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The information in this user guide, as outlined in the Table of Contents, is divided into sections corresponding to the functions within the Consolidated Collections application.  There are three major menu options in each student collection: Data Submission, Error Management, and Record Management.  
· Read and understand the instructions for Data Submission, Error Management, and Record Management before attempting to use the application.   
· Reports and Help sections are menu options available in the Consolidated Collections application which are available tools for the Student Collections.
· The appendices provide specific information such as, preparing a CSV data file and collection-specific instructions for Student Collections.  These appendices are not intended to replace the general instructions, but to supplement them; both should be read to gain maximum benefit.  The collection-specific instructions are organized by student collection, function, and reference links.  
· Refer to the “Table of Contents” to find instructions for a particular collection or function.  Each entry is a hyperlink to the section in the document.  At the top-left corner of each page is a hyperlink to return to the “Table of Contents”.
· Information and instructions for Institution Collections are provided in the Consolidated Collections Institution Collections User Guide.
· Information and instructions for Staff Collections are provided in the Consolidated Collections Staff Collections User Guide.
[bookmark: Purpose][bookmark: _Toc186421583][bookmark: _Toc242259295]
Purpose
The purpose of the Consolidated Collections Application is to provide a single collection mechanism and simplified method by which district users may submit and update information required by the Oregon Department of Education (ODE) for student data collections.  This application provides access, for authorized users, to the following collections: Return to Table of Contents

· Assessment Collections (For Test Precode) 
· Cumulative ADM
· Career and Technical Course Enrollment & Student Data (Prior Professional Technical Education)
· Child Nutrition Direct Certification Match (NSLP)
· Discipline Incidents (Prior Suspension/Expulsion/Truancy/Removals)
· Kindergarten Readiness
· Migrant Student Match
· NCLB Title III - Limited English Proficiency 
· Oregon Pre-Kindergarten Student
· Special Ed Child Find (Indicator 11)
· Special Ed Pre-Kindergarten Student
· Special Education Child Count (December and June)
· Student (Secure Student ID)

For detailed information about the Race and Ethnicity changes visit the Data Collections Committee at https://district.ode.state.or.us/search/page/?id=191. 


NOTE:  ODE consolidated these collections under Student Collections in Consolidated Collections.  Please check the Schedule of Dues Dates at https://district.ode.state.or.us/apps/info/ for items such as, the open and close dates for a collection, contact person (data owner) and their phone and additional documents for the specific collection by clicking on its link to access its “Details” page.  The documents are located under the Documents section.
· Access to the Consolidated Collections Application is restricted to authorized users only and controlled by your District Security Administrator.  
· Use the District Security Administrator Lookup Tool to locate your District Security Administrator for help at https://district.ode.state.or.us/apps/login/default.aspx?Srch=Y.   
· Use the Central Login Application User Guide at https://district.ode.state.or.us/apps/info/docs/CentralLoginUG.pdf for more information about how to login to Central Login to access applications/collections that have been granted to a user. 
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The navigational system consists of various options, organized by function and collection, presented in a dropdown menu bar at the top of each page and in a hierarchical list of links in the body of the main page after logging in.
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Applications:	Use this menu to move among the applications to which your District Security Administrator has granted you access.
Collections:	Student Collections and Institution Collections: Use these to move among the available Data Collections.  After selecting a collection, the active collection is indicated in a shaded band near the top of the page.
Data Submission:	Allows you to submit a prepared Standard Message Format (SMF) file or to use a web interface to enter the data directly. “Standard Message Format” refers to a file of the type .txt, .csv, or .xml, in which the data conforms to the format defined by ODE for the particular collection.  Files with the .smf extension are also accepted.
Error Management: Allows you to review and fix issues with SMF submissions (regardless of how they have been prepared).
Record Management: Allows you to download and to update the data after the SMF submission has been processed.  Interaction is with the data directly and not the SMF file.
Reports:	Provides Collection Summary Reports and other information for each collection.
Help:	Opens the Collection Details Page for each collection.  This is the location for documents, news, file definitions, reports etc.
· Not all collections are applicable / available to all institutions, and are subject to opening / closing dates.  Not all functions are applicable / available under every collection.  You should familiarize yourself with the navigation system and which collections / functions / options are available to you.

Once you have selected an option from the main menu shown above you will notice the new menu navigation option below. Using tabs will allow you to navigate through menus options easier and faster.
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Data SubmissionRed 
New Menus

The Data Submission functions allow you to submit a prepared data file to the Oregon Department of Education (ODE) or to use a web interface to enter data directly.  Two Data Submission options are available to most Student Collections, File Upload and Web Submission.Return to Table of Contents
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In an ongoing effort to simplify and improve the data collection and reporting process, ODE has implemented a few significant changes regarding the creation and submission of data files:
· Submitted files are now processed by record and not by block.  Block headers that previously identified the Submitter and the Data Owner, and footers that provided a record count, are no longer used, except for Type A Institutions.
Note: Type A Institutions need to be registered with ODE to submit their files.  The files must contain a header above the data that includes the InstID (Institution ID of the Submitting Institution, not the DataCenter), CollectionName (from the specific Collection Name found in the Collection Details page in the Schedule of Due Dates) so the data in the file is processed correctly for the specific collection in the institution, and the Double Tilde to separate the header lines from the data lines.  Below is an example: 

CollectionName=SpringMembership07-08
InstID=1112
~~
1001110001714790533...
1003103000073066827…
(etc…)

· It is no longer necessary in most cases to prepare a completely different file for each collection.  Because most Student Collections associated with the Consolidated Collections application will use the same data format, you may create variations of a single data file to submit for most open collections. *
· Spreadsheet-type SMF Creators, which were once used to prepare a file for submission, are no longer necessary or provided. If your institution is without a Computer Service Provider (CSP) or your CSP does not support SMF file creation you can simply do a Production Download in CSV format and edit, add, or remove the appropriate records according to the collection for which you are submitting.  You then save the file and submit it to ODE as per the directions in the following sections. **

*	Multiple collections cannot be combined in one submission; each collection must be submitted individually and is maintained in a separate database.
**  Please note that for .csv files the top row of column headers is a required row.
· Please make sure that all student demographic data is correct and current before submitting files to ODE.
· WHEN PREPARING A COMMA SEPARATED VALUES (CSV) FILE, IT IS CRUCIAL THAT YOU NOT ENTER COMMAS IN ANY OF THE FIELDS.  ENTERING A COMMA IN ANY FIELD SIGNIFIES THE END OF THAT FIELD AND THE BEGINNING OF THE NEXT.  UNEXPECTED COMMAS WILL RESULT IN COLUMNS BEING SHIFTED CAUSING A CRITICAL ERROR.
[bookmark: SendingDataToODE]
Return to Table of Contents
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Find your Institution Type by determining the role of your Computer Service Provider (CSP):
· Type A – Districts use CSP to submit their data to ODE. Districts are responsible for all aspects of their data reporting (i.e. Linn-Benton-Lincoln). 
· Type B – Your CSP supports the creation of SMF data files but does not submit for you.  This is the most common institution type (i.e. SchoolMaster).
· Type C – You do not have a CSP or your CSP does not support the creation of SMF data files.
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If you are Institution Type A: Districts use the CSP software (LBL) to submit their reports to ODE. Files are submitted from a CSP (LBL) server directly to ODE. Districts are responsible for submitting their files within the submission deadlines. Districts are completely responsible for resolving their errors and matches and verifying their data on the ODE website. Proceed to Review Errors and Review Suggestions after your data file has been submitted.
If you are Institution Type B or Type C: determine which schools and programs you will be submitting for.  Coordinate with others in your school district to ensure that every resident student in your district will be submitted (regardless of where those students attend school).  Proceed to the appropriate instructions for Submitting Data – Institution Type B or Submitting Data – Institution Type C, below.

[bookmark: _Toc186433441][bookmark: _Toc186434945][bookmark: _Toc186446244][bookmark: _Toc186530498][bookmark: _Toc214761503][bookmark: _Toc215391528][bookmark: _Toc215451434][bookmark: _Toc240170306][bookmark: _Toc240170550][bookmark: _Toc240170834][bookmark: _Toc240170950][bookmark: _Toc240171058][bookmark: _Toc240171166][bookmark: _Toc241640176][bookmark: _Toc242258056][bookmark: _Toc242259301][bookmark: InstTypeB][bookmark: _Toc183586852]Return to Table of Contents

[bookmark: _Toc186421588][bookmark: _Toc242259302]Submitting Data – Institution Type B
Create a data file using your Student Information System (SIS) and Computer Service Provider (CSP).  The data file must match the Consolidated Collections File Format definition, available from this link: <https://district.ode.state.or.us/forms/smf/sfda/cnsldtdfilefrmt.xls>.  For most collections, the file should only contain currently enrolled students.  Graduated students, dropouts, and transfer students should not be included in the file.  If you need assistance creating this file contact your CSP.
For most collections it is possible to create one file containing data for multiple institutions, so long as an administrative relationship exists between those institutions (i.e. schools within a district).
Follow the steps below:
1) Create the data file(s) by either:
A) Using your Student Information System (Supported by Computer Service Provider), or
B) Using a spreadsheet program and following the instructions for Spreadsheet under Submitting Data—Institution Type C in the next section.
2) Use File Upload to upload the SMF File(s). (Supported by ODE Helpdesk)
3) Use Review Queue to monitor the progress of you SMF File(s). (Supported by ODE Helpdesk)
4) Use Review Email to view email containing process information on your submission. (Supported by ODE Helpdesk)
5) Use Review Errors or Download Errors to resolve errors in your SMF file(s), if errors exist. (Supported by ODE Helpdesk: Review Errors and Download Errors)
6) (SSID System only) Use Review Suggestions or Resolve Duplicates to resolve matches in your SMF file(s), if matches exist. (Supported by ODE Helpdesk)
7) Use Production Download to download your current student list for upload into your Local Student Information System (SIS). (Supported by ODE Helpdesk; SIS supported by Computer Service Provider)
[bookmark: InstTypeC][bookmark: _Toc183586853][bookmark: _Toc186421589][bookmark: _Toc242259303]
Submitting Data – Institution Type C
Determine the fastest and easiest way to submit your SSID data.  Here are two options:Return to Table of Contents

Spreadsheet – Use Microsoft Excel or another spreadsheet program to create a submittable comma-delimited text file.
Individual Submission - Use the Web Submission and Record Maintenance options to submit data and to update SSID records individually online.
Spreadsheet
Consider using the Spreadsheet option if you have over 150 students and are not using a Macintosh (Apple) computer.  Follow these steps to create your data file using a spreadsheet program:
1) Do a “Production Download” in CSV format.
A) Filter by either “All Students – All Information” or “Changed Data by Date Range”.
B) Choose the file type “.csv” to download a “comma separated values” file.
C) Save the file to your computer.
D) Open the file with Microsoft Excel.
E) You may edit, add, or delete records (rows) as dictated by the particular collection for which you are submitting data.
· Do not delete the top row of column headers; this is a required row.
· For SSID submissions, the file should only contain currently enrolled students.  Graduated students, dropouts, and transfer students should not be included in the file.
F) When you have entered all the required data into the spreadsheet, choose File -> Save As, and save the file as a “CSV (Comma delimited) (*.csv)” file. 
· WHEN PREPARING A COMMA SEPARATED VALUES (CSV) FILE, IT IS CRUCIAL THAT YOU NOT ENTER COMMAS IN ANY OF THE FIELDS.  ENTERING A COMMA IN ANY FIELD SIGNIFIES THE END OF THAT FIELD AND THE BEGINNING OF THE NEXT.  UNEXPECTED COMMAS WILL RESULT IN COLUMNS BEING SHIFTED CAUSING A CRITICAL ERROR.
[image: SaveAsCSV]
2) Upload the data file you just created to ODE.  Refer to the instructions in the previous section, Submitting Data – Institution Type B.
Return to Table of Contents

Individual Submission
Consider using the Individual Submission option if you have less than 150 students or if you only have access to a Macintosh (Apple) computer.  Follow these guidelines when submitting your SSID data using the Individual Submission option:
1) Use the Record Maintenance option, from the Record Management menu, to update records for all returning students.  SSID records for all returning students must be updated with current information (i.e. Grade Level, Enrolled Institution Information, Phone Number, Address, etc.).
2) Use the Web Submission option from the Data Submission menu to create, update or submit new collection data for existing students.  SSID records must be updated (or created) for all new students (i.e. In-State Transfer Students, Kindergarteners, New-to-State Students, etc.).  The Web Submission option when selected from the Data Submission menu under SSID is used to request an SSID for new students.

[bookmark: _Toc78856136][bookmark: _Toc183586854][bookmark: _Toc186421590][bookmark: _Toc242259304][bookmark: FileUpload]File Upload
Use the File Upload option to upload a prepared Standard Message Format (SMF) file to the Oregon Department of Education (ODE).  The supported file extensions are .smf, .txt, .csv, .zip., and  .xml
1) Find the collection you wish to work with in the menu bar at the top of the page.  Select “File Upload” from the Data Submission menu.  The File Upload form is displayed.
[image: FileUpload]
2) Enter the absolute path (i.e. C:\MyDocuments\myfile.smf), or click the [Browse] button to browse to the file you wish to submit.  Only one file can be uploaded at a time.
3) Click the [Upload] button to submit the file.
4) Do not close the browser window or move to another web page until the system updates the page with the “…The file has passed some preliminary testing ...” message.
5) If errors are listed under Error Info you will need to correct the errors and return to Step 1 to resubmit the file.  If your file appears to be error free it will be moved to the file-processing queue.  You can track its progress using Review Queue from the Error Management menu.  
6) You will be emailed information concerning the processing of your data.  If errors are listed, proceed to the Review Errors section.
· Please note that large files may take several minutes to appear in the file-processing queue after submission. 
· Upload problems such as “Request Timed Out” and “Page Cannot Be Displayed” errors may be encountered when submitting very large files.  When this is the case, you may either Zip the file or divide it into two or more smaller files.  
· Zipped and large files may take several minutes to process.  Please wait for email confirmation of your submission, or contact the ODE Helpdesk at (503) 947-5715, before resubmitting the file or attempting to perform Error Management or Record Management.
[bookmark: _Toc78856137][bookmark: WebSubmission][bookmark: _Toc183586855][bookmark: _Toc186421591][bookmark: _Toc242259305]
Web Submission
[bookmark: _Toc183586856][bookmark: WebSubmissionNotSSID][bookmark: _Toc186421592][bookmark: _Toc242259306]Student Collections: Except SSIDReturn to Table of Contents

Use the Web Submission option to submit student data to the Oregon Department of Education (ODE) directly via a web interface.  Submissions are validated and processed in the same way as files that are submitted.  Errors will be reported in Review Errors, not on the Web Submission screen.
1) Select “Web Submission” from the Data Submission menu. The “Individual Submission” search form is displayed.
A) Search for the existing student(s) for whom you wish to enter data.  
B) If you do not enter anything for a filter, the results will be all records for the Institution under which you are logged in.
C) School ID Use the School dropdown box if you wish to filter by school.  Use the “control” key to select more than one.  
D) Grade Select a Grade from the scroll box to search for students of a particular grade.
E) SSID If you know it, enter the student’s SSID in the SSID text box.
F) Last Name Enter the last name for which you are searching. You may enter any part of the student's last name beginning with the first letter, or you may go after a range of names by including the range in square brackets, i.e. [a-d] would create a list of names beginning with a and ending with all the names that begin with d.
G) First Name Enter the first name for which you are searching. Searches for First Name work the same way as searches for Last Name (above).
H) Use the “Current Students” radio button to search for currently enrolled students, the “Last Year Students” button to search for the previous year’s students, or the “All Students” button to include all students in your search.  
I) Click the [Submit] button to continue, or click the [Clear] button to start over.
· Searching by SSID will return a result of students from all districts, statewide.  For more information on search results see Appendix F: Search Specifications .
2) Depending on the collection, various editable fields will be displayed above the list of students returned by your search.
1) Select the check box next to the student(s) for whom you are entering data. Using the fields above the list, select the appropriate information. (Collection specific help is available in the “Need Help?” section of the web page and in this user guide in the  Appendix B: Collection-Specific Help section.)
3) Click the [Save] button to save your selections.  Your selections will only be saved and validated after you click the [Save] button.  
Return to Table of Contents

[bookmark: _Toc183586857][bookmark: WebSubmissionSSID][bookmark: _Toc186421593][bookmark: _Toc242259307]Student Collections: SSID
Use the Web Submission option, under SSID, to request a Secure Student Identifier (SSID) for a student who does not have one.
1) Select “Web Submission” from the Data Submission menu.
This page is used to request a Secure Student Identifier (SSID) for a student.








2) Enter First Name, Last Name, Date of Birth, and Gender in the appropriate fields for the student who needs a Secure Student Identifier (SSID).
3) The name fields in the search form are not case sensitive; you may use both upper and/or lower case letters.
4) After all necessary data has been entered click the [Request] button.
5) If there are possible matches to the data you have entered, a list will be displayed.  Check each line carefully to determine if it is a match to the student for whom you wish to obtain an SSID.  If one of the records matches your student, click the [Select Student] button to view the record.  If none of the records match your student, click the [Add as New Student] button.
[image: newSSID]




6) Complete the form that is displayed with as much detail as possible.  Be sure to complete all required fields marked with an asterisk (*). Return to Table of Contents

7) After all the information is entered click the [Save] button.
8) The new record and SSID number will appear on the screen.
A) To create another SSID click the [Return to Web Submission Entry] button.
B) To edit this record click the [Edit Record] button.
[image: newSSID-saved]

















· For assistance looking up an Institution ID, visit the Institution Lookup Application at: http://www.ode.state.or.us/instid.  For a listing of Enrolled Grades, or Graduation Category Codes click the appropriate [List] button.  Be sure to close the list window before continuing.
[bookmark: _Toc183586858][bookmark: _Toc186421594][bookmark: _Toc242259308][bookmark: ErrorManagement]
Error Management
Use the various options provided under the Error Management menu to review, download, and fix errors in submitted records; to view the status of files waiting to be validated/posted; review email sent regarding submitted records; review suggestions and resolve duplicate records; and to perform housekeeping.  Not all Error Management options are available/applicable to every collection.Return to Table of Contents


[bookmark: ReviewQueue][bookmark: _Toc78856139][bookmark: _Toc183586859][bookmark: _Toc186421595][bookmark: _Toc242259309]Review Queue
This is an informational page only.  Use Review Queue to view the status of submitted files waiting to be validated/posted.
· Select “Review Queue” from the Error Management menu.  The page will be displayed.
[image: review queue]

[bookmark: _Toc78856140][bookmark: ReviewEmail][bookmark: _Toc183586860][bookmark: _Toc186421596][bookmark: _Toc242259310]Review Email
Use the Review Email option to view email sent from ODE regarding submitted files.
1) After selecting “Review Email” from the Error Management menu at the top of the page, you are presented with a list of email messages sent by the Oregon Department of Education (ODE) to the application users who have submitted files.
 Records: 3





2) Click the [image: Green Checkmark]next to the message you want to read and it will be displayed at the bottom of the screen.
3) To navigate multiple pages click the underlined numbered links at the lower left corner of the list.
[bookmark: _Toc78856141][bookmark: _Toc183586861][bookmark: _Toc186421597][bookmark: _Toc242259311][bookmark: ReviewErrors]
Review Errors
Use the Review Errors option to view and resolve any errors that may exist in submitted files.    Errors will be displayed to institutions that have an administrative relationship to the student.  A user that is logged in as either a district or a school will see an error for the same student.  Only records that are error free can be posted and included in the Collection.Return to Table of Contents

1) From the Error Management menu, click “Review Errors”. A list of errors organized by type with their counts and descriptions will be displayed on the screen.
Records:  7












· To view a list of the individual error records within each of the error types, click the [View Error Records!] button at the top of the form.
· To download the errors as a .txt, .csv, or .xml file, click the [Download Errors!] button.
2) Click the “Fix Errors” link corresponding to the type of error you wish to resolve.  
3) The Error Detail form will be displayed.
 Records:  5










4) 
Click the [image: Green Checkmark]to fix the error.  The “Error Information” form will be displayed below the list.
· Or click the [image: RedCheck] to delete the error from the list.Return to Table of Contents

[image: error]
5) Review the error information listed at the top of the form.  Make the necessary data corrections to resolve the listed error. 
· To leave without making any changes to the record, click the [Back to List!] button.
· For a listing of Enrolled Grades or Graduation Category Codes click the appropriate [List] button.  Be sure to close the list window before continuing.  
6) Click the [Save!] button to save the changes.  If all the errors have been corrected the “This Error Has Been Fixed!” and “Record Saved” messages will be displayed at the top of the form.
7) Click the [Back to List] button to return to the list of errors. 
8) You can use Record Maintenance to verify your corrections.
[bookmark: _Toc78856142][bookmark: _Toc183586862][bookmark: _Toc186421598][bookmark: _Toc242259312][bookmark: Housekeeping]
Housekeeping
Use the Housekeeping option to display a list of submissions with errors, and mass-delete the non-posted records associated with a specific file submission.Return to Table of Contents

1) Choose “Housekeeping” from the Error Management menu.
2) A list of submitted files will be displayed that still have associated non-posted records.  If there are no files with existing error records you will receive the message: “There is no housekeeping to be done.”
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3) Click the [image: RedCheck] associated with the file to remove it from this list and to clear the errors associated with that file from the “Review Errors” list.
· Once a file has been deleted, it is no longer accessible for editing or correction.  Any records in the file that were in error will need to be resubmitted and corrected before those records will be posted to the collection.
[bookmark: _Toc78856143][bookmark: _Toc183586863]
[bookmark: _Toc186421599][bookmark: _Toc242259313][bookmark: DownloadErrors]
Download Errors
Use the Download Errors option to download errors from submitted files.  The errors can be downloaded in one of three formats: a Text file (.txt) similar to the SSID file format, a Comma Separated Values file (.csv) for a spreadsheet, or an Extensible Markup Language file (.xml) for advanced users. The files can then be corrected and resubmitted.Return to Table of Contents

1) [image: DownloadErrors]Choose “Download Errors” from the Error Management menu.  The “Download Errors – Choose File Type” form appears.







2) Choose a file format for the download.
A) Choose from Text (.txt), Comma Separated Values (.csv), and Extensible Markup Language (.xml) file types by clicking the corresponding button at the bottom of the form.
3) After making your selection an email will be sent containing a link and instructions for retrieving your file.

[bookmark: _Toc78856144][bookmark: ReviewSuggestions][bookmark: _Toc183586864][bookmark: _Toc186421600][bookmark: _Toc242259314]Review Suggestions
Use the Review Suggestions option to view and resolve attempted SSID entries that do not fully match any existing student records, as per the Appendix E: SSID Matching Algorithm.  Any submitted records (without SSIDs) that have potential matches to existing student records are displayed here.  This option is available only under SSID.
1) Select “Review Suggestions” from the Error Management menu.  A list of Attempted Entries (Submitted Record) and their corresponding Possible Matches appears.  Each page contains a maximum of 25 suggestions.










2) Review each Submitted Record on the page.  Compare the Submitted Record to the Possible Matches below it.  Determine which, if any, of the Possible Matches is the student that matches your Submitted Record.Return to Table of Contents

3) Click the radio button next to the correct Possible Match.  If none of the Possible Matches are correct, click the radio button next to No matching record(s) displayed. Create a new SSID.
4) If you do not want to resolve the suggested match at this time, click the radio button next to Exclude from Matching for Now. By doing this, you will be able to resolve the selection at a later time.
5) Click the [Save] button to save your selections for that page of Suggested Matches. 
6) Buttons have been provided above and below the list to navigate between multiple pages of suggestions.
A) Click the [ |< ] button to go to the first page.
B) Click the [ < ] button to go to the previous page.
C) Click the [ > ] button to go to the next page.
D) Click the [ >| ] button to go to the last page.
[bookmark: _Toc78856145][bookmark: ResolveDuplicates]
[bookmark: _Toc183586865][bookmark: _Toc186421601][bookmark: _Toc242259315]Resolve Duplicates
Use the Resolve Duplicates option to resolve duplicate SSID records.  Sometimes, for whatever reason, a student may be issued more than one SSID, or two students may have the same name, DOB, etc.  When suspected duplicate records are detected they are listed on the Resolve Duplicates page.  This option is available only under SSID.
1) [image: ResolveMatches]Choose “Resolve Duplicates” from the Error Management menu.  A list of possible duplicate records appears.








2) Possible duplicate SSID records are presented in groups. Each record associated with your district or institution will be represented by an active checkbox.  Records not associated with your district or institution will be represented by inactive checkboxes and may not be selected. 
· Do not click the checkboxes for records you are not able to determine are or are not actually duplicate records.  
· Click the "Y" checkbox for records you are able to determine are actually duplicate records.  
· Click the "N" checkbox for records you are able to determine are not duplicate records.  
· ODE will run a computer program once a week to process records that are ready for resolution.   
· "Y" responses will result in merging records using the lowest SSID number and the most recently created data. At least two records in a group must be marked with a "Y" to result in a merged record.  Return to Table of Contents

· If one record in a group is marked with a "Y" and another record is marked with an "N", the records will not be merged, but may appear in future Resolve Duplicate lists
· A record pair with two "N" responses will result in the record not being merged and the record pair will not appear in future duplicate listings.  
· Groups of records that are marked but not resolved will continue to appear in future duplicate listings for the districts that have not yet marked their records.  
3) To show all of the records, including the ones that have previously been resolved, click the Show All checkbox at the top of the form.
4) The number of records presented per page can be controlled by using the Page Size dropdown list.
5) Click the numbered links at the bottom of the form to navigate multiple pages.
· It is not necessary to click the [Resolve Matches] button at the end of each page. Clicking any of the numbered links below the list will result in the saving of all of the resolves made on each page.  
6) When you are through selecting matches, click the [Resolve Matches] button. The system will set the selections to Pending for the next scheduled merge process.
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Record Management
Use the various options under the Record Management menu to view, download, and update data after the SMF submission has been processed.  Interaction is with the data directly and not the SMF file. 
[bookmark: _Toc78856148][bookmark: RecordMaintenance][bookmark: _Toc183586867][bookmark: _Toc186421603][bookmark: _Toc242259317]Student Lookup & Record Maintenance
Use the Record Maintenance option to search for and to directly edit student records in the ODE database.  The changes are processed and take effect immediately.  The procedures for Record Maintenance vary slightly from collection to collection.  The Student Lookup option returns a “read-only” version of the record and is available only under the SSID collection.

[bookmark: StuRecMaint][bookmark: _Toc183586868][bookmark: _Toc186421604][bookmark: _Toc242259318]Student Lookup & Record Maintenance: Student Collections
1) Choose either “Student Lookup” or “Record Maintenance” from the Record Management menu.  You will be presented with a page containing four search forms.  You may choose to search by SSID, Institution, or Student Demographics.  Show/Hide IA Institutions
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2) Enter enough information into your selected search form(s) to narrow the results while still finding the record(s) you need. The more you put in the search forms, the more you may eliminate the variations of spelling, etc. (searching for Johnston will also find Johnston-Smith, but searching for Johnston-Smith will not find Johnston records)  
A) Searches performed on partially completed search forms will return larger result sets and may take longer to execute (or may even time out).
B) If you have an SSID number for an existing student, enter it in the appropriate search form.
· When searching by SSID, if the SSID you have entered has been merged to another record you will see a message informing you that this record has been merged and is not available for editing.  You will be given the current SSID, and instructions to maintain only the current record.
C) If you use the “Institution Specific Search Form”, the set of results will be limited to students enrolled in the institution for which you are logged in.
· If you are logged in as an ESD you will have a special dropdown box from which you may select from the districts in your jurisdiction.
· If you Un-select the “Hide Implicitly Administered Institutions” checkbox, the list of Institutions will expand to include all the institutions/programs that are administered by multiple Districts/etc.
D) If the “Student Demographic Search Form” is used, a last name or part of a last name is recommended to increase the efficiency of your search.
· You may enter any portion of a name in the First Name or Last Name fields.  For a range of names beginning with specific letters, enclose the range in brackets.  For example, to return all names beginning with the letters a, b, or c, enter [a-c] in the appropriate name field.
E) The “Institution Specific” and “Student Demographic” search forms may be combined to further limit your search.
3) Select the "Current Students" or the “Last Year Students” or the "All Students" radio button from the bottom of the form.  Use "Current Students" to return all SSID records matching your criteria having an Activity Date after July 1 of the current school year.  Use “Last Year Students” for a list of records having an Activity Date between July 1 and June 30 of the previous school year.  Use "All Students" to return all SSID records matching your criteria regardless of Activity Date.
4) Click the [Search] button to execute your search, or use the [Reset] button to clear all search forms for a new search.
5) After clicking the [Search] button, a list of records matching your search criteria will be displayed.
Search results for Record Maintenance.  Results for Student Lookup are similar.Records:  3326
Pages:  333
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6) 
Click on the [image: Green Checkmark]associated with the record you wish to edit or view.  Record Maintenance will display an editable version of the student record.  Student Lookup will display a read-only version of the record.  Steps 7, 8, and 9 apply only to Record Maintenance.
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7) Make any necessary changes to the record.
8) Click the [Save] button to save your changes and to update the Activity Date and the Update Date of the record.  To update only the Activity Date, save the record without making any changes.  To discard any changes and return to the list use the [Back to List] button.  To discard changes and return to the search page, click the [Back to Search] button. NOTE: For an SSID record to be “Current”, the Activity Date must be within the Current School Year.
9) After making your changes and clicking the [Save] button, if you are presented with an “ERRORS FOUND!” message window, correct any errors and click the [Save] button again to record your changes.  To discard any changes and return to the list use the [Back to List] button.  To discard changes and return to the search page, click the [Back to Search] button.
10) You may navigate the list of records from this screen by using the buttons at the bottom of the form:
· Click the [|<] button to view the first record in the list.
· Click the [<<] button to view the previous record in the list.
· Click the [Back to List] button to return to the list.
· Click the [>>] button to view the next record in the list.
· Click the [>|] button to view the last record in the list
· Click the [Back to Search] button to return to the search page.
· Click the [View Change History] button to view the change history of the record.
· If the record has been merged to another, the [View Merge History] button will provide details of the merge.Return to Table of Contents

· For assistance looking up an Institution ID, visit the Institution Lookup Application at: http://www.ode.state.or.us/instid/.  For a listing of Enrolled Grades, Entry Codes, Withdrawal Codes, or Reason for Leaving Codes click the appropriate [List] button.  Be sure to close the list window before continuing.
[bookmark: _Toc78856149][bookmark: _Toc183586869][bookmark: _Toc186421605][bookmark: ProductionDownload][bookmark: _Toc242259319]
Production Download
Use the Production Download option to download data from ODE for upload into your Student Accounting System (SAS).  
[bookmark: _Toc183586870][bookmark: _Toc186421606][bookmark: _Toc242259320]Student Collections: Except SSID
1) Choose “Production Download” from the Record Management menu.  You can choose to search by SSID, Institution, or Student Demographics.  
[image: PRODdwnld]














2) Enter as much information as needed into your selected search form. Not Selecting anything will return the entire recordset for the institution that you are logged in under. Searches performed on partially completed search forms will return larger result sets and may take longer to execute (or even time out).
3) Click TXT (.txt), Comma Separated Values (.csv), or Extensible Markup Language (.xml) file types to choose the file format and generate the file.
4) 
After making your selection, the system will generate the file and then you will receive an email containing a link and instructions for retrieving your file.
A) Click the link and enter your email address when prompted.  The File Transfer Send File page will appear.Return to Table of Contents
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5) Click the “Download” icon.
A) When the “File Download” dialog box comes up asking “Would you like to open the file or save it to your computer?” you may choose either option.
B) If you choose to save the file, save it to a meaningful location on your computer.  Your Desktop or My Documents folder may be good choices.

[bookmark: _Toc183586871][bookmark: _Toc186421607][bookmark: _Toc242259321]Student Collections: SSID
1) Select “Production Download” from the Record Management menu.  A form for selecting the type of data filter you would like to use will be displayed.















2) Click on the type of filter you would like to use to filter your data.  You may choose from the following filter types:Return to Table of Contents

· Changed Data by Date Range—All Information All data fields for all student records associated with your institution having a modified date within a range of dates you will specify.
· Changed Data by Date Range—District Institution ID, District Student ID, Secure Student ID Three select data fields for all student records associated with your institution having a modified date within a range of dates you will specify. 
· All Students—All Information All data fields for each student associated with your institution.
· All Students—District Institution ID, District Student ID, Secure Student ID Three select data fields for each student associated with your institution.
3) If you are filtering by Date Range, enter a Beginning Date and an Ending Date using the dd/mm/yyyy format.  SSID records with an Activity Date later than the Beginning Date and earlier than the Ending Date will be returned.
4) Choose from Text (.txt), Comma Separated Values (.csv), and Extensible Markup Language (.xml) file types by clicking the corresponding button at the bottom of the form.
5) After making your selection, you will receive an email containing a link and instructions for retrieving your file.
A) Click the link and enter your email address when prompted.  The File Transfer Send File page will appear.
[image: DownloadIcon]







6) Click the “Download” icon.
A) When the “File Download” dialog box comes up asking “Would you like to open the file or save it to your computer?” you may choose either option.
B) If you choose to save the file, save it to a meaningful location on your computer.  Your Desktop or My Documents folder may be good choices.
[bookmark: _Toc78856150] 

[bookmark: _Toc183586872][bookmark: _Toc186421608][bookmark: _Toc242259322][bookmark: ReviewHistory]Review History / Review Merge HistoryReturn to Table of Contents

(SSID Only)
The “Review History” option allows you to view current student records and a history of any changes made to the records.  The “Review Merge History” option provides details in the case where two SSID records have been merged into a single record.  These options are available only under SSID.
1) Choose “Review History” or “Review Merge History” from the Record Management menu from the SSID System collection under Student Collections.

                   [image: mergehistory]

2) Enter the SSID of the student record for which you wish to view the history and click the [Submit] button to view the history.
A) If you are using “Review History” and the SSID you have entered has been merged to another record you will see a message informing you that this record has been merged and is not available for editing.  You will be given the current SSID, and instructed to maintain only the current record.
[image: ReviewHistoryRecords]
[bookmark: Reports][bookmark: _Toc183586873][bookmark: _Toc186421609][bookmark: _Toc242259323]
Reports
The Reports menu provides access to three types of reports: "Verification Reports", "Collection Summaries", and "Lookup Values".Return to Table of Contents

[image: reports]

· "Verification Reports" are a real-time count (by district and by school) of posted records, errors, and the number of students whose Resident and Attending Institution IDs don’t match. These reports can be used as a diagnostic tool to help identify discrepancies in reported records and help determine when there may be conflicting submissions with other districts.
· "Collection Summary" reports contain aggregate counts, sums, and formulas. An example of a formula would be the ADM calculation components used in School Fund calculations.
· "Lookup Values" reports provide a listing of valid values for a given data field as it applies to a particular collection.  
This menu, located in the menu bar at the top of each page within the application and in the links on the main page, is dynamically built according to the collections to which your District Security Administrator has granted you access. Unlike the "Student Collections", and "Institution Collections" menus, the "Reports" menu is not limited to only the collections that are currently open, but will list reports for all of your collections regardless of collection opening and closing dates.

[bookmark: _Toc183586874][bookmark: _Toc186421610][bookmark: _Toc242259324]
Help
Collection-specific help is available from the Help menu at the top of each page.  The list of help topics is dynamically created according to the collections to which you have been granted access by your District Security Administrator.  Return to Table of Contents

[image: help]

The Collection Details page opens in its own window and provides a list of Definitions / Dates, Audience, Public Reports, Secure Reports, and Documents for the particular collection.  This same page is available, without logging in, from the ODE District Home page by clicking the appropriate link under Schedule of Due Dates.
[image: details]
[bookmark: _Toc183586875][bookmark: _Toc186421611][bookmark: _Toc242259325]
RSS Feed  [image: rss_lrg]
The RSS Feed provides one-stop-shopping for the latest news and information for all of the Consolidated Collections.  ODE’s RSS feed can be added to your RSS reader’s list of sites, or accessed via the web page if you don’t have an RSS reader.Return to Table of Contents

1) On the District site, the footer at the bottom of the web pages links to the latest calender events and news announcements pertinet to the District web site. There is also a link to ODE news releases.



2) From News web page (https://district.ode.state.or.us/news/) you can link to the Department of Education’s RSS feeds for the news announcements and news releases. This page also displays the top items in each of these categories.
[image: news]
3) [image: ress links]From the District site’s home page you can also access these RSS feeds by clicking on the [image: rss_lrg] icons. You can subscribe to the feeds if you want.   RSS


4) There is also a RSS Feed for the Schedule of Due Dates which should be useful for Consolidated Collection users. Click on the icon next to the School of Due Dates to access the information; you can also subscribe to the Schedule of Due Dates feed to receive the latest information.






	[image: RSSSchofDD2]Return to Table of Contents
Subscribe Here


a) You may click any of the links in to open its data profile..
b) There are sorting options in the box the upper right corner of the screen.
5) If you have an RSS reader installed on your computer, you can add the ODE feed to your list by copying and pasting the URL: <https://district.ode.state.or.us/apps/RSSFeeder/ODEFeeder.xml> into the URL box of the Add New Feed form for your RSS reader.
[bookmark: _top][bookmark: CSVPrep][bookmark: _Toc183586876][bookmark: _Toc186421612][bookmark: _Toc242259326][bookmark: _Toc56847220][bookmark: _Toc56905198][bookmark: _Toc56905390][bookmark: _Toc56906651][bookmark: _Toc62008917]
Appendix A: Preparing CSV Data Files
The instructions and information presented in this appendix can be used to produce a file, conforming to the Consolidated Collections file format, of up-to-date SSID information for your institution.  This file should be maintained and submitted periodically to ODE for the open SSID collection.  This file may also be submitted for any of the collections incorporated in the Consolidated Collections application by entering the required data in the fields specific to the collection for which you are submitting the file.  Submitted data in fields not required by a particular collection will not be used to update SSID records or other collections.Return to Table of Contents

[bookmark: _Toc183586877][bookmark: _Toc186421613][bookmark: _Toc242259327]Overview
1) Use Production Download to download a file containing your institution’s student information for the previous year.
2) Open the file with Microsoft Excel.
3) Update the data.
4) Save and submit the file.
[bookmark: _Toc183586878][bookmark: _Toc186421614][bookmark: _Toc242259328]Production Download
To download a file, in the correct format, containing your institution’s student information for the previous year:
1) Select “Production Download” from the Record Management menu under the SSID collection.  A form for selecting the type of data filter you would like to use will be displayed.
[image: PRODdwnldSSID]














A) Choose the “Changed Data by Date Range -- All information” filter.
B) Enter the first date of the collection year for last year, i.e. 07/01/2006.

C) Enter the last date of the collection year for last year, i.e. 06/30/2007.Return to Table of Contents

· This search will return all SSID records for all students enrolled in your institution for the previous year.
2) Click the [CSV] button to download the file in a Comma Separated Values (.csv) format.
3) You will receive an email containing a link and instructions for retrieving your file.
A) Click the link and enter your email address when prompted.  The File Transfer Send File page will appear.
[image: DownloadIcon]









4) Click the “Download” icon when it appears on the screen.
C) When the “File Download” dialog box comes up asking “Would you like to open the file or save it to your computer?” you must Save the file if you may want to make any changes to the data.
D) If you choose to save the file, save it to a meaningful location on your computer.  Your Desktop or My Documents folder may be good choices.
5) Proceed to the next section “Update the Data”.
[bookmark: _Toc183586879][bookmark: _Toc186421615][bookmark: _Toc242259329]
Update the Data
1) It is no longer necessary to “import” the data into Excel.  To open the file, simply double-click the file icon or choose “Open” from the File menu within Excel and navigate to the appropriate file.Return to Table of Contents

2) Remove the records for any students who are no longer enrolled in your institution.
3) Update the information for all returning students.
A) Do not delete the top column-header row.
B) Do not use commas in any of the fields.
C) Do not use “special” characters.  Use only standard English characters.
4) Add the information for any new students to the bottom of the list.  Be sure to follow the data format of the downloaded records exactly.
· WHEN PREPARING A COMMA SEPARATED VALUES (CSV) FILE, IT IS CRUCIAL THAT YOU NOT ENTER COMMAS IN ANY OF THE FIELDS.  ENTERING A COMMA IN ANY FIELD SIGNIFIES THE END OF THAT FIELD AND THE BEGINNING OF THE NEXT.  UNEXPECTED COMMAS WILL RESULT IN COLUMNS BEING SHIFTED CAUSING A CRITICAL ERROR UPON FILE UPLOAD.
[bookmark: _Toc183586880]
[bookmark: _Toc186421616][bookmark: _Toc242259330]Save and Submit the File
1) After you have entered all the required data into the spreadsheet, choose File -> Save As, and click [Save] to save the file as a “CSV (Comma delimited) (*.csv)” file.
[image: SaveAsCSV]










2) Click [OK] in the message box that asks if you want to save only the active sheet.
3) Click [Yes] in the message box that asks if you want to keep the workbook in the CSV format.
4) The file can then be submitted to ODE following the instruction for File Upload.
· SOME USERS HAVE EXPERIENCED ERRORS DUE TO UNEXPECTED BEHAVIOR WITHIN MICROSOFT EXCEL.  IN LENGTHY FILES WHERE THE RIGHTMOST COLUMNS HAVE NO DATA, THERE HAVE BEEN INSTANCES WHERE THE COMMAS HAVE BEEN REMOVED FROM THE EMPTY CELLS, CAUSING THE COLUMNS TO SHIFT.  TO AVOID THIS ERROR THE FOLLOWING PROCEDURE HAS BEEN DEVELOPED.
[bookmark: _Toc183586881][bookmark: _Toc186421617][bookmark: _Toc242259331]
Column-Shift-Error Prevention
1) In the last column of the file (LEPFill), enter a string of characters that will not appear elsewhere in the file, such as zzzz.  Return to Table of Contents

[image: zzzzExcel]
2) Save the file as outlined in the previous section, Save and Submit the File.
[bookmark: _Toc186421618][bookmark: _Toc242259332][bookmark: CllctnSpecificHelp]
Appendix B: Collection-Specific Help
[bookmark: _Toc99157702]In cases where the procedure for using a certain function or option is different for a given collection, additional information and collection-specific instructions can be found in this appendix.  Only the information and instructions that differ from those presented in the main body of the Consolidated Collections User Guide will be included in this appendix.Return to Table of Contents


[bookmark: _Toc183586883][bookmark: _Toc186421619][bookmark: _Toc242259333]Assessment Collections (Precode)
[bookmark: _Toc99157715][bookmark: _Toc183586884][bookmark: _Toc186421620][bookmark: _Toc242259334]Submission Preparation
The information gathered in this collection is used to pre-code paper answer sheets for students who will be taking statewide assessment tests.  This collection is for pre-code only; to order assessment tests use the Assessment Test Orders online application.  There are currently seven data fields that are specific to this collection, which are listed in the table below.  
	Data Fields for Assessment Collection

	Field Name 
	Description
	Content / Validation Information

	ASMTSbjctCd (Required)
	Subject Code 
	2 characters: Valid codes are RL, MA, SC, PS, WR, and SS.

	ASMTAnsShtTchrNm  (Optional)
	Answer Sheet Teacher Name 
	20 characters: Name of the teacher who will distribute the answer sheets to the students.  If this field is filled on the SSID collection, As test records are returned to ODE from testing vendors, the field value from SSID will be placed on the test record.

	ASMTAnsShtClsPrd (Optional)
	Answer Sheet Class Period 
	1 character: Class period when the specified teacher will distribute the answer sheets.

	ASMTRosterClsPrd (Optional)
	Roster Class Period 
	1 character: Class period associated with the roster teacher name.  Pad with spaces if not used.

	ASMTSrtCd1 (Optional)
	Sort Code 1 
	20 characters: Used to override default sort order.

	ASMTSrtCd2 (Optional)
	Sort Code 2 
	20 characters: Used to override default sort order.

	ASMTSrtCd3 (Optional)
	Sort Code 3 
	20 characters: Used to override default sort order.

	ASMTFill 
	Filler
	20 Characters: Reserved for future use

	For more information see the Consolidated Collections File Format document at
https://district.ode.state.or.us/forms/smf/sfda/cnsldtdfilefrmt.xls


[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Subject Code is a required field, the contents of which must be a valid Subject Code from the below table.  To find out which Subject Codes are valid for a particular grade level, see the State Policy page at https://district.ode.state.or.us/apps/ordr/diststatepol.aspx .
	Valid Subject Codes

	Subject Code
	Description

	RL
	Reading and Literature

	MA
	Mathematics

	SC
	Science

	PS
	Math Problem Solving

	WR
	Writing

	SS
	Social Science


If you wish to have the answer sheets sorted by other than the default sort order, use the Sort Code fields to specify which fields to sort by.Return to Table of Contents

	Sort Order

	
	Sort by
	Then by
	Then by
	Then by
	Then by
	Then by
	Then by
	Then by

	Default 
	Resident District ID
	Subject Code
	Resident School ID
	Enrolled Grade
	Answr Sht Tchr Nm
	Answr Sht Class Prd
	Student Last Nm
	Student First Nm

	User Defined
	Resident District ID
	Subject Code
	Resident School ID
	Enrolled Grade
	Sort Code 1
	Sort Code 2
	Sort Code 3
	


· To submit a file, go to File Upload in the General section at the beginning of this user guide.

[bookmark: _Toc99157716][bookmark: _Toc183586885][bookmark: _Toc186421621][bookmark: _Toc242259335]Web Submission
1) Select Web Submission from the Data Submission menu under Assessment Collections for example Winter Writing to submit data.  The “Assessment Collection Web Submission” form will be displayed. 
[image: winterwritingsubmissionb]












2) Type the student information to search for in the form.   
A) To search for all “Current Students” for the school year, do not enter data in the first name, last name and DOB fields.
B) The search results are not limited to students enrolled in the institution for which you are logged in.
· Click in the “Last Year Students” or “All Students” radio button to search for another student that is not in the institution you are logged in as.
3) Click on the [Search] button to search.
4) 
The “Search Results” listing will appear, as seen below, listing the students matched to the search criteria.  The form below is displaying an “All Student” search for the current school year.  You can click on the “Last Name”, “First Name” or “Middle Initial” link to sort the data.
Note:  If there are no records found, you will see the message “There are no students matching the criteria you provided.”Return to Table of Contents

Records:  55
Pages: 56
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State Policy Button















Save Button
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5) Click on the [image: Green Checkmark] to select the student record from the “Search Results” listing.
A) Or, click on the “Back to Search” link to return to the “Assessment Collections Web Submission” form.  
B) If needed, use the navigation buttons to move from page to page.
6) Enter the appropriate information in the data fields at the top of the form.Return to Table of Contents

For a list of valid Subject / Grade combinations, click the [State Policy] button
7) Choose the students to whom the information applies by clicking on the   in the Include column.
8) Click the [Save!] button to submit the record(s).
Note: The procedure may be repeated as necessary for additional students.  Use the numbered links at the bottom of the page to navigate multiple pages.
[bookmark: _Toc99157717]
[bookmark: _Toc183586886][bookmark: _Toc186421622][bookmark: _Toc242259336]Review Errors and Record Maintenance
Follow the instructions in the General section at the beginning of this user guide in Review Errors to fix the error record or Record Maintenance to display and edit the collection record.  Below is a sample of a record opened in Record Maintenance; Review Errors looks similar when an error record is opened.
[image: winterwritingrecmaint].

State Policy Button
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Delete Button


1) The seven fields specific to this collection appear in the upper part of the collection record.
2) For a list of valid Subject / Grade combinations, click the [State Policy] button.
3) If needed, make necessary changes and click on the [Save] button or to remove a student from this collection, click the [Delete] button.

[bookmark: _Toc183586887][bookmark: _Toc186421623][bookmark: _Toc242259337]Resource Link
Additional information can be found on the Assessment Collections Details page at https://district.ode.state.or.us/apps/info/DataCllctnDetail.aspx?id=133, such as the collection name, open and close dates, audience who the collection is opened for and documents.
[bookmark: _Toc99157718][bookmark: _Toc183586888][bookmark: _Toc186421624][bookmark: _Toc242259338]
Cumulative Average Daily Membership (ADM)

[bookmark: _Toc99157719][bookmark: _Toc183586889][bookmark: _Toc186421625][bookmark: _Toc242259339]Submission PreparationReturn to Table of Contents

Period 1 – Used for ADM, Fall Membership, High School Completers, Early
Leavers
ADM - Report attendance for students who have enrolled and withdrawn in your school/district during the reporting period. Students whose parents have paid their tuition are now required to be reported. For all students submitted with a high school grade level, High School Entry Cohort School Year (HSEntrySchlYr) must be filled in, defined as the year the student first entered high school in or outside of Oregon. 
Fall Membership - Data that was previously reported in the Fall Membership Collection will be included in Period 1. This includes the student’s enrollment as of October 1, ethnicity, enrolled grade, resident and attending district and school, gender, date of birth, SSID, and legal first and last name. Students who were enrolled on October 1 will be included by ODE in the fall membership report.
2009-10 Early Leavers – Any student who enrolled and withdrew will be reported with the actual start and end date. Districts must report an appropriate enrollment end date code for students in grade 7 or higher each time a student withdraws from school, transfers, changes enrolled grade or program type codes. This includes students who completed 6th grade and did not return for their 7th grade year.
2008-09 High School Completers - Students who met state and local district diploma requirements and were awarded a high school diploma by August 31, 2009 will be submitted in the 2008-09 High School Completers collection, which closes November 2, 2009. If after November 2, you will need to contact the data owner to request to have 2008-09 High School Completers
reopened. 
2009-10 High School Completers – Regular Diplomas
Students who met the state and local district diploma requirements and were awarded a regular high school diploma during the current school year (September 1, 2009 or later) will be reported when they are no longer enrolled in school. The date the student was actually given the diploma during the graduation ceremony may not be the same as the day the student last was enrolled school. For reporting purposes, use the date the student was last enrolled in school rather than the date the student was handed the diploma.
2009-10 High School Completers – Other Outcomes
For modified diplomas, as well as GEDs and Adult High School Diplomas, submit a record with the date the student received the GED or diploma. If a student is enrolled through the entire period, in addition to the GED or diploma record, submit a record indicating the student was enrolled through the entire period. As before, only regular diplomas increase the graduation rate in accountability reports.
2009-10 Early Leaver/High School Completer Validation Window - In Fall 2010, Districts will review ODE’s calculation of student status as part of the Early Leaver/High School Completer validation window and make edits to accurately report the student’s end date enrollment code. The student’s most recent status will be used in calculating the cohort graduation rate. Students who received a diploma during summer 2010 will be able to be reported as graduates during this validation as edits to the original
submission.

Cumulative Period 2 – Used for ADM, State School Fund Estimates, High
School Completers, Early Leavers
The same requirements as Period 1 except that districts must report attendance for students who have enrolled and attended school during period 1 or period 2. . These data will be used as part of the State School Fund estimates. 




Cumulative Period 3 – Used for ADM, Spring Membership, High School
Completers, Early Leavers
The same requirements as Period 1 and Period 2 except that districts must report attendance for students who have enrolled and attended school during period 1, 2 or 3. Period 3 has additional flags that had been reported during the spring membership. Also report the language of origin and the following flags as appropriate for each student: ethnicity, economically disadvantaged, Title I, Special Ed, Migrant Ed, Indian Ed, Talented and Gifted, Attending School Full Academic Year, Attending District Full
Academic Year, and District Special Ed. Period 3 will be used to determine which students were enrolled on the first school day in May and will be used for AYP, Report Card and other accountability reports.
ODE will also propose to the U.S. Department of Education to use attendance rates from 3rd period to calculate the attendance rates used in AYP.

Period 4 (Annual) – Used for State School Funding, Spring Membership, High
School Completers, Early Leavers
The same requirements as Period 1,2 and 3 except that districts must report attendance for students who have enrolled and attended school during period 1, 2,3 or 4.

Note the following new fields in the Cumulative ADM collection:

High School Entry Cohort School Year (HSEntrySchlYr) – students who are in grade 9 or higher must have a date in this field that describes when they first entered 9th grade. This data will also be in the SSID collection.

ADMEndDtCd – Enrollment End Date Code – this field describes the student’s enrollment status on the Enrollment End Date. The field applies to students in grades 7 – 12. It includes students who are continuing enrollment and information previously reported in the Early Leaver and High School Completer data collections. The codes have changed from the previous reporting year. Refer to the ADMEndDtCd Lookup Table for the acceptable values.

ADMDiplomaTypCd – Diploma Issued Type Code – this field indicates the type of diploma issued by the school district. Previously this information was reported in the High School Completer collection (and in the Early Leaver collection for Adult High School Diplomas). The codes from the previous reporting year have changed. Refer to the ADMDiplomaTypCd Lookup Table for the acceptable values.

ADMWithdrFctrCd – Withdrawal Factor Code – this field describes the primary factor influencing the student’s decision to withdraw. This information was previously reported in the Early Leaver data collection. Many of the withdrawal codes have changed from the previous reporting year. Refer to the WthdrlFactr Lookup Table for the new codes.

In addition to the fields described above, there are new essential skill code fields.
These include the Reading Assessment of Essential Skills Code, Writing Assessment of
Essential Skills Code, Speaking Assessment of Essential Skills Code, and Mathematics
Assessment of Essential Skills Code. The essential skills assessment is part of the new
diploma requirements for students graduating in 2012.

To view the File Format please click on the following link:
https://district.ode.state.or.us/wma/groups/dcc/2008-09/cumadmfileformatfinal.pdf


· To submit a file, go to File Upload in the General section at the beginning of this user guide.

[bookmark: _Toc99157720][bookmark: _Toc183586890][bookmark: _Toc186421626][bookmark: _Toc242259340]
Web Submission
1) Select Web Submission from the Data Submission menu under the ADM collection and type the criteria to search for the student(s).  Below is an example of a result listing.  If needed, follow the instructions in the General section at the beginning of this user guide in the Web Submission section.Return to Table of Contents

Records: 55
Pages:  56










2) If more than one student is retrieved, click on the [image: Green Checkmark] to the left of the student for which you wish to enter data.  The student’s record will open below the result listing.
3) Enter the appropriate information in the data fields at the top of the record.  Dates are entered as MMDDYYYY; the system will automatically insert the slashes.
4) Click the [Save] button to submit the record.
5) The procedure may be repeated as necessary for additional students.  If needed, click on the “Back to Search” link to get back to the “Select Search Parameter” form.
[bookmark: _Toc99157721][bookmark: _Toc183586891][bookmark: _Toc186421627][bookmark: _Toc242259341]
Review Errors and Record Maintenance
[image: ADMRecordMaintance]Follow the instructions in the General section at the beginning of this user guide in Review Errors to fix the error record or Record Maintenance to display and edit the collection record.  Below is a sample of a record opened in Record Maintenance; Review Errors looks similar when an error record is opened.Return to Table of Contents

.
. 


[image: assessment2]










[Save]
[Delete]




1) The ten collection specific data fields appear in the upper part of the collection record.  Make the necessary changes.
2) Click the [Save] button to submit the changes or click on the [Delete] button to delete the record from the collection.
· Note:  Changes to Attending School Institution ID, Program Type, or Session Days fields will result in creating an additional record.  Changes to other fields will modify the existing record.  Errors in any of the fields will be sent to Review Errors and will need to be corrected before the modified record can be posted to the collection.

[bookmark: _Toc186421628][bookmark: _Toc242259342]Resource Link
Additional information can be found on the Average Daily Membership (ADM) Details page at https://district.ode.state.or.us/apps/info/DataCllctnDetail.aspx?id=136 , such as the collection name, open and close dates, audience who the collection is opened for and documents.
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[bookmark: _Toc108345296][bookmark: _Toc183586893][bookmark: _Toc186421629][bookmark: _Toc242259343]Career & Technical Course Enrollment/Student Data (Perkins)Return to Table of Contents

[bookmark: _Toc108345297][bookmark: _Toc183586894]Note:  This collection applies only to institutions with approved Career & Technical Education programs at grades 9-12.  Please refer to our Web Site at http://www.ode.state.or.us/data/stats/opte/ for a list of institutions and the programs to be reported on.

[bookmark: _Toc186421630][bookmark: _Toc242259344]Submission Preparation
There are two separate Career and Technical Education (CTE) collections, one for Student data and one for Course data.  Both collections are part of the Consolidated Collections application.  Records are currently submitted to these collections by File Upload and/or Web Submission.  If you have a Computer Service Provider (CSP), check with your CSP for information on how the data will be submitted.  Please refer to Sending Data to ODE in this manual for more information on the role of your CSP. There are 28 data fields specific to the CTE collections, which are listed in the table below.
[bookmark: _Toc186421631]Data Fields for CTE Collections – Student and Course
	Field Name
	Description
	Content/Validation Info

	PTEAcdmDisadv
	Academically Disadvantaged
	1 character: Must be a Y for Yes or a N for No.  A student who is academically disadvantaged and who requires special services and assistance in order to succeed. This classification may include a student who meets any of the following criteria:

Scores at or below the 25th percentile on a standardized achievement or aptitude test
High school grade point average (GPA) is less than 2.0 on a 4.0 grade scale
Fails to attain minimum academic competencies
    

	PTEYrEndStatus
	Year End Status
	
1 character: Signifies the student's status as of the end of the school year.

	PTECareerRltdLrnExp1
	Career-Related Learning Experience 1
	
1 character: Signifies the first type of  Career-Related Learning Experience in which the student participated   

	PTECareerRltdLrnExp2
	Career-Related Learning Experience 2
	1 character: Signifies the second type of learning experience.  Select a value from the table above that has not been specified by any of the other career-related learning experience fields, except for Z.  



	PTECareerRltdLrnExp3Return to Table of Contents

	Career-Related Learning Experience 3
	1 character: Signifies the third type of learning experience.  Select a value from the table above that has not been specified by any of the other career-related learning experience fields, except for Z.  

	PTECareerRltdLrnExp4
	Career-Related Learning Experience 4
	1 character: Signifies the fourth type of learning experience.  Select a value from the table above that has not been specified by any of the other career-related learning experience fields, except for Z.  

	PTECareerRltdLrnExp5
	Career-Related Learning Experience 5
	1 character: Signifies the fifth type of learning experience.  Select a value from the table above that has not been specified by any of the other career-related learning experience fields, except for Z.  

	PTECareerRltdLrnExp6
	Career-Related Learning Experience 6
	1 character: Signifies the sixth type of learning experience. Select a value from the table above that has not been specified by any of the other career-related learning experience fields, except for Z.  

	PTECareerRltdLrnExp7
	Career-Related Learning Experience 7
	1 character: Signifies the seventh type of learning experience.  Select a value from the table above that has not been specified by any of the other career-related learning experience fields, except for Z.  

	PTECareerRltdLrnExp8
	Career-Related Learning Experience 8
	1 character: Signifies the eighth type of learning experience.  Select a value from the table above that has not been specified by any of the other career-related learning experience fields, except for Z. 

	PTECareerRltdLrnExp9
	Career-Related Learning Experience 9
	1 character: Signifies the ninth type of learning experience.  Select a value from the table above that has not been specified by any of the other career-related learning experience fields, except for Z. 

	PTECareerRltdLrnExp10
	Career-Related Learning Experience 10
	1 character: Signifies the tenth type of learning experience.  Select a value from the table above that has not been specified by any of the other career-related learning experience fields, except for Z. 

	PTEStdntLdrOrg1
	Student Leadership Organization 1
	
1 character: Signifies the first type of Student Leadership Organization to which the student belongs.  


	PTEStdntLdrOrg2
	Student Leadership Organization 2
	1 character: Signifies the second type of organization to which the student belongs.  Select a value from the table above that has not been specified by any of the other student leadership organization fields, except for Z.      

	PTEStdntLdrOrg3
	Student Leadership Organization 3
	1 character: Signifies the third type of organization to which the student belongs.  Select a value from the table above that has not been specified by any of the other student leadership organization fields, except for Z.     



	PTEStdntLdrOrg4Return to Table of Contents

	Student Leadership Organization 4
	1 character: Signifies the fourth type of organization to which the student belongs.  Select a value from the table above that has not been specified by any of the other student leadership organization fields, except for Z.      

	PTEStdntLdrOrg5
	Student Leadership Organization 5
	1 character: Signifies the fifth type of organization to which the student belongs.  Select a value from the table above that has not been specified by any of the other student leadership organization fields,  except for Z.      

	PTEStdntLdrOrg6
	Student Leadership Organization 6
	1 character: Signifies the sixth type of organization to which the student belongs.  Select a value from the table above that has not been specified by any of the other student leadership organization fields, except for Z.      

	PTEStdntLdrOrg7
	Student Leadership Organization 7
	1 character: Signifies the seventh type of organization to which the student belongs.  Select a value from the table above that has not been specified by any of the other student leadership organization fields, except for Z.     

	PTEStdntLdrOrg8
	Student Leadership Organization 8
	1 character: Signifies the eighth type of organization to which the student belongs.  Select a value from the table above that has not been specified by any of the other student leadership organization fields, except for Z.     

	PTESchlInstID
	Institution ID
	10 integers: The Institution ID of the school where the instructional unit/course was offered

	PTEPgmStrand
	Program Strand
	3 characters: The three-digit code that identifies the career area and program area for the COURSE taken by the student. 

Note: If there is more than one valid Program Area (CAMPAC) for a course, use any valid program for your school that applies to the course.  (See http://www.ode.state.or.us/opte/data/ApprPrgs.aspx)

	PTEClsNbr
	Class Number
	17 characters: The number assigned to the instructional unit/course enrolled in by the student. Each instructional unit/course has a number assigned to it by the school that identifies the specific curriculum.

The instructional unit/course number recorded for the student must agree with the instructional unit/course number provided by the school when the Secondary Professional Technical Program Application Request (or update) was processed and approved by EII-ODE.  (See http://www.ode.state.or.us/opte/data/ApprPrgs.aspx )

	PTESection
	Section
	3 characters: The section number or term and period that the student took the course.  Used to differentiate multiple offerings of the same course within the school year.

For example: Fall term, period one = "F1".  Schools may use any scheme. 

Use of this field is optional when the course is only offered once a year.

	PTECrsGrdReturn to Table of Contents

	Course Grade
	1 character: Select one of the following grades for each instructional unit or course taken during the reporting period by the student:









Pass (or Satisfactory) progress is generally considered to be a grade level "C" or better.

Note: Unsatisfactory progress in an instructional unit/course will remain on the record even after the instructional unit/course is retaken and passed in order to retain the integrity of the student file.

	PTECreditCd
	Credit Code
	
[bookmark: _GoBack]1 character: Use these codes to indicate where and when the student received credit for this course.

	PTEOvrdCredits
	Override Credits
	5 decimals: Complete this when the student is given credit for an instructional unit or course that is different than the standard credit for the unit or course. This field may be used if different levels of credit are given for structured work experience, individualized curriculum experiences, and other related instructional units or courses.  There are two implied decimal positions for this field.  Example: 00150 will result in 001.50.

Credit should still be based on the Carnegie unit of measure of one credit equals 130 clock hours of approved classroom instruction or 390 clock hours of structured work experience. 00150 will result in 001.50

	PTEFill
	Filler
	20 Character: Reserved for future use



· To submit a file, go to File Upload in the General section at the beginning of this user guide.

[bookmark: _Toc186421632][bookmark: _Toc242259345][bookmark: _Toc108345298][bookmark: _Toc183586895]Web Submission – Student DataReturn to Table of Contents

· Note:  Student data information, including CRLE and SLO participation, should be reported for ALL students, not just the Career and Technical Education students.
1) Select Web Submission from Data Submission menu under the Career and Technical Student Data (Perkins) collection.
2) Choose your high school from the dropdown list.
[image: select search]
3) A screen will appear with the current total student population list at your institution.  To navigate through the records, use the scrollbar to the right of the student list.
[image: CTE records]
NOTE: To save time, only students that meet any of the following criteria need to be edited and saved.
· The student is Academically Disadvantaged
· The student is a senior and not graduating
· The student is not a senior and is not returning next year.
· The student participated in Student Leadership OrganizationsReturn to Table of Contents

· The student participated in Career Related Learning Experiences
· The student does not appear in the list and needs to be added.
4) If a student did not attend your school for the entire school year, they may not be listed in the student list.  Any student enrolled in your high school, and in attendance for a minimum of 20 cumulative school days between September 1 and June 30 of current school year should be included in the collection. 
5) To change a record, click on the [Edit] button.  This will display the record in “edit” mode and allow you to make changes.


Save & Cancel

Acad disadv


[image: CTE_student websubmission]Yr-End Status


A) Place a check in the Academically Disadvantaged check box if this applies to the student.
B) Year-End Status.  You may only select one item.  To select a new item, click the dropdown arrow at the right of the box, scroll down to the new selection, and click on it.
C) Career Related Learning Experiences (CRLE).  Check all of the CRLE’s that the student participated in during the school year.
D) Student Leadership Organizations (SLO).  Check all of the SLO’s that the student participated in during the school year.
6) Click the [Save] button to save your changes. 
· To help you keep track of the student records you have submitted, the View Submitted Data (PDF) link keeps a list of student records that have been submitted during the current session.









[bookmark: _Toc186421634][bookmark: _Toc242259346]Web Submission – Course Enrollment
1) Select Web Submission from Data Submission menu under the Career and Technical Course Enrollment (Perkins) collection. This interface can be used by schools that do not have a student data system and prefer not to upload files.Submit  Button
Pick Your High School

2) Choose your district and high school from the dropdown list.










3) The following screen will appearSubmit Button
















[image: CTE_ enrollment websubmission]
4) Select a program area from the CAM/Strand dropdown list
5) Select a Course from the Course dropdown list.
A) If there is a course section associated with the course, enter it in the Section box.
Note:  Section is used when reporting a single course multiple times, e.g., by period, trimester or semester.  Section may be left blank if the course is only reported once.
6) Select a Teacher from the Teacher dropdown list.
A) To specify a teacher who is not included in the list, click the [Add] button.Return to Table of Contents

B) Enter the name and click the [Save] button.
7) The Student List box contains a list of students for your institution.  
8) To add a student to the Class List for Course list, click the student’s name in the Student List.
9) Click the [Grade] button to enter grade information for the student.
10) If the student earned more or less than the default credit, edit the credit to reflect the amount earned by the student for the course.
[image: CTE_ enrollment websubmission]Remove Button
Grades Button
CAM/Strand
Course
Teacher


11) Repeat steps 5-7 until all the students for the course have been selected.
12) To remove a student from the Class List for Course, click the [Remove] button.
13) Click the [Submit] button at the bottom of the Course Submission form to submit your data.
A) You will be notified by email when processing of your data is complete.
B) Be sure to check Review Errors to fix any errors that may occur with your submission.
· Changing the selected CAM/Strand or Course before clicking the [Submit] button will discard all unsaved information for the students you have selected.
14) Repeat steps 1-8 until all of the courses within all of the programs have been reported.

[bookmark: _Toc186421633][bookmark: _Toc242259347][bookmark: _Toc183586898][bookmark: _Toc186421635]Review Errors and Record MaintenanceReturn to Table of Contents

Follow the instructions in the General section at the beginning of this user guide in Review Errors to fix the error record or Record Maintenance to display and edit the collection record.

[bookmark: _Toc242259348]Resource LinkReturn to Table of Contents

· Additional information can be found on the Career and Technical Course Enrollment (Perkins) Details page at https://district.ode.state.or.us/apps/info/DataCllctnDetail.aspx?id=120 , such as the collection name, open and close dates, audience who the collection is opened for and documents.
· Additional information can be found on the Career and Technical Student Data (Perkins) Details page at https://district.ode.state.or.us/apps/info/DataCllctnDetail.aspx?id=121 , such as the collection name, open and close dates, audience who the collection is opened for and documents.
[bookmark: _Toc186421636][bookmark: _Toc242259349]
Child Nutrition Direct Certification Match (NSLP)
Return to Table of Contents

[bookmark: _Toc186421637][bookmark: _Toc242259350]Purpose
This file/collection provides names of students who are "directly certified by Department of Health & Human Services (DHS)" to receive "Free" NSLP benefits.   Sponsors are required to send the "Direct Certification Eligibility Notification Letter" to the address listed on the DC file not to the address that may be in the Sponsor's student database which may be different.  See Resource Link section below for link to "DC Eligibility Notification letter".  Students listed in the file/collection are eligible for "Free" benefits from the collection date forward for the school year.  Sponsors are responsible for maintaining the file/collection for their areas as confidential both electronically and/or hard copy.

[bookmark: _Toc186421638][bookmark: _Toc242259351]Resource Link
· DC Download Instructions http://www.ode.state.or.us/services/nutrition/nslp/docs/dc_download.doc
· DC Eligibility Notification letter http://www.ode.state.or.us/services/nutrition/nslp/lunch/direct_cert/meals.doc
· National School Lunch Program (NSLP) page
 http://www.ode.state.or.us/search/page/?id=1997 

For data related questions, please contact Jennifer Parenteau at (503) 947-5890 or email Jennifer.parenteau@state.or.us.


[bookmark: _Toc186421639][bookmark: _Toc242259352][bookmark: _Toc186421640]Discipline Incidents (Prior Suspension/Expulsion/Truancy-SET)Return to Table of Contents


[bookmark: _Toc242259353]Purpose
The Discipline Incidents collection is scheduled to open on May 1st.  It replaces the prior Suspension/Expulsion/Truancy/Removals (SET) collection.  The information gathered for this collection includes the Suspension/Expulsion/Removals/Truancy Type, Expulsion Exceptions Related to the Possession of Firearms, Ethnicity, Gender, for each student involved.
Data for this collection will be used to complete required reporting at the state and federal levels to receive federal funding for the state and local educational agencies. The data will also be used in state and local assessment of needs in identifying effective strategies to create safe and drug-free school environments conducive to learning.
Please note that this collection has its own file format and utilizes its own unique file upload template.  Please see Resource Link at the end of this section to link to the data profile page where you can download the template.

	Field Name
	Description
	Content / Validation Information

	Note: Columns A through AV - data fields located in SSID record in SSID System.

	SECCPrimDsbltyCd
AW

	Student’s Primary Disability
	2 integers: Code indicating the primary disability (eligibility) of the student.. · Error if (SECCPrimDsbltyCd = 00) and (SpEdFg = Y)

	DsplnDtTxt
AX

	Discipline Action Date
	8 characters: Date that disciplinary action was taken against the student as a result of the incident. · Must be a valid date in the format mmddyyyy, where mm is the two-digit month, dd is the two-digit day, and yyyy is the four-digit year. 
· Error if (DsplnDtTxt < 7/1/20XX) or (DsplnDtTxt > 6/30/20YY) where XXYY represents the reporting shool year

	DsplnActnTypCd
AY

	Discipline Action Type Code
	1 integer: Code describing the disciplinary action taken against the student as a result of the incident.
· Error if (DsplnActnTypCd = 5) and (SpEdFg = N)

	DistIncdntID
AZ

	District Incident Identifier
	10 characters: Identifier, assigned by the district, used to uniquely identify the incident leading to disciplinary action(s).
· KEY FIELD
· Error if (DistIncdntID = String of Blank Spaces, Nothing)
· Error if (DistIncdntID Begins with Zero)


	PrimOffnsTypCd
BA

	Primary Offense Type Code
	4 integers: Code describing the primary offense perpetrated by the student during the incident.
· Error if (PrimOffnsTypCd = 0000)
· Error if (PrimOffnsTypCd <> 1200) and (DsplnActnTypCd = 4)

	SecOffnsTypCd
BB

	Secondary Offense Type Code
	4 integers: Code describing a secondary offense perpetrated by the student during the incident.
· Error if (SecOffnsTypCd <> 0000) and (DsplnActnTypCd =4)
· Error if (SecOffnsTypCd = PrimOffnsTypCd)




	TertOffnsTypCdReturn to Table of Contents

BC

	Tertiary Offense Type Code
	4 integers: Code describing a tertiary offense perpetrated by the student during the incident.
· Error if (TertOffnsTypCd <> 0000) and (DsplnActnTypCd =4)
· Error if (TertOffnsTypCd <> 0000) and (SecOffnsTypCd = 0000)
· Error if (TertOffnsTypCd = PrimOffnsTypCd) or (TertOffnsTypCd = SecOffnsTypCd)

	PrimWpnTypCd
BD

	Primary Weapon Type Code
	4 integers: Code describing the primary weapon in the student's possession during the incident.
· Error if (PrimWpnTypCd = 0098) and ((PrimOffnsTypCd = 3700) or (SecOffnsTypCd = 3700) or (TertOffnsTypCd = 3700))
· Error if (PrimWpnTypCd <> 0098) and (PrimOffnsTypCd <> 3700) and (SecOffnsTypCd <> 3700) and (TertOffnsTypCd <> 3700)

	SecWpnTypCd
BE

	Secondary Weapon Type Code
	4 integers: Code describing a secondary weapon in the student's possession during the incident.
· Error if (SecWpnTypCd <> 0098) and (PrimWpnTypCd = 0098)

	TertWpnTypCd
BF

	Tertiary Weapon Type Code
	4 integers: Code describing a tertiary weapon in the student's possession during the incident.
· Error if (TertWpnTypCd <> 0098) and (PrimWpnTypCd = 0098)

	DsplnModCd
BG

	Discipline Modifier Code
	1 integer: Code describing special circumstances that may have modified the disciplinary action taken.
· Error if (DsplnModCd = 1) and (DsplnActnTypCd <> 1) and (PrimOffnsTypCd <> 3700) and (SecOffnsTypCd <> 3700) and (TertOffnsTypCd <> 3700)
· Error if (DsplnModCd <> 1) and (DsplnActnTypCd = 1) and (DsplnDays < 60) and ((PrimOffnsTypCd = 3700) or (SecOffnsTypCd = 3700) or (TertOffnsTypCd = 3700))
· Error if (DsplnModCd = 2) and (DsplnActnTypCd <> 5)

	DsplnDays
BH

	Discipline Days
	4 integers: Number of school days associated with the disciplinary action taken, with one implied decimal point.  Partial Discipline Days are always rounded up to the nearest half day.
· Error if (DsplnDays < 0) or (DsplnDays > 240)
· Error if (Rightmost (Tenths) Digit <> 0,5)
· Error if (DsplnDays > 60) and (DsplnActnTypCd = 2,3)
· Error if (DsplnDays = 0) and (DsplnActnTypCd <> 4)
· Error if (DsplnDays <> 0) and (DsplnActnTypCd = 4)
· Error if (DsplnDays > 45) and (DsplnActnTypCd = 5)

	IntrmSrvcFg
BI

	Interim Services Flag
	1 character: Indicates whether the district provided interim educational services during the discipline days to enable the child to continue to participate in the general education curriculum and/or to progress toward meeting the goals set out in the student's IEP, although in another setting. (IDEA 300.101(a) and 300.530(d))
Blank Space
Y Yes
N No
· Error if (IntrmSrvcFg = Blank Space) and (DsplnActnTypCd = 1)
· Error if (IntrmSrvcFg <> Blank Space) and (DsplnActnTypCd = 4)
· Error if (IntrmSrvcFg <> Y) and (DsplnActnTypCd = 5)

	DsplnFill 
	Filler
	50 Character: Reserved for future use


· To submit a file, go to File Upload in the General section at the beginning of this user guide.
[bookmark: _Toc242259354]
Web Submission
1) Select Web Submission from the Data Submission menu under the Discipline Incidents collection and type the criteria to search for the student(s).  Below is an example of a result listing.  If needed, follow the instructions in the General section at the beginning of this user guide in the Web Submission section.Return to Table of Contents

[image: ]Select Students to Include
Select Students to Include


Select School or District 

[bookmark: _Toc214761556][bookmark: _Toc215391582][bookmark: _Toc215451488][bookmark: _Toc240170360][bookmark: _Toc240170604][bookmark: _Toc240170888][bookmark: _Toc240171004][bookmark: _Toc240171112][bookmark: _Toc240171220][bookmark: _Toc241640230][bookmark: _Toc242258110][bookmark: _Toc242259355]Select Students to Include






Select Student
Criteria




Search 




2) Enter the necessary information to retrieve the SSID record to submit the data and click on the [Search] button.
3) The results listing will appear similar as seen below, click on the [image: Green Checkmark] associated with the student you wish to submit data for.

[image: ]Ox surrounding









4.)	Type the appropriate information in the data fields at the top of the SSID record for the student and click on the [Save] button to submit the recordSave Button

[image: ]








[bookmark: _Toc214761557][bookmark: _Toc215391583][bookmark: _Toc215451489]
5.)   Click on the “Back to Search” link under the result listing to return to the search screen and repeat              steps 2 through 4 above to submit data for additional students

[bookmark: _Toc215391584][bookmark: _Toc242259356]Review Errors and Record Maintenance
[bookmark: _Toc214761559][bookmark: _Toc215391585][bookmark: _Toc215451491]Follow the instructions in the General section at the beginning of this user guide in Review Errors to fix the error record or Record Maintenance to display and edit the collection record.  The fields pertinent to this collection appear at the top of the students collection record as seen below.
[image: ]Save Button









[bookmark: _Toc242259358]Resource Link
Additional information can be found on the Discipline Incidents Details page at https://district.ode.state.or.us/apps/info/DataCllctnDetail.aspx?id=228 , such as the collection name, open and close dates, audience who the collection is opened for and documents.
[bookmark: _Toc186421651]Return to Table of Contents

[bookmark: _Toc186421656][bookmark: _Toc242259359][bookmark: _Toc99157710]
Kindergarten ReadinessReturn to Table of Contents

[bookmark: _Toc242259360]Submission PreparationReturn to Table of Contents

There are twenty data fields specific to the Kindergarten Readiness collection.  They are described in the table below. These fields are to be in addition to the fields located in SSID record in SSID system (Columns A through AV). Please see Resource Link at the end of this section to link to the data profile page where you can download the template
	Data fields for Kindergarten Readiness

	Field Name
	Description
	Content/Validation Info

	HdStrtFg
	Head Start Flag
	Indicates child participated in a Head Start or Oregon Pre- Kindergarten (OPK) program.

	PreSchlFg
	Preschool Flag
	Indicates child participated in a preschool program other than Head Start or Oregon Pre-Kindergarten (OPK).

	ECSEFg
	Early Childhood Special Education Flag
	Indicates child received Early Childhood Special Education (ECSE) services through an Individualized Family Service Plan (IFSP) or an Individualized Education Program (IEP).

	LvlA1
	Curiosity and Interest Readiness Level
	Level at which the child shows eagerness to learn by observing, asking questions, and exploring.

	LvlA2
	Attentiveness and Persistence Readiness Level
	Level at which the child sustains attention to tasks and persists when facing challenges.

	LvlB1
	Adult Interaction Readiness Level
	Level at which the child accepts guidance and directions from familiar adults.

	LvlB2
	Peer Interaction Readiness Level
	Level at which the child plays and works with other children.

	LvlB3
	Adaptive Social Behavior Readiness Level
	Level at which the child reacts appropriately to a variety of situations. 

	LvlB4
	Self-Control Readiness Level
	Level at which the child modifies behavior when asked; and follows simple rules and routines.

	LvlC1
	Gross Motor Skills Readiness Level
	Level at which the child demonstrates strength, control, and coordination of large motor muscles to walk and run with ease.

	LvlC2
	Fine Motor Skills Readiness Level
	Level at which the child demonstrates strength, dexterity, and control needed to use pencils, crayons, markers, paintbrushes, scissors, and other manipulative materials.

	LvlC3
	Physical Fitness Readiness Level
	Level at which the child demonstrates the stamina and energy to participate in daily activities.

	LvlC4
	Daily Living Skills Readiness Level
	Level at which the child demonstrates personal health and hygiene skills; and appears to be physically healthy, well rested, and well-nourished.

	LvlD1
	Critical and Analytical Thinking Readiness Level
	Level at which the child demonstrates awareness of cause and effect; makes comparisons; differentiates between events that happen in the past, present, and future; and demonstrates the ability to follow directions.

	LvlD2
	Number Sense and Operations Readiness Level
	Level at which the child demonstrates beginning understanding of numbers, counting, and quantity; and sorts, classifies, and organizes objects.

	LvlD3
	Scientific Thinking Readiness Level
	Level at which the child collects information through observation, exploration, and manipulation.

	LvlE1
	Receptive and Expressive Language Readiness Level
	Level at which the child demonstrates understanding of messages in conversation by listening and responding appropriately; communicates needs, wants, and thoughts verbally (in child's primary language); and speaks clearly and conveys ideas effectively.

	LvlE2
	Reading Readiness Level
	Level at which the child demonstrates awareness of the alphabetic principle; knows print carries the message in a book; listens with interest and understanding to stories; and recognizes own name in print.

	LvlE3
	Writing Readiness Level
	Level at which the child writes/draws pictures or symbols to communicate understanding and messages.

	KGReadyFill
	Kindergarten Readiness Filler
	Kindergarten Readiness Filler	Reserved for Future Use.

	For more information see the Consolidated Collections File Format document at
https://district.ode.state.or.us/forms/smf/sfda/cnsldtdfilefrmt.xls



                    * To submit a file, go to File Upload in the General section at the beginning of this user guide.

[bookmark: _Toc242259361]
Web Submission

1) Select Web Submission from the Data Submission menu under the Kindergarten Readiness and type the criteria to search for the student(s).  Below is an example of a result listing.  If needed, follow the instructions in the General section at the beginning of this user guide in the Web Submission section.
[image: search-results]Select Students to Submit




2) If more than one student was retrieved, from the result listing, click on the [image: Green Checkmark] to open the student’s record.  The Kindergarten Readiness form will show up below the search records.
3) Fill the following form and when complete click on [Save]: 
[image: web-submissionForm]

[bookmark: _Toc242259362]Review Errors and Record Maintenance
Follow the instructions in the General section at the beginning of this user guide in Review Errors to fix the error record or Record Maintenance to display and edit the collection record. Below is a sample of what the record would look like. Similar to the image shown on step 3 above, the only difference is that the information for the student would be filled out and there is a delete button on the screen.

[image: ethnicity][image: web-submissionForm]Student Info will be filled out

1) Make any necessary changes or modifications to the record as needed.
2) Click [Save] to submit the changes.
3) To remove a record from the collection, click the [Delete] button.
· Remember, changes made to a collection record do not update the SSID record.  If you need to update student information in the SSID record, use the SSID System collection under Student Collections.
[bookmark: _Toc242259363]Resource Link
Additional information can be found on the Kindergarten Readiness Details page at https://district.ode.state.or.us/apps/info/DataCllctnDetail.aspx?id=229 , such as the collection name, open and close dates, audience who the collection is opened for and documents.

[bookmark: _Toc183586921][bookmark: _Toc186421657][bookmark: _Toc242259364][bookmark: _Toc99157714]NCLB Title III – Limited English ProficiencyReturn to Table of Contents

[bookmark: _Toc183586922][bookmark: _Toc186421658][bookmark: _Toc242259365]Submission Preparation
There are ten fields specific to the NCLB English Proficiency collection, which are outlined in the following table. Please see the link at the bottom of the table for the Consolidated Collections File Format.
	Data Fields for NCLB – English Proficiency

	Field Name
	Description
	Content / Validation Information

	TAGLangOrgn 
	Language of Origin
	The first language spoken in an individual's home in his early or earliest childhood; one's first language or native language.  NCES codes will be used.  A table of values can be found at the ODE District website link for this collection. Cannot be 0000 for the collections identified in the Comment column.

	LEPRecTypCd
	LEP Record Type
	2 character field, please see the Consolidated Collections File Format for the code types.

	LEPProfTstNmCd 
	Proficiency Test Name Code
	Represents the name of the proficiency test that was being used to evaluate the student being reported.

	LEPProfTstAdmnDtTxt 
	Proficiency Test Administration Date
	Must be a valid date in the format mmddyyyy, where the mm is the two-digit month, dd is the two-digit day, and yyyy is the four-digit year.

	LEPCmpScProfLvl 
	Composite Scale Proficiency Level
	Indicates the composite scale proficiency level of the student being reported (leading 0’s are optional).

	LEPPrgMdlTypCd1 
	Program Model Type Code
	Indicates the ESL instruction model used in the program in which the student was enrolled at the time of test administration.  Must be a value from the table in the Format Document.

	LEPStrtDtTxt 
	LEP Start Date
	Must be a valid date in the format of mmddyyyy, where mm is the two-digit month, dd is the two-digit day, and yyyy is the four-digit year.

	LEPExitDtTxt 
	LEP Exit Date
	Must be a valid date in the format of mmddyyyy, where mm is the two-digit month, dd is the two-digit day, and yyyy is the four-digit year.

	LEPPrgMdlTypCd2 
	Program Model Type Code 2
	Indicates an additional ESL instruction model used in the program in which the student was enrolled at the time of test administration.  Must be a value from the table in the Format Document.

	LEPPrgMdlTypCd3 
	Program Model Type Code 3
	Indicates an additional ESL instruction model used in the program in which the student was enrolled at the time of test administration.  Must be a value from the table in the Format Document.

	LEPFill
	Filler
	404 characters: Reserved for future use

	For more information see the Consolidated Collections File Format document at
https://district.ode.state.or.us/forms/smf/sfda/cnsldtdfilefrmt.xls



· To submit a file, go to File Upload in the General section at the beginning of this user guide.

[bookmark: _Toc183586923][bookmark: _Toc186421659][bookmark: _Toc242259366]
Web Submission
1) Select Web Submission from the Data Submission menu under NCLB Title III Limited English Proficiency to submit data.  The “Select Search Parameters” form will be displayed. Return to Table of Contents

[image: nclbwebsearch]













2) Type the student information to search for in the form.   
A) To search for all “Current Students” for the school year, do not enter data in the first name, last name and DOB fields.
B) The search results are not limited to students enrolled in the institution for which you are logged in.
· Click in the “Last Year Students” or “All Students” radio button to search for another student that is not in the institution you are logged in as.
3) Click on the [Search] button to search.
4) The “Search Results” listing will appear, as seen below, listing the students matched to the search criteria.  The form below is displaying an “All Student” search for the current school year.  You can click on the “Last Name”, “First Name” or “Middle Initial” link to sort the data.
Note:  If there are no records found, you will see the message “There are no students matching the criteria you provided.”Records: 556
Pages: 56









5) Click on the [image: Green Checkmark] to select the student record from the “Search Results” listing.Return to Table of Contents

C) Or, click on the “Back to Search” link to return to the “NCLB Title III Limited English Proficiency” web submission form.  
D) If needed, use the navigation buttons to move from page to page.Records: 556
Pages: 56
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6) Enter the appropriate information in the data fields at the top of the form.
7) Choose the students to whom the information applies by clicking on the check box in the Include column.
8) Click the [Save!] button to submit the record(s).
9) The procedure may be repeated as necessary for additional students.  Use the numbered links at the bottom of the page to navigate multiple pages.
[bookmark: _Toc183586924][bookmark: _Toc186421660][bookmark: _Toc242259367]
Review Errors and Record Maintenance
Follow the instructions in the General section at the beginning of this user guide in Review Errors to fix the error record or Record Maintenance to display and edit the collection record.  Below is a sample of a record opened in Record Maintenance; Review Errors looks similar when an error record is opened.Return to Table of Contents
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1) The collection specific data fields appear in the top portion of the collection record.  If needed, make necessary changes.
2) Click the [Save] button to submit your changes.
3) To remove a record from the collection, click the [Delete] button.
· Remember, changes made to a collection record do not update the SSID record.  If you need to update student information in the SSID record, use the SSID System collection under Student Collections.

[bookmark: _Toc186421661][bookmark: _Toc242259368]Resource Link
Additional information can be found on the NCLB Title III: Limited English Proficiency Details page at https://district.ode.state.or.us/apps/info/DataCllctnDetail.aspx?id=126 , such as the collection name, open and close dates, audience who the collection is opened for and documents.
[bookmark: _Toc186421662][bookmark: _Toc242259369]
Oregon Pre-Kindergarten Student (OPK)
Return to Table of Contents

[bookmark: _Toc186421663][bookmark: _Toc242259370]Purpose
The Oregon Pre-Kindergarten (OPK) collection has two parts to it: Student which is a Student level collection and Models which is an Institution level collection.  Note: To eliminate errors, OPK Models need to be submitted before submitting OPK Student data.

The Pre-K Database is a collection of child level data across ODE Head Start and Early Intervention/Early Childhood Special Education programs. The database assists in responding to questions from the Oregon Legislature and other funding partners and stakeholders about the extent and impact of state funded early childhood services.

OPK/Head Start student-level data fields included in the collection are described in the table below. The “Field Name” column is important for those grantees using the CSV approach for submitting student data; this is described in more detail on page. The order of the fields below match the SSID download. The Student Template that can be found on the Oregon Pre-Kindergarten Student collection’s data profile page (https://district.ode.state.or.us/apps/info/DataCllctnDetail.aspx?id=155) provides the CSV format.

[bookmark: _Toc242259371]Submission Preparation
There are specific fields related to the Oregon Pre-Kindergarten (OPK) collection, which are outlined in the following table.

	
[bookmark: FieldName]Field Name
	
Description
	Required
	Content / Validation Information

	OPKEHSMonths

	Number of Early Head Start Months
	N
	The total number of months (in whole numbers) a student was previously enrolled in Early Head Start programs. If specified, it must be a numeric value between 0-48.

	OPKModelID

	Model ID
	Y
	An identifier supplied by the grantee to identify the combination of program type/model type/setting type and classroom schedule. Must be a valid model ID for the grantee.

	OPKEnrlDtTxt

	Enrollment Date
	Y
	The first day in the collection period a student was enrolled in the specified model.[footnoteRef:1]  Must be a valid date in the format of “MMDDYYYY”. [1: ] 


	OPKExitDtTxt

	Exit Date
	Y
	The last day in the collection period a student was enrolled in the specified model.  If the student is enrolled in a full year model on the last day of the collection period, enter the last day of the collection period.  Must be a valid date in the format of “MMDDYYYY”.

	OPKClsAttndQty

	Class Session Attendance Quantity
	Y
	The total number of hours or days a student attended class between the enrollment and exit dates for the specified model. If hours, must be a numeric value between 0-8760; if days, must be a numeric value between 0-365.

	OPKClsAttndUnitCd

	Class Session Attendance Units
	Y
	Must be “H” if attendance is submitted in hours, or “D” if attendance is submitted in days.

	OPKHomeVisitAttnd

	Home Visits Attended
	Y
	The number of home visits a student attended between the enrollment and exit dates for the specified model. Must be a numeric value between 0-52. (Count only those home visits planned for in the model).

	OPKFill
	Filler
	N
	Reserved for future use.



[bookmark: _Toc186421664]
[bookmark: _Toc242259372]Resource Link
· The Oregon Pre-Kindergarten Student (OPK) User Guide is located on the Oregon Pre-Kindergarten Student (OPK) Details page under the Documents section: https://district.ode.state.or.us/apps/info/DataCllctnDetail.aspx?id=155
· The Oregon Pre-Kindergarten Model (OPK) User Guide is located on the Oregon Pre-Kindergarten Models (OPK) Details page under the Documents section: https://district.ode.state.or.us/apps/info/DataCllctnDetail.aspx?id=158 
Additional information can also be found on the Oregon Pre-Kindergarten Student (OPK) Details, such as the collection name, open and close dates, audience who the collection is opened for and other documents in the Documents section.


[bookmark: _Toc186421665][bookmark: _Toc242259373]
Special Ed Child Find (Indicator 11)
Return to Table of Contents

[bookmark: _Toc186421666][bookmark: _Toc242259374]Purpose
The Special Education Child Find (Indicator 11) collection is required under the Individuals with Disabilities Education Improvement Act of 2004.  Each state is required to collect information about the percent of children, with parental consent, who were evaluated and eligibility for special education determined within 60 school days.    
[bookmark: _Toc242259375]Submission Preparation
There are thirteen fields specific to the Special Ed Child Find collection, which are outlined in the following table. Please see the link at the bottom of the table for the Consolidated Collections File Format.

	Data Fields for Special Ed Child Find (indicator 11)

	Field Name
	Description
	Content/Validation Info

	SECCPrimDsbltyCd
	Student’s Primary Disability
	Code indicating the primary disability (eligibility) of the student. 

	SECCRptgAgyInstID
	Reporting Institution Identifier
	Identifier indicating which agency (EI/ECSE subcontractor, EI/ECSE contractor, school district, state agency, or state operated/supported program) is reporting the student.

	SECCResdDistInstID
	Special Education Resident District Institution Identifier
	Identifier indicating the school district where a child’s parents, guardians or persons in parental relationship to the child reside. Children placed by public agencies shall be considered resident of the school district in which they reside by placement of the public agency (ORS339.133(4)).

	EvlDtTxt
	Initial Evaluation Consent Date
	Date of consent for initial evaluation. This is the date the parent/guardian has signed the consent form, not the date the district/program received it.

	ElgDtTxt
	Initial Eligibility Determination Date
	Date that eligibility (or ineligibility) was determined. This date should coincide with the most recent team meeting date.

	ElgFg
	Child Eligibility Flag
	Indicates whether the child was found eligible for special education.

	TmlnDays
	Timeline School Days
	Number of elapsed school days before evaluation and eligibility were completed.

	RsnTmlnNotMetCd
	Reason Timeline Not Met Type Code
	Code indicating the reason the evaluation and eligibility timeline was not met.

	RsnTmlnNotMetCmnt
	Reason Timeline Not Met Comment
	Comment explaining the Reason Timeline Not Met Type Code selected.

	PrvtSchlRfrFg
	Private School Enrollment at Referral Flag
	Indicates whether the child was enrolled in a private school (placed by their parents) at the time of referral.

	PrvtSchlElgFg
	Private School Enrollment at Eligibility Flag
	Indicates whether the child was enrolled in a private school (placed by their parents) at the time eligibility was determined.

	CnsntFg
	Consent for Initial Placement Flag
	Indicates whether the parent or legal guardian signed consent for initial placement into Special Education.

	ChldFndFill
	Child Find Filler
	Reserved for future use.

	For more information see the Consolidated Collections File Format document at
https://district.ode.state.or.us/forms/smf/sfda/cnsldtdfilefrmt.xls



[bookmark: _Toc186421667][bookmark: _Toc242259376]Resource Link
Additional information can be found on the Special Ed Child Find (Indicator 11) Details page at https://district.ode.state.or.us/apps/info/DataCllctnDetail.aspx?id=227 , such as the collection name, open and close dates, audience who the collection is opened for and documents.
[bookmark: _Toc186421668]
[bookmark: _Toc242259377]
Special Ed Pre-Kindergarten Student
Return to Table of Contents

[bookmark: _Toc186421669][bookmark: _Toc242259378]Purpose
The Pre-K Database is a collection of child level data across ODE Head Start and Early Intervention/Early Childhood Special Education programs. The database assists in responding to questions from the Oregon Legislature and other funding partners and stakeholders about the extent and impact of state funded early childhood services.

[bookmark: _Toc242259379]Submission Preparation
There are thirteen fields specific to the Special Ed Pre-Kindergarten Student collection, which are outlined in the following table. Please see the link at the bottom of the table for the Consolidated Collections File Format.

	Data fields for Special Ed Pre-Kindergarten

	Field Name
	Description
	Content/Validation info

	SEPKJustifyIFSP
	IFSP Justification
	An indicator whether the student’s IFSP includes a justification for a non-natural setting.  If primary setting is natural, must be blank.  If primary setting is not natural, must be "Y" or "N".

	SEPKPrimDsbltyCd
	Primary Disability
	A student’s primary disability that qualifies him/her for EI/ECSE services. Must be a value from a predefined list; see page 16.

	SEPKSecDsblty1Cd
	Secondary Disability 1
	If specified, must be a value from a predefined list; see page 16.

	SEPKSecDsblty2Cd
	Secondary Disability 2
	If specified, must be a value from a predefined list; see page 16.

	SEPKSetting1Cd
	Primary Setting
	The primary setting/location where a student receives EI/ECSE services. Must be a value from a predefined list; see page 17.

	SEPKSetting2Cd
	Secondary Setting 1
	If specified, must be a value from a predefined list; see page 17.

	SEPKSetting3Cd
	Secondary Setting 2
	If specified, must be a value from a predefined list; see page 17.

	SEPKAgy1Cd
	Other Agency 1
	Additional non-EI/ECSE agencies or organizations (public or private) providing services to a student. If specified, must be a value from a predefined list; see page 18.

	SEPKAgy2Cd
	Other Agency 2
	If specified, must be a value from a predefined list; see page 18

	SEPKAgy3Cd
	Other Agency 3
	If specified, must be a value from a predefined list; see page 18

	SEPKAgy4Cd
	Other Agency 4
	If specified, must be a value from a predefined list; see page 18

	SEPKAgy5Cd
	Other Agency 5
	If specified, must be a value from a predefined list; see page 18.

	SEPKAgy6Cd
	Other Agency 6
	If specified, must be a value from a predefined list; see page 18.

	SEPKAgy7Cd
	Other Agency 7
	If specified, must be a value from a predefined list; see page 18.

	SEPKEnrl1DtTxt
	Enrollment Date 1[footnoteRef:2] [2:  Students may not have overlapping enrollments. If multiple enrollment periods are specified, each enrollment date must be later than or equal to the preceding exit date.] 

	The first day in a collection period a child was enrolled in EI/ECSE services in your agency, OR the first day of the collection period for continuing students. Must be a valid date in the format of “MMDDYYYY”.  Must be earlier than or equal to the corresponding exit date.

	SEPKExit1DtTxt
	Exit Date 1[footnoteRef:3] [3:  For students who turn 3 years of age during a collection period and transition from EI to ECSE services, an exit from EI services and enrollment in ECSE services is not necessary. The pre-K database is programmed to handle this scenario automatically based on the student’s birth date.] 

	The last day in a collection period a child was enrolled in EI/ECSE services for your agency.  If child was still enrolled as of August 31, should be blank. Must be a valid date in the format of “MMDDYYYY”. Must be later than or equal to the corresponding enrollment date.

	SEPKExitRsn1Cd
	Exit Reason 1
	The reason a student is exiting an EI/ECSE program. Required if a corresponding exit date is specified. If specified, must be a value from a predefined list; see page 18.

	SEPKEnrl2DtTxt
	Enrollment Date 2
	Must be a valid date in the format of “MMDDYYYY”. Must be earlier than or equal to the corresponding exit date.

	SEPKExit2DtTxt
	Exit Date 2
	Must be a valid date in the format of “MMDDYYYY”. Must be later than or equal to the corresponding enrollment date.

	SEPKExitRsn2Cd
	Exit Reason 2
	Required if a corresponding exit date is specified. If specified, must be a value from a predefined list; see page 18.

	SEPKEnrl3DtTxt
	Enrollment Date 3
	Must be a valid date in the format of “MMDDYYYY”. Must be earlier than or equal to the corresponding exit date.

	For more information see the Consolidated Collections File Format document at
https://district.ode.state.or.us/forms/smf/sfda/cnsldtdfilefrmt.xls



[bookmark: _Toc186421670][bookmark: _Toc242259380]Resource Link
· [bookmark: OLE_LINK11]The SEPK Student User Guide is located on the Special Ed Pre-Kindergarten Student Details page under the Documents section: https://district.ode.state.or.us/apps/info/DataCllctnDetail.aspx?id=157
Additional information can also be found on the Special Ed Pre-Kindergarten (SEPK) Student Details, such as the collection name, open and close dates, audience who the collection is opened for and other documents in the Documents section.
[bookmark: _Toc186421671][bookmark: _Toc242259381]
Special Education Child Count (December and June)
Return to Table of Contents

[bookmark: _Toc186421672][bookmark: _Toc242259382]Purpose
The annual Special Education Child Count (SECC) has three specific purposes:
1. Reporting to the U.S. Department of Education
To comply with the Individuals with Disabilities Education Act (IDEA), Oregon annually submits multiple reports—predominately generated from SECC data—to the U.S. Department of Education (US DOE).
2. Fiscal
The SECC determines the number of eligible students who generate State School Fund Special Education Weight (twice basic).  Districts receive twice the basic state school support for up to 11% of their student population who are eligible and receiving special education from the district and resident students served by Regional Programs.  SECC data are also used in the determination of the number of students that exceed the 11% cap.
The SECC no longer drives the federal IDEA Part B flow-through allocations received by districts.  The “IDEA-B and 619” gross awards to districts are based on two amounts: 1) the “Base” amount, which will always be exactly the same as the district’s Base amount calculated for 1999; and, 2) the “Population & Poverty” amount, which is a district’s proportionate share of the total Population & Poverty calculated for all students in the State (SpEd and non-SpEd) in any given year.  Therefore, districts that had no SpEd students in the Base year will continue to receive no “Base” dollars in all subsequent years (under the present system), but as long as they have even one SpEd student in a given year, they are still eligible to receive their full proportionate share of the “Population & Poverty” dollars for that year.  However, the SECC determines the number of students served by Low Incidence Programs that generate a portion of district federal funds that are directed to the Low Incidence Programs.
3. Statistical
Aggregated SECC data are used for descriptive and planning purposes.  Data are used in the Multi-Year Database and the Special Education Systems Performance Review & Improvement (SPED SPR&I) reporting system—used with the Systems Performance Review (monitoring) efforts.  Aggregate statistics are often provided to different agencies, the legislature, and within the Oregon Department of Education.  Personally identifiable student information is not provided to the public.
In order to achieve the above purposes, the SECC requires data be reported on:
a) Students currently receiving special education, early intervention or early childhood services as of December 1st.  If December 1st falls on a weekend then the next business day will be used.  And, 
b) Students who exited special education, early intervention, or early childhood special education between July 1, 2007 and June 30, 2008.
The Special Education Child Count Process and Content Manual provides guidelines for reporting information on all students with disabilities in Oregon served under the Individuals with Disabilities Education Act (IDEA) including:
· Early intervention infants and toddlers, age 0-2 years, served under IDEA Part C, 
· Early childhood special education children, age 3-4 years (and those turning age 5 after September 1st of each year), served under IDEA Part B, and
· School age special education students, age 5-21 years, served under IDEA Part B.
Return to Table of Contents

[bookmark: _Toc242259383][bookmark: _Toc186421673]Submission PreparationReturn to Table of Contents

There are thirteen fields specific to the Special Education Child Count (SECC) collection, which are outlined in the following table. Please see the link at the bottom of the table for the Consolidated Collections File Format.
	Data Fields for Special Education Child Count (SECC)

	Field Names
	Description
	Content/Validation Info

	SECCRecTypCd
	Special Education Record Type Code
	Code indicating the type of Special Education student record submitted.

	SECCPrimDsbltyCd
	Primary Disability Code
	[bookmark: _Toc215391628][bookmark: _Toc215451535]Code indicating a secondary disability (eligibility) of the student.

	SECCSecDsblty1Cd
	Secondary Disability Code #1
	[bookmark: _Toc215391629][bookmark: _Toc215451536]Code indicating a secondary disability (eligibility) of the student.

	SECCSecDsblty2Cd
	[bookmark: _Toc215391630][bookmark: _Toc215451537]Secondary Disability Code #2
	[bookmark: _Toc215391631][bookmark: _Toc215451538]Code indicating a secondary disability (eligibility) of the student.

	SECCSecDsblty3Cd
	[bookmark: _Toc215391632][bookmark: _Toc215451539]Secondary Disability Code #3
	[bookmark: _Toc215391633][bookmark: _Toc215451540]Code indicating a secondary disability (eligibility) of the student.

	SECCSecDsblty4Cd
	[bookmark: _Toc215391634][bookmark: _Toc215451541]Secondary Disability Code #4
	Code indicating a secondary disability (eligibility) of the student.

	SECCRltdSvc1
	Related Services Code #1
	[bookmark: _Toc215391635][bookmark: _Toc215451542]Code indicating a related service received by the student.

	SECCRltdSvc2
	Related Services Code #2
	[bookmark: _Toc215391636][bookmark: _Toc215451543]Code indicating a related service received by the student.

	SECCRltdSvc3
	Related Services Code #3
	[bookmark: _Toc215391637][bookmark: _Toc215451544]Code indicating a related service received by the student.

	SECCRltdSvc4
	Related Services Code #4
	[bookmark: _Toc215391638][bookmark: _Toc215451545]Code indicating a related service received by the student.

	SECCRltdSvc5
	Related Services Code #5
	[bookmark: _Toc215391639][bookmark: _Toc215451546]Code indicating a related service received by the student.

	SECCRltdSvc6
	Related Services Code #6
	Code indicating a related service received by the student.

	SECCSuppSvc1
	Supplemental Services Code #1
	[bookmark: _Toc215391640][bookmark: _Toc215451547]Code indicating a supplemental service received by the student.

	SECCSuppSvc2
	[bookmark: _Toc215391641][bookmark: _Toc215451548]Supplemental Services Code #2
	[bookmark: _Toc215391642][bookmark: _Toc215451549]Code indicating a supplemental service received by the student.

	SECCSuppSvc3
	[bookmark: _Toc215391643][bookmark: _Toc215451550]Supplemental Services Code #3
	[bookmark: _Toc215391644][bookmark: _Toc215451551]Code indicating a supplemental service received by the student.

	SECCSuppSvc4
	[bookmark: _Toc215391645][bookmark: _Toc215451552]Supplemental Services Code #4
	[bookmark: _Toc215391646][bookmark: _Toc215451553]Code indicating a supplemental service received by the student.

	SECCSuppSvc5
	[bookmark: _Toc215391647][bookmark: _Toc215451554]Supplemental Services Code #5
	[bookmark: _Toc215391648][bookmark: _Toc215451555]Code indicating a supplemental service received by the student.

	SECCSuppSvc6
	[bookmark: _Toc215391649][bookmark: _Toc215451556]Supplemental Services Code #6
	Code indicating a supplemental service received by the student.

	SECCResdDistInstID
	Special Education Resident District Institution Identifier
	Identifier indicating the school district where a child’s parents, guardians or persons in parental relationship to the child reside. Children placed by public agencies shall be considered resident of the school district in which they reside by placement of the public agency (ORS 339.133(4)).

	SECCFedPlCd
	Federal Placement Type Code
	Code indicating the location where a student receives EI/ECSE (Early Intervention/Early Childhood Special Education) or education services. The definitions of Federal placement come from the U.S. Office of Education and refer to the proportion of time the student receives special education and related services.

	SECCFedPlCmnt
	Federal Placement Comment
	Comment further describing the federal placement of the student.

	SECCAgySrvCd
	Serving Agency Type Code
	Code indicating the type of agency providing services to the student.

	SECCEnrlTyp
	Enrollment Setting Type Code
	Code indicating the type of enrollment setting.


	SECCTrnstnInfo
	Transition Information Code
	Reserved for Future Use.

	SECCEligDtTxt
	Eligibility Date
	Indicates the date that the student’s most recent eligibility for special education was determined.

	SECCLstIEPDtTxt
	Last Individual Education or Family Service Plan Date
	Indicates the date that the student’s most recent Individual Education or Family Service Plan was completed.

	SECCSpEdExitTxt
	Exit Date
	Indicates the date that the student exited the special education program.

	SECCRsnExtCd
	Exit Reason Code
	Code indicating the reason the student exited the special education program.

	SECCPrimLangCd
	Primary Language Code
	Code indicating the student’s primary language. This primary language is "the language and/or dialect normally used by an individual or, in case of a child, the language normally used by the parents".

	SECCElTranFg
	Early Intervention Transition Flag
	Flag indicating a student who currently receives Early Childhood Special Education (ECSE) services but was in an Early Intervention (EI) program last year and went directly to ECSE on their third birthday.

	SECCSrvCoordFg
	Service Coordination Flag
	Flag indicating the Service Coordination Early Intervention (EI) service, including: coordinating services across agency lines by serving as a single point of contact, assisting parents of eligible children in gaining access to early intervention services and other services, facilitating the timely delivery of services, and continuously seeking appropriate services.

	SECCIFSPJustify
	Individual Family Service Plan Justification Flag
	Flag Indicating whether justifications are included on the Individual Education or Family Service Plan (IFSP) when services are not provided in the natural environment.

	SECCEarlyEntryFg
	Early Entry to Kindergarten Flag
	Flag indicating the child was enrolled in kindergarten before they were five years old (as of September 1).

	SECCFill
	SECC Filler
	Reserved for Future Use.

	For more information see the Consolidated Collections File Format document at
https://district.ode.state.or.us/forms/smf/sfda/cnsldtdfilefrmt.xls



[bookmark: _Toc242259384]Resource Link
Additional information can be found on the Special Education Child Census (SECC) Details page at https://district.ode.state.or.us/apps/info/DataCllctnDetail.aspx?id=180 , such as the collection name, open and close dates, audience who the collection is opened for and documents including the SECC User Guide.
[bookmark: _Toc186421679][bookmark: _Toc242259385]
 Appendix C: Common Tasks 
	Task:Return to Table of Contents

	Tool:

	Enter new students into the system
	· Depending on the number of new students, either prepare and submit an SMF file, leaving the SSID field blank; or use the “Web Submission” option from the Data Submission menu under SSID. 

	Transfer students into your school or district
	· To transfer students individually use the “Record Maintenance” option from the Record Management menu under SSID.  Edit the Resident and Attending District and School Institution ID fields to reflect the current Institution IDs.  Any other fields, such as District Student ID, Address, etc, that need to be updated should also be updated at this time.
· To transfer multiple students you may submit an SMF file containing the updated information to ODE.

	Create an SMF file
	· Depending on your Institution Type, you or your Computer Service Provider (CSP) can do a Production Download and edit, add, or remove the appropriate records according to the collection for which you are submitting.  You then save the file and submit it to ODE.  More information can be found in Appendix A: Preparing CSV Data Files.

	Find the SSID for an existing student
	· Select the “Student Lookup” or “Record Maintenance” option from the Record Management menu under SSID.  See Record Management section.

	Correct / edit posted records
	· Select the “Record Maintenance” option from the Record Management menu under the appropriate collection.
· To edit multiple student records you can submit an SMF file containing the new information to ODE.
· See Appendix D: Record Maintenance: Editing Student Demographic Information.

	Fix error records  submitted that are not posted
	· Select the Review Errors or Download Errors options from the Error Management menu under SSID.   If the Download Errors option is used, after receiving the download file and before uploading the corrected file, delete the file in “Housekeeping” from the Error Management menu under SSID.  This will delete the error records tied to the housekeeping file.  Then, resubmit the corrected file.

	Depending on your Institution Type (see Sending Data to ODE), many of these tasks may be taken care of by your Computer Service Provider (CSP).  Contact your CSP for more information.





	Task:Return to Table of Contents

	Tool:

	To Correct the Error: "You do not have rights to submit this Institution ID."
	Occurs when the Attending Institution ID fields of the record list an institution that is not, or has no administrative relationship to the submitting institution.
To fix this error:
1) Select the “Review Errors” option from the Error Management menu under the collection that contains the error record. 
2) At the Error Categories page, click on the “Fix Errors” link to fix the error type.
3) At the Error Details page, click on the [image: Green Checkmark] to open the error record to fix and  compare the Attending Institution ID in the error record (XXXX) to the Institution ID of your login.
4) The Attending School Institution ID in the error record must be equal to or administered by the Institution ID of your login.  If you believe this is already the case then proceed to step (6), otherwise proceed to step (5).
[bookmark: OLE_LINK12][bookmark: OLE_LINK13]5) Change the Attending District and Attending School Institution IDs to the correct institution IDs and verify the Resident District and Resident School IDs based on the definitions available in the Consolidated Student File Format Definition: <https://district.ode.state.or.us/forms/smf/sfda/cnsldtdfilefrmt.xls>
Keep in mind that these are both required fields and the Attending School must have an administrative relationship to the Attending District in the Institution Boundaries Database.  Use the Institution ID Lookup Tool to lookup institution information: <http://www.ode.state.or.us/instid/>.
6) Click the [Save] button.
    A) If there are no remaining errors for the record then “Record Saved!” messages will appear at the top of the page.
    B) If the error record fails to save the “Errors – See below” message will appear at the top of the page.
7) If the correct student data has been submitted in the Attending District Institution ID and Attending School Institution ID fields and you are still unable to save the record then one of the following is possible:
    A) The institution for which you are logged in is not the institution required to submit the student record.
    B) A necessary administrative relationship is missing (or some similar inconsistency exists) in our Institutions Database.  A current list of administrative relationships and related data may be found in the Daily Institution Database Extract file, located here: <http://www.ode.state.or.us/ftp/incoming/inst_db_extract_XL8.zip>.
Please contact the ODE Helpdesk at <ode.helpdesk@state.or.us> or 503.947.5715 if you need help or believe an institution data inconsistency exists.

	Depending on your Institution Type (see Sending Data to ODE), many of these tasks may be taken care of by your Computer Service Provider (CSP).  Contact your CSP for more information.




[bookmark: EditDemo][bookmark: _Toc183586936][bookmark: _Toc186421680][bookmark: _Toc242259386]Appendix D: Record Maintenance: Editing Student Demographic Information
In order for a submission to be matched to an existing student record, the SSID and three of five demographic fields must match those of an existing record on file with ODE.

	Fields Used for Matching at Level 1:
	Required for Record?

	Secure Student Identifier (SSID)
	Required

	Legal Last Name
	Required

	Date of Birth
	Required

	Gender
	Required

	Social Security Number (SSN)
	Optional

	District Student ID
	Optional



If only the required  matching fields are present in the record, using “Record Maintenance” to edit any of them will result in an error.  If it is necessary to change or correct the data in any of the Legal Last Name, Gender, or Date of Birth fields, a Social Security Number or District Student ID must be present in the existing record.  If the record does not have a value in either of these optional fields it will be necessary to temporarily assign a value to one of them in order to edit the record and still satisfy the matching criteria.  The District Student ID field is preferred.  
Quick Steps:
Open the SSID record in Record Maintenance, Edit
Add a District Student ID. ( any number is fine )
Save the record
Change the Last Name, or Gender, or Birth date (only one!)
Save the record
Remove the District Student ID
Save the record.





1) The record in the figure below contains data in only the required fields.  The fields used for matching are circled.  Changing the information in any of the required fields will not leave enough information to create a match and will result in an error.Return to Table of Contents

	Required
	Optional

















2) To edit any of the required student demographic fields (Legal Last Name, Date of Birth, and Gender) when only the minimum amount of information is present in the existing record:
A) Enter a number in the District Student ID field.
· If your district does not use a District Student ID it may be necessary to make one up.
B) Click [Save] to save the record.
3) The record now has information in four of the five demographic fields.  Changing the information in one of them will still leave enough information to create a match.
A) Make any corrections necessary to one field at a time, clicking the [Save] button after each change to save the record.
4) When you are finished correcting the record, be sure to remove the number that you put in the District Student ID field, if it is a made-up number, and click [Save] to complete the process.
[bookmark: _Toc186421681][bookmark: _Toc242259387]
Appendix E: SSID Matching Algorithm
1) Each record in the uploaded file (or ONLINE Submission) is processed individually according to the following criteria:Return to Table of Contents

	Hard Match

	· Match Level 1: SSID and any three of Legal Last Name, District Student Identifier, SSN, DOB, and Gender must match.
· Match Level 2: Resident District Institution ID and District Student Identifier, plus any two of Legal Last Name, SSN, DOB, and Gender must match.
· Match Level 3: SSN, DOB, Gender, and either Legal Last Name or Preferred Last Name must match.

	Suggested Matches

	· Match Level 7: Resident District Institution ID, Gender, and one each from all three of the following pairs: (DOB or SSN); (Legal Last Name or Preferred Last Name); and (Legal First Name or Preferred First Name).
· Match Level 8: Gender and one each from all three of the following pairs: (DOB or SSN); (Legal Last Name or Preferred Last Name); and (Legal First Name or Preferred First Name).



2) The submitted record is first processed using Match Level 1, followed by Match Level 2, and Match Level 3.  If the record satisfies one of these matching requirements it is considered a Hard Match.   If the submitted record is found to be a Hard Match the corresponding current SSID record will be moved into history and the submitted SSID record will be posted as the new current SSID record.
3) If the submitted record does not create a Hard Match then the submitted record will be processed using Match Level 7 and Match Level 8.  If the record satisfies one of these matching requirements it is considered a Suggested Match and will be posted to the REVIEW SUGGESTIONS area.  Once the match is validated in REVIEW SUGGESTIONS area, the corresponding current SSID record will be moved into history and the submitted SSID record will be posted as the new current SSID record.
4) If the submitted record does not satisfy any of the matching criteria then a new SSID record will be created from the submitted SSID record.  The next available SSID number will be assigned to the new record.



[bookmark: _Toc186421682][bookmark: _Toc242259388][bookmark: SearchSpecifications]Appendix F: Search SpecificationsReturn to Table of Contents

	Search Type
	Collection
	Search Results Pool

	Web Submission
	SSID
	All records in the SSID system.

	
	Student Collections (except SSID)
	If any of the SSID, First Name, Last Name or Date of Birth fields are used as search criteria the results will be from all records in the SSID system.  Otherwise, the results will be from records having a Resident or Attending School Institution ID that equals or is administered by the institution ID under which the user is logged in.

	Record Maintenance
	SSID
	If any of the SSID, First Name, Last Name or Date of Birth fields are used as search criteria the results will be from all records in the SSID system.  Otherwise, the results will be from records having a Resident or Attending School Institution ID that equals or is administered by the institution ID under which the user is logged in. 

	
	Student Collections (except SSID)
	Only records having a Resident or Attending  School Institution ID that equals or is administered by the institution ID under which the user is logged in. 

	Production Download
	SSID
	Only records having a Resident or Attending  School Institution ID that equals or is administered by the institution ID under which the user is logged in.

	
	Student Collections (except SSID)
	Only records having a Resident or Attending  School Institution ID that equals or is administered by the institution ID under which the user is logged in.

	Student Lookup
	SSID
	If any of the SSID, First Name, Last Name or Date of Birth fields are used as search criteria the results will be from all records in the SSID system.  Otherwise, the results will be from records having a Resident or Attending School Institution ID that equals or is administered by the institution ID under which the user is logged in.

	Optional Parameters  (Applicable to: Web Submission, Student Lookup, & SSID–Record Maintenance)

	Current Students
	Returns results from records having an Activity Date after July 1 of the current school year.

	Last Year Students
	Except High School Completers
	Returns results from records having an Activity Date between July 1 and June 30 of the previous school year.  

	
	High School Completers
	Returns results from records having an Activity Date between Sep. 1 of the previous school year and August 31 of the following year.

	All Students
	Returns results from all records that are not end-dated or merged.

	All searches are limited to a maximum of 5000 results except Production Download.




[bookmark: _Toc183586939][bookmark: _Toc186421683][bookmark: _Toc242259389]Appendix G: Resources / ToolsReturn to Table of Contents

1) Central Login User Guide <https://district.ode.state.or.us/training/documents/applications/centrallogin.pdf>
2) SSID File Format Definition 
<https://district.ode.state.or.us/forms/smf/sfda/cnsldtdfilefrmt.xls>
3) Institution Lookup Application                                                 <http://www.ode.state.or.us/instid>
4) The SSID Validation Procedure – A Non-Technical Overview                                                       <https://district.ode.state.or.us/docs/ssid/pr_ValidateSSID_NonTechnical.pdf>
5) Additional documentation for all applications may be found at <https://district.ode.state.or.us/apps/info/AppDocs.aspx>
6) SSID System (Consolidated File Format) Details <https://district.ode.state.or.us/apps/info/DataCllctnDetail.aspx?id=93>
7) [bookmark: _Toc186421684][bookmark: RevisionHistory]Find District Security Administrator <https://district.ode.state.or.us/apps/login/default.aspx?Srch=Y>
[bookmark: _Toc242259390]
Revision HistoryReturn to Table of Contents

	Date
	Page
	Section
	Description

	07/14/2005
	83
	Revision History
	Added a Revision History to aid users in identifying new or clarified information.

	07/14/2005
	7
	Purpose
	Revision: “This consolidation incorporates the following previously separate collections:” was changed to “This application provides access to the following collections:”   Reason for revision: To clarify that the data collections associated with Consolidated Collections have not been combined into a single data collection. 

	07/14/2005
	N/A
	N/A
	The Student Collections and Institution Collections were separated to provide more concise information to users.

	07/14/2005
	53
	Student Collections: Suspensions/Expulsions/Truancy
	Instructions updated.

	07/14/2005
	39
	Student Collections: High School Completers / Early Leavers
	Instructions updated for both collections.

	07/14/2005
	31
	Reports
	A section was added to describe the new Reports feature of the application.

	07/14/2005
	21
	Housekeeping
	Added clarification to the last bulleted item that error records will need to be corrected and resubmitted after the file is deleted from Housekeeping.

	08/12/2005
	48
	Student Collections: Professional-Technical Education (Perkins)
	Sections were added for the Course Submission and Student Info Submission options.

	08/16/2005
	8
	RSS Feed
	Added section describing the: RSS Feed.

	09/25/2005
	22
	Review Suggestions
	Updated instructions for new buttons.

	09/30/2005
	62; 63
	Fall Membership; Spring Membership
	Separate instructions for each collection.

	02/07/2006
	76
	Common Tasks
	Added instructions for “You do not have rights to submit this Institution ID” error.

	09/25/2006
	40; 44
	Fall Membership; Spring Membership
	Moved table of data elements from Fall to Spring. Updated link to consolidated file format.

	09/28/2007
	
	
	Document is in process of being updated; added watermark “BEING UPDATED!”




	Date
	Page
	Section
	Description

	12/26/2007
	All
	All
	Sorted Collections in alphabetical order, added missing collections, removed obsolete collections, such as SET, each section updated, created hyperlinks to navigate within user guide & return to table of contents. 

	11/25/2008
	All
	All
	Added missing information from collections, Updated screenshots. Added new information regarding file uploads, file format, and tested links. 


Return to Table of Contents

[bookmark: _Toc78856134][bookmark: _Toc186421685][bookmark: _Toc242259391]Troubleshooting
If you have problems with any of the processes outlined in this document, please contact the ODE Helpdesk via email at ode.helpdesk@state.or.us or phone at 503-947-5715.
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