Finding & Starting the Data Entry Form:

Y ou must be logged in as yourself to use this application. Y ou should notice an icon in your “Novell-delivered
Applicationsfor ...” that looks like this:

Open the data form by double-clicking on theicon

Data Entry |

It takes a long time, up to 30 seconds, to send the application over the network, so please be patient and do not
double click more than once.

Entering Data:

Thisiswhat you see when Trimester Data form first opens:
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You can also skip any student’s record or leave any cell blank.

Saving and Quitting the Program

When you are done, you can just click the exit door or the “X” in the upper right hand corner. No need to save.
The datais automatically saved right into the data tool.



Changing Pages

The data entry form first opens to the “Enter Math Data” page. Y ou change pages by single clicking on the tab.

Changing the Assessment L evel

To change the level of the assessment, click on the Change Grade menu and select the appropriate grade. Be
sure to go back to the correct grade when you are done. Y ou can tell which students have been tested off level
because their scores will be highlighted (pink- below level or blue-above level).

Suggestion: Fill in all your on level students first and then go to the off level data.
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