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NEEIS/EDCATS - A Basic Primer     


Welcome to

NEEIS/EDCATS

A Basic Primer
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INTRODUCTION

What does NEEIS/NEEIS/EDCATS stand for?


NASA Education Evaluation Information System 

Education Computer Aided Tracking System

Reason for NEEIS/EDCATS

NEEIS/EDCATS was developed to meet the requirements of the Government Performance and Results Act of 1993, the National Performance Review,  the NASA Metrics Program, and the  President’s Management Agenda,  in order to demonstrate OUTCOMES of educational performance goals (which are defined in the categories of NASA’s Education Programs  reflecting the unique role of NASA as a Federal Mission Agency and NASA’s agency-wide vision and Strategic Objectives).  


NEEIS/EDCATS results (statistics, ratings, and narrative) are used when NASA testifies on Education before Congressional committees, OMB, etc. and is used to justify our educational programs.  Data not collected in NEEIS/EDCATS is not included in the Agency reports.  If a program’s information/evaluations aren’t being recorded in NEEIS/EDCATS, then you ought to think about whether or not you should even be offering the program.   

NEEIS/EDCATS Beginning

Beta testing for NEEIS/EDCATS began in 1996.  We started with one center and now we have over 900 programs, all the centers, and most Enterprises are using the system and are including more and more NASA education activities each year.

OVERALL QUICK-LOOK

When you Encounter Problems

Any problems, ask your NEEIS/EDCATS POC, or you may need to contact the NEEIS/EDCATS Help Desk – 703-256-2245.  There is a link to Help Desk information located on NEEIS/EDCATS Home Page.  The Help Desk may take your number to call back because they will have the person who actually codes those forms or tables talk to you directly.  

Add a New Program

Go to the Administrative Section on the Staff Home Page and select “Change or Delete an Existing Form or Program” (Add a New Program.) You will have three main tasks.  The first is to enter the title and a short hand version of the title.  Be sure you keep your title under 30 characters long.  Next you will be asked to complete a Program Inventory (see below), and finally you will be asked to select questions for participant feedback and staff forms.  Most of the participant feedback selection is now on line, and you will find instructions along with the forms.  This is very easy to do.  Soon all of the question selection will be on line.  Any questions, please call the HELP Desk.

Program Inventory

All Programs listed in NEEIS/EDCATS must have one – but, do it once and you only need to update it as needed.  You will be prompted to do this each year when you complete your Final Report.

The Program Inventory provides a succinct summary of your program, points of contact, target groups, web pages, etc. which is used by NASA, and is posted on a public web page providing information to potential participants.  (You do have an option not to post your information on the public page).  The link to the Guide to NASA Education Programs, which is the public web site and search engine, can be found on the Staff Home Page.

Data/Feedback Forms

NASA Education Evaluation is based on the use of Standard Questions used across all programs which can be “rolled up” giving NASA wide data.  These are organized into Standard Forms based on the types of participants to make it easier to design the forms you need for your program.  For example, we have forms for: 

K-12 Student

Higher Ed Student

K-12 Teacher

Faculty 

Institutional Participant

Short Participant

Very Short Participant

All participants are now asked to complete a Profile Form which includes all of their personal information and is used to autofill the various Feedback and Follow-up forms that are used.  This is an essential element element of a participant’s records.  

In addition there are also “standard” question forms for Presenter and Staff Reports.  When you have decided what information you wish to capture in your evaluation form, first review the “Standard Forms.”  If the questions in one of the  “standard” forms do not fit your event/activity, you may adda “custom” questions to a standard from, etc.    There are some questions on each specific form that MUST be included (per Headquarters), but most are negotiable.  Talk to your POC about the process of submitting your request for new forms, or changes to forms.  YOU ARE NOT REQUIRED TO USE ALL OF THE QUESTIONS ON THE STANDARD FORMS – JUST SELECT THOSE APPROPRIATE TO YOUR PROGRAM, and if possible, include as many of the questions marked with “*” as make sense for your program.  Check out the Step by Step Longitudinal Forms Handbook for everything you need to know to do this.

Entering Data

When entering data into Staff forms, it is essential that you highlight the proper operation in the “Choose an Operation” box at the top of the page, and then press submit.  You can search for a form, add data, update data, or delete a complete form.  You need a password for access to the staff version of forms.

Participants have their own url – in red below the staff link to their feedback form.  Copy that on hard copy and have them enter it into the location section in their browser so they can complete the questionnaire.  [The red url is NOT AN ACTIVE LINK and the participants can not get to their forms from the NEEIS/EDCATS Program Menu. ]  Once the participants  press submit, they can not get back to their form again.  If they make a mistake, have them begin again and let you know so you can delete the duplicate record.  NEVER GIVE PARTICIPANTS YOUR PASSWORD TO ACCESS FORMS OR ENTER DATA.  PARTICIPANTS SHOULD NEVER COMPLETE STAFF VERSIONS OF THE FORMS AS IT IS A VIOLATION OF THE PRIVACY ACT.

ANNUAL CHORE!  Clear out your cache, and be sure to create new bookmarks in November after the data has been archived!  If not, you may be using old bookmarks so data you “think” you are entering is really going nowhere!  

REPORTS – A QUICK-LOOK

What can NEEIS/EDCATS “do” for you???

You can get all kinds of reports from the data that you and/or your program participants have entered into the system.  (i.e., If you have a Congressional Inquiry concerning the numbers of teachers and students we have reached in a specific State or  Congressional District, you can have that information in less than a minute.)

What types of reports, you ask?  

Individual Profile Report Cards

Summary reports (statistical data)


Comments reports

Information by Congressional District


Ad Hoc reports

Special reports





Data Tables


Rollup Reports

Report Tools – listed on Feedback Forms – Click Report Tools at the top of the staff version of the feedback form

Summary Report-Located in Report Tools (right under the Privacy Act Warning)


A Summary Report will give you all the statistical data gathered for a specific program by question ; i.e., the numbers of teachers who teach 2nd grade or numerical ratings from the questions about the program.

Comments Report-Located in Report Tools (right under the Privacy Act Warning)


A Comments Report will give you all the comments written in the text boxes.  You may request these by each topic/question or all of them on the same report.  The comments are not identified by participant in this report. [You can get that report using the Ad Hoc option.]


You may also choose to have the reports pulled by Congressman/Congressional District.


Be careful!  Don’t request “all comments” as if there are a lot, you may overwhelm your computer memory.  Select one question at a time.

Ad Hoc Reports - Choose specific areas of a form from which you want to gather data and specify sort parameters in different formats (table, tabular, 2-D, 3-D, etc.)  Each “box” includes the file name for every question in the form.  Print out the questionnaire to use as a reference as you build your tables. This is a good way to spot duplicate submissions from participants so you can go back and delete them.  Call the Help Desk to walk you through this if it doesn’t seem clear to you what to do.


Profile Report Cards  


You can access the Individual Profile Cards for your programs by clicking the Icon on the left hand bar – at the bottom – of the Staff Home Page.  These cards carry the complete history for each Participant. 

In the Archives you can select a fiscal year and there are pre-defined reports to use for gathering data about specific programs in the past.  Examples of the individual reports are:  Participant Data, Number of Partnerships and/or Collaborations, Types of K-12 Schools Represented, Participants Ratings of Excellence, etc.  One interesting thing you can find out is that in FY2001 there were 70,739 reports entered into NEEIS/EDCATS, 9,283 of which were from JSC, and of those 2,516 were done by AESP and 4,532 were done by the ERCNs.  This just illustrates the magnitude of this system.  You can also print out the Summary and Comment Reports for each Program.


In the Rollup Reports you can select a specific fiscal year Roll-up Report.  Many of the titles of reports are the same as in the Data Archives, but the data tables are for specific standard questions from final reports, staff forms, and participant feedback forms.  This is where you find the Agency wide Participant Counts in detail which also include participant counts by program duration.  Once you generate the first level table, you can  sort by Details at the bottom of the initial  by Program Title, State, Source Form, etc.  You will find the GIS Map Link here too.


Moving Data to Excel, PowerPoint, etc.  This is pretty easy to do.  There are instructions on the Staff Home Page.  Go the New User Instructions,”Importing NASA Education Evaluation System Data into MS Excel.”  If you need more help, call the Help Desk!  


GIS Data Maps  You can create maps of the participants in your programs by State, Congressional District, and program locations.  Just play around with this to see how it works.  If you use the Zoom/Click enough times, you will finally come to a “Details” bar.  Click that and you will get a data table, or table with the name, address, and location of a program activity.   It is easy to copy/paste the maps you make into Power Point or Word.  Bring up a map, click Print Screen, go to the page in PowerPoint, and click Paste.  Then, using View, find the “crop” button in the Tools, and move that to your tool bar.  With this, you can remove the parts of the screen paste you don’t want to show.  Check out the instructions for more information to use the GIS mapping function.


GIS maps use the data from the Final Reports and staff data, and from participant feedback.

Understanding How Things are Listed in NEEIS/EDCATS (The Layers of menus)

Since NEEIS/EDCATS is used by the entire Agency, it must work for NASA-wide programs as well as Enterprise and Center-unique programs.  

Examples of NASA-wide programs are: 

AESP (Aerospace Education Services Program)

ERC (Educator Resource Centers)

National Engineers Week

NEW (NASA Education Workshops)

TFS (Teaching From Space Program)

GSRP (Graduate Student Researchers Program)

and others.  

Examples of Center-unique programs are: 

DLO (Distance Learning Outpost)

KC-135 Reduced Gravity Student Flights

CAS

MAS
TAS

and others.

The menu on the NEEIS/EDCATS home page is divided by sections.  The following five pages represent each of the five sections in NEEIS/EDCATS.

I.  ADMINISTRATION

	
	Delete Old Programs 
	
	How do I clear my browser cache? 


· Passwords [Only your POC has access to the Password section marked with *]
Login 

*Review List of Existing Users (access restricted to POCs) 

*Request to Add, Delete or Reset Password, or to Change Access 

Change Password 

· Form or Report Requests [Check with your POC about access to these forms]
· New Forms

· Request Standard Form Designated to a Program (Add a New Program)

· Feedback Forms 

·  Pipeline/Longitudinal Request Forms 

·       Guide to Longitudinal Forms 

· Other Standard Forms 

· Customized Feedback Forms 

·  Staff Forms 

· Standard Staff Form 

· Customized Staff Forms 

· Change or Delete an Existing Form or Program 

·  Request New Data Table or Report  

·  Instructions for Submitting a Clipart Logo for Program 

· Hardware/Software Requirements for using the Evaluation System 

· Help Desk E-mail, phone number, etc. 



MOST IMPORTANT area to you of this entire Section!

II.  
	





Goals and Objectives Crosswalk button


To find which forms address the Objectives in each specific NASA Education Goal 


Choose a Goal and click on Generate Report

Participant Criteria Matrix button


Guidelines to find out into what category the participants in your event fit; i.e. Direct Participants, etc., in order for Program Managers to answer questions on the Supplemental and/or Final Reports.  It is very important to use the correct categories in counting and reporting participant numbers.

· Staff Forms 
· Standard Forms (Read Only) 
· Program Inventory Form 

· Program Forms 

· NASA-Wide/Headquarters 

· Center-Unique 

· Enterprise 

· Partnership 

· NASA Agency-Wide Forms 

· Systemic Efforts Log Form 

· Awards Form 
· General Purpose Final/Supplemental Program Report 

· Educator Resource Center Report Forms 

· Curriculum Support Product Evaluation Forms 

· NASA Curriculum Support Product Planning Form 
· Participant User URLs 

Participant URLs are listed with program forms. 

· Archives 

· FY96 Program Archives 

FY2000 Program Archives
· FY97 Program Archives 

FY2001 Program Archives 
· FY98 Program Archives 

FY99 Program Archives 

III.  ROLL UP REPORTS
· FY96 Roll-up Reports 

· FY97 Roll-up Reports 

· FY98 Roll-up Reports 

· FY99 Roll-up Reports 

· FY2000 Roll-up Reports 

· FY2001 Roll-up Reports 

· FY2002 Roll-up Reports
· FY2003 Roll-up Reports
IV.  DOCUMENTS ON-LINE

· NASA NEEIS/EDCATS Participant Criteria Matrix [Very important!  Check these definitions before you complete a Final or Supplemental Report]
(Format: PDF) 
· NASA Education Programs Framework and Evaluation - White Paper 
(Format: MS Word 6.0, 95) 

· NASA's Education Program & Evaluation Framework - Diagram 
(Format: MS Power Point 95) 

· NASA's Education Programs Goals and Objectives (Format: MS Word 6.0, 95) [Print this out as a guide when you are selecting Goals and Objectives for Programs, or for Reports.
· NASA Education Evaluation History 
(Format: MS Powerpoint 95) 

· Helpful Hints for Using NEEIS/EDCATS 
· Selected Papers and Documents 

· Government Performance and Results Act 

· National Geography Standards (Format: MS Word 6.0, 95) 

V.  SELECTED LINKS

· NASA Education Contacts 
· Guide to NASA Education Programs 

· Guide to NASA Curriculum Support Products 

· NASA Education Home Page 

· National Performance Review Home Page 

· National Science Education Standards 

· Professional Standards for Teaching Mathematics 

· State Curriculum Frameworks 

General Information

Netscape vs. Explorer

While I use Explorer all the time, sometimes reports won’t show in Explorer.  If you request a report and a blank page appears, change your browser to Netscape and try again.

Changes

Changes to anything in NEEIS/EDCATS (i.e., password, custom forms, etc.) must go through your NEEIS/EDCATS POC.

Staff Forms

Most of your time will be spent in the Staff Forms area.  Bookmark your program menu page.

Question Marks Along the Way

Click on a Question Mark and you will get additional information or a description of the area.

Supplemental/Final Reports

Each Program must have a Final Report of some sort – either a Supplemental Report for NASA-wide programs or Final Report for Center-unique programs.

When to use a Supplemental Report – complete if your program has multiple sessions, OR your program is part of a NASA-wide program; i.e., a Supplemental Report will be used for NES (NASA Explorer Schools – a NASA-wide program) and also for each CAS session (a Center-unique program with multiple sessions).

When to use a Final Report  – to be used at the end of your program, or at the end of the fiscal year for multi-year programs.  As soon as all of the CAS programs are concluded and Supplemental Reports have been entered, the Final Report should be completed.  If you have no sessions other than the one, such as an individual workshop, then you only complete ONLY the Final Report.

If you are confused, ask your POC. 

Information Concerning Areas of the Individual Forms

Choose a Database Operation

Click on the arrow and choose what you are going to do.  Most of the time it will be Add a Report.  This is an ESSENTIAL STEP.  

If you want a list of everyone who has submitted this form, choose Report Search Using Values 1 AND 2.  If you find duplicate forms, you use the delete form to remove them, and update to fix errors.

You can only delete one form at a time.  If someone deletes forms by mistake, call the Help Desk IMMEDIATELY! We keep all of the data for a month, and so can restore it.  Waste not a minute!

Submit Button

There is a SUBMIT button at the top and at the bottom of each form.  It doesn’t matter which you use.  Clicking the Submit button is an ESSENTIAL STEP.
Program Title

Be sure to click on the appropriate Program Title.  Or, if no choices are listed, type in the proper Program Title, exactly as it is being used.

Choose a Center

Always remember to click on  your Center when asked to choose a Center.  Otherwise, your input gets lumped in with all the other people Agency-wide who forgot to choose a Center AND it’ll be difficult for your POC to locate.

Field Center Program Manager/Coordinator/Mentor/Leader, whatever

When inputting this information, please type in the program leader’s full name, etc.  Or, if you are completing a Staff Form of some sort, and it requests your name, pick a form and stick with it in ALL forms you enter -- Norma Rhoads vs Norma D. Rhoads or Rhoads, Norma.  Don’t switch among all the different ways to write your name.  Reason:  When looking for all reports entered under your name, it is MUCH easier to locate them all.  If you input your name in several different ways, when you do a Search, you will have to request each way you input your name on separate Searches.  It’s just a WHOLE lot easier to stick with one format.

Start and End Dates

These can be tricky.  You must enter the date EXACTLY as it is shown on the form; i.e., February 2nd in 2002 would be entered 02-FEB-2002.

Thank You Message

ONLY shows on participant forms, NOT staff forms.  

When a participant enters an evaluation and they click on SUBMIT, if the form is accepted, a “Thank You Message” will appear.  You’ll know the form has been accepted with no apparent errors if the form pops up again and there’s a Unique ID and Data in the appropriate boxes – or even easier – no Error Message will pop up.

When you enter data into a Staff Form and click on SUBMIT, no “Thank You Message” will appear.  

Additional Helpful Hints

At the End of a Screen (showing on your monitor) Scroll Down, Don’t Tab

When you get to the end of a screen, I can’t emphasize this enough – SCROLL down to the next area, don’t TAB.  If you TAB sometimes weird things happen – like you’ll be taken back to the very beginning of the form.

Problem Areas Noted

IF JAVA Script is enabled on your computer, in some areas, if you have entered something incorrectly, when you tab to go to the next question, a box will pop up and tell you that you have made a mistake.  Once you have entered the data correctly, it will allow you to tab to the next question.  If JAVA Script is not enabled on your computer, you’ll find out you have an error when you click on SUBMIT (when you are finished) and an ERROR message is displayed.

Typing in Small Boxes
When inputting data in the smaller boxes, such as Program Title, Address, etc., you are limited to a specific number of characters, and not necessarily what shows in the box.  If there is an example, follow that exactly.  Don’t exceed what you can see in the box.

Comment Boxes

Limit your comments to the amount of lines you FIRST see.  The comments will text wrap, so no need to hit the Enter key.  The box will, indeed, scroll if you write beyond, but MANY times you will get an ERROR message when you try to submit.  Just be on the safe side – do NOT enable the scroll feature – limit your comments to exactly the amount of lines that can be seen when you begin typing in the box.  What is tricky here is that people change the font size on their browser , and since the computer counts the number of characters in the box, and not what you can “see” it is plenty of room, but in fact, you may have exceeded the character number for that box.  If you are running Java, you will get an error message.  If not, and you get a general error message, this may be the reason.  Try to stay inside the box!

Participants Entering Evaluations

Participants may not enter the website as you do – the way you enter the website requires a user id and password.  NEVER GIVE YOUR PASSWORD TO THE PARTICIANTS!  Give them the red url listed on the Staff Menu for your Program,  telling them to go to it directly.  Remind them to check their information carefully, because once they click submit, they can’t go back and edit the form.  They should tell you if they made an error, and you will need to correct it later from your staff form.

Suggestion:  Immediately following your program run BOTH of these reports, while things are still fresh in your mind.  From the first (Summary) you can find out how the participants rated the program, and from the second (Comments) you can “hear” what the participants have to say about the program.  From these reports you can determine whether or not you need to change different aspects of your program, and…..some of the comments might even give you the right idea about how to change it. 
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