Procedures for Entering Institutional Verification Profiles

Within the Quality Analysis Tool

Introduction

The purpose of this document is to provide you with the procedure on how to enter your institution’s verification parameters within the Quality Analysis Tool software utility. Please note that it is NOT necessary to import data into the tool prior to entering institutional verification information.  

This document provides step-by-step instructions for this process.  The process begins by creating queries in the software that mirror your institution’s verification parameters. Once built, the queries that your school uses to select applicants for verification are established as “edit profiles”. After establishing edit profiles, printing the “Verification Edit Profile Setup Report” will allow you to review your entries and share your profiles with others.  In order to analyze your verification parameters, verification flags must be applied to individual cases after they have been imported into the software through the “verification selection” process.

STEP 1:
Creating Queries that Mirror Verification Parameters

The Tool has the capacity to express logical conditions concerning or relating ISIR fields as queries.


· Within the software select Tools/Query to add queries that capture the logical conditions your school uses when it selects applicants for verification. 

Remember, do not create “prompt at execution queries” for the purpose of establishing your verification profiles. Instead, provide actual values as needed to meet the desired logical conditions. A helpful hint: when conditions are joined with the conjunction “AND” both conditions must be satisfied for a case to be selected. When logical conditions are joined with the conjunction “OR”, either condition being satisfied selects a case.  See the “Tools for Schools” section of the Quality Assurance website for step-by-step instructions on how to construct queries. Guidance on constructing queries is also available from recent conference materials from sessions #12 “Queries: How To Get Started” and #25 “Advanced Queries Design and Usage” available online at (http://edeworkshop.ncspearson.com/qap/QAPsessions.htm).

STEP 2:
How to Incorporate User Database Fields into Queries 

If your school uses non-ISIR information to select cases for institutional verification, an extra step is needed.  To incorporate a user database field into queries, you must first create the relevant user database field in the software.  An example of a user database field would be if you use Satisfactory Academic Progress as part of your institutional parameter and needed to add that information into the tool.  

· Select Tools/Setup/User database within the software to establish the appropriate fields.   See the “User Database” section of the QA Tool Version 2.0 Desk Reference (available at http://www.sfadownload.ed.gov/softqat0203.htm) for more information.

· Name the field and provide a description that explains what information is being used. Once created, the descriptions of user database fields will be available within the query dialog box for use in query creation. Please note that you do NOT need to have actual data in the user database to setup up your verification-based query. You must, of course, import the relevant user database information in order to incorporate non-ISIR based aspects of your verification system into your analysis. 

· Given software limitations, you may not be able to express a few aspects of your verification practice as a Tool query.  For example, queries allow field-to-field comparisons between only two ISIR fields at a time.  Furthermore, field-to-field comparisons are limited to a single ISIR transaction.  If your verification system is triggered by a change in the value of a specific ISIR data element between separate ISIR transactions or involves the comparison of the value of one ISIR field to the result of a numeric operation being performed with second and third ISIR fields, then it will not be possible to build a query that mirrors that specific aspect of your verification process.  If this is the case for your institution: 


1. Create a user database data element setting type to Boolean (i.e., “Yes or No”), and provide a description that describes the logical condition being met; 

2. Create a query using the new user database field (i.e. user database field = True); 

3. Provide a detailed explanation of the logical condition(s) of all such user database “flags” in a separate Word or ASCII text file, named “YourSchoolNameProblems.doc” or “YourSchoolNameProblems.txt” and include this file in your submission to the QA Program contractor.  


This information will help us improve future versions of the Tool.  In order to analyze any such aspects of your institutional verification program within the Tool, create a user database containing this information and import it into the software.

STEP 3:
Build Verification Edit Profiles with Queries 

After you have created queries that mirror all of your verification criteria, you need to build verification edit profiles with Queries. 

· To establish these logical conditions as your verification profiles, go to 
Tools | Setup | Verification Edit Profile.  This dialog box will list all non-prompt at execution queries that you have created or were predefined in the software.  Use the steps below to establish queries as your verification edit profiles within the Verification Edit Profile dialogue box:

1. Press the add button in the query dialogue box to begin creating each verification profile

2. Provide a meaningful code and description in the yellow boxes 

3. Place a check mark next to the query name(s) you want to associate with this profile

4. Press the save button to save the profile in the database

5. Repeat steps 1 through 4 until all your institutional verification practices have been included in a profile.

· You may include multiple queries in a single verification profile.  When multiple queries are included in a single profile, they are combined with the logical conjunction “OR”.  That is, the profile will select cases that meet any of the included queries’ conditions.  As the Tool’s reports analyze institutional verification practices through “profiles,” we recommend that you include a separate verification profile for each query.   However, if you are sure you do not want to examine a particular subset of queries individually, feel free to combine multiple queries in a single profile.  

· In terms of reporting your verification practice to the QA Program contractor, it does not make any difference how you attach queries to profiles as long as you include all the necessary queries somewhere on a profile.

Step 4:

Print Edit Profile Setup Report

After you have included ALL of the queries you established to mirror your institutional verification parameters, print the Verification Edit Profile Setup Report to ensure that all your parameters have been accurately entered into the Tool.  

· Within the software, get into the print dialogue box, either click on the printer icon on the Tool toolbar or select File | Print.  Follow these steps within the print dialogue box:

1. In the report box select Verification Edit Profile Setup Report
2. In the report file destination box select Screen
3. Leave the Verification Edit Code options box blank (selecting all codes)

4. Press the OK button and review report on the screen to ensure that all queries are included and all queries accurately reflect your school’s practice

5. Press the Print button if you would like a paper copy

Step 5:

Set Verification with Verification Selection

You will be able to analyze the verification criteria you enter into the Tool after importing data.  See Activity Guide #3, Assessing Verification Profiles, for step-by-step instructions for such an analysis. Before analysis can begin, however, you will need to apply the verification profiles to set the initial verification selection flag.  If your criteria references user database information, make sure to import these data as well.

· After importing all the necessary information, set the initial verification flag in your database by following these steps: 

1. Select Process | Verification Selection. 

2. In the Verification Selection dialogue box, place a check in the Set Initial Verification Flag? Box

3. Place check marks next to all the verification profiles that are used in your institutional verification practices

4. Press the OK button

This will set the initial verification flag.  Refer to Baltimore conference materials for guidance on analysis sessions #4 “Quality Analysis Tool: How To Get Started,” #11 “QA School Panel Discussion About Data Analysis: QA Tool and Beyond,” and #20 “Quality Analysis Tool: Advanced Analysis Topics” available online at (http://edeworkshop.ncspearson.com/qap/QAPsessions.htm).

