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Objectives

At the conclusion of the session, participants should be able to:
* follow security protocol.

* understand the roles and responsibilities of the Security Coordinator and Data
Manager in data reporting.

 establish access to communication resources and opportunities.
* understand the importance and utilization of data collected by LDOE.

* navigate the School Calendar System (SPC) and Student Information System
(SIS) for error-free data submission.

* meet SPC and SIS reporting deadlines.
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Role of the Security Coordinator

 LEAs and CMOs are required to designate a local Security Coordinator who is
responsible for granting authorized users access to LDOE Application Systems.

* The Security Coordinator grants local authorized users access to LDOE
Application Systems using the Totally Automated Security System (TAS).

For assistance, contact: SecurityDOE@Ila.gov
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https://tas.doe.louisiana.gov/Administration.aspx

User Access Rights and Authorization

 Torequest access to LDOE application systems, users can complete the Security Request
Form and forward it to their local Security Coordinator.

* 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-
digit Sponsor Code.

* 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
e 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 your local Security Coordinator.
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https://leads3.doe.louisiana.gov/ptl/LeadsInfo/Security Request Form.docx

- Assigning & Establishing User Passwords

e 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., %, &, S)
* Cannot be the same as any of the previous 5 passwords
e 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

Minimum computer system requirements to access the LDOE Application
Systems:

 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.
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https://leads.doe.louisiana.gov/ptl
https://leads3.doe.louisiana.gov/ptl/

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:

@ LEADS Portal - Windows Internet
-

M‘]hups: leads3.doe.louisiana.gov/pt!/ | I [(ﬁ‘:’l X H Bin
R | e— | — —

File Edit View Favorites Tools Help

s Favorites | 525 @] Suggested Sites v @] Web Slice Gallery v

LEADS Portal

Click this icon to
enable Compatibility View

Louisiana Educational Accountability Data System

LEADS APPLICATION PORTAL User Guides  Ar

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.

e e

11
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For IE version 11,
e 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 IE

i |95 @] Sugge

ortal

uisiana Edu

'ELICATION PO
- School Calendar
- Curriculum Databy

LEADS Inquiry ==

- Non-Public Repori

Setting up Internet Explorer

Compatibility View Settings ) atsy)

l/_vli You can add and remove websites to be displayed in
& Compatibility View.

Delete Browsing History...
InPrivate Browsing
Diagnose Connection Problems...

Reopen Last Browsing Session

InPrivate Filtering
InPrivate Filtering Settings

Pop-up Blocker
SmartScreen Filter

Manage Add-ons

vy Compatibility View

B Compatibilty View Settings

Subscribe to this Feed...

Add this website:

louisiana.gov ‘——

Websites you've added to Compatibility View:

| ["]Include updated website lists from Microsoft

Add

=]
i .
=
i

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

1 e
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To access the LDOE INSIGHT Portal, users must enter a User ID and

Please enter your user name
cccccc to your INSIGHT accoun

What is INSIGHT?
The INSIGHT portal was created to provide a data-driven resource that will help

improve student performance by making accessible more accurate, reportable,
and researchable data

Frequently Asked Questions

If you have questions or comments about the INSIGHT system, click here to
read the frequently asked questions.

LDOE | TermsofUse | PrivacyPolicy | ContactUs

https://insight.doe.louisiana.gov

Password on the INSIGHT Portal login screen.

Loutisiana Relieves

For assistance, contact your local Security Coordinator
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. LDOE INSIGHT Portal - My Apps

LDOE GINSIGHT ' #eerors

INSIGHT Reports

Lists

My Apps Calendar

Tasks
User Guides

Resources,

LASATS Coordinator Portal

SPC - School Calendar System

CUR - Curriculum Database

LIQ - LEADS Inquiry

LRS - LEADS Reporting System

NPS - Non-Public Schools Data Collection
OTS - Official Transcript System

PEP - Profile of Educational Personnel

TBL - Reference Tables

SEE - Scholarships for Educ. Excellence

SCS - School Choice Scholarships
SER - Special Education Reporting
SPS - Sponsor-Site

SIS - Student Information System

STS - Student Transcripts

TIA - Title I, Part A - October 1 Data Collection

~ TID - Title I, Part D

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

e e
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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 LEASs.
* 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.

LnnE B I " 5 I G HT Coordinator Portal » Home

INSIGHT  Reports My Apps  LASATS W

Home

Welcome to the Coordinator Portal

Calendar

Monthly DC Webinars

Shared Documents

For assistance, contact your local Security Coordinator

Loulsiana Believes 15


https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx.
https://tas.doe.louisiana.gov/Administration.aspx

LDOE INSIGHT Coordinator Portal - Alerts__

Users can sign up for email Alerts when

information is added or changed. _m

Update your user information,

* Access the LDOE INSIGHT Coordinator regional settings, and slert.

PO rta I . Eé%?nmﬁﬁlcﬁ Elgliig’::;ng?c;ount.

. . Request Access P

* Click your user ID near the top, right of S )

the screen. Announcements oo f this site.

. [ g Title

¢ SeIeCt My SEttlngs' @ New IEP form XML 8/8/2014 6:46 PM
° Choose My Alerts to set Whlch alerts you @ 2014-15 Course Code Listings 8/8/2014 8/8/2014 5:16 FM

would like to receive.

My Apps LASATS REEGIGIHGIGIEEG]

Eu:Iit Item My Regional Settings My Alerts

For assistance, contact: SystemSupport@I|a.gov
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https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx.
mailto:SystemSupport@la.gov

Accessing LDOE LEADS

.,-'.-:“.";"'.}' '
Users also have the ability to access LDOE Application Systems directly through
LEADS at https://leads3.doe.louisiana.gov/ptl/.

[ |

Windows Secunty

The server leads3.doe.louisiana.gov at leads3.doe.louisiana.gov requires a
username and password.

I I | E999000 |
|E | reeEeRRRRERR |
Remember my credentials

| ok || cancel

For assistance, refer to any LDOE Application System User Guide.
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Protocol for Addressing Security Issues

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

e |f 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

Loulsiana Believes


mailto:SecurityDOE@la.gov
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
https://insight.doe.louisiana.gov/coordinators/Shared Documents/Forms/AllItems.aspx

' LDOE Application Systems Linkage

For additional information regarding LDOE Application systems,
refer to Module 2 LDOE Application Systems Overview located on
the LDOE INSIGHT Coordinator Portal in the shared documents folder.

Louisiana
Secure ID
System
(eScholar)

LOUISIANA
SECURE ID

TSDL

A

SIS

SIS
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} Data Collection Timeline

AnnUalIy, data are collected in one of two ways:

« During scheduled data collection periods (SIS, SPC, CUR, PEP, CVR,
TSDL, AFR)

« Dally for systems with no scheduled collection periods (SER, STS)

Jul I Aug rSep [ Oct | Nov | Dec Jan Feb Mar Apr May Jun Jul
Dropout Correction (Prior Year)

October 1 February 1 MFP

October 1 CLASS (formerly "LEADS") CVR

PEP Budgeted

PEP October 1 CLASS (formerly "LEADS")

TSDL TSDL
BOR BOR BOR
End-Of-Year
Dropout Correction
AFR

For additional information regarding the data collection timeline, refer to Module 3 LDOE Data Collection
Timeline and Communication Resources located on the LDOE INSIGHT Coordinator Portal in the shared

documents folder.
m
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Benchmark Calendar

The benchmark calendar provides information to guide LEAs in submitting data
for all data collection periods for each LDOE Application System:

« Calendar of system specific due dates and required activities
(benchmarks)

« Checklist to track monthly activities
 Webinar dates and trainings

I Higl|h Level Yearlong Checklist AW CUR APERWASERYT SIS - SPC AAFEWETEW TSDL Calendar Key Webinars and Conferences I

For additional information refer to the 2016-17 Benchmark Calendar on the LDOE INSIGHT
Coordinator Portal under the Announcements section.

Loulsiana Believes


file://doe.la.gov/fs/doe/mf/pair/DM/User Guides TEMPLATES/INSIGHT Portal

School Calendar System (SPC)

* October 1 MFP
 QOctober 1 CLASS
* February 1 MFP
 End-Of-Year

e Data Collections for SPC and SIS~ h

Student Information System (SIS)

October 1 MFP
October 1 CLASS
February 1 MFP
End-Of-Year
Dropout Correction

Jul Aug Sep Oct Nov

Dec

Jan Feb

Mar Apr May Jun Jul

Dropout Correction (Prior Year)

October 1 MFP

February 1 MFP

October 1 CLASS (formerly "LEADS")

End-Of-Year

e e

Loutisiana Relieves
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‘“‘“‘]‘L How SIS & SPC Data Are Used '

LDOE Tear

LEA enrollment & address data are used in MFP

Finance funding calculations.
Data Quality Enrolliment, discipline, and economically
Management disadvantaged data are used for federal reporting.

Various data are used to identify areas needing

Statewide Monitoring ) vement and correction.

Enrollment, demographic, and calendar data are
ASS@SS”‘GDF & used to ensure delivery of quality assessments and
Accountability maintenance of accurate test history.

e e
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October 1 MFP Data Collection

During this training session, we will focus on the October 1 MFP data
collection for:

« School Calendar System (SPC)
e Student Information System (SIS)

Jul"15 Aug 15 Sep'15 | Oct'15 Nov 15

October 1 MFP

October 1 MFP Collection (September 5—- October 23, 2016)

« SIS: Student Enrollment, Attendance, Discipline, Free/Reduced
Lunch Data

« SPC: Planned Calendars

Loulsiana Believes
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Act 837 Implementation for LDOE Application Systems

* Personally identifiable information (Pll) is no longer be captured by LDOE
application systems (SSN, full name, date of birth, full address)

e Students have been assigned a 10-digit unique Louisiana Secure ID

* Full names (First, Middle, Last, Suffix) have been replaced by First Initial and
Partial Last Name

* Date of Birth has been replaced with Day of Birth
 Full Addresses have been replaced by Zip Code and Residing Parish.

* LEAs should no longer provide any student Pll to LDOE when initially requesting
assistance.

* |f the LEA needs LDOE to help resolve an issue, they should only provide data
not considered personally identifiable (e.g. LA Secure ID, site code, local ID, etc.),
unless otherwise allowed by law.

For assistance, contact SystemSupport@la.gov
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Data Submissions

STAGE 1 — eScholar LOUISIANA SECURE ID System

-

Submit student information as needed to ensure alignment between
eScholar and local student information system(s).

STAGE 2 — LDOE Data Submissions

l l l l

SIS ‘ STS ‘ TSDL ‘| SER ‘

Loulsiana Believes



STAGE | - UID Assignments and Updates

STAGE Il - LDE Data Submissions

*Document can be downloaded here.

Option 1 Option 2 Option 3
: LEA vendor
Prepare submissicn programs UID
the Unique ID system updates to
System. occur automnatically
through a web
service,
A y
Submit 2.1 file to Enter students
the Unique 1D manually into the
System, UID system,
Y
Resolve any errors
with the file layout
{if any) and resubmit
(if necessary) until
all upload errors are
reselved.
h 4 v A
LEA data manager LEA data manager LEA data manager
resolve all student resolve all student resolve all student
near matches (if near matches (if near matches (if
any}. any}. any).

Louisiana RBelieves

SIS SER
Y
Prepare SIS submission Prepare STS submission Prepare TSDL submission Pre 2 -
: pare to submit Special
without student Pl for LDE without student Pl| for LDE without student Pil for LDE Education Data to SER.
system, system. system.
v v v Y
Update jurisdiction,
Submit Event Records (if Submit Student and . evaluation, |EP, services
any). Transcript Records without Submit TSDL records data, etc. as usual. GUID has
PIl without Student PII. been updated for all
v students, but original fields
Resolve any errors with the still exist,
Event file (If any) and +
resubmit {If necessary) until -
all upload errors are Pll data on exdsting students
resolved. [except for Parent/Guardian
infermatien) can no longer
be edited in SER. Instead, it
A will be updated nightly from
the UID system by matching
Submit Student Records on GUID.
without Pll {Demographics,
Etsuineats, 208 sic) PIl can be entered for brand
new SER students, but it must
Y be an exact match to the Pl in
Student file (if any} and Resolve any errors with the Resolve any errors with the :
resubmit {if necessary} until files (If any} and resubmit file (if any) and resubmit {if \ 4
all upioad errors are {if necessary) until all

resolved. If the errorisa
mismatch with UID system,
go back to Stage | and
resubmit,

upload errors are rescived.
If the error is a mismatch
with UID system, go back to
Stage | and resubmit,

necessary) until all upload
errors are resolved. If the
error is a mismatch with
UID system, go back to
Stage | and resubmit,

Resolve any Pll Issues {except
for Parent/Guardian info) in
the UID system.

29
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SPC and SPS Link

« Data and school level data must be defined in SPS before submitting
data to SPC.

« Data in the School Calendar System (SPC) and the Sponsor Site System
(SPS) are linked via Site Code.

Louisiana RBelieves



'“} SPC and SIS Link

« Data must be submitted to SPC prior to submitting data to SIS.

« Data in the School Calendar System (SPC) and the Student Information
System (SIS) are linked via a Calendar Code.

 The SPC User Guide can be downloaded from the LDOE INSIGHT
Coordinator Portal in the SPC System folder.

Calendar Code |

Loutisiana Relieves
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SPC District-level or Default Calendar

» District Level or “Default” Calendars are required for each Local
Education Agency (LEA).

 These are calendars without a specific Site Code that when taken
together, encompass all grades authorized within the LEA. “Default”
calendars will apply to any classes or grades for which a specific site-
level calendar is not provided.

* Asingle-site LEA such as a Type 2 charter school should submit only
district-level calendars.

Loulsiana Believes



SPC - School Calendar “record set”

« The School Calendar or School Calendar “Record

Set” consists of a Basic Calendar Record (Type —
10) together with associated Event Records //|' e e e 9 050 6
(Types 20, 30, 40, 50, and 60) which add, N B ——
subtract, or otherwise qualify instruction/non-

instruction days or minutes for the school session | o |
Inclusive of the first and last days of the school e s 15
session.

‘ Event Record Types:
* Type 20: Teacher-Only Day * Type 50: Emergency Day
* Type 30: Holiday * Type 60: Added or Make-up Time

* The school district assigns each school calendar ez ey osmssaiosy
In a unigue Calendar Code (001-999), which
applies to the whole school calendar “record set.”

* |In most cases, LEAs have a local vendor
that provides file extracts in the proper
format for LEAs to submit to LDOE.
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SPC Home Page

SCHOOL CALENDAR SYSTEM

Report Export Update Calendar Update Grades Add| | Delete LIpload

Beginning School Session Year: 2013 -
Processing Period: g EOY -
Sponsor:  3A9 Learning Solutions, Inc. -
Site:  All Calendars i

Click on a calendar code to view.

SiteCd  Site Name Calendar Cd
LEA Level

e L L
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Select: CALENDAR
UPLOAD

Select: Beginning
School Session Year
Select: Processing
Period

VALIDATE ONLY?
Select Yes if you want to
validate your data before
updating the data base

Click Browse to select
the file to be uploaded.

Click Upload My File
Now.

} SPC — Uploading Calendar Data

SCHOOL CALENDAR SYSTEM

—-—

Upload

LI

|\.-'iew| | Report | | Export | | Update Calendar | | Update Grades | Deiffe

v

3A9 Learning Solutions, Inc.

Beginning School Session Year: 2013 -

Processing Period: EOY -
Validat: Iy?

alidate only @ No ) Yes

File to upload:

[ Upload My File Now_] [

All Errors Must Be Corrected Before Calendar File Will Load to LDE Database

View Upload Status ] ’ View Errors ] ’ View Input Data

History

Recordsin | cco™® Records
Load Begin BSSY/PP Records File Size Er.rc-r with Lc;aded Status
Marnings i

Loutisiana Relieves
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- SPC - Uploading Calendar Data

ok tate F.]

» If you receive a File not accepted message., you can select the View Upload
Status for additional details.

» After upload has completed successfully, you will be able to View Errors and View
Input Data

| UploadMyFileNow | | ViewUploadStatus | | ViewEmors | [  viewinputData |

e
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i SPC - View Errors

L}
- ~
. 4 LN

I View Upload Status | ( View Errors \ [ View Input Data J
-~

—_ e ==

Upload My File Now |

* The error report contains detailed information for correcting errors in your
data.
« For each error, both an error code and error message are displayed.

« Additional information for correcting each error can be found in Appendix
D of the SPC User Guide.

All Errors Must Be Corrected Before Calendar File Will Load to LDE Database

Rﬂd T
Record Type Calendar Incomplete; Basic Calendar Record Migsing

Loulsiana Believes 38



SPC User Guide
Appendix D Error Codes and Messages

Sample error code and solution:

b) a district-level calendar
contains a grade code (nn) thatis
not shown for any of the LEA’s
sites on the SPS Database.

Error | Error Cause Solution
Code | Message
21 GRADE {nn} e Asite-level calendar contains a Either remove the grade from the
NOT FOUND grade code (nn) that is not school calendar (i.e., if grade is
ON SITE authorized in the SPS Database for | erroneous) or submit a district
DATABASE. that site code; OR correction to the Sponsor/Site

Database.

Loulsiana Believes




SPC - View Input Data

-
- = IS

Upload My File Now I View Upload Status View Errars q View Lnput Data ﬂJ
~ -~ 7

\~—_’

Viewing input data can help LEAs locate errors in the file. In the example
below, the LEA submitted a grade that did not exist in Sponsor Site System
(SPS) for that school.

SPC20133A9 1001008052013052320146as1c calendar 4804010203040506070809101112 15202425 2
SPC20133A9 100301111201311112013Ho]iday

SPC20133A9 100301128201311292013Thanksgivin

SPC20133A9 100301223201301032014winter Brea

SPC20133A9 100300120201401202014MLK Day

SPC20133A9 100300217201402172014Presidents Day

SPC20133A9 100300303201403052014mMardi Gras

SPC2013349 1003003242014032820145pring Break

SPC201334a9 100300418201404182014Good Friday

SPC20133A9 100401009201310092013Professional Development 240
SPC20133A9 100401127201311272013Professional Development 240
SPC20133A9 100401203201312032013Professional Development 240
SPC20133A9 100400108201401082014Professional Development 240
SPC20133A9 100400205201402052014Professional Development 240
SPC20133A9 100400212201402122014Professional Development 240
SPC20133A9 100400402201404022014Professional Development 240
SPC20133A9 100500128201401302014weather

el R LoC0on0ood o0t Ao o0 200 et ar

All Errors Must Be Corrected Before Calendar File Will Load to LDE Database

Grades 110203040506070805101112 15202425 Grade {25} Mot Found on Site Database
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SPC — Online Entry

|
LEASs also have the option of entering and/or updating calendar data manually.

Select: CALENDAR

UPDATE -= ==
[View] [ Report | [ Export (Mot | 2 Update Grades | [Add] [ Delete | [ Upload |

— o =
Beginning School Session Year: 2013 ~ DBeg Schl SessYr: 2013 Last Update: 8/15/2014

Select: B eg I n n I n g Proc Period: 9 EOY Grades: IN,PS,PK,K-12

Processing Period: 9 EOY A
Sponsor: 3A9 Learning Solutions, Inc.

SC h O OI Sess I 0 n Year Sponsor:  3A9 Learning Solutions, Inc. T Site: LEA Level Calendar Code: 100

Site:  LEA Level A ) ;
Select' PI‘O CeSS | n g Humber Minutes/Day: ’E Number Periods/Day: |4— Number Semesters/yr: E
. Record Type Cd Event Mame Begin Date End Diate Instruct, Time(min.}

Period Feeee—— | —— [ ada

L2 L57E] oo 10 Basic Calendar 08/05/2013 |05/23/2014 Edit
40 Professional Development 10/09/2013 [10/0%/2013 240 Edit Delete
. . 20 Holiday 11/11/2013  |11/11/2013 Edit Delete
USI ng the On I I ne 40 Professional Development 11/27/2013 |11/27/2013 [240 Edit Delete

20 Thanksgiving 11/28/2012 (11/29/2013 Edit Delate

feature, Calendars Can 40 Professional Development 12/03/2013 |12/03/2013 240 Edir Delete
H 30 Winter Break 12/23/2013 |01/03/2014 Edit Delete
be added y edlted y and 40 Professional Development 01/08/2014 |01/08/2014 [240 Edit Delata

30 MLK Day 01i/20/2014 |01/20/2014 Edit Delete

d e I eted . S0 Weather 01/28/2014 |01/30/2014 Edit Delete
40 Professional Development 02/05/2014 [02/05/2014 [240 Edit Delate

40 Professional Development 02/12/2014 02/12/2014 240 Edit Delete

Wh d d H 20 Presidents Day 02/17/2014 [D2/17/2014 Edit Delate
e n a I n g a’ n eW 50 Water 0z/21/2014 |02/21/2014 Edit Delete
Calendar’ it is important 20 Mardi Gras 03.;':03.3:2014 03.:':05.3:20].4 Ed.i't DEJ:E-EE
1l 1 »

to click the Add button

to the right before

validating or updating.
5
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‘} SPC — Online Entry

LEAs can also manually add or remove grades to existing calendars.

(:almlar S
SeIeCt CAL EN DAR View | Report | | Export | | Update Calendar (| Delete | | Upload
~ — o -
U P DATE G RAD ES Beginning School Session Year: 2013 ~ DBegSchlSessYr 2013 Proc Period: 9 EQY
Processing Period: 5 EQY - 220,15::;35\9 Llearning Solutions, Inc.
Select: Beginning School Sponaor: | 349 Learning Salutons, Inc | Calontr Coder 100
' g g Site:  LEA Level T Grades No Grades To Select A
SeSSIOI’] Year 01 FIRST Delete
. . . 0z SECOND Delete
Select: Processing Period Site Cd _Site Name Calendar Cd Jii8 THIRD Delete
1 LEA Level 100 04 FOURTH Delete
|
To add a grade, select the grade o o e
from the drop-down menu and o SEVENTH pelete
. . |
click the Add button to the right. . SR e
10 TENTH Delete
. 11 ELEVENTH Delete
Next, click Update Grades. 2 TWELFTH Delete
15 INFANT PROGRAM (BIRTH - 2, SPECIAL ED) Delete
20 PRESCHOOL [AGES 3-5, SPEC.ED) Delete
To remove a grade, select Delete > SRE-KINDERGARTEN Delete
to the right of the grade listed. = KINDERGARTEN Delete
[ Cancel ] [ Update Grades ]

1 e
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T |

:

SPC — View Existing Data

SPC provides a means for LEAs to view all existing calendars currently in the

system along with basic information and calculations.

Loutisiana Relieves

Select: CALENDAR mssm) EZZ

| hpnrt | ‘ Export | | Update Calendar | ‘ Update Grades | | Delete| | Upload |

—
Beginning School Session Year:

3A9 Learning Solutions, Inc.

Select: Beginning School
Session Year
Select: Processing Period

ite Cd  Site Name

Beg Schl Sess Yr: 2013

Proc Period: 9 EOY

Sponsor: 3A9 Learning Solutions, Inc.

Site: LEA Lewvel

Calendar Code:
Grades:

Last Update:

Reported

Number Minutes/Day: 480

40 Professional Development

40 Professional Development

40 Professional Development

40 Professional Development

40 Profezsional Development
40 Profezsional Development

Number Periods/Day:
Number Semesters/Yr:
Event Name

10 Basic Calendar
30 Holiday
30 Thanksgiving
30 Winter Break
30 MLK Day
50 Weather
30 Presidents Day
50 \Water
30 Iardi Gras
50 \Water

Begin Date

08/05/2013
1000972013
203
272013
1282013
1210312013
1212312013
01/0812014
01/2012014
01/2812014
02/05/2014
021212014
021712014
0272172014
03/0372014
03/06/2014

Derived
Total Instructional Minutes:
Divide By Minutes/Standard Day:
= Calc. Equiv. Instruct. Days:

End Date
05/23/2014
1000972013
203
272013
22013
1210312013
01/0312014
01/0812014
01/2012014
01/3072014
02/05/2014
021212014
021712014
0272172014
03/05/2014
030712014

84720
360

Instruct. Time

240)

240)

240

240

240
240
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SPC - Reports

SPC provides a means for LEASs to provide a report of all existing calendars
currently in the system for viewing online or printing.

Select: CALENDAR P  SCHOOL CALENDAR SYSTEM
REPORT -

Select: Beginning

SChOOI SeSSion Year ‘ Report Export Update Calendar Update Grades Add | | Delete | | Upload
. H ~
Sel?Ct' PfOCGSSlng Beginning School 5ession Year: 2013 -
Pe”Od Processing Period: ECY i
Sponsor: 349 Learning Solutions, Inc. -

Click on a calendar code to view report.

|Site Cd ~ Site Name Calendar Cd
All Sites All Calendars
LEA Level 100

e e
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SPC - Reports g

Beg.School SessYr: 2013 Calendar Code: 999
Proc Period: EQY Grades: PS,PK K-12,TS
Sponsor: 3AS Learning Solutions
Slte LEA Level Last Update 05/01/2013
Reported Derived
Number Minutes/Day: 367 Total Instructional Minutes: 65693
Number Periods/Day: 7 Divide By Minutes/Standard Day: 360
Number Semesters/Yr: 2 = Calc. Equiv. Instruct. Days:
Event Name Begin Date End Date Instruct. Time (Minutes)
10 Livingston Parish 080772014 0572972015
30 Labor Day 090172014 09/01/2014
30 Livingston Parish Fair 1071072014 10/10/2014
20 Parent/Teacher Conference 10011672014 10/16/2014
30 Thanksgiving 11242014 11/2822014
30 Christmas and New Years 12222014 01/08/2015
30 Martin Luther King Day 011972015 011972015
30 Mardi Gras 02/16/2015 02/17/2015
0 Easter 04/03/2015 04/10/2015
30 Memorial Day 052572015 0572572015

e
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Common SPC Errors

1. 35 No LEA Calendar for { }
o Cause: At least 1 district level calendar is required.
o Solution: Create district level calendar and resubmit calendar
data.

2. In SIS — 304 Invalid Calendar Code
o Cause: SIS was uploaded prior to uploading SPC.

o Solution: Run SPC to upload all of the calendars then resubmit
SIS data.

3. 21 Grade{ } not found on Site database
o Cause: Grade not listed for site in Sponsor Site.
o Solution: Submit Change Request form to update Sponsor Site.
Once updated, resubmit calendars.
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SPC October 1 MFP o
Benchmark Calendar

2016-17 School Calendar System (SPC)

September 2016

System [Category Date Action Item

SPC OMFP Monday, September 5, 2016 | Collection Opens for October 1 MFP data submissions.
Data Collected: SPC planned district and site calendar data.
Reports to run and verify after each submission: Run SPC
Calendar Listing Report (Verify instructional minutes). Refer
to SPC User Guide.

System |Category Date Action ltem

SPC OMFP Monday, September 26, 2016| Deadline for error-free SPC planned district and site
calendar submissions for October 1 MFP collection
(required for SIS October 1 MFP submissions).

1 e
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SPC October 1 MFP

Benchmark Calendar - Checklist

2016-17 School Year Monthly Checklist for Submitting Data to LDOE Application Systems

SPONSOR: Enter 3-digit Sponsor Code
SITE CODE(S): Enter 6-digit Site Code(s)
NAME: Enter Sponsor Name
* This checklist is a high-level overview of data submissions for the year. Details can be found in the individual systems tabs.
4]
Check when
complete System July 2016 NOTES
SpC For October 1 MFP collection, begin submitting SPC planned
school calendars and verifying instructional minutes.
f:;cl;:::'e" System September 2016 NOTES
For October 1 MFP collection, complete final error-free
SPC submission of SPC planned school calendars. Verify
instructional minutes for all calendars.
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= \Welcome

= Session Objectives
= Gaining Access to LDOE Application Systems
= Data Collection Timeline
= Data Submission and Reporting
=Qverview of Act 837
=Calendar (SPC)
=Student Information System (SIS)
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SIS Links to SPS and SPC

SIS and SPS link
« Data in the Student Information System (SIS) and
the Sponsor Site System are linked via the Site
Code
» District and school level data must be defined in y
SPS before submitting student data to SIS Site Code
SIS and SPC link
« Data in the Student Information System and the
Calendar System (SPC) are linked via a Calendar
Code
 Calendar data must be submitted to SPC prior to Calendar Code
submitting student data to SIS

s 2 A 4
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SIS Record Types AT TN

Demographic Data (type 010)

« The SIS system collects information on
students related to demographics,
enroliment, class schedules, and
discipline. Address (type 120)

Section 504 (type 130)

* To the right are all of the record types Program (type 050)
collected in SIS. Those in orange are

related to discipline events and may class Szt Jie Wpe 100)

not pertain to all students. Student Perpetrator and Instance
Discipline Data (type 091)

Enrollment (type 040)

Actions and Interventions (type 092)

DISCIPLINE EVENT

Event (type 007)
Victim (type 093)

Non-Student Perpetrator and Instance
Discipline Data (type 094)
e __
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SIS Home Page

STUDENT INFORMATION SYSTEM

Student Homeless Report Event

Beginning School Session Year:

Processing Period: Oct. 1 MFF -
Sponsor: 349 Learning Solutions, Inc. -
Site: All Sites -
Grade: All Grades -

ID or Last Name [optional): |

Enter or change your selection critena and click Go!

e
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SIS — Uploading Student Data

In most cases, LEAs have a local vendor that ,
extracts SIS records in the correct format for ACTIONS & INTERVENTIONS (092)
uploading to LDOE.

HLIIHTFEHFEIEATI]E[[BI]
Required Student Records: PROGRAM (050}
« A Demographic Record (010) SECTION 504 (130}
* At least one Enroliment Record (040) . ADDRESS [120)
« Class Schedule Records (110) (Oct. 1 CLASS [ aaes soncouee 1o

collection ONLY). s

ENROLLMENT [0a0)

DEMOGRAPHIC [010]

Other Student Records (submit if applicable):
« Address Record (120)

« Section 504 Record (130)

« Program Records (050)

« Student Perpetrator (091)*

« Actions & Interventions (092)*

* Before submitting 091 and 092 records, the corresponding Event records must be submitted to SIS.
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Before uploading 091 and 092 record types with your
student records, Event data must be uploaded to SIS.

'} SIS — Uploading Discipline Events
|

MOM STUDEMT PERPETRATOR [0G4)

VICTIM [D53)

Required in the Event Upload:
« An Event Record (007) for each

EVENT [007)

Other non-student Discipline Records (submit if
applicable):
* Victim Record (093)
* Non-Student Perpetrator and Instance (094)

1 e
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:

Select: EVENT
UPLOAD

Select: Beginning
School Session Year
Select: Processing
Period

VALIDATE ONLY?
Select Yes if you want to
validate your data before
updating the data base

Click Browse to select
the file to be uploaded.

Click Upload My File
Now.

3A9 Learning Solutions, Ine.

Beginning School Session Year: 2013 -
Processing Period: EQY M
Validate only? @ No ) Yes
File to upload:
Upload My File Now ] ’ View Upload Status ] ’ View Errors ] [ View Input Data
History

File Size

1 e
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Select: STUDENT
UPLOAD

Select: Beginning School

Session Year

Select: Processing Period

VALIDATE ONLY?
Select Yes if you want to
validate your data before
updating the data base

Click Browse to select the
file to be uploaded.

Click Upload My File Now.

Loutisiana Relieves

Beqginning School Session Year:

Processing Period:

Delete all existing students?

Class Schedules only?

3A9 Learning Solutions, Ine.

2013

EOY

@ nNo O
@ No ©

@nNo O

Upload My File Now

‘fiew Upload Status

e e

‘iew Input Data




';f“‘ SIS — Uploading Student & Event Data

» If you receive a File not accepted message, you can select the
View Upload Status for additional details.

« After upload has completed successfully, you will be able to View
Errors and View Input Data

Upload My File Now ‘ I View Upload Status ] View Errors ‘ l View Input Data ]

1 e
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SIS - View Errors

’———~
7 \\

Upload My File Now ‘ I View Upload Status l ( View Errors 1 l View Lnput Data

~ -
\-—_—

» The error report contains detailed information for correcting errors
in your data.

« Both an error code and message are displayed for each error.

« Additional information for correcting each error code can be found
In Appendix D of the SIS user guide.

Record

rype Site Code |Student ID Field in Error Data in Error Error Message
75 040 3as001 026 Exit Reason Code 370 [Invalid Exit Reason
120 040 39001 (N 101 Enrollment Record 109 100 |Invalid record length

Loulsiana Believes
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SIS User Guide

Appendix D Error Codes and Messages

Sample error code, probable cause and solution:

Error Error Cause Solution
Code Message
370 |Invalid Exit An ENROLLMENT/EXIT RECORD | Verify and correct the EXIT
Reason (040) contains an invalid EXIT REASON CODE.

REASON CODE.
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SIS - View Input Data

—

7 - ~ N
Upload My File Now ‘ I View Upload Status l View Errors ‘ { View Lnput Data i
L™ \ /

~ -

_—

Viewing SIS input data in the upload file can also help in resolving errors.

SIS0320105767871191921849865 Jam B 20 M20142015U8S NNNNNY
SIS03204057678711919218498652014201503204608072014e106 0055 04603401 N
'::'::lﬂ Site Code |Student 1D Field in Error Data im Error Ermor Message
3 CII:I 004 Local ID Number S7ETETLLY U0S Local ID not matched
3 10 411 Day of Birth 27 Uds Day of birth not matched
5 010 405 Student Unaque 1D Number 0029295797 02 Loussiana Secure [0 does not exest

Loulsiana Believes
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SIS Common Errors

ERROR| ERROR

Invalid Verify and correct the record layouts

100 record One or more records in the upload within the upload file. Beginning

length file are not the correct length. 2016-17, ensure the record
conforms to the non-Pll format.

Verify a valid 10-digit numeric

0 Invalid Student’s record has an invalid Secure ID has been entered and
Secure ID  Secure ID. exists for the student in the
Louisiana Secure ID system.
Secure ID . Ensure the student has been
Student has not been assigned a :
V[0 does not assigned a Secure ID by the
) Secure ID .
exist Louisiana Secure ID system.
: Student’s record has a Partial First Verify the student’s Partial First
Student’s . :
Sl First Name Name that does not match the Name is correct and is the same as
student’s Partial First Name in the submitted to the Louisiana Secure
not matched .
Louisiana Secure ID System. ID system.
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SIS Common Errors

ERROR [ERROR

CODE |MESSAGE CAUSE SOLUTION
Student’s record has a Last Name Verify the student's Partial Last
that does not match the student’'s Name is correct and is the same as

Partial Last Name in the Louisiana submitted to the Louisiana Secure
Secure ID System. ID system.

Student’s
Sl | ast Name
not matched

Student’s record has a Local ID Verify the student's Local ID is
that does not match the student’s correct and is the same as

Local ID in the Louisiana Secure ID submitted to the Louisiana Secure
System. ID system.

Student’s
Local ID not
matched

Student’s record has a Day of Birth Verify the student’s Day of Birth is

gzjdgpg?rth that does not match the student’'s correct and is the same as
y Day of Birth in the Louisiana submitted to the Louisiana Secure
not matched
Secure ID System. ID system.
, Student’s record has an Ethnic Verify the student’s Ethnic Code is
Student’s )
Ethnicity not Code that does not match the correct and is the same as
y student’s Ethnic Code in the submitted to the Louisiana Secure
matched e
Louisiana Secure ID System. ID System.
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SIS Common Errors

ERROR |[ERROR

CODE |MESSAGE CAUSE SOLUTION
A student’s record contained a Verify the student's Sex Code is
Sex Code that does not match correct and is the same as

the student’s gender in the submitted for the student to the
Louisiana Secure ID System. Louisiana Secure ID System.

Student’s
Sllsi Gender not
matched

A student’s record contained a

I ey e ——

Verify the student’s Reside Parish

of Student’s , : IS correct and is the same as
match the student’s Reside )

Address not . . submitted for the student to the
Parish in the Louisiana Secure ..

matched Louisiana Secure ID System.
ID System.

Zip code of An student’s record contained a Verify the student’s Zip Code is
Student’s Zip Code that does not match  correct and is the same as
Address not  the student’s Zip Code in the submitted for the student to the
matched Louisiana Secure ID System. Louisiana Secure ID System.
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SIS Common Errors

e

=N

ERROR [ERROR
CODE |MESSAGE CAUSE SOLUTION

Upload: More than one Demographic
Secure ID exists Record (010) using the same Secure ID : ,
: : Verify the student’s Secure
7400k for another was found in your upload file.

studentin LEA  Online: The Secure ID already exists in IV el
Louisiana Secure ID System.

Verify the Calendar Code
exists in the School

invalid An Er?rollme.nt/Exit Record (040) Calendar System_ for the
304 Calendar Code contains an invalid Calendar Code for LEA and the particular
the LEA. site at which the student
is enrolled.
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SIS Common Errors

ERROR |ERROR
CODE |MESSAGE |CAVYSE SOLUTION

An attempt was made An Event (007) record which defines the

Event ID
Does Not
Exist

Student
enrolled in
another
LEA

to process a student
discipline record prior
to uploading the
corresponding Event
record through the
Event upload.

Student was enrolled
in another LEA the
same time he was
enrolled in your LEA.

Event ID must be uploaded first before
submitting student perpetrator records
referencing that Event ID. Upload the
Event Record (007) and then re-submit the
Student Perpetrator and Instance Records
(091).

Verify the entry and exit dates to determine
whether or not the student was enrolled in
another district during the same times you
reported the student as enrolled in your
district. A student’s enrollment date must be
on or after the exit date from another district.

Louisiana Believes
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SIS — Online Entry

LEASs also have the option of entering and/or updating student data manually.

Select: STUDENT

(8277 STUDENT INFORMATION SYST

UPDATE
o m tomeless || Reoort ||File| Event

Selegt. Beginning School

Session Year S _

Select: Processing Period Beginning School Session Year: 2013 v
Processing Period: EQY v

Students can be added’ edited’ and Sponsor: 3AS Learning Solutions, Inc. v

deleted. Student ID Number: [ B

Add New Student ] [ Update Existing Student ] "

| ]
L s EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESE .

e L L
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SIS — Online Entry

| L

S

to add/update data or delete the student completely.

;_Q.:-’}df Sl STUDENT INFORMATION SYSTEM

~ Once a student is selected, users can move through the different record types

Close | Restart

Test User26

oload |

Beginning School Session Year:
LR L]

| | um
Beg Schl Sess Yr:

Processing Period:

Processing Period: EQY
Sponsor:

Student ID Number: Ii Sponsor: Learning Solutions, Inc.
Student 10 Number: [ Reassign: |

Name: First |
Middle |

Last | EEE—

Suffix
Birth Date: P

[ Go to another student ]

First US Entry Date:

Sex: FFEMALE ¥
Ethnicity: Hispanic: v @ N Race: Am Indian [l Asian [7}Black V] pac 1slander
Birth Country: US UNITED STATES OF AMERICA -

I AR AN NRERRERRRRRRRRRRRRRRRERRERRERRERRENENRNERNNNHN./
2013 Mode:

Status:

Matching Sponsor:

Matching Stud 1D Num:

Local ID Num:

| white

Last Update:

By:

schedule data

Update
Pending

—
—

8/15/2014
3:10:37 PM
apptst26

: Delete this Student

LA NN EEE NN N EEE NN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEme”
Modify Student Profile data as needed and click "Validate™. Click "Delete” to delete this student. Click the
"Enroliment”, "Discipline®, or "Class Schedule” tab to access this student's enroliment, discipline, or class

Louisiana Believes
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SIS also provides a means for LEASs to research and view data for their existing
students.

STUDENT INFORMATION SYSTEM

Il Hometess || Reoort Event

Select: STUDENT
[ pdate || Uoload

VIEW —)

Select: Beginning School Beginning School Session Year: 2013 hd
Session Year Processing Period: EOY -
Select: Processing Period Sponsor: 3A9 Learning Solutions, Inc. -

Site: All Sites
Grade: All Grades

ID or Last Name (optional): -

Click on a student's ID to view.

1D Name Sponso

oo79s0436 [N 349
sser7oa11 3A9
ss7235352 (NN 3A9

1

e
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--—- SIS Reports & File Extracts

* SIS reports and extracts are helpful in assisting
LEAs with data validation and research.

* Reports are divided into groups for easy
access.

e During the October 1 MFP collection, LEAs will \
want to pay special attention to the MFP
reports.

Report Group

All

MFP Membership Reporis
LEADS Reports

Prek Funding LA4 Report
Dropout Correction and Reporti
FHN5 and Direct Cert Reports
Year-Round Reports

End of Year Reports
Address Record Reports
504 Record Reporis
Graduate Reports
Homeless Reports

e e
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One of the most commonly used reports is the Enrollment Count

Report. LEAs can use this report to perform a basic check of student

counts by grade.

Select: REPORT

Select:
Report Group
or ALL
Report Name

(84277 STUDENT INFORMATION SYSTEM

La .
o 7'.7"

- =~

u -H. |’ Homeless ! Heoon Fie | Eventj

_

All SISR0O1  Membership Count Report

MFP Membership Reports SISR02 Membership Summary Count Report

LEADS Reports }lSRQ,‘S Membership Roster Report

Prek Funding LA4 Report ( SISRCM) Enroliment Count Report

Dropout Correction and Reporting \SISRO'E, Enroliment Summary Count Report

FNS and Direct Cert Reports SISR0O6 Enroliment Roster Report

Year-Round Reports SISRO7 Zreel?educed Lunch Enrolment
oun

End of Year Reports sisrog | ree/Reduced Lunch Enrolment

Address Record Reports Summary Count Report

504 Record Reports SISR09  Mukiple Enroliment Report

Graduate Reports SISR10 Mutiple Enroliment Summary Count

Homeless Reports

Report

e e
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i SISR0O4 Student Enrollment Count

REPORT: SISR04 PAGE: Page 1 of 0
RUN DATE: BHE2014 LOUISIANA DEPARTMENT OF EDUCATION RUMN TIME: 1:15:36 PM
STUDENT INFORMATION SYSTEM
STUDENT ENROLLMENT COUNT
END OF YEAR
SCHOOL SESSION 2013-2014

LEA: 3AS Learning Solutions, Inc.

PRE PRE
SITE CODENAME INF SCH K K 1 2 3 4 3 [ T g 9 10 1 12 TOTAL
3AI00T Leamning Solwlions, Inc. 0 0 0 0 0 0 0 ] i 0 ] 0 0 42 0 0 42
TOTAL 0 ] 0 0 ] 0 0 0 0 0 0 ] 0 42 ] 0 42

1 e
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) SIS Reports & File Extracts SBE

File extracts can be useful in conducting research or reviewing data
submitted to LDOE. The SISFO01 for example provides a file of the data
submitted by the user in the LDOE SIS record layout format.

Select: FILE > s
Select: File Name SISFO1 ~ Student Fe
. ; . SISFO4  Enroliment Derivation Extract rReenet " Pesiod EOY -
Selec_t. Beglnnlng SChOOI SISFO5  LRS Class Data Extract File SPORRDG 3A9 Learning Solutions, Inc. =
SeSSIOn Year SISFO6  LRS Student Data Extract Fie Do sr Damebiashic Retied
Select: PI"OCGSSing Period SISFO7  Extract Fies (Rosters) S s
SISF09  Dropout Extract Roster g
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2016-17 Benchmark Calendar
SIS October 1 MFP

2016-17 Student Information System (SIS)

July 2016
System |Category Date Action Item
SIS OMFP Monday, August 8, 2016 | Export SISFO3 Direct Cert Match Extract File (June 30 SNAP) for
2016-17 beginning school year and provide to your Food Service
Supervisor.
SIS Grad/DCP | Monday, August 8, 2016 | Collection Opens for 2016-17 EQY Dropout Correction Period
(DCP).
Data Collected: Corrections for students identified as potential
dropouts.
Reports to run and verify after each submission: SIS Dropout
Correction Reports. Refer to SIS User Guide Appendix C.
September 2016
System |Category Date Action Item
SIS OMFP Monday,September 5, Collection Opens for October 1 MFP data submissions
2016 Data Collected: SIS student data including enroliment,
attendance, discipline, and free/reduced lunch data.
Reports to run and verify after each submission: SIS MFP, Year-
Round, Enrollment, Discipline, Truancy, 504, Dropout, Food and
Nutrition, SER/SIS Crosscheck-Child Count Compare (IDEA), and
SIS/SER Crosscheck. Refer to SIS User Guide APPENDIX C.
Louisiana Believes




SIS October 1 MFP

Benchmark Calendar

2016-17 Student Information System (SIS)

September 2015
System [Category Date Action Item
SIS Grad Friday, September 09, 2016 Deadline for entering 2016-17 summer graduate updates

and exiting students in SIS.

SIS OMFP | Friday, September 30, 2016 Deadline for etptering 2016-17 students enrolled as of
September 16 (disaster reporting count)
October 2015
System |Category Date Action Item
SIS OMFP | Friday, October 21, 2016 Deadline for error-free SIS data submissions and

verification of reports for October 1 MFP collection.

1 e
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|

SPONSOR:

SITE CODE(S):

NAME:
* This checklist is a high-level overview of data submissions for the year. Details can be found in the individual
systems tabs.

2016-17 Benchmark Calendar
SIS October 1 MFP - Checklist

2016-17 School Year Monthly Checklist for Submitting Data to LDOE Application Systems

Enter 3-digit Sponsor Code
Enter 6-digit Site Code(s)

Enter Sponsor Name

M
Check
when System| August 2016 NOTES
complete
For October 1 MFP and October 1 CLASS (formerly "LEADS") collections,
SIS | begin submitting SIS student data and verifying reports. Include
enrollment, attendance, discipline, and free/reduced lunch data.
Check
when System | September 2016 NOTES
complete
SIS | Exit prior year summer graduates in SIS
SIS | For October 1 MFP collection, complete disaster exit count.
Check
when System | October 2016 NOTES
complete
For October 1 MFP collection, complete final error-free submission of
SIS SIS student data and verification of reports. Ensure enrollment,
attendance, discipline, and free/reduced lunch data has been reported
for all students.
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i
DATE: October 12, 2015
SUBJECT: Reminder— OCTOBER 1 MFP Data Submission
Data Coordinator(s): 3X9 Excellence In Education

October 1

Combined Analysis Report

This is the second of three analysis reports for the OCTOBER 1 data collection to check your progress toward an error-
free data submission. This data collection is critical for IDEA and MFP funding. Please verify your data by completing

the actions listed in the column labeled “How to Verify Data”™

The deadlines for an error-free submission are:

e Friday, October 23, 2015 (SIS OCT 1 MFP, PEP Budgeted, and SER Crosscheck Reports)
® Friday, October 30, 2015 (SER IDEA Count, AFR Excellent Rating)

For assistance, please contact Sherry.Randall@la.gov (SIS),
(PEP), or Miao.Cao@la.gov (AFR).

Possible discrepancies are identified by **

Ashley.Augustine@la.gov (SER),

Michael.Zanovec@la.gov

Results are as of: 10/12/15 5:09:43 AM

SIS 2015-16 OCTOBER 1 MFP collection

How to Verify Data

ENROLLMENT:
OCT 1 MFP Total Enrollment: 1,201
( 2014 OCT 1 MFP for comparison: 1,040 )

NO Enrollment was reported for the following Site
Codes:
[ Enrollment Reported for all sites |

T9 ENROLLLMENT:
Total TS Enrollment: 22

Run all OCT 1 MFP Enrollment Reports and verify student
Enrollment counts for each school.

*  SISRO4 Student Enrollment Count Report

*  SISRO6 Enrollment Roster Report
Run all OCT 1 MFP and Year-Round Reports and verify
results. Refer to SIS User Guide APPENDIX C

If Site Codes are listed with NO Enrollment, submit
enrollment data for each school.

Number of Students reported as eligible for Free and
Reduced Meal Benefits (USDA use only):

Free: 008
Reduced: 203
Students were incorrectly reported as eligible for

Reduced meal benefits for the following CEP Site Codes:
[ 3X9001 ]

Run OCT 1 MFP SISRO7 Free/Reduced Lunch Enrollment
Count report and verify counts for Free and Reduced meal
benefits.

Run all OCT 1 MFP Food and Nutrition and Direct Cert
Reports and verify results
*  SISR43 Not Flagged as Free Lunch Roster
*  SISR44 Not Flagged as Free Lunch LEA Summary
Count
*  SISR58 FNS Direct Certification Match
* SISR39 Direct Certification Verification

Export the OCT 1 MFP SISFO3 Direct Cert Match Extract File
and provide to your Food and Mutrition Supervisor.

NOTE: Proper documentation must be retained for all students

identified as direct cert via Supplemental Nutrition Assistance Program
benefits (SNAP) or other source category eligible designations. Please
refer to Part 5: Categorical Eligibility and Part 6: Direct Certification For

Assistance Programs inthe USDA Eligibility Manual for School Meals
2015

**If Site Codes are listed, correct data for students
reported as eligible for Reduced meal benefits.  CEP sites
should only report students as Free or ineligible for free
meal benefits.

SUSPENSIONS & EXPULSIONS:

Total Number of Students Suspended and/or Expelled:

100% Attendance was reported (no absences) for the
following Site Codes:
[ 3%5002 ]

Attendance rate is less than 80% for the following Site
Codes: [ 3X9001 ]

T3 Enrollment was reported for the following Site Codes: | If Site Codes are listed with TS enrollment, verify T9 TECITULTE OCT 1 MFP 2014 fo{'
[ 3X9002 ] Enrollment reported for each school. TYPE comparison
In-5chool 2 1
DUPLICATE REPORTING: Suspensions
Number of Students Enrolled with Same Name and Date | Run OCT 1 MFP eScholar Duplicate Students Report and Out-of-School 3 1
of Birth, but a different State I1D: 2%* correct data in Louisiana Secure ID system if applicable. Suspensions
ATTENDANCE: In-5ch QDI 0 0
OCT 1 MFP Attendance Rate: 99.15% Run all OCT 1 MFP Attendance Reports and validate Expulsions
( 2014 for comparison: 99.2% ) Attendance and Absence counts. Out-of-5chool 0 0
«  5ISR26 Enrollment Data Verification Site Level Expulsions

*  SISR27 Enrollment Data Verification LEA Level

If Site Codes are listed with NO absences or attendance
rate less than 80%, verify attendance reported for each
school and correct data if applicable.

NO Suspensions or Expulsions reported for the following
Site Codes:
[ 3X9001 ]

Run all OCT 1 MFP Discipline Reports and validate in
School and Out of School Suspensions and Expulsions
Counts
*  SISR31 Discipline Data Verification Site Level Report
*  SISR32 Discipline Data Verification LEA Level Report

Validate In School and Out of School Suspensions and
Expulsion Counts for the following
Action/Intervention Codes:

+ In-School Suspensions- “004" and “008"

¢ Out-of-School Suspensions - “002"

+ In-School Expulsions - “005" and “007"

+ Out-of-School Expulsions - 003"
If Site Codes are listed with NO Suspensions or Expulsions,
verify the discipline data reported for each school and
correct if applicable. Refer to the SIS User Guide for
additional information regarding discipline reporting and
action/intervention codes.

e
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Loulsiana Believes

October 1
Combined Analysis Report

SER 2015-16 October 1 IDEA collection

How to Verify Data

OCT 1 IDEA Counted: 1,201
( 2014 OCT 1 IDEA for comparison: 1,040 )

OCT 1 IDEA NOT Counted: 5
( 2014 OCT 1 IDEA for comparison: 1 )

SIS and SER Crosscheck Reports
Crosscheck reports should be blank.

Run IDEA Counted Report to verify.

Run IDEA Not Counted Report to verify.

S1S and SER Ceerdinators should werk together to run and
correct all discrepancies noted con the following reports:
*  SER/SIS Crosscheck (Child Count) Report (select IDEA)
*  SER/SIS Crosscheck Report
®  SIS/SER Crosscheck Report

PEP 2015-16 October Budgeted collection

How to Verify Data

PEP Budgeted Total LEA Staff Headcount: 152
{ 2014 Oct. 1 Budgeted for comparison: 140
2014 EQY for additional comparison: 139 )

PEP Budgeted Classroom Teacher Counts-FTE: 8.0
( 2014 Oct. 1 Budgeted for comparison: 45.0
2014 EQOY for additional comparison: 47.1 )

PEP Budgeted Average Classroom Teacher Salary:

$44,125.0

{ 2014 Oct. 1 Budgeted for comparison:542,224.4
2014 EQY for additional comparison: 543,647.4 )

PEP Superintendent reported: No **

Principals were NOT reported for the following Site
Codes: [ 3X9001 **]

Run PEP Budgeted LEA Summary Report.

Correct Budgeted staff/site position data in PEP if needed.

Run PEP Budgeted Questionable Salary Report.

If the Average Teacher Salaries reported is too large
(greater than $150,000), the possible reason is the Annual
Minutes Waorked is too small. Please check the Annual
Minutes Worked and correct the data.

If “No”, please submit Budgeted data for the
superintendent.

If site Codes are listed with NO Principal reported, please
submit Budgeted data for all principals.

AFR 2015 Reporting

How to Verify Data

AFR data reported: YES

AFR data was not reported for the following Site Codes:

[ Data was reported for all sites ]

After uploading AFR data, run the AFR630—
Formatted AFR Reportto verify data.
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SIS Frequently Asked Questions

SUBJECT: DATA COLLECTION TIMELINE
QUESTION: How often does Student data need to be reported?

RESPONSE: Student data should be reported to SIS during all open data
collection periods.

QUESTION: Are all data collection periods the same in regards to length of
time?

RESPONSE: No, they are not the same length due to reporting requirements
for different types of data. The reporting time frame may vary. Refer to the data
collection timeline and the Benchmark Calendar on the LDOE INSIGHT
Coordinator Portal for specific due dates for each data collection period.
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SIS Frequently Asked Questions

SUBJECT: SIS UPLOADS PROCESSING — ERRORS

QUESTION: | am receiving a message “The maximum concurrent uploads is 4.
There are currently 4 uploads processing. Please try again later.” What does this
mean?

RESPONSE: A maximum of 4 concurrent uploads is allowed to the system.

Other districts may be uploading at the same time. Try again and schedule your
uploads periodically throughout the day to alleviate the program.

QUESTION: | continue to receive an “File Not Accepted” when submitting SIS
uploads. What can | do?

RESPONSE: Please verify all records in the file conform to the specified Student
Information System (SIS) Record Layouts including the length of the fields, valid
values for each field and the total record length for each record type.
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Next Steps

* Review the SPC and SIS user guides and submission calendars to ensure
compliance with data requirements.

* Begin submitting October 1 MFP Calendar data to SPC.
* Begin submitting October 1 MFP Student data to SIS.

* Include student, enrollment, and address records (if required) in your
September 16t disaster count. The deadline to complete this submission is
Friday, September 30, 2016.

 MFP data include all student demographics, enroliment records, and discipline
as of October 1. The deadline to complete these submissions is Friday, October
21, 2016.

 Validate data submitted to SPC and SIS by running the MFP reports.

e Plan to attend the November regional collaboration for training on how to
submit class schedule data.
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Disaster Recovery

* Over the past few weeks, students displaced due to the recent flooding in the
22 impacted parishes have been enrolling in schools across the state. When
enrolling these students, LEAs should maintain the parent certification form as
documentation.

» Refer to the DM September webinar for additional details regarding enrolling
and reporting displaced students.
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Important Links

* LDOE INSIGHT Coordinator’s Portal — contains important communications
https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx

* LEADS Portal — direct link to LDOE systems https://leads3.doe.louisiana.gov/ptl/

* Louisiana Secure ID System (eScholar) — for assigning/maintaining Secure IDs
https://louisianasecureid.escholar.com/

* TAS — for security coordinators to assign user permissions to LDOE systems
https://tas.doe.louisiana.gov/Administration.aspx

* PRS — for resetting forgotten/locked passwords
https://password.doe.louisiana.gov/

* Louisiana Believes State Website - www.louisianabelieves.com
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Contact Information

Manager: Michael.Collier@Ila.gov

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

Special Education Reporting (SER): Ashley.Augustine@Ia.gov

Teacher Student Data (TSD): Ashley.Augustine@I|a.gov

Sponsor Site System (SPS): Jacqueline.Edwards@Ia.gov

Student Transcript System (STS): Jacqueline.Edwards@Ia.gov
Profile of Educational Personnel (PEP): Michael.Zanovec@Ia.gov
Annual Financial Reporting (AFR): Miao.Cao@Ia.gov

eScholar: LouisianaSecurelD@eScholar.com
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