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Entering HQT Data

The Quick Entry Screen, 
Principal’s Recording Sheet, 
and Teacher Status Sheet.
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The Process
1. OECN$EMIS:HQTEXT
2. If you chose to not generate status and 

recording sheet via command procedure, 
then…

1. OECN$EMIS:HQTPRS
2. OECN$EMIS:HQT_STAT
3. Both are available via EMIS_RPT menu as well.

3. Use quick entry screen EMSHQT via EMSSCN 
menu to make any manual adjustments that 
are needed
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HQTEXT
Must be run via command procedure
Requires both OECN$EMIS$DTA and 
OECN$EMIS$DTA2 to be defined.
Will update HQT status for teachers whom are 
teaching the same courses/subjects as last year, 
with a few exceptions (i.e. some course are no 
longer consider core course, thus the value will be 
defaulted, etc).
Option to generate Recording & Status sheet.  If 
you need to run them later for added teachers or 
courses, then go to the EMIS_RPT reports menu.
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HQTEXT Screenshot1
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HQTEXT Screenshot2
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Things to Note:

Ideally should only be run –ONCE-

CAUTION: Will overwrite manual 
entry after initial run. If already 
run for a district, a warning 
message will appear.
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EMSSCN – Where is the HQT field?

The HQT field is on the Staff 
Course Master file (EMSCLS.IDX), 
and appears in the EMSFCL 
maintenance Screen.
Note: The HQT data can be 
maintained via EMSHQT, which is a 
“quick entry” screen for the HQT 
data.
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EMSSCN Screenshot
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EMSHQT Screenshot
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Notes about EMSHQT

Only modifiable field is HQT
Can search by SSN
Filter by IRN field available
Lockmode & Modify Mode will allow 
for quicker entry
Previous yrs HQT field shown for 
reference
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Notes about EMSHQT - cont

Possible values in Previous yr HQT field
I – Not a core course, field defaulted
X – Core Course, HQT field not updated by 
Extraction
Z – Space in FY04
SPACE – Course or teacher not found in 
FY04 or extraction was not run.
Valid options from options file (1-9, *)
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HQTPRS & HQT_STAT under 
EMIS_RPT Screenshot
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Principal’s Recording  Sheet
(HQTPRS)

Will produce a report which will sort by IRN 
then either SSN or Teacher Name.  
Will be in MENU system, under EMIS_RPT as 
HQTPRS
Report will list those teachers whom are 
required to have the HQT data entered.
Report/recording sheet will break on each 
school/building IRN.  Can be divided up to 
give to each building principal.
“Direction” section will be included on the first 
page of each building.
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HQTPRS Screenshot
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Teacher Status  Sheet
(HQT_STAT)

Will be in MENU system, under EMIS_RPT as 
HQT_STAT
Report will list those teachers whom are 
required to have the HQT data entered.
Each teacher will have their own sheet.
Can be generated selecting by specific teacher 
SSNs (up to 10). 
“Direction” section will be included on the first 
page of each building.
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HQT_STAT Screenshot
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What will these look like?
How will these work together?

Very much like shown in the packet from ODE
Steps should be :

1 – Extraction
2 – Status and Recording Sheets generated
3 – Once completed and returned to EMIS Cord., 
input needed info via EMSHQT quick entry screen

See attached examples
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When will the programs 
be available?

Next Week
These will be available with the EMIS23 
release schedule to be released mid-
September

Notes: 
Extraction should not be run until all course 
information is brought over or up to date.
Extraction may not be useful for some 
(large cities for example, that update all 
course info on their own Student IS and 
then extract, load into EMIS)  
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Questions?
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