Civil Rights Data Collection Flexible Tables
User Guide
This document provides information on using the U.S. Department of Education’s Flexible Tables tool to access data from the Civil Rights Data Collection (CRDC).  Data are available from the 2006, 2004, and 2000 administrations of the survey.  The tool is designed to be both easy to use and flexible so you can tailor your results to exactly what you want to see. 
Basic Navigation

The tool bar is visible near the top left on every screen.  It allows you to select Home, School Search, District Search, or Downloads from anywhere in the Flexible Tables tool.  Each selection is described below.  Within the tool, there are “Return to” links that provide internal navigation.  Use of your browser back button within the tool will always take you back to the Flexible Tables Home page, and will not retain your previous search; use the “Return to” links instead.
Home 

The Home page describes the CRDC data collection and provides links to allow you to search for schools or districts or to download documents. 
Searching for Schools or Districts

Search screens

The search screens are activated by selecting either School Search or District Search from the Home page links or from the tool bar.  Both the school and district search screens initially display basic search options such as school or district name, county, state, and survey years.  If you want to search by any of these options, fill in the field and click Search.

To narrow your search by identifying other criteria, click the “additional search options” link (or the plus sign next to it) and fill in fields as needed.  After you select “additional search options,” you will continue to see all information in the initial screen, including any search criteria that you have already entered.
To stop viewing the additional search criteria click on “additional search options” again (or the “-“ next to the link).
Tips for using search screens

General tips for using the search screens are:  

· To find data for a particular district or districts, fill out one or more fields.  

· You do not need to enter information for all fields, but you must enter information for at least one field. 

· A maximum of 2,500 schools or districts can be displayed.   If the initial result of your search is more than 2,500 schools or districts, the system will display the first 2,500 entities that meet your criteria.  In this case, you may want to narrow your search.
· Searches are conducted on all information you enter; basic search fields and additional search options work together.
· When you enter criteria to determine which schools or districts will display, your results will be narrowed to schools or districts that meet all criteria you entered.  
· Example.  If you enter Madison in the school name and Texas as the state, you will get all schools named Madison that are in the state of Texas.  You will not get schools named Madison in other states.  
· Example.  If you select “alternative” and “magnet” (in the additional search options section), you will get only alternative schools that are also magnet schools. 
· When you enter criteria to determine which survey years will display, your results will include all survey years you checked.  

· Example.  If you entered the name for a particular school or district and check the 2004 and 2006 Survey Years, your results will include the 2004 survey and the 2006 survey for that school or district, provided that school or district was in the data collection for both of those years.  (Not all schools and districts are in each collection.)   
· The search fields process exactly what you enter and match it against exactly how the school or district is listed in the CRDC.  If you don’t find the school or district you want, try entering less.  

· Example.  If you enter “Odessa High School” and “Texas” the search will come back with “No entities found.”  But if you enter “Odessa” (as the school name) and “Texas”, you will get a listing that includes “Odessa H S”. 

· Once you enter your search criteria, press the Search button.

District-level search screen

· The basic search screen contains the option to search on district name, city, state, and survey year. 

· The additional search options at the district level provide you with the opportunity to search on district NCES ID, district street address, zip code, OCR field office, number of schools, and if the district offers a GED program. 
School level search screen

· The basic search screen contains the option to search on school name, district name, city, county, state, and survey year. 
· The additional search options at the school level allow you to search on district NCES ID, school NCES ID, school street address, zip code, OCR field office, number of students, grades offered, special education services, ability grouping, magnet schools/magnet programs, charter schools, and/or alternative schools. 
School (district) Search Results screens
The School Search Results screen and the District Search Results screen function similarly.  After you press the Search button on the Search screen, the Flexible Tables tool will display a list of the schools (or districts) that meet the criteria.  Initially each entity will have a check to the left of its name.  If you want data about all the entities in the list, leave all the checks.  If you want only some of the entities, click the box at the top to uncheck all the entities then check just those you want. 
Hint:  The list of entities is alphabetical by name of school (district).  If you have searched for more than one Survey Year, the names of the entities may appear to be in an unusual order—the entries for 2006 and 2004 will be intermingled, but the entries for 2000 will be below that.  The tool is pulling data the way it was entered into the database at the time of the survey.  In the 2000 survey, school names were entered with initial capitals and then lower case.  In the 2006 and 2004 surveys, school names were entered in all capitals.  A computer sort routine sorts capitals before lower case so all the 2006 and 2004 entries precede the 2000 entries.
Hint:  If you use the District Search Screen, you cannot drill down to schools.  If you want schools, use the School Search screen.  Likewise, if you use the School Search screen, you cannot aggregate up to districts.  In the School Search screen, you can enter a district without entering a school name and you will get all the schools in that district.  
At this point you will see only the list of schools or districts, not the data from their CRDC.  See below for getting to the data.
District and school profiles

From the District Search Results screen, if you click on the link for the name of the district, you will see a profile of that district, containing school characteristics and disaggregated total enrollment for all schools.  From the School Search Results screen, you can see the profile for either the school or the district by clicking on the link for the name of the school or district.  You can download the profile to an HTML or PDF file.  After viewing a profile, use “Return to Search Results” to return to the list of schools (districts) that resulted from your search.  (Use of your browser’s “Back” button will take you to the Flexible Tables Home page and will lose your search results.)
Choosing your data

On the Search Results screen, after you have identified the schools (districts) that you want on your report, then go to the “choose your data” column on the right side of the search screen.  Each link in the “choose your data” column represents a distinct Flexible Table (report).  Click the link to generate the table you want for all the schools (districts) that you have checked.  You can only view one table at a time; you cannot combine tables.  (See below for the options you have while you are viewing a table.)  After you view a table (and download it if you wish), you can return to your Search Results screen to choose another table without having to conduct the search again. To return to the search results to choose another table click on “(Return to results)” to the right of the current data table name.  This will return you to the TOP of the Search Results screen; if you have the “additional search options” open, your search results may be off your screen to the bottom—scroll down to find the list of schools or districts.  (Use of your browser’s “Back” button will take you to the Flexible Tables Home page and will lose your search results.)  
With one exception, the list of tables and the layout of each table is the same whether you searched for school(s) or district(s).  If you searched for schools, you will get the values for each school.  If you searched for districts, for each district you will get the aggregate of the values for all the schools in that district. The exception is the Graduates and Completers table.  At the district level, this table includes GED counts as well as graduates and completers; at the school level, it includes only graduates and completers.
Flexible Tables (Reports)
Navigation

If your table is wider than your screen, use the horizontal scroll bar.  If your table has a lot of rows and is taller than your screen, you may need to use both the vertical scroll bar and the page select just below the content rows of the table.
Abbreviations
In order to get more information on the screen at one time, we have used abbreviations in some labels.  An Abbreviations Key is provided on the report screen.  It includes the following:

AP–Advanced Placement

IDEA—Individuals with Disabilities Education Act

LEP–Limited-English proficient
SWD—Students with disabilities 
SWOD—Students without disabilities
Sect. 504 only—Students served under Section 504 of the Rehabilitation Act of 1973, but not under the Individuals with Disabilities Act
M—Male
F—Female
GED—General Education Development (high school equivalency credential sponsored by the American Council on Education
NCES—National Center for Education Statistics
Table title

The topmost label on the report screen is the table’s title.  To the right of the title is the link to return to your search results to select a different data table.  Of course, if you want to conduct a new search, the tool bar is still visible.

Export format
Below the table title is a drop down menu for export formats, offering comma-delimited ASCII (CSV), Excel 2003, or PDF.  Exporting to ASCII or Excel downloads all fields in the selected table.  ASCII and Excel downloads separate the identifying information that appears in the first column on the screen into separate columns in the downloaded files so that you can sort or select on each of these separately.  The PDF export downloads the data as it is on the screen.  As explained below, the Flexible Tables offer many options for easily tailoring what’s included in the table.  If you modify your table by these options, the PDF export will download the result, not the original table.  Note, however, that even if you have modified the table on the screen, the ASCII and Excel exports will download the original table.  
Printing

To print the report that is on the screen, use Export to PDF, then print.  You do not have to save the PDF to print it.  There is no print command in the tool; and using your browser’s print function will not render the report properly.
Charts

To the right of the Export format dropdown is a Charts dropdown that allows you to select bar, stacked bar, or line graphs.  You may want to tailor your table first so that the graph will be meaningful.  Charts are most meaningful if you have narrowed the table to a single category.
Basic and expanded views

All reports open in a basic view.  Some tables have an expanded view that provides additional rows or columns.  To move from the basic view to the expanded view (provided the table has an expanded view), look below the Export format dropdown for “Switch to’ and click Expanded view.  Once in the expanded view, you can return to the basic view by clicking the Basic view link, to the left of the Expanded view link.
Tables that include an expanded view are: Enrollment Data, Students with Disabilities by Disability Category, Promotion Testing, High School Graduation Testing, High School Graduation Retesting, Advanced Placement Course and Test Taking, and Advanced Placement Course Taking by Subject.  All other tables have only a basic view. 

Counts and percent results

The dropdown below the Switch basic/expanded option allows you to display the data in the table either as counts, percentages or both.  The Discipline of Students with Disabilities table is the only table that cannot display percents.
Calculated (derived) counts
In most cases, the surveys required the respondent to enter disaggregated values and did not collect or did not require the respondent to enter totals.  Most of the totals displayed in the flexible tables are calculated by the tool from the disaggregated values that were entered in the survey.
That does not apply, however, to the Teachers table.  The surveys collected the total number of teachers and the number of certified teachers, so in the Teachers table, the number of uncertified teachers is a derived value calculated by subtracting the number of certified teachers from the number of full-time teachers. 

Calculated percents 

The surveys did not collect percentages.  Each displayed percentage is based on a numerator corresponding to the table cell in which the percentage is displayed, and a denominator based on a category total.  The “categories” on which the denominators are based are the rows in the tables.  There are variations in how the category total is determined, based on how the category is disaggregated.  Generally, the category total (denominator) is determined as follows.

· If the category is disaggregated by race/ethnicity but not sex, the category total (denominator) is the sum of the five race/ethnicity values.  

· If the category is disaggregated by race/ethnicity and sex, the category total is the sum of the ten race/ethnicity and sex values.
· If the category is not disaggregated by race/ethnicity, then the category total is the relevant dimension or sum of relevant dimensions.
The following examples illustrate how “category totals” are calculated.  

Example.  In the basic view of the Enrollment table, the denominator or “category total” is the derived total of the five racial/ethnic categories.   That same category total is also the denominator for Disability and for LEP in the Enrollment table.  
Example.  In the Discipline of Students Without Disabilities table, for the category of Out-of-school suspensions-M, the denominator or “category total” is the derived total of the five racial ethnic categories for males and the five racial ethnic categories for females.  The same category total will be used for calculating the denominator of Out-of-school suspensions-F. 

The Discipline of Students with Disabilities table is the only table that cannot display percents. 

Total enrollment displayed in tables other than Enrollment table
Many tables include Total enrollment data in order to make comparisons between the disaggregations of the topic of the table and the population of the school (district) easier for the user.  Total enrollment includes all students—those with disabilities served under IDEA, those with disabilities served under Section 504, and non-disabled students.  This is true even if the topic of the table is limited to a certain group of students.  For example, in the table Discipline of Students without Disabilities, the rows about discipline include only students without disabilities, but the rows for Total enrollment include both student without disabilities and students with disabilities.

Where enrollment is displayed, it is displayed by race/ethnicity, LEP, and Disability (IDEA) in both the basic and expanded views.  Display of the disaggregation of Total enrollment by sex varies between basic and expanded views depending on the table.  If a table disaggregates its topical data by sex in the basic view, then it disaggregates Total enrollment data by sex in the basic view.  If a table does not disaggregate its topical data by sex in the basic view, then it does not disaggregate Total enrollment by sex in the basic view, but it will disaggregate Total enrollment by sex in the expanded view.  
Tables that combine data other than enrollment
Most of the tables generated on this site are built around the tables on the collection survey.  However, several of the Flexible Tables combine related data from different tables of the collection survey, where comparisons may be of interest to users.  

· The Advanced Placement (AP) tables combine data from several AP tables on the school-level CRDC survey form, based on the year for which the Advanced Placement data were collected.  

· The Discipline and Disability table combines data on discipline of students without disabilities with data on students with disabilities by disability categories.
· The Single-Sex Classes and Teams table combines data on single sex classes, disaggregated by male and female, with interscholastic athletics, disaggregated by male and female. 
Excluding rows and columns (Red X buttons)
The Flexible Tables tool allows users access to all the data collected in the recent CRDC surveys.  Some tables may include more categories or disaggregations than you are interested in viewing.  The Flexible Tables tool allows you to remove rows and columns.  
To remove a column, click the red X button at the right of the column header.  The column is removed from view.  Generally this does not change any of the remaining values (i.e., totals are not recalculated).   There is one exception:  if the user removes the Sex column, then all rows recalculate to show the total male and female counts (or percentages) for each column for each category (row).  
Categories (rows) also have the X feature to remove rows.  If the user has selected more than one school (district), then the Xs will display for the first school (district) only.  Clicking the X for a row for the first school (district) will remove that category (row) for all schools in the table. Clicking on the X for either M or F will remove the data from that sex from the table; it will not aggregate the sex totals. 
Hint:  if a table displays male and female disaggregations, click the X on Male row if you want to see only the values for females.  Click the X on Female row if you want to see only the values for males.  Click the X on Sex (at the top) if you want to see aggregated values (males + females).

After you remove rows or columns, you can go back to your original table by clicking Restore hidden rows and columns.  Restore hidden rows and columns is global—that is, it restores all X’d columns and rows.  It is not possible to restore just some of the rows or columns you X’d.

Note that it is not possible to remove the identifying information in the first column from the table.  If the user removes all removable rows or all removable columns from a table, the table will contain no data, only the identifying information.

Sorting

The flexible tables have a sort functionality that is accessed by the small up/down triangles to the left of the Xs in the column heads.  However, these give usable results only if the table has only one type of category (row).  In order to ensure that the data sorts in a meaningful way, remove all rows other than the rows corresponding to a single data category to be sorted.  
More flexibility: downloading to CSV or Excel

If you want to manipulate the data in other ways, download the table to Excel or to a comma delimited file (CSV).  Downloading to Excel or CSV will download the original table (basic or expanded) but will ignore the column or row deletions performed with the Xs.  If you want a unmodifiable file of the table that is displayed, download to PDF; the PDF replicates the table as you have customized it with Xs and/or sorts.
Privacy protection
The U.S. Department of Education has modified or suppressed data reported on this site to protect the privacy of students.  The strategies used to protect confidentiality vary, depending on the type of data and other factors.  Note that as a result of the privacy protections we have implemented, the row or column numerical and percentage totals may not add up precisely to the exact sum of the values in the row or column..  Examples of methods used in this Web site to protect student privacy include the rounding of some cell values.
Accessibility

The Web site meets accessibility guidelines established in Section 508 of the Rehabilitation Act of 1973, as amended (29 U.S.C. 794d), with determination of compliance by the Office of the Chief Information Officer, U.S. Department of Education.
Downloads

The Downloads link in the tool bar provides the ability to download information related to the CRDC data collection.  You may download general information on the CRDC data collection including contact information for the Office for Civil Rights (OCR).  This User Guide may be downloaded.  In addition, the district and school forms used to collect the data for 2000, 2004, and 2006 collections are available. State and national projections for the 2000, 2004, and 2006 collections are available for download.
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