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[bookmark: _Toc395081120][bookmark: _Toc414628921]Introduction
[bookmark: _Toc395081121][bookmark: _Toc414628922]Purpose
The purpose of this document is to provide users of the Civil Rights Data Collection (CRDC) survey tool with all required instructions on how to use the tool’s functions and features.
[bookmark: _Toc395081122][bookmark: _Toc414628923]Scope 
The scope of this document is the use of the survey tool itself, as opposed to the details of the survey instrument and the questions and required data contained therein.
[bookmark: _Toc395081123][bookmark: _Toc414628924]Background
The CRDC is a mandatory survey that collects data on key education and civil rights issues in our nation's public schools, authorized under the statutes and regulations implementing Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and the Department of Education Organization Act (20 U.S.C. § 3413). The regulations implementing these provisions can be found at 34 CFR 100.6(b), 34 CFR 106.71, and 34 CFR 104.61. The CRDC is conducted by the Office for Civil Rights (OCR) of the U.S. Department of Education.
The CRDC is a longstanding and critical part of the overall enforcement and monitoring strategy used by OCR to ensure that recipients of the Department of Education’s federal financial assistance do not discriminate on the basis of race, color, national origin, sex, or disability. OCR relies on the CRDC data it receives from public school districts as it investigates complaints alleging discrimination, determines whether the federal civil rights laws it enforces have been violated, initiates proactive compliance reviews to focus on particularly acute or nationwide civil rights compliance problems, and provides policy guidance and technical assistance to educational institutions, parents, students, and others.
The CRDC is a biennial survey that has been conducted since 1968. The 2013–14 and 2015–16 CRDC will collect data from a universe of all public local education agencies (LEAs) and schools, including long-term secure juvenile justice facilities, charter schools, alternative schools, and schools serving students with disabilities.
Over the last decade, the CRDC has been conducted primarily online, using Web-based surveys filled out by representatives at the LEA. Data submitters have the option to manually input survey data into the web interface via an internet-connected computer/web-browser or to upload a flat file submission. 
[bookmark: _Toc395081124][bookmark: _Toc414628925]Document Organization
Chapter 1 is the Introduction, explaining the purpose, scope, background, and organization of this document and providing a list of referenced documents.
Chapter 2 provides step-by-step instructions on how to use the CRDC survey tool, with accompanying explanations and illustrations using screen shots from the actual tool. Any data shown in these screen shots are not real and are for example purposes only.
Chapter 3 is reserved for final document approvals. 
The appendices provide a list of acronyms and abbreviations and other additional resources. 
[bookmark: _Toc413874950][bookmark: _Toc395081126][bookmark: _Toc414628926]Using the CRDC Survey Tool
[bookmark: _Toc395081127][bookmark: _Toc414628927]Getting to the Survey Tool
[bookmark: _Toc391973095]The CRDC survey tool is accessible to all users through the following URL: 
https://surveys.nces.ed.gov/crdc/. 
This URL takes the user to the CRDC login page, which contains explanatory text about the CRDC survey (see figure 1).
[image: ]
[bookmark: _Toc391972974][bookmark: _Toc414628958][bookmark: _Toc395081130]Figure 1. CRDC Survey Tool Login Page
[bookmark: _Toc414628928]Logging In to the Survey Tool and Home Page
[bookmark: _Toc414628929]General Login
A user may log in to the survey tool using a registered email address and a current password (see figure 2).
[image: ]
[bookmark: _Toc414628959]Figure 2. CRDC Survey Tool Login
In order for a user to obtain a registered email address and a current password, an administrator will first need to add a CRDC account for the user’s email address (as shown in detail in section 2.6 of this guide, which covers administrative functions). This will result in the new user receiving an email informing them that a new CRDC account has been created (see figure 3). 
[image: ]
[bookmark: _Toc414628960]Figure 3. New CRDC Account Created Email
Following the link provided in the email will take the new user to a screen where they can confirm their account (see figure 4).
[image: ]
[bookmark: _Toc414628961]Figure 4. CRDC Confirm Your Account


Selecting the Confirm Account button will take the new user to another screen where they can create a password according to the instructions provided (see figure 5).
[image: ]
[bookmark: _Toc414628962]Figure 5. CRDC Create Your Password
The password that is created must be 6 characters long (and not be the same as the user’s email address), and the New Password field and the Confirm Password field must match exactly; otherwise, the system will return errors.
Once the password has been created, the user is returned to the main login page. This page will return standard error messages if the email provided is not in a valid format or if either the email address or password is incorrect or not registered in the system. Figure 6 illustrates the error message for an invalid email address.
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[bookmark: _Toc414628963]Figure 6. CRDC Survey Tool Invalid Email


Figure 7 illustrates the general error message for an incorrect combination of email address and password.
[image: ]
[bookmark: _Toc414628964]Figure 7. CRDC Survey Tool Incorrect Login


[bookmark: _Toc414628930]Home Page
Entering a valid email and password combination brings the user to the Home page for the tool, but the user is first shown a message regarding the OMB control number for the survey itself, with relevant contact information if the user has any questions (see figure 8).
[image: ]
[bookmark: _Toc414628965]Figure 8. CRDC Survey Tool Login Confirmation


Once users select the Confirm button to indicate an understanding of this message, they are taken to the Home page itself (see figure 9).
[image: ]
[bookmark: _Toc414628966]Figure 9. CRDC Survey Tool Home Page
The top area of the Home page contains basic information and notifications about the submission process, including contact information for the Partner Support Center (PSC), the help center standing ready to help respondents with their CRDC data submissions. Below that are links to two different means of submitting the required data: the Data Entry & Review Tool (using online forms) for both the District and School forms and File Upload. Immediately above these links is shown the LEA for which data are currently being submitted. As the majority of LEA and School users of this system are only associated with (and only have permission for) one LEA, they will only see their own LEA listed here. Any users possessing permissions for more than one LEA or state will see pull-down menus for their available selections in this same space. 
In the upper-right portion of the screen are menu links to other areas of the tool: Resources and Reports, for all users; and Admin and Certification, only for those users with the appropriate permissions. These areas of the tool and the permissions required to use them are explained in the relevant sections of this guide. 
User controls are represented in the menu links by an icon of a person’s head, with the current user’s email address displayed underneath. 


[bookmark: _Toc414628931]User Menu
Figure 10 shows the User menu. The User menu options are User Profile, User Access, Change Password, and Logout.

[image: ]
[bookmark: _Toc414628967]Figure 10. CRDC Survey Tool User Menu

Selecting User Profile takes the user to a dialog screen where profile information beyond the user’s email address may be entered (see figure 11).
[image: ]
[bookmark: _Toc414628968]Figure 11. CRDC Survey Tool User Profile Dialog Screen


Selecting User Access takes the user to a screen with a table that lists the permissions that their account possesses; a legend at the bottom of the screen explains how to read the table (figure 12). 
[image: ]
[bookmark: _Toc414628969]Figure 12. CRDC Survey Tool User Access Page
The left-hand column of the table on the User Access page shows the list of permissions assigned to the current user account; the right-hand column lists the Forms (District and School) by LEA and School ID (see figure 13).
User access roles are explained in greater depth in section 2.6.2 on User Management. 
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[bookmark: _Toc414628970]Figure 13. CRDC Survey Tool User Access Permissions


The legend at the bottom of the User Access page explains how to interpret the information provided in the permissions table (see figure 14).

[image: ]
[bookmark: _Toc414628971]Figure 14. CRDC Survey Tool User Access Legend
“Change Password” takes the user to the Change Password dialog screen, which is discussed below. “Logout” logs the user out of the system.

Resetting Passwords
Users of the new survey tool have the ability to change their own passwords.
Change Password
If a user recalls the current password, changing it may be accomplished by selecting Change Password from the User menu available on every screen of the tool (see figure 15). 
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[bookmark: _Toc414628972]Figure 15. CRDC Survey Tool User Menu Select Change Password 


This will bring up the Change Password dialog screen.
[image: ]
[bookmark: _Toc414628973]Figure 16. CRDC Survey Tool Change Password Dialog Screen
The email address will already be filled in for the logged-in user. All that is required is to enter the old password, then enter and confirm the desired new password. Errors will be shown if either the old password is incorrect or if the New Password and Confirm Password fields do not match.
Forgotten Passwords 
If a user has forgotten the current password, they will need to follow the “Forgot your password?” link under the Password field (see figure 17). 
[image: ]
[bookmark: _Toc414628974]Figure 17. CRDC Survey Tool Forgotten Password
This will bring the user to the Reset Password dialog screen (see figure 18). 
[image: ]
[bookmark: _Toc414628975]Figure 18. CRDC Survey Tool Reset Password 
After the user enters the email address and selects the Reset Password button, the following message will appear on the screen (see figure 19). 
[image: ]
[bookmark: _Toc414628976]Figure 19. CRDC Survey Tool Password Reset
The user will then receive a confirmation email formatted as follows (see figure 20).
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[bookmark: _Toc414628977]Figure 20. CRDC Survey Tool Password Reset Confirmation Email
Selecting the confirmation link or URL will bring the user to the following dialog screen (see figure 21).
[image: ]
[bookmark: _Toc414628978]Figure 21. CRDC Survey Tool Password Reset Password Dialog Screen


If the user provides matching passwords in the two fields, he or she will receive the following message (see figure 22). 
[image: ]
[bookmark: _Toc414628979]Figure 22. CRDC Survey Tool Password Reset Successful
As usual with password resets, non-matching fields will return an error message (see figure 23).
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[bookmark: _Toc414628980][bookmark: _Toc395081132]Figure 23. CRDC Survey Tool Password Reset Error



[bookmark: _Toc414628932]Reporting Data Using the Survey Tool 
The core purpose of the CRDC survey tool is to report data relevant to the CRDC survey instrument. This can be done in two ways: by using the online forms for data entry provided within the tool itself and by uploading files in comma-separated value (CSV) format containing the relevant data. LEAs may opt to use one method or the other, or to combine the two, reporting some data in one way and some data in the other way. All data reported by either online data entry or file upload go to the same data repository and are reflected in the online data entry and all reports.
[bookmark: _Toc395081133][bookmark: _Toc414628933]Data Entry
In the context of the CRDC survey tool, “Data Entry” refers to direct entry of data into the online forms.
Purpose/Function
The purpose of the Data Entry section of the tool is to provide user-friendly online forms for the direct entry of data relevant to the CRDC survey.
Entering the Data Entry Area
From the Home page of the CRDC survey tool, the user sees the Data Entry & Review Tool on the left side of the screen and File Upload on the right side. Under the Data Entry & Review Tool, the user may opt to enter data into the School Form Submissions or the District Form Submissions online forms (see figure 24).
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[bookmark: _Toc414628981]Figure 24. CRDC Survey Tool Home Page Select Data Entry or File Upload



Navigation Within the School Form Submissions
Selecting School Form Submissions brings the user to the School Form Submission screen. Here the user has a choice between navigating by school and navigating by table. The choices are explained on screen (see figure 25).
[image: ]
[bookmark: _Toc414628982]Figure 25. CRDC Survey Tool School Form Submission
Hide Optional Questions
Users have the option of hiding optional questions once they have entered data into the tables. Resting the cursor or otherwise focusing on the Hide Optional Questions checkbox selection toward the top right of the screen will bring up a brief explanation of its purpose, as shown in figure 26.
[image: ]
[bookmark: _Toc414628983]Figure 26. CRDC Survey Tool Hide Optional Questions
There is also a list of all of the optional questions on the current School Form available via the “List of optional questions” link below the checkbox. 


Selecting “List of optional questions” brings up the following list (see figure 27).
[image: ]
[bookmark: _Toc414628984]Figure 27. CRDC Survey Tool List of Optional Questions
Any optional question may be skipped by the respondent and still allow for certification of a district’s submission upon completion of all the questions that are required (i.e., all those not listed here).


School Selection and Change School Order
Prior to selecting a navigation mode, the user may select which school within the district or LEA will have its data displayed and edited, using the School selection dropdown menu (see figure 28).
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[bookmark: _Toc414628985]Figure 28. CRDC Survey Tool School Selection Dropdown Menu
The order in which schools are displayed in this dropdown menu, as well as the order in which they will be seen when using School Navigation (see section 2.3.1.3.4 below), may be managed by selecting the Change School Order link next to the dropdown menu. Selecting Change School Order brings up the following screen (see figure 29).
[image: ]
[bookmark: _Toc414628986]Figure 29. CRDC Survey Tool Manage School Order
The Manage School Order screen allows the user to order schools within an LEA by School Name (default), NCES School ID, State Assigned ID, County, or Zip Code, or to manually drag and drop schools into a preferred order.


Table Navigation
If a user selects Table Navigation, they go to the following screen, in which they may select a topical module to enter data into for the first school in the defined school order or the one selected in the School selection dropdown menu (see figure 30). 
[image: ]
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[bookmark: _Toc414628987]Figure 30. CRDC Survey Tool Table Navigation Module Landing Page
The main part of the Module Landing page consists of a table of the topical groupings of CRDC questions within the School Form.  Each module’s acronym, full name, and current data entry status are provided in the table. Each module that is currently active and open for data entry shows up with its acronym and full name as active links available for selection. Clicking on either the acronym or full name will take a user to the same page. 
The Module Landing page appears the same for the Table Navigation and School Navigation modes of entering data, with the only visible difference being the “breadcrumbs” displayed in the top blue navigation bar (see figure 31). These “breadcrumbs” are displayed on every screen within the CRDC system, constantly indicating the user’s location within the tool. They are particularly useful in the Data Entry section of the tool, as the online forms for data entry have both more levels of navigation and multiple LEAs and schools that might be subject to data entry and review.
[image: ]
[bookmark: _Toc414628988]Figure 31. CRDC Survey Tool Navigation “Breadcrumbs”
In this instance, from left to right, the ‘“breadcrumbs” indicate the type of navigation being used, the state, the LEA, and the particular school being edited. If the user had instead chosen School Navigation, everything would appear the same except the navigation type, which would display as “School Navigation” rather than “Table Navigation.”
The “breadcrumbs” can also be used for active navigation. Any individual element of the “breadcrumbs” that is underlined is an active link that will take the user to the indicated location. For example, in this case, selecting the “Home” link would take the user to the Home page, while selecting the “Table Navigation” link would take the user back up to the main School Form Submission screen. As the user goes further down into the hierarchy of data entry screens, additional “breadcrumbs” become active links in this way.
The Module Landing page also contains an Error Report link (for the user to access a report on the error and warning counts for the selected school), the percentage of required cells filled for a given module, check boxes for indicating when data entry for a particular module is done, and reporting on the overall completion percentage at the bottom of the screen. 
Selecting the Error Report link next to the screen title with the school name brings up a detailed Error Report for the entire School Form. This Error Report will be discussed in depth in section 2.5 of this manual, which covers Reports and reporting functionality.



Selecting a module from the Module Landing page brings the user to a screen with instructions for the module as a whole (see figure 32). 
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[bookmark: _Toc414628989]Figure 32. CRDC Survey Tool Table Navigation Module Instruction Screen
The primary purpose of this screen is to provide links to the individual tables within the module in which users may actually enter data in response to survey questions. This screen also provides links to key definitions in the instructions and questions.
Again, the Module Instruction screens appear the same regardless of navigation mode, apart from the “breadcrumbs” in the blue navigation bar along the top of the screen indicating the user’s location in the tool. Note how the acronym for the individual module being viewed is added to the “bread crumb” trail in this instance, as well as how the school name (“Alabama School for Blind”) has become an active link. Selecting the school name link in this instance would take the user back to the Module Landing page for this school.


Selecting an individual table within the module brings up the screen for that table and adds an entry for the specific table to the “breadcrumbs,” while the module acronym (“ENRL”) in this case becomes an active link that will take the user back to the Module Instruction screen if selected (see figure 33).
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[bookmark: _Toc414628990]Figure 33. CRDC Survey Tool Table Navigation Overall Enrollment Table
In Table Navigation mode, selecting the Previous and Next navigation buttons in the upper-right portion of the screen (see figure 34) will take the user to the previous or next table (for which the user has data entry permissions) within the list of tables, within the same module and School Form.
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[bookmark: _Toc414628991]Figure 34. CRDC Survey Tool Table Navigation Mode
For the first table within a module that the user navigates to, rather than “Save & Go To Previous table,” the button on the left will read “Save & Go To Module Landing Page” instead, and will function accordingly (see figure 35).
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[bookmark: _Toc414628992]Figure 35. CRDC Survey Tool Table Navigation Mode (First Table)
The same is true for the button on the right, but for the last table in the module (see figure 36).
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[bookmark: _Toc414628993]Figure 36. CRDC Survey Tool Table Navigation Mode (Last Table)
The Switch Mode selection button, which is positioned between the navigation buttons, allows users to switch navigation mode from Table Navigation to School Navigation without going back up through the hierarchy of screens to the School Form Submission screen. Selecting Switch Mode will take the user to the same table within the same module within the same School Form, with the only difference being that the user will now be navigating using School Navigation and the navigation buttons and “breadcrumbs” will reflect this change. 

School Navigation
If the user selects School Navigation rather than Table Navigation from the School Form Submission screen, they will go to the following version of the Module Landing page (see figure 37).
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[bookmark: _Toc414628994]Figure 37. CRDC Survey Tool School Navigation Module Landing Page
As noted above, the only difference apparent at this level is that the “breadcrumbs” indicate that the user is in School Navigation rather than Table Navigation.


Selecting a module brings up the Module Instruction screen, as before (see figure 38).
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[bookmark: _Toc414628995]Figure 38. CRDC Survey Tool School Navigation Module Instruction Screen
Again, the functionality here is the same as in Table Navigation, the only difference being the navigation mode that is indicated in the “breadcrumbs."




Selecting an individual table within the module brings up the School Navigation version of that table (see figure 39).
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[bookmark: _Toc414628996]Figure 39. CRDC Survey Tool School Navigation Overall Enrollment Table
Looking closely at the navigation buttons reveals the differences between the Table Navigation and School Navigation versions of these screens. In School Navigation, the Previous and Next navigation buttons in the upper-right portion of the screen will take the user to the previous or next school within the LEA, while remaining in the same table within the module (see figure 40). This functionality operates according to the order of schools, either through the default (school name) order or as earlier defined by the user through the Change School Order functionality.
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[bookmark: _Toc414628997]Figure 40. CRDC Survey Tool School Navigation Mode
There are variations on these buttons when the user is at the first or last school in the defined order, such that when there are no more schools, the next or previous button will take the user to the next or previous question or to the Module Landing page, similar to how the Table Navigation buttons act when at the beginning or end of a module.
The Switch Mode selection exists here to allow users to switch navigation mode from School Navigation to Table Navigation without having to go back up within the hierarchy of screens to the top-level School Form Submission screen. Just as when switching from Table Navigation to School Navigation, selecting Switch Mode here will take the user to the same table within the same module within the same School Form, with the only difference being that the user will now be navigating using Table Navigation and the navigation buttons and “breadcrumbs” will reflect this change.


Navigation Within the District Form Submissions
Navigation within the District Form Submissions is similar to the School Form. Selecting District Form Submissions from the School Form Submission screen brings the user directly to the district version of the Module Landing page (see figure 41).
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[bookmark: _Toc414628998]Figure 41. CRDC Survey Tool District Form Module Landing Page 
The District Form is divided into topical modules (albeit a smaller number of them) in much the same way as the School Form. Error Reports and Hide Optional Questions also work identically to the way they do within the School Form.


Selecting an active module for data entry brings up the Module Instructions screen with the list of available questions and tables (see figure 42). 
[image: ]
[bookmark: _Toc414628999]Figure 42. CRDC Survey Tool District Form Module Instruction Screen
Selecting an individual table within the District Form brings up that table (see figure 43).
[image: ]
[bookmark: _Toc414629000]Figure 43. CRDC Survey Tool District Form Student Count Table
Note that the “breadcrumbs” reflect the user’s navigation path and provide navigation links in the same manner as when navigating the School Form.
Since the vast majority of users will only be submitting data for one district or LEA, all navigation within the District Form is from table to table, as is Table Navigation within the School Form. There is no equivalent of School Navigation for the District Form Submissions process. Once the user has gone to the screen for a specific table in a module, the navigation buttons will take that user to the previous or next table within the same module within the same District Form (see figure 44).
[image: ]
[bookmark: _Toc414629001]Figure 44. CRDC Survey Tool District Form Table Navigation
Just as for Table Navigation in the School Form, in the first table within a module, the button on the left will read “Save & Go To Module Landing Page” rather than “Save & Go To Prev table,” and will function accordingly (see figure 45).
[image: ]
[bookmark: _Toc414629002]Figure 45. CRDC Survey Tool District Form Table Navigation (First Table)
Likewise, in the last table within a module, the navigation button on the right will change (see figure 46).
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[bookmark: _Toc414629003]Figure 46. CRDC Survey Tool District Form Table Navigation (Last Table)
As there is no “LEA Navigation” mode analogous to the School Navigation mode available for the School Forms, a user with access and reporting responsibility for multiple districts would either require separate logins for these different user roles or would have to select a different LEA from the State and LEA dropdown selection on the Home Page before selecting District Form Submissions. 



Data Entry Process
Once the user has selected a specific table representing a question or series of questions in the survey, the actual data entry can begin.
Initial Data Entry
Once in a specific table, the user may enter data in response to a question or series of questions manually in any of the clear fields. Totals are automatically calculated for the user. Some tables may be skipped due to internal logic between the survey items, but this will generally entail skipping over an entire table rather than an individual cell in the table. The navigation mode (School or Table) chosen for moving between different tables and schools within the form is irrelevant to the functionality for actually entering data once in a table (see figure 47).
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[bookmark: _Toc414629004]Figure 47. CRDC Survey Tool Overall Enrollment Data Entry
Within each table data entry screen, the top of the screen just beneath the main menu and breadcrumbs navigation identifies the current table and the school or district to which it applies, along with the Save and Review and Navigation buttons. Beneath that are some brief instructions and a legend identifying icons used, and then the actual table or tables with cells ready to be filled in with accurate data appear in the left and central portions of the screen, with an area for additional information to the right.   
Within the table itself, each cell has a gray bar beneath it for display of Error or Warning icons, and beneath that the short name (used in flat file submissions) of the data element represented by that cell. Totals are calculated on a running basis as data are entered.


Real-Time Feedback/Status Display
The CRDC submission system automatically performs validation checks on all data as they are entered and flags errors or potential errors (warnings). These checks are called “Business Rules” and are run in real time as data are entered using the Data Entry & Review tool. Once some or all of the data have been entered for an individual table, the user can select the Save and Review button to apply the business rules to these data. In return, the system will return an Error and Warning Summary for the table as a whole, showing any errors, warnings, and pending validation checks that apply to the data entered (see figure 48). 
[image: ]
[bookmark: _Toc414629005]Figure 48. CRDC Survey Tool Overall Enrollment Error and Warning Summary
Initially, the Error and Warning Summary only shows a list of the data elements checked, with a count of Warnings or Errors for each beside it. 


Each of the elements with active errors or warnings may be expanded from this view for a detailed list of the specific errors and warnings found for that element (see figure 49). Errors are conditions where the data must either be corrected or explained prior to certification, while Warnings are defined as conditions where a possible issue has been identified, but a correction or explanation may not be necessary. 
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[bookmark: _Toc414629006]Figure 49. CRDC Survey Tool Overall Enrollment Element Expanded 


Each specific error or warning may be further expanded upon within the summary (see figure 50).
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[bookmark: _Toc414629007]Figure 50. CRDC Survey Tool Overall Enrollment Error Expanded


Upon closing the Error and Warning Summary, the user will see that icons for these individual errors and warnings also appear in the individual fields within table itself (see figure 51).
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[bookmark: _Toc414629008]Figure 51. CRDC Survey Tool Overall Enrollment Validation Checks
Selecting the Save and Review Data button at any point will bring up the whole Error and Warning Summary again. The Save and Review Data button at this point displays the number of active errors and warnings for the whole table. 
Further details on any of these conditions may be obtained by selecting them, either from an individual icon in the table or from a line in the Error and Warning Summary. For example, selecting one of the Error icons will bring up the following type of popup (see figure 52).
[image: ]
[bookmark: _Toc414629009]Figure 52. CRDC Survey Tool Error Icon Popup
In this case, the Error icon only indicated one particular active error. 


Selecting the plus (+) sign to the left of the Error name will bring up full details (see figure 53).
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[bookmark: _Toc414629010]Figure 53. CRDC Survey Tool Error Details


Selecting the Technical Information tab will show technical details, including the LEA and School IDs, data element ID, module name, user ID associated with the data field, and whether the element is being skipped or automatically populated with a zero (see figure 54).
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[bookmark: _Toc414629011]Figure 54. CRDC Survey Tool Technical Information

Selection of a Warning icon brings up similar information (see figure 55).
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[bookmark: _Toc414629012]Figure 55. CRDC Survey Tool Warning Icon Popup


Expansion of the Warning message provides full details on the nature of the issue (see figure 56).
[image: ]
[bookmark: _Toc414629013]Figure 56. CRDC Survey Tool Warning Details
Generally, users will only be interested in the validation checks that a data element fails and which therefore generate an error or warning. However, it may sometimes be useful to be aware of all the validation checks that apply to an element, including those it has passed; for example, when considering a change to the reported value of the element in order to correct one error, a user may want to avoid triggering an entirely different error or warning. For this purpose, the user may check the Show All Checks option.


Checking Show All Checks changes the view so that is shows all validation checks, organized by data element (see figure 57).
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[bookmark: _Toc414629014]Figure 57. CRDC Survey Tool Show All Checks (Summary)


When a data element is expanded in this view, validation checks are displayed in descending order of priority to the user: Errors; then Warnings; then checks that are still Pending due to a lack of data; and, finally, checks that have been Passed, indicated in green (see figure 58). Each validation check enumerated in this view is expandable for full details, just as are Errors and Warnings.

[image: ]
[bookmark: _Toc414629015]Figure 58. CRDC Survey Tool Show All Checks (Element)
The Show All Checks function is also available for the Error/Warning popup screens accessed through the icons in the table view. In this case, it will show all the validation checks for the specific element to which the icon belongs, in the same priority order.

The online data entry screens also show the user whether the system’s internal business logic dictates that certain data fields are not applicable and therefore are being skipped or whether values are being automatically filled in as zeros. 
If an answer to a precursor question indicates that a table within a form is not applicable and therefore should be skipped, the table navigation will normally skip over that table entirely. However, if a user uses module or school navigation to see that table, the cells for the skipped data fields will show a series of grayed out “NA’s,” as shown in figure 59.
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[bookmark: _Toc414629016]Figure 59. CRDC Table With Skipped (NA) Items
In this instance, the school was reported not to have any Gifted/Talented programs or enrollment at an earlier point in the form, so the entire Gifted and Talented Enrollment table was automatically filled in with “NA’s.” If the user nevertheless attempts to edit an “NA” entry, an indicator will show that it was intended to be skipped (see figure 60).
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[bookmark: _Toc414629017]Figure 60. CRDC Table With Skipped Indicator Showing


If the user goes on to enter a value, a Warning will be generated, as shown in figure 61. 
[image: ]
[bookmark: _Toc414629018]Figure 61. CRDC Table With Skipped Warning Icon
If a user selects the Warning icon, full details on why they are receiving a warning about entering data to a skipped field, why that field was originally skipped, and what will happen to their data if they do not remove the skip condition prior to certification are provided in the resulting Warning message (see figure 62).
[image: ]
[bookmark: _Toc414629019]Figure 62. CRDC Skipped Warning Message
The Warning message includes details on which other field or fields have values that are causing this field to be skipped and which user submitted those values.
Likewise, the system will sometimes dictate that, based on the answers to precursor questions, later fields should automatically be filled in with zeros. For example, if there are no Hispanic students within a school at all, later tables that break down specific course enrollment or incidents of discipline by demographic groups will likewise have zeros reported for Hispanic students. This process generally goes element by element, field by field, rather than by whole tables. 
In the example below, since no students were reported within certain demographic groups for the overall enrollment, there are automatically generated zeros (in gray) in the Student Participation in the SAT Reasoning Test or ACT table (see figure 63). 
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[bookmark: _Toc414629020]Figure 63. CRDC Table with Automatically Generated Zeros
If a user selects one of the cells with an automatically generated zero, they will see the following indicator (see figure 64). 
[image: ]
[bookmark: _Toc414629021]Figure 64. CRDC Table with Automatic Zero Indicator


If the user decides to change the value from zero, a new Error icon will be displayed for this field (see figure 65).
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[bookmark: _Toc414629022]Figure 65. CRDC Table with Automatic Zero Error Icon


When the Error icon is selected, the resulting error message will provide details as to why changing the value without first addressing the cause of the automatically generated zero resulted in an error and how the system will treat this value (see figure 66).
[image: ]
[bookmark: _Toc414629023]Figure 66. CRDC Automatic Zero Error Message
The details include information on what other fields and users caused the automatic zero to be generated.


Addressing Issues in Data Entry
When encountering errors, warnings, and other issues in the course of data entry in the online forms and tables, there are two basic ways to address them.
First, the user may change the value of the data element or elements that have failed validation checks so that the system no longer generates an error or warning. This requires some knowledge of the validation checks represented by the business rules in order to judge what would be an accepted value. However, the advantage of addressing the issue in this way is that the user may simply enter a new value into the data field and see if that fixes the issue. Also, as the business rules are designed to find problematic data, the more accurate and complete the data entered, the less likely they are to trigger an error on a validation check.
Second, if the value of the data element itself cannot or should not change, the user may resolve the issue by entering a reason code and/or comment that provides an explanation of why the value submitted is valid or, in the case of missing values, by providing a plan for capturing the required data at a later point. In the case of missing values, an explanation by way of a reason code and/or comment may or may not be accepted by the PSC as the specific situation dictates. The PSC will determine the specific actions needed on a case-by-case basis. 


The process for explaining an error is, first, to simply to open up the details of the specific error and then select a reason code (see figure 67).

[image: ]
[bookmark: _Toc414629024]Figure 67. CRDC Error Explanation – Reason Code Selection
Depending on the error and the reason code selected, the reason code may be sufficient explanation or a comment may also be required. The reason code OTH: Other Reason, as a catch-all, will always require further explanation by means of a comment. 


Once the required information has been selected and filled in, the user may select Apply Explanation in order to submit the explanation. If the explanation is accepted, the status of the validation check will change to Error Explained, with details similar to those shown in figure 68.
[image: ]
[bookmark: _Toc414629025]Figure 68. CRDC Error Explained
[bookmark: _Toc395081134]This change in status will then be reflected by there being one less error in the error and warning count on the Save and Review button, in the Error and Warning Summary, and by the validation check icons within the table. 


[bookmark: _Toc414628934]File Upload
In the context of the CRDC survey tool, “File Upload” refers to the reporting of data by uploading properly formatted CSV files.
Purpose/Function
The purpose of the File Upload section of the tool is to provide a user-friendly interface for the upload of CSV files containing data relevant to the CRDC survey.
Entering the File Upload Area
From the Home page of the CRDC survey tool, the user sees Data Entry options on the left side of the screen and File Upload on the right side. Selecting File Upload on the right brings the user directly to the main File Upload screen (see figure 69).
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[bookmark: _Toc414629026]Figure 69. CRDC Survey Tool File Upload Screen
This screen provides the ability to add files for upload via browsing functionality and then to initiate the actual upload of one or multiple files at a time. It also shows the file upload history (if any) including IDs, usernames (i.e., email addresses), timestamps, file names, sizes, and file upload and processing status. This is shown in two tables: first, “Your Files,” representing files uploaded by the current user; second, a table showing all files uploaded for the school selected on the Home page when the user entered the File Upload screen.


Preparing Files for Upload
Initial Data Submission Files
File Upload will only work with properly formatted CSV files containing appropriate data headers for all data elements being submitted. For full details on the formatting of CSV files for initial data submission and upload, please see the CRDC SY 2013–14 Flat File Submission Instructions. 
Error Correction Submissions
Once the data have been reported and processed by the system, the user may download an Error Resolution Report from the Reports area of the tool. This report is an editable Excel sheet that may be used to provide changed data values, reason codes, and comments. The edited file may then be uploaded, using the same procedures as for an initial data submission file, in order to submit the changed and new data to the system.
File Upload Process
Once properly formatted CSV files have been prepared for upload, there are a few steps involved in actually uploading them in order to submit the data they contain.
Adding Files
First, the user must select the file or files to be uploaded by selecting the Add Files button. This will bring up a standard browser window for selection of files from the user’s computer or network (see figure 70).
[image: ]
[bookmark: _Toc414629027]Figure 70. CRDC Survey Tool File Upload Add File Browser Window
Next, the user selects a file or files and selects the Open button to add them to the upload queue, returning to the File Upload screen upon completion. The files to be uploaded are now shown (see figure 71).
[image: ]
[bookmark: _Toc414629028]Figure 71. CRDC Survey Tool File Upload Files Added

Initiating File Upload
Once files have been selected and added, the user simply selects the Start Upload button (or, in the case of multiple files, Start All Uploads) to initiate the actual upload. The screen will show the progress of the upload itself in real time, which will likely occur quickly for files of a reasonable size (see figure 72). 
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[bookmark: _Toc414629029]Figure 72. CRDC Survey Tool File Upload In Progress


Upon completion of the upload, the File Upload screen will display as follows (figure 73).
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[bookmark: _Toc414629030]Figure 73. CRDC Survey Tool File Upload Files Uploaded
Note that the Upload History now reflects the new uploads and their processing status. When the file checking is completed, the file status will be reflected in an updated Upload History table. In this snapshot, one file has failed due to a checking error involving the column header and the other has been successfully parsed with all elements submitted, although there are errors with those element submissions.
Following the link for “##/## elements submitted with ## successes and ## errors.” will bring up the following table, which may be broken down into a number of screens depending on length (see figure 74).
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[bookmark: _Toc414629031]Figure 74. CRDC Survey Tool File Upload Element Submission Table
This table shows all of the forms (by Form ID), elements, and values submitted within the relevant file. Most files will contain a much greater number of submitted element values than are shown in this instance.
Real-Time Feedback
Direct feedback within the File Upload area consists of the progress bars, Upload History table, and Element Submission table shown above. Users may also check the results of their file uploads in the Online Data Entry area or in the Reports section of the tool at will, although there may be slight delays in system processing logic so that these areas will fully reflect the newly uploaded data.
Data Submission Reports
At this time, data submission reports consist of the Element Submission tables discussed above, the Error Reports available within the Online Data Entry area, and the file downloads and other reports available in the Reports section of the tool (see section 2.5 below). 
Of particular interest in the Reports section is the Error Resolution Report, a downloadable Excel sheet of all detected errors and warnings that may be edited by the user with changed values, reason codes, and comments, and then uploaded again using the Add File and Start Upload functionality just discussed.
Addressing File Upload Issues
Issues with the data contained in file upload submissions may be addressed either by further file uploads with corrected data using the Flat File Submission templates, file uploads using the Error Resolution Report template that contain data corrections and/or explanations by means of reason codes and comments, or handling of individual issues using the Data Entry portion of the CRDC survey tool.
[bookmark: _Toc395081135][bookmark: _Toc414628935]Combining Reporting Methods
The data submitted to the CRDC survey tool using either the Data Entry or File Upload functionality all go to the same data stores. As such, some data may be reported using one means while other data are submitted using the other, and each method may be used to correct or address errors arising from the other.
[bookmark: _Toc395081137]

[bookmark: _Toc414628936]Resources Page
[bookmark: _Toc414628937]Purpose/Function
The purpose of the Resources section of the tool is to provide a consolidated resources page where users can go for contact information, important and helpful links, and downloads of documents relevant to the data collection.
0. [bookmark: _Toc414628938]Access
The Resources page may be accessed from any screen within the tool by selecting the Resources menu link from the top-level menu present on each screen. While constantly being updated, the current Resources page appears as follows (see figure 75):
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[bookmark: _Toc414629032]Figure 75. CRDC Survey Tool Resources Page




[bookmark: _Toc414628939]Reports
[bookmark: _Toc395081138][bookmark: _Toc414628940]Purpose/Function
The purpose of the Reports section of the tool is to provide the user’s primary access to reporting functionality. The Reports screen supports the download of four report types: the LEA Submissions Download, the Error Resolution Report, the LEA Submission Progress Report, and the User Access Report. There also exist reporting functions and reports available from other screens. In order to access this feature, the user must first select the Reports menu item in the top-level menu. This brings the user to the following screen (see figure 76).
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[bookmark: _Toc414629033]Figure 76. CRDC Survey Tool File Reports Screen
[bookmark: _Toc411950356][bookmark: _Toc411950357][bookmark: _Toc411950358][bookmark: _Toc411950359][bookmark: _Toc411950360][bookmark: _Toc411950361][bookmark: _Toc411950362][bookmark: _Toc411950363][bookmark: _Toc411950364][bookmark: _Toc411950365][bookmark: _Toc411950366][bookmark: _Toc411950367][bookmark: _Toc414628941]LEA Submissions Report
The LEA Submissions Report is a CSV report on all LEA and school data submitted to date, plus a PDF certification form, downloadable in the form of a compressed zip file. Selecting the Download Zipped LEA Submissions button starts the download process. Selecting Open, or Save and then Open, results in a view of the zip file as follows (see figure 77).
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[bookmark: _Toc414629034]Figure 77. CRDC Survey Tool File Reports Download
The individual CSV files may be opened in Excel or another spreadsheet program, or in a text editor to see the raw format. Figure 78 below illustrates how a Schools in LEA file (the file containing School Form data for schools within a given LEA) might look in Excel.
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[bookmark: _Toc414629035]Figure 78. CRDC Survey Tool Downloaded Report in Excel
These CSV files may be used for purposes of review, or edited and then uploaded using the File Upload functionality in order to submit new or changed data.


[bookmark: _Toc414628942]Error Resolution Report
As already mentioned under section 2.3.2 (on File Upload functionality), the Error Resolution Report not only provides a list of all Errors and Warnings based on the data as currently submitted, but may also be edited to either change submitted data values or to provide explanations for reason codes and/or comments, then uploaded as a CSV file in order to submit the new data. (Note that users may also use the Online Data Entry tool to review and revise data.) To view and edit the Error Resolution Report, the user must first download it from the Reports screen (see figure 79).
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[bookmark: _Toc414629036]Figure 79. CRDC Survey Tool Error Resolution Report Selection
The user is given the option of including submission-level validation checks. As the explanation beside the check box indicates, submission-level checks compare data across all schools in the district in various ways. Not only does this require significant processing time, but if data have been entered for some, but not all, schools within the district, these checks can fail in two ways. They may fail to detect issues within the district submission due to insufficient data to work with, or they may return false positives based on expected data being missing. For these reasons, it is most useful to leave the submission-level checks unchecked until the data to be submitted are complete.
Once the user selects the Download Error Resolution Report button, the system will generate the file according to the latest data submitted. 


Once downloaded and opened, the resulting file will appear as follows in Excel (see figure 80):
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[bookmark: _Toc414629037]Figure 80. CRDC Survey Tool Error Resolution Report in Excel (Part 1)
Detailed instructions on using the Error Resolution Report as a template for File Upload are provided in the first row of the Excel file.


If the user scrolls to the right, they can see additional columns, including those used to insert changed element values, reason codes, and comments (see figure 81).
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[bookmark: _Toc414629038]Figure 81. CRDC Survey Tool Error Resolution Report in Excel (Part 2)
Once all the desired edits have been made, the user can upload the report from the File Upload area of the tool in order to correct and explain issues in the data submission.
[bookmark: _Toc414628943]LEA Submission Progress Report
The LEA Submission Progress Report is a downloadable report on the submission progress of all LEA and School forms for a given LEA. The user need only select the Download Submission Progress Report button on the Reports screen to download an Excel report in the following format (see figure 82).
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[bookmark: _Toc414629039]Figure 82. CRDC Survey Tool LEA Submission Progress Report in Excel


[bookmark: _Toc414628944]User Access Report
The selection of Show User Access Report simply takes the user to the same screen as was previously shown to be accessible from the User Access item on the main User Menu.
[bookmark: _Toc414628945]Additional Reporting Functionality
While the Reports screen is intended as the primary point through which to access reporting functionality, other areas do exist within the tool where the user can access reports and feedback on submission status, progress, and errors.
Submission Status Reporting
The LEA Submissions Report provides a complete submission status, as it shows all data as currently submitted for the LEA. However, there are other ways to view this submitted data. Any user with the required Read privileges for the LEA and its schools may review the submitted data by viewing it in individual cells and tables within the Online Data Entry screens, as discussed in detail in section 2.3.1. In addition, a user may review recently submitted data element values using the Element Submission tables available through the File Upload screens, as shown in section 2.3.2.
Submission Progress Reporting
The LEA Submission Progress Report shows completion percentages by form for the LEA, and is the easiest place to look for data on progress for the LEA as a whole. However, a user may also see completion percentages for each form, as well as by module and individual table, within the Data Entry & Review Tool screens (see section 2.3.1). A user with the authority to certify the LEA’s data submission may also check their overall progress by district and school using the Certification Submission Status table in the Certification Dashboard (see section 2.7.3).
Error Reporting
The Error Resolution Report is intended as a consolidated means to view Errors and Warnings and to address them, whether by changing or explaining data submissions. However, users may also view and address them using the Error Report, Error and Warning Summary, and individual Error and Warning icons available through the Online Data Entry screens (see section 2.3.1) or through the Element Submission tables for a particular file upload (see section 2.3.2). Those authorized to certify their district’s data submission may also access the Pre-Certification Check Preview and Ready for Certification functions from the Certification Dashboard (see section 2.7.3).
The Error Report available from the Module Landing pages in the Data Entry & Review Tool, not having been covered in depth in section 2.3.1, is discussed in more detail here.



Error Report
As discussed under section 2.3.1 for Data Entry, the Module Landing page for each form contains an Error Report button next to the screen title with the district or school name. Selecting this button brings up a detailed Error Report for the entire District or School Form (see figure 83).
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[bookmark: _Toc414629040]Figure 83. CRDC Survey Tool Error Report
The Error Report provides a list of data modules for the District or School Form and the number of warnings and errors currently known to exist according to the validation checks. 
The user may expand any module in the Error Report in order to see more detail on the specific questions with warnings or errors (see figure 84). Errors are defined as conditions where the data must either be corrected by changing the value in the field or the apparent discrepancy must be explained prior to certification of the district’s data submission. Warnings are defined as conditions where a possible issue has been identified, but a correction or explanation is not necessary prior to certification. 
[image: ]
[bookmark: _Toc414629041]Figure 84. CRDC Survey Tool Error Report
Again, this functionality is the same regardless of whether the user is in Table Navigation or School Navigation mode in the School Form or in the District Form.


Selecting the link for a particular question shown in the Error Report takes the user to the individual data entry screen where the error or warning occurs (see figure 85).
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[bookmark: _Toc414629042]Figure 85. CRDC Survey Tool Error Report Link Destination
Once at the individual table, the individual errors and warnings will be indicated by icons (discussed earlier in section 2.3.1), and the user may address errors directly at the table level.
[bookmark: _Toc413874971][bookmark: _Toc411950372][bookmark: _Toc395081142][bookmark: _Toc414628946]Collection Metrics and Tracking
Collection metrics beyond the LEA Submissions downloads and the percentage complete, calculated by module, school, and LEA, are still under development.
[bookmark: _Toc395081148]

[bookmark: _Toc414628947]Administrative Functions
In the context of the CRDC survey tool, “Administrative Functions” refer to those functions within the tool that are only accessible to certain users with specified administrative permissions that are assigned by CRDC, district, and school personnel with CRDC submission authority. You can view your current permissions using the User Access feature, discussed in section 2.2.3. Administrative Functions currently break down into two types: User Management and System Management.
[bookmark: _Toc395081149][bookmark: _Toc414628948]User Management
“User Management” refers to the part of the tool in which users with administrative permissions may manage the permissions of other users within their respective domains (e.g., school, district, state).
Purpose/Function
The purpose of the User Management section of the tool is to provide a user-friendly interface for the management of user accounts and permissions.
Entering User Management
For users with the proper administrative permissions, selecting the Admin menu item toward the top right of the Home page will bring up Admin Home. Admin Home contains the User Management and System Management areas (see figure 86).
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[bookmark: _Toc414629043]Figure 86. Admin Home
The example shown is for a user with LEA Administrator permissions, so there are User Management options for controlling the permissions of LEA and School users and a limited menu of options under System Management. School Administrators or Staff would see a more limited menu of options still, while state education agency (SEA) and Department of Education (ED) users would see different options (unless granted LEA-level permissions by an LEA Administrator). 
PSC users not only have all User Management options available, but an extended System Management menu in order to allow them to help LEAs through the submission process.
Below are further details of the use of the selections under User Management.
Add New User
Selecting Add New Users under the Register Users section of User Management brings the administrator to the following screen (see figure 87).
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[bookmark: _Toc414629044]Figure 87. Register New User
The text in red explains the email verification process and the importance of informing new users that they will be receiving confirmation emails. The administrator simply enters the new user’s information as indicated and selects Confirm Registration or, alternatively, decides to select Cancel. Upon selecting Confirm Registration, the following confirmation popup is displayed (see figure 88).
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[bookmark: _Toc414629045]Figure 88. Register New User Confirmation
The user will not be able to access the system before following the email link to verify their email address and completing the registration process. However, the administrator does not need to wait for the new user to verify their email before setting their permissions (as shown in section 2.6.1.2.2 Manage User Permissions).


Manage User Permissions
Under the Manage User Permissions section of User Management, the administrator will see selections for each role whose user permissions they may manage. We will look first at the screens for managing user permissions for LEA (District) Staff.
For each LEA Staff user assigned to the LEA, the administrator may manage permissions for the modules within both the District and School forms or wholly remove or disable access for that user (see figure 89). 
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[bookmark: _Toc414629046]Figure 89. Manage User Permissions – LEA Staff
The administrator may also add new users to the list of LEA Staff for this LEA or change LEAs entirely. To add a user to the list of LEA Staff for a particular LEA, the administrator selects the +Add User button, bringing up the “Add user to this group” dialog box (see figure 90).
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[bookmark: _Toc414629047]Figure 90. Add User Dialog
In this dialog, the administrator has the option of searching for an existing user in the CRDC survey tool by email address or, if the user cannot be found, selecting Create New User to add a new user. 

Entering the beginning characters of an existing user’s email address will bring up a list of possible matching addresses in the system (see figure 91).
[image: ]
[bookmark: _Toc414629048]Figure 91. Add User Dialog Email Search
[bookmark: _Toc395081150]Selecting one of these results brings up the version of the dialog shown below (see figure 92).
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[bookmark: _Toc414629049]Figure 92. Add User Dialog Email Selected
From here, selecting the Add User button will add the selected user to the permissions list for the given LEA.


The added user will now show up in the list of those with LEA Staff Permissions (see figure 93).
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[bookmark: _Toc414629050]Figure 93. User Added
If instead the administrator selects the Create New User button from the Add User dialog, this brings up the Register New User screen previously discussed under Add New User.
In this case, once a new email address has been entered into the system, the administrator would still have to search for that email address, select it, and add the user to the LEA as shown previously. The Add User functionality works in the same manner for all Manage User Permission screens.


Once all desired users are showing in the user permissions list, the administrator must then set their permissions. First, the administrator would expand the entry for a specific user by selecting the plus (+) sign next to that user’s email address (see figure 94).
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[bookmark: _Toc414629051]Figure 94. User Permissions Expanded
Next, the administrator would select either LEA or School Form Permissions. Selecting LEA Form Permissions expands that area of the page as shown (see figure 95).
[image: ]
[bookmark: _Toc414629052]Figure 95. LEA Form Permissions Expanded
As the instructions in this view explain, here the administrator may give this user read access (the ability to view data already submitted) to all LEA modules and write access (the ability to enter new data to questions and tables) to either all, or only selected, LEA modules. “Write access” to any LEA module requires “read access” to all of them (see figure 96). 
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[bookmark: _Toc414629053]Figure 96. LEA Form All Permissions Granted
Changes to these permissions are not effective until the administrator selects the Update Permissions button and sees the following message (see figure 97).
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[bookmark: _Toc414629054]Figure 97. Permissions Updated


When the administrator selects School Form Permissions, the process is somewhat more complicated, not only because there are a greater number of modules in the School Form, but because there are multiple schools within most LEAs (see figure 98).
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[bookmark: _Toc414629055]Figure 98. School Form Permissions
The School Form Permissions area allows the administrator to give the user Read, Write, or Admin permissions for all schools within the LEA or only for selected ones. Write permissions may also be given for all modules within the School Form or only for selected ones. In each case, any Write permissions for a given school, even if only for a single module, will include Read permissions for that entire School Form. In addition, Admin permissions for a given school include both Read and Write permissions.
On the following page, figure 99 displays an example in which the user is given Admin permissions for one school, full/general Write permissions for a second school, and Write permissions for one module for all schools. The gray checkmarks indicate permissions that were not manually selected by the administrator, but were automatically included in those the administrator did select.
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[bookmark: _Toc414629056]Figure 99. School Form Permissions Updated
As before, none of these changes are effective until the administrator selects the Update Permissions button.
Within the LEA Staff Permissions screen, the administrator may also opt to remove a user’s permissions for the LEA and its schools entirely or to temporarily disable a user’s access to the LEA and schools without changing permissions. 
Selecting Remove User for a specific user brings up the following dialog (see figure 100).
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[bookmark: _Toc414629057]Figure 100. Remove User Check
If the administrator selects OK, all user permissions for this LEA and associated schools will be erased and would have to be manually redone, through the process just covered, to be reinstated.


Selecting “Disable access” for a specific user disables that user’s permissions until reinstated, with the user email and name grayed out in this screen (see figure 101).
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[bookmark: _Toc414629058]Figure 101. User Disabled
However, all the administrator needs do to reinstate this user is to select the Enable Access button in this view. No selection of the actual user permissions is required.
If an administrator wishes instead to manage user permissions for LEA Administrators, the process and screens are far simpler.
For LEA Admins for a particular LEA, the only options are to add or remove users from the list of LEA Admins. Add User works just as shown previously for LEA staff, while the Remove User(s) button applies to any users with checked boxes when it is selected. There is no need to define specific permissions, as every LEA Admin always has full Read, Write, and Admin permissions for their LEA and all schools within it (see figure 102).
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[bookmark: _Toc414629059]Figure 102. Manage User Permissions – LEA Admins


Managing user permissions for School Staff is likewise simpler than for LEA Staff, for the simple reason that permissions need only be defined for one school (see figure 103). 
[image: ]
[bookmark: _Toc414629060]Figure 103. Manage User Permissions – School Staff
However, first the user must select the school (see figure 104).
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[bookmark: _Toc414629061]Figure 104. Manage User Permissions – Select School
Once a school is selected, the administrator would select a user whose permissions need to be modified, then select the School Module Permissions button (see figure 105). 
[image: ]
[bookmark: _Toc414629062]Figure 105. Manage User Permissions – Select School User
Once in this view, the administrator simply selects the modules for which the user should have data entry (Write) permissions, then selects Update Permissions to make any changes effective. Selecting the top check box selects all modules for the School Form (see figure 106).
[image: ]
[bookmark: _Toc414629063]Figure 106. Manage User Permissions – School Module Permissions Selected


[bookmark: _Toc395081143]The User Permissions Lookup selection under Manage User Permissions brings up the following search screen (see figure 107).
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[bookmark: _Toc414629064]Figure 107. Manage User Permissions – User Permissions Lookup
This screen allows the administrator to search for users by email address (and optionally by State, LEA, and School) to see what user permissions they have been assigned. Leaving the school unselected allows for a search of users assigned to All Schools (and SEA and PSC users can likewise search across all LEAs or all states as well), and leaving the email address blank shows all users for the selected school(s) or larger entities. The small Search box nearest the table of results filters by any item showing up in the table, including email addresses and NCES IDs.




There is also a legend that explains how to interpret the results of such a search (see figure 108).[image: ]
[bookmark: _Toc414629065]Figure 108. Manage User Permissions – User Permissions Lookup Legend
An asterisk (*) in a cell indicates that the given user has that permission globally within the search parameters, while narrower permissions are shown using FIPS codes and NCES IDs for specific LEAs and Schools.


[bookmark: _Toc414628949]System Management
The System Management area of the Admin Home screen contains only the limited functions that are available to LEA Administrators: Edit LEA Contacts and Manage Schools. Additional functions are available to PSC users in order to assist with the data collection.
Edit LEA Contacts
Selecting Edit LEA Contacts from Admin Home brings up the following screen (see figure 109).
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[bookmark: _Toc414629066]Figure 109. Edit LEA Contacts
This allows the LEA Administrator to edit the LEA’s contact information for purposes of the CRDC. Changes are not effective in the system until the user selects the Save button.


Manage Schools
Selecting Manage Schools brings the LEA Administrator to the Manage Schools screen. 
[image: ]
[bookmark: _Toc414629067]Figure 110. Manage Schools
Since this is the view of the LEA Administrator for one LEA, the state and LEA are already selected, and it only remains to select a school to manage. This screen shows a list of schools organized by school name, as well as a Search box that could be useful to LEAs with a large number of schools. 
Selecting a school’s name from the list of schools on the Manage Schools screen brings up the following screen (see figure 111).
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[bookmark: _Toc414629068]Figure 111. School Management – Manage Existing School
From here, all the LEA Administrator can do is view the current details for the school recorded in the survey universe. If any of this information needs to be edited, the LEA will need to contact the PSC, which will have access to additional functionality for editing these records.
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[bookmark: _Toc395081144][bookmark: _Toc414628951]User Qualification
Only certain users are authorized to certify the data submissions for their LEA by selecting the Certification menu item from the top menu appearing on every screen within the CRDC survey tool. Only users who are so authorized will even see the Certification selection within this menu.
[bookmark: _Toc395081145][bookmark: _Toc414628952]Requirements for Certification of Submissions
In order to proceed to final certification of an LEA’s data submission, all required data fields must be submitted for both the District Form and all related School Forms (unless exempted by OCR), and no errors may exist for any data submitted that have not been either explained using a reason code and/or comment or overridden by the PSC. 
[bookmark: _Toc395081146][bookmark: _Toc414628953]Certification Process
In order to start the certification process, the user must first go to the Certification Dashboard using the Certification menu link provided in the menu at the top of every screen. Again, only those authorized to certify data for the LEA will have this item in their menus. The Certification Dashboard appears as follows (see figure 112).
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[bookmark: _Toc414629069]Figure 112. CRDC Survey Tool Certification Dashboard 
At the top of this screen is the Current Submission Status, a table that shows a snapshot of completion status, number of errors, and number of warnings for each District (LEA) and School Form currently in the process of being submitted. 
Each entry in this table may be selected in order to get an expanded view of the completion status of that LEA or School Form. For example, selecting the LEA in this case brings up an expanded table as shown in figure 113:
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[bookmark: _Toc414629070]Figure 113. CRDC Survey Tool Current Submission Status LEA Detail 
This is actually the same as the Module Landing page for the LEA shown in figure 41 in section 2.3.1. From here, the user can access the Error Report (to determine which tables have triggered errors or warnings) or navigate within the Data Entry & Review tool, by following the links for the various modules (to add to or correct submitted data or to provide explanatory comments at will).


Likewise, selecting one of the school entries in the Current Submission Status table will bring up the Module Landing page for the relevant school, just as has been shown several times before (see figures 30, 37, and 114 below):
[image: ]
[bookmark: _Toc414629071]Figure 114. CRDC Survey Tool Current Submission Status School Detail
The Current Submission Status table provides an executive summary of the completion status, errors, and warnings for all forms relevant to the LEA, with links to the Data Entry & Review Tool screens relevant to working in those forms.


Next on the Certification Dashboard is the Pre-Certification Check Preview. This function allows the user to generate a comprehensive error and warning report for all data that need to be submitted prior to certification for this LEA. The user starts the process by selecting the Run Pre-Certification Check Preview button, at which point the system informs the user of the progress in running the checks (see figure 115).
[image: ]
[bookmark: _Toc414629072]Figure 115. CRDC Survey Tool Running Pre-Certification Checks
Upon completion, the results of these checks are displayed in two tables. The first one details Errors that can be resolved either by changing the data submitted, or by means of a reason code and/or comment explaining the validation check error listed in the first table (see figure 116).
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[bookmark: _Toc414629073]Figure 116. CRDC Survey Tool Pre-Certification Check Results (Reason Codes)


If the user scrolls down, a second table is displayed for errors that require review from the PSC if the submitted data underlying the validation check error are not going to be changed (see figure 117). 
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[bookmark: _Toc414629074]Figure 117. CRDC Survey Tool Pre-Certification Check Results (PSC Review Required)
These errors cannot be resolved simply by explaining an apparent discrepancy with a reason code and/or comment, but need to be reviewed by the PSC and, in some cases, by OCR. One common type of error that falls within this table is a lack of required data in the submission, as a lack of data in required fields will always block certification unless an exemption is granted based on a data collection plan.
Since missing data result in failed validation checks, running the Pre-Certification Check on an LEA with this level of progress will result in a large list of errors in both tables. Users can use the Search boxes to filter for specific common table topics and terms. Each error is identified by the District or School form in which it occurs and the error description, and provides an Action link allowing the user to go straight to the relevant question in the correct form in the Data Entry & Review area of the tool. There, the user may change the value of the data or enter a reason code and/or comment, as appropriate. The Pre-Certification Check therefore serves as a more global version of the Error Reports available in the Data Entry & Review area from the Module Landing pages, covering all data submitted for the LEA to date.
In order to attempt certification, the user will want to ensure that all of the errors identified in the Pre-Certification Check Preview have been eliminated, either by changing values so the errors no longer occur, by explaining them using reason codes and/or comments, or by contacting the PSC. At that point, the Ready for Certification function at the bottom of the Certification Dashboard comes into play. 
If the user selects the Ready for Certification button before the submission is complete and errors have been eliminated, the system will nevertheless attempt to run the appropriate certification checks (see figure 118).
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[bookmark: _Toc414629075]Figure 118. CRDC Survey Tool Running Certification Checks
However, once the checks have been completed, the system will inform the user that certification is blocked, that the form is unlocked to allow for further data entry, and what the specific errors involved are, duplicating the results of the Pre-Certification Check (see figure 119). 
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[bookmark: _Toc414629076]Figure 119. CRDC Survey Tool Certification Blocked
Actual locking and certification of the submission will not be possible until all required data have been entered and there are no unresolved errors. At that point, the Certification Dashboard would appear as shown below (see figure 120).
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[bookmark: _Toc414629077]Figure 120. CRDC Survey Tool Certification Dashboard (Complete)
Note that in this case, the Current Submission Status table shows 100% completion for each form, with no unresolved Errors (although some Warnings may exist). The links for the individual forms will still take the user to the appropriate Module Landing pages, but as there are no questions remaining to answer or errors to correct, there should be no need to do so.
The user may still run the Pre-Certification Check Preview, but as there are no errors, this should be unnecessary. The Pre-Certification Check Preview will still return a list of Warnings should the certifier wish to review them.


Finally, when the user selects the Ready for Certification button this time, it will return the following screen (see figure 121).
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[bookmark: _Toc414629078]Figure 121. CRDC Survey Tool Ready for Certification (Complete)
As there are no issues blocking certification, the system presents the (authorized) user with the form used to certify the data submission. Only the LEA Superintendent, or another person designated by the LEA Superintendent, is authorized to complete this form and fully certify the LEA’s CRDC submission.
[bookmark: _Toc395081147][bookmark: _Toc414628954]Certification Issues
Potential Issues Preventing Certification
Any missing required data, or data triggering an error according to the validation checks, may prevent certification for the LEA as a whole until they are either corrected, explained using a reason code and/or comment, or overridden or exempted by the PSC or OCR.
Requesting Reversal of Certification by PSC
There can potentially be circumstances in which an LEA decides that some of its data need to be revised or updated, even after certification. In these cases, the LEA must contact the PSC in order to request that the certification be reversed and the forms unlocked to allow further editing by the LEA.

[bookmark: _Toc395081156]

[bookmark: _Toc414628955]Document Approvals
Identify the approvers of the User Manual. Approver name, signature, and date should be used.


[bookmark: _Toc395081157][bookmark: _Toc414628956]Acronyms and Abbreviations
This appendix will contain the table of all acronyms and abbreviations used within the document and within the tool itself (thereby covering abbreviations for racial/ethnic categories, special education status, English language learner status, etc.).
	Acronym/Abbreviation
	Definition

	APIB
	Advanced Placement & International Baccalaureate

	CRDC
	Civil Rights Data Collection

	CSV
	Comma-Separated Value

	ED
	Department of Education

	ENRL
	Enrollment

	IES
	Institute of Education Sciences

	LEA
	Local Education Agency

	NCES
	National Center for Education Statistics

	OCR
	Office for Civil Rights

	PSC
	Partner Support Center

	SCHR
	School Characteristics

	SEA
	State Education Agency





[bookmark: _Toc395081158][bookmark: _Toc414628957]Additional Resources
This appendix covers additional resources available to the respondent users in providing the data collection, including links to documents and Web sites, phone numbers, and email addresses.
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- The default permission for all registered School Staff is No Access. You must set permissions for all users before they wil be able to access the tool
- Selecta user below to set their CRDC system permissions for the School Form. You will be able to give them write access to specific topic modules (e.g. Athletics) or all modules.
- I you want to add a user who is not listed, select Add User to register a new user to this user group.

(m) Name Email

O Test First Name Test Last Name CRDC@Sanametrix.com

o R \HER @RI B 0l Module P
O s s g s @uuusa Say > School Modul
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Managing Module Permissions for Test First Name Test Last Name for Alabama School For Blind
» Giick on the school module toselect the module() i tis school that you wart his user o have data ey permissions for. To select all modules, check the box that wil appear

in the top eft comer
« Click on Update Permissions to save this user's permissions.

o Cx=m
e

o Acronym Name
o scHR ‘Sehool Characterstes: NoAccess
o pscH Bresshool NoAccess
o ENRL Enroliment. NoAccess
o PENR Program Envolment (Gited & talented, Dusl Enrolmen, N Access
Credit Recovery)
o cour Courses & Ciasses. NoAccess
o o8 Acvanced Placement (47) & Intemationsl Baccalsureste  No Access
Diplom Programme (18) Enroliment.
o exam ‘SATIACT & Advanced Placement (AF) Exams. NoAccess
o sTaF Sehool & School Support Staff NoAccess
o SECR ‘Sehool Securty Saff NoAccess
o = Chionic Absenteeism & Retention NoAccess
o ATHL ‘Single sex Interscholastic Alefics NoAccess
o oisc ‘Stugent Discpine (Suspension, Expulsion, Corporal NoAccess
Punishmen)
o ARRS ‘Stugent Discpine (Referras o Law Enforcemen & NoAccess
‘Schookrelated Aests)
o oFFN Ofienses NoAccess
o HBS Harassment & Bulling No Access
o RSTR Restraint & Seclusion NoAccess
o e ‘Sehool Expenditures (Persomnel and NonPersonnel) No Access
o st st Faciiies NoAccess

oo I et omissns |
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User Permissions Lookup

This tool allows you to view the permissions of users you manage. You can search by user and/or entty.

ANDIOR
Find user by emal. Alabama
Alnst Deaf And Biind (0100009)
Al Schools. v
View Permissions Legend
sarcn: ]
Read  Write write write write write
4 Lea LEA LEA Module . Module  Module  Module  Module  School
User Access  Administrator  Form  SSPR CRCO HIBD DSED GEDX Access
CRDC@Sanametrix.com 0100009 0100009 0100009 0100009 0100009 0100009 0100009 0100009 0100009, 0100009 A
010000901403,
010000901404,
010000901405
I @sanametrix com - - - - - - - - - -
##H @sanametrix com - . N
##Hm@sanamelrix com - - - - - - - - - -
##Hs @sanametrix com @ e =
s @sanametrix.com M
< >

‘Showing 1 to 46 of 46 entries
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Permissions Legend

Below is a legend explaning the permission values for your reference.

Form Value

[2-digit ANSI State Code (FIPS code)]
[2-digit ANSI State Code (FIPS code)]*
[7-digit LEA ID]

[7-digit LEA ID]*

[12-digit School ID]

Examples

1. Having * for PSC Staff means that the user is on the Partner Support Center staff.

Applicable to

Alllevels

State level
LEA and school levels
LEA level

School level

School level

For PSC or ED-level permissions: the permission is held
For state-level permissions: the permission is held for every state.
For LEA-level permissions: the permission is held for every district.
For schook-level permissions: the permission is held for every school.

‘The permission is held for that particular state.
The permission is held for every LEA or school in the state.
The permission is held for that particular district.

The permission is held for every school in the district.

The permission is held for that particular school.

2. Having 01* for Read School Form means that the user can read the data for every school in Alabama.
3. Having 0112345 for Write Module SSPR means that the user can edit data in the SSPR module for the district whose NCES ID is 0112345.
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Manage Schools || Alabama

Al Inst Deaf And Blind

School Name

Alabama School For Blind

Alabama School For Deaf

Helen Keller School
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Alabama School For Blind

District ID: 0100009
CRDC/NCES School 010000901404

ID:

Name: Alabama School For Blind
Address: 705 E South Street

city: Talladega

State: AL

Zip Code: 35160

Phone Number:

State Assigned ID: 9010
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Certification Dashboard

Current Submission Status

Below is a snapshot of this LEA's completion status and error or waing count. It includes a etailed completion percentage per school and an erfor and waming count. Click on
the LEA or School name to see a breakdown of the checks.

LEA or School Completion Warnings Errors
Al Inst Deaf And Blind 6.41% 0 75
Alabama School For Deaf 0.00% 0 1577
Alabama School For Blind 100.00% 378 1633
Helen Keller School 007% 0 1576

Pre-Certification Check Preview

The pre-certification check preview will provide a fulllist of warnings and errors in your submissions. Al errors must be satisfactorily addressed by updating your data, providing an
explanation, and/or working with the Partner Support Center (PSC). We also encourage you to carefully review all warnings to ensure your submission accurately reflects data for
your schools.

Ready for Certification

Once data entry is complete and all validation errors reviewed you are ready to begin the certification process by clicking "Ready for Certification". Doing so willlock all forms.
within this LEA submission and will re-run the certification checks to ensure nothing was missed. At any time you can can cancel certification and unlock all forms.

‘You will be presented with a list of any remaining errors and will be asked to either attest to the accuracy of the data submission to the Office for Civil Rights (OCR) or continue
data entry.

y for Certification
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LEA Form

[J Hide Optional Questions
Listof optonal questions

District/LEA Form Submission for Al Inst Deaf And Blind (0100009)

The Data Entry tool is organized by topical modules. Modules are groups of tables about the same topic area. For example, tables about math and science courses and classes
form the Courses & Classes module. Each module has a 4-letter module acronym which s used to number tables within modules. For example, the first table in the Courses &
Classes module is labeled COUR-1

Select a data module from the list below to enter your data

__ Fereentage ofeatired Gele iles 0213 Entoy bone

SSPR Students, Schools, & Programs. In Progress
Last Edited: 3/11/2015

CRCO Civil Rights Coordinator/Desegregation Plan In Progress 2500%
Last Edited: 3/2/2015

HIBD Harassment & Bullying In Progress 3333%
Last Edited: 3/2/2015

DSED Distance Education In Progress 0.00%
Last Edited: 3/2/2015

GEDX GED In Progress 0.00%
Last Edited: 3/2/2015

Overall Completion Percentage: 6.41 %
The overall completion percentage is calculated using the following formula
(Number of entered values in required cells + Number of auto-zeros) / ( Number of required cels - Number of skips)
Note: *NS- values are not included
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School Form Submission for Alabama School For Blind (010000901404)

The Data Entry tool is organized by topical modules. Modules are groups of tables about the same topic area. For example, tables about math and science courses and classes
form the Courses & Classes module. Each module has a 4-letter module acronym which s used to number tables within modules. For example, the first table in the Courses &
Classes module is labeled COUR-1

‘Select any module acronym or name to begin data entry or data review for the school listed.

Percentage of

Acronym Required Cells Filled | Data Entry Done

SCHR | School Characteristics In Progress 100.00 % o
Last Edited: 3/11/2015

PSCH Preschool In Progress NA o
Last Edited: 3/11/2015

ENRL Enroliment In Progress 100.00 % o
Last Edited: 3/11/2015

PENR Program Enrollment (Gifted & Talented, Dual Enrollment, Credit Recovery) In Progress 100.00 % o
Last Edited: 3/11/2015

COUR  Courses & Classes In Progress 100.00 % o
Last Edited: 3/11/2015

APIB Advanced Placement (AP) & International Baccalaureate Diploma Programme (IB) Enroliment | In Progress 10000 % O
Last Edited: 3/11/2015

EXAM | SAT/ACT &Advanced Placement (AP) Exams In Progress 100.00 % o
Last Edited: 3/11/2015

STAF School & School Support Staff In Progress 100.00 % o
Last Edited: 3/6/2015

SECR | School Security Staff In Progress NA o
Last Edited: 3102015

ABSR Chronic Absenteeism & Retention In Progress 100.00 % o
Last Edited: 3/11/2015
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Pre-Certification Check Preview

Running Pre-Certification Checks




image119.png
Pre-Certification Check Preview

Use the search boxes at the top of each error list to find errors related to particular topics or error types. For example, search for "Algebra” to find erfors related to Algebra

tables and elements. You can also search for common table terms, such as "Hispanic,

"LEP," "IDEA." etc.; or "Required Field" to find errors related to missing data that

have not yet been reported. Tip: If you search for an abbreviation and nothing is retumed in the search, try spelling out the term. For example, use "Advanced Placement”
instead of "AP." Search terms are not case sensitive.

Note:

- The Pre-Certification Check Preview will only display up to 500 erfors or warnings. To view more errors and wamings use the Error Resolution Report
- Once you have reviewed and corrected all errors, re-fun the pre-certification check to refresh the error and warning list.

Errors Requiring a Data Change or Reason Code

The following erfors require a data change or reason code. If no reason code is allowed for the particular error, it must be resolved by making a data change:

snow[io enres I —
SchoollLEA Error Description Action
AlInst Deaf And Blind “Civil Rights Coordinators Contact Information : Disability (Section 504 and/or Title If) - Email" is a required field. Please enter | Go'to
(0100009) data to this field before attempting to certity your submission Question
Allnst Deaf And Blind “Civil Rights Coordinators Contact Information : Disability (Section 504 and/or Title If) - First Name" is a required fleld. Please | Go to
(0100009) enter data to this field before attempting to certify your submission. Question
AlInst Deaf And Blind “Civil Rights Coordinators Indicator: Disability (Section 504 and/or Title Il)"is a required field. Please enter data to this field Goto
(0100009) before attempting to certify your submission Question
Allnst Deaf And Blind “Civil Rights Coordinators Contact Information : Disability (Section 504 and/or Title If) - Last Name" is a required field. Please | Go to
(0100009) enter data to this field before attempting to certify your submission. Question
AlInst Deaf And Blind “Civil Rights Coordinators Contact Information : Disability (Section 504 and/or Title If)- Phone” is a required field. Please enter | Go to
(0100009) data to this field before attempting to certity your submission Question
Allnst Deaf And Blind “Civil Rights Coordinators Contact Information : Race, color, or national origin (Title V1) - Email is a required field. Please Goto
(0100009) enter data to this field before attempting to certify your submission. Question
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Errors Requiring Review from the Partner Support Center
Unless the following erfors are resolved by a data change, they will requie review from the Partner Support Center, whether or not a reason code is entered

Shou T enris P —
SChoolLEA  “  Error Description Action
AlInst Deaf And ‘You have not yet provided all required counts for male and female students in each racial/ethnic category within this table. Untilyoudo  Go to
Blind (0100009) 50, the system wil be unable to calculate table totals and you will be unable to certify your submission. In order to resolve this error, Question

please provide a countivalue in each cell within this table, or provide an explanation using a reason code and comment of why the
disaggregated data cannot be reported.

Allnst Deaf And You have not yet provided all required counts for male and female students in each racialfethnic category within this table. Untilyoudo ~ Go'to
Blind (0100009) 50, the system will be unable to calculate table totals and you will be unable to certify your submission. In order to resolve this efror, Question
please provide a count/value in each cell within this table, or provide an explanation using a reason code and comment of why the
disaggregated data cannot be reported.

Allnst Deaf And "Students receiving a high school equivalency credental: Number of American Indian/Alaska Native Female Students” is a required field. |~ Go to
Blind (0100009) Please enter data to this field before attempting to certify your submission. Question
Allnst Deaf And "Students receiving a high school equivalency credental: Number of American Indian/Alaska Native Male Students” is a required field. ~ Go'to
Blind (0100009) Please enter data o this field before attempting to certify your submission. Question
Allnst Deaf And "Students receiving a high school equivalency credental: Number of Asian Female Students" is a required field. Please enter datatothis |~ Go to
Blind (0100009) field before attempting to certify your submission. Question
Allnst Deaf And "Students receiving a high school equivalency credential: Number of Asian Male Students" is a required field. Please enter datatothis ~ Go'to
Blind (0100009) field before attempting to certify your submission. Question
Allnst Deaf And "Students receiving a high school equivalency credental: Number of Black Female Students” is a required field. Please enter datatothis ~ Go to
Blind (0100009) field before attempting to certify your submission. Question
Allnst Deaf And "Students receiving a high school equivalency credential: Number of Black Male Students” is a required field. Please enter datatothis | Go'to
Blind (0100009) field before attempting to certify your submission. Question
Allnst Deaf And "Students receiving a high school equivalency credential: Number of Hispanic Female Students” s a required fleld. Please enter datato  Go'to
Blind (0100009) this field before attempting to certify your submission. Question
Allnst Deaf And "Students receiving a high school equivalency credential: Number of Hispanic Male Students” is a required field. Please enter data to Goto
Blind (0100009) this field before attempting to certify your submission. Question

‘Showing 1 to 10 of 30 entries Previous | 1 | 2 3 Next




image121.png
Certification

The form has been locked and cerification checks are running. You will be able to view the results when the checks are complete. @
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Certification

The following issues have blocked your certification. Please correct them and try certifying again. Your form has been automatically unlocked to allow for data entry.
Use the search boxes at the top of each error list to find efrors related to particular topics or error types. For example, search for "Algebra” to find erfors related to Algebra

tables and elements. You can also search for common table terms, such as "Hispanic,” "LEP," "IDEA." efc.; or "Req

d Field" to find errors related to missing data that

have not yet been reported. Tip: If you search for an abbreviation and nothing is retumed in the search, try spelling out the term. For example, use "Advanced Placement”
instead of "AP." Search terms are not case sensitive.

Note:

- This page is showing only the first 500 warnings and errors in the submission. To view all wamings and errors use the Error Resolution Report
- Once you have reviewed and corrected all errors, re-fun the pre-certification check to refresh the error and warning list.

Errors Requiring a Data Change or Reason Code

The following erfors require a data change or reason code to be entered. If no reason code is allowed for the particular error, it must be resolved by making a data change:

snow[io enres I —
SchoollLEA 4 Error Description Action
AlInst Deaf And Blind “Civil Rights Coordinators Contact Information : Disability (Section 504 and/or Title If) - Email" is a required field. Please enter | Go'to
(0100009) data to this field before attempting to certity your submission Question
Allnst Deaf And Blind “Civil Rights Coordinators Contact Information : Disability (Section 504 and/or Title If) - First Name" is a required fleld. Please | Go to
(0100009) enter data to this field before attempting to certify your submission. Question
AlInst Deaf And Blind “Civil Rights Coordinators Indicator: Disability (Section 504 and/or Title Il)"is a required field. Please enter data to this field Goto
(0100009) before attempting to certify your submission Question
Allnst Deaf And Blind “Civil Rights Coordinators Contact Information : Disability (Section 504 and/or Title If) - Last Name" is a required field. Please | Go to
(0100009) enter data to this field before attempting to certify your submission. Question
AlInst Deaf And Blind “Civil Rights Coordinators Contact Information : Disability (Section 504 and/or Title If)- Phone” is a required field. Please enter | Go to
(0100009) data to this field before attempting to certity your submission Question




image123.png
Certification Dashboard

Current Submission Status

Below is a snapshot of this LEA's completion status and error or waing count. It includes a etailed completion percentage per school and an erfor and waming count. Click on
the LEA or School name to see a breakdown of the checks.

LEA or School Completion Warnings Errors
GALAX CITY PBLC SCHS 100.00% 0 0
GALAX HIGH 100.00% a 0
GALAX MIDDLE 100.00% a 0
GALAX ELEM. 100.00% 9 0

Pre-Certification Check Preview

The pre-certification check preview will provide a fulllist of warnings and errors in your submissions. Al errors must be satisfactorily addressed by updating your data, providing an

explanation, and/or working with the Partner Support Center (PSC). We also encourage you to carefully review all warnings to ensure your submission accurately reflects data for
your schools.

Ready for Certification

Once data entry is complete and all validation errors reviewed you are ready to begin the certification process by clicking "Ready for Certification". Doing so willlock all forms.
within this LEA submission and will re-run the certification checks to ensure nothing was missed. At any time you can can cancel certification and unlock all forms.

‘You will be presented with a list of any remaining errors and will be asked to either attest to the accuracy of the data submission to the Office for Civil Rights (OCR) or continue
data entry.
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Certification

There are no issues blocking certification. If you want to make further data changes, press the Cancel Certification button. To complete certification, agree to the terms
below and press the Certify button. Note that once you certify, no further data changes will be possible unless you contact the Partner Support Center to un-certiy.

Certifier Information

Name Name
Title Title
Email Email
Phone Number Phone Number

Previously the CRDC collected disaggregated data on graduates with a regular diploma and graduates with another credential. The CRDC also collected data on students with
disabilties by disability category. Your LEA also reports this data to your state education agency, which reports it to ED (EDFacts DG 306 and EDFacts DG 74). To reduce burden,
the CRDC will no longer collect this data directly from LEAS. Instead, the data that your LEA provides to the state education agency will become part of your LEA's CRDC
‘submission. Your LEA's certification of its CRDC data includes verifying the accuracy of the data that your LEA submitted to the state education agency.

I certify that the information provided is true and correct to the best of my knowledge and belief. A wilfully faise statement is punishable by faw. (18 U. S. C. §1001.)

I'am authorized to submit the LEA's forms for certification because | am:

O LEA Superintendent
O Designated by the LEA Superintendent to certify
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CRDC

Civil Rights Data Collection

Email Address Password

Forgot your password?

RDC Data Ent

Velcome to the

What is the Purpose of this

Welcome to the CRDC Data Entry Tool. Use this tool to enter and revise data for any
tables you have permission to edit. Tables you do not have permission to edit will
‘appear grayed-out and you will not be able to enter or change data. Email your CRDC
coordinator if there is a problem with your permissions.

The ED Office for Civil Rights (OCR) is conducting this survey. The CRDC is a
mandatory data collection, authorized under the statutes and regulations implementing
Title V1 of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
‘Section 504 of the Rehabilitation Act of 1973, and under the Department of Education
Organization Act (20 U.S.C. § 3413). The regulations implementing these provisions
can be found at 34 CFR 100.6(b); 34 CFR 106.71; and 34 CFR 104 61

The purpose of the U.S. Department of Education (ED) Civil Rights Data Collection
(CRDC) s to obtain data related to the nation's public school districts and elementary
‘and secondary schools’ obligation to provide equal educational opportunity. To fulfil
this goal, the CRDC collects a variety of information, including student enrollment and
educational programs and services data that are disaggregated by race/ethnicity, sex,
limited English proficiency, and disability. The CRDC is a longstanding and important
‘aspect of ED's Office for Civil Rights overall strategy for administering and enforcing
the civilrights statutes for which it is responsible. This information is also used by other
ED offices as well as policymakers and researchers outside of ED.

re will your Information be Reported?

Information reported on this survey becomes available to the public in a privacy
protected format. You can see how the previous CRDC data were reported to the
public by going to http://ocrdata.ed.gov.
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CRDC

Civil Rights Data Collection

Email Address. . .

crdc@sanametrix.com
Forgot your password?

Welcome to the CRDC Data Er

Password

What is the Purpose of this

Welcome to the CRDC Data Entry Tool. Use this tool to enter and revise data for any
tables you have permission to edit. Tables you do not have permission to edit will
‘appear grayed-out and you will not be able to enter or change data. Email your CRDC
coordinator if there is a problem with your permissions.

The ED Office for Civil Rights (OCR) is conducting this survey. The CRDC is a
mandatory data collection, authorized under the statutes and regulations implementing
Title V1 of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
‘Section 504 of the Rehabilitation Act of 1973, and under the Department of Education
Organization Act (20 U.S.C. § 3413). The regulations implementing these provisions
can be found at 34 CFR 100.6(b); 34 CFR 106.71; and 34 CFR 104 61

The purpose of the U.S. Department of Education (ED) Civil Rights Data Collection
(CRDC) s to obtain data related to the nation's public school districts and elementary
‘and secondary schools’ obligation to provide equal educational opportunity. To fulfil
this goal, the CRDC collects a variety of information, including student enrollment and
educational programs and services data that are disaggregated by race/ethnicity, sex,
limited English proficiency, and disability. The CRDC is a longstanding and important
‘aspect of ED's Office for Civil Rights overall strategy for administering and enforcing
the civilrights statutes for which it is responsible. This information is also used by other
ED offices as well as policymakers and researchers outside of ED.

Where will your Information be Reported?

Information reported on this survey becomes available to the public in a privacy
protected format. You can see how the previous CRDC data were reported to the
public by going to http://ocrdata.ed.gov.
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CRDC Account Created

B || close Fullscreen

B From: (services@sanametrix.com @) 3/11/15 at 12:52 PM

An account was created for you for the Civil Rights Data Collection (CRDC) online submission system.

Username: crdc@sanametrix.com

Please lick here to confirm your account:

htty ‘crde

anacloud.com/UserAccount/NewEmail/Confirm/QCYZjcKg4xycrpeyfTNWN

If this was in error or not requested, contact your CRDC Administrator.

Thanks!

CRDC Technical Team




image6.png
CRDC

Civil Rights Data Collection

Confirm Your Account

Please enter your email address to confirm your account.
Email | crdc@sanametrix.com

Confirm Account
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CRDC

Civil Rights Data Collection

Create Your Password

Passwords must be 6 characters and cannot be your email adaress.

Passwords are case sensitive.
Email  crdc@sanametrix.com
New Password

Confirm Password

Create Password | Clear
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'CRDC

Civil Rights Data Collection

Email Address.

crdc@sanametrix

‘The Email Address field is Forgot your password?

not a valid e-mail address.

Welcome to the CRDC Data Ent

Password

Welcome to the CRDC Data Entry Tool. Use this tool to enter and revise data for any
tables you have permission to edit. Tables you do not have permission to edit will
‘appear grayed-out and you will not be able to enter or change data. Email your CRDC
coordinator if there is a problem with your permissions.

The ED Office for Civil Rights (OCR) is conducting this survey. The CRDC is a
mandatory data collection, authorized under the statutes and regulations implementing
Title V1 of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
‘Section 504 of the Rehabilitation Act of 1973, and under the Department of Education
Organization Act (20 U.S.C. § 3413). The regulations implementing these provisions
can be found at 34 CFR 100.6(b); 34 CFR 106.71; and 34 CFR 104 61

The purpose of the U.S. Department of Education (ED) Civil Rights Data Collection
(CRDC) s to obtain data related to the nation's public school districts and elementary
‘and secondary schools’ obligation to provide equal educational opportunity. To fulfil
this goal, the CRDC collects a variety of information, including student enrollment and
educational programs and services data that are disaggregated by race/ethnicity, sex,
limited English proficiency, and disability. The CRDC is a longstanding and important
‘aspect of ED's Office for Civil Rights overall strategy for administering and enforcing
the civilrights statutes for which it is responsible. This information is also used by other
ED offices as well as policymakers and researchers outside of ED.

Vhere will your Information be Reported?

Information reported on this survey becomes available to the public in a privacy
protected format. You can see how the previous CRDC data were reported to the
public by going to http://ocrdata.ed.gov.
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'CRDC

Civil Rights Data Collection

- Either the username or the password you entered s incorrect. Please try again

crdc@sanametrixcom | Email Address

Forgot your password?

ome to the CRDC Data Entry Tool

Password

Welcome to the CRDC Data Entry Tool. Use this tool to enter and revise data for any
tables you have permission to edit. Tables you do not have permission to edit will
‘appear grayed-out and you will not be able to enter or change data. Email your CRDC
coordinator if there is a problem with your permissions.

The ED Office for Civil Rights (OCR) is conducting this survey. The CRDC is a
mandatory data collection, authorized under the statutes and regulations implementing
Title V1 of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
‘Section 504 of the Rehabilitation Act of 1973, and under the Department of Education
Organization Act (20 U.S.C. § 3413). The regulations implementing these provisions
can be found at 34 CFR 100.6(b); 34 CFR 106.71; and 34 CFR 104 61

The purpose of the U.S. Department of Education (ED) Civil Rights Data Collection
(CRDC) s to obtain data related to the nation's public school districts and elementary
‘and secondary schools’ obligation to provide equal educational opportunity. To fulfil
this goal, the CRDC collects a variety of information, including student enrollment and
educational programs and services data that are disaggregated by race/ethnicity, sex,
limited English proficiency, and disability. The CRDC is a longstanding and important
‘aspect of ED's Office for Civil Rights overall strategy for administering and enforcing
the civilrights statutes for which it is responsible. This information is also used by other
ED offices as well as policymakers and researchers outside of ED.

Where will your Information be Reported?

Information reported on this survey becomes available to the public in a privacy
protected format. You can see how the previous CRDC data were reported to the
public by going to http://ocrdata.ed.gov.
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C RD C Certification  Resources Reports Admin 1~
erde@sanametrixcom

Civil Rights Data Collection

CRDC Notifications

New for 2013-14! You can grant other staff access to the CRDC online submission tool to enter data directly into the system for schools and tables you want to
assign out. Click on Admin at the top of the page to add more users at any time.

Need help? Have Questions?
Contact the Partner Support Center (PSC)
Email Address: crdc@sanametrix com
Phone: (844) EDU-CRDC

(844) 338-2732
Hours of Operation: 800 am to 6:00 pm (EST)

Note: For securty easons, users wil be ogged out of te GRIDG submisson system afer 0 minutes of insctiy.

District/Local Education Agency (LEA)

Allnst Deaf And Blind (0100009)

Data Entry & Review Tool File Upload

Select District Form Submissions if you are ready to enter data Select File Upload if you want to submit any of your data by

about the LEA. The LEA Form colects data about the entire LEA. uploading a prepared CSV file (Flat File Submissions). You can use
OO ——— OR e
about schools. The School Form collects data about each of the P prov

Flat File Submission Instructions [i§} (198 K8)

schools in your LEA.
o The file must be a CSV file

colFom . o The school or LEA identifier must be included on each row

There must be a header row that lists the data element
names as defined in the Flat File Submission Specifications
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C RD C Certification  Resources Reports Admin

Civil Rights Data Collection

P %

CROC@Sanametrix com

CRDC Notifications
Thank you for your time and participation.

User Profile
User Access
Change Password
Logout
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B %

CROC@Sanametrx com

Update Your Profile

Certification ~ Resources Reports. Admin

Email CRDC@Sanametrix.com

Display Name CRD

First Name Test First Name.
Last Name Test Last Name
Address Line 1234 Street

city Fairfax

State Virginia

Zip Code 12345

Office Telephone 1231231234

Cellular 1231231234

[JHide Optional Questions

Update Profie | Cancel
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User Access

Legend
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Legend

Permission Value

[2-digit State FIPS Code]
[2-digit State FIPS Code]*
[7-digit LEA ID]

[7-digit LEA ID]*

[12-digit School ID]

Examples

Applicable to

Al levels

State level
LEA and school levels.
LEA level

School level

School level

Meaning
For PSC or ED-level permissions: the permission is held
For state-level permissions: the permission is held for every state.

For LEA-level permissions: the permission is held for every district.
For school-level permissions: the permission is held for every school.

‘The permission is held for that particular state.
‘The permission is held for every LEA or school in the state.
‘The permission is held for that particular district.

‘The permission is held for every school in the district.

The permission is held for that particular school.

1. Having * for PSC Staff means that the user is on the Partner Support Center staff.
2. Having 01* for Read School Form means that the user can read the data for every school in Alabama.
3. Having 0112345 for Write Module SSPR means that the user can edit data in the SSPR module for the district whose NCES ID is 0112345.
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CROC@Sanametrix com

CRDC Notifications

User Profile
User Access
Change Password
Logout
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C RD C Certification  Resources Reports Admin
CROC@Sansmetrixcom

Civil Rights Data Collection

Change Password

‘Passwords must be atleast 6 or more nuMbers or characters and cannot be your email address.
New password cannot be the Same as your curTent password.

Passwords are case sensitve.
Email ‘ CRDC@Sanametrix.com ‘
OldPassword | |
NewPassword |

Confirm Password |

‘ Change Password H Clear H Cancel ‘
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@ CRDC

Civil Rights Data Collection

Email Address Password

Forgot your password?




image20.png
CRDC

Civil Rights Data Collection

Reset Password

To reset your password, please enter your emal address and select Resst Password.

ResetPassword | Clear | Cancel
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Reset Password

To reset your password, please enter your emal address and select Resst Password.

Your password reset request has been emailed.
Check your emailfor instructions on creating a new password.

Emai
crdc@sanametrix.com

ResetPassword | Clear | Cancel
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From: cRDC
Tor 0000 X000
[
Subject  CRDC Password Reset Request
0 T 0 7 0 5 0 5 0 5 0 0 0 7 0 T :

You (or someone else) has requested a password reset for the Civil Rights Data Collection (CRDC) online submission system.

Username: oo @ oo o

Please click here to reset your password:

https://ec2-54-211-166-95.compute-1.amazonaws.com/UserAccount/PasswordReset/Confirm/fCetTL7y85gGHbhnrGIX1Q.

Thanks!

CRDC Technical Team
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& CRDC

Civil Rights Data Collection

Reset Your Password

Passwords must be at least 6 characters and cannot be your emil address.
New password cannot be the same as your current password.
Passwords are case sensitive.

Please enter your new password

New Password
Confirm Password

Reset New Password
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CRDC

Civil Rights Data Collection

Password was Reset Successfully

Please click here to proceed to login

Resources

Reports

Admin




image25.png
& CRDC

Civil Rights Data Collection

Reset Your Password

Passwords must be at least 6 characters and cannot be your emil address.
New password cannot be the same as your current password.
Passwords are case sensitive.

Please enter your new password

New Password

Confirm Password

‘The password and confirmation password do
not match

] Reset New Password
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Data Entry & Review Tool

Select District Form Submissions if you are ready to enter data
‘about the LEA. The LEA Form collects data about the entire LEA.

Select School Form Submissions if you are ready to enter data
‘about schools. The School Form collects data about each of the
schools in your LEA.

t Form Submissions. ol Form Submi

OR

File Upload

Select File Upload if you want to submit any of your data by
uploading a prepared CSV file (Flat File Submissions). You can use
the File Upload feature to upload prepared data for all or part of your
submission. Your file MUST meet the specifications provided in the
Flat File Submission Instructions [ (198 KB).

o The file must be a CSV file
o ‘The school or LEA identifier must be included on each row

‘There must be a header row that lists the data element names.
as defined in the Flat File Submission Specifications

File Upload
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C RD C Certification  Resources Reports Admin
CRDC@Sanametrx com

Civil Rights Data Collection

School Form Submission [IHide Optional Questions

List o optional questions.

There are two ways you can enter data for schools. Please select one of the options below.

School: [Alabama School For Blind (010000901404) V] Change School Order

' School Navigation

‘Select School Navigation if you want to move from school to school

to enter data for one CRDC table at a time. For example, you enter

‘Table 1 data for School A, then School B, and so on, until you finish
OR entering Table 1 data for all schools.

£] Table Navigation

‘Select Table Navigation if you want to move from table to table to
enter data for one school at a time. For example, you enter data for
Table 1, then Table 2, and so on, for the same school.
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&

CROC@Sanametrix com

The 2013-14 CRDC online tool

ntains some questions that
are optional

d for 2015-16. Select

“hide optional questions™ if you

o not want to view optional

questions.

School Form Submission [ Hide Optional Questions

List of optional questions

Certification ~ Resources Reports. Admin
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‘School Form Optional Questions for 2013/2014

Question
PENR.4: Sudent Envolment in Dusl Envliment Programs

PENR: Crecit Recovery Program Sudent Patipaion

STAF-5: Support Services Siaf Number FTE

‘STAF.5: Gurent Year snd Previous Year Teachers Count - Curet and Previous
STAF-7: lasses n Seience Courses i High School Taught by Cerified Teachers.
SECR2 Secunty Saft

DISC:2: Preschool Instances of Suspension

DISC:3: Preschool Corpora Punishment

DISC4: Preschool Instances of Corporal Punishment

DISC: Instances of Corpora Punishment

'DISCa: Transfe to Atemative School or Regular Schol or Students without
Disabilfes - Aemative School

'DISC8b: Transfe to Atemative School or Regular Schol or Students without
‘Disabiltes - Regular School

'DISC-105: Transfer o Atiemative Schoolor Regular School for Students with Disabiltes
- Altemative School

'DISC-10b: Transfer o Atemative Schoolor Regular School for Students with Disabiltes
- Regular School

DISC-11 Instances o Suspension
DISC-12: Sthool Days Missed Due o Outof-School Suspension

(OFFN-1: Offenses - Number ofnciderts

‘OFFN-2: Offenses - Frearm Use:

(OFFI.3: Offenes - Homicide

HIBS-11: Alegation of Harassment o Bulying - Sexual Orieaton and Religion
EXPD-2: Salary Amount for Teachers Funded with Federe, Stte, and Local Funds.

'EXPD-4: Fulime Equivaleney Counts and Salary Amouns for StaffFunded with Sste.
‘and Local Funds.

EXPD-5: Fulime Equivalensy Counts and Salary Amouns for SaffFunded with
Fegeral, State, and Local Funds

EXPD-7: Amount of Non-Personnel Expenditures Associated with Actiites Funded with
Federal, State, and Local Funds

JUST-4: dustice Facilty Educationsl Program Partcipants
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School Form Submission

There are two ways you can enter data for schools. Please select one of the options below.

/Alabama School For Blind (010000901404) | [SEUWESIsFeli
| Alabama School For Deaf (010000901403)
Helen Keller School (010000901405)

£] Table Navigation

‘Select Table Navigation if you want to move from table to table to
enter data for one school at a time. For example, you enter data for
Table 1, then Table 2, and so on, for the same school.

School

OR

[J Hide Optional Questions
Listofoptonal questions

‘2 School Navigation

Select School Navigation if you want to move from school to school
10 enter data for one CRDC table at a time. For example, you enter
Table 1 data for School A, then School B, and so on, until you finish
entering Table 1 data for all schools.
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Manage School Order

‘Schools appear in alphabetical order for data entry. This tool allows you to change the order of the schools. You can use the drop-down boxes to sort by School Name, Civil
Rights Data Collection (CRDC)/National Center for Education Statistics (NCES) School Identifier (ID), State Assigned ID, County, and Zip Code. O, you can click on a specific
school and drag it up or down in the list to change its position. For example, you can cluster all of your high schools together for ata entry

Save

Manag on Agency(LEA
School Name : CRDCINCES School ID : State Assigned ID : County : Zip Code :
Alabama School For Blind 010000301404 9010 TALLADEGA COUNTY 35160
Alabama School For Deaf 010000801403 9000 TALLADEGA COUNTY 35160

Helen Keller School 010000901405 9020 TALLADEGA COUNTY 35161
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f And Blind

School Form Submission for Alabama School For Blind (010000901404)

The Data Entry tool is organized by topical modules. Modules are groups of tables about the same topic area. For example, tables about math and science courses and classes
form the Courses & Classes module. Each module has a 4-letter module acronym which s used to number tables within modules. For example, the first table in the Courses &
Classes module is labeled COUR-1

‘Select any module acronym or name to begin data entry or data review for the school listed.

Percentage of

Acronym Required Cells Filled | Data Entry Done

SCHR | School Characteristics In Progress 100.00 % o
Last Edited: 3/6/2015

PSCH Preschool In Progress 100.00 % o
Last Edited: 3/6/2015

ENRL Enroliment In Progress 100.00 % o
Last Edited: 3/6/2015

PENR Program Enrollment (Gifted & Talented, Dual Enrollment, Credit Recovery) In Progress 100.00 % o
Last Edited: 3/6/2015

COUR  Courses & Classes In Progress 100.00 % o
Last Edited: 3/6/2015

APIB Advanced Placement (AP) & International Baccalaureate Diploma Programme (IB) Enroliment | In Progress 10000 % O
Last Edited: 3/6/2015

EXAM | SAT/ACT &Advanced Placement (AP) Exams In Progress 100.00 % o
Last Edited: 3/6/2015

STAF School & School Support Staff In Progress 100.00 % o
Last Edited: 3/6/2015

SECR | School Security Staff In Progress NA o
Last Edited: 3102015

ABSR Chronic Absenteeism & Retention In Progress. 100.00 % 0
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ABSR

ATHL

Disc

ARRS

OFFN

HIBS

RSTR

EXPD

JusT

Chronic Absenteeism & Retention

Single-Sex Interscholastic Athletics

Student Discipline (Suspension, Expulsion, Corporal Punishment)

Student Discipline (Referrals to Law Enforcement & School-Related Arrests)

Offenses

Harassment & Bullying

Restraint & Seclusion

School Expenditures (Personnel and Non-Personnel)

Justice Facilities

Overall Completion Percentage: 100.00 %
The overall completion percentage is calculated using the following formula
(Number of entered values in required cells + Number of auto-zeros) / ( Number of required cels - Number of skips)
Note: *NS- values are not included

In Progress
Last Edited: 3/6/2015

In Progress
Last Edited: 3/6/2015

In Progress
Last Edited: 3/6/2015

In Progress
Last Edited: 3/6/2015

Not Started

In Progress
Last Edited: 3/6/2015

In Progress
Last Edited: 3/6/2015

In Progress
Last Edited: 3/6/2015

In Progress
Last Edited: 3/10/2015

100.00 %

100.00 %

100.00 %

100.00 %

NA

100.00 %

100.00 %

100.00 %

NA
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ENRL: Enroliment

Review the module instructions, then select a table for data entry or review.

ENRL-1: Overall Student Enroliment (P1Q07)

ENRL-2: Enrollment of Limited English Proficient Students (P1Q09)

ENRL-2a: Enrollment of Limited English Proficient Students - All LEP
Students

ENRL-2b: Enrollment of Limited English Proficient Students - LEP Students in

Programs

ENRL-3: Enrollment of Students with Disabilities (P1Q10)

ENRL-3a: Enrollment of Students with Disabilties - IDEA Only
ENRL-3b: Enrollment of Students with Disabilities - Section 504 Only

Entered data s automatically saved when users navigate between tables.

Module Instructions

DATES

Report data from the 2013-14 school year. For most tables, the data reported
should be based on a "Fall snapshot” of data from a single day between September
27 and December 31, 2013 inclusive. LEA's may choose any date within this time
period. Al data should be reported using the same Fall snapshot date, except

The count of students with disabilities (IDEA) may be based either on the Fall
‘snapshot date OR on the district's IDEA child count date.

NOT APPLICABLE (NA) and ZERO (0) FILLS IN TABLES

The online tool remembers information that has been entered in other tables and
modules and uses that information to fil related tables with eitner a Not Applicable
(NA) code or zero (0) where appropriate. For example, if it s reported that a school
does not have any females who are LEP, other tables that ask for counts of females
Wwho are LEP will be automatically filed with a zero.

SPECIAL INSTRUCTIONS

‘Students must be counted in the school where they actually physically attended for
more than 50% of the school day. If a student attended two schools, each for
exactly 50% of his or her school day. then count that student at their "home" or
“primary" school, rather than at the school of a special program, such as a
vocational program.

For distance education schools or virtual schools, students must be counted in the
school from which they received more than 50% of their coursework.
KEY DEFINITIONS (click to read)

Limited English Proficient ( or English Language Learner)
‘Students with Disabilfies (IDEA)
‘Students with Disabilfies (Section 504 only)
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ENRL-1: Overall Student Enroliment
Alabama School For Blind (010000901404)

Instructions
‘Students must be counted inthe school where they physically attend for more than S0% of the schoolday.

LEGEND: @ Errors A Wamings. ‘Addiional Information

For the Fall 2013 snapshot date, enter overall enrollment. Enter the number of students who were enrolled n preschool and grades K-12 (or the ungraded equivalent). ‘Any students who atfended distance education schools?

For distance educaton sehools o virtusl shools, count
Stugents inthe school fom which thy received more than
0% of their coursework.

Distance education or virual schools are & public school

Males envoled st i schoot that offrs only instruction in which students snd teachers.
e separated by time andior location, and nferaction
occurs viacomputers andlor teecommunications

Females envolied st i schoot technologies. A vitual school generally doss o hve &

physical facilty that allows studens to atend classes on
ste.

TSGR e ‘Any students who atfended two schools?

‘Overall Student Enrollment - LEP S| e L8 st et i dssbites

s [T e
=

LEP males envoied s tis schoot
Males with isbiities enolled st s schaol: How do report students who are both LEP and have a

cisabiity?

LEP femsles enolled attis schoot
Females withdisabiies enroled st s school:

[ ][]
[
milm ”‘DCIW What f a student is served under IDEA and Section 5047
= e

i

Tots LEP Students nvoled st tis sehoo:
Total students with disabiiies envolled at nis schoot o o
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@ Save & Go To Previous Table Save & Go To Next Table B

=

Table Navigation
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@ Save & Go To Module Landing Page: Save & Go To Nexttable B

Table Navigation
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t Deaf And Blind

School Form Submission for Alabama School For Blind (010000901404)

The Data Entry tool is organized by topical modules. Modules are groups of tables about the same topic area. For example, tables about math and science courses and classes
form the Courses & Classes module. Each module has a 4-letter module acronym which s used to number tables within modules. For example, the first table in the Courses &
Classes module is labeled COUR-1

‘Select any module acronym or name to begin data entry or data review for the school listed.

Percentage of

Acronym Required Cells Filled | Data Entry Done

SCHR | School Characteristics In Progress 100.00 % o
Last Edited: 3/6/2015

PSCH Preschool In Progress 100.00 % o
Last Edited: 3/6/2015

ENRL Enroliment In Progress 100.00 % o
Last Edited: 3/6/2015

PENR Program Enrollment (Gifted & Talented, Dual Enrollment, Credit Recovery) In Progress 100.00 % o
Last Edited: 3/6/2015

COUR  Courses & Classes In Progress 100.00 % o
Last Edited: 3/6/2015

APIB Advanced Placement (AP) & International Baccalaureate Diploma Programme (IB) Enroliment | In Progress 10000 % O
Last Edited: 3/6/2015

EXAM | SAT/ACT &Advanced Placement (AP) Exams In Progress 100.00 % o
Last Edited: 3/6/2015

STAF School & School Support Staff In Progress 100.00 % o
Last Edited: 3/6/2015

SECR | School Security Staff In Progress NA o
Last Edited: 3102015

ABSR Chronic Absenteeism & Retention In Progress 100.00 % 0
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ENRL: Enroliment

Review the module instructions, then select a table for data entry or review.

ENRL-1: Overall Student Enroliment (P1Q07)

ENRL-2: Enrollment of Limited English Proficient Students (P1Q09)

ENRL-2a: Enrollment of Limited English Proficient Students - All LEP
Students

ENRL-2b: Enrollment of Limited English Proficient Students - LEP Students in

Programs

ENRL-3: Enrollment of Students with Disabilities (P1Q10)

ENRL-3a: Enrollment of Students with Disabilties - IDEA Only
ENRL-3b: Enrollment of Students with Disabilities - Section 504 Only

Entered data s automatically saved when users navigate between tables.

Module Instructions

DATES

Report data from the 2013-14 school year. For most tables, the data reported
should be based on a "Fall snapshot” of data from a single day between September
27 and December 31, 2013 inclusive. LEA's may choose any date within this time
period. Al data should be reported using the same Fall snapshot date, except

The count of students with disabilities (IDEA) may be based either on the Fall
‘snapshot date OR on the district's IDEA child count date.

NOT APPLICABLE (NA) and ZERO (0) FILLS IN TABLES

The online tool remembers information that has been entered in other tables and
modules and uses that information to fil related tables with eitner a Not Applicable
(NA) code or zero (0) where appropriate. For example, if it s reported that a school
does not have any females who are LEP, other tables that ask for counts of females
Wwho are LEP will be automatically filed with a zero.

SPECIAL INSTRUCTIONS

‘Students must be counted in the school where they actually physically attended for
more than 50% of the school day. If a student attended two schools, each for
exactly 50% of his or her school day. then count that student at their "home" or
“primary" school, rather than at the school of a special program, such as a
vocational program.

For distance education schools or virtual schools, students must be counted in the
school from which they received more than 50% of their coursework.

KEY DEFINITIONS (click to read)

Limited English Proficient ( or English Language Learner)
‘Students with Disabilfies (IDEA)
‘Students with Disabilfies (Section 504 only)
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ENRL >> ENR

ENRL-1: Overall Student Enroliment

swten ogs
Alabama School For Blind (010000901404) k=]
Scnci Raigaton
Instructions.
‘Students must be counted inthe school where they physically attend for more than S0% of the schoolday.
LEGEND: @ Errors A Wamings. ‘Addiional Information
For the Fall 2013 snapshot date, enter overall enrollment. Enter the number of students who were enrolled n preschool and grades K-12 (or the ungraded equivalent). ‘Any students who atfended distance education schools?

_.......I St

s n e i i ey e o e

S orner comseuor.

Deanceacucation o vtual schols e a g el
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e separated by time andior location, and nferaction
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technologies. A vitual school generally doss o hve &
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ste.

e el s oo L I Jl-JL I JL JL _If®

TSGR e ‘Any students who atfended two schools?

‘Overall Student Enrollment - LEP Shoul nclade LEP shersand st wih dstiies
Can| count students i more than one racelethniclly
column?

LEP males envolied st i schoot:

Males with isbiities enolled st s schaol: Howdo report students who are both LEP and have a

cisabiity?
LEP famsles enolled at tis schoot

Females with disabies enroleda this schoot: Wht fa student s served under IDEA and Setion 5047

Tots LEP Students nvolled st tis sehool:

Total studentswith cisabiities nvoled st i schoot
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District/LEA Form Submission for Al Inst Deaf And Blind (0100009)

[J Hide Optional Questions
Listof optonal questions

The Data Entry tool is organized by topical modules. Modules are groups of tables about the same topic area. For example, tables about math and science courses and classes
form the Courses & Classes module. Each module has a 4-letter module acronym which s used to number tables within modules. For example, the first table in the Courses &

Classes module is labeled COUR-1

Select a data module from the list below to enter your data

__ Fercentage ofReatired Gele Fled 0213 Entoy bone

SSPR Students, Schools, & Programs
CRCO Civil Rights Coordinator/Desegregation Plan
HIBD Harassment & Bullying

DSED Distance Education

GEDX GED

Overall Completion Percentage: 22 67 %
The overall completion percentage is calculated using the following formula

In Progress
Last Edited: 2/5/2015

In Progress
Last Edited: 12/22/2014

In Progress
Last Edited: 12/22/2014

In Progress
Last Edited: 12/22/2014

In Progress
Last Edited: 12/22/2014

1667 %

50.00%

33.33%

0.00%

1351%

(Number of entered values in required cells + Number of auto-zeros) / ( Number of required cells - Number of skips)

Note: NS values are not included
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SSPR: Students, Schools, & Programs

Review the module instructions, then select a table for data entry or review. Entered data is automatically saved when users navigate between tables

SSPR-1: Count of Students

SSPR-2: Count of Students Served in Non-LEA Facilties (Required for 2015-2016
school year)

SSPR-3: Count of Schools

SSPR-4: Early Childhood Program Indicator

SSPR-5: Early Childhood Program for Non-IDEA Children

SSPR-6: Preschool Program Provided by the LEA Indicator

SSPR-7: Preschool Daily Length and Cost

SSPR-8: Preschool Age for Non-IDEA Children

SSPR-9: Preschool Children Served (Required for 2015-2016 school year)

SSPR-10: Preschool Eligibility - All Children

SSPR-11: Preschool Eligibility - Student Groups

SSPR-12: Kindergarten Program Indicator

SSPR-13: Kindergarten Daily Length and Cost

Module Instructions

DATES

Report data from the 2013-14 school year. For most tables, the data reported
should be based on a "Fall snapshot” of data from a single day between September
27 and December 31, 2013 inclusive. LEA's may choose any date within this time
period. Al data in this module should be reported using the same Fall snapshot
date.

NOT APPLICABLE (NA) and ZERO (0) FILLS IN TABLES

The online tool remembers information that has been entered in other tables and
modules and uses that information to fil related tables with eitner a Not Applicable
(NA) code or zero (0) where appropriate. For example, if it s reported that a school
does not have any females who are LEP, other tables that ask for counts of females
Wwho are LEP will be automatically filed with a zero.
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SSPR-1: Count of Students S
Al Inst Deaf And Blind (0100009)

By Tabie

Instructions
- Include students who are the responsibility of the LEA, regardless of whether students are served in LEA or non-LEA facilfies.

- Include students in private schools If (and only if) they were placed there by the LEA for the purpose of providing free appropriate public education (FAPE).

LEGEND: © Errors A Warnings. Additional Information

For the Fall 2013 snapshot date, enter the overall student enrollment for the A How wilthese data be colected in 2015-
LEA. Include students in preschool and grades K-12 (or the ungraded LS
equivalent).
Complete List of Data Elements for the
Number 2013-14 and 2015-16 Civil Rights Data
Collection
Overal student enroliment for the LEA o0
[ & What is a non-LEA facility?

Which students should be included?
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& Go To Module Landing Page | Save & Go To Next Table B
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ENRL-1: Overall Student Enrollment
‘Alabama School For Blind (010000901404)

Instructions
Students must be counted in the school where they physically attend for more than 50% of the school day.

LEGEND: © Errors A Warnings Additional Information

For the Fall 2013 snapshot date, enter overall enrollment. Enter the number of students who were enrolled in preschool and grades Any students who attended distance.
i education schools?
K12 (or the ungraded equivalent).

For distance education schools or virtual
schools, count students in the school from
‘which they received more than 50% of their
coursework.

Males enrolied at this school: Distance education o virtual schools are a
public school that offers only instruction in
Ceo JCe JCe 1 e 1 e 1 e 1 Ce ] which students and teachers are separated
by time andlor location, and interaction

Females enrolled at this school: o 10 occurs via computers andor
Ceollellelleol el el ol telecommunications technologies. A virtual
school generally does not have a physical
Total students enrolled at this school: ) 15 0 0 0 0 0 15 faciliy that allows students to attend classes
onsite.
Overall Student Enroliment - LEP Overall Student Enrollment - Disabilities

Any students who attended two schools?

_- Should | include LEP students and students
) with disabiliies in the racefethnicity table?
LEP males enrolled at this school:

L Males with disabilities enrolled at this
— 1 e Can | count students in more than one
— racelethicity column?
LEP females enrolled at ths school:
Females with disabilities enrolled at this How do | report students who are both LEP
Cel schoo: and have a disability?
Total LEP Students enolled at this school: 0 What f a student is served under IDEA and

Total students with disabiltes enrolled 0 o Section 5047
atthis school:
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Error and Warning Summary for ENRL: Overall Student Enroliment
Your data has been saved. Below is a summary of allthe validation results effected by the elements on this

page. You can fix erors now or address them later.

[ show All Checks

Validation Counts by Element
Overall Student Enrollment: American Indian/Alaska Native Male
Overall Student Enrollment: Asian Male

Overall Student Enrollment: Number of Native Hawaiian/Pacific Islander
Male Students

Overall Student Enroliment: Black Male
Overall Student Enroliment: White Male

Overall Student Enrollment: Two or More Races Male

Overall Student Enrollment: Hispanic Female

Overall Student Enroliment: Asian Female

Overall Student Enrollment: Two or More Races Female
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Error and Warning Summary for ENRL: Overall Student Enroliment
Your data has been saved. Below is a summary of all the validation results affected by the elements on this

page. You can fix errors now or address them later.

@Previous Tetie
[ show Al Checks
Validation Counts by Element
= Overall Student Enroliment: American Indian/Alaska Native Male (1]

+ Have | entered a value that is in the expected range? (minimum value

check)
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Eror and Warming Summary for ENRL: Overall Student Enrollment
our dsta has been saved. Below s 2 summary of al the valiation resuls afested by the slements on tis

page. You can fx etors now or address them later

0 Show Al Checks

Validation Counts by Element

— Overall Student Enroliment: American Indian/Alaska Native Male 'Y

“Overall Student Envolimert: American Indian/Alsska Native Male” must be greater than or equl to
the sum of SCH_IDEAENR_AM_M (71) and SCH_SO4ENR_AM_M (57), which equals 158, but you
have entered a lesser value. To esolve tis enor you can sther changs one or more of hese
Values, or provice an explanation using a resson code and commert.

Element 1D Description Value  User

‘SCH_IDEAENR AM_M | Studenis with 71 monzemiazivschacmin@gmail com
cisabifies served under
IDEA: American
Incian/Alsska Native
Male

SCH_SMMENRAMLM  Stucenis with 8 monzemiazivschacmin@gmail com
disabifies served under
Section 504: Amercan
IncianiAlsska Native
Mle

SCHENRAMM  Oversl Student 5 dresto@sanemetriccom
Envoliment: American
IncianiAlsska Native
Male

ReasonCode: [~ |
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Instructions.
‘Students must be counted in the school where they physically attend for more than 50% of the school day.

LEGEND: O Errors A Wamings

For the Fall 2013 snapshot date, enter overall enroliment. Enter the number of students who were enrolled in preschool and
grades K-12 (or the ungraded equivalent).

Males enroled at this schoo:
o | [eo I | Lo Ceo 1 e ] o]

Females enrolled at this school: 0 10
[ Ceo T ] Le JLe 1 e J[e]
T Te—SeToe—So—oreveTe

Total students enrolled at this. ) 15 0 o o o 15
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Element Rules
Overall Student Enroliment: Hispanic Female [SCH_ENR_HI_F]

Data Checks | Technical Information [snow AllChecks
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Element Rules
‘Overal Student Envollment Hispanic Female [SCH_ENR_HLF]

Deta Checks | Technical Information [shou 41 Checks

— Have | entered a value that is i the expected range? (minimum @

Detais

“Overall Student Envoliment. Hisparic Female” must be gresterthan or equal o the
um of SCH_IDEAENR_HI_F (70) and SCH_SO4ENR_H_F (85), which ecusls 156,
but you have enfered 2 fesser value. To esalve tis eror, you can efther change one:
or more of these values, or rovide an explanation using a resson code and
comment.
Element ID Description Value  User
SCHIDEAENR_HLF Stdents 70 monzerhiszi+schadmin@omsllcom
disabiities
under IDEAC
Femsle

SCH_SO4ENR_HI_F 8 monzemiazi+schadmin@omail com

SCHENRHLF  Owral 10 clellez@sanametriccom
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Element Rules.
Overall Student Enroliment: Hispanic Female [SCH_ENR_HI_F]

Data Checks | Technical Information [snow AllChecks

Supplemental Information

LEA Id: [0100009]
School 1d - [010000901404]
Element Id : [SCH_ENR_HI_F]
Module Name: [ENRL]

User Id: [ctellez@sanametrix com]
Skip Resul: faise

Automatic Zero Result: false

Close.
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Element Rules.
Grades with Students Enrolled: Kindergarten [SCH_GRADE_KG]

Data Checks | Technical Information [snow AllChecks

+ Have | enter e correct grade enrollme;
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Element Rules.
Grades with Students Enrolled: Kindergarten [SCH_GRADE_KG]

Data Checks | Technical Information [snow AllChecks

— Have | entered the correct grade enrollment data?

Details

You have entered a status of NO for whether this grade ("Grades with Students
Enrolled: Kindergarten”) has any students enrolled, but this does not seem consistent
with the entries for the adjacent grades. You may wish to check the accuracy of your
reported grade enroliment status for all three grades. I you wish to provide an
explanation, you may enter it in the comment field

Reason Coge: | Waming

Commments:
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Eror and Warming Summary for ENRL: Overall Student Enrollment
our dsta has been saved. Below s 2 summary ofal the validatin resuls efested by the slements on tis

page. You can fx etors now or address them later

Show Al Checks

+ (General Validation Checks (Not specific to a single element)

Validation Counts by Element
‘Overall Student Enroliment: Hispanic Male
‘Overall Student Enrollment: American Indian/Alaska Native Male

‘Overall Student Enrollment: Asian Male

DR

‘Overall Student Enrollment: Number of Native Hawaiian/Pacifi Isiander
Male Students.

‘Overall Student Enroliment: Black Male
‘Overall Student Enroliment: Write Male

‘Overall Student Enroliment: Two or More Races Male

‘Overall Student Enroliment: Hispanic Female

‘Overall Student Enroliment: American Indian/Alaska Native Female

‘Overall Student Enrollment: Asian Female

P N R

‘Overall Student Enrollment: Number of Native Hawaian/Pacific Isiander
Female Students.

Overall Student Enroliment: Biack Female
Overall Student Envoliment: Wit Female

Overall Student Envoliment: Two or More Races Female

‘Overall Student Envoliment: LEP Male

Overall Student Envolment: LEP Female

OverallStudent Enroliment. IDEA Male

‘Overall Student Envoliment: Number of Section 504 Only Male Students

‘Overall Student Enroliment. IDEA Female

L

‘Overall Student Enrollment: Number of Section 504 Only Female Students
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Element Rules
Overall Student Enrollment: Hisparic Female [SCH_ENR_HI_F]

Deta Checks | Technical Informti ZBhow Al Checls

+ Have | entered a value that s in the expected range? (minimum G
value check)
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PENR-2: Gifted and Talented Student ,“
Enroliment —

Alabama School For Blind (010000901404)

Instructions

Additional Information

LEGEND: O Errors A Wamings

For the Fall 2013 snapshot date, enter the number of students in preschool and in grades K-12 (or the ungraded equivalent) What programs should be excluded?
who were enrolled in gifted and talented programs.

Advanced Placement, arts, and music
should not be included in gifted and
talented programs.

Should I include LEP students and
Males enrolled in gifted and ) students with disabilties in the
talented: " " " " " racelethnicity table?

‘ Can | count students in more than one. ‘

Females enrolled in gifted and na na na A A Na Na 0 racelethnicity column?

talented:
How do | report students who are both
LEP and have a disability?

Total number of students enrolied ) 0 ) 0 0 0 0 )
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For the Fall 2013 snapshot date, enter the number of students in preschool and in grades K-12 (or the ungraded equivalent)
who were enrolled in gifted and talented programs.

Amer. Native.
Indian | Hawaiian |
Alaska Pacific Two or
m Native Asian Isidr Black. White  moreraces Total
Males enrolled in gifted and | 0
talented:
Females enrolled in gifted and 0
talente
Total number of students enrolled o o 0 ) ) ) 0 0
in gifted and talented:
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For the Fall 2013 snapshot date, enter the number of students in preschool and in grades K-12 (or the ungraded equivalent)
who were enrolled in gifted and talented programs.

Amer. Native.

indian | Hawaiian |

Alaska pacific Two or

Hispanic  Native  Asian Isidr Black White  more races  Total
Males enrolled in gifted and » 2
talented:
A

Females enrolled in gifted and 0
talented:
Total number of students enrolled 23 [ o 0 0 o o 2
i gifted and talented:
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Element Rules.
Gifted and Talented Students Enrollment: Hispanic Male [SCH_GTENR_HI_M]

Data Checks | Technical Information [snow AllChecks

— Have | entered data in other fields correctly o that this field is
not considered inapplicable?

Details

"Gifted and Talented Students Enrollment: Hispanic Male" is skipped and considered
not applicable (NA) due to data entered elsewhere in the survey. If this field s still
‘skipped when you certify your submission, any data entered to it will be lost. To report
a different value here, you must edit the other element(s) responsible for this one
being skipped. The elements and values checked by the skip logic for this field are
listed below/to the right

ElementID  Description Value User

SCH_GT_IND  Gifted and Talented NO  CRDC@Sanametrix.com
Education Program Indicator
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= Switch Mode

EXAM-1: Student Participation in the SAT
Reasoning Test or ACT St

Alabama School For Blind (010000901404)

Instructions
Include all students who participated, regardiess of whether the student received a valid score on the test

Additional Information

LEGEND: O Errors A Wamings

From the start of the 2013-14 school year, including summer, up to one day prior to the 2014-15 school year, enter the For what dates should | report tests?
number of students in GRADES 9-12 (or the ungraded equivalent) who participated in (i.e., took) the
SAT Reasoning Test (SAT), the ACT, or both. Include tests taken from the start of the.

2013-14 school year and through the
‘summer, up to one day prior to the 2014~
15 school year.

Should | include LEP students and

Males who participated: students with disabilities in the
racelethnicity table?
\# \L‘ \#
Can | count students in more than one
Females who participated: B 566 68 B B s B 1708 racelethnicity column?
Lo 1 [ e 1 e 1 How do I report students who are both

LEP and have a disability?
Total number of students who. 0 1131 1135 o o 1147 o 3413,
participated:
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From the start of the 2013-14 school year, including summer, up to one day prior to the 2014-15 school year, enter the

number of students in GRADES 9-12 (or the ungraded equivalent) who participated in (.., took) the
SAT Reasoning Test (SAT), the ACT, or both.
Amer.
ndian /
Alaska Two or
o e e Isidr Black White  moreraces Total
Males who participated: P w7 o 1705
[o Lol [ o |
Females who participated: . P A 1708
[ o ][ o [ o |
Total number of students who o 1131 1135 0 0 1147 o 3413
participated:
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From the start of the 2013-14 school year, including summer, up to one day prior to the 2014-15 school year, enter the
number of students in GRADES 9-12 (or the ungraded equivalent) who participated in (i.., took) the
SAT Reasoning Test (SAT), the ACT, or both.

Amer. Native
ndian / Hawailan
Alaska Pacific Two or
Hispanic | Native  Asian Isidr Black White  moreraces Total
Males who participated: » w5 o7 o 1728
[ o Jl o 1o ] [ o |
Females who participated: w00 o8 s 1708
[ o ][ o [ o |
Total number of students who 23 1131 1135 0 0 1147 o 3436

participated:
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Element Rules
SAT or ACT Test Participation: Hispanic Male [SCH_SATACT_HI_M]

DataChecks | Technical Information [show Al Crecks

+ Have | entered a value that is in the expected range? (maximum
value check)

— Have | entered data in other fields correctly so that this field is
not considered to be zero (0) by default?

Details.

"SAT or ACT Test Participation: Hispanic Male" is automatically set to zero (0) due to
data entered elsewhere in the survey, but you have entered a non-zero value. To
resolve this erfor, you can edit the other element(s) responsible for this one being set
1o zero, or provide an explanation using a reason code and comment why it should
not be zero. The elements and values checked by the ‘Autozero logic for this field are
listed belowto the right.

Element ID Description Value User

SCH_ENR_HI_M  Overall Student 0 CRDC@Sanametrix com
Enroliment: Hispanic Male

Apply Explanation
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Element Rules

‘Envollment of Studenis who are Limited Engish Profiient (LEP) : Number o Native:
"HewailaPacic Isiander Male Students [SCH. LEPENR._ HP_M]

Data Checks | Technical Information

Dishow Al Checks

— Have | entered a value that s in the expected range? (maximum @D

value check)

Detais

“Enrolment o Students who are Limited English Proficien (LEP) - Number of Native
Hawaiis/Pacfc Islander Msle Sudents” must beless than or equalfo 2 number of
other slement values, but you have enered a grester valus. To resolve s eror, you
can either change one of these values, or rovide an explanation using a reason code:
‘and comment. The elements and values against which this feld arc being cheked

are listed belowto the right

oy corpton ot e |

SCHENRHPM  OverallStudent 0
Envoliment:
Number of
Native
HwaiisnPacifc
Istander Male

SCHENRLEPM  OversllStdent 15
Envoliment LEP.

SCH_LEPENR_HP_M  Encolmentof 45
Students who
are Limited

Profcient
(LEP) - Number.
of Native:
HawaiisnPacifc
Istander Male

CROC@Sanametixcom

monzerhiszissshadmin@gmilcon)

monzerhiszisschadmin@gmilcom

Apply Explanation
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Data Checks | Technical Information

~ Have | entered a value that s in the expected range? (maxim\ETFETIEIE)
value check)

Detais

“Enrolment o Students who are Limited English Proficien (LEP) - Number of Native
Hawaiis/Pacfc Islander Msle Sudents” must beless than or equalfo 2 number of
other slement values, but you have enered a grester valus. To resolve s eror, you
can either change one of these values, or rovide an explanation using a reason code:
‘and comment. The elements and values against which this feld arc being cheked
are listed belowto the right

oy corpton ot e I

SCHENRHPM  OvrsiSudent 0  CRDC@Sansmetricom
Envoliment:
Number of
Native
HwaiisnPacifc
Istander Male

SCHENRLEPM  OverallStudent 15 monzerhiszi+schadmin@omai.com|
Envoliment LEP.

SCH_LEPENR_HP_M  Enolmentof 45 monzerhiszi+schadmin@omallcom
Students who
are Limited

Profcient
(LEP) - Number.
of Native:
HawaiisnPacifc
Istander Male

Reason Code:
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File Upload

To upload your data, please ensure that your fils meets all of the requirements lsted in the CRDC Flat File Submission Instructions

jocument. Only CSV fles can be uploaded. All

files must include your School ID or LEA D for each row of data, and a header row with element names defined in the 2013-14 CRDC List of Elements (Flat File Specs) document.

Tip: Check to ensure your fle includes either SCH_ID or LEA_ID as the firt data element header before uploading your file. LEA and School fles can be uploaded in any order.
Tip: See the Error Resolution Report on the "Reports” page for the restis of all validation checks. Using this report, users can enter explanations for errors and edit values.
Tip: File Upload users can also use the Data Entry & Review Tool on the “Home” page to review and edit uploaded data.

Upload History

Your Files

Show

D Timestamp

File Name

Size

File Upload Status

Search:

File Processing Status

‘There are no records of any uploaded files.

Showing 0o 0 of 0 entries

Al Inst Deaf And Blind Files

Show

Previous  Next

Search:

D Timestamp File Name Size File Upload Status File Processing Status
test upload for Parsing complete. 1679/1679

82y @unnnn ae ;‘ ;sn;:.“zms SCH16 439kB  Upload complete. elements submitted with 0

510156000665 csv successes and 1679 errors.
Parsing complete. 1679/1679

FriJan9th2015  testupload for SCH
] 2 "

679 @uummmmmn g 0700 410090000086 ¢y | 239KB  Upload complete. elements submitted with 1679

successes and 0 errors.

Showing 102 of 2 entries

Previous | 1 | Next
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(© Choose File to Upload

GO~

1« CRDC » Fat ie Submission Templates

=)

Organize = Newfolder

X Favorites Documents library e
[] Desktop. Flat File Submission Templates
L Downloads Neme -
] Recentplaces
CRDC SY 201314 Flat ile Submission Instructions_Draft_05_19_14v3
O (E8) CRDC SV 2013-14 LEA FFS FileSpecifcations Horizontal Sample
S Libaries (E8) CRDC SV 2013-14 LEA FFS File Specifcations Vertical Sample
3 Documents ] CRDC SV 2013-14 LEA Teble Layout Mapped
Ty Docurmes CRDC Y 2013-14 List of Elements
) bubiicDocur B CROC SY2013:14 SCHFFSFile Specfcatons Hrizontal Sample
& s ) CRDC SV 2013-14 SCH FFS File Specifications Vertical Sample
) pictures ] CRDC SV 2013-14 SCH Table Layout Mapped
B videos
(B ScottHaris  ~ <[ .

Filepame: CROC Y 201314 SCH FS FleSpcicatons Horizo =

S ) [ ]
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File Upload

To upload your data, please ensure that your file meets all of the requirements isted in the CRDC Flat File Submission Instructions [£] document Only CSV files can be uploaded. All
files must include your School ID or LEA ID for each row of data, and a header row with element names defined in the 2013-14 CRDC List of Elements (Flat File Specs) document.

Tip: Check to ensure your fle includes either SCH_ID or LEA_ID as the firt data element header before uploading your file. LEA and School fles can be uploaded in any order.
Tip: See the Error Resolution Report on the "Reports” page for the restis of all validation checks. Using this report, users can enter explanations for errors and edit values.
Tip: File Upload users can also use the Data Entry & Review Tool on the “Home” page to review and edit uploaded data.

+ Add fk © Start Al Uploads
CRDC SY 2013-14 LEAFFS File Specifications Horizontal Sample csv 189KB Start Upload

CRDC SY 2013-14 SCH FFS File Specifications Vertical Sample.csv 217k —
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File Upload

To upload your data, please ensure that your file meets all of the requirements isted in the CRDC Flat File Submission Instructions [£] document Only CSV files can be uploaded. All
files must include your School ID or LEA ID for each row of data, and a header row with element names defined in the 2013-14 CRDC List of Elements (Flat File Specs) document.

Tip: Check to ensure your fle includes either SCH_ID or LEA_ID as the firt data element header before uploading your file. LEA and School fles can be uploaded in any order.
Tip: See the Error Resolution Report on the "Reports” page for the restis of all validation checks. Using this report, users can enter explanations for errors and edit values.
Tip: File Upload users can also use the Data Entry & Review Tool on the “Home” page to review and edit uploaded data.

6.37 kbit's | 00:00:00 | 100.00 % | 4.06 KB/ 4.06 KB.

CRDC SY 2013-14 LEA FFS File Specifications Horizontal Sample.csv 189KB ® Start Upload

CRDC SY 2013-14 SCH FFS File Specifications Vertical Sample.csv 217k © Start
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File Upload

To upload your data, please ensure that your file meets all of the requirements isted in the CRDC Flat File Submission Instructions [£] document Only CSV files can be uploaded. All
files must include your School ID or LEA ID for each row of data, and a header row with element names defined in the 2013-14 CRDC List of Elements (Flat File Specs) document.

Tip: Check to ensure your fle includes either SCH_ID or LEA_ID as the firt data element header before uploading your file. LEA and School fles can be uploaded in any order.
Tip: See the Error Resolution Report on the "Reports” page for the restis of all validation checks. Using this report, users can enter explanations for errors and edit values.
Tip: File Upload users can also use the Data Entry & Review Tool on the “Home” page to review and edit uploaded data.

=+ Add il

CRDC SY 2013-14 LEA FFS File Specifications Horizontal Sample.csv 189KB

CRDC SY 2013-14 SCH FFS File Specifications Vertical Sample.csv 217K8

Upload History

Your Files
Show| Search:
) Timestamp File Name Size File Upload Status File Processing Status
TSGR Checking error: The file does not start
S | ey with the correct column header row.
997 CRDC@Sanametrixcom 228 Upload complete. ‘The first seven characters in the fle
05:1926 pm ‘Specifications . !
e ‘shoud be either "LEA_ID." or
o "SCH_ID"
CRDC SY 201314
LEAFFS File 1 lines parsed. 272 elements
9% CROC@Sanameiccom oM TMN201S oo catons 19k8 Upload complete. submitted with 0 successes and 2
051926 pm
Horizontal ermors,
‘Sample.csv

Showing 102 of 2 entries Previous | 1 | Next
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CRDC SY 2013-14 LEA FFS File Specifications Horizontal Sample.csv

Uploaded by CRDC@Sanametrix.com at 3/11/2015 5:19:26 PM.

entries Search:

FormID 4 ElementID Element Value Message

‘Submission error The value entered (177,606) does not match the format expected for LEA_ENR, which

GDEED LEATENY T is an integer or "NS" to indicate "Not Submitted”.

‘Submission error: User ‘CRDC@Sanametix com' ried to submit a value for LEA_SCHOOLS, but he or

5101250 LEA_SCHOOLS 212 ‘she does not have permissions for form 5101260, module LEA_MOD1.

‘Showing 102 of 2 entries Previous | 1 | Next
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Resources

NEED HELP? HAVE QUESTIONS?
‘Contactthe Partner Support Center (PSC)
Emai Address:  CRDC@Sanametrix.com

Phone: (844) EDU-CRDC
(844 3382732

Hours of Operation: 8:004M (ET) to 600PM (ET)

CRDC SUBMISSION INSTRUCTIONS

‘CRDC SY 201314 User Guide:

Fiat File Submission Insructons.

I Learm About the CROC

+ About the CRDC.

+ CRDC Questons and Answers

* View data from prior CROC collctions

+ Find Out More About The U.S. Department o Educatiois Offce for Civ
Rights

+ Top Escalated Questons.

+ CRDC 201314 Submission System Business Rules.

BB Reporting CRDC Data for 2013-14

+ Defintons
+ Listof Data Elemens

+ Addiional Information Aboutthe Submission System

+ Howto Creste an Action Plan for Missing Data

+ Essier Data Entry with Pre-Fils

+ Key Features For Large Disricts and LEAS .

= Preparing Datafor Submission

+ Fist il Tips for Zeros, Nulls, and NS
+ Excel Tempiste Instructions.

* Planning Checkist

+ Planning Guide for Juvenile Justice Facilties
+ Course Code Mapping Tempiste:

@oataTips

+ Chronic Absentecism
+ Classes and Courses

+ Data Qualty Tips

« Duplicated and Unduplicated Student Counts

+ Preschool and Early Chidhood Data.

+ Race and Ethricity Reporting

+ School Courses for the Exchange of Data (SCED) Codes:
+ School Expenditures.

+ Section 504 Students

+ Single Sex Inerscholastc Attetcs

+ Staff Fullime Equivalent (FTE)

@ Navigating the 2013-14 CROC Submission System
« Table Codes & Tites

+ Bresdsrumb Navigation
« Table vs School Navigation

A Error Checks and Validation

« Tips for Reviewing Data
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Error Resolution Report

Instructions: This file is in Excel 2003 (xis) format and contains the resuits of all validation checks run based on the data
currently entered for the selected LEA and School forms. You can enter reason codes and comments to explain validation
errors, edit existing codes and comments, o enter new data values, and then submit the edited file via File Upload,

Selected LEA ID is 0100009 Al Inst Deaf And Blind

[0 Check this box if you would like to include submission-level checks. These checks compare data across all schools in the
district and thus require more processing time. You may not want to check this box until data have been entered for all schools
in the district, as these checks are normally only performed as part of certification

Download Error Resolution Report
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AL - = | Instructions: This file is in Excel 2003 (xIs) format and contains the results of all validation checks for the selected LEA and School forms. You can enterreason &

her submitthe ecied i va il Upload,

[Erver reazon cacdes and cammentsin the calumnsbeled Reazon Cade and Commerts.
[Tomake data edis, use the information rosidsdiin the columnslabsled Acton Fiequired to Carfy, Desarpion, Dependent Element D, and Dependan Element Long Names toderiifythe Element 1 orElement [0 that areproblematis. Once you have dariifed 3
problemaic Elamer D, erverthat ElementIDin the Edit Element ID colm. Then, i the Edi Elemen Valis colmn, enter the sdlted valie You san orly enter one Element D snd edited valus per 0w f younsedto make muliple sorteaions (o i an ror sther use the.
Susibie cels n nother o or & new o r use the Flat Fle Submizsion feature,

Fyouwant o sort o it the rows o make other shanges o the worksheet you il nsed o unprotestt InEvoe| 2003, inthe“Tools” menu selest "Protestion”» Unproteot Shest " InExosl 2007, liok the “Unproect Sheet” buttoninthe "euien dbbon.

5 Row# [-[LEAID [-]SchoollD _[-Module [ Module Title -] Action Required to Cen | Desoription -] Dependent Element IDs. -
1 100003 CACO vl Pights CoordnarsDessgregaton Please edi the data Thisfield (ChlFights Cosrdnators LEA_CRCODRD_DIS_FN
Flan Contact Iformation: Disabity (Sestion
504 anclor Tlel)- st Name") s
requiedifeld. Please ente datato this
fiedbsfors completing the seationor
4 attempiingto cetly your submission
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(Tle V") 3 eqired eld Please onter
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El Seciion r atempiingto cery your
7 0100003 CRCO CwlPights CoordnatoDesegregation  ERRT Evar Please edithe data Trisield (il Fights Cosrdinators LEA_CRCODRD_RAC_LN
Flan Contact formation: Race. oolr, or
rationalorigin (Tt V1 - LastName") s .
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fiedbsfors completing the seationor
0 attempiingto cetly your submission
s 0100003 CRCO CwlPights CoordnatoDesegregation  ERRT Evar Please edithe data Trisield (il Fights Cosrdinators LEA_CRCODRD_SEX_IND
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ompleting the sscton o atempiing o
1 ety you submisson.
o PSS, e N _— e et the dara o e e
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APIB-6: Advanced Placement (AP) Student
Enroliment
Alabama School For Blind (010000901404)

Instructions
Include students enrolled in the school that are enrolled in online or virtual AP courses.
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For the Fall 2013 snapshot date, enter the number of students in GRADES 9-12 (or the ungraded equivalent) who were
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