Completing The VEWS (Virginia Early Warning System) Pre-high School Upload

You will need computer files from following Web site:  http://www.doe.virginia.gov/support/school_improvement/early_warning_system/index.shtml 
1. VEWS Tool (XLSM)
2. Implementation Guide (PDF)
3. Technical Manual (Word) 

Step-By-Step Instructions For Completing The VEWS Pre-high School Upload:
1. Download the VEWS Tool, the Implementation Guide, and the Technical Manual
2. Work with your school or division technology person to prepare the pre-high school template on pages 18-24 of the technical manual
· Division number
· School number
· State Testing Identifier (STI)
· Final grade English, previous year and 2 years prior
· Final grade mathematics, previous year and 2 years prior
· Total in- and out-of-school suspensions, previous year
3. Submit the tab delimited (.txt) file to VDOE through SSWS using the Early Warning Tool Interface (EWTI) application 
4. Receive email notification when files are ready for pick-up via the SSWS drop-box
5. Retrieve 2 files from the SSWS drop-box as soon as you receive the email notification (files will be deleted after 10 days)
· File 1 -tab delimited (.txt)—pre-high school risk file--appended with “DOE.txt” 
· File 2--comma separated value file (.csv) --student information file--appended with “student information.csv”
6. Set up the VEWS tool (Technical Manual pages 8-14): 
· Open VEWS 

· Enable Macros
· Under “Tool Setup,” complete “School Information”
· Under “Tool Setup,” complete “Tool Settings”
· Under “Tool Setup,” complete “Intervention Settings”
7. Import data from pre-high school files
· Under “Data Inputs,” select “Student Information”
1. Select “Import Data,” and import the .csv file that you received from EWTI
· Under “Data Inputs,” select “Virginia Student Pre-High School Risk Status”
1. Select “Import Data,” and import the .txt file that you received from EWTI
Once you have completed these steps, you will be able to view which students are flagged as at-risk according to the pre-high school index.
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