
Data Entry 

Names and 
MEDMS ID 
numbers appear in 
these two columns.  
This data has been 
entered for sample 
purposes only and 
does not reflect 
real student work. 

 
Finding &  Star ting the Data Entry Form: 
 
You must be logged in as yourself to use this application. You should notice an icon in your “Novell-delivered 
Applications for …” that looks like this:  
 
Open the data form by double-clicking on the icon 

  
 

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.  
 
 
Enter ing Data: 
 
This is what you see when Trimester Data form first opens: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 data is automatically saved right into the data tool. 
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Select the tab 
you want to enter 
your data.  It will 
be yellow. 



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

 
 
 
 
 
 
Changing the Assessment Level 
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.  You 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. 
 
 

Names and MEDMS ID 
numbers appear in these 
two columns.  This data 
has been entered for 
sample purposes only 
and does not reflect real 
student work. 

Notice there is no 
score for Patterns. 
That’s because on the 
3rd grade test, Patterns 
is not assessed.  This 
is the fifth grade view 
for entering data; so 
you may have holes 
when doing an off 
level test.  It will look 
fine when viewing the 
math data, though. 


