Creating the Calendar File (SPC) in SIS Module

Go to the SIS module. Click to run DOE Command Center. Enter password.

Transmit the Calendar to the state — SPC file creation

] _
AddiChange CALENDAR From the DOE Command Center, click on Calendar then Transmit CALENDAR

Transmit CALENDAR data to DOE data tO DOE
Distribute CALENDAR to Schools :

= Sponsor/Site-Calendar (SPC) - Create Batch Submission File [ Make sure the SChOOl Year and District are correct.

School Year: 1314 v | District: (340 | ~ | You will then click on Process and then be asked where to save the file.
L e If your district uses SIS School, then check off the appropriate box for
Select SchoolYearand District. Ten choose Process fosavefle |-« Jse SIS School” or “Use SIS Enroll School for Code”.
" & Choose Directory to Save to (1] =
save In: == =/#le] | Choose the directory to Save to:
= att connect o (1) ChOOSG the "Save In” folder
ﬂ“““"“‘“ Exchange folter - . (2) The “Save In” folder name will appear. Process creates file name.
& .
File Name: (CoUsersi2011RICHARD Documents | | (3) Click the Save button.
Files of Type: |AH Files "‘
@
Congratulations o - @
® You will then be given a confirmation message that the calendar
C:\Users\2011RICHARD\Documents\spc027-0905-1151.txt Created Successfully X K A
has been created, where to find it, and its name.

Then you are ready to upload the calendar to LEADS.
LEADS

Login to LEADS Portal/LEADS Insight Portal. Select SPC — School Calendar System.
Select the Calendar Upload Option.

IZZ0 [ Report | [ Export | [ Updste Cslendar | [ Update Grades | [ Add | [ Delete | Upload |

The following screen appears:



Beginning School Session Year: 2013 o o
Processing Period: |Feh. 1 L] e

Validate only? — —
Y '@ Mo ') Yes e
File to upload: E— o

| Upload My File Now | | View Upload Status | q \iew Errors | °| Wiew Input Data

All Errors Must Be Corrected Before Calendar File Will Load to LDE Database

History

Records In aecon Records
Load Begin BSS5YIPPUser ID Records File Size ith Status Upload End

Error - Loaded

armings

112272014 €:46:14 AM 201343 154 22403 o 1 154 Complete 1722/2014 §:48:18 AM
112272014 6:44:18 AM 201393 [ 178 27056 (24 1 Complete 172202014 6:44:19 AM
1072172013 4:14:37 PM 201212 172 12445 a 1 178 Complete 10i21/2012 4:14:41 PM
8192013 4:33:12 PM 201371 L 1728 27056 i 1 178 Complete 81272013 4:33:14 PM
8/18/2013 4:31:43 PM 20131 178 27056 [ 1 Complete 81872013 4:31:44 PM
4172013 2:12:59 PM 201218 | 157 23564 1] 1 157 Complete 47172013 2:13:02 PM
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1. Choose the Beginning of the School Session Year.

2. Choose the Processing Period. This is usually the period or periods that are currently opened.

3. Choose the Validate Only? The usual is No since you want to upload your file. Choosing Yes will validate
your records without uploading your file.

4. Browse to find your calendar file.

5. Once the file name is in the File to Upload field, click Upload My File Now. Once your file is uploaded, you
will see a message below the row of buttons that your file has been received.

Your data has been recsived and is being processed. Click the "View Upload Status' button to monitor progress. Click the "WView
Errors’ button to view your error repaort.

6. To track your file status, click on the date and time that et
represents your file below the column heading — Load Begin ~ seginning schi sas= vr: 2013 t
. . . . Processil Period Cd: 3
- then click View Upload Status. A progression of the file Spm:'g
running will appear. Status will go through Validating, Begin Date/Time 1/22/2014 6:46 AM
. End Date/Time: 1/22/2014 6:46 AM
Loading, and then Complete. e Sive (ytes): oens
Total Records: 154
You may also choose to click the Refresh button to see the Records CoptedTofiokdingr 1
Records Validated: 154
status of the file upload. Records In Error: 0
Total Errors Found: 1]
Total Warnings Found: 1
Event Records Loaded to DB: 154

Event Records Deleted from DB:

Status: Complete.

When you see Complete and there are errors listed under

the column heading — Records in Error — click on the date and time that represents your file and click the View
Errors button. On the window that appears, click on Generate Error Report to obtain a report to review and/or
print.



Load Begin:  1/22/2014 6:44:18 AM

Spensor: Refresh Close |!

All Errors Must Be Corrected Before Calendar File Will Load to LDE Database

caicd  [Red T¥PE |cieid Name |Data in Error Error |Frror | o Message
(Cd ype d
141 700 10 (Srades 01020304 0508070208101112 202425 W 020 (Grade {15} Missing fromn LEA {004} Calandars

155 200 10 IS e Code IE 048 IS te Code {D04200} Invalid; School Has Been Closed
167 201 10 IS te Code IE 048 IS te Code {004201} Invalid; School Has Been Closed
1

| Generate Error Report | Export Errors: |

Fix any or all errors in JPAMS Calendar. Begin the process again and upload your file. Once you reach Records
in Error = 0, then you can continue and upload SIS files. The calendar must be free of errors to upload SIS.

If you have to send up another SPC file, remember to send your SIS file again.

For more details in the upload process, go to the main menu on LEADS and select the user guide for Calendar
and click on View.

User Guides [T T

ADDITIONAL LINES
» LEADS News

Select the link to obtain the pdf version of the user guide. Save an electronic copy on your computer.

The calendar is uploaded during each processing period when SIS is uploaded.
PP1 — October 1° MFP - Planned calendar

PP2 — October 1* LEADS — Planned calendar

PP3 — February 1** — Planned calendar

PP9 — End-of-Year (EQY) — Actual Calendar

Reports — Calendar Reports are available on SPC system. Be sure to check the Number of Instructional Days
provided.



Creating the SIS File in SIS Module

Go to the SIS module. Click to run DOE Command Center. Enter password.

SIS has 4 reporting periods:

1. SIS OCT 1* MFP — PP1 — This period reports demographic, enrollment, attendance, and discipline (event)
records as of October 1%,

2. SIS OCT 1* LEADS — PP2 — This period reports demographic, enrollment, attendance, discipline (event) and
class schedule records as of October 1*.

3. SIS FEB 1* — PP3 — This period reports demographic, enrollment, attendance, and discipline (event) records
as of February 1%,

4. SIS EQY — PP9 — This period reports demographic, enrollment, attendance, and discipline (event) records as
of the last day students attend.

G| sTs DOEwWEER AUDITS FAQ AEOUT
MFP/Ethnic-Gender/Lunch/Special Codes
Create 515-to-DOE File

Obtain Control Data from sis001

From the menu, select SIS and Create SIS-to-DOE File.

________ a e

l SIS Transmission Setup lé
q ? 1. District Number
S0CE |- |'| fleay |1314 | hd 2. Year — current school year
9 School 700 Stu As.Of Date |7° 3. SFhoql —.each district sends 700 to include the
[] Check to include 110 Class Recordso entire district. _ _ _
Classes As.Of Date [ Send Vocational after 101 4. Stu As-of-date — Processing Period dete.rmlnes
the date. You can use “Today’s Date” until you
Use Active Master Schedule @ reach the processing date. Ex: If you are running
W oplorla eI INIEILE SIS on September 25", then use 9/25/2013 as the
[ nciude Discipine recoras (050) (@) date. If you are running SIS on October 4™, use the
Create Event Records (007,091,092,093,094) o date Of 10/1/13
[] Create separate files for 91/92 & 110 records @ 5. ONLY USED IN PP2 — Check to include 110 Class
Send Homeless, Migrant Students as LU1 0 Records.
[ Include Address Records @ 6. ONLY USED IN PP2 — Classes As-of-Date will be
[[] Enable Debugging (slower) @ October 1% of the year.
[] Use SIS school for reporting @ | 7. ONLY USED IN PP2 — Use Active Master Schedule
[] Re-assign stugent ssn () | or Use October Master Schedule
8. ONLY USED IN PP2 — Include Discipline records
Select Submission Format (15 (090) is no longer used in 13-14. This was used prior
1314 ~l | to13-14.
Cooninn (ol | 9. Create Event Records (007,091,092,093,094) —
| check for years 12-13, 13-14. These are the event
records which now represent discipline records.

10. Create separate files for 91/92 & 110 records — this is used to create only these types of records.

11. Send Homeless, Migrant Students as LU1 — this is used to send students for students not marked LU1 and
should be marked until the district can resolve this within the Lunch System.

12. Include Address Records — used by Type 2 Charters, SSD sites, A02 sites, LEA 302 LSMSA, LEA 304 LSDVI and
LEA 334 NOCCA.

13. Enable debugging (slower) — this is used only when having trouble running the program.



14. Use SIS school for reporting — If you are using the SIS school labels in your district, then check this off.
15. Re-Assign Student SSN — NO longer used. Must complete on LEADS.

16. Select Submisson Format — 1314 will be used until the format changes again. Prior year formats are
available.

Click Continue to on to the next step or Cancel to abort the process.

You may see one or more of the following red boxes:

s ™

Press Continue for each red box that appears.

The gathering of Sped information and, if PP2, class schedule records, happens and gives you a progress bar
until done.

. | PAMS-to-SI5 Progress Bar L= |
& s -
1 udent Informati
Gathering JSPED Data " Gathering J SPED Data...

There are 3 different types of files you can process and upload.

@ siSISState v02.03.14 KEB —pl2l

JPAMS-to-SIS Conversion Utility

1. Partial —used when
only a select number of
student files need to be
transmitted. This method

offers the advantage of SR
decreasing the time After selecting a SIS Transaction Type and the reports you wish to
. L recsive from State, click “Start” to begin buiding the SIS-to-DOE fe.
required for transmission. | || UsingLookin browseto where you wantto create and save
the si=001 fie. Notice that if you have used this program before
the last saved location is now the default location. This feature will
. ing and help while lizing and locating sis001
2. Entire —used when the fils. After finding your createlsave bcation, verity the e name”
. . . is "=is001". Next, click "Save” to create and save the SIS-to-DOE
entire batch file is sent | file. A "SUCCESS” dialog box wil be displayed when the process
. . has completed. Also saved in the same location as the sis001 file
without sending a is a detaied ising of warnings and errors during the
. building of the sis001 data. This file is named whatever you named
delete/replace file. (Do not your sis01 fil plus the extersion _errors t” and can be
viewed/printed using any text editor; ie, Notepad. After clicking
LISG) “DK" on the "SUCCESS™ dialog box, a tabbed panel of control

summaries for Free/Reduced Lunches, Special Education, and Total
Active Students will be displayed.

3. Delete/Replace — used
to complete a replacement
of all student records and
assures that the SIS |_ein ] [Luiscipiine keporis ) [ Envoliment reporis ) [ Setwup || uur ]

database matches exactly

with the data on the currently transmitted entire batch file. The file type 3 is a means of eliminating students
with more than one ID and other data errors. Using file type 3 also is necessary in ensuring SIS data matches
with calendar data and Sponsor Site Data.

Click "START" to create file.




After selecting the SIS Transmission Type of Delete/Replace, click the (4) Start button to begin building the SIS-

to-DOE file.

Using the “Look In”, browse to where you want to save the SIS file
you will create. After finding your save location, click Save. A Process
Monitor appears to show the status of the file being created. The
window shows the Warnings and Errors that the process discovers
during processing. When complete, a window appears with the
information about the file created. The Warnings/Errors will be
saved to a text file.

The SI1S-to-DOE File has been created.
2 warnings and 0 errors were detected.
The i saved to C:\ JPAMS RSD\2013-20141S1S396-0209-1452_DEL txt_errors.txt.
Select "PRINT" to print list now or "CONTINUE™ to continue SI5-to-DOE process without printing list.

[ PRINT | [ conmmue |

You can choose to Print the Warnings/Errors from here or from the file. Click Continue.

The following window appears:

(o il

s
B, Student Enroliment - Lunch @3trol Summary Utility siSISCentrolUtility v03.26.09

LEA | S8E2 | SE1 | PrK | KND | 01
004 |0 lo lo lo |
Total [0 o o o 0

o

Local ID

0039835

When choosing to complete a Partial File, you will need to Select

0049926

0089893

the student(s) you will need for the file creation. You can sort

0089929

0089950

columns and scroll to find the students or you can use the Search

0139844

box to find the student(s). Click Search and enter the Local ID or

0139953

0209991

State ID (SSN) and press Enter. The check will appear in the line

0269977

0299962

with the student’s name and thus be included in the file. Continue

1049938

this process until all students have been chosen. Then click “Build

1040942

1049964

Type 1” button. The same process as above will now begin on the

1049970

1049977

selected students.

1049987

1049990

1049992

1049998

An40000

State ID

[=] [

=(0|T

Mame

[«]




This process creates four files, not necessarily in this order.

1. The file which contains the Warning/Errors found during eme

processing. Notice the .txt_errors.txt at the end of the file SR "32'39'1452'DEL-D¢_E"W5-D¢0
name. || SIS™-0209-1452-DEL bt

2. The DEL or PAR txt file to upload to the state. 1) SISMMR-0209-1452-DEL zip

3. The DEL or PAR zip file to upload to the state. | EVENTEEN-0209-1452-DEL bt

4. The EVENT file which contains the discipline information
records. This file must be uploaded first on LEADS SIS.

Screen Shots from LEADS SIS

m Homeless || Report || File || Event |

m Update Upload
Beginning School Session Year: 2013 -
Processing Period: |Oct. 1 MFP
Sponsor: | District-LDE
Site: [all Sites
Grade: All Grades -
ID or Last Name {optional):

Enter or change your selection criteria and click Gol

Step 1: Upload Event File Created in SIS Process (#4 in list of 4 files above). Click Event tab on top row of tabs.
Click Upload tab on second row of tabs. Choose BOY Session and Processing Period. Then click Browse button
to find your Event File to upload.

@ https://leads3s.doe.louisiana.gov/sis/FrameWork.aspx

STUDENT INFORMATION SYSTEM Close | Restart

Student || Homeless || Report || File [W=700

=

District-LDE
Beginning School Session Year: 2013
Pracessing Period: [Feb. z mFe
Validate only? @ O ves

File to upload Browse...

n | Upload My File Now | ‘ View Upload Status ‘ ‘ View Errors ‘ Wiew Input Data |

Refrash History

[Records Records Records
Load Begin User ID File Size IRecords IMatching Affected By Loaded Status Upload End
[Database [Errors



Then click (1) Upload My File Now. A message is updated to let you know the file is being processed.

Your data has been received and is being processed. Glick the "View Upload Status’ button to manitor progress. Click the "View Errars' button to view
your error report.

You can also View Upload Status to view the progression of the file as it processes.
You can View Errors for the file, if any.
You can View the Input Data.

Step 2: Upload the Student File (#2 in list of 4 files above) — Clcik Student tab on top row and then Upload on
second row of tabs.

@ https://leads3s.doe louisiana.gov/sis/FrameWark.aspx

{8277 STUDENT INFORMATION SYSTEM
g gt

Student. Report || File || Event

View | [ Upcate | [ITTRFY
Distriet-LDE
Beginning School Session Year: 2012 v] dp—

f——
Processing Period: Feb. 1 MFP <
Delete all existing students? [C]

Validate only?

Class Schedules only?

File to upload: Bmwse"/
\P Uplosd My Fis aw | [ view Upizad status | ‘ View Errors | [ viwiputoss |

History

Records  [Records [
Load Begin [User ID File Size Records IMatching Affected By |Status |Upload End
oaded
Database _[Errors

Click BOY Session, Processing Period, Delete all existing students (suggest Yes except when completing a partial
file of students) and then Browse for file. Then click Upload My File Now. Again you can View Upload Status
and then View Errors. When Viewing Errors, you click on bottom button “Generate Error Report by Site” to
view errors and warnings.

Error Message fudent Name
25 [Warning: Student is too old for this grade -
25 |Warning: Student is too old for this grade
01 |warning: Student enrolled in ancther LEA
01 |Warning: Student enrclled in ancther LEA
20 |Invalid Lazt Name
25 |warning: Student is teo old for this grade
24 |Entry Reason E1 used on student not 2 Rollover

2 errors and 5 warnings for ©7 T

Warnings need to be looked at but errors must be fixed.

Common errors:

Entry Reason E1 used on student Not a Rollover — SSN change, enrollment record issue, etc

Add Date/Leave Date not on Instructional Date — change date to an instructional date. Calendar has dates.
Overlapping Enrollment Records — student entered at one school before exited from another school.
Overlapping Discipline/Expulsion Records — fix dates on discipline record

There are too many errors to mention hear. See SIS guide to see other information on errors and fixing them.



Steps to completing Re-Assign SSN Number:

Click Update, choose prior BOY Session Year, Processing Period is EQY, and enter old/previous SSN in Student
ID Number field. Then click on Update Existing Student.

m Enroliment || Class Schedule || Event Disc || Program || 504Student

@ https://leads3s.doe louisiana.gov/sis/FrameWork.aspx

Beg Schl Sess Yr:

STUDENT INFORMATIO

Sponsor:

m Homeless || Report || File || Event ] .
View | L Upload Mame: First =
Miciclle | Mm——
Beginning School Session Year: 2012 v Last
Processing Period: IEOV EI Suffix =+ & Local ID Num:
: —
Sponsor: |i-_ | e e . S Birth Date: +|4/30/2004
Student ID Number- j— - o «[MMALE  [=]
= %
Ethnicity:  Hispanic: v® N Race: amindian| | Asian| | Black™| pac Islander white
Birth Country: +[US UNITED STATES OF AMERICA Last Update:
Add New Student | I Update Existing Student EIBELyEE @ By:

* Denctes Resig

Go to another student

Processing Period:

Student ID Number:

Validate

2012 Mode:

Status:
ECY (Restricted updates)

» R -~ Matching Sponsor:

Reassign: I I Matching Stud 1D Mum:

=d Field

Update Database | Delete this Student

Update
Panding

—
——

=|2009284

6/28/20132
10:22:00 A

Cancel

Modify Student Profile data as needed and click "Validate” Click "Delete” to delete this student. Click tt
"Enroliment”, "Discipline”, or "Class Schedule” tab to access this student’s enrollment, discipline, or

Enter Student 1D Number and click 'Add New Student’
or ‘Update Existing Student’

<

class schedule data.

On next screen, enter Reassign Number (New/Correct SSN) and then click Validate button.

Student Profile data has passed validation. If you need to change this data before proceeding, ¢l
"Cancel” and make your change. Otherwise, you can click "Update Database” to complete this u
click either the "Enrollment”, "Class Schedule®, or "Discipline” tab if you need to change this stua
enroliment, class schedule, or discipline data. Note that your data has not yet been stored in the

ratahase
Then click Update Database.

Student Profile data has passed validation. If you need to change this data before proceeding, click
"Cancel" and make your change. Otherwise, you can click "Update Database” to complete this update |
click either the "Enroliment”, "Class Schedule”, or “Discipline” tab if you need to change this student’s
enrollment, class schedule, or discipline data. Note that your data has nof yet been stored in the

database.

~

v



Creating the Curriculum File (CUR) in SIS Module

Go to the SIS module. Click to run DOE Command Center. Enter password.

Before creating the CUR file, you may want to Audit CUR10
Course Date to review the Master Schedule sections and the

course catalog state course codes.

B ———————— ™

CUR10 Audit Setup

District |396 |V‘ Year ‘1314 |V‘

As-Of-Date  10/01/2013

["] match Courses Including School Numbers [ | Include CUR10 Only if Students Scheduled

Name

cn\
| All Schools

ni»

|\ §

S E AR | &

Then using the item, from the CUR menu, “Transmit
CUR10 Course Data to DOE Starting 0708” to create the
file needed to Transmit CUR10 Course Data to DOE.

Select District, Year, and As-Of-Date.

Next, check all that apply to what you will use to create

the file:

Use Original Master Schedule

Use October Master Schedule (created under Sponsor — Save Master

Schedule for October 1%).

ETEI0Y| sPED  ADMIN G PRESCHOOL  SIS110 SIS STS)
Transmit CUR10 Course Data to DOE Through 0607
Transmit CUR10 Course Data to DDOE Starting 0708
Audit CUR10 Course Data

Make sure to select the District, Year and As-Of-Date. Most
districts have a consolidated course catalog so do not check
off “Match Courses Including School Numbers”, if this
applies to your district.

Fix any findings from the Audit CUR10.

Curriculum CUR10 Setup

District I. ]vi Year |1314 |v‘

As-Of-Date  10/01/2013

Use Original Master Schedule [ | Use October Master Schedule [ ] Use SIS School
Create File Type

[] Create Partial (Type 1) File  [v] Create Delete/Replace (Type 3) File

Name

Sch |
| All Schools

»

Fal=teta ety

L]

RNEEEEERFRDOR

“ S L5 CALENDAR CUR10 SPED ADMI

Add/Change SPONSOR
Transmit SPONSOR data to DOE
Distribute SPONSOR To Schools

Save Master Schedule For October 1st

g

Use SIS School if your district uses this program feature for any sites.

Note: Saving the Master Schedule for October 1* will allow you to make changes needed for state reporting
but will not interfere with the “Original or Current” Master Schedule, especially on the PEP side.

Create Partial (Type 1) File or Create Delete/Replace (Type 3) File. Most of the time, you will create the

Delete/Replace file type.

Select all schools unless only one or more are needed. Then click Continue button.

Confirm Type 3 CUR File

& You will see the window to Confirm the Type 3 CUR File if this is what
was chosen.

A progression bar appears to let
you know the program is still
running.

LX)

-
Gathering Curriculum data...

[ R ——

10



The following window appears for you to see what CUR records have been created. At the bottom of the
screen, click on the “Create CUR10” to create the CUR file.

+ CUR 10 RECORD VIEWER/WRITER CUR 10 v12.06.13

Session Year: 1314

District Code: ™%

Records Read: 64

As-Of-Date: 10/01/2013

Sefting | SemSt | District | Site Code | Class Code |Course Code Class Name Course Mame Schedule
01 1 - 004072 500098 ACAD ASSISTYR ACADEMIC ASSISTANCE.. |09 -
01 1 - 004093 160348 ADYV MATH PRECALC PRE-CALCULUS 11
01 3 - 004103 160348 ADY MATH PRECALC PRE-CALCULUS 11
04 1 s 004170 160322 ALGEBRA I ALGEBRAII 09
02 3 s 004176 160322 ALGEBRA I ALGEBRAII 09
04 1 - 004142 220403 AMERICAN HISTORY AMERICAN HISTORY 09
|02 1 - 004143 150301 BIOLOGY BIOLOGY 09 1
01 3 s 004171 150401 CHEMISTRY CHEMISTRY 09 T
02 3 s 004178 220501 CIVICS 0.5 YR CIVICS 09
fo3 1 - 004165 220501 CIVICS (1 CR) CIVICS 09
flos 1 - 004075 061101 COM TECHILIT COMPUTER TECHNOLO...[09
01 3 s 004184 061101 COM TECHILIT COMPUTER TECHNOLO.. {09
|03 3 s 004185 061101 COM TECHILIT COMPUTER TECHNOLO.. {09
101 1 - 004062 400099 D LIV SKS 1 GEMERAL ELECTIVE (A... (09
0z 1 - 004063 400100 DLIVSKS 2 GEMERAL ELECTIVE 2 (... (09
03 1 s 004064 400101 DLIVSKS 3 GEMERAL ELECTIVE 3 (... (09
04 1 s 004065 400102 D LIV SKS 4 GEMERAL ELECTIVE 4 (... (09
01 3 - 004066 400103 DLIVSKS 5 GEMERAL ELECTIVES (... (09
0z 3 - 004067 400104 DLIVSKSG GEMERAL ELECTIVEG (... (09
03 3 s 004068 400105 DLIVSKS7 GEMERAL ELECTIVE 7 (... (09
04 3 - 004069 400105 DLIVSKS S GEMERAL ELECTIVE 7 (... (09
01 1 - 004167 120331 EMGLISH | EMGLISH | 09
03 1 B 004082 120333 EMGLISH Il EMGLISH Il 10
01 1 s 004080 120334 EMGLISH IV EMGLISH IV 09
02 1 e 004086 120334 EMNGLISH IV EMGLISH IV 09
01 3 - 004108 120334 EMGLISH IV EMGLISH IV 09
02 3 e 004189 120334 EMGLISH IV EMGLISH IV 09
|02 1 s 004119 150310 EMVIRON. SCIENCE EMNVIRONMEMNTAL SCIE... (09 |
03| 1 004120 150310 ENVIRON. SCIENCE ENVIRONMEMTAL SCIE... (09 | |;
1 Iil »

You will get a window to Save your file.

= SelectFile Exportlocation (=
e
520112012 LEADS. [y 1243
(520112012 $1S EOY [y 1344
9201213 8IS, [} Absce
[£9201213 TS [ couns

[C32013-2014
[C52013-2014 STS.

[} dates
[ Event

1 T D
File Name: |cur396700-0209-2143-REP tit
-

Once completed, you will get a confirmation that the file has been created.

<+ Write CUR10

SUCCESS:
The CUR10 Curriculum Records File has been created as:

(C:\Users\z

==

" \Documents\JPAMS BE\curd$700-0209-2143-REP.txt)

Other elements that need to be present to collect all data for CUR records:
Sponsor Site>Grading Periods which identifies Grading Cycle and Start and End Dates for course records.

11



Valid for Grades |-1 w | Thru |08 |+ Valid for Grades |09 | ¥ | Thru [12 ||

Grading Cycle |9 Standard 9...| ¥ | Grading Cycle  [44X4 Block | v L. . ..
Starting Date_ Ending Date starting Date _Ening 0ate | |1 @NYhing is incorrect on these items, then this is

GP1 09122013 10162013 GP1 Peizz013 101012013 where the information on Start and End Dates are

GP2 [1011712013  ~— fo1/09/2014 GP2 o120tz — [12202013 .

GP3 jo111012014 | — fo3r2012014 GP3 [2i2112013  — [131412014 fixed.

GP4 fo30212014 | — f05/2912014 GP4 |03115/2014  — [06/22/2014

GP5 [ — | — . .

ore i T 2:: : __: The Total Class Time Count uses this same

GPT | = = | —| information along with the Calendar to place

GPa | = GPs [ = number of minutes in the record for each course.

The Course Type Code is identified from the Course Catalog:

RG — Regular Education — any course not defined with one of the other criteria.
HR — Honors (H)

SE — Special Education (1)

GT - Gifted (3)

AP — Advanced Placement (4)

TA — Talented (5)

IB — International Baccalaureate (6)

DE — Dual Enrollment (D)

If the Course is Special Education, the Instructional Placement Settings indicated in the Master Schedule is

attached to the Course Code.

The Distance Learning Code is also attached to a Course Code, if the course is either
8g Satellite Courses, Other Distance Learning, Course Choice Courses, or Dropout
Recovery. These courses may have facilitators or coordinators assigned to them.
This is important for PEP side of CUR reporting.

| £| Distance Learn: redistlearn I!

D3

101 State Virtual School Course

202 8g ite Courses

~
7

(01 State Virtual School Course is no longer used)

12

3 03 Other Distance Learning

4 04 Course Choice Courses

5 05 Dropout Recovery




Creating the PEP File in Human Resource Module

Go to the Human Resource module. Click to run PEP Command Center.

Audit the PEP records — before creating the PEP file

Audit the PEP 100 records and audit the PEP 200 files

Staff Command Center Chooser u
Click on Human Resources. |z| Do you wish to use the Human Resources Command Center,
The PEP Command Center, or the Staff Dashboard?
Choose PEP Command Center. | Human Resource Command Center | | PEP Command Center || Stafi Dashboard |

Click on Audits then Audit PEP 100 Records in HR 1. Audit PEP 001 Record in HR
2. Audit PEP 100 Records in HR (Total Compensation, Minutes, etc.)
3. Audit PEP 200 Records in HR

Click on Audits then Audit PEP 200 Records in HR

Creating the PEP file

October 1* (Budgeted) submission period: PEP 100 and PEP 200 files
LEADS October 1°** submission period: PEP 100, PEP 200, and PEP 210 records
End-of-Year submission period: PEP 100, PEP 200, and PEP 300 (non-attendance) records

Staff Command Center Chooser u
CIICk on H uman RESOU rces. IE‘ Do you wish to use the Human Resources Command Center,
The PEP Command Center, or the 5taff Dashboard ?
Choose PEP Command Center. | Human Resource Command Center | | PEP Command Center | ‘ Staff Dashboard |
PEP 100 records PEP 100 |Ja=dv. R = oy li]
PEP100 PEP 100 Editor PEP 100 (Staff Demagraphic) Record Setup o
Merge HQ Into Payroll Pep

PEP 100 Editor
Setup: Session 2012; District 340; School ALL; As of e Date
10/1/2012; Beginning of Year; OK

Create the file pe—.

1. Create PEP 100 1. Create PEP 100 (Staff Demographic) File
Processing window indicates percent completed as the file is created.
If errors were found, click OK.
Message to press Start to create file.
OK.
Click Start.
File Name/Location
If errors found — Do you want to include these? — Yes
Click Close at bottom of the window.
Close the PEP 100 Editor.
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PEP 200 records

- - e
PEP 200 BEP 100 p—— PEP 200 (Site Position) Record Setup
PEP 200 Editor

PEP 200 Editor

10/01/2012

Setup: Session 2012; District 340; School ALL; As of Date
10/1/2012; Beginning of Year; OK
(Note: If you have to indicate SIS schools for any sites,

click the option. If not needed, leave it unclicked.)
Create the file

1. Create PEP 200

Processing window indicates percent completed as the file is created.

If errors were found, click OK.

Message to press Start to create file.

OK.

Click Start.

File Name/Location

If errors found — Do you want to include these? — Yes
Click Close at bottom of the window.
Close the PEP 200 Editor.

PEP Transmission
Click on PEP Transmission and choose the #2 option. 1. PEP Transmission Consolidation 2007
2. PEP Transmission Consolidation 2008

You will be asked to indicate where the files created are located. You will be asked to read details of
the process (red box). After reading the information, click on Close.

Important: Please Read

This program reads individual PEP files and consolidates them into one file.

You have the option of which files to include.

If you are transmitting using the data from JPAMS HR system, you must have already generated the
PEP files from PEP Command Center:

- In the fall (Beginning of year October 1st transmission), PEP210 and PEP300 must remain unchecked.
- In the fall (Beginning of year LEADS transmission), check PEP210 and uncheck PEP300.

- In the spring (End of year transmission), check PEP300 and uncheck PEP210.

If you are transmitting using the PEP file from payroll (file containing 100 and 200 records), you must
have already obtained the PEP file from payroll. Place the same file on 100 and 200 records and find
the check PEP210 and uncheck PEP300.

Then, select the file for each checked option and choose/enter your output file name and location.

Lg— -
%) PEP Collator  12.09.11 KEB ==

Click in field to find the PEP100 Text
File and find the file where it has been
saved. Double click on the file name
and this will enter the name in this
field.

Click in field to find the PEP200 Text
File and find the file where it has been
saved. Double click on the file name

i
(Lprocess | (_aui_J (e ) (_tenms ) [7EREDA
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and this will enter the name in this field.
You may need to create a partial file. If so, click in Create Partial.

Click in field to name Output Text File. Your district number will be placed here. When you click OK, a
more informational name will be indicated for you — containing info such as: district, date, time, all
employees (vs partial).

Output Text File: ‘C:‘.PEP134U—PEP—1DBD—U?EU—ALL.tx'ﬂ H

Click Process to begin the process of placing the requested information to create your PEP file to
upload to LEADS.

HUMAN RESOURCES - PEP SUBMISSION

The items that are required to be filled in the human resources master to be able to submit PEP are as
follows:

Name

SSN

Gender

Date of Birth

Certificates (you can only use Louisiana certificates issue by LDE)

a. When you click in Cert- click on the Teach Louisiana button and it will pull in the certificate
for you to download then you need to hit the green button at the end of the highest
certificate to activate it for reporting.|

Ethnicity
Highest Education
Retirement Code
. Status Code
10. Hire Date
11. Confidential:
Years Experience
Total Salary Amount
Employee Type
Contract Days (how many days is staff contracted to work)
Workday Minutes (remove lunch and non-instructional minutes)
12. Contracts:
Beginning School Year
Site Code
Site Flag (Y for staff on school site)
Beginning Date
Object Code
Function Code
Ending Date
Annual Minutes (must equal contract days x workday minutes above)
Salary Amount (must match salary above)
Fund Account (general for MFP)

vk wnN e

© 0N o
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Salary Type (base for annual)

13. Highly Qualified (based on certificate)

What area

How determined (optional)

SER Report - SER/SIS Cross Check Report

J Report Description

Hower over a report to view
the report’s description.

spoday

My Reports

=1 Reports

=3
&l
0l
&Ca
&Ca

AEPS

Compliance

ESYS

Exit

FED Eval {2011 & Later)

General Reports

=] ASA Report

PP PP PP PP EDE DD

Data Profile Book
Detail for Counted Lis
Disciplinary Removal
Disciplinary Removal |
Dup. Child Count Stuc
Duplicate Students
Error Code Report
Eval Extension
Evaluation Report
EXITS - General (Non
IEP / Services Plan Re
LAAL Report

LAAZ Report

Open Jurisdiction Closg
Open Jurisdiction Rep
Parent/Guardian Listir
Parent/Guardian Missi
Personnezl-Table 2-De
Personnezl-Table 2-Su
Purge Report
SER/SIS Craoss Check

Go to SER and then Reports. Find Reports, General Reports, and SER/SIS Cross
Check Report.

Add to Your Reports.

Use the report to balance information between what is reported on SIS and
SER.

Add missing students to SIS or correct SER data.

Match items such as grade levels, DOB, SER Site/SIS Site, etc.

Exit students from SER is needed if student has exited SIS.

This report must be clear. When a student is listed as missing from SIS and the
services have not started until after reporting date, this would be allowed to

remain on the list. Ex: Student SER services begin on Feb 7 and the SIS date is
Feb 1. The student would not be found in SIS until the next reporting period.
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