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Module 1 - Unit 1

MSDS Introduction
Introduction

The Center for Educational Performance and Information (CEPI), Michigan Department of Education
(MDE), and local school districts have worked together to develop the Michigan Student Data System
(MSDS) as the application districts use for state and federal student data reporting. Data collected in
this system are vital to district success.

This web-based system ensures the secure collection of student record data. It provides for
maintenance of student records through file upload and online entry. Error checking and correction
are also web-based. MSDS also provides enhanced reporting on submitted data.

x V4
= ” Center for Educational Performance and Information

Michigan.gow Home CEPI Home | User Guide | Help | Contact CEPI | Glossary | Log OFf

Manage Reguests...

Student Data
Submission...

Michigan Student Data System

Student Data
Downloads...

what's New

MSDS 2.21

Search...

H

Certified Data
Reports._.

Audit FTE...

H

This is MSDS 2.21 using the MSDS database on the
192.168.97.137WAULT database server.

I!

General Reports__.

The Student Data System is
a repository that contains
information regarding
students receiwving
education in the State of

Michigan.

The MSDS provides additional levels of rights, enabling districts to distribute or centralize their
work. This additional granularity provides flexibility for districts to determine where additional
MSDS users are required.
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Getting Started
Introduction

Data submitted by school districts via the MSDS include discrete information about individual
students such as age, gender, race and ethnicity, and program participation. These data are collected
via the MSDS and used to meet the reporting requirements of the federal No Child Left Behind Act of
2001, including the determination of Adequate Yearly Progress (AYP).

Log In to MSDS
Discussion

MSDS will work with Internet Explorer 6.0, but works best with Internet Explorer 7.0 or above. The
application also works with Firefox 1.0 at the minimum, with 3.0 and higher providing better
functionality. The application may work with other browsers as well, but functionality is not
guaranteed. Internet Explorer is the preferred browser for all CEPI applications.

Access is available to all user roles and the general public. The general public does not need to log in
to access the application. The navigational menu on the left side of the screen is role-based, meaning
the menu options will depend on the user’s role.

PN T

Michigsn.gov Home

_ T
~ Tip
. . Po——
0 see what is additionally e

N A Student Data [
available for each menu item —}
click on that item's name in f

he list.

F &
]

Center for Educational Performance and Information

Michigan Student Data System

Authorized User Login -’fp

1
fI| what's New

~

MSDS Quality Assurance Test Site

This is the MSDS QA site. It is used by testers for quality
assurance purposes only.

Grad Cohort...

The Student Data Systemn is

General Repo a repository that contains

information regarding May 2 TSDL Training Recordings Now Available
students receiving Online
education in the State of

Michigan. The May 2 Teacher Student Data Link (TSDL) training
presentations are now available to be viewed online. The

Please refer to the S B

Single Sign-On User’s Guide for instructions on how to access the MSDS. To locate this document,
go to www.michigan.gov/cepi. Click on CEPI Applications on the left sidebar. At the next screen,
click on Michigan Student Data System on the left sidebar. At the next screen, under “Security,” click

on Single Sign-On User’s Guide.

~ Tip

e Based on original user security agreements, multiple profiles may be created by the State Administrator.
What does this mean?
0 The default profile (the profile most often used) will display first.
o If more than one profile is available, you do not have to log out to change profiles. Simply click the
Profile link at the top of the page which displays the profile name. This will allow for the selection
of another profile.
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Procedures
1. Open your Internet browser (Internet Explorer, Firefox, etc.).
2. Follow the instructions found in the Single Sign-On User’s Guide.

3. If more than one profile is available, select the desired profile from the drop-down list and click
the Continue button.

4. If FERPA displays, review the regulations and verify your agreement to comply with the
requirements by clicking the button at the bottom of the agreement.

FERPA and Privacy Act Regulations

Prior to using the Michigan Student Data Systerm (MSDS) for the first time (and every ninety daws
thereafter), the Center for Educational Performance and Information requires that you agree to
abide by the regulations that gowern the use of student data within the Family Educational Rights
and Privacy Act (FERPA - 34 CFR Part 29) as well as the Privacy Act of 1974 gowerning records
maintained on individuals (District User Managerment).

You may access a copy of FERPA from

http : Swww . ed-.gowflegislation/FedRegister/finrule/2000-3/070600a - html.

and the Privacy Act from

Section 9 of the Richard B. Russell Mational School Lunch Act establishes reguirements and
limitations regarding the release of information about children certified for frese and reduced price
meals prowvided under the MNational School Lunch Program. A child's eligibility status mayw only be
disclosed to persons directly connected with, and who hawve = need to know, = child's fres and
reduced price meal =ligibility status in order to asdminister and enforce Title I requirerments.

rou maw obtain guidance at

bttp: vrvrve . fos. usda.gowvicnd/ Governance/ Policy-Memo=s/19938-2002/2002-12-1 2. htm.

Also reference the School Meals Eligibility Manual, Part 7: Cenfidentiality/ Disclosure awailable at

http: woww.fns.usda.gow/cnd/lunch.

By entering the MSDS application, you agree to comply with the requirements of the Family
Educational Rights and Privacy Act, the Privacy Act of 1974 and the Richard B. Russell National
School Lunch Act.

Signify wour acceptance of these requirements by clicking below.

| Click here to werify the Acceptance of FERPA and Privacy Act Regulations

Navigating the MSDS Home Page
Discussion

The MSDS home page “look” changes per each user role. Various links and menus are available on
the MSDS home page for all users to navigate through the web pages.

Page Links
The following links are found just below CEPI’s logo at the top of the page:

Xa 'y Center for Educational Performance and Information

Michigan.gov Home @ CEPI Home | MSDS Home | User Guide | Help | Contact CEPI | Glossary | Log OFF

(1) Michigan.gov Home

Displays the official web page of the State of Michigan. (This link is also available at the
bottom of the web page.)

(2) CEPI Home
Displays CEPI’s home page.
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o T
X' y Center for Educational Performance and Information _Af,'_!_ll,_[ﬂ._'m,{'“'iﬁ

Michigan.gov Home CEPI Home | MSDS Home | User Guide | Help | Contact CEPI | Glossary | Log Off

(3) MSDS Home

Links the user back to the MSDS website. (This link is also available at the bottom of the web
page as Student Data System Home.)

(4) User Guide
Displays the MSDS Training Manual in PDF format.

(5) Help
Opens the help system for individual MSDS screens. More information concerning help is
available in the Help section of this manual. (This link is also available at the bottom of the
web page.)

(6) Contact CEPI

This link opens a 2eb page indicating how you can contact CEPI’s customer support team. It
includes the help desk phone number and email address. (This link is also available at the
bottom of the web page.)

(7) Glossary
This opens a reference document that describes the terms unique to CEPI.

(8) Log Off
Ends current login session. (This link is also available at the bottom of the web page.)

In addition to the links at the top of the MSDS home page, there are links available at the bottom of
the page. These include:

Michigan.gowv Home Student Data System Home Log Off Help About Us Contact CEPIT
State Web Sites Accessibility Policy Priwacy Policy Link Policy Security Policy
Copy| = 2001-200 a of Michi
(€D (@)) D 5 6
M L e e M

(1) About Us
CEPI’s State of Michigan home page.

(2) State Web Sites
State of Michigan web page that contains links to State of Michigan websites.
(3) Accessibility Policy
State of Michigan web page with information on the State’s Accessibility Policy.
(4) Privacy Policy
State of Michigan web page with information on the State’s Privacy Policy.
(5) Link Policy
State of Michigan web page with information on the State’s Terms of Use and Linking
Policy.

(6) Security Policy
State of Michigan web page with information on the State’s Security Policy.
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Menu Items

To use the navigational menu at the left of the MSDS screen, click the desired |tem Any menu item
with the [4 I will expand to display further options. Gm. AL

Functions

EN (=N

Direct Certification

Items available in these screens vary Download Status
based on user role. Shident Statie

Collection Reports

Migrant Courses
Reported And Mo MEDS
Enrcllment or Exit

UIC Resolwver List

Using MSDS Help - Screen Level
Discussion

In the MSDS system, there are several ways to access Help. At the screen level, Help is available
during transactions in the form of a Help window with content that changes to match the screen. Help
is available at the top of all screens.

Steps: Shows step-by-step instructions for using Help on a displayed screen, such as Student Search.

Select your filter criteria... =% Wx% SDS HELP
Student Search

Osearch By UIC

H

Tips | FAQs | Reference
OSearch By Care This screen allows you to search either by UIC
Fields or by Core Field_

Last Name: l:l @ Begins O Contains Enter your sear.ch criteria:

1. Use the radio buttons to select the type of
search._

H

Last Name Suffix:

‘ - Search by UIC criteria
First Name: [ 1® begns O contais - Search by Core Fields criteria.

2. Click Filter_
Middle Name:

H

“ou can add the student ta your collection
without any additional searching by clicking
Show Direct Certified.

Date of Birth Year:

Dateof Bith onth: || [ show Direct Certied

Date of Birth Day:

Gender: Osearch using match criteria (begins/contains

ignored)
Multiple Birth Order: l:l lo 2010 State of Michigan

= After viewing the data click the Back to
Search Results button_

= You can also view the student history by
clicking the View Student History button.

(likely to increase the time for the search)

Tips: Provides additional information for the screen, such as e XX SDS HELE
how to sort or filter.

Student Search

Steps FAQs | Reference
When entering criteria:
* Only one criferia needs fo be enfered.
Using more will narrow the search freld and
provide quicker results.

When viewing results:

- You can sort this list by clicking on the
appropriate column heading.

- You can select the number of rows
displayed by using the ltems per page: drop
~down

- Vou can use the arrow butfons at the
bottom of the list to page forward or
backward.

- Vou can Export the list by choosing a
format and clicking on Export buttorn

- If no results are found you will autornatically
be presented with the Add Student form.

(= 2010 State of Michigan
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FAQs: Contains Frequently Asked Questions and their answers
related to the information/data fields on the displayed screen. Student Search

Steps | Tip: Reference

show All | Hide Al
Q- at reasol
student?

Q- What if the search does not return the
student | am looking for?

n do | have to search for a

12 2010 State of Michigan

Reference: Contains links to reference material including the
training manual, data field descriptions and other useful
information.

¥ x% SDS HELP

Student Search

" Steps | Tips | FAQs | Reference

= Training Materials: Module 1. Unit 2 -
Search

= Importing XML Data to Microsoft Office
Access 2003

= Editing XML Data with Microsoft Office
Word 2003 and Microsoft Office Excel 2003

& 2010 State of Michigan

Procedures

1. Click the Help link found in the upper right corner of the screen. This will prompt another

window to open which contains help information related to the screen with which you are
currently working.

. Official Stat:
& of vichigan Webste

Xz "R’ Center for Educational Performance and Information

1.0.3115,143 Michigan.gov Home CEPI Home | User Guide | Help | Contact CEPI | Logout
L0 Data Collection Status [ Filter... |
2. Use the tabs described in the previous section for _
specific help. To access a tab simply click on it. /LQ
. x|
3. To close the Help window click the 2 icon in Using the Help close button (=) does
. not close the application.
the upper right corner of the screen.
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Using MSDS Help - Characteristic Level
Discussion

Characteristic Level Help is available to provide information related - -
to any characteristic that has a question mark icon displayed to the
right of it. This is most common in the Staging Area.

Name: OperatingISDESANumber

Data Type: Numeric Text (can have leading zeros)

School Demographics PersonalDePgéphics Enrollment | Membership | LEP | Attendance

Description: [The state-assigned two-digit number, as A

: =" — recorded in EEM, that identifies the
Operating ISD/ESA Number:@ |41 intermediate school district (1SD) or
) . . _ educational service agency (ESA) in which %
*Operating District Number:® |41010 Instructions: |Enter the code that represents the ~

- = ISD/ESA where the educating district or
School or Facility: @ 03197 program is located.
v

Student ID Number: @ 00658586 Permissions: Change / Approve
*Grade or Setting: @ 12-Twelfth Grade L7 oF i
S2E2 Code: @ x X

Procedures

1. Click the question mark icon 9 appearing to the right of any characteristic.

2. A window will open describing the field in greater detail. This window will include:
e The characteristic Label that is used on the screen.
e The characteristic Name.
e The characteristic Data Type.
e A description of the characteristic.
e Instructions related to the characteristic.
e The permissions that you, as a user, have for working with this characteristic.

Other Help

If you still are having difficulties after using the help in MSDS, you can go to the MSDS website and
review the manuals connected with the collection you are working on. If you are unable to find the
solution to your difficulty, you can then contact CEPI Customer Support for more information. Please
email CEPI customer support at cepi@michigan.gov. Email provides written documentation and
allows the quickest, most efficient method for receiving a response. If email is not an option, contact
them via telephone at 517-335-0505, x3. In either case, please include:

e Name

o District code and district name

o CEPI application name

e Telephone number (including area code and extension)
e Email address

e Specific question(s)

Please do not include student identifying information, such as student name and date of birth. You
may send UIC information as long as you do not include the student name and date of birth.

Last updated: 10/22/2012 Page 11 of 92


mailto:cepi@michigan.gov

MSDS District User Training Manual

What’s New
Discussion

A list of new items will appear on the Home page under the “What’s New” section. Updates, not

viewable by the public, can only be accessed after the user has successfully logged in to the MSDS
application.

Examples of “What’s New” information include collection timelines as well as any updates to the

system.
~Tip
Manage Requests... F] . g From the View All
et Dot Michigan Student Data System

screen, to return to the
original “What’s
New” format you can

Submission...

P What's New press the Go Back
button at the bottom
MSDS 2.0x
of the page.

Procedures

1. “What’s New” will appear upon accessing the MSDS home page.
2. Toview all the items in the “What’s New” section, click on the View All button.

The information available will be based on user role.
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Module 1 - Unit 2
Searching the MSDS
Introduction

MSDS provides a student record search function to view data associated
with a particular student. The user’s role will determine what data that user
can view.

Manage Reguests...

Student Data

Submission...

Student Data
Downloads...

Search...

Records for students moving from district to district may be searched to see
if the students already have UICs assigned. Student Search also has a
feature that helps a user determine if a student has been directly certified to
receive free school meals.

Student Search

Certified Data
Reports...

Audit FTE...

A

!!

i . . Grad Cohort...
NOTE: Only users with the supplemental nutrition role will be able to

view direct certification information.

PEPE...

H

General Reports...

Student Search
Discussion

Student records can be searched by UIC or by core fields such as name, gender and date of birth.
Partial information on the name fields can be entered. UIC searches require entering the entire UIC.
Users are also able to search using the match criteria. (See Student Search using Matching Criteria
further down in this document.) Search results will display on a new screen. Information in the
Directly Certified column is viewable if the user has permission to see supplemental nutrition data.

Student Search

Select your filter criteria...

Procedures

1. Choose to search by UIC or other Core
Fields.

L O search By UIC ]
2. Enter search criteria. O search By Core
. . Fields
3. Click the Filter button. Last Name: [ | ® segins O contmins
- ast Name Suffix: l:l
4. Your search results will be returned. 7" 6 o _
irst Name: l:l Begins O contains
Middle Name: l:l
Date of Birth Year: l:l
) Date of Birth Month: l:l I show Direct Certified
NOte YOU mUSt CheCk the “ShOW DlreCt Date of Birth Day: l:l (likely to increase the time for the search)
Certiﬁedn CheCkbOX in the search - |Efriadr‘um using match criteria (begins/contains
criteria to see that column in the Multiple Birth Order: || ' \-
search results. If there is a check

in the Directly Certified column,

the student is directly certified and therefore
eligible for free school meals. Data in the
“Directly Certified?” column will only appear if
the user has been authorized to view
supplemental nutrition data.

~ Tip

The search results list can be sorted by the
column headings. The items per page can also
be limited to quantities as small as 5.
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Student Details
Discussion

From the search results, select a student by clicking on the UIC link. After a student is selected the
detailed information is displayed.

Student Details

Back to Search Results View Student History
—————————————————————— s —

Unique Identification Code (UIC) FTTITSLES5S
Student First Name JOHMN
Student Middle Initial

Student Last Name DOE
Student Suffix

Date of Birth 01/01/1994
Sender Code [l

Grade or Setting os

Student ID Number (Membership) Doe0l
Racial/Ethnic Code 010000
Operating District Number 32300
School or Facility 01510

FiscalEntity TypeCode
FiscalEntityCode

Date of Enrollment 08/30/2004

Date Exited

District Exit Status 19

Multiple Birth Order o

Created By Systerm

Created Date 07/23/2009

Modified Sy

Modified Date 06/21/2010

Approwved By

Approved Date o6/21/2010
Procedures

1. After viewing the data, click the Back to Search Results button, or you can view the student
history by clicking the View Student History button. This information is covered below.

Student History
Discussion

The MSDS keeps track of student history based on UIC. Depending on a user’s rights in the MSDS, the
Student History area can be used for the following tasks:

o Review Personal Educating Primary Entity (PEPE) information (See the PEPE unit for more
details)

e Review Cohort information (See the Grad Cohort unit for more details)
e Request a change to PEPE, under the Action drop-down (See the PEPE unit for more details)

e Request to link UICs, under the Action drop-down (See the Linking unit for more details)

Student History

Mame: JOHM DOE urC: 7727916969

Gender: M Date of Birth: 01/01/1994 Cohort Status:

Secondary UICs: l:l Accountability:
. ... .. Grosse Ile Township Schools

Last Updated: PEPE Diistrict: (22300)

Orig. Cohort PEPE Grosse Ile Middle School (01510)

Year: Building:

Cohort Year:
Exp. Grad Year:
Action: Request PEFPE Change v [Back]

User permissions will determine what information is enabled or disabled, but all information is
viewable.
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Student Histo|

Name: John Doe UIcC: TT2TO16969
R Date of Cohort
S=nder: ™ Birth: 01,0119 Status:
Soest Accountability:
Last Eal:lzgtqg G;D"‘Degr_a' BEPE Grosse Ile Township
Updated: o leeten District: Schools (82300)
2010
Orig. Cohort PEPE Grosse Ile Middle School
Year: Building: (01510)
Cohort
Year:
Exp. Grad
Wear:
Action: |Request PEFE Change [Back ]

Collection | District | Butlding || UIC | Lest Name| Lirst neme | midle Name | Date OF Birth| Gender|
p—
SErma Srosse | Grosse Ile 27916969 Doe John 01011992 M
General Township School
Collecticn Schools  (01510)
(82300)
Fall zoo0g Grosse Grosse Ile ——
General Ile Middle TT2TA16869 Da= Jahn 0101199
Cellection Township School
Schools (01510)
(32300)
ECY 2009 Srosse Grosse Ile ——
General Ile Middle TT2To16969 Doa John 01011994
Township School
Schools {01510}
(32300)

If your district is the PEPE for this student, clicking on the Collection Name link will take you to the
Student History Collection Details page where you can view all data on the student record. Tabs
under the listed information will provide you with additional data, including programs, curriculum,
discipline and more.

Student History Collection Details

* = modified Update
Student Last Mames: |DDE | Student First Mame: |JD|—|" |
Student Middle Mame: | | Student Suffix: [ |
Cate of Birth: |01/01/1994 | Multiple Birth Grder: |L |
Gender Code: As Of Date: 02/10/2010

Submitting Entity [82300 | Submitting Entity Type [o-DcobE =
Code: Code:

Cperating ISD/ESA |E52 | Cperating District |E=23DEI |
MNumber: MNumber:

School or Facility: ||3151|3 | Student ID Mumber: |D|:|ED1 |
Grade or Setting: |oe-Eighth Grade ~ | Date of Enrcllment: |8/3E|/2E|D4 |

Diistrict Exit Drate: | | Diistrict Exit Status: | Lo-Expected to continue in the |

Date of Count:

Resident LEA
Number:

Country of Birth:
Street Address:

City:

Zip Code:

10/30 Day Rule:

Section 52 FTE:

Perscnal Curriculum
Type:

Unaccompanied

Last updated: 10/22/2012

[z/11/2010

[s2300

|Mone

-

[123 Some Street|

|Gresse 11e

[48138

|

0.00

[Mone

.

L3

Student Residency:

Student Resident County:

Year of Entry:
Street Address 2:
State:
Racial/Ethnic Code:
General Ed FTE:
Section 53 FTE:

Homeless:

LEF Exit Reason:

[14-All other resident students | |

[Mene ~
[

[ MI-Michigan ~
[o10000

1.00

0.00

[Mene - |
[Mene |
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Search Yielding No Results:
If your search for a student did not yield any results, the following message displays.

Add This Student

Choosing the “Add This Student” button will take you to the Add Student page.

SDS Horr arch

Add Student

o rour =search vielded no results. Add the student using the below form or cancel to search ‘
again.

If Collection is not filled in automatically then one must be selected in order to access the Submitting
Entity.

* = Required
*Collection: | Select Cellection ~ |

“Last Mame: |DDE |

Last Name Suffix: I:l

FFirst Mame: |Janet |
Middle Name: | |
Multiple Birth Order: |D |
“Diate of Sirth: | €01 =1=Y oS

“Gender:

Search by Entity Name or Entity Code
=Zubmitting Entity: [ ]

uIc: | |

| Submit | | Submit/Add Ancther | | Submit/yGo To Details | | Cancel |

The following are some tips when manually adding a student to a collection through the Student

Search function in the MSDS:

- Choose the “Request for UIC” collection and enter the submitting entity and any other

student information that you wish to submit (middle name/middle initial).
- Once the student’s information is submitted, you have the following options:

0 Submit — submits the student record to the Request for UIC staging area for the
submitting entity that was entered on the “Add Student” form, then takes the user back to

Staging Area Detail.

0 Submit/Add Another — submits the student record to the Request for UIC staging area
for the submitting entity that was entered on the “Add Student” form, then takes the user

back to Student Search.

0 Submit/Go To Details — submits the student record to the Request for UIC staging area
for the submitting entity that was entered on the “Add Student” form, then takes the user
to the Request for UIC staging area for the submitting entity that was entered on the “Add

Student” form.

o Cancel - does not submit the student’s record and takes the user back to Student Search.

- Once the student’s record is submitted, the system goes through UIC Matching to determine
the student’s UIC. You should go to the staging area to review the status of the student’s

record.
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Student Search using Matching Criteria
Discussion

Users also have the ability to search using the matching criteria. This is the same UIC matching
process that all records are processed through when submitted into the staging area. Searching using
the matching criteria could return results back to the user that would not be returned performing a
standard search, due to the system searching for exactly what you have entered rather than looking for
close matches. Searching using the matching criteria uses additional system resources. Therefore, it is
only run when selected by the user and may take additional time to return results.

Student Search

Select your filter criteria...

2 search Byw UIC

& search By Core
Fields

Last Mame: |DDE | (O] Begins ' Contains

Last Mame Suffix: | |

First Name: |30h|'“'|'¥' | & Begins O Contains

Middle Mame:

Date of Birth Year: 1554

Date of Birth Month: 01 [ show Direct Certified

Drate of Birth Day: {likely to increase the time for the search)

Gender: [l search using match criteria (begins/contains
ignored)

Multiple Birth Order: I:l

Procedures

1. Enter the core fields you wish to search by. Last Name, First Name, Date of Birth Year, Date of
Birth Month, Date of Birth Day and Gender are required.

2. Check the “Search using match criteria box” and click the Filter button.

Searching for Johnny using the match criteria returns a record for John Doe. This is because Johnny is
a synonym for John. Searching for Johnny using the standard search would not have returned a record
for John.

Student Search

| o Your search yielded 1 result{s). |

Filtered on Last Name(Doe), First Name(Jochnny), Birth Year(1994), Birth Month{01), Birth Day({01]),
Gender{M)

Student UTC Middle Name | Date of Birth @ Multiple Birth Order

|_'_'2 916969 CCE JCHM 01/01/1994 8] a}
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Module 2 — Unit 1
Data Collection
Introduction

Manage Reguests...

. . . . Student Data
The collection of student data is streamlined in the MSDS. There are a Submission...

small number of required steps. If using the file upload feature, the first step
is that the file has to be uploaded so the system can validate the data.
Another path is to create a collection manually in the staging area and then Uploaded File Status
add the student records. For the steps to do this, please see the “Add New Data Staging Area
Collection” section of Module 2 Unit 3: Data Staging Area. After the
upload of a collection file, the status for each upload can be checked by
clicking on Uploaded File Status (1). If the file processes successfully, the

IUpload File

data move into the staging area where field-level validation and UIC
matching are performed. If any errors or data inconsistencies are found,
they are listed on the Staging Area Detail (2) screen. Once the errors or AT
inconsistencies are reviewed and corrected, the last steps are to review the
data by viewing the associated reports and to then certify the collection.
It is important to note how validation occurs in the MSDS. Validation is a
]

General Reports...

1. File-Level Validation (File Upload) — Although this happens when the file is uploaded,
ideally the user should validate the file offline prior to uploading. System performance is
directly related to the number of files that are uploaded that do not pass file-level validation.
Many users have had success using an XML Validation Tool. Please note that an XML
Validation Tool will only inform the user if the file passes file-level validation. File-level
validation ensures that the file meets the schema.

2. Field-Level Validation (Staging Area) — Once a file is uploaded and passes file-level
validation, the system processes field-level validation. Once a file is accepted, it is loaded
into the staging area. Field-level validation may result in field-level errors/warnings.

3. Collection-Level Validation (Quality Review) — Once errors/warnings are corrected in the
staging area, Quality Review should be run. Quality Review is the final step prior to
certification. This process checks the entire file for duplicate students as well as historical
data .

three-step process.

Upload File
Introduction

The first step of the collection process is to upload the data file or to add the collection manually. The
collection and the file name are required fields on the MSDS File Upload screen. The speed of the
upload depends on the computer used to submit the upload request among other factors such as file
size and connection speeds.
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Discussion
Once a collection is selected from the available list, the other fields ~ Tip
and buttons will become available when the cursor is moved off of the ,
. .. Only XML files are
Collection drop-down. This is to conform to ADA standards. accepted
SDS File Upload
Callection: |Request for UIC 2003-2010 ¥
For marez infarmation on the Collections refer to the Collection Data Field Descriptions
report on the Report Menu,
Description: The Request for UIC callection in the MSDS allows schaoal districts ta obtain = &
orvalidate Unigue Identification Codes [UICs] for their students, i
If a student’s UIC is unknown, submit that student’s recerd witheut a UIC W
[UIC field would be blank],
b
User Motes: This space is for any notes the user needs related to the file, These notes will
show en the Uploaded File Status screen,
Click here to receive a notification message when file has been processed
File Name: |C:\Documents and 54[ Browse |

Procedures

1. Select a collection from the drop-down list.

SDS File Upload

Callection: | Request for UIC 2009-2010 v|
Early Roster 2009-2010
Early Roster 2008-2009

Description: Fall 2003 Genral CoIEu:tion 2003-2010
Request far UIC 2003-2010

Student Record Maintenance 2009-2010
Supplemental Mutritien Eligibility 200%-2010

2. Add any user notes specific to the file, if applicable. Adding notes to the MSDS File Upload
screen allows for easier filtering once the records have been added to the Staging Area.

3. Click the Browse button to choose the file to upload. Click on the File Name you wish to upload
and click Open.

Click here to receive a notification message when file has been processed

File Name:| |[ Browse... |
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4. Click the Upload File button. The system will show a timer to P Tip
indicate that the file upload is in process.
An error message
. . will display if there
Depending on the rate of transfer, the progress of your file upload afe a):,y
may show at the top of the page. inconsistencies
with the upload
request, such as the
Progress Transferred Bytes  Total Bytes Percentage wrong file type.

Transfer Stage I
WebServer > FileServer | 0 0 0.00 % Correct the error
and upload the file

B/17/2009 11:26:29 AM  Please wait while the file is being prepared for upload.. again

Receiving the message that your file “uploaded successfully” does not mean it passed file-level
validation; you must check the status of the file using Uploaded File Status, explained in the
following unit.

File Upload Result:
File D0O303000.xml uploaded successfully.

Sample Error Messages received during the File Upload Process:

File Upload Result: File Upload Result:

The extension .txt is not allowed for this Mo file was submitted for upload.
collection.

Last updated: 10/22/2012 Page 20 of 92




MSDS District User Training Manual

Append and Replace
Discussion

If the same submitting entity uploads data for the same student (core fields match 100% with the
same district and school/facility) and for the same collection, the MSDS will Append and Replace the
data on the student record. In other words, if a user uploads a record for a student, and then later
uploads additional components for that student, those components will be added to the student record
in the Staging Area. Any components that are uploaded that already exist for that student in the
Staging Area will be replaced by the uploaded components. Any component that already exists for a
student in the Staging Area that is not included in a subsequent upload will remain in the student’s
record with the exception of the Teacher Student Data Link (TSDL) uploads. TSDL uploaded
submissions will replace any data for a student with the same UIC and same building already loaded
into MSDS.

The characteristics used to determine duplicate student records are: First Name, Last Name, Date of
Birth, Gender, Unique Identification Code (UIC) and School Facility Number. If there is an exact
match on these fields, the new data replace and/or append to the existing record. If the core data
characteristics do not match, a new record will be created in the staging area. This is separate from
the UIC Matching/Resolution process.

What follows are examples of common scenarios for the “Append and Replace” process:
Ann Arbor Public Schools uploads a file for John Q. Doe.

1. Ann Arbor Public Schools submits multiple records for John Q. Doe in the same file where:

The UIC, Last Name, First Name, Date of Birth, Gender, Operating District and School
Facility Number are the same.

The file will fail file-level validation and will not be loaded to Ann Arbor Public Schools’
Staging Area. This file would fail even if the two records contained different
components.

2. Ann Arbor Public Schools submits two records for John Q. Doe in the same file. The records
submitted have different school/facility codes:

The UIC, Last Name, First Name, Date of Birth, Gender and Operating District are the
same but one of the records has a different School Facility Number.
Two records will display for this student in the Staging Area. Two records would display
for this student if there were any differences between the UIC, Last Name, First Name,
Date of Birth, Gender, Operating District or School Facility Number between two records
in the same file.

3. Ann Arbor Public Schools submits multiple records for John Q. Doe in the same file with
different components where:
Both records in the file contain the same UIC, Last Name, First Name, Date of Birth,
Gender, Operating District and School Facility Number but different components.

The file will fail file-level validation and will not be loaded to the Staging Area. As
previously stated, duplicate student records are determined by the UIC, Last Name, First
Name, Date of Birth, Gender, Operating District and School Facility Number. Since the
student is listed twice in the same file, even though with different components, the file
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will fail validation. Assuming both components should be included for the student, one of
the records in the file should be updated to include all appropriate data and the other
record(s) should be deleted.

4. Ann Arbor Public Schools submits John Q. Doe in different files with different components
in the files:

Assume a student record for John Q. Doe is submitted in two different files with the same
UIC, Last Name, First Name, Date of Birth, Gender, Operating District and School
Facility Number but different components. The first file components include: School
Demographics, Personal Demographics, FTE and LEP. The second file components
include: School Demographics, Personal Demographics, FTE and Special Education.
LEP is NOT included in this second file.

One record will display for this student in the Staging Area. The student’s School
Demographics, Personal Demographics and FTE components will all be replaced by the
data that was uploaded in the second file. The Special Education Component from the
second upload file will be added to this student’s record in the Staging Area. The LEP
Component from the first file upload will remain in this student’s record in the Staging
Area.

5. Ann Arbor Public Schools uploads a record for John Q. Doe in different files with different
FTE data.

Assume a student record is uploaded in two different files with the same UIC, Last
Name, First Name, Date of Birth, Gender, Operating District and School Facility
Number. The first file components include: School Demographics, Personal
Demographics, and FTE (General Ed FTE = .50). The second file is uploaded with the
only difference being that a Special Education and Program Participation Components
have been added and the FTE Component now displays a Section 52 FTE of .50 and no
General Ed FTE.

One record will display for this student in the Staging Area. The School Demographics
and Personal Demographics Components will be replaced with data submitted from the
last file uploaded. The Program Participation and Special Education Components will be
added to the student’s record in the Staging Area. The FTE Component from the last file
uploaded will completely overwrite the previous data. Therefore the FTE Component will
only display the Section 52 FTE of .50.

Important: Two different records would display for this student in the Staging Area if ANY of the
following characteristics/fields were different between the two files uploaded: UIC,
Last Name, First Name, Date of Birth, Gender, Operating District and School Facility
Number. One record would contain the School Demographics, Personal Demographics
and FTE Component with General Ed FTE = .50 from the first file upload data. The
second record would contain the School Demographics, Personal Demographics,
Special Education Component, Program Participation Component and FTE Component
with Section 52 FTE of .50 from the second file uploaded.

Note:  The append/replace process is automated upon file upload. The staging area is organized by
the submitting entity and collection. If the same student is submitted by different districts
(submitting entities) within the same collection, this same student’s record will appear in
two different staging areas. In this case, records uploaded or changed by one submitting
entity would have no effect on the other submitting entity’s student data.
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Module 2 - Unit 2

Uploaded File Status
Introduction

Uploading a file to the MSDS is one of the ways data can be submitted. If there are multiple files
uploaded, the list can be filtered by collection, upload date or status. After a file has been uploaded,
the status of the file can be checked to see if it was accepted or rejected due to file-level validation
errors. Files can be rejected for various reasons.

File-Level Validation Rules:

1. Each file is compared to the XSD schema for the collection selected on the File Upload form.
The file must be completely valid when compared to the schema or the entire file is rejected.
If rejected, further processing of the file is cancelled.

2. The Submitting Entities of the file received are checked against the permissions for the User
who uploaded the file. The entire file is rejected if the user does not have permissions for any
one of the Submitting Entities in the file. Further processing of the file is cancelled.

3. Entities within the uploaded file are checked to determine whether they are in the hierarchy of
their associated Submitting Entity. The entire file is rejected if any of these entities are not in
the hierarchy of their associated Submitting Entities. Further processing of the file is
cancelled.

The upload process does not check field-level data for errors. Field-level or individual record
checking is completed once the records have been loaded into the Data Staging Area.

Uploaded File Status
DiSCUSSIOI’] Manage Reguests...

Student Data

The status for all files the user has submitted will be listed on the File Upload Submission...
Status screen, which is accessed by clicking on Uploaded File Status. The list Uplozd Fle

can be filtered, sorted and exported. Files are processed in order of first in, E”ms;:'gi‘“‘
first out. The word “Processing” will appear in the Status column until the

Student Data

H

system completes data validation and UIC matching. A file’s final status will Downloads...

display as Processed Successfully or Failed File Level Validation. Users will

need to refresh the screen to view status changes. Reporta®
Procedures Grad Cohort...

PEPE...

&3]

1. Select the collection from the drop-down list.

&3]

General Reports...

File Upload Status

Uploaded Date From: :jﬁ @ Ta: :ﬁ

Collection: @ | Select Callection v |

Status: @ | Select Status v | @

2. Users may enter uploaded dates, such as Uploaded Date From: 09/30/2010 To: 10/15/2010. The
calendar option is also available. Check the date for the correct year.
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3. You may select the collection status. Available Status options include:

Completed Bulk UIC Resolution: The data in the Staging Area have been processed
through bulk resolution.

Completed Detailed UIC Resolution: The data in the Staging Area have been processed
through detailed resolution.

Completed Field Level Validation: The data in the Staging Area have been successfully
validated.

Completed Load Data Collection: The XML file was successfully loaded to the Data
Collection area.

Completed Load Staging Area: The data have been loaded to the Staging Area successfully.

Failed Bulk UIC Resolution: There has been an error with the processing of this file, which
needs to be reported to CEPI.

Failed Detailed UIC Resolution: There has been an error with the processing of this file,
which needs to be reported to CEPI.

Failed Field Level Validation: There has been an error with the processing of this file,
which needs to be reported to CEPI.

Failed File Level Validation: The file-level validation failed. The validation issues will be
listed on the File Upload Details form.

Failed Load Data Collection: There has been an error with the processing of this file, which
needs to be reported to CEPI.

Failed Load Staging Area: There has been an error with the processing of this file, which
needs to be reported to CEPI.

Max Retry Exceeded — Removed from Queue: There has been an error with the processing
of this file, which needs to be reported to CEPI.

Passed File Level Validation: The file passed the file-level validation checks.

Problems Processing TXT file: MSDS does not accept files with the TXT extension. Please
upload an appropriate file type.

Problems Processing ZIP file: The ZIP file uploaded was corrupt or contained invalid file
types.
Processed Successfully: The data in the Staging Area have been processed successfully.

Processing Bulk UIC Resolution: The data in the Staging Area are being processed for Bulk
UIC Resolution (100% match).

Processing Detailed UIC Resolution: The data in the Staging Area are being processed for
UIC Resolution.

Processing Field Level Validation: The data in the Staging Area are being processed for
field-level validation.

Processing File Level Validation: The file is being processed for schema issues, required
UIC, duplicate students and other file-level validation issues.

Processing Load Data Collection: The XML file is being loaded to the Data Collection area.

Processing Load Staging Area: The data are being loaded from the Data Collection area and
consolidated in the Staging Area.
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o Upload Failed: Something occurred between the client and the web server. This message
would not be expected except in catastrophic situations such as a hard drive failure at the

o Written to Queue — Available for Processing: The file was accepted and is waiting in the
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State ofMichigan.
o Uploaded Successfully: File was uploaded to the server.

queue for processing.

4. Clicking the Filter button will bring up a list of recently uploaded files.

File Upload Status

| 0 Your search yielded 4 result(s).

Filtered on Collection: (Fall 2009 General Collection 2009-2010)

Fall 2009 Pre release test of FTE Conflict 10/20/2009 File Processed  Linda S Ross
General Saline.xml 01:32 PM Upload Successfully
Collection uI
2009-2010
Fall 2009 GeneralCollection.xml 09/16/2009 File Processed  Doris Mann
General 10:24 AM Upload Successfully
Collection 9}
2009-2010
Fall 2009 Fall200%GeneralCollection200% 07/23/2009 File Processed  Training User
General -20101%:20-%:2041210%20-% 01:01 PM Upload Successfully
Collection 20EntitvDemographics2.1.xml uI
2009-2010
Fall 2005 Fall2009GeneralCollection2009 07/13/2009 File Processed  Training User
General -20101 - Ann Arbor Part 2.xml 12:53 PM Upload Successfully
Collection uI
2009-2010
10 |» D l:l Excel vI Export

The File Upload Status screen now shows data for all files that the current user has uploaded, plus any

files that may have been uploaded by a different user and made it to the staging area for which the
user has access to the submitting entity.
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Module 2 - Unit 3

Data Staging Area
Introduction

The first step of data validation is to review the field-level errors. If there are no errors, the collection
can be certified. To ensure consistencies between data in your local software system and the MSDS,
errors can be corrected locally and the file re-uploaded. Corrections can also be made manually using
the Staging Area Detail screen of the MSDS, after which the corrected data
can be downloaded from MSDS and imported into your local student

Manage Requests...
management system.

Student Data
Submission...
The second step of data validation is reviewing reports. There are many Upload File
reports available in the Staging Area to assist with error corrections. Please Uploaded Fil Status
review Module 3 Unit 6 for more information on the reports that are available Data Stagi
. ging Area
in the MSDS.

Student Data
Downloads...

The third step of data validation (after correcting errors and reviewing reports) [
is the Quality Review process. If the data are error-free and correct to the best
of the user’s knowledge, the collection may be certified. Certifying is the final LEIEES
step of the process. Certifying officially submits the data to the State and, Audit FTE...
while the data remain in the Staging Area, they are unavailable for editing or Grad Cohort._.
deletion. It is recommended that users run all reports and download the dataset ==y

prior to completing the certification process. A collection requiring
certification is not recognized by the State until it has been certified; however,
not all collections require certification. Once certified, a collection that only allows for a “single”
certification will no longer accept files for upload. Collections with a certification type of “single”
can be decertified at any time prior to the certification end date.

H

!

6
i
g
=

General Reports...

Certification Types:
1. Certification Not Required

Collections with this Collection Certification Type do not use the Quality Review process
and therefore are not certified.

2. Single Certification
Collections with this Collection Certification Type use the Quality Review process. After
certification, records remain in the staging area, but no further changes will be allowed.
3. Ongoing Certification

Collections with this Collection Certification Type use the Quality Review process. After
certification, records remain in the staging area, but no further changes will be allowed to
those certified records. Users can add/modify/certify additional records to the staging
area.

Last updated: 10/22/2012 Page 26 of 92



MSDS District User Training Manual

Data Staging Area

Discussion

It is required that you select at least one criterion to filter on in the Staging Area. After filtering by
Submitting Entity, a list of collections that you have permission to view is displayed on the Staging
Area screen. If your role allows editing, then errors in collections can be corrected on subsequent
screens. The Add New Collection button provides an alternative to file upload. See the “Add New
Collection” section for more information.

Your filtered results will have the following link options:
1. Collection Link

For all collection types, this link will display if there is a staging area for that collection.

2. Upload Link

For all collection types, this link will display if the collection is open.

3. Download link

For all collection types, this link will display if there is data in the staging area.

4. Delete Link

a.

For single certification collections, this link will display if there is data in the staging area
and the collection is open.

For collections that do not require certification, this link will always display.

For ongoing certification collection, this link will display if there is data in the staging
area that has not been certified and the collection is open.

5. Certify/Decertify Links

a. For single certification collections, the Certify link will display if the current date is on or
after the Certification start date. The Decertify link will display if the current date is on or
before the Certification end date.

b. The Certify and Decertify links will not display for collections that do not require
certification.

c. For ongoing collections, the Certify link will display if there is data in the staging area
that has not been certified and the collection is open. The Decertify link will never
display.

Procedures
Select Student Data Submission on the left-hand side. ]
1. Choose Data Staging Area ) .
] T i . The Staging Area allows districts
2. Enter your filter criteria and click the Filter button. to view their data by collection.

3. Click on a Collection name link to view the Staging Area

Detail for that collection.
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Staging Area

€D vour search vislded 1 result(s).

¥ = Required

Select your filter criteria...

Submitting Entity: Ann Arbor Public Schools (81010) Add New Collection

Collection: Fall 2005 General Collection 200%-2010 ~

Certification Status: Select One ~

Collection | Submitting Entity | Students | Certification Status|last Certified| | | | |Collection Open? | Certification Availablc?| |

Eall 2009 2Ann Arbor Public 16733 Certified 11/17/2009 Download Mo Ne
Senera 1 Schools (31010) 12:50:57 PM

Cellection

2009-2010

1o~ = P o 2 = xcel i Sport ]

Certification Status (which is displayed on the Staging Area screen) is changed only when a user clicks
the Certify link on the Staging Area grid or the Quality Review button on the Staging Area Detail
screen. Clearing up validation errors does not change the Certification Status until the Quality
Review/Certify process is run again. Certification status messages can be found in the Quality Review
section of this unit.

Staging Area Detall
Discussion

The Staging Area Detail screen allows users to correct errors on records and certify the collection,
depending on user permissions. The Staging Area Detail screen displays for single certification
collections (such as Fall General Collection) or collections where certification is not required (such as
Early Roster). Errors are issued when the data are not acceptable, and must be corrected before a
collection can be certified. Warnings are issued when information passes validation checks, but falls
outside the expected norm. For example, a warning will generate if a student is reported with a birth
date indicating s/he is 5 years old but in the 12th grade. The Certification Date column will display
the date and time the records were certified. This column will be blank for any records that have not
yet been certified. The table below lists possible field-level validation messages for a student record

in a collection:
Status Message Description
Errors Exist Field-level validation errors must be fixed before certification.
Error Free with Warnings Field-level validation errors should be reviewed to determine if

changes are warranted.

Error Free with No Warnings No field-level validation errors or warnings exist for the record

Pending Validation The record has not gone through field-level validation.

Processing Validation The record is currently being processed for field-level validation.

Processing Failed Processing of the record failed and should be reported to CEPI.
Procedures

To review/fix record-level validation errors or to review/fix warning messages, click on the Last
Name link of the student under review. To resolve UICs, click on the Requires Resolution link.
Information concerning each student will follow.
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Upload File

Data Staging Area Callection

lect your filter criteria

Uploaded File Status Submitting Entity: Ann Arbor Public Schools (81010)

2 | Direct Certification 2008-2010 v

Validation Status validation Reports
Errors Exist 33 [Select = report: ¥ |
R e Ei |SEIEct a fnrmat ”v \ Il
o
General Reports... o
ol
UIC Resolution Status UIC Resolution Reports
efuires olitio ol |[select a repart: ~| |
Match Found 3|
R P Bus Re : | Select a farmat: v‘_l
[ Rpor]
Staging Reports
|Select a report: 'vr\'
|ga;t a fnrmat: I 1
|
[ selectal | m [Delete Selected] [_2dd Direct | [s=arch/ add |

Your search yielded 2 result

=,
School Facility £ @_@ Date of Birth|Validation Status |Resolution Status|Certification Date

||:|
o
|

04/04/1995 Errors Exist Match Found

M 08/04/1985  Errors Exist Match Found

M 04/09/1993  Errors Exist Match Found

10w E_/ 1w L Excel | Expart

Note:

Note:

Last updated: 10/22/2012

Select Al Unselect All [ Delete Selected| Add Direct Search / Add

If student records are added, deleted or updated in MSDS using the online method,
then those changes should also be made in your local student software system to
ensure that your local system and the MSDS contain the same data for all your
students.

If student records in MSDS have been altered to a point that it would be easier to start
over, you can do the following: Within the collection, select all student records, (if
necessary, change the items per page, as only those records displayed on the page
will be selected), and then click Delete Selected. You may need to repeat this process
until all records you wish to remove have been deleted. If you wish to delete all
records from a collection and a large number of records exist, it is easier to delete
them all at once by going to the Staging Area screen and clicking the Delete link to
the right of the given collection name. In this case, the collection placeholder will
remain, but all student records will be removed.

Data can also be updated through another file upload. If student records are NOT
removed from the Staging Area, a subsequent upload will only work correctly if the
data uploaded are for the same district and school, the same collection, and the
student’s UIC, Last Name, First Name, Middle Name/Middle Initial, Last Name
Suffix, Date of Birth, Gender, and Multiple Birth Order are a 100% match. If records
are not removed from the Staging Area before another file for the same collection is
uploaded, records will follow the Append/Replace guidelines (see Module 2 Unit 2),
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which in some cases could result in multiple records displaying for the same student
in your Staging Area.

Students |Certification Status|Last Certified] =~ | | |  |cCollection Open?

17358 Pending Certification Upload Download Delete Certify Yes

Collection | Submitting Entity
|Fall 2011 S i

| General -8
| Collection - HS—.-
|2011-2012 G

(10 v ] ] of 12

UIC Resolution Status
Discussion

The MSDS application matches every submitted record against the Student Master Record table. The
fields used for matching include the First Name, Last Name, Date of Birth and Gender fields. The
MSDS may also use the UIC and the middle name/middle initial fields for matching if they are
provided in the submitted record. The fields in the submitted record are compared against the
corresponding fields in the Student Master Record table to determine if it is the same student. Based
on the fields used for matching, a score is calculated that determines how closely the submitted record
matches a record(s) in the Student Master Record table. The calculated score determines if a record
requires resolution. Records that require resolution necessitate user intervention to determine which
UIC should be associated with a student’s record. If no match is found, the system automatically
creates a new UIC. See Module 2 Unit 4 for procedures in resolving UIC issues. The table below lists
possible field-level validation messages for a student record in a collection:

Status Message Description
Pending Resolution The record is ready for UIC Resolution.
Match Found A match was found for the record in the Student Master.
Requires Resolution Multiple choices for matching were found for this record and will

require resolution.

Not Eligible for Resolution | The record requires resolution but the collection does not allow for it.

New UIC Generated No matches were found for the record, and a new UIC was generated.

New UIC Requested The record required resolution, and the resolver has requested a new
UIC.

No Match On the resolution screen, the user chose “No Match.” The possible

matches presented were not the student.

Processing Resolution The record is being processed for UIC resolution.

Used Previous Resolution The record was previously resolved for this collection and submitting
Result entity.

Requires New UIC Not No matches were found for the record, and a new UIC was required, but

Allowed for Collection the collection does not allow it.

UIC Request Denied The request for a new UIC was rejected on the Manage Request for UIC
form.

UIC Resolution Failed The UIC Resolution process failed. Select the records that failed and
click on “Rerun Resolution.” If the process fails again, please contact
CEPI.
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Quality Review — Certify Collection
Discussion

Quality review can be done at any time. It is important to note that new errors could display during
the Quality Review process. This is because the Staging Area is looking at field-level validation while
the Quality Review process is looking at collection-level validation. After all errors have been
corrected, the collection can be certified through the Quality Review screen. Warnings do not have to
be corrected but should be reviewed to be certain that the data reported accurately represents the
entity’s student population.

Certify Collection

Collection: Student Record Maintenance 2009-2010
Submitting Entity: Parma Elementary School (02965)
Certification Type: ongeing

Certification Status: Error Free with no Warnings
Errors:
Warnings:

The certification of this collection is ongoing. Certifying this information will remowve
these entries from the Staging Area. It is recommended that you run all of the reports
and download the dataset prior to completing the certification process.

DBV Checking this I confirm that this information is valid and correct to the best of my knowledge.

[ | [cancel| [ Download Dataset |

The table below shows the collection-level validation errors that may appear during Quality Review:

Status Description
This User Profile is Not The person attempting to certify the collection does not have the
Authorized For Certification Certifier Role in MSDS and cannot certify the collection.
Collection Certification Open — Quality Review is complete, and records with Warnings exist.

Warnings Exist

Collection Certification Open — Quality Review is complete, and records with Errors exist.
Errors Exist

Collection Certification Open There are no errors or warnings in the collection, and it is ready
to be certified.

Procedures

1. From the Staging Area Detail screen, click the Quality Review button. Or from the Staging Area
screen, click on the Certify link.

Staging Area Detail

Submitting Entity: Ann Arbor Public Schools (81010)
Collection: [Fall 2011 General Collection 2011-2012 v

Quality Review

Validation Status Validation Reports
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2. Choose whether to proceed by clicking OK or Cancel.
3. Download the dataset for review.

Note: You may also wish to retain this dataset for
your records. If no further changes are made
to this collection prior to certification, it is a

complete copy of your submission to the State.

Select OK to run the Quality Review for this
Caollection. Depending on the size of the Collection
this may take some time.

Remember that this file contains personal

student information and that wherever the data are stored, it must be secure.

Data Certification is a FINAL STEP in the
collection process. The State does not
recognize data as submitted until the
collection has been certified.

5. Click the Approve button.

Note: You do not have to return to the Staging Area
to continue certifying other collections.

Note:

When review is completed, check the confirmation box and click the Certify button.

Certify Collection

Student Record Maintenance 2009-2010
Parma Elementary School (02965)
Ongoing

Collection:
Submitting Entity:
Certification Type:
Certification Status:
Errors:

. ving this Collection and Submitting Entity will post this
Warnings: to the student master file.
The certification of

ormation is valid and correct to the best of my knowledge.

[y Checking this I c

The following table represents possible Certification Status Validation Messages for a collection:

Status Message

Description

Certified The staging area was certified

and is closed for further changes.

Certification not
Required

The collection is not available for Certification.

Certified — Ongoing The staging area was certified

enrollments, changes, exits and certification of updated data.

and the collection allows for new

Errors Exist

The staging area was processed through Quality
Review/Certification and errors were found.

Error Free with No
Warnings

The staging area was processed through Quality
Review/Certification and no errors or warnings were found.

Error Free with Warnings

The staging area was processed through Quality
Review/Certification and warnings were found.

Failed Quality Review

The Quality Review process failed due to an unexpected issue.
Please contact CEPI customer support.

Pending Certification

The staging area is available for certification.

Processing Certification

The staging area is currently undergoing the Certification
process.

Processing Quality

The staging area is currently undergoing the Quality Review

Review process.

Written to Queue - The collection has been placed in a queue and will be
Available for processed for certification in the order received.

Certification

Note:  The Certification Status is different from a Staging Area's Validation Status. Errors and

warnings at the field level are displayed under the Validation Status heading on the Staging
Area Detail screen. The Certification Status message is based on whether there are errors or

Last updated: 10/22/2012
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warnings on the Certify Collection screen subsequent to clicking Certify on the Staging Area
screen or clicking Quality Review on the Staging Area Detail screen.

Note:  Once a collection has been certified, the Staging Area Detail screen is updated to Certified
Data Detail. The certification date and time will display next to each record. The Delete
Selected, Add Direct, Search/Add and Rerun Resolution buttons will be disabled.

Ongoing Certification Detail
Discussion
The Ongoing Certification Detail screen allows users to correct errors on records and certify the

collection, depending on user permissions. The Ongoing Certification Detail screen displays for
ongoing collections like the Student Record Maintenance Collection.

Once records are certified, they will remain in the staging area. Users may continue to view the
records that have been certified. However, records that have been certified may not be edited or
deleted. Reports that are available on the Ongoing Certification Detail screen (Validation, UIC and
Staging reports) will include records that have been certified and records that have not been certified.

The Quality Review and . T
Certification processes are

Sabect your filter criteria... |
Submitting Entity Cencord Community Schoals (39090

the same as single
certification collections.
Once records have been
certified, they will be
included in the Certified
Reports.

The Certification Date
column will display the
date and time the records 5
were certified. This column E *
will be blank for any — i ey ——
records that have not yet  Co e e P e e e e

Mew LIS

been certified. . i S ¥ e )

Maw UIC Gensrated

Copy Selected to Staging

Discussion
Once records are certified, they will remain on the Certified Data Detail screen. If users need to
resubmit students who were previously submitted in an ongoing collection, they may use the Copy

Selected to Staging button. This button is only available for ongoing collections like the Student
Record Maintenance Collection.
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Procedures
ABCDEFGHIJKLMNOPQRSTIUVWXYZAI | Clearal | [ Filter..
Select All Unselect All i Add Direct Search / Add - -
Copy Selected to Staging |

‘our search yielded 26 result(s).

School T o R —
24 User Last - Date of Validation Resolytion Certification
Select Fac#lll Notes IC Name First Name Gender Birth Status Date
| Flug 1166868740 Bar Hershey M 03/18/2005 Error Free Match 2/2/2010
o with No Found 9:38:55 AM
) Warnings

1. On the Ongoing Certification Detail screen, select the certified records that you wish to copy
back into the staging area by checking the box to the left of each record.

2. Click on the Copy Selected to Staging button

3. Click on the Last Name link for each student and make all appropriate changes (such as the As of
Date, program exit information, etc.).

Rerun Resolution
Discussion

Users can be working in multiple collection staging areas at any one time. If a record is resolved in
one collection, it is not automatically resolved in another collection. Therefore, the system allows
users to select records that they wish to rerun resolution on. For more information on UIC Resolution,
please see Module 2 Unit 4 of this training manual.

Procedures
[ selectanl | [ unselect all_] [ Delete Selected] [ Add Direct | [ search/ add | [ Rerun Resalution |
[setccSchoal Factity & ser Notes] U1c] Lost Name) Firt Nam G| Dot of it Voladalion Statys|Besetution Statys|Certficaton Dotz
O Doe John 1] 05/05/19%0 Errcr_Frnace with No  Reguires Rescluticn
‘\ 10w =] 1w =] o Excel + | Export |
1. Select the records that you wish to rerun resolution on by checking the box to the left of each
record.

2. Click the Rerun Resolution button.

3. UIC Resolution will run on the selected records and the Resolution Status will update
accordingly.

Decertify Collection
Discussion

Once certified, a “single-certification” collection (not an ongoing collection) can be decertified if the
collection requires the input of more data, changes to data or the removal of inaccurate data. This
decertification process will be available until the certification end date.
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Procedures
1. Filter for the certified collection.
2. Click the Decertify link.

Collection @ Certification Status|Last Certified I-I-

Collection Open?

Fall 2009 Certified 8/17/2009 Cownlead DeCertify Yes
General 9142145 AM
Collecticn

2009-2010

3. Press OK if you wish to decertify this collection and Cancel if you do not wish to continue.

Note: Decertifying does not delete/remove ::ecerti Shes Sooing Aroa? —
- - Decertifying this collection will remowve this data
records from the COIIeCtlon- It Slmply from the certified database. Data will remain

H ’ ilable i Staging A f diti 5
removes the status of the collection’s B on want o comtinuey e for editing purposes
official submission to the State.

Once decertified, the collection will again
be open for file upload, manual addition or deletion of records, editing of records and
certification.

Note: A collection that has been decertified must go through Quality Review and the
certification process again for it to be considered officially submitted to the State.

Add New Collection
Discussion

A collection can be added manually from the Staging Area screen if necessary. Only those collections
the user has permissions for will be accessible in the Collection drop-down list.

Procedures
2. Click the Add New Collection button. ~Submiing Enty: | | (i) (AN caiegian]
3. On the Add New Collection screen, choose
the desired collection from the drop-down list. Add New Collection
4- Press the Add CO“eCtion bUtton- The CO“eCtion *1. Choose Submitting Entity: ‘Lansing Public Schoal District (33020) ‘
for the entity will be added to the list in the Staging
A *2. Select the Collection you want created:
rea. [select Collection v
5. The Staging Area page will load, allowing you to
access your new collection. The staging area for
the collection that was added will be empty.
6. Click the @-_--
CO”eCtion name ‘ﬁjerguest E:g:lﬁ::dtmn not Upload Download Delste res
- 2009-2010
link to add Eall 2009 Pending Certification Upload Certify ves
student data to ‘gggg&gigfo
the collection. | (10 | = L] [Excel v [Export ]

The collection is
empty until student records are manually added or a file is uploaded to the collection).
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ABCDEFGHIJKLMNOPQRSTUVWXYZAI | clearal | | Filer... |

| Select All | | Unselect All | |DeleteSe|ected| | Add Direct | |Search;’Add|

The search criteria that was entered returned no results.

| Select All | | Unselect All | |DeleteSe|ected| | Add Direct | |Searu:h."Add|

7. You may click the Add Direct button or the Search/Add button to manually place students in the
collection. Directions follow for each.

Student Add Direct

Discussion
Add Student
The manua' addition a"OWS If Collection is not filled in automatically then one must be selected in order to access the Submitting
student information to be manually |-z
entered instead of uploaded in a e gt —— '

file. Core fields (denoted by a red i e | |

mMiddle Name: [ |

asterisk “*”) are required. The UIC | mtiete sirth oraer: |
Date of Birth: | 21 P =T s

is required on all collections except | s=ra=r: Eefeaconderm

the Request for UIC and Early i | |

Roster CO“eCtionS. [Submit ] [Submit/add Ancther | [ Submit/Ge Te Details | [ Cancel |
Procedures

1. Click on the Add Direct button from the Staging Area Detail screen.
2. Enter all required information. Characteristics that are marked with a red asterisk are required.
3. Once the information for the student has been

entered, choose one of the following options: Add Student

a. CIle the Subm |t button to d Isplay the IEfnﬁtuJ\.e:tmn is not filled in automatically then one must be selected in order to access the Submitting
Staging Area Detail Screen. : zoﬁ:gtl:ui:d Fall 2011 General Collection 2011-2012

b. Click the Submit/Add Another button to “Last Nams: [pustey |
submit this student to the collection and add 7> ‘
another student record. Viddle Name: | |

Multiple Birth Order: |D ‘

c. Click the Submit/Go To Details button to fill ..o s [asiisss | (woosrer)

in additional component and *Gender: wa o
characteristic/field data for the student. *Submitting Entty:  Alma Pusli: Scheo's (22010)
4. Once the record has been added to the Staging o |smlﬁ?fb:?f;dmhy\ \sm.umm.L\ =
Area Detail screen, click the student’s last name
link. This will display the Staging Area Maintain
screen.
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5. Enter known student information on all
appropriate tabs. The asterisks indicate

Submitting Entity:  Alma Public Schools (29010)

what information is required for the chosen  cstestion: Fall 2011 General Collection 2011-3012

PEPE District:

collection. When entering dates, slashes or = suians:

dashes may be used. (Format: o e S %
6. Click the Submit button.
7. Any errors or warnings will appear below ™
the student information. Correct all errors, ~— [Fe=ltess (sesacommmen L sidcomsman
Review warnings and make pertinent pmg/i"m;ml:lﬁ L Coremert temershe |
corrections, then click the Submit button “Operating District Number: @[ |
again to refresh the data.
Enrollment g;:;:z:t Exit A required characteristic is missing. () —g:aersg‘érrl|§|i)f: Status

required for this
collection.

Membership Date of Count Required if Collection Certification Date of Count is
Period = Fall, Spring, or EQY. (257.89.2) blank.
Membership Student A required characteristic is missing. () The Student
Residency Residency

characteristic is
required for this
collection.
Personal ity If the collection is a certified collection The City is blank.
Demographics and if the Homeless Demographics
component is submitted, City may be
blank, else required. (210.289.1)

Student Search/Add
Procedures

1. Click on the Search/Add button | sgcoErgHIIKLMNOZQRETUVHXYZAL

from the Staging Area Detail ~ -~ —
screen. [ seltal | [ Unseletal | ] || AddDiect | [ Seawh/Add |

2. The Student Search screen will load. Student records can be searched by UIC or by core fields
such as name, gender and date of birth.

Student Search

Select vour filter criteria..

> Search By UIC [ 1
O search By Core
Ficlds
Last mame: [ | & Begins & contains
Last Name Suaffisx: [ |
First Mame: [ ] & Begins & contains
Middle Mame: [ |
Date of Birth vear: —
Date of SBirth Month: | | [ show Direct Certified
Date of Birth Day: | | (likely to increase the time for the search)
Semclerrs [ search using match criteria (begins/contains
ignored)
Multiple Birth Order: | |
[add Direct | [canc=l |

3. If you would like to add the student to the Staging Area, click on the Select Student button from
the search results.
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Student Search

| 0 Your search yielded 1 result(s). |

Filtered on Last Name{carpentar®a), First Name(james®), Birth Year{1996), Birth Month{09), Birth Day(19)

Student UIC Middle Name | Date of Birth @ Multiple Birth Order
E—— : 0

09/19/1996 M

= [EE] L Ll

4. The Add Student screen is displayed with the information from Student Search. Choose one of the

following options:

a. Click the Submit button to
display the Staging Area Detail

Add Student

Screen IEfngtoJ{e:tmn is not filled in automatically then one must be selected in order to access the Submitting
b- C"Ck the SmeIt/Add AnOther z;nﬁ:gtli.:r:d Fall 2011 General Collection 2011-2012

button to submit this studentto =~ st veme: [Hundey |

the collection and add another "% };' |

student record. Vidle Narme: [ |

. - - Multiple Birth Order: |U |
c. Click the Submit/Go To Details " " Eiiss ] tmwiooreo)

button to fill in additional *Gender:

component and *Submitting Entity: iﬁ:;c:u?l"f;i‘;‘;:::’;g;;ﬂt‘w o
characteristic/field data for the “uie: 1234557980 |
Student [submit] [Submit/Add Another] [Submit/Go To Details | [ Cancel]
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Download Dataset from Staging Area
Discussion

Another option on the Staging Area screen is to download a dataset. This option allows for all data
currently in a collection’s Staging Area to be downloaded to the specified local computer.

Staging Area
0 Your search yielded 3 result(s). |
* = Required
*Submitting Entity: |Ann Arbor Public Schools (81010) | | Filter | | Add Mew Collection |
Collection @ Certification Status|Last Certified -_-- Collection Open?
Reguest for B75 Certification not Uplead Download Delete fes
UIC 2009- Required
2010
Student Certified - Ongoing 10/14/2009 Upload Certify Yes
Record 2:38:22 FM
Maintenance
2009-2010
Eall 2009 704 Pending Certification Upload Download Delete Certify Yes
General
Collection
2005-2010
10 & = = Excel % | Export

The table below shows the status of the file requested for download.

Status Message Description

Pending The download request is in the processing queue.

File Generation In Progress | The file is being created for download.

Ready for Download The file has been created and is ready for download.

File Generation Failed An error occurred during file creation. If you receive this
message, try to download again and then contact CEPI customer
support if it fails again.

Procedures

1. Click the Download link next to the

collection you wish to download. The : !

Download Dataset screen will display. | "~ s R 15134 Hyte s
2. Downloads from the Staging Area are e

only available in XML format. The
Data Location will populate appropriately based on whether or not the data are certified. Click the
Start Download button. You will be prompted to go back to the Staging Area or to Downloads.

File Creation Started
File creation has been successfully started. Press
‘To Staging' to return to the staging area, or 'To

3. Click on the To Downloads button. | e e i .

. The DounioadSats sceen il

list all of your previous
: ey o
downloads and their status. The T e e

. . . Educational Service uic 2009- Downlaad 10:23:09 AM m_gj_!.?_;n’gg,:l o - lQ_-
system will generate the file in x T —

Agmncy(03000) 2010 2- ==
02 _AM.zio

. l::vonln Ara;n:% u;é‘;cj" ';s- Staging ::w!nl‘: u:.; :gz:;/:gu:ﬂ Marie o
the background allowing you to R ST S eeT o m e

continue using the MSDS while  Feiie =l S S TH,
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you wait for the file to be created. The Download Status screen automatically refreshes every two
minutes.

Once the file is ready for download, the file link will be active and you can click the link to
download your file. You can also download files that were previously generated without having
to wait for the system to recreate the file.

Click on the file name from Download Status screen to download your file.

All downloads are zipped. You will be prompted to Open or Save the data download. If you are
using Windows XP or later, simply double-clicking the file will open it in Windows Explorer just
like a folder. Other software programs (such as WinZip or FreeZip) may be better suited to your
needs.

Note: For collections with more than 20,000 records, the zip file will be broken into 10 separate
files by first letter of the students’ last name.

Student Data Downloads
Discussion

Datasets may also be downloaded from the Student Data Downloads menu.

Procedures

1.

8.

From the Download Status screen click the Request New Download button.

profiie; Local Suger usse A- | At

Download Status

T ]

Certified Data
Heports_.

General Reports_. 5

Enter the submitting entity.

Select whether you want a dataset of your
current staging or certified data. submiting Entity:  (2)]

The collection drop-down will appear. Only ~ bata Loztion: Ostging Ocerited (3)
collections that are available for download

will display in the drop-down. Select the
collection. @

The XML format will automatically display. XML is the only download option available.
Click Start Download to proceed with the data download.

When you download a dataset, it generates the file in the background so you’re free to continue
using the MSDS while you wait for the file to be created.

The Download Status screen, accessible from the Student Data Downloads menu, lists all of your
previous downloads and their status (file generation in progress, ready for download, etc.). This
screen automatically refreshes every two minutes.

Once the file is ready for download, the file link will be active and you can click the link to
download your file. You can also download files that were previously generated without having
to wait for the system to recreate the file.

Click on the file name from Download Status screen to download your file.

Download Dataset
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Note: All downloads are zipped. You will be prompted to Open or Save the data download. If
you are using Windows XP or later, simply double-clicking the file will open it in
Windows Explorer just like a folder. Other software programs (such as WinZip or
FreeZip) may be better suited to your needs.
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Module 2 - Unit 4
UIC Resolution

Introduction

Each student is assigned a permanent, unique and secure number that moves with the student from
grade to grade and school to school over the course of their academic career. This is the Unique
Identification Code (UIC). UIC Resolution is the process of ensuring that each student is correctly
associated with a particular UIC. To ensure quality data, the MSDS requires that every record have a
valid UIC prior to certifying.

It is important to note that nonpublic school users who are submitting student records in the Early
Roster Collection for the purpose of Direct Certification do not have permission to resolve UICs.
Nonpublic school users can add students to their Early Roster Collection, and the system will find a
match or create a new UIC if no match is found. However, if the system finds a possible match and
the record requires resolution, a nonpublic user does not have permission to resolve that record or
request creation of a new UIC. Therefore, nonpublic users should have the family of the student who
does not have a UIC assigned complete the Free and Reduced Price School Meals Family
Application.

Discussion

The MSDS application matches every submitted record against the Student Master Record table. The
fields used for matching include the First Name, Last Name, Date of Birth and Gender fields. The
MSDS may also use the UIC and the middle name/middle initial fields for matching if they are
provided in the submitted record. The fields in the submitted record are compared against the
corresponding fields in the Student Master Record table to determine if it is the same student. Based
on the fields used for matching, a score is calculated that determines how closely the submitted record
matches a record(s) in the Student Master Record table. The calculated score determines if a record
requires resolution. Records that require resolution necessitate user intervention to determine which
UIC should be associated with a student’s record. If no match is found, the system automatically
creates a new UIC.

When records require resolution, the user has the following options:
Keep This UIC: The user can choose to keep the UIC of the submitted record.
Use This UIC: The user can choose to use a different UIC than what was provided on the
submitted record.
Request New UIC: The user can choose to request a new UIC.

Procedures

1. Choose the Requires Resolution link of the student under review from the Student section in the
Resolution Status column of the Staging Area Detail screen.

| Select All | | Unselzct All ‘ |De|eteSeIected‘ | Add Direct ‘ |Search_-'-—"\dd| |RerunRescIut\cn|

Filtered on Last Name: (D)
Your search yielded 1 ecult

M School Facili M@@ Date of Birth|Validation Status | Resolution Status | Certification Date

Doe John M 01/01/1995 Errcr Free with No  Requires Resclution
Warnings

10 v [] ot B Excel v [ Export]
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2. Review the student

records presented as o T s

[{=51

possible matches. All o s SRlpg (Sn= mmteh — = mavhe minimum but o matches =
- - Report Format: [Select a format: =

possible matches will ' = —

appear. This could be a 7 —

single match or several. Sic T Soiralases

Linked UICs

Student First Mame John aoHM
Student Middle Name

Student Last Name Doe DOE
Student Last Mame Suffix

Date of Birth o1/01s1995 o1/01/199a
Gender Code ra ra
Multiple Birth Order o o
Racial/Ethnic Code

Student 1D Number Doeo1
Cperating ISD/ESA Mumber

Operating District Number 22300
School or Facility oisio

08/30/2004

19

Sountry of Sirth
vear of Entry
Street Address

Street Address 2
ity

State

Zip Code

3. Determine which UIC _
should be associated with the student and select Keep this Do you want to replace the Student Master record

UIC or Use this UIC. The UIC that is selected is now normation with the information from your
associated with the student’s record in the staging area.

4. When selecting Keep this UIC or Use this UIC, the user will be prompted (if they are a PEPE or
no PEPE is assigned) to update the Student Master Record.
Selecting Yes updates the Student Master Record of the UIC | 0o you want to replace the core fields with the
selected in step 3 with the information from the submitted Student Haster record information for this submitted
record. Selecting No does not update the Student Master
Record but still associates the selected UIC with the
student’s record in the staging area. The user will then be prompted if they would like to update
the staging record with data from the Student Master Record.

Note: If there is a PEPE assigned to the student and the submitting entity is not the PEPE, then
the user will only be prompted to update the staging area with data from the Student
Master record.

Note: Warning messages may appear depending on the record selected.

Fesolving to a UIC with a =core of less than 50%.

Are you sure?
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5. Upon resolution choose to continue to the Next Record or go Back to List.

Request Completed

Resolution succeeded.
[ Next Record |

6. For records where none of the UICs presented are the correct UIC for the student, select Request
New UIC.

7. When a new UIC is requested, a justification is required. The following form will appear to be
filled out and submitted:

UIC Request Comments

Student Name: Akeia Carr

Reason: I have confirmed with the district associated
with the possible match, that these are in fact
two different students. Flease generate a new
UIC for my student. Thank you

8. Requests of this nature are placed in a queue for the MSDS UIC lead to review. The request will
be approved or denied based on the information submitted in the request. You may review your
request and the status of your request on the Manage Requests for UIC screen. See Module 3 Unit
1 for more information on how to navigate to this screen.
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Module 2 - Unit 5
UIC Linking/Unlinking and Requesting to Split Student History

Introduction
The MSDS application allows the linking of students’ records when it has been discovered that a
student has been assigned two UICs. Linking UICs merges multiple records and the history associated
with those records. When linking has occurred in error, users are able to request through CEPI to
unlink UICs and the splitting of the records’ history.

Requesting to Link UICs

Discussion
Users may find that the same student has been assigned more than one UIC. When this occurs, it is
important that the user requests that those UICs be linked. Linking UICs allows the history of those
student records to be tied together. Linking also allows students to be appropriately tracked over time.
The ability to accurately track students over time is the central requirement for calculating the
graduation and dropout rate. Linking also reduces the burden on UIC Resolvers, as the system only
matches against the primary UIC of a linked set of UICs. A system administrator will review and
approve/deny every linking request based on the information provided in the request. For more
information on how to review your linking request once it has been submitted, please see Module 3
Unit 1.
Users can request to link UICs from the Student History screen. This screen is accessed from several
screens, including the Student Details, FTE Conflict Detection and UIC Resolution screens.

Student History

MName: Jacob Cwgas UIcC: 5380850010
. Date of Cohort

Gender: M Birth: 11/04/1994 Status:

Secondary

Ulce: e

Last PEPE

Updated: District:

Orig. Cohort PEPE

Year: Building:

Cohort Year:

Exp. Grad

Year:

Action: |Reque5t to Link V|
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Procedures

1. From the Student History screen, select Request to Link from the Action dropdown list.
2. Click the Go button.

The Student Link Request form allows users to request to link up to six UICs.

Student Link Request

m Middle Name PEPE District | PEPE Building | Cohort Year | Primary

[eas0es0010 | o @)
L 1® o
— .
I | O
— -
— o

*#Justification: | @

| L | | Cancel |

Enter each UIC you wish to link in the UIC column.

Choose the radio button for the primary UIC.

Add a reason for the linking request in the Justification text box.

Click the Validate All button to confirm that you are requesting to link valid UICs.

Click the Submit Request button.

Linking requests are placed in a queue for the MSDS UIC lead to review. The request will be

approved or denied based on the information submitted in the request. You may review your

request and the status of your request on the Manage Linking Requests screen. See Module 3 Unit
1 for more information on how to navigate to this screen.

© N o ok w

Requesting to Unlink UICs
Discussion

Occasionally, UICs are linked and later determined that the UICs belong to two different students. If
this situation occurs, users should request to unlink the UICs and split the history of those records.

Splitting the history of two previously linked UICs assigns the appropriate history record to the
correct UIC.

If you determine that UICs have been linked in error, please contact CEPI customer support at
CEPl@michigan.gov or call 517-335-0505 x3. Please provide your name, telephone number
(including area code and extension), district code and district name (if applicable), along with the

UICs and the reason why you believe these UICs have been linked in error. CEPI will send an email
once the UICs have been unlinked.
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Module 3 -Unit 1
Managing Data

Manage Requests
Introduction

The MSDS allows users to request changes to student records. Requests
submitted by users are reviewed and approved/denied by a System Manage Requests...
Administrator based on the information provided in the request.

Manage Linking

Manage Requests for UIC Requests
Discussion R o =SS Linking
Each student in the MSDS is assigned a UIC. UIC Resolution is the E":Qiﬁ': - Cohart
process of ensuring that each student is correctly associated with a pr———
particular UIC. During UIC Resolution, users may determine that none E e ——
of the possible matches returned by the system are the correct UIC for Student Data
their student. Therefore, users will need to request a new UIC for their Downloads
student. For more information on UIC Resolution, please see Module 2 Search
Unlt 4, gertiﬁ.:‘l—z;l Data
epo —

When a request for a new UIC is submitted it will display under the Grad Cohort...
Manage Requests for UIC menu. The System Administrator reviews
these requests on a daily basis and approves/denies based on the General Reports...

information provided in the request. If your request is approved, a new UIC is created. The new UIC
is assigned to the student’s record and can be viewed on this screen or in the staging area in the
collection that the user requested the new UIC.

Procedures
1. Choose Manage Requests for UIC from the Manage Requests menu.

2. Choose one or more of the criteria below to locate the desired student(s) and then click the Filter
button.

UIC Request Summary

Select your filter criteria...

First Name: | | Last Mame: | |

Requested By:

|
District: | |
|

Building: |
Status: (all) e
Reqvest Date From: | ]z=m e [ g

Response Date From: [ | S

Clear

3. Once your filter results have been returned, you may click on the Details button to review your
request. This will bring up the UIC Resolution screen for that student.

4. Use the Back and Next buttons to move to the next request.
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Notes:

e Once the System Administrator has approved or denied your request, the Details
button is disabled.

UIC Request Summanry

Request Date From (06/23/2010), Request Date To (06/25/2010)
Western
Requecst for Sch |
Doe John 01/01/1995 UIC 2009- chao
Z010 Dlstrlcif
{38010)
Reguest I hawe confirmed with the district associated with the possible Cretails
Ju=c1|:iFic_E|ticn' match, that these are in fact two different students. Please
= ' generate a new UIC for my student. Thank wvou
Apprower
Motes:
FRequested Bv: Meghann E Omo Reguest Date: 06/24/2010
Response By: Rezsponse Drate: Status: Mew
10w = ) =]

e Requests will remain in a new status until the System Administrator has reviewed
and approved or denied your request.

e You will need to filter the list to review the status of your requests. Approved or
denied requests are no longer removed from the list. They remain in the list to allow
users to track previous UIC requests.

Manage Linking Requests

Discussion
Users may find that the same student has been assigned more than one UIC. When this occurs, it is
important that the user requests that those UICs be linked. Linking UICs allows the history of those
student records to be tied together. Linking also allows students to be appropriately tracked over time.
The ability to accurately track students over time is the central requirement for calculating the
graduation and dropout rate. Linking also reduces the burden on UIC Resolvers, as the system only
matches against the primary UIC of a linked set of UICs. The System Administrator will review and
approve/deny every linking request based on the information provided in the request. For more
information on how to request to link UICs, please see Module 2 Unit 6.

Procedures
1. Choose Manage Linking Request from the Manage
Requests menu.

2. Choose one or more of the criteria below to locate the !
desired student(s) and then click the Filter button. e >

3. Once your filter results have been returned, you may review
your requests to see if they have been approved or denied by
the System Administrator. Approved/denied status is shown ... o
in the bottom right hand corner of each request. =

Resubmitting Denied Linking Requests

Discussion
You may resubmit a denied request with more information. Once a request has been denied, the
Resubmit button is activated.

Procedures
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L Addscitionl informatio
the Request Justification text

bOX Status (Approwved), Request Date From (06/23/2010), Reguest Date To (06/25/2010)

e —
2. Click on the Resubmit button. | I S

Grosse Grosse
Ile Il=

b M H 'II d 7727916969 DCE JOHM 01/01/1994 Township Middle @
3. Resubmitting will produce a e Sevesi
Success message near the tOp 4164140895 Doe Johnny 01/01/1994
- Same student. e —
of the screen in green. Sistieation:
Approver Request approved. _
MNotes: e
Requested By: Meghann E Omo Request Date: 06/24/2010
Response By: Meghann E Omo Response Date: 06/24/2010 Status: Approved
Trem=per poger IR T B rage BRI o T ————

Link Request Summary

| 0 Request successfully re-submitted.

Filtering Linking Requests
Discussion

You are also able to filter your requests by clicking on the Filter button at any time. Filtering allows
you to view your linking requests that have been approved or denied.

Link Request Summary

Select your filter criteria...

Requested By: | |

Diistrict: | |

Building: | |

Status: (Al e
Submit Date From: I:I ﬁ To: I:I -
Approve/Denied From: |:| ﬁ;:ﬂ To: |:| T
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Procedures
1. From the Link Request Summary page, click on the Filter button.
2. Enter the fields you would like to filter.
3. Click the Filter button.

Manage PEPE Changes
Discussion

Users may find that the PEPE district or PEPE building for a student is incorrect. The Manage PEPE
Changes screen will display those students for whom a PEPE change has already been submitted.
This screen allows users to review the status of their requests. The System Administrator will review
and approve/deny every PEPE change request based on the information provided in the request. For
more information on how to request a change to a student’s PEPE, please see Module 3 Unit 2.

NOTE: The Manage PEPE Change link is only available from mid-July to mid-September.

PEPE Change Summary

Select your filter criteria...

First Mame: | Last Name: | |

Reguested By:

|
|

District: | |
|

Building:

Status: (&l »

Request Date From: l:l ,;_u; To: |:| .:jjg
Response Date From: l:l ‘ﬁ;ﬂ To: |:| ,:jj;

Procedures
1. From the PEPE Change Summary screen, click on the Filter button.
2. Enter the fields you would like to filter.
3. Click the Filter button.
4

Once your filter results have been returned, you may review your requests to see if they have been
approved or denied by the System Administrator. Approved/denied status is shown in the bottom
right hand corner of each request.
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Manage Cohort Requests

Discussion

There are a few instances where a student’s cohort year may be incorrect. The MSDS allows users to
request a cohort year change to individual students at certain times of the year. For more information
on how to request a change to a student’s cohort year, please see Module 3 Unit 4.

Procedures
1. From the Cohort Request Summary screen, click on the Filter button.
2. Enter the fields you would like to filter.
3. Click the Filter button.
4

Once your filter results have been returned, you may review your requests to see if they have been
approved or denied by the System Administrator. Approved/denied status is shown in the bottom
right hand corner of each request.

Cohort Request Summary

Warren Warren
Consclidated

Mottt

111111111 Doe John OL/OL/1994 Schools High 201z 201z
(soz30) School
i (00645)
Request S;tuzcoligt was misreported in the 9th grade. Correct cohort wvear
Justification: = -
Approver
MNotes:
Requested By: Meghann E Omo Request Date: 056/24/2010
Response By: Response Date: Status: Mew

10 | = |1~ (=]
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Module 3 - Unit 2

Primary Education Providing Entity (PEPE)
Introduction

The PEPE process identifies the Primary Education Providing Entity for each public school student
submitted in the MSDS and is used in assigning accountability for graduation cohort and Adequate
Yearly Progress (AYP) determinations.

Students that are submitted with nonpublic or homeschool residency codes are not assigned a PEPE.

Only an authorized user for the district that is identified as the Primary Education Providing Entity
(PEPE) for a student can update that student's master record data (Personal Core characteristics). For
students who do not have an assigned PEPE, any user may update the master record.

CEPI determines PEPE based on the fall, spring and end-of-year (EQY) general collections and the
SRM Collection in the MSDS. For the general collections, the process to update PEPE is run after the
collection closes (not when the district certifies). For the SRM Collection, PEPE is updated upon the
collection being certified.

Below are the rules used to determine how PEPE is assigned to each public school student:

e If astudent is reported as continuing (exit status "19") by only one entity for a given MSDS
collection cycle, then that district and building becomes the PEPE.

o If astudent is reported in multiple entities in a collection, the entity which reported the
greater proportion of full-time equated (FTE) membership is the PEPE.

o If the exit status for a student equals 01, 02, 03, 04, 05, 06, 20, 21, 40 or 41, this is considered
a terminating exit status, and PEPE is assigned to the entity in which the terminating exit
status was reported.

o If the exit status for a student equals any exit code other than those referenced above, PEPE
remains with the last entity that reported the student as continuing.

o When both a Unique Education Provider (UEP) and a school report a student, the school will
be the PEPE for the student. However, if only a UEP (e.g., Career and Technical
Education entities and Michigan Math/Science Center buildings) reports a student, it
will be the PEPE for the student.

e If a PEPE district and building cannot be determined, the record goes into resolution within
the MSDS, and a System Administrator will determine PEPE. CEPI will utilize the
previously accountable district/building's code until a new PEPE can be assigned.
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PEPE Reports
Discussion
District level users can produce reports concerning accountability or a summary of changes.

These reports are available for users to determine the PEPE status for their students submitted in a
particular collection.

The following reports are available:

PEPE Resolution Required: This report lists students for whom the MSDS could not determine a
PEPE district or PEPE building. The state-level MSDS PEPE lead will need to determine which
entity should be assigned as the PEPE.

Submitted Records without PEPE Assigned: This report lists students who have not been assigned a

PEPE.
PEPE Reports
¥ = Required
*Report: Select Report e

*Report Format: Select Format el
*Collection: Select Collection el

F=Zubmitting Entity:

Procedures
1. Choose PEPE from the navigational menu, then PEPE Reports.
2. Choose a report, format and collection from the drop-down lists.
3. Enter a district code or district name. The system will automatically display districts which
match entered text. If more than one district name is displayed, select the appropriate district.
4. Click the View Report button.

Request PEPE Change

Discussion
There may be times when the data do not reflect the correct accountable entity for a student, such as
for students with equally split full-time equivalency (FTE). The best way to update the PEPE for a
student is for the district claiming PEPE to certify a continuing record for the student through the
SRM Collection. During the Graduation Rate Appeals Window, requests may also be made to change
PEPE assignments through the online Student History screen.

When a user determines that the PEPE for a student needs to be updated, the user can request a PEPE
change in the MSDS. PEPE changes can be requested through the Student History screen. Requests to
change PEPE are approved/denied by a System Administrator.

NOTE:  The Request PEPE Change feature is only available during the Graduation Rate Appeals
window (mid-July to mid-September).
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Student History

Name: Bertha Jones UIcC: 2648220675
. Date of Cohort

Gender: F Birth: 04/04/1995 Status:

Secondary

ree: [Tl |

. PEPE

Last Updated: District:

Crig. Cohort PEFE

Year: Building:

Cohort Year:

Exp. Grad Year:

Action: Request PEFE Change

Procedures

1.

AR S

From the Student History screen, select Request PEPE Change from the Action drop-down.
Click the Go button.

Enter the district and/or building you are requesting the student’s PEPE to be changed to.
Enter your justification for the change.

Click the Submit Request button.

Requests are placed in a queue that the MSDS PEPE lead reviews and approves or denies based on
the information submitted in the request. You may review your request and the status of your request
on the Manage PEPE Changes screen. See Module 3 Unit 1 for more information on how to navigate
to this screen.

Request a PEPE Change

First Name Bertha

Last Name Jones

uIic 2648220678
Date of Birth 4/4/1995
Gender F

PEPE District

Current

Requested | ‘

*Justification

Submit Request

If you receive an error message, it will also provide you with a reason for the error.

Request a PEPE Change

6 District or building reguired. |

Last updated: 10/22/2012 Page 54 of 92



MSDS District User Training Manual

Once you have provided all required information, you will see a success message in green.

Request a PEPE Change

| @ Request was saved successfully.

View the summary of change requests by filtering on the appropriate fields.

PEPE Change Summary

Select your filter criteria...

First Mame: l:l

Requested By: | |
District: | |
Building: | |
Status: (&I ~

Submit Date From: l:l ﬁ

Approve/Denied From: l:lﬁ

S —
To: l:lﬁ
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Module 3 - Unit 3

Audit FTE and Audit Narrative
Introduction
Student full-time equivalency (FTE) data are collected during the Fall and Spring

General Collections as defined according to the State School Aid Act. The FTE Manage Requests... 1
data submitted in those two collections must be audited and adjusted as E—
necessary. The purpose of the audit is to ensure that the correct FTE is being Submission...

claimed when school districts submit student records. The MSDS and audit Student Data
processes produce a publicly available FTE report known as the unaudited Downloads-
DS4061 or the audited DS4120. This report displays the FTE counts grouped by feis

various categories. During the audit process, these initial numbers are reviewed
and confirmed by intermediate school district (ISD) auditors. Each school district
is desk audited each year; buildings within the school district are audited once in

either a two-year or four-year period. Audit Form
FTE Conflict Detection

For more information on pupil membership audits, please reference the Michigan Bk

Department of Education (MDE) Pupil Auditing Manual
(http://www.michigan.gov/mde/0,1607,7-140-6530_9091-34231--,00.html) or contact Naomi
Krefman (517-335-6858 or krefmanN@michigan.gov) in the MDE Office of Audits.

The MSDS allows users to resolve FTE conflicts and adjust FTE counts.

FTE Conflict Detection
Discussion

The FTE Conflict Detection feature operates on both staging and certified data and detects instances
where a single student (UIC) is reported with more than 1.00 FTE. This feature will identify each
student (UIC) where the total General Education and Special Education FTE exceeds 1.00 as reported
by all districts. If the district wishes to make changes to the data they would be either routed to the
appropriate student record in the staging area, or (if the collection has been certified) they must de-
certify and resubmit the collection.

FTE conflicts occur for two reasons:

1. Type 1: Two different students are using the same UIC. This conflict can be resolved by
changing the UIC for one of the students or requesting a new UIC.

2. Type 2: A single student is submitted by multiple districts for a total of more than 1.0 FTE.
This conflict can only be resolved by adjusting the submitted student record (prior to the
collection closing), or via an audit adjustment (after the collection has closed).

Type 1 Conflicts: UIC

A Request New UIC button is available on the FTE Conflict Detection screen. This button will be
available even after the collection closes. As with the normal Request for UIC process, the user must
provide detailed justification as to why a new UIC is required and submit the request. Once the
request is approved by CEPI, a new UIC will be generated and the conflict will be removed from the
screen. The new UIC will be changed on the submitted record and will be reflected in the staging and
certified data reports.
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Users will also need to request that the student history be split so that each student record is
associated with the correct UIC. This is done by sending an email to CEPI Customer Support at
cepi@michigan.gov, with “Student History Split Request” in the subject line. Please provide the
incorrect UIC that was used and the new UIC that was created. If the student in conflict that was
submitted with the incorrect UIC already has an existing UIC, please do not request a new UIC for
the student. The request will be denied.

Users will also need to update their local student information system with the new UIC. This step is
critical to ensure that the same conflict does not reappear in a future collection.

Type 2 Conflicts: FTE

The conflict resolution window will be available from count day through the seventh Wednesday
after count. Users may continue to decertify and resolve any FTE conflicts while the collection is still
open.

It is important to note that there is not a penalty for unresolved FTE conflicts. If you have remaining
conflicts after the collection closes, please take the following actions:

1. Discuss any remaining FTE conflicts with your ISD auditor.

2. Determine with your auditor if the conflict requires the issuance of a new UIC (Type 1
Conflict above). If so, you can request the new UIC directly from the FTE Conflict Detection
screen.

3. If the FTE conflict is the result of a single student (UIC) being reported with more than 1.00
FTE with another district, you need to resolve the issue with your ISD auditor, including
providing any necessary documentation to verify enroliment.

There is a nightly process that populates this form. As more districts submit their data, more students
may be listed as having an FTE conflict with another district. Therefore, users will want to review this
form frequently for any new conflicts that have occurred due to another district submitting data.

FTE Conflict

School Year/Collection: | Fall 2011 General Collection 2011-2012 ~
District: Ann Arbor Public Schools (81010)

Reflects updates made through November 6, 2011
Claimed By GenEd SpEd52 SpEd53 FTE GradeOrSetting Resident District Status Adjust Claim

2013970070 Ann Arbor 1.00 0.00 0.00 1.00|01 81010 Staging Request New ULC
Public
Schools /
Bac
Elementary
School
(81010 /
02303 )

2013970070 | s senn Leland 1.00 0.00 0.00 1.00|01 45020 Certified Request New UIC

. Public

School
District /
Leland
Public
School
(45020 /
02155 )

1. Choose Audit FTE from the navigational menu, then FTE Conflict Detection.
2. Choose a school year and collection from the dropdown list.

3. Enter a district code or district name. The system will automatically display districts which match
entered text. If more than one district name is displayed, select the appropriate district.

4, Click the Go button.
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When a district does not have any FTE Conflicts, the following screen will display:

FTE Conflict

School
Year/Collection:

Dristrict: |Marquette Area Public Schools (52170) Go

| Fall 2009 General Collection 2009-2010 = |

Save

Reflects updates made through November 5, 2009
There is no conflict data to display for this collection and entity.

Should you find FTE conflicts, the list will display each student reported by the selected district who
was also reported for the same collection by another district(s), and for whom the total FTE reported

by all districts exceeds 1.00. This is the definition of an FTE conflict. Clicking on the UIC link opens
Student History and allows you to take one of two actions:

1. Request PEPE Change (Further instructions in Module 3 Unit 2)
2. Request to Link (Further instructions in Module 2 Unit 6)

If the Adjust button is active on this screen, clicking the button will load the data staging area, where
changes to the record can be made to resolve the conflict. The Adjust button is disabled after the
district certifies the collection or after the collection close date. If you would like to resolve the
conflict after the data have been certified, you will need to decertify the collection first. The conflict
resolution window will be available from count day through the seventh Wednesday after count day.
You may continue to decertify and resolve any FTE conflicts while the collection is still open.

For Type 1 Conflicts where two different students are using the same UIC, click the Request New
UIC button to resolve the conflict. This button is available even after the collection closes. As with
the normal Request for UIC process, the user must provide detailed justification as to why a new UIC
is required and submit the request. Once the request is approved by CEPI, a new UIC will be
generated and the conflict will be removed from the screen. The new UIC will be changed on the
submitted record and will be reflected in the staging and certified data reports.

The Claim check box is used to notify auditors that the districts cannot resolve the conflict and the
auditors must make the decision as to where the FTE will go. This should only be checked AFTER all
attempts were made between the two districts to resolve the conflict. The Claim check box is
available from count day through the seventh Wednesday after count day.
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Audit Form (DS4061/DS4120)

Discussion

The audit form displays district FTE counts for each applicable collection, grouped by various
categories. During the audit process, the FTE counts submitted by districts are reviewed and
confirmed by I1SD auditors. The form is populated with data for the current general collection the day
after the district certifies. All general collections dating back to Fall 1999 are available on this form.
Authorized I1SD auditors (and State-level auditors) can access this form with the purpose of
modifying FTE counts within the time constraints and business rules for the audit processes. ISD
auditors can alter FTE counts only for districts associated with the ISD. (State auditors can alter FTE
counts for all districts throughout the state.) The form will be available for adjusting upon completion
of the collection closeout process.

ISD auditors can alter FTE counts for the Fall and Spring General collections through November 15
of the following school year. (State auditors can alter FTE counts through November 15 of the two
subsequent school years.) After November 15 of the two subsequent school years, FTE counts cannot
be directly updated using the MSDS user interface.

Procedures
1. Choose Audit FTE from the navigational menu, then Audit Form.
2. Choose a school year and collection from the first dropdown list.

3. Enter a district code or district name. The system will automatically display districts which match
the entered text. If more than one district name is displayed, select the appropriate district.

4. Click the Go button.

The heading is displayed as DS4061 if the audit form has not been set to audited status by an ISD
auditor. The heading will be displayed as DS4120 if the form has been set to audited status by an ISD
auditor.

FTE Count - DS4061

Schoal Year/Collection: [Fall 2009 General Collection [+

District: |Eatt|e Creek Public Schools (13020) |

Authorized ISD auditors can make changes to any cell which is enabled (not grayed out). If there are
no errors in the data, the auditor can save the form as a DS4120 (audited) or keep the form as a
DS4061 (unaudited). To save changes to the form, click the Save button. If the Save button is not
visible, the user does not have permission to update the Audit Form, the district is not associated with
the ISD to which the auditor has access or the date restrictions (above) do not allow update access.

FTE Count - DS4061

School Year/Collection: [Spring 2011 General Collection [+
District: Northwest Community Schools (38140)

Go to Narrative || Re:al:ulatei“ Save | rint

L P - - | PO e D PO e e | D S T PR ...

If “Save as DS4120” is chosen, the form will be changed to a status of DS4120 (audited). If “Save as
DS4061” is selected, the data will be saved and the form will remain in DS4061 (unaudited) status.
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Do you want to close this audit? This will change the status from
DsS4061 to DS4120.

[ save == Ds4120 || Save == Ds40s51 |[ cancel |

If the auditor attempts to leave the audit form prior to saving changes, the following popup window
will display. Choose Cancel to stay on the form and save changes, or click OK to leave the page and

discard changes.

Windows Intermet Explorer x|

\‘?) “'ou have modified data on thiz form. You will lose your changes if vou centinue. Do you want to procesd?

QK | Cancel |

The form must be in unaudited (DS4061) status to be modified. Once the form has been changed to a
status of DS4120 (audited), the data cannot be changed. If the form is in DS4120 status and the user
has update access, a Re-open button is displayed. To alter FTE counts, click the Re-open button and
the form will be changed to a status of DS4061 (unaudited). Changes can then be made as indicated

above.

FTE Count - DS4120

School Year/Collection§|Spring 2011 General Collaction %]
District: |Western School District (28010)
. Pt
Audited Status Go to Namative || Re-Open ||| Print |

Recalculating after changes:
If a change is made on the Audit Narrative, the Recalculate button allows those changes to be
reflected on the Audit form.

FTE Count - DS4061

School Year/Collection: |Fa|l 20035 General Collection V|

Districts [12cksan 150 (38000) |[e=]

| —
c Fecalculates Eave Brint

Specizl E4 | Additienal Information | Residency Informatien | Adult Ed JULY | Adult Ed SEP | Summary | Students - GenfSpec Ed | Students - Ad Ed

Special Education

| Descripton | Sec53a| Resident Sec52| Non- Res-dent Sec52
|110 Programs for Mild Cognitive Impairment [0.00 | [0.00 | 0.00
|120 Programs for Moderate Cognitive Impairment [0.00 | [0.00 | 41.70

Resetting the form:
The Reset Forms button resets all adjustments made to the audit form and all adjustments made in
Sections 111 and IV of the Audit Narrative. This includes all student-level changes. Data will be
returned to the baseline unaudited count. This procedure cannot be reversed once performed.
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1 Reset Forms Go to Narrative Recalculate Save Print
[_Resstroms [ | I I I |

e ——
Special Ed | General Ed | Additional Information | Residency Information | Adult Ed FEB || Adult Ed APR | Summary | Students - Gen&Spec Ed | Students - Ad Ed

The audit form window displays district information in tabular form. The number of tabs varies by
entity type: five for PSA districts, eight for ISD districts and nine for LEA districts. The bottom of the
form displays the name of the user who last updated/audited the form.

Updated By: Linda Kay English on 5/12/2009 Audited By: Linda Kay Enaglish

The possible tabs are described in detail on the following pages.

Special Ed tab
Discussion

This tab is available for ISD, LEA and PSA districts. However, Non-Resident Section 52 is not
updateable for PSA districts and should contain zeros based on certified student data. Each individual
row is totaled across and each column is totaled down. The data are grouped into the various Program
Service Codes (110 through 270). The values in the Resident Sec52 and Non-Resident Sec52 cells
depend on the values reported in Student Residency characteristic from the Membership component.
Non-Resident codes are 01-07; Resident Codes are 08-15. The values in the Sec53a cells are the sum
of the Section 53 FTE characteristic from the Special Education component.

Special Ed || General Ed || Additional Information Residency Information | adult Ed FEB || adult Ed AFR | Summary | Students - Sen&Spec Ed || Students - Ad Ed

Special Education

Description Sech3Ia Re<ident SecS2? MNon-Resident Sech?

110 Programs for mMild Cognitive Impairmaent [1Taa [Ti7az W 120.632
120 FPrograms for Moderate Cognitive Impairment [ooo [ er [oez 6.30
130 Pragrams for Savers Cognitive Impairment [oeo [ooo [eroe 000
140 Programs for Emotional Imparment I()_”[, |‘:_|,_(}|, ,W 26.05
150 Programs for Learning Disablad [o.co [o.oo [eoa 0.00
180 Programs for Hearing Impairment [o-co [ 7= EEE 15.945
170 Programs for Visual Impairmant [o.oo [o oo [eoo o.00
180 Pragrams far Physical or Other Health Impairment [oeo [i1z71 [eroe 12.71
1s0 Programs for Severe Multiple Imparment I()_”[, |l].[l{} ,T o.o0o0
191 Early Childhood Special Education {Classroom} Program [o-oo [57.57 [eoa 57.57
192 Programs for Sewvers Language Impairment |0.nn [“-,_(-m W 10.00
193 Programs for Autism Spectrum Disorder [ooo [c.oo [eoo 0.00
194 Elementary or Secondary-Level Resaurce Pragram [oeo [ta1io1 [ezs | 141.26
270 Early Childhood Special Education Services I()_”[, |l].[l{} W 16.00

Spocial Education Total 1.00 376.37 28.60 405.97
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General Ed tab
Discussion
This tab is available for LEA districts and PSA districts only.

The FTE w/o Graded Alt Ed column is populated for students in Grade/Setting 00-12 who do not
have a Program Eligibility Participation code of 9220 (Alternative Education).

The FTE Graded Alt Ed Only column is populated for students in Grade/Setting 00-12 who have a
Program Eligibility Participation code of 9220 (Alternative Education).

NOTE: Beginning with the Fall 2007 General Collection, the “Alternative Education” row is no
longer being populated. Prior to this collection, this row would populate for students coded
with a grade or setting of 13.

Special Ed | General Ed | Additional Information | Residency Information | Adult Ed FEB | Adult Ed APR || Summary || Students - Gen&Spec Ed || Students - Ad Ed

K-12 Pupil Membership (FTE) in General Education

Grade FTE w/0o Graded Alt Ed FTE Graded Alt Ed Only Total

Kindergarten lm W 1185.30
First Grade lm 0.00 1214.75
Second Grade m W 1211.12
Third Grade m 0.00 1202.30
Fourth Grade m W 1162.10
Fifth Grade m 0.00 1184.96
Sixth Grade IW W 1124.17
Seventh Grade m W 1128.16
Eighth Grade m W 1196.71
Minth Grade m W 1353.08
Tenth Grade m W 1321.03
Eleventh Grade m W 1433.10
Twelfth Grade m W 1344.89
Alternative Education 0.00

Total General Ed 15820.34 241.33 16061.67
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Additional Information tab

Discussion
The data displayed in this tab vary depending on the entity type.

LEA District;

| Special Ed | General Ed | Additional Information | Residency Information I Adult Ed FEE I Adult Ed APR I Summary |

Additional Information on K-12 Pupils

Special Education General Education

Non-public resident of district (| 9.00
Non-resident pupis without release () 0.00
Special Ed and General Ed FTE (Sec, 24) 0 0.00

1. Non-public resident of district: students submitted with residency codes 08 or 15.
2. Non-resident pupils without release: students submitted with residency code 05.
3. Special Ed and General Ed FTE (Section 24): students submitted with residency code 09.

PSA District:

Special Ed | General Ed | Additional Information | Summary | Students - Gen&Spec Ed | Students - Ad Ed

Additional Information on K-12 Pupils

Special General

St Education Education Ll
For PSAs authorized by a local district and submitting |c|,00 | |0,00 | 0.00
pupil membership count for the first time this
September, how many FTE counted in September o
were counted by the authorizing district in the
previous February
Non-public resident of district |U,[JU | |U.UU | 0.00
Mon-resident pupils without release |0.00 | |[o0.00 | 0.00
Special Ed and General Ed FTE (Sec. 24) |D.DD | |U.UU | 0.00

MNew Grade levels for 2010-2011 that have never been offered Ck-
previously. (K indicates Kindergarten.)

|11 3

Kindergarten

[Jo1-First
Grade

oo b’

PSAs have two additional rows for the Fall General collection only:

1. This row is populated for students submitted with a Student Residency code of 10
[Student is counted by a new public school academy authorized by a local school district, and
is also counted by the authorizing district during the immediately prior supplemental (Spring)
FTE count.]

2. Thisrow is a manually populated field where the auditor enters the new grade levels being
offered.
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ISD District:

Special Ed | Additional Information | Residency Information | Adult Bd JULY || Adult Ed SEFP | Summary | Students - Gen&Spec Ed | Students - Ad Ed

Full Time Equivalency Counts

Category
Emotionally Impaired Students Served by the Department of Community Health 1 8.00
Mon-Special Education Juvenile Detention Facilities and Child-Caring Facilities 2 0.00
Special Education FTE (section 24) 3 113.25 0.00

Total Special Education students in ISD Programs 4 541.98 541.98

1. Emotionally Impaired Students Served by the Department of Community Health: Total of
Special Ed Section 52 FTE where the Student Residency code is 13.

2. Non-Special Ed Juvenile Detention Facilities and Child-Caring Facilities: Total of General
Ed FTE where the Student Residency code is 12.

3. Special Education FTE (section 24): Total of Special Ed Section 52 FTE where the Student
Residency code is 09.

4. Total Special Education students in ISD Programs: This is the total of Special Ed FTE from
the Special Ed tab and is not updateable.

Residency Information tab
Discussion

The data displayed in this tab vary depending on the entity type (LEA or ISD). This tab does not exist
for PSA districts, as they cannot have non-resident students

LEA District:
Special Ed | General Ed | Additional Information | Residency Information | Adult Ed JULY | Adult Ed SEP || Summary || Students - Gen&Spec Ed | Students - Ad Ed
Residency Relat nformation () 3 4
- Non K-12 District :ihd;gl“sloofst‘::(:zg "D“;Z';:L":"':"“' All Other =
13010 oo |fo.oo oo |[z9.00 oo [ooo  |looo [[o.oo | 29.00
Albion
Public
Schools
13080 [0oo  [f[o.oo |ooo  |[too  |[ooo  [[e.oo oo [[o.o0 | 100
Homer
Community
Schools
30030 fopoo |00 [fo4s  [[os4 [0 |ooo  |looo |[oo0 | 1.00
Jonesville
Community
Schools
1. Non K-12 District: Students with Student Residency code 01.
2. Section 105/105c¢ Schools of Choice: Students with Student Residency code 02 or 03.
3. Non-Public Non-Resident: Students with Student Residency code 04 or 07.
4. All Other: Students with Student Residency code 06.

ISD District:
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[Recalculate | [ Save | [ Print]
Special Ed || Additional Information | Residency Information | Adult Ed JULY || Adult Ed SEP | Summary || Students - Gen&Spec Ed | Students - Ad Ed

Residency Related Infarmation g 3 4 5

Secuon 53| Section 52 School for Non-SpecEd Juv. Emotionally 2
1SD IsD the Deaf Detention Impaired
Operated Operated Blind r Facility or Child |Students Served
Program Program n Caring Institute By DCH
38010 Western School
28010 | [0.00 [31.36 [0.00 [0.00
38020 Wand k 13.60
Lake Pu}jinc grcchooools |0'00 | |13'60 | |0'00 | |0'00 |
38040 Columbia 29.93
School District |0'00 | |29.93 | |0'00 | |0'00 |
38050 Grass Lake 9.26
Community Schools |0'00 | |9.26 | |0'00 | |0'00 |
38080 Concord 5.00
Community Schools |0'00 | |5'00 | |0'00 | |0'00 |
36090 East Jackson oo | [22.98 | fo.o | foo0 | |

1. Section 53 ISD Operated Program: Total of all Section 53 FTE.

2. Section 52 ISD Operated Program: Total of all Section 52 FTE where the Student Residency
code is NOT 11 or 13.

3. School for the Deaf, Blind: All students with Student Residency code 11.

4. Non-SpecEd Juv. Detention Facility or Child Caring Institute: All students with Student
Residency code 12.

5. Emotionally Impaired Students Served by DCH: All students with Student Residency code
13.
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Updating Residency Information

Procedures

To change the Residency Related information, locate the district in the Residency Information tab and
change the applicable FTE counts. If a district is not displayed, click the Add New button to add a
new district code.

FTE Count - DS4061

School Year/Collection: [Spring 2011 General Collection [+]
District: Northwest Community Schools (28140)
| Go to Narrative || Recalculate || Save | Print
Special Ed || General Ed || Additional Information || Residency Information || Adult Ed FEB || Adult Ed APR || Summary || Students - Gen&Spec Ed || Students - Ad Ed
Residency Related Information Add New

A pop-up window will appear prompting for the information to be added. The fields on the window
will vary depending on the entity type.

LEA Display: ISD Display:
Add Non-Resident Information /add Mon-Resident Information

District: Northwest Community Schools (38140) IHIEE trEEEET [ (EEET)

Collection: Spring 2011 General Collection Collection: Spring 2009 General

Resident District: Leslie Public Schools (33100) Resident District:

SpecEd GenEd Total Section 53 ISD Operated Program: I
Non K-12 District: 0.00 Section 52 I1SD Operated Program: I
Section 105/105¢ Schools of Choice: 0.00 School for the Deaf, Blind: |
MNon-public Non-resident: 1.0 1.00 Mon-SpecEd Juv. Detention Facility or Child Caring l—
P Institute

All Other: 2.09 Emotionally Impaired Students Served By DCH I
Total: 1.00 3.09 —— T

The Resident District dropdown is populated with entities coded as LEA Districts in EEM. As
changes are made, the totals are recalculated. The Save button stores the data and the form is closed.
The Cancel button closes the form without updating any data. Resident district is required.
Additionally, one of the numeric fields must contain a value greater than 0.

Last updated: 10/22/2012 Page 66 of 92



MSDS District User Training Manual

Adult Ed tab

Discussion

For the Fall General Collection, the Adult Ed tabs reflect the July submission period and the
September submission period. For the Spring General Collection, the Adult Ed tabs reflect the Adult
Ed February and Adult Ed April submission periods. The Adult Ed April tab is not populated with
data and must be manually entered by the auditor.

The counts are based on various combinations of program code, age and diploma status. Age is
calculated as of September 1 of the school year.

Special Ed | General Ed | Additional Information | Residency Information | Adult Ed JULY || Adult Ed SEP || Summary | Students - Gen&Spec Ed || Students - Ad Ed

Adult Education - September

-- Under 20 —- C -- 20 And Over —-

w/GED | w/Diploma| W/O GED/Diploma| w/GED w/Dlploma W/OGED/DlpIoma

Description

Adult Basic Education (ABE)—1 | ao 6.97
English as a Second Language___[0.00 | [o.00 | [0.00 | |0 0o | 0.00
(ESL) ‘E]

General Education DevelopmenL@ 0.00
(GED)

High School Completion (HSC)

0.42 0.42
Job or Employment Training’@h} 0o | |0 0o | 0.00
Michigan Career and Technical__[0.00 | [21.39 | 21.39
Institute (MCTI) 6
Participants permanently 0.00
expelled under School Code Act
380.1311 or 380.1311A
Total 111 21.39 0.00 0.00 0.00 7.39 28.73

Row 1: Adult Basic Education
Column f: Sum of Adult Ed FTE for Program 3311, Diploma Status “3”, and age > 19

Row 2: English as a Second Language:

Column a: Sum of Adult Ed FTE for Program 3312, Diploma Status “1”, age < 20
Column b: Sum of Adult Ed FTE for Program 3312, Diploma Status “2”, age < 20
Column d: Sum of Adult Ed FTE for Program 3312, Diploma Status “1”, age > 19
Column e: Sum of Adult Ed FTE for Program 3312, Diploma Status “2”, age > 19
Column f: Sum of Adult Ed FTE for Program 3312, Diploma Status “3”, age > 19

Row 3: General Education Development
Column f: Sum of Adult Ed FTE for Program 3313, Diploma Status “3”, age > 19

Row 4: High School Completion

Column a: Sum of Adult Ed FTE for Program 3314, Diploma Status “1”, age < 20
Column d: Sum of Adult Ed FTE for Program 3314, Diploma Status “1”, age > 19
Column f: Sum of Adult Ed FTE for Program 3314, Diploma Status “3”, age > 19

Row 5: Job referral-Remedial Reading/Math
Column a: Sum of Adult Ed FTE for Program 3315, Diploma Status “1”, age < 20
Column b: Sum of Adult Ed FTE for Program 3315, Diploma Status “2”, age < 20

Row 6: Michigan Career and Technical Institute (District 08010 — Delton-Kellogg only)
Column a: Sum of Adult Ed FTE for Program 3316, Diploma Status “1”, age < 20
Column b: Sum of Adult Ed FTE for Program 3316, Diploma Status “2”, age < 20
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Row 7: Permanently Expelled from School
Column c¢: Sum of Adult Ed FTE for Program 3317, Diploma Status “3”, age < 20

Summary tab
Discussion

All fields on this form are read-only and are calculated using fields that exist on the previous tabs.

LEA and PSA Display (Note: Adult Ed totals will always display 0.00 for PSAs)

Special Ed || General Ed | Additional Information | Residency Information | Adult Ed FEB || Adult Ed APR | Summary

Total Adult Ed Participants this Submission

February Participants for Spring 2009 General 0.00
April Participants for Spring 2009 General 0.00
Total Adult Education Count for Spring 2009 General 0.00

Summary of Membership

Total Special Education 370.07
Subtract: Non Resident Special Education without Release Form 0.58
Total Adjusted Special Education Count 369.49
K-12 Pupils 5283.35
Subtract: Non Resident General Education without Release Form 69.42
Total Adjusted K-12 Membership Count 5213.93
Total Adjusted K-12 & Special Education FTE 5583.42
ISD Display

Special Ed | Additional Information | Residency Information | Adult Ed FEE || Adult Ed APR | Summary | Students - Gen&Spec Ed

Total Adult Ed Participants this Submission
February Participants for Spring 2009 General
April Participants for Spring 2009 General
Total Adult Education Count for Spring 2009 General

Summary of Membership
Total Special Education
Total Adjusted Special Education Count

K-12 Pupils
Total Adjusted K-12 Membership Count
Total Adjusted K-12 & Special Education FTE

Students - Ad Ed

0.00
0.00
0.00

246.83
246.83

0.00
0.00
246.83
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Students — Gen & Spec Ed tab
Discussion

This tab is available to ISD, LEA, and PSA entity types. It is NOT available for the public. This tab
provides auditors with the ability to make FTE adjustments at the student level. On each detail line,
the check box can be toggled on or off for a more fine selection capability. The “Select All” or
“Deselect All” links can be used to select all students (filtered, not limited to current display) or
deselecting all students. If a student is submitted with zero FTE, the student will NOT appear in this
list. If a student is submitted with FTE greater than zero and the auditor changes him/her to zero FTE,
then the student WILL remain on the list.

Special Ed | General Ed | Additional Information | Residency Information | Adult Ed FEB | Adult Ed APR | Summary | Students - Gen&Spec Ed || Students - Ad Ed

Student Details - Gen & Spec Ed

Results: 2000 of 2782 total records.
Select All Deselect All

Res Code Grade ‘2: S'ﬁﬁg‘;d
01863 25040 [0-00 | [0.00 | [1.00 | 1.00
- - S0 e 02595 25040 [0.00 ] [0.00 | [1.00 | 1.00
02633 25040 [0-00 | [0.00 | [t.00 | 1.00
D oo o 03053 25040 [0-00 | [0.00 | [1.00 | 1.00
02633 25040 [0-00 | [p.00 | [1.00 | 1.00
e dea MEHEARE s 02595 25040 [0.00 ] [0.00 | [1.00 | 1.00

Filter Options:

Student Filter @

First Name:l Last Name: I
UIC: I Building Code:l
DOB: |Equa|s j | jﬁ
Resident Resident .
LE;I (“fonde: | Cizle?n |Se|ect Resident Codej
gfoegcrljlnlfd ISeIect Special Ed Programj Alt Ed: ISeIect Alt Ed 'I
Grade: |Equa|s j |Se|ect Gradej
Section 52
F_T_E:lon |Equa|s j |
Section 53
F_?_E:Ion IEquaIs j I
G | Ed
F'T'E?ra |Equa|s j |
Total FTE: |Equa|s j |
| Apply Filter || Clear Filter || Cancel
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Mass Change Student Records
Procedures
1. Choose one of the following:
a. Select the appropriate students using the filter options and/or the select boxes, OR

b. Toapply a change to all StUdentS_' leave all Students - Gen&Spec Ed || Students - Ad Ed
boxes unchecked and clear any filters.

2. Click the Mass Change button located above the

student list.
3. The Mass Change form is displayed, and the | save | Mass Change... [] Filter...
number of affected students is displayed on the S~
form.
a. Select whether the FTE change is per
student or distributed evenly over the
selected students. Mass FTE Change
Affected Students: 405
b. SeIECt the FTE Type i ® per Student O Distribute FTE Change evenly
c. Enter the FTE Change (either per [PTE Type: (SeledtFEpe Y]
student or the amount to be “FTE Change: =

distributed over the selected students).  Finding: .
. . Select Finding bl

For negative values, enter a minus Buiiding:

sign ( - ) before the number. Select Building [¥]

d. Enter a finding (optional). omment

e. Enter the building that the change
applies to (optional).

f. Enter a comment (optional).
NOTE: The change entered will be applied equally to all students that are
i selected. If the change would reduce any FTE below zero, or increase any
g' CIICk the Save bUtton' student's total FTE above 1.00, an error will be displayed and the update
. will not B !
NOTE: If the amount of change will =~ 2fretbemace

set FTE for any student ax Section
below 0.00 or greater than
1.00, an error message will appear. Repeat the previous steps until the error no
longer appears.

h. If no errors exist, the Mass Change form is closed and the data is saved.

NOTE: Although optional, information entered in the Finding, Building and Comment fields
will propogate to the audit narrative.

Students — Ad Ed tab

Discussion

This tab operates identically to the “Students — Gen&Spec Ed” tab and lists students containing at
least one Adult Ed component. Because of the complexity with Adult Ed programs, the mass change
feature is not available for this tab.
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Special Ed | General Ed | Additional Information | Residency Information | Adult Ed FEB | Adult Ed APR || Summary | Students - Gen&Spec Ed | Students - Ad Ed

Prog FTE Prog FTE

Student Details - Adult Ed
Results: 101 of 101 total records.
uIc Name DOB Bldg Diploma Prog FTE Prog FTE Prog
- 07691 - 3313 [0-00 ] [ |
!
1B bt AR 07601 |- 3313 [1:00 ] [ |
b
‘ PR 07691 | - 3313 [p-007] [ |
R e BEA e 07691 |- 3313 [1-00 ] [ |
-
- 07691 | 5 3313 [0-00 ] [ |
L SRS 07601 | - 3313 [0-00 ] [ |
-
i
- . 07891 - 3313 [1-00 ] [ |
B e SRS 07091 |- 3313 |1.DD ‘ | |
ety
e e 07601 - 3313 v | [0:000] [ |
L T e SRS 07601 5 3312 | (100 [ |
-

Filter Options for Students — Adult Ed tab:

Student Filter

First Name:| |La5t MName: |

DOB: |Equa|5 V||

Building Code: I:l
=

Ciploma: |Se|ect Ciploma V|

Program:|SeIect Program V|FTE:|EquaI5 V” |

| Apply Filter | | Clear Filter || Cancel |

Printing the Audit Form
Procedures

Click the Print button to print the Audit form. The report displays the Audit Form in PDF, and each

tab will print on a separate page.

FTE Count - DS4061

Schoal Year/Collection: [Fall 2011 General Collection | %]

District: |Grar|d Blanc Community Schools (25020) ‘
Go to Narrative | [ Recalculate | [ Savel | Print |
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Audit Narrative
Discussion

The Audit Narrative, in compliance with the Pupil Auditing Manual, will present the results of the
current audit. These results include whether a desk audit or field audit was performed, the date of the
audit, percent of FTE audited, general and specific findings, recommendations and legal references.
The report also contains the specifics of FTE changes.

The narrative is available upon completion of the collection closeout process. You must have the
“Audit Narrative — View” role to view the audit narrative. To make changes to the narrative, you must
have the “Audit Narrative” role. Updates to the Audit Narrative Form are made exclusively by
auditors.

It is recommended the application be used in one of the two following manners depending on your
approach to the audit:

1. Conduct the audit first and complete the narrative later.

With this approach, you can enter adjustments directly on the Audit Form. Only mass
adjustments entered via the student detail page will populate as findings in Section Il of
the narrative. All adjustments are reflected in Section Il of the narrative, and the narrative
cannot be certified until it is in balance with the Audit Form.

2. Complete the narrative while conducting the audit.

With this approach, you make your audit adjustments starting from the Audit Narrative.
As you enter findings in Section Il1, these changes will automatically update the Audit
Form. When you are finished and all adjustments are in balance in Section I, you will
need to go back into the Audit Form and save it as audited (DS4120). You can also use
Section 11 to pre-fill the student FTE adjustment page of the narrative by entering the
adjustments on each student line. Entering all adjustments on the narrative will ensure
that the narrative is always in balance with the Audit Form.

To access the Audit Narrative, choose Audit FTE from the navigational menu, then Audit
Narrative. Choose a school year and collection from the dropdown list, and then click the Go button.

School
Year/Collection:

District: |Anr| Arbor Public Schools (81010) So

|FE|II 2002 General Collection =]

The Audit Narrative displays in a tabbed format. Each tab is described on the following pages.
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Section | — Introduction
Discussion
This tab begins with an explanation of the purpose of the audit. Any additional information deemed

appropriate and necessary about the audit findings should be added to the Additional Comments box.
This Comments box is for Auditors only.

Audit Narrative

School Year/Collection: [Spring 2011 Genera I Collection [ ]

District: Climax-Scotts Community Schools (35020)
| O include Student Detail Visw Raport
Reset Forms [Ge Te audit Form | [ certify As Complete

Section I || Section 1I || Section 111 || Section IV || Section v

I. Introduction

The pupil accounting records were audited in accordance with Pupil Accounting Administrative Code Rules, the State School
Aid act, the MDE Pupil Auditing Manual, and other pertinent statutes. The purpose of the audit was to determine whether
the membership claim was accurate and that the pupil accounting procedures and practices used by the school district were
adequate to ensure a proper pupil count. The audit was performed in accordance with interpretations contained in the
Michigan Department of Education Pupil Auditing Manual. The audit frequency is in compliance with Department policy.

Additional Comments:

Building Status:

Percent Tested
Date Of Prior
Field Audit mmm pibcpcoo:

Climax-Scotts [Desk [~] 0.00 [Ona ] Doolittle ~1 [1.00
Communi
Schools {(39020)
Climax-Scotts 09/24/2008 |Desk [~] 0.00 |Ona ] Doolittle =2 |
Adult/Alternative
Ed (09930 )
Climax-Scotts 02/11/2009 [Field [~ 0.00 [Ona ] Doclittle ~1 |o.50 Z.00 10.00 10.00
Elementary
School (03425 )
Climax- Scotts 09/29/2009 [Desk [+] 0.00 | Ona ] Doolittle =2 |
High School
(00723 )
10 |~ |:| 1 [~ Exce vi Export

The Building Status table is displayed with the following headings:
o Building: lists all buildings within the selected district.

o Date Of Prior Field Audit: displays date if previously field audited or can be manually
entered if blank.

e Audit Type: The type of audit being performed. The options are Desk, Field or Both.
e Adjustment: This total is populated from total specific finding FTE for each building.

o Auditor: Drop-down listing of all users with an active Auditor profile. By default, this field
will populate with the currently logged-in auditor.

e The Audit Hours and Percent Tested of Pop I, Il and 11l are manually-entered columns.

Last updated: 10/22/2012 Page 73 of 92



MSDS District User Training Manual

Section Il — Results

Discussion
s:;r?fc‘(l:nllectinn: ISpring 2009 General ;l
Dristrict: IAnn Arbor Public Schools (81010) Go
| Wiew Report | | Certify As Complete |

Section I Section II Section III Section IV | Section W

|6 In Balance. |
II. Results

We recommend that the following adjustments be made to this count:

Unaudited Count Audited Count Findings i Audit

(DS4061) (DS4120) Difference
Special Ed 389.97 406.97 0.00 0.00
- Section 52 289.97 405.97 0.00 .00
- Section 53 0.00 1.00 0.00 0.00
General Ed 16061.67 16061.67 0.00 0.00
Adult Ed 0.00 0.00 0.00 0.00

The results displayed show the differences between the unaudited DS4061 and the audited DS4120.
Results are displayed in four columns and reflect the counts on the DS4061 and Section 11 of the
Audit Narrative. The display label across the top indicates if the audit is in balance or out of balance.

e Unaudited Count (DS4061): The initial audit sum for the district without taking into account
any adjustments.

e Audited Count (DS4120): The audited totals including all adjustments.
o Findings: The total of all findings reported in the narrative.

e Audit Difference: The difference between the Unaudited Count and Audited Count columns
(the net audit change made in the DS4061/DS4120) and the Findings column (the audit
narrative total).

o If all differences are zero, then the form is in balance and the audit can be certified as
complete.

o0 If the differences are less than or greater than zero, an “Out of Balance” status message
appears in red above the tab title “Il. Results.” Adjustments to the findings in Section IlI
and/or to the Audit Form are required.

The Refresh button allows the auditor to update this tab with any new findings that were entered in
Section 111 or with changes that were made directly on the Audit Form.
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Section I11 - Specific Findings
Discussion

This tab allows the auditor to enter the specific findings from the audit. Mass changes from the Audit
Form will also be reflected. The rows can be re-ordered using the arrow buttons at the beginning of
each row. The Refresh button will update this tab with any new findings created via the Mass Change
feature in the Audit Form. If changes are made to this tab while the Audit Form is in DS4120 status,
the user will be prompted to re-open the form.

Section I | Section II | Section 111 | Section IV | Section V

IIL. Specific Findings

i T s U S S N S N

k_j Manley Early Childhood Education Center (09347 )%/ |Field V: 548 - Special Ed Early Childhood - Other V: 2 -1.00 | Specal Ed V: Students | None

!_’i_j McKinley Foundation (09892 ) \¥| Field V: S1 - Absence - 30 Day V: 1 -0.67 | General Ed V: Students | UIC
5413254351

Ei_j Zimmerman Center (05950 ) ¥/ Desk V: 58 - Duplicate Pupil Count V: 1 033 | General Ed V: Students | None

'_’ McKinley Foundation (09892 ) (¥ Desk V: 58 - Duplicate Pupil Count V: 1 -1.00 | General Ed V: Students | None

i vl vl v| [students| None

o Building: The specific building the finding will be entered for. Only entities hierarchically
under the ISD/District will be listed.

e Audit Type: Available options are Desk, Field or Both.

e Finding: This drop down contains the code and a brief description of each specific finding. A
complete description of the findings can be found in the Pupil Auditing manual.

o Pupils: This field will populate based on the selections in the Students button, but can also be
entered/modified by the auditor.

e FTE: Amount of FTE being adjusted for the building. For negative values, a minus sign ( - )
should be used.

e FTE Type: The type of FTE being adjusted. Available options are General Ed, Special Ed,
Adult Ed, and General & Special Ed. NOTE: The “General & Special Ed” type is not
recommended as it is not capable of properly updating the Section Il tab.

e Students button: Clicking this button will display a list of students for the auditor to modify
directly. The format is the same as the student detail from the audit form and is limited to
students selected in the building chosen from the drop-down.

e Comments: Clicking on the hyperlink will open a pop-up window with the following
information about the finding:

Finding Code

Finding Short Name

Description

Legal Reference

Comments: This is the only editable field on the popup and is editable by auditors only.
e Save button: Saves the information updated in the row.

o Delete button: Deletes the row. The user will be prompted to confirm of deletion of the row.
Both the save and delete buttons will result in immediate updates to the audit narrative.

e Copy button: Clicking this button will produce a duplicate of the finding, which is helpful
when similar findings need to be entered.

O O O o
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Update Individual Student Records
Procedures

1.

ok 0N

o

9.

10.

Select a building from the dropdown list.
Select the Audit Type.
Select a finding.

Enter the number of Pupils affected.
Enter the total FTE to adjust for this finding. For negative values, enter a minus sign ( - ) before
the number.

Select the FTE Type.

Click the Students button. A popup window will display with the “Students — Gen&Spec Ed”
and “Students — Ad Ed” tabs. Only students from the selected building will display.

a. Select the students affected using the filter options and/or the select boxes.

b. Adjust the FTE for each individual student and click the Save button.

c. Click the Close button on the Student Details page.

Click the Comments hyperlink. (If a comment does not exist, click the word “None.”)

a. A popup window will appear. Enter comments and click the Save button.

b. Comments are saved and the window will close. The comment will appear in the findings
grid.

Click the Save button for the row just entered.

Click the Section 11 tab and click the Refresh button. The Audited Count (DS4120) and Findings
columns will be updated based on the information entered in Section I11.

Mass Change Student Records
Procedures

1.
2.
3.

4.
5.

Select a building from the dropdown list.

Click the Students button.

Choose one of the following:

a. Select the appropriate students using the filter options and/or the select boxes, OR
b. To apply a change to all students, leave all boxes unchecked and clear any filters.
Click the Mass Change button located above the student list.

The Mass Change form is displayed, and the number of affected students is displayed on the
form.

a. Select whether the FTE change is per student or distributed evenly over the selected students.
b. Select the FTE Type.

c. Enter the FTE Change (either per student or the amount to be distributed over the selected
students). For negative values, enter a minus sign ( - ) before the number.

Enter a finding (optional).

The Building dropdown list is pre-populated with the building selected for the finding.
Enter a comment (optional).

Click the Save button.

Q@ -+~ o o
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NOTE: If the amount of change will set FTE for any student below 0.00 or greater than
1.00, an error message will appear. Repeat the previous steps until the error no
longer appears.

h. If no errors exist, the Mass Change form is closed and the data is saved.

6. The Student Details — Gen & Spec Ed reflects the change made. Click the Close button on the
Student Details page.

7. Click the Refresh button on the Section IlI tab. The following confirmation message is displayed.
Click OK to proceed.
|
'? "

H_,/ Refreshing the data will overvrite any unsaved data. Are you sure you want to continue?

oK I Cancel |

8. The following columns will be populated with the information from the Mass Change form:
a. Audit Type
b. Finding (if a finding was selected)
c. Pupils

d. FTE - the total amount of FTE adjustment (not the amount per student)

e

9

Comments (if comments were added)
. Select the FTE Type.
10. Click the Save button at the end of the row.

11. Click the Section Il tab and click the Refresh button. The Finding column will be updated to
reflect the findings added to Section IlI.

Delete a Finding

Procedures
1. Click the Delete button on the desired row. The following message will display.
|

“'?f/‘ Are you sure ywou wank o delete?

(o] 4 I Cancel |

Choose one of the following:

a. Click the OK button to confirm deletion. The grid will be refreshed and the finding will be
removed.

b. Click the Cancel button to cancel deletion.

2. Click the Section Il tab and click the Refresh button.

NOTE: If the Audit Form is in DS4120 status, changes to the Section Il tab may require the
Audit Form to be re-opened. Once the Audit Form has been re-opened, a note at the
bottom of the page will remind the auditor to re-certify the DS4061. The auditor will
need to return to the audit form and resave it as a DS4120 once the audit is complete.

MOTE: The D54051 has been re-opened, please remember to re-certify.
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Section 1V - General Findings

This tab is similar in design to the Section 111 tab. However, it is only used to enter general findings
for the building or district. The columns operate exactly the same as the Section 111 tab.

Section I | Section 11 | Section 111 | Section IV || Section v

IV. General Findings

— L — L — L — T ——
[Flint City School District (25010) [v] [Desk [+] [G37 - Alpha List & SRSD [+] None
[Flint City School District (25010) [v] [Desk [v| [G38 - Alpha List & SRSD - Special Education [v] Hone

Procedures

1. Select a building from the dropdown list (required)
2. Select an Audit Type from the dropdown list
3. Select a Finding from the dropdown list (required)
4. Click on the Comments link (if a comment does not exist, click the word “None.”)
a. A popup window will appear. Enter comments and click the Save button.
b. Comments are saved and the window will close. The comment will appear in the findings
grid.
5. Click the Save button.
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Section V — Appeal Process

Discussion

This tab allows the auditor to enter appeal process information for the district in the first editable box.
The second portion of the appeal page is set up by the System Administrator and cannot be edited by

the Auditor.
Audit Narrative
School Year/Collection: |Spring 2009 General ;I
Dristrict: |Ann Arbor Public Schools (81010)

| View Report || Certify Az Complete

Section I | Section 11 | Section 111 | Section Iv || Section v |

V. Appeal Process
If pertinent documentation regarding findings was not provided to the auditor at =]

the time of the audit, please contact Mary Jones withing 10 calendar days after
the date of this report so that it can be determined if reinstatement is appropriate
at this level.

=l
Formal appeal of any of the Special Education or General Education findings may be
instituted by contracting Ms.Kathleen Weller, Director of Audits, Michigan Department
of Education, P.O. Box 20008, Lansing Michigan 48909. Formal appeal of any of Adult
Education findings may be instituted by contacting Ms. Dianne Duthie, Department of
Energy, Labor and Economic Growth, 201 N. Washington Square, Lansing, Michigan
48909,

Procedures
If necessary, make any changes within the text box and click on the Save button.

Certifying the Audit Narrative and Viewing the Report

The View Report button displays the Audit Narrative Report in PDF. The student-level data will
appear on the report if the “Include Student Detail” box is checked.

To certify the Audit Narrative, click the Certify as Complete button. The button will only be
available if the data in the Section Il tab are in balance. If the data are not in balance, the button will
be grayed out.

Once the narrative is certified, it will no longer be editable. The Certify as Complete button will

change to a Re-Open button. If further changes are needed, click the Re-Open button and the
narrative will be available for editing.
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Module 3 - Unit 4

Cohort
Introduction

In order to comply with The No Child left Behind (NCLB) Act of 2001 and
the Michigan Department of Education (MDE) Consolidated State
Application Accountability Workbook, the State of Michigan has moved

Manage Reguests...

to an accountability system for high schools in which a graduation rate Student Data
includes only ‘on-time' graduates who earn diplomas in four years. This Submission.
calculation aligns with the guidelines provided by the National Governors Student Data
Association (NGA) Graduation Counts Compact and the United States Downloads...
Department of Education (USED). Search...
Certified Data
The four-year adjusted cohort graduation rate is calculated by tracking Reports...
individual students from the time they were enrolled as first-time ninth- P—

graders with a four-year expected completion rate. The formula accounts
for students who leave school and return later, for students retained in a
grade who stay in school, and for students who transferred into and out of
the public school system. Students included in building rates must have
been reported to the state for two or more count days. Students included in
district rates must have been reported to the state for one or more count
days.

Grad Cohort...

Cohort Student List
PEPE...

General Reports...

For more information about how the graduation rates are calculated, please reference the Cohort
Methodology document on the CEPI Graduation and Dropout Review web page:
http://www.michigan.gov/cepi/0,4546,7-113-986_50502 56418---,00.html. This web page also
includes FAQs and the current Graduation and Dropout Review timeline.

Cohort Student List
Discussion

Students are placed in a cohort when they are first identified as ninth graders. Students entering the
district after ninth grade will be assigned a cohort year according to the grade in which they are
placed. Students in educational setting “14” must be at least 14 years old and are placed in a cohort
using a computed grade (age minus 5).

Cohort Summary by Year

*Cohort Year:

*Select Entity: |

Last Mame: |

First Name:

Cohort Status: |

Exit Status: |

|

Procedures

1. From the Grad Cohort menu, choose Cohort Student List.
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2. You are required to select a cohort year from the dropdown list and an entity. A default value is
provided for the year. Additionally, you have the option of searching for a student using any of
the following fields: Last Name, First Name, UIC, Cohort Status and Exit Status.

3. Click the Submit button.

If there is no cohort reporting information, your search will yield 0 results and you will receive this
message in blue under the screen title. If you believe you received this message in error, check your
search criteria and try again.

Cohort Summary by Year

| 0 Your search yielded 0 result(s). |

Cohort Year: [2007 v
Select Entity: |Ann Arbor Public Schools (81010) |
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Request a Cohort Year Change

Discussion

There are a few instances where a student’s cohort year may be incorrect. The MSDS allows users to
request a cohort year change for individual students.

Procedures

1. Go to the Student Search screen.

2. Search for the student that you would like to request a cohort year change. Users may search by
the student’s UIC or by their core field information (first name, last name, date of birth, gender,
etc.).

3. When the search results are returned, click on the student’s UIC.

4. On the Student Details screen, click on the View Student History button.

5. From the Student History screen, select Cohort Year Change Request from the Action dropdown.

6. Click Go.

Mame: John Doe uUrc: 1111111111
Gender: M SonsT ovoasss S0 Nmard ey
E?éz?dary l:l Accountability:
= Fall 2005 Geners] Warren Consolidate
II:IT:_c::ated: gﬂc]l-lgctlcn 2008- E)Iif:;:Eict: Schools ((:5023ID§| red
‘(?;'L'gr.: Cohort s012 Eiﬁging; :E-'Eanrer;e;:ll\dctt High School
gonere eor2
Action:

7. Enter the correct cohort year for the student along with a justification.

8. Click the Submit Request button.

9. The request is placed in a queue for the MSDS Cohort lead to review. The request will be

approved or denied based on the information submitted. You may review your request and
the status of your request on the Manage Cohort Requests screen. See Module 3 Unit 1 for more
information on how to navigate to this screen.
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First Name
Last Name
UIcC

Date of Birth
Gender
PEPE Dristrict

Current Cohort
Year

Year

#Justification

Request a Cohort Change

John
Daoe
1111111111

01/01/1994
M

Warren Consolidated Schools (50230)

2012

“Requested Cohort 01z

Student was
misreported in the
9th grade. Correct
cohort year is 2013.

[ Submit request |

[ cancel ]
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Module 3 - Unit 5

Direct Certification
Introduction

The Child Nutrition and WIC Reauthorization Act of 2004 (Public Law 108-265) amended the
Richard B. Russell National School Lunch Act to require direct certification. Each local educational
agency (LEA) must directly certify children who are members of households receiving assistance
under the Food Stamp Program as eligible for free school meals, without further application, based on
information provided in an electronic data file from the Department of Human Services (DHS).

Data from DHS are matched with student enroliment data as reported by school districts in the
previous year End-of-Year (EOY) General Collection and current year Early Roster, SRM, Fall and
Spring General Collections in the MSDS. Matched students will be certified as eligible for free school
meals and listed on the Direct Certification Student Status report. Each LEA must then notify these
households that the children, as directly certified, are eligible for free benefits and no further
application is necessary. For more information, please refer to the Eligibility Guidance for School
Meals Manual at http://www.fns.usda.gov/cnd/Guidance/default.htm.

To find out more information about the Direct Certification Report, please visit the CEPI Direct
Certification web page.

Direct Certification Student Status Report
Discussion

The report is initially released for a school year in early August and will include matched students
reported as continuing in your district during the previous EQY collection as well as matched students
submitted through the Early Roster collection. Subsequent refreshes of the Direct Certification Report
will match data from DHS with student data reported in the Early Roster, Student Record
Maintenance, Fall General and Spring General collections in the MSDS. The report is refreshed bi-
weekly in August and September. Beginning in October, the report is refreshed monthly. For more
information on specific refresh dates, please refer to the Direct Certification Timeline on the CEPI
Direct Certification web page.

Users with the Supplemental Nutrition role will have the ability to download a list of students for a
particular entity who are eligible for free school meals. The report can be saved as a PDF or CSV file.
The CSV file allows users to import data to local student information or food service systems.

The report will display the following information:
o Total count of students directly certified for each building, including a district total
e Student demographic information (Student name, Student ID, UIC, DOB and Gender)
e Category in which the student was eligible under
e Date that the student record was matched against DHS
e Date the the student exited the district (if applicable)
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Procedures

1. Choose Direct Certification Student Status from the General
Reports menu.

IUsers, Roles and

2. Choose School Year from the dropdown. Functions
3. Choose a Report Format from the dropdown. Direct Certification
4. Enter the entity’s name or number. e
i i Direct Certification
5. Click the Submit button. Stdent st

TSOL Student Roster By

Direct Certification Student Status School
Collection Reports

* = Required

*School Year: LUIC Resolver List
*Report Format: |select a format: v
*Select Entity: | |

District Direct Certification Download Status
Discussion

This report allows users to view which districts have downloaded or have not downloaded the Direct
Certification Student Status Report.

Procedures

1. Choose District Direct Certification Download Status from the General Reports menu.
Choose a School Year from the dropdown.
Choose whether or not to display only districts that have not downloaded the report.
Choose a Report Format from the dropdown.
Click the Submit button.

ok~ wn

District Direct Certification Download Status

* = Required

*School Year: |Select a School Year |

] show only districts who have not downloaded report

*Report Format: | Select a format: ~|
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Module 3 - Unit 6

MSDS Reports
Introduction

The MSDS has a variety of reports that are generated from data already in the system and provide
users with the opportunity to view and analyze the data.

The Data Staging Area contains reports for uncertified data or for collections that do not require
certification. These reports reflect data from records that are error-free.

Reports based on the certified data are available under the Certified Data Reports menu option.
Additional reports are available that are not related to a particular collection, such as Direct
Certification, FTE Audit, Grad Cohort and PEPE. Some reports are only available to users with
appropriate permissions. For example, the Direct Certification Student Status report is only available
to users with the Supplemental Nutrition role.

Reports are available in PDF, Excel and CSV formats. Some reports also have an additional drill-
down format that can be used to access student-level detail.

For a full list of available reports, click on the link below to access the MSDS Reports List
spreadsheet. This spreadsheet contains two tabs. The “Report List” tab provides the location and the
collection(s) that pertain to each report. The “Report Details” tab provides a brief description of each
report, recommendations on how the report should be used and any additional comments.
http://www.michigan.gov/documents/cepi/MSDS_reports 380930 _7.xls
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Staging Area Reports
Discussion
In the Data Staging Area, the reports are separated into three categories:

1. Validation Reports: these reports allow you to view a complete list of errors and warnings for
the selected collection.

2. UIC Resolution Reports: these reports allow you to view students that have a particular UIC
Resolution status.

3. Staging Reports: the list of reports varies based on the selected collection, and allow you to
verify the data submitted in that particular collection. These reports should be compared with
reports in your student information to confirm the data are accurate.

Additional notes:

- Only uncertified, error-free records (with or without warnings) are included in the Staging
Reports. Records that contain errors will not appear.

- Once the data are certified, staging area reports will no longer display data. The report must be
run from the Certified Data Reports menu. Instructions can be found on the next page.

- For more information on how to access the Data Staging area, please refer to the Data Staging
Area training module (Module 2 Unit 3).

Select your filter criteria...

Submitting Entity: CEPI Public Schools (00000)
Collection: Fall 2011 General Collection 2011-2012 [»]
e
Validation Status o Validation Reports
e 0 [select a report: o]
Error Free with Warnings 13 [selectaf . =
Error Free with No Warnings 2596 = 2 lormet
P tion 0
1]
UIC Resolution Status UIC Resolution Reports
Match Found 2609
- ~ ~ T | select = format: [w]
0
1]
0 = e Staging Reports
0 |select Report [w]
. g | select = format: [w]
o [
1]
c 0 ™

Procedures
1. Select a report from the dropdown list.
2. Select a report format.
3. Click the Run Report button.
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Certified Reports
Procedures

Certified Reports

* = Required

*Submitting Entity: (CEFI Public Schools (00000)

*Collection: |Fall 2011 General Collection 2011-2012 w |

X X - X = -
*Report: |P~.I|:rha List (Pupil Membership) with FTE = 0 |
i v
*Format: | POF

View Report

1. From the Certified Data Reports menu, choose Certified Reports.
2. Type the name or code of the Submitting Entity.

3. Select the desired collection from the dropdown list.
NOTE: Only collections with certified data will appear in this list.

4. Select the desired report from the dropdown list.
5. Select the desired report format from the dropdown list.
6. Click the View Report button.
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Drill-down Reports (beta)
Discussion

CEPI has released a new feature to various summary reports that allows users to view student-level
detail. This feature is in beta mode, which means that we are still working to make the feature as
efficient as possible. However, we feel this reporting capability is too valuable to delay its release.

The drill-down option has been added to the following reports:
- 12" Grade Graduate Summary

- Exit Status Count

- Gender/Race/Ethnicity Count

- Primary Disability Count

- Program Participation Count

- Residency Status Count

- Students with Submitted Test Types

Procedures

1. While selecting a report in either the Staging Area or the Certified Reports menu, choose the
Drill-Down format and run the report as shown below.

Data Staging Area Certified Reports menu
Certified Reports
Staging Reports
* = Required
Primary Disability Count [(v]|  =submitting Entity; [ CEPLPublicSchools (00000)
T *Collection: Fall 2011 General Collection 2011-2012 [w]
Cirill- Crowmn
— *Report: Exit Status Count
Run Report *Format: Orill-Down V
2. The report will display as follows:
4 4 |1 |oft b P @ 100% [v] Find | Next H- & &
Exit Status Count
Certified Data
Collection:  Fall 2011 General Collection 2011-2012
Entity:  CEPI Fublic Schools (00000}
Description:  Exit Status Count Description
District |School | Exit Status (Codes 01-21, 30, 40-42) Count
CEPI Public Schools (00000) 2609

3. By default, the report will display the total district-level count. Click the E sign next to the
district name to “drill down” to the building-level details.
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District | School Exit Status (Codes 01-21, 30, 40-42) Count

B CEPI Public Schools (00000) 2609
CEPI High School (00001) 395
CEFPI Middle School (00002) 318
CEPI Elementary School (00003) 696
CEPI Adult Education (00004) 3

4. Next, click the & sign next to a building to “drill down” further to the next level in the report.

District | School | Exit Status (Codes 0121, 30, 4042) Count
Bl CEPI Public Schools (00000) 2609
B CEPI High School (00001) | 395
07 Dropped out of school 4
08 Enrolled in another public school district in Michigan 34
09 Moved out of state 2
19 Expected to continue in the same school district 355
CEPI Middle School (00002) | 318
5. Continue clicking the B sign until you’ve reached the student-level detail.
District | School | Exit Status (Codes 0121, 30, 40-42) Count
E CEPI Public Schools (00000) 2609
= CEPI High School {00001) | 395
= 07 Dropped out of school 4

Last Name First Name Gender DOB uic Local Grade | Exit Date
Student ID
FALLON JAMES M 08/28/1991 | 0123456789 005744 12 |2011-09-07
GARLOW WESLEY M 06/17/1994 | 1234567890 001366 12 |2011-09-19
MOMNTAMA HANMAH F 04/19/1996 | 2345678901 007455 10 |2011-09-30
WITTEN JASON M 10/25/1993 | 3456789012 000805 12 |2011-10-04
08 Enrolled in another public school district in Michigan 34
09 Moved out of state 2
19 Expected to continue in the same school district 355
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Printing the drill-down report
Currently, the printer icon is not functional. We expect this to be corrected when the final version of
the drill-down feature is released. In the meantime, please follow the steps below.

NOTE: The steps below are designed for Microsoft Excel 2010. For older versions of Excel, refer to
the Microsoft Help resources or contact your local technical support for assistance.

1. Click the Export icon from the toolbar and choose Excel as shown below.
4 4 [z of1 b [ @ [100%  [~] Find | Nesxt B @ d@

XML file with report data
SV (comma delimited)
Exit Status Count Acrobat (PDF) file
Certified Data MHTML (web archive)
Collection: Fall 2011 General Collection 2011-2012 Excel |
Entity: CEPI Public Schools (00000) TIFF file
word

Description: Exit Status Count Description

2. When prompted, choose Open or Save. If “Save” is chosen, select a location to save the file, and
then locate and open the file.

File Download E

Do you want to open or save this file?

j MName: StagingExitStatusCountStudentDetail. xls
i Type: Microsoft Excel 97-2003 Worksheet
From: sso.state.mius

Open ][ Save ]| Cancel |

| - While files from the Intemet can be useful, some files can potentially
g ham your computer. f you do not trust the source, do not open or
save this file. What s the sk ?

NOTE: If “Open” is chosen, the file will automatically open in Excel, but in a read-only format
by default. Click the “Enable Editing” button to make the spreadsheet editable.

= StagingExitStatusCountStudentDetail[1].xls [Protected View] [Compatibility Mode] -

Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat

o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. . Enable Editi »

Al A

Exit Status Count
Cerfified Nata

3. Inthe upper left-hand corner, click the highest number shown (in this example, “5”) to
completely expand all student-level detail.
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gingE usCountStudentDetail[1].xls [Compatibility Mode] - Microsoft Excel

Insert Page Layout Formulas 1 View Add-Ins Acrobat

E‘ﬂ Insert ~

I Delete ~

b2 01/26/1996 v
E F G HI J K M N 0 P Q

Center for Educational Perfermance and Information - Michigan Student Data System

Exit Status Count
Certified Data
Collection:  Fall 2011 General Collection 2011-2012
Entity:  CEPI Public Schools (00000)

Nacrrintinn: Fuwit Qtatue Maont Dacerintinn

4. Click on the File menu, and choose Print. Change the settings to “Landscape Orientation” and
“Fit All Columns on One Page” as shown below.

StagingExitStatusCountStudentDetail[1].xls [Compatibility Mode] - Microsoft Excel = 0O X
Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat AR - x

Save

% Save As @
Copiest 1

h-]
=
3
-
Ly »

-
-
Save as Adobe FDF
Print
Open B —
Close Printer @
Inf T4 CPl FTKAR HPA515 on het08... Center for Educational Performance and b formation - Wchigan Student Dt Syztem
i ﬁ - - < Extt stas Count
Ready camneanae
Recent Printer Properties °°':’:J :?;r;:ﬁmm"mg
R Desypior B St Caunt Desiphn
Settings
Mew
Print Active Sheets .
Print Only print the active sheets
Pages: s to -

Ii Print One Sided

v
Only print on one side of th..

—. Collated
S e E= M
B options 1{2{3 123 123

® Exit -
‘é Landscape Orientation -

Letter
85" x11"

e b

-

|+ | Custom Margins - e preseve e

it All Columns on One Page
Shrink the printout so that i

Print

5. Finally, click on the button.
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