How to Access SECC Production Download Reports
1. Login through the district home page site https://odedistrict.oregon.gov/Pages/default.aspx. The Login web application link is located in the center of the page.
[image: Screenshot of weblink button to District website login.]
2. Login on the district Central Login web application.
[image: Screenshot of login for District website.]


3. An Applications list will appear on the next page. Click on Consolidated Collections.
[image: Screenshot of the Applications list, with the Consolidated Collections link highlighted in blue.]
4. Select the Reports tab, located next to the Status Tracking tab.
[image: Screenshot of Consolidated Collections page with a circle around the Reports tab.]
5. In the Collection menu, select Special Education Child Census (SECC).
[image: Screenshot of Collection list, with SECC highlighted.]

6. In the Report Year menu that appears below or to the right, select the DecSECC Report from the collection year needed.
[image: Screenshot of Report Year list, showing SECC reports by school year.]
7. In the Report menu that appears below or to right, select Production Download Report.
[image: Screenshot of Report list, with Production Download Report.]
8. A new tab will open notifying which report was selected, and identifying the collection and year requested.
[image: Screenshot of the production download popup message, showing which collection and agency the report is for: SECC 23-24 for Oregon Department of Education]


9. Consolidated Collections will send the user an email, using the email address associated with the users login/account. Click the link in this email.
[image: Email generated by ODE Helpdesk.]
10. The link will take users to a Secure File Transfer page on the ODE District website. Enter the user’s email address, the same address the email was sent to, and click the Submit Email Address button.
[image: Screenshot of the Secure File Transfer website, where user's email address is used as a password to get to the Production Download Report.]
11. After the Submit Email Address button is clicked, the page will generate a Download button. Click the Download button to download the zip file of the Production Download Report.
[image: Screenshot of the Secure File Transfer website, where users can click the Download button that will generate the Production Download Report.]


12. The system will generate a download box in the top right of the bowser. Users can click on the file name or the folder icon. Clicking the file name will open a zip folder containing a CSV workbook. Clicking the folder icon will open the Downloads folder where the file has been saved.
[image: Screenshot of download box in the top right of the bowser. Users can click on the file name or the folder icon.]
The same steps can be used for June Exit, which is also located in the Special Education Child Census (SECC)” in the Collection menu. For Child Find, select “Special Ed Child Find” in the Reports menu.
[image: Screenshot of Collection list, with Child Find highlighted.]
If you need assistance with this process, call anyone in the Data Team:
· Jackie McKim, 971-240-0234 or jackie.mckim@ode.oregon.gov
· Cynthia Garton, 503-508-7492 or cynthia.garton@ode.oregon.gov
· Maxwell Swope, 971-208-0259 or maxwell.swope@ode.oregon.gov
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By accessing ODE information systems you agree to abide by state and federal privacy and security laws,
executive orders, directives, policies, regulations, and standards and further understand the following:

1. Users are accessing a State Government information system;
2. Information system usage may be monitored, recorded, and is subject to audit;

3. Unauthorized use of the information system is prohibited and subject to criminal and civil penalties; and
4. Use of the information system indicates consent to monitoring and recording.
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You will receive an email notifying you when the file is ready to be retrieved. You will be asked to provide an email address to retrieve your file. The Email address
that we currently have on file for you is cynthia.garton@ode.oregon.gov, i this is incorrect, please update your email using the Edit Profile button on the Central
Login page. Thank you for your patience.
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After the file opens in your browser, from your browser menu click File, then Save (or Save As) to save the file to your site.
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« The Oregon Department of Education (ODE) File Transfer Service provides secure file transfer over the internet using HTTPS.

« The file or files themselves are not necessarily secured unless both parties have agreed previously to encrypt the file before transfer of files.

« Files sent via this transfer service may not have originated with the ODE.

« Neither the ODE, nor the State of Oregon, can guarantee the nature or safety of files sent through this service. Data maintained and/or provided by the ODE are
subject to change without notice.
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« The Oregon Department of Education (ODE) File Transfer Service provides secure file transfer over the internet using HTTPS.

« The file or files themselves are not necessarily secured unless both parties have agreed previously to encrypt the file before transfer of files.

« Files sent via this transfer service may not have originated with the ODE.

« Neither the ODE, nor the State of Oregon, can guarantee the nature or safety of files sent through this service. Data maintained and/or
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