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Level O Introduction

level0.esboces.org

Level 0 is a web-based application supported by the Regional Information Center. The
webpage, the Level 0 server, and the data, are hosted by Eastern Suffolk BOCES and are
protected by the latest and most advanced security methods.

Level O can be accessed in the following ways:
- Type levelO.esboces.org in your internet browser’s address bar.
or
- Type datacentral.esboces.org in your internet browser’s address bar. Once you arrive
at the EISS Student Data Services website, select Secure from the horizontal menu
bar, then Level 0 from the drop_down menu.

The Level 0 application provides LEAs the ability to collect and verify certain data required by
NYSED. Data can be imported or entered directly into Level 0, then verified and locked.
Locked data will be exported (pulled) from Level 0 and loaded to Level 1 by the Eastern
Suffolk BOCES Level 0 support team. Data is pulled on Monday, Tuesday, Wednesday
and Thursday at noon. On Fridays, all data that has been loaded to Level 1 during the week is
loaded to the Level 1 container.

Data can be imported into Level 0 for Demographics, Enrollment, Program Services,
Assessments, Special Education Snapshots, Special Education Events, Grade Detail, Credit
GPA, Staff/Student/Course, Accommodations, Daily Attendance, Day Calendar, Student
Contact, Contact, Staff Assignment, and Staff Evaluation using the same file layouts required
for the Level 1 Data Warehouse. The Demographic file must be imported first.

For Level 0 support from Student Data Services please call:

631-218-4195




Level O data types:
+  Demographic Data - Student Lite file from Student Management System (SMS)
¢+  Enrollment Data - School Entry Exit file from SMS
¢+ Program Service Data - Program Fact files from SMS and SE System
¢+ Assessments — Assessment Fact file from SMS and SE System
¢+ S.E. Snapshot — Special Education Snapshot files from SE System
+  S.E. Events — Special Education Events files from SE System
+  Grade Detail — Student Class Grade Detail file from SMS @
¢+ Credit GPA - Student Credit GPA file from SMS
¢ Staff/Student/Course — Staff Student Course file from SMS *
¢+  Accommodations — Assessment Acc Mod Fact file from SMS
+  Daily Attendance — Student Daily Attendance file from SMS™
+  Day Calendar — Day Calendar file from SMS
+  Student Contact- Student Contact Fact file from SMS*
+  Contact — Contact Fact file from SMS
¢ Staff Assignment — Staff Assignment file (Districts enter manually in Level 0)*
+  Staff Evaluation — Staff Evaluation Rating file from HR System”

+ Level 0 Express must have been previously populated with the district’s Course, Staff Snapshot and
Location Marking Period data in order for this data type to import into Level 0 successfully.

++ Level 0 Express must have been previously populated with the district’s Attendance Codes in order
for this data type to import into Level 0 successfully.

# Level 0 Express must have been previously populated with the district’s Staff Snapshot in order for
this data type to import into Level 0 successfully.

*  Contact must have been previously populated in Level 0 in order for Student Contact to import into
Level O successfully.

@ Level 0 Express must have been previously populated with the district’s Course and Location

Marking Period data in order for this data type to import into Level 0 successfully.

The functions and procedures for each type of data are virtually the same. The data is imported and
prepared for the Level 1 data warehouse. Error reports can be viewed and downloaded to provide a list
of the problems that exist with your data. Student information can manually be corrected if need be, but
we do not recommend that. Corrections should be made in your Student Management System and the
corrected information should be re-imported into Level 0.




Login Screen

4 NYS-Level 8 NYSED

I New York State Education Dept. - Level 0, version . .__

User ID:

Password:

The Log In screen identifies the website you are on.

You must enter your User ID and Password to continue.

Login Screen Reference

1. User ID and Password: Your User ID and Password will be created by the RIC
Administrator for this web site.

- Type in your User ID and Password and click the ‘Log In” button.
- Asuccessful log in will take you to the Main Menu.

- Anunsuccessful log in will give you an invalid log in message and will prompt
you to try again.

If you do not have a Level 0 User ID and Password contact your district’s Chief Information
Officer (C10). Only your CIO can request a User 1D and Password from Student Data
Services.




Main Menu

** The Main Menu is the starting point for every function in Level 0.

w & [ ENVED - Level O

|52k Page ~ (F Tools ~

— -0 &-

=4 NYS-Level f

‘ New York State Education Dept. -

Current # of users logged on: 6
District:

Level 0,
=

NYSED.,

version

—

Change My Password
School Year: \

E

‘ NY280000 : Sample District

*School Year Ending 2014-06-30

Welcome to Level 0! T

T

I

© 2012 NYSED
% Local intranet H 00 -

You will always be just one click away from this page.

Click on the =4 NYS
Main Menu.

~-Level 8

logo in the top left corner of any page to return to the



Navigation Area

Main Menu Reference

1. District: Select the district you wish to work with.

2. School Year: The default is the current school year.

3. Navigation Bar: Choose one of the following: (Each of these will be explained
later in this manual.)

Elec. Import: Make this selection when you wish to import data into Level
0 (see page 6 for a list of data types). The various files are extracted from
your Student Management, Special Education, and HR systems, as
appropriate. Data files must be in Comma Delimited Text format. Only .csv
and .txt files are accepted by Level 0.

Manual Input: Make this selection when you want to manually input or
update one record at a time. A search feature is available once a data type is
selected.

L-1 Data Prep.: This selection will enable the district administrator to
validate and lock data so it may be loaded to Level 1 by the Regional
Information Center. (Note: The user must be designated with unrestricted
access to perform this function.)

Reports: This selection will enable you to view various reports based on
the selected school year.

LO Express: This selection will enable you to enter\import and lock
Course, Staff Snapshot, Location Marking Period and Attendance Code
data. Course, Staff Snapshot, Location Marking Period and Attendance
code data entered\imported and locked in Level 0 Express will be used to
populate lookup tables used in Level 0 Grade Detail, Staff Student Course,
Daily Attendance, Staff Assignment and Staff Evaluation modules.
Admin.: This function will only be visible to those with Level 0
Administrative rights. This function is not covered in this manual.

Log Off: This selection will log you out of Level 0. Use this selection
when you are finished working in Level 0. Do not simply “x” out of the
application.

4. Change My Password: This link will send you to a page that will allow you to
change your password. You may change your password as often as you like.

5. Current # of users logged on: This number simply lets you know how many users
are currently using this web site. If there are a large number of users logged on,
there might be a delay when performing certain functions such as Importing &
Validating a large data file.

6. Message Area: Messages from your RIC will be displayed in the message area of
the Main Menu screen.



Basic Navigation

ANYS-Level 8 \’ NYSED.

Elect. Import Manual Input L1-Data Prep. LG LO Express Admin Log Off
User - Mary Mali i i i) Demographics
Current # of users logged on: 8 Enrollment Change My Password
District: Program Fact
NY280000 : Sample District [r| Assessment 0630 |7
SE Snapshot
SE Event
Welcome to Level 0! Grade Detail
Credit GPA
Staff/Stu/Crse

Accommodation
Daily Attendance
Day Calendar
Student Contact
Contact

Staff Assignment
Dashbeard Rpt
Information Rpt

Staff Evaluation

Selecting a function from the Navigation Bar will open a drop-down menu.

Example: Selecting Reports from the Navigation Bar opens a list of reports and categories of
reports available in Level 0.

10
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Electronic Data Import
and Validation
Screens
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Electronic Data Import
And Validation
Screens

Selecting Elec. Import from the Navigation Bar opens a drop_down menu from which you will

select the type of data you wish to import. Each of the selections will be discussed in the pages
that follow.

A NYS-Level 8 NYSED..

MNew York State Education Dept. - Level 0, version ¢

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log OIf
Demographics linowski (mmalinowski)

Enrollment yed on: B

Program Fact School Year:

Assessment ;- = [ School Year Ending 2014.06.30
SE Snapshol
SE Event

Grade Detail 0!
Credit GPA
Stall/Stu/Crse
Accommodation
Daily attendance
Day Calendar
Student Contact
Contact

Staff Assignment
| Stall Evaluation

Change My Password

All import files must be in Comma Delimited Text format. Only .txt and .csv files will be
accepted by Level 0.

The first row of data in each file must contain a student record. The first row of your file may
not contain column headings or a blank record.

13



Demoqgraphics

When you select the Elect. Import function and then select Demographics as the data type, the

following screen will appear.

=4 NYS-Level 8 NYSED

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 7 Change My Password

District: School Year:

NY280000 : Sample District v | School Year Ending 2014-06-30 v

Demographics Import:
Step 1 - Select Import file type: P
{Note: First line of file must contain a sﬂem record.}

@ Student Lite - Comma Delimited Text O Student Full - Comma Delimited Text
<

Step 2 - Insert/Update Choices: <
(%) Update EXISTING Records in Level 0 AND Insert NEW Records (O Insert NEW Records Only
Step 3 - Import File Location: (Use browse button to find file) <
A <
Step 4 - Click button to prepare file for <
Prepare Import File
Step 5 - Click button to validate data file: <

Import/Validation Messages:

QRSREE

|

Please note that if you have manually updated data in Level 0 and you import another file,
you could overwrite your manual updates with the information in the new import.

14



Demographic Electronic Data Import and VValidation Reference

1. Select import file type: Select the type of import file you have. Your demographic
import file should be in Student Lite layout and Comma Delimited Text format.

2. Insert/Update Choices: There are two choices.
¢+ If Update EXISTING Records in Level 0 AND Insert New Records is
selected, the existing demographic records in Level 0 will be updated with
the data in the import file, and new records will be added.
¢+ If Insert NEW Records Only is selected only new students will be added.
The system looks at Student ID when determining if a student currently
exists in Level 0.

Generally you will select the option to Update Existing Records in Level 0 AND
Insert New Records.

3. Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

4. Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source, and a new file imported.
Call Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving
errors.

5. Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 4 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.

Once validation is complete, check the Import/Validation Messages section of the
screen to ensure that the data successfully validated. Messages in green indicate
success. Messages in red indicate errors.

Red error messages are sometimes accompanied by a pink View Error Report
button. Clicking that button will display the Dist. Import Errors (Error Rpt # 1)
report. This report can be sorted by any column heading simply by clicking on the
column heading. Clicking on a Student ID will bring you to the student’s
demographic screen where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source, and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.



6.

Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 4 is performed, and again
after step 5 is performed.

16
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Enrollment

When you select the Elect. Import function and then select Enrollment as the data type, the

following screen will appear.

-{NYS -Level 8 NYSEDgov

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

| NY280000 : Sample District v School Year Ending 201406 30 v

Entry/Exit Enrollment Import:
Step 1 - Select Import file type:
(Note: First line of file must contain a student record.)

() Comma Delimited Text

Step 2 - Delet it Level 0 valid records for this district and school year? <
(DO NOT Delete Level 0 Enroliment Records () Delete All Enrollment records for current district and current year _
Step 3 - Import File Location: (Use browse button to find file) < 3
| H Browse.. |
Step 4 - Click button to prepare file for validation: pd
- ~ 4
Prepare Import File LI
Step 5 - Click button to validate data file: <
5
Import/Validation Messages:
I I <
N
© 2012 NYSED
Done & Local intranet H100% T

Please note that if you have manually updated data in Level 0 and you import another file,
you could overwrite your manual updates with the information in the new import.

18



Enrollment Electronic Data Import and VValidation Reference

1. Select import file type: The import file must be in the School Entry/Exit layout and
Comma Delimited Text format.

2. Delete current Level 0 valid enrollment records for this district and school year?
Be sure you make the correct selection. The choices are:

- DO NOT Delete Level 0 Enrollment Records
- Delete All Enrollment records for current district and current year

You should always choose Delete All Enrollment records for current district
and current year as long as you are importing a FULL district file (i.e.: the
file you are importing contains your entire district’s enrollment data.)

3. Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

4. Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source, and a new file imported.
Call Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving
errors.

5. Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 4 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.

Once the validation is complete, check the Import/Validation Messages section of
the screen to ensure that the data successfully validated. Messages in green indicate
success. Messages in red indicate errors.

Red error messages are sometimes accompanied by a pink View Error Report
button. Clicking that button will display the Dist. Import Errors (Error Rpt # 1)
report. This report can be sorted by any column heading simply by clicking on the
column heading. Clicking on a Student ID will bring you to the student’s
enrollment screen where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.

19



6.

Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 4 is performed, and again
after step 5 is performed.

20
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Program Fact

When you select the Elect. Import function and then select Program Fact as the data type, the
following screen will appear.

A NYS-Level 8 NYSED

Elect. Import Manual Input L1-Data Prep.  Reporis LO Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: 6 Change My Password

District: School Year:

NY280000 : Sample District [+][ School Year Ending 2014-06-30 -

Program Service Validation and Import:
Step 1 - Select Import file type: <
(Note: First line of file must contain a student record.)

© Comma Delimited Text

Step 2 - Check any category type(s) that you would like to import: <

B _ 4

HI

[ safety Net [ZICTE / Tech Prep " LEP Eligibility [ LEP Programs [CncLe ] Type of Disability
[ 0198 -Poverty [T 022041, Assess. [ 0242 NYSESLAT [ 0264-Section 504 Plan [ 3753 Tntervening Serv. [ ] 806:Reduced Lnch
[ 5817:Free Lunch [ Summer School Participation [] 8261::Single ParentPreznant (] 8272-Homeless Youth [ UPK [CITitte 17AS
[ Prekindergarten Program || 2618:Tnter Dist Transfer || 1232::SIFE [ Higher Edncation || Lacal Programs
Step 3 - Delete current Level 0 valid P.S. records for this district and school year? (

| ) DO NOT Delete Level 0 P.S. Records @ Delete All Valid P.5. records (selected categories onlyjl

Step 4 - Import File Location: (Use browse button to find file) <
Step 5 - Click button to prepare file for validation: <

<
Step 6 - Click button to validate data file: <

Import/Validation Messages:

T

Please note that if you have manually updated data in Level 0 and you import another file,
you could overwrite your manual updates with the information in the new import.

22



Program Fact Electronic Import and Validation Screen Reference

1. Select import file type: The import must be in Programs Fact layout and Comma
Delimited Text format.

2. Check any category type(s) that you would like to import: Program Service data is
imported electronically by category. Choose the categories of data that your import file
contains by selecting one or more program service categories. You may have as many
program service categories as you like in one data file.

Some categories of Program Fact data are stored in your Student Management system
while others are stored in your Special Education system. It will be necessary for you to
import Program fact files from both your Student Management and Special Education
systems in order to populate Level 0 with all of the Program Service data required for
state reporting.

When importing a Program Fact file from your Student Management system, you must
check the categories of data that are contained in the file. These will be different than
the categories of data that you check when importing your Program Fact file from your
Special Education system.

When you are importing a Program Fact file from your Special Education system, you
must check the categories of data that are contained in the file. These will be different

than the categories of data that you check when importing your Program Fact file from
your Student Management system.

NOTE!!

Step 2 of the Program Service Electronic Import screen shows a Check All box. You
should never use the Check All box when importing Program Service data unless you
are working with an Eastern Suffolk BOCES Level 0 support staff member and have
been instructed to do so. Only check the categories of data that are contained in the
particular file which you are importing. Later in this document you will see that when
locking Program Service data you must use Check All.

The rules are:  When Importing Program Service data do not use Check All.
When Locking Program Service data you must use Check All.
3. Delete current Level 0 valid P.S. records for this district and school year?

The options are:

- DO NOT Delete Level 0 P.S. Records
- Delete All Valid P.S. records (selected categories only)

Generally, you want to select Delete All Valid P.S. records (selected categories only).

23



4.

Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source, and a new file imported.
Call Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving
errors.

Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 5 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.

Once the validation is complete, check the Import/Validation Messages section of
the screen to ensure that the data successfully validated. Messages in green indicate
success. Messages in red indicate errors.

Red error messages are sometimes accompanied by a pink View Error Report
button. Clicking that button will display the Dist. Import Errors (Error Rpt # 1)
report. This report can be sorted by any column heading simply by clicking on the
column heading. Clicking on a Student ID will bring you to the student’s program
fact screen where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source, and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.

Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 5 is performed, and again
after step 6 is performed.

24
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Assessment Fact

When you select the Elect. Import function and then select Assessment as the data type, the
following screen will appear.

= NYS-Level 8 NYSED

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: 6 Change My Password

District: School Year:

NY280000 : Sample District [+]|School Year Ending 2014-06-30 -

Assessment Validationgld Import:

Step 1 - Select Import file type:
(Note: First line of file must contain a student record.)

@ Comma Delimited Text

Step 2 - Check any test group(s) that you would like to import: <
[ Check All
| [CIALTRCT [T COSF [CINYSAA [Regents ] ALTREG [[1CTE [JNYSESLAT [JRFIRST [[]AA0s [CINYs [JRCT [sLp [ccr
Step 3 - Delete current Level 0 valid Assessment records for this district and school year? < 3
| @ DO NOT Delete Level 0 Assessment Records () Delete All Valid Assessment records {selected test groups onlv]l
Step 4 - Import File Location: (Use browse button to find file) ( 4
c Z.
Step 5 - Click button to prepare file for < 5
Prepare Import File
Step 6 - Click button to validate data file: < 6

Import/Validation Messages:

N
-]

Please note that if you have manually updated data in Level 0 and you import another file, you
could overwrite your manual updates with the information in the new import.

26



Assessment Fact Electronic Import and VValidation Screen Reference

1. Select Import file type: The import file must be in the Assessment Fact layout and
Comma Delimited Text format.

2. Check any test group(s) that you would like to import: Assessment fact data is
imported electronically by category. Choose the categories of data that your import file
contains by selecting one or more assessment fact categories. You may have as many
assessment fact categories as you like in one data file.

Generally, all categories of Assessment Fact data are stored in your SMS, except for
COSF (Child Outcome Summary Form), which is generally stored in your SE system.
Assessment Fact data from your SMS needs to be reported every year. COSF data from
your SE system only needs to be reported in those years which your district’s special
education department is responsible for reporting and certifying Federal Indicator 7
data. (Federal Indicator 7 is the Preschool Outcomes Report and is also known as the
VR15 report in the PD system.)

When importing an Assessment Fact file from your SMS, you must check the categories
of data that are contained in the file and that you wish to import.

When you are importing an Assessment Fact file from your SE system, you must check
the category of data that is contained in the file. The only category that you will check
when importing an Assessment Fact file from your SE system is COSF.

3. Delete current Level 0 valid Assessment records for this district and school year?
The options are:

- DO NOT Delete Level 0 Assessment Records
- Delete All Valid Assessment records (selected test groups only)

It is recommended that you DO NOT Delete Level 0 Assessment Records unless you
are working with an Eastern Suffolk BOCES Level 0 support staff member, and have
been instructed to do so.

4. Import file location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

5. Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source, and a new file imported.

27



Call Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving
errors.

Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 5 completed successfully.

This process can be quite time consuming if the import file is large so please be
patient.

Once validation is complete, check the Import/Validation Messages section of the
screen to ensure that the data successfully validated. Messages in green indicate
success. Messages in red indicate errors.

Red error messages are sometimes accompanied by a pink View Error Report
button. Clicking that button will display the Dist. Import Errors (Error Rpt # 1)
report. This report can be sorted by any column heading simply by clicking on the
column heading. Clicking on a Student ID will bring you to the student’s
assessment fact screen where you can manually correct the error, although this is
not recommended. Errors should be fixed at the source, and a new file imported
into Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed
in resolving errors.

Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 5 is performed, and again
after step 6 is performed.
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Special Ed Snapshot

=4 NYS-Level B NYSED

te Education
Elect, Import Manual Input  L1-Data Prep. Reports LO Express Admin Log Off

Current # of users logged on: 1 Change My Password
District: school Year:
NY280000 : Sample District v |Sch00| Year Ending 2014-06-30 v

S.E. Snapshot Validation and Import:
Step 1- Select Import file type: <
(Note: First line of file must contain a student record.)

© Comma Delimited Text

<
Step 2 - Check the Snapshot data type you would like to import: S

(O BEDS Day Snapshot O End of Year Snapshot
Step 3 - Delete current Level 0 valid Snapshot records for this district and school year? <

| DO NOT Delete Level 0 Snapshot Records @®
Step 4 - Import File Location: (Use browse button to find file) <

pd

Step 5 - Click button to prepare file for validation S

Prepare Import File

Step 6 - Click button to validate data |||u:<

Import/Validation Messages:

N

Please note that if you have manually updated data in Level 0 and you import another file,
you could overwrite your manual updates with the information in the new import.

30



SE Snapshot Electronic Data Import and VValidation Reference

1.

Select import file type: The import file must be in the SE Snapshot layout and
Comma Delimited Text format.

Check the Snapshot data type you would like to import: Select BEDS Day
Snapshot if your file contains BEDS Day Snapshot data. Select End of Year
Snapshot if your file contains End of Year Snapshot data.

Delete current Level 0 valid snapshot records for this district and school year?:
Be sure you make the correct selection. The choices are:

- DO NOT Delete Level 0 Snapshot Records

- Delete All Valid Snapshot records (selected snapshot type only)

You should always choose Delete All Valid Snapshot records (selected snapshot type

only) as long as you are importing a FULL district file (i.e.: the file you are importing

contains your entire district’s BEDS Day or EQY data.)

Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source, and a new file imported.
Call Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving
errors.

Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 5 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.

Once the validation is complete, check the Import/Validation Messages section of
the screen to ensure that data successfully validated. Messages in green indicate
success. Messages in red indicate errors.

Red error messages are sometimes accompanied by a pink View Error Report
button. Clicking that button will display the Dist. Import Errors (Error Rpt # 1)
report. This report can be sorted by any column heading simply by clicking on the
column heading. Clicking on a Student ID will bring you to the student’s SE
Snapshot screen, where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.
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7.

Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 5 is performed, and again
after step 6 is performed.
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Special Ed Events

.-Q_NYS -Level 8 NYSEDgov

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 2 Change My Password

District: School Year:

| NY280000 : Sample District [ School Year Ending 2014-06-30 v

SE Event Import:
Step 1 - Select Import file type:
(Note: First line of file must contain a student record.)

© comma Delimited Text
Step 2 - Delete current Level 0 valid Event records for this district and school year? <

) DO NOT Delete Level 0 Event Records elete All Event records for current district and current year

Step 3 - Import File Location: (Use browse button to find file) <
| H Browse
Step 4 - Click button to prepare file for validati <

Prepare Import File
<

Step 5 - Click button to validate data file: <

5

Import/Validation Messages:

N

@ 2012 NYSED

% Local intranet 45 v Ri00% -

Please note that if you have manually updated data in Level 0 and you import another file, you
could overwrite your manual updates with the information in the new import.
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SE Events Electronic Data Import and VValidation Reference

1. Select import file type: The import file must be in the SE Events layout and Comma
Delimited Text format.

2. Delete current Level 0 valid Event records for this district and school year?: Be
sure you make the correct selection. The choices are:

- DO NOT Delete Level 0 Event Records
- Delete All Event records for current district and current year

NOTE:

Depending upon your SE software, you may need to extract multiple SE Events files
from your SE system in order to capture all the events information that you are
required to report in a given year.

If your SE software exports ALL of your events data in a single file, you will use the
option to Delete All Event records for current district and current year when
importing that file into Level 0.

If you need to export multiple files from your SE software in order to capture all of
the event data that you need to report, you will use the option to Delete All Event
records for current district and current year when importing the first events file in the
set, and use the DO NOT Delete Level 0 Event Records when importing the
remaining files in the set.

If you need assistance, please contact the Eastern Suffolk BOCES Level 0 support
team.

3. Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

4. Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source, and a new file imported.
Call Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving
errors.

5. Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 4 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.



Once the validation is complete, check the Import/Validation Messages section of
the screen to ensure that the data successfully validated. Messages in green indicate
a success. Messages in red indicate errors.

Red error messages are sometimes accompanied by a pink View Error Report
button. Clicking that button will display the Dist. Import Errors (Error Rpt # 1)
report. This report can be sorted by any column heading simply by clicking on the
column heading. Clicking on a Student ID will bring you to the student’s SE
events screen, where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source, and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.

Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 4 is performed, and again
after step 5 is performed.
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Grade Detail ( a.k.a. Student Class Grade Detail)

.-Q_NYS -Level 8 NYSEDgov

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

[NY280000 : Sample District ¥ ||School Year Ending 2014-06-30 ~

Student Class Grade Detail Import:

Step 1 - Select Import file type:
(Note: First line of file must contain a student record.)

© comma Delimited Text

Step 2 - Delete current Level 0 valid grade detail reco for this district and school year? <

) DO NOT Delete Level 0 grade detail Records |ete All grade detail records for current district and current year
Step 3 - Import File Location: (Use browse button to find file) <
| H Browse
Step 4 - Click button to prepare file for validati <
Step 5 - Click button to validate data file: <

Import/Validation Messages:

N

@ 2012 NYSED

& Lacal intranet 45 - Hi00w -

Please note that if you have manually updated data in Level 0 and you import another file, you
could overwrite your manual updates with the information in the new import.
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Grade Detail Data Import and Validation Reference

1. Select import file type: The import file must be in the Student Class Grade Detail
layout and Comma Delimited Text format.

2. Delete current Level 0 valid grade detail records for this district and school
year? Be sure you make the correct selection. The choices are:

- DO NOT Delete Level 0 Grade Detail Records
- Delete All grade detail records for current district and current year

You should always choose Delete All grade detail records for current district
and current year as long as you are importing a FULL district file (i.e.: the
file you are importing contains your entire district’s grade detail data.)

3. Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

4. Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source, and a new file imported.
Call Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving
errors.

5. Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 4 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.

Once the validation is complete, check the Import/Validation Messages section of
the screen to ensure that the data successfully validated. Messages in green indicate
success. Messages in red indicate errors.

Red error messages are sometimes accompanied by a pink View Error Report
button. Clicking that button will display the Dist. Import Errors (Error Rpt # 1)
report. This report can be sorted by any column heading simply by clicking on the
column heading. Clicking on a Student ID will bring you to the student’s grade
detail screen, where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.

6. Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 4 is performed, and again
after step 5 is performed.



Credit GPA

A'NYS -Level 8 NYSEDgov

New York State Education Dept. - Level 0, versior

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
User Mary i i( i i)

Current # of users logged on: 2 Change My Password

District: School Year:

NY260000 : Sample District [*] School Year Ending 2014-06-30 [+

Student Credit GPA Impurt:/

Step 1 - Select Import file type: <
(Note: First line of file must contain a student record.)

@ Comma Delimited Text

Step 2 - Delete current Level 0 valid student credit gpa records for this district and school year? < 2
| ) DO NOT Delete Level 0 student credit gpa Record Delete All student credit gpa records for current district and current year|

Step 3 - Import File Location: (Use browse button to find file) < 3
Step 4 - Click button to prepare file for < 4
=

Step 5 - Click button to validate data file: < 5

Import/Validation Messages:

-]

© 2013 NYSED

Please note that if you have manually updated data in Level 0 and you import another file, you
could overwrite your manual updates with the information in the new import.
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Credit GPA Data Import and Validation Reference

1. Select import file type: The import file must be in the Student Credit GPA layout
and Comma Delimited Text format.

2. Delete current Level 0 valid student credit gpa records for this district and
school year? Be sure you make the correct selection. The choices are:

- DO NOT Delete Level 0 student credit gpa Records
- Delete All student credit gpa records for current district and current year

You should always choose Delete All student credit gpa records for current
district and current year as long as you are importing a FULL district file
(i.e.: the file you are importing contains your entire district’s student credit
gpa data.)

3. Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

4. Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source, and a new file imported.
Call Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving
errors.

5. Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 4 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.

Once the validation is complete, check the Import/Validation Messages section of
the screen to ensure that the data successfully validated. Messages in green indicate
success. Messages in red indicate errors.

Red error messages are sometimes accompanied by a pink View Error Report
button. Clicking that button will display the Dist. Import Errors (Error Rpt # 1)
report. This report can be sorted by any column heading simply by clicking on the
column heading. Clicking on a Student ID will bring you to the student’s credit
gpa screen, where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.

6. Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 4 is performed, and again
after step 5 is performed.



Staff/Student/Course

=4 NYS-Level 8 NYSED

New York State Education Dept. - Level 0,

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: 9 Change My Password

District: School Year:

NY280000 : Sample District [lschool Year Ending 2014.06:30 7]

Staff/Student/Course Import:
Step 1 - Select Import file type:
(Note: First line of file must contain a student record.) <

@ Comma Delimited Text

Step 2 - Select reporting date group(s) for the import process: (mouse-over a selection to see associated tests for each date.) <
[”) Check AN

[T12014-06-30 - Roster Group ~ [712013-08-13 Assessment Group []2014-01-27 Assessment Group [ ]2014-04-01 Assessment Group
[T12014-04-30 Assessment Group [7]2014-05-21 Assessment Group [ 2014-06-03 Assessment Group

Step 3 - Delete current Level 0 valid staff/student/course records for this district and school year? <

N
| ") DO NOT Delete Level 0 stafffstufcrse Records i@ iDelete All staff/stu/crse records for current dist and year (for selected reporting date group enly)

3

Step 4 - Import File Location: (Use browse button to find file) <

Step 5 - Click button to prepare file for validation: &
p prepa < 5
Prepare Import File

Step 6 - Click button to validate data file: <

o2}

Import/Validation Messages:

N

Please note that if you have manually updated data in Level 0 and you import another file, you
could overwrite your manual updates with the information in the new import.
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Staff/Student/Course Import and VValidation Reference

Select import file type: The import file must be in the Staff Student Course layout
and Comma Delimited Text format.

Select reporting date group(s) for the import process:(mouse-over a selection to
see associated tests for each date.)

It is important that you know what reporting date group(s) are contained in your file
so that you can make the appropriate selections when importing staff/student/course
files.

If your SMS extracts all Staff/Student/Course records for all reporting date groups in
a single file, choose “Check All.”

If your SMS does not extract all Staff/Student/Course records for all reporting date
groups in a single file, select only the reporting date group or groups that are
contained in your import file.

Delete current Level 0 valid staff/stu/crse records for this district and school
year? Be sure you make the correct selection. The options are:

- DO NOT Delete Level 0 staff/stu/crse Records
- Delete All staff/stu/crse records for current district and current year (for
selected reporting date group only.

Generally, you want to select Delete All staff/stu/crse records for current district and
current year (for selected reporting date group only) .

. Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

. Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source, and a new file imported.
Call Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving
errors.

Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 5 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.
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Once the validation is complete, check the Import/Validation Messages section of
the screen to ensure that the data successfully validated. Messages in green indicate
success. Messages in red indicate errors.

Red error messages are sometimes accompanied by a pink View Error Report
button. Clicking that button will display the Dist. Import Errors (Error Rpt # 1)
report. This report can be sorted by any column heading simply by clicking on the
column heading. Clicking on a Student ID will bring you to the student’s
staff/student/course screen, where you can manually correct the error although this
is not recommended. Errors should be fixed at the source, and a new file imported
into Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed
in resolving errors.

Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 5 is performed, and again
after step 6 is performed.
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Accommodation

.-Q_NYS -Level 8 NYSEDgov

New York State Ed ion Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 8§ Change My Password

District: School Year:

| NY280000 : Sample District ~School Year Ending 2014-06-20 A

Assessment Accommodation Import:
Step 1 - Select Import file type: &
(Mote: First line of file must contain a student reco})

© comma Delimited Text

Step 2 - Delete current Level 0 valid assess. accommodation records for this district and school year? < -
() DO NOT Delete Level 0 Accommodation Records ) Delete All Accommodation records for current district and current year
Step 3 - Import File Location: (Use browse button to find file) pd 3
| ~ H Browse... |
Step 4 - Click button to prepare file for validation: P
Prepare Import File ~ 4
Step 5 - Click button to validate data file: P
< 5
Import/Validation Messages:
<
N
@ 2012 NYSED
Done % Local intranet 45 - Hiowm v

Please note that if you have manually updated data in Level 0 and you import another file, you
could overwrite your manual updates with the information in the new import.
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Accommodation Data Import and VValidation Reference

1. Select import file type: The import file must be in the Assessment Acc Mod Fact
layout and Comma Delimited Text format.

2. Delete current Level 0 valid assess. accommodation records for this district and
school year? Be sure you make the correct selection. The choices are:

- DO NOT Delete Level 0 Accommodation Records
- Delete All Accommodation records for current district and current year

It is recommended that you DO NOT Delete Level 0 Accommodation Records unless
you are working with an Eastern Suffolk BOCES Level 0 support staff member, and
have been instructed to do so.

3. Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

4. Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source, and a new file imported.
Call Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving
errors.

5. Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 4 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.

Once the validation is complete, check the Import/Validation Messages section of
the screen to ensure that the data successfully validated. Messages in green indicate
success. Messages in red indicate errors.

Red error messages are sometimes accompanied by a pink View Error Report
button. Clicking that button will display the Dist. Import Errors (Error Rpt # 1)
report. This report can be sorted by any column heading simply by clicking on the
column heading. Clicking on a Student ID will bring you to the student’s
accommodation screen, where you can manually correct the error, although this is
not recommended. Errors should be fixed at the source and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.

6. Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 4 is performed, and again
after step 5 is performed.



Daily Attendance

=4 NYS-Level 8 NYSED..

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log O
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: § Change My Password

District: Schoul Year:

NYZE0000 : Sample Distriet = || School Year Ending 2014-06-30  +|

Daily Attendance Import:

Step 1 - Select Import file type: <
(Muote: First line of lile must conlain a student record.)

9 Comma Delimited Text

<
Step 2 - Debule current Level O valid daily atlendance recosds for this districl and schoo year? <
| DO NOT Delete Level 0 daily attendance Records :9 :I'MNP All daily attendance records for current district and current year
Step 3 - Import File Location: (Use browse button (o find file) <
[ Browse.. |
Step 4 - Click button to prepare flie for <

| Prepare Impaort File

Step 5 - Click button to validate data file: <

Import/Validation Messages:

N

Please note that if you have manually updated data in Level 0 and you import another file, you
could overwrite your manual updates with the information in the new import.
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Daily Attendance Import and Validation Reference

1. Select import file type: The import file must be in the Student Daily Attendance Fact
layout and Comma Delimited Text format.

2. Delete current Level 0 valid daily attendance records for this district and school
year? Be sure you make the correct selection. The choices are:

- DO NOT Delete Level 0 daily attendance Records
- Delete All daily attendance records for current district and current year

You should always choose Delete All Daily Attendance records for current
district and current year as long as you are importing a FULL district file
(i.e.: the file you are importing contains your entire district’s daily
attendance data.)

3. Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

4. Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source, and a new file imported.
Call Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving
errors.

5. Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 4 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.

Once the validation is complete, check the Import/Validation Messages section of
the screen to ensure that the data successfully validated. Messages in green indicate
success. Messages in red indicate errors.

Red error messages are sometimes accompanied by a pink View Error Report
button. Clicking that button will display the Dist. Import Errors (Error Rpt # 1)
report. This report can be sorted by any column heading simply by clicking on the
column heading. Clicking on a Student ID will bring you to the student’s daily
attendance screen, where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.

6. Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 4 is performed, and again
after step 5 is performed.
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Day Calendar

=4 NYS-Level 8 NYSED.

New York State Lducation Dept. - Level 0, version

Clect. Import Manual Input L1 Data Prep.  Reports L0 [xpress Admin Log Oftf
User Account: Mary Malinowski {mmalinowski)

Current # of users logged on: 8 Change My Password

District: School Year:

NY2B0U00 : Sample District [=] school Year Ending 20140630 =

Day Calendar Import:
Step 1. Select Import fila type: <
(Mote: First line of file must contain a day calendar record.)

9 Comma Delimited Text

Slep 2 - Dedete cunment Level 0 valid day calendan reconds for this distict and school year? <
| @ D0 NOT Delate Level 0 day calendar Records ' Delete All day calendar records for current district and current year
Step 3 - Import File Location: (Use browse button to find file) <

Browse...
Step 4 - Click button to prepare file for validati <

Prepare Import File
s i i ; P
Slep 5 - Click butlon 1o validite data file: <

Import/Validation Messayes:

N\

Please note that if you have manually updated data in Level 0 and you import another file, you
could overwrite your manual updates with the information in the new import.
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Day Calendar Import and VValidation Reference

1. Select import file type: The import file must be in the Day Calendar layout and
Comma Delimited Text format.

2. Delete current Level 0 valid day calendar records for this district and school
year? Be sure you make the correct selection. The choices are:

- DO NOT Delete Level 0 day calendar Records
- Delete All day calendar records for current district and current year

It is recommended that you DO NOT Delete Level 0 Day Calendar records unless you
are working with an Eastern Suffolk BOCES Level 0 support staff member, and have
been instructed to do so.

3. Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

4. Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source, and a new file
imported. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.

5. Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 4 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.

Once the validation is complete, check the Import/Validation Messages section of
the screen to ensure that the data successfully validated. Messages in green indicate
success. Messages in red indicate errors.

Red error messages are sometimes accompanied by a pink View Error Report
button. Clicking that button will display the Dist. Import Errors (Error Rpt #1)
report. This report can be sorted by any column heading simply by clicking on the
column heading. Clicking on a School Date will bring you to the Day Calendar
Manual Entry screen, where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.

6. Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 4 is performed, and again
after step 5 is performed.



Student Contact

A NYS-Level NYSED,.

New York State Education Dept. - Level 0, version ___

Elect. Tmport Manual Tnput L1-Data Prep.  Reporls L0 Express Admin Log Off
User Accounl: Mary Malinowski {mmalinowski}

Current @ of users logged on: 2 Change My Password

District: School Year:

NY280000 : Sample District [*][ School Year Ending 2014-06-30 =

Student Contact Import:

Slep 1 - Sulect Import file ype: <
{Note: First line of file must Contain a student record.)

% Comma Delimited Text

<
Step 2 - Delote current Level 0 valid Student Contact records for this district and schoo year? <
| DO NOT Delete Level 0 Student Contact Ilecords: L :uzlebe All Student Contact records far current district and current year
Step 3 - Import File Location: (Use browse button (o find file) <
| Browse... |
Slep 4 - Click bullen lo prepare file for validati <

| Prepare Import File |

Step 5 - Click button 1o validate data file: <

Import/Validation Messages:

N

Please note that if you have manually updated data in Level 0 and you import another file, you
could overwrite your manual updates with the information in the new import.
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Student Contact Import and VValidation Reference

1. Select import file type: The import file must be in the Student Contact Fact layout
and Comma Delimited Text format.

2. Delete current Level 0 valid Student Contact records for this district and school
year? Be sure you make the correct selection. The choices are:

- DO NOT Delete Level 0 Student Contact Records
- Delete All Student Contact records for current district and current year

You should always choose Delete All Student Contact records for current
district and current year as long as you are importing a FULL district file
(i.e.: the file you are importing contains your entire district’s student contact
data.)

3. Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

4. Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source, and a new file imported.
Call Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving
errors.

5. Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 4 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.

Once the validation is complete, check the Import/Validation Messages section of
the screen to ensure that the data successfully validated. Messages in green indicate
success. Messages in red indicate errors.

Red error messages are sometimes accompanied by a pink View Error Report
button. Clicking that button will display the Dist. Import Errors (Error Rpt # 1)
report. This report can be sorted by any column heading simply by clicking on the
column heading. Clicking on a Student ID will bring you to the student’s student
contact screen, where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.

6. Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 4 is performed, and again
after step 5 is performed.



Contact

s NYS-Level 8 NYSED

New York State Education Dept. - Level 0, version _.__

Elect. Import Manual Input  L1-Data Prep.  Reports LO Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: 13 Change My Password

District: School Year:

NY280000 : Sample District [*][sSchool Year Ending 2014-06-30 -]

Contact Import:

prd
Step 1 - Select Import file type: <
(Note: First line of file must contain a confact record.)

@ Comma Delimited Text
<

Step 2 - Delete current Level 0 valid contact records for this district and school year? <

| (@ DO NOT Delete Level 0 contact Records ) Delete All contact records for current district and current vear|

Step 3 - Import File Location: (Use browse button to find file) <
Step 4 - Click button to prepare file for E <

N

Step 5 - Click button to validate data file: <

Import/Validation Messages:

N

Please note that if you have manually updated data in Level 0 and you import another file, you
could overwrite your manual updates with the information in the new import.
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Contact Import and Validation Reference

1. Select import file type: The import file must be in the Contact layout and Comma
Delimited Text format.

2. Delete current Level 0 valid Contact records for this district and school year?
Be sure you make the correct selection. The choices are:

- DO NOT Delete Level 0 contact Records
- Delete All contact records for current district and current year

It is recommended that you DO NOT Delete Level 0 Contact records unless you are
working with an Eastern Suffolk BOCES Level 0 support staff member, and have been
instructed to do so.

3. Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

4. Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source and a new file imported
into Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed
in resolving errors.

5. Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 4 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.

Once the validation is complete, check the Import/Validation Messages section of
the screen to ensure that the data successfully validated. Messages in green indicate
success. Messages in red indicate errors. Red error messages indicate errors.

Red errors are sometimes accompanied by a pink View Error Report button.
Clicking that button will display the Dist. Import Errors (Error Rpt #1) report.
This report can be sorted by any column heading simply by clicking on the column
heading. Clicking on a Primary ID will bring you to the contact’s manual entry
screen where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source, and a new file imported. Call
Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving errors.

6. Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 4 is performed, and again
after step 5 is performed.
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Staff Assignment

=4 NYS-Level 8 NYSED.

New York Stale Education Depl. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports L0 Express Admin Log Ot
User Account: Mary Malinowskl {mmalinowski)

Current & of users logged on: § Change My Password

District: School Year:

NY280000 : Sample District |*]| School Year Ending 20140630 =/

Staff Assignment Import}

Step 1 - Select Import file type: <

(Mote: First line of file must contain a £taff record.)

& Comma Delimited Text

<
Step 2 - Dedete current Level O valid staft assspnment records tor this distnict and school year? .~
| DU NOT Delete Level 0 staff assi Hecords | @ Delete All staff assi records for current district and current year|
Step 3 - IMpOrt | lie Location: (Use browse button 1o find file) <

Browsy...
Slep 4 - Click butlon (o prepare file for validation: <
Prepare inport File

Step 5 - Click button to validate data file: <

Import/valldation Messages:

N

Please note that if you have manually updated data in Level 0 and you import another file, you
could overwrite your manual updates with the information in the new import.
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Staff Assignment Import and VValidation Reference

1. Select import file type: The import file must be in the Staff Assignment layout and
Comma Delimited Text format.

2. Delete current Level 0 valid staff assignment records for this district and school
year? Be sure you make the correct selection. The choices are:

- DO NOT Delete Level 0 staff assignment Records
- Delete All staff assignment records for current district and current year

You should always choose Delete All staff assignment records for current
district and current year as long as you are importing a FULL district file
(i.e.: the file you are importing contains your entire district’s staff assignment
data.)

3. Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

4. Click button to prepare file for validation: Click the Prepare Import File
button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors. Errors should be fixed at the source, and a new file imported.
Call Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving
errors.

5. Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 4 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.

Once the validation is complete, check the Import/Validation Messages section of
the screen to ensure that the data successfully validated. Messages in green indicate
success. Messages in red indicate errors. Errors should be fixed at the source and a
new file imported into Level 0. Call Eastern Suffolk BOCES Level 0 support if
assistance is needed in resolving errors.

6. Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 4 is performed, and again
after step 5 is performed.
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Staff Evaluation

4 NYS-Level 8 NYSEDy..
New York State Ed ion Dept. - Level 0, version
Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password
District: School Year:
| NY280000 : Sample District v [School Year Ending 2014-06-30 v
Staff Evaluation Validation and Import:
Step 1 - Select Import file type: <
(Note: First line of file must contain a staff record.)
@ comma Delimited Text
Step 2 - Check any evaluation type(s) that you would like to import: <
[JCheck Al
OLocal Ostate O Compaosite O other
Step 3 - Delete current Level 0 valid Staff Eval. records for this district and school year? <
O DO NOT Delete Level 0 Staff Eval. Records /()Delete All Valid Staff Eval. records (selected eval. types only)
Step 4 - Import File Location: (Use browse button to find file) <
| H Browse
Step 5 - Click button to prepare file for validati <
Prepare Import File
Step 6 - Click button to validate data file: <
Import/Validation Messages:
<
N
- emw )

Please note that if you have manually updated data in Level 0 and you import another file, you
could overwrite your manual updates with the information in the new import.
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Staff Evaluation Import and VValidation Reference

1.

>

ol

Select import file type: The import file must be in the Staff Evaluation Rating
layout and Comma Delimited Text format.

Check any evaluation type(s) that you would like to import: Select Check All
only if you are importing a file that contains all of your district’s Staff Evaluation
Rating data. Otherwise check only the evaluation types contained in the file you are
importing.

If you will be importing separate files for Local, State, Other, and Composite data,
check only the category or categories of data contained in the file you are importing.

Delete current Level 0 valid Staff Eval. records for this district and school year?
Be sure you make the correct selection. The choices are:

a. DO NOT Delete Level 0 Staff Eval. Records
b. Delete All Valid Staff Eval. records (selected eval. Types only)

You should always choose Delete All Valid Staff Eval. Records (selected
eval. Types only as long as you are importing a FULL district file for the
selected evaluation type(s).

Import File Location: This is the location of the import file on your computer or
network drive. The browse button is a convenient way to navigate to the import
file.

. Click button to prepare file for validation: Click the Prepare Import File

button. This step is needed to upload a copy of the import file to the web server. It
could be time consuming if the file is very large or if you have a slow internet
connection.

Once the import preparation is complete, check the Import/Validation Messages
section of the screen to ensure that the file was successfully prepared for import.
Messages in green indicate a successful preparation of data for import. Messages
in red indicate errors.

Click button to validate data file: Click the Validate Data button. This final step
will validate the data. Select this option only if step 5 completed successfully. This
process can be quite time consuming if the import file is large so please be patient.

Once the validation is complete, check the Import/Validation Messages section of
the screen to ensure that the data successfully validated. Messages in green indicate
successful. Messages in red indicate errors. Errors should be fixed at the source,
and a new file imported into Level 0. Call Eastern Suffolk BOCES Level 0 support
if assistance is needed in resolving errors.

Red errors are sometimes accompanied by a pink View Error Report button.
Clicking that button will display the Dist. Import Errors (Error Rpt #1) report.
This report can be sorted by any column heading simply by clicking on the column
heading. Clicking on a Teach ID will bring you to the teacher’s staff evaluation
manual entry screen where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source, and a new file imported. Call
Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving errors.
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7.

Import/Validation Messages: This section of the screen will be populated with
green success messages and red error messages after step 5 is performed, and again
after step 6 is performed.
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Level 1 Data Preparation
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L1 Data Preparation
Screens

Selecting L1-Data Prep from the Navigation Bar opens a drop_down menu from which you
will select the type of data you wish to prepare for Level 1. Each of the selections will be
discussed in the pages that follow.

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1 Data Prep. Reports LU Express Admin Log Off
User Account: Mary Mallnowski (mmal|_Demographics
Current # of users logged on: 6 __Enroliment | Change My Password
District: __Program Fact 4ol Year:
80044020 : Ahaba Ve Ahva Cong And Yei ASSESSment  Looiyear Ending 2014-06-30 =]
SE Snapshot b
SE Event
Welcome to Level 0! Grade Detail
Credit GPA

Stafl/Stu/f Crse
Accommodation
Daily Attendance
Day Calendar
Student Conlact
Contact

Staff Assignment
staff Evaluation
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Demographics Data Preparation for Level 1

ENYSED - Level 0 fi- 8

| @m0y v Page+ Safety v Took v -@w 24

=4 NYS-Level 8

New York State Ed n Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

|NY20000 : Sample District v‘ School Year Ending 2014-06-30 i

Demographics Data Prep. for Level 1:

NYSED,,

Verification Checks: < 1
Perform a 2nd level of error checking. When Level 0 has it's W/F error level set to 'Fatal'. demographics data can not be sent to Level 1 until this process has been
completed with no errors.
Validate Now
h'nlidntiun results...
Check the box below and click the button to create export file 2
By :hmb@: T (the District Adnun.) assert that the Demographics data for this school district is ready for submission to the Level 1 database.
Note: Checking this box will lock the Demographics deta for this disirict. The data will be unlocked when the file for level 1 submission has been created, or by manually unchecking this check box.
<
= 3
ata Prep. g
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Demographics Data Preparation for Level 1 Reference

1. Verification Checks: Click the VValidate Now button to validate your data. (This
validation is in addition to the validation that was performed when you imported
your file.) If there are validation errors, you will be unable to proceed to the next
step. Error messages will appear in the Validation Results area found below the
Validate Now button. Error messages are sometimes accompanied by a pink View
Error Report button. Clicking the View Error Report button will bring you to the
Demographics Report Choices screen where Verif. Errors (Error Rept#2) will
be displayed. This report can be sorted by any column heading simply by clicking
on the column heading. Clicking on a Student ID will bring you to the student’s
manual input screens, where you can manually correct the error, although this is
not recommended. Errors should be fixed at the source, and a new file imported
into Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed
in resolving errors.

2. Checkbox: Check the box to lock your data. You will only be able to click the
checkbox if you have Administrator rights in Level 0. Data will remain locked
until the Eastern Suffolk BOCES support staff “pulls” your data (see pull
schedule on page 5.)

Once you click on the checkbox, your data is locked and ready to be pulled by Eastern
Suffolk BOCES Level 0 support staff as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data when you when you have finished updating it.

3. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 Demographic data do not click the Create File For Level 1 Submission
button. This option unlocks your data, and the data will not be taken by the RIC Admin
and loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)
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Enrollment Data Preparation for Level 1

A NYS-Level 8

NYSED:»

New York State Education Dept. - Level 0, version
Elect. Import ~ Manual Input  L1-Data Prep.  Reports L0 Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: © Change My Password
District: School Year:
80044029 : Ahaba Ve Ahva Cong And Yeshiva [*][school Year Ending 2014-0630 []

Entry/Exit Enrollment Data Prep. for Level 1:

Verification Checks: <

Perform a 2nd level of error checking. When Level 0 has it's W/F error level set to Fatal', entry/exit envollment data can not be sent to Leve! 1 until this process has
been completed with no errors.

I\."alidzliun results...

Check the box below and click the button to create export file

P
By thecking this box I (the District Admin ) assert that the Entry/Exit Enrollment data for this school district is ready for submission to the Level 1 database

Note: Checking this inx vill lock the Enrollment data for this district. The data will be unlocked when the file for level | submizsion has been created or by manually unchecking this check box.
&

N

[Dm Prep. messages...
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Enrollment Data Preparation for Level 1 Reference

1. Verification Checks: Click the VValidate Now button to validate your data. (This
validation is in addition to the validation that was performed when you imported
your file.) If there are validation errors, you will be unable to proceed to the next
step. Error messages will appear in the Validation Results area found below the
Validate Now button. Error messages are sometimes accompanied by a pink View
Error Report button. Clicking the View Error Report button will bring you to the
Entry/Exit Report Choices screen where Verif. Errors (Error Rept#2) will be
displayed. This report can be sorted by any column heading simply by clicking on
the column heading. Clicking on a Student ID will bring you to the student’s
manual input screens, where you can manually correct the error, although this is
not recommended. Errors should be fixed at the source, and a new file imported
into Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed
in resolving errors.

2. Checkbox: Check the box to lock your data. You will only be able to click the
checkbox if you have Administrator rights in Level 0. Data will remain locked
until the Eastern Suffolk BOCES support staff “pulls” your data (see pull
schedule on page 5.)

Once you click on the checkbox, your data is locked and ready to be pulled by Eastern
Suffolk BOCES Level 0 support staff as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data when you when you have finished updating it.

3. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 Enrollment data do not click the Create File For Level 1 Submission
button. This option unlocks your data, and it will not be taken by the RIC Admin and
loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)
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Program Service Data Preparation For Level 1

s NYS-Level 8

NYSED:

New York State Education Dept. - Level 0, version ___

Elect. Import ~ Manual Input ~ L1-Data Prep.  Reports L0 Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: 6 Change My Password

District: School Year:

8004402 : Ahaba Ve Ahva Cong And Yeshiva [*][ school Year Ending 20140630 [-]

Program Service Data Prep. for Level 1;
Check the desired programs below and verify, then click Create File for Level 1 Submission button to create export file.

Perform a 2nd level of error checking. When Level 0 has it's W/F error level set to Fatal', program data can not be sent to Level 1 until this process has beeu commpleted

with no efrors.
Note: Checking a box below will lock the data for the selected program. or [eve! | submission has been created or by manually wnchecking the program
[ Check Al
(7] ety et CICTE /Tech Prep 1P Elghiliy [/ L8P Programs Clxcie | Type of Disahility
[ 0198-Poverty Con20-Att Ascess. ClopNysesLAT 7] 0264 Section 504 Plan | 5753- Intervening Serv. (] 3806:Reduced Lunch
[I3817-FreeLunch ) Surme School Paticipation | 8261 Single ParentPregnant [ $272-Homeless Youth [/ UPK [Tt 1748
" Prekindergarten Program [ 2618: ter-Dit Transfer [ 1232:SIFE [ igher Edncation [/ Local Programs
<
[Validation results...

N\

[Data Prep. iiages... :
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Program Service Data Preparation for Level 1 Reference

1. Check the desired programs below and verify:

You must always click the Check All box when locking program service data.

2. Validate Now button: Click this button to validate your data. (This validation is
in addition to the validation that was performed when you imported your file.) If
there are validation errors, all program service categories will be unlocked and you
will be unable to proceed to the next step. Error messages will appear in the
Validation Results area found below the Validate Now button. Error messages are
sometimes accompanied by a pink View Error Report button. Clicking the View
Error Report button will bring you to the Program Service Report Choices screen
where categories that have errors are highlighted in red. Clicking the button to the
left of an error category will display a list of that category’s errors. The reports can
be sorted by any column heading simply by clicking on the column heading.
Clicking on a Student 1D will bring you to the student’s manual input screens,
where you can manually correct the error, although this is not recommended. Errors
should be fixed at the source, and a new file imported into Level 0. Call Eastern
Suffolk BOCES Level 0 support if assistance is needed in resolving errors.

Read messages carefully. Once your program service data has validated
successfully, it is locked and ready to be pulled by Eastern Suffolk BOCES Level 0
support staff as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data when you have finished updating it.

3. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 Program data, do not click the Create File For Level 1 Submission
button. This option unlocks your data, and it will not be taken by the RIC Admin and
loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)
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Assessment Data Preparation for Level 1

-"HWS'LEVEI p NYSEDgov

New York State Education Dept. - Level 0, version

Elect. Import ~ Manual Input ~ L1-Data Prep.  Reports L0 Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: Change My Password

District: School Year:

NY280000 : Sample District [*|[school Year Ending 2014.06-30 ||

Assessment Data Prep. for Level 1:
Check the desired programs below and verify, then click Create File for Level 1 Submission button to create export file. < 1

Perform a 2nd level of error checking. When Level 0 has it's W/F error level set to 'Fatal” assessment data can not be sent to Level 1 until this process has been
completed with no erors.

Note: Checking a box below will lock the data for the selected test group. The datawill be unlocked when the file for Jevel | submission has been created or by marually unchecking the fest group.
[ICheck Al

| CJaLTRCT [1c0SF ©NYsAA [Regens [ALTREG [JCTE [ NVSESLAT L/RFIRST (/4405 LINYs [IRCT st [ ccg

< 2

[Vatidation results... |

N
w

[Data Prep. messages.. |
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Assessment Data Preparation for Level 1 Reference

1. Check the desired programs below and verify:
You may check individual categories of assessment data or use the Check All box.

2. Validate Now button: Click this button to validate your data. (This validation is
in addition to the validation that was performed when you imported your file.) If
there are validation errors in your selected categories, you will be unable to proceed
to the next step. Error messages will appear in the VValidation Results area found
below the Validate Now button. Error messages are sometimes accompanied by a
pink View Error Report button. Clicking the View Error Report button will bring
you to the Assessment Report Choices screen where Verif. Errors (Error
Rpt#2) will be displayed. The reports can be sorted by any column heading simply
by clicking on the column heading. Clicking on a Student ID will bring you to the
student’s manual input screens, where you can manually correct the error, although
this is not recommended. Errors should be fixed at the source, and a new file
imported into Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance
is needed in resolving errors.

Read messages carefully. Once your assessment data has validated successfully, it
is locked and ready to be pulled by Eastern Suffolk BOCES Level 0 support staff
as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data when you are finished updating it.

3. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 Assessment data do not click the Create File For Level 1 Submission
button. This option unlocks your data, and it will not be taken by the RIC Admin and
loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.
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S.E. Snapshot Data Preparation for Level 1:

= »
(ENYSED - Level D Nc B M o Fegsr Sdelyr Tods+ @+

A NYS-Level 8 NYSED:

New York State Education Dept. - Level 0, version

Elect. Import ~ Manual Input  L1-Data Prep.  Reports LO Express Admin Log Off
Current # of users logged on: 2 Change My Password

District: School Year:
|NY280000: Sample District V| School Year Ending 2014-06-30

SE Snapshot Data Prep. for Level 1:

Verification Checks:

Perform a 2nd level of error checking. When Level 0 has it's W/F error level set to 'Fatal’, program data can not be sent to Level 1 until this process has been

completed with no errors.

Select Snapshot Type for verification and Level 1 submissi < 1

O BEDS Day Snapshat O End of Year Snapshat

< 2

h'alida(ion resuls...

Check th}bnx below and click the button to create export file 3

By chedXing this box I (the District Admin ) assert that the selected Snapshot data for this school district is ready for submission to the Level 1 datahase.
Note: Checking this box will logk the selected Snapshot deta for this district. The datawill be unlacked when the file for level 1 submission has been created, or by manually unehecking this check box.
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S.E. Snapshot Data Preparation For Level 1 Reference

1. Select Snapshot Type for verification and Level 1 submission: Select the Snapshot
type that describes the data you are validating, either BEDS Day Snapshot or End of
Year Snapshot.

2. Validate Now button: Click this button to validate your locked data. (This validation is
in addition to the validation that was performed when you imported your file.) If there
are validation errors, you will be unable to proceed to the next step. Error messages will
appear in the Validation Results area found below the Validate Now button. Clicking
the View Error Report button will bring you to the SE Snapshot Report Choices screen
where Verif. Errors (Error Rept#2) will be displayed. This report can be sorted by any
column heading simply by clicking on the column heading. Clicking on a Student ID
will bring you to the student’s manual input screens, where you can manually correct the
error, although this is not recommended. Errors should be fixed at the source, and a new
file imported into Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is
needed in resolving errors.

Checkbox: The purpose of this step is to lock your data. You will only be able to click
the checkbox if you have Administrator rights in Level 0. Data will remain locked until
the Eastern Suffolk BOCES support staff “ pulls” your data (see pull schedule on page
5)

Once you click on the checkbox, your data is locked and ready to be pulled by Eastern
Suffolk BOCES support staff as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data when you when you have finished updating it.

4. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 SE Snapshot data, do not click the Create File For Level 1 Submission
button. This option unlocks your data, and it will not be taken by the RIC Admin and
loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)
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S.E. Events Data Preparation for Level 1:

A NYS-Level 8

New York State Education Dept. - Level 0, version . ...

Elect. Import  Manual Input  L1-Data Prep.  Reports L0 Express Admin Log Off
Current # of users logged on: 6 Change My Password

District: School Year:

NY280000 : Sample District v [ School Year Ending 2014-06-30

SE Event Data Prep. for Level 1:

Verification Checks:

Perform a 2nd level of error checking. When Level 0 has it's W/F error level set to Fatal', event data can not be sent to Level 1 untl this process has been completed
with no errors.

<

h'nlidntinn results...

Check tlgbux below and click the button fo create export file

By chﬁng this box I (the District Admin.) assert that the Event data for this school district is ready for submission to the Level 1 database.

<

NYSED.

Note: Chechng% the Event daia for this district. The daiar will he unlocked when the file for level 1 submission has heen creaied, or by manually unchecking this check box.
N

lI)ntn Prep.
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SE Events Data Preparation for Level 1 Reference

1. Validate Now button: Click this button to validate your locked data. (This
validation is in addition to the validation that was performed when you imported
your file.) If there are validation errors, you will be unable to proceed to the next
step. Error messages will appear in the Validation Results area found below the
Validate Now button. Error messages are sometimes accompanied by a pink View
Error Report button. Clicking the View Error Report button will bring you to the
SE Events Report Choices screen where Verif. Errors (Error Rept#2) will be
displayed. This report can be sorted by any column heading simply by clicking on
the column heading. Clicking on a Student ID will bring you to the student’s
manual input screens, where you can manually correct the error, although this is
not recommended. Errors should be fixed at the source, and a new file imported
into Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed
in resolving errors.

2. Checkbox:
The purpose of this step is to lock your data. You will only be able to click the
checkbox if you have Administrator rights in Level 0. Data will remain locked
until the Eastern Suffolk BOCES support staff “pulls” your data (see pull
schedule on page 5.)

Once you click on the checkbox, your data is locked and ready to be pulled by Eastern
Suffolk BOCES Level 0 support staff as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data when you when you have finished updating it.

3. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 SE Events data do not click the Create File For Level 1 Submission
button. This option unlocks your data, and it will not be taken by the RIC Admin and
loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)
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Grade Detail Data Preparation for Level 1:

ANYS-Level 8 NYSED:,

New York State Education Dept. - Level 0, version

Elect. Import  Manual Input  L1-Data Prep.  Reports LO Express Admin Log Off
Current # of users logged on: 4 Change My Password

District: School Year:

‘NYZBUDUD: Sample District VH School Year Ending 2014-06-30

Class Grade Detail Data Prep. for Level 1:
Verification Checks:

Perform 2 2nd level of error checking. When Level 0 has it's W/F error lavel set to Fatal, class grade detall data can not be sent to Level 1 until this process has been
completed with no errors.

< 1

h'nlidntinn results...

Check the box below and click the button to create export file 2

By cheﬁg_tﬁﬁ box I (the District Admin.) assert that the class grade detail data for this school district is ready for submission to the Level | database.
Note: Checking 13 Box will Joci the class grade detail data for this district. The daiawill be unlocked when the file for level ] submission has been creaied or by manually unchecking this check ox.

< 3

N

[Data Prep. messages...
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Class Grade Detail Data Preparation for Level 1 Reference

1. Validate Now button: Click this button to validate your data. (This validation is
in addition to the validation that was performed when you imported your file.) If
there are validation errors, you will be unable to proceed to the next step. Error
messages will appear in the Validation Results area found below the Validate
Now button. Error messages are sometimes accompanied by a pink View Error
Report button. Clicking the View Error Report button will bring you to the
Class/Grade/Detail Report Choices screen where Verif. Errors (Error Rept#2)
will be displayed. This report can be sorted by any column heading simply by
clicking on the column heading. Clicking on a Student ID will bring you to the
student’s manual input screens, where you can manually correct the error, although
this is not recommended. Errors should be fixed at the source, and a new file
imported into Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance
is needed in resolving errors.

2. Checkbox:
The purpose of this step is to lock your data. You will only be able to click the
checkbox if you have Administrator rights in Level 0. Data will remain locked
until the Eastern Suffolk BOCES support staff “pulls” your data (see pull
schedule on page 5.)

Once you click on the checkbox, your data is locked and ready to be pulled by Eastern
Suffolk BOCES Level 0 support staff as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data when you when you have finished updating it.

3. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 Class/Grade/Detail data do not click the Create File For Level 1
Submission button. This option unlocks your data, and it will not be taken by the RIC
Admin and loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)
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Credit GPA Data Preparation for Level 1:

4"YS'LOV9I g NYSEDgov

Elect, Import ~ Manual Input  L1-DataPrep.  Reports LO Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: 2 Change My Password

District: School Year:

NY280000 : Sample District E\ School Year Ending 2014-06-30 E

Credit GPA Data Prep. for Level 1:
Verification Checks:

Perform a Ind level of error checking. When Level 0 has it's W/F error level set to Fatal, stodent credit gpa data can not be sent to Level 1 until this process has been
completed with no errors.

< 1
Validate Now oS
[Validation resulfs...
Check the box below and click the button to create export file 2
By cheﬁg TS Dox 1 (the District Admin ) assert that the student credit gpa data for this school district is ready for submission to the Level 1 database.
Note: Checking thighax will locithe student credlt gpa data for this district. The datawill be unlocked when the fle for Jevel I submission has deen created or by manually wchecking this check box

< 3
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Credit GPA Data Preparation for Level 1 Reference

1. Validate Now button: Click this button to validate your data. (This validation is
in addition to the validation that was performed when you imported your file.) If
there are validation errors, you will be unable to proceed to the next step. Error
messages will appear in the Validation Results area found below the Validate
Now button. Error messages are sometimes accompanied by a pink View Error
Report button. Clicking the View Error Report button will bring you to the
Student Credit GPA Report Choices screen where Verif. Errors (Error
Rept#2) will be displayed. This report can be sorted by any column heading simply
by clicking on the column heading. Clicking on a Student ID will bring you to the
student’s manual input screens, where you can manually correct the error, although
this is not recommended. Errors should be fixed at the source, and a new file
imported into Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance
is needed in resolving errors.

2. Checkbox: The purpose of this step is to lock your data. You will only be able
to click the checkbox if you have Administrator rights in Level 0. Data will
remain locked until the Eastern Suffolk BOCES support staff “pulls” your data
(see pull schedule on page 5.)

Once you click on the checkbox, your data is locked and ready to be pulled by Eastern
Suffolk BOCES Level 0 support staff as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data when you when you have finished updating it.

3. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 Credit GPA data do not click the Create File For Level 1 Submission
button. This option unlocks your data, and it will not be taken by the RIC Admin and
loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)
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Staff/Student/Course Data Preparation For Level 1

A NYS-Level 8 NYSED

Elect. Import ~ Manual Input ~ L1-Data Prep.  Reports L0 Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: 13 Change My Password

District: School Year:

NY280000 : Sample District [~][ School Year Ending 2014-06-30 2/

StaffiStudent/Course Data Prep. for Level 1:

Check the desired programs below and verify, then click Create File for Level 1 Submission button to create export file.
Select reporting date group(s) for the upload process: (mouse-over a selection to see associated tests for each date.)

] Check Al < 1
[12013-06-30 - Roster Growp (11 2013-01-22 Assessment Group [~/ 2013-04-16 Assessment Group [712013-04-24 Assessment Group
[712013-05-22 Assessment Group [12013-06-11 Assessment Group
Verification Checks: < 2
Perform a 2nd level of error checking. When Level 0 has it's W/F error level set to Fatal', staff/student/course data can not be sent to Level 1 until this process has been
completed with no errors.
Validate Now < 3
Validation resuls... |
< 4
<
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Staff/Student/Course Data Preparation for Level 1 Reference

1. Select a reporting date group for the upload process: (mouse-over a selection to see
associated tests for each date.)

You must always click the Check All box when locking program service data.

The purpose of this step is to lock your data. You will only be able to click the
checkbox if you have Administrator rights in Level 0. Data will remain locked
until Eastern Suffolk BOCES support staff “pulls” your data (see pull schedule
on page 5.)

Once you click on the checkbox, your data is locked and ready to be pulled by Eastern
Suffolk BOCES support staff as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data when you when you have finished updating it.

2. Validate Now button: Click this button to validate your data. (This validation is
in addition to the validation that was performed when you imported your file.) If
there are validation errors, you will be unable to proceed to the next step. Error
messages will appear in the Validation Results area found below the Validate
Now button. Error messages are sometimes accompanied by a pink View Error
Report button. Clicking the View Error Report button will bring you to the
Staff/Student/Course Report Choices screen where Verif. Errors (Error
Rept#2) will be displayed. This report can be sorted by any column heading simply
by clicking on the column heading. Clicking on a Student ID will bring you to the
student’s manual input screens, where you can manually correct the error, although
this is not recommended. Errors should be fixed at the source, and a new file
imported into Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance
is needed in resolving errors

3. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 Staff/Student/Course data, do not click the Create File For Level 1
Submission button. This option unlocks your data, and it will not be taken by the RIC
Admin and loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)
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Accommodations Data Preparation for Level 1 Reference

ENrTED - Level D fi- B & @ o Sty Tk @

| New York State Education Dept. - Level 0, version

Elect. Import ~ Manual Input  L1-Data Prep.  Reports L0 Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

NY280000 : Sample District v ‘ Schoel Year Ending 2014-06-30 v

Assessment Accommodation Data Prep. for Level 1:
Verification Checks:

Perform a 2nd level of error checking. When Level 0 has it's W/F error level set to 'Fatal', assess. accommodation data can not be sent to Level 1 until this process
has been completed with no errors.

Validate Now < 1

h'nlirlntinn results... |

Check the box below and click the button to create export file 2

By cheﬁg_ﬁs box I (the District Admin ) assert that the assess. accommodation data for this school district 1s ready for submission to the Level 1 database.
Note, C}wchngs box will E.k the assess. accommodation data for this district. The data will be uniscked when the file for level | submission has been created, or by manually unchecking this check bax.

< 3

N

I])m Prep.

4 NYS-Level 8 NYSED:,
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Accommodations Data Preparation for Level 1 Reference

1. Validate Now button: Click this button to validate your locked data. (This
validation is in addition to the validation that was performed when you imported
your file.) If there are validation errors, you will be unable to proceed to the next
step. Error messages will appear in the Validation Results area found below the
Validate Now button. Error messages are sometimes accompanied by a pink View
Error Report button. Clicking the View Error Report button will bring you to the
Assessment Accommodation Report Choices screen where Verif. Errors (Error
Rept#2) will be displayed. This report can be sorted by any column heading simply
by clicking on the column heading. Clicking on a Student ID will bring you to the
student’s manual input screens, where you can manually correct the error, although
this is not recommended. Errors should be fixed at the source, and a new file
imported into Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance
is needed in resolving errors.

Checkbox: The purpose of this step is to lock your data. You will only be able
to click the checkbox if you have Administrator rights in Level 0. Data will
remain locked until the Eastern Suffolk BOCES support staff “pulls” your data
(see pull schedule on page 5.)

Once you click on the checkbox, your data is locked and ready to be pulled by Eastern
Suffolk BOCES Level 0 support staff as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data.

2. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 Assessment Accommodation data do not click the Create File For Level 1
Submission button. This option unlocks your data, and it will not be taken by the RIC
Admin and loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)
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Daily Attendance Preparation for Level 1 Reference

=4 NYS-Level 8

New York State Education De| Level 0, versio

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admi Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: 9 Change My Password

District: School Year:

NY280000 : Sample District |=] School Year Ending 2014-06-30 s

Daily Attendance D/ata Prep. for Level 1:

Verification Checks:

Perform a 2nd level of error checking. When Level 0 has it's W/F error level set to 'Fatal', daily attendance data can not be sent to Level 1 until this process has been
completed with no efrors.

Validate Now

[Validation results...

Check the pox below and click hution.s TOTTIIE
By ched®ing this box I (the District Admin ) assert that the daily attendance data for this school district is ready for submission to the Level 1 database.

il lock the daily attendance deia for this district. The daia will be uniocked when the file for level 1 submission fas een created, or by manually unchecking this check box.
<.

N

NYSEDoov
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Daily Attendance Data Preparation for Level 1 Reference

1. Validate Now button: Click this button to validate your locked data. (This
validation is in addition to the validation that was performed when you imported
your file.) If there are validation errors, you will be unable to proceed to the next
step. Error messages will appear in the Validation Results area found below the
Validate Now button. Error messages are sometimes accompanied by a pink View
Error Report button. Clicking the View Error Report button will bring you to the
Daily Accommodation Report Choices screen where Verif. Errors (Error
Rept#2) will be displayed. This report can be sorted by any column heading simply
by clicking on the column heading. Clicking on a Student ID will bring you to the
student’s manual input screens, where you can manually correct the error, although
this is not recommended. Errors should be fixed at the source, and a new file
imported into Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance
is needed in resolving errors.

Checkbox: The purpose of this step is to lock your data. You will only be able
to click the checkbox if you have Administrator rights in Level 0. Data will
remain locked until the Eastern Suffolk BOCES support staff “pulls” your data
(see pull schedule on page 5.)

Once you click on the checkbox, your data is locked and ready to be pulled by Eastern
Suffolk BOCES Level 0 support staff as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data.

2. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 Daily Attendance data do not click the Create File For Level 1
Submission button. This option unlocks your data, and it will not be taken by the RIC
Admin and loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)
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Day Calendar Preparation for Level 1 Reference

{NYS -Level 8 NYSEDgov

New York State Education Dep

Level Q, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
User Mary i i (0 i ki)

Current # of users logged on: 6 Change My Password

District: School Year:

NY280000 : Sample District [+][ School Year Ending 2014-06-30 =

Day Calendar Data Prep for Level 1:
Verification Checks: 1

Perform a 2nd level of error L‘JJECk_lIIE When Level 0 has it's W/F error level set to Fatal', day calendar data can not be sent to Level 1 until this process has been
completed with no errors.

Validate Now
[Validation results...
Check the bo: L i oLt file

By checking this box I {the District Admin ) assert that thE day czlmda[ data for tlus school district is read} for submission to the Level 1 database.
Note: Checl chis box gl [ock the day calendar deta for g ! i 2 i

[Data Pr 2552ZE08
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Day Calendar Data Preparation for Level 1 Reference

1. Validate Now button: Click this button to validate your locked data. (This
validation is in addition to the validation that was performed when you imported
your file.) If there are validation errors, you will be unable to proceed to the next
step. Error messages will appear in the Validation Results area found below the
Validate Now button. Error messages are sometimes accompanied by a pink View
Error Report button. Clicking the View Error Report button will bring you to the
Daily Accommodation Report Choices screen where Verif. Errors (Error
Rept#2) will be displayed. This report can be sorted by any column heading simply
by clicking on the column heading. Clicking on a School Date will bring you to
manual input screen, where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source, and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.

2. Check the box below and click the button to create export file:
The purpose of this step is to lock your data. You will only be able to click the
checkbox if you have Administrator rights in Level 0. Data will remain locked
until the Eastern Suffolk BOCES support staff “pulls” your data (see pull
schedule on page 5.)

Once you click on the checkbox, your data is locked and ready to be pulled by Eastern
Suffolk BOCES Level 0 support staff as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data.

3. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 Day Calendar data do not click the Create File For Level 1 Submission
button. This option unlocks your data, and it will not be taken by the RIC Admin and
loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)

87



Student Contact Preparation for Level 1 Reference

A'NYS'LEVﬂ g NYSEDgov

New York State Education Dept. - Level 0, version ___

Elect. Import ~ Manual Input  L1-Data Prep.  Reports LO Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: 5 Change My Password

District: School Year:

NY280000 : Sample District ESchaul Year Ending 2014-06-30 E

Student Contact Data Prep. for Level 1:

Verification Checks:
Perform a 2nd level of error checking. When Leve] 0 has it's W/F error level set to 'Fatal|, Student Contact data can not be sent to Level 1 until this process has been
completed with 1o errors.
= <

Validate Now < 1
[Validation results...
Check the hox below and click the button to create export file 2

By cmﬁﬂm—cmu—un.) assert that the Student Contact data for this schoel district is ready for submission to the Level | database
Note: Checkige this box willock the Student Contact data for this district. The datawill be unlocked when the file for level | submission has been created, or by mamually unchecking this check box
< 3
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Student Contact Data Preparation for Level 1 Reference

1. Validate Now button: Click this button to validate your locked data. (This
validation is in addition to the validation that was performed when you imported
your file.) If there are validation errors, you will be unable to proceed to the next
step. Error messages will appear in the Validation Results area found below the
Validate Now button. Error messages are sometimes accompanied by a pink View
Error Report button. Clicking the View Error Report button will bring you to the
Student Contact Report Choices screen where Verif. Errors (Error Rept#2)
will be displayed. This report can be sorted by any column heading simply by
clicking on the column heading. Clicking on a Student ID will bring you to the
student’s manual input screens, where you can manually correct the error, although
this is not recommended. Errors should be fixed at the source, and a new file
imported into Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance
is needed in resolving errors.

2. Check the box below and click the button to create export file:
The purpose of this step is to lock your data. You will only be able to click the
checkbox if you have Administrator rights in Level 0. Data will remain locked
until the Eastern Suffolk BOCES support staff “pulls” your data (see pull
schedule on page 5.)

Once you click on the checkbox, your data is locked and ready to be pulled by Eastern
Suffolk BOCES Level 0 support staff as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data.

3. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 Student Contact data do not click the Create File For Level 1 Submission
button. This option unlocks your data, and it will not be taken by the RIC Admin and
loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)
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Contact Preparation for Level 1 Reference

A’NYS'LEVQI g NYSEDgov

Elect. Import ~ Manual Input ~ L1-Data Prep.  Reports L0 Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: 4 Change My Password
District: School Year:
NY280000 : Sample District E| School Year Ending 2014-06-30 |Z|

Contact Data Prep. for Level 1:
Verification Checks:

Perform a 2nd level of error checking. When Level 0 has it's W/F eror level set to 'Fatal', contact data can not be sent to Level 1 until this process has been completed
With 00 efross. 1

pd

Validate Now ~
[Validation results... |
Check the h@ helow and click the button to create export file 2

By checkjﬁthjs box I (the District Admin.) assert that the contact data for this school district is ready for submission to the Level 1 database.
Note: cmgm the contact diate for this district. The data will be unlocked when the file for level 1 submission has been created or by mamually unchecking this check box
&

< 3

[Dm Prep. messages...
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Contact Data Preparation for Level 1 Reference

1. Validate Now button: Click this button to validate your locked data. (This
validation is in addition to the validation that was performed when you imported
your file.) If there are validation errors, you will be unable to proceed to the next
step. Error messages will appear in the Validation Results area found below the
Validate Now button. Error messages are sometimes accompanied by a pink View
Error Report button. Clicking the View Error Report button will bring you to the
Contact Report Choices screen where Verif. Errors (Error Rept#2) will be
displayed. This report can be sorted by any column heading simply by clicking on
the column heading. Clicking on a Primary ID will bring you to the manual input
screen, where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source, and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.

2. Check the box below and click the button to create export file:
The purpose of this step is to lock your data. You will only be able to click the
checkbox if you have Administrator rights in Level 0. Data will remain locked
until the Eastern Suffolk BOCES support staff “pulls” your data (see pull
schedule on page 5.)

Once you click on the checkbox, your data is locked and ready to be pulled by Eastern
Suffolk BOCES Level 0 support staff as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data.

3. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 Contact data do not click the Create File For Level 1 Submission button.
This option unlocks your data, and it will not be taken by the RIC Admin and loaded to
Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)
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Staff Assignment Preparation for Level 1 Reference

4’st -Level 8 NYSEDgov

New York State Education Dept. - Level 0, version v.u

Elect. Import ~ Manual Input ~ L1-Data Prep.  Reporis L0 Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: 4 Change My Password

District: School Year:

NY280000 : Sample District [+] | School Year Ending 20140630 ||

Staff Assignment Data Prep. for Level 1:
Verification Checks:

Perform a 2nd level of error checking. When Level 0 has it's W/F error level set to 'Fatal', Staff Assignment data can not be sent to Level 1 until this process has been
completed with 10 errors.

< 1

[Validation results.
Check the box below and click the button to create export file 2

DBy checking tM box I (the District Admin ) assert that the staff assignment data for this school district is ready for submission to the Level 1 database.
Note: Cheegbmlack the Staff Assigwment data for this district. The deata will be unlocked when the file for level I submission has been created, or &y manually unchecking this check box.

<& 3
[Data Prep. messages... |
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Staff Assignment Data Preparation for Level 1 Reference

1. Validate Now button: Click this button to validate your locked data. (This
validation is in addition to the validation that was performed when you imported
your file.) If there are validation errors, you will be unable to proceed to the next
step. Error messages will appear in the Validation Results area found below the
Validate Now button. Error messages are sometimes accompanied by a pink View
Error Report button. Clicking the View Error Report button will bring you to the
Staff Assignment Report Choices screen where Verif. Errors (Error Rept#2)
will be displayed. This report can be sorted by any column heading simply by
clicking on the column heading. Clicking on a Teach ID will bring you to the
manual input screen, where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source, and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.

2. Check the box below and click the button to create export file:
The purpose of this step is to lock your data. You will only be able to click the
checkbox if you have Administrator rights in Level 0. Data will remain locked
until the Eastern Suffolk BOCES support staff “pulls” your data (see pull
schedule on page 5.)

Once you click on the checkbox, your data is locked and ready to be pulled by Eastern
Suffolk BOCES Level 0 support staff as per the pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data.

3. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 Staff Assignment data do not click the Create File For Level 1 Submission
button. This option unlocks your data, and it will not be taken by the RIC Admin and
loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)
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Staff Evaluation Data Preparation for Level 1 Reference

(ENYSED - Level0 B " B 0 dm v Pager Safetyr Took~ @~

*NYS -Level 8 NYSEDgov

I New York State Education Dept. - Level 0, version

Elect. Import ~ Manual Input  L1-Data Prep.  Reports LO Express Admin Log Off
Current # of users logged on: 7 Change My Password

District: School Year:

NY280000 : Sample District v |Schuo| Year Ending 2014-06-30 v

Staff Evaluation Data Prep. for Level 1:

Check the desired eval. types below and verify, then click Create File for Level 1 Submission button to create export file. < 1

Perform a 2nd level of error checking. When Level 0 has 1t's W/F error level set to 'Fatal, staff eval. data can not be sent to Level 1 unfil this process has been
completed with no errors.

Note: Checking a box below will lock the data for the selected evaluation type. The daia will be unlocked when the file for Jevel 1 submission has been created, or by manually unchecking the ype.
[ICheck Al

Ovrocal Ostate O composite O other

Validate Now < 2

N
w
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Staff Evaluation Data Preparation for Level 1 Reference

1. Check the desired eval. types below and verify:
When locking Staff evaluation data, you must always select Check All.

2. Validate Now button: Click this button to validate your locked data. (This
validation is in addition to the validation that was performed when you imported
your file.) If there are validation errors, you will be unable to proceed to the next
step. Error messages will appear in the Validation Results area found below the
Validate Now button. Error messages are sometimes accompanied by a pink View
Error Report button. Clicking the View Error Report button will bring you to the
Staff Evaluation Report Choices screen where Verif. Errors (Error Rept#2)
will be displayed. This report can be sorted by any column heading simply by
clicking on the column heading. Clicking on a Teach ID will bring you to the
manual input screen, where you can manually correct the error, although this is not
recommended. Errors should be fixed at the source, and a new file imported into
Level 0. Call Eastern Suffolk BOCES Level 0 support if assistance is needed in
resolving errors.

Read messages carefully. Once your data has validated successfully, it is locked
and ready to be pulled by Eastern Suffolk BOCES Level 0 support staff as per the
pull schedule on page 5.

Note: You cannot import a new file or make manual changes to your data while it
is locked. If you wish to import a new file or make manual changes to your data,

you must first unlock your data by unchecking any checked boxes. Remember to

re-validate and re-lock your data when you have finished updating it.

3. Create File For Level 1 Submission button: Unless you want to create a backup of
your Level 0 Staff Evaluation data do not click the Create File For Level 1 Submission
button. This option unlocks your data, and it will not be taken by the RIC Admin and
loaded to Level 1 unless re-validated and re-locked.

(If you click the Create file for Level 1 Submission button a Save As button will
activate. Once you click the Save As button you will have the opportunity to specify the
location where you would like the file to be saved and you will also be able to keep the
suggested file name or rename the file. Remember, clicking the Create File for Level 1
Submission button unlocks your data. If you want your data to be pulled by Eastern
Suffolk BOCES Level 0 support staff and loaded to Level 1, you need to perform steps
1 and 2 again.)
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Report Screens

Selecting Reports from the Navigation Bar opens a drop_down menu from which you will
select the report, or category of report, that you wish to run. Selecting Dashboard Rpt from the
Reports drop_down will generate a Dashboard Rpt. If you select any other option from the
Reports drop_down, you will be presented with an additional screen where you can further
refine your report choice. Each of the reports will be discussed in the pages that follow.

| =@ NYS-Level 8 NYSED...

New York State Education Dept. - Level 0, versio
Elect. Import Manual Input 1-Data Prep. LRSS LO Express Admin Log Off
User Account: Mary Malinowski (mmalinowski) Demographics
Current £ of wsers logged on: 6 Enrollment Change My Password
District: | Program Fact |
NYZB0000 : Sample District [r| Assessment & e 39
|_SE Snapshot
SE Evenl

Welcome to Level 0! Grade Detall

Credit GPA

Staff/stu/Crse

Accommadation
Daily Allendance

Day Calendar
Student Contact
Contact

Staff Assignment
Dashboard Rpt
Informalion Rpt

Staff Evaluation
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Demographic Reports Reference

When you select the Reports function and then select Demographics as the data type, the
Demographics Report Choices screen, shown below, will appear.

A_NYS -Level £ NYS EDg ov

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reporis LO Express Admin Log Off
Current # of users logged on: 3 Chanpe My Password

District: School Year:

[NY280000 : Sample District ~|School Year Ending 2014-06-30  +

|Dowuoadchosenﬂeponlo: @ txtfile O .csvfile Download |
Demographics Report Choices: Run Verification Rpt

© Dist. Import Errors (Error Rpt #1) v ® Dist. School Summary @ Dist. Upload Log Dates ® Dist. Dup. D=
@ Unlock History

@ Tmport Log ields ® View Verif. Errors (Error Rpt £2)

0 Demographic errors for district NY280000

e |
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Demographic Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by
most recent demographic import. See sample below.

B
2 F7

4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off

Current # of users logged on: 3 3 Change My Password

District: J School Year:

[NY280000 : Sample District )y +|[School Year Ending 2014-06-30 v

| Download Chosen Reportto: &) txt file () .csv file Download |

Demographics Report Choices: Run Verification Rpt

© Dist. Import Errors (Error Rpt #1) ® Dist(s) Summary @ Dist. Schoo! Summary ® Dist. Upload Log Dates

® Import Log ® Blank Fields ® Lock History @ View Verif Errors (Error Rpt £2)

2 Demographic errors for district NY280000
| Student ID: | Last Name: | First Name: | Loc Code: | lLoc.Name: |

000000555 Sample Lisa 0011 Sample Location DM1010: Missing or Invalid Grade Level:
000000619 Sample Jill 0011 Sample Location DM1010: Missing or Invalid Grade Level:

1. The report can be sorted by any of the columns by clicking on the column heading.
2. Click on the student ID to view a student’s record.

3. The error report can be downloaded. Choose either .txt or .csv format and click the
Download button.

Dist(s) Summary: This report shows the number of valid demographic records and the number
of demographic error records that are in Level O for the selected school year. If a district’s data
is locked in preparation for Level 1 submission, this report will show the date the data was
locked and the name of the person who locked the data. If you have access to more than one
district, the data will be displayed for each district for which you have level 0 access. This
report displays data at a district level. This report does not display information at a school
level. See sample below.

4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 5 Change My Password

District: School Year:

| NY280000 : Sample District +||School Year Ending 2014-06-30 v

Download Chosen Reportto: (&) txt file O csv file Download |
Demographics Report Choices: Run Verification Rpt

@ Dist. Import Errors (Error Rpt #1) © Dist(s) Summary ® Dist. Schoo! Summary @ Dist. Upload Log Dates @ Dist. Dup. [Ds

® Import Log @ Blank Fields ® Lock History @ View Verif. Errors (Error Rpt £2) @ Unlock History

Demographics Summary for My Available Districts

Valid Records: Data Lock Date/Person:
|sample District 3713 2
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Demographic Reports Reference

Dist. School Summary: This report lists each of the schools in the selected district’s level 0
location table. For each of these schools, the report shows the number of valid demographic
records and the number of error records that currently exist in level 0. See sample below.

4 NYS-Level B

New York State Education Dept. - Level 0, version _

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
C Users logged on: 2 Change My Password

istrict: School Year:
NY280000 : Sample District | School Year Ending 2014-06-30 v

| Download Chosen Reportto: (&) txt file ) .csv file Download |

Demographics Report Choices: Run Verification Rpt
® Dist. Import Errors (Error Rpt #1) ® Dist(s) Summary © Dist. School Summary @ Dist. Upload Log Dates
@ Import Log @ Blank Fields ® Lock History ® View Verif. Errors (Error Rpt #2)

School Summary for District: NY280000

School: (Click on School to view students) Error Records:

loo11 Sample Location 3711 2

|910094 ESBE Masera LC 2 0

|O34586 FERNCLIFF MANOR 4] 0

Clicking on a school name will generate a Students with Valid Demographic Records report
that lists all the students with a valid demographic record for the selected school and year. The
report can be sorted by any column by clicking on the column header. Clicking on a Student 1D
will bring you to the student’s demographic screen. See sample report below.

A'NYS -Level 8 NYSEDgov

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

| NY280000 : Sample District |/ School Year Ending 2014-06-30 v

| Download Chosen Reportto: (3 txt file O .csv file Download

Demographics Report Choices: Run Verification Rpt
@ Dist. Import Errors (Error Rpt #1) @ Dist(s) Summary ® Dist. School Summary @ Dist. Upload Log Dates @ Dist Dup. IDs
® Import Log ® Blank Fields ® Lock History @ View Verif. Ervors (Error Rpt £2) @ Usiock History

Students with valid demographic records in school - 0011

000004567 Sample Janet

000000619 Sample Jill

000000555 Sample Lisa

100000001 SampleLN1 SampleFN1

100000010 SampleLN10 SampleFN10

100000100 SampleLN100 SampleFN100

100001000 SampleLN1000 SampleFN1000

100001001 SampleLN1001 SampleFN1001

100001002 SampleLN1002 SampleFN1002

100001003 SampleLN1003 SampleFN1003

100001004 SampleLN1004 SampleFN1004

100001005 SampleLN1005 SampleFN1005

100001006 SampleLN1006 SampleFN1006

100001007 SampleLN1007 SampleFN1007

100001008 SampleLN1008 SampleFN1008

100001009 SampleLN1009 SampleFN1009

100000101 SampleLN101 SampleFN101

100001010 SampleLN1010 SampleFN1010

100001011 SampleLN1011 SampleFN1011

100001012 SampleLN1012 SampleFN1012

100001013 SampleLN1013 SampleFN1013

100001014 SampleLN1014 SampleFN1014

1NNNN1N1S Samnlel N1N15 SamnleFN1N1S

%J Local intranet 5 ~| ®io0%
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Demographic Reports Reference

Dist. Upload Log Dates: This report shows: the dates and times when a text file

containing the district’s demographic data was created for submission to Level 1, the name of
the person that created the text file, and the number of records contained in the file. If you see
an Eastern Suffolk BOCES staff name listed, it means that Eastern Suffolk BOCES “pulled”
and loaded your demographic data to Level 1 on the date\time indicated. If you see a district
user name listed, it means that the user clicked the “Create File for Level 1 Submission” button
when performing demographic L1-Data Prep. When a district user clicks the “Create File for
Level 1 Submission” button while performing demographic L1-Data Prep, the demographic
data is unlocked and will not be pulled by Eastern Suffolk BOCES until the district re-validates
and relocks the data. See sample report below.

=4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports L0 Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

|NY280000 : Sample District ~||School Year Ending 20140630 v

| Download Chosen Report to: (&) twt file O .csv file Download

Demographics Report Choices: Run Verification Rpt
® Dist. Import Errors (Error Rpt #1) @ Dist(s) Summary @ Dist. School Summary © Dist. Upload Log Dates
@ Import Log ® Blank Fields ® Lock History ® View Verif. Errors (Error Rpt £2)

Upload Log Records.

| DatauploadedBy: | DatauploadDate: __________| Record Count:

|Mary Malinowski 10/9/2012 2:47:00 PM 3713

|Mary Malinowski 10/5/2012 10:33:00 AM 3713

|Mary Malinowski 9/27/2012 12:08:00 PM 3713

|JDhn Kelly 9/24/2012 8:45:00 AM 3713

|BiH Ritchie 9/24/2012 8:39:00 AM 3713

Dist. Dup. IDs: Report not functional at this time.
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Demographic Reports Reference

Import Log: This report is a history of all demographic imports for the district. Each time a
user imports a demographic file into Level 0, the username and date\time of the import are
added to the import log.

4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 9 Change My Password

District: School Year:

[NY280000 : Sample District ~ School Year Ending 2014-06-30  _|¥

|Dowrloadchosen Reportto: @ txtfile O.csvfile Download |
Demographics Report Choices: Run Verification Rpt

® Dist. Import Exrors (Ezvor Rpt £1) ® Dist(s) Summary ® Dist. School Summery ® Dist. Upload Log Dates

© Import Log @ Blank Fields @ Lock History @ View Verif Errors (Error Rpt #2)

District Data Import Log Records.

| ImportedBv: | Dateof DemographicsImport: ________________|
Mary Malinowski 10/10/2012 1:25:00 PM
Mary Malinowski 10/10/2012 1:23:00 PM
Mary Malinowski 10/10/2012 9:25:00 AM
Mary Malinowski 10/9/2012 2:43:00 PM
Mary Malinowski 10/9/2012 1:58:00 PM
Mary Malinowski 10/9/2012 1:55:00 PM
Mary Malinowski 10/5/2012 10:30:00 AM
Mary Malinowski 10/5/2012 9:55:00 AM
Mary Malinowski 10/5/2012 9:52:00 AM
Mary Malinowski 10/1/2012 9:06:00 PM
Mary Malinowski 10/1/2012 9:05:00 PM
|_IMarv Malinowski 10/1/2012 9:04:00 PM

Blank Fields: The left hand column of this report lists all of the non-required Level 0
demographic fields. A number is displayed to the right of each non-required field. That
number represents the number of records where the field contains no data.

This is a handy report for those instances where you want to make sure all records contain data
in a particular non-required field. For example, the Address field is not a required field at
present, but you may want to ensure that address information exists in Level 0 for every
student. Clicking on a field name in the Blank Fields report (in this example you would click
on Address) will generate a list of all student records whose address field is blank. While
viewing the list of student records, clicking on the student ID will bring you to the student’s
demographic record in Level 0.

| Download Chosen Report to: & txt file 0 .cav file  Downicad |[

Demographics Report Choices: Run Verification Rpt
W et Tenpert Frroes (Frror Ryt 813 W Dint{n) Sommemary B Dist School Simmary & Dhar Uplosd Log Dates B Dint Dhap e
® lmport Log ® Lock History: ® View Verif. Errors (Error Rpt #2) ® Unlock History

Non-Required fields - Number of Records with Blanks

Middle Initial 3712

[Home Room 227

Home Lang, Code s

(LEF Duration 3629

Post Grad Code 3702

IDiploma Type Code 3708

Inoculation Date 231

Address 3713

|Address 2 3713

ity 3713

|State 3713
- - - 3713

Home Phone 3713

i 3713

IGuardian 2 3713

Flace Of Birth 3713

[Date of Entry to U.S 3627

Num, Years in U.S, Schools 2627

Countey Of Ongin 3627

IQist, Of Residence (o]

[Race 2 3670

Race 3 3713

Race 4 3713

|Race 5 =i

|lHomeless Primary Mighttime Res 3656

S Local intres 104




Demographic Reports Reference

Lock History: The lock history report is a history of the dates and times when the district’s
demographic data was locked, and by whom. It is suggested that users who generate the lock
history report also generate the companion unlock history report. See sample lock history and
sample unlock history reports below.

Lock History
I New York State Education Dept. - Level 0, version
Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password
District: School Year:

[NY280000 : Sample District ~|School Year Ending 2014-06-30

|D0wnloadcnosenRepomo: @ txt file O covfile Download |
Demographics Report Choices:

Run Verification Rpt

® Dist. Import Errors (Error Rpt#1) ® Disi(s) Summary ® Dist. School Summary ® Dist. Upload Log Dates @ Dist Dup. IDs
® View Verif. Errors (Exror Rpt #2) ® Unlock History

@ Import Log ® Blank Fields © Lock History

District Data Lock History Records.

| DamlockedBy: | DaleAndlimeDatawaslocked: |
Mary Malinowski 10/9/2012 2:52:42 PM
Mary Malinowski 10/9/2012 2:47:42 PM
Mary Malinowski 10/9/2012 2:46:13 PM
Mary Malinowski 10/5/2012 10:38:48 AM
Mary Malinowski 10/5/2012 10:34:54 AM
Mary Malinowski 10/5/2012 10:32:59 AM
Mary Malinowski 10/2/2012 9:40:49 AM
Mary Malinowski 10/1/2012 8:31:52 PM
Mary Malinowski 10/1/2012 2:54:40 PM
Mary Malinowski 9/27/2012 12:07:39 PM
John Kelly 9/24/2012 8:45:27 AM
John Kelly 9/24/2012 8:44:42 AM

Unlock History: The unlock history report is a history of the dates and times when the
district’s demographic data was unlocked, and by whom. The Reason for Unlock column will
display Manual unlock by User or Automatic unlock — upload to Level 1. Manual unlock by
User indicates that the user unlocked the data by selecting L1-Data Prep\Demographics from
the Level 0 navigation bar and unchecking the checkbox. An Automatic unlock-upload to Level
1 by an Eastern Suffolk BOCES staff member means that ESB “pulled” the demographic data
and loaded to Level 1. An Automatic unlock-upload to Level 1 by a district user indicates that
the user clicked the “Create File for Level 1 Submission” button when performing demographic
L1-Data Prep. When a district user clicks the “Create File for Level 1 Submission” button while
performing demographic L1-Data Prep, the demographic data is unlocked and will not be
pulled by Eastern Suffolk BOCES until the district re-validates and relocks the data. It is
suggested that users who generate the unlock history report also generate the companion lock
history report.

Unlock History

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 4 Change My Password
District: School Year:

| NY280000 : Sample District +|School Year Ending 2014-06-30 B

|Dowr\|oadChosenReporllo: @ et file O csvfile Download
Demographics Report Choices:

Run Verification Rpt

@ Dist Import Errors (Ezror Rpt #1) ® Dist(s) Summary ® Dist. School Summary ® Dist. Upload Log Dates

@ Import Log ® Blank Fields ® Lock History @ View Verif. Errors (Error Rpt #2)

District Data Unlock History Records.

|Mary Malinowski
|Mary Malinowski
|Mary Malinowski
|Mary Malinowski
|Mary Malinowski
|Mary Malinowski
|Mary Malinowski
|Mary Malinowski
|Marv Malinowski

Data Unlocked By: Date And Time Data was Unlocked:

10/10/2012 9:05:05 AM
10/9/2012 2:51:59 PM
10/9/2012 2:46:37 PM
10/9/2012 8:29:51 AM
10/5/2012 10:38:14 AM
10/5/2012 10:33:23 AM
10/2/2012 9:52:22 AM
10/1/2012 8:31:54 PM
10/1/2012 2:54:55 PM

Reason for Unlock:

Manual unlock by User
Manual unlock by User

Automatic unlock - upload to Level 1

Manual unlock by User
Manual unlock by User

Automatic unlock - upload to Level 1

Manual unlock by User
Manual unlock by User
Manual unlock by User
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Demographic Reports Reference

View Verif. Errors (Error Rpt #2): This report displays verification errors which will prevent
the user from locking demographic data.

This report shows errors found after running verification checks during demographic L1-Data
Prep., or by clicking on the Run Verification Rpt. Button on the Demographic Report Choices
screen. Clicking on the Student 1D associated with an error message will bring you to the
student’s manual input screens. If manual changes are made to correct errors, you must click the
Run Verification Rpt button again to refresh Verif. Error Rpt #2. (Manual corrections are not
recommended, errors should be fixed at the source, and a new file imported into Level 0.) See
sample report below.

M NYS-Level 8 NYSEDcor
New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off

Current # of users logged on: 4 Change My Password

District: School Year:

[NY280000 : Sample District v||School Year Ending 2014-06-30

|D0wnloadchosenReporlto: @ txtfile O csvfile Download |
Demographics Report Choices:

Run Verification Rpt

® Dist. Import Errors (Ezror Rpt #1) ® Dist(s) Summary ® Dist. School Summary ® Dist. Upload Log Dates < D Dun Me

® [mpori Log ® Blank Fields ® Lock History © View Verif. Exrors (Error Rpt #2) ® Unlock History

2 verification error(s).

| _Student 1D: | Student Last: | Student First: | Loc_Code: | __Loc. Name: |
|000000619 Sample - 0011 Samp\e Locat\un DM1092: W/F - No Grade 9 entry date.
1000000555  Sample Lisa 0011  Sample Location  DM1092: W/F - No Grade 9 entry date.
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Enrollment Reports Reference

When you select the Reports function and then select Enrollment as the data type, the
Entry/Exit Enrollment Report Choices screen, shown below, will appear

=4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

| NY280000 : Sample District + [School Year Ending 201206 30 v

|DuwnluadChnsenRennrltu: @ tutfile O csvfile Download

Entry/Exit Enrollment Report Choices: Run Verification Rpt

0 Enrollment errors for district NY280000

NYSED.o,
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Enrollment Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by
most recent enrollment import. See sample below.

4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input Llpo. Reports LO Express Admin Log Off
Current # of users logged on: 3 3 Change My Password
District: / School Year:
|NYZSDI}DD : Sample District k/ NP || School Year Ending 2012-06-30 M
v
| Download Chosen Reportto: (&) txt file () .csv file Download |
Entry/Exit Enrollment Report Choices: Run Verification Rpt

© Dist. Import Errors (Error Rpt #1) ® Dist(s) Summary ® Dist. School Sommary ® Dist_ Upload Log Dates ® Import Log

@ Lock History ® View Verif. Errors (Error Rpt #2) ® Credential Counts ® Usiock History

4 Enrollment errors for district NY280000
g Student 1D: | Last Name: | First Name: | LocCode: | __Loc. Name: |
100000001 SampleLN1  SampleFN1 0011 Sample Location EE2009: Missing or Invalid Entry Code: 2424
100000002 SampleLN2 SampleFN2 0011 Sample Location EE2009: Missing or Invalid Entry Code: 4242
#7/100000003 SampleLN3  SampleFN3 0011 Sample Location EE2009: Missing or Invalid Entry Code: 2424
100000004 SampleLN4  SampleFN4 0011 Sample Location EE20089: Missing or Invalid Entry Code: 4242

1. The report can be sorted by any of the columns by clicking on the column heading.
2. Click on the student ID to view a student’s record.

3. The error report can be downloaded. Choose either .txt or .csv format and click the
Download button.

Dist(s) Summary: This report shows the number of valid enroliment records and the number of
error enrollment records that are in Level O for the selected school year. If a district’s data is
locked in preparation for Level 1 submission, this report will show the date the data was locked
and the name of the person who locked the data. If you have access to more than one district,
the data will be displayed for each district for which you have level 0 access. This report
displays data at a district level. This report does not display information at a school level. See
sample below.

4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

|NY280000 : Sample District "|| School Year Ending 2012-06-30 hd

| Download Chosen Report to: (&) txt file O .csv file Download |

Entry/Exit Enrollment Report Choices: Run Verification Rpt

® Dist. Import Errors (Error Rpt #1) © Dist(s) Summary ® Dist. School Summary @ Dist. Upload Log Dates @ Import Log

® Lock History ® View Verif Errors (Error Rpt #2) ® Credential Counte @ Unlock History

Enrollment Summary for My Available Districts

District: Valid Records: Data Lock Date/Person:
|sample District 3678 4 [
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Enrollment Reports Reference

Dist. School Summary: This report lists each of the schools in the selected district’s level 0
location table. For each of these schools, the report shows the number of valid enrollment
records and the number of error enrollment records that currently exist in level 0. See sample
below.

=4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
nged on: 2 Change My Password
istrict: \School Year:
NY280000 : Sample District | School Year Ending 2012-06-30 b

| Download Chosen Reportto: (3 txt file ) .csv file Download |

Entry/Exit Enroliment Report Choices: Run Verification Rpt
@ Dist. Import Errors (Exror Rpt #1) ® Dist(s) Summary © Dist. School Summary ® Dist. Upload Log Dates @ Import Log
@ Lock History @ View Verif. Errors (Error Rpt #2) ® Credential Counts ® Unlock History

School Summary for District: NY280000

School: (Click on School to view students) Error Records:

looi1 Sample Location 3678 4

|910[194 ESB Masera LC 0 0

|034586 FERNCLIFF MANOR 0 0

Clicking on a school name will generate a Students with valid enrollment records in school-
xxx report that lists all the students with a valid enrollment record for the selected school and
year. The report can be sorted by any column by clicking on the column header. . Clicking on a
Student ID will bring you to the student’s enrollment screen. See sample report below.

A'NYS -Level 8 NYSEDgov

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

| NY280000 : Sample District ~|[school Year Ending 2012.06-30 v

|Dowuoad Chosen Reportto: & txt file O .csv file Download |

Entry/Exit Enroliment Report Choices: Run Verification Rpt
® Dist. Import Errors (Error Rpt #1) ® Disi(s) Summary @ Dist. School Summary @ Dist. Upload Log Dates ® Import Log
® Lock History ® View Verif. Errors (Error Rpt #2) @ Credential Counts @ Unlock History

Students with valid enrollment records in school - 0011

100000010 SampleLN10 SampleFN10

100000100 SampleLN100 SampleFN100

100001000 SampleLN1000 SampleFN1000

100001001 SampleLN1001 SampleFN1001

100001002 SampleLN1002 SampleFN1002

100001003 SampleLN1003 SampleFN1003

100001004 SampleLN1004 SampleFN1004

100001005 SampleLN1005 SampleFN1005

100001006 SampleLN1006 SampleFN1006

100001007 SampleLN1007 SampleFN1007

100001008 SampleLN1008 SampleFN1008

100001009 SampleLN1009 SampleFN1009

100000101 SampleLN101 SampleFN101

100001010 SampleLN1010 SampleFN1010

100001011 SampleLN1011 SampleFN1011

100001012 SampleLN1012 SampleFN1012

100001013 SampleLN1013 SampleFN1013

100001014 SampleLN1014 SampleFN1014

100001015 SampleLN1015 SampleFN1015

100001016 SampleLN1016 SampleFN1016

100001017 SamoleLN1017 SampleFN1017
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Enrollment Reports Reference

Dist. Upload Log Dates This report shows: the dates and times when a text file

containing the district’s enrollment data was created for submission to Level 1, the name of

the person that created the text file, and the number of records contained in the file. If you see
an Eastern Suffolk BOCES staff member name listed, it means that Eastern Suffolk BOCES
“pulled” and loaded your enrollment data to Level 1 on the date\time indicated. If you see a
district user name listed, it means that the user clicked the “Create File for Level 1 Submission”
button when performing enrollment L1-Data Prep. When a district user clicks the “Create File
for Level 1 Submission” button while performing enrollment L1-Data Prep, the enrollment data
is unlocked and will not be pulled by Eastern Suffolk until the district re-validates and relocks
the data. See sample report below.

=4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

|NY280000 : Sample District e || School Year Ending 2012-06-30 -

Download Chosen Report to: (&) bt file O .csv file Download |

Entry/Exit Enroliment Report Choices: Run Verification Rpt
@ Dist. Import Errors (Error Rpt #1) @ Dist(s) Summary @ Dist. School Summary © Dist. Upload Log Dates @ Import Loz
@ Lock History ® View Verif. Errors (Etror Rpt £2) ® Credential Counts @ Usnlock History

Upload Log Records.

| DatoUploadedBy: | DataUploadDate: | Record Count:

|Mary Malinowski 10/9/2012 2:47:00 PM 3713

|Mary Malinowski 10/5/2012 10:33:00 AM 3713

|Mary Malinowski 9/27/2012 12:08:00 PM 3713

|]Dhn Kelly 9/24/2012 8:45:00 AM 3713

|B|H Ritchie 9/24/2012 8:39:00 AM 3713

Import Log: This report is a history of all enrollment imports for the district. The first column
of the report displays the name of the user who performed the import. The second column
displays the date and time of the import. The third column displays “YES” if the user elected to
delete existing enrollment data when importing.

a4 NYS-Level 8
I New York State Education Dept. - Level 0, version
Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 9 Change My Password
District: School Year:
| NY280000 : Sample District v |[Sehas! Year Ending 20120530 -

|D0wnloadcr\osen Reportto: () txt file () .csv file Download

Entry/Exit Enrollment Report Choices: Run Verification Rpt

® Dist Import Errors (Error Rpt #1) ® Dist(s) Summary ® Dist. School Summary ® Dist. Upload Log Dates © Import Log

@ Lock History @ View Verif. Esrors (Esror Rpt #2) @ Credential Counts ® Unlock History

District Data Import Log Records.

| Dateof Enrollment Import: | All Data Purged before Import:
|Mary Malinowski 10/15/2012 9:57:00 AM YES
|Marv Malinowski 10/9/2012 2:00:00 PM YES
|Marv Malinowski 10/5/2012 9:58:00 AM YES
|Mary Malinowski 10/1/2012 12:26:00 PM YES
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Enrollment Reports Reference

Lock History: The lock history report is a history of the dates and times when the district’s enroliment
data was locked, and by whom the data was locked. It is suggested that users who generate the lock
history report also generate the companion unlock history report. See sample lock history and sample
unlock history reports below.

Lock History
I New York State Education Dept. - Level 0, version
Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password
District: School Year:
‘NYZSDUDD: Sample District v || Sehasl Year Ending 20120630

Download Chosen Reportto: (&) txt file () .csv file Download |

Entry/Exit Enroliment Report Choices: Run Verification Rpt

® Dist. Impori Errors (Error Rpt £1) ® Dist(s) Summary ® Dist. School Summary ® Dist. Upload Log Dates ® Import Log

© Lock History ® View Verif Errors (Error Rpt #2) ® Credential Counts ® Unlock History

District Data Lock History Records.

Date And Time Data was Locked:
\Mary Malinowski 10/15/2012 3:50:08 PM

\Mary Malinowski 10/9/2012 2:48:04 PM

\Mary Malinowski 10/5/2012 10:35:10 AM

\Mary Malinowski 10/2/2012 9:53:36 AM

\Mary Malinowski 10/1/2012 8:32:02 PM

\Mary Malinowski 10/1/2012 2:58:28 PM

‘Mary Malinowski 9/27/2012 12:39:49 PM

‘]Dhﬂ Kelly 9/24/2012 B:45:47 AM

‘John Kelly 9/24/2012 8:45:17 AM

Unlock History: The unlock history report is a history of the dates and times when the district’s
enrollment data was unlocked, and by whom. The Reason for Unlock column will display Manual
unlock by User or Automatic unlock — upload to Level 1. Manual unlock by User indicates that the user
unlocked the data by selecting L1-Data Prep\Enrollment from the Level 0 navigation bar and
unchecking the checkbox. An Automatic unlock-upload to Level 1 by an Eastern Suffolk BOCES staff
member means that ESB “pulled” the enrollment data and loaded to Level 1. An Automatic unlock-
upload to Level 1 by a district user indicates that the user clicked the “Create File for Level 1
Submission” button when performing enrollment L1-Data Prep. When a district user clicks the “Create
File for Level 1 Submission” button while performing enroliment L1-Data Prep, the enrollment data is
unlocked and will not be pulled by Eastern Suffolk BOCES until the district re-validates and relocks the
data. It is suggested that users who generate the unlock history report also generate the companion lock
history report.

Unlock History

New York State Education Dept. - Level 0, versior

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 4 Change My Password

District: School Year:

|NYZSDDUD: Sample District ~ [ Sehoal Year Ending 20120630 |4

| Download Chosen Reportto: (& txt file O .csv file Download |

Entry/Exit Enrollment Report Choices: Run Verification Rpt

® Dist. Import Errors (Error Rpt #1) ® Dist(s) Summary ® Dist. School Summary ® Dist. Upload Log Dates ® Import Log

@ Lock History @ View Verif. Erors (Error Rpt #2) @ Credential Counts © Unlock History

District Data Unlock History Records.

| Data Unlocked By: | Date And Time Dala was Unlocked: | Reason for Unlock:
|Mary Malinowski 10/15/2012 3:50:21 PM Automatic unlock - upload to Level 1
|Mary Malinowski 10/10/2012 9:05:10 AM Manual unlock by User
|Mary Malinowski 10/9/2012 8:29:55 AM Manual unlock by User
|Mary Malinowski 10/2/2012 9:56:25 AM Manual unlock by User
|Mary Malinowski 10/1/2012 8:32:04 PM Manual unlock by User
|Mary Malinowski 10/1/2012 2:58:38 PM Manual unlock by User
|Mary Malinowski 9/27/2012 12:42:19 PM Manual unlock by User
|]ohn Kelly 9/24/2012 8:45:51 AM Manual unlock by User
|J0hn Kelly 9/24/2012 8:45:18 AM Automatic unlock - upload to Level 1
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Enrollment Reports Reference

View Verif. Errors (Error Rpt #2): This report displays verification errors which will prevent
the user from locking enrollment data.

This report shows errors found after running verification checks during enrollment L1-Data
Prep., or by clicking on the Run Verification Rpt. Button on the Enrollment Report Choices
screen. Clicking on the Student ID associated with an error message will bring you to the
student’s manual input screens. If manual changes are made to correct errors, you must click the
Run Verification Rpt button again to refresh Verif. Error Rpt #2. (Manual corrections are not
recommended, errors should be fixed at the source, and a new file imported into Level 0.) See
sample report below.

A NYS-Level 8 NYSED..

Mow Tork State Education Dept Level O, wvarslon

Elect. LT Mamisal Tmput L1-Data Preg. Reports Lk Express Al Lo O
Corvent # of wsers logged sen 4 Change My Prigword

Inistrict: Sehool Year:

W20 | Sample Disirksd b E-:w'l'ou E medieng 12 0630 f

lwmmu & oy b O cyvila Dowlosd |

Entry/Exit Enrollment Report Choices:
W D lmpart Boworn (R Bips #11 W Dl 1 Loty W D plaml Lag Dinion = Lapeoat Lag
B L Harary D Wirm Vel rvnn Five By vl B Ul Hastey

Foun Verificatian Rpe |

33 verification error(s).

Hudenl 10: Muden] Lok !L:'i'rd::" I_';;:E: Lrrof Maa:

EE2034: WF « Enrollmant grade levelis 2- 12 and no
| OO0000001  Emith Allen 2011 Eample District grada S entry date in demographics record.
r L EE2030: W, - A 4024 state entry code and 140 state
|DD00D000Z Jares Brian 0011  Semple Distrier &xit oode can anly b paired with ong another.
i (- EEI034: W,F -Entelimant prade laval it 5- 12 and e
iDCQ'JU‘:ﬂ:IB Sxarr Chrisvophar 0011 Sampla Daacricy Ervda 3 antry date in demographics record
f . EE2034: W|/F - Errolimant prade leval ks 5- 12 and no
(DO0O00004 Harrizon  Danial 0011  Sample District grade 3 entry date kn demographics record.
i I EE2034: W/F « Envollmant grade level iz 9-12 and no
OOO00000S MoCartney  Eupeng o011 Sarnpla District grade 3 entry date in demagraphics record.
1 " EE2034: W/F - Enrollmant prade leval i1 5 - 12 snd ne
| 000000006 Lennon Frank 0011  Sample Districy Erade § antry date in demographics recard,
;:u:oco\:-:c? Yaagar Gabrinlla :l?l:l:ll Sampla Cizcricy EE2013: Multigle Entry/Exit racends axist with

EE201%: WF - A stare axit code of 153 requires tha
naxt Schoaol Entry/Exit record to have an entry code of
| soncomooe Caltrey Hettor 0011  Sample District 0311, 0322, 0033, 5544 or TO0D snd a diferent
QO0000009 Claugh Jessice rﬂﬂll Sample Digtrict EEZ0Z5: 'W/F - Adtate #niry coda of 0011 cannct hswve
= EEIO16: W/F - Astate axit code of TH2 requires the
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Enrollment Reports Reference

Credentials Counts: This report contains counts of student who earned a credential in the
selected school year. Students will be included in the count if their enrollment has been ended

with one of the following codes:

799 — Graduated (earned a Regents or local diploma)
085 — Earned an IEP diploma

629 — Previously earned an IEP diploma

816 — Earned High School Equiv. diploma — GED

Counts are provided for both the selected level 0 year, and the prior year. If there is a
difference of greater than 5% between the selected year and the prior year, the report line
containing that credential type will be highlighted in red.

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

[NY280000 : Sample District || Schael Year Ending 20120630

Download Chosen Reportto: & txt file O .csv file Download

Entry/Exit Enrollment Report Choices: Run Verification Rpt

® Dist Import Errors (Error Rpt #1) ® Dist(s) Summary ® Dist. School Summary @ Dist Upload Log Dates ® Import Loz

® Lock History @ View Verif. Errors (Error Rpt £2) © Credential Covnts @ Unlock History

Counts for District: NY280000 (Red hlghight indicates > 5% difference between years)

Current Year Count: Prior Year Count:

\Graduated with Regents or Ioca\ dlploma (799)

\Earned High School Equiv. diploma - GED (816)
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Program Fact Reports Reference

When you select the Reports function and then select Program Fact as the data type, the
Program Service Report Choices screen, shown below, will appear.

A_NYS -Level £ NYSEDgov

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off

Current # of users logged on: 3 Change My Password

District: School Year:

|NV280!)DD : Sample District "” School Year Ending 2012-06-30 ~

| Download Chosen Reportto: (&) txt file O .csv file Download |

Program Service Report Choices: \ +~| _Run Verification Rpt

© Dist Import Exrrors (Error Rpt #1) @ Dist(s) Summary ® Dist School Summary @ Category Breakdown @ Import Log

® Dist. Upload Log Dates ® Lock History ® Waiting For Level 1 ® View Verif. Errors (Error Rpt £2) ® Unlock History

0 Prog. Service errors for district NY280000
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Program Fact Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by
most recent program fact import. See sample below.

4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 3 Change My Password
District: School Year:
[NY280000 : Sample District )y [ school Year Ending 2012.06-30 v
V4
| Download Chosen Report to: () txt file () .csv file Download |
Program Service Report Choices: | v| Run Verification Rpt

© Dist Import Errors (Error Rpt #1) ® Dist(s) Summary @ Dist3chool Summary L ] Category Breakdown L ] Import Log

® Dist. Upload Log Dates ® Lock History ® Waiting For Level 1 ® View Verif. Errors (Error Rpt #2) ® Unlock History

2 Prog. Service errors for district NY280000

| Student ID: | Last Name: |First Name: |LocCode:| __Loc Name: | _ Category: |

100000886 0000 Sample District Wide Type of Disability PS3107: No matching demographics record.
100001208 0000 Sample District Wide Type of Disability PS3107: No matching demographics record.

1. The report can be sorted by any of the columns by clicking on the column heading.
2. Click on the student ID to view a student’s record.

3. The error report can be downloaded. Choose either .txt or .csv format and click the
Download button.

Dist(s) Summary: This report shows the number of valid program fact records and the number
of program fact error records that are in Level O for the selected school year. If a district’s data
is locked in preparation for Level 1 submission, this report will show the date the data was
locked and the name of the person who locked the data. If you have access to more than one
district, the data will be displayed for each district for which you have level 0 access. This
report displays data at a district level. This report does not display information at a school
level. See sample below.

4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

|NY280000: Sample District v || School Year Ending 2012-06-30 b

|Dowﬂoad Chosen Reportto: (&) txt file O .csv file Download |
Program Service Report Choices: [ v| Run Verification Rpt

® Dist. Import Errors (Error Rpt #1) © Dist(s) Summary ® Dist School Summary @ Category Breakdown

® Dist. Upload Log Dates ® Lock History @ Waiting For Level 1 ® View Verif. Errors (Error Rpt #2)

P.S. Summary for My Available Districts
| Distic: | Vvalid Records: Data Lock Date/Person:
2

|sample District 3713
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Program Fact Reports Reference

Dist. School Summary: This report lists each of the schools in the selected district’s level 0
location table. For each of these schools, the report shows the number of valid program fact
records and the number of error program fact records that currently exist in level 0. See sample

below.

I New York State
Elect. Import

Education Dept. - Level 0, version
L1-Data Prep. Reports

Manual Input
Current # of users logged on: 2

L0 Exp

School Year:

ress Admin Log Off

Change My Password

" 1Y280000 : Sample District 2 b |Schnn| Year Ending 2012-06-30

| Download Chosen Reportto: (3 txt file ) .csv file Download |
Program Service Report Choices:

® Dist. Import Errors (Error Rpt #1)

@ Dist(s) Summary
& Lock History

© Dist. School Summary

@ Dist. Upload Log Dates ® Waiting For Level 1

School Summary for District: NY280000

w

~| Run Verification Rpt

® Category Breakdown
@ View Verif. Errors (Error Rpt #2)

| loccCode: | sSchook | Error Records:
|oooo Sample District Wide 2434 2
loo11 sample Location 170 0
|o10094 ESB Masera LC 0 0

Category Breakdown: This report lists each of the program fact categories. For each category the
following information in displayed: number of valid records in the prior school year, number of valid
records in the selected school year, and if the data is currently locked, the user who locked the file and

when. If there is a difference of > 10% between the number

of records in the selected school year and

the prior year, the category with the difference will be highlighted in red. Clicking on any of the

underlined counts will generate a list of the students to who
student 1D will bring you to the student’s program fact man

each of the records belong. Clicking on a
ual entry screen.

=8 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input
Current # of users logged on: é
District:

L1-Data Prep. Reports

School Year:

LO Express
Change My Password

Admin Log Off

|NYZEUUUU: Sample District

|D0w|ioad Chosen Report to: (3 txt file O .csv file Download |

V” School Year Ending 2012-06-30

-

Program Service Report Choices:

~| Run Verification Rpt

@ Dist. Import Errors (Error Rpt #1)

® Dist. School Summary

© Category Breakdown

@ Dist. Upload Log Dates ® Waiting For Lewvel 1

Proaram Cateq li

rior Year Valid Count:|Valid Records (Click to View):|Error Records

] N

|cTE / Tech Prep 79 Is)
|LEP Eligibility 86 Is)
|LEP Programs a5 )
news ] N o
|Type of Disability 774 o
I

|0220::Alt. Assess. 37 )
R o

|0264::Section 504 Plan 173 a
N o

|5753::Interven|ng Serv. o o
S o

|5817::Free Lunch 519 474 a
N 0

|3261::S|ng\e Parent/Pregnant O [1] o
|Loca| Programs [a] o o
joee N o
[Tite 1 TAS 0 o a
S o

|2618::Inter— Dist. Transfer 0 o o
[1232::S1FE 0 ol a

Program Category Summary for District: NY280000 (Red highlight indicates > 10% difference between years)

® View Verif. Errors (Ervor Rpt #2)

(Click to View): |Data Lock Date/Person:
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Import Log: This report is a history, by category, of all program fact imports for the district.
The first column of the report displays the name of the user who performed the import. The
second column displays the data category, the third column displays the date and time of the
import, and the fourth column displays “YES” if the user elected to delete existing data when
importing. The report can be sorted by any column by clicking on the column heading.

M NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 9 Change My Password

District: School Year:

| NY280000 : Sample District v |[Schas! Year Ending 20120630 v

|D0wnloadcnosen Reportto: &) txt file ) .csvfile Download
Program Service Report Choices: [ ~| Run Verification Rpt

® Dist. Import Errors (Error Rpt #1) ® Disi(s) Summary ® Dist. School Summary ® Category Breakdown

® Dist. Upload Log Dates ® Lock History @ Waiting For Level 1 ® View Verif. Errors (Esror Rpt #2)

District Data Import Log Records.

| DataCategory: | Date of Program Import: |
Mary Malinowski 0198::Poverty 10/9/2012 2:05:00 PM YES
Mary Malinowski 0198::Poverty 10/5/2012 10:07:00 AM YES
Mary Malinowski 0198::Poverty 10/1/2012 10:14:00 PM YES
Mary Malinowski 0198::Poverty 10/1/2012 10:08:00 PM YES
Mary Malinowski 0198::Poverty 10/1/2012 3:51:00 PM YES
Mary Malinowski 0198::Poverty 10/1/2012 12:32:00 PM YES
Mary Malinowski 0220::Alt. Assess. 10/9/2012 2:05:00 PM YES
Mary Malinowski 0220::Alt. Assess. 10/5/2012 10:07:00 AM YES
Mary Malinowski 0220::Alt. Assess. 10/1/2012 10:14:00 PM YES
Mary Malinowski 0220::Alt. Assess. 10/1/2012 10:08:00 PM YES
Mary Malinowski 0220::Alt. Assess. 10/1/2012 3:51:00 PM YES
Mary Malinowski 0220::Alt. Assess. 10/1/2012 12:32:00 PM YES
Mary Malinowski 0242::NYSESLAT 10/9/2012 2:05:00 PM YES
Mary Malinowski 0242::NYSESLAT 10/5/2012 10:07:00 AM YES

Dist. Upload Log Dates: This report shows, by category: the dates and times when a text file
containing the district’s program fact data was created for submission to Level 1, the name of
the person that created the text file, and the number of records contained in the file. If you see
an Eastern Suffolk BOCES staff member name listed, it means that Eastern Suffolk BOCES
“pulled” and loaded the program fact data to Level 1 on the date\time indicated. If you see a
district user name listed, it means that the user clicked the “Create File for Level 1 Submission”
button when performing program fact L1-Data Prep. When a district user clicks the “Create File
for Level 1 Submission” button when performing program fact L1-Data Prep, the program fact
data is unlocked and will not be pulled by Eastern Suffolk until the district re-validates and
relocks the data. See sample report below.

New York State Education Dept. - Level 0, versior

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

|NY28I}DDD : Sample District v || School Year Ending 2012-06-30 v

Download Chosen Reportto: (&) txt file O .csv file Download |

Program Service Report Choices: [ ~| Run Verification Rpt

® Dist. Import Errors (Error Rpt #1) ® Dist(s) Summary ® Dist. School Summary L] Category Breakdown L] Import Log

© Dist. Upload Log Dates ® Lock History @ Waiting For Level 1 @ View Verif. Errors (Error Rpt #2) ® Unlock History

Upload Log Records.

Data Upload Category:
|Dennis W Brooks 0198::Poverty 12/5/2011 12:02:00 PM 675
|Karen Barbaro 0198::Poverty 11/30/2011 12:09:00 PM 675
|Karen Barbaro 0198::Poverty 11/21/2011 12:02:00 PM 674
|Karen Barbaro 0220::Alt. Assess. 8/9/2012 12:04:00 PM 37
|Denni5 W Brooks 0220::Alt. Assess. 8/7/2012 12:04:00 PM 37

|Karen Barbaro 0220::Alt. Assess. 7/26/2012 12:07:00 PM 37 119



Program Fact Reports Reference

Lock History: The lock history report is a history, broken down by category, of the dates and times
when the district’s program fact data was locked, the number of records locked, and by whom. It is
suggested that users who generate the lock history report also generate the companion unlock history
report. See sample lock history and sample unlock history reports below.

Lock History

|Dowr'load Chosen Report to: () txt file O .csv file Download |
Program Service Report Choices: [ v| Run Verification Rpt

@ Dist_ Import Errors (Error Rpt #1) @ Dist(s) Summary ® Dist_School Summary @ Category Breakdown @ Import Log

@ Dist. Upload Log Dates © Lock History @ Waiting For Level 1 @ View Verif. Errors (Error Rpt #2) @ Unlock History

District Data Lock History Records.

|__DatalockedBy: | Prooramlivpe: | Date And lime Data was Locked: | __# Records when Locked: |
Mary Malinowski 0198::Poverty 10/16/2012 1:05:07 PM 674
Mary Malinowski 0198::Poverty 10/9/2012 2:52:51 PM 674
Mary Malinowski 0198::Poverty 10/9/2012 2:52:14 PM 674
Mary Malinowski 0198::Poverty 10/9/2012 2:49:03 PM 674
Mary Malinowski 0220::Alt. Assess. 10/16/2012 1:05:07 PM 35
Mary Malinowski 0220::Alt. Assess. 10/9/2012 2:52:52 PM 35
Mary Malinowski 0220::Alt. Assess. 10/9/2012 2:52:15 PM 35
Mary Malinowski 0220::Alt. Assess. 10/9/2012 2:49:03 PM 35
Mary Malinowski 0242::NYSESLAT 10/16/2012 1:05:08 PM 4
Mary Malinowski 0242::NYSESLAT 10/9/2012 2:52:52 PM 4
Mary Malinowski 0242::NYSESLAT 10/9/2012 2:52:15 PM 4
Mary Malinowski 0242::NYSESLAT 10/9/2012 2:49:04 PM 4

Unlock History: The unlock history report is a history, broken down by category, of the dates and times
when the district’s program fact data was unlocked, and by whom. The Reason for Unlock column will
display Manual unlock by User, Automatic unlock — upload to Level 1, or Automatic unlock because of
errors in data. Manual unlock by User indicates that the user unlocked the data by selecting L1-Data
Prep\Program Fact from the Level 0 navigation bar and unchecking the checkbox. Automatic unlock
because of errors in data indicates that the verification errors were found when locking program facts,
resulting in all program service categories being unlocked. An Automatic unlock-upload to Level 1 by an
Eastern Suffolk BOCES staff member means that ESB “pulled” the program fact data and loaded to
Level 1. An Automatic unlock-upload to Level 1 by a district user indicates that the user clicked the
“Create File for Level 1 Submission” button when performing enrollment L1-Data Prep. When a district
user clicks the “Create File for Level 1 Submission” button while performing program fact L1-Data
Prep, the program fact data is unlocked and will not be pulled by Eastern Suffolk BOCES until the
district re-validates and relocks the data. It is suggested that users who generate the unlock history report
also generate the companion lock history report.

Unlock History

Mew York State Education Dept. - Level 0, version

Elect. Import Manual Tnpul L1-Data Prep.  Reports L0 Express Admin Log OF

Current # of users logged on: 4 Change My Password
District: T T T
NYZBOODD : Sample District ~ | Sechoal Year Eﬂﬂll'lﬂ MW 1

Downlosd Chosen Report toc (2 gt file 00 .csv file  Downboad II

Program Service Report Choices: | v | Run Verification Rpt |

& st Impard Brrors (Baoor Rpt #1) W Diiel{e) Summary ® [hiot. School Sumamary: B oty Bsakdown

® Diist, Upload Log Dates ® Lock History ® Witing For Livel | ® iew Vorlf, Ervors (Enor Bpt #2) © Unlock History
District Data Unlock History Records.

Dala Unlocked By: Date And Time Dala was Unlocked:

L 5817::Free Lunch 10/17/2012 9:14:33 AM  Automatic unlock - upload to Level 1

Malinowski

Mary 8272::Homeless Youth 10/17/2012 9:14:33 AM  Automatic unlock - upload to Level 1

Malinowski

Mary Each Program Type 10/16/2012 1:05:13 PM Automatic unlock because of errors in data. Option set to unlock
Malinowski data when errors are found.

Mary .c-

Malinowski Each Program Type 10/10/2012 9:05:15 AM  Manual unlock by User
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Program Fact Reports Reference

Waiting for Level 1: This report is a list of all categories of program fact data that are currently
locked and waiting to be “pulled” by Eastern Suffolk BOCES. Data is displayed for any district
for which you have Level 0 access.

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off

Current # of users logged on: 3 Change My Password

District: School Year:

[NY280000 : Sample District ~ [ Sehosl Yeor Ending 20120630 + Current school year not selected.

Program Service Report Choices

pt|

nif. Errors (Enor Bpt #2)

Locked P.S. categories (Waiting for Level 1) for my available districts:

Distric.______________llockDate ____JlockedBy: ________ Jcategory: |
Sample District 10/17/2012 Mary Malinowski 0198:: Poverty

Sample District 10/17/2012 IMary Malinowski 0220::Alt. Assess,

Sample District 10/17/2012 Mary Malinowski 0242 NYSESLAT

Sample District 10/17/2012 Mary Malinowski 02641 Section 504 Plan
Sample District 10/17/2012 Mary Malinowski SB06::Reduced Lunch
Sample District 10/17/2012 Mary Malinowski S817::Free Lunch

Sample District 10/17/2012 Mary Malinowski 5272 Homeless Youth
Sample District 10/17/2012 Mary Malinowski LEF Eligibility

Sample District 10/17/2012 IMary Malinowski LEF Programs

Sample District 10/17/2012 Mary Malinowski MNCLE

Sample District 10/17/2012 IMary Malinowski Prekindergarten Program
Sample District 10/17/2012 Mary Malinowski Safety Net

Sample District 10/17/2012 IMary Malinowski Summer School Participation
Sample District 10/17/2012 Mary Malinowski [Type of Disability

View Verif. Errors (Error Rpt #2): This report displays verification errors which will prevent
the user from locking program fact data.

This report shows errors found after running verification checks during program fact L1-Data
Prep or by clicking on the Run Verification Rpt. Button on the Program Fact Report Choices
screen. Categories with errors will be highlighted in red. To view the errors for a particular
category, click the button to the immediate left of the category. Clicking on the Student ID
associated with an error message will bring you to the student’s manual input screens. If manual
changes are made to correct errors, you must click the Run Verification Rpt button again to
refresh Verif. Error Rpt #2. (Manual corrections are not recommended, errors should be fixed
at the source, and a new file imported into Level 0.) See sample report below.

-4' YS-Level 8 NYSEDgov

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 1 Change My Password

District: School Year:

‘NYZSDUI][I : Sample District "| Schaal Year Ending 20120630 v

|annloadChnsenRenﬂr"n: @ tutfile O csvfile _Download
Program Service Report Choices:

Mareon = Caiegery hus Exrors

2 verification error(s) for : NCLB.

Student ID: (Student Last: |Student First: E%.ei' Bein Date: |Error Msq:

100000001 |3ampleLNL SampleFhiL w20 |ooil Sample 2011-07-01| 553041 W/F - Duration of LEP greater than 0
Location required in demographics record.

100001203|5ampleLN1203{5ampleF1203/5720  |oo11  |=amPIe En a2 2 0t WHF = ills B3 (LEP Ellglelisy ressrd|
Location found for this student.
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Assessment Reports Reference

When you select the Reports function and then select Assessment as the data type, the
Assessment Report Choices screen, shown below, will appear.

A NYS-Level 8 NYSED...
[T Eannad Dngeut L1-Diata Prep. Heposrts L Express Adrminy Loy O

Carre & of wer lupged oa- J Chage My Panvaced)

Dt School Year:

TR0 Sampls Districy = [ Shont Tear Ending 200200 30 -

[mcmu Beport i (2 e e O owe e Dowsioas J[

Assessment Report Cholces: T Vel rtecsm Flpa |
0 S lmpet Lowm (Towa B 9
W i Hewry

0 Assessment errors for district Ny 280000

W Dot bl Zmary W Dt Ul Lap Dwies W T Loy

[ ] STy W Uplok Blarmary
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Assessment Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by
most recent assessment import. See sample below.

4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-pak ep. Reports LO Express Admin Log Off
Current # of users logged on: 3 3 Change My Password

District: School Year:

|NYZSDI}DD : Sample District 'K/ \F b || School Year Ending 2012-06-30 N

| Download Chosen Reportto: (&) txt file () .csv file Download |

Assessment Report Choices: Run Verification Rpt

@ Dist. Upload Log Dates ® Import Log

© Dist. Import Errors (Error Rpt #1) @ Dist(s) Summary @ Dist. School Summary

@ Lock History @ View Verif. Errors (Esror Rpt £2) @ Test Breakdown Rpt. @ Unlock History

1 Assessment errors for district NY280000

Student ID: | Last Name: |_First Name: | Loc. Code: | __Loc Name: |
100000026 0011 Sample Location AS6107 - No matching Demographics record.

1. The report can be sorted by any of the columns by clicking on the column heading.
2. Click on the student ID to view a student’s record.

3. The error report can be downloaded. Choose either .txt or .csv format and click the
Download button.

Dist(s) Summary: This report shows the number of valid assessment records and the number
of error assessment records that are in Level O for the selected school year. If a district’s data is
locked in preparation for Level 1 submission, this report will show the date the data was locked
and the name of the person who locked the data. If you have access to more than one district,
the data will be displayed for each district for which you have level 0 access. This report
displays data at a district level. This report does not display information at a school level. See

sample below.

4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

|NY280000 : Sample District b || School Year Ending 2012-06-30 b

| Download Chosen Reportto: (2) txt file ) .csv file Download |

Assessment Report Choices: Run Verification Rpt

@ Dist. Import Errors (Error Bpt #1) © Dist(s) Summary ® Dist. School Summary @ Dist. Upload Log Dates L ] Import Log

® Lock History @ View Verif. Errors (Error Rpt £2) ® Test Breakdown Rpt. @ Unlock History

Assessment Summary for My Available Districts

Valid Records:

|sample District 158 1
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Assessment Reports Reference

Dist. School Summary: This report lists each of the schools in the selected district’s level 0
location table. For each of these schools, the report shows the number of valid assessment
records and the number of error records that currently exist in level 0. See sample below.

4 NYS-Level B

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Ws logged on: 2 Change My Password
istrict: School Year:

HY280000 : Sample District \Schnul Year Ending 2012-06-30 =

|Dawn|oadcnosenReporlto: & bt file O .csv file Download |
Assessment Report Choices:

Run Verification Rpt

@ Dist. Import Errors (Error Rpt #1) @ Dist(s) Summary O Dist. Schoo! Summary ® Dist. Upload Log Dates @ Import Log

® Lock History @ View Verif. Errors (Etror Rpt £2) @ Test Breakdown Rpt. ® Unlock History

School Summary for District: NY280000

| dlocCode: |  Schook | Error Records:
loo11 Sample Location 158 1
|o10094 ESB Masera LC 0 0
lo34586 FERNCLIFF MANOR 0 0

Dist. Upload Log Dates: This report shows, by test group: the dates and times when a text file
containing the district’s assessment data was created for submission to Level 1, the name of

the person that created the text file, and the number of records contained in the file. If you see
an Eastern Suffolk BOCES staff name listed, it means that Eastern Suffolk BOCES “pulled”
and loaded your assessment data to Level 1 on the date\time indicated. If you see a district user
name listed, it means that the user clicked the “Create File for Level 1 Submission” button
when performing assessment L1-Data Prep. When a district user clicks the “Create File for
Level 1 Submission” button when performing assessment L1-Data Prep, the assessment data is
unlocked and will not be pulled by Eastern Suffolk until the district re-validates and relocks the
data. See sample report below.

Current # of users logged on: 3 Change Mv Password

District: School Year:
|NY28!)000 : Sample District b || School Year Ending 2012-06-30 hd

|D0wnloadcnosen Reportto: (&) txt file O .csv file Download |
Assessment Report Choices:

Run Verification Rpt I

® Dist. Import Errors (Error Rpt #1)
o1

Upload Log Records.
Data Uploaded By: MestGroup: ~ |Data Upload Date: RE[I]I’IZ' Count:

Karen Barbaro CTE Assessmemt G/24/2012 5:15:00 AM

Karen Barbaro CTE Assessment 8/23/2012 12:11:00 PM 52
Debi wachter CTE Assessment B8/23/2012 11.23:00 AM 59
Debi Wachter CTE Assessment 8/9/2012 12:50:00 PM 59
Dennis W Brooks CTE Assessment 8/8/2012 12:04:00 PM 59
Dennis W Brooks CTE Assessment B/7/2012 12:05:00 PM 59
Tanganyika Blair CTE Assessment §/1/2012 12:23:00 FM 53
Dennis W Brooks CTE Assessment Z7i21/2012 12:02:00 PM 52
Karen Barbaro CTE Assessment Zi26/2012 12:08:00 PM 59
Mary Malinowski CTE Assessment Zi23/2012 12:11:00 PM 59
tfaren Barbaro RCT Agsessment B/24/2012 5:15:00 AM 413
Karen Barbaro RCT Assassment B/23/2012 12:11:00 PM 413
Dehi Wachter RCT Assessment B/23/2012 11:22:00 AM 413
Debi Wachter RCT Assessment 8/9/2012 12:50:00 FM 413
Dennis W Brooks RCT Assessment 8/8/2012 12:04:00 PM 413
Dennis W Brooks RCT Assessment 8/7/2012 12:05:00 PM 413
Tanganyika Blair RCT Assessment G/1/2012 12:23:00 PM 413
Dennis W Brooks RCT Assessmeant 7i21/2012 12:02:00 PM 413
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Assessment Reports Reference

Import Log: This report is a history, by test group, of assessment imports for the district. The
first column of the report displays the name of the user who performed the import. The second
column displays the test group, the third column displays the date and time of the import. The

fourth column displays “YES” if the user elected to delete existing assessment data when
importing. The report can be sorted by any column by clicking on the column heading.

M NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 9 Change My Password

District: School Year:

| NY280000 : Sample District ¥ || Schas! Year Ending 2012.06.30 v

Assessment Report Choices: Run Verification Rpt

L Dist. Import Errors (Error Rpt #1) @ Dist(s) Summary @ Dist. School Summary @ Dist. Upload Log Dates ] Import Log

® Lock History @ View Verif. Errors (Esror Rpt #2) ® Test Breakdown Rpt. @ Unlock History

District Data Import Log Records.

|___Imoorted By: | | ___Date of Assessment Import: |
Mary Malinowski AADS Assessment 10/17/2012 10:50:00 AM YES
Mary Malinowski AADS Assessment 10/17/2012 10:49:00 AM YES
Mary Malinowski AADS Assessment 10/17/2012 10:46:00 AM YES
Mary Malinowski AAODS Assessment 10/17/2012 10:44:00 AM YES
Mary Malinowski ALTRCT Assessment 10/17/2012 10:50:00 AM YES
Mary Malinowski ALTRCT Assessment 10/17/2012 10:49:00 AM YES
Mary Malinowski ALTRCT Assessment 10/17/2012 10:46:00 AM YES
Mary Malinowski ALTRCT Assessment 10/17/2012 10:44:00 AM YES
Mary Malinowski ALTREG Assessment 10/17/2012 10:50:00 AM YES
Mary Malinowski ALTREG Assessment 10/17/2012 10:49:00 AM YES
Mary Malinowski ALTREG Assessment 10/17/2012 10:46:00 AM YES
Mary Malinowski ALTREG Assessment 10/17/2012 10:44:00 AM YES
Mary Malinowski COSF Assessment 10/17/2012 10:50:00 AM YES
Mary Malinowski COSF Assessment 10/17/2012 10:49:00 AM YES
Mary Malinowski COSF Assessment 10/17/2012 10:46:00 AM YES
Mary Malinowski COSF Assessment 10/17/2012 10:44:00 AM YES
Mary Malinowski CTE Assessment 10/17/2012 10:50:00 AM YES
Mary Malinowski CTE Assessment 10/17/2012 10:49:00 AM YES
Mary Malinowski CTE Assessment 10/17/2012 10:46:00 AM YES
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Assessment Reports Reference

Lock History: The lock history report is a history, by test group, of the dates and times when the
district’s assessment data was locked, and by whom. It is suggested that users who generate the lock
history report also generate the companion unlock history report. See sample lock history and sample
unlock history reports below.

Lock History
New York State Education Dept. - Level 0, version
Elect. Import Manual Input L1-Data Prep. Reports L0 Express Admin Log Off
Current # of users logged on: 3 Change My Password
District: School Year:
[NY280000 : Sample District [ sehoal Year Ending 20170630

|D0wnloadchosen Reportto: (%) txt file () .csv file Download |

Assessment Report Choices: Run Verification Rpt

® Dist. Import Ervors (Esror Rpt #1) @ Dist(s) Summery @ Dist. School Summary ® Dist. Upload Log Dates ® Import Log

© Lock History ® View Verif. Errors (Error Rpt #2) @ Test Breakdown Rpt. @ Unlock History

District Data Lock History Records.

| patatockedBy: | DateAnd Time Datawaslocked: |

|Laura Barranco 10/16/2012 8:38:36 AM NYSAA Assessment
|Laura Barranco 10/16/2012 8:20:01 AM NYSAA Assessment
|Laura Barranco 10/15/2012 2:25:56 PM NYSAA Assessment
\Laura Barranco 10/16/2012 8:38:36 AM RCT Assessment
\Laura Barranco 10/16/2012 8:20:02 AM RCT Assessment
|Laura Barranco 10/15/2012 2:25:58 PM RCT Assessment

Unlock History: The unlock history report is a history, by test group, of the dates and times when the
district’s assessment data was unlocked, and by whom. The Reason for Unlock column will display
Manual unlock by User or Automatic unlock — upload to Level 1. Manual unlock by User indicates that
the user unlocked the data by selecting L1-Data Prep\Assessment from the Level 0 navigation bar and
unchecking the checkbox. An Automatic unlock-upload to Level 1 by an Eastern Suffolk BOCES staff
member means that ESB “pulled” the assessment data and loaded to Level 1. An Automatic unlock-
upload to Level 1 by a district user indicates that the user clicked the “Create File for Level 1
Submission” button when performing assessment L1-Data Prep. When a district user clicks the “Create
File for Level 1 Submission” button while performing assessment L1-Data Prep, the assessment data is
unlocked and will not be pulled by Eastern Suffolk BOCES until the district re-validates and relocks the
data. It is suggested that users who generate the unlock history report also generate the companion lock
history report.

Unlock History

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 4 Change My Password

District: School Year:

| MY280000 : Sample District ~| Schoal Year Ending 2012.06.30 =

|Dowrioadchosen Reportto: @ txt file O .csvfile Download |

Assessment Report Choices: Run Verification Rpt

@ Dist. Import Errors (Error Rpt #1) @ Dist(s) Summary @ Dist. School Summary @ Dist. Upload Log Dates @ Import Log

@ Lock History ® View Verif Efrors (Error Rpt #2) ® Test Breakdown Rpt. © Unlock History

District Data Unlock History Records.

|__Data unlocked Bv: | __ Date And Time Data was Unlocked: | TestGroup: | __Reasonforunlock: |
Mary Malinowski 10/9/2012 8:31:13 AM Each Test Assessment Manual unlock by User

Mary Malinowski 10/1/2012 8:33:08 PM Each Test Assessment Manual unlock by User

Mary Malinowski 10/16/2012 12:17:07 PM NYSAA Assessment Assessment Manual unlock by User
Laura Barranco 10/16/2012 8:20:08 AM NYSAA Assessment Assessment Manual unlock by User

Mary Malinowski 10/15/2012 3:52:09 PM NYSAA Assessment Assessment Manual unlock by User
Laura Barranco 10/15/2012 2:25:48 PM NYSAA Assessment Assessment Manual unlock by User
Laura Barranco 10/15/2012 2:25:07 PM NYSAA Assessment Assessment Manual unlock by User

Mary Malinowski 10/10/2012 9:05:23 AM NYSAA Assessment Assessment Manual unlock by User
Laura Barranco 10/10/2012 8:49:19 AM NYSAA Assessment Assessment Manual unlock by User

Mary Malinowski 10/9/2012 8:30:55 AM NYSAA Assessment Assessment Manual unlock by User
Laura Barranco 10/2/2012 3:20:09 PM NYSAA Assessment Assessment Manual unlock by User

Mary Malinowski 10/2/2012 2:10:58 PM NYSAA Assessment Assessment Manual unlock by User

Mary Malinowski 10/2/2012 1:41:30 PM NYSAA Assessment Assessment Manual unlock by User

Mary Malinowski 10/16/2012 1:02:49 PM RCT Assessment Assessment Manual unlock by User
Laura Barranco 10/16/2012 8:20:10 AM RCT Assessment Assessment Manual unlock by User

Mary Malinowski 10/15/2012 3:52:12 PM RCT Assessment Assessment Manual unlock by User 126




Assessment Reports Reference

View Verif. Errors (Error Rpt #2): This report displays verification errors which will prevent
the user from locking assessment data.

This report shows errors found after running verification checks during assessment L1-Data
Prep or by clicking on the Run Verification Rpt. Button on the Assessment Report Choices
screen. Clicking on the Student 1D associated with an error message will bring you to the
student’s manual input screens. If manual changes are made to correct errors, you must click the
Run Verification Rpt. button again to refresh Verif. Error Rpt #2. (Manual corrections are not
recommended, errors should be fixed at the source, and a new file imported into Level 0.) See
sample report below.

M NYS-Level 8 NYSEDcor
New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off

Current # of users logged on: 4 Change My Password

District: School Year:

| NY280000 : Sample District v || Sehosal Year Ending 20120630

Download Chosen Reportto: (&) txt file O .csv file Download

Assessment Report Choices: )

@ Dist Import Errors (Error Rpt #1) @ Disi(s) Summary @ Dist. School Summary @ Dist. Upload Log Dates @ Import Log

@ Lock History © View Verif. Esrors (Etror Rpt #2) @ Test Breakdown Rpt. @ Unlock History

2 verification error(s).

Student ID: | Student Last: | Student First: -

100000194 SampleLN194 SampleFN194 0011 Samp_le NYSAA ASB034: W/F - NYSAA assessments require an associated
— Location 0220 Alt. Assessment program record.

Sample AS6035: W/F - NYSAA assessments require the student to
LI SRl oL LS R g e L [T Location GRS have an ungraded K-6 or 7-12 grade ordinal.

Test Breakdown Rpt: This report lists each of the assessment test groups. For each test group
the following information in displayed: number of valid records in the selected school year, the
number of error records. If the data is currently locked, the report will display the name of the

user who locked the file and when they locked it. Clicking on any of the underlined counts will
generate a list of the students to who each of the records belong. Clicking on a student 1D will

bring you to the student’s assessment screen.

=4 NYS-Level 8

New York State Education Dept. - Level 0, versior.

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change Mv Password
District: School Year:
‘NYZSUUDO : Sample District b || School Year Ending 2012.06-30 b
Assessment Report Choices: Run Verification Rpt

® Dist. Import Errors (Etror Rpt #1) ® Dist(s) Summary ® Dist. School Summary ® Dist. Upload Log Dates ® Import Log

@ Lock History @ View Verif Errors (Error Rpt £2) © Test Breakdown Rpt. @ Unlock History

Assessment Test Group Summary for District: NY280000

| ____Error Records (Click to View): | Data Lock Date/Person:
|ALTRCT
|ALTREG
|cosF
|cTE

InYs
[NYSAA
[NYSESLAT
|rcT
|Regents

‘w (=) =N=N=N-N=N=]
= oo o e ool

—
el
N

127




Special Education Snapshot Reports Reference

When you select the Reports function and then select SE Snapshot as the data type, the
SE Snapshot Report Choices screen, shown below, will appear.

I New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 18 Change My Password

District: School Year:

[NY280000 : Sample District [ ehest Taar Ending 2012.06.20 v

| Download Chosen Reportto: (&) txt file O .csv file Download |

SE Snapshot Report Choices: ~| Run Verification Rpt

© Dist. Import Errors (Ezror Rpt #1) ® Dist(s) Summary ® Dist. School Summary ® Dist. Upload Log Dates ® Import Log

® Lock History ® Verif Errors BEDS (Error Rpt #2) @ Verif Errors EOY (Error Rpt #2) ® Unlock History

0 Snapshot errors for district NY280000

AVNYS -Level 8 NYSEquv
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SE Snapshot Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by
most recent SE Snapshot import. See sample below.

4 NYS-Level 8

New York State Education Dept. - Level 0, version
Elect. Import Manual Input LlfDaI—'_I. Reports LO Express Admin Log Off
3

Change My Password

Current # of users logged on: 3
District: School Year:

|NY280000 : Sample District k/ Jd,  ~I[school Year Ending 20120630 v

|DowﬂoadChosen Reportto: &) txtfile () .csvfile Download |
SE Snapshot Report Choices:

© Dist. Impori Ervors (Error Rpt #1) ® Dist(s) Summary @ Dist. School Summary

v| Run Verification Rpt

@ Dist. Upload Log Dates @ Import Log
@ Verif Errors BEDS (Error Rpt #2) @ Verif Errors EOY (Error Rpt #2) @ Unlock History

2 Snapshot errors for district NY280000

Student ID: | Last Name: | First Name: | Loc Code: | ___Loc Name: |

|100000886 0000 Sample District Wide $54107: No matching Demographics record.
t,|100001208 0000 Sample District Wide $54107: No matching Demographics record.

1. The report can be sorted by any of the columns by clicking on the column heading.
2. Click on the student ID to view a student’s record.

3. The error report can be downloaded. Choose either .txt or .csv format and click the
Download button.

Dist(s) Summary: This report displays counts of valid BEDS snapshot records, valid End of
Year snapshot records, error BEDS snapshot records, and error End of Year snapshot records. If
snapshot data is locked, the report displays the date the data was locked and the name of the
user who locked it. If you have access to more than one district, the data will be displayed for
each district for which you have level 0 access. This report displays data at a district level. This
report does not display information at a school level. See sample below.

4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports L0 Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

|NY280I}DD : Sample District bt || School Year Ending 2012-06-30 hd

| Download Chosen Report to: (5) txt file () .csv file Download |
SE Snapshot Report Choices:

@ Dist. Import Errors (Esror Rpt #1) © Dist(s) Summary @ Dist. School Summary

+| Run Verification Rpt |

@ Dist. Upload Log Dates @ Import Log

® Lock History @ Verif. Errors BEDS (Error Rpt #2) @ Vesif. Errors EOY (Error Rpt #2) ® Usilock History

BEDS Valid Cnt: | EOY Valid Cnt: | BEDS Error Cnt: | EOY Error Cnt: | Data Lock Date/Person:
0 0 0 0

| |sample District
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SE Snapshot Reports Reference

Dist. School Summary: This report lists each of the schools in the selected district’s level 0
location table. For each of these schools, the report displays counts of: Valid BEDS snapshot
records, valid End of Year snapshot records, error BEDS snapshot records, and error End of
Year snapshot records that exist in level 0. See sample below.

=} NYS-Level 8

I MNew York State Education Dept. - Level 0, version
Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off

Current # of u - Change My Password
" E School Year:
( NY280000 : Sample District | School Year Ending 2012-06-30 N

Download Chosen Reportto: (5)_txt file (' .csv file Download

SE Snapshot Report Choices: v| Run Verification Rpt
@ Dist. Import Errors (Error Rpt #1) @ Disi(s) Summary © Dist. School Summary @ Disi. Upload Log Dates @ Import Log
@ Lock History @ Verif. Errors BEDS (Error Rpt #2) ® Verif Errors EOY (Error Rpt #2) ® Unlock History

School Summary for District: NY280000

| _Loc.Code: | Schook | BEDSValidCnt: | EOY ValidCnt: | BEDS Error Cnt: |

[oooo Sample District Wide 615 0 2 o]

loo11 Sample Location 3 0 0 0

|o10094 ESB Masera LC 0 o] 0 0

lo34585 FERNCLIFF MANOR. 0 0 0 0

Dist. Upload Log Dates: This report shows, by snapshot type: the dates and times when a text
file containing the district’s SE snapshot data was created for submission to Level 1, the name
of the person that created the text file, and the number of records contained in the file. If you
see an Eastern Suffolk BOCES staff name listed, it means that Eastern Suffolk BOCES “pulled”
and loaded your SE snapshot data to Level 1 on the date\time indicated. If you see a district
user name listed, it means that the user clicked the “Create File for Level 1 Submission” button
when performing SE snapshot L1-Data Prep. When a district user clicks the “Create File for
Level 1 Submission” button while performing SE snapshot L1-Data Prep, the SE snapshot data
is unlocked and will not be pulled by Eastern Suffolk until the district re-validates and relocks
the data. See sample report below.

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

|NY280000 : Sample District v H School Year Ending 2012-06-30 v

|Dawn|oadchosen Reportto: (%) txt file ().csvfile Download |

SE Snapshot Report Choices: ~| _Run Verification Rpt
@ Dist. Import Errors (Error Rpt #1) ® Dist(s) Summary @ Dist. School Summary © Dist. Upload Log Dates @ Import Log
@ Lock History @ Verif. Erors BEDS (Error Rpt #2) @ Verif. Errors EOY (Ervor Rpt #2) @ Unlock History

Upload Log Records.

| Daia UploadedBy: | SnapshoiType: | DaiaUploadDate: | Record Couni: |

Karen Barbaro EOY Snapshot 8/24/2012 8:16:00 AM 292

Karen Barbaro EOY Snapshot 8/23/2012 12:14:00 PM 292

Mary Malinowski EOY Snapshot 8/10/2012 8:11:00 AM 292

Dennis W Brooks EOY Snapshot 8/8/2012 12:05:00 PM 292

Dennis W Brooks EOY Snapshot 8/7/2012 12:07:00 PM 292

Mary Malinowski EOY Snapshot 8/3/2012 8:16:00 AM 292

Tanganyika Blair EOY Snapshot 8/1/2012 12:24:00 PM 292

Dennis W Brooks EOY Snapshot 7/31/2012 12:04:00 PM 292

Karen Barbaro EOY Snapshot 7/26/2012 12:09:00 PM 292

Dennis W Brooks BEDS Day Snapshot 1/20/2012 7:59:00 AM 1602

Mary Malinowski BEDS Day Snapshot 1/17/2012 12:13:00 PM 1602

Dennis W Brooks BEDS Day Snapshot 12/2/2011 7:54:00 AM 1590
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Import Log: This report is a history, by SE snapshot type, of SE snapshot imports for the
district. The first column of the report displays the name of the user who performed the import.
The second column displays the snapshot type, the third column displays the date and time of
the import, and the fourth column displays “YES” if the user elected to delete existing data
when importing.

4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 9 Change My Password

District: School Year:

|NY280000 : Sample District ~ || Sehasl Year Ending 20120630 |v

|Dowrioad Chosen Reportto: &) txt file () .cov file  Download |

SE Snapshot Report Choices: ~| Run Verification Rpt

@ DistTmport Errors (Error Rpt #1) @ Dist(s) Summary @ Dist School Summary @ Dist_ Upload Log Dates © Import Log

@ Lock History @ Verif. Errors BEDS (Error Rpt #2) ® Verif. Errors EOY (Error Rpt #2) @ Unlock History

District Data Import Log Records.

Imported By: y All Data Purged before Import:
Kaen Barbarn EOY Snapshot 7/25/2012 8:37:00 AM YES
|I£m'\en Barbaro EOY Snapshot 7/18/2012 7:51:00 PM
|M.1r‘; Mabriowsis BEDS Day Snapshot 12/28/2011 10:15:00 AM
|Dennis W Brooks BEDS Day Snapshot 12/19/2011 11:15:00 AM YES
|Bernis W Brooks BEDS Day Snapshot 12/1/2011 11:58:00 AM YES
I“ﬂr'f' Malnowsk BEDS Day Snapshot 11/15/2011 12:08:00 PM
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Lock History: The lock history, by SE snapshot type, of the dates and times when the district’s SE
snapshot data was locked, and by whom. It is suggested that users who generate the lock history report
also generate the companion unlock history report. See sample lock history and sample unlock history
reports below.

Lock History

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

[NY280000 : Sample District ~ ]

|Dawr\load(2nosenﬁeporllo: & txt file O .csv file  Download |
SE Snapshot Report Choices: v| Run Verification Rpt

® Dist Import Esrors (Esror Rpt #1) ® Dist(s) Summary @ DistSchool Summary ® Dist. Upload Log Dates @ Import Log

© Lock History @ Verif Errors BEDS (Error Rpt #2) @ Verif. Errors EOY (Ervor Rpt £2) ® Unlock History

District Data Lock History Records.

| _____ DatalockedBy: | SnapshotType: |
Karen Barbar EOY Snapshot 8/23/2012 2:23:34 PM
Earen Barbaro EOY Snapshot 8/23/2012 11:25:49 AM
Mary Mabfiowska EOY Snapshot 8/9/2012 12:50:18 PM
Dennis W Brooks EOY Snapshot 8/8/2012 10:35:02 AM
Deminiks W Brooks EOY Snapshot 8/7/2012 8:09:13 AM
Mary Maknowski EOY Snapshot 8/2/2012 2:46:08 PM
Tanganyics Blair EOY Snapshot 8/1/2012 12:01:37 PM
Dennis W Brooks EOY Snapshot 7/31/2012 11:20:45 AM
Karen Barbarg EOY Snapshot 7/26/2012 9:19:11 AM
Dennis W Brooks BEDS Day Snapshot 1/15/2012 2:00:55 PM
Mary Malnowsia BEDS Day Snapshot 1/17/2012 11:34:16 AM
Dennis W Brooks BEDS Day Snapshot 12/1/2011 3:11:13 PM

Unlock History: The unlock history report is a history, by SE Snapshot type, of the dates and times
when the district’s SE snapshot data was unlocked, and by whom. The Reason for Unlock column will
display Manual unlock by User or Automatic unlock — upload to Level 1. Manual unlock by User
indicates that the user unlocked the data by selecting L1-Data Prep\SE Snapshot from the Level 0
navigation bar and unchecking the checkbox. An Automatic unlock-upload to Level 1 by an Eastern
Suffolk BOCES staff member means that ESB “pulled” the snapshot data and loaded to Level 1. An
Automatic unlock-upload to Level 1 by a district user indicates that the user clicked the “Create File for
Level 1 Submission” button when performing snapshot L1-Data Prep. When a district user clicks the
“Create File for Level 1 Submission” button while performing SE Snapshot L1-Data Prep, the snapshot
data is unlocked and will not be pulled by Eastern Suffolk BOCES until the district re-validates and
relocks the data. It is suggested that users who generate the unlock history report also generate the
companion lock history report.

Unlock History

Download Chosen Reportto: () txt file () .csv file Download |

SE Snapshot Report Choices: ~| Run Verification Rpt

@ Dist Import Errors (Error Rpt #1) @ Disi(s) Summary @ Dist School Summary @ Dist Upload Log Dates @ Import Log

@ Lock History @ Verif. Errors BEDS (Error Rpt #2) @ Verif. Errors EOY (Etror Rpt £2) © Unlock History

District Data Unlock History Records.

| _Data Unlocked By: | __Date And Time Data was Unlocked: | SnapshotType: | ReasonforuUnlodc |
Karen Barbaro 8/24/2012 8:15:57 AM EOY Snapshot Automatic unlock - upload to Level 1
Karen Barbaro 8/23/2012 12:13:58 PM EOY Snapshot Automatic unlock - upload to Level 1
Mary Malinowski 8/10/2012 8:10:31 AM EOY Snapshot Automatic unlock - upload to Level 1
Dennis W Brooks 8/8/2012 12:04:30 PM EOY Snapshot Automatic unlock - upload to Level 1
Dennis W Brooks 8/7/2012 12:06:48 PM EOY Snapshot Automatic unlock - upload to Level 1
Mary Malinowski 8/3/2012 8:16:08 AM EOY Snapshot Automatic unlock - upload to Level 1
[Tanganyika Blair 8/1/2012 12:23:41 PM EOY Snapshot Automatic unlock - upload to Level 1
Dennis W Brooks 7/31/2012 12:03:54 PM EOY Snapshot Automatic unlock - upload to Level 1
Karen Barbaro 7/26/2012 12:08:37 PM EOY Snapshot Automatic unlock - upload to Level 1
Dennis W Brooks 1/20/2012 7:58:33 AM BEDS Day Snapshot Automatic unlock - upload to Level 1
Mary Malinowski 1/17/2012 12:12:56 PM BEDS Day Snapshot Automatic unlock - upload to Level 1
Dennis W Brooks 12/2/2011 7:54:26 AM BEDS Day Snapshot Automatic unlock - upload to Level 1
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View Verif. Errors BEDS (Error Rpt #2):

These reports displays verifications errors which will prevent the user from locking BEDS
snapshot data.

View Verif. Errors EOY (Error Rpt #2):

This report displays verifications errors which will prevent the user from locking EOY snapshot
data.

These reports show errors found after running verification checks during SE Snapshot L1-Data
Prep., or by clicking the Run Verification Rpt. Button on the SE snapshot Report Choices
screen. Clicking on the Student 1D associated with an error message will bring you to the
student’s manual input screens. If manual changes are made to correct errors, you must click the
Run Verification Rpt button again to refresh Verif. Error Rpt #2. (Manual corrections are not
recommended, errors should be fixed at the source, and a new file imported into Level 0.)

Download Chosen Reportto: (%) txt file ) .csv file |

SE Snapshot Report Choices: m

® Dist. Import Errors (Esror Rpt £1) @ Dist(s) Summary @ Dist. School Summary ® Dist. Upload Log Dates ® Import Log
@ Lock History © Verif. Errors BEDS (Error Rpt #2) @ Verif Errors EOY (Error Rpt #2) @ Unlock History

5 BEDS Day verification error(s).

. N Loc. . Snapshot .

Sample District _yn.nc 554014: W/F - Student must be enrolled in the
100000001 SampleLN1 SampleFNL 0000 Wide 2011-10-05 district on the snapshot date.
100001024 SampleLN1024 SampleFN1024 0000 Sample District 3011-10-05 5540_13: W/F - An active Disability record is required
Wide for this S.E. student.
100001094 Szmplel N1094 SampleFN1094 0000 Sample District 5011-10-05 $54013: W/F - An active Disability record is required
Wide for this S.E. student.
Sample District _1n_nc 554014: W/F - Student must be enrolled in the
100000002 SampleLN2 SampleFN2 0000 Wide 2011-10-05 district on the snapshot date.
100003447 SampleLN3447 SampleFN3447 0000 Sample District 5011-10-05 S>4026: W(/F - Invalid grade ordinal for non-school
Wide aged student.
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Special Education Events Reports Reference

When you select the Reports function and then select SE Event as the data type, the SE Event
Report Choices screen, shown below, will appear.

.-{NYS -Level 8 NYSEDgov

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

|NV280!)DD : Sample District A H School Year Ending 2012-06-30 hs

|Dowﬂoad Chosen Reportto: (&) txt file ) .csvfile Download |

SE Event Report Choices: Run Verification Rpt

© Dist_ Import Errors (Error Rpt #1) @ Dist(s) Summary @ Dist_School Summary @ Dist. Upload Log Dates @ Import Log

® Lock History @ Event Type Breakdown ® Verif Errors (Error Rpt £2) @ Unlock History

0 Event errors for district NY280000
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SE Events Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by
most recent SE events import. See sample below.

A\

4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Dgt=—D=ap, Reports LO Express Admin Log Off
Current # of users logged on: 3 3 Change My Password
District: School Year:
|NY280000 : Sample District Ny J, ¥ school Year Ending 2012.0630 v
Z \ 4
|annload ChosenReportto: & tutfile O csvfile Download |

SE Event Report Choices: Run Verification Rpt

@ Import Log

3 Event import error records for district NY 280000, 3 actual error(s). {displayed below)

. . |Last First Loc. X . Init. Event Init. Event .

Sample District L EWS107: No matching Demographics
100001275 0000 Wide CSEOL 2011-11-07 recard.

Sample District el EWS107: No matching Demographics
100001275 Qo000 e CSEOL 2011-11-07 e

Sample District EWS107: No matching Demographics
100001275 [sle]ele] Wide CSEOL 2011-11-07 Fecord.

1. The report can be sorted by any of the columns by clicking on the column heading.
2. Click on the student ID to view a student’s record.

3. The error report can be downloaded. Choose either .txt or .csv format and click the
Download button.

Dist(s) Summary: This report shows the number of valid SE Event records and the number of
SE Event error records that are in Level O for the selected school year. If a district’s data is
locked in preparation for Level 1 submission, this report will show the date the data was locked
and the name of the person who locked the data. If you have access to more than one district,
the data will be displayed for each district for which you have level 0 access. This report
displays data at a district level. This report does not display information at a school level. See
sample below.

=4 NYS-Level 8

New York State Education Dept. - Level 0, versioi. _._..

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

|NY280000 : Sample District b H School Year Ending 2012-06-30 b

Download Chosen Reportto: (& tut file O .csv file _Download |
SE Event Report Choices: Run Verification Rpt |

@ Inport Loz

Sample District
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Dist. School Summary: This report lists each of the schools in the selected district’s level 0
location table. For each of these schools, the report shows the number of valid SE Event records
and the number of error records that currently exist in level 0. See sample below.

4 NYS-Level B
New York State Education Dept. - Level 0, version
Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
C Users logged on: 2 Change My Password
istrict: School Year:
HY280000 : Sample District \Schnul Year Ending 2012-06-30 =

| Download Chosen Reportto: (&) txt file ) .csv file Download |

Demographics Report Choices: Run Verification Rpt
® Dist. Import Errors (Error Rpt #1) ® Dist(s) Summary © Dist. School Summary @ Dist. Upload Log Dates
@ Import Log @ Blank Fields ® Lock History ® View Verif. Errors (Error Rpt #2)

School Summary for District: NY280000

School: (Click on School to view students) Error Records:

loo11 Sample Location 3711 2

|910094 ESBE Masera LC 2 0

|O34586 FERNCLIFF MANOR 4] 0

Dist. Upload Log Dates: This report shows: the dates and times when a text file

containing the district’s SE event data was created for submission to Level 1, the name of

the person that created the text file, and the number of records contained in the file. If you see
an Eastern Suffolk BOCES staff name listed, it means that Eastern Suffolk BOCES “pulled”
and loaded your SE Event data to Level 1 on the date\time indicated. If you see a district user
name listed, it means that the user clicked the “Create File for Level 1 Submission” button
when performing SE event L1-Data Prep. When a district user clicks the “Create File for Level
1 Submission” button while performing SE event L1-Data Prep, the SE event data is unlocked
and will not be pulled by Eastern Suffolk until the district re-validates and relocks the data. See
sample report below.

M4 NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

|NY280(}I}D : Sample District v || School Year Ending 2012-06-30 K

| Download Chosen Reportto: (5) txt file (O .csvfile Download |

SE Event Report Choices: Run Verification Rpt

aort Errors (Evror Ryt #1) Jist(s) Jist. 5 5 @ Ioport Loz

@ Lock History

Upload Log Records.

Data Upload Date:
Karen Barbaro B/24/2012 8:17:00 Al 158

[Tanganyika Blair la/15/2012 12:19:00 PM 1586
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Import Log: This report is a history of SE event imports for the district. The first column of the
report displays the name of the user who performed the import. The second displays the date
and time of the import. The third column displays “YES” if the user elected to purge existing
data when importing

M NYS-Level 8

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin
Current # of users logged on: 9 Change My Password
District: School Year:

| NY280000 : Sample District v v

|Dowrloadchosen Reportto: (& txt file O .csvfile Download |

SE Event Report Choices:
o

Run Verification Rpt

District Data Import Log Records.

imoorted By: _____________[Dateof Eventimport __________________[all Data Purged beforedmport: |
Mary Malinowski 10/18/2012 7:55:00 PM I"ES

Mary Malinowski 10/18/2012 7:53:00 PM I"ES

Mary Malinowski 10/18/2012 7:47:00 PM NES

Mary Malinowski 10/9/2012 2,30;00 FM IVES

Mary Malinowski 10/1/2012 12:52:00 PM I"ES

Mary Malinowski 10/1/2012 12:50:00 PM
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Lock History: The lock history report is a history of the dates and times when the district’s SE
Event data was locked, and by whom. It is suggested that users who generate the lock history
report also generate the companion unlock history report. See sample lock history and sample
unlock history reports below.

Lock History
New York State Education Dept. - Level 0, version
Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password
District: School Year:
‘NYZSDDDD: Sample District () | P = r

|D0wnloadcnosen Reportto: & txt file O .csvfile Download |

SE Event Report Choices: Run Verification Rpt |

@ Dist. Import Errors (Exror Rpt #1)
© Lock History

District Data Lock History Records.

Data LockedBv: _____________________|Dateand Time Datawaslocked: |
Mary Malinow skl 10/18/2012 8:21:35 FM

Mary Malinowski 10/9/2012 2:54:16 PM

Mary Malinowski 10/5/2012 10:43:57 AM

Unlock History: The unlock history report is a history of the dates and times when the
district’s SE Event data was unlocked, and by whom. The Reason for Unlock column will
display Manual unlock by User or Automatic unlock — upload to Level 1. Manual unlock by
User indicates that the user unlocked the data by selecting L1-Data Prep\SE events from the
Level 0 navigation bar and unchecking the checkbox. An Automatic unlock-upload to Level 1
by an Eastern Suffolk BOCES staff member means that ESB “pulled” the SE Event data and
loaded to Level 1. An Automatic unlock-upload to Level 1 by a district user indicates that the
user clicked the “Create File for Level 1 Submission” button when performing SE Event L1-
Data Prep. When a district user clicks the “Create File for Level 1 Submission” button while
performing SE Event L1-Data Prep, the SE Event data is unlocked and will not be pulled by
Eastern Suffolk BOCES until the district re-validates and relocks the data. It is suggested that
users who generate the unlock history report also generate the companion lock history report.

Unlock History

Download Chosen Reportto: & txt file O .csv file Download

SE Event Report Choices: Run Verification Rpt
@ Dist. Import Errors (Error Rpt 1) @ Disi(s) Summary @ Dist. School Summary ® Dist. Upload Log Dates @ Import Log
@ Lock History @ Event Type Breakdown @ Verif. Exvors (Error Rpt #2) © Unlock History

District Data Unlock History Records.

|___DataUnlocked By: ___| ______Date And Time Data was Unlocked: ____| Reason for Unlock:

|Mary Malinowski 10/18/2012 8:31:37 PM Automatic unlock - upload to Level 1

|Mary Malinowski 10/10/2012 9:05:47 AM Manual unlock by User

|Mary Malinowski 10/9/2012 8:30:18 AM Manual unlock by User
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View Verif. Errors (Error Rpt #2): This report displays verification errors which will prevent
the user from locking SE event data.

This report shows errors found after running verification checks during SE Event L1-Data
Prep., or by clicking on the Run Verification Rpt. Button on the SE Event Report Choices
screen. Clicking on the Student ID associated with an error message will bring you to the
student’s manual input screens. If manual changes are made to correct errors, you must click the
Run Verification Rpt button again to refresh Verif. Error Rpt #2. (Manual corrections are not
recommended, errors should be fixed at the source, and a new file imported into Level 0.) See
sample report below.

=4 NYS-Level 8 NYSED.

New York State Education Dept. - Level 0, version .....

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off

Current # of users logged on: 4 Change My Password

District: School Year:

|NY280000 : Sample District || — B

|Downloadcnosen Reportto: (5 txt file O .csvfile Download

SE Event Report Choices: Run Verification Rpi/
—

® Dist. [raport Enrors (Error Bpt #1) ist(s) Suramary @ Dist. School Swamary ist. Upload Log Dates L Irport Log

® Lock Historsr @ Event Type Breakdown © WVenif, Enors (Exror Rpt #2) ® Unlock History

2 verification error(s).

. e . e ... |Loc. ) . Init. Event (Init. Event P
Student ID: [Student Last: (Student First: Errnr Msq:

100000711|SampleLN711|SampleFn71 10000 f\ﬂg”ep'e District ey 2011-12-12 E\gasgs:: W/F - Missing Mo Compliance

Sample District EWS028: W,/F - Link 1 record needed or
Wide Bl 2011-12-12 1 ot type mis-match.

100000711 |sampleLMN711|SampleFN7 11|0000

Event Type Breakdown: This report shows a breakdown, by event type, of the number of
event records in Level 0. For each event type, the following information is displayed: Count of
valid records, count of valid chains, count of students with valid records, count of event records
with errors, count of event chains with errors, and number of students whose event records have
errors. Clicking on a count in either the Valid Students or Error Students columns will generate
a list the students included in the count. Clicking on a Student Id will bring you to the
student’s SE Event manual input screen.

|Downloadcnosenﬂenorttu: ® tutfile O .csvfile Download ||
SE Event Report Choices: Run Verification Rpt |

oD 2t Exrors (Eror Rpt #1) i ist. 5 g @ Loport Log

Event Type Breakdown for district NY280000;
ype: |Walid Cnt: [Valid Chain Cnt:  [Valid Students { Click to Yiew): [Error Cnt: [Error Chain Cnt: [Error Students { Click to Yiew):
48 16

CPSE i3 0 o o
CSE 161 54 54 0 o o
CSENP 0 0 o 0 o o
El 20 6 B 0 o o
RS 0 0 o 0 o o

139




Class/Grade/Detail Reports Reference

When you select the Reports function and then select Grade Detail as the data type, the
Class/Grade/Detail Report Choices screen, shown below, will appear.

.-{NYS -Level 8 NYSEDgov

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password
District:

School Year:
A H School Year Ending 2012-06-30 v

|NV280!)DD : Sample District

|Dowrioadcl|osen Reportto: (%) txt file O .csv file Download |

Class/Grade/Detail Report Choices: Run Verification Rpt

© Dist. Import Errors (Error Rpt #1)

@ Dist. School Summary ® Dist. Upload Log Dates @ Import Log
srors (Error Rpt #2) ® Course Roster by Teacher ® Unlock History

@ Lock History

0 dass grade detail errors for district NY280000
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Class/Grade/Detail Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by
most recent grade detail import. See sample below.

|Dawﬂoad Chosen Reportto: &) txt file O .cav file Download |
Class/Grade/Detail Report Choices: Run Verification Rpt

© Dist. Import Errors (Exror Rpt #1) ® Dist(s) Summary ® Dist. School Summary

@ Dist. Upload Log Dates ® Import Log

View All

® Lock History ® View Verif. Errors (Error Rpt #2) @ Course Roster by Teacher ® Unlock History

Over 500 error records - showing first 500 only. Click 'View All' button to see all errors.

] ) ) .| Lot

071980000 & Lad LI 3 " Sample ksfnct SG7013: Missing or invalid Marking Period/Term Code and Location
e N SampERNLD  wide combination for selected school year: 8/1

Samgie District  SG7013: Missing or invalid Marking Period/Term Code and Location
miﬂﬂiﬂlm SamiHeFN 10D Wide combination for selected school year: 8/1

1. The report can be sorted by any of the columns by clicking on the column heading.

2. Click on the student ID to view a student’s record.

3. The error report can be downloaded. Choose either .txt or .csv format and click the
Download button.

Dist(s) Summary: This report shows the number of valid class grade detail records and the
number of class grade detail error records that are in Level O for the selected school year. Ifa
district’s data is locked in preparation for Level 1 submission, this report will show the date the
data was locked and the name of the person who locked the data. If you have access to more
than one district, the data will be displayed for each district for which you have level 0 access.

This report displays data at a district level. This report does not display information at a school
level. See sample below.

| Download Chosen Report to: &) txt file () .csv file Download |

Class/Grade/Detail Report Choices: Run Verification Rpt

@ Dist. Import Errors (Error Rpt #1) © Dist(s) Summary @ Dist. School Summary

@ Dist. Upload Log Dates @ [mport Log

® Lock History ® View Verif. Errors (Exror Rpt £2) ® Course Roster by Teacher ® Unlock History

Class Grade Detail Summary for My Available Districts

| _valid Records: | _Error Records: | Data Lock Date/Person: |
Sample District 15401 0 \
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Class/Grade/Detail Reports Reference

Dist. School Summary: This report lists each of the schools in the selected district’s level 0
location table. For each of these schools, the report shows the number of valid class grade detail
records and the number of error records that currently exist in level 0. See sample below.

|Dcwr|loadchosen Reportto: (& txtfile O .csvfile Download |

Class/Grade/Detail Report Choices: Run Verification Rpt

@ Dist Tmport Errors (Error Rpt #1) @ Dist(s) Summary © Dist School Summary @ Dist_Upload Log Dates

® Lock History @ View Verif. Errors (Etror Rpt #2) @ Course Roster by Teacher

School Summary for District: NY280000

School: (Click on School to view students) '

|910094 ESB Masera LC 014 ]
|034SEG FERNCLIFF MANOR 3333 ]
|oooo Sample District Wide 2646 o]
|oo11 Sample Location 994 5

Clicking on a school name will generate a Students with valid class grade detail records in
school - xxx report that lists all the students with valid class grade detail records for the selected
school and year. Students with multiple class grade detail records will be listed in this report
multiple times. The report can be sorted by any column by clicking on the column header.
Clicking on a Student 1D will bring you to the student’s demographic screen. See sample report
below.

A'NYS -Level NYSEquv

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

|NY280000 : Sample District [ School Year Ending 2012.06 30 v

|D0wnloadcnosen Reportto: (& txt file O .csv file Download |

Class/Grade/Detail Report Choices: Run Verification Rpt

@ Dist. Import Errors (Error Rpt #1) @ Disi(s) Summary ® Dist. School Summary ® Dist. Upload Log Dates ® Import Log

@ | ock History ® View Vesif. Errors (Error Rpt £2) ® Course Roster by Teacher ® Unlock History

Students with valid dass grade detail records in school - 0005
| Studenilp: |

Last Name:
000004567 Sample Janet
000000619 Sample Jill
000000555 Sample Lisa
100000001 SampleLN1 SampleFN1
100000010 SampleLN10 SampleFN10
100000100 SampleLN100 SampleFN100
100001000 SampleLN1000 SampleFN1000
100001001 SampleLN1001 SampleFN1001
100001002 SampleLN1002 SampleFN1002
100001003 SampleLN1003 SampleFN1003
100001004 SampleLN1004 SampleFN1004
100001005 SampleLN1005 SampleFN1005
100001006 SampleLN1006 SampleFN1006
100001007 SampleLN1007 SampleFN1007
100001008 SampleLN1008 SampleFN1008
100001009 SampleLN1009 SampleFN1009
100000101 SampleLN101 SampleFN101
100001010 SampleLN1010 SampleFN1010
100001011 SampleLN1011 SampleFN1011
100001012 SampleLN1012 SampleFN1012
100001013 SampleLN1013 SampleFN1013
100001014 SampleLN1014 SampleFN1014
10NNN1NTS Samnlel N1015 SamnleFN1N15

% Local intranet <5 ~| ® 100m
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Class/Grade/Detail Reports Reference

Dist. Upload Log Dates This report shows: the dates and times when a text file

containing the district’s grade detail data was created for submission to Level 1, the name of
the person that created the text file, and the number of records contained in the file. If you see
an Eastern Suffolk BOCES staff name listed, it means that Eastern Suffolk BOCES “pulled”
and loaded your grade detail data to Level 1 on the date\time indicated. If you see a district
user name listed, it means that the user clicked the “Create File for Level 1 Submission” button
when performing grade detail L1-Data Prep. When a district user clicks the “Create File for
Level 1 Submission” button while performing grade detail L1-Data Prep, the grade detail data is
unlocked and will not be pulled by Eastern Suffolk BOCES until the district re-validates and
relocks the data. See sample report below.

| Download Chosen Reportto: (3 txt file O .csv file Download

Class/Grade/Detail Report Choices: Run Verification Rpt
® Dist. Import Errors (Error Rpt #1) ® Dist(s) Summary @ Dist. School Summary © Dist. Upload Log Dates ® Import Log
@ Lock History ® View Verif. Esrors (Error Rpt #2) ® Course Roster by Teacher ® Unlock History

Upload Log Records.

| DataUploadedBy: | DataUploadDate: | Record Count:

\Mary Malinowski 7/23/2012 12:15:00 PM 15401

\Karen Barbaro 7/19/2012 12:06:00 PM 15400

Import Log: This report is a history of grade detail imports for the district. The first column of
the report displays the name of the user who performed the import. The second displays the
date and time of the import. The third column displays “YES” if the user elected to delete
existing data when importing.

|Downloadcnosen Reportto: (& txt file O .csvfile Download |

Class/Grade/Detail Report Choices: Run Verification Rpt

® Dist. Import Errors (Error Rpt #1) ® Dist(s) Summary ® Dist. School Summary ® Dist. Upload Log Dates © Import Log

@ Lock History @ View Verif Errors (Error Rpt£2) ® Course Roster by Teacher ® Unlock History

District Data Import Log Records.

All Data Purged before Import:
|Mary Malinoveskd 7/19/2012 10:51:00 AM

[Mary Malinoweai 7/19/2012 10:42:00 AM

by MalinowEk 7/19/2012 10:40:00 AM

Mary Mainovsid 7/19/2012 10:14:00 AM

Ay Mpinirkl 7/19/2012 10:01:00 AM

Mary Malinovsii 7/19/2012 9:42:00 AM

My Malingwaid 7/19/2012 9:42:00 AM

[Mary Mabnavrsla 7/19/2012 9:40:00 AM YES

{Mary Malinovski 7/19/2012 9:20:00 AM YES
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Class/Grade/Detail Reports Reference

Lock History: The lock history report is a history of the dates and times when the district’s
class/grade/detail data was locked, and by whom. It is suggested that users who generate the lock history
report also generate the companion unlock history report. See sample lock history and sample unlock
history reports below.

Lock History

New York State Education Dept. - Level 0, version

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 3 Change My Password

District: School Year:

[NY280000 : Sample District L ———— —

|D0wnloadcnosen Reportto: & txt file O .csvfile Download |

Class/Grade/Detail Report Choices: Run Verification Rpt
® Dist. Import Errors (Error Rpt #1) ® Dist(s) Summary @ Dist. School Summary ® Dist Upload Log Dates ® Import Log
© Lock History @ View Verif. Errors (Error Rpt £2) @ Course Roster by Teacher @ Unlock History

District Data Lock History Records.

| DamlockedBy: | DaleAndlimeDatawaslocked: |

Mary Malinowski 10/9/2012 2:52:42 PM

Mary Malinowski 10/9/2012 2:47:42 PM

Mary Malinowski 10/9/2012 2:46:13 PM

Mary Malinowski 10/5/2012 10:38:48 AM

Mary Malinowski 10/5/2012 10:34:54 AM

Mary Malinowski 10/5/2012 10:32:59 AM

Mary Malinowski 10/2/2012 9:40:49 AM

Mary Malinowski 10/1/2012 8:31:52 PM

Mary Malinowski 10/1/2012 2:54:40 PM

Mary Malinowski 9/27/2012 12:07:39 PM

John Kelly 9/24/2012 8:45:27 AM

John Kelly 9/24/2012 8:44:42 AM

Unlock History: The unlock history report is a history of the dates and times when the district’s
class/grade/detail data was unlocked, and by whom. The Reason for Unlock column will display Manual
unlock by User or Automatic unlock — upload to Level 1. Manual unlock by User indicates that the user
unlocked the data by selecting L1-Data Prep\Grade Detail from the Level 0 navigation bar and
unchecking the checkbox. An Automatic unlock-upload to Level 1 by an Eastern Suffolk BOCES staff
member means that ESB “pulled” the class/grade/detail data and loaded to Level 1. An Automatic
unlock-upload to Level 1 by a district user indicates that the user clicked the “Create File for Level 1
Submission” button when performing grade detail L1-Data Prep. When a district user clicks the “Create
File for Level 1 Submission” button while performing grade detail L1-Data Prep, the class/grade/detail
data is unlocked and will not be pulled by Eastern Suffolk BOCES until the district re-validates and
relocks the data. It is suggested that users who generate the unlock history report also generate the
companion lock history report.

Unlock History

New York State Education Dept. - Level 0, versior

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
Current # of users logged on: 4 Change My Password

District: School Year:

| NY280000 : Sample District | Ss——— 7]

| Download Chosen Reportto: (&) txt file O .csv file Download |

Class/Grade/Detail Report Choices: Run Verification Rpt
® Dist. Import Errors (Error Rpt #1) ® Dist(s) Summary @ Dist. School Summary @ Dist. Upload Log Dates @ Import Log
@ Lock History ® View Verif. Errors (Error Rpt £2) @ Cousse Roster by Teacher © Unlock History

District Data Unlock History Records.

| ___DataUnlocked By: | Date And Time Data was Unlocked: | Reason for Unlock:

|Mary Malinowski 10/10/2012 9:05:05 AM Manual unlock by User

|Mary Malinowski 10/9/2012 2:51:59 PM Manual unlock by User

|Mary Malinowski 10/9/2012 2:46:37 PM Automatic unlock - upload to Level 1

|Mary Malinowski 10/9/2012 8:29:51 AM Manual unlock by User

|Mary Malinowski 10/5/2012 10:38:14 AM Manual unlock by User

|Mary Malinowski 10/5/2012 10:33:23 AM Automatic unlock - upload to Level 1

|Mary Malinowski 10/2/2012 9:52:22 AM Manual unlock by User

|Mary Malinowski 10/1/2012 8:31:54 PM Manual unlock by User

|Marv Malinowski 10/1/2012 2:54:55 PM Manual unlock by User
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Class/Grade/Detail Reports Reference

View Verif. Errors (Error Rpt #2): This report displays verification errors which will prevent
the user from locking class/grade/detail data.

This report shows errors found after running verification checks during grade detail L1-Data
Prep or by clicking on the Run Verification Rpt. Button on the Class/Grade/Detail Report
Choices screen. Clicking on the Student ID associated with an error message will bring you to
the student’s manual input screens. If manual changes are made to correct errors, you must click
the Run Verification Rpt. button again to refresh Verif. Error Rpt #2. (Manual corrections are
not recommended, errors should be fixed at the source, and a new file imported into Level 0.)

Course Roster by Teacher: Selecting this report will generate a list of district staff who have a
Staff Snapshot record in Level 0 express.

|Dnuiuucruunnm-tw & ot fg O s il Download |

Class/Grade/Detail Report Choices: Fisn Varification R

® Dozt Timport Esreas (Ersos Bpt 1) L g - ® Dt Sehoel Pummasy ® Dt Uplond Log Dabes & Dmpeat Log

® Lock Histery @ Vo Westd. Erveurs (Ersos Bpt 600 © e Fiouter by Toacher W ok Hunery

Staff listing for district N¥280000

1811274 Meutron lames Sample School 005

1754109 Paul Les Sample 5chool 005
1885110 Wray Link Sample Schoaol 005
1785315 | lames Jesse Sample 5chool 005 I

Clicking on a Staff ID will generate a list of students who have a staff/student/course
relationship with the teacher. Students will appear on the list multiple times if they have
multiple staff/student/course records linking them to the selected teacher.

|mncmmu: &) e fde ) gy e Downlead |

Class/Grade/Detail Report Choices: Fiun Vasilication

@ Dt [mgeoet Esveen (Esvor Hpd #1) W Dt Simsarmary W D Sehesn] 5 ememry ' Dt Upload Log Dates g

# Lock Hestory W Viewr Ven!” Ers (Ersoe Bpt #0) W Coeese Foater by Toaches W Undock Hstory

Student 10:

CLOUrSE ano o ELtinn: ¢ Mame et 10D: ch Pl
W11l - 50 ENG B DO0ZI0E4 lones

[M0111 = 10 ENG 8 [o0z20524 lones Johnny
W11l - 10 ENG B a0 E10120 Smith Sara
111 - 10 ENG B looozi0120 Smith Sara
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Student Credit GPA Reports Reference

When you select the Reports function and then select Credit GPA as the data type, the Student
Credit GPA Report Choices screen, shown below, will appear.

4 NYS-Level 8

New York State Education Dept. - Level 0, versior

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
User A = Mary Mali ski ( linowski)

Current # of users logged on: 3 Change My Password

District: School Year:

NY280000 : Sample District E” School Year Ending 2013-06-30 E

Download Chosen Reportto: @ txt file ) .csv file |

Student Credit GPA Report Choices: Run Verification Rpt |

@ Dist Import Errors (Error Rpt #1) ® Dist(s) Summary © Dist Upload Log Dates @ Import Log @ Lock History

@ View Verif. Emrors (Error Rpt#2) @ Unlock History

No upload log records were found for this district.
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Student Credit GPA Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by

most recent Credit GPA import.

- The report can be sorted by any of the columns by clicking on the column heading.

- Click on the student ID to view a student’s record.

- The error report can be downloaded. Choose either .txt or .csv format and click the
Download button.

Dist(s) Summary: This report shows the number of valid credit gpa records and the number of
credit gpa error records that are in Level 0 for the selected school year. If a district’s data is
locked in preparation for Level 1 submission, this report will show the date the data was locked
and the name of the person who locked the data. If you have access to more than one district,
the data will be displayed for each district for which you have level 0 access. This report
displays data at a district level. This report does not display information at a school level

Dist. Upload Log Dates This report shows: the dates and times when a text file

containing the district’s credit gpa data was created for submission to Level 1, the name of

the person that created the text file, and the number of records contained in the file. If you see
an Eastern Suffolk BOCES staff name listed, it means that Eastern Suffolk BOCES “pulled”
and loaded your credit gpa data to Level 1 on the date\time indicated. If you see a district user
name listed, it means that the user clicked the “Create File for Level 1 Submission” button
when performing credit gpa L1-Data Prep. When a district user clicks the “Create File for Level
1 Submission” button while performing credit gpa L1-Data Prep, the credit gpa data is unlocked
and will not be pulled by Eastern Suffolk BOCES until the district re-validates and relocks the
data.

Import Log: This report is a history of credit gpa imports for the district. The first column of
the report displays the name of the user who performed the import. The second displays the
date and time of the import. The third column displays “YES” if the user elected to delete
existing data when importing.

Lock History: The lock history report is a history of the dates and times when the district’s
credit gpa data was locked, and by whom. It is suggested that users who generate the lock
history report also generate the companion unlock history report.

Unlock History: The unlock history report is a history of the dates and times when the
district’s credit gpa detail data was unlocked, and by whom. The Reason for Unlock column
will display Manual unlock by User or Automatic unlock — upload to Level 1. Manual unlock by
User indicates that the user unlocked the data by selecting L1-Data Prep\Credit GPA from the
Level 0 navigation bar and unchecking the checkbox. An Automatic unlock-upload to Level 1
by an Eastern Suffolk BOCES staff member means that ESB “pulled” the credit gpa data and
loaded to Level 1. An Automatic unlock-upload to Level 1 by a district user indicates that the
user clicked the “Create File for Level 1 Submission” button when performing credit gpa L1-
Data Prep. When a district user clicks the “Create File for Level 1 Submission” button while
performing credit gpa L1-Data Prep, the credit gpa data is unlocked and will not be pulled by
Eastern Suffolk BOCES until the district re-validates and relocks the data. It is suggested that
users who generate the unlock history report also generate the companion lock history report.
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Student Credit GPA Detail Reports Reference

View Verif. Errors (Error Rpt #2): This report displays verification errors which will prevent
the user from locking credit gpa data.

This report shows errors found after running verification checks during Credit GPA L1-Data
Prep or by clicking on the Run Verification Rpt. Button on the Student Credit GPA Report
Choices screen. Clicking on the Student ID associated with an error message will bring you to
the student’s manual input screens. If manual changes are made to correct errors, you must click
the Run Verification Rpt button again to refresh Verif. Error Rpt #2. (Manual corrections are
not recommended, errors should be fixed at the source, and a new file imported into Level 0.)
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Staff/Stu/Crse Reports Reference

When you select the Reports function and then select Staff/Stu/Crse as the data type, the
Staff/Student/Course Report Choices screen, shown below, will appear.

Expanbont Cruvion Mgt 8¢ (<) i e ) oow e Doerinsd |

StaffiStudent/Course Report Choices: RunVesorenipe
0 Dt fimpers v (o e # W T 1) Ty W it S e
W Lok Miniary ® Ve Ve D (v Byt o

0 stall fstudent f course errors for district MY 2E0000

Ly P T o

=8 NYS-Level 8 NYSED...
Mevw Yiork State Education Dep Level O, versdom ...

Elact, Dmpar Manial Input  Li-Data Pvep. Reports Ll Expross A

Curreni @ of wsars logged s 3 Change My Provword

sty School Year:

NYIR0000 : Samphe Disireo = | Sehasl Yaar Ending 20170639 =
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Staff/Stu/Crse Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by
most recent grade detail import.

- The report can be sorted by any of the columns by clicking on the column heading.

- Click on the student ID to view a student’s record.

- The error report can be downloaded. Choose either .txt or .csv format and click the
Download button.

Dist(s) Summary: This report shows the number of valid staff/student/course records and the
number of staff/student/course error records that are in Level O for the selected school year. If a
district’s data is locked in preparation for Level 1 submission, this report will show the date the
data was locked and the name of the person who locked the data. If you have access to more
than one district, the data will be displayed for each district for which you have level 0 access.

This report displays data at a district level. This report does not display information at a school
level. See sample below.

[nu..mummnmum & e file O .coviile  Download I

Staff/Student/Course Report Choices: Pun Verification Fipt

® Dt Import Excar (Ermor Rpd #1) O Distls) Sumanary W [t School Summary ® [t Upiload Log Dates: @ [mpont Log

W Lock Histoay ® Vo Vozif, Exroas (Ermar Rpt #3) ® Com Foates by Tescher ® Unkek Histony
Staff /Student /Course Summary for My Available Districts

Walid Records: Errar Records: Data Lock Date/Persen:

Dist. School Summary: This report lists each of the schools in the selected district’s level 0
location table. For each of these schools, the report shows the number of valid

staff/student/course records and the number of error records that currently exist in level 0. See
sample below.

thmmw = ek e oy e Doioad

StaffiStudent/Course Report Choices: _oun Verification fipe

W Puni [smpont Error dErmar Bt 1) o D) Serany Dt % ) W Dt Upload Loy Duie

& View Verd. Ereany (Emor Rt €1 T ® Uninck Himtory
School Summary for District: NY 280000

L, O

Schiog Bk o4t Schood T whow 8 i Beco
|910054 ESH Maserg LC 14803 o I
|n34586 EERNCLIFF MANOR TERZ 2] !
|oeoa Shmple Destrct Wids =239 ” I
forr  sample Locangn 2168 o |
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Staff/Stu/Crse Reports Reference

Dist. Upload Log Dates: This report shows, by data reporting group: the dates and times when
a text file containing the district’s staff/student/course data was created for submission to Level
1, the name of the person that created the text file, and the number of records contained in the
file. If you see an Eastern Suffolk BOCES staff name listed, it means that Eastern Suffolk
BOCES “pulled” and loaded staff/student/course data to Level 1 on the date\time indicated. If
you see a district user name listed, it means that the user clicked the “Create File for Level 1
Submission” button when performing staff/student/course L1-Data Prep. When a district user
clicks the “Create File for Level 1 Submission” button while performing staff/student/course
L1-Data Prep, the staff/student/course data is unlocked and will not be pulled by Eastern
Suffolk BOCES until the district re-validates and relocks the data. See sample report below.

| Download Chosen Reportto: (&) txt file O .csv file Download |

Staff/Student/Course Report Choices: Run Verification Rpt
® Dist. Import Errors (Error Rpt #1) @ Dist(s) Summary @ Dist. School Summary © Dist. Upload Log Dates @ Import Log
@ Lock History @ View Verif. Errors (Esror Rpt £2) ® Course Roster by Teacher @ Unlock History

Upload Log Records.

| Data UploadedBy: | Dala Upload Date: | Data Upload Group(s): | __Record Count:

‘Mary Malinowski 5/29/2012 12:11:00 PM 35865

|Mary Malinowski 5/15/2012 12:11:00 PM 2012-06-30 17728

\Denn\s W Brooks 5/11/2012 7:51:00 AM 16823

\Karen Barbaro 5/10/2012 12:11:00 PM 16797

Import Log: This report is a history, by reporting date group, of staff/student/course imports
for the district. The first column of the report displays the name of the user who performed the
import. The second displays the date and time of the import. The third column displays the data

reporting group. The forth column displays “YES” if the user elected to purge existing data
when importing

|Mcmrﬂwmu: ) et e O cov file _Download |

Staff/Student/Course Report Choices: Fun Verification Rpt |

® Dist |mport Ercen (Erees Rpt 1) W Drgns) Semmary W Dol Seben] Summasy ® Dt Uplesad Log Dates O Jgeoet Leg

® L Hetary & Fpow Voril’ Ermoie (Exmr Fpt 20 ® Coums Rostes b Teaches ® Upiock Hateny
District Data Import Log Records.

Date of staff/stufCrse Import:

) n
Joan

Jett Si26f2012 B:02:00 AM L
Joanlett b5 /75 2012 3:36.00 PM [2012-04-17
SORE Lt S/ZEF2012 3:34:00 FM [2012-06-30
Joanlett [5/25/2012 3:33:00 /M l2012-06-30
Joanlett Sf2S/2012 3:24:00 FM lz012-06-30 WES
JoanJett 5/25/2012 3:12:00 FM | T
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Staff/Stu/Crse Reports Reference

Lock History: The lock history report is a history of the dates and times when the district’s
staff/student/course data was locked. The report displays the name of the user who locked the data, the
date and time the data was locked, and which Staff/Student/Course groups were locked. It is suggested
that users who generate the lock history report also generate the companion unlock history report. See
sample lock history and sample unlock history reports below.

Lock History

Dowaslead Clessem Reporttec &) bk fils O csw fils  Diownioad I

Staff/Student/Course Report Choices; Fun Yarification Fipt

® Dot [rport Eres (Ervoe Rt 01) ® D) Sty L S W [t Uplose] Log Dates W [ Log

© Loek Hutory & View Vel Ervcas (Ersor Bpi 60 W Comse Foatee by Teazher & Unkek Hatary
Dl!ilnl:t Data Lcu:k History Records,

- i LT " el {
-"E'i"'JEtT 5/25/2012 B: d4: 33 AM lag L

; Joan latt Sres/2012 2:44: 20 PM JALL
Joan Jatt S 1S2012 11:07:54 AW 201 2=06=340
Joan lett EAI2012 SISTE2 PM 2012-06-30
|| loan lett S//2012 10:41:52 FM 201 2-06-30

Unlock History: The unlock history report is a history of the dates and times when the district’s
staff/student/course data was unlocked, and by whom. The Reason for Unlock column will display
Manual unlock by User or Automatic unlock — upload to Level 1. Manual unlock by User indicates that
the user unlocked the data by selecting L1-Data Prep\Staff/Student/Course from the Level 0 navigation
bar and unchecking the checkbox. An Automatic unlock-upload to Level 1 by an Eastern Suffolk
BOCES staff member means that ESB “pulled” the Staff/Student/Course data and loaded to Level 1. An
Automatic unlock-upload to Level 1 by a district user indicates that the user clicked the “Create File for
Level 1 Submission” button when performing Staff/Student/Course L1-Data Prep. When a district user
clicks the “Create File for Level 1 Submission” button while performing Staff/Student/Course L1-Data
Prep, the staff/student/course data is unlocked and will not be pulled by Eastern Suffolk BOCES until
the district re-validates and relocks the data. It is suggested that users who generate the unlock history
report also generate the companion lock history report.

Unlock History

Dowinsd Clwsen fapoit b (21 1e flg ) cav (e Dewnload |J

Staff/Student/Course Report Choices: Tun Venlication Rpt |

® Dhist. Iimpoet Evvesn (Erves Bepa 1) W Dot} Semsary W Dt Zebvel Semimary ® D, Uplosed Log Das & [eport Lag

W Lok Huosy W View Venl. Enne (Ersu Rpil 4T A oo Frniber by Tenches O Blpkeeh Husorr
District Data Lln1uck Hrsmr\r Records.

ali A4 [ it ERRLN (T80 H |l L 3 Mock:
Joan Jate & 2'71 2"_-]2 12 ll 24 Fi Auw-ah |_|nI ok = uptead o Leved 1

loan Jett Sf25/2012 31201 PM JALL IManial unlod: by Uiser

Joan Jett SA15FZ012 1211106 FM 201 2-06=30 Ewtomatic uniedk = upload to Level 1
Joan Jewm S/1/2012 7:51:13 AM Jautomatic unlock = upkoad to Level 1
Joan lett L1002 121104 PM Eutamabic unlodk - yplead B Lavel 1
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Staff/Stu/Crse Reports Reference

View Verif. Errors (Error Rpt #2): This report displays verification errors which will prevent
the user from locking Staff/Student/Course data.

This report shows errors found after running verification checks during Staff/Stu/Crse L1-Data
Prep or by clicking on the Run Verification Rpt. Button on the Staff/Stu/Crse Report Choices
screen. Clicking on the Student 1D associated with an error message will bring you to the
student’s manual input screens. If manual changes are made to correct errors, you must click the
Run Verification Rpt button again to refresh Verif. Error Rpt #2. (Manual corrections are not
recommended, errors should be fixed at the source, and a new file imported into Level 0.)

A NYS-Level 8 NYSEDs..

New York State Education Dept. - Level 0, version 9.01a

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off

User Mary Mali i ( i i)

Current # of users logged on: 14 Change My Password

District: School Year:

NY280000 : Sample District E School Year Ending 2014-06-30 |z|

Download Chosen Reportto: @ txt file () .cov file |

Staff/Student/Course Report Choices: _Run Verification Rpt |
© Dist. Import Exrors (Eror Rpt #1) @ Dist(s) Summary @ Dist. School Summary @ Dist. Upload Log Dates @ Import Log

@ Lock History @ View Verif. Exrors (Eror Rpt £2) @ Course Roster by Teacher @ Unlock History @ Group Breakdown

4 staff/student/course errors for district NY280000

| _Student 10: | Last Name: | First Name: | Loc Code: | ___loc Name: | Errors:

000000619 Sample pill 0011 Sample Location SR7726: Missing or invalid Term Code: 1

100000001 ISampleLN1 |SampleFN1 0011 Sample Location SR7726: Missing or invalid Term Code: 1

100000001 SampleLN1 SampleFN1 910094 ESB Masera LC SR7726: Missing or invalid Term Code: 1

100000001 [SampleLN1 ISampleFN1 0011 Sample Location SR7726: Missing or invalid Term Code: 1

Course Roster by Teacher: This report is a list of district staff who have a Staff Snapshot
record in Level 0 express.

|mmmut1oc ) e fibe 0 csw file _ Dawmlaasd ||
Staff/Student/Course Report Choices: Foan Warifecotion Fpt |

W Dnet [msport Ervoss (Exrvce Rpt 433 W Cruss) Samereary W Crur Srbocd Sumsssary  Crign fplowd Log Dases

® Lock Husoay W Vi Veril: Erwas (Ensa Ryt #55 O Comes Poster by Teachen W Llnlock Hastory

Staff listing for districe NYIE0000

1811 4 Meutron James Sample School 005
1754105 Paul Les Sample School 005
19251 10 Wray Link Sample School 005
WFESILS 1 James less= Eample School 005

Clicking on a Staff ID will generate a list of students who have a staff/student/course
relationship with the teacher. Students will appear on the list multiple times if they have
multiple staff/student/course records linking them to the selected teacher.

[wmﬂmulu & tet file O cow file  Downdoad |

Staff/Student/Course Report Choices: Fiun Yesification Fgt |

W Dit. Inmpeart Ersens (Enoe Rpt ML) O Dt} Scmmmary W Dt Sl Sommeny ® Diet. Upload| Log Daiee

& Lock Histoey ¥ Voo Ve Esones (Erma Ript W03 W Cormree Roster by Teacher # Walkeck Hastory

Cours 5 : Course B g Student 10; b Rl it h
111 - 10 EMG B OO F0S TS lones Johnny
0111 = 10 ENG B @uﬁzq lones Johnny
W11l - 10 ENG B I 1 0120 Smith Sara
o111 - 10 EMNG B o0z 0120 Smith Sara
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Assessment Accommodation Reports Reference

When you select the Reports function and then select Accommodation as the data type, the
Assessment Accommodation Report Choices screen, shown below, will appear.

A NYS-Level 8 NYSED..
thool, Dmport  Manual Ingot L1 Dats Prep,  Begorts L0 Express Astiman Lo ONF

Cierrest @ of wers lopped oa ] umpr M P

Wbl | Lapde D = | bl Vit | oiiong AT 06 20 -

I”"'"""'-'*-H-Iﬂ- T T L P —— ]

Assessment Accommaodation Report Choices: Plun Yo nfcatan fp |

Tt Lang

8 Do Lt R Wiwaa Bl 90 L J ST

w=n B

D assessment accommodaton emors for distrct NY 280000
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Assessment Accommodation Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by
most recent assessment accommodation import. See sample below.

=# NYS-Level B

MNow Yoek State Education Liap L] 0, v

Elect. Tmport Manual Tnput L1-D « Reports LD Express Al Lisg O
Current @ of wsers logged on: 5 Change Miv Pasyword

NYFIO0E) : Sample Deutrict ¥ | Sehal Yoad Erding 2070830 b

Dermrioadd Chomen Repont b (2 ion e oo fle_ Dowiond |

Assessment Accommodation Report Choices: Run Verification Rpt |

(] Traport Log ® Lock Histary

1. The report can be sorted by any of the columns by clicking on the column heading.

2. Click on the student ID to view a student’s record.

3. The error report can be downloaded. Choose either .txt or .csv format and click the
Download button.

Dist(s) Summary: This report shows the number of valid assessment accommodation records

and the number of error assessment accommodation records that are in Level O for the selected
school year. If a district’s data is locked in preparation for Level 1 submission, this report will
show the date the data was locked and the name of the person who locked the data. If you have
access to more than one district, the data will be displayed for each district for which you have

level 0 access. This report displays data at a district level. This report does not display
information at a school level. See sample below.

Dowetoad Chisen Ripartiee. ) i fla O covfle Download

Assessment Accommodation Report Choices: Ran Vesification Rpt

D mpen Brcm (Ere i) O D) Sommary @ Doz Upiod Log Dt #lzeca Loy O Lok Moy

@ Virw Vecd. Enes (Ere Pt 1) @ Uskeck Bty @ Tegt Bkl it

Assessment Accommodation Summary for My Avallable Districts

District

Yaid Recorls; Eiror Records;  Data Lock DatePerson
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Assessment Accommodation Reports Reference

Dist. Upload Log Dates: This report shows the dates and times when a text file

containing the district’s assessment accommodation data was created for submission to Level 1,
the name of the person that created the text file, and the number of records contained in the file.
If you see an Eastern Suffolk BOCES staff name listed, it means that Eastern Suffolk BOCES
“pulled” and loaded your accommodation data to Level 1 on the date\time indicated. If you see
a district user name listed, it means that the user clicked the “Create File for Level 1
Submission” button when performing accommodation L1-Data Prep. When a district user clicks
the “Create File for Level 1 Submission” button when performing accommodation L1-Data
Prep, the accommodation data is unlocked and will not be pulled by Eastern Suffolk until the
district re-validates and relocks the data. See sample report below.

Download Chosen Reportto: &) tut file O .cov file _Download |
Assessment Accommodation Report Choices:

Run Yerification Rpt |

(] Trmport Log ® Lock Histary

Upload Log Records.

Data UnloadedBy:  [DatauploadDate: _____ [RecordCounz |
Mary Malinowski G8/10/2012 B:132:00 AM 2403
Cennis W Brooks B/8/2012 12:07:00 PM 2403
Dennis W Brooks G8/7/2012 12:10:00 PM 2403
Mary Malinowski F/20/2012 8:14:00 AM 1319

Import Log: This report is a history of assessment accommodation imports for the district. The
first column of the report displays the name of the user who performed the import, the second
column displays the date and time of the import. The third column displays “YES” if the user
elected to delete existing assessment accommodation data when importing.

|wcmnmur ) et fie O cgv e Dewnlsad ]
Assessment Accommodation Report Choices:

W D Dport Eres (Ervee Byt W1)  Dristis) Sememary

Fuun Verification Fpt

W D Uplead Leg Diates

® e Rerid’ Exom {(Ersar Rpt 81 ® Unlock History ¥ Teet Bmakedown Rpt
District Data Import Log Records.

Data of dccommodation Import

Jon Jelt BFE/2012 8: 39:00 AM

Joan Jett B6/2012 8: 1300 AM |
08N J8tE FAIH2012 12:53:00 PM

OB R FA19/2012 12:52:00 PM |
I LT FA132012 12:52:00 PM
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Assessment Accommodation Reports Reference

Lock History: The lock history report is a history of the dates and times when the district’s assessment
accommodation data was locked, and by whom. It is suggested that users who generate the lock history

report also generate the companion unlock history report. See sample lock history and sample unlock
history reports below.

Lock History

Download Chosen Reportto: ) tutfile O csv file _Download ||

Assessment Accommodation Report Choices:

® Dist. Linport Ervors (Ervor Byt #1)

Run Verification Rpt |

@ Luport Log © Lock History

® icw Verif. Enors (Ermor Rpt #2)

District Data Lock History Records,

Data LockedBy: _________|Date And Time Data waslocked: |
Mary Malinowski 5/9/2012 12:50:23 FM

Mary Malinowski 5/8/2012 10:35:10 AM

Mary Malinowski 8/7/2012 B:09:49 AM

Mary Malinowski Fi19/2012 12:52:23 PM

Unlock History: The unlock history report is a history of the dates and times when the district’s
assessment accommodation data was unlocked, and by whom. The Reason for Unlock column will
display Manual unlock by User or Automatic unlock — upload to Level 1. Manual unlock by User
indicates that the user unlocked the data by selecting L1-Data Prep\Accommodation from the Level 0
navigation bar and unchecking the checkbox. An Automatic unlock-upload to Level 1 by an Eastern
Suffolk BOCES staff member means that ESB “pulled” the accommodation data and loaded to Level 1.
An Automatic unlock-upload to Level 1 by a district user indicates that the user clicked the “Create File
for Level 1 Submission” button when performing accommodation L1-Data Prep. When a district user
clicks the “Create File for Level 1 Submission” button while performing accommodation L1-Data Prep,
the accommaodation data is unlocked and will not be pulled by Eastern Suffolk BOCES until the district
re-validates and relocks the data. It is suggested that users who generate the unlock history report also
generate the companion lock history report.

Unlock History

Download Chosen Reportto: @) txt file O csv file _Download |

Assessment Accommodation Report Choices:

Run Verification Rpt I

District Data Unlock History Records.

Data Unlocked By: _______|Date And Time Data was Unlocked: ___________[ReasonforUnloge |
Mary Malinowski B/10/2012 B:12:34 AM sutomatic unlock - upload to Level 1
Cennis W Brooks B/8/2012 12:06:59 PM Wutomatic unlock - upload to Level 1
Dennis W Brooks B/7/2012 12:09:54 PM Wsutomatic unlock - upload to Level 1
Mary Malinowski 7/20/2012 B:14:26 AM utomatic unlock - upload to Level 1
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Assessment Accommodation Reports Reference

View Verif. Errors (Error Rpt #2): Report not applicable. No verification error checks exist
for assessment accommodation records at this time

Test Breakdown Rpt: This report lists each of the assessment test groups. For each test group
number of valid accommodation records and the number of error records is displayed. Clicking
on any of the underlined counts will generate a list of the students to who each of the records
belong. Clicking on a student ID will bring you to the student’s assessment screen.

|DownloadChosenRenoﬂtn: @ tetfile O csvfile Download |

Assessment Accommodation Report Choices: Run Verification Rpt

® Inport Log

Assessemnt Accommodation Test Group Summary for District: MYZEO0R0

[Test Group: ~ |vali . -lic vy ) Error Records {Click to Yiew):
ALTRCT
ALTREG
COSF
CTE

=

MY SAL
MY SESLAT
RCT
Fegents

=HEEEIEEEE

i
fusf
M
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Daily Attendance Reports Reference

When you select the Reports function and then select Daily Attendance as the data type, the
Daily Attendance Report Choices screen, shown below, will appear.

A_NYS -Level 8 NYS EDgov

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: 9 Change My Password

District: School Year:

NY280000 : Sample District [*][School Year Ending 2013-06-30 [=]

Download Chosen Reportto: @ txt file ) .csv file Download

Daily Attendance Report Choices: Run Verification Rpt

© Dist. Impart Exrors (Error Rpt #1) @ Dist(s) Summary ® Dist. School Summary @ Dist Upload Log Dates @ Inmport Log

@ Lock History @ View Verif Erors (Eror Rpt #2) ® Unlock History

0 daily attendance errors for district NY280000

@ 2013 NYSED
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Daily Attendance Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by
most recent assessment daily attendance import.

- The report can be sorted by any of the columns by clicking on the column heading.

- Click on the student ID to view a student’s record.

- The error report can be downloaded. Choose either .txt or .csv format and click the
Download button.

Dist(s) Summary: This report shows the number of valid daily attendance records and the
number of error daily attendance records that are in Level O for the selected school year. Ifa
district’s data is locked in preparation for Level 1 submission, this report will show the date the
data was locked and the name of the person who locked the data. If you have access to more
than one district, the data will be displayed for each district for which you have level 0 access.
This report displays data at a district level. This report does not display information at a school
level. See sample below.

Dist. School Summary: This report lists each of the schools in the selected district’s level 0
location table. For each of these schools, the report shows the number of valid daily attendance
records and the number of error records that currently exist in level 0. See sample below

Dist. Upload Log Dates: This report shows the dates and times when a text file

containing the district’s daily attendance data was created for submission to Level 1, the name
of the person that created the text file, and the number of records contained in the file. If you
see an Eastern Suffolk BOCES staff name listed, it means that Eastern Suffolk BOCES “pulled”
and loaded your daily attendance data to Level 1 on the date\time indicated. If you see a district
user name listed, it means that the user clicked the “Create File for Level 1 Submission” button
when performing daily attendance L1-Data Prep. When a district user clicks the “Create File for
Level 1 Submission” button when performing accommodation L1-Data Prep, the daily
attendance data is unlocked and will not be pulled by Eastern Suffolk until the district re-
validates and relocks the data.

Import Log: This report is a history of daily attendance imports for the district. The first
column of the report displays the name of the user who performed the import, the second
column displays the date and time of the import. The third column displays “YES” if the user
elected to delete existing daily attendance data when importing.

Lock History: The lock history report is a history of the dates and times when the district’s daily
attendance data was locked, and by whom the data was locked. It is suggested that users who generate
the lock history report also generate the companion unlock history report.
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Daily Attendance Reports Reference

View Verif. Errors (Error Rpt #2): This report displays verification errors which will prevent
the user from locking daily attendance data.

This report shows errors found after running verification checks during daily attendance L1-
Data Prep., or by clicking on the Run Verification Rpt. Button on the Daily Attendance Report
Choices screen. Clicking on the Student ID associated with an error message will bring you to
the student’s manual input screens. If manual changes are made to correct errors, you must click
the Run Verification Rpt button again to refresh Verif. Error Rpt #2. (Manual corrections are
not recommended, errors should be fixed at the source, and a new file imported into Level 0.)
See sample report below

Unlock History: The unlock history report is a history of the dates and times when the
district’s daily attendance data was unlocked, and by whom. The Reason for Unlock column
will display Manual unlock by User or Automatic unlock — upload to Level 1. Manual unlock
by User indicates that the user unlocked the data by selecting L1-Data Prep\Daily Attendance
from the Level 0 navigation bar and unchecking the checkbox. An Automatic unlock-upload to
Level 1 by an Eastern Suffolk BOCES staff member means that ESB “pulled” the daily
attendance data and loaded to Level 1. An Automatic unlock-upload to Level 1 by a district
user indicates that the user clicked the “Create File for Level 1 Submission” button when
performing accommodation L1-Data Prep. When a district user clicks the “Create File for Level
1 Submission” button while performing accommodation L1-Data Prep, the daily attendance
data is unlocked and will not be pulled by Eastern Suffolk BOCES until the district re-validates
and relocks the data. It is suggested that users who generate the unlock history report also
generate the companion lock history report.
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Day Calendar Reports Reference

When you select the Reports function and then select Day Calendar as the data type, the Day
Calendar Report Choices screen, shown below, will appear.

A’NYS'LeVEI B NYSEDgov

New York State Education Dept. - Level 0, version

Elect. Import ~ Manual Input  L1-Data Prep.  Reports L0 Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: 13 Change My Password

District: School Year:

NY280000 : Sample District Hl School Year Ending 2014-06-30 E

Download Chosen Reportto: @ txt file () .csv file |

Day Calendar Report Choices: Run Verification Rpt

© Dist Tuport Errors (Eror Rpt #1) ® Dists) Summary ® Dist School Summary ® Dist Upload Log Dates ® Import Log

® Lock History ® View Verif. Ermors (Emor Rypt#2) ® Unlock History

0 day calendar errors for district NY280000
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Day Calendar Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by
most recent assessment daily attendance import.

- The report can be sorted by any of the columns by clicking on the column heading.

- Click on a School Date to view the Day Calendar manual input screen for that date.

- The error report can be downloaded. Choose either .txt or .csv format and click the Download
button.

Dist(s) Summary: This report shows the number of valid day calendar records and the number
of error day calendar records that are in Level 0 for the selected school year. If a district’s data
is locked in preparation for Level 1 submission, this report will show the date the data was
locked and the name of the person who locked the data. If you have access to more than one
district, the data will be displayed for each district for which you have level 0 access. This
report displays data at a district level. This report does not display information at a school
level.

Dist. School Summary: This report lists each of the schools in the selected district’s level 0
location table. For each of these schools, the report shows the number of valid day calendar
records and the number of error records that currently exist in level 0.

Dist. Upload Log Dates: This report shows the dates and times when a text file

containing the district’s day calendar data was created for submission to Level 1, the name of
the person that created the text file, and the number of records contained in the file. If you see
an Eastern Suffolk BOCES staff name listed, it means that Eastern Suffolk BOCES “pulled”
and loaded your day calendar data to Level 1 on the date\time indicated. If you see a district
user name listed, it means that the user clicked the “Create File for Level 1 Submission” button
when performing day calendar L1-Data Prep. When a district user clicks the “Create File for
Level 1 Submission” button when performing day calendar L1-Data Prep, the day calendar data
is unlocked and will not be pulled by Eastern Suffolk until the district re-validates and relocks
the data.

Import Log: This report is a history of day calendar imports for the district. The first column of
the report displays the name of the user who performed the import, the second column displays
the date and time of the import. The third column displays “YES” if the user elected to delete
existing day calendar data when importing.

Lock History: The lock history report is a history of the dates and times when the district’s day
calendar data was locked, and by whom the data was locked. It is suggested that users who
generate the lock history report also generate the companion unlock history report.
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Day Calendar Reports Reference

View Verif. Errors (Error Rpt #2): This report displays verification errors which will prevent
the user from locking daily attendance data.

This report shows errors found after running verification checks during day calendar L1-Data
Prep., or by clicking on the Run Verification Rpt. Button on the Day Calendar Report Choices
screen. Clicking on the school date associated with an error message will bring you to the
manual input screens. If manual changes are made to correct errors, you must click the Run
Verification Rpt button again to refresh Verif. Error Rpt #2. (Manual corrections are not
recommended, errors should be fixed at the source, and a new file imported into Level 0.)

Unlock History: The unlock history report is a history of the dates and times when the
district’s day calendar data was unlocked, and by whom. The Reason for Unlock column will
display Manual unlock by User or Automatic unlock — upload to Level 1. Manual unlock by
User indicates that the user unlocked the data by selecting L1-Data Prep\Day Calendar from the
Level 0 navigation bar and unchecking the checkbox. An Automatic unlock-upload to Level 1
by an Eastern Suffolk BOCES staff member means that ESB “pulled” the day calendar data and
loaded to Level 1. An Automatic unlock-upload to Level 1 by a district user indicates that the
user clicked the “Create File for Level 1 Submission” button when performing day calendar L1-
Data Prep. When a district user clicks the “Create File for Level 1 Submission” button while
performing day calendar L1-Data Prep, the day calendar data is unlocked and will not be pulled
by Eastern Suffolk BOCES until the district re-validates and relocks the data. It is suggested
that users who generate the unlock history report also generate the companion lock history
report.
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Student Contact Reports Reference

When you select the Reports function and then select Student Contact as the data type, the
Student Contact Report Choices screen, shown below, will appear.

A'NYS'LEVEI [ NYSEDgov

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
User : Mary i i( i i)

Current # of users logged on: 14 Change My Password

District: School Year:

NY280000 : Sample District [~ I[ School Year Ending 2014-06-30 [+]

Download Chosen Reportto: @ txt file () .csy file Download
Student Contact Report Choices: Run Verification Rpt

© Dist. Import Errors (Error Rpt #1) @ Dist Upload Log Dates

@ View Verif Errors (Emor Rpt #2)

0 Student Contact errors for district NY280000
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Student Contact Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by
most recent student contact import.

- The report can be sorted by any of the columns by clicking on the column heading.

- Click on the student ID to view a student’s record.

- The error report can be downloaded. Choose either .txt or .csv format and click the
Download button.

Dist(s) Summary: This report shows the number of valid student contact records and the
number of student contact error records that are in Level O for the selected school year. If a
district’s data is locked in preparation for Level 1 submission, this report will show the date the
data was locked and the name of the person who locked the data. If you have access to more
than one district, the data will be displayed for each district for which you have level 0 access.
This report displays data at a district level. This report does not display information at a school
level.

Dist. Upload Log Dates: This report shows: the dates and times when a text file

containing the district’s student contact data was created for submission to Level 1, the name of
the person that created the text file, and the number of records contained in the file. If you see
an Eastern Suffolk BOCES staff name listed, it means that Eastern Suffolk BOCES “pulled”
and loaded your student contact data to Level 1 on the date\time indicated. If you see a district
user name listed, it means that the user clicked the “Create File for Level 1 Submission” button
when performing student contact L1-Data Prep. When a district user clicks the “Create File for
Level 1 Submission” button while performing student contact L1-Data Prep, the student contact
data is unlocked and will not be pulled by Eastern Suffolk BOCES until the district re-validates
and relocks the data.

Import Log: This report is a history of student contact imports for the district. The first column
of the report displays the name of the user who performed the import, the second column
displays the date and time of the import. The third column displays “YES” if the user elected to
delete existing student contact data when importing.

Lock History: The lock history report is a history of the dates and times when the district’s
student contact data was locked, and by whom. It is suggested that users who generate the lock
history report also generate the companion unlock history report.

View Verif. Errors (Error Rpt #2): Report not applicable. No verification error checks exist
for student contact records at this time

Unlock History: The unlock history report is a history of the dates and times when the
district’s student contact data was unlocked, and by whom. The Reason for Unlock column will
display Manual unlock by User or Automatic unlock — upload to Level 1. Manual unlock by
User indicates that the user unlocked the data by selecting L1-Data Prep\Student Contact from
the Level 0 navigation bar and unchecking the checkbox. An Automatic unlock-upload to Level
1 by an Eastern Suffolk BOCES staff member means that ESB “pulled” the student contact data
and loaded to Level 1. An Automatic unlock-upload to Level 1 by a district user indicates that
the user clicked the “Create File for Level 1 Submission” button when performing student
contact L1-Data Prep. When a district user clicks the “Create File for Level 1 Submission”
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Student Contact Reports Reference

button while performing student contact L1-Data Prep, the student contact data is unlocked and
will not be pulled by Eastern Suffolk BOCES until the district re-validates and relocks the data.

It is suggested that users who generate the unlock history report also generate the companion
lock history report.
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Contact Reports Reference

When you select the Reports function and then select Contact as the data type, the Student
Contact Report Choices screen, shown below, will appear.

4'NYS = Level H NYS EDgov

New York State Education Dept. - Level 0, version 9.01

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
User Mary i i () i i)

Current # of users logged on: 17 Change My Password

District: School Year:

NY280000 : Sample District [~][school Year Ending 2014-06-30 [~

Download Chosen Reportto: @ txt file ) .csv file |
Contact Report Choices: Run Verification Rpt

© Dist. Import Erors (Error Rpt #1) ® Dist(s) Summary @ Dist. Upload Log Dates

@ View Verif. Errors (Eror Rpt #2) @ Unlock History
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Contact Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by
most recent contact import.

- The report can be sorted by any of the columns by clicking on the column heading.

- Click on the Primary ID to view a contact’s record.

- The error report can be downloaded. Choose either .txt or .csv format and click the
Download button.

Dist(s) Summary: This report shows the number of valid contact records and the number of
contact error records that are in Level O for the selected school year. If a district’s data is
locked in preparation for Level 1 submission, this report will show the date the data was locked
and the name of the person who locked the data. If you have access to more than one district,
the data will be displayed for each district for which you have level 0 access. This report
displays data at a district level. This report does not display information at a school level.

Dist. Upload Log Dates: This report shows: the dates and times when a text file

containing the district’s contact data was created for submission to Level 1, the name of

the person that created the text file, and the number of records contained in the file. If you see
an Eastern Suffolk BOCES staff name listed, it means that Eastern Suffolk BOCES “pulled”
and loaded your contact data to Level 1 on the date\time indicated. If you see a district user
name listed, it means that the user clicked the “Create File for Level 1 Submission” button
when performing contact L1-Data Prep. When a district user clicks the “Create File for Level 1
Submission” button while performing contact L1-Data Prep, the contact data is unlocked and
will not be pulled by Eastern Suffolk BOCES until the district re-validates and relocks the data.

Import Log: This report is a history of contact imports for the district. The first column of the
report displays the name of the user who performed the import, the second column displays the
date and time of the import. The third column displays “YES” if the user elected to delete
existing contact data when importing.

Lock History: The lock history report is a history of the dates and times when the district’s
contact data was locked, and by whom. It is suggested that users who generate the lock history
report also generate the companion unlock history report.

View Verif. Errors (Error Rpt #2): Report not applicable. No verification error checks exist
for contact records at this time.

Unlock History: The unlock history report is a history of the dates and times when the
district’s contact data was unlocked, and by whom. The Reason for Unlock column will display
Manual unlock by User or Automatic unlock — upload to Level 1. Manual unlock by User
indicates that the user unlocked the data by selecting L1-Data Prep\Contact from the Level 0
navigation bar and unchecking the checkbox. An Automatic unlock-upload to Level 1 by an
Eastern Suffolk BOCES staff member means that ESB “pulled” the contact data and loaded to
Level 1. An Automatic unlock-upload to Level 1 by a district user indicates that the user
clicked the “Create File for Level 1 Submission” button when performing contact L1-Data
Prep. When a district user clicks the “Create File for Level 1 Submission” button while
performing contact L1-Data Prep, the contact data is unlocked and will not be pulled by Eastern
Suffolk BOCES until the district re-validates and relocks the data. It is suggested that users
who generate the unlock history report also generate the companion lock history report.
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Staff Assignment Reports Reference

When you select the Reports function and then select Staff Assignment as the data type, the
Staff Assignment Report Choices screen, shown below, will appear.

A_NYS -Level 8 NYSEquv
Log Off

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin
User Mary Mali i( i i)

Current # of users logged on: 16 Change My Password
District: School Year:

NY280000 : Sample District [~|[school Year Ending 2014-06-30 [=]

Download Chosen Report to: @ txt file () .csv file |
Staff Assignment Report Choices: Run Verification Rpt

© Dist. Import Errors (Exror Rpt #1) @ Dist(s) Summary @ Dist. School Summary @ Dist. Upload Log Dates @ Inport Log

@ Lock History @ View Verif. Errors (Emor Rpt £2) @ Unlock History

0 Staff Assignment errors for district NY280000

© 2013 NYSED
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Staff Assignment Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by
most recent staff assignment import.

- The report can be sorted by any of the columns by clicking on the column heading.

- Click on a Staff ID to view the Staff Assignment manual input screen for that staff member.

- The error report can be downloaded. Choose either .txt or .csv format and click the
Download button.

Dist(s) Summary: This report shows the number of valid staff assignment records and the
number of error day staff assignment that are in Level O for the selected school year. If a
district’s data is locked in preparation for Level 1 submission, this report will show the date the
data was locked and the name of the person who locked the data. If you have access to more
than one district, the data will be displayed for each district for which you have level 0 access.
This report displays data at a district level. This report does not display information at a school
level.

Dist. School Summary: This report lists each of the schools in the selected district’s level 0
location table. For each of these schools, the report shows the number of valid staff assignment
records and the number of error records that currently exist in level 0.

Dist. Upload Log Dates: This report shows the dates and times when a text file

containing the district’s staff assignment data was created for submission to Level 1, the name
of the person that created the text file, and the number of records contained in the file. If you
see an Eastern Suffolk BOCES staff name listed, it means that Eastern Suffolk BOCES “pulled”
and loaded your staff assignment data to Level 1 on the date\time indicated. If you see a district
user name listed, it means that the user clicked the “Create File for Level 1 Submission” button
when performing staff assignment L1-Data Prep. When a district user clicks the “Create File for
Level 1 Submission” button when performing staff assignment L1-Data Prep, the staff
assignment data is unlocked and will not be pulled by Eastern Suffolk until the district re-
validates and relocks the data.

Import Log: This report is a history of staff assignment imports for the district. The first
column of the report displays the name of the user who performed the import, the second
column displays the date and time of the import. The third column displays “YES” if the user
elected to delete existing staff assignment data when importing.

Lock History: The lock history report is a history of the dates and times when the district’s
staff assignment data was locked, and by whom the data was locked. It is suggested that users
who generate the lock history report also generate the companion unlock history report.

View Verif. Errors (Error Rpt #2): Report not applicable. No verification error checks exist
for staff assignment records at this time.
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Unlock History: The unlock history report is a history of the dates and times when the
district’s staff assignment data was unlocked, and by whom. The Reason for Unlock column
will display Manual unlock by User or Automatic unlock — upload to Level 1. Manual unlock
by User indicates that the user unlocked the data by selecting L1-Data Prep\Staff Assignment
from the Level 0 navigation bar and unchecking the checkbox. An Automatic unlock-upload to
Level 1 by an Eastern Suffolk BOCES staff member means that ESB “pulled” the staff
assignment data and loaded to Level 1. An Automatic unlock-upload to Level 1 by a district
user indicates that the user clicked the “Create File for Level 1 Submission” button when
performing staff assignment L1-Data Prep. When a district user clicks the “Create File for
Level 1 Submission” button while performing staff assignment L1-Data Prep, the staff
assignment data is unlocked and will not be pulled by Eastern Suffolk BOCES until the district
re-validates and relocks the data. It is suggested that users who generate the unlock history
report also generate the companion lock history report.
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Dashboard Report

When you select the Reports function and then select Dashboard Rpt., the report below will
be generated. Be patient, because of the large amount of data being compiled it may take a
minute or so for the report to generate.

This dashboard report is a useful snapshot of the state of your data. For each data type, the
following information is displayed: Import errors, verification errors, valid record counts,
whether the data is currently locked, the last import date, the last update date (most recent date
any record in the category was modified by either an import or manual update), and last upload
(the last time either a district user or ESBOCES created a file for Level 1 submission.)

Some of the ways you can use this report:

a) Spot data categories that should have data but don’t.

b) Ensure that your data imports are as current as you wish them to be.

c) Compare Last Update columns and Last Upload columns. If your Last Update column is
more recent than your Last Upload column, and the locked column shows NO, you may
have updated your data and forgotten to lock it.

4 NYS-Level 8 NYSEDqo/

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
User Mary Mali i (; i i)

Current # of users logged on: 10 Change My Password

District: School Year:

NY280000 : Sample District [~ school Year Ending 2014-06 20 [=]

Dashboard Summary for NY280000

[Data Type: ! L IRec.  [Locked:[Last Import: ILast Update: [Last Upload:

Demog: 0 0 3631 [NO 10/2/13 11:221 AM  |10/22/13 12:31 PM |10/22/13 12:32 PM
[Enrollment o o 3674 o 10/4/13 11:04 AM  [10/22/13 12:33 PM [10/22/13 12:34 PM
Programs o o 2574 |- - - -
| Safety Net 0o o 11 o) 10/4/13 11:24 AM  [10/4/13 11:24 AM  [None
| LEP Eligibility 0 0 81 INO 10/4/13 11:24 AM  |10/4/13 11:24 AM  [None
| LEP Programs 0 0 81 o] 10/4/13 11:24 AM  |10/4/13 11:24 AM  [None
| _NCLB 0 0 134 INO 10/4/13 11:24 AM  |10/4/13 11:24 AM [None
|_Type of Disability 0 0 689 (¢} 10/4/13 11:28 AM  |10/4/13 11:27 AM  [None
| 0198:Poverty o o 665 INO 10/4/13 11:24 AM  |10/4/13 11:24 AM  [None
| 0220:-Alt Assess. o 0 35 0] 10/4/13 11:24 AM  [10/4/13 11:24 AM  [None
| 0242-NYSESLAT 0 0 4 INO 10/4/13 11:24 AM  |10/4/13 11:24 AM  [None
|_0264:-Section 504 Plan 0 0 163 [o] 10/4/13 11:24 AM  |10/4/13 11:24 AM  [None
| _Summer School Participation 0 0 38 INO 10/4/13 11:24 AM  |10/4/13 11:24 AM [None
|__5806:Reduced Lunch 0 0 200 (¢} 10/4/13 11:24 AM  |10/4/13 11:24 AM  [None
|__3817-Free Lunch 0 0 1464 NO 10/4/13 11:24 AM  |10/4/13 11224 AM [None
| 8272-Homeless Youth o o 8 o 10/4/13 11:24 AM  [10/4/13 11:24 AM  [None
| Prekindergarten Program o o 1 INO 10/4/13 11:24 AM  |10/4/13 11:24 AM  [None
0o o 157 E E - E
| RCT 0 0 34 [o] 10/4/13 11:37 AM  |10/4/13 11:37 AM  [None
| Regents 0 0 123 o] 10/4/13 11:37 AM  |10/4/13 11:37 AM  [None
Assessment Accommodation 0 NA 131 NO 10/7/13 10:18 AM  [10/7/13 10:17 AM  [None
taff/Stu/Crse 0 o 0 E = - E
| 2013-08-13 0 0 0 NO None None None
[ 2014-01-27 0 0 0 0 [None [None [None
[ 2014-04-01 0 o 0 NO [None None None
[ 2014-04-30 o o 0 () [None [None [None
[ 2014-05-21 o o 0 INO [None None None
[ 2014-06-03 0 o 0 0 [None [None [None
| 2014-06-30 0 0 0 NO None None None
(Class Grade Detail o o o ] [None [None [None
Student Credit GPA o o 2 INO [None 10/17/13 11:17 AM. |10/22/13 01:26 PM.
[Day Calendar 1 o 1 () [None 10/10/13 11:09 AM |10/22/13 01:46 PM
Daily Attendance o o 0 NO [None None None
tudent Contact 0 A 0 0 [None [None [None
ontact 1 NA 0 NO None None None
taff Evaluation o A o -
(Staff Assignment 1 NA 0 NO [None None None
[BEDS Day Snapshot o o 592 0 10/4/13 12:02PM  |10/4/13 12:01 PM  [None
[EOY Snapshot o o 0 NO [None None None
E. Event (more below..) 0 o {5 0 10/4/13 12:07PM  |10/4/13 12:07 PM  [None

# Valid Chains: |Valid Students:# .:  # Error Chains: Error Students:
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Information Report

When you select the Reports function and then select Information Rpt., you will be presented

with the screen below. Click the down arrow button located to the left of the Run Report button
to open up the data type drop_dow

4 NYS-Level 8 NYSED

New York State Education Dept. - Level 0, versic.1 9.01

Elect. Import Manual Input L1-Data Prep Reports LO Express Admin Log Off
User Account: Mary Malinowski (mmalinowski)

Current # of users logged on: 7 Change My Password

District: School Year:

NY280000 : Sample District [~ ]| School Year Ending 2014-06-30 [~]

Download Chosen Report to: @ _txt file /m file
Information Reports

These reports are only for your infogffation. Any findings displayed in these reports only represent possible problems that should be researched. Nothing in these

reports will ever prevent any data Jfom being sent to Level 1. The ‘Download All Records’ button allows you to download all records for the selected data type for the
current disfrict and school year,

Select Data Type (capitalized @S aTeMMgctive info checks exist):
i (| Run Report | < © bxtfile O .covfile )
DEMOGRAPHICS

ENTRYIEXIT
PROGRAM SERVICE
ASSESSMENT
SNAPSHOT

SE Event
Staff/Stu/Crse
GRADE DETAIL
/Accommodation
Daily Attendance
Student Contact
Contact

Staff Assignment
STAFF SNAPSHOT
Student Credit GPA
Day Calendar

There are two types of functions that can be performed from this screen.

1. Selecting a data type and clicking the Run Report button will generate an information
report for the selected data type. The information report is a list of potential errors. The
errors contained in the information report will not prevent the data from being locked,
but rather alert the district to inconsistencies in the data.

2. Selecting a data type, selecting either .txt or .csv, and then clicking the Download All

Records button, will generate a file containing the valid records in Level 0 for the
selected data type.
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Staff Evaluation Reports

When you select the Reports function and then select Staff Evaluation as the data type, the
Staff Evaluation Report Choices screen, shown below, will appear.

AVNYS -Level 8 NYSEDQO\/

New York State Education Dept. - Level 0, version 9.01a

Elect. Import Manual Input L1-Data Prep. Reports LO Express Admin Log Off
User Mary Mali i ( i i)

Current # of users logged on: 12 Change My Password

District: School Year:

NY280000 : Sample District ||| school Year Ending 2014-06-30 [=]

|Downloﬂd Chosen Reportto: @ xt file  .csv file Download |

Staff Evaluation Report Choices: Run Verification Rpt

O Dist. Import Errors (Error Rpt £1) @ Dist(s) Summary @ Dist Upload Log Dates
® Unlock History ® Eval. Type Breakdown @ View Verif. Enors (Emor Rpt #2)

0 Staff Evaluation errors for district NY280000
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Staff Evaluation Reports Reference

Dist. Import Errors (Error Rpt #1): This report shows a list of errors, if any, generated by

most recent staff evaluation import. See sample report below:

ik

Dowmiond ChosmRmpor b ) ot Sle O cov fle _ Downiosd ]
Staff Evaluation Report Choices:

0 Do et Exos (Ervex Bt 1) W Doatly) Smmay ® Doz Uplond Loy Dt W gt Ly

B Uk Hnper W ol Tope Brmphdenn W Ve Viersd Esmory (Erver Fipt #30

1 Staff Evaluation errors for district NY 280000
Hi_v.:id
yE;

Teachp: | Jad | et Lot Mo Emers:

| Sampie SETR0S: Evaluation Criteria Rating points missingrvald or value is outsade

Run Wasification Rpt

& Lock Eitory

(OO00D00 Kenk Lk TaLe
' —— » 5 Loscation vald range for Cntena Code: 59

The report can be sorted by any of the columns by clicking on the column heading.
Click on Teach ID to view a staff member’s staff evaluation records.

The error report can be downloaded. Choose either .txt or .csv format and click the

Download button.

Dist(s) Summary: This report shows the number of valid staff evaluation records and the

number of staff evaluation error records that are in Level O for the selected school year. If you
have access to more than one district, the data will be displayed for each district for which you

have level 0 access. This report displays data at a district level. This report does not display

information at a school level. See sample below.

|mmml¢ () ok e ) o il | Domvnbcad |

Staff Evaluation Report Choices:

@ Dt Sy Ervmny Frres By 41} ¥ & et Loy

® i o

Staff Evaluation Summary for My Available Districts

| |sample Dustrct B o

Aun Vertcation B |

L I Hazary
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Staff Evaluation Reports Reference

Dist. Upload Log Dates: This report shows, by evaluation type: the dates and times when a text
file containing the district’s staff evaluation data was created for submission to Level 1, the
name of the person that created the text file, and the number of records contained in the file. If
you see an Eastern Suffolk BOCES staff name listed, it means that Eastern Suffolk BOCES
“pulled” and loaded staff evaluation data to Level 1 on the date\time indicated. If you see a
district user name listed, it means that the user clicked the “Create File for Level 1 Submission”
button when performing staff evaluation L1-Data Prep. When a district user clicks the “Create
File for Level 1 Submission” button while performing staff evaluation L1-Data Prep, the staff
evaluation data is unlocked and will not be pulled by Eastern Suffolk BOCES until the district
re-validates and relocks the data.

Import Log: This report is a history, by evaluation type, of staff evaluation imports for the
district. The first column of the report displays the name of the user who performed the import,
the second column displays evaluation type, the third column displays the date of the import,
the fourth column displays “YES” if the user elected to delete existing staff evaluation data
when importing.

Lock History: The lock history report is a history of the dates and times when the district’s
staff evaluation data was locked. The report displays the name of the user who locked the data,
the date and time the data was locked, and which evaluation types were locked. It is suggested
that users who generate the lock history report also generate the companion unlock history
report.

Unlock History: The unlock history report is a history of the dates and times when the
district’s staff evaluation data was unlocked, and by whom. The Reason for Unlock column will
display Manual unlock by User or Automatic unlock — upload to Level 1. Manual unlock by
User indicates that the user unlocked the data by selecting L1-Data Prep\Staff Evaluation from
the Level 0 navigation bar and unchecking the checkbox. An Automatic unlock-upload to Level
1 by an Eastern Suffolk BOCES staff member means that ESB “pulled” the Staff Evaluation
data and loaded to Level 1. An Automatic unlock-upload to Level 1 by a district user indicates
that the user clicked the “Create File for Level 1 Submission” button when performing Staff
Evaluation L1-Data Prep. When a district user clicks the “Create File for Level 1 Submission”
button while performing Staff Evaluation L1-Data Prep, the staff evaluation data is unlocked
and will not be pulled by Eastern Suffolk BOCES until the district re-validates and relocks the
data. It is suggested that users who generate the unlock history report also generate the
companion lock history report.
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Staff Evaluation Reports Reference

Eval. Type Breakdown:

Lists, by evaluation type: The number of valid staff evaluation records in Level 0, the number
of error staff evaluation records in Level 0, and if the data is currently locked, the name of the
person who locked the data.

Clicking on a category’s record count will bring you to a list of staff members who have records
in that particular category.

|Downoad Chosen Reportto: & txt file O .csv file Download |

Staff Evaluation Report Choices: Run Verification Rpt

@ Dist_ Import Errors (Error Rpt #1) @ Dist(s) Summary @ Dist_ Upload Log Dates

@ Unlock History © Eval. Type Breakdown @ View Verif. Exrors (Error Rpt #2)

Staff Evaluation Fvaluation Type Summary for District: NY280000

|__Eval Tvpe: | | ____Error Records (Click fo View): | Data Lock Date/Person:
|Loca\ 2 ]
|state 2 0
|composite 2 o
|other z 0

Download Chosen Reportto: (&) txt file O .csv file Download |

Staff Evaluation Report Choices: Run Verification Rpt

® Dist. Import Errors (Error Rpt £1) @ Disi(s) Summary ® Dist. Upload Log Dates ® Tmport Log ® Lock History

® Unlock History @ Eval. Type Breakdown @ View Verif. Errors (Error Rpt #2)

Staff Eval. - Local - staff Valid records.

Teach 1D:
|OOOOOOOO2 Clark Kent Local
|oooooo001 Lois. Lane Local

View Verif. Errors (Error Rpt #2): Report not applicable. No verification error checks exist
for contact records at this time.
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Eastern Suffolk BOCES Board and Administration

President
Lisa Israel

Vice President
Sandra Townsend

Member and Clerk
Fred Langstaff

Members
Pamela Betheil Susan Lipman
Walter Wm. Denzler, Jr. Joseph LoSchiavo
Stephen Dewey, Ph.D. Anne Mackesey
Chris Garvey William K. Miller
Katherine J. Heinlein Jeffrey Smith
William Hsiang John Wyche
District Superintendent Chief Operating Officer
Dean T. Lucera Gary D. Bixhom

Deputy Superintendent
Julie Davis Lutz, Ph.D. — Educational Services

Associate Superintendent
Barbara M. Salatto — Management Services

Assistant Superintendent
R. Terri McSweeney, Ed.D. — Human Resources

Directors/Managers
Marilyn H. Adsitt — Education and Information Support Services
Keith Anderson — Building Services
Leah Amold — Career, Technical and Adult Education
Robert Becker — Special Education
Andrea Grooms, Ph.D. — Communications, Research and Recruitment
Maureen Kaelin — Business Services
Colleen Lipponer — Administrative Services
Grant Melsen — Technology Integration
Jeanne K. Weber — Regional Information Center
Candace White-Ciraco, Ed.D. — Planning and Program Improvement

www.eshoces. org

Eastorn Suffalk BOCES do2s ndl disorimingle aganst any empiayes, studam, appicam for empioyman, o candidsie for enrolimean an e 3sls of gender, race, cobar, ralighon o oresd, age,
walghl, naional arkgn, mariial sizius, disabilily, soual ardentalon, milltary or weleran sigius, domestic widlance wvichm sialus, genclic predispasilion o carmler sialus, or any olher classiication
mroiecied by Federdl, Stake, or local law.  Inquiries regarding e Impiemantation of appicabie Iaws should be direcied 10 efher of e Eastern Suffaic BOCES Chvil Rights Compilance Offoars:
Me Assistaml Superimendenl fr Human Resources, 201 Sumrise Highway, Pakchogue, NY 11772, 631-857-3029, ComplanceCmicars@esbocesarg; or Me Depuly Superimendem for
Bducatonal Sanvices, 201 Sunrise Highway, Paichogue, WY 11772, 631-587-3056, Complanca0moarsfieshoces.ong.
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