
Reading Eggs Exception Report

User Guide – Version 5

Table of Contents
1.	Document History	2
2.	About this user guide	2
2.1	Background	2
2.2	Purpose	2
Assumptions	2
Note	2
3.	Exception chart	3
4.	Exception cases – detailed descriptions	4
4.1	Registered learner not in RE FTP file	4
4.2	Registered learner not in class in RE FTP	4
4.3	Deregistered learner in class (with/-out Time)	5
4.4	Duplicate login	5
4.5	DW learner not matched to RE learner	6
4.6	RE learner not matched to DW learner	6
4.7	School (password) mismatch	7
4.8	Grade mismatch	7
4.9	Deregistered learner in no class	7
4.10	Duplicate RE Record – should be deleted on RE	8
4.11	Time mismatch	8
4.12	Decreased Time	8
5.	What does the exception report look like?	9

[bookmark: _GoBack]

[bookmark: _Toc37591861]Document History
	Date
	Author
	Version
	Description

	13/01/2020
	Amanda van Heerden
	V1
	Original Document

	28/01/2020 
	Gavin Taljaard
	V2
	Additional detail around exceptions added

	05/02/2020
	Amanda van Heerden
	V3
	Updates made based on feedback from Nicola Harris

	21/02/2020
	Gavin Taljaard
	V4
	Updates to descriptions and categories based on using the report

	18/03/2020
	Amanda van Heerden
	V5
	Additional changes to simplify some categories



[bookmark: _Toc37591862]About this user guide
[bookmark: _Toc37591863]Background
The Click Foundation system has been implemented to manage learners that are active on their online intervention program, Reading Eggs / Eggspress (“RE”). The existence and status of learners within the system are driven from the School Administration Systems.
Information from the RE system is imported into the Click system and usage reports for schools are generated weekly. For accuracy and analysis, it is critical that learner data within the Click system and the RE system remain in sync. 
[bookmark: _Toc37591864]Purpose
[bookmark: _Toc31616758]The purpose of this document is to provide an overview of the RE Exception Report that is generated weekly, after the learner usage file (“RE FTP file”) is imported and loaded. The report will highlight any instances where there are discrepancies in learner data between the RE system and the Click Foundation system and this document aims to explain the report and how to use it to ensure the systems remain aligned.
[bookmark: _Toc37591865]Assumptions
This guide makes the following assumptions of your use of the RE exception report:
· That you have been provided appropriate access to the report 
· That you have appropriate access to the RE system and can make updates within the system
[bookmark: _Toc37591866]Note
The RE Exception Report aims to highlight discrepancies of learner data between the Click system and RE and this guide will provide information with actions required to bring the necessary data inline. These actions will only pertain to RE. Actions on the Click system will always be taken by the development team and requests for updates should be done through the Ops team. 
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[bookmark: _Toc37591867]Exception chart
Each week, the exception report will compare data in the RE FTP File to current learner data in the Click system and list every exception (where there is a difference in data), with a reason that describes the exception. All the type of exceptions (‘reasons’) within the report can easily be referenced in the following chart. 
	Category
	Description
	
	Reason
	Priority
	Definition
	Resolution

	Registered
Learners unable to use RE
	Learners who are registered in the system (based on their status within the School Administration System) and are not in the correct status on RE, which impacts their ability to use RE.
	1.
	[bookmark: _Hlk31970450]Registered learner not in RE FTP file
	Critical
	Learner has been deleted from RE
	Reregister on RE

	
	
	2.
	Registered learner not in class in RE FTP
	Critical
	Learner cannot use the program
	Move learner into a class 

	Deregistered Learners are still able to make use of RE
	Learners who have been de-activated (based on their status within the School Administration System) but are still able to use RE
	3.
	Deregistered learner in class (with/-out Time)
	Critical
	Deregistered learner can use the program
	Remove learner from a class

	
	
	4.
	Duplicate login
	Critical

	Learner with two logins
	Remove the duplicated login on RE

	Learners not correctly registered
	Learners exist on RE that are not linked to a learner in the system
	5.
	DW Learner Not Matched to RE Learner
	High

	Click learner cannot be matched to a learner on RE
	Ensure that the registration was processed on RE

	
	
	6
	RE Learner Not Matched to DW Learner
	High
	RE learner cannot be matched to a learner in the Click System
	Correct the external ID for the learner on RE

	General Data Cleanup 
	The learner status is correct (not impact ability to use RE), but ancillary information requires adjustment
	7.
	[bookmark: _Hlk31970777]School (password) mismatch
	Critical
	Learner in incorrect school on RE
	Move learner into correct school, grade and class

	
	
	8.
	Grade mismatch
	Low
	Learner in incorrect grade on RE
	Move learner into correct grade and class

	
	
	9.
	Deregistered learner in no class
	Info
	Learner should be deleted in periodic cleanup
	No immediate action necessary

	
	
	10
	Duplicate RE Record – should be deleted on RE
	Info
	Learner record duplicated on RE
	The duplicated record must be deleted on RE

	RE System Errors
	Items to be raised by Meraki IT with RE for investigation
	11.
	Time mismatch
	
	Incorrect calculations on RE
	Request Blake to investigate

	
	
	12.
	Decreased Time
	
	Incorrect calculations on RE
	Request Blake to investigate




[bookmark: _Toc37591868]Exception cases – detailed descriptions
The following exceptions or reasons can appear on the report:
[bookmark: _Toc37591869]Registered learner not in RE FTP file
What does it mean?
These learners are registered (and considered active) in the Click System based on the information within the School Administration System. They have previously been linked to a record within RE, but that record no longer appears in the RE FTP file. The learner will therefore no longer be able to access RE.
What causes it?
The only way a learner can disappear from the RE FTP file is if the learner is manually deleted or removed from RE. 
This may have been done intentionally by someone who has access to the RE backend (learner left the school), or it may have been an accidental deletion. 
How is the exception resolved?
The 2 known scenarios are:
1. The learner has left the school, and the correct processes for removal were not followed. [reference our manual] The steps to correct are:
a. Ensure that the learner has also been deleted / archived on the School Administration System
b. Ensure that a data submission is performed
c. This will ensure that the Click System is informed that the learner is no longer at the school, and their record will be adjusted accordingly, bringing the system back in line
2. The learner was deleted by accident and is still at the school:
a. Provide the list of learners that should be re-instated to your Ops Manager
b. These learners will be re-registered on RE upon receipt of these requests. Note that they will receive a new login and new ‘RE Student ID” on RE
[bookmark: _Toc37591870]Registered learner not in class in RE FTP
What does it mean?
This is very similar to the “Registered learner not in RE FTP file”, but in these cases the learners have merely been removed from a class (teacher). The impact on the learner is the same, in that they cannot access RE.
What causes it?
The only way this can occur going forward is if a learner’s teacher association was removed on the RE backend. As with the learner deletion, it may have been done intentionally when a learner left the school.
How is the exception resolved?
The 2 known scenarios are:
1. The learner has left the school, and the correct processes for removal were not followed. Follow the steps in section 3.1 above.
2. The learner was removed from a class by accident and is still at the school:
a. Log into RE and link the learner to the correct teacher
[bookmark: _Toc37591871]Deregistered learner in class (with/-out Time)
What does it mean?
Deregistered learners are learners that the Click system has deemed should no longer be using the RE program, based on the schools / grades we are active in, or the information supplied by the School Administration System. 
For self-managed schools, this happens if the rollover was performed and the learner has moved into a grade that we are not active in.
Deregistered learners should not have access to the RE program, and therefore should not be in a class on RE and should not have any use on the program. 
What causes it?
At this stage it is not possible to update RE automatically, and as such every time a learner is de-activated in the Click system, they will appear on this list as from the following week, until such time as they are removed from a class. 
How is the exception resolved?
For self-managed schools, the learners should be deleted from RE, or the active grades of the school adjusted.
Using the RE backend, remove the class / teacher of the relevant learner. 
[bookmark: _Toc37591872]Duplicate login
What does it mean?
In rare cases we have found more than one login on RE for a single learner. This exception will highlight these cases. 
What causes it?
A learner can be incorrectly registered on RE twice, and therefore have two logins. In some cases, only one of the logins is being used, while in others they are both being used. The report provides insight into the last usage of both logins, which will assist in determining whether both are actively in use, or which one is currently being used.
How is the exception resolved?
Determine which login should be used, through a combination of seeing which login card the learner has and reviewing the activity on the different logins. 
Delete one of the records on RE, and ensure the learner has the login details of the account which remains.


[bookmark: _Toc37591873]DW learner not matched to RE learner
What does it mean?
All learners are registered within the Click system in the Data Warehouse (DW). Learners are then registered on RE and the two learner records between the DW and RE are matched up to uniquely identify the learner between the two systems. If a link from the DW learner cannot be made to a RE learner record in the RE FTP file, this error is raised. 
What causes it?
The most likely cause for this error is that the learner was never registered on RE. 
How is the exception resolved?
The first step is to ensure that the learner was in fact registered on RE. If the learner was registered, do not register the learner again, but confirm that the learner’s external ID was correctly set on RE. If the learner was not registered on RE, the learner registration must be processed.
[bookmark: _Toc37591874]RE learner not matched to DW learner
What does it mean?
Records that meet this condition were not registered correctly on RE, and the identifying field used to link them to a learner within the Click System (DW) was incorrectly populated. This error is raised when a unique match between a single learner on the RE FTP File and a single learner on the Click System could not made.  
What causes it?
There are many possible causes for this error: 
· the learner registration on RE was done incorrectly (the most likely cause is that the learner import was done at school level, as opposed to district level, and the learner’s corresponding ‘External Student ID’ was not set correctly)
· the learners were registered more than once on RE, and a unique match cannot be made to a learner on the Click System.
· the learner was registered on RE in a self-managed grade that the school is not active in on the Click System
How is the exception resolved?
The first step is to find the correct learner on RE in the Manage Students section:
· If the learner is in a self-managed school, the learners should be moved into a grade that we are active in, or deleted from RE
· If the REStudentID is populated, and the ExternalStudentID is Blank, the learner was registered incorrectly. Their ExternalStudentID needs to be updated on RE to match the data previously provided in the RE Registration file
· If the same ExternalStudentID appears more than once, the learner was registered twice in the same week, and a unique match cannot be created. Delete the second of the 2 learners’ records (larger REStudentID) from RE
[bookmark: _Toc37591875]School (password) mismatch
What does it mean?
Learners are registered on the Click system in the school they are in according to the school administration data when they first start. If a learner changes schools, the RE system needs to be manually updated to reflect the change as per this exception report. 
What causes it?
When a learner changes schools and the Click system and RE system are not kept in line.
How is the exception resolved?
Using the RE backend, update the learner’s record, accordingly, including school, grade and class information. 
[bookmark: _Toc37591876]Grade mismatch
What does it mean?
The grade a learner is in on the Click system, differs from the learner’s grade on RE. 
What causes it?
The Click system has the grade information from the School Administration Systems and is deemed to be correct. Most of these cases will be caused by the grade rollover on RE which assumes all learners advance to the next grade. If a learner is held back on the School Administration System, the grade in the Click system will differ from the grade in RE. 
For schools that do not use a School Administration System, and is self-managed on the Click System, a grade mismatch means that the learner is in a grade on RE that the school is not active in. These learners should be removed from a class and deactivated on the Click System. 
Note: This does not impact on a learner’s ability to use RE, nor on the accuracy of the usage reports (which derive the grade from the Click system), and as such is not a critical condition to resolve. 
How is the exception resolved?
For self-managed schools, confirm that the learner should still be active, and that the active grades for the school are correctly set. The learner should be deleted from RE if the school is not intended to be active in that grade.
For other schools, move the learner to the correct grade as indicated by the report.
[bookmark: _Toc37591877]Deregistered learner in no class
What does it mean?
As learners leave schools, they are de-activated within the system, and they would have been removed from a class / teacher on RE to prevent further access to RE. They are placed into this status intentionally as an interim measure in case they return to the school or transfer to another school in which we are active, allowing us to re-instate their original RE records.
This list of learners should be deleted from RE periodically to remove unnecessary records remaining on RE.
What causes it?
As explained above
How is the exception resolved?
No action necessary on a weekly basis. These lists will periodically be reviewed and removed from RE.
[bookmark: _Toc37591878]Duplicate RE Record – should be deleted on RE
What does it mean?
Sometimes, after registrations are processed, duplicated records are automatically created on RE. This is a bug within the RE system that is currently being looked at. Until this bug is resolved though, duplicated records can appear.
What causes it?
This is an error caused within RE.
How is the exception resolved?
The learner was correctly registered on RE and matched within the Click system, so the duplicated records highlighted in this exception can be deleted from RE. 
[bookmark: _Toc37591879]Time mismatch
What does it mean?
This exception occurs when any of the measures of the learner’s usage does not match the Time totals. This is usually triggered when a learner has had an increase in usage (e.g. sessions), but no increase in time spent on the program. 
What causes it?
This is an error caused within RE.
How is the exception resolved?
The development team of RE must be notified to investigate the issue.
[bookmark: _Toc37591880]Decreased Time
What does it mean?
This exception highlights that a learner’s Time value has decreased – a situation which shouldn’t be possible. 
What causes it?
Like the Time mismatch error, this is an exception within the RE system.
How is the exception resolved?
Like the previous exception, the development team of RE must be notified to investigate the issue.

[bookmark: _Toc37591881]What does the exception report look like?
The exception report will have the following columns to highlight the following information:
	Column Name
	What does it show?

	ReasonID 
	The sequence number for the reason of the exception with the report

	ReasonItemID
	The sequence number for the row of the exception within the given reason

	RowNumber
	The RowNumber in the FTP file that triggered the exception

	ZACCode
	The RE ZAC code identifier for the school

	EMISCode
	The school’s EMIS code 

	SchoolName
	The name of the school on RE

	REStudentID
	The RE student ID

	ExternalStudentID
	The external student ID for the learner on RE

	RELogin
	The learner’s RE login

	PersonID
	Where the learner has been matched to a learner on the Click system, this field will show the corresponding person ID

	FirstName
	The learner’s first name on RE

	LastName
	The learner’s last name on RE

	Grade
	The learner’s grade on RE

	Class
	The class the learner is in on RE

	WeekUsage
	The total time on task (TOT) for the learner for that week

	YtDUsage
	The total TOT for the learner for this year

	Reason
	The reason the learner appears on the exception report

	DWSchoolName
	The school that the learner is in on the Click system’s data warehouse (DW)

	DWSchoolStatus
	The current status of the school in the DW

	DWFirstName
	The first name of the learner in the DW

	DWLastName
	The last name of the learner in the DW

	DWGrade
	The grade of the learner in the DW

	DWGradeManagement
	The management level of the school’s grade in the Click system. This defines if a grade is automatic (all updates come from the school management system), manual (all updates are done manually) or self-managed (all updates are done on RE)

	DWClass
	The class the learner is in in the DW

	RegisterDate
	The date the learner was registered in the DW

	ProgrammeEndDate
	If the learner’s link to the RE program has been deregistered, this field will have the date the link was deregistered

	FirstAppearDate
	The date the learner first appeared on the FTP file

	LastMovementDate
	The last date the learner showed an increase in TOT

	DateRemoved
	Only populated for deleted learners, or learners removed from class

	SourceLearnerID
	The learner’s DDD or CEMIS ID

	SourceDateJoined
	The date the learner joined the school according to DDD or CEMIS

	SourceDateLeft
	The date the learner left the school according to DDD or CEMIS



Comparing the values for each learner in RE to the values in the Click data warehouse, allows for easy identification of discrepancies between the two systems.
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