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How to Logout

After users have completed their work in QRPDS, use the “Log Out” link to exit the system.
This is the preferred method to exit the system.

Use the logout link
to exit QRPDS.

Step #1: Go to the upper right hand corner of the screen and click once on the Logout link.

Note: The Logout link is the preferred method to exit the QRPDS. Users are not
encouraged to close the active window as means to leave QRPDS.

If you leave the QRPDS and do not complete any actions, the system will “time out” and
take you out of the system. You will need to reenter QRPDS via the QRPDS Home Page
and your security account.
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How to Use the Help Function

The system includes links on each page to a help document. The purpose of the help document
is to provide users with basic information about data entries to QRPDS screens.

Assumptions

e The help document is one large document with internal hyperlinks for navigation between
the QRPDS application and the help document.

e The help document contains a minimum amount of information and is intended as a limited
“ready reference.”

e Additional information about using the QRPDS can be found on the QRPDS home page.
This page includes links to the WTCS Evaluation Manual, QRPDS Fact Sheet, Frequently
Asked Question document, and the QRPDS User Guide. These documents can be found at
http://systemattic.wtcsystem.edu/grp/default.htm.

e The QRPDS User Guide includes complete information about the use of the QRPDS. Users
are expected to refer to the User Guide or college evaluation coordinator before seeking
assistance from the WTC System Office.

e For additional assistance, please contact Fran Johnson at (608) 266-1840 or send an e-mail to
fran.johnson@wtcsystem.edu.

e To use the help document, click on the hyperlink labeled “Help” in the upper right hand
corner of any QRPDS screen. A screen print of the Help Document is below.

View of the Help Document
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2 HELP - Microsoft Internet Explorer
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SOLUTION SUMMARY |
A golution Surmrnary is 3 collection of solutions for a particular program being offered by a college, Each solution is aimed at improving the result of
a particular indicator, Solution summaries also capture notes on future trends and external factars that may have an impact on the program. Use
the Solution Summary screens to describe potential solutions developed as the result of a problem solving approach to discovering the causes for
low or high performance for selected indicators,
4 Solution Summary represents the second stage in the Quality Review and is a collection of potential solutions for a particular program being
offered by a college. Each solution is aimed at improving the result of a particular indicator. The possible solutions are not necessarily going to be
implemented by a college in their improverment plan, Solution sumrmaries also capture notes on future trends and external factors that may have an
impact on the program.
You can access this screen in the following way:
1. Click the Solution Summary tab from any Program Profie screen.
Click the Gensral tab to enter Future Trends and External Factors. Enter inforration about future trends the college has learned regarding the
future of the labor market, educational practices, economy, or community in general.
Enter text in the external factors box to record information that affects the Quality Review, You can either type directly in the text box or copy
text from other sources. Any copied text will be converted to the default text settings.
Click 8ave to save a draft of the text, This information is retained by the system and will available if you log off the system. The information will
not be available to other users until you click Submit. Once you Subit, the text is retained by the system and cannot be edited in the future.,
Edits or changes may add/append the text.
Click the Solutions tab to capture solutions for this program, Select ane of the indicators from the drop down list, & solution can be attached to a
single indicator. At least one solution needs to be entered and all fields for a solution {caption, indicator, description, rationale) are mandatary.
Enter a caption for the solution. The caption is a label that is used for various reports and cross-referencing within QRPDS. Enter a description for
the solution, Enter a rationals for the solution, Click Add a Solution to create additional solutions, Repest the above process.
Click 8ave to save a draft of the solution summary. This stores the information in the QRPDS database. This is a draft of the information and is not
final. It stores it as a reference to the Indicator and does not change status of the evaluation. Click Submit to save a final version of the Solution
Surmrnary . This action changes the status of the evalustion from Program Profile to Solution. Click Gancel to exit without saving any of the
information caotured or chanoed durina the session, udl
< | &

&) Dore ® Internet
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QRP Scorecard and Reports (COGNOS Reports)

Overview

This second QRPDS reporting function is designed to help users print a variety of statistical
reports to review WTCS Educational Programs and Apprenticeships. The statistical data is used
in conjunction with Quality Reviews or as stand alone reports.

This function is accessed through the QRP home page on the WTC System Office Web site at
http://systemattic.wtcsystem.org/qrp/. COGNOS enterprise data system reporting software is
used to report data for a single college or up to 16 colleges.

The COGNOS software is used to create a formatted and printable PDF file containing all
relevant details about a program evaluation and display it in a user's browser using Acrobat
Reader software. The user can save the PDF file to their computer's file system or print it.

Assumptions

e Access is available for the QRP Scorecard/Reports via the Internet and the QRP home page.

e These reports are protected by the same security system used for the QRPDS web
application. Users must have a security account set up before they can use the reports.

e The QRP Scorecard is a predefined report consisting of state level indicators and optional
college and/or program level indicators.

e The other QRP reports can display data for a single or multiple colleges.

e Information is available on educational programs, apprenticeships, adult basic education,
adult secondary education, developmental/remedial, English As a Second Language (ESL),
general studies, and liberal arts transfer.

e Information is available on State Level, College, and Program Level indicators.

e Reports can be printed using Windows Explorer version 6.0 or later.

e Reports can be saved as a PDF files to a user’s computer for future use.

Note: 1) Use the QRPDS Home Page to access the QRP Scorecard rather than using the
links within the QRP web application. 2) In many cases, it is recommended to save the
report in a PDF file format before printing it. This format provides more flexibility.

User Scope

Administrative Assistant Print the QRP Scorecard or reports for their own college
and other colleges.

Evaluation Coordinator (College) Print the QRP Scorecard or reports for their own college
and other colleges.

Program Contacts (College) Print the QRP Scorecard or reports for their own college
and other colleges.

WTCS Evaluation Staff Print the QRP Scorecard or reports for all colleges.

WTCS System Admin Print the QRP Scorecard or reports for all colleges.

WTCS Education Directors Print the QRP Scorecard or reports for all colleges.
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QRP Home (WTCS System-attic Web Site)
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Certification Quality Review Process
Data Systems

The Quality Review Process is comprised of a model to eval
Policy Guides educational activities and a computerized data collection sy:

Y CQuality Rewview Process Data System (QRPDS). All 16 tech
Grants participate in the evaluation activities on an annual basis.

Use this link for the QRP Scorecard and
Reports. This is the recommended way
to retrieve statistical data from QRPDS.

Instruction QRP Data system (QRPDS)

Student Services + QRPDS Use this link to acce
- Systems. User-id and

eview Process

> Quality Review

Frocess - QRP « Scorecards These are performance reparts for WTCS programs
{including apprenticeship) available in several farmats. User-id and

Business password are reguired.
Intelligence
+ User Guide for QRPDS describes the procedures used to process
information in the computer system (This document is
’\‘mw underconstruction and will be available soon.).
Adoba
Browser File Yiewing QRP Documents &
Q B Internet

MR =
14 start O User.quide.1.0.doc - .., 3 &)L w0iPM

Basic Steps to Print Reports

Step #1: Go to QRP home page.
Step #2: Click on “Scorecards” to access the QRP Scorecard and other reports.

Note: The QRP Home Page is http://systemattic.wtcsystem.org/qrp.
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Step #3: Summary Screen

Cognos Connection - Scorecard - Microsoft Internet Explorer
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b Indicator Bar Graph
b Indicator Trend Chart
b Multiple Year Indicator Bar Graph
b Program Scorecard Radar Chart
B Sinale Program Scorecard Data Table
B Statewide Indicator Summary { First 5 Indicatars)
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January 28, 2005 5:38:35 AM
January 26, 2005 9:03:23 AM
January 21, 2005 2:10:41 PM
January 24, 2005 2:17:49 PM
January 25, 2005 3:54:30 PM
January 28, 2005 1:26:59 PM
January 18, 2005 12:42:00 PM
January 26, 2005 9:12:05 AM
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Step #3: Select one report from the Scorecard and Reports Summary Screen.
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: | Report Viewer - All College Scorecard Table - Microsoft Int #* Micraphore BE7Toals B E”E”z\
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parkerr

m Cognos Connection @ Report Studio

[l§ Report Viewer - All College Scorecard Table

fiscal_year Select an item from each drop down
list. Thisis a filter.

college_natme
*| Lakeshore Technical College

evaluation_type_name
*| Apprenticeship Program Evaluation

indicator_type
*

Select either State or College Level Indicators or both.
Click the Ctrl key-hold down like a Shift key and click
the left mouse key to select.

COLLEGE LEVEL <

Step #5: Click on the
Finish Button when
done.

Select all Deselect all

| Cancel | | | ‘ | | Finish |
one 7 HT ” H erne
CE. - : If the Button is “grayed” out, it =
iy Start O User.quide 1.0.doc - ... ) Report Viewer - All ...

means it is not available. Buttons
with black text are available.

Step #4. Select the appropriate filters.
a. Some reports have more than one filter per screen. Use the Next Button
in the lower left hand corner to advance to the next screen of filters.
Step #5: Select the Finish Button to retrieve the report on screen.
Step #6: (Optional) Click on the PPF file symbol in the upper right hand corner of the
screen. This button will convert the report to a PDF file format. Use the “Save
As” menu selection to save the PDF file to your computer’s hard drive.

Wisconsin Technical College System 94



QRPDS User Guide Version 2.0

Saving the Report as a PDF File

To save the report as a PDF file, click on the PDF file button in the upper right hand corner.

| Report Viewer - Program Scorecard Radar Chart - Microsol | <" Microphone BETools < Handwriting o/ DrawingPad Bl 2

Fil= Edit “iew Favorites  Tools  Help
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[0l Report Viewer - Program Scorecard Radar Chart Return About
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Feor Foma]

RP Scorecard

Milwaukee Area Technical College

31-420-1 MACHINE TOOL OPERATION
Evaluation Type: Educational Program Evaluation Etep #6 Cllck thls button to save
Fiscal Year: 2004

the report as a PDF file.

A
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button to save the
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file.
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¥ f . -
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QRPDS Scorecard & COGNOS Reports Summary

Report Name Filters Chart Format Description
1 All College Scorecard Fiscal Year Tabular Format This chart organizes data for all programs within one college for a specific year for one evaluation type. Reports are available for educational
Table College or CBO Name programs, apprenticeships, adult basic education, adult secondary education, ESL, Developmental/Remedial, General Studies, and Liberal Arts
Evaluation Type Transfer. Filters are available for state, college (or CBO), and/or program indicators. Programs and services are organized in ascending order by
Indicator Type -State program number or non-program number. The chart displays threshold, target, and actual performance data for the indicators.
Program Name & #
2 Al Indicators, All Fiscal Year Tabular Format This chart organizes all indicator data for all evaluation types (educational programs, apprenticeships, adult basic education, adult secondary
Programs in District College or CBO Name education, ESL, Developmental/Remedial, General Studies, and Liberal Arts Transfer) for a specific fiscal year for a college or CBO. Users do not
have an option to choose an evaluation type or indicator type (state, college, and program). Educational programs and services are organized in
ascending order by program number or non program number. The chart displays threshold, target, and actual performance data for the indicators.
3 All Programs, Select Fiscal Year Tabular Format This chart organizes data for all programs within one college for a specific year. Filters are available for state, college, and/or program indicators.
Indicators College or CBO Name Programs are organized in ascending order by program number. The chart displays threshold, target, and actual performance data.
Evaluation Type
Indicator Name-State
4 Indicator Bar Graph Evaluation Type Vertical Bar Graph with a line This chart displays information for all colleges who conduct the identified program. If only 5 colleges conduct the program, data for 5 colleges is
Fiscal Year for target and threshold values. displayed. The data on the chart is limited to one fiscal year, identified indicator, and evaluation type. Hint: Confirm the Program Number before
Indicator Name-State using this report.
Program Name & #
5 Indicator Trend Chart College or CBO Name Line chart with one line for each | This chart displays information for one college and program. The user can select one, two, or indicators for the program. The user can also identify
(Multiple Indicators & Up to 3 Indicators indicator displayed over multiple | multiple years (up to ten years) for the display of data. Note: Each line on the chart represents actual performance.
Multiple Years) Evaluation Type years.
Program Name & #
Multiple Fiscal Years
6 Indicator Trend Chart College or CBO Name Line chart with three lines for This chart shows data information for a specific college and program for a three-year period. The chart shows data for one indicator for 2002, 2003,
(Single Indicator) Indicator the values of thresholds, and 2004. Hint: Confirm the Program Number before using this report.
Evaluation Type targets, and actual
Program Name & # performance.
7 Multiple Year Indicator Indicator Name Vertical Bar Graph The chart shows actual data for a two year period and organizes it for each college. This chart displays information for all colleges who conduct the
Bar Graph Evaluation Type identified program. If only 5 colleges conduct the program, data for 5 colleges is displayed. Hint: Confirm the Program Number before using this
Program Name & # report.
Fiscal Year (s)
8 Program Scorecard Evaluation Type Radar diagram chart This chart displays equalized value indicators at the identified level (state, college, or program). From 10 to 20 indicators can be viewed. Users
Radar Chart Program Name select a set of indicators-state and/or college. Single views of each set are also available by selecting or deselecting a set of indicators. For each
Fiscal Year indicator, the threshold, target, and actual data are displayed.
College or CBO Name
Indicator Type (State or
College/Program)
9 Single Program Evaluation Type Tabular Format This chart organizes data for one program within a college. The report will display data for either state or college level indicators or a combination of
Scorecard Data Table Program Name & # both. Hint: Confirm the Program Number before using this report.
Fiscal Year
Indicators-State/College
10 | Statewide Indicator Fiscal Year Tabular Format The data for all state level indicators for all colleges is displayed in a tabular format. The state indicators are: C200-course completion, C400-

Summary
(Al 10 Indicators)

Program Name & #
Evaluation Type

Special Populations Course Completion, C600- Minority Course Completion, F200- Second Year Retention, F400- Third Year Retention, F600- 3
Year Graduation, F800-5t Year Graduation, 1300- Job Placement-All, 1600-Job Placement-Related, and J500- Non-traditional Gender. The data
includes thresholds, targets, and actual performance.
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Appendix A
QRPDS Security Matrix

Evaluation Coordinator Administrative ~ Program College College Education Evaluation Staff
(Colleges and CBOs) Assistant Contacts Administrator  Visitor Director (WTCS)
Note: Assumes Yes for (Colleges and (WTCS)
all functions. CBOs)
View Current Evaluation List Yes (Own) Yes (Own) Yes (All) -View Yes Yes (Own) Yes (All) Yes (All)
Search Evaluations Yes (All) Yes (All) Yes (All) Yes Yes (All) Yes (All) Yes (All)
Edit & Manage Saved Searches | Yes Yes Yes Yes Yes Yes Yes
Print Evaluations Yes (All) Yes (All) Yes (All) Yes Yes (All) Yes (All) Yes (All)
Assign Users to Security Roles No No Yes No No No Yes
Assign Users to Programs No No Yes No No No Yes
Create Program Profile Yes (Own) Yes (Own) No No No No No
Edit Program Profile Yes (Own) Yes (Own) No No No No No
View Program Profile1 Yes (All) Yes (All) Yes (All) Yes Yes (All) Yes (All) Yes (All)
View Program Enrollment
History Yes Yes Yes Yes
Create Analysis Summary Yes (Own) Yes (Own) No No No No No
Edit Analysis Summary Yes (Own) Yes (Own) No No No No No
View Analysis Summary Yes (All) Yes (All) Yes (All) Yes Yes (All) Yes (All) Yes (All)
Create Improvement Plan Yes (Own) Yes (Own) No No No No No
Edit Improvement Plan Yes (Own) Yes (Own) No No No No No
View Improvement PIan2 Yes (All) Yes (All) Yes (All) Yes Yes (All) Yes (All) Yes (All)
Enter Results Yes (Own) Yes (Own) No No No No No
Edit Best Practices /
Innovations Yes (Own) Yes (Own) No No No No No
View Best Practices /
Innovations Yes (All) Yes (All) Yes (All) Yes Yes (All) Yes (All) Yes (All)
Create Reference Yes Yes No No No No No
Edit References Yes (Own) Yes (Own) No No No No No
View References Yes (All) Yes (All) Yes (All) Yes Yes (All) Yes (All) Yes (All)
Add Comment No No No No Yes (All) Yes (All) Yes (All)
View Comments Yes (All) Yes (All) Yes (All) Yes Yes (All) Yes (All) Yes (All)
Close Evaluation Yes (Own) Yes (Own) No No No Yes Yes (All)
Save (Action) Yes Yes No No No No Yes
Submit (Action) No No No No No No No
View System Generated
Reports 4 reports Yes (Own) Yes (Own) Yes (Own) Yes Yes (Own) Yes (All) Yes (All)
Define State Level Indicators No No No No No Yes Yes (All)
Define College and Program
Level Indicators Yes (Own) Yes (Own) No No No No No
Define Thresholds Targets and
Values for College and Program
Level Indicators Yes (Own) Yes (Own) No No No No No
Override Thresholds and
Targets for State Level
Indicators No No No No No Yes Yes (All)
Notes:
Yes indicates that the function can be carried out by any user participating in that role
Own indicates that user can view/edit data only for his/her college or role (Education Director)
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All indicates that user can view/edit data for all colleges..
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Appendix B
QRPDS Data Elements Summary

QRPDS Component District Required Field(s) Optional Field(s) System Entered
Functionality Data
(Evaluator Role)

Evaluation Create New Evaluation All data from Open

Summary View Open Evaluations evaluations

(Main Page) Navigate to Components

Program Profile

Basic View Text Evaluation Start Year Additional Review Team Program Number
Edit Evaluation Purpose Members Program Name
Save (Draft) Cycle Time Education Director
Submit (Final) Evaluation Coordinator District Name
Close Evaluation Program Contact Approval Date

Review Team Members (1)

Details View Text Program Capacity Program Enrollment
Edit # of Part-time Faculty History
Save (Draft) # of Full-time Faculty
Submit (Final) Curriculum in WIDS/Bank

Program Delivery Method(s)
Program Description
Program Outcomes

Analysis Summar

General Create Analysis Summary Future Trends External Factors
View Text
Edit
Save (Draft)
Submit (Final)
Analysis Summary View Text Caption
Edit Indicator
Save (Draft) Description
Submit (Final) Rationale
Plan View Text Action Item Cost
Edit Solution (Linked to solution) Secondary Person (Multiple)
Save (Draft) Timeframe Start Responsible
Submit (Final) Timeframe End Mark for Deletion
Description Mark Solution Private
Goal
Primary Person Responsible
Results View Text Caption
Enter (Only once) Indicator
Edit (Add a result) Description
Tracking View Chart Tracking Indicator

Select Indicator for Chart

Other
Best Practices Create Best Practices Caption What
and/or Innovations Create Innovations Indicator Why
View Text How
Edit
Save (Draft)
Submit (Final)
References Insert URL link to Referenced Section (of QRPDS) Caption
references to any URL for Reference
component Mark for Deletion
Test URL link
Save
Education Director View Comments from WTC
Comment System Office Education
Director
Scorecard Select Indicator/Chart
View Charts/Reports

Note: Cells with grey shading do not apply to the related QRPDS component.
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Appendix C

Educational Program State Level Indicator Summary

Version 2.0

Exceptions /

Indicator Description Calculation (business terms) Special Cases
C200 | Course Percentage of students in a program | - Retrieves a list of students in previous year for the program - for each A student could be in the program with no
Completion who completed at least 80% of the student, identify the courses they enrolled in and whether they completed | courses take that year and would have a zero
courses they took the previous year. | it - Calculate student course completion = # of courses completed / no. of | course completion. These students should be
courses enrolled - Count # of students where course completion >= 80% | disregarded.
(x) - Calculate Metric = x / #of students enrolled.

C400 | Special Same as all student course Selects unduplicated special population students and count them. A program with no special population students is
Population completion. QRPDS defines special | Proceed as for all students. reported as zero. Some other no special pop
Course population students as single students designation could be created.
Completion parents, displaced homemakers,

nontraditional for gender (NTO),
students with disabilities,
economically disadvantaged,
academically disadvantaged, and
Limited English students.

C600 | Minority Student | Same as all student course Selects unduplicated minority students and proceed as for all students. A program with no minority students is reported
Course completion for students that are as zero. Some other “no students” designation
Completion African American, Asian, Hispanic, could be created.

Pacific Islander, or American Indian.
F200 | Second Year Percentage of first-time students still | Creates a list of first time students in the program two years prior to the All of the first-time-in-a-program cohorts
Retention enrolled or graduated from the most current year. currently do not count as a student the second
program in two years based upon -First-time students are students that have not been enrolled in any time when they show up in a new program in
the most current record for the program in the previous four years. Qualifying Programs are those with years two, three, or four. This is a problem and
program. aid code 10, 20, 20, 31, 32, 50. a process that looks at the program, then the
-Counts the students in the most current year that were on the first time students might overcome this and the second
student list that are still enrolled in the program in the current year. program could capture that student as first time
in that program as well.

F400 | Third Year Percent of first-time students still Creates a list of first time-students in the program three years prior to the

Retention enrolled or graduated from the most current year.
program in three years based upon - First-time students are students that have not been enrolled in any
the most current record for the program in the previous four years. Qualifying Programs are those with
program. aid code in (*10”,720","30","31","32","50")
- Count the students in the most current year that were on the first time
student list that are still enrolled in the program or have graduated from
the program in the current year.
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