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1 – Introduction  

The Wave will be utilizing data collected directly from each district’s Student Information 
System (SIS) to submit the Oklahoma Core Curriculum Test Precode file directly to the testing 
company for the district.  There are two windows for reviewing the data submitted.  The first 
window is for the Grades 5 and 8 Writing Test (WR) and the second window is for the Grades 3 
through 8 Multiple Choice Test (MC). 

This manual is a resource for district users to ensure the data submitted on behalf of the district is 
accurate and complete. 

 

1.1 Purpose 

The purpose of this manual is to provide a step-by-step resource to District Test Coordinators, 
District Level Data Administrators and Site Level Data Administrators in preparing district data 
for the Oklahoma Core Curriculum Test Precode. 

 

1.2 How to use this document 

This document is intended to be a step-by-step guide to the functions available in the Wave’s 
“OCCT Precode” module. To successfully navigate the module, follow the steps outlined in this 
document. For assistance with a specific section, identify the exact area in the Table of Contents 
and navigate to that section with a click of the mouse to follow the instructional steps. 
 

1.3 How this document is organized 
 
Section 1: Introduction 

Section 2: Data Elements submitted via the Wave 

Section 3: Access to the Precode screens 

Section 4: Navigating the Precode screens 

Section 5: Important Items to Remember 

1.4 Definitions 
 

Term Brief Description 

OCCT Oklahoma Core Curriculum Test 

Module A specific application located on the Wave Web site. 

SIS Student Information System 
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2 – Data Elements submitted via the Wave 
This section outlines the data collected by the Wave automatically from your district’s student 
information system and the data that will be entered manually on the Wave Web site.   

2.1 Student Information System Data 
The following data elements are required for the OCCT precode and are collected by the Wave 
directly from your student information system. 

 Student First Name 
 Student Last Name 
 Student Middle Initial (Note:  The Wave collects the whole middle name but will provide only 

the first initial to the testing company) 
 Student Grade Level 
 Student Testing Number 
 Student Local Id 
 Student Date of Birth 
 Student Gender 
 Student Ethnicity - Is the student Hispanic/Latino 
 Student Race - American Indian, Asian, Black, Pacific Islander, White/Caucasian 
 English Language Learner (ELL) - Yes or No   
 English Language Learner (ELL 1YrP) 
 English Language Learner (ELL 2Yr P) 
 Alternate Education 
 504 Program (Section504) - Yes or No 
 IEP (IDEAEligible) - Yes or No 
 Migrant - Yes or No 
 Title X (Homeless) - Yes or No 
 Free/Reduced Lunch - Yes or No (Note:  The wave receives a status of “Free”, “Reduced”, or 

“None” (Paid) for each student.  If “Free” or “Reduced” is indicated on a student, we will 
submit a student as Free/Reduced to the testing company) 

 

2.2 Data entered manually on the Wave screens 
The following data elements will be indicated manually on the Wave web site for each individual 
student by checking the appropriate box. 

 OAAP 
 IEP Braille 
 Distance Learning 
 OCCT Paper Math 
 OCCT Paper Reading 
 OCCT Paper Geography 
 Large Print 
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2.3 Data elements entered at testing time 

All other data elements will be added at or after testing time, such as: FAY, NFAY and 
Accommodations for IEP, 504 and ELL.  The Wave will only be providing the elements listed in 
sections 2.1 and 2.2 above and once the precode file has been submitted, it cannot be altered.  All 
corrections or additions to the data submitted will be done at testing time or via the testing company’s 
Web site.  For questions related to additional data elements not listed in sections 2.1 and 2.2, please 
contact the office of Student Assessment at (405) 521-3341 

. 
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3 – Access to the Precode screens 
District users obtain access to the Precode module through their District Superintendent or District 
Single Sign-On Log-On Administrator. 

3.1 Appropriate roles and access levels 
To access the Precode screens, a user will have to be given the appropriate access level and roles in 
Single Sign-On. 

 

Image 1 – Single Sign On Manage User Roles 

3.2 Precode Roles 
The following roles allow a user to access the Precode module: 

1. Precode Access – allows a user to view the Precode screens and manually enter the required 
Student Indicators for OAAP, IEP Braille, Distance Learning, OCCT Paper Math, OCCT 
Paper Reading, OCCT Paper Geography, and Large Print. 

2. Site Principal – allows a user the same access as Precode Access and allows a user to 
“Confirm” the Precode Report for each site the user has been granted access. 

3. District Superintendent – this role is assigned only by the Office of Management and 
Enterprise Services (OMES) to the district superintendent.  This role allows the district 
superintendent to have the same access as the Site Principal and Precode Access roles, along 
with access to “Confirm” and “Certify” the Precode Report. Certification is the final step that 
takes place prior to submission to the testing company. 

 

3.3 Precode District Association 
Each user who has access to the Precode screens can have their access limited to only a particular site.  
This is done on the “Edit Sites” screen of the Single Sign On.  As an example, if a user only has site 
“Example School II (998)” checked, they will only be able view “Example School II (998)” in the 
Precode Screens.  Alternately, if a user has “Admin For Entire District” checked, they will have access 
to all sites of the Precode Screens. 
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Image 2 – Single Sign On Manage User District Association 
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4 – Navigating the Precode Screens 
 

4.1 Log In and Select Precode  
After logging in to the Wave Web site, select “Precode” under the Reporting tab. 

 

Image 3 – Wave Navigation to Precode 

4.2 Precode Site Selection/Main Screen  
After clicking on Precode under the reporting tab, the user will be taken to the Site Selection, or Main 
Screen, for the Precoding application.  On this screen there are four available items.  

1. Select either: 

a. Writing Test (WR) data population is for grades fifth and eighth. (Note in the actual 
application the start and end dates for the Writing Test in the instructions on screen). 

b. Multiple Choice Test (MC) data population is for grades third to eighth. (Note in the 
actual application the start and end dates for the Multiple Choice Test in the 
instructions on screen). 

2. Select Site Name – a list of all sites containing students in the grade levels appropriate for the 
precode taking place.  Each site name is a link that will take the user into the precode 
application. 
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3. Site Status provides the status for each site. 

a. Not Started – nothing has been done for this site regarding precode. 

b. In Process – users are working on preparing the data for precode. 

c. Confirmed – district users have determined this data is accurate and complete and the 
site principal or district superintendent has clicked the “Confirm” button for this site 
and locked the data in place so no more modifications can be made to data for this site. 

d. Certified – all district data has been confirmed by the district and the district 
superintendent has marked the whole district “Certified.”  The data is now ready to be 
provided to the testing company by the Wave. 

4. Certify – this is the location where the district superintendent will “Certify” the district data.  
When the site status for every site is marked as “Confirmed” the “Certify” button will be 
enabled for the district superintendent only. 

 

To begin reviewing the students in the Precode application select either WR or MC and click on the 
Site Name of the school you would like to start reviewing first.  

 

Image 4 – Precode Select Site Screen 

 

1 

2 

3 4



O k l a h o m a  C o r e  C u r r i c u l u m  T e s t  P r e c o d e  M a n u a l                    N o v e m b e r  -  2 0 1 3  

 

9 

4.3 Student Demographic Screen 
The Student Demographic screen is the first screen you will access after selecting a site on the Site 
Selection Screen.  On this screen, review the data provided for accuracy.  The data provided here was 
sent directly to the Wave from the student information system (SIS) located at your district.   

Most district SIS vendors send data to the Wave continuously minute by minute.  Every night the 
Wave processes any new data received on a student into the Precode file.  If any data is found to be 
inaccurate on the precode file, correct that data in your district’s SIS.  The data will be received by the 
Wave that day and will process that night.  The correction will be accurately reflected the following 
day in the Precode application. 

Three screen shots of the student demographic page are provided below. 

1. The complete page as it will be viewed by a district user 

2. The left side of the student demographic screen containing the student information and the 
available navigation buttons on the top 

3. The right side of the student demographic screen containing the student indicator data pulled 
directly from your district student information system 

 

Image 5 – Precode Student Demographics Full Screen 

 

Image 6 – Precode Student Demographics Left Top 

1

2
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Image 7 – Precode Student Demographics Right Side 

4.4 Student Indicators Screen 
The next screen in the precode application is the student indicators screen.  This can be accessed by 
pressing the button labeled “Student Indicators” at the top of the Student Demographics screen. 

The purpose of the Student Indicators screen is for district users to manually input data on students 
where one or more of the following is true: 

 OAAP 
 IEP Braille 
 Distance Learning 
 OCCT Paper Math 
 OCCT Paper Reading 
 OCCT Paper Geography 
 Large Print 

 
If a student is indicated as OAAP they CANNOT be indicated as OCCT Paper Math, Reading or 
Geography.   Only students with IEP, ELL, and Section 504 indicated on the student demographics 
screen can be marked with OCCT Paper Math, Reading or Geography.   Only students with IEP 
indicated on the student demographics screen can be marked with OAAP, IEP Braille or Large Print. 
If the above indicators do not apply to a student, then no action is necessary on the student indicators 
screen for that student.  

Be certain to click the “Save” button or the data will potentially be lost.  

 

 

Image 8 – Precode Student Indicators 

3
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The Student Indicators Screen provides a Search option for quickly identifying students.  Follow the 
steps below to search for a particular student 

1. In the “Search By” box, indicate the type of element you would like to search for.   

2. Next to the “Search” button in the blank spot, provide the specific element such as the 
student’s last name.   

3. Place a check mark in the “Use Search By” box.   

4. Click the “Search” button.  If any students meet the criteria, they will appear in the list below. 

 

4.5 Precode File Screen 
The fourth screen is the Precode File screen.  This contains all of the data from the Student 
Demographics screen and from the Student Indicators screen combined.  This is a complete overview 
of the data that will be submitted to the testing company. 

Below is an example of the entire Precode file screen. 

 

Image 9 – Precode File Page 

The screen shot below displays the top left portion of the Precode File screen.  There are three actions 
that can take place on this screen in addition to the buttons along the top. 

1. Select Site – Rather than going to the Site Selector button at the top, a drop down box of all 
sites accessible by a user is provided to quickly move from site to site for review purposes.  
Simply choose the site from the drop down box and the data for that site will be displayed. 

2. Save Report – This button allows a user to export the report listed in a PDF or Excel format.  
Click on the “Save Report” link, choose the file type on the top right hand side of the next 
screen, and click “Export.”  The option to “save” or “open” will be made available.  Saving 
the file to your local computer will allow you to retain the copy and print if needed.  Note:  
This is only a copy of the current state of the data.  Until the report is confirmed or certified, 
this data can change daily and the saved copy will then be outdated. 

3. Confirm/Un-Confirm – Only the district superintendent and users with the site principal role 
will see the “Confirm” button.  Clicking this button will lock the data for the site selected.  



O k l a h o m a  C o r e  C u r r i c u l u m  T e s t  P r e c o d e  M a n u a l                    N o v e m b e r  -  2 0 1 3  

 

12 

Only the district superintendent will see the “Un-Confirm” button.  After a site has been 
confirmed, if further changes are necessary, the district superintendent can click the “Un-
Confirm” button and allow the data to be edited again. 

 

Image 10 – Precode File Page Top Left Navigation 

4.6 Find Students Screen 
The “Find Students” button will take you to a screen similar to the following screen that lists students 
and any possible errors or conflicts their data contains.  Students that do not appear on the Student 
Demographics or Precode File page will either appear on the Find Students page or the Wave has not 
received a complete record on that student from your Student Information System. 

There are three types of issues that require intervention from a district user to remove a student from 
the Find Students screen. 

1. Validation Issue – Students with “Validation Issue” as the Issue Type can be found at the Data 
Validation Wizard located under the District tab of the Web site.  Users with access to the 
Data Validation Wizard can view the error or warning for inaccurate or missing data and will 
need to correct the issue in their Student Information System located at their district.  Once the 
data has been corrected at the district, the Student Information System will send a message to 
the Wave.  When the message is received, the Data Validation Wizard will be cleared if the 
data is now correct and the student will be removed from the “Find Students” page.  The 
student will then appear on the Student Demographics and Precode File the following day. 
(Important:  Not all issues on the Validation Wizard affect the precode.  If your student 
appears on the precode “Student Demographics” page and all of the information about that 
student is accurate, other warnings about that student do not apply and do not have to be fixed 
prior to submitting the precode.) 

2. STN Issue – The students listed with “STN Issue” as the Issue Type will appear in the STN 
Wizard which is located under the District tab of the Web site.  Users with access to the STN 
Wizard will view the student and possible matches to the student and will decide if the student 
is a match or if the student has never had a statewide student testing number assigned.  After 
clearing the student from the STN Wizard, they will appear on the Student Demographics and 
Precode File pages the following day. 
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3. Ownership Issue – Students listed with “Ownership Issue” as the Issue Type will appear in the 
District Ownership Wizard located under the District tab of the Web site.  Students appear at 
this wizard because the enrollment received overlaps by more than one day with another 
district’s enrollment record.  To resolve these issues, a district user at one or both districts 
listed will have to modify their entry/exit dates in their Student Information System to 
accurately reflect the student’s mobility from one district to the other.  When the correction is 
made, a message will be sent by the Student Information System to the Wave.  If the dates no 
longer conflict, the student will be removed from the District Ownership Wizard and will 
appear on the Student Demographics and Precode File pages the following day. 

 

If a user has access to the Data Validation Wizard, STN Wizard or District Ownership Wizard, the 
“Find Student” link to the left of the student listed will take a user directly to the appropriate module to 
view the issue.  If the user does not have access, a screen will appear denying access to that particular 
Wizard. 

Note:  Students appearing on the Find Students screen with “Validation Issue” as the Issue Type, may 
still appear on the Student Demographics and Precode File screens if the incorrect data does not 
directly affect the Precode data.  Students with “STN Issue” or “Ownership Issue” will not appear on 
the Student Demographics page and will not be sent to the testing company unless the issue is 
resolved prior to confirming and certifying the data. 

 

Image 11 – Find Students Page 
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5 – Important Items to Remember 
 

5.1 Certifying the Precode file  
The Precode file report must be certified by the deadline provided by the Office of Accountability and 
Assessment.  The certification can only be done by the district superintendent.  If the report is not 
certified by the deadline, even if data is contained in the report, it will NOT be submitted to the testing 
company. 

5.2 Missing students 
If a student does not appear on the Student Demographic screen, the first place to check is the Find 
Students page for the reason why.  If a student does not appear on the Student Demographic page or 
the Find Students page, contact the SDE Help Desk as the issue is most likely related to a lack of 
proper communication from your vendor. 

5.3 Precode nightly update 
The data on the Student Demographic screen is updated every evening beginning at 6:00 p.m.  The 
process can take anywhere from 3 to 6 hours to complete.  Data received by the Wave prior to 6:00 
p.m. will be included on the precode screens the following day.  Data received after 6:00 p.m. will 
NOT appear on the precode screens the following day.  A second period of 24 hours will have to 
elapse for that data to be included.  Districts with vendors that provide a nightly update may have to 
wait longer than 24 hours to see the update reflected on the precode screens. 

5.4 Incorrect student data 
The data a user views on the Student Demographic page is provided to the Wave by your Student 
Information System (SIS) located at your district.  If the data on the Wave precode screen is 
inaccurate, first check to make certain it has been entered properly in the district Student Information 
System.  If it has been entered correctly and has been in the Student Information System for longer 
than 24 hours, contact your SIS vendor to determine why the data was not sent properly or if there is a 
communication issue.  After contacting your vendor, if no issue is determined or if the vendor cannot 
identify the cause of the inaccurate data, contact the SDE Help Desk at 405.521.3301 and they can 
assist you in identifying the cause of the inaccurate data. 

 


