How to complete Digital Equity Survey in SchoolTool

To complete a Digital Equity Survey for each student in the household, begin by logging
into SchoolTool (note that some mobile devices will default to the Mobile Site; if you're on
a mobile device you’ll need to access the Full Site by clicking the View Full Site link on the
login screen).

1. Login to SchoolTool website (Full Site)

Parents/Guardians can log into SchoolTool and access student information. You
will need a SchoolTool account. If you don't have an account, contact the student's school.

Type in the following URL into your browser If Accessing SchoolTool through a Mobile Device
URL: https://schooltool.rhnet.org/schooltool/ ————————
Select View Full Site SchoolTool
Welcome to SchoolTool
@ Please login to continue:
Username: |
Password: | .
()
View Full Site
LOGIN
parent@gmail.com
USERMAME Loggln In
— Using your SchoolTool credentials.
PASSWORD
User Name: This is your email address
Password: The password used to log into
New User or SchoolTool (email from SchoolTool).
Forgot password?

2. Locate the student for whom you wish to complete a Digital Equity Survey

rl
To access the student record, click the View Student Recordﬂ button, or click on the student's photo or name.
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3 C||Ck on the User Personal Information

- Iy . € Back Help @
Defined tab (it’s available
from any module).
-
CONTACTS SCHEDULE ATTENDANCE GRADES ASSIGNMENTS USER DEFINED
ACCOUNTS CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS LETTERS USER DEFINED HOURS NOTES

4. Use the dropdown

to choose the NYS Digital
Resources Family
Questionnaire and click

the Edit # button ———p D e o

10 accurate data regarding digital resource access for our New York students will greatly help educators to better serve their students and families. In order to accomplish this, the New York

if asu rvey exi sts or th e ‘State Education Department is asking parents or guardians to compiete a Digital Equity survey (for each student in the family) in grades Kindergarten — GradeT2. This survey will provide information

on student access lo devices and intermet access in their places of residence. To assist us in this process, please answer each question befow to the best of your ability and follow any additienal
Thank you for your time and cooperation.

instructions provided for submitting or returning the survey.
If no su Wey eXISts - NOTE: You must answer at least one question for this survey to be valid.

ent

NYS Digital Resources Family Questionnaire

B Help @

Show history

Question 1

Question 2

5. Leave the Start Date R ——
and End Date as shown. stat vt 07712022
Answer each question s o it g Eqity urve (v och tcrt i i) ' s irrien— G 12T sy wi rovienforation o st ccess o Gevoes el
using the dropdown and -
click the Save @ save
button when you’re done D schol ot e your i  dodcald chootor dsict owned devioefor B s i he sl year?
to submit the survey. =S

What is the device your child uses maost often to complete learning activities away from school? (This can be a school-provided device or another device, whichever the student is most often using to com

® cancel Help @

EndDate: 11/8

Thank you for your time and cooperation

NOTE: You must answer at least one question for this survey to be valid.

None ~
Who is the provider of the primary learning device identified in Question 2? (This can be a school-provided device or another device, whichever the student is most often using to complete their schoolwar

None b4

6. After saving, a copy of Y¥S Digital Resources Family Questionnaire v + Add & Help @

our responses Wwill be e
y p @K 10/7/2022 - 10/7/2022
d |s p I ayed . Collecting accurate data regarding digital resource access for our New York students will greatly help educators fo better serve their students and families. In order to accomplish this, the New York
State Education Department is asking parents or guardians to compiete a Digital Equity survey (for each student in the family) in grades Kindergarten - Grade12. This survey will provide information
on student access fo devices and internet access in their places of residence. To assist us in this process, please answer each question below to the best of your ability and follow any additional

instructions provided for submitting or returning the survey.

Thank you for your time and cooperation

NOTE: You must answer at least one question for this survey to be valid.

7. To make changes to s
the saved survey, click

Question 2

Edit  to update your

Question 3.

response. Then click Scnool

Question 4

Save. B Save Not Shared
Question 5:
Yes
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	New User Defined Screen for NYS Digital Access Survey
	Configuring View and Edit Rights for the New User Defined Screen
	1. On the Screens tab in Maintenance > User Defined Screens, locate the NYS Digital Equity Survey that was added by the hot fix and click Edit for that UDS.
	2. In the User Groups section (below the Fields list), you’ll see a list of all available user groups. Use the View and Edit columns to specify which groups should have read/write access to these records.
	A. The column on the left lists all available user groups; use the checkboxes on the left of the group names to designate read-only access. For any groups that need rights to add, edit, or delete records, also check the Allow Edit checkboxes on the ri...

	3. Click the Save  button in the upper right corner of the screen to apply your changes. Continue to the next section to ensure that these user groups have the necessary permissions to access the User Defined Screens areas in SchoolTool.

	Updating Permissions for User Defined Screens
	Additional Notes and Considerations:
	Submitting Records for Individual Students (Students, Parents, Staff)
	1. Locate the student for whom you wish to submit a UDS record.
	2. Click on the User Defined tab (it’s available from any module).
	3. Use the dropdown to choose the NYS Digital Access Survey and click the Add button.
	4. The UDS fields will appear below a set of dates. Leave the date fields set to the default (the Start Date should be the current date and the End Date should be blank). Select values for each dropdown and click the Save button when you’re done to su...
	A. Important Note:  Dropdown values have been created with a default value of “SELECT ONE”. While records can be saved with these values, NYS Data Warehouse requires appropriate values other than “SELECT ONE“. Users should be instructed to choose an a...

	5. After the record has been saved, you’ll see a read-only view.
	6. To make changes to a record that has already been saved, select the UDS from the list and click Edit  for the existing record.

	Importing UDS Records
	1. To begin, prepare your import file with required columns. All UDS file imports must include the following column headings (these headings must be titled exactly as noted here, including spaces):
	2. Once the file has been prepared, navigate to Maintenance > User Defined Screens and click on the Import tab.
	3. Use the dropdown to select the NYS Digital Access Survey.
	4. Click the Choose File button and browse to your prepared .CSV or .TXT file. Once a file has been selected, you’ll see the filename on your screen.
	5. If you want to replace the most recent active record (active records are those with no end date), check the “Overwrite” option. If you wish to simply add a new record, leave the “Overwrite” option unchecked.
	6. When you’re ready to upload your data, click the Import File button.
	7. SchoolTool will begin processing the results and will provide a list of errors in addition to a count of new, modified, and failed records.

	Using Custom Export to Identify Students with Missing UDS Data
	1. Add Fields:  Choose fields that will allow you to identify the students with missing and/or invalid data. This basic example uses Student_StudentID, Person_LastName, and Person_FirstName.
	2. Add Filters:  Specify criteria to return students who have records for this UDS but are missing valid answers (dropdown selections of “SELECT ONE”) and/or students who do not have any records for this UDS. Each of these filters should  use OR rathe...
	A. To include students who are missing this UDS record, add the “UDS_NYSDigitalAccessSurvey_StartDate” field and set the filter to “Empty”. This will return all students who do not currently have at least one record for this UDS.
	B. To include students who have records for this UDS but have at least one dropdown selection of “SELECT ONE” instead of a valid answer, add a field for each of the UDS questions and set the filters to Equal to “SELECT ONE”. This will return any stude...

	3. Specify any other filter criteria, export order, and other options as needed, then save your export and/or run it from the Preview tab.
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