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testing, pft, admin

PFT Submissions Manual 2016-2017

California Physical Fitness Test (PFT)

Welcome to the California Physical Fitness Test (PFT) Web site hosted by the
San Joaquin County Office of Education (SICOE), the current state PFT
contractor. This site is for collecting annual student PFT data fram =ach local
educational agency (LEA). An LEA is a school district, county office of
education. or charver school that is independent for assesament purposes
{i.e. independeant charer school), The SJO0E scores and submits the LEA
results to the California Department of Education,

Coordinator Registration Resources

Every LEA riseds 1o designate & BFT & variety of materials and online traming
Coordinator by Movember 1 ewery year, even il FEEOUTCES ard avadlable 1o assist PFT

the LEA uses & vendor or dees not have Coordinater preapare for, coordinate, and carry
students in grades five, seven, or nine. This St the administratean and data collsction for
andured that the LEA will receises the latest PET e BFT. Ad thede mateniali and reicurced are
infarmation and updates and be able ta tubmit, regularly updated, it L recommaended PET
revisw, and correct data, ax nesded, Coordinators perodically check the links below

e g Sy Y S

Step #1

e Create a “PFT 2016-17" folder on your desktop:

Step #2

b, S

District Portal
Please 09 in using your County Code, Cistrict
Code, Charter Mumber, and Password. Use

Charter Mumber 0000 for school districts and
county offices of sducation.

County Coda:
MHiarriey Cade:

e Next, go to www.pftdata.org. Look for “Resources” and click on the words “PFT Resources”

B hitg pftdata.crg

slcome to the California Physical Fitness Test (PFT) Web site hosted by the
n Joaquin County Office of Education (SICOE), the current state PFT
ntractor. This site is for collecting annual student PFT data from each local
ucational agency (LEA). An LEA is a school district, county office of
ucation, or charter school that is independent for assessment purposes

t, independent charter school). The SICOE scores and submits the LEA
iults to the California Department of Education.

ordinator Registration Resources
y LEA needs to designate a 2012-13 PFT A variety of materials and online trainin
rdinator by NMovember 1, 2012, even if the resources are avallable to assist PFT
uses a vendor or does not have students Coordinators prepare for, coordinate, i
‘ades free, seven, or nine. This ensures that carry out the admanistration and data
E& will receive the latest PFT information collection for the PFT. &As these mateg
updates and be able to submit, review, resources are regularly up
correct data, as needed. recommended PFT g oord]

check tha links bel
words for 2012-13 were reset on the rost update
amber 17, 2012. To obtain the password
ied to access the secure District Portal, PFT Resgurces
plete the 2012-12 PFT Cogrdinator Proawndes mfarmaticn 1o Caardinat
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e Under Data Submission download the 2016-17 Excel Template and Instructions file to the
PFT 2016 folder you made on your desktop.
o Note: This is a “zipped” file. Unzip it then save the Excel file to your folder, or drag the
zipped file and drop it in the folder to open there.

California Physical Fitness Test (PFT)

A variety of online and downloadable resources are avallable to assist PFT
Coordinators prepare for, coordinate, and carry out the administration and
data collection for the PFT. As these resources are regularly updated, it is
recommendesd PFT Coordinators periodically check back to ensure they are
using the most updated versions of these resources.

Hgrne -~
Resources

PFT Coordinator Manssl
BEL Coorchinator haarnaal (S0F
This manual provides
the 1516 PFT, The folic
- Sample Student Data Colle
= Sample Student Data Col

dinators with the informa nd resources needed (o prepare, coordinate, and carry out all the activities associated with

are alyo provicded az stand-alone pieces

Data Submission
201 FT Student Data Fike Lot
Thu

t i clesigred for text files anc it with collecting the dats snd properdy formatting the mtudent:level file,

2014-17 Excel Template and Instructions
Th PFT Student Dats Template (XLS) and PFT Student Data Templats INSIructhsns (DOC) are proviced 10 SS5st With repoming SCceptalds scores and
properiy formatting the student-level file

e Read the Instructions BEFORE creating the 2016-17 Excel Template detailed below.
Step #3

* Now, create a file from the SIS to put into your desktop PFT 2016-17 folder. In the SpSIS, follow
this path: Admin>Test Module>PrelD in Common Format

Shudent Info * Regair alior =i o efile T
Slalf info E Scores for all students TOMS Dala [
Aftendance > lesl Score Cenler

Transcripls ¥

Archives ¥

Farent info ¥

Publiz Regisinrssn k

Teat Maodubs ¥

Portal M anagement ¥

PLS/Report Wrter ]

Settngs *

¢ On the Pre-ld page only complete numbers 1-3.
o #1 Pick “Science CST Pre-ID” from the dropdown list
o #2 Enter the date that your PFT testing starts
o #3 Check only grades 5, 7 & 9
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Pro-[D Export in Cormmson File Farmat (STAR, CAHEFE, CELTT, GFLT)
HOTICE:
Linik 16 the 2013 STAR Managemen! System: hrijuiklzeas ete org/star201s
Link i 2012 Demographic Data Corrections: hitpofkl2star ets org/star2 iz
For all other STARYETS information go to: bittpuitwwesr startest. org/sme. hitmil

When ¥4 are Amnsshed HJEI:':I.HE EEDWH click Hext at the bottom of this page

I Gelent o Program for this export

Somron TET Fedl ¢

2 Exfder Date of Azsssxment Admeanistretion (me/ddd YY)

et O

3 Beleot Crade Level(s) of students 10 be ncledel

oz

STAR (2 - 11)
o3 o4

CAHSEE (10 - 1)

= 05 O = OT o8

CELDT (K - 1)

= 09 iL1] i} 2

¢ Go to the bottom right-hand corner of the page and click the Next button.
e Choose to “Download” the resulting Txt file and save it to the PFT 2016-17 folder on your
desktop.

Pre-ID Expe in Comsnot File Forest (STAR, CAHSEE, CELDT, IFLT)

There are T3 stisdents in the export

To view what an individual student's raw Pre-ID Expaort record will look likce, select the student name and click View Stodent.

To change options, click the Set Options tab

When satished, click the Download tab to downlead the Fre-1D fle

To wiew hiow this record is created, olick bere.

Step #4

e Now, go back to www.pftdata.org and login to the District Portal

Welcome to the California Physical Fitness Test (PFT) Web site hosted by the
San Joaquin County Office of Education (SICOE), the current state PFT
contractor. This site is for collecting annual student PFT data from each local
educational agency (LEA). An LEA is a schoal district, county office of
education, or charter school that is independent for assessment purposes [i.e.,
independent charter school). The SICOE scores and submits the LEA results to
the California Department of Education.

Coordinator Registration

Every LEA needs to designate a 2012-13 PFT
Coordinator by Movember 1, 2002, even if the
LEA uses & vendar or does not have studers
in grades five, seven, or nine, This ensures that
the LE& will receive the latest PFT informaton
and updates and be able to submit, review,
and corredt data, as needed,

Paspwords for 2012-13 were reset on
September 17, 2012. To abtain the passward
needed to access the secure District Portal.
camplete the 2012-13 PFT Coordingtor
Dasignation onlne form. The LEA
superintendent or administrator vl be

aacimabad e s ssadll s ssmacnca s

Resources

& warsety af materials and anling training
resownces are available to assist PFT
Coardinators prepane for, coondnate, and
carry aut the administration and data
cobection for the PFT, 45 these materials and
resowrces are regularly updated, it is
retommended PFT Coordinators penadically
chisck the links below 10 ensure they are wiing
the most updated wersions,

FFT Eesources
Provades indarmatan for PFT Coordwatars and
administrators.

AT e addas §E

s anall Pamlnla

District Portal
Please log in usng your County Codé, Destrct

Code, Charter Number, and Password. Use
Charter Mumber 0000 for school districts and

county offices of education.
County Code: 18
District Coda: TETH

Charter Numbaer;

Paspword:

| Lesin |

e You will now be at the Welcome page of the PFT where you will click on TEMPLATE

GENERATOR
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0Dt Tl TG 0 0 i e i e e e e |
California Physical Fitness Test (PFT)

HOME | DATS UPLOAD | DATA ENTRY | STUDENT LIST | TEMPLATE GENERATOR | REPORTS | LOG QUT

Welcome El Roper

Thas is the PFT Manager Web page for Long Valley Charter (16-54162-
system, with O student record{s) that have arm O student recondf
IF PFT data and generate your PFT ay also priny
s in the system using the PET Confirmat

For 2016-17. your local educational agency (LEA) has a total of O student recong(s) in the
warnings. The PFT Manager Web page provides applications for wou 1o submit, view, and
ssage confirming the cument number of student records and student records with srrors

Data Upload
Use the Data Uplaad application to submin a student file i tab-debmited or tab-separated file formats. Pror 1o upload g & Student file, be sure 12 review and edit the

e Next, click on the Template Data Generator (1 file version)
e o S e

California Physical Fitness Test (PFT)

HOME | WEE DATA UPLOAD | WEB DATA ENTRY | STUDEMT LIST | TEMPLATE GENERATOR | REPORTS | LOG QUT

Template Generator

The Template Generator applications can be use
and/or FITMESSGRAM B (csv) or FITMESSGRAM
filled in from the fields in the uploaded file(s)

ate an M5 Excel student data template from data upboaded wsing a current-year STAR Pre-1D file (tad)
a file. The Template Generator “produces or generates” the M3 Excel template with the information

Student Data Template Generato

Select Template Data Generator (1 file version) to access the application that allows you to individually upload a STAR Pre-ID or FITNESSGRAM file to generate a
M5 Excel student data template.

e On the next screen: The File Type to choose from the drop-down is Science CST Pre-Id (txt)
* Now browse for the Pre-id text file from your PFT 2016-17 folder on your Desktop and choose

it.
e e e e e e e

California Physical Fitness Test (PFT)

HOME | DATA UPLOAD | DATA EMTEY | STUDEMT LIST | TEMPLATE GEMNERATOR | REPORTS | LOG QUT

Student Data Template Generator

Instructions: Choose the Science CST pre-ID (fixed-length ta), FITMESSGRAM 8, 9, or 10 (csv) data file that you want to upload: use the Browse button to locate
your file; and select the Upload File button. Only tet or csv files, as noted, will be accepted. Instructions for using the converted student data file can be found on
the Template Generator Instructions.

File Type: — Select One - X

File:

Science CST Pre-1D (bd)
Upload File FITMESSGRAM 8 (csv)
: . FITMESSGRAM 310 (csv)

aof Education

e Now click the Upload File button to the San Joaquin County Office of Ed and wait for a return
email.
e The email will say you are ready for the next step.

Thank you for using the Template Genarator You will receive an automated message from PFT Support (pRdata@sjcoe. net) within 24 hours
confwming your PFT Student Data Templake is ready to be downloaded

ok |
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Step #5

e Sign into your PFT District Portal again and you will find the file from San Joaquin ready to be
downloaded and save it to the PFT 2016-17 folder on your Desktop.

California Physical Fitness Test (PFT)

HOME | WEE DATA UPLOAD | WEB DATA ENTRY | STUDEMT LEST | TEMPLATE GEMERATOR | BEPOETS | LOG OUT

Student Data Template Files

Instructions: The M5 Excel student data template files generated by the Template Generator application are available from this page. These generated files are
erganized by the date the conversion was completed, with the most recently generated file listed first. Select Download to vew and access a generated file.

To sort data. select either the first or second column heading Page 1 of 1 page(s) | 1 record(s) Found

daty Lomp

Star_18-76720-0320_5_22 2013 5_15 00 _PhAtxt May 22 2013 5:15PM Downlgad Delete

e After saving the file, open the Excel doc in your PFT 2016-17 folder. (This is the excel file that
came from the PFT Resources in Step 2 above)

e Click to “Enable editing” (your worksheet may already be ready for this)

¢ On your spreadsheet, click on the Data tab then choose From Text...

PReTetol Excel non-commercial uxe T

Page Layout Formulas Cata

P M Al W) .
—Ii‘] 5 I_,' _'TH'“'] __i.lj_:rr.rﬁ s ] R ( +l: E_:l‘ _5’! _|"_- E? -r_[J
;cr::, o .-_:r:ns,:;lgon, Re_.tlrlejr -l“_ Sort Filter ¥y advanced r_l:;:,:i, Ul’::rl:::;ﬂ i E::;Ln- Consalidate _,.':;:_;.:‘, Lr?uD
C Gart & Filte Daka Ta:
=
A | ®© [= D E F G H 1 ] K L M
School Statewi
L= ty School | Chart Student Student Student Date of Date of Date of
Code D'f:‘:' Code | Number | 6729¢ | 4 ' vame | First Name | Middle | Birth Month Birﬂlel:lunv Birth vear | GEnder m
70 W BT BT o Bt () | mitial (1) | (2) (2) R B e
1
2 |
3 Crnntw Cade
e Choose to import the ‘STAR'’ file you just received from the PFT group (it is in your PFT
2016-17 folder)
Organize = Mew folder = - [l &
l*—l Microsoft Excel = Mame Date modified Type
| preid_20130323_1.203 5/22/20013 5:03 PM Text Docurment
r Faverites | | Star_18-76729-0320_5_22 2013 5_15_00_PM 5/22/2013 6:04 PM  Text Documnent
Bl Desktop
& Downloads E
w Dropbox
£ Google Drive
| Recent Places
o Libraries
*| Documents
J'- Music
| Pictures
B videos - L] ’
File mame: Star_18-76729-0320_5_22 2013 515 00_PM ~ iTEﬂ Files ']
Tools - l Import |v] Cancel J

* Note that you will need to “tell” the importer which cell to begin with (see the RED
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cell indicated be_low)

AR P— . T 012-13PFTStudentDataTerr
Home Insert Page Layout Formulas Data Review View Developer
_.jﬂ Connections - i
@ e el Y ..
| _' S il Sort Filter _f_"i?-&c
Get External Data Connections sort & Filter
AK2 v fe
A B C D E F G H
County m School %'::'h'::r Crade | Student Student Student
Code Code Code P (2) Last Name | First Name Middle
(2) (7) (11) (9) Initial (1
(5) (4)
i A’
Import Data ? DX

Where do you want to put the data?
@ Existing worksheet:

='2013 - Student Data Fie'1$4$2

WO 0o~ hin b W=

) New worksheet
10 | Properties... | [ ok | [ cancel |
11 L )
12
13

e Choose that same cell on your Excel spreadsheet and then click “OK”".

¢ You have now filled in all Basic Student Demographics. (Note: Remember to populate
column D (Charter School Code) all the way down the column. This info is not in the

SpsISs.)

Preparing your Spreadsheet

By highlighting and right-clicking you can “hide” cells you don’t need to work with.
Keep cells E, F & G (Grade, Student Last Name and Student First Name)

Hide all other cells until you get to column Al (PFT Start Date Month)

Now “freeze” panes by noting where you want to start the “freeze” (see below)
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A" I H - TILVCS PFT = Microsoft Excel - -
s
..... el A i = - H 1
Mui, K Sk
¥ L Pane: e
a2 - f o
E F G Al Al AR Al AN
1 Grade (2) Student Last Mame [11) Student First Name [9) PFT Start Date Month (2] PFT Start Date Day (2] PFT Start Date Year (4) Pamticipation Level (1) Reason for Panicipation Level (1) Heigh
2 |os ACKERMECHT SHELLA " 013 1 05
i 0m ANAYE CELINA 13 1 1]
4 m ANGULD SAMANTHA w13 1 1]
5 07 AUSMUS THEA 13 1 05
& 07 BRILEY LANEY Pk} 1 05
T 05 BARCLAY MIAKLLH p.Uk} 1 ]
B 0 BARCLAY ZACHARY 13 1 05
3 07 BARNWELL MARLL Pk} 1 05
N na BAIVTULAA L RIEDFANET s 17 Wl 1 ne

e You are now ready to fill in PFT Test Results for individual students. The “Frozen Frames” will
make this job easy.

#6 Ready to enter Student Data Results in your
Spreadsheet

You have just prepared the Student Data Template Spreadsheet for capturing each student’s PFT
results. Be sure you refer back to the 2016-17 PFT Student Data Template Instructions (which were in
the original zip file you downloaded) should you have any questions at all about how to enter your
data!!

e When you are finished with testing, sign back into your District Portal and upload your results!
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