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Nevada GEAR UP Database 

This database manual was developed to provide new users with an overview of key 

features of the Nevada GEAR UP Database, developed to collect data for the federal 

Annual Performance Report (APR) that all GEAR UP projects are required to complete, 

and for the annual Nevada GEAR UP Evaluation Report. 

The Nevada GEAR UP Database includes several key features to support data entry, 

including:  

 Uploads information from external EXCEL files— 

…to enter new students into the database  

…to update student transfers monthly  

…to enter data for individual fields 

 Allows users to enter new students (up to 99 students) on a single web page. 

 Notifies users if invalid data is entered for selected fields based on valid data ranges, 

e.g., dates, student ID numbers, etc., to help prevent data entry errors. 

 Produces summary reports on all data entered into the database.   

 Produces a report that identifies the “status of data entry” and “missing data” for your 

school. 

 Allows users to enter missing data directly into the Missing Data report.  

 Includes a separate student login page for students to complete the student survey and 

a separate parent login page for parents to complete the parent survey. 

 Includes a NEWS section to keep you updated on any news regarding the database or 

program. 

 Includes an Entry Log that displays recent entries and changes to the database. 

 Includes a Search feature for Students, Services, Staff, and In-Kind Funds.  

 Provides you with a link (Found a Bug) to report any bugs in the system. 

 Logs you out after 60 minutes of inactivity. 

 Prompts you to submit any data keyed-in before logging out or changing pages. 

 Allows you to log back in, if you do accidentally close your browser without logging 

out. You will, however, lose any data not submitted.  
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Nevada GEAR UP Login Page (https://praed.net/nvgearup) 

 

 Enter your Username and Password….to enter the Nevada GEAR Web System. 

Nevada GEAR UP Database Main Menu 

 

 This page allows you to select where you want to begin…Data Entry for Students, 

Services, Staff, and Match Funds—or to look at all the available Reports.  

 The page provides News about the database, written by program and database 

administrators, and an Event Log that displays recent entries to the database.  
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Student—Add a Student 

 

 You can start the process by clicking on Add Students. Enter the number of new 

students you want to add to the database in a single screen. 

 Then enter the required information for each student.  
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Student—Find Student 

 

 On the Home Page, you can “Search” for an active student by entering the 

student’s name or Student ID number. As you type the student’s name or ID 

number, the database will display a list of names that meet the typed criteria.  

 On the Home Page, you also can click “Find” under Students and it will take you 

to a page that has a list of active students. There, you can use a pull-down menu to 

specify the school year you want to search and you can also filter the list of 

students by grade level. In addition, use another pull-down menu to “Show 

Transfers,” or “Show Inactives.”  After you found the student, click on the student 

and you will be taken to the student’s Student Summary Page. 
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Student—Summary Page   

 

 The Student Summary Page is one way to enter information about the student. 

You will most often use the Current Year Information link, as shown on the next 

page, to enter the key information on the student for the selected year. In addition, 

there is also a link for the Current Year Survey where you can view the student’s 

responses to the survey.  

 There are also four tabs on the Student Summary Page for you to enter or view 

student information, described briefly below and shown on the following pages— 

 Student and Parent Services—is the default tab for the Student Summary 

Page. Although you cannot enter service data from this page, you can view 

the services in which the student or parent(s) participated.   

 Parent Pages—shows parent information and current year parent survey. 

 Student Intake—shows intake data, such as gender, ethnicity, and date of 

birth.  

 Transfer/Inactive—allows you to transfer a student to another GEAR UP 

school or make the student Inactive. 
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Student—Current Year Information 

 

 When you click on the Current Year Information link on the Student Summary 

Page, you are taken to another page for you to enter the information about the 

student for the current school year, such as GPA, course information, IEP, LEP, 

etc., that are entered to the database annually. 

 Some fields are turned “off” or “on” during the year…until the data are available 

for data entry, e.g., End of Year GPA. 

 The default for the year tab is always the current year. Projects can view data in 

years other than the current year…but it is “Read Only.”  
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Parent Pages 

 

 The second tab on the Student Summary page is “Parent Pages.” To limit the 

amount of required data projects have to enter for parents, the database 

automatically populates the parent name with either “Female” or “Male.” This 

allows projects to choose whether to enter parent names. If projects do not enter 

parent names, projects can still enter data about parent services and parent 

surveys. Projects should be consistent in identifying Parent 1 and Parent 2 when 

they do not enter the parent names, e.g., mother/female guardian is “Parent 1” and 

father/male guardian is “Parent 2.”  

 From the Parent Page, you call also access the results of the parent survey by 

clicking on Current Year Parent Survey.
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Student—Intake Information  

 

 The third tab on the Student Summary page is “Intake Information.” Enter any 

intake information about the student…..that was not entered when the student was 

entered into the database. However, most of the intake fields are required to enter 

a student initially into the database. 
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Transfer/Inactive Students 

Transfer Students 

 

 The fourth tab on the Student Summary page is “Transfer/Inactive Student.” Here, 

you can transfer a student to another GEAR UP school or to Inactive status using 

a pull-down menu. To transfer a student to another GEAR UP school, specify the 

GEAR UP school and date of transfer. To transfer the student to Inactive, specify 

the date and reason for making the student Inactive.  
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Transfer Pending  

 Transferred students are first entered into a Transfer Pending Report for both the 

sending and receiving school. Administrators, either state or school district, 

approve or deny the transfer. Once approved, a record of a transferred student 

stays in the Transfer Pending Report for seven days. 

 

Transfer Pending Report  
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Add a Service 

 

 Return to the Home Page, click on Add a new service or Find an existing service.  

 You can create a new service for students, parents, staff or school using the pull-

down menu to specify the service category and adding the required information.  
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Find a Service 

 

 When you click on “Find Service” on the Home Page, you are taken to a list of 

existing services as shown above. To help find the service, you can specify a date 

range for the service and specify the service category, such as Comprehensive 

Mentoring. Once you found the service you want, you can edit existing 

information about the service and participants, as shown below.   
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Add Staff 

 

 On the Home Page, click on the Add Staff or List Staff links. To add staff, enter 

the staff person’s position at the school, name, and funding source. The List Staff 

link will bring up all the staff entered for your school, allowing you to edit the 

information on any staff member.  



Pacific Research Associates 14 

Add In-Kind 

 

 On the Home Page, click on the Add In-Kind or List In-Kind links. To add In-

Kind, enter the amount, description, date occurred, and budget category. The List 

In-Kind link will bring up all the In-Kind entries for your school, allowing you to 

edit the information on any In-Kind entry by clicking on the entry, as shown 

below. 

 



Pacific Research Associates 15 

Reports 

 

 The Nevada GEAR UP Database contains a variety of reports users can access. 

Many reports allow you to select from a list of variables to include in the report or 

allow you to select all variables. For example, the Student Demographic Data 

reports provide information about several student characteristics.  

Student Demographic Data 
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Status of Data Entry 

 

A very useful set of reports are the six “Status of Data Entry” Reports. These reports are 

described briefly below and presented on the following pages. 

 The Summary Profile provides a quick summary snapshot of how much data you 

have entered on key fields in the database. 

 The Missing Data reports highlights the missing data for individual students and 

allows you to enter the missing data directly into the report rather than going to 

the different pages for each student. 

 The Student, Parent, or Staff Services without Participants reports list all 

services that don’t have participants.   

 Students with Unsigned Parent Agreement report lists those students who do not 

have a signed Parent Agreement. 
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Summary Profile  

 The Summary Profile report is a dashboard that shows how much data you have 

entered on key fields in the database. 

 

Missing Data 

 There are three Missing Data reports (Annual Data, Courses Enrolled, Courses 

Completed) which display (in orange) the missing data for students. For example, 

the Annual Data Missing Data Report shows primarily data collected annually, 

such as GPA, promotion, and absences. These data can be entered on the Student 

Summary Page at the Current Year Information link. Or, you can enter the 

missing data directly into the Missing Data report by clicking the orange cells. 
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Student Survey—Current Year Survey 

 

 There is a separate Student Survey login page for students to take the annual 

survey online. Nevada GEAR UP will give you information about the link when 

time. 

 The results of a student’s responses to the student survey can be found by clicking 

on a link on the Student Summary Page.  
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Parent—Current Year Survey 

 

 Much like students, parents have the option to complete the Parent Survey online 

by going to a separate Parent Login page to enter a username and password. 

Nevada GEAR UP will give you information about the link when time. 

 We expect that many parents will continue to complete the survey on paper. In 

these cases, projects will enter a parent’s responses to the parent survey by going 

to the Parent Pages tab on the Student Summary Page and clicking on the Current 

Year Parent Survey link. 

 


