From: Jenkins, Becky - Division of Enterprise Data

To: All State KSIS Contacts

Subject: KSIS Notification: Data Certification Pilot for Spring Preschool Enrollment Count
Date: Wednesday, February 25, 2015 9:14:56 AM

Attachments: Data Certification Setup (District).pdf

Data Certification.Spring 2015.pptx
Event Certification (District).pdf

KSIS Contact:

Process Inbox messages were sent yesterday as a result of a new Campus tool that 8 districts will be
piloting for the Spring Preschool Enrollment Count. The pilot districts are:
Barren, Boone, Calloway, Covington, Frankfort, Floyd, Glasgow Independent and Jessamine.

As reports are published for use with the data integrity validation/certification tool, “data
certification type(s)”messages will appear in the Process Inbox in all districts. Districts that are not
part of the pilot can choose to ignore these messages. If curious, other districts can take advantage
of this process and get familiar with the new tools.

Five new ad hoc filters were published to the State Published folder yesterday for use within the
Data Integrity tools; these filters were designed specifically for use in this Preschool pilot. The
adhocs can be found in the State Published folder; however, they are only intended for the
Preschool pilot. Detailed information will only be available when the filters are generated within the
Data Integrity tools.

Guidance on set up and timelines for completing the certification through the Data Integrity tools
has already been shared with pilot districts. The attached documents contain detailed instructions
on the use of these tools for districts that choose to take advantage of the new tools.

NOTE: All districts still need to complete the Survey Monkey certification of Spring Preschool
Enrollment Count, including the pilot districts.

If you have questions regarding this process, please contact Annie Rooney French or Candy
Johnson.
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Type Membership (District)

PATH: Data Integrity Tools > Data Certification > Setup > Type Membership

The Type Membership tool defines which users are allowed to view and/or certify data certification events
of a specific event type.

Data certification event types are created at the state level and published down to districts. When the

state creates a data certification event, all district users who are members of the event type tied to the
event will receive notification of the event and will be allowed to view and certify event data within the

Event Certification tool (as long as they have proper tool rights to the Event Certification tool).

This article includes the following topics:

Prerequistes
Data Certification Workflow

Tool Rights
Adding Members to Event Types
Deactivating Event Type Members

Next Steps
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Index Search Help Type Membership

o Mew Member | Type: E ically Disadvantage ¥
System Administrator ’ | Type: Economically Disadvantage ¥ |

* student Information
Hame | Status | Type

» Instruction Administrator, System Active  Primary
Smith, Active  Secondary

- Census Smith, Active  Secondary

= Behavior

= Health

= Atendance

» Scheduling

* Fees

» Grading & Standards
» Medicaid

» Programs

» Ad Hoc Reporting

» Transcripts

= User Communication

* Azsessment

» Systermn Administration

= FRAM
» Messenger
F Sunveys
» KY State Reporting
v Data Integrity Tools
» Data Yalidation
v Data Certification
Setup
Event Cerification

Account Settings

Access Log

Image 1: Type Membership Editor

Prerequistes

® The state must publish event types for districts. Users can only be assigned members of
state-published event types.

* |n order for event type members to receive email notification of state-published data certification
events, Email Messenger must be enabled and configured.

® All users assigned membership to a data certification event type must have a valid email address
entered on the Demographics tab. This ensures email notifications about events are sent and
received accordingly.

® In order for a user to view and/or certify a data certification event, they must be given tool rights to
the Event Certification tool.
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Data Certification Workflow

To view a simplified version of the district-level data certification workflow, see the Setup and Workflow
(District Data Certification) article.

Tool Rights

PATH: System Administration > User Security > Users > Tool Rights

Users must have at least R(ead) W(rite) A(dd) tool rights to the Type Membership tool in order to assign
and save event type memberships.

1 Only an administrator should be given rights to the Type Membership tool. Because data
certification events can include sensitive and role-specific information, it is critical very few users
have the ability to control or modify event type memberships.

ser Account lser Groups Tool Rights Calendar Rights Arccess Log

Save
=]-[ Data Integrity Tools
+-[_|Data Validation
-1-[Z7 Data Certification
=[] Setup
7 7 P [ Type Membership |
T Event Certification

Adding Members to Event Types

In order for data certification events to be viewed and/or certified, all staff members who should have
permission to view and/or certify specific events need to be established.

When the state publishes a data certification event, all members of the data certification event type(s) tied
to the data certification event are notified, and they are able to view and/or certify data certification event
data.

1 Only active staff members within the district can be added as a member of a data certification
type.

A user must have a type membership for at least one of the published types associated to a data
certification event in order to see published events.
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Type Membership

Select a Type r |

Select a Type
Type: Economically Disadvantage | Statuz |T',-'pe
Type: Gender

Type: Migrant g

Type: Race/Ethnicity
Type: SPED

Image 3: Selecting the Event Type

Before members can be added, the event type must be selected (Image 3). All members added in the
following steps will be members of the event type selected in this dropdown list.

Type Membership
=1 Save

E Mew Member
Data Certification Memb

Name

| Type: LEP v

Data ‘Certification Membership Detail
| Status Staff Search

Administrator, System Active Primary

Staff State I Name

tester &

Tester, Campus :
—Tester,Core

Image 4: Adding a New Event Type Member

To add a member, select the New Member icon. The Data Certification Membership Detail editor will
appear on the right (Image 4).

To search for a specific staff member, enter their Staff State ID and/or Name and select the magnifying
glass icon. Matching search results will appear below. To view a list of all available staff members, leave
all fields blank and select the magnifying glass icon.

Once the staff person is identified, select their name. Their name and Staff State ID will appear in the
fields below (Image 5).
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Data Certification Membership Detail

— Staff Search

Staff State ID Mame

tester @%

Staff State ID Name
Tester, Core

Type [ Active
Primary

Secondary

Image 5: Selected Type Member to be Added

Determine whether the staff person is a Primary or Secondary member. Primary members are allowed
to view and certify data certifications events tied to the event type within the Event Certification tool.
Secondary members are only allowed to view data certification events tied to the event type and cannot
certify events.

Once the Type value is selected, click the Save icon.

Type Membership

New Member Save | Type: LEP v
Data Certification Membership Editor Data Certification Membership Detail
Name | Status | Type Staff State ID Name
Administrator, System Active  Primary NiA Tester, Core
Tester, Core Active  Primary
*Type || Active
®) Primary
Secondary

Image 6: Added Type Member

The added member will appear within the Data Certification Membership Editor window, displaying their
Type and Status.

Process Inbox

Date Range o Display | All Processes E| Find Messages

[ Delete Selected Messages ]

N L] |Pr|}ce:53 |Nﬂme |Pu5ta|:| Date|Due Date
[l Data Certification The State of SD published a Data Certification Event: LEP and SPED Counts™ 0aMn22mz
[l Data Certification The State of SD published Data Cerification Types 08/02202

Image 7: Notification of Data Certification Event

Once a person is a member of a data certification event type, they will receive notifications within their
Process Inbox and email indicating when the state has published data certification events tied to the

event type.

7

Transforming K12 Education®
©2015 Infinite Campus, Inc. All Rights Reserved



https://community.infinitecampus.com/kb/display/DOC/Event+Certification

https://community.infinitecampus.com/kb/display/DOC/Process+Inbox



They will also be able to select the notification within the Process Inbox and be redirected to the event
within the Event Certification tool where they can begin certifying event data.

Deactivating Event Type Members

Members who should no longer have the ability to view and/or certify data certification events for a
specific event type must be deactivated.

Type Membership

MNew Member Save Type: LEP Y
Data Certification Membership Editor Data Certification Membership Detail
Name | status | Tyoe Staff State ID Name
Administrater, System Active  Primary Ni& Tester, Core

Tester, Core inactive  Primary

o
») Primary

Secondary

To deactivate a member, select their name within the Data Certification Membership Editor. The Data
Certification Membership Detail will appear on the right. Unmarked the Active checkbox and select the
Save icon (see Image 8).

The user will now display a Status of Inactive and will no longer receive notifications or be able to
view/certify data certification events of this event type.

Next Steps

Once Type Memberships have been established, users should:

® Certify and submit data certification events
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Preschool Data Certification

Pilot for Spring Enrollment Count 2015



Directions for Setup
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Overview

Infinite Campus has set up a certification system so that districts can verify the accuracy of their preschool enrollment counts.  

Beginning with the Spring Enrollment Count 2015, several districts will be asked to pilot this system.

Districts who are not part of the pilot group may set up district primary and secondary contacts and test the system by looking at their district data and compare it with the state data.
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Data Certification Setup

Data Certification Prerequisites

To receive email notification of state-published data certification events, Email Messenger must be enabled and configured.

All users assigned membership to a data certification event type must have a valid email address entered on the Demographics tab. This ensures email notifications about events are sent and received accordingly.

In order for a user to view and/or certify a data certification event, they must be given tool rights to the Event Certification tool.
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Tool Rights

PATH: System Administration > User Security > Users > Tool Rights

Only an administrator should be given rights to the Type Membership tool

In order to view and/or certify a data certification event, users must have at least R(ead) tool rights to the Event Certification tool.



Data is often certified using an Ad hoc filter attached to the data certification event, users should also have at least R(ead) tool rights to the Filter Designer tool and State-Published Filters.





Only an administrator should be given rights to the Type Membership tool. Because data certification events can include sensitive and role-specific information, it is critical very few users

have the ability to control or modify event type memberships.
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Type Member





Before members can be added, the event type must be selected









-To add a member, select the New Member icon. The Data Certification Membership Detail editor will appear on the right

-Search for the Staff member-Once the staff person is identified, select their name. Their name and Staff State ID will appear in the fields below
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Primary or Secondary member





Primary members are allowed to view and certify data certifications events tied to the event type within the Event Certification Tool.

Secondary members are only allowed to view data certification events tied to the event type and cannot certify events.





Once a person is a member of a data certification event type, they will receive notifications within their Process Inbox and email indicating when the state has published data certification events tied to the event type.
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Certifying an Event

Step 1. Review Certification Event Data

To review event data for certification, select the event from within the Process Inbox or go to the Event Certification tool.
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Data Validation Groups













Selecting a Data Validation Group will direct you to a Validation Group Extract which will display data for review and certification.

The first validation group “Preschool Spring Enrollment Count will display data from the district” the “Run at State” will display the same data from State Edition. 

Then you would need to fix any discrepancies. 

8



Review Snapshot







Selecting the Review Snapshot button will send the request to the Batch Queue List with a Status of "Queued“.

Once the snapshot has finished generating it will appear with a Status of "Completed" and can be accessed by selecting the Get the report blue hyperlink.

Once you agree that the data that is pulling from State Edition is correct please select the Certify & Submit button.
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Get the Report







The summary report will be at the top and below the summary will be the detailed output of each summary section.
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Certify and Submit

Step 2. Certify and Submit the Event to the State

Once all data included in the event has been reviewed and verified as correct, users with a Type Membership of Primary can select the Certify & Submit button. Once a Primary user selects the Certify & Submit button, the event is considered certified by that user.

Secondary users can only view data included within Data Links but cannot select the Certify & Submit button.







All users assigned to a certification event are not required to certify the event; however, the status of the event for the district will remain as "Certification in Progress" until all Primary users

of the event have certified. Name, date and time are tracked for each user who certifies the event.
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Final Comments

Districts are welcome to set up their primary and secondary contacts as well as practice looking at their data once this certification system is pushed out to the districts.  This will help the district get ready for the state-wide roll out during Fall Enrollment Count 2015.

In the meantime, the Spring Enrollment Count 2015 will use the same Survey Monkey validation system that was used during the Fall Enrollment Count, Dec. 1, 2014
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Contact information



Annie Rooney French

annie.rooney-french@education.ky.gov

502-564-7056 x 4736



Candy Johnson

Candy.johnson@education.ky.gov

502-564-2020 x 2471
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Event Certification

PATH: Data Integrity Tools > Data Certification > Event Certification

The Event Certification tool is used to view and certify data certification events published from the state.
Users can only view and access events with a Data Certification Type matching their Type

Membership(s).

This article includes the following topics:

® Prerequisites

® Data Certification Workflow

®* Tool Rights

® Certifying an Event

® Recertifying an Event

Index | Search Help . Event Certification

System Administrator

» Student Information Event Neme | Due Date | Certification Status

+ Instruction Data Cert Event 1 12/17/2013 Certified on 12/12/2013
» Census

* Behavior

» Health

» Attendance
» Scheduling
» Fees
» Grading & Standards
» Medicaid
» Programs
= Ad Hoc Reporting
= Transcripts
» User Communication
» Azsessment
= System Administration
= FRAM
= Messenger
= SUMveYs
» K% State Reporting
* Data Integrity Tocls
+ Data Validation

+ Data Certification

Setup

Event Certification

Account Settings

Image 1: Event Certification Editor
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Prerequisites

¢ Data certification events must be published from the state.
® Users can only access data certification events with a Data Certification Type(s) matching their
Type Membership(s).

Data Certification Workflow

To view a simplified version of the district-level data certification workflow, see the Setup and Workflow
(District Data Certification) article.

Tool Rights

In order to view and/or certify a data certification event, users must have at least R(ead) tool rights to the
Event Certification tool.

1 Only users with a Primary event type membership matching the data certification type(s) of the
event are allowed to certify the event to the state.

ser Account lser Groups Tool Rights Calendar Rights Access Log

] [ [ =[] Data Integrity Tosls
. @-{7]Data Validation
-] Data Certification
[ Setup

OO0 | - [* Event Certification

Image 2: Event Certification Tool Rights

Also, because data is often certified using an Ad hoc filter attached to the data certification event, users
should also have at least R(ead) tool rights to the Filter Designer tool and State-Published Filters
sub-right (Image 3).
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Jser Account lser Groups Tool Rights Calendar Rights Access Log

Save

RWAD

W [ [J[] | B Fiter Designer |

[ £ ¢ 8 b Data Warghouse: Allow live data as source
I 0 I O A 5 Paszs-through SOL Fiters

I T O I -3 Query Wizard Filters

10 0 O B i3 Selection Editor Fitters

1 [ I O O & User Group Fiters

W OO 0 8 5 State Owned Fitters I

1 T I O T B S 5 Export Fiters

Image 3: Filter Designer Tool Rights

Certifying an Event

The following steps will walk you through the process of reviewing and certifying an event.

® Step 1. Review Certification Event Data
® Step 2. Certify and Submit the Event to the State

Step 1. Review Certification Event Data

When data certification events are published from the state, district users with event type memberships
matching the data certification type(s) of the published event will receive notification (Image 4).

(i) Users cannot see or access an event until the event is published down from the state.

To review event data for certification, select the event from within the Process Inbox or go to the Event
Certification tool.

Process Inbox
Date Range to Display | All Processes W Find Messages

Delete Selected Messages

110 |Prucess Name |Pusted Date|Due Date
[ %5 Data Certification The State of K published a Data Certification Event; LEP Test Event™ 07415/2013 |
O D Batch Report Complete Review Data Certification Snapshot 07152013

Image 4: Notification of a State Published Data Certification Event

A data certification event awaiting certification will appear within the Event Certification Editor (Image 5).
Select the event to view event details as well as access data links.
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Event Certification

Event Certification Editor

Event Name | Due Date | Certification Status

SPEDZ 123102012 NIA ~
CSRF LEP 1202102012

test 11092012

Q4 LEP 07182013  Certified on 07/15/2013
r.mi-GaETest Event 2013 07M&/2013  Certified on 07/16/2013

Event Hame: LEP Test Event

Reporting Year: 213

Event Start: 072013

Snapshot Available: 0711872013 12:00 &AM

Certification Opens:  07M18/2013 12:00 &AM

Event End: 0792013

Data Certification LEP

Types:

Event Description: Description of the event.

External Data Links: Deszcripticn of the link.
-De=cription of the link.

Ad Hoc Data Links: LEP with end date Miz=ing Instructicnal Accemmeda

Data Valicdation Test Group 1 | Run At State
Groups:

Review Snapzhot

Image 5: Viewing Event Details

In order to review specific data for the event, the state may include any combination of External and Ad
Hoc data links as well Data Validation Groups (Image 6).

® External Data Links will direct you to an external data source (such as a website) where data can
be reviewed and verified.

® Selecting the Ad Hoc Data Link will redirect you to the Filter Designer where the filter can be
exported and reviewed (see Image 6).

® Selecting a Data Validation Group will direct you to a Validation Group Extract which will display
data for review and certification (see Image 6).
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. Selecting the External Data
Reporting Year: 2013
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Snapshot Available:  OTHS/2013 12:00 AW reviewed.
Certification Opens:  07A6/2013 12:00 Al
Event End: 07119/2013
Selecting the Ad Hoc Data
Data Certification LEP Link will redirect you to the
Types:

Filter Designer tool where
the filter can be exported and

Event Description: 3
P data can he reviewed.

Description of the event

External Data Links:

Description of the link.
-Description of the link

|Ad Hoc Data Links: LEP with end date Missing Instructional Accommoda I

Data Validation Test Group 1 | Run At State

Groups:

[«

Selecting a Data Validation
Group will direct youto a
Validation Group extract for
reviewing data.
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Summary

e S

Eviest
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Data Validation Qutput

288 Wasning

Denighe F
Deniete £

Image 6: Accessing Data for Certification of the Event

If Snapshot functionality is enabled, you may also select the Review Snapshot button to generate a
report which details information within a specific snapshot of time.

1 Snapshot functionality is manually enabled by Campus and requires a setup fee. Please contact

Infinite Campus for more information.

Selecting the Review Snapshot button will send the request to the Batch Queue List with a Status of

"Queued" (see Image 7).
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Review Snapshot

Snapshot has been captured. Click below to review the data.
& The page at https://iese.infinitecampus.co... “

Review Snapshot |

Report request sent to the state. Report results will appear

below -

Please review all data for this event before clicking the Cerlify 4

Certify & Submit

View Digtrict Certification Status

State-Report Output
Show top u tazks submitted between 07THE2012 Eﬂ"dlﬂTﬁZ&fZMS -1

Batch GQueue List

| status Download

Queued Time | Report Title

07/232013 02:45:45 PM Review Data Certification Snapshot Queued 1
07/23/2013 01:35:28 PM Data Validation Output Completed Get the report
07/16/2013 02:13:00 PM Data Validation Qutput Completed Get the report

Image 7: Requesting Review of a Data Snapshot

Once the snapshot has finished generating it will appear with a Status of "Completed" and can be
accessed by selecting the Get the report blue hyperlink (see Image 8).
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State-Report Output

Show top tasks submitted between |DT!16.QD13 El and|07.,23,.2013 El

Batch Queue List

Queued Time | Report Title | Status |
07/23/2013 02:47:05 PM Review Data Certification Snapshot Completed
07/23/2013 01:39:28 PM Data Validation Output Completed
07ME/2013 02:13:00 PM Data “alidation Output Completed

- / Data Validation Output
Time: Tue Jul 23 15:05:21 CDT 2013

Summary

st

Evtest 3289

EYtest sackTo summary

F

Aagriana Denielle
Aariana Denielle F
AARON MICHAEL M

- - Aaron Michael ]

Image 8: Accessing and Reviewing Snapshot Data

Step 2. Certify and Submit the Event to the State

Once all data included in the event has been reviewed and verified as correct, users with a Type
Membership of Primary can select the Certify & Submit button. Once a Primary user selects the Certify
& Submit button, the event is considered certified by that user (see Image 9).

Secondary users can only view data included within Data Links but cannot select the Certify & Submit
button.

1 All users assigned to a certification event are not required to certify the event; however, the
status of the event for the district will remain as "Certification in Progress" until all Primary users
of the event have certified. Name, date and time are tracked for each user who certifies the
event.

9

Transforming K12 Education®
©2015 Infinite Campus, Inc. All Rights Reserved.





iﬁf'rlfl:-_-t'r‘mlpu 5.COM

Please review all data for this event before clicking the Certify & Submit button.

Certify & Submit

| - certifisd on 072512013 13:33 |

View District Certification Status

State-Report Qutput

Refresh | SNOW10p '5q |, | 1asks submitted between g7,15,2013 73] 31 07/252013 [T

Batch Queue List
Queued Time | Report Title | Status | Download

07/232013 02:47.05 PM Review Data Certification Snapshot Completed Get the report |

Image 9: Certifying and Submitting an Event to the State

Once an event has been certified and submitted to the state, the Event Certification tool will update the
event with a Certification Status of "Certified" (see Image 10).

Event Certification

Event Certification Editor

Event Name | Due Date | Certification Status

[ L2 8 Ty ZuTs

QA LEP 07182013 Certified on 07152013 "
Mary-GGary Test Event 2013 07/16/2013 Certified an 07/25/2013

LEP Te=t Event 07162013 Certified on 07252013
testEvent 71813 073102013

Snapshot test event 1 7152013 07312013

77717 tast N7R19012 v

Image 10: Event Shown as Certified

If the state agrees with the certification they will approve the event and you do not need to take any
further action and your snapshot data is frozen and locked.

If the state disagrees with the certification and requests data be changed or corrected before approving
the event, they will request re-certification of the event.

Recertifying an Event

If the district-certified event does not meet the approval of the state, the state can request event
recertification.

District users with event type memberships matching the data certification type(s) of the event will receive
a Process Inbox natification indicating the state has requested recertification (see Image 11).
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Process Inbox

Date Range to Display | All Processes w| | Find Messages

Delete Selected Messages

AL |Prucess Mame |Pusted Date|Due Date
|:| “'f,"’ Data Certification The State of K reguested a recertification for Data Certification Event: LEP Test Event™  07/24/2013 I
O Data Certification The State of K published a Data Certification Event: LEP Test Event™ 07/24/2012

|:| [5 Wertical Interoperability State Resync Requested ™ 07/24/2013

Image 11: Process Inbox Message Indicating Request for Recertification

To access the event requiring recertification, select the Process Inbox message or go to the Event
Certification tool.
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Event Certification

Event Certification Editor

Event Hame | Due Date | Certification Status

Q& LEP 071852013 Certified on 071152013 A
Mary-Gary Test Event 2013 07/18/2013  Certified on 07/18/2013

LEP Test Event 0711972013 Recertification Requested
testEvent 71813 073172013

Snapshot test event 1 7152013 073102013

72213 test 073172013 W

Event Name: LEP Test Event 1
Reporting Year: 2013
Event Start: 071562013 .
Events requiring
Snapshot Available:  07/18/2013 12:00 AN recertification will appear
with a Certification Status of]
Certification Opens:  07/18/2013 12:00 AM Recerification Requested.
Event End: 07192013 When the evenis selected,
Recertification Comments
Data Certification FRAM (Meal Status) will appear and users will he
Types: General Education required to recertify and
Les submit data.
Event Description: Description of the event.

Extermal Data Links:  Description of the link.
-Dezcription of the link.

Ad Hoc Data Links: LEP with end date Miz=ing Instructional Accemmeda

Data Validation Test Group 1 | Run At State

Groups: v

Recertification Requested by Administrator, System on 07/24/2013 1815

[rata still contains critical errors and gaps. Please clean up student data and recertify when complete.

Review Snapshot

Snapshot has been captured. Click below to review the data.

Review Snapshot

Recertification requested.
Please review all data for thiz event, including recertification commentzs, before clicking the Recertify & Submit button.

Recertify & Submit

- Certified an 07/25/2013 13:08

View District Certification Status

Image 12: Viewing Recertification Comments and Recertifying the Event

Select the event from the Event Certification Editor (Image 12). Recertification Comments will appear,
which are entered by the state to describe why the event was not approved and requires recertification
(Image 12).
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Once the state's concerns have been met and data is ready to be recertified, select the Recertify and
Submit button (Image 12).

The Status section will indicate the event has been recertified and the time and date it was sent to the
state (see Image 13).

Pleaze review all data for this event, including recertification comments, before clicking the Recertify & Submit butten.

Recertify & Submit
- Cerified on 07/24/2013 15:46

).. | - Recertified on 077252013 11:01 |

View District Certification Status

Image 13: Indication of Recertification of the Event
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