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This Data Extraction Guide provides the technical instructions  
to enable schools to use SAR Mapping Tool. 
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INTRODUCTION 

 

The Students At Risk Mapping Tool has been developed to assist schools to identify students at risk 
of early school leaving. The Tool displays data about each student’s exposure to known risk factors 
associated with early school leaving, e.g. poor attendance, low literacy, etc. 

This Data Extraction Guide will enable you to extract the relevant data about your school’s students 
from CASES21. Using this Tool only extracts data – it cannot change any of the data on the 
CASES21 database. For information about the most effective way to use the data once you have it, 
please access Using the SAR Mapping Tool and Getting the Most Out of the SAR Mapping Tool 
from the SAR Mapping Tool home page. 

Please note that the CASES21 database contains personal information on students, family members 
and staff. Any querying of the database and extraction of the data should only be done by a person 
authorised to do so and should comply with the Department of Education’s Information Privacy 
Principles (available online at www.eduweb.vic.gov.au). Use of this data is also subject to privacy 
principles. For further privacy information and templates, please see the Privacy Guide for the SAR 
Mapping Tool at: http://www.eduweb.vic.gov.au/edulibrary/public/postcomp/SarPrivacyGuide.pdf  

 

The SAR Mapping Tool will not provide a definitive answer to the question, “Which of our 
students are at risk of early school leaving?”  Schools should review the data and consider its 
implications in their school context. Teacher insights and other factors should also be considered. 
The Tool should start the conversation about who is at risk of early school leaving, rather than 
finish it. 
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IMPORTANT – BEFORE YOU START 

 

1. The SAR Mapping Tool will only work if you are using a workstation that is linked to 
CASES21. 
 

2. The task of extracting the data should be undertaken by an SSO with authority to enter 
and view data on CASES21. If you encounter any difficulty in using the Tool, the 
Department of Education Service Desk will only deal with someone with this authority. 
 

3. Using the SAR Mapping Tool will require a password. This password will be distributed 
at the SAR Mapping Tool regional briefings during March 2007. Alternatively, you can 
email the Department of Education Service Desk using the school’s email account and 
request the SAR Mapping Tool password. 
 

4. The SAR Mapping Tool will only work if Seamless Views is installed on the 
workstation you are using. Seamless Views software can create a read-only copy of 
selected CASES21 tables and present them in MS Word, Excel or Access format. The 
SAR Mapping Tool is built around a pre-set Seamless Views request that presents data 
in a pre-set Excel spreadsheet format. 
 
Step 1 of this Guide will allow you to confirm whether Seamless Views is installed on 
your workstation, and to install it if it is not. If you are sure that Seamless Views is 
already installed on your workstation, proceed directly to Step 2 (page 12). 
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STEP 1: Establishing Seamless Views on the workstation 

This step should only be done once. When you are sure you have Seamless Views on your 
workstation, always proceed directly to Step 2 (page 12). 

 

How to find out if you already have Seamless Views on your fileserver. 
 

Select: 

- Star t 

 - All Programs 

  - Microsoft SQL Server  

- Enterpr ise Manager 

 

 

The ‘Consol Root’  appears. Expand the 
‘databases’  folder. 

If you can see V2101XXXX (where XXXX 
is your school number) in the list of 
databases, then Seamless Views is already 
installed on your workstation. Go to Step 2. 

If V2101XXXX (where XXXX is your 
school number) does NOT appear in the list 
of databases, continue with this section. You 
will need to install Seamless Views on your 
file server  and then set up the data source 
connection on your workstation.
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How to install Seamless Views on your file server. 
 

This process should run on the File Server to activate the Seamless Views program.  (This process 
will only work if the CASES21 Upgrade V37.1, V38.1 or later has been installed.) 

 

Log onto the File Server as Super 

 

Select  

- START 

- RUN 

 

Type: C:DSE\SQL\EXE\SeamlessViews.EXE 

 

Click on OK to continue. 

 
Wait till the process runs through, this should only take a couple of minutes. 

 

Now run through the process on page 5 again to confirm that Seamless Views has been successfully 
installed on your file server. 
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How to set up the data source connection on your workstation. 
 

Select:  

- Star t  

- Control Panel  

- Administrative Tools  

- Data Source (ODBC) 

 

Click on the tab - System DSN  

 

  

 

 

 

Select Add 

 

 

 

 

 

Move the right scroll bar to the bottom  

 

Select - SQL Server  

 

Click - Finish 



 
 
 
 

  Data Extraction Guide for SAR Mapping Tool – 16/2/2007 Page 8. 

Department of Education 

 

 

Enter a Name, eg 
Seamless View 
Connection. 

Select the Server  you wish 
to connect to. (This can be 
done by typing the server 
name into the cell, or by 
using the down arrow to 
select the Server.)  

 

Click - Next  

 

 

 

Select the radio button – 
‘With SQL Server  
authentication using a 
login ID and password 
entered by the user .’   

 

You will need to type the 
login ID Viewer01 and 
password. If you do not 
have it, you can email the 
Department of Education 
Service Desk using the 
school’s email account and 
request the SAR Mapping 
Tool password. 

 

Click on Next 
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Ensure there is a tick in the box beside  - 
Change the default database to: 

 

Move the right scroll bar to the bottom 
and select V2101XXXX (where XXXX 
is your school number). 

 

Click on Next  

 

 

 

 

 

 

 

Leave the default settings 

 

Click on Finish 
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Select Test Data Source to confirm the 
data is connecting correctly. 

 

Click OK after each window. 
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Your connection should 
now be displayed in the 
ODBC Data Source 
Administrator / System 
DSN tab. 

 

Click OK 
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Step 2: Downloading your  school’s data 

Note: This Guide assumes that you are using MS Excel 2003 (as supplied on the new Paragon 
equipment for schools). 

 

To download the data, you will be using an Excel spreadsheet that has been pre-programmed and 
formatted for you. 

Before data is downloaded, you must check that the Security level in Excel will permit the Macros 
in the spreadsheet to operate. 
 
 
How to check that your workstation’s Excel settings will allow the Tool to work. 
 
Open Excel on your workstation. You will see a blank worksheet. 
 
Select: 
 
- Tools 

- Macro 
  - Secur ity 
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Ensure Security is set on 
Medium 
 
Click OK 
 
CLOSE the blank 
worksheet. 
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How to download the data. 
 
 
First, create a new folder on your school server called SAR Mapping Tool. 
 
 
Then open the SAR Mapping Tool from the folder: 
 
https://www.eduweb.vic.gov.au/edulibrary/Schools/CASES21/CASES21%20Admin/SAR%20Mapping%20To
ol/ 
 
 

You will be asked if you wish to open or save the file.  

Select – Save. 

Leave the name of the file as shown. 

Select the new SAR Mapping Tool folder on your server as the location to which the file will be 
saved. 

 

 

Impor tant:  

In future, unless you are informed that another version of the SAR Mapping Tool has been released, 
you should simply go straight to the folder on your  server  and open the latest backup copy of the 
Tool. 

Whenever you refresh the data in future (see below) you will have an opportunity to automatically 
save a backup copy to this folder. The title of the backup copy will automatically include the date 
on which it is saved. 
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If you have followed the correct setting-up process on the previous pages, the following screen will 
appear. 
 
 

 
 
 
 
 
Click Enable Macros    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
Click on the large box in the 
top left corner that says 
Refresh Data from 
CASES21. 
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Before downloading your school’s data, you will be asked if you want to backup the file. 
 

 
 
       
If this is the first time you have used the tool, click – No 
 
If you have used the Tool before and data is visible in the spreadsheet, click – Yes 
 
The Tool will be automatically named, dated and saved to the folder that the spreadsheet is in. This 
will enable you to compare students’  progress over time, and keep a record of the support your 
school has provided to students. 
 
The next screen asks for  your  password. You will need to check the login ID says Viewer01 and 
type in the password. (This is the same password you used if you set up Seamless Views on your 
workstation.) If you do not already have the password, you can email the Department of Education 
Service Desk using the school’s email account and request the SAR Mapping Tool password. 
 
Your data should now appear. For an explanation of what this data represents, see the Data 
Categories That Appear in the Spreadsheet on p. 19. Your school’s data will appear as it appears in 
CASES21. Some schools that took part in the trial of the Tool found that their data was not 
comprehensive or correct, and needed to re-enter data onto CASES21 in order to use the Tool most 
effectively. 
 
You are now ready to sort, analyse and add to the data to make it really useful. See Using the SAR 
Mapping Tool (accessible from the SAR Mapping Tool home page) for great ideas about how to use 
the data. http://www.education.vic.gov.au/sensecyouth/careertrans/mips/sar/usingtool.htm  
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When you refresh the data, you will not lose any information about support services for particular 
students that you have inserted in the right-hand side of the master spreadsheet. (E.g. If you have 
separated the year levels into separate worksheets, the data on those worksheets will not be 
refreshed automatically.) All students at the school will appear in your refreshed master 
spreadsheet, even if you had deleted them previously. This is important as some students may have 
begun to display or experience risk factors since you last downloaded the data. If you wish to 
rapidly find or sort those students you had already identified as being at risk of early school leaving, 
you should use the Risk Level column to mark these students before refreshing the data. 
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Getting help 

 
Before seeking help, please go back to the star t of this Guide and go through the process once 
more.  
 
If you have carefully followed the instructions through twice and have not successfully downloaded 
the data, you can call or email the Department of Education Service Desk. This should be done by 
an SSO with authority to enter and view data on CASES21. 
 
Prior to logging a call, please ensure you have the school location number, and other information 
such as:  

·  your staff record number,  
·  relevant passwords,  
·  a copy of this Guide in front of you, and  
·  a clear way to describe the nature of the problem. 

 
The fastest way to get assistance is to log your  query on the CASES21 Gateway at 
http://servicedesk.education.vic.gov.au 
 

Alternatively, the Department of Education Service Desk can be contacted by:  

Telephone: 1800 641 943  

Fax: 1800 672 148  

E-mail:  servicedesk@edumail.vic.gov.au  

During school terms the Department of Education Service Desk hours of operation are between 
8:00am and 5:30pm, Monday to Friday. 
 
 
If you have followed this Guide carefully and the Tool has not worked for you, even if you 
ultimately resolve the problem with the help of the Department of Education Service Desk, please 
register the problem with the Post Compulsory Division of the Department of Education at 
post.compulsory@edumail.vic.gov.au. Please use ‘Feedback on SAR Mapping Tool’  as the subject 
of your message. Your feedback will be used to inform the next evaluation and upgrading of the 
Tool. 
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Data categor ies that appear  in the spreadsheet 

The data that appears in the left-hand side of your spreadsheet is as follows: 

Field Data 

REGISTRATION No. Registration number automatically allocated to 
student upon enrolment 

STKEY_CASES21 CASES21 student file location number 

SCHOOL_YEAR The current year level 

HOME_GROUP The current home group 

STUDENT Surname followed by First Name 

UNAPPROVED The number of days lost through unapproved 
absences (codes 208, 300 and 500) 

ATTEND_PERCENT The percentage attendance rate. This is derived 
from the number of days for which attendance has 
been recorded for this student and the number of 
days for which the student has been absent for any 
reason excluding curriculum absences for things 
like excursions. 

ENGRE The student©s most recent VELS result for the 
dimension English Reading = ENGRE 

ENGWR The student©s most recent VELS result for the 
strand English Writing = ENGWR 

MATNU The student©s most recent VELS result for the 
dimension Mathematics Number = MATNU 

MATST The student©s most recent VELS result for the 
dimension Mathematics Structure = MATST 

SUSPENSIONS: Number of days - internal The number of times that the student has been 
suspended within the school, e.g. removed from 
class but not sent home. Data uses absence code 
400. 

SUSPENSION: Number of days - external The number of days the student has been absent 
with code 401 = Suspension 

OCCUPATION_CODE The prime family occupation code. If there are 
two adults then the higher ranking is used. 

ALERTS A sequence of flags indicating various one 
character status values. In order they show the 
status for: 

Koorie K, T, B, N 

Refugee = Y if VISA code = 200 or 201 

Disability Y or N 

Integration Y or N 

Youth Allowance Y or N 

Access Alert Y or N 

Risk Alert Y or N 

Medical Alert Y or N 
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Pr inting Your  Spreadsheet 

 

Hide any columns that you do not want to print. 

 

Select the pr int area.  

The easiest way is to do this is to click and hold in the bottom right-hand cell of your data and drag 
up to the top left-hand cell. 

 

Select  

- File  

- Set Pr int Area 

 

Go to  

- File 

- Page Setup 

 

Select the Page tab.  

Select Landscape.  

Select Fit to: 1 page wide and (x) pages tall depending on how many students there are on your list. 

It is recommended you use Pr int Preview to ensure your data is a good fit on the page before you 
print. If the print does not use the full width of the page, increase the number of ‘pages tall’  until it 
does. 

The spreadsheet is most easily viewed when printed onto A3 paper, or printed onto A4 paper and 
photocopied up to A3 size. 


