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1 — Introduction

The purpose of the TLE Roster Verification Import application located on the Wave Web site is
to assist schools in reporting the teacher/student/course link data that will be used in the Battelle
for Kids Roster Verification process by the teachers. The Wave TLE Roster Verification Import
application allows “data people” at the district the ability to add, edit, and delete pre-populated
information from their system and provides a means for importing the entire
teacher/student/course file for a whole school.

1.1 - Purpose

The purpose of this manual is to provide a step-by-step resource for accessing and submitting the
TLE Roster Verification Import to The Oklahoma State Department of Education for loading
into the Battelle for Kids system.

1.2 - How to use this document

This document is intended to be a step-by-step guide for reviewing and submitting the TLE
Roster Verification Import. To access successfully, follow the steps outlined in this document.
For assistance with a specific section, identify the exact area in the Table of Contents and
navigate to that section with a click of the mouse to follow the instructional steps. If you have
any questions regarding this report, please contact the State Department of Education at
405.521.3301 for assistance.
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2 — Access to the TLE Roster Verification Import

Access to the TLE Roster Verification Import is provided to a user by the District Superintendent or
District Single Sign On Logon Administrator through the Single Sign On System. Individuals who
already have the “District Superintendent,” “Site Principal,” or “District Administrator” role assigned
to them in the Wave will automatically be granted access to the TLE Roster Verification Import. All
others will need to have the “Roster Verification Report Access” role assigned to them.

The Superintendent or Logon Administrator will need to grant access to each person whom they
would like to review or submit the report. This will include the site level person who will complete
each site level report and any other individuals.

2.1 Go to the Wave Portal

To begin, go to the Single Sign On Web site (https://sdeweb01.sde.ok.gov/SSO2/Signin.aspx), log in,
and choose “the Wave’s Portal” option from the list of Systems. The list of systems will vary person-
to-person depending on access privileges to applications.

OKLAHOMA

State Department of Education

¥ Home ! Applications i i . i . i
o Your SSOZ2 session has expired. You must sign in again to continue using the system.
About This Site

6 Helpful Links
Welcome to the new Single Sign On system. If you have an existing username and password for the previous

4 Signin Single Sign On system you may use that here. If you do not have an account you may create one now using
the link below.

A If you are having trouble signing in please click the link below to recover your username or password. If
you need assistance please contact the OSF Help Desk at (405) 521-2444 or at (866) 521-2444.

Username: leea mote

Password:

Sign In

&. Are you a new user? Click here to create an account.

™% Usemname problems? Click here to recover your usemame

r
4 ‘ Password problems? Click here to recover your password.

Figure 1 - Single Sign On Log-in Screen

OKLAHOMA Single Sign 0n @

State Department Of Educaﬁon Welcome Training Example - Sign Out

Select

7% HomeApplicatons  Home [ Applications anywhere in

2 vour Account Applications this box fese are your current applications
@ About This Site The Wave's portal. {29I099) Example District
&= Links And Docs * TLE Roster Verification Import

) Sign Out

Figure 2 - Singe Sign On Application List
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2.2 Go to the TLE Roster Verification Import

Once into the Wave go to the Reporting tab and select State Reporting Certification. This is the
application where reporting certification will take place. Once into the State Reporting Certification
Application you can scroll to the bottom of the screen and it will list all of the current reports. Select
the TLE Roster Verification Import in the Report Link column. Below is a list of the different
columns in this table.

Column Descriptions:

Report Link - The link that will take you into the actual report

Status - The "District" status. This will only change to the next level when all school
sites associated with that report for your district reach the next level. There are four levels
"Not Started,” "In Process,"” "Confirmed," and "Certified."

Report Opens - The first day you can access the report.

Due Date - The day the report is due to be certified.

Contingent Report(s) - This indicates the report requires another report to be completed
first. You will not be permitted to begin a report that is contingent upon another until the
other report shows a status of "Certified." If "None" is listed, the report is NOT
contingent and can be started on or after the "Report Opens" date.

Report Note - This is a summary about the report. Clicking on this will provide you with
information related to this report (e.g. purpose, applicable state or federal laws, new
additions or functions in the report).

Program Area / Phone # - The State Department of Education program area responsible
for the collection of this report and the phone number you should call with questions
related to this report.

the

Virowve

Dk'?hﬂma Statewide Student |nformation System

You are here: Home Direct Certification
DTool Reports
Early Warning Indicators

Manapge

Home Distnct Reporting

Districts: |Select a District! Surfing Reports

FQSR/ASR

Initial Enrollment Prior Participation
MyDATA

Oct 1 RAD Audit

Student Transter System

Figure 3 - The Wave Reporting Tab, State Reporting Certification
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State Reporting Certification =2
Welcome to the State Reporting Certification Application. To begin, select a report from the list below:

Historical Reports

County/District Code:

291099 - HARMON / Example District

Select Report
I Contingent Report(s) Report Note Program seaf
g ot 10/2/13 0:00 “’2’;55';3 Hone New Report / Read Me. TE! " = o
: — {405) 521-3301

Figure 4 - State Reporting Dashboard

2.3 Select Site and Reporting Status

To begin the report click on a school in the school list under the column heading “Site Name”. For
each site there is a site status to indicate what part in the process the school is in. This report is
desgined to be a “clean-up” tool to prepare the data for submission to the Battelle For Kids
application. As a result, this report does NOT need to be marked as Certified. There will NOT be a
Certify button available in the application. For the purpose of “locking” the report, the “Confirm”
button is still available and can be clicked by either the Principal or District Superintendent.

Confirmed

No user has At least one The
logged in to person had Principal has

look at the logged in to confirmed
report. look at the the report.
report.

Figure 5 - Reporting Status'
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Comprehensive Exit Report =}

‘ State Reporting Home Page |

Select Site  Select a school site to review by clicking on the site name.
The Certify button will be enabled for the District

Superintendent when all Site Statuses are indicated as
Confirmed.

Select to view

Site level report

Site Name Site Status

Not Started

Figure 6 - Site Selector Screen

2.4 General Navigation
Once in the TLE Roster Verification Import, there are standard buttons and links on every screen. The
Navigation buttons at the top allow you to go between different sections of the application.

e Site Selector — this returns you to the Site Status screen to select a different site or
Confirm/Certify.

e Prepopulated Data — This information is data prepopulated directly from your local student
information system. It will list all of the students who attended your school at any time during
this current school year as well as the courses the student was enrolled in and the teachers who
taught those courses. The courses and teachers listed will only be those that would be required
for participation in roster verification this year. It is expected that this list will NOT be
complete and “On Screen Data Entry” will be necessary to complete all of the course/teacher
combinations that could exist in a single school.

e On Screen Data Entry — This page will list every student who attended your school at any
time during the school year as well as the courses the student was enrolled in and the teachers
who taught those courses. The courses and teachers listed will only be those that would be
required for participation in roster verification this year. It will allow you to Add, Edit, or
Delete course information as well as import your own file of courses/teachers for students.

e Final Report — The Final Report page will simply be a copy of the Prepopulated or On
Screen Data Entry page, but will be a “flattened” version showing the student multiple times
in the list.

e Find Missing Students — This page will assist you in discovering any basic data issues we
have received from your local system regarding a student keeping that student from being
reported. You would correct these issues locally in your system and the student will appear on
the report the following morning.

e Reporting Tools — Contains reports that will assist you in completing the TLE Roster
Verification Import.

TLE Roster Verification Import

State Reporting Home Page |

Site Selector On Screen Data Entry Final Report Find Missing Students Reporting Tools

Figure 7 - Navigation
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3 — Prepopulated Data

The Prepopulated Data Screen contains data that came directly from your local student information
system. By clicking the plus sign (+) to the left of a student’s record, you can expand the information
to see the courses/teachers associated with that student.

The data populates onto this page nightly from your local student information system. The
course/teacher information that appears is directly related to how the course/section information is set
up in your local system. If the data is not complete, you can update your local schedules or choose to
enter the data right on the screen by clicking the “On Screen Data Entry” button. Once “On Screen
Data Entry” is selected, the “Prepopulated Data” button will disappear and the report will no longer
update nightly.

TLE Roster Verification Import =]
| State Reporting Home Page | /

Prepopulated Data | [On Screen DataEntry] [ Final Report | [Find Missing Students] [ Reporting Tools

Prepopulated Data

Select Site: |Example School (705) ™
Site Status: In Process

Students

Brefresh B B

School ID Last Name First Name Middle Name Local ID

Ll =] \ 53] [

| 291099705 Brown 123456 1001123456

Courses
Blrefresh B B

School 1D Teaching Certificate Number Teacher Last Name Teacher First Name Course Title Course Code Section Number

| ) L Im =] 2 &2

291099705 333222 Jones Jacob ALGEBRA IT 4412 123-Algebrall
291099705 111999 Walker Betty ENGLISH IIT 4051 178-04
- 291099705 Smith Jane Marie 654321 1001654321 10

Figure 8 — Prepopulated Data Screen
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4 — On Screen Data Entry

The On Screen Data Entry page contains features that allow you to Add, Edit, or Delete course/teacher
information for a student individually or to Import the entire Student/Course/Teacher file directly into
the Wave system from an Excel Spreadsheet.

4.1 Adding, Editing or Deleting Records
In the On Screen Data Entry page individual records can be edited by expanding the student record on
the left side and then clicking “Add New Course,” “Edit,” or “Delete” as seen in the screenshot below.

TLE Roster Verification Import =}

‘ State Reporting Home Page ‘

Site Selector Jn Screen Data Ent Final Report ‘ |Find Missing SludenlsJ I Reporting Tools

On Screen Data Entry

Select Site: [Example School (705) &
Site Status: In Process

Export to Excel ‘ | Import Excel File ‘ | Restore Original File

Local ID
[ ox]

;ﬂ 291099706 123456

icher Last Name Teacher First Name

(53] \ 3] 3]
Roberts David ENGLISH III 4051 178-04 Delete
Woods Francis ALGEBRA II 4412 123-Algebralll Delete
Smith Jane Marie 654321 1001654321 10

Figure 9 — On Screen Data Entry Screen

When adding or editing a file, there are five required columns:

1. Teaching Certificate Number — This is the six digit number of the certified teacher who taught
the subject matter to the student.

2. Teacher Last Name — The last name of the teacher (Note: Either the last name or the first
name of the teacher in combination with the six digit teaching certificate number must match
the record on file for that teacher in the Oklahoma Educator’s Credentialing System (OECS).

3. Teacher First Name — The first name of the teacher (Note: Either the last name or the first
name of the teacher in combination with the six digit teaching certificate number must match
the record on file for that teacher in the Oklahoma Educator’s Credentialing System (OECS).

4. Course Code — This is the four digit State Course Code also known as the Subject Code or
OCAS Code. The Self-Contained Course Codes cannot be used as they do not describe the
subject matter taught.
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5. Section Number — How you would locally describe the section. It should be a familiar term to
your administrators and teachers (e.g. Smith Algebra I).

Add New Course

Teaching Certificate Number Teacher Last Name Teacher First Name Course Title Course Code Section Number
— C ™ [ ™ [ ™ [ ™ [ w
Teaching Certificate Number:
Teacher Last Name:
Teacher First Name:
Course Code:

Section Number:

Add New Course ” Cancel I

Figure 10 — Add/Edit Screen

4.2 Importing a Data File

If it would be too time consuming to individually add, edit, or delete student records, it may be more
beneficial to use the “Import Excel File” option. This option allows you to create an excel file on your
local computer using the specified template. This file would then be imported into the Wave system
overwriting all of the course/teacher information for a student. If this option is used, be sure to import
a complete file. It does not supplement the data already in place; it overwrites all course/teacher
information.

Below are the steps to complete to import a file:

1 - Click on the “Import Excel File” link. 1t will open the screen below:

TLE Roster Verification Import

‘ State Reporting Home Page |
Data Entry Import File /

[ Browse.. Upload File Check Dat View Good Data fiew Bad Da Submit Good Data Return

o

Figure 11 — Import Excel File Screen

2 — Click “Browse” and find the file on your local computer and select it.

3 — Click “Upload File.” If the file is accepted, you will see a message: “Your file has been
uploaded!”
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TLE Roster Verification Import =]
| State Reporting Home Page ‘
Data Entry Import File / /
| Browse... | ‘ Upload File ‘ I Check Data ‘ Return
Your file has been uploaded! 4—

Figure 12 — Import Excel File Uploaded File Screen

4 — Click the “Check Data” button and the system will begin to validate the data you submitted.

5 — After validating the data, the system will enable either the “View Good Data” button, the “View
Bad Data” button, or both buttons. If the “View Good Data” button is the only button enabled, then
all of the data passed the validation and you can click the “Submit Good Data” button to enter it into
the system. If the “View Bad Data” button is enabled, click that button to view the rows of data that
had issues. A description of the issue or issues for that row will be provided. Correct the data in the
Excel Spreadsheet on your local computer and start over at step 1 to resubmit the file.

TLE Roster Verification Import =]
| State Reporting Home Page |
Data Entry Import File / / /
[ Browse... | ‘ Upload File View Good Data ‘ ‘ Submit Good Data ‘ | Return
All your data is good to submit!

Figure 13 — Import Excel Check Data Screen

4.3 Restore Original File - Caution

When you first open the TLE Roster Verification Import, you will be directed to the “Prepopulated
Data” screen. This data comes directly from your local student information system and is updated
nightly. If you decide to click the “On Screen Data Entry” button and begin entering data manually
on screen or by importing a file, the “Prepopulated Data” button will disappear and the Wave will no
longer be communicating directly with your Student Information System. All changes are now
entered manually. If you accidentally clicked the “On Screen Data Entry” button and want to return to
the “Prepopulated Data” process and screen, you can click the “Restore Original File” button.
CAUTION: Clicking the “Restore Original File” button will delete any data manually entered on
screen or through the import file process. Only click the “Restore Original File” button if you are sure
you want to return to prepopulated data.
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TLE Roster Verification Import

‘ State Reporting Home Page ‘

Site Selector [On Ser

=]
;frjotar Elril{y | Final Report ] [Find Missing Sludems] [ Reporting Tools
On Screen Data Entry
Selock S |Example School (705) i Export to Excel ] [ Import Excel File ] [ Restore Original File
Site Status: In Process
Students
Refresh B B
School ID Last Name First Name Middle Name Local ID 5 Grade
— 52 \ :
+ 291099705 ‘Brown ~ John Doe 123456 1001123456 09
291099705 Smith Jane Marie 654321 1001654321 10
Figure 14 — Restore Original File Button
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5 — Final Report

This “Final Report” page contains a “flattened” version of the data. The “Prepopulated Data” and
“On Screen Data Entry” pages will list the student one time with the ability to expand the student file
to see their course/teacher information. The “Final Report” page will list the student multiple times;
one time for each course/teacher combination that exists for that student. If you have NOT clicked the
“On Screen Data Entry” button, the “Final Report” will contain the data from the “Prepopulated Data”
screen. If you have clicked the “On Screen Data Entry” button, then the “Final Report” will contain
the data from the “On Screen Data Entry” screen.

v 2
TLE Roster Verification Import /
TAE REFUFING NOS FODE
Site ot Om Screen Data Entry o

Final Report

Select Slte” | Example Schood [T0E)
Site Status: In Frocess

201099705 Brown John Doe 123456 1001123456 M (] ALGERRA IT 4413 339222 Jones Jacob 123-Algebra il
29099705 Brown John Doe 123456 1001123466 M 08 iz 051 111999 Walker Betty 17804
291099705 Brown John Doe 123456 1001123456 M 03 555444 Woods Francls 941.USHistory
20099705  Brown John Doe 123456 1001123456 M og 5410 888777 Roberts David 124.USHistory
290090705 Smith Jane Marie 654321 1001664321  F 10 668699 Davis Geraldine  B51-Algebral

Figure 15 — Final Report Screen

5.1 Filter Grid
The data grid can be filtered based on filter criteria you enter. At the top of each column under the
column header there is a space for you to enter filter criteria, once you enter your filter criteria select

the icon that looks like a cone( 53 ). This will bring up a list of filter options (contains, equal to, etc.).
Select an option and the report will filter based on your selection. You can filter on multiple columns
at one time (e.g. Grade and Gender). When you want to remove the filter criteria select the filter
button again, and select “NoFilter.” This will remove the filter and return the list to all records. (If you
filtered in multiple columns, you will need to do this for each column to remove ALL filters.)
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MoFilter
Contains
DoesMotContain
StartsWith
EndsWith

EqualTo
MNotEqualTo
GreaterThan
LessThan

GreaterThanOrEqualTo

LessThanOrEqualTo Free/Reduced Economic Immigrant IO
Between Disadvantage
| e | o | bw) | v

NotBetween :|

IsEmpty
NotlsEmpty Free Yes No No

IsMull
MotlsMull

Figure 16 - Enter Filter Criteria and select Filter Button

5.2 Change the Report View
In the grid view you can change the order of the columns by dragging the column and placing it where
you would like for it to appear. Hover over the column that you would like to move until it looks like

{I\
crosshairs; ~1”, select the column and left click and hold the mouse button down, drag to where you
want the column to move and release the button. This will release the column and move it to that
location.

You can also sort the report by selecting the column title. This will sort the report alphabetically
based on the column header you selected.

First Nam= Middl= Name=

Brown Duane J 7/9/18993 | Ho

Fonda Jane Sue 4/4/1995 HNo

Figure 17 - Dragging to Reorder Columns
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Last Name=

@ Click here to sort

| b | L i3

Brown Cuane 123456 J

Fonda Jane 123 Sue

Figure 18 - Column Sorting

5.3 Export the Final Report
To the far riiht of the grid there are two small icons that will allow you to export to XLS (Excel) or

Csv . After you select the icon look for a pop-up at the bottom of the screen (This may
vary depending on what version of Windows or other operating system you are using or what Internet
browser you are utilizing).

E R=Tra=h r' E|: '

Ty Dt B mpusrfomed Dy Tl D Tirrsp Dot Mirsnth vt Ememnd
Pt 2011-3013
Enfry Dat=

s )5

81842012

Select te export to
CSV or XLS (Excel)

- mmaa
1001666950 AL Ho s ! Applicable 8/12,201L

10M ARFSAG 12345hA Ho

Figure 19 - Export Report

5.4 Confirm the Report

There are two ways to confirm the report, through the Final Report screen or on the Site Selector
Screen. On the Final Report page a person with the “Site Principal” role or the District
Superintendent will see the “Confirm” button activated. If you do not see this button activated
and your report is in the “In Process” status, you do not have the proper authority to “Confirm”
the report.

The other method to confirm the report is on the Site Selector Screen. To the right of the site’s
name the “Confirm” button will be available to those with the appropriate access.
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State Reporting Certification

Only the Principal
or Superintendent
can see this button
activated.

| State Reporting Home Page |

[ Site Selector ] IOn Screen Data Entry Final Report Reporti

Final Report

Select Site: [TempName (999) ~| [Confimm ] ||
Site Status: In Process

Figure 20 - Confirm Button on the Final Report page

State Reporting Certification

Select Site  Select a school site to review by clicking on the site name.

e Page

Only the Principal
or Superintendent
can see this button
activated.

The Certify button will be enabled for the District
Superintendent when all Site Statuses are indicated as
Confirmed.

y 4

Site Name Site Status E

—— 1 rcess ()

Figure 21 - Confirm Button on Site Selector page
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6 — Find Missing Students

This section provides instructions for using the Find Missing Students Page

6.1 Find Missing Students Page

For students to be included in the TLE Roster Verification Import, certain data elements must be clean
for that student record. The “Find Missing Students™ link will identify those students who have not
been included and will highlight the reasons why. Correct any issue identified and the student will
appear on the screen the following morning.

TLE Roster Verification Import =]

‘ State Reporting Home Page ‘

On Screen Data Entry Final Report I {Find Missing Sludems] { Reporting Tools

On Screen Data Entry

Select Site: [Example School (705) x

¢ Export to Excel ] I Import Excel File J I Restore Original File
Site Status: In Process

Students

BElrefresh B B

School ID Last Name First Name Middle Name Local ID Gi
| loave x| I [E3] \ [l I 53] \ 3 [
+ 291099705 Brown John Doe 123456 1001123456 09
+ 201099705 Smith Jane Marie 654321 1001654321 10

Figure 22 — Find Missing Students Navigation Button
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7 — Reporting Tools

This section provides instructions for the Reporting Tools section of the report.

The Reporting Tools Section is designed to provide reports that allow you to look at the data in
different ways.

7.1 Navigating the Report

On the Reporting Tools page choose a report from the drop-down list. Then if applicable select the
checkbox next to District Report, and select the “View Report” button. The District Report checkbox
is optional and should only be used by district users to show all sites under a particular district. All
reports open up in a new window.

TLE Roster Verification Import

| State Reporting Home Page |

| Site Selector I | On Screen Data Entry | | Final Report I lFind Missing Students

Reporting Tools

Select Site: | Example School (T15) ~| [CDistrict Report
Site Status: In Process
View Report
Selsct a |Student.-'Course-‘Section_e'Teacher Assignment - | E
Report:

Figure 23 - Reporting Tools Screen Navigation

After clicking “View Report” a new screen will appear with the Report Information. Select a format
from the drop down box at the top of the screen (e.g. Excel, Word, or PDF) and click “Export.” You
will then be prompted to either “Open” or “Save” the document. Choose “Open” and the document
format you selected will appear. For this report, Excel is probably the best option to choose for
viewing the data.

[E] { of1 b P 100% [=] Find | Next CSe\ect a format (=] E>:pc) %]

Figure 24 - Reporting Tools Screen Navigation Formatting
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8 — Superintendent Responsibilities

The Wave TLE Roster Verification Import application is only a tool used for the purpose of cleaning
the data to prepare it for submission to the Battelle for Kids application. As a result, there is no need
for this report to be certified by the District Superintendent. A certify button will NOT be available in
the application.
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