- - Reporting

User Guide for the Analyst

I Bl Reporting

User Guide for the Analyst

Author: Dalton Hooper, Technical Writer, -

Version: 1.0 - Final

Please consider the environment before printing this document

05/31/2011 - Final Page 1



- - Reporting

User Guide for the Analyst

Table of Contents

VT o Lo ] TP PPPPPPPPPPPPRY 4
T e=T g o [=Te I ANE Lo [1=T0 ol PP U ST PPTOTOTPRI 4
Requisite SKills and KNOWIEAGE .......coii ittt e e e e e s sta e e e ssaba e e e ssabeeeessasseeesnnnreeesan 4
2ol 4= o TU Yo o USRS 4
HOW £0 USE thiS DOCUMENT ..c..eiiiieiieiieee ettt ettt et sttt et e bt e sbee st e et e e beesbeesaeesanenas 4
(€] Lo YT Ao A =T o o o =TSSR 5
- - REPOMTING PrOCESS ...ueiiviiiiiicticticie e e e et b saneens 7
STAGE 11 PreParation .....coeiii oottt et e e e ettt e e e e e e st e e e e e e e e st ree e e e e e e e enbrraaeaeeeeanan 7
ANAlYST ROIE TN STAZE L. ..eiiiiiiiiee ettt e et e e e e e e ettt e e e e e bt e e e e abeeeeeabaeeeesnseeeeesnbeeeeennrenas 7
.DOE REQUIrEMENTS UPAATES....uiii ittt e e et e e e e bte e e e ebreeeeebaaeesebaneeesanseeeesnnes 8
_ Data Validation.........ccccoviiiiiiiiiiii 9
VT o 1T o P TV 1= 10
REQUESE PreliMinary FIlES. ... ittt e e et e e e ta e e e ssata e e e esabaeeesnsreeesnnnseeeens 10
RECEIVE PreliMinary FIlES ...couiiiiiciiie ettt ettt e et e e et e e e ssata e e e esataeeessnsreeesnnsseeeenn 10
Validate Preliminary FIlES.... ..o ittt e e et e e et e e e e ebte e e s ebtaeesebaeeessnsanaesnnes 10

Y =TI Y U] o o - | PP 12
ANAlYST ROIE IN STAZE 2. ..ttt ettt e et e e e et e e e e e bte e e s ebteeeeeabaeeesebtasaesstaeaesastanaeannes 12
I 5D mittal oo 13
INEIAT FIIES ettt s h e sttt et e e b e she e sabesabe et e e bt enbeesbeeenteentean 13
Create the INILIAl FIlES .......ioiieee e 13
Validate the INitial Files......c.ooiiiiiieeeeeee et 14
SUBMIL the INTTIAT FIlES....eieiiee et e s 15

BATCN FIlR(S) vreeeerrreiiiirieeeeieie ettt ettt eeette e ettt e e e tbe e e e eetaaeeeeeataeeesasbaeseeassaesesasssesesassaesesansresesansrneenas 16
Create the BatCh FIlES ...ttt ettt et esbeesaee e 16
SUBMIt the BAtCh FIlES.....cueiiieieeee ettt st st sbe e st s 17

Y T T 0= o ) o= Y o] s TR PP SRR 18
Analyst RolE in CertifiCatioN .....ccccuiii i e e st e e s e bae e e s enraeeeeanes 18

Run the - Reported to State REPOIT........eiiecuieieeiiiee ettt e e e srae e e rbae e e e sabae e e e naraeas 18

Send Information to SENIOr ManagemMENT.......ccuviii i e e e e e e erre e e eaaeeas 18
SUDMIT TOTAIS TO CFO ...ttt st ettt e s e e s e sne e e smeeesaneeesnnes 19

05/31/2011 - Final Page 2



- - Reporting

User Guide for the Analyst

LTSy {4 ¥ Tox o o [PPSR 20
How to Read Survey Dates Document from .DOE ................................................................................ 20
- Survey Dates for 2010-2011 SUMNVEY YEAI ....uuiiicuiieeieiiieeeeiiieeeectreeessreeeessteeessssseeeesssseesssssseeesns 20
Example of Survey 1 Dates and EXplanations ........couciiiiiiiiieeiiiiieeccciiee e esree e s seaee e 21
How to Upload Files to the .DOE .......................................................................................................... 22
How to Download Files from the .DOE ................................................................................................. 26

05/31/2011 - Final Page 3



- - Reporting

User Guide for the Analyst

Purpose

This document is intended to provide the steps required by the analyst to perform the recurring process of

creating the | INEEEEEEE () I (BN R Reporting output for

submission to the |l Department of Education (JfJDOE).

Intended Audience

Although the completion of || ll} Il Reporting requires the efforts of multiple [JJll personnel, this
document details the steps performed by the analyst.

Requisite Skills and Knowledge

In order to perform the steps outlined in this document, the reader must possess, at a minimum, the
following:

e Familiarity with the - - - Reporting SOP document

e Familiarity with the .DOE website as it pertains to - reporting

e Intermediate to advanced analysis skills

e Appropriate permissions to upload/download - files to/from the .DOE database
¢ IPswitch application (transfer files to/from .DOE)

e HostExplorer application (used to request reports from .DOE)

e Accessto . learning management system (LMS)

Background

I B Rcporting is how [l is funded for eligible course enroliments. Eligible enrollment data is
transmitted to the il Department of Education (JIDOE) during the year in each of the JJDOE’s five
survey periods (four quarterly surveys plus one annual survey).

The data contained within the | ] ]l Il Reporting falls into three main categories:
. - demographics
e Course information

e Teacher information

How to Use this Document

This document contains actions to be taken by the analyst as well as relevant information to assist the
analyst in understanding the purpose of his/her role. All text in this document should be considered
informational only unless it is contained within a “Step/Action” table. Text contained in a “Step/Action”
table describes the actual tasks to be performed by the analyst.
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Glossary of Terms

Batch Files

Subsequent files transmitted to the .DOE. These files only have additions, changes or deletions to be
made on the JDOE. Initial files must have been accepted prior to transmitting batch files.

I () Data

In addition to its own [l data, Il a'so submits |l data on behalf of the |G
B ) - B - s for their I 2 I orograms. In a given

calendar year, |l data is received from ] and included in the |} Il submittals to the JJIDOE
for the following surveys (see table below).

Survey # | Type of [} dataincluded in [ ]}l Il reporting
1 N/A
- 1IN
2
- I
- 1IN
3
- I
If | had I completions occur in late June,
then:
4 - I
Else:
e N/A
5 - 1IN

. Data Inclusion Table

Note: The |l I data is manually submitted to the JDOE by the analyst. The [}
data, however, is first imported into the ] database by the IT developer and
then submitted from the application with the [JJjij data.

Exception Rules

Rules that, if violated, do not affect the ] value if not corrected. Errors are flagged after records are
loaded into the JDOE

Final Update/Amendment Date

Final date to achieve 100% submission acceptance. No batch or initial files are processed after this date.
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Il ~pplication

The | Bl Reporting output is created by the IT developer via the [JJl] Application user interface.
The [l Application user interface was developed in-house and is frequently modified to fit the changing
IDOE business rules and [l programs.

Indicator Files

Empty text file named the same as the file to be submitted, but with .INITIAL or .BATCH as the
extension. Indicator files provide information to the JJDOE by designating the files are ready to be
processed and which type of file it is, initial or batch.

Initial Files

First files transmitted to the [JJDOE. In order to be accepted and loaded into the database, 80% of the
file must be error-free.

IPswitch
The name of the FTP client program used to upload files to the [JJDOE site.
NWRDC

Location where the .DOE’s information database files are maintained: North West Regional Data
Center.

Orphan Records

Records which do not have a necessary corresponding record in another file. For example, if a || i
record existed in a course information file without a corresponding record for that |l in the |Gz
demographics file, that would be an “orphan” record.

Output Files

Requested during the ]Il Il process and is a copy of all data accepted to date by the JJJDOE.
Used as a comparison to the VSA data when generating batch files.

Overflow Records

Records that are in excess of the .50 maximum | for Il for a specified survey period and survey
year. For example, if a - successfully completed 7 courses in survey 1, the 7th course is flagged
as an overflow record and saved in the - database. When it comes time to process survey 2 data, the
overflow records are pulled in first, then the remaining VSA and - data.

Preliminary Files

Preliminary files are a sample set of ||} Il Reporting files that are created in-house for testing and
data cleansing purposes, but are not submitted to the JJDOE. When generating preliminary files, data
records are NOT written to the ] database.

Reject Rules

Rules that, if violated, prevent the record from being loaded into the database. Details of errors are
available on error reports requested and downloaded from the [JJDOE.

Validation Rules

Rules that, if violated, zero out [ credit if not corrected. Errors are flagged after records are loaded into
the JJDOE.
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BB Reporting process

Stage 1: Preparation

Analyst Role in Stage 1

For the analyst, the Preparation stage primarily consists of the following responsibilities.

Number of
Times

Description Performed in a Comments
Single Survey
Period

Review the [[lIDOE website for any The IlIDOE website should be monitored
1-any number
updates. ol for any changes to the process.

If necessary...

e Create a Business
Requirements Document

(BRD) detailing any necessary Depends on whether the review of the JJDOE
program or procedure 0-1 website yielded any necessary changes to the
changes. process followed by the IT developer.

e Sendthe BRD to the IT

developer

Receive I

( )]  [EleRed | 0-1 Depends on the particular survey. Surveys 2,

and [INNEG—_— 3, 5, and sometimes 4 are the only surveys
containing ] data.

Review and validate the JJJj data 0-1

Review and validate [JJJij data 1-any number
Process continues until files are corrected for

Request that developer run files to flagged errors in the log details file (i.e.; birth

. 1-any number . . .

submit to [llDOE dates, graduation dates, missing physical
school).

Receive the preliminary files 1-any number

05/31/2011 - Final Page 7



- - Reporting

User Guide for the Analyst

lIDOE Requirements Updates

Step ‘ Analyst Action

Go to the .DOE website (http://www.fldoe.org/eias/dataweb/default.asp).

1

Click Database Manual Update

Click on all dates that have a link (opens a pdf).

Review the pdf for any applicable changes in business rules.

If any business rule changes are found, then update them to the -
Submission Tool Business Rules Excel file (JJjlij intranet > Departments >
Information Technology > [l Document Storage > [} Documents > |JIli}
Submission Tool Business Rules.xlIsx).

If significant modification(s) to the - Application code ARE needed in order to
satisfy any JJDOE updates:

e Create a BRD and send to the IT developer (see an example at
https:/my.JJlllvirtualschool.net/Departments/I T/l IIDOE%20Documen
tation/Modifications%20to%20Current%20Jll620Application/Modifications
%20to%20llY20Reporting%20Application%202009 2010%20Survey%20
5%20BRD%20v1.1%20FINAL.pdf)

¢ Request an estimate from the IT developer of the time required to implement
the requested changes.

¢ Receive the estimate from the IT developer.
¢ In partnership with the IT project manager, approve the developer’s estimate.

¢ Receive notification from the IT developer that the requested modifications
have been completed.

e Proceed to Step 2.

If only minor modification(s) to the - Application code ARE needed in order
to satisfy any JJDOE updates:

¢ Notify the IT developer of the needed modifications.

e Receive notification from the IT developer that the requested modifications
have been completed.

e Proceed to Step 2.
If changes to the - Application code ARE NOT needed:

e Proceed to Step 2.
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I Data Validation

Note: At the beginning of the fiscal year, the Analyst sends a timeline document (see an

example at https://my. virtualschool.net/Departments/IT/ 1011 /2010 2011
REVISED Schedule of Data for FINAL .docx) to . Data is

transmitted throughout the year from i to [l via ll}’s learning management system.

Analyst Action

Step

2

If . data is received:

e Click on the link contained in the email received from .’s Learning
Management System (i.e., Issue Aware).

e When prompted, log in to the Learning Management System (login credentials
are proprietary and will be supplied to you by your manager).

e Select Save file.
e Ensure columns are correct.
e Ensure data formats are accurate.
e Validate the survey year and period.
e Validate school numbers vs grade levels.
e Validate -s earned to ensure correct value (not greater than .5).
e Validate formatting of different fields (e.g., date field).
e Ensure there are no orphan records.
o Ifdatais || Gz then:
e Copy the data into the template.
e Send to the IT developer.

o Ifdatais [ . then:

e Open the file.

¢ Review each worksheet in the file, paying particular attention to the following:

= Verify that the School number = 7078.
= Validate the Survey number and year.
= Ensure that ] does not exceed 0.5.
= Ensure there are no orphan records.

e Communicate any data issues to . for correction.
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Preliminary Files

In order to maximize the likelihood of a valid initial file submission on the first try, the analyst and the IT
developer perform a series of in-house “preliminary” file creations and validations in an attempt to cleanse
the data as much as possible before actually submitting it to the [JJDOE.

e If survey 1-4, the analyst will receive the following preliminary files from the IT developer:
e dps71.9q.f60775.Y10112 (where the last five digits represent <SchoolYear><SurveyNumber>)
e dps71.9q.f60776.Y10112 (where the last five digits represent <SchoolYear><SurveyNumber>)
e dps71.9q.f60777.Y10112 (where the last five digits represent <SchoolYear><SurveyNumber>)
e If survey 5, the analyst will receive the following preliminary files from the IT developer:
e dps71.9qg.f60775.Y10112 (where the last five digits represent <SchoolYear><SurveyNumber>)
o dps71.9q.f60953.Y10115 (where the last five digits represent <SchoolYear><SurveyNumber>)

For all surveys, the analyst will receive one log file (defaultlog.txt ) from the IT developer.

Request Preliminary Files

Analyst Action

Analyst Action

4 e Receive the newest set of preliminary files from the IT developer.

Validate Preliminary Files

After receiving the preliminary files from the IT developer, the analyst will validate the data per the
information contained in the log file.

Step ‘ Analyst Action

5 e Open a copy of the Template Survey Files workbook
(https://my. JJlvirtuaischool.net/Departments/I T/l 1011 [l TEMPLATE
Survey Files.xIsm).

e Copy/Paste data from the fixed-width file to the Data sheet of the file.
e Run the appropriate macro (depending on file name) to parse out the data.

e Repeat Step 5 for each file type.
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Step Analyst Action

6 e Copy/Paste the parsed data from the Template Survey Files workbook into the
Template ValidateSurvey VSA Files workbook for review (copy/paste formulas as
needed)
(https://my.JJlllvirtualschool.net/Departments/I T/l IIDOE%20Documentation/
Standard%200perating%20Procedures/TEMPLATE%20ValidateSurvey VSA Files
Xlsm).

e Add a formula to the SC worksheet in the filler column located between the -
Earned, Course column and the Grade Level column.

Note: The formula should take the value from - Earned, Course and divide by
10000.

e Request data pull for VSA data for comparison.
e When received, copy the data into the template to compare against the - data.

o Refresh all the pivot tables and look for discrepancies.

7 e Open the log file.

e If the log file HAD flagged any issues with the data:
e Select all the data.
e Copy/Paste the data into a new worksheet in the Validation template.
e Parse the data for easy sorting by error.

e Transfer the errors to the TEMPLATE Data Errors to CCR workbook
(https://my.JJllvirtualschool.net/Departments/| T/Jl/IIDOE%20Documenta
tion/Standard%200perating%20Procedures/TEMPLATE%20Data%20Errors%2
0t0%20CCR.xIsx).

e Send to the Customer Care Representative (CCR) for reconciliation in VSA.

Note: The CCR will contact the -(s) in order to reconcile their data in VSA
(i.e., birth date, graduation date, physical school).

e After the CCR has reconciled the flagged data in VSA, return to Step 3.
e If the log file HAD NOT flagged any issues with the data:

e Advise the IT developer that Stage 1 (“preparation”) of the process is
completed.

e Proceed to Step 8.
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Stage 2: Submittal

Analyst Role in Stage 2

For the analyst, Stage 2 primarily consists of the following responsibilities.

Description

Submit the | files.

Number of
Times
Performed in a
Single Survey
Period

1-any number

Ask for, and receive, newly created
initial files files from the IT
developer.

1-any number

Submit initial files to the [JJDOE.

1-any number

Request and download error and
output files from [JJDOE.

1-any number

Comments

These tasks can be part of an iterative series
of tasks during this stage. Initial files are
submitted and, once accepted, output files are
imported (i.e., “loaded”) into the ] database
and batch files are then created. These
actions are performed as many times as
necessary until a “100% validation error-free”
status in the submission to the JDOE is
achieved.
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I submittal
Step Analyst Action

8 e Openthe . file containing all the _ file formats (previously validated in
Step 2 on page 9 of this document)

e Copy the worksheet to a new workbook.
e Save the workbook file as formatted text (*.prn).

¢ Name the file according to the type of data it contains (e.g., F60775.Y10111 — refer

to https:/my. Il virtualschool.net/Departments/I T/ll/llIDOE
Documentation/_JJDOE FILE DESCRIPTIONS.docx).

e Open the prn file.

¢ Remove the headers by highlighting the text and performing a delete.

e Replace the fillers in the last column of the file with spaces (File>Edit>Replace).
o Define what would be the filler text (typically, “xxxxxxxx”).
¢ Replace the text with a corresponding number of spaces.

e Save the file.

e Change file extension to YYearSurvey (e.g., Y10112).

e Create a duplicate file with a filename extension of “.INITIAL” or “.BATCH” (e.g., the
indicator file for F60775.Y10112 would be named F60775.Y10112.INITIAL or
.BATCH).

e Open the duplicate file.
e Delete all data to create an indicator file.
e Save the file.

e Upload the files to JDOE via IPswitch.

Initial Files

Note: When creating preliminary files during Stage 1 (“Preparation”), data was not written to
the ] database. During the creation of initial files during Stage 2 (“Submittal’), data is
written to the [JJJ] database, so it can be submitted to the [JJDOE.

Create the Initial Files

Analyst Action

9 e Advise the IT developer to enable the writing of data to the - database.
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Analyst Action

10 e Advise the IT developer to create a new set of initial files.

e Receive the initial files from the IT developer.

Validate the Initial Files

Step ‘ Analyst Action

11 e Perform validation of the data, paying particular attention to the following:
e Verify the grade level and corresponding program number.
e Verify school number.
e Verify grade level.
e Ensure that - does not exceed 0.5.
e Ensure there are no orphan records.
e If errors ARE found,

e Seek out the appropriate - personnel (typically a CCR) who can correct the
data in VSA.

e Return to Step 10.
e If errors ARE NOT found, proceed to Step 12.
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Submit the Initial Files

For instructions on how to upload and/or download files to/from the [JJDOE site, refer to the
Instructions section, beginning on page 22 of this document.

Step ‘ Analyst Action

12

Submit the initial files to the JJDOE.

Request all error, validation, and exception reports from the .DOE, as well as the
output files (see How to Download Files from the |l on page 26).

When the requested data is received from the .DOE:
e If ALL THREE initial files were rejected (i.e., the error rate exceeded 20%):

o Validate the rejected files data by seeking out the appropriate -
personnel (typically a CCR) who can modify the data in VSA or contact the IT
developer to make a code change within the application.

Request of the IT developer to drop all status 2 and status 3 records for that
survey period and year in the - database prior to running the files again. This
will “reset” the application as if no records had been submitted.

o Repeat Step 12 for all three rejected files..

e If ONE or TWO of the submitted initial files was rejected by the .DOE (i.e., the
error rate exceeded 20%):

o Manually correct the rejected file(s).
o Repeat Step 12 until all initial files have been accepted.
e If NO files were rejected by the .DOE:

e Have the IT developer load the output files.
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Batch File(s)

Create the Batch Files

Note: A batch file does not contain a full set of data. It represents only the additions, changes,
or deletions to the data when compared with the JJDOE output files imported into the i}
database.

Step ‘ Analyst Action

13 e Verify the totals by running the - Reported to State report using Crystal Reports
and ensuring the totals match that of the output files.

e Advise the IT developer to create new batch files using the - application.

e Receive the new files from the IT developer.
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Submit the Batch Files

Step Analyst Action

14 e Submit the batch file(s) to the JDOE (see How to Upload Files to the [l on
page 22).

e Request all error, validation, and exception reports from the .DOE, as well as the
output files (see How to Download Files from the [l on page 26).

e Download output and error files from DOE
e Review all error files for validation and exception errors
e  Work with appropriate - personnel to correct errors

e Place output files on intranet for developer to import
(https://my. I llvirtualschool.net/Departments/I T/l default.aspx).

o Repeat step 13.

o Ifthe .DOE indicates the last batch file(s) uploaded are 100% validation
error-free.

o Notify the IT developer that the “Batch Files” stage is completed.

e Proceed to Step 15.
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Stage 3: Certification

Analyst Role in Certification

For the analyst, the Certification stage primarily consists of the following responsibilities.

Description

Run the [l Reported to State

report

Number of
UES
Performed in a
Single Survey
Period

1-any number

Send information to senior

management

1-any number

Comments

The report is run and cleansed until there are
no errors present.

Submit ] totals to CFO 1

The Chief Financial Officer (CFO) certifies and
signs off on the totals and submits it to the
DOE for payment.

Run the il Reported to State Report

Analyst Action

15 e Runthe - Reported to State report using Crystal Reports.

Send Information to Senior Management

Step ‘ Analyst Action

16 e Send a copy of the report to the following:

Chief Financial Officer
Chief Learning Officer
Director, Financial Services
Chief Information Officer
Controller

Senior Accountant
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Submit Totals to CFO

During a survey period, the JJJDOE automatically runs an ] totals report (F70766.Y1011, where the
1011 is the survey year). An email will be sent for download and to review errors in the file, if any.

Step ‘ Analyst Action

17 e Download the ] Totals report.

Note: If there are errors, they must be corrected or - will not receive funding for
those enrollments.

e If the report says “No Nulled Data for This District”,

e Send an update to the following to let them know all has been 100% accepted
with no validation errors at the [JJDOE:

e Chief Financial Officer
¢ Chief Learning Officer
¢ Director, Financial Services
¢ Chief Information Officer
e Controller
e Senior Accountant
e  Submit the final - totals to the - Chief Financial Officer (CFO).
e |f the report DOES NOTsay “No Nulled Data for This District”,
e Correct the errors (see Step 13, page 8).
e Runthe - Reported to State report again.
e Repeat Step 17.

The Chief Financial Officer certifies and signs off on the totals and submits it to the [JJDOE for payment.
The Finance department also tracks payments received from the [JJDOE to ensure it matches the i}
totals submitted.

Note: At this point, the analyst’s role is complete UNLESS there are changes to enrollments
that may need updating at the .DOE. As an example, the analyst should monitor all the
enrollment reinstatements. For an example, if an enrollment was previously submitted as
regular credit and the teacher subsequently reinstates the r to complete the honors
assignments, the analyst will need to manually update the data by submitting corrected
course codes. This continues until the final amendment/update date. Any changes to the data
at the [JJDOE requires that output files be loaded into the [JJJj database so that an accurate
record of what is at the [JJDOE exists in the ] database.
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Instructions

How to Read Survey Dates Document from .DOE

Each survey period has a set of dates that are important to each period. A PDF file can be downloaded

from the [JJDOE website and shows the dates for ALL survey periods; however, that document does not
include the extended timeline given for [JJJlfll. Those dates are in the table below and are important, as

each survey is split into two runs.

The first run is performed in order to submit initial files by the [JJDOE’s due date. After that, [JJJl] uses
the extended [JJlij date certain to submit ALL records for the survey and it is considered to be the final
run. This was done in order that JJJlf completions can be reported within the semester completed,
much like a brick and mortar school.

Brick and mortar schools are seat-time based, in that they will earn funding for || llills if the |Gz
were in attendance during the survey week, which ends on the JJDOE Date Certain; however, |JJli}
earns funding only if the [l successfully completes the course, regardless of the || s
attendance.

As an example, [l would earn funding for | llls who successfully completed from 8/23/2010
through 1/19/2011, which is closely related to the first semester timeline for a brick and mortar school.

B survey Dates for 2010-2011 Survey Year

End Date
( Date DOE Date
Survey Period Start Date Certain) Certain
July (Survey 1) 7/1/2010 8/22/2010 7/16/2010
October (Survey 2) 8/23/2010 1/19/2011 10/15/2010
February (Survey 3) 1/20/2011 6/3/2011 2/11/2011
June (Survey 4) 6/4/2011 6/30/2011 6/17/2011
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Example of Survey 1 Dates and Explanations

Survey Dates
2010-2011

Student, PK-12

Survey 1:
Survey Week July 12-16, 2010
Due Date: July 30, 2010
State Processing: July 26-September 17, 2010
Final Update/Amendment Date: September 30, 2010

Description
1 Survey 1: Shows the survey period code
2 Shows the [JJDOE attendance week. If |l is in attendance at a
Survey Week brick and mortar school, then they are eligible for funding. The Friday of
July12-16, 2010 survey week is Date Certain. This date is used as the date of record for
the survey.
3 Due Date: July 30, | Shows the date that initial files must be submitted and accepted by at
2010 the JJpoE
4 State Processing: | Shows the timeframe for processing initial and batch files at the [JJDOE.
July 26- During the state processing window, files are processed daily: 8am for
September 17, initial files, 4pm for batch files. After the state processing window, batch
2010 files will only be processed Fridays at 4pm.
Final Update/ i : . .
S Alr?1aen dpmee;teDate' Shows the final date of the survey. After this date, files will not be
" | processed at the [JDOE. All validation errors must be corrected by this
September 30, . . - ;
2010 date in order to receive all eligible funding.
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How to Upload Files to the .DOE

1. Launch IPswitch and connect to the [JJDOE site.
2. Change folder directory on the [JJDOE site to DPS71.GQ (see Figure 1).

Connections  View Tools Help
Connect  Disconnect NewlocalView Options Views  Local Search Backup Files
Address  fp://mwrdc.fsu.edwDEDPSTLGQ. v dedl Password
A ftpe//ovwn 6Q. UsedD P Ly ¢ oL l
OmeGPM!
2 2 y A y =
g . e .8 9 e .8 ¢ © 8 .
5 (2] sblessin\Documents\Projects\FTE Submission\DOE Fles\03_31_11 Upload U Fodes Oorsica Up Fodes Tt Ml E
v o I B @ B B . v 0 ;I B @ B B .
§ | ChangeFolder Newfolder ' Refesh g Change Folder New Folde Refresh « B
=] Name See Type Modied Awb. Name See Type Modied Atrbutes
2 F6105Y10112 6KB YIOU2Fle  VRZ0NQS0.. A 1,8607750.Y10111 0 YIO11Fie
3 F6105Y10112BATCH 0 BATCHFie  2RZ0113%2. A Sowp 0 Brayfe
4 FE1025Y10113 8KB YIOU3Fe  VRNN4SD. A 18] FE34 YO3105.DRAFT DATA 0 DATAFie
3 F61055Y10113BATCH 0 BATCHFle 2272011451 A 5 FEU4Y0S105 0RAFT RPT 0 RPTFie
A FE1026Y10113 654 YION3Fle  M2R0N4SI. A B34 YO3105 FINAL 0 FINALFie
1 F61028Y10113BATCH 0 BATCHFle  2/2011451. A ] FEU34 YO3105 GRATE 0 GRATE Fie
A FSI031.Y10112 0 YION2Fe MRS5S A | FEU34 YO3105 GRATE.TXT 0 Text Document
1 F1031.Y10112BATCH 0 BATCHFle  2R/0N13%. A 1 B34 YOS106 PRELMA 0 PRELIMAFie
AFEUAYI0NSPIR K8 PIRFe 417201 12008M
Figure 1
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3. Change the record length setting on the [JJDOE site to be the record length of the file you are about to upload (does not need to be done for

the indicator files). To change the record length setting, do the following (see Figure 2):

 Right click in the JJDOE site window.

e Goto Operations > FTP Commands > SITE.

DMOE Site

CADPST1.GG.
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Change Folder MNew Folder Refresh =

rame Size Typ= A odified Aakkrib
|7 BEBOFFS0 10111 =111 File
25 DkP Explore Ay File
FE3I494 091 05.DRAFT . D Open T4 File
|2 FEZ494 091 05 DRAFT . RE Copy URL T File
FEZ494 %091 05 FIMAL B ) |&L File
FEZ494 vO9105.GRATE — o0 ATE File
| FEZ494 09105 GRATE. T3 Paste st D ocument
|7 FEZ494 091 05 PRELIM 4 i ELIM4 File
FE3494 10115 F3vR HTELS Y ¥R File 412011 12:00 Ak
|7 FFOZ93.FISH.CURREMNT Arrange Icons » RREMT File 4222011 12:00 b
|7 Frodog10113 Arrange Folders y D113 File 4/2/2011 12:00 Ak
|2 Fros1zv1o1iz celect All 0113 File 422011 12:00 Ak4
|7 Frog1av1o113 siee 1113 File 4/2/2011 12:00 £hd
2/ F7Dat14.5 10113 Cperations » Transfer Abd
|7 Fro#1810113 h Fold b
|7 Froaza o3 Send te Scheduler ange Folder =
L FFoazev10113 Create HotDro Mew Folder
| 7] Froazev1oi13 ] B Vi WD
|7 FFOAES 10113 Properties - HELP
|7 FrOoagEY10113 ZFEE Y7 oveT
|7 FrOSE7 10113 ZIEE 47 Execute =
LA FFOSEE10113 23 EB Y Rename
7 FFOB15 10113 2FEE Delete QUOTE
|7 FrOEz1 10113 ZFEE YT
| & Froszzv10113 2ZFEE T ===y 17
| % FA1o7ovoe1 05 133 Mowe Folder... MLSD
A FAFI10210113 27 KB YT Directorny Info MLST
|2 Fr1e7 10113 ZFEE Y7 Creste Thurmbnail
|7 FFr11B8v10113 ZFEB v reate Thumbnars RETR
] KE0FS0. 0017 oo FTP Commands > STOR
[ Z I N1 Eg 10112 R -

Figure 2
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o Enter “Irecl=xx” (where xx equals the record length of the file) (see Figure 3).

e Click OK (see Figure 3).

Site command

Site Command

Enter a site command.

Ired =240

Figure 3
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4. Click on the file to upload under the My Computer site (see Figure 4).

5. Click the arrow to upload the file (see Figure 4).

- My Computer R "~ DOE Site
@ © . CaDPST71GA.
Up Folders -
¢ & T B @ B & . o &
Change Folder N der Refresh - Change Folder New Folder
Name Size Type Maodified Attrib... Name
|| FB1025:¥10112 6EKB Y10112File 3/28/2011 350... A . BE07750.¥10111
| FB1025¥10112.BATCH 0 BATCH File 342872011 352.. A %1 DMP
| FB1025:¥Y10113 8KB Y10113File 3/28/2011 450... A ] F63494.Y09105.DRAFT DATA
|1 FE1025:¥10113.BATCH 0 BATCH File 3/28/2011 451 .. A 4 FB3494.Y03105.0RAFT.RPT
(| FB1026.¥10113 654 Y10113File 3/28/2011 451 .. A E'I FE3434.Y09105.FINAL
| FE1026.:Y10113.BATCH 0 BATCH File 3/28/2011 451 .. A ] FE3434.Y09105.GRATE
|1 FB1031.¥10112 430 Y10112File 3/28/2011951 .. A _ FB3494.Y03105.GRATE. TXT
1 FB1031.¥Y10112.BATCH 0 BATCH File 3/28/2011952.. A 1 FB3494.Y03105.PRELIM4
] F63494.Y10115.P3YR
1 F70393.FISH.CURRENT
1 F70408.Y10113
L F7041210113
L F7041310113
y 1 F70414¥10113
@ 1 F70415510113
_ 1 F70424¥10113
@ 1 F7042510113
1 F70426.¥10113
1 F70465.¥10113
Figure 4

Repeat the process for each file to upload, however record length does not need to be set for indicator (*.BATCH or *.INITIAL) files.
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How to Download Files from the .DOE

1. Launch HostExplorer (see Figure 5).
2. Select the NWRDC (JIDOE) site (see Figure 5).
3. Click Connect (see Figure 5).

,e HostExplorer Open Session | 22 |
* Folder: ’%:ﬂ Humminghbird Meighberhood v] . .!:" (o
Profile Mame Connect to Port  Type Short Mame  Model Conr
IC5) Startup File Folder
I Ternplates File Folder
L] Default 3270 23 3270 Display Mone Model 2 (24x80)  Telne
L.] Default 5250 23 5250 Display Mone Model 5 (27:13... Telne
] Default VT 23 VT Display Mone VT 220 Telne
u MNWRDC nwrdc.fsu.edu 992 3270 Display Mone Model 2 (24x80)  Telne
4| 1 [ F
Host Mame: TCP Port:
] - 992 =
Connect ] ’ Cancel ] ’ Help
2
—
Figure 5
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4. Login to the | vsing the [l userid and password (see Figure 6 ).
5. Click Enter (see Figure 6).

|1 1 - NWRDC (mwrdc.fsu.edu) IEIEIE

File Edit Transfer Fonts Options Tools View Window Help

(e (0 P ER S B A A AR GG b |

NWSPLNIP Data Center Terminal:TW1HOO28
04/22/2011 14:16
Eastern Time

Customer Support - Phi

Connect to this host using either of these names:
or

For NEW and CHANGED passwords only:
New ACF2 password requirements were implemented on November 2, 20089.

Existing passwords will continue to work. New rules apply when password is

next changed. Please see http:_ for information.

Press F1 for help. Press F3 to exit this screen.
Please enter your Userid and Password.

Userid ==> debd71 Password == New Password ==

(31 |Sess-1 199.44.72.2 TW1HO0028 22/47

Figure 6
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6. Atthe Command line, enter 2 (see Figure 7).

|l 1 - NWRDC (nwrdc.fsu.ed_ul

File Edit Transfer Fonts Options Tools View Window Help

e O RS (6] A A& & B % 5 |l el b 4 2

NWSPMUIP I D:-t= Center Terminal:-

04/22/2011 14:17 Application Selection Menu Userid:

Enter number of application to select, or enter H for help.
PF1 = Help PF3 = Logoff PF7 = PagelUp PF11 = Bottom
PF2 = Description-toggle PF8 = PageDown PF12 = Top

Num Appl Status Num Appl Status
NWRCICS ACTIVE 11 SAMNASOS ARCTIVE
NWRCICC ACTIVE 12 SAMPBAP ACTIVE
NWRCTDE ACTIVE 13 SAMvV22 ACTIVE
FILLER INACTIVE 14 SAMNACA ACTIVE
FILLER INACTIVE 15 ACLMNUB2 INARCTIVE

NWRTSO ACTIVE 16 DGSMENU ACTIVE
NWRMUSS ACTIVE 17 FPCPINFO UNKNOWN
NWDBUGTH ACTIVE 18 FPCTINFO UNKNOWN
NWRCPDE INACTIVE 19 SAMGET ACTIVE
SAMNRS ACTIVE 20 TMCCICS ACTIVE

Customer Support - Ph: 850-245-3500 SC: 205-3500

Command => 2. new-logmode = dlogmod = SNX32702

sy 1 |Sess-1 19944722 TW1H0028

Figure 7
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7. Atthe Signon screen, enter mm71 (main menu, district 71) (see Figure 8).

| 1 - NWRDC (nwrdc.fsu.edu) == = |
File Edit Transfer Fonts Options Tools View Window Help
s i N (8] A A & B CF bl bl i |7

FRIDRY APRIL 22, 2011 TIME: 14:18:22

Welcome to _ production system: _

Intended for use by the _Department of Education

(31 |Sess-1 199.44.722 TWI1H0028 1/6

Figure 8
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8. Atthe Command line, enter 1 (see Figure 9).

File Edit Transfer| Fonts Options Tools View Window Help

e (DR E G WA A A EF o bl b 7

STATE OF

STUDENT/STAFF/FINANCE

1-SDCM

2-5FCM

3-FNCM

4-WDIS

5-CCCHM

6-MESS

99-HELP

MAIN MENU

- Component Menu
-Component Menu

Finance Component Menu
WDIS Component Menu

Course Code Component Menu
Broadcast Messages

Help Main Menu

Enter Option Number or 4-Character Code

COMMAND ==> 1

PF1=HELP PF9=EXIT

(&4 1 | Sess-1 19944722

L o

TWLH0028 21716 £ '

Figure 9
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9. At Command line, enter 26 (see Figure 10).

|1 1- NWRDC (nwrdcfsu.m

File Edit Transfer Fonts Optiens Tools View Window Help

e O RS

1-DEMO
2-SCRS
3-TCRS
4-EXCS
5-EXCP
6-FSIS
T-PRSC
8-LENG
9-STTP
10-REIS
11-TISV
12-STAS
13-DEMS8

COMMAND

PF1=HELP

(W] A A & B gl i |2

staTE oF

COMPONENT MENU

Demographic Data 18-5SCD Schedule
Course Data 19-SFTE Data

Course Data 20-TSCD Teacher Schedule

T T —_weees

Exceptional Data 21-CLAS Class Roster
Exceptional Data 22-DFTE DIST/SCHL Weight/Unweight FTE

FED/STATE Indicator Data 23-EDST Edit Status
Prior School Status 24-FNLR Final Reports

English Language Learners 25-STUL _ Location

_Tr‘ansportation 26-RRPT Reports for Request
Responsible Instructor 27-CCNN Course Numbers/Names

Title 1 Services
Assessment
Demo Survey 6, 8

Please page forward (PF8) for End of Year Formats

==> 26. Enter Option Number or 4-Character Code

PF5=MAIN MENU PF8=FRWD BROWSE PF9=EXIT

(41 | Sess1/199.4472.2

TW1H0028 247 | i i

Figure 10
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10. Enter year (i.e.; 1011 for 2010-2011 year), survey (i.e.; 2 for survey period 2) and project (i.e.; GQ for |l (see Figure 11).

File Edit Transfer Fonts Options Tools View Window Help

(e O ES [ A & A B 5 g ril bd i 4 2

I o nsE RRPT

REQUEST REPORTS
pIsTRICT/INST: || SN vcrR: 1011 SURVEY: 3 PROJI(GQ/GU/EU/JU/GV): GOQ

L |
Figure 11

The reports available to request will display. To page forward, press the F8 function key, to page back, press the F7 function key, to
view reports requested, press the F6 function key and to exit press the F9 function key. All function keys and actions are displayed at
the bottom of the page.
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11. Tab down next to the report you want to select and enter “S”. Flag all reports on that screen (see Figure 12 ).

12. Tab to the COMMAND line (see Figure 12 ).

13. Enter “A” (see Figure 12).

It is important to “ADD” the reports before moving to the next page to see more reports. If you page forward without adding the reports,
they will not be requested. Reports can only be submited one page at a time. Press F6 to see all reports requested.

File Edit Transfer Fonts Options Tools View Window Help
e (5 RS (8] A & & B Gl b bl | 7

I oA T BASE RRPT
REQUEST REPORTS
p1sTRICT/INST: (NNNNNBE crr: 1011 SURVEY: 3 PROJ(GQ/GU/EU/JU/GV): GO
REPORTS/FILES FOR REQUEST
DATA SET NAME REPORT B oveers
FO5107 SCHL, PROG, GRADE (05107) (05108) (70395)
FO5108F - FROZEN 4TH CALCULATION/COST REPORT
F60021 SUPPLEMENTAL HRS RESIDENTIAL ESE329
FB0533 SUMMARY TRANSPORTED LESS THAN 2 MILES
FB07750 DEMOGRAPHIC DATA IN FILE FORMAT
F607760 COURSE DATA IN FILE FORMAT
FB07770 COURSE DATA IN FILE FORMAT
FBO796 PRELIM ERRORS (60871)
F60802 DEMOGRAPHIC VALID/EXCEPT (62584)
F60803 COURSE EXCEPTION
FB0858 COURSE VALIDATION/EXCEPT (60879)
FB0859 EXCEPTIONAL LIST - ALL INFO
FB60876 INDIVIDUAL

COMMAND ==> aI To Display Reports Available for Request Enter Thru Project
blank=Display A=Add PFl=Help PF2=Refresh PF3=Student Menu PF4=Finance Menu
PF5=Main Menu PFG6=REPORTS REQUESTED PF7=Bkwd Browse PF8=Frwd Browse PF9=Exit
PF10=WDIS Menu

TYPE S BY REPORT(S) DESIRED AND PLACE AN A ON COMMAND LINE TO SELECT REPORTS

(81  Sess-1/199.44722 TW1H0028 20/16 | .:}

Figure 12

05/31/2011 - Final

Page 33



- - Reporting

User Guide for the Analyst

14. Press F9 to exit the system (see Figure 13).

| 1 - NWRDC (nwrdc.fsu.edu) == = ]

File Edit Transfer Fonts Options Tools View Window Help

e O ES (Wi A & A B G G |l bl bl | 7

ONLINE DATABASE UPDATE PROCESSING COMPLETE

CLEAR THE SCREEN AND TYPE "LOGOFF" TO EXIT FROM CICS

(351 |Sess-1 199.4472.2 TW1H0028 172

Figure 13
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15. After reaching the LOGOFF screen, press the Pause/Break button to clear the screen (see Figure 14 ).

16. Enter “logoff”’ (see Figure 14)..

File |Edit | Transfer Fonts Options Tools View Window Help

e B RS

logoffl

[$E] A & A IE G 5 bl bed bl | 7

-

S 11 | Sess-1/199.4472.2

TWI1H0028 17 f ||

Figure 14
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17. Upon successful logoff, the session will be terminated. Close any open windows (see Figure 15).

|J 1 - NWRDC (Disconnected) [
File Edit Transfer Fonts Options Tools View Window Help

P (D T e B i W AN A e Bl Pl fd 7

The session has been terminated.

Figure 15
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