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[bookmark: _Toc519495830][bookmark: _Toc50544323]Introduction
The Consolidated Collections Application is used for special education and other Enhancing Student Opportunities data collections. 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 more information, see Getting Access to Applications on the District Website. The Data Team provides support and technical assistance for these collections and the Application (see contact information below). The ODE Helpdesk can provide support and technical assistance for the Application.
This manual serves as a guide to assist data submitters with submitting and managing special education data in the Consolidated Collections Application. It is not intended to replace but rather serve as an additional resource to the Consolidated Collections Student Collections - SSID User Guide.
[bookmark: _Toc519495831][bookmark: _Ref520276048][bookmark: _Toc50544324]Acronyms
Abbreviations frequently used throughout this document include:
	Acronym
	Name

	CSV
	Comma Separated Values

	IDEA
	Individuals with Disabilities Education Act

	ODE
	Oregon Department of Education

	ESO
	Office of Enhancing Student Opportunities

	SECC
	Special Education Child Count

	SIS
	Student Information System


[bookmark: _Toc50544325]Contact List
For assistance, please contact us at the information below.
Jackie McKim	Research Analyst		(503) 947-5629		jackie.mckim@state.or.us
Cynthia Garton	Research Analyst		(503) 947-5817		cynthia.garton@state.or.us


[bookmark: _Login_Information][bookmark: _Toc50544326]Login Information
Access your applications list from the ODE District site at https://district.ode.state.or.us.
[image: ]
Logging in takes Users to their Applications List, (yours might appear differently).
[image: ]


If your Applications List does not appear after you login, click Applications from the top navigation menu or the Quick Links sidebar on the right.
[image: ]
From the Applications list, click on either Consolidated Collections or IDEA Data Manager.
Consolidated Collections is ODE’s data submission site for December Special Education Child Count, June Special Education Exit and Special Education Child Find. IDEA Data Manager is a tool for cleaning data prior to submission to ODE via Consolidated.
[image: ]


[bookmark: _IDEA_Data_Manager][bookmark: _Toc519495879][bookmark: _Toc50544327]Consolidated Collections Data Submission
[bookmark: _How_do_I_1][bookmark: _Submitting_Data_to][bookmark: _Toc50544328]Submitting Data to ODE
Once users have created a submission file in either the IDEA Data Manager or their own Student Information System (SIS), or will be entering single records, the data will be submitted to Consolidated Collections. For information on downloading a submission file from the IDEA Data Manager, see the IDEA Data Manager User Guide.
The Consolidated Collections application is available in the Applications List (see the instructions under Login Information above for specific details). From the Applications List, click Consolidated Collections.
[image: ]
Users should see a screen that looks similar to this:
[image: ]
The list of collections users see will depend on the collections they have permissions to view and/or modify. If a user does not see the specific collection for which they are submitting data, they will need to contact their District Security Administrator. See the Help section, Getting Access to Applications on the District Website for instructions.
[bookmark: _Toc50544329]File Upload
To upload a submission file, hover your mouse over Student Collections in the top menu bar.
For this example, screenshots show December Special Education Child Count. The process is the same for June Special Education Exit and Special Education Child Find.
[image: ]
A drop menu will appear, containing a list of open collections. To submit a file, hover over the collection name. In this case, Dec Special Education Child Count (SECC) 19-20.
A fly out menu will appear with a three options. Hover over Data Submission to access the next fly out menu.
[image: ]
The final fly out menu will have two options. Here users will click File Upload.
[image: ]

Next, click the Browse button to locate the submission file from the IDEA Data Manager or district SIS.
[image: ]
A File Upload dialog box will appear. Select the submission file and then click the Open button.
[image: ]
Finally, click the Upload button to submit the file to ODE.
[image: ]
If the upload is successful, the screen will display information boxes with information on the file and processing status. Consolidated Collections will notify users by email when the validation processing is complete.
[image: ]
Please note: users are not finished submitting data to ODE until all errors are corrected AND the verification reports have been verified. Please see the sections Correcting Errors in Consolidated Collections and Verifying Submissions in Consolidated Collections.
[bookmark: _Toc50544330]Check the Status of your Submission File
To check the status of the submission file, hover over Student Collections. From the drop menu of currently open collections, hover over the needed collection name to access the fly out menus. Then hover over Error Management, and click Review Queue.
[image: ]
The Review Queue displays a list of all district files that have posted in the past 24 hours. Users may have to wait for their upload if another district is uploading at the same time.

The file has been loaded when the screen states 100% under the Percentage Posted column.
[image: ]
Once the file has been posted, users will receive an automated email from ODE Helpdesk with information about processing of the file. This e-mail will also inform users about the number of errors.
[bookmark: _Toc50544331]Add a Single Record
To add a single record, hover over Student Collections. From the drop menu of currently open collections, hover over the needed collection name to access the fly out menus. Then hover over Data Submission, and finally hover click Web Submission.
[image: ]
This screen allows users to enter one record at a time. Enter a student SSID and select Search.
[image: ]
Select the applicable student by clicking on the green check mark to the left of the record, located in the Edit column, next to SSID column.
[image: ]
Enter the student information and then click the Save button, located at the top and bottom of the record screen.
[image: ]
After filling in the fields, be sure to check for errors. See Correcting Errors in Consolidated Collections.
[bookmark: _Toc50544332]Delete a Record
To delete a record, hover over Student Collections. From the drop menu of currently open collections, hover over the needed collection name to access the fly out menus. Then hover over Record Management, and finally click Record Maintenance.
[image: ]

This screen allows users to search for student records. Enter a student SSID and select Search.
[image: ]
Select the applicable student by clicking on the green check mark to the left of the record, located in the Edit column, next to SSID column.
To delete a record click on the red X to the right of the record.
[image: ]
Users can double check the record has been successfully deleted by searching for the record in the search screen located under Record Management, Record Maintenance.
[bookmark: _How_do_I_2][bookmark: _Correcting_Errors_in]

[bookmark: _Toc50544333]Correcting Errors in Consolidated Collections
Once all data has been loaded into the applicable collection, the next step is to correct errors. When Consolidated Collections completes its validation checks, the system sends an email with information to the email address associated with the user’s account. If you don’t receive an email, please contact the ODE Helpdesk, (503) 947-5715.
For this example, screenshots show December Special Education Child Count. The process is the same for June Special Education Exit and Special Education Child Find.
To view and correct errors, hover your mouse over Student Collections in the top menu bar.
[image: ]
A drop menu will appear, containing a list of open collections. To check errors, hover over the collection name. In this case, Dec Special Education Child Count (SECC) 19-20.
A fly out menu will appear with a three options. Hover over Error Management to access the next fly out menu.
[image: ]
The final fly out menu will have seven options. Here users will click Review Errors.
[image: ]


The Error Screen shows a list of errors by type, count and description. The Error Count is the number of records with the Error Type.
[image: ]
A single student record may have multiple errors and could appear under more than one Error Type.
Consolidated Collections provides two options to fix errors. First option is to click the Fix Errors link in the Action column on the right. This will take users to a screen showing a list of all records within that error type. This screen provides options to fix or delete individual records. The second option is to click the Download Errors button at the bottom of the screen. This will take users to the Download Errors tab, with options for downloading a file containing all the errors into either a CSV or a XML format.
[image: ]
Download Errors can be used when there is a large number of the same type of error. This option allows users to download only those records with that error, fix those within this file, and then re-upload the file to Consolidated. This overwrites the information previously submitted for those records only. Fix Errors can be used when users want to fix one record at a time.
[bookmark: _Toc50544334]Fix One Record at a Time
From the Review Errors screen, click the Fix Errors link in the row of the Error Type you wish to correct.
[image: ]
Clicking the Fix Errors link takes users to the Error Details page, which lists any errors for the applicable Error Type.


The Error Details page displays the Error Type and a longer Error Description. The page also contains a table with demographic information, a green check mark to access the record, a red “x” to delete the record, the values causing the error, and the column names for these values.
[image: ]
The page also contains a table with demographic information, a green check mark to access the record, a red “x” to delete the record, the values causing the error, and the column names for these values.
This example uses the “Transition Program Flag cannot be blank…” error.
[image: ]
Clicking the green check mark will open the record. Each field has a label and the field causing the error has a red or orange outline. The image below is condensed to fit on one page. The actual screen shows the entire student’s record.
[image: ]


After fixing the error, click the save button to save the updates and clear the error.
[image: ]
After clicking Save, the system will revalidate the entire record.
When there is one error in the Error Type, the system will remain on that Error Type screen to correct additional errors in the list.
When the errors are fixed, the system takes the user to the Review Errors screen.
[image: ]
[bookmark: _Toc50544335]Fix Multiple Errors at Once
ODE suggests fixing single record, or low-frequency errors, first so that the error file only contains multiple records with the same error type (aka, high-frequency error).
To download the high-frequency records in error, if on the Review Errors screen, click the Download Errors button or the Download Errors tab. Download Errors can be accessed via the fly out menus.
[image: ]


Unless instructed otherwise, users should always click the CSV button.
[image: ]
After selection, the webpage will display the message below.
[image: ]
Consolidated Collections will send the user an email, using the email address associated with the users login/account. Click the link in this email.
[image: ]


This link will take the user to ODE’s Secure File Transfer page. Enter the email address associated with the user account into the space provided.
[image: ]
Once the system verifies the email address, access to the Download icon is provided. Click on the Download button to open and save the file.
[image: ]
Next, make the necessary changes to all records, then save the file. Finally, upload this file using the same process as Submitting to ODE.
If this fix resolves the issue, the system will clear this Error Type, and the records will no longer be listed on the Review Errors page.


[bookmark: _Toc50544336]Correcting Audits in Consolidated Collections
The Review Window for each collection is an opportunity for users to clean up their data without penalty. The respective Review Windows are as follows:
· Child Find and June Exit – In Autumn (August/September)
· December Child Count – After New Year’s (January/February)
During the Review Window, users can add records, delete records or make revisions to records. In addition, ODE screens data for potential issues and errors, and provides audit messages, or comments, to help with data clean-up. Users have about four weeks for data clean-up, including reviewing and addressing ODE audits.
To review and address audits during the Review Window, login to the District site (see the instructions under Login Information). Once logged in, the navigation process is similar to Submitting Data to ODE.
For this example, screenshots show December Special Education Child Count. The process is the same for June Special Education Exit and Special Education Child Find.
To view and correct audits, hover your mouse over Student Collections in the top menu bar.
[image: ]
A drop menu will appear, containing a list of open collections. To review audits, hover over the collection name. In this case, Dec Special Education Child Count (SECC) 19-20.
A fly out will appear with a three options. Hover over Error Management to access the next fly out menu.
[image: ]


The final fly out menu will have seven options. Here users will click Review Audits.
[image: ]
The Audit Screen shows a list of audits by type and the count of each, with audit description and a type ID. The Audit Count is the number of records that have the respective audit type. Audit Type indicates the type of potential error. Audit Description provides a broad definition of the audit type. Note that a student’s record may have multiple audits and appear under more than one audit type.
Next under Action, click on the Review button to reveal the audit details.
[image: ]
Under Audit Details, pay attention to the audit Comment. This Comment is a message from the Special Education Data Team, indicating why the record is being flagged as an error or warning. If the record needs a correction, click on the green check mark under the Edit column. This will allow users to review the record. Once corrected, click the Save button. This will save the corrections, and the record will disappear from the audit list. The Last Activity column will reflect the date and time the last change was made.
[image: ]
If the record is correct, users can confirm the record by clicking the Confirm button while in the record.

If on the Audit List page, click on the box under the Select All column. Then click the Confirm button. Users should not confirm the record until they are sure it is not an error. When records are confirmed, they will disappear from the report.
[image: ]
Do not Save and Confirm any records until you are sure there are no errors. When users Save and Confirm a record, it disappears from the Audit report permanently.
If the comment is unclear or the user is unsure to resolve it, please contact a member of the Data Team for assistance. It is best not to confirm an audit if the user is unsure what it is. If the audit is regarding an error, this could lead to being flagged for inaccurate data in SPR&I.


[bookmark: _How_do_I_3][bookmark: _Verifying_Submissions_in][bookmark: _Toc50544337]Verifying Submissions in Consolidated Collections
Users must verify their submission. ODE cannot consider the collection complete until the submitting district verifies it as complete. This includes the regular collection as well as the Review Window. If districts do not verify their submission, ODE may consider that district late and/or inaccurate.
From anywhere in the Consolidated Collections application, click the Status Tracking tab to go to the list of collections.
Make sure the School Year dropdown displays the correct school year. This dropdown will automatically advance to the next school year on July 1. If the 2020-2021 June Exit collection closes on July 2 and is not verified before then, when users arrive at the Status Tracking page, the dropdown will show 2021-2022 and all the collection names will end with “21-22.”
[image: ]
Click the black arrow next to the collection to be verified. This example will use December Special Education Child Count. The process is the same for June Special Education Exit and Special Education Child Find.
[image: ]
If all errors have not been cleared, the below message will appear. See Correcting Errors in Consolidated Collections before continuing.
[image: ]
Each collection has different verification reports. Each report displays aggregated data in tables.
· December Special Education Child Count (SECC):
· Federal Placement
· Primary Disability
· Race/Ethnicity
· Agency Serving
· Enrollment Type
· June Special Education Exit:
· Age at Exit By Exit Reason
· Disability Type by Exit Reason
· Race/Ethnicity by Exit Reason
· Leaver Verification (does not show any data)
· Special Ed Child Find (Indicator 11):
· Initial Referrals
· Initial Referrals By Race/Ethnicity
· Initial Referrals By PHC
· Range of Days Over the 60 day Timeline by Reason Timeline Not Met
· Initial Referrals By Grade
After clicking on the black arrow next to the collection, users will see the following screen. Clicking the checkboxes next to each verification report displays the data tables to be reviewed and verified by the user. The red “X” in the Current Status column indicates the report has not been verified.
[image: ]


After selecting the checkbox, the screen will display the aggregated data with options for approving the report and exporting the data to Excel.
[image: ]
Once the user clicks Approve Report, the approved report’s status changes from the red “X” to a green checkmark and gives users the option of removing the approval. Removing the approval changes the green checkmark back to a red “X.”
[image: ]
Continue through the list of reports until all Verification Reports are approved.
Once all reports are approved, the Final Submission Form button becomes available. When this button is clicked, the system generates a PDF file for submitting agencies (School District, ESD and EI/ECSE) to sign, date, and return to ODE.
[image: ]
Print the form, have it signed and either email or mail it as indicated on the form. Please pay attention to when the Final Submission Form is due, and check the agencies listed on the form.


Once the Final Submission Form has been received by ODE, the collection is complete. Note, there is no Final Submission Form for Special Education Child Find. This is only applicable to December Special Education Child Count and June Special Education Exit.
[image: ]
The submission process is not final until ODE receives the signed Final Submission Form. Agencies will be marked late if forms are not received by the end of the day of the due date. Faxed forms will not be accepted.

[bookmark: _Toc50544338]View Charts and Export Data
When reviewing and approving the verification reports, users can view each report as a chart, by clicking on the View Chart button.
[image: ]
When this link is clicked, the system will generate a bar graph that can be downloaded as a PDF.
[image: ]
Users can download each report as an Excel Spreadsheet, by clicking on the Export to Excel button.
[image: ]
The system will generate a dialog box to either save or open the file.

[bookmark: _Toc50544339]Production Download Reports
A Production Download Report is a report of all data submitted to Consolidated Collections for a given collection. It is located in the Reports tab, which contains a list of various reports that can be download for collections assigned to the user. The list includes Production Download Report, Regional Report and OSD Report.
These steps will use December Special Education Child Count, downloading the Production Download Report. The stems are the same for June Special Education Exit and Special Education Child Find, and are the same for the other reports listed.
Select Reports tab, located next to Status Tracking tab.
[image: ]
From the Collection menu, select Special Education Child Census (SECC).
[image: ]

In the Report Year menu that appears below or to the right, select the DecSECC Report from the collection year needed.
[image: ]
In the Report menu that appears below or to right, select Production Download Report.
[image: ]
A pop-up will appear with the appropriate report, identifying the year requested. This report can be exported to Excel or PDF if desired.

[bookmark: _Toc50544340]Help
[bookmark: _How_do_I][bookmark: _Ref520277498][bookmark: _Toc50544341]Getting Access to Applications on the District Website
When requesting access to one of the District Applications, contact your district’s Security Administrator.
If you do not know who your District Security Administrator is, go to the District Home page, and on the right-hand side beneath Quick Links, click Find Security Administrator.
[image: ]
On the Search for Security Administrator page, enter an institution ID or District Name, then click the Search button.
[image: ]
When requesting access to applications such as Consolidated Collections or the IDEA Data Manager, data submitters must request Primary Submitter and Modify rights. Users should verify with their District Security Administrator that they have both permissions. Without both, users will not have the ability to view, submit and edit data.
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