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1 — Introduction

In accordance with State Bill 426, Oklahoma school districts shall put into operation the
qualitative components of the Teacher Leader Effectiveness System. In order for the State
Department of Education to comply with state law, each district will need to submit their
Qualitative scores for each teacher/leader.

1.1 - Purpose

The purpose of this manual is to provide a step-by-step resource for accessing and submitting the
TLE Qualitative Upload Report to the Oklahoma State Department of Education.

1.2 - How to use this document

This document is intended to be a step-by-step guide for submitting teacher/leader qualitative
information. 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 — Completing the TLE Qualitative Upload Report

Access to the TLE Qualitative Data Upload Report is provided to a user by the District Superintendent
through the Single Sign On system.

The Superintendent will need to grant each person access that they would like to submit the quarterly
report. This will include the site level person who will complete the upload for each site and any other
individuals.

2.1 Go to the Single Sign On

To begin, go to the Single Sign on Web site (https://sdeweb01.sde.ok.gov/SSO2/Signin.aspx), log in
and choose the “Wave 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 “'e;:::*:::;"*ﬂ

State Department of Educ

vou ARE INTEST  Home / Applications

¥% Home ! Applications [ Applications
2 Your Account 88 The Wave's Unit Test portal.
M
A Manage Users * TLE Report Access
® Requests

O About This Site
©® Helpful Links

) Sign Out

Figure 1 - Single Sign On System list

2.2 Navigate to TLE Qualitative Data Upload Report

Once in the Wave portal select the Reporting tab and navigate to the “State Reporting Certification”
link.
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Figure 2 - the Wave portal Reporting tab

2.3 General Navigation
In the State Reporting Certification application, there is a dashboard of reports. If the ACE Part Time
Report is open, it will show in the dashboard. The following columns are visable:

Column Descriptions:

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

e 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."

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

e Due Date - The day the report is due certified.

e 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.

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

Historical Reports

County/District Code:
’ Select here to enter the report

Report Link Status IEr See Contingent Report(s) Report Note Program Area / Phone#
ACE Report Otr 1 Not 1S3 “ione New Report / Read Me AcoountzoliRy and
) Asseesments{405) S21-3301
Comprstersive Exit Reosct 11En3 hone New Report § Read Me AcoorRsliey 2
2550 Assesements(405) S21-3301
First Quarter Dropout Report 10113 000 11014 Mone No Change [/ Read Report
a0 a3
ACE Report Otr 2 - 123113 Hone New Report [ Bmad M= AgzouniEniiny 2nd
AT 358 Assessments(405) 521-3301
Nat " 13114 ‘Yes/\Vimw Contingent Reportis) Mo Change / Read Repodt 2t
Stared 12113 0000 00 =
TLE Dats Import Not . EEN1L
( Stared 12113 0000 00

Figure 3 - Navigation Screen

2.4 Site Selection

Once you enter the report, the list of schools you have access to will appear. Select the site that

you would like to submit for. The site status shows the stats of each site’s report, the following
statuses’ apply:

e Not Started — nobody has entered the report to start it.

e In Progress — someone has entered the report and may have started it.

e Confirmed - the Principal has confirmed the report.

e Certified - the Superintendent has certified the report for submission to OSDE.

ACE Report Qtr 1

| State Reparting 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
Select school to enter Superintendent when all Site Statuses are indic;

Confirmed.
school level report omirme Report
Status
Site Name Site Status
705) -\ / InProcess
UTH il 1 Erocess
\ WESTMOORE HS :"::"J/ \ InProcess j

Figure 4 - Site Selector
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2.5 Confirm and Certify
Only the individuals with the role of Principal will be able to confirm for a particular district.
Only the individual with the role of Superintendent will be able to certify.

State Reporting Certification

| State Reparting Home Page |

Select Site  Select a school site to review by clicking on the site name.
s intendent The Certify button will be enabled for the District Principal selects to Confirm
uperintenden Superintendent when all Site Statuses are indicated as
report
selects once all Confirmed.
sites have been
confirmed ,
Site Status /#
MOORE HS (705) In Process.
SOUTHMOCRE HS (715) " Broczss
WESTMOORE HS (710) s \ j

Figure 5 - Confirm and Certify options
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3 — Completing the Report

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

3.1 On Screen Data Entry

Once in the TLE Qualitative Data Upload Report there will be several navigation options. By default
the first screen that appears is the On Screen Data Entry, this is the screen where you will upload your
file with the qualitative information. Below is some guidance on the steps you should take to complete
this report:

1.

2.
3.

o

Click on the ‘download template’ link to download the template, save your data on your local
machine.
Select the Import button.
Click “Browse” and navigate to the file you created on your local machine.
Select the file and click “Open”. The path will appear in the test box, and the “Upload File”
button will enable.
Click the “Upload File” button.
If the file meets the criteria (xIsx file), it will be uploaded. If not, check the file to make certain
it was saved as an xIsx and start over again.
Either “View Good Data” or the “View Bad Data” button will enable or both buttons will be
enabled.
If only the “View Good Data” button enables, the “Submit Good Data” button will enable as
well.
a. Click the “Submit Good Data” button and the data will be processed in.
If the “View Bad Data” button enables, click the “View Bad Data” button to see the issues
related to the data.
a. Correct the file on your local machine and start the process over again. NOTE: if you
had some good data and some bad data, you will need to reload all of the data again to
be checked.

10. Have the Principal or Superintendent Confirm the report
11. Have the Superintendent Certify the reports (after all sites are confirmed)

The following data is collected for each teacher/leader:

Last Name - the last name of the teacher or leader as it is printed on their teacher’s certificate.
First Name — the first name of the teacher or leader as it is printed on their teacher’s
certificate.

Teacher Certification Number — the assigned state teacher certification number of the
teacher or leader.

Teacher Local Id —this is the local id assigned to the teacher by the site or district

Model Used — select the model used from the dropdown in the template.

Evaluation Type — select the evaluation type from the dropdown in the template (only
accepts: Teacher, Leader, or Non-Classroom Professional)

Evaluation Score — the overall evaluation score. (only accepts: 1.00-5.00)

Domain Score — the overall score for that domain. (only accepts: 1.00-5.00)

Indicator Score — the score for that indicator (only accepts: 1, 2, 3, 4, 5, Not Evaluated, or
NA)
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Validation rules that will be ran against the data
e The name provided is the valid name on the certificate # you provided.
e The teacher must be associated in HQT with the school for which you are uploading for.

e The certificate number you provided is a valid number and matches the name that is on that
certificate.

The model used is one of the approved options.

The Evaluation Type must be one of the approved options.

The evaluation score must be numeric and a value of 1-5.

If the model selected does not have a domain or indicator you will need to put “NA” for all
domain scores and indicator scores for the non-existing domains and indicators.

e If a teacher or leader is exempt then the “Exempt” column in the template must read “True”,

no further data is required. (Note: Teacher Certification Number, Teacher First Name, Teacher
Last Name are required before exempting a teacher or leader.)

TLE Data Import

State Reporting Home Page

Select to upload your file

On Screen Data Entry

Select Site: [acorT Ms 5oy -
Site Status: In Process

Import Excel File

Rimfresh

T R — e ot Pt || oo Cocton Pt G
[ ) [ E I ] e =

Mo records 1o display.

Figure 6 — On Screen Data Entry Import Excel File

TLE Data Import

| State Reporting Home Page |

Select browse to go
select your file.

Data Entry Import File

( (Erowse. ) [ Upload File

Figure 7 - UpOload Browse for Document
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TLE Data Import

| State Reporting Home Page |

Once you have selected your xlsx
file, select "Upload File”

Data Entry Import File

Upload File

! Check Data

(C:'\Users’\.lﬂslmDE»mp\TLE Uploa [Browse... View Bad Data Submit Good Data

Figure 8 - Upload File

TLE Data Import

Notice: Once your file has heen upload, it will indicate
that it has been uploaded, select "Check Data"

| State Reporting Home Page |

Data Entry Import File

Upload File Check Data

View Bad Data Submit Good Data

(Yourﬂle has been uploaded!

Figure 9 - Check Data

TLE Data Import

[ Stt= Reporiing fome Page | The message will tell you if you have good or bad data,

select the buttons to review your data.

Data Entry Import File

P
[Browse... | [ Upload File ] (C_ViewGood Data__| [ ViewBadData ] Submit Good Data

You have some bad data.

Please fix your bad data first and upload your corrected data file again later.

Figure 10 - View Good and Bad Data
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TLE Data Import

Stete Reporting Home Page

When you review your bad data, the last column on the
right indicates what is wrong with your data, correct in

Data Entry Import File

Browse.. | [ Upload File Check Data | [

ViewGoodData | [ ViewBadData | |

Submit Good Data | [ .Return

Local ID Froblems
o [ Jlow
eacher %s not associated with
Maloney Susan 000000 1213 Tule TLE Other 3 this school. Data Collection
Platform is not valid.
Data Collection Platform is
= not valid. Evaluation Score
Smith Kari 156175 1234 Tule TLE OKTLE gad F e B b oprenee Tolme
between 1 and 5.
= -
Figure 11 - View Bad Data
TLE Data Import =

Once all of your data is good, the "Submit Good Data™ button
will enable, select return to go back to the report

Browse... i Upload File Check Data ' View Good Data ' fiew Bad Data

Teacher Last Name Teacher First Name | Teacher Cartification Number

Data Entry Import File

r
Pl
Submit Good Data

Teacher Local ID Model Used

[ el | Jiw [ 3} [ Jlwe [ LI o] Jlow \ e | [[ow
Maloney Susan 120031 1213 Tule TLE Other Some Other Platform 3
York Beth 174087 1222 mcrel QKTLE 3
Swan Kari 156175 1234 Tule TLE OKTLE 4

Figure 12 - Submitting Good Data
3.2 Final Report

Once you have submitted your good data, on the “On Screen Data Entry” screen it will show the data
that has been submitted.

TLE Data Import

(0]

Skste Reporting Home Page

[ Site Selector ] [ On Screen Data Entry |

 ,_— Principal, select to confirm

Final Report

Click to Export

Select Site: [xpamses i
Site Status: In Process

[ | L2 |2

Maloney

S E2] | —E

Tule TLE
York

Some Other Platform
174087 McREL

Data Collection P

120031

Swan

156175 Tule TLE

Figure 13 - Grid View of Teacher/Leader Data
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