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= Objectives : = Age\r\da

At the conclusion of this session, participants should be able to: System Overview

* Gaining Access

describe the overall functionality of PEP.

navigate the steps for online and batch submissions.

= understand how to view and generate reports in PEP and how to use
these reports to check your data submission.

= explain error reports and make error corrections .

extract PEP data files.

= meet data reporting timelines.
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: ] Role of the Security Coordinator ; 5 i User Access Rights and Authorization
« To request access to LDOE application systems, users can complete the Security Request
* LEAs and CMOs are required to designate a local Security Coordinator who is Form and forward it to their local Security Coordinator.
responsible for granting authorized users access to LDOE Application Systems. *  For authorized users, a unique User ID and initial password will be established.
* Each User IDs follows a set standard which identifies and associates the user with a 3-
* The Security Coordinator grants local authorized users access to LDOE digit Sponsor Code.
Application Systems using the Totally Automated Security System (TAS). « User IDs are not to be shared among users.

* User IDs may be revoked in any of the following circumstances:
*  After five unsuccessful sign-on attempts
«  After five resource access denials in one terminal session
* At the scheduled end of temporary engagements

+ During an investigation of an actual or suspected security violation requested by
management

* Upon management request and/or direction due to termination

For assistance, contact: SecurityDOE@la.gov For assistance, contact your local Security Coordinator.
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https://tas.doe.louisiana.gov/Administration.aspx
https://leads3.doe.louisiana.gov/ptl/LeadsInfo/Security Request Form.docx
https://leads3.doe.louisiana.gov/ptl/LeadsInfo/Security Request Form.docx

=

"“"Assigning & Establishing User Passwords

* Users can change an initial password or reset a forgotten or expired password,
using the self-service Password Reset System (PRS).
* Users should refer to the Password Reset User Guide (located here) or contact
their local Security Coordinator when having difficulties with their password.
* Passwords must follow specific rules:
¢ Minimum length: 8 characters
* Must contain at least 3 of the 4 complexity categories as follows:
— Upper case characters (A-Z)
— Lower case characters (a-z)
— Numeric digits (0-9)
— Non-alphanumeric characters (e.g., %, &, $)
« Cannot be the same as any of the previous 5 passwords
« Cannot contain the user’s ID or parts of the user’s full name that exceeds
two consecutive characters

For assistance, contact your local Security Coordinator.
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Minimum computer system requirements to access the LDOE Application
Systems:

Minimum Computer System Requirements

« Browser: LDOE Application Systems are optimized for Internet Explorer
Version 9.0 or lower or later versions using Compatibility Mode

+ Screen Resolution: The optimum screen setting is 1024 x 768 or higher

* To adjust your resolution, right-click on your desktop, click Properties,
then Settings

« Adjust the slider to a screen resolution of 1024 x 678 or higher, and then
click OK

« Software: WinZip (preferred), PKZip (permitted)

For assistance, refer to any LDOE Application System User Guide.
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Setting up Internet Explorer

Users should check the following Internet Explorer (IE) options:
* Go to Tools >> Internet Options >> Security>> Custom Level.

* Make sure the “Allow script-initiated windows without size or position
constraints” option is enabled

Also, make sure the “Display mixed content” option is enabled
Go to Tools >> Internet Options >>Privacy >> Pop-Up Blocker Settings
Enter leads3.doe.louisiana.gov in the “Address of Web site to allow” field

Go to Tools>>Pop Up Blocker Settings>>choose “Turn off Pop-up Blocker”

For assistance, refer to any LDOE Application System User Guide.

b Setting up Internet Explorer :
For IE versions 8 through 10, users must enable compatibility view by clicking

the “Compatibility View” icon to the right of the address bar to access LDOE
systems properly:

Rr——
Fle Bt View Fwvortes Tooks Help 3
s Favorites | 3 ) Suggeted Stes v @) Web Slice Guliery v

[ LeADS Portal

Click his konto
enadle Companzilly View

Louisiana Educational Accountability Data System

LEADS APPLICATION PORTAL User Guides

The browser should reload the page and begin displaying the page in compatibility view mode.

For assistance, refer to any LDOE Application System User Guide.

L
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Setting up Internet Explorer

For IE version 11,

* Click the “Tools” button on
the menu bar, and then
select the “Compatibility
View Settings” option

« Then, in the text box under

“Add this website”, enter
Louisiana.gov and click the
“Add” button

Finally, close the
Compatibility View Settings
dialog box and close IE 11.
Restart |E
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For assistance, refer to any LDOE Application System User Guide.
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- Accessing LDOE INSIGHT Portal

LDOE SINSIGHT

RLiia

Vihatia INSGHT?

Feecumnily Axkad Questinn

https://insight.doe.louisiana.gov
To access the LDOE INSIGHT Portal, users must enter a User ID and
Password on the INSIGHT Portal login screen.

For assistance, contact your local Security Coordinator

Louisiaina Believes
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https://password.doe.louisiana.gov/
https://password.doe.louisiana.gov/PRSHelp.pdf
https://leads3.doe.louisiana.gov/ptl/
https://leads3.doe.louisiana.gov/ptl/
https://leads.doe.louisiana.gov/ptl
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LDODE SSINSIGHT

All LDOE Application Systems for which a user is authorized to access will be
displayed under the My Apps button.

"“" LDOE INSIGHT Portal - My Apps @
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: LDOE INSIGHT - Coordinator Portal

LEAs can access all LDOE systems via the LDOE INSIGHT Coordinator Portal.
In addition to system access, the Coordinator Portal is also used by LDOE to
post pertinent information for LEAs.
Local security coordinators can grant user access by:

* Accessing the Totally Automated Security System (TAS) and adding

LDS_LEAS_DATACOORD role under the Longitudinal Data Systems (LDS)

Data Coordinators and Data Managers should check daily for important
announcements, reminders and other system related information.

LDOE @INSIGHT oo
INSIGHT  Reporis My Apps  LASATS [ --|-u.i

Welcome to the Coordinator Portal

For assistance, contact your local Security Coordinator

A |
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"“',LDOE INSIGHT Coordinator Portal - Alerts

Users can sign up for email Alerts when

Select My Settings. -
Choose My Alerts to set which alerts you L
would like to receive.

o, TR

EJEditItem My Regional Settings My Alerts.

For assistance, contact: SystemSupport@la.gov
|
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information is added or changed. ——

* Access the LDOE INSIGHT Coordinator - :
Portal. P N

 Click your user ID near the top, right of e [
the screen.

: Accessing LDOE LEADS

Users also have the ability to access LDOE Application Systems directly through
LEADS at https://leads3.doe.louisiana.gov/ptl

Windows Security =

The server leads3.doe louisi
usermame and password,

) | Eses000 J
\M [renesanenes |

[¥] Remember my credentials

at leads3 doe.l

requires a

oK [ cancel

Louisiana Believes

For assistance, refer to any LDOE Application System User Guide.

A |
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; Protocol for Addressing Security Issues

For authorization access and security issues, users should first contact their
local Security Coordinator.

If the problem cannot be resolved, contact SecurityDOE@Ia.gov or the IT
Helpdesk at (225) 342-1821.

For additional information regarding security and how to access the LDOE
application systems, refer to Module 1 LDOE Data Systems Security and Access
located on the LDOE INSIGHT Coordinator Portal in the shared documents folder

i Agenda

System Overview

What is collected

How collected data are used
Link to other LDE systems
Description of Data Collection Timeline

A |
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https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx.
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx.
https://tas.doe.louisiana.gov/Administration.aspx
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx.
mailto:SystemSupport@la.gov
https://leads3.doe.louisiana.gov/ptl/
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mailto:SecurityDOE@la.gov
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https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
https://insight.doe.louisiana.gov/coordinators/Shared Documents/Forms/AllItems.aspx
https://insight.doe.louisiana.gov/coordinators/Shared Documents/Forms/AllItems.aspx
https://insight.doe.louisiana.gov/coordinators/Shared Documents/Forms/AllItems.aspx
https://insight.doe.louisiana.gov/coordinators/Shared Documents/Forms/AllItems.aspx
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What is Collected? Wi oot -

How are PEP Data Used?

The PEP data contain staff records, site-position records, teacher class The purpose of the Profile of Educational Personnel (PEP) is to collect staff data

schedule records, and non-attendance records. on public school personnel, including Charter and State schools. Data are

collected via electronic batch files or using online entry. The collection of

Staff (100) personnel data by individual records through PEP has made public school
personnel data much more accessible to the Legislature, the Board of Elementary

and Secondary Education (BESE), the Department, and district administrators.
Additionally, these data are used for publication in Bulletin 1472: The Annual

T e i ErE Financial and Statistical Report.
D
Class Schedule (210) The data collected is used for state and federal reporting purposes. All data
collected in the PEP system is only to be used in accordance with the rules and

regulations provided by FERPA.

Louisiana Believes 19 Louisiana Believes
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LDOE Application Systems Linkage
For additional information regarding LDOE Application systems, ~"Louisiana .
:ﬁ':[g’o':"l‘:“‘slfss,::'(:’:Si:ﬁ;!f;‘(‘J‘:‘glsir{?:;“;za?e";gga‘?’n:;z‘?glng Secure ID PEP, CUR, and SIS are linked together by class code. The unique class code allows
! System LDE to link students to teachers and then both to course data through the CUR
(el database.
é . LOUISIANA
) C sis ) SECURE ID
(_ sps )
Qe o)
(sre) )
' QR) Class Code
CALENDAR
C=D @
SIS é Sl
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Data Collection Timeline Agenda

Collection Period Action

Budgeted (as of Oct 1)

. LEA staff counts ani lari
Mid August — End of October Saticcopslancaiaies

LEADS (as of Oct 1)

Mid August- Early January Class schedules Hands-on Session

+Uploading/Entering Data

Actual (End-Of Year/EOY)

. LEA staff , sal
Early May — Mid August staff counts, salary and and

Louisiana Believes Louisiana Believes



https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
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o= The LEADS Portal

T W

b Accessing PEP

* PEP is accessed from the LEADS Portal, which is the gateway to all LDOE Web e T e 8. x| st ol
applications.
* The URL of the LEADS Staging Portal is :

Log into the LEADS

Portal with the USER
ID and password that
you have been
assigned.

https://leads3.doe.louisiana.gov/pt

Louisiana Believes
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ﬁ e PEP Home ! .@

= The LEADS Portal ; .
y ; Opening Page

£ - B e x| Ihunspomy | B csoseon

bility Data System:

® wr-aaar

W s o

R TIOTie L Part

Click PEP-Profile of
Education Personnel

Welcome to the LEADS

Louisiana Believes
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= Submission Types : A@ "|> Batch Submission : ﬁ

Users are able to submit data to PEP two ways: D
« Batch upload: Users (or vendors) create a file in a specified format to upload all TSI o sneomens | Gt |
records at once. The file format needed can be found in the PEP user guide.
+ Be sure that file has “.zip’ or “.txt’ as its suffix
« Click ‘Browse’ to select the file you want to
upload, and then click ‘upload my file now’.
* Your file is now uploading to the Louisiana
Department of Education (LDE). It may take
a few moments, so please be patient.

* Online staff processing: Users enter and/or update records one at a time by
typing the information online.

o

29 Louisiana Believes
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https://leads3.doe.louisiana.gov/ptl
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P Batch Submission : ﬁ P Batch Submission : 'ﬁ
View Upload Status } View Input Data

Louisiana Believes Louisiana Believes
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S Correcting Errors } View Errors

] u

« After submitting batch files to PEP, users may notice error counts on the

submission load status table on the upload screen.
) . [ osiee Saitprocessny | Swoirms |
« If errors occur, an error report is automatically created by the PEP system.

* Each error in the report is assigned a specific code and description that helps
the user correct the problem.

Chose one filel adee

; Then, click view error to
1 check your errors

Louisiana Believes 33 Louisiana Believes

P Error Report : ﬁ - ; ﬁ

S Correct Error
F Error Type l'
2 e fesdutatdoeloummagon Ve - Wndous Inemet Eporr S =
Soonsori  thar areh Go to PEP user guide to o o s
Users can select the type o Bage: 4/3/3008 3:5340 P S D codge s e

of error they wish to view

on the report.
Profile of éducationaT Fersomnel

} Trormeport - v o solution.

Duta in Eror
Capgiermental 1ot Incrmanos
200

hame ssn she

PEP ERROR CORRECTION REPORT FOR DATA AS OF 1/1/0001
DETAIL SUMMARY

SCHOOL YEAR: 2013 - 2014
LEA: 006 Beauregard Parish

(e

fausTin
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Online Staff Processing ﬁ‘ | Online Staff Processing ﬁ‘
Staff View 3 e ey Staff View 3 e

i ——— (e

rocesaing reroa 601 (Budgered) v Name or SSN
soansor to view staff

Search o Laet Nare 55K

([ Dusuay Sars s (i 10981
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Online Staff Processing b ‘
Staff View .

Online Staff Processing ﬁ‘
Staff View r B

. PERSONNEL

PROFILE OF EDUCATION

son Lt Upau: 9/25/2013

Emplopes Stama: SCHOOL BOARD ENFLOYEE Corunne
Resremest System: TEACHERS

(ST —]

Click SSN, then select
appropriated tab to view data

Ace:
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Online Staff Processing g‘

Online Staff Processing g‘
7 Salary View

Site Position View

T3 Gom v g Profie of Cavietons Perrorrel Oatsoace - Windo

&, 8" PROFILE OF EDUCATIONAL PERSONNEL

Click on Salary to |
view salary data l prers oy
rexs

Totat saary: $12603

Click on Site Position
to view site position o

data ennoree Certncate:
we 218 Couae

Lt Updte: 9/25/2013

Yo satry: $12669

P Saaer: 50

SITE- POSITION RECORDS : VIEW Mode SALARY RECORDS : VIEW Mode vy

LaetUpdate Dute: 9/25/2012

1531 ERD START
Fand PEOERAL Salary Type: BasE Saley At 13685

1531 HEAD START
w2014 Homabese Ste Fag: ¥ Ansust b Workad: 70200
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Online Staff Processing
Class Schedule View

Click on class schedule

to view class schedule

Lottt 111372913

data

CLASS SCHEDULE RECORDS | VIEW Made

9/16/2016

Online Staff Processing
Non Attendance View

Click on Non-Attendance to
view non-attendance data

Toi by 3
Conteacttaps: 202,00
e say. g0

'NOW ATTENDANCE RECORDS : VIEW Mode
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Online Staff Processing
Highly Qualified View

[ STAFF RECORD : VIEW Mode
sl Hame:
spomee:
Bea Sehool Session: 2013
Gensen NALE
et Ty PALTIVE

vears i 53

ey ap

aCoe: HE H

frac purcd: Oet, 1 (LEADS)

Click on highly
qualified to view
highly qualified data

e omin )
f11/2013

[es———

HIGHLY QUALIFIED RECORDS : VIEW Mode

#aCode: MSE MIDDAE SCHOOL SOCIAL STUDIES

e v BACELOR
ot saary gasiar
Wiockiay Mo 420

P say $0

LasdUpdatn Dot 111072003

LaedUpdate Da 11437203

Online Staff Processing
Staff Update r i

Click here to update data

Bogming tobsolVear: 2013 =

[I——r— June 30 factus) v

Sosnsse: 202 blen Farsh

Search oa Last hame 1358
[ msruay Suaes Loy {ra 1003)

550 10 A . ‘Cutcx 19 Accees New 55K
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[ee]
[ (e

Eihiiciy: Hapani ¢
frecard updated in watd area

[—— ] Click on staff to update

Online Staff Processing
Staff Update

st e Lase
Sponsar: ssm

g Schncd sawsion: Empuopee Status: SCHOGL BOARD EMPLOTES -

Broc Parict (hcsunn) Retiament System: TEAGHERS ~

Gender:  rEMALE - GertEacapson: - none - -

Rives Rean — none - !

et 01 M Satary mducscn: - nane .

Distretses oue: [1iT27008

N Bacer AmIndian ] AsianT] Back P Pac tsiander 1 whte @)

(GO ETE VAL TATION & USBATE BATAASE]
iz 1207 en
some |

Last e 7/3/2014

9 coinene
Vot suary: [15357
venrwiay i (135
Cantract Daya: [209.00
o suwry: |5

Online Staff Processing
Site Position Update

oo e S oon o

Deveie tras Sut-Poserion fecome

Womatase Sterey @Y ON  Awo
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Online Staff Processing

‘ Online Staff Processing
Class Schedule Update

Salary Update

o
—~ ;::If;k Ogast:kify to update ——— Click on class schedule to =
ry prereegrr update class schedule Lonowone 473072014
data

Emplopee Sastus SCHOOL BOARD EELONEE oo

Retvement Systeme TEAOHERS

Wokdey M €20
ContractDapn: 220,00

g Type LTI

e Typer PALTINE [reS—p—
feree Reture:
Years tap: 02 pheartoie s -
Ouewict hee ute: /1273006

[ER— [

Ot s e 1113/2006
Tty Wapancs ¥ N Racer A T N »
Jsure-postion wecoRn : view Mode 1 0f 1
s Lot e Ot 63072014 CLASS SCHEDULE RECORD ; UPDATE Mode: 0

4 CLERICAUSEC, 7400 SCHOOK AGMINISTRATION

Emptoymest Dates: 77173013 bave 500 Tl ¥ Asmant e Worket 4
e

[rRpr———

SALARY RECORD : UPDATE Mode

B Lo Ut Do 672073914

Tund Account - Soty Type: BATE

Louisiana Believes

Louisiana Believes

Online Staff Processing » 6.
Highly Qualified Update g Beane |

‘ Online Staff Processing :
Non Attendance Update ks BT |

- Click highly qualified to
Sg;;tgnn’:::::s:::::z;’a t‘.,"!",].?}‘,'.’,‘;.‘ firare Recomo - view mode update highly qualified data
. 2003 Emgployee Sutus: SCHOOL BOARD EMALOYEE Ceruticat
R

Emploree Ststus: SCHOGL

une 30 (2ctus) Seseomernt System: TEACHERS'
Gender reMaLE Proc Period e 50 (Actusl) Retwement System: TEACHERS
Emoi Type: FULLTINE Gender: FENAE Total swary: 318367
e Type: FULLTIME Workday wa: 420
Comtract Deys: 200,00
PP satary: $0

earsap: 02 Satay Roducson:
006

Vews i 02 Sory Redoction
iatric e Dat:

Bintrt M Owte: 1/12/20%6
Emoiciy. Waganic face:

oy epasic ¥ O NS M A iz 1] Asiaa ] Sloch ’ .
x g
WON ATTENDANCE RECORD : UPDATE Mode [hex: | T
HIGHLY QUALIFIED RECORD : UPDATE Moda o Ao de i Quai s Sicoms
wacode
—
=

Last Updet e /3012014
Lostupdate cute

WorAtendunce Swter:  [ZF7300T - [0S

owcowe: 5

Catugory Codee  FERSONAL/SIOENERGENCY LEAVE =
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PEP Reports

Agenda

* The PEP system has built-in reports to help LEAs validate and analyze data.
* Reports should be checked after each data submission and before finalizing any
collection.

Hands-on Session

*Generating/Viewing Report

Louisiana Believes
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Reports & Files

[2E F Description of PEP Reports

Report Description
Error Correction Report Alisting of each record that has produced an error.
LEA Detail Records are grouped by site.
Error Correction Report A recap of the edits generated by the system and a count
LEA Summary of the records received, rejected, and processed

Data Verification Report

A district recap and a listing of the individual records that
have been loaded and are error-free

Staff with Duplicate Certificate
Numbers

A listing of staff reported on PEP with identical teaching
certificates

Staff with Duplicate Social
Security Numbers

A listing of staff reported on PEP with identical Social
Security numbers

HQ Detailed Diagnostic Report
HQ LEA Summary Report

No longer reported federally

Staff with Non-Matching
Educational Levels on TCR and
PEP

Roster of Error-Free Personnel

A comparison of educational levels as reported on the
Teacher Certification (TCR) and the Profile of
Educational (PEP) databases

A roster of names and SSNs by site of all error-free
records transmitted

Non-Attendance Data Report

A summary of non-attendance data by Sponsor Code

View/Export

Biata Verification - LEA Sarmmary hax bears succassfuly scheduled 1o run

Beganing Schoct Yesr: 515 =
Pricrssing Perist O 1 (Budgated) =
hoone Beger Data Varbcation - LEA Summary -

Spomscs

i aevons |
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[ e st e bowra gon

8 l.- PROFILE OF EDUCATIONAL PERSONNEL

. |

Reports & Files
Retrieval

Vesheatan - LEA Sammary (FOF

B
e Reports & Files b W

T } Input File
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Hands-on Session

*FAQ

Agenda $

N i |

E F Frequently Asked Questions }

In the next few slides we will cover the most common problems users encounter.
* Incorrect Teaching Certificate
* Incorrect Course Information
* Cannot Login
« Cannot Access Drop-down Menus
« Invalid Contract Day/Work Day Count

Louisiana Believes
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i Incorrect Certificate in PEP

The codes used in PEP do not always match the coding of the certificate level.
Notice below a level 2 non-public teaching certificate is actually coded L4.

Certificate Type Code  Certificate Type Coded  Certificate Type Mame Certificate Type Short
A A A TEACHING CERTIFICATE
] B B TEACHING CERTIFICATE
13 3 LEVEL 3 TEACHING CERTIFICATE
AA AR ar NON-PUBLIC TEACHING CERTIFICATE
B8a BA B* NON-PUBLIC TEACHING CERTIFICATE
L4 L4 LEVEL 2* NON-PUBLIC TEACHING CERTIFICATE
s 5 LEVEL 3* NON-PUBLIC TEACHING CERTIFICATE

) Incorrect Course Information

Check CUR/PEP/SIS
= Distance learning

Code  DISTANCE LEARNING DESCRIPTION

DISTANCE ABBR DESC

o1 LOUISIANA VIRTUAL SCHOOL COURSES LA VIRTUAL SCH CRSES
02 DISTANCE LEARNING 8G SATELLITE COURSES DIST.LEARN.8G COURSE
03 ALL OTHER DISTANCE LEARNING TYPE COURSES ~ ALL OTHER DIST.LEARN
04 CCOURSE CHOICE PROVIDER CCOURSE CHOICE

05 DROPOUT PREVENTION PROGRAM COURSES DROPOUT PREV PGM CRS

= Class codes don’'t match

= Class code on SIS class schedule record must be identical to
class code on CUR class schedule record and the class code
on the PEP class schedule record.

= Incorrect course code
= Only certain courses are counted for CVR

Louisiana Believes
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=4 Login or Access Issues

There are generally two reasons a user cannot access PEP and/or
features.

Internet explorer browser compatibility issue:

« The LEADS system is only compatible with IE8 or 9

< For other IE version, Microsoft removed the compatibility view button
from the address and need to turn on (user guide have each steps to
turn on the compatibility)

Password issue:
« Reset the password through this link:
https://password.doe.louisiana.gov/

| Count Error

If the Contract day Count * Workday Minute Count < 63720 error is received,
the user should take the following actions:

« Reflect the partial contract worked in the site position record under the
annual minutes worked instead of in the staff record under contract days.
« Even if the staff member is part time, include the actual minutes worked

in the site position record but a full time contract day count and workday
minute count in the Staff record.

Louisiana Believes
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2 Agenda

Hands-on Session

*Coding Procedures

i Coding Different Worker Types

Certain object/function code combinations require a class schedule
submission, some do not.

Oczigg‘ F‘g‘:;';’“ Object Descriptions Function Description S;zs:r“f
112 1105 TEACHERS N Required
12 1110 TEACHERS ELEMENTARY PROGRAM | Required
111 1110 OFF'C'ALS/ADM'“gggRATORS’MANAG ELEMENTARY PROGRAM |  Not Required
111 1130 | OFFICIALSIADMINISTRATORSIMANAG | sgconpARY PROGRAM | Not Reguired

« Full list of object/function codes are available in the PEP user
guide

Louisiaina Believes

Louisiana Believes

11


https://password.doe.louisiana.gov/

9/16/2016

‘ Coding Vacant Positions o ¢ Coding Multiple Positions o
»  For vacant positions, use 999 followed by the 3-digit sponsor code If a staff member fills multiple positions in the LEA, please ensure the
and a 3-digit sequential number as the staff SSN. following are submitted to PEP.
+  Substitute positions should be coded as vacant positions.
« The layout for staff data, site position data and class schedule record « One record in staff data (100 record)
are available in the user guide. « Multiple records in site position data (200 record) — one for each job

function of the employee
« Job functions indicated by object and function code combinations

Louisiana Believes g Louisiana Believes 8

| Coding AMW & Contract Minutes a | Codi.hg Annualized Salaries N
+ Ifemployee is expected to work a full contract, the sum of AMW . Annuali_z:_sd Salary is calculated using the FTE (Ful_ltime Equivalent) for
projected should meet or exceed the Contraci Minutes (Contract ea_ch position an employee h_olds. The FTE calculation uses the Annual
days * Workday minute count) Minutes Worked, Contract Minutes, and Actual Salary.
For Oct 1 — AMW = Contract Minutes « FTE = Total Minutes Worked / Contract Minutes
For EQOY — AMW could exceed Contract Minutes « Annualized Salary = Salary / FTE

« Note: Annualized Salary is used to identify the high and low end salaries

« The Contract Day Count must always reflect the full time standard il > - X v
for a classification and also to identify what may be questionable salaries.

contract for the employee class that the employee is a member of.

L L

Louisiana Believes g9 Louisiana Believes

| Next Steps : 'i Contact Information
« Review the PEP user guide and submission calendar to ensure compliance with Manager: Michael.Collier@la.gov

data requirements. .
Student Information System (SIS) and Calendar (SPC): Sherry.Randall@la.gov

* Begin submitting October 1 Budgeted data to PEP. Budgeted data includes all Curriculum (CUR): Sherry.Randall@la.gov

staff demographics, site position records, and salary information as of October 1. Special Education Reporting (SER): Ashley.Augustine@la.gov
The deadline to complete these submissions is Friday, November 25, 2016. Teacher Student Data (TSD): Ashley.Augustine@la.gov

« Validate data submitted to PEP by running the Budgeted reports. Sponsor Site System (SPS): Jacqueline.Edwards@la.gov

* Plan to attend the November-December regional collaboration for training on Student Transcript System (STS): Jacqueline.Edwards@la.gov
how to submit class schedule data. Profile of Educational P | (PEP): Michael.Zanovec@la.gov

Annual Financial Reporting (AFR): Miao.Cao@la.gov

eScholar: LouisianaSecurelD@eScholar.com

Louisi li www.louisianabelieves.com
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