
Col

 
 
 
 
 
 
 
 
 
 
 
 

llege BBoun
U

 

nd/NJ
User’

J GEA
’s Gu

 
 
 
 

AR U
uide 

R

UP Da

Revised Septe

ataba

ember 25, 200

ase  

09 



College Bound/NJ GEAR UP Database User’s Guide  

Introduction 2

Contents 
Introduction ................................................................................................................................................................... 1 
Microsoft Access References ........................................................................................................................................ 1 
Best Practices for Managing the Database ................................................................................................................. 2 

Computer System .......................................................................................................................................................................... 2 
File Management .......................................................................................................................................................................... 2 
Reporting ...................................................................................................................................................................................... 2 
Data Integrity ................................................................................................................................................................................ 2 
Updates ......................................................................................................................................................................................... 3 

Accurate Data ................................................................................................................................................................ 3 
GEAR UP Reporting Requirements ............................................................................................................................ 4 
Menu Outline ................................................................................................................................................................. 5 
Entering Data ................................................................................................................................................................ 6 

Student Information ...................................................................................................................................................................... 7 
Participation .................................................................................................................................................................................. 9 

Student Actions ....................................................................................................................................................................... 10 
A new student enters the program .......................................................................................................................................... 10 
Student temporarily stops attending ....................................................................................................................................... 10 
Student who is inactive returns to the program ...................................................................................................................... 10 
New student never attends ...................................................................................................................................................... 10 
College Bound student becomes GEAR UP ............................................................................................................................ 11 
Student moves to the next grade level ..................................................................................................................................... 11 
Student is retained in the same grade ..................................................................................................................................... 12 
Student leaves the program permanently ................................................................................................................................ 12 
Student graduates from high school and the program ............................................................................................................ 12 
Automatically Add New Participation Records for All Active Students ................................................................................. 13 

School Enrollment Data .............................................................................................................................................................. 19 
Grades/Test Scores ...................................................................................................................................................................... 20 
Course Grades ............................................................................................................................................................................. 21 

Match the Grade Levels with the Participation Record ......................................................................................................... 22 
Batch Course Grade Entry ..................................................................................................................................................... 23 

NJ ASK 8 .................................................................................................................................................................................... 27 
Batch NJ ASK 8 Data Entry.................................................................................................................................................... 27 

HSPA .......................................................................................................................................................................................... 30 
Batch HSPA Data Entry Form ............................................................................................................................................... 30 

PSAT ........................................................................................................................................................................................... 33 
SAT ............................................................................................................................................................................................. 34 
SAT II ......................................................................................................................................................................................... 35 
ACT ............................................................................................................................................................................................ 36 
College Choice and Other Post Graduation Options ................................................................................................................... 37 
Mentor/Counselor Notes ............................................................................................................................................................. 38 
Mentor/Counselor Information ................................................................................................................................................... 39 
Mentor/Counselor Information ................................................................................................................................................... 39 
Medical Information ................................................................................................................................................................... 39 
Student Departure ....................................................................................................................................................................... 40 
Notes ........................................................................................................................................................................................... 41 
GEAR UP Mentor Applicant ...................................................................................................................................................... 42 

Activity Logs ................................................................................................................................................................ 43 
Counseling Activities .................................................................................................................................................................. 44 
Caution on Saving ....................................................................................................................................................................... 45 
Counseling Activity Report ........................................................................................................................................................ 45 
Family/Cultural Events ............................................................................................................................................................... 47 
Field Trips ................................................................................................................................................................................... 48 
Large-Scale Activities ................................................................................................................................................................. 49 
Mentoring Activities ................................................................................................................................................................... 50 



College Bound/NJ GEAR UP Database User’s Guide  

Introduction 3

Academic Year Classes ............................................................................................................................................................... 51 
Summer Classes .......................................................................................................................................................................... 52 
Test Prep ..................................................................................................................................................................................... 54 
Tutoring ...................................................................................................................................................................................... 55 
Workshops .................................................................................................................................................................................. 57 

Informational Reports ................................................................................................................................................ 58 
Ad Hoc Student List .................................................................................................................................................................... 59 
Birthday List ............................................................................................................................................................................... 61 
Student Repeating a Grade .......................................................................................................................................................... 61 
Students and Schools by Grade ................................................................................................................................................... 61 
Students by Ethnicity and Gender ............................................................................................................................................... 62 
Senior Report .............................................................................................................................................................................. 62 
GEAR UP Scholarship Eligible Seniors ..................................................................................................................................... 63 
SAT Report ................................................................................................................................................................................. 63 
PSAT Report ............................................................................................................................................................................... 63 

Mailing Labels ............................................................................................................................................................. 65 
Active Student labels .................................................................................................................................................................. 65 
Mentor labels .............................................................................................................................................................................. 65 
Parent labels ................................................................................................................................................................................ 65 
Parent-Student labels .................................................................................................................................................................. 65 
Parent-Student labels by Grade ................................................................................................................................................... 65 
Alternate Contact Labels ............................................................................................................................................................. 65 

GEAR UP APR ............................................................................................................................................................ 66 
Final Grade of B or Better........................................................................................................................................................... 66 
Advanced Course Enrollment ..................................................................................................................................................... 66 
Enrollment and Completion ........................................................................................................................................................ 67 
Test Scores .................................................................................................................................................................................. 67 
Course Completion by Grade ...................................................................................................................................................... 69 

College Bound/GEAR UP Final Report .................................................................................................................... 70 
Roster Reports ............................................................................................................................................................................. 70 
Course Enrollment and Completion ............................................................................................................................................ 71 
Test Scores .................................................................................................................................................................................. 71 
Other ........................................................................................................................................................................................... 72 

Error Check Reports .................................................................................................................................................. 73 
Missing Test Scores .................................................................................................................................................................... 74 

Students missing HSPA scores ................................................................................................................................................ 74 
Students missing NJ ASK 8 scores .......................................................................................................................................... 74 
Students missing PSAT scores ................................................................................................................................................ 74 
Students missing SAT scores ................................................................................................................................................... 75 

Students missing school enrolled data ........................................................................................................................................ 75 
Students missing high school graduation status .......................................................................................................................... 76 
Students missing course grades ................................................................................................................................................... 76 
Students missing college/post graduation information ............................................................................................................... 77 
Duplicates in the Participation Table .......................................................................................................................................... 77 

Other Errors ................................................................................................................................................................ 79 
Student grade level is zero or blank ............................................................................................................................................ 79 
Gender, Birth date, or Race/Ethnicity is Blank ........................................................................................................................... 79 

Frequently Asked Questions ...................................................................................................................................... 81 
Checklist for College Bound Database ...................................................................................................................... 84 
Secure File Transfer .................................................................................................................................................... 85 
Table Definitions ......................................................................................................................................................... 88 
Index ........................................................................................................................................................................... 102 
 



College Bound/NJ GEAR UP Database User’s Guide  

Introduction 1

Introduction 
 
The Commission on Higher Education (CHE) requires that each program provide this reference manual to all 
staff members who work with the database.   
 
The user guide includes: 
 

• Requirements for an accurate and complete database. 
• Best practices for file management. 
• Explanations of input requirements. 
• Descriptions of data entry forms and reports. 
• Tips on how to correct errors. 
• Frequently Asked Questions. 
• Field definitions for each table.  
• Instructions for submitting the database via secure upload. 

 
If you have a question or problem, email a description of the problem, error messages, and examples of specific 
students when applicable.  
 
Marilyn Coleman 
Marilyn.coleman@che.state.nj.us 
(609) 984-2847 
 
Main GEAR UP /College Bound Line 
(609) 984-2699  
 
 
Microsoft Access References 
 
Online Tutorials  
Microsoft offers online tutorials and training for the Access Database. 
Visit http://office.microsoft.com/ for: 
• Access help and how-to and online training 
•  Online training 

 
Discussion Groups 
Ask questions, share information, or exchange ideas with others, including experts from around the world. 
http://www.microsoft.com/office/community/en-us/default.mspx 
 
Books 
• Access 2003 for Windows Visual QuickStart Guide 
• Microsoft Access 2003 Bible 
• Access 2003 for Dummies 
• Microsoft Office Access 2007 On Demand 
• Access 2007 for Dummies 
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Best Practices for Managing the Database 
 
Computer System 
• We recommend using the Windows XP operating system with service pack 3. Go to Microsoft.com to 

download the latest service pack. 

• Upgrade to Access 2007 if possible. 

• Turn off the “Enable Offline Files” option: From the start menu, open "My Computer." On the menu, click 
Tools -> Folder Options -> Offline Files Tab. 

File Management 
Access files are more stable when used on a single computer and not transported. Using the file on computers 
with different operating systems, security patches, and versions of Access can lead to instability (forms and 
buttons not working, corrupt data, miscellaneous error messages). 

• A password has been installed on your database. Do not remove it. 

• Keep the file on one dedicated computer and access it entirely from that location. 

• Keep the file on a hard drive and do not move it. There are some known issues with Access files stored on 
multi-user servers. 

• Do not keep the working version of the file on a thumb drive. If you wish to keep the backup copy on the 
thumb drive, keep it in a secure location. 

• Limit the number of people that access and enter the data.  

• Create backup copy of the file monthly or after entering a large amount of data. In Access 2007 go to the 
circular “Office” button at the top left. Select Manage -> Back Up Database. Save the file to your archive 
folder.  In older versions of Access, go to the location of the file. Right-click and select “Copy.” Then open 
the archive folder and right click then select “Paste.” Rename the file and include the date in the file name.  

• DO NOT CHANGE OR DELETE the tables, queries, reports, forms or macros that CHE put in the 
database. If you need to make your own objects, make a copy if needed and put your program/school name in 
the name. For example: PCCC-HSPA Retests or NJCU-9th Grade Birthdays.  

• Only use the secure upload website to transfer your database to CHE. We will not accept emailed files. 

Reporting 
The heavy reporting times where your data must be reported are November for the Final Report and March for 
the GEAR UP Annual Report. Be sure to plan your data entry carefully throughout the year to avoid being 
overwhelmed during peak reporting times. 

• Data entry for the school year should close by September 1 of the following school year. 

• Data entry for the summer should close by November 1.  

Data Integrity 
Check the participation records. The form now shows all records at once for each student. Make sure that: 

• The grade levels are sequential with the year. 

• Students are not in the same grade in different years – unless you know they were held back. 

• Students are not in different grade levels in the same year. 

• Students are not switched from GEAR UP to College Bound. 
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• There are a maximum of 2 records per year – one calendar summer and one academic year. 

• The grade level on the participation table matches the grade level on the grade table for the given year. 
Otherwise, students may not be credited for taking and completing grade-level courses. 

Clearly define for your program what makes a student active. Remember that only information for active 
students is analyzed. 
 
Updates 

• Check that your most up-to-date file is sent to CHE. 

• When you upload the database for revisions, do not enter or change anything in your copy until the updated 
version has been returned. 

• Before downloading updated database files, move the latest file into the archive folder and rename it with the 
date incorporated in the new file name. 

• Check that the file that is returned works properly. 

• If anything doesn’t work, alert CHE immediately via email with a description of the problem, error messages, 
and specific student to which the problem applies. 

The database manual and an updated Q & A page are online at www.nj.gov/highereducation/gearup/directors 

 
Accurate Data 
 
CHE collects and analyzes data on College Bound and GEAR UP students in order to comply with federal and 
state reporting requirements.  
 
The database enables programs to track student progress; submit data in a common format; and use the data for 
program improvement and advocacy.  This data must be precise in order to show true program performance. 
Results of analysis of indicators including graduation and college enrollment rates could affect future funding of 
College Bound and GEAR UP programs. 
 
For GEAR UP programs, student eligibility for the NJ GEAR UP scholarship is determined by the participation 
data that you enter. Carefully consider what determines "active" status.  
 
Errors that occur in data entry must be corrected. Remember to make corrections in your database and know 
which version you’re working in so the same errors are not carried over year after year. You will need to make 
corrections if it contains at least one of the errors below.  
 
Read the Frequently Asked Questions Section on page 81 for additional information. 
 
Error Page 

Student names are misspelled. Page 7 

Grade levels on the participation and grade tables don’t match.  Page 22 

There is no indication that 12th-grade students have graduated. Page 76 

There is no indication that any students have taken the SAT. Page 75  

Student is in multiple grades in one academic year or in the same grade in different academic years. Page 77 
Missing gender, ethnicity, or birthday in the Student Information form.  Page 79 
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Menu Outline 
 
The menu outline shows locations of all forms and reports needed for data entry and reporting. 
 

  



College Bound/NJ GEAR UP Database User’s Guide  

Entering Data 6

Entering Data 
 
Data entry forms provide an easy way to input data and automatically fill relevant data in related forms.  The 
“tab” or “enter” keys can be used to move quickly in order between fields.  
 
To reduce input errors, use the Main Data Entry form to input all data instead of entering directly into the tables.  
The social security number and name will to pre-fill on any related forms.  
 
Click [Data Entry] from the main menu. Select Main Data Entry to open the Student Information Form.  All 
other forms can be accessed through the tabs on this form. 
  

 

 
The following pages describe the forms that you will use to enter student data. For details about what is required 
in each field, see the Table Definitions starting on page 84. 
 

Tab Name Page  
Student Information  7 
Participation Data 9 
School Enrollment 19 
Grades/Test Scores 20 
Report Card Data 21 
NJ ASK 8 27 
HSPA 30 
PSAT 33 
SAT 34 
SAT II 35 
ACT 36 
College Choice and Other Post Grad Options  37 
Mentor/Counselor Notes 38 
Mentor/Counselor Information 39 
Medical Information 39 
Student Departure 40 
GEAR UP Mentor Applicant 42 



College Boun

Entering Dat

Student In
 
Enter student
A student sho
 

1. To ad
2. Enter
3. Click

 
Change the s

1. Make
2. Click
3. Click

all ot
Do not contin
automatically
 
Deleting a re
database (par
 

 
Student ID –
have found th
number. 
 
Race/Ethnic
nationalities 
 

nd/NJ GEAR

a 

nformation

t contact, dem
ould only be e

dd a new reco
r data.  
k the [Save] b

spelling of th
e the correcti
k [Save].  
k the [Update
ther correspon
nue until you 
y update on a

cord from the
rticipation, gr

– the use of th
hat it is easier

city – only sel
such as India

R UP Database

n  

mographic, an
entered here o

ord click the [

button when f

he first and/o
ons on the Stu

 Spelling] bu
nding forms. 
have clicked 

all forms and 

e student enro
rades, test sco

his field is opt
r to obtain tes

lect an option
n, Jamaican o

e User’s Guid

nd relevant fam
once. 

[Add] button 

finished.  

or last name:
udent Inform

tton to propag

the update sp
tables.  

ollment form 
ores, etc.) exce

tional. Enter t
st scores and r

n from the dro
or Puerto Rica

de  

mily informat

at the top of 

 
mation form,  

gate the corre

pelling button

will delete al
ept the activit

the id assigne
report cards u

op-down box. 
an. Use the co

tion.  

the form. 

ections to 

n. Changes to

l other related
ty logs. 

ed by the scho
using a studen

 Do not type
ountry of orig

o the social se

d records for 

ool or district
nt id instead o

e categories t
gin field to ind

The Studen
must be co
adding oth
Otherwise,
security nu
populate in
will cause r
inaccurate 

ecurity numbe

this student in

t. Some progr
of a social sec

that are not l
dicate nationa

nt Information 
ompleted befor
er information
, names and so
umbers will not
n related forms
reports to prod
results. 

7

er will 

n the 

rams 
curity 

listed or 
ality. 

Form 
re 
n. 
ocial 
t 
s.  This 
duce 

 



College Bound/NJ GEAR UP Database User’s Guide  

Entering Data 8

The Federal Government uses the following categories are used to define race or ethnicity: 
• American Indian or Alaska Native. A person having origins in any of the original peoples of North, Central, 

and South America and who maintains tribal affiliation or community attachment.  

• Asian: A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian 
subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the 
Philippine Islands, Thailand, and Vietnam. 

• Pacific Islander or Native Hawaiian. A person having origins in any of the original peoples of Hawaii, 
Guam, Samoa, or other Pacific Islands.  

• African American, non Hispanic. A person having origins in any of the black racial groups of Africa and 
does not identify with Hispanic ethnicity. 

• Hispanic, not elsewhere classified. A person of Cuban, Mexican, Puerto Rican, South or Central American, 
or other Spanish/Latino culture or origin, regardless of race.  

• White. A person having origins in any of the original peoples of Europe, the Middle East, or North Africa.  

Contact and Alternate Contact Information – these fields are used to create mailing labels. If Bad Address or 
Bad Alternate address is checked, no label will print for that address. 

Family Information – This section is optional. You do not need to collect financial data or tax forms to 
determine eligibility in the program. For GEAR UP program, you will need to indicate that the student is 
eligible for free or reduced lunch. 
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Student Actions 

 
There are several significant participation actions. This section provides instructions on how to enter and update 
the database according to the following scenarios 
 
A new student enters the program 
For a new student entering College Bound or GEAR UP, complete the following forms: 
 

• Student Information  
• Participation  
• School Enrolled  

Test scores and course grades should be entered as they become available. 
 
Student temporarily stops attending 
If a student stops attending or does not return after completing a session: 
• If an active record was entered in advance for the student for a session, change the Active/Inactive field from 

“A” to “I”. 
 
Student who is inactive returns to the program 
If a student who is inactive returns to the program in a new session: 
• Add a new record for the new session. The student should be listed as a returning student. Update the contact 

information if needed. 
 
New student never attends 
If a new student is entered into the database but never attends, delete his/her record from the Student Information 
Form or check the “No Show” box on the form. 
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College Bound student becomes GEAR UP 
Students may enter the College Bound program and later become GEAR UP participants.  This can happen if a 
middle school student attending a non-GEAR UP target school changes to a GEAR UP target school.   

1. When the new academic year begins, enter a new academic year participation record. Select GEAR UP for 
the program type and mark the student as “New.”  Do not switch students in the summer session. 

2. Update the school-enrolled form with the new school information.  
3. If this change occurs mid-session, update the existing records for the session to reflect the changes 

mentioned above. 
 

Students should never switch from GEAR UP to College Bound. 
 

 
 

Student moves to the next grade level 
If a student advances to the next grade level at the completion of the academic year and returns for the summer 
session: 
  
For students who attended the summer program: 
• Add a new calendar summer record. Keep the same grade level as the most recent academic year session.  
• When the student returns for the next academic year session, add a new academic year record in the 

participation section with the grade level increased. 
 

For students who did not attend the summer program: 
• When the new school year starts, add a new academic year record with the grade level increased.  

 
Do not increase the student’s grade level until the next academic year. For the summer session, select the grade that 
the student has just completed not the grade that the student will enter in the next academic year. 
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Student is retained in the same grade 
If a student did not advance to the next grade level after the academic session: 
• Add a new record for the current session but give the student the same grade level. 
• Add a note stating that the student was held back for your reference. 

 

 
 
Student leaves the program permanently 
If a student is no longer participating in the program for reasons other than graduation and the student’s absence 
seems permanent, complete the Student Departure Tab on the Main Data Entry Form. Do not continue to add 
participation records.  
 
If a student returns: 
• Remove the date from the “Date student left the program” field.   
• Modify the “Explanation for leaving the program” memo field with updated information, such as the date the 

student originally left the program. 
 
Student graduates from high school and the program 
If the student is graduating from the program and is a 12th grader: 
• Create a new record in the College Choice/Post Grad Data form. 
• Enter the college choice name or other choice.  
• Check the “Graduated high school” box if the student graduated high school. 
 
Run the “Senior Report” from the Informational Reports menu to verify your graduating seniors. Run the “Students 
Missing Graduation Status” report from the Error Checks Menu to check if any 12th graders have not been marked 
as graduating high school. 
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Automatically Add New Participation Records for All Active Students 
 
You may perform a batch entry of participation records to save time from searching students individually and 
entering new participation records one-by-one. This process allows you to see all active students from the 
previous session and select which students to add for the new year. 
 
Academic Year Records 

 
1. Click [Data Entry] from the main menu. 

 
2. Click [Add Participation Records-Academic Year]. 
 

 
 

3. Click [Step 1]. This step generates a list of students based on the active students in the previous 
academic year and most recent calendar summer. For example, if you enter 2009 to add students for the 
2008-09 academic year, the list will include active students in the 2007-08 academic year and the 2009 
calendar summer. 

 

 
 

4. A box will pop up to ask if you want to run a make-table query to modify data in your table. Click 
[Yes]. 
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5. A box will pop up stating that the existing table “Student Update Table AY” will be deleted. Click 
[Yes]. 
 

 
 

6. Enter the end of the new academic year.  If this year is 2006-07, enter 2007. Click [OK]. 
 

 
 
 

7. A box will pop up to ask if you want to paste rows into a new table. Click [Yes]. 
 

 
 

8. A form will pop up with records for all students who were active in the previous academic year and the 
most recent calendar summer. 
• Fields will be filled based on information from past sessions. 
• To update the student records, change the fields in the form if needed. 

o Add new participation record (Yes/No) – You must select “Yes” for students to be added to 
the participation table.   

o Active/Inactive (A/I) – The default selection is “A.” You must change the field to “I” if you 
want to add inactive students.  

• Click [Close Form]. 
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If you believe that a student is missing, check the student’s participation records through the Main 
Data Entry form to make sure that all years and grade levels are correct. You will have to manually 
add that student’s record through the main data entry form. 
 

 
 

9. Click [Step 2] 
A form will pop up that is populated with the modified data from Step 1. You may use the step 2 form to 
make changes before completing Step 3. Click [Close Form]. 
 
10. Click [Step 3] 
Step 3 adds all records marked “Yes” to the participation table for new academic year session. A box will 
pop up to ask if you are sure you want to run an append query that will modify data in your table.  Click 
[Yes]. 

 
 

Key Violation Error 
 
If you receive the error message below, one or more of the records you are trying to add already exists with the 
same year, session and grade level. Click [Yes] to run the query anyway. Only non-duplicate records will be 
appended. Access will not tell you which records were not added. You must use the participation form or table 
to verify or correct individual student information.  
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5. A box will pop up to tell you that the existing table Student Update CS will be deleted. Click [Yes]. 

 

 
 

6. Enter the new calendar summer year.  If the academic year that just completed is 2006-07, enter 2007. 
Click [OK]. 

 

 
 

7. Enter the most recent academic year end. If this is 2006-07, enter 2007. Click [OK]. 
 

 
 

8. Enter the previous calendar summer year.  If this year is 2006-07, enter 2006. Click [OK]. 
 

9. Click [Yes] to paste rows. 
 

 
 

10. A form will pop up with records for all students who were active in the previous summer and last 
academic year. 
• To update the student records, update the fields in the form. 

o Add new participation record (Yes/No) – You must select “Yes” for students to be added to 
the participation table.   

o Active/Inactive (A/I) – The default selection is “A.” You must change the field to “I” if you 
want to add inactive students.  

• Click [Close Form]. 
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If you believe that a student is missing, check the student’s participation records through the Main Data 
Entry form to make sure that all years and grade levels are correct. You will have to manually add that 
student’s record through the main data entry form.  

 
11. Click [Step 2] 
A form will pop up that is populated with the modified data from Step 1. You may use the step 2 form to 
make changes before completing Step 3. Click [Close Form]. 
 

 
 
12. Click [Step 3] 
Step 3 adds all records marked “Yes” to the participation table for new academic year session. A box will 
pop up to ask if you are sure you want to run an append query that will modify data in your table.  Click 
[Yes]. 
 

 
 
 
Key Violation Error 
 
If you receive the error message below, one or more of the records you are trying to add already exists with the 
same year, session and grade level. Click [Yes] to run the query anyway. Only non-duplicate records will be 
appended. Access will not tell you which records were not added. You must use the participation form or table 
to verify or correct data.  
 

 



College Boun

Entering Dat

School Enr
 
Enter the sch
one school pe
record. Only 
have to add n
 
The schools l
entries alread
school you w
will show up
spelling, spac
Anthony, Sai
true for PS 4,
 

1. Click
2. To ad
3. Click

 

 

nd/NJ GEAR

a 

rollment D

hool that the s
er year. If a st
add new reco

new record ev

listed in the “
dy in the Scho
wish to select i

 in the drop d
cing, and pun
int Anthony, a
, P.S. 4, and P

k the [School 
dd a new reco
k the [Save] b

R UP Database

Data 

tudent presen
tudent change
ords when the
very year. 

“School Atten
ool Enrolled T
is not listed, t

down box from
nctuation. For 
and St Antho
PS# 4. 

Enrollment]
ord, begin typ
button when f

e User’s Guid

ntly attends. T
es schools mi
e student swit

nding” drop-d
Table.  If no s
type in the sch
m this point o
example, Ac
ny 3 separate

] tab on the M
ping into the b
finished.  

de  

There should b
id-year, updat
tches schools.

down box com
schools are lis
hool name. T

on. Be consist
ccess consider
e schools. The

Main Data Ent
blank row at t

be only 
te the current 
. You do not 

me from 
sted or the 

The school 
tent with 
rs St. 
e same is 

try form.  
the end of thee list. Comple

Make sure
through 1
entered. 
 
Verify the 
Departme
http://ww
directory 

te all fields. 

e students in g
2 have a high s

school district
ent of Educatio
ww.state.nj.us/

19

rades 9 
school 

t at the 
on website: 
/education/

 



College Bound/NJ GEAR UP Database User’s Guide  

Entering Data 20

Grades/Test Scores 
 
Enter students’ report card grades and standardized test scores.  For the PSAT, SAT, SATII, and ACT:  if you 
know the student took the test, but do not have the score, enter the date the test was taken. A check box will be 
added to the record and the student will be counted as having taken the test. 
 
To go to the student grade forms, click [Grade/Test Score Data] on the Student Information Form.  
 

1. Click the button with the test name to enter scores and indicate whether the student has taken the test.  
2. Click [Close Form] to return to the Main Data Entry form. 

 
Form Name Page 
Report Card Data 21 
NJ ASK 8  27 
HSPA  30 
PSAT  33 
SAT  34 
SAT II  35 
ACT  36 
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Match the Grade Levels with the Participation Record 
 
There may be records in the Grade Table where the grade level doesn't match the grade level on the 
Participation Table. To properly credited students with taking grade-level courses these two numbers have to 
match.  
 
Click [Does this Grade Level Match the Participation Table?]. Follow the instructions on the menu to run the 
“Report to Show Unmatched Grade Levels” to show student names, report periods and the mismatched grade 
levels.  
 

1. Check whether the grade on the Participation Table is correct. If not, go to each student's record and 
correct the grade. 

2. Run the report again. If all participation records are correct, go to step 3. 
3. Run the "Query to Fix Unmatched Grades" to update the Grade Table with the grade level on the 

Participation Table for the year entered. The query will force the grade level on the Grade Table to 
match the grade level on the Participation table.  

 
If an error box pops up saying that Access can't update certain record, click "Yes" to ignore. Some records might 
not be automatically updated by the query. These records will have to be fixed manually through the forms or 
tables. Re-run the report to see which records to change.  
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Batch Course Grade Entry 
 
The batch grade entry process will streamline the process of adding course grades. You may enter data by year, 
grade level of students and report period without having to open into individual student records.  
 
From the Main Menu, click [Data Entry], then [Report Card Data] under Batch Data Entry. 
 

 
 
 

1. Click [Yes] to run the make table query. 

 
 

2. Click [Yes] to delete the existing “Batch Grade Update Table.” 

 
 

3. Enter the four-digit academic year end and click [OK].  
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4. Enter the grade level and click [OK]. You may only enter one grade level at a time. 

 
 

5. Enter the report period and click [OK]. Type in 1st, 2nd, 3rd, 4th, 5th, Fall Final, Spring Final or Final. 
You may only enter one report period at a time. 

 
 

6. Click [Yes] to add rows to a new table. 

 
 

7. The grade form will open with the active students in the year and grade entered. The students are listed 
in alphabetical order by last name.  

a. Search by the student’s last name or use the scroll bar to find the desired record. 
b. Enter the number of absences if available. 
c. Select the courses, levels, and course grades. 
d. Click the [Add Records to Grade Table] button. Click [OK]. 
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8. Click [OK] to add records to the Grade table. 
 

 
 

Key Violations Error 
 
You will receive the error message below if one or more of the records you are trying to add already exist 
with the same year, report period and grade level.  Click [Yes] to run the query anyway. Only non-duplicate 
records will be appended. Access will not tell you which records were not added.  You will have to check 
the records individually through the Course Grades form or through the Grades table. 
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NJ ASK 8 
 
Enter test results for the New Jersey Assessment of Skills and Knowledge 8 Test.   
 

1. From the Main Data Entry Form, Click the Grades/Test Scores Tab. 

2. Click [NJ ASK 8] to enter test scores.  

3. To add a new record click the [Add] button at the top of the form.   

4. Enter test scores. 

5. Click the [Save] button when finished.  

6. Click [Close Form] to return to the Grades/Test Scores tab. 

 
NJ ASK 8 Proficiency Level– When you enter scores into the NJ ASK 8 form and click [Close], a query will 
run that will calculate the proficiency level field and add  it to the NJ ASK 8 table.  The next time the form is 
opened, the proficiency level will be filled in. 

 

 
 
Batch NJ ASK 8 Data Entry 
 
The batch data entry form will allow you to enter test scores for multiple students without going into individual 
records. The batch NJ ASK 8 score entry process can only be done once per year. Otherwise, you will receive an 
error. We strongly suggest that you use this feature when you have a significant number of test scores to enter at 
once. Otherwise, go into the individual student records and enter individual scores through the Main Data Entry 
Form. 
 

1. From the Main Menu, click [Data Entry], then under Batch Data Entry, Click [NJ ASK 8 Scores]. 
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2. Enter the academic year end. Click [OK]. 

 
 

3. When you receive a message saying how many rows to paste into the table, Click [Yes]. 
 

 
4. The batch entry form will open with all of the active 8th graders for the year entered. The students will 

be listed in alphabetical order by last name. You may scroll using the side bar or click [Find Last 
Name] to search for specific students. 
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5. Enter the NJ ASK 8 scores.  When finished entering scores, click [Add Scores to NJ ASK 8 Table]. 

 
6. Click [Yes] to run the append query. 

 
 

Key Violation Error 
 
You will receive the error message below if one or more of the records you are trying to add already exist 
with the same year and social security number.  Click [Yes] to run the query anyway. Only non-duplicate 
records will be appended. Access will not tell you which records were not added.  You will have to check 
the NJ ASK 8 table to review records. 
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HSPA 
 
Enter test results for students who take the High School Proficiency Assessment.  The results are reported for 
Language Arts, Mathematics and Science. The student can have multiple records, but the date the test was taken 
must be unique.  
 
HSPA Proficiency Level– When you enter scores into the HSPA form and click [Close], a query will run that will 
calculate and the proficiency level field in the HSPA Table (partial proficiency, proficient, advanced proficiency).  
The next time the form is opened, the proficiency level will be filled in. 
 

1. From the Main Data Entry Form, Click the Grades/Test Scores Tab. 

2. Click [HPSA].  

3. To add a new record click the [Add] button at the top of the form.   

4. Enter test scores. 

5. Click the [Save] button when finished.  

6. Click [Close Form] to return to the Grades/Test Scores form. 

 

 
 
Batch HSPA Data Entry Form 
 
The batch data entry form will allow you to enter test scores for multiple students without going into individual 
student records. The batch HSPA score entry process can only be done once per year. Otherwise, you will 
receive and error. We strongly suggest that you use this feature when you have a significant number of test 
scores to enter at once. Otherwise, go into the individual student records and enter scores through the Main Data 
Entry Form. 
 

1. From the Main Menu, click [Data Entry], then [HSPA Scores] under batch data entry. 
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2. Enter the academic year end. Click [OK]. 

 
3. Click [Yes]. 

 
 
The batch entry form will pop up with all of the active 11th-graders for the year entered. The students will be 
listed in alphabetical order by last name. You may scroll using the side bar or click [Find Last Name] to search 
for specific students. 

 
 

4. Enter the HSPA scores.  When finished entering all scores, click [Add scores to HSPA Table]. 
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5. Click [Yes]. 

 
 

Key Violation Error 
 
You will receive the error message below if one or more of the records you are trying to add already exist 
with the same year and social security number.  Click [Yes] to run the query anyway. Only non-duplicate 
records will be appended. Access will not tell you which records were not added.  You will have to check 
the HSPA table to review records. 
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SAT  
 
Enter scores for the SAT Reasoning Test.  Scores are reported for Critical Reading, Math, and Writing. The 
students can have multiple records in this section, but there can only be one entry per date. 
 
If you know the student took the test, but do not have the score, enter the date the test was taken. A check box 
will be added to the record and the student will be counted as having taken the test. 
 

1. From the Main Data Entry Form, Click the Grades/Test Scores Tab. 

2. Click [SAT].  

3. To add a new record, begin typing the date the test was taken in the last empty row. Enter test scores if 
available. 

4. Click the [Save] button when finished.  

5. Click [Close Form] to return to the Grades/Test Scores tab. 
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SAT II  
 
Enter test results for students who take the SAT II subject tests. The student can have multiple records in this 
section, but there can only be one entry per date. 
 
If you know the student took the test, but do not have the score, enter the date the test was taken. A check box 
will be added to the record and the student will be counted as having taken the test. 
 

1. From the Main Data Entry Form, Click the Grades/Test Scores Tab. 

2. Click [SAT II].  

3. To add a new record click the [Add] button at the top of the form.   

4. Enter the date the test was taken. 

5. Enter the test scores if available. 

6. Click the [Save] button when finished.  

7. Click [Close Form] to return to the Grades/Test Scores tab. 
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ACT  
 
Enter test results for students who take the ACT.  The student can have multiple records in this section, but there 
can only be one entry per date. 
 
If you know the student took the test, but do not have the score, enter the date the test was taken. A check box 
will be added to the record and the student will be counted as having taken the test. The composite average score 
includes English, Math, Reading, and Science scores. All four values must be entered for the average to 
calculate.  
 

1. From the Main Data Entry Form, Click the Grades/Test Scores Tab. 

2. Click [ACT].  

3. To add a new record, begin typing the date the test was taken in the last empty row. Enter test scores if 
available. 

4. Click the [Save] button when finished.  

5. Click [Close Form] to return to the Grades/Test Scores tab. 
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Mentor/Counselor Notes 
 
Record the dates and meeting notes between the mentors/counselors and the students.  It was developed 
primarily for NJ GEAR UP but College Bound programs can use this section as well. The student can have 
multiple records in this section.   
 

1. Click the [Mentor/Counselor Data] tab on the Main Data Entry Form.  

2. To add a new record click the [Add] button at the top of the form.   

3. Enter data. 

4. Click the [Save] button when finished.  
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Mentor/Counselor Information  
 
Record the mentor/counselor data.  All contact information for this staff position should be input here. Each 
mentor/counselor should only have one record. 
 

1. From the Main Menu, Click [Mentor Information] -> [Mentor Information]. 
2. Enter data. 
3. If a mentor/counselor leaves the program, his or her record should be made inactive by selecting “Y” in 

the Active/Inactive field.   
4. Click [Save]. 

 

 
Medical Information 
 
This is an optional form that is provided for the program staff to record students’ insurance, medical and 
emergency contact information. There should only be one record per student.  
 

1. Click the [Medical Information] tab on the Main Data Entry form.  

2. Enter medical information.  

3. Click [Save].  

 
The emergency contact, medical problems, and allergies information is used for the Ad Hoc Student List. 
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Student Departure 
 
This form has moved from the main student information form. Only complete this section if a student leaves the 
program permanently. If you believe the student will return at a later date do not fill out this section. Instead, 
make his/her participation record inactive until they return.  
 
Completing this form will not lock other data entry forms. 
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Notes  
 
Use the notes form for any general or program information useful for maintaining student records. CHE does not 
use this information for analysis. You may add multiple notes for each student. The date field automatically 
shows the current date, but can be edited. 
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GEAR UP Mentor Applicant  
 
This form records data from GEAR UP mentor applicants. 
  

1. From the Main Menu, Click [Mentor Information], then [GEAR UP Mentor Applicants]. 
2. Enter mentor applicant data.  
3. Click [Close Form] to return to the Student Data Menu. 
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Each form will be described on the following pages. Counseling will be used to as an example to show the 
process for entry and viewing Activity Reports. All other categories are similar unless otherwise noted. 

 
Counseling Activities 
 

 
 

1. Select a Counseling Session Type from the drop-down box. The choices are: 
• Admissions Presentation 
• EOF Presentation 
• College Information Session 
• Created New PEP 

• Updated PEP 
• Counseling Session 
• Other (type in box) 

 
2. Enter the location or other description of the activity. 
3. Enter the four-digit academic year end. 
4. Select the activity length in hours. 
5. Enter the session type (calendar summer or academic year ending). 
6. Enter the date. 
7. Select College Bound, GEAR UP or both for the program type. 
8. Enter the number of additional GEAR UP students, if any. 
9. Select all grade levels that apply. 
10. Click [OK]. 

A form listing student who meet the criteria entered will pop up.  
1. The session type, location/descriptions, date, length and number of additional students can be edited 

here before they are added to the table. 
2. Click the box next to the student(s) and/or parent(s) who attended the activity. 
3. Click [Save]. 
4. Click [Save to Activity Table]. 

The information will be saved into the Activity Table-Counseling. 
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Family/Cultural Events 
 

 
 

1. Select a Family/Cultural Event type from the drop-down box. The choices are: 
• Award Ceremony 
• Cultural Field Trip 

• Other (type in box) 

 
2. Enter the location or other description of the activity. 
3. Enter the four-digit academic year end. 
4. Select the activity length in hours. 
5. Enter the session type (calendar summer or academic year ending). 
6. Enter the date. 
7. Select College Bound, GEAR UP or both for the program type. 
8. Enter the number of additional GEAR UP students, if any. 
9. Select all grade levels that apply. 
10. Click [OK]. 

A form listing student who meet the criteria entered will pop up.  
1. The event type, location/description, date, length and number of additional students can be edited here 

before submitting. 
2. Click the box next to the student(s) and/or parent(s) who attended the activity. 
3. Click [Save]. 
4. Click [Save to Activity Table]. 

The information will be saved into the Activity Table-Family/Cultural. 



College Bound/NJ GEAR UP Database User’s Guide  

/Activity Logs 48

Field Trips 
 

 
 

1. Select a Field Trip Type from the drop-down box. The choices are: 
• College Fair 
• College Visit 
• Educational Trip  

• Job Visit  
• Other (type in box) 

 
2. Enter the location or other description of the activity. 
3. Enter the four-digit academic year end. 
4. Select the activity length in hours. 
5. Enter the session type (calendar summer or academic year ending). 
6. Enter the date. 
7. Select College Bound, GEAR UP or both for the program type. 
8. Enter the number of additional GEAR UP students, if any. 
9. Select all grade levels that apply. 
10. Click [OK]. 

A form listing student who meet the criteria entered will pop up.  
1. The field trip type, location/description, date, length and number of additional students can be edited 

here before submitting. 
2. Click the box next to the student(s) and/or parent(s) who attended the activity. 
3. Click [Save]. 
4. Click [Save to Activity Table]. 

The information will be saved into the Activity Table-Field Trips. 
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Large-Scale Activities 
 
Use the Large-Scale Activities form to enter activities where specific names of attendees or parents are not 
needed. For example 

• Orientations 
• Recruitment presentations 
• Additional GEAR UP students attending tutoring. 

You may also use this form to record counts of attendees at family or cultural event where more than one 
representative for a student may attend. 
 

 
 

1. Select a Large-Scale Activity Type from the drop-down box. The choices are: 
• Orientation 
• Recruitment Presentation 

• Tutoring (Additional GU Students) 
• Other (type in box) 

 
2. Enter the location or other description of the activity. 
3. Enter the date. 
4. Select the activity length in hours. 
5. Enter the session type (calendar summer or academic year ending). 
6. Enter the number of students and parents in each category if applicable. 
7. Click [OK]. 

The information will be saved into the Activity Table-Large-Scale Activities. 
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Mentoring Activities 
 

 
 

1. Select a Field Trip Type from the drop-down box. The choices are: 
• Community Service 
• Character Building 
• Mentor Retreat 

• Mentor-Led Workshop 
• Other (type in box) 

 
2. Enter the location or other description of the activity. 
3. Enter the four-digit academic year end. 
4. Select the activity length in hours. 
5. Enter the session type (calendar summer or academic year ending). 
6. Enter the date. 
7. Enter the number of mentors in attendance. 
8. Select College Bound, GEAR UP or both for the program type. 
9. Enter the number of additional GEAR UP students, if any. 
10. Select all grade levels that apply. 
11. Click [OK]. 

A form listing student who meet the criteria entered will pop up.  
1. The field trip type, location/description, date, length and number of additional students can be edited 

here before submitting. 
2. Click the box next to the student(s) and/or parent(s) who attended the activity. 
3. Click [Save]. 
4. Click [Save to Activity Table]. 

The information will be saved into the Activity Table-Mentor Activities. 
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Academic Year Classes 
 
Record participation in classes offered during the academic year. Attendance will be entered by date, with the 
assumption that the classes are offered once per week. Only students who are active in the academic year 
session will be available for selection. 
 

 
 

1. Enter the date. 
2. Enter the four-digit academic year end. 
3. Select the number of hours the courses were offered. 
4. Select the number of hours that computer or internet assistance was offered. 
5. Select College Bound, GEAR UP or both for the program type. 
6. Select all grade levels that apply. 
7. Click [OK]. 

A form listing student who meet the criteria entered will pop up.  
1. The date, hours offered with internet assistance, and hours offered can be edited here before submitting. 
2. Click the box next to the student(s) who attended the academic year course for this date. 
3. Click [Save]. 
4. Click [Save to Activity Table]. 

The information will be saved into the Activity Table-Academic Year Classes. 
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Summer Classes 
 
Record participation in classes offered during summer. Attendance will be entered by week. Only students who 
are active in the summer session will be available for selection. 
 

 
 

1. Enter the date of the Monday of each week that you have summer classes. 
2. Enter the four-digit calendar summer. 
3. Select the number of hours each day that courses were offered. 
4. Select the number of hours that computer or internet assistance was offered. 
5. Select College Bound, GEAR UP or both for the program type. 
6. Select all grade levels that apply. 
7. Click [OK]. 

A form listing student who meet the criteria entered will pop up.  
1. The date, weekly hours offered, and hours offered with internet or computer assistance can be edited 

before adding to the activity table, 
2. Next to the student(s) who attended the summer courses, enter the number of days during that week that 

they attended. 
3. Click [Save]. 
4. Click [Save to Activity Table]. 

Any student that does not have a zero next to his/her name will be saved into the Activity Table-Summer 
Classes. 
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College Bound/NJ GEAR UP Database User’s Guide  

/Activity Logs 54

Test Prep 
 

 
 

1. Select a Test Prep type from the drop-down box. The choices are: 
• NJ ASK 8 
• HSPA 

• PSAT 
• SAT

 
2. Enter the location or other description of the activity. 
3. Enter the four-digit academic year end. 
4. Select the activity length in hours. 
5. Enter the session type (calendar summer or academic year ending). 
6. Enter the date. 
7. Select College Bound, GEAR UP or both for the program type. 
8. Enter the number of additional GEAR UP students, if any. 
9. Select all grade levels that apply. 
10. Click [OK]. 

A form listing student who meet the criteria entered will pop up.  
1. The test type, date, session length, computer assistance offered, and number of additional students can 

be edited here before submitting. 
2. Click the box next to the student(s) who attended the activity. 
3. Click [Save]. 
4. Click [Save to Activity Table]. 

The information will be saved into the Activity Table-Test Prep. 
  



College Bound/NJ GEAR UP Database User’s Guide  

/Activity Logs 55

Tutoring 
 
There are two methods for tracking participation in tutoring. Both forms add data into the tutoring activity table. 

1. Group Sessions: if a group of students generally spend the same amount of time in a tutoring session. 
2. Individual Sessions: if students’ time spent in tutoring varies by the individual.  

Use the Large-Scale Activities form to enter additional GEAR UP students.  
 

 
 

For group sessions 
1. Enter the date of the session. 
2. Enter the location or other description of the activity. 
3. Enter the four-digit academic year end. 
4. Select the activity length in hours. 
5. Select College Bound, GEAR UP or both for the program type. 
6. Select all grade levels that apply. 
7. Click [OK]. 

A form listing student who meet the criteria entered will pop up.  
1. The location, date, and session length can be edited here before adding to the activity table. 
2. Click the box next to the student(s) who attended the session. 
3. Click [Save]. 
4. Click [Save to Activity Table]. 

The information will be saved into the Activity Table-Tutoring. 



College Bound/NJ GEAR UP Database User’s Guide  

/Activity Logs 56

 
 

For individual sessions 
1. Enter the date of the session. 
2. Enter the location or other description of the activity. 
3. Enter the four-digit academic year end. 
4. Select College Bound, GEAR UP or both for the program type. 
5. Select all grade levels that apply. 
6. Click [OK]. 

A form listing student who meet the criteria entered will pop up.  
1. The location/description and date can be edited here before submitting. 
2. In the drop-down box next to the student(s) who attended, select the number of hours spent in the 

session. 
3. Click [Save]. 
4. Click [Save to Activity Table]. 

The information will be saved into the Activity Table-Tutoring. 
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Workshops 
 

 
 

1. Select a Workshop type from the drop-down box. The choices are: 
• College Goal Sunday 
• Conflict Resolution 
• Financial Aid 
• Learn Do Earn 
• Preparing for College 

• Recruitment Presentation 
• Study Skills 
• Time Management 
• Other (type in box) 

 
2. Enter the location or other description of the activity. 
3. Enter the four-digit academic year end. 
4. Select the activity length in hours. 
5. Enter the session type (calendar summer or academic year ending). 
6. Select College Bound, GEAR UP or both for the program type. 
7. Enter the number of additional GEAR UP students, if any. 
8. Select all grade levels that apply. 
9. Click [OK]. 

A form listing student who meet the criteria entered will pop up.  
1. The workshop type, location/description, title, date, length, and number of additional students can be 

edited here before submitting. 
2. Click the box next to the student(s) and/or parent(s) who attended the activity. 
3. Click [Save]. 
4. Click [Save to Activity Table]. 

The information will be saved into the Activity Table-Workshops. 
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Informational Reports 
 
The database includes a list of reports that allows you to quickly review your data. All years must be entered in 
4-digit format (YYYY). For example, if the academic year is 2005-06 enter 2006 when prompted for the year. 
 

Report Name Page 
Ad Hoc Student List 59 
Birthday List 61 
Student Repeating a Grade 61 
Students and Schools by Grade AY 61 
Students and Schools by Grade CS 61 
Students by Ethnicity and Gender 62 
Senior Report 62 
GEAR UP Scholarship Eligible Seniors 63 
SAT Report 63 
PSAT Report 63 
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Ad Hoc Student List 
 
The Ad Hoc Student List form can be used to create a report with selected student. The report shows students’ 
parent/guardian and emergency contact information. The report can be used for a field trip list. 
 

1. From the Informational Reports Menu, click [Ad Hoc Report]. 
2. Complete the form as shown below.  Required fields are Session, College Bound/GEAR UP, and the 

grade levels of students to choose from. Click [OK]. 
 

 
 

3. A list of students meeting the criteria on the form will appear. You may edit the Title and date. Click on 
the students to add to the list. Click Save. 
If there is a pencil next to the entry, the program thinks you are still editing and will not include that 
record in the results. When you click save, the pencil will change to an arrow. 

4. Click [View Report]. Print if needed. When finished, click [Close Form]. 
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Birthday List 
 
Shows all currently active students by ascending date of birth. 
 

 
 
Student Repeating a Grade 
 
Shows students listed in the same grade level for the years entered. 

 
Students and Schools by Grade 
 
Students and Schools by Grade CS- Shows all students who attended the summer program and their schools by 
name by grade and year specified. 
 
Students and Schools by Grade AY - Shows all students who attended academic year program and their schools 
by name by grade and year specified. The Student and Schools by Grade AY report is similar to the calendar 
summer report shown below. 
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Students by Ethnicity and Gender 
 
For the year entered, this report lists active students by ethnicity and gender for the academic year and calendar 
summer. There are separate reports for College Bound and GEAR UP.  

 
 
Senior Report 
 
Shows active 12th graders. (College bound 11th graders who were only active in the summer are considered 
seniors.) The report lists: 
 

• Name 
• Address 
• High school 
• Graduation status 
• FAFSA completion status 

• SAT taken and scores 
• Race/Ethnicity 
• Birthday 
• Gender 

 
Program directors are required to verify this information before data analysis of College Bound/GEAR UP data 
can begin. 
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GEAR UP Scholarship Eligible Seniors 
 
Lists GEAR UP students who started the GEAR UP Program in 7th grade and are active in their senior year. 
Directors must verify this list before students can be considered for the NJ GEAR UP scholarship. 
 

 
 

SAT Report 
 
For active students in the year entered, this report lists: 

• If student took the SAT 
• Last test date 
• Program Type 
• Highest Scores in Math, Science and Writing 

Results are grouped by the grade level of the student in the year entered. 
 

 
 

PSAT Report 
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For active students in the year entered, this report lists: 
• If student took the PSAT 
• Test date 
• Program Type 
• Math, Science and Writing scores 

Results are grouped by the grade level of the student in the year entered. 
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Mailing Labels 
 
Several mailing labels print 30 to a page in 1” x 2 5/8” size similar to Avery template 5160.   
 
Active Student labels Labels for active students for the year entered. 
Mentor labels Labels for active mentor/counselors. 
Parent labels Labels for active students, addressed to the parents for the specified year. 
Parent-Student labels Labels for active students, addressed to the parent regarding the student. 
Parent-Student labels by 
Grade 

Labels for active students, addressed to the parent regarding the student for 
grade level specified. 

Alternate Contact Labels Labels for the alternate contacts for active students. 
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GEAR UP APR 
 
This menu lists reports needed to complete the GEAR UP APR. Be sure to run the error check reports before 
these reports. Only active students will be counted in these reports. 
 
Final Grade of B or Better 
For English, math, or science: Counts active students by grade with a final, fall final or spring final grade of B or 
better.  The math and science reports are similar to the English report shown below. 

 
 

Advanced Course Enrollment 
For English, math or science: Lists and counts active students by grade with a course name in any report period 
where the “Level” field is AP, College Prep, Advanced or Honors. The math and science reports are similar to 
the English report shown below. 
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Enrollment and Completion 
8th Graders in Pre-Algebra Counts active 8th grade students taking Pre-Algebra any report period. Of 

those students, the report counts the number with final passing grades. 
 

 9th Graders in Algebra I Counts active 9th grade students taking Algebra I in any report period. Of those 
students, the report counts the number with final passing grades. 
 

11th Graders in Chemistry Counts active 11th grade students taking Chemistry any report period. Of those 
students, the report counts the number with final passing grades. 
 

The Algebra and Chemistry reports are similar to the Pre-Algebra report shown below. 
 

 
 
Test Scores 
 
HSPA Counts and lists active 11th grade students in the year entered and lists HSPA scores and test dates 

for Math and Language Arts. It also counts the number of students passing and the average score 
on each section. 
 

NJ ASK 8 Counts and lists active 8th grade students in the year entered and lists NJ ASK 8 scores and test 
dates for Math, Science and Language Arts Literacy. It also counts the number of students passing 
and the average scores on each section. The NJ ASK 8 report is similar to the HSPA report shown 
below. 
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PSAT Shows students who are active in the current year and the test dates for those who have taken the 
PSAT between the dates entered. For the GEAR UP APR, this should be 4/1 of last year to 3/31 of 
this year. This report does not list scores. 

SAT Shows students who are active in the current year and the test dates for those who have taken the 
PSAT between the dates entered. For the GEAR UP APR, this should be 4/1 of last year to 3/31 of 
this year. This report does not list scores. The SAT Report is similar to the PSAT report shown 
below. 

 
 

Roster Report: Academic Year End Totals new and returning students by program and grade for students 
active in the academic year entered. 
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Course Completion by Grade 
Math Lists all math courses and totals students by grade level with a passing grade. 
Science Lists all science courses and totals students by grade level with a passing grade. 

The science completion report is similar to the math completion report shown 
below. 
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College Bound/GEAR UP Final Report 
 
Roster Reports 
Academic Year Lists new and returning students by program and grade for students 

active in the academic year entered. 
 

Calendar Summer Lists new and returning students by program and grade for students 
active in the calendar summer entered. 
 

College Bound Only AY and Summer Lists new and returning College Bound students by program and grade 
for students active in the academic year entered and previous calendar 
summer. 
 

GEAR UP Only AY and Summer Lists new and returning GEAR UP students by program and grade for 
students active in the academic year entered and following calendar 
summer. 

All roster reports are similar to the academic year report shown below. 
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Course Enrollment and Completion 
 
Algebra I Enrollment and 
Completion with C or Better 

Counts and lists active 9th-grade students taking Algebra I by grade in any report 
period. Of those students, the report shows the grade when the course was taken, 
the last report period and last course grade and counts the number with final 
grades of C or better. 
 

Chemistry Enrollment and 
Completion with C or Better 

Counts and lists active 11th-grade students taking Chemistry by grade in any 
report period. Of those students, the report shows the grade when the course was 
taken, the last report period and last course grade and counts the number with 
final grades of C or better.  The Chemistry report is similar to the Algebra I 
report shown below. 

 
Test Scores 
HSPA Counts and lists active 11th grade students in the year entered and lists HSPA scores and test dates 

for Math and Language Arts. It also counts the number of students passing and the average score 
on each section. 
 

NJ ASK 8 Counts and lists active 8th grade students in the year entered and lists NJ ASK 8 scores and test 
dates for Math, Science and Language Arts Literacy. It also counts the number of students passing 
and the average scores on each section. The NJ ASK 8 report is similar to the HSPA report shown 
below. 
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PSAT Shows students who are active in the current year and the test dates for those who have taken the 

PSAT between the dates entered. For the GEAR UP APR, this should be 4/1 of last year to 3/31 of 
this year.  This report does not list scores. 

SAT Shows students who are active in the current year and the test dates for those who have taken the 
PSAT between the dates entered. For the GEAR UP APR, this should be 4/1 of last year to 3/31 of 
this year. This report does not list scores. The SAT report is similar to the PSAT report shown 
below. 

 
 

Other 
Seniors’ College 
Choice and Major 

For 12th grade students, lists the college choice, desired major, whether the student will be 
EOF and the graduation status. 
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Error Check Reports 
 
These reports automate verification of data.  Each report will show if information is missing for a specific area 
(e.g., SAT scores).  Review the error reports at least once per month to ensure that time consuming corrections 
don’t have to be made right before reporting time. Prior to submitting your database, run the reports to ensure 
that your data is accurate.  If there is data missing, your database will be returned to you to make corrections 
before resubmitting. 
 

 
 

Missing Test Scores  
Report Name Page 
HSPA 74 
NJ ASK 8 74
PSAT 74
SAT 75

 
Other Missing Information  
Report Name Page 
School Enrolled 75
High School Graduation Status 76
Course Grades 76
College/Post Graduation Plan 77

 
Duplicates in Participation Table 
 

 

Report Name Page 
Same Grade Different Years 77 
Same Year Different Grades 77 
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Missing Test Scores 
 
Students missing HSPA scores 
 

• This report lists by school the active academic year 11th-grade students who are missing HSPA one or 
more of the following: first-time/retest status, date HSPA was taken, and scores for the language arts and 
mathematics. 

• If all student records have complete HSPA data, no names will appear. 
 

 
Students missing NJ ASK 8 scores 

• This report lists by school and last name the active academic year 8th-grade students that are missing one 
or more of the following: date NJ ASK 8 was taken and scores for language arts, mathematics, and 
science. 

• If all student records have complete NJ ASK 8 data, no names will appear. 
 

 
 
Students missing PSAT scores  
 

• This report lists by grade the active academic year students in 9th, 10th or 11th grade who are missing one 
or more of the following: date PSAT was taken and scores for critical reading, math, and writing. 

• If all student records have complete PSAT data, no names will appear. 
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Students missing SAT scores  
 

• This report lists by grade the active academic year students in 11th or 12th grade who are missing one or 
more of the following: if SAT was taken, test date, and scores for critical reading, math, and writing. 

• If all student records have complete SAT data, no names will appear. 
 

 
 
Students missing school enrolled data 
 

• This report lists the active academic year students that are missing name of the school they attend.  
• If all student records have complete school data, no names will appear. 
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Students missing high school graduation status  
 

• This report lists the active academic year students in 12th grade (and 11th grade summer only College 
Bound Students) that do not have the “Graduated High School” checked on the College Choice/Post 
Grad Data form. 

• If all active seniors have this box checked, no names will appear. 
 

 
 

Students missing course grades 
• This report lists by school the active academic year students in the program that are missing grades for 

one or more of the core subjects for the report period entered: math, science, and English. 
• If all student records have complete report card data for the core courses, no names will appear. 
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Students missing college/post graduation information 
 

• This report lists the active student in 12th grade that have no post graduation choice. 
• If all student records have complete post-graduation data, no names will appear. 

 
 

Duplicates in the Participation Table 
 
There should be a maximum of two participation records per student for each academic year end: one Academic 
Year record and one Calendar Summer record. The grade levels should be the same for both sessions in a given 
year. There are two types of duplicates reports: 
 
Same Grade in Different Years 
Different Grades in the Same Year 
 
Both of these reports will show duplicate records in the Participation table for all years. To correct the 
duplicates, go to the Student Enrollment form, then the Participation Data Form. Scroll through the entries for 
the student and change year and/or grade as needed. 
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Other Errors 
 
Student grade level is zero or blank 
 
Making corrections though the table 
 

1. From the main menu, click [close form] to display the access menus.  Click the Tables icon on the left 
side of the window. 

 

 
 

2. Open the Participation table.  Click on the heading of the Grade column and click the Sort A to Z button 

 on the toolbar to sort the grades in alphabetical (numeric) order. If there are students with grades 
that are zero or blank, they will appear at the top of the list. 

 

 
  

3. Correct the grade and close the table. 
 
Gender, Birth date, or Race/Ethnicity is Blank 
 
Making corrections though the table 
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1. From the main menu, click [Close Form] to display the access menus.  Click the Tables icon on the left 
side of the window. (In Access 2007 –see picture on the right), Click the double arrows on the left of the 
window, then select Tables from the drop-down menu) 

  
 

2. Open the Student Information Info table.  Click on the heading of the race/ethnicity column and click 

the Sort A to Z button  on the toolbar to sort the race/ethnicity in alphabetical order. If there are 
students with this field blank, they will appear at the top of the list. 

 
3. Enter a race/ethnicity from the list on page. 

 
4. To check for missing gender repeat steps 2 using the gender column. Enter the correct gender in any 

blank fields. For the birth date, type in the student birthday the following format: MM/DD/YYYY. 
 

5. Close the table. 
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Frequently Asked Questions 
 
The latest list of questions and answers is available online at www.nj.gov/highereducation/gearup/faq.htm. 
 
Reports  
 
Q: Why is the data I entered not appearing on the reports? Why are there students with data like test scores and 
grades in the tables, but are not showing up on the reports or are showing up on a missing data report? 
 
A: There could be several reasons: 

1. Reports and queries only take active students. Make sure the missing student(s) are marked as active on 
the participation form. 

2. Some reports only list specific grade levels for the year entered.  
• The HSPA report only lists active 11th graders  
• The NJ ASK 8 Student only lists active 8th graders 
• The PSAT report only lists active 9th, 10th, and 11th graders 

If you enter scores 2008 NJ ASK 8 scores for a student who did not have an 8th grade record for 2008 or 
is now in a 9th grade or higher, then try to run the 2008 NJ ASK 8 report, that student will not appear. 

3. Review the report descriptions to be sure you’re clear on what the report is supposed to show. Although 
CHE tries to find a balance between required data and program needs, sometimes the reports are tailored 
to CHE reporting and not necessarily customized. 

4. If none of the above applies and you believe the student should be included, email a description of your 
problem with names of specific students to CHE for review. 
 

 Q: Why do I still have students in the missing grades report but they do have grades in the table? 
 
A: If students are missing grades for at least one out of the three main subject areas (math, science, and 
English), they will show up on this report, even if there are grades for the other classes.  

 
 

Activity Logs 
 
Q: What if more than one parent (or additional family member) attends an event?  
 
A: For the purpose of the APR, we need to know if the student is represented, not necessarily how many people 
attended for each student. Continue to check the box if at least one parent/guardian attended for the student. If 
you would like to account for the entire number of attendees at events, etc. you may use the large-scale activities 
form. 

 
 

Q: What is someone is on a college visit where they also attend an admissions presentation. 
 
A: Separate the number of hours spent in each activity. Enter the field trip and admission information 
separately. 

 
 
Q: Do I need to complete every field on the Activity forms? 
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A: Yes. The only exception is Additional GEAR UP students. 
 
 
Q: Can I update the event name, date, location, etc. on the form that lists the students before adding the event to 
the table? 
 
A: Yes. 
 
 
Q: After I check the student names and click “Add to Activity Table”, I get an error about key violations. What 
is this? 

 
 
A: If students have already been added to the table for the same activity type and date, the error will pop up. The 
message will tell you how many records it will not add. If you click “Yes,” all other records that are not 
duplicates will be added 
 
 Q: Why did the database save one fewer student than I checked in the activity log? 
A: You must click “Save” prior to clicking “Save to activity table.” See page 45 for more details about saving 
activity information. 
 
Other Questions 
 
Q: The data I entered has disappeared. What happened? 
 
A: First, make sure you are only using one copy of the file. Store it in one location and keep older versions in an 
archive folder.  If you use a USB drive, save often as you enter data and properly close the file and shut down 
the device before ejecting.  
 
If you are storing the file on a server, your institution’s system might be rolling back to an earlier version. If the 
above solutions don’t work, you may need to contact Microsoft Support and/or your IT department. 
 
Q: What if a student takes more than one math or science class in a year? 
 
A: The Fall Final and Spring Final report period choices were added to the database to track grades for block 
scheduled courses when students complete a course in one half of the year and take another in the second half.   
 
This option can also be used if students take more than one class in the same subject if one or more of the 
courses is for a full year. Choose Final report period for one class, then either Spring or Fall for the second class. 
The database will not allow two Final report periods in the same year. 
 
Q: Why do I get the following error when I run a report and I get this error: “An expression in argument 2 has 
an invalid value.”? 
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A: This is a problem with macros between Office 2007 and older versions of Access. Contact CHE and we will 
have you upload your file for updates. 
 
 
Q: Data that I previously entered is missing from the tables. What happened? 
 
A: Make sure that you are sure which file you are working from. Move all old files into an archive folder and 
clearly name your current file to include the current date.  
 
If you are saving the file to a server, it is possible that the database is being rolled back to an earlier version. 
Always click save before leaving a form or closing the database. 
 
 
Q: Why does nothing happen when I click on the menu buttons? 
 
A: For Office 2007 users, if you open your file and get the following security warning at the top of the database 
window, the form buttons might not work: 

 
1) On the Message Bar, click Options. The Microsoft Office Security Options dialog box appears. 
2) Click Enable this content, and then click [OK].  

 
To always allow all content: 

1) Click the “Office” button at the top left corner of the window.  
2) Then the Access Options button. 
3) Select “Trust Center” then the “Trust Center Settings” button. 
4) Select the second option “Never show information about blocked content” 

 
If this doesn’t work, contact CHE. Sometimes reinstalling the menu form corrects the problem.  
 
Q: I changed the spelling of a student's name. Now the Participation and School Enrolled forms are blank. What 
happened? 
 
A: Make sure that when you change a record, you click “Save” before clicking “update spelling.” If you did, 
then the new record should be there.  
 
Close and reopen the form. Everything should appear correctly. With some versions of Access, it isn’t showing 
in the form but it’s in the table.  You can still enter data and have it be related to the correct student record. If 
that doesn’t work, go into the participation table and delete the records for that student and add them again. 
 
Sometimes the form needs to refresh itself. There is no “refresh all” option in Access 2003 or before. If you 
have Access 2007 try the “Refresh All” Button on the “Home” tab before closing and reopening the form.  
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Checklist for College Bound Database 
 
You should run the error check reports at least once per month to keep your data current.  
 
_____ Run Error Check Reports 

_____ Students missing High School Graduation Status 

_____ Students missing college/post graduation information 

_____ Students who have not advanced to the next grade level 

_____ Students missing school enrolled data 

_____ Students missing grades 

_____ Students missing NJ ASK 8 Scores 

_____ Students missing HSPA Scores 

_____ Students missing PSAT Scores 

_____ Students missing SAT Scores 

_____ Students with duplicate participation records  

_____ Upload the database: Make sure you have compacted the latest file that you are working in and not the 
shortcut to the file or an older version. To find your file: 

 
If you use a shortcut to the database: Right Click the shortcut and select properties. The “target” field 
will tell you the location of the file. 

OR 
 

To find the location, go to File -> Database Properties. Click the [General] tab.  
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Secure File Transfer 
 

1. Save your GU/CB Access database and the electronic version of C6 with the following file names. 

 GEAR UP File Names College Bound File Names 
Database file must be saved 
with the exact filename (all 
upper case) 

GURPT-%UID%.MDB 
 

CBAR08-%UID%.MDB 

C6 must be saved with the 
exact filename 

C6GURPT-%UID%.MDB 
 

N/A 

 
NOTE: If you do not name the files as above, the upload will still occur, but the files will not be 
delivered to CHE’s folder for pickup.  If you refresh the screen or logout and then log back in, the files 
you uploaded should have disappeared from your folder on sftcomm.  If it hasn’t, the filenames were 
not recognized for automated handling.  You can delete it from the server by clicking on the file options 
icon to the right of the filename. Check the filenames carefully, rename them using the appropriate 
names from the list above, and upload again.  

2. Using Internet Explorer or Mozilla Firefox, go to: https://sftcomm.state.nj.us  

• If a popup window opens asking you to choose a security certificate, click OK.  
• You might be prompted install an ActiveX control from Tumbleweed Software.  While not 

necessary, it is and is highly recommended to show popups showing the status and progress of 
your upload. 

3. Logon using the user id and password provided.  DO NOT change your assigned password. 
Resetting it has to be done by Office of Information Technology personnel, and will cause delays. 

 
 

4. Click the browse button, then select one of the files you have prepared and named according to the 
above instructions. NOTE: You can only upload one file at a time.                                  
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5. Press the Upload File button.   

 

 
 

6. When the upload completes, you may be taken to a blank screen. If this occurs, hit the Back arrow 
in your browser.  The file you uploaded should NOT appear.  If you named it correctly, it will 
already have been moved to CHE’s folder.  (If it’s still there, give it a minute or two and refresh 
the screen to check again before reporting a problem.)  
 
Some users have reported that the file appears in their folder after uploading with an additional 
extension added after the correct extension (“MDB”). The file will not be delivered to CHE in this 
case. Please see the note at the end of these instructions for a solution…  
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7. If you are automatically returned to screen 2 as illustrated above, then proceed to upload your 
second file.  If this does not occur click on the refresh button or back arrow to return to screen 2. 

8. To begin uploading the second file, go to step 4 and repeat the process. 

9. Logout and close the browser window once you have received the Transfer Complete message.  

10. CHE will receive email messages on successful uploads and on successful transfers to our folder.  

11. Once received, we will make every effort to promptly acknowledge receipt of your submission via 
email. Our acknowledgement message is not generated automatically. 

 
NOTE: If your file was not delivered to CHE because of the problem described in step 6 (an extra extension at 
the end of the filename like database.mdb.mdb): 

Go to My Computer Tools Folder Options View Files and Folders Hide extensions for known file 
types and make sure that the checkbox next to that option is UNCHECKED.  

Look in the folder where you saved the file. If the file name has an additional lowercase extension, right-click, 
select rename, and remove the extra extension. Then try uploading again. 
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Table Definitions  
 
This section describes the structure of all tables in the College Bound database.  Each table below shows the 
field names, field type (or format), length of characters allowed, description, and whether the field is required. 
Use this section as a reference when questions arise about what data should be entered in the form fields. “*”  
Indicates a primary key field that required to make each record unique. 
 

Student Enrollment 
Field Name Type Length Description 

 
Required 

Social Security * Text 15 Social security number.  If you are unable to obtain a 
valid ssn, make it a combination of the institution’s 
CEEB and three other digits.  Do NOT make all the 
digits the same (ex. 111-11-1111). 

Yes 
 

Last name Text 17 Student’s last name Yes 
First Name Text 11 Student’s first name Yes 
Middle Initial Text 1 Student’s middle initial No 
Race/Ethnicity Text 40 Make a selection from list: "Not Reported"; "African-

American Non-Hispanic"; "American Indian or 
Alaskan Native"; "Asian”, “Native Hawaiian or 
Pacific Islander"; "Hispanic, not elsewhere 
classified"; "White, Non-Hispanic" 

Yes 

Gender Text 6 Select one: Male, Female Yes 
Date of Birth Text 8 Student’s birth date Yes 
Initial Enrollment Date Text 8 Date “MM/YY” student entered the program Yes 

 
CEEB Text 6 College entrance exam code.  Automatically entered 

for your program 
Yes 

Street Address Text 28 Student’s place of residence Yes 
City Text 17 Student’s city Yes 
State Text 2 State-Default is NJ Yes 
Zip Code Text 5 Student’s zip code Yes 
E-mail Address Text 50 Student’s e-mail address No 
Home Phone Text 25 Student’s home phone number No 
Alternate Phone Text 25 Student’s emergency number, parent work number, 

cell phone, etc 
No 

Country Of Origin Text 25 Country where student was born No 
Student ID Number Text 50 School or District Id Number (optional) No 
Mother Cell Phone Text 20 Mother Work Phone No
Alternate Contact Text 50 Name of alternate contact person No
Alternate Contact 
Relationship 

Text 50 Relationship of alternate contact to student No

Alternate Contact Street 
Address 

Text 50 Alternate contact street address No

Alternate Contact City Text 50 Alternate contact city No
Alternate Contact State Text 2 Alternate contact state No
Alternate Contact Zip 
Code 

Text 10 Alternate contact zip code No

Bad Alternate Address Check Box 1 Check if alternate address not valid No
Alternate Phone Out of 
Service 

Check Box 1 Check if alternate contact phone out of service No

Home Phone Out of 
Service 

Check Box 1 Check if home phone out of service No
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Student Enrollment 
Field Name Type Length Description 

 
Required 

Bad Address Check Box 1 Check if main address not valid.  No
Father Cell Phone Text 20 Father cell phone No
Mother Work Phone Text 20 Mother work phone No
Father Work Phone Text 20 Father work phone No
Contact info Notes Memo  Contact info notes No
Parent Email Text 50 Parent email addresss No
Parent/Guardian Name Text 40  Parents’ names.  This field is used in the generation of 

the mailing labels.  Make sure this information is 
input in an acceptable manner for mailing labels. 

Yes 

With whom does 
student live 

Text 25 Make a selection from the list: "Both Mother And 
Father"; "Mother Only"; "Father Only"; 
"Grandparent"; "Aunt or Uncle"; "Legal Guardian" 

Yes 

Level of education of 
mother 

Text 30 Mother’s highest level of education. Select from; 
“Through 8th Grade”; “Some High School”; 
“Completed High School”;  “GED”; “Some College”; 
“Associate Degree”; “Bachelor’s Degree”; “Master’s 
Degree”; “Doctorate” 

Yes 

Level of education of 
father 

Text 30 Father’s highest level of education. Select from; 
“Through 8th Grade”; “Some High School”; 
“Completed High School”;  “GED”; “Some College”; 
“Associate Degree”; “Bachelor’s Degree”; “Master’s 
Degree”; “Doctorate” 

Yes 

Family Income Currency 8 Parents’ annual income  No 
Family Income Range Text 20 Parents’ annual income range. Select one: "Under 

20,000";"20,000 - 29,999";"30,000 - 39,999";"40,000 
- 49,999";"50,000 - 59,999";"60,000 - 
69,999";"70,000 - 79,999";"80,000 - 89,999";"90,000 
- 99,999";"100,000 or more" 

No 

Family size Integer 2 Number of family members in the home, based on 
what is reported to the IRS 

No 

Free/Reduced Lunch Text 1 Student recipient of free or reduced lunch Select 
Y=yes or N=no.  Required for NJ GEAR UP only 
 

No 

Date student left the 
Program 

Date 8 Date student left before program completion. Once 
this field is filled, all forms when opened for this 
student are locked allowing no further changes. 

No 

Reason For Leaving 
program 

Text 50 Predefined reasons for student leaving the program: 
“Moved”; “Medical Problems”; “Work/Family 
Issues”; “Attendance”; “Deceased”.  Do NOT use 
this field for students who graduate. 

No 
 

Explanation for leaving 
the program 

Memo - Notes to document why a student is no longer with the 
program 

No 
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Participation 
Field Name Type Length Description 

 
Required 

Social Security * Text 15 Social security number.   Yes 
Last name Text 17 Student’s last name Yes 
First name Text 11 Student’s first name Yes 
Year * Text 5 Calendar Year Yes 
Active/Inactive Text 1 Select A=active or I=inactive.  Indicate if student is currently 

participating in the program 
No 

Grade * Number 
 

2 Grade level 6, 7, 8, 9, 10, 11 or 12.  If the participation type 
is summer, the grade will be the last grade the student 
completed. If the participation type is academic year ending, 
enter the grade the student is currently in. 

Yes 

New or returning Text 9 Is the student new or returning to the program? Select New 
or Returning 

Yes 

Program Type Text 20 Select College Bound or NJ GEAR UP Yes 
Participation Type * Text 30 Select one.  Calendar summer, or Academic Year Ending Yes 
Is Student in SYETP Text 5 Does the student participate in the Summer Youth 

Employment Training Program? Default is No 
No 

Note Text 50 Note about participation in this session No 
 
School Enrolled Table 

Field Name Type Length Description 
 

Required 

ssn # * Text 15 Social security number.   Yes 
Last name Text 17 Student’s last name Yes 
First name Text 11 Student’s first name Yes 
Academic Year * Text 4 Input Academic Year End (e.g., 2006 for academic year 

05-06)  
Yes 

School attending * Text 35 Select the school name from the drop down box.  If school 
is not listed, input the new school’s name.  Type the 
complete school name; avoid using abbreviations. 

Yes 

School District Text 40   School district No 
Abbott District Y/N Text 7 Is the school in an Abbott District? Select Yes or No.   No 
Public or Private Long Integer 4 Select Public or Private for the type of school No 

 
Note Text 50 Notes about school No 
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College Choice 
Field Name Type Length Description 

 
Required 

ssn # * Text 15 Social security number Yes 
Last name Text 17 Student’s last name Yes 
First Name Text 11 Student’s first name Yes 
Did Student file FAFSA Text 4 Select Yes or No, for whether the students filed the Free 

Application for Federal Student Aid (FAFSA)   
No 

When was FAFSA filed Date 8 Date the student filed the FAFSA No 
College Name or Other 
Post Grad Options * 

Text 50 Name of the college or university that the student plans to 
attend, or select other appropriate options from the drop down 
box.  Ex. ”Not Attending”, ”Employed”, ”Armed Services” 

Yes 

If enlisted in Armed 
Services list branch 

Text 10 If post grad option selected is ‘Armed Services”; select the 
branch from the drop down box: Air force, Army, Marines, 
Navy. 

No 

College City Text 35 City where the institution is located. Yes 
College State Text 2 State in which the institution is located Yes 
College Major Chosen Text 50 Student’s intended major course of study Yes 
EOF student (for New 
Jersey institutions only) 

Text 4 Select Yes or No.  Select yes if the student has been accepted 
into the EOF Program 

No 
 

Check box if student 
graduated high school 

Check  
Box 

1 Select this box if student graduated High School No 

Completed College 
Application 

Check 
Box 

1 Select if student has completed at least one college application No 

 
HSPA 

Fieldname Type Lengt
h 

Field Description 
 

Require
d 

ssn # * Text 15 Social security number.   Yes 
Last name Text 17 Student’s last name Yes 
First name Text 11 Student’s first name Yes 
Student ID Number Text 50 School district’s student Identification number No 
Date HSPA Taken * Date 8 Date of HSPA test. Format mm/dd/yy Yes 
First-time/Retest Text 12 Select First-time or Retest No 
HSPA Raw Score 
Language Arts and 
Literacy 

Long 
Integer 

4 Language Arts and Literacy Score No 

HSPA Raw Score 
Mathematics 

Long 
Integer 

4 Mathematics Score No 
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Grade 

Field Name Type Length Description 
 

Required 

ssn # * Text 15 Social security number.   Yes 
Last name Text 17 Student’s last name Yes 
First name Text 11 Student’s first name Yes 
Academic Year * Text 6 Academic year end (e.g. 2000 for academic year “99-00”) Yes 
Grade Level * Text 3  grade the student is in this academic period Yes 
Report Period * Text 5 Select  “1st”; “2nd”; “3rd”; “4th”, “5th”, “Fall Final”, “Spring 

Final” or “Final”.   
Yes 

Student ID Number Text 50  School district’s student ID number No 
Class Size Text 4 Size of student’s graduating class No 
Rank Text 4 Student rank from junior or senior year No 
Math Class Text 25  Math class taken No 
Math Class Level Text 10  Math class level No 
Math Grade Text 5  Math grade  No 
Technology Class Text 25  Technology class taken No 
Technology Class Level Text 10  Technology class level No 

 
Technology Grade Text 5  Technology grade  No 
English Class Text 25  English class taken No 
English Class Level Text 10  English class level No 
English Grade Text 5  English grade No 
Social Science Class Text 25  Social Science class taken No 

 
Social Science Class 
Level 

Text 10  Social Science class level No 
 

Social Science Grade Text 5  Social Science grade No 
Science Class Text 25  Science class taken No 
Science Class Level Text 10  Science class level No 
Science Grade Text 5  Science grade No 
Student GPA Text 10 Enter student grade point average for each report period 

entered 
No 
 

GPA scale Text 3 Enter whether grades are calculated on a scale of 4.0 or 5.0.  
Select One 

No 
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NJ ASK 8 
Field Name Type Length Description 

 
Required 

ssn # * Text 15 Social security number.   Yes 
Last name Text 17 Student’s last name Yes 
First name Text 11 Student’s first name Yes 
Student ID Number Text 50 School district’s student id number No 
Date NJ ASK 8 Taken 
* 

Date 8 Date of NJ ASK 8 test. Format mm/dd/yy Yes 

Language Arts and 
Literacy Score 

Long 
Integer 

4 Language Arts and Literacy Score No 

Mathematics Score Long 
Integer 

4 Mathematics Score No 

Science Score Long 
Integer 

4 Science Score No 
 

Social Studies  Score Long 
Integer 

4 Social Studies Score No 

Visual and Performing 
Arts Score 

Long 
Integer 

4 Visual and Performing Arts Score No 

Health and Physical 
Education Score 

Long 
Integer 

4 Health and Physical Education Score No 
 

World Languages Score Long 
Integer 

4 World Languages Score No 

 
 
ACT 

Field Name Type Length Description 
 

Required 

ssn # * Text 15 Social security number.   Yes 
Last name Text 17 Student’s last name Yes 
First name Text 11 Student’s first name Yes 
Academic Year End Text 4 Academic Year in which the test was taken No 
Date of ACT * Date 8 Date of ACT test. Format mm/dd/yy Yes 
English Long Integer 4 English Score No 
Mathematics Long Integer 4 Mathematics Score No 
Social Studies Long Integer 4 Social Studies Score No 
Natural Science  Long Integer 4 Natural Science Score No 

 
Composite Average 
Score  

Long Integer 4 Composite Average Score No 
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PSAT 
Field Name Type Length Description 

 
Required 

ssn # * Text 15 Social security number.   Yes 
Last name Text 17 Student’s last name Yes 
First name Text 11 Student’s first name Yes 
Academic Year End Text 4 Academic Year in which the test was taken No 
Date of PSAT * Date 8 Date of PSAT test. Format mm/dd/yy Yes 
PSAT Critical 
Reading Score 

Long Integer 4 Critical Reading Score No 

PSAT Critical 
Reading Percentile 

Long Integer 4 Critical Reading Percentile No 

PSAT Math Score  Long Integer 4 Math Score No 
PSAT Math 
Percentile  

Long Integer 4 Math Percentile No 

PSAT Writing Score  Long Integer 4 Writing Score No 
PSAT Writing 
Percentile 

Long Integer 4 Writing Percentile No 

Total PSAT 
Combined 

Long Integer 4 Total PSAT combined score No 

PSAT Combined 
Percentile 

Long Integer 4 PSAT combined percentile No 

 
SAT 

Field Name Type Length Description 
 

Required 

ssn # * Text 15 Social security number.   Yes 
Last name Text 17 Student’s last name Yes 
First name Text 11 Student’s first name Yes 
Academic Year End Text 4 Academic Year in which the test was taken No 
Date of SAT * Date 8 Date SAT test taken. Format mm/dd/yy Yes 
SAT Critical 
Reading Score 

Long Integer 4 Critical Reading Score No 

SAT Critical 
Reading Percentile 

Double 8 Critical Reading Percentile No 

SAT Math Score  Long Integer 4 Math Score No 
SAT Math 
Percentile  

Double 8 Math Percentile No 
 

Total SAT 
Combined 

Long Integer 4 Total SAT combined score No 

Percentile for SAT 
Combined  

Double 
 

8 SAT combined percentile No 
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SAT II 
Field Name Type Length Description 

 
Required 

ssn # * Text 15 Social security number Yes 
Last name Text 17 Student’s last name Yes 
First name Text 11 Student’s first name Yes 
Academic Year 
End 

Text 4 Academic Year in which the test was taken No 

Date of SATII * Date 8 Date SATII test taken. Format mm/dd/yy Yes 
Writing Long Integer 4 Writing Score 

 
No 

Literature Long Integer 4 Literature Score No 
American History Long Integer 4 American History Score No 
World History Long Integer 4 World History Score No 
Math level IC Long Integer 4 Math level IC Score No 
Math Level IIC Long Integer 4 Math Level IIC Score No 
Biology E/M Long Integer 4 Biology E/M Score No 
Chemistry Long Integer 4 Chemistry Score  No  
Physics Long Integer 4 Physics Score  No 
RO French Long Integer 4  RO French Score No 
RO German Long Integer 4  RO German Score No 
RO Modern 
Hebrew 

Long Integer 4  RO Modern Hebrew Score No 

RO Italian Long Integer 4  RO Italian Score No 
RO Latin Long Integer 4  RO Latin Score No 
RO Spanish Long Integer 4  RO Spanish Score No 
R/L Chinese Long Integer 4  R/L Chinese Score No 
R/L French Long Integer 4  R/L French Score No 
R/L German Long Integer 4  R/L German Score No 
R/L Japanese Long Integer 4  R/L Japanese Score No 
R/L Korean Long Integer 4  R/L Korean Score No 
R/L Spanish Long Integer 4  R/L Spanish Score No 
R/L English 
Language Pro Test 

Long Integer 4  R/L English Language Pre Test Score 
 

No 

 
Mentor 

Field Name Type Length Description 
 

Required 

Mentor Initials* Text  5 Create a code of three to five characters to represent the mentor 
initials or code in the database 

Yes 

Mentor Last name Text 17 Mentor’s last name Yes 
Mentor First name Text 11 Mentor’s first name Yes 
Address1 Text 30 Enter address of the mentor No 
Address2 Text 30 Enter additional information if necessary for mentor address No 
City Text 20 Mentor city No 
State Text 2 Mentor state.  Default is NJ No 
Zip Code Text 9 Mentor zip code No 
E-mail Address Text 50 Enter Mentor/Counselor’s e-mail address No 
Phone Text 15 Mentor’s telephone number No 
Date Hired Date 8 Date the mentor was hired. Format: mm/yy No 
Date Inactive Date 8 Date the mentor became inactive Format: mm/yy No 
Inactive Active Text 1 Select Y for inactive No 
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Medical Information 
Field Name Type Length Description 

 
Requir
ed 

Social Security* Text  15 Social security number.   Yes 
Last name Text 17 Student’s last name Yes 
First name Text 11 Student’s first name Yes 
Name of Insured Text 50 Name of the policyholder No 
Insurance Carrier 
Name 

Text 50 Name of the primary insurance company No 

Policy Number Text  15 Policy number of the insured. Note: This may be the social security 
number 

No 

Group Number Text 15 Policy Group number  No 
Allergies Text 50 List any allergies the student may have No 

 
Medical Problems Text 50 List any medical issues that could interfere with the student’s 

participation 
No 
 

Primary Emergency 
Contact 

Text 50 List the name of the primary contact in the event of an emergency No 

Primary Emergency 
Contact Phone 

Text 12 Phone number of the primary emergency contact No 

Primary Emergency 
Contact 
Relationship  

Text 30 Emergency contact’s relationship to the student No 

Secondary 
Emergency Contact 

Text 50 List the name of the secondary contact in the event of an emergency No 

Secondary 
Emergency Contact 
Number 

Text 12 Phone number of the secondary emergency contact No 
 

Secondary 
Emergency Contact 
Relationship 

Text 30 Secondary emergency contact relationship to the student No 
 

Physician’s Name Text 50  Name of the primary care physician No 
Physician’s 
Telephone 

Text 12  Telephone number to the physician’s office No 

Hospital Preference Text 50  Name of the hospital the student and /or family prefers No 
*Primary key field required to make each record unique. 
 
 
 
GEAR UP Mentoring Program Applications 
Field Name Type Length Description Required 
Student Number Long 

Integer 
4 Auto number field. Generated when new entries are added No 

Date Date/Time 8 Date applicant was entered in the database No
FirstName Text 50 Mentor’s first name No
LastName Text 50 Mentor’s last name No
Mentor Initials* Text 5 Create a code of three to five characters to represent the mentor 

initials or code in the database 
No

Address Text 60 Mentor street address  No
Address 2 Text 60 Mentor street address line 2 No
Address 3 Text 60 Mentor street address line 3 No
City Text 50 Mentor city No
StateOrProvince Text 20 Mentor state.  Default is NJ No
PostalCode Text 20 Zip code No
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GEAR UP Mentoring Program Applications 
Field Name Type Length Description Required 
Info Mailed Yes/No 1  No
PhoneNumber Text 30 Mentor’s telephone number No
Phone Number #1 Text 50 Additional telephone number No
EmailName Text 50 E-mail address No
College/University 
enrolled 

Text 50 Mentor’s college No

Hired Yes/No 1 Check box if applicant was hired No
Date Hired Date/Time 8 Date the mentor was hired. Format mm/dd/yyyy No
Trained Yes/No 1 Check box if applicant was trained No
Date of Training Date/Time 8 Date the mentor was trained No
Worked Yes/No 1  No
Inactive Yes/No 1 Check box if mentor is inactive No
Date Mentor 
Inactive 

Date/Time 8 Date the mentor became inactive. Format:mm/dd/yyyy No

ApplicantNotHired-
DoNotFollowUp 

Yes/No 1 Check box if applicant was not hired and there will be no follow 
up 

No

BackgroundCkCOM
PLETED 

Yes/No 1 Check box if background check was completed No

DateBackgroundCo
mpleted 

Date/Time 8 Date that background check was completed No

DateBackgroundtoC
HE 

Date/Time 8 Date the background check form was sent to CHE No

ProgramAppliedTo Text 50 GEAR UP program that applicant interviews with No
Followup Date/Time 8 Date staff followed-up with applicant No
EOF Student Yes/No 1 Select if the applicant is an EOF student No
INROADS Intern Yes/No 1 Select if the applicant is an INROADS intern No
College Year Text 50 Mentor’s year in college.  Select from Freshman thru 

Professional 
No

Reason Not Hired Memo -  No
Interview Time Text 10 Time for the interview No
Interview Date Date/Time 8 Date for the interview. 

Format: mm/dd/yyyy 
No

Interview Date 
Missed 

Yes/No 1 Check box if applicant missed interview No

Reason Interview 
not Scheduled 

Text 100 Reason for not scheduling an interview; no longer available, no 
longer interested, salary is an issue, time conflict, applicant not 
qualified 

No

Offer Made Date Date/Time 8 Date for when the offer was made No
Mentor Accepted 
offer 

Yes/No 1 Check box if student accepted the offer No

Reason Offer 
Declined 

Text 100 Reason for declining the offer; no longer available, no longer 
interested, salary is an issue, time conflict 

No
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Activity Table-Academic Year Classes 
Field Name Type Length Description Required 
Social Security Text 50 Social Security number No 
Date Text 10 Class date Yes 
First Name Text 11 First Name No 
Last name Text 17 Last Name No 
Grade Integer 2 Grade Level No 
Program Type Text 20 Program Type: College Bound or GEAR UP No 
Hours Offered Text 5 Number of hours the class was held Yes 
Attended Yes/No 1 Student attendance No 
Hours with 
Computer/Internet 
Assistance 

Text 255 Number of hours that computer or internet was 
offered in class 

No 

System Date Date/Time 8 Date activity was entered No 
 
Activity Table-Counseling 
Field Name Type Length Description Required 
Social Security Text 50 Social security number Yes 
First Name Text 11 First name No 
Last name Text 17 Last name No 
Grade Integer 2 Grade level No 
Program Type Text 20 Program type – College Bound or GEAR UP  No 
Counseling Session Type Text 35 Counseling session category Yes 
Location/Description Text 50 Description of session or location where it was held. Yes 
Student Attended Yes/No 1 Student attendance No 
Parent Attended Yes/No 1 Parent attendance No 
Additional Students Text 255 Number of additional GEAR UP students No 
Activity Length Text 50 Length of activity in hours Yes 
Date Text 10 Date activity occurred Yes 
Session Text 20 Session when program occurred - Academic year or 

Calendar summer 
No 

System Date Date/Time 8 Date activity was entered No 
 
Activity Table-Family/Cultural 
Field Name Type Length Description Required 
Social Security Text 50 Social security number No 
First Name Text 11 First name No 
Last name Text 17 Last name No 
Grade Integer 2 Grade level No 
Program Type Text 20 Program type – College Bound or GEAR UP  Yes 
Event Type Text 35 Type of event Yes 
Location/Description Text 40 Location where held or description Yes 
Student Attended Yes/No 1 Student attendance No 
Parent Attended Yes/No 1 Parent attendance No 
Activity Length Text 50 Length of activity in hours Yes 
Date Text 10 Date activity held Yes 
Session Text 20 Session when program occurred - Academic year or 

Calendar summer 
No 

Additional Students Text 255 Additional GEAR UP students attending No 
System Date Date/Time 8 Date when activity entered No 
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Activity Table-Field Trips 
Field Name Type Length Description Required 
Social Security Text 50 Social security number No 
Date Text 10 Date when activity occurred Yes 
Field Trip Type Text 50 Type of field trip Yes 
First Name Text 11 First name No 
Last name Text 17 Last Name No 
Grade Integer 2 Grade level No 
Program Type Text 20 Program type – College Bound or GEAR UP No 
Location/Description Text 50 Description of trip or location where trip occurred.  Yes 
Student Attended Yes/No 1 Student attendance No 
Parent Attended Yes/No 1 Parent attendance No 
Session Text 30 Session when program occurred - Academic year or 

calendar summer 
No 

Activity Length Text 50 Length of activity in hours Yes 
Additional Students Text 255 Additional GEAR UP students attending No 
System Date Date/Time 8 Date when activity entered No 
 
 
Activity Table-Large Scale Activities  
Field Name Type Length Description Required 
Activity Type Text 50 Type of activity Yes 
Session Text 20 Session when program occurred - Academic 

year or calendar summer 
No 

Date Text 10 Date when activity occurred No 
Location/Description Text 50 Description of activity or location where 

activity occurred. 
No 

Activity Length Text 2 Length of activity in hours No 
College Bound Students Text 3 Number of College Bound students attending No 
GEAR UP Students Text 3 Number of GEAR UP students attending No 
College Bound Parents Text 3 Number of College Bound parents attending No 
GEAR UP Parents Text 3 Number of GEAR UP parents attending No 
Additional GEAR UP Students Text 3 Number of Additional GEAR UP Students 

attending 
No 

Additional GEAR UP Parents Text 3 Number of Additional GEAR UP parents 
attending 

No 

Year Text 5 Calendar Year- To be removed in next update No 
System Date Date/Time 8 Date when activity was entered No 
 
Activity Table-Summer Classes 
Field Name Type Length Description Required 
Social Security Text 50 Social security number No 
Date Text 10 Date of the Monday starting the week Yes 
First Name Text 11 First Name No 
Last name Text 17 Last Name No 
Grade Integer 2 Grade level No 
Program Type Text 20 Program type-GEAR UP or College Bound No 
Hours Offered Text 5 Hours that classes are offered during the week Yes 
Days Attended Integer 2 Number of days that the student attended 

during the week 
Yes 

Hours with Computer/Internet 
Assistance 

Text 5 Number of hours where computer or internet 
assistance is offered. 

No 

System Date Date/Time 8 Date when activity was entered No 
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Activity Table-Test Prep 
Field Name Type Length Description Required 
Social Security Text 15 Social security number No 
Grade Integer 2 Grade level No 
First Name Text 11 First name No 
Last name Text 17 Last name No 
Program Type Text 20 Program type-GEAR UP or College Bound No 
Date Text 10 Date when activity occurred Yes 
Test Prep Type Text 50 Type of test prep – NJ ASK 8, HSPA, GEPA, SAT, 

PSAT or type other. 
Yes 

Activity Length Text 50 Activity length in hours Yes 
Attended Yes/No 1 Student attendance No 
Year Text 4 Academic year end No 
Computers-Internet Assistance Text 50 Check if computers or internet used in course No 
Additional Students Text 255 Number of additional GEAR UP students attending No 
Session Text 50 Session when program occurred - Academic year or 

calendar summer 
No 

System Date Date/Time 8 Date when activity was entered No 
Activity Table-Tutoring 
Field Name Type Length Description Required 
Social Security Text 50 Social security number No 
Date Text 10 Date when student attended tutoring Yes 
First Name Text 11 First name No 
Last name Text 17 Last name No 
Grade Integer 2 Grade level No 
Program Type Text 20 Program type-GEAR UP or College Bound No 
Location/Description Text 50 Location of tutoring session Yes 
Hours of Tutoring Text 255 Number of hours that student attended Yes 
System Date Date/Time 8 Date when activity was entered No 
 
 
Activity Table-Workshops 
Field Name Type Length Description Required 
Social Security Text 50 Social security number No 
First Name Text 11 First name No 
Last name Text 17 Last name No 
Grade Integer 2 Grade level No 
Program Type Text 20 Program type-GEAR UP or College Bound No 
Workshop Type Text 35 Workshop type Yes
Title Text 50 Workshop title Yes
Location Text 40 Location where workshop was held Yes
Student Attended Yes/No 1 Student attendance No 
Parent Attended Yes/No 1 Parent attendance No 
Activity Length Text 50 Length of workshop in hours Yes 
Date Text 10 Date when workshop was held Yes 
Session Text 20 Session when program occurred - Academic 

year or calendar summer 
No 

Additional Students Text 255 Number of additional GEAR UP Students 
attending 

No 

System Date Date/Time 8 Date when activity was entered No 
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Activity Table-Mentoring 
Field Name Type Length Description Required 
Social Security Text 50 Social security number No 
First Name Text 11 First name No 
Last name Text 17 Last name No 
Grade Integer 2 Grade level No 
Program Type Text 20 Program type-GEAR UP or College Bound No 
Mentoring Activity Type Text 35 Type of activity Yes
Number of Mentors Text 2 Number of Mentors participating No 
Location/Description Text 40 Location where workshop was held Yes
Student Attended Yes/No 1 Student attendance No 
Parent Attended Yes/No 1 Parent attendance No 
Activity Length Text 50 Length of workshop in hours Yes 
Date Text 10 Date when workshop was held Yes 
Session Text 20 Session when program occurred - Academic 

year or calendar summer 
No 

Additional Students Text 255 Number of additional GEAR UP Students 
attending 

No 

System Date Date/Time 8 Date when activity was entered No 
  



College Bound/NJ GEAR UP Database User Guide 

Index 102

Index 
A 

ACT, 36 
Active student. See Definitions 
Activity Logs, 43 

Academic Year Classes, 51 
Counseling Activities, 44 
Counseling Activity Report, 45 
Family/Cultural Events, 47 
Field Trips, 48 
Large-Scale Activities, 49 
Mentoring Activities, 50 
Summer Classes, 52 
Test Prep, 54 
Tutoring, 55 
Workshops, 57 

Automatically Add New 
Participation Records, 13 
Academic Year Records, 13 
Calendar Summer Records, 16 

B 
Best Practices for Managing the 

Database, 2 

C 
calendar summer, 11 
Checklist, 84 
College Bound/GEAR UP Final 

Report, 70 
Course Enrollment and Completion, 

71 
Roster Reports, 70 
Seniors' College Choice and Major, 

72 
Test Scores, 71 

College Choice and Other Post 
Graduation Options, 37 

Course Grades, 21 
Batch Course Grade Entry, 23 
Match the Grade Levels with the 

Participation Record, 22 

D 
Data Entry Form Descriptions 

Student Information, 7 
Student Program Participation, 9 

Definitions 
Active student, 9 
Inactive student, 9 
Participation record, 9 
Race/ethnicity categories, 8 
Session, 9 

E 
Error Checks, 73 

Duplicates Participation Records, 
77 

Grade levels on participation and 
grade tables. See 

Missing College/Post Grad 
Information, 77 

Missing Course Grades, 76 
Missing High School Graduation 

Status, 76 
Missing School Enrolled, 75 
Missing test scores. See Missing 

test scores 

F 
Finding Errors, 73 
Frequently Asked Questions, 81 

G 
GEAR UP APR Report 

Course Completion by Grade, 69 
GEAR UP APR Reports, 66 

Advanced Course Enrollment, 66 
Enrollment and Completion, 67 
Final Grade of B or Better, 66 
Roster Report 

Academic Year End, 68 
Test Scores, 67 

GEAR UP Data Requirements, 4 
GEAR UP Mentor Applicant, 42 
Grades/Test Scores, 20 

H 
HSPA, 30 

Batch HSPA Data Entry Form, 30 

I 
Inactive student. See Definitions 
Informational Reports, 58 

Ad Hoc Student List, 59 
Introduction, 1 

M 
Mailing Labels, 65 
Medical Information, 39 
Mentor/Counselor Information, 39 
Mentor/Counselor Notes, 38 
Menu Outline, 5 
Missing Test Scores, 74 

HSPA, 74 
NJ ASK 8, 74 
PSAT, 74 

SAT, 75 

N 
NJ ASK 8, 27 

Batch NJ ASK 8 Data Entry, 27 
Notes, 41 

O 
Other Errors 

Gender, birth date or ethnicity is 
blank, 79 

Student grade level is zero or blank, 
79 

P 
Participation record. See Definitions 
Password, 2 
PSAT, 33 

R 
Race/ethnicity categories. See 

Definitions 

S 
SAT II, 35 
School Enrollment Data, 19 
Secure File Transfer, 85 
Session. See Definitions 
Student Actions, 10 

College Bound student becomes 
gear up, 11 

New student enters the program, 10 
New student never attends, 10 
Student graduates from high school, 

12 
Student is retained in the same 

grade level, 12 
Student leaves the program 

permanently, 12 
Student moves to the next grade 

level, 11 
Student temporarily stops attending, 

10 
Student who is inactive returns to 

the program, 10 
Student Departure, 40 

T 
Table Definitions, 88 

U 
Update spelling of first and last name, 

7 
 


