NZSSSC Representation Census

Every year the New Zealand Secondary Schools Sports Council (NZSSSC) asks all secondary schools to provide
a Representation Census. These results reflect the national pattern of secondary schools sports representation
and are most important in providing a record of the importance of secondary schools to sport in New Zealand.

Information gathered enables NZSSSC to provide comprehensive data that is vital for the continued support for
secondary school sport. It will also be of interest to you and your Board — all schools will be sent full summaries.

The SportSCID2010 programme will automatically compute information when the user inputs information on
sports, the sports that students participate in, the levels the students compete at, and details of
Coaches/Officials/Managers. Details of the schools will also be included.

To preview the NZSSSC data (Note this is not the file that you will send to NZSSSC but it allows
you to check the information that will be provided)

1 Click on the NZSSSC Report Preview button found on the main menu [top right]. As soon as the
NZSSSC Report Preview button, from the main menu, has been clicked, the red screen will ask the user
to check off the details to ensure that this is the task required. Tick all the boxes and click the Create my
NZSSSC Data button.

NZSSSC Data.

Create my NZ555C Data

Mot ready ko create MZSSSC Data jusk yet

2 In compiling the NZSSSC data sheet the user will see the programme flick over the teams’ list and the
Coaches/Officials/Managers list. This is normal. What the programme is doing is calculating from both of
these sheets. When it has completed its calculations you will get this message:

Microsoft Excel %]

“Weloome tothe vour school's HZ555C Report. Feel free to view all information. Yow cannot change anpthing on thiz sheet az it iz
read-only. To make changes return to the tain Menu'. Uze the 'Student Sports’ for Students and the
‘Coaches/Officicals/Managers Sports’ for Coaches, Managers ar Officials.
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3. Click the O.K button and the preview of your report should be displayed on screen.

WL
‘B Fle Edt View [nsert Format  Tools Dats  Window  Help Type aquestionforhelp  ~ - & X
NEHS SR VRIsRa-F 9 -0 R -slim@E -off
B R R P f_‘J BN 3 H @ﬂ W& Reply with Changes.., End Revisw... !
 Times New Roman -6 < |B J U|IEEE=ES% % » SN EFE| S A

Ad - # Welcome to your New Zealand Secondary Schaools Sports Council Repart.

School Rep 00 g School Officials

Femal Male g ppo o 4 Teacking Suppart Communits Studest

The information above the arrowheads is from data
entered in School Information [Yellow Screen]; the rest
is calculated from data entered

4. The user can either view the information on the screen or print it to view as hard copy. When printing the
document it will fit onto one page, and will print in black and white.

But remember that this is only a preview copy. This is for your information and for you to check that the
data is correct. Although it looks the same as the electronic report that will be sent to NZSSSC it is
NOT the NZSSSC Report. This will be produced easily by clicking the ‘Exporting Data [e.g. NZSSSC
Census] to C:\ Drive’ button [Orange text on Main Menu] and following the ‘NZSSSC Data’ instructions.
[Page 63 below]

When it is time to send the final report to NZSSSC, follow the instructions in Exporting Data, open the report
from Local Disk Drive [C:\], print a hard copy for your Regional Secondary School Sports Director/Development
Officer [RSD/RSDO] and either, e-mail a file attachment to the RSD/RSDO or copy the data on to a disk and send
to RSD/RSDO.

The programme is set-up to ensure the RSD/RSDO and NZSSSC receive a copy only of the numbers
participating in each sport, not the details of the people in the users system. This will allow NZSSSC to quickly
compute the data for the entire country. A full explanation is located in the chapter Exporting Data on page 63.

When finished, return to the main menu.
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Information filled in about yourself (the orange and purple screen) and your school (the yellow screen)
appears toward the bottom of the report here as well. Please check again that this is reported
accurately and completely.
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Importing Data

(The White screen)

Tick the respective boxes for the task you reqguire El

— All boxes must be ticked to continue —— — All boxes must be ticked to continue —

I have read the instructions
r regarding this procedure. I know it
is a different procedure from

1 have read the instructions:
regarding this procedure.

I have set up a worksheet as importing student information.

r prescribed and called the file I have set up an excel work sheet
“import10”, If I'm using MUSAL this [T as prescribed and called the file
has been done automatically for me. “importcmo®.

I have saved a copy and made a
[” back-up copy of the respective
programmes.

I have saved a copy and made a
[ back-up copy of the respective

DrOaranimes.
. r I have saved the file “importcmo™
r I have saved the file "import10 into C:4. It is an excel file.

into C:. It is a .cs¥ file.

I'm ready to import coaches,
r I'm ready to import student managers and officials from C34,
information from C:b,

IUpdate student information Import coachfmarfoffl names

Mok ready ko import student names Mok ready ko import coachfmarfaffl names

Your school should already have a database that records student contact details, DOB etc. As long as this
information can be exported into an MS Excel worksheet, then saved as .csv format (standard feature in excel)
there will be no problems importing it into SportSCID2010.

Note: It is important that the .csv file contains no rows with empty cells within the student set. Check
Columns V & W before importing.

If you are using MUSAC or an import file ‘importl0’, and have a high performance computer you can import
student details on a regular basis throughout the year. This will allow you to update all student details anytime you
like, as often as you like, without you having separately to enter the information.

Notes:

e Both MUSAC Pupil Files and MUSAC Student Manager have a SportSCID2010 button which makes this
process easy for you — see page 50 for importing from MUSAC

e Integris has an export specification available from their help desk (at no cost) that will produce a
spreadsheet very similar to one needed for import into SportSCID2010 — you will have to make only minor
changes.

Please co-ordinate with your IT staff to produce the correct import file to avoid any problems later (i.e. when
creating the NZSSSC Census report).

Before importing student data (such as student contact details) from an outside source into SportSCID2010 the
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data needs to be in a format that SportSCID2010 will recognise. This section is for those not using MUSAC.

A good idea is to practise several times with the ‘SportSCID2010Practice’ training document and using dummy
data before attempting to import student details off actual data.

Importing student data off an information source other than MUSAC

1. Most databases will allow the user to export the data it contains. Ensure that SportSCID2010 can read the
data.

2. Using the export specification provided, or creating your own export specification as per the example
below, create the Excel worksheet for importing into SportSCID2010. Columns in bold must be filled out.

Column Contents should contain:
Reference:
Student First Name, or given name
Student surname, or family name
M or F (not ‘male’/’'female’ or ‘boy’/’girl’ etc)
Leave empty
Date of Birth
Year at School
Form Class
House
Address Line 1
Address Line 2
Address Line 3
Home email address
Phone Number
Emergency Contact Person
Emergency Contact Phone Number
Medical Line 1
Medical Line 2

A O |UOZIr X< ~ZT|o/mMmT O T>

MOE defined ethnic group e.g:

Asian

NZ European or European

NZ Maori

Pacific Islander

Other
S Diabetes* (must be recorded as Y or N -Y if the person is a

diabetic)

T Asthma* (must be recorded as Y or N - Y if the person is a
asthmatic)
Additional Information
Leave Blank [This column is used for MUSAC Student
Manager ##]
Unique Student ID ## [This column is also used for MUSAC
Pupil Files ##]
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Important: If only names and addresses are recorded in the user’s alternative information source (e.g. school database)
the remaining information (DOB, Allergies etc) can be filled in directly into the Excel file or after information has been

imported into SportSCID2010.

Information in Columns A, B, C, F, R, S, T & W are essential and MUST be provided, preferably before importing

Important: Do not put headings at the top of any column. The programme will treat the headings as a person

and put them into the system accordingly.

Use cut and paste to ensure all columns correspond with the list above.

4. Column 'C' must read either 'M' or 'F', not male / female, boy / girl etc. If the data is not recorded in the 'M'

or 'F' format, use Edit, Replace to convert data quickly.

5. Column ‘F’ must be a number - from 1 to 15

6. Column 'S' and 'T' must be recorded as either 'Y' or 'N', not 'Yes"/'No, True'/False' etc. As above, if the

data is not recorded in the "Y' or 'N' format, use Edit, Replace to convert data quickly.

7. Column ‘W’ must contain a number that is unique to each student.

L
24
25
26
27 1
28
29
30
31
32
33
34
35
36
37
38
39
a0
a
a2

43
-
43
46

AT
H 4k M

M N Q P Q R

8441817 Mr & Mrs | Jillian Nor Hayfev er allergy  NZ Maori N
688 8675 MrD A Po Rowena Pottle - 615 6324 (hm) NZ EuropeN
6860434 Mr & Mrs | Karoline F bedwetting NZ Europe N
693 8834 Mr & Mrs |Helen Mackle - 615 9467 (hm) NZ EuropeN
689 8570 Mr & Mrs | Pam McDuff - 686 26 Beesting NZ EuropeN
6860672 Mr & Mrs | Diane Turi slight asthma occasit NZ Europe N
688 2949 Mr & Mrs | Heather McKerchar - 6148775 (I NZ Europe N
843 5060 Mr & Mrs | Tracy Burrows - 438 9710 (hm) NZ EuropeN
689 2256 Mr & Mrs | Elizabeth Brehaut - 688 9399 (h NZ EuropeN

8453174 Mr & Mrs | Pauline Simpson - 686 2910 (hn NZ Maori N
8450608 Mr & Mrs | Margaret Waddington - 614 832 NZ Europe Y
614 7648 Mr & Mrs | Elizabeth Wigley - 689 5865 (hn Asian N
614 7648 Mr & Mrs | Elizabeth Wigley - 6389 5865 (hn Asian N
6155070 Mr & Mrs | Margaret Waddingtc Fainting NZ EuropeN

8433456 Mr & Mrs | Anne Mackay - 680 6626 (hm) Asian N
8365377 MrK & Dr Barbara O'Connell - 686 0914 (h NZ Europe N
684 6920 Mr & Mrs |Kay Langd grommets Hearing ei NZ Europe N

8351270 Mr & Mrs | Clare Engelbrecht - 689 5735 (h NZ Maori N
8352264 Mrand M Karina Rei Controlled NZ Europe N
614 7648 Mr & Mrs | Elizabeth Wigley - 689 5865 (hn NZ Europe N
614 7648 Mr & Mrs | Elizabeth Wigley - 689 5865 (hn NZ Europe N
614 7648 Mr & Mrs | Elizabeth Wigley - 689 5865 (hn NZ Europe N
614 7648 Mr & Mrs | Elizabeth Wigley - 689 5865 (hn NZ Europe N

Q25 7764 Mr and A Karina Rod Cantrallad M7 Eurone Bl

— e — —

import07SHARP -~ ¥

2 Z2Z2 2222222222222 2222222

Z

') W X Z
21800067 2185
35700002 705
35700003 706
35700019 816
35700020 817
35700004 708
35700021 818
21800090 2349
35700008 713
21800077 2249
21800091 2350
35700006 712
35700006 714
35700005 709
21800110 2370
21800112 2372
35700011 770
21800097 2350
21800114 2375
35700006 715
35700006 710
35700006 717
35700006 718

R ! .

8. Check again to ensure that all students have a number in Column W — there must be no blank cells
in Column W in the student record set.

9. Make sure that there are no blank rows. In other words, all rows must have a student with details
as above, no gaps.

10. Save this worksheet as "import10".

11. Convert it to a .csv file by choosing the Save as function and choosing .csv from the format type and
saving on to your Local Disk Drive [C:\].
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Save As @
Save in: “e Local Disk {C1) vl @- | X CuE-
5. My Recent SYALLTE AYG xIrcom
Documents M @importﬂ?
(@ Desktop CCOMPAG E4importa? HGHS
5 cpgapps IIEimportﬂ? gec
=5 E‘Y |icpgs ERlimparta7 WEHS
DEUMENES | oo ps L imparta? Whangarei BHS
e E‘gmputer | Docurnents and Settings IIT‘ﬁimportD?SH
1388 E3]impart07SHARP
‘3 E};cliztwork |2 Inetpub ‘l?‘—_h]importD?VM
M5O Cache ERlimparti7wbhs
(23 My Music B IMPORTO7S
(5 pdfass Exhlimporta7123
[C3)PFS bl spartsi7
|J)Pragram Files
|2 spoolerlags
|0 swsetup
system.sav
(3 WINDOWS
File name: impart0s] w
save askyPel | coy (Comma delimited) v
[ Save ] ’ Cancel ]

Important: Save the file name for your student details as “import10”. The programme has been authorised to
search only for this file name and only on Local Disk Drive [C:\] in this procedure. Once the Excel worksheet
(in .csv format) is ready (importl0) and saved on Local Disk Drive [C:\] make a back-up copy of

SportSCID2010.

Import the file “import10” - for schools not using MUSAC

1. Click Importing Data on the SportSCID2010 main menu. The following screen will appear:

Tick the respective boxes for the task you require

All boxes must be ticked to continue

1 have read the instructions
#egarding this procedure.

I have set up a worksheet as
prescribed and called the file
“import08™. If I'm using MUSAL this

has been done automatically for me.

I have saved a copy and made a
[ back-up copy of the respective
oroarammes,

r I have saved the file “import08™
into C:%, It is a .cs¥ file.

I'm ready to import student
information from C:,

Import student names

All boxes must be ticked to continue

I have read the instructions
regarding this procedure. I know it
is a different procedure from
importing student information.

I have set up an excel work sheet
[ as prescribed and called the file
“importcmo™.

I have saved a copy and made a
[ back-up copy of the respective
programmes.

I have saved the file "importcmo™
into C:. It is an excel file.

I'm ready to import coaches,
managers and officials from C:Y,

Import coachimgrfoffl names

Mot ready to import skudent names

Mot ready to import coachfmgr/offl names

2. All boxes in the left panel must be ticked before continuing.

3. Click on Import student names.

4. If the process was successful a message appears, stating how many names were imported.
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x
1434 students have been imported,

Number of students /,V

(NB: for our example

we have used 1434)

5. Check in Student details that the data has imported correctly. The columns match up with their respective
boxes.

6. When satisfied that the import is correct, Close and Save.

If Column W [Students’ Unique ID numbers] is not complete (i.e. if there are any gaps), you will not have been
able to proceed.

Microsoft Excel

¥ou do not have complete unique ids for your student record set, This procedure will end.

Click OK, click ‘Not ready to import student names’ and you will be returned to ‘importl0’. Please provide ID
numbers in Column W for all students.

If the process was still not successful, another error message will appear:

Microsoft Excel —B _zl

There has been anerror trying toimpark your file. Please closs without sawing and try again Crefer to manual on how o do
this).

Check the following, as these may have caused the problem:

e File is not saved as import10.csv

e ‘importlQ’is not an Excel file, saved in .csv format

e The file is not saved in the Local Disk Drive [C:\]

e You may not have write-access to your Local Disk Drive [C:\]
e The file may be open

e The computer you are using does not have sufficient memory for this function

SportSCID 2010 Manual Part 3 Page 50



Importing Data to SportSCID2010 using the MUSAC system.

NOTE: If you are using MUSAC, and have a high performance computer you can import student details on a
regular basis throughout the year. This will allow you to update all student details anytime you like, as often as
you like, without you having to enter the information in.

Note: Check with your school’s IT person as some MUSAC systems use a combination of vertical and horizontal class names.
If your school does this, then the magic button will not be applicable. You will need to use create a new export design.

A: Instructions for Exporting Data from MUSAC Pupil Files

a. Insert a disk with at least 1.4mb space available into the disk drive.

b. MUSAC has a programme called “Pupil Files”.

c. Open “Pupil Files*

d. Click the Utilities button — the one with the stroke of lightning.

e. Click Extract selected data to disk.

f. The following screen appears. Click the Sportfit button once and a message will say:

“The standard defaults have been set.

You may make certain changes if you wish.

Click on the Sportfit button again to proceed.”
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Important: Save the file name for your student details as “import10”. The programme has
been authorised to search only for this file name and only on Local Disk Drive [C:\] in this
procedure. Once the Excel worksheet (in .csv format) is ready (import10) and saved on

At this stage you can
change any of the
standard defaults that
MUSAC sets, such as the
location that the file will be
saved to. Check file is
‘import10’

Local Disk Drive [C:\] make a back-up copy of SportSCID2010.

Check that it is called ‘import10’; if not change the name to ‘import10’. Save.

g. Click on Sportfit again — the file will be created on the disk drive.
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B: Instructions for Exporting Data from MUSAC Student Manager

a. Open “Student Manager”.

b. Click Utilities.

c. Click Special Exports / Imports.
d. Click SportSCID Export/ Import.
e. Click Export Student Data.

f. The following screen will appear:

NZSSSC Export / Import

New Zealand Secondary School Sports Council Export utility

Step1:

Select the database FROM which
you wish to transfer students

CM/SM [The main datsbase] v

Step 2 :

Select the diive TO which you wish to
write: the: N2555C data file:

Cr—

M
(Z1Backup
(1 embrnps
(3 CMRemote
(2 Config

(1 documents v

Step 3 :

Proceed

g. Choose the database that contains the students, select the drive you want the ‘import10.csv’ file written to
[C:\ drive] and click Proceed. The list on the right will display the names of students as they are written to

the file.

NZSS5C Export J Import

New Zealand Secondary School Sports Council Export utility

Step - Sally, Ammar
Select the database FROM which Mahammed, Ashraful

you wizh to transfer students Shaun, Baster
Leroy, Best

CH/SM (The main database] = Diana, Blskemars
Courtrey, Butows

Hayden, Champion

Step 2 : Sorny. Chong
. ) Rachel, Collett
Select the drive TO which you wish to Jarie, Coulter
write: the NZS55C data file Fiemi, Ellson
Johrny, Zwarts
=k El Jimmp. Zwarts
Jessica, Zwarts
Jamnes, Zyarts
=T smes,
TlBackun Kirsty, Engelbracht
(3 cmbmps
(C3 CMRemate
(Z2 Config
(1 documents »
Step 3 :

Proceed

‘ NZS55E data skport process complete
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