How to Submit Assessment Data

Login to Enrich

Navigate to the Administration screen.

Look under Data Collections. There will be an “Assessment Collections” family listed in the Data
Collections portal on the Administration page, like this:
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B Data Collections

» Assessment Collections

» Grad Rate Collection

» Scheduled SIS Collections
» SIS Data Collection

4. Click on Assessment Collections. The Assessment Collections screen will open.
5. The assessment collections screen will display assessments that can be collected.
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6. Click on the assessment that you would like to collect/submit data for. (See illustration above)
7. The collections screen will open. BEFORE any data has been collected — note that all dates/#s are
blank: (see illustration below)
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8. Click Collect to collect the data from Enrich Assess. You'll see this dialog:
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9. Click Collect Only. While the collection is running the banner will display
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10.When the collection is complete, the date filled in for Last Collected will display, and in the
Details table, the number of records collected updates, with the unsent column showing the

same number: Note that you may see a description of this collection if the SCDE added any.
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11. After you submit the data (using the Send to SCDE link), the Last Sent date filled in, and the
Unsent column is now O.
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12.1n the instance that you would like to review what the submitted data. You would click the
Download Files link. The data download screen will appear
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Note: It is recommended to choose the default option: Comma Separated Values (CSV) with
header row. Once the file is downloaded you can open the file in Excel or use your favorite text
editor.



