QA Program Workbook Toolkit 1999-2000

Version 1.1 Upgrade Installation Guide

Toolkit 1999-2000 Upgrade Version 1.1


Installing Version 1.1 Upgrade for 

QA Toolkit 1999-2000

IMPORTANT

When installing the upgrade to the QA Toolkit, close all other Windows applications, including e-mail programs and Office Toolbars.  The installation may require multiple re-boots of your system, so you may have to “re-exit” any applications that are launched upon system start-up.

System requirements:

· Windows 98 or better

· 32 megabytes memory or better

· 100 megabytes of free disk space or better

· Pentium 166 mhz or better

· Previously installed 1999-2000 QA Toolkit 

This product is an upgrade to your existing 1999-2000 QA Program Toolkit.  The upgrade will add an enhanced version of the Data Doktor utility to the Toolkit.  This utility will allow you to check your annual measurement sample database for likely keying errors before submitting your data for program-wide analysis.  As an upgrade to existing software, the utility can only be installed on systems that currently have the 1999-2000 Toolkit installed.

Users who are sharing Toolkit across workstations via a local area network may recall that the initial installation process for the 1999-2000 Toolkit was a two-step process.  That is the QA Toolkit Database was created on the network drive and the QA Toolkit application was installed to individual workstations.  This upgrade modifies only the Toolkit application.  The database on the network is not altered by the upgrade installation. Therefore, there are no network specific installation instructions.  Network users should be aware that the upgrade must be carried out on each of the individual workstations that will be using the updated version of the QA Toolkit, and each updated workstation has the capability to overwrite existing Data Doktor reports prepared by another user.    

INSTALLATION INSTRUCTIONS FOR UPGRADE

1)  Download the QAUPgrade.exe file onto your hard drive or network. 

The drive location of the installation program does not effect the installation in anyway.  Simply download the file to a location that you will remember.  Network users may want to download to the network directory that currently holds their software in order to facilitate sharing the upgrade with other users.  This is a large file (25 megabytes).  The download may take a substantial amount of time depending on the speed of your Internet connection.  Once the download is complete, close all other applications and point to the folder containing the QAUPgrade.exe file. 

2)  Double click on the QAUPgrade.Exe icon.  Because the upgrade to the Toolkit requires that specific data drivers be available, the actual installation of the upgrade of the Toolkit may be proceeded by the installation wizard copying the necessary files to your hard drive.  After double clicking the QAUPgrade.exe icon, most users will see the following:
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Upload Instructions: L
1. Please enter the complete path of the desired file in the box below. If you do not knows
the complete path, click on the browse button to find the file's location on your local
machine or network.
Browse.
2. Select a description for the file you wish to upload from the below list
QA Data (file should be named 'QADATA0.ZIPY) j
3. Use the space below to include any comments you would like to share with us
regarding this file
|
|
4. Upload the file to our machine
Please note that this system does nof chack your data for errors; it only sends the data
file to our server. =l
&1 Done = “acullen Tl Bria





If you see the Component Check message above, click the OK button and the necessary files will be copied to your computer.  Depending on the configuration of your system, this process may take several minutes.  The installation screen will be a blank blue during much of this process.  Please be patient and allow the installation to proceed.  Once the MDAC have been installed, your computer must re-boot in order for your system to have the necessary access to these files to allow the installation process to proceed.  Re-start your PC, when prompted, by clicking the OK button (the computer will shut off and restart itself).   

After your system re-starts, the installation utility will re-launch and return you to where you left off.  At this point some (but not all) users will see a second Component Check message:
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If you see the message above, click the OK button and the necessary files will be copied to your hard drive. Your computer must re-boot (again) in order for your system to have the necessary access to these files to allow the installation process to proceed.  Re-start your PC, when prompted, by clicking the OK button.   

If you fail to see either or both of the Component Check messages above during your installation process, do not be concerned.  If you do not see these messages, the necessary files are already on your hard drive and the installation program will reach step “3”.

3)  After adding any necessary system components, the Welcome screen of the installation utility will appear.

[image: image1.png]System Component Check

Selup detects that MDAC [Microsoft Data
Access Components] version must be.
installed [or re-nstallec) on your system,





When you have finished reviewing the information on the Welcome screen, click on the Next button to get to the Destination Directory screen.

4)  The Destination Directory screen allows you to specify the location of the QA Toolkit files.  As this is an upgrade to the existing Toolkit 1999-2000 utility, you must direct the installation program to the drive and folder that contains your current Toolkit 1999-2000 utility.  Network users: These instructions refer to the application running on individual workstations, not the database created and shared on your network. The installation program will display the default location, C:\QATK99.  If your Toolkit is installed in a different directory, use the Browse button to point the installation to that location.
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After confirming the appropriate destination directory, click the Next button. This brings up the Select Program Manager Group screen shown below.
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This screen places the new Version 1.1 icons in the appropriate program manager group.  Confirm the default “QA Toolkit 1999-2000” by clicking the Next button. 

6)  You are now ready to install the upgrade.  If you are unsure of any of the selections you have made on the previous screens, the Ready to Install screen allows you to re-enter your selections by clicking on the Back button.  If you are satisfied that your selections are correct, proceed with the [image: image5.png]Deta Co
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installation by clicking the Next button.
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After clicking Next on the “Ready to Install” screen, the installation utility will transfer the upgrade files to your computer.  After the installation is completed, the following screen will appear:

Click on the Finish button to end the installation session.

8)  Now that the installation is complete, re-start your PC by clicking on the OK button on the following screen.
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9)  After your system has restarted, you can launch QA Toolkit 1999-2000 Version 1.1 as you have in the past.  Both the new and the old icon will launch Version 1.1.  Any shortcuts you may have created will be unaffected by the upgrade process.  The successful installation of the upgrade can be confirmed by the Version 1.1 notation on the software interface and the addition of Data Doktor on the menu bar.
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INSTRUCTIONS FOR USING THE DATA DOKTOR 

The are a number of steps you must take before using the Data Doktor.  First, install the Version 1.1 upgrade to the QA Program Toolkit 1999-2000 as described above. Second, you must be sure that you have completed all of the data entry of your sample information into the NCS QA Program Software for Windows.  The Data Doktor utility will check your qap90.mdb, the AM-4  data file, for likely data entry errors before you submit your data via the QA Program website.

Remember, DO NOT generate your Summary Report prior to running the Data Doktor.  If you find that you need to make any changes to your data, the Summary Report will no longer be accurate.

The Data Doktor utility is now located in the Toolkit on the menu bar.  To begin using the Data Doktor, click on  “Data Doktor” on the menu bar.  
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The top row of the screen will ask you to identify the location of your qap90.mdb file.  The file resides in the folder of the software QAP for Windows (e.g., c:\WINQAP90).  Use the button with the … (ellipsis) to browse for the location of your database; once you have indicated the correct path, click on the OPEN button.

You will be taken to a blank screen with a series of buttons along the left side in the following order:

· Setup Printer

· Set Limits

· Check Data

· Results

· Print Results

· Zip Data

· Close

To run the Data Doktor on your 1999-2000 data, follow the steps below.

1)
Set Limits.  This screen will allow you to set the default limits based on what are reasonable values at your institution.  For example, private schools may want to use (or perhaps increase) the default CoA of $40,000 / year while state universities may want to decrease the value to $15,000/year.  You should set all limits to values that would be extremely unlikely (that is a likely keying error) at your school.  Any case exceeding any of the limits you specify will be flagged by Data Doktor.  
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· If you make changes to any of the values shown on the Set Limits screen, click on Save Warning Values to save your edits;  

· If you decide you do not want to keep the changes you have made, click on Abandon Changes.

· If you want to proceed with checking your data with the limits displayed and saved, click on Close Form to exit the screen.

2)
Check Data.  Click on this button to apply the limits set above to your database.
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Once the program has completed checking your data, it will take you directly to the Results screen.  At the top of the screen, it will display the number of problems found with your data based on the limits you set.  If any of the “problems” displayed reflect an inappropriate limit being applied to your school, return to Step 1, modify, and re-check data. 
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3)
Print Results.  Print out your results by clicking on the Print Results button.  This will take you to a preview screen with several buttons at the top.

From left to right, the buttons perform the following functions:

· zoom to fit

· show at 100%

· zoom to width

· go to first page

· go to previous page

· go to next page

· go to last page

· printer setup

· print

· save  

· load report 

· close screen

Click on the printer icon to send the results to your printer.  If you have difficulty, click on the printer setup icon to ensure that the correct printer was found during the installation process.

4)
Check the cases that exceed limits.  Once you have printed out the results, return to the QA Program Software for Windows and  review all cases for which data elements lying outside the limits specified in Step 1 were flagged.  Review the data in question for accuracy.  Make any needed corrections to your data set.  If the questioned value is indeed correct, you should check the “OK” box when you return to Data Doktor.  Refer to Appendix A for help in interpreting common Data Doktor results.
· If you do make changes, you will need to re-run the Data Doktor again on your new data set, starting from Step 2.

· If you find that your error messages are due to a limit oversight, you should return to the Set Limits screen (Step 1), set new limits, and recheck your data.

· Keep a copy of all of your Data Doktor results and any notes you have made on why the errors are OK.  The QA Team at Pelavin will be performing a similar data quality check on your data and may need to call and ask you about any cases exceeding limits they find.  Having your results on-hand will help expedite the data review process.

5)
Incorporate the corrections within the QA Program for Windows Software.  After making the correction in your QA database, but before returning to the Data Doktor utility, process the data for final validation and print an electronic version of the Summary Report to include in your data submission.  
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To process the data, select “Process” from the menu, and then “Final Validation.”

To print an electronic version of your summary report select “File” from the menu bar and then “Print.”  Refer to Appendix B for common problems with summary report entries.
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Now select Summary Report, multiple, to print to a file and give the file the name Summary.rpt.  For ease in finding the report later, you may wish to place it in the QA Software directory.
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6)
Return to QA Toolkit and print an electronic AM-2.   Choose “Publish” and then “Generate.”
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Select “AM-2a” and “Preview” on the next screen.  Click on the “Preview” button.  Refer to Appendix B for common problems with AM-2a entries.
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Next, click on the icon shaped like a floppy disk to save an electronic version of the AM-2a.
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In the Save Report box, name the file AM-2a and place in the Data99 directory (or other directory you will remember).
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7) Re-Check Data With Data Doktor.  Return to the Data Doktor Screen.  Click on this button to run a check on your database.

· Once the program has completed checking your data, it will take you directly to the Results screen.

· Confirm that any remaining flagged data elements are indeed “OK” by clicking in the OK box.  Note they will change color from red to black.  Also note that you may need to scroll down to reach all “OK” records.

8)
Print Final Results.  Print out your results by clicking on the Print Results button.  This will take you to a print preview screen with several buttons at the top.   

9)
Zip your data file:  Now that you have: 

· reviewed all Data Doktor results;

· made the needed changes in your data;

· processed your data within the QA Program for Windows software; 

· generated electronic versions of your Summary and AM-2a reports; and

· rerun Data Doktor on the revised database!
It is time to prepare a zip file to upload on the QA website.

Click on the Zip Data button.  On the screen check the boxes next to AM-2 and Summary report.  Use the folder icons to point to the Summary and AM-2a reports created on steps 5 and 6.  The QAP90.mdb, results, and limits, file will automatically be included in your zip file if you have not exited the workbook software since running the final check of the data in step 7.  The zip file will be created in the *\Qatk99\Data99 folder.  If you want to save your zip file elsewhere, insert the new path using the folder icon.
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Once all the correct paths are listed, click on the Zip button and your zip file will be created containing all the files checked.

Once the Zip process is complete, click on the Close button to end the use of the Data Doktor program.

10)
Submit your data (qadata90.zip) via the QA Program Website

by August 15, 2000.

SUBMITTING QA DATA THROUGH THE WEB

1)
Connect to the address:

http://www.ed.gov/offices/OSFAP/QAP
(OSFAP and QAP are in upper case)

2)
Connect to the QA Program section through the link “Participant Services” or with the “Submit 1999-2000 Data” button.

3)
Your User Name is: qauser, and your User Password is: qapassword  (all in the lower case).  Use your 6-digit OPE ID as the QA Participation Code.  If you are used to an OPE ID with 8 digits, use the first 6 digits only.

4)
Once logged in, choose the Upload Center.

5)
Use the Browse button to specify the location of the zipped data file you created in Data Doktor of Toolkit 1999-2000 version 1.1, the qadata90.zip file.  (The name is not case-sensitive.)  If you have been using the default when installing the Toolkit, the file should be located in the Toolkit folder, the same location specified in pp. 14-15 of this manual.

6)
If you are submitting the zipped QA data file, choose the QA Data option. Please note that if you have already included the Summary Report and the AM2 report in the qadata90.zip file, you do not need to submit these two report files separately. 

7)
Type in any comments you may have regarding the data.  It would be helpful, for example, to clarify problems that were highlighted by the Data Doktor.

8)
Click on UpLoad. The uploading may take up to several minutes.

9)
Once a file has been successfully uploaded, a confirmation notice will appear.  You can re-submit your data but remember that new files will overwrite your previous submissions.

APPENDIX A

COMMON DATA DOKTOR RESULTS AND WHAT THEY MEAN 

The QA team at PRC strongly suggests that all schools review their Data Doktor results carefully.  It is important that the data submitted for the 1999-2000 data analysis be as accurate as possible, as this data will be used during the transition year as well as in PRC’s data analysis.  It is much easier for institutions to examine and correct their own data prior to submission.

Below we have outlined the most common error messages and what they mean.  Data Doktor flags are tripped when one of the following occur:

· Values that are not logically possible occur in your database 

(i.e., sample values are greater than population values) or;

· Values for a student exceed the default values or the parameters you set up for your institution (cost of attendance, number in household, etc).  

Most flags are a result of data entry errors and can be fixed easily.  Please take the time to go over the reports and correct your data accordingly.  If the software is flagging something that is actually OK (for instance, the true number in a student’s household is 15 and you have verified this), check the OK box and keep supporting documentation in your files.  The data analysis team at PRC may need to call with questions about your data and this will be an important reference to have.

If a lot of students are legitimately exceeding a limit you have set, you should adjust the parameters on the Set Limits screen of the Data Doktor and run the data check again using more appropriate limits for your student population.

Common Data Doktor results generated at the student-level are generally preceded by the SSN of the case that exceeded the value limits in the data element indicated.  All of these results are based on the Limits that you defined within Data Doktor.  The most common results are explained below.

Cost of Attendance (CoA)

These errors are generated by students whose CoA exceeds what is plausible at your institution.  You should check each case and determine why this flag is being triggered.  Fix any errors.

Pell CoA (###) > limit (##)

Campus-Based CoA (###) > limit (##)

Loan CoA (###) > limit (##)

The error below is generated when no CoA for the institution has been entered for the student in your database.  Return to your data and enter this value. 

CoA is undefined

Tax Information

These errors are generated based on the value limits set for each of these items. Student and parent values should not exceed the limits you have set.  When they are, the Data Doktor flag is triggered.  Values that exceed limits should be verified and any needed changes should be made to your data.

Student Worksheet A (###) > limit (##)

Parents Worksheet A (###) > limit (##)

Student Worksheet B (###) > limit (##)

Parents Worksheet B (###) > limit (##)

WS3.Line5 (###) > AGI (###)

Federal Income Tax (###) > limit (##)

Federal Income Tax Paid by Parents (###) > limit (##)

Student Earned Income Credits (###) > limit (##)

EIC for Parent (###) > limit (##)

Student US Taxes Paid (###) > limit (##)

Parents US Taxes Paid (###) > limit (##)

Number in Household/Number in College

The value limits set for number in household and number in college are based on what is common in the general population.  When values exceed the parameters you set, you should verify that these numbers are correct and change them accordingly if they are not.

Student # in Household (###) > limit (##)

Parents # in Household (###) > limit (##)

Student # in College (###) > limit (##)

Parent # in College (###) > limit (##)
Award and Disbursement Information

In general, students who have $0 awarded to them should not have been included in the QA sample.  If you have 5 or more error messages like this for different cases, you should speak with your PAIB representative and re-examine your sampling procedures.  Institutions with an excessive number of cases in their sample with $0 awarded may not be included in the program-wide data analysis.  

$0 Awarded

$0 Disbursed

More than One Loan

Given the borrowing patterns of students today, this is highly unlikely to be truly the case for all 200 plus students in your sample.  Please review your data entry procedures to ensure that multiple loans were in fact entered into the QA Software.  

No case has more than one loan.

Duplicate Entries

The Data Doktor will also flag any name or SSN that occurs more than once in the database.  You should check to be sure that you have not entered someone twice, and remove the case if it is truly a duplicate.

Possible Duplicate Name SSN: xxx and SSN: xxx

Appendix B

SUPPORTING DOCUMENTATION ERRORS

You are also required to submit your AM2 and Summary Report with your data.  Pelavin staff will be reviewing this information.  To expedite the data analysis process, please review these supporting documents and correct any errors before submitting your data.  Below we explain common problems encountered during last year’s data submissions.   

Unduplicated Population Counts

The unduplicated population count is the total population count of students who received a Pell Grant, campus-based award, or subsidized loan, with no student being counted more than once.  This unduplicated count must be greater than or equal to any single aid type population count.  Please check section A of your Summary Report and Part 3 of your AM-2 “Counts in Sampling Frame” to confirm that the information you entered conforms to this logical certainty.  The Pelavin Data Manager will call you if:

Unduplicated population count (##) < PG population count (###)

Unduplicated population count (##) < CB population count (###)

Unduplicated population count (##) < FFEL/DL population count (###)

Sample Counts

By definition, no sample can be larger than the population from which it was drawn. Please check section A of your Summary Report and Part 4 of your AM-2 “Counts in Sampling Frame” to confirm that the information you entered conforms to this logical certainty.  The Pelavin Data Manager will call you if: 

FFEL population count (##) < FFEL sample count (###)

DL population count (##) < DL sample count (###)

CB population count (##) < CB sample count (###)

Pell population count (##) < Pell sample count (###)

Dollar Amount Population Errors

It is also impossible for any sample to have a greater dollar amount than the population dollars it was drawn from.  Please review your AM2 and Summary Reports. The Pelavin Data Manager will call you if: 

FFEL population amount (##) < FFEL sample amount (###)

DL population amount (##) < DL sample amount (###)

CB population amount (##) < CB sample amount (###)

Pell population amount (##) < Pell sample amount (###)

Zero Population Values

Unless your institution does not make awards of given type (e.g. campus-based or pell awards), population counts should not equal 0. The Pelavin Data Manager will call you if:

FFEL population count =0

DL population count =0

CB population count =0

Pell population count =0

FFEL population amount=0

DL population amount =0

CB population amount =0

Pell population amount =0

Similarly, if you participate in any aid program, you should have at least one student drawn into your sample. The Pelavin Data Manager will call you if:

FFEL sample count =0

DL sample count =0

CB sample count =0

Pell sample count =0

FFEL sample amount=0

DL sample amount =0

CB sample amount =0

Pell sample amount =0

Appendix C

IF ALL ELSE FAILS

If you have:

· a large number of errors (more than 10) that you cannot explain and cannot fix, or

· a question on how to use or interpret reports generated by the Data Doktor,

contact the QA data manager, Russel Bruch, at (202).295-6967 or Stephanie Lampron, at (202) 944-5404. 
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