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Level 0 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 0 can be accessed in the following ways: 

- Type level0.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 



6 

  

Level 0 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 0 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.   
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Login Screen 
 

 
 
 

 
 

 
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.   

- A successful log in will take you to the Main Menu.  

- An unsuccessful 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 (CIO).  Only your CIO can request a User ID and Password from Student Data 
Services.   

1 
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Main Menu    
 
 
 
** The Main Menu is the starting point for every function in Level 0.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

Click on the logo in the top left corner of any page to return to the 
Main Menu. 
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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. 

• L0 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. 
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Basic Navigation  
 
 

 
 
 
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.  
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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. 
 

 
 
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. 
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Demographics  
 
 

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

 
 
 

 
 
 
 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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 Demographic Electronic Data Import and Validation 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. 
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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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Enrollment  
 
 

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

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

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

 
6. 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. 
 

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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Assessment Fact 
 
 

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

 
 
 
  

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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Assessment Fact Electronic Import and Validation 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.  
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Call Eastern Suffolk BOCES Level 0 support if assistance is needed in resolving 
errors. 

 
6. 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. 
 

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 Snapshot 
 
 

 
 
 
 
 
 
 
  

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 Snapshot Electronic Data Import and Validation Reference 
 

 
1. Select import file type: The import file must be in the SE Snapshot layout and 

Comma Delimited Text format.   
 

2. 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. 

 
3. 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 EOY data.) 

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

6. 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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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.   
 
 

Special Ed Events 
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SE Events Electronic Data Import and Validation 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.   
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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 
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. 

 
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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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.   
 

Grade Detail ( a.k.a. Student Class Grade Detail) 
 
 

 
  

1 

2 

3 

5 

6 

4 



39 

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. 
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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.   
 

Credit GPA   
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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. 
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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.   
 

Staff/Student/Course  
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Staff/Student/Course Import and Validation Reference 
 
 

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

 
2. 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. 
 

 
3. 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) .  

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

 
6. 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. 

 
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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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.   
 

Accommodation 
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Accommodation Data Import and Validation 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. 
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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.   
 

Daily Attendance 
 
 

  

1 

2 

3 

5 

6 

4 



49 

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. 



50 

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.   
 

Day Calendar  
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Day Calendar Import and Validation 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. 
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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.   
 

 
Student Contact 
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Student Contact Import and Validation 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. 
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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.   
 

Contact 
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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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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.   
 

Staff Assignment 
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Staff Assignment  Import and Validation 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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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.   
 

Staff Evaluation 
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Staff Evaluation Import and Validation Reference 
 

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

 
2. 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. 

 
3. 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). 

 
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.   

 
6. 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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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. 
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Demographics Data Preparation for Level 1   
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Demographics Data Preparation for Level 1 Reference 
 
 
 

1. Verification Checks:  Click the Validate 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          
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Enrollment Data Preparation for Level 1 Reference 
 
 
 

1. Verification Checks:  Click the Validate 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  
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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 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 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          
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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 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 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:  
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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:  
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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:  
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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:  
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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  
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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 
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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 
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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 
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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.) 
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Student Contact Preparation for Level 1 Reference 
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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 
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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 
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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 
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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. 
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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.  
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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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
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 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. See sample below. 
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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. 
 
 

 
 
 
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 ID 
will bring you to the student’s demographic screen. See sample report below. 
 



103 

 
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. 
 

  
 
 
 
 
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.  

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
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.  
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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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
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  



106 

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 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. 
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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 
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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. 

 
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 enrollment records and the number of 
error enrollment 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. See 
sample below. 

 
 
 
 
 
 
 
 

 
 
 
 

  

1 

2 

3 
 



110 

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. 
 
 

 
 
 
 
 
 
 

 
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. 
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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. 
 

  
 
 
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. 
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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 enrollment 
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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 enrollment 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  
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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. 
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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. 
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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.  
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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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
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 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. See sample below. 
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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. 
 

 
 
 
 
 
 
 
 
 
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 each of the records belong.  Clicking on a 
student ID will bring you to the student’s program fact manual entry screen.  
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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. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
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. 
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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 

 
Lock History 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
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  



121 

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. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
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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.  
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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 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. See 
sample below. 
 
 
 
 
 
 
 
 

 
 
 
 

1 

2 
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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. 
 

 
 
 
 
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. 
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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. 
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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 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
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  
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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 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. 
 

 
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 ID will 
bring you to the student’s assessment screen. 
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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.  
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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. 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

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. 
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
 

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

 
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 
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SE Snapshot Reports Reference 
 
 
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 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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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.  
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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. 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

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 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. See 
sample below. 
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SE Events 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 SE Event 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 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. 
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SE Events Reports Reference 
 
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  
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SE Events Reports Reference 
 
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 
 

 
 
 
 
 

 
 
 
 
 
 
 
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  
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SE Events Reports Reference 
 
 
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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
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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.  
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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. 
 
 
 
 
 
 
 
 
 
 
 
 

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 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. See sample below. 
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
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 ID will bring you to the student’s demographic screen. See sample report 
below. 
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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. 
 

  
 
 
 
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. 
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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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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  
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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.  
 

 
 
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. 
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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.  
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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.  
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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 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. 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 
staff/student/course records and the number of error records that currently exist in level 0. See 
sample below. 
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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. 
 

  
 
 
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 
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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 

 
 
 
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 
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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 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: This report is a list of district staff who have a Staff Snapshot 
record in Level 0 express.  
 

 
 
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. 
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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.  
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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 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. See sample below. 
 

 
 
 
 
 
 



158 

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. 
 

  
 
 
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.  
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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 
 

 
 
 
 
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 accommodation 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  
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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. 
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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.  
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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 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. 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.  
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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.  
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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 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 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.  
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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 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 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.  
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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 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 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. 
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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_down.   
 

 
 
 
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. 
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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:  
 

 
 
 

1. The report can be sorted by any of the columns by clicking on the column heading. 
 

2. Click on Teach ID to view a staff member’s staff evaluation records. 
 

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 staff evaluation records and the 
number of staff evaluation error records that are in Level 0 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. 
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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. 
 

 
 
 

 
 
 
 
 
View Verif. Errors (Error Rpt #2): Report not applicable. No verification error checks exist 
for contact records at this time.  
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