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1 — Introduction

The Assessment Post-Code: Correction Window is an application on the Wave Web site that
allows users to review and correct the demographic, testing, and indicator information for
students prior to the final release of the data for State and Federal Reporting and for the
Accountability portion of the A-F Report Card. Schools are provided a 30 day window to review
the Assessment Data and make any necessary corrections in the Wave application. Two
applications have been created: Grades 3 — 8 Assessments and End of Instruction Assessments.
There are only minor differences between the data collected for Grades 3 — 8 and End of
Instruction, but the method in which it will be reviewed and edited in the application is identical.
Because of this, only one manual has been created to describe the functionality that exists in each
of the applications.

1.1 - Purpose

The purpose of this manual is to provide a step-by-step resource for accessing and submitting the
Assessment Post-Code: Correction Window to The Oklahoma State Department of Education
for review and approval.

1.2 - How to use this document

This document is intended to be a step-by-step guide for reviewing and submitting the
Assessment Post-Code: Correction Window. 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. For IT related issues please contact the Statewide IT Service
Desk 405.521.2444.
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2 — Access to the Assessment Post-Code: Correction Window

Access to the Assessment Post-Code: Correction Window 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
Assessment Post-Code: Correction Window. All others will need to have the “Assessment Post-
Code Correction Window Access” role assigned to them.

The Superintendent or Logon Administrator will need to grant each person the access they would
need 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 what other applications they have access to.

OKLAHOMA
State Department of Education

& Home / Applications . . . . . . .
6 Your SSO2 session has expired. You must sign in again to continue using the system.
About This Site

@ Helpful Links
Welcome to the new Single Sign On system. If you have an existing username and password for the previous
47 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) 5212444,

Username: leea.mote

Password:

Sign In

& Are you a new user? Click here to create an account
"% Usemame problems? Click here to recover your usemame.

[ ] :
. " Password problems? Click here to recover your password.

Figure 1 - Single Sign On Log-in Screen

OKLAHOMA
State Department of Education

2, Your Account Home / Applications

\:@ Home / Applications Appllcatlons

©0| The Wave's portal.

Single Sign On o

Welcome Training Example - Sign Out

Select
anywhere in
this box

These are your current applications

0 About This Site {29I099) Example District

@ Links And Docs + Assessment Post-Code Correction Window Access

2} Sign Out

Figure 2 - Singe Sign On Application List
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2.2 Go to the Assessment Post-Code: Correction Window

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
either the Assessment Post-Code: Correction Window for Grades 3 — 8 or the Assessment Post-Code:
Correction Window for End-of-Instruction 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 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.
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— e e —————
District Reporting Wave Help Desk

You are here: Home Direct Certification 4
DTool Reports 4
Early Warning Indicators 4
. FOSR/ASR 4
Select the Reporting tab S

Initial Enrollment Prior Participationd

and select State MyDATA rict mi
Reporting Certification Precode
- F State Reporting Certification
Districts: SNt Student Transfer System

Surfing Reports

Vendaors: Select a Vendor! g

Figure 3 - The Wave Reporting Tab, State Reporting Certification

State Reporting Certification =]

Welcome to the State Reporting Certification Application. To begin, select a report from the list below:

County/District Code:

291099 - HARMON / Example District -

Report Link Status Contingent Report{s) Report Note Pm%rmea !
ical Adiusted Graduation Cohort Nane Mew Report / Read Me Accountability and

Assessments (405) 521-3301

AF Advanced Coursework Nane New Report / Read Me Accountabilty and
} 23:59 Assessments(405) 521-3301
612813 Nane New Report / Read Me Accountabilty and
23:59 Assessments(405) 521-3301
" Assessment Post-Code: Correction Y 29113 0:00 6128013 Nane New Report / Read Me Accountabilty and
Window for End-of-Instruction i 2359 Assessments(405) 521-3301
SMART Report (Supplemental ot D 628013 Nane New Report / Read Me Accountabilty and
I ip Annual ing Totals) Staried 2359 Assessments(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. All schools must
reach a “Certified” status. Below is a graphical representation of the status’ that the report goes
through. On this screen the following functions are avalable:
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Functions:

= Confirm - Only the Superintendent and Site Principal will be able to click the "Confirm"
button. This will lock the data so that it can no longer be edited. It will still be viewable.

= Release - Only the Superintendent can click the "Release” button. This will undo the
"Confirm™ and allow the data to be edited again. Do not call the state to have a report
"Released” from Confirmation. Only the Superintendent can perform this task.

= Certify - Only the Superintendent can click the "Certify" button and only after all of the
schools are listed with a status of "Confirmed." This will lock the "Release" button so
that the report can no longer be edited by the district. Only the state can unlock the
Certified Report. Call the phone number on the State Reporting Certification Dashboard
associated with this report to have the report unlocked.

In Process Confirmed Certified

Started

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'

Assessment Post-Code: Correction Window for End-of-Instruction =

Select Site  Select a school site to review by clicking.#

' Tﬁg Certify button will be enabled for the District
Select to view
Site level report

pte Reporting Home Page

Principal or
Superintendent
selects "Confirm"

when report is
complete.

Superintendent when all Site Statuses are indicated as
Confirmed.
T

Site Name Site Status

Cemmare G )

@ confirm )

Not Started

C-D
=

Figure 6 - Site Status Screen
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2.4 General Navigation

Once in the Assessment Post-Code: Correction Window, 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 On Screen Data Entry — This section is where the report data can be reviewed and
corrections can be made to individual students or through a bulk upload process.

e Final Report — This section contains the actual data that will be submitted to the state in a
view only format.

e Reporting Tools — This section contains reports that will assist you in completing the
Assessment Post-Code.

State Reporting Certification

| State Reporting Home Page
" MNavigation
— -
([ Site Selector ] t Final Report ] [ Reporting Tools ] ; X

On Screen Data Entry

Figure 7 - Navigation
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3 — On Screen Data Entry

This section provides instructions for using the On Screen Data Entry Page

State Reporting Certification

‘ State Reporting Home Page |

[ Site Selector ] CEI” Screen Data E;a[ry)[ Final Report ] [ Reporting Tools

On Screen Data Entry

Figure 8 — On Screen Data Entry Button

3.1 Editing an Individual Record
To correct a single record that needs edited, click the “Edit” button to the left of the record.

. District I District Name School Name

[ L = ) | [Rd

STILWELL iEéi?ELL
OMAAD 011025 PUBLIC
SCHOOLS HIGH
SCHOOL
STILWELL iﬁ;g?gLL
oCCT 01T025 PUBLIC
SCHOOLS HIGH
SCHOOL

Figure 9 — Edit Record Button

A screen will appear below the student’s record permitting you to edit certain fields as allowed by the
testing company and the Accountability and Assessment office. Make the necessary changes and
click the “Update” link located at the bottom. To cancel out of the edit screen without making any
changes, select the “Cancel” link.
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[ b= |

(S [E

o) [ v

Federal Ethnicity/Race:
Grade:

Local It

STM:

Mo Score Code:

Second Tirme Testing:
Wave Second Opportunity:
MFAY:

Alt Ed:

ELL Proficient:

ELL:

ELL Translator:

ELL Transcribe:

ELL Clarification:

ELL Grouping Sessicns:
ELL W/ W Dictionary:

Update Cancel )}

.

Apply these changes to all records with the same Local ID and STM for the entire district.:

Last Name: SMITH

First Narme: JANE

Middle Initial: DOE

Birth Date: | 01/01/1997 | =
Genden |F - |

|2 - American Indian/Alaska |

2 d

123456
1001123456

| d
(]

(]
10 - Student is FAY - |

(]

|ll] - Mone/Mot applicable = ‘

0 - Not ELL -|

(]
(]
(]
(]
(]
(]

CMTT RITT T

Figure 10 — Update/Cancel Record Button

STITLWELL

An option exists to “Apply these changes to all records with the same Local ID and STN for the entire
district.” This allows for the correction of multiple records with the same Local ID and STN of
certain data elements (e.g. the student was incorrectly marked as “M” (Male) on the state assessments.
Changing the gender to “F” (Female) and selecting this option will change the gender to “F” (Female)
on all records in the district. To use this functionality, the following has to be true:

1. An STN must exist on this record

2. A Local ID must exist on this record

v 01.00
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3. If the edit being made is to the STN and/or Local 1D, the new combination of STN/Local ID
cannot exist elsewhere in the file for your district.

ELL W/W Dictionary: ]

Apply these changes to all records with the same Local ID and STM for the entire district: [C] )
Update Cancel

CMTT LITT T

Figure 11 — Apply Changes to Multiple Checkbox

3.2 Downloading and Uploading a Correction File

If there are a large amount of changes that need to be made and the process could be completed
in a more timely manner in an excel file, an option exists to export the entire school file, make
the necessary changes and then re-upload the file. This can be done by doing the following:

1. Navigate to the On Screen Data Entry Page
2. Select the “Export Excel File” button.

State Reporting Certification

| State Reporting Home Page

[ Site Selector | e t Final Report__ | [ Reporting Tools

On Screen Data Entry

Select Site: [cHOCTAW Hs (705) -
Site Status: In Process

( Export Excel File I | Import Excel Fi19m| Restore Original File

Figure 12 — Export and Import Excel File Buttons

3. This will prompt you to either Open or Save an Excel file to your local machine. Choose
either, but if you select “Open” remember to save the file before closing it.

File Download PG

Do you want to open or save this file?

X j Mame: Export Excel File
d

Type: Microsoft Excel Workbook
From: thewawve.sde.ok.gov

Q Open | | Save D[ Cancel |

s e | While files from the Intemet can be useful, some files can potentialhy
'\e

ham your computer. F you do not trust the source, do not open or
= save this file. What's the risk?

4

Figure 13 — Open or Save File Download Buttons
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4. Make the necessary edits inside of the local excel file on your local computer.

5. Navigate back to the On Screen Data Entry page and select “Import Excel File”

State Reporting Certification =}

‘ State Reporting Home Page ‘

Site Selector 'On Screen Data Entry Final Report I [ Reporting Tools

On Screen Data Entry

Select Site: |CHD(TAW HS (705) -
Site Status: In Process

Q Export Excel File | [ Import Excel File h[ Restore Original File

Figure 14 — Export and Import Excel File Buttons

6. Browse to the location of your file on your computer by clicking the “Browse” button
and navigating to the location on your local computer. Click “Open”

State Reporting Certification

Data Entry Import File

/[(Bmwse._. | Upload File )

Figure 15 — Browse and Upload File Button

(& State Reporting Certification - Windows Internet Explorer tate
r — — N
& Choose Fileto Upload o =)

@-\ ], + MyAssessmentCorrectionWindowFile « [ 42 ||[ Search MyAssessmentCorrecti.. 0 |

Organize v New folder = Al @
-
Jr Favorites * Name Date modified Type Size

B Deskiop | & Example Filexisx 5/28/20136:44 AM  Microsoft Excel W... 11KB|
)8 Downloads

' I =l Recent Places

|| & Libraries 1
@ Documents
&' Music

I [ Pictures

B videos

m

% Computer
&, Local Disk () |
¥ 152318 (V\agency
8 5A (Wagency.ok.
£8 54 (\agency.o —

N

File name: Example Filexlsx « |AllFiles (%) hd
.
,

Figure 16 — Select Local File Image
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7. The path of your file will appear in the window on the left. Click “Upload File” and it
will copy that file over to our server.

State Reporting Certification

Data Entry Import File

Gmwse___ ] | Upload FEID

Figure 17 — Browse and Upload File Button

8. The format of the file must be an Excel “.xlsx” file. You can verify this by opening the
file on your local computer and clicking “Save As.” The file will appear in the box
below with its current format. Note in the screen below, the “.xIsx” next to the file and
the “Save as type” at the bottom is “Excel Workbook (.xIsx).

r B
(3] Save As —— S5
- - - - - ~ - -
'\JU | ot Users » 152318 » Desktop » MyhssessmentCorrectionWindowFile - |¢f| Search MyAssessmentCorrecti.. 0O |
Organize » Mew folder == - I@I
B Desktop 0 Narme Date rmodified Type Size
Downloads
- & Example Fileadsx 5/28/2013 6:44 AM Microsoft Excel W... 11 KB

£ Recent Places

4 Libraries
3 Documents E

J? Music

l=| Pictures

H Videos

1M Computer
&, Local Disk (C:)
5 152318 Magenoy, ™

File name:f Example Filexlsx -
Save as typel| Excel Workbook (*xlsx) -
S

-

Authors: Duane Brown Tags: Add a tag Title: Add a title

[ Save Thumbnail

= Hide Folders Tools - Save l l Cancel

Figure 18 — Image of the xlsx extension

9. If the file is not an Excel “.xlIsx” file, it will be rejected after clicking “Upload File” and
an error message will appear.
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Data Entry Import File

[Browse.. | | Upload File

You have not submitted an Excel .xlsx File. Please Save the File as an Excel .xlsx File
and resubmit.

Figure 19 — Invalid Excel File Format Message

10. If the file is accepted, the message will show “Your file has been uploaded” and the
“Check Data” button will enable. Click the “Check Data” button to have the system
begin validating the data inside the file you submitted.

Data Entry Import File

[Browse. | | UploadFile | | Check Data

Your file has been uploaded!

Figure 20 — Valid Excel File Format Message

11. After the system has validated the data, either the “View Good Data, “View Bad Data,”
or both buttons will enable. If all of the data met the necessary criteria, all of the data
will appear under “View Good Data.” Any data that did not meet the necessary criteria
will appear under the “View Bad Data” button. You can choose to either click the
“Return” Button which will ignore all of the data sent, correct the issues and then
resubmit the whole file, or you can choose to submit the good data. By selecting the
“Submit Good Data” button, the data stored in the “View Good Data” location will be
applied to the report. The data stored in the “View Bad Data” will be dumped. It is
important to export a copy of the bad data so that the file can be corrected and then
submitted as a supplemental file. Once the “Return” button is clicked, access to the
“View Bad Data” and “View Good Data” will be lost. Multiple supplemental files can
be submitted at any time.

State Reporting Certification

Data Entry Import File

[ Browse.. | | Upload File | Data ‘ View Good Data ‘ ‘ View Bad Data ‘ [ Submit Good Data ] |Relum
You have some good data and some bad data

Your choices are to fix your bad data first and upload your corrected data file again later
or submit your good data now and fix your bad data and submit (only it) at a later ime

Figure 21 — View Good Data, View Bad Data, and Submit Good Data Buttons
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3.3 Restore Original File - CAUTION

Located on the “On Screen Data Entry” page is a “Restore Original File” button. The purpose of
this button is to restore the file to the state it was in when the file was originally received from
the testing company before any edits were made. CAUTION: Clicking this button and
confirming the pop-up will erase any changes or updates made to the data for this entire school
site. This should only be used if errors have been made in updating the data that cannot be
corrected. It is a means for starting over again.

State Reporting Certification B

| State Reporting Home Page ‘

‘ Site Selector | 3 | Final Report ‘ |Find Missing 5tuden!s| ‘ Reporting Tools |

On Screen Data Entry

Select Site: |STILWELL HSs (705) -
Site Status: In Process

Import Excel File ] | Restore Original File

Figure 22 — Restore Original File Button
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4 — Final Report

This section provides a step-by-step process for completing the Final Report.

4.1 Reporting the Data

The data located in the Final Report is what will be submitted back to the testing company and what
will be used in calculating accountability for the A-F Report Card. When the report is marked as
“Confirmed” the On Screen Data Entry page will no longer be visible. The information contained in
the Final Report is a copy of the On Screen Data Entry page.

State Reporting Certification

‘ State Reporting Home Page |

[ Site Selector ] [C-n Screen Data Emry]( Final Report ) [ Reporting Tools

Final Report

Figure 23 — Final Report Navigation Button

4.2 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( (i3 ). 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 IEP). 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.)

MNoFilter
Contains
DoesMNotContain
StartsWith
EndsWith

EqualTo
MotEqualTo

GreaterThan
LessThan
GreaterThanOrEqualTo

LessThanOrEqualTo Fres/Reduced Economic Immigrant Section 504
Reteeh Disadvantage
| v

MotBetween jE’ | |E | |E | |®

IsEmpty
MotlsEmpty EFree Yes No No

IsMull

MotIsNull

Figure 24 - Enter Filter Criteria and select Filter Button
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4.3 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

crosshairs; "

{I

June 10, 2013

:", select the column and left click and hold the mouse button down, drag to where you

want the column to move to and release the button, this will release the column and move it to that

locati

on.

You can also sort the report by select the column title, this will sort the report alphabetically based on
the column header you selected.

First Name=

Brown Duane J 7/9/19%3 | Ho

Fonda Jane Sue 4/4/189495 No

Figure 25 - Dragging to Reorder Columns

Last Name=

&

Click here to sort

| | | T | [E3
Brown Cuane 123456 J
Fonda Jane 123 Sue

Figure 26 - Column Sorting

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

To th
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.)

16
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Crop. Out Reported Drop Cr= Cusnrter Dvop Out Honth st Feoent
S011-2013

1001666995 1234546 Mo

i |

Select to export to
CSV ar XLS (Excel)

8s/18,/201°

1001666998 123 Ho a/12,/2011

ipplicable

Figure 27 - Export Report

4.5 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 then 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.

State Reporting Certification

Only the Principal
or Superintendent
can see this button
activated.

| State Reporting Home Page |

[ Site Selector ] ’0n Screen Data Entry Final Report Reporti

Final Report

Select Site: |TEmpName(999) - Confirm ] | Release
Site Status: In Process

Figure 28 - Confirm Button on the Final Report page

State Reporting Certification =]

e Page

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

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

Only the Principal
or Superintendent

Confirmed. can see this button
activated.
y 4
Site Name Site Status Z
Temphame (555) In Process () Release

Figure 29 - Confirm Button on Site Selector page
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5 — Reporting Tools

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

State Reporting Certification

| State Reporting Home Page ‘

[ Site Selector J [On Screen Data Entry | | Final Report ] C 1 )

Reporting Tools

Figure 30 - Reporting Tools Navigation Button

There are currently three reports available in this section. The third report (Second Time Test Taker)
only applies to the End-of-Instruction Report.

e FAY NFAY Students - This report contains a list of all of the students and what the Wave
has calculated as their NFAY status using enrollment data across the state. It is not required
for you to use this status code. It is intended only as a tool. Some students will show that the
NFAY status could not be determined by the Wave at this time.

e No Score Code Students — This report supplies the list of all students/subjects that contain a
No Score Code reason as currently reported in the application.

e Second Time Test Taker — This report contains a list of all of the students identified as
Second Time Test Takers. Important: The Wave cannot calculate or determine all second
time test takers, but rather is a list of students who are known based on STN to have taken this
subject already. It is intended as a tool, but not as a complete list.

5.1 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, 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.

Select Site: |vALE Hs (715) - | ([T District Report

Site Status: In Process
Select a Report: |Choose a Report! H [ View Report ]

| Choose a Report! |
rFAY NFAY Students

Mo Score Code StudenD

woecond Time Test Taker

Coowvriaht 2007 O5DE C

P a—

Figure 31 - Reporting Tools Screen Navigation

18 v 01.00



Assessment Post-Code: Correction Window 01.00 June 10, 2013

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.

4 4 1 ofs b bl 100%  [<] Find | Next (sElectafnrmat =] E>-pgD B
State Certification Post Code Grades 9-12 FAY NFAY Student Report
District Name County / District
YALE PUBLIC SCHOOLS 601103715

School ID School Name Local id STN Last Name First Name Niddle Birth Date Content Area No Score Code
Name Reason

Figure 32 - Reporting Tools Screen Navigation Formatting
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6 — Superintendent Responsibilities

In this section we will review how the District Superintendent is to “Certify” the Assessment Post-
Code: Correction Window.

6.1 Certifying the Report

To officially submit the report to OSDE for reporting the District Superintendent must select the
“Certify” button located on the Site Selector screen. This can only be done when all sites list are in the
Confirmed status.

State Reporting Certification

County/District Code:
(551012 - OKLAHOMA / EDMOND |

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

The Certify button will be enabled for the District
. @ Ject Superintendent when all Site Statuses are indicated as
Superintendent must Confirmed.
CERTIFY for the report to
be officially submitted to
OSDE
Site Name Site Status

MEMORIAL HS (705) In Process

NORTH HS (715) Not Started

SANTA FE HS (720) Mot Started

Figure 33 - Certify Button

6.2 Releasing the Report

If a site has already confirmed their report and they determine they need to make some additional
changes, the District Superintendent has the authority to “Release” the site report for them to go back
and make changes on the On Screen Data Entry screen. Doing this will change the report site status to
“In Process” so the Principal will need to re-confirm the report and then the Superintendent can
“Certify”.

State Reporting Certification

y/District Code
551012 - OKLAHDMA / FDMOND

Co

Selact 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.

Supenntendent can
“Release” o go back 1o he in
Process stahus io make
changes

Site Name Site Stotus

i Process

Niet Sramed

Figure 34 - Release Button
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6.3 Decertification

If the Superintendent has already certified the report and the site/district determines they need to
make additional changes to the report, they can call the OSDE to De-Certify their report. This
will put it back to the Confirmed status and allow the Superintendent to Release the individual
sites that need to make corrections.
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7 — Excel File Import File Layout

The data exported when the “Export Excel File” button is clicked is in the format that it must be in
when submitted back to the state. Below is a layout regarding the validation rules for the Export and
Import File process.

7.1 Export and Import File Layout
It is important when importing the file that changes are made only to those records which are
considered editable. It is necessary to provide more records than what can be edited to provide a
reference to the record itself. Use the layouts below to interpret the data in the file and to provide the
proper data back when making edits.

Grades 3 - 8 File Layout

Column Name Editable | Acceptable Values | Validation Rules
Id No Do not make any changes to this
ID. Itis the reference ID for the
update. If these get reversed or
rearranged improperly, the records
will not update correctly when the
data is Imported back in.
ContentArea No OCCT Tests Dot Not Change
1 = Reading
2 = Math
3 =Science
4 = Writing
5 = Social Studies
6 = U.S. History
7 = Geography
OMAAP Tests
A = Reading
B = Math
C = Science
TestName No OCCT Dot Not Change
OMAAP
DistrictlD No Dot Not Change
DistrictName No Dot Not Change
SchoollD No Dot Not Change
SchoolName No Dot Not Change
TeacherClass No Dot Not Change
CTBUseEImNumber No Dot Not Change
IEPBraille No Dot Not Change
Form No Spring Dot Not Change
Equivalent
Braille
StudentValidAttempt No Dot Not Change
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Column Name Editable | Acceptable Values | Validation Rules
NoScoreCode Yes OCCT If the Test Name = OMAAP,

1 =No longer Codes 3 and 4 are not valid.

Enrolled

2 = Absent

3 = State Alternate

Testing (OAAP)

4 = Other

0 = Blank (there is

NOT a No Score

Code)

OMAAP

1 =No Longer

Enrolled

2 = Absent

0 = Blank (there is

NOT a No Score

Code)
ELLFirstYearExempt No Dot Not Change
EmergencyExempt No Dot Not Change
OtherPlacement No Dot Not Change
Invalidation No Dot Not Change
Do Not Report No Dot Not Change
CTBUseDNRD No Dot Not Change
OnlineOrPaper No True = Online Dot Not Change

False = Paper
GradelevelRepeatTester Yes True = Yes

False = No
DuplicateStudentSubject No 1 = Duplicate Dot Not Change

0 = Not Duplicate
LastName Yes A-Z, a-z, embedded blanks,

apostrophe, dash, period
FirstName Yes A-Z, a-z, embedded blanks,
apostrophe, dash, period

Middlelnitial Yes A-Z, a-z, blank
BirthDate Yes Valid Date
Gender Yes M = Male M or F

F = Female
FederalEthnicityRace Yes 1 = Black/African Must exist

American

2 = American

Indian/Alaskan

Native

3 = Hispanic/Latino

4 = Asian

5 = Pacific Islander

6 = White/Caucasian
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Column Name Editable | Acceptable Values | Validation Rules
7 =Two or More
Races
GradeFromGIS No Dot Not Change
Grade Yes 03, 04, 05, 06, 07, 08
LocallD Yes Blank, A-Z, a-z, 0-9, space
STN Yes Blank, 0-9
NFAY Yes 0 = Student is FAY Must exist
1 =NFAY School
2 =NFAY School
and District
3 =NFAY School,
District, and State
AltEd Yes True Must exist
False
Migrant Yes True Must exist
False
TitleX Yes True Must exist
False
FreeReduced Yes True Must exist
False
DistancelLearning Yes True Must exist
False
Section504 Yes 0 = Not 504 Must exist
1 =504 with
accommodations
2 =504 without
accommodations
IEP Yes 0 =Not IEP Must exist
1 = IEP with
accommodations If IEP =1 or 2, Section504 cannot
2 = |EP without =lor2.
accommodations
If IEPBraille = True, this must = 1
or 2.
IEP504Setting Yes True Must exist
False If IEP and 504 = 0 or 2, this must
= False
IEP504Presentation Yes True Must exist
False If IEP and 504 = 0 or 2, this must
= False
IEP504ReadAloud Yes True Must exist
False If IEP and 504 = 0 or 2, this must
= False
IEP504TimingScheduling | Yes True Must exist
False If IEP and 504 = 0 or 2, this must
= False
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Column Name Editable | Acceptable Values | Validation Rules

IEP504Response Yes True Must exist
False If IEP and 504 = 0 or 2, this must

= False

IEPLargePrint Yes True Must exist
False If IEP = 0, this must = False

ELLProficient Yes 0 = None (n/a) Must exist
1 = 1™ year proficient | If ELL = 1 or 2, this cannot = 1 or
2 = 2" year proficient | 2

ELL Yes 0=Not ELL Must exist
1 =ELL with
Accommodations If ELL First Year Exempt shows
2 = ELL without True, this value must be 1 or 2.
accommodations

ELL Translator Yes True If ELL =0 or 2, this must = False
False

ELLTranscribe Yes True If ELL =0 or 2, this must = False
False

ELL Clarification Yes True If ELL =0 or 2, this must = False
False

ELLGroupingSessions Yes True If ELL =0 or 2, this must = False
False

ELLWWDictionary Yes True If ELL =0 or 2, this must = False
False

End-of-Instruction File Layout

Column Name Editable | Acceptable Values | Validation Rules
Id No Do not make any changes to this
ID. Itis the reference ID for the
update. If these get reversed or
rearranged improperly, the records
will not update correctly when the
data is Imported back in.
ContentArea No OCCT Tests Do Not Change
1=Algebral
2 =Algebrall
3 = Geometry
4 = English Il
5= English 111
6 = Biology |
7 =U.S. History
OMAAP
A = Algebra |
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Column Name Editable | Acceptable Values | Validation Rules

B = English 11

C =Biology |

D = U.S. History
TestName No OCCT Do Not Change

OMAAP
DistrictlD No Do Not Change
DistrictName No Do Not Change
SchoollD No Do Not Change
SchoolName No Do Not Change
TeacherClass No Do Not Change
CTBUseEImNumber No Do Not Change
IEPBraille No Do Not Change
Form No Retest Do Not Change

Spring

Equivalent

Braille
StudentValidAttempt No Do Not Change
NoScoreCode Yes OCCT If the Test Name = OMAAP,

1 =No longer Codes 3 and 4 are not valid.

Enrolled

2 = Absent

3 = State Alternate

Testing (OAAP)

4 = Previously

Passed

5 = Other

0 = Blank (there is

NOT a No Score

Code)OMAAP

1 =No Longer

Enrolled

2 = Absent

3 = Previously

Passed

4 = Other

0 = Blank (there is

NOT a No Score

Code)
ELLFirstYearExempt No Do Not Change
EmergencyExempt No Do Not Change
OtherPlacement No Do Not Change
Invalidation No Do Not Change
Do Not Report No Do Not Change
CTBUseDNRD No Do Not Change
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Column Name

Editable

Acceptable Values

Validation Rules

SecondTimeTesting

No

True
False

Do Not Change

OnlineOrPaper

No

True = Online
False = Paper

Do Not Change

TestAdministration

No

Blank

Do Not Change

DuplicateStudentSubject

No

1 =Duplicate
0 = Not Duplicate

Do Not Change

EnglishMatchMerged

No

1 = Indicates this
student has a
complete matched
and merged record
(MC and Writing)
for English 11/111

2 = Indicates this
student has a Not-
Matched-Merged
MC record for the
subject indicated in
the ContentArea
field.

3 = Indicates this
student has a Not
Matched-Merged
Writing record only.

Do Not Change

LastName

Yes

A-Z, a-z, embedded blanks,
apostrophe, dash, period

FirstName

Yes

A-Z, a-z, embedded blanks,
apostrophe, dash, period

Middlelnitial

Yes

A-Z, a-z, blank

BirthDate

Yes

Valid Date

Gender

Yes

M = Male
F = Female

MorF

FederalEthnicityRace

Yes

1 = Black/African
American

2 = American
Indian/Alaskan
Native

3 = Hispanic/Latino
4 = Asian

5 = Pacific Islander
6 = White/Caucasian
7 = Two or More
Races

Must exist

Grade

Yes

00, 07,08, 09, 10, 11, 12, 13
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Column Name Editable | Acceptable Values | Validation Rules
LocallD Yes Blank, A-Z, a-z, 0-9, space
STN Yes Blank, 0-9
NFAY Yes 0 =Student is FAY | Must exist
1 =NFAY School
2 =NFAY School
and District
3 =NFAY School,
District, and State
AltEd Yes True Must exist
False
Migrant Yes True Must exist
False
TitleX Yes True Must exist
False
FreeReduced Yes True Must exist
False
DistancelLearning Yes True Must exist
False
Section504 Yes 0 = Not 504 Must exist
1 =504 with
accommodations
2 = 504 without
accommodations
IEP Yes 0= Not IEP Must exist
1 = 1EP with
accommodations If IEP =1 or 2, Section504 cannot
2 = |EP without =1lor?2.
accommodations
If IEPBraille = True, this must = 1
or 2.
IEP504Setting Yes True Must exist
False If IEP and 504 = 0 or 2, this must
= False
IEP504Presentation Yes True Must exist
False If IEP and 504 = 0 or 2, this must
= False
IEP504TimingScheduling | Yes True Must exist
False If IEP and 504 = 0 or 2, this must
= False
IEP504Response Yes True Must exist
False If IEP and 504 = 0 or 2, this must
= False
IEPLargePrint Yes True Must exist
False If IEP = 0, this must = False
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Column Name Editable | Acceptable Values | Validation Rules

ELLProficient Yes 0 = None (n/a) Must exist
1=1"year IfELL =1 or 2, this cannot =1 or
proficient 2
2 = 2" year
proficient

ELL Yes 0=Not ELL Must exist
1=ELL with If ELL First Year Exempt shows
Accommodations True, this value must be 1 or 2.
2 = ELL without
accommodations

ELL Translator Yes True If ELL = 0 or 2, this must = False
False

ELLTranscribe Yes True If ELL = 0 or 2, this must = False
False

ELLClarification Yes True If ELL = 0 or 2, this must = False
False

ELLGroupingSessions Yes True If ELL = 0 or 2, this must = False
False

ELLWWDictionary Yes True If ELL =0 or 2, this must = False
False
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