien  )fommo | () Egece: () Other
[IFirst Row Contains Fiekd Names Text Qualfier

‘opriste defimiter and see how your text i of

cted in the preview below,

E¥ Import Text Wizard E]

Your data seems to be in a 'Delimited Format, I i isnt, choose the Format that more correctly
describes your data,

(%) Delimited - Characters such as comma ar tab separate each field
Fixed Width - Flelds are aligned in columns with spaces between each field

Sample data from file: C:RSTUDENT.TXT.

1["RISTRICT CODE"™, "LOCATION CODE"™, "SCHOOL
rr
re
re

YEAR DATE", "5 J
5-0001","003", "2006-06-30", "555555555"
S—-0001", ®001", "2006-06-30", "EE6666666"

5-0001", , "2006-06-30"

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

I~

a [T T Twelulm]

Al

—
-

E
o
=

1 ced".] I Cancel ]

3 (1)

B Import Text Wizard

That's all the information the wizard ndeds ko import wour data,

Impaort ko Table:

[PISTRICT_COGE [LOCATICH_CODE [BCHOOL_TEAR_DATE [ETUDENT_ID [BOCTAL_SECURITY NUMBER FANILY ND| = STUDENT
E4-0020 po1 009-06-30 B1s52z23744 |
E4-0020 poz poos-0s-30 358617325
b4-0020 poz poos-06-30 k344387855
p4-0020 po1 009-06-30 287440286
E4-0020 po1 po0s-06-30 1791385724
f4-0020 poz koos-06-30 HB62833516
[F i would like a wizard to analyze my table after impkrting the
idata,
| [] pisplay Help after the wizard is finished. \

| O]

rre=— (o ][ <pox | [[het> ] [ & ] [ Advanced. .. ] Cancel < Back Firish

o o & W

Click Browse to navigate to the location of the file that you want to import (the
file you downloaded from the NSSRS Data Manager).

Select Append a copy of the records to the table then select the name of the
table you want to import into. Make sure that before doing so, you have deleted
all previous data in the table

Make sure Delimited is selected in the wizard and select Next
Make sure Comma is selected in Wizard and select Next
Select quotes (“) in the Text Qualifier dropdown

Make sure that First Row Contains Field Names is NOT checked. NOTE: The

field names in the file downloaded from the NSSRS Data Manager are not the
same naming convention as in the NSSRS Desktop Database, so if you include
the field names, the data will not import correctly.

Click on Finish
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INSTRUCTIONS FOR ACCESS 2000/2003

I STAFF SNAPSHOT | lscuoct Ethth’m]

ASSESSMENT FACT
PROGRAMS FACT
ASSESSMENT
RESPONSE [
| TITLE 1 PROGRAMS

STUDENT SUMMARY
ATTENDANCE

=

MENTITEM |

1 2
. o e
i 3 e Wew Irsert Fommat Records Togs Wndww Helb  Adoge POF
] Qpen... o
Get External Dats IS et
Save s | Link Tables
Export...
E | print... Curlep
g Database Properties B0 w
1\..\Complete_Data_warshouse_vB0_Acc... —
E £ CA\Documents and Settings)...\7.1.mdb
3 C:\Documents and Settingsl...|B.0mdb
4. \Complete_Data_Warshouss_v71_Acc... r————

DELETE DATA FROM
TEMPLATES

Import

Documents || =10y
— ) Inetpub
@ e
Desktop ()Program Files
) quarantine
L) swsebup
temp

My Documents | | websxe

-
My Computer

.

Py NeEpark,
Places

Files of bype: | Teut Fies (%, bt csv; * kab;* asc) v

Look n: e Local Disk (C:) @2Q X @
L) Corsoledpplications E] student.tst
_-.b ) Documents and Settingg
My Recent (JFile Download

e\ =

5.

Click on Import

Click on File then Get External Data

Navigate to the location of the file that you want to import.
Change the File of type to text file so that you can find your file.
Select the file to import, then click on the Import button.

Bl Import Text Wizard

‘four data seems to be in a 'Delimited’ Format, If it isn't, choose the format that more correctly
describes your data,

(%) Delimited - Characters such as comma or tab separate each field

Fixed Width - Fields are aligned in columns with spaces between each Field

)

is affected in the preview below,

Choose the delimiter that separates vour Fislds:

\

‘what delimiter separates your fields? Select the appropriate delimiter and see how your text

O Tab ) semicolon ® |Comma () Space () Other:

[ First Row Contains Field Names Text Qualifier:

Sample data from File: C:ISTUDEMT . TxT.

1'D[STRICT CODE", "LOCATION CODE", "SCHOOL YEAR DATET, "3 - | pTETRICT CODE LOCATION CODE BCHOOL YEAR DATE BTUPENT I
[2frs4-0001", "003 ", *2006-06-307, "ES5555555", ,,,, "LY, FOL" batoozo po1 - bo0o-06-30 B1gs22374
[3]59-0001", "001", "2006-06-30", 6666666667, , " g k4{oozo oz £009-06-30 13861732
4fr53-0001", , "2006-06-30", ., s vsrrrrrrrrsrrviorerirrons kadoozo poz £009-06-30 h3paze7as
|| E4-p0zZ0 ool L009-06-30 [5q8744028
|| | E4-p020 po1 p009-06-30 1F9138972
4 \ » 4 ! / / »

(|

Mext = ] [

1
Finish ] [Adga#ed,.. I [ Cancel ] [ < Back [ Mext >I I [ Fanish ]
! I

@

® ©

© x®~NO

Make sure Delimited is selected in the wizard and select Next
Make sure Comma is selected in Wizard and select Next.
Select quotes (*) in the Text Qualifier dropdown

Make sure First Row contains Field Names is NOT checked. NOTE: The field

names in the file downloaded from the NSSRS Data Manager are not the same
naming convention as in the NSSRS Desktop Database, so if you include the
field names, the data will not import correctly.
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) In a Ney Table
(%) In an Egsting Table:

B import Text Wizard

i Wous can store your data in a new Lable or in an existing table.

‘Where woikd you ke to stors your data?

| -

STATE _AGENCY -
STATE_AMNNUAL _DEMOGRAFHIC
STATE_ANNUAL FACTS

STLOENT_COURSE_ATTENDAN

X

B Import Texi Wizard

X

That's all the infarmation the wizard nesds ko import your daka,

Impart bo Table:
STUDENT

|_|[ weould ke a wizard bo gnalyze my table after mporting the
idata.

] isplawy Heldp aifter the wizard is finished,

55-99599 D01 [2006-{STUDENT _COURSE_ENROLLMEP p1 pz/20/20| &
bo-9499 P01 PO0S-{STLDENT_DAILY_ATTENDANCE | b1 B/19/200
po-ggko boz [oos-{STUDENT ENRCULMENT > ps /01/200
=
A0 |
advanced... [(cocet | [ <mak | mea> | [ eown |
Advanced...

!

S

1. Change the selection to In an Existing Table and select the table (template) that
you would like to import the data to. Make sure that before doing this, you have
deleted all previous data in the table.

2. Click on Finish. You will complete these steps for each of the templates you
would like to import.
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Import Students from Nebraska Unique ID System

=T STARTTAGT

Version W

Select Snapshot Date:

SYSTEM TEMPLATES

Enter Your District Code (por-3000c): 239929
Enter the School Year Date (yyyy-mm-dd):

[-]

NEBRASKA STUDENT AND STAFF RECORD

ENTER TEMPLATE DATA

e

l REPORT ASSESSMENT ‘

l STUDENT SNAPSHOT ‘

SPECIAL EDUCATION
SMNAPSHOT

lSCHOOL EMNROLLMENT ‘

l PROGRAMS FACT ‘

STUDENT SUMMARY
ATTENDANCE

l TITLE I PROGRAMS ‘

STUDENT GRADES

STUDENT GRADES -
SUMMER. SCHOOL

POST SCHOOL SURVEY /

l EXIT ACCESS PROGRAM I é

EXPORT TEMPLATES

i

COPY /CREATE DATA

Import Data From Prior
Version of NSSRS
Desktop DB

Import Students From
Unig-ID Batch File

Create School
Enrollment Records

NSSRS UNIQ ID

DELETE DATA FROM
TEMPLATES

1. Click Import Students from
Unig-ID Batch File to import
student from the Nebraska
Unique ID System into the
STUDENT temlate

IMPORTANT: Before importing,
make sure that you have visited
the Nebraska Unique Identifier
System through the NDE portal
and down loaded a file of your
students. Instructions for
downloading a file from the
Nebraska Unique Student ID
System

wnN e

Log into the Nebraska Unique Student ID System through the NDE Portal
Click on Download By Location under the MENU on the left side of the page.
Click the Download button for the school you would like to download. You will

need to do this step for each school (download separate files for each school).
Make the following choices:
Field Delimiter: Comma
Field Qualifier: Leave blank

Date Format: 1ISO Format (YYYY-MM-DD)

Include Header/Footer: Yes

Then click on the Download button.

4. Under the Status column, click on here to download the file.
5. Save to a place (folder or desktop) where you can find the file later to Import into
the NSSRS Desktop Database.

Once you have all your school files saved, you can close the Nebraska Unique Student
ID System and import the files, one at a time, using the Import button. When using this
feature, it will insert students into the STUDENT template for all students who are
currently not in the template, based on the NDE Student ID for the school year
referenced above. Make sure you have the school year selected on the Main Page of

this application.

The following fields will be imported:
STUDENT LAST NAME, STUDENT FIRST NAME, MIDDLE INITIAL, GENDER, DATE
OF BIRTH, GRADE, NEBRASKA STUDENT ID. After importing this file, you will need
to go into the STUDENT template and made any changes/additions/deletions.
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Create School Enrollment Records

=] S TART TAOC

1. Click Create School
Enrollment Records to
create School Enroliment
records for all students in

NEBRASKA STUDENT AND STAFF RECORD

SYSTEM TEMPLATES

Version W

::els:::ct(t“(mk IT - the STUDENT template,
&F ‘ear e LYYYy-mm- " ivi
giving them the
lect hot e .
Select Snapshot Dat [=] Enrollment Code of 100,
— [ S ——— l which is Still Enrolled.
l STUDENT l l REPORT ASSESSMENT l

l COPY /CREATE DATA l

SPECIAL EDUCATION Import Data From Prior
l STUDENT SMAPSHOT l l SNAPSHOT l Version of NSSRS
Desktop DB
ISCHOOL EMROLLMENT l l PROGRAMS FACT l Import Students From

Unig-ID Batch File

STUDENT SUMMARY l

ATTENDANCE l TITLE I PROGRAMS l

Create School
Enrollment Records

STUDENT GRADES POST SCHOOL SURVEY
NSSRS UNIQ ID
STUDENT GRADES -
SUMMER SCHOOL l DELETE DATA FROM l

TEMPLATES
[ EXIT ACCESS PROGRAM l é

The advantage to using this feature is, you can copy your students from the previous
year (use the Copy/Create feature in the NSSRS Desktop Database), then create the
Still Enrolled school enrollment records from the new student file. When using this
feature, it will insert students into the SCHOOL ENROLLMENT template for all students
who are currently in the STUDENT template for the School Year referenced above.
Make sure you have the school year selected on the Main Page of this application. The
insert will not replace students already in the SCHOOL ENROLLMENT template.

The following fields will be inserted from the STUDENT template:

DISTRICT_CODE

LOCATION_CODE

SCHOOL_YEAR_DATE

STUDENT_ID

ENROLLMENT_CODE will be automatically populated with "100" (Still Enrolled)

You will be prompted for the ENROLLMENT_DATE. Remember to enter this date the
ISO Date Format (YYYY-MM-DD). This date will be inserted into each record. After
copying this file, you will need to go into the SCHOOL_ENROLLMENT template and
make necessary changes or additions.



