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2. Introduction

Intended Audience

This guide is intended for users of the Data Collector at Local Educational Authorities
(LEAs).

This guide provides basic descriptions of the Data Collector User Interface (UI), and
simple instructions for creating, certifying, and submitting data collections. This
document also references the Report Collector, the other main part of the Vertical
Reporting Framework (VRF), which is documented separately.

Note: The instructions in this guide assume that the Data Collector is running, and that the user or
administrator is logged in with sufficient permissions.

Definitions of Terms

Collection Request: State-issued specifications for requesting data (also known as a
Report Manifest in the Schools Interoperability Framework (SIF) standard).

Data Collection SIF Zones: These are the SIF Zone(s) to which the Data Collector
connects to request SIF objects, in the process of collecting data.

Report Authority: An entity that publishes collection requests and subsequently
accepts data submissions. The Ohio Department of Education is the Report Authority
for EMIS reporting.

Report Submitter: The organization (not the person) that submits data collections to
the Report Authority—for example, a school district could be a report submitter.

SIF Zones: A distributed system that consists of a Zone Integration Server and one or
more SIF-enabled software applications (software applications that have a SIF Agent)
that share or report one or more SIF objects over a network.

Introduction to SIFWorks Vertical Reporting Framework™ (VRF)

The governing idea behind the SIFWorks Vertical Reporting Framework® is that the
state requires data. The state sends out the specification for these data requirements
with their accompanying deadlines, and each Report Submitter fills the data
requirements and submits the data. VRF calls the specification for these data
requirements a Collection Request.

To accomplish these purposes, the SIFWorks VRF™ includes two applications: the
Report Collector (RC), which operates centrally at the state level, collecting the data
submitted by the Report Submitters, and the Data Collector (DC), distributed to
regional sites (Information Technology Centers, or ITCs), which produce data for each
Report Submitter and submits these data to the RC. The following diagram illustrates
how these two applications and their high-level components fit together.

SIFWorks® VRF Data Collector User's Guide 9
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3.VRF Applications

Data Collector

The Data Collector is an application that can collect data from multiple sources,
including SIF-enabled applications, such as DASL and eSIS, and non-SIF-enabled
applications, such as CSV files.

The Data Collector’s web-based console allows users to:

= Collect data in accordance with the Collection Request requirements.

=  Preview the collected data.

* Review validation errors.

= Certify and submit data.

= Receive responses from the Report Collector regarding the status of the
submission.

Using the Data Collector, report submitters that participate in the SIFWorks Vertical

Reporting Framework deployment receive collection requests and are able to collect
data to prepare, preview, and submit data collections.

Report Collector

The Report Collector is an application that runs at the state level to publish collection

requests and receive data from the Data Collectors. As data are received over the
secure statewide (or regional) SIF infrastructure, the Report Collector stores the data

received in a repository, where it is then further processed and validated. Information

is then returned to the Data Collector for school district review.
The Report Collector’s web-based console facilitates monitoring data preparation at

the Data Collectors, and the submission of the data by each Report Submitter by the
State.

SIFWorks® VRF Data Collector User's Guide
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4. Organization of the Data
Collector User Interface

The Data Collector user interface displays login information; the ID of the current
submitter; tabs for navigating and operating the Data Collector; menus and operators,
conventions, for each tab or screen; and sub-menus or sidebars for each tab or screen.

How It Looks

SIFWorkS VRF Data Collactor : - Logged in as sifworks (Logout)) | Submitter: X EieRul R od |

[IIETIGL I CENESEl  Collection Status | Submissions Data Sources | Agencies | Settings

rOrt!tar Collections By )
(Collection Requests Summary)—c
: (O Expiration Date
Refresh
E oy @A-Z
Built-In Collections
Ohio Department of Education Use built-in collections for end-to-end testing
of VRF, prior to a production data collection and
submission.
P Graduation (G) FY11 Reporting Period
U The FY11 Graduation (G) reporting period captures data refated to graduating students, This data ™ Don't show built-in collections
will include diploma information and all data necessary to verify that the student has met CORE
and testing graduation requirements. Note: File(s) must be uploaded through the Data Collector Manage Scheduled Collections
Data Sources tab.
Click the option below to manage the current
list of scheduled collections for the current
Submissions: January 29, 2011 - December 31, 2011 submitrer.
Expiration Date: December 31, 2011 (in 274 days} Mahage schadulad collactions
Collection Request: 1
Status: Data Collection has been prepared yesterday at 03:30:23 PM and Questions?
is available for preview or certification.
Validation Status: Leve| 1 Validation If you have questions, you may contact:
Submission Number: 2 (attempt 1) Kevin Dwight
Actionsf Start/Stop Collection Northern Ohio Educational Computer
Prepare D Association
Preview Email: kevin@noeca.net http:f/www.noeca.orq
Certify & Submit finfo.htm
Cancel . J
Add New Scheduled Collection

A. Login / Logout

B. Data Collector Tabs

C. Data Collector Screens

D. Data Collector Conventions

E. Data Collector Sidebar or Sub-menus

SIFWorks® VRF Data Collector User's Guide 12



A. Login/ Logout

Logged in as janes@neccsc.org [ Logout)

The current user’s ID and the logout link are located in the upper right of the Data
Collector screen.

B. Data Collector Tabs

U OREEL TS Sl Collection Status | Submissions Data Sources = Agencies = Settings

The screens in the Data Collector web console are organized into six tabs. These tabs
are the means by which the Data Collector is operated. Click on each tab to navigate
to a corresponding screen.

Tabs on the Left (Collection and Submission)

The three tabs on the left—Collection Requests, Collection Status, and Submissions—
are used to create and submit the data required by the selected Collection Request.

(ol | Ya i R EG SISOl Collection Status = Submissions

= From the Collection Requests tab, you can see what data need to be collected
and submitted, and deadlines associated with those data collections. You can
also start and stop data collection using this tab.

= The Collection Status tab allows you to view progress for the data collections
that are currently taking place.

= The Submissions tab displays the status of submissions—the date, status, and
action, if any, on any individual submission.

SIFWorks® VRF Data Collector User's Guide 13



Tabs on the Right (Primarily Administrative)

Data Sources |[EENsll=EE ttings

The three tabs on the right of the Data Collector main screen—Data Sources, Agencies,
and Settings—are primarily for administrative use, for configuring the Data Collector
and the Report Submitter. The availability of these tabs depends upon the access
privileges of the user logging into the Data Collector; specifically, the Agencies and
Settings tabs are visible only to the ITCs, who use these tabs when setting up member
districts in the Vertical Reporting Framework.

Data Sources tab

Note: The Data Collector gathers data from SIF Zone(s) as well as from “Other Data Sources” (EMIS
formatted files) through the Data Sources tab.

The Data Sources tab lists the SIF zones and other data sources from which the
Data Collector can gather data. SIF zones and other data sources can be added or
removed through this tab. ITCs can manage data sources, and districts can
upload flat files, through the Data Sources tab. Please note that only ITCs can
manage data sources.

Agencies and Settings tab

Note: The Agencies and Settings tabs are accessible only by users with administrative privileges. Primarily,
these tabs are used by ITCs.

The Agencies tab lists the Report Authority with which the Data Collector is
registered. From this tab, ITCs can register and unregister with the Report
Authority, change how the Data Collector connects to the Report Authority, and
view collection requests published by the Report Authority.

The Settings tab allows ITCs to manage report submitters and their role
mappings. Lightweight Directory Access Protocol (LDAP) configuration is
performed from this screen. Global settings for the Data Collector can also be
viewed and edited from this tab.

SIFWorks® VRF Data Collector User's Guide 14



D. Data Collector Tabs

Below are the screens or pages corresponding to the tabs in the Data Collector. (The
screens and pages corresponding to the Progress, Agencies and Settings tabs are not
shown, since those screens and pages are only for ITC use.)

SIFWorks VRF pata coliector

Refresh

Collection Requests [ t 0

Collection Requests Summary

Ohio Department of Education

Graduation {G)Y F¥11 Reporting Period
The Fyll Graduation {G) reporting period captures data related to graduating students.

This data will include diploma information and all data necessary to verify that the
student has met CORE and testing graduation requirements, Mote: File(s) must be
uploaded through the Data Collector Data Sources tab,

Expiration Date

Submissions:

¥alidation Status:
Submission Number:
Actions:

January 29, 2011 - December 31, 2011

: Decermber 31, 2011 (in 186 days)
Collection Request:
Status:

2

Data Collection has been prepared yesterday at 03:01:40
PM and is available for preview or certification.

Level 1 Validation

3 (atternpt 1)

Start/Stop Collection

Prepare

Preview

Certify & Subrnit

Cancel

Add New Scheduled Collection

Ayersvill_SGL ¥

Order Collections By

(@] Expiration Drate
@z

Built-In Collections

Use built-in collections for end-to-end
testing of VRF, prior to a production data
collection and subrission,

Don't show built-in collections

Manage Scheduled Collections

Click the option below to manage the
current list of scheduled collections for the
current submitter,

Manage scheduled collections

Duestions?

If you have questions, you may contact:

Kevin Dwight

MNorthern Ohio Educational Computer
Association

Ernail! kevin@noeca.net

http: AAwww . noeca orgsinfo.htrn

This screen corresponds with the Collection Requests tab, the launching point for data

collections.

SIFWorks® VRF Data Collector User's Guide
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Collection Requests [eGWIES n Status |[EETLINEELGE

Collections by Collection Reguest

Collection Status

Collections by Collection Request

Collection activity by collection request. Choose filter criteria to narrow the scope of the collection requests listed.

Collection Request: |AII v| Progress: Refresh

ollecti / SIF Zone { Request Records ckets Start Elapsed Status
w Yearend (N) Reporting Pericd 1.1 3405 53 07/08 01:29 PM  00:31:16 Complete
¥ (& Northwestern District 9409 53 07/08 01:29 PM  00:31:16 18 of 18 Complete

& Assessment Administration Records 17 1 07/08 01:30 PM  00:30:52 Complete
& Assessment Form Records 38 1 07/08 01:30 PM  00:30:46 Complete
& Assessment Records 22 1 07/08 01:30 PM  00:30:44 Complete
&) Assessment Registration Records a0 1 07/08 01:30 PM  00:30:53 Complete
& Assessment Subject Records 19 1 07/08 01:30 PM  00:31:01 Complete
& Building Records 2 1 07/08 01:30 PM  00:31:12 Complete
& Class Information Records 343 2 07/08 01:30 PM  00:18:09 Complete
& Course Information Records 275 2 07/08 01:30 PM  00:09:45 Complete
& Discipline Records o 1 07/08 01:30 PM  00:09:46 Complete
& District Records 1 1 07/08 01:30 PM  00:31:13 Complete
& School Records 1 1 07/08 01:29 PM  00:02:36 Complete
& Staff Demographic Records o 1 07/08 01:30 PM  00:31:12 Complete
& Student Attributes Records 1129 ] 07/08 01:30 PM  00:17:19 Complete
@ sStudent Course Records 5721 11 07/08 01:30 PM  00:30:00 Complete
& Student Records 831 10 07/08 01:30 PM  00:09:02 Complete
& Student School Records 832 10 07/08 01:30 PM  00:13:52 Complete
& Student Test Scores a0 1 07/08 01:30 PM  00:31:03 Complete
& Term Information Records 18 1 07/08 01:30 PM  00:09:10 Complete

Collect / Data Source Records Start Elapsed Status

Yearend (N) Reporting Period Mot started

Refrash

This screen corresponds with the Collection Status tab, from which collections can be
monitored.

SIFWorks® VRF Data Collector User's Guide 16



Collection Requests = Collection Status m

Submissions

All submissions are listed below. Expand an item to view the individual submissions.
Click a submission to view detailed status.

Refresh

Report Submitted Status

P Yearend (N) Reporting Period (1 submizsions)
Refresh

This screen corresponds with the Submissions tab, which shows submissions sent to
the State (ODE).

Collection Requests | Collection Status = Submissions

Data Sources
SIF Zones | Other Data Sources

SIF Zones

Data Collector gathers data from SIF Zone(s) (and other data sources). The following SIF Zone(s) are defined for data
collection.

Select All | Select None

Morthwestern Local (1 zones)

Zone URL Status

[ & Northwestern District http://10.40.107.69:7080/DA @ connected

Add Zone | Remove Selected

This screen corresponds with the Data Sources tab. It shows the status of the SIF zone
and allows you to select the Other Data Sources link, which redirects to the screen
where files can be uploaded.

SIFWorks® VRF Data Collector User's Guide 17



Collection Requests

Collection Status

Data Sources

SIF Zones | Other Data Sources

Other Data Sources

Data Collector gathers data from data sources (including SIF Zones). The following non-SIF data source{s) are defined for
data collection,

Select All | Select Mone

Northwestern Local—Files

Data Source

UNC Status Actions
[T 13 vearend files Sy m-OH-RCVYRF_Other_Data_Source & Ready Manage

Add Data Source | Remove Selected

Note that only users with administrative privileges can add or remove SIF zones or
other data sources.

E. Data Collector Conventions

The Data Collector pages and screens are navigated and operated through the use of
links, radio buttons, data fields, drop-down lists, check-boxes, and expand/collapse

lists. Generally, these operators execute commands specific to the page or sub-menu
on which they’re found, and behave in the following ways.

Links—Usually underscored in a color that contrasts with the surrounding
page or screen; perform named operations and actions; accept or allow
options, edits or changes entered through data fields or radio buttons;
advance to the next page or to a subsequent step in a process (in which case,

the selected link becomes “grayed out” or unavailable). Following are some
of the links you will see in the Data Collector screens:

Actions: Start Collection Upload

0
Q
2
O
(b

Refresh

Note: The Refresh link is displayed on various pages and screens in the Data Collector. The Data
Collector pages and screens are static; that is, you must click on the Refresh link to apply options or

filters you might have selected, or to update the current page with the latest “behind-the-scenes”
information (the status of a collection, for example).

Radio buttons—Allow the selection (or de-selection) of options. (In most

cases, the radio button options are not accepted until a “Save” or “Accept”
button or link is then selected.)

Order Reports By

O bue Date
®a-z

Data fields—Accommodate the entry of information, such as URLs.
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Address: |10.40.174.148 |

* Drop-down lists—Provide choices specific to the current page, screen, or sub-
menu.

Progress:

In Frogress
Complete

SIFWorks® VRF Data Collector User's Guide 19



= Check-boxes—Allow the selection of options to filter or manage Data
Collector actions

Built-In Collections

Use built-in collections for end-to-end
testing of VRF, prior to a production data
collection and submission.

Don't show built-in collections

= Expand/Collapse lists—Determine the scope of a selected list (to include
more or less information, as needed).

Collection f SIF Zone f Request

w Yearend (M) Repaorting Period 1.1
P & Northwestern District

=  Status Icons—Through the Data Collector, these symbols are used to indicate
the progress or status of selected actions:

& Action completed or connection sound.

-} Warning; indicates a potential for error or a need to repeat a step
or action.
o Unexpected errors were encountered during the current phase of
the collection process.

Note: The appearance of the “red X" error icon beside the folder icon in the Collection Requests Summary
page (Collection Requests tab) indicates that unexpected errors were encountered during the current phase
of the collection process (Collection, Prepare, or Certify & Submit). Validation errors are not attended by this

icon.

) Action (collection or submission, for example) in progress.
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F. Data Collector Sidebar

To the right of most screens in the Data Collector are sidebars—links, check-boxes, or
radio buttons—that may be used to set up, filter, or otherwise assist in data collection.
Like the tabs in the Data Collector screen tabs, the availability of the sub-menus is

contingent upon user permissions.

Order Collections By

[ Expiration Date

®a-z

Built-In Collections

lse built-in collections for end-to-end
testing of WRF, prior to a production data
collection and subrmission,

O] oon't show built-in collections

Questions?

If vou have questions, you rmay contact:

Kewvin Diwight
Morthern Ohio Educational Cormputer

Association
Ermail: kevin@nogca.net
bttt Afwww noeca, orgfinfo.btm

About Built-in Collections: In the sidebar menu of the Collection Requests Summary

page shown above, the “Don’t show built-in collections” box is unchecked. If you

want to use “built-in” collections, that is, “test” collections, leave this box unchecked.

SIFWorks® VRF Data Collector User's Guide
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5. Data Collection

Data Flow

The following flowchart illustrates the process for creating a data collection in the
SIFWorks Vertical Reporting Framework® Data Collector.

State us=s Report Collector (RC) to publish data collection reguesis and fo

State Level 3
receive data collections. e

User selects data collection to
weark on fram list of data
ool laztion regussts.

'

Wser begins data collection. Data is collected
gee| Trom all salacted data sources. Data cam be
collected multiple timeas, if necessary.

|

User advances DC manually
by clicking the "Frapara
Repart® li nk.

¥ | 1

Disbrict Level l
User sets options for previewing
tha data collection.

:

WUser previews the data collection.
The collection can be previewed
multiple times.

3

Is- the data collection ready
i submiz fo the stale?

User certifies the daig
yes » cal IE_u:t:cn and submits | |
1t i the state.

The general design of the SIFWorks VRF places the data collection and submission
impetus on Local Education Agency (LEA) users, who control starting the data
collection for a collection request, certifying that the data is correct, and submitting
data to the state. The process is organized into a structured workflow through which
the collection and submission of data is carried out.

SIFWorks® VRF Data Collector User's Guide 22



The Data Collector (DC) guides users through each phase:

Collecting the data for the Collection Request
Preparing and validating the data
Previewing data

Certifying and submitting the data

Receiving responses from the Report Collector regarding the status of the
submission

G @

The first three steps—collecting data; preparing and validating data; and previewing
the data—can be repeated multiple times in an effort to correct errors that are
identified in the collection process before the data is certified and sent to the state.
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Logging In

To access the Data Collector, open your web browser. In the browser window, enter
the appropriate URL. The URL will differ for each ITC. The ITC will provide access
instructions for the Data Collector.

The following screen will display.

SIFWorks VRF Data Collector

ao 1= a trademark of the Schools

oclation

The SIFWorks® Vertical Reporting Framework is a3 Cer
Product and meets the conformance requirements for

Enabled Application.

SIF™2"-ENABLED
APPLICATION

Enter your username and password.

SIFWorks® VRF Data Collector User's Guide
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Responding to a Collection Request

The following sections will take you through the phases of Data Collection:
Collection; Preparation; Preview; and Submission.

Before You Begin

Before starting a collection, it’s helpful to identify all the types and locations of the
data sources you're likely to need for the collection. (For instructions on uploading
flat files (non-SIF data sources), see “Uploading Flat Files.”)

Fields on the Collection Requests Summary Screen:
Submissions: Period during which data for this collection can be submitted.

Expiration Date: The last date by which the Report Authority (ODE) will
accept the collection.

Collection Request (Version): This is the number assigned to the Collection
Request by its originator. When the Collection Request author creates the
Collection Request document, the author assigns the number ‘1" as the
Collection Request Version. When the Collection Request document needs to
be altered or updated the Collection Request Version is incremented. The
purpose of the Collection Request version is to track the different versions of
the collection request, as it undergoes changes. The version number has no
other meaning or purpose.

Note: The Collection Request version numbers are not necessarily consecutive. This can happen when the
Collection Request is changed more than once before your ITC receives the update (or before you see the
update). A greater number indicates a more recent collection request than a smaller number (e.g., collection
request version 5 was released after collection request version 2). The changes to the Collection Request
almost always involve only changes to the “Prepare” step.

Status: The disposition of the collection. In the following status messages,
the text within the angle brackets <> will be replaced by actual values, e.g.,
July 8, 2010 instead of <date>. The status messages are shown in italics, with
explanations next to them in parenthesis:

This collection has never been submitted. (this status is displayed for a
new collection request for which a collection has not yet been started)

Data Collection starting. (displayed while the Data Collector is in the
process of starting the Data Collection — usually lasts only a few seconds)

Data Collection is in progress. (displayed until collecting data
completes)

Data Collection completed successfully <today> (or on <date>) at <time>.
(for example, Data Collection completed successfully today at 8:15AM)

Data Collection completed with errors or warnings < today> (or on <date>)
at <time>. (make sure to check the cause of the errors or warnings by clicking
on the link next to Errors & Messages)

Data Collection stopped by <user id>. You must take action to cancel the
collection, or start the collection over. (displayed when someone stops the
collection — the <user id> identifies the user who stopped it)

The collection has been prepared <today> (or on <date>) at <time> and is
available for preview or certification. (displayed after the prepare step completes)
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The collection has been prepared on <date> at <time> and is available for
preview. You need to re-prepare to make it available for certification. (a “prepare”
of the collection is valid only for 24 hours, because validation tables can be
automatically updated on a nightly basis; so if you do not certify & submit a
collection within 24 hours of preparing it, you need to re-prepare — the only
difference between this status and the one above it is that in this case the
prepare step completed more than 24 hours ago, and in the previous status
the prepare step completed today).

Preparation <today> (or on <date>) at <time> resulted in one or more
errors. You may correct the errors and recollect the data, prepare the collection again
from current data, or cancel the collection. (make sure to check the cause of the
errors or warnings by clicking on the link next to Errors & Messages)

The collection is currently being sent to Ohio Department of Education.
(displayed while the collection is being submitted)

The collection was submitted <today> (or on < date>) at <time> by <user
id>. (displayed after the Report Collector receives the submission)

Submission Number: Sequential number assigned to submissions; the
Submission Number indicates the number of times that a collection is
submitted, including the “pending submission” — when you start a collection
for a collection request for the first time the submission number starts at 1, not
0.

Attempts: In parentheses next to the submission number, another number,
followed by the word “attempts”, appears. This number indicates the number
of times that data has been prepared, for the current submission. The number
of attempts is not visible to the state. It is only for Data Collector users’
reference. Unlike the submission number the attempt number starts at 0 — it
shows you how many times you have run the prepare step, during the
current submission cycle. The attempt number becomes 1 after the first time
you run the prepare step.

Actions: The operations that are executable from links in the Actions section
of the Collection Requests Summary page include:

Start Collection

Prepare

Preview

Certify and Submit

View Submission Results

Review Data

Add New Scheduled Collection

Data Collector Roles

The Data Collector has three different roles, which control what an LEA user of a Data
Collector can do. A single user account (login) can have multiple roles. Your ITC
controls the roles associated with your account. Contact your ITC if you think you do
not have the correct role(s) assigned for your LEA.

Data Collector roles:
= LEA Collector: can collect, prepare and preview, but cannot submit the

collection. You need the LEA Collector role to see the Data Sources tab and to
be able to upload EMIS files to the Data Collector.
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LEA Submitter: can review or preview the collection, and can submit the
collection, but cannot start the collection or prepare a collection for preview.
Also cannot upload EMIS files for data collection. You need someone with the
LEA Collector role to start a data collection for you.

* LEA Reviewer: can only view things — e.g. preview the results of the
collection, review a submitted collection, view validation exception reports,
etc. Cannot start a collection or submit it.

If you have both the LEA Collector role and the LEA Submitter role then you can do

all of data collection, prepare, preview and submit tasks for your LEA — you do not
need the LEA Reviewer role.

Starting a Data Collection
1. Login to the Data Collector.

2. The Collection Requests page is displayed.

(e d L D Al Collection Status | Submissions | Progress

Collection Requests Summary
Refresh

Ohio Department of Education

o Graduation {G) F¥Y11 Reporting Period
! The Fril Graduation {G) reporting period captures data related to graduating students,

This data will include diplorma infarmation and all data necessary to verify that the
student has met CORE and testing graduation requirements, Maote: Fileds) must be
uploaded through the Data Collector Data Sources tab,

Submissions: January 29, 2011 - December 31, 2011
Expiration Date: December 31, 2011 {in 186 days)
Collection Request: 2
Status: This collection has never been submitted.
Submission Number: 1 (attemnpt 0)

Actions:(Start Collection
fdd Mew Scheduled Collection

3. Click the Start Collection link.
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4. The Start Collection page is displayed. (Note that, in the following screen
shot, the district is set up to use both SIF and non-SIF data sources — EMIS
Formatted Files. For instructions on using EMIS Formatted Files data sources,
see “Uploading a Flat File.” For collections that only use EMIS files, the SIF
zone will not appear. Also note that this screen shot shows two SIF zones and
multiple EMIS formatted files data sources — in all likelihood you will see at
most one SIF zone and only one EMIS Formatted Files data source.)

TR LR TN Collection Status | Submissions | Progr

Graduation (G} FY 11 Reporting Period

Start Collection — Submission Number 1 {attempt 0}

To start data collection, choose the data sources from which to collect data. You
may exclude some of the data sources now and resume data collection later, by
clicking the Start/Stop Collection action on the Collection Regquests Summary page.

Start Data Collection for all iterns checked below

M All connected zones in DASL School 1 (1 zones / 1 connected

SIF Zone Zone Status Collection Status
Ooaszu &) Connected Mot Started
M a1l EMIS Formatted Files

Data Sources Availability Collection Status

[ Graduation @ Ready Mot Started
In the SIF Zones section of the Start Collection page, note that the available
SIF Zone shows a Zone Status of “Connected.” The Collection Status for this
Zone is “Not Started.”
In the EMIS Formatted Files section, there is a data source(s) listed; the
availability of this source is “Ready,” meaning that the EMIS formatted files
at the data source are accessible.

5. Select the data sources that will be used in this collection.

6. Click on the link, Start Data Collection for all items checked below.
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7. Between the time when you click the Start Collection link and the time when
the actual collection process begins, you will not have any actions available,
however the Status field will inform you that data collection is starting.

Submissions: January 29, 2011 - December 31, 2011
Expiration Date: December 31, 2011 (in 136 davs)
Collection Request: 2 )
!:Status: Data Collection star‘ting.:,'
submission Number: 1 (attermpt 00
:@.ctiuns: Mone (data collection will start sh-:ur‘thr]l?j

8. Once the collection has started the Actions section will show Start/Stop and
Cancel links; to monitor the progress of the collection, click on the Collection
Status tab. (See “Monitoring Data Collection.”)

Note: The Data Collector can perform multiple collections simultaneously; simply go back to the
Collection Requests Summary page, and click the “Start Collection” link for each required
collection request.

Stopping vs. Canceling a Data Collection

In the Actions section of the Collection Requests Summary page, there are links for
executing operations on the current collection request. Depending upon the status of
the selected collection request, these links can include Stopping or Canceling a
Collection.

Actions: (Start/Stop Collection)
Preyiew

Certify

Stopping a Collection

You stop a collection by data source, e.g., by the SIF zone or the EMIS formatted files
data source. Stopping is not synonymous with “pausing” — when you stop a collection
in a SIF zone and later restart it, you restart collecting the data from the beginning, not
from the point where you stopped it. When you stop a collection, the data collected so
far will not be discarded until the collection is restarted. Stopping a collection allows
you to stop collecting from one data source without stopping collecting from the other
one. For example, you realize that you did not upload the latest set of EMIS formatted
files before you started collection from both the SIF zone and from EMIS formatted
files. You can stop collecting from the EMIS files, upload the latest EMIS files, and
restart data collection from the EMIS files, without disturbing the on-going collection
from the SIF zone.

Canceling a Collection

Canceling a collection immediately discards all the data collected so far, from all data
sources, and eradicates any indication on the collection requests page that the
collection had ever started.

Warning: You can stop or cancel the collection from the point of view of the Data Collector; however, in a SIF
zone, you cannot undo the effect of having started a collection. The application from which data is collected
through SIF will continue to send responses (which the Data Collector discards immediately upon receipt).
Repeatedly starting and canceling (or stopping) a collection in a SIF zone will stress the resources of your
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ITC. When you eventually start the collection (without stopping or cancelling it this time) receiving data may
be delayed while the Data Collector continues to discard the data received in response to the previous
(cancelled) collections.

What's the Difference?

Data management: Cancel immediately discards data; Stop discards data only when
the collection is restarted. When you start data collection after you cancelled the
previous one, the collecting of data can start immediately (even though the Data
Collector may still be cancelling the previous collection “in the background”). When
you restart data collection after stopping the previous one the Data Collector has to
finish discarding the data previously collected before it starts the new data collection.

Scope: Cancel applies to the entire collection; Stop applies only to a single data
source.

Note: If you are collecting data from more than one source and need to discard an entire collection, then

“Cancel” is more efficient than “Stop.” If you are collecting from the SIF zone and from EMIS files, and

need to stop the SIF collection, then “Cancel” is still more efficient than “Stop” — even though cancelling
will discard the data collected from EMIS files as well as data collected from SIF (EMIS files collection is
much faster). On the other hand you can “Stop” collecting from the EMIS files and later restart collecting
data from them, without affecting a collection from the SIF zone already in progress.

Collecting from SIF and EMIS Files Data Sources

All collection requests support collecting from EMIS files because not all LEAs are
currently set up to collect data from a SIF zone. In addition not all data can be
collected from the SIF zone. For example, as of this writing, CC and CJ records can
only be collected from EMIS files.

You may often be in a position where you will collect data from the SIF zone and from
the EMIS Files data source. The collection request defines how to handle the situation
when the same data is collected from a SIF zone and an EMIS file. For example, you
may have inadvertently left an EMIS file with GI records in the EMIS files data source,
while collecting all student data from your SIF-enabled SIS. Or you may have added
EMIS files for CI and CK records for employees who are not recorded in your USPS
system, only to discover that some of these employees are in your USPS system after
all.

In most cases the collection request definition ensures that duplicate records are not
inserted into the previews. When duplicate records are collected from multiple data
sources, the duplicates result in validation exceptions and the Data Collector will
exclude the data for the student or the staff from submission to ODE. In some cases,
you may find additional previews which inform you of such duplicate data collected
from SIF and EMIS files data sources.

The specification of the handling of such duplicate data can change over time and
from one collection request to another.
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Monitoring Data Collection

The Collection Status tab allows you to verify the progress of data collection(s) by
collection request.

Before You Begin

Auto-refresh link—This drop-down menu is displayed in the banner at the top of the
Data Collector screen when the Collection Status tab is open. The Auto-refresh link
allows you to set the intervals between automatic refreshes for the Collection Status
page. Mouse over the auto-refresh link to bring up the menu. (The default is 30
seconds.)

Refresh link—Select the Refresh link to update the page according to the options
selected in the filter drop-downs and the latest available information on the
collection(s).

Refrezh

Drop-down lists and links—Filter the Collection Status view by Collection Request
(selecting All Collection Requests or an individual Collection Request from the drop-
down list).

Collection Request: | all W

Five Year Forecast FY10 (F) Reporting Period
March (D) 2010 Reporting Period
Yearend (M) Reporting Period

Filter the Collection Status view by Progress (selecting Collections that are In
Progress or Complete).

Progress:

In Frogress
Complete
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Collections by Collection Request
To view the progress of Collection Requests:

1. Click on the Collection Status tab.

2. The Collection Status tab opens at Collections by Collection Request.

SIFWorks VRF pata collector

Collection Reques Collection Status [ESElyTEl1E

Collection Status

Collections by Collection Request

Collection activity by collection request. Choose filter criteria to narrow the scope of the collection requests listed.

Collection Request: |AII v| Frogress: Refresh

Collection / SIF Zone / Request Records Packets Start Elapsed Status
w Yearend (N) Reporting Pericd 2.1 7118 40 07/08 04:04 PM  00:25:21 In Progress
w _J} MNorthwestern District 7118 40 07/08 04:04 PM  00:25:21 8 of 18 Complete

& Assessment Administration Records o o 07/08 04:04 PM  00:25:20 In Progress
o Assessment Form Records 1] o 07/08 04:04 PM  00:25:20 In Progress
o Assessment Records a o 07/08 04:04 PM  00:25:20 In Progress
& Assessment Registration Records o o 07/08 04:04 PM  00:25:20 In Progress
4 Assessment Subject Records 1] o 07/08 04:04 PM  00:25:19 In Progress
# Building Records 0 o 07/08 04:04 PM  00:25:19  In Progress
& Class Information Records 343 2 07/08 04:04 PM  00:17:39 Complete
&9 Course Information Records 275 2 07/08 04:04 PM  00:07:31 Complete
& Discipline Records 0 1 07/08 04:04 PM  00:07:32 Complete
# District Records o o 07/08 04:04 PM  00:25:19 In Progress
9 School Records 1 1 07/08 04:04 PM  00:00:05 Complete
o Staff Demographic Records o o 07/08 04:04 PM  00:25:19 In Progress
& Student Attributes Records 1129 8 07/08 04:04 PM  00:16:53 Complete
4 Student Course Records 3689 7 07/08 04:04 PM  00:25:20 In Progress
& Student Records 831 10 07/08 04:04 PM  00:06:48 Complete
& Student School Records 832 10 07/08 04:04 PM  00:11:32 Complete
4 Student Test Scores a o 07/08 04:04 PM  00:25:19 In Progress
& Term Information Records 18 1 07/08 04:04 PM  00:06:56 Complete

Collection / Data Source Records Start Elapsed Status
w ‘Yearend (M) Reporting Period 381 07/08 04:06 PM 00:00:58 Complete

The Collection Status > Collections by Collection Request screen looks and
behaves in the following ways:

The first column in the SIF Zones section of thél&xion Status > Collections by
Collection Request page includes:

Collection: Current Collection Request

SIF Zone: Name of the zone(s) participating in the collection.

Request: An indication of the SIF object requested (some SIF objects
correspond closely to EMIS record types, others do not)

The subsequent columns in the SIF Zones section include:
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Records: Number of SIF objects (records) collected.
Packets: Number of packets collected; a packet is how the
SIF bundles records as they are sent across the network.
Start: Timestamp of when the Data Collector sent a SIF request for the
record.
Elapsed: Number of minutes/seconds that have passed since the
SIF record was requested.
Status: Disposition of the current collection,
For individual records:
In progress
Complete
For entire SIF Zone:
x of y complete (e.g. 12 of 18 complete indicates that 12 types of
records, out of 18types requested, completed collection)

Columns in the EMIS Formatted Files section of the Collection Status > Collections
by Collection Request page include:

Collection: Current collection(s).
Data Source: Name of the non-SIF data source(s). The detailed list
under the data source shows the EMIS record type collected, and the
name of the file from which these records were collected.
Records: Number of records collected from this source — rows read
from the file
Start: Timestamp when the Data Collector started reading the EMIS
file.
Elapsed: Number of minutes / seconds that have passed since the
Data Collector started reading the EMIS file.
Status: Disposition of the current collection, including;:

In Progress

Complete

Collection Status

Collections by Collection Request

Collection activity by collection request. Choose filter criteria to narrow the scope of the collection requests listed.

Collection Request: | All w Progress: |All w Refresh
Collection / SIF Zone / Request Records Packets Start Elapsed Status
w Yearend (N) Reporting Period 2.1 9409 53 07/08 04:04 PM  00:30:12 Complete
» & Northwestern District 5409 53 07/08 04:04 PM  00:30:12 13 of 18 Complete
Collection / Data Source Records Start Elapsed Status
w ‘vearend (N) Reporting Period 381 07/08 04:06 PM 00:00:55 Complete
w 9 Yearend files 381 07/08 04:06 PM 00:00:59 Complete
&9 CI/ YearendCICK.txt 132 07/08 04:07 PM 00:00:06 Complete
&) CK/ YearendCICK.bxt 249 07/08 04:07 PM 00:00:13 Complete
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You click on the arrows to expand and collapse additional detail.

Collection Status

Collections by Collection Request

Collection activity by collection request. Choose filter criteria to narrow the scope of the collection requests listed.

Collection Request: |AII v| Progress: Refresh

Collection f SIF Zone / Request Records Packets Start Elapsed Status

@Yearend (N) Reporting Period 2.1 9409 53 07/08 04:04 PM  00:30:12 Complete
MNorthwestern District 9409 53 07/08 D4:04 PM  00:30:12 18 of 18 Complete

Collection / Data Source Records Start Elapsed Status

w Yearend (N) Reperting Periocd 381 07/08 04:06 PM 00:00:59 Complete
» & ‘earend files 381 07/08 04:06 PM 00:00:59 Complete
Refresh

When the data collection is complete, the progress animation disappears and the
collection status changes to Complete.

Add New Scheduled Collection

Data collections can be scheduled to occur automatically at selected intervals, or just once —
making it possible to collect data overnight, regularly on a weekday, or over a weekend, for
example. Scheduled collections save time and resources because they can run unattended.

The following section explains how to schedule a collection.

(TR LI S Collection Status | Submissions | Progr

Collection Requests Summary
Refrash

Ohio Department of Education

i Graduation {G) FY11 Reporting Period
A The Frll Graduation (3) reporting period captures data related to graduating students,

This data will include diploma inforration and all data necessary to verify that the
student has et CORE and testing graduation requirerments. Mote: Fileds) must be
uploaded through the Data Collector Data Sources tab,

Submissions: January 29, 2011 - December 31, 2011
Esxpiration Date: December 31, 2011 (in 186 days)
Collection Request: 2

Status: Data Collection completed successfully today at 11:41:13
Al

Submission Number: 1 {attermpt 0)

Actions: Start/Stop Collection

Prepare
Cancel

(add Mew Scheduled Collection)
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In the Actions section of the Collection Requests page, there are links for executing operations
on the current Collection. The Add New Scheduled Collection link opens the Add Scheduled
Collection page, where you can choose the starting date for a scheduled collection, the
intervals at which you want data collection to recur, and the data sources to include in the
scheduled collection.

To add a new scheduled collection, take the following steps:

1. Click on the Collection Requests tab, and navigate to the one for which you would
like to schedule a collection.

[ October (K) FY11 SIF and Flat File
! Note: This Collection Request supports SIF for USPS users, as well as those files

uploaded through the Data Collector Data Sources tab. Student, staff, program, and
course data are the primary data elements collected during this reporting period. One of
the main purposes of the October (K) 2011 reporting period is to capture school district
enrollment during the first full week of October.

Submissions: December 03, 2010 - December 31, 2011
Expiration Date: December 31, 2011 (in 292 days)
Collection Request: 3

Status: The collection was submitted February 23, 2011 at 03:28:56
PM by VRF Administrator.

Validation Status: Level 1 Validation
Submission Status: Fending Frocessing (February 23, 2011 at 03:28:58 FM)
Submission Number: 1 (attempt 1)
Actions: Review
ew Submission Results
Start Collection
Add New Scheduled Collection

2. In the Actions section of the Collection Request, click on the Add New Scheduled
Collection link.

3. The Add Scheduled Collection page is displayed.
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Add Scheduled Collection
October (K) FY11 SIF and Flat File

To schedule an unattended data collection choose from the options below and select
the appropriate zones and data sources for the collection.

Collection Request / Submitter

Collection Request: October (K) FY11l SIF and Flat File
Submitter: Ayersville_SQL

Start Date: :l (mm/dd/yyyy) Start Time: I:l (hh:mm AM)

Scheduled Action: | Collect Only ]

Skip scheduled collection when a prior collection is in progress but not yet submitted
M All zones in Ayersville_SQL
SIF Zone Zone Status
Oesis & cConnected

M All EMIS Formatted Files

Data Sources Availability
[ Graduation @ Ready
[ october_2010 @ Ready
[l pecember © Ready
[ ayersville & Readv
[Omarch & Readv
[vearEnd & Ready
[auty @ Readyv
[Osvear_z2010 @ Ready
[Joctober 2011 © Ready

Schedule Collection | Cancel

4. In the Schedule section of the Add Scheduled Collection page, enter the Start Date,
and Start Time. (Be sure to follow the “MM/DD/YYYY” and “HH:MM AM” formats;
otherwise, you cannot proceed with scheduling the collection.)

5. From the drop-down list in the Scheduled Action field, choose the action you want to
schedule.

Start Date: l:l (mm/dd/yyyy) Start Time: |:| (hh:mm AM)

Scheduled Action: | Collect Only

but not yvet submitted

Skip scheduled Collect and Frepare

Collect, Prepare and Submit
Collect, Frepare and Submit if no errors

The actions you can schedule include:

*  Collect Only—The collection will occur at the selected time and interval, but
subsequent processes (Preparing, Previewing, Submitting, etc.) will have to
be manually initiated.

*  Collect and Prepare—The collection will occur at the selected time and
interval, and the “Prepare” process will occur; subsequent submission of the
collected data will have to be manually initiated.

*  Collect, Prepare and Submit—For collection requests that allow automatic

submission, this action allows the scheduled collection to run from collection
through submission; note that if this option is selected, the collection will be
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submitted regardless of whether any validation exceptions were found, or
any system errors took place.

* Collect, Prepare and Submit if no errors—This action applies only to
collection requests that allow automatic submissions. Select this action if you
want the collection to be submitted only if it is error-free.

Note: Most collection requests do not allow automatic submissions; if you select “Collect, Prepare, and
Submit” or “Collect, Prepare, and Submit if no errors” for a collection requests that does not allow
automatic submissions, a reminder is displayed just below the Scheduled Action drop-down list, as shown in
the following screen capture.

Start Date: |:| CrnrnSdd ey ) Start Time: :l{hh:mm AM

Scheduled Action: :Collect, Prepare and Submit if no errors iw | &

* This collection request doesn't allow automatic submission as a scheduled action,

Skip scheduled collection when a prior collection is in progress but not yet submitted

6. Inmost cases you will check the box to “Skip scheduled collection when a prior
collection is in progress but not yet submitted.” If this box is left blank, the scheduled
collection will start, regardless of whether there is a prior collection in progress,
cancelling the prior collection. This check box allows you to schedule a collection, e.g.
for off-shift hours, on the assumption that you will submit (or cancel) the current
collection before you leave for the night. If the current collection has not been
submitted, the scheduled collection will not start, as long as this box is checked (if the
box is not checked the scheduled collection will cancel the current collection, and start
a new collection as per the schedule).

7. Select the Data Sources from which to collect the data — SIF Zones and /or EMIS
Formatted Files.
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8. Go to the sidebar menu of the Add Scheduled Collection page, where you will find

the Recurring Collection interval options.

Add Scheduled Collection
QOctober (K) FY11 SIF and Flat File

To schedule an unattended data collection choose from the options below and select
the appropriate zones and data sources for the collection.

Collection Request / Submitter

Collection Request: October (K) Fri1 SIF and Flat File
Submitter: Ayersville_SQL

Start Date: l:l (mm/dd/yyyy) Start Time: l:l (hh:mm AM)

Scheduled Action: | Collect Only ]

Skip scheduled collection when a prior collection is in progress but not yet submitted

M All zones in Ayersville_SQL

SIF Zone Zone Status
[“lesis & Connected

M All EMIS Formatted Files

Data Sources Availability
[ Graduation & Readv
[Joctober_z010 @ EReadv
[Jpecember & Readv
[ ayersville & Readv
march & Readv
[Jvearend & Readv
Clauly 9 Ready
[Csvear_z010 @ EReadv
[ october 2011 @ Readv

Schedule Collection | Cancel
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Recurring Collection

Choose the appropriate interval for

repeating this collection.

Repeat:
® One Time Only
O Daily
O Weelkly
O Monthly
O Ewvery Days
Include Weekdays
Include Weekends
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9. Choose the interval at which you would like the selected action to repeat.

Recurring Collection

Zhoose the appropriate interval for
repeating this collection,

— Repeat:
O one Time Cnly
'DDaiI\_.r

EWEEHY
'S'Mn:unthhr

'G'Everyr 1 |Days
[l 1nelude weekdays
[(include weekends

*  One Time Only—The collection will occur only once.

*  Daily—The collection will occur every day (including weekdays and weekends, if
that option is selected) at the appointed time.

*  Weekly—The collection will occur once a week at the appointed time.
*  Monthly—The collection will occur once a month at the appointed time.

* Include Weekdays—The collection interval will include weekdays (Monday
through Friday, if the schedule falls on a weekday).

* Include Weekends—The collection interval will include weekends (Saturday and
Sunday).

10. Click on the Schedule Collection link at the bottom of the Add Scheduled page.

11. The Collection Request page returns.
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12. Note that this icon, (the folder with the alarm clock), is displayed beside
the collection request for which you scheduled a collection. This icon indicates that
you have a scheduled collection associated with this collection request, regardless of
whether the scheduled collection was set up to run periodically or to run only once.
When a collection was scheduled to run once the alarm icon continues to appear even
after the collection had run — it serves as a reminder that you have a scheduled
collection associated with this collection request. You can edit a scheduled collection
(as described in the next section), instead of creating a new one. To eliminate the icon
you can delete the scheduled collection.

e October (K) FY11 SIF and Flat File
) Note: This Collection Request supports SIF for USPS users, as well as those files

uploaded through the Data Collector Data Sources tab. Student, staff, program, and
course data are the primary data elements collected during this reporting period. One of
the main purposes of the October (K) 2011 reporting period is to capture school district
enrollment during the first full week of October.

Submissions: December 03, 2010 - December 31, 2011
Expiration Date: December 31, 2011 (in 292 days)
Collection Request: 3

Status: The collection was submitted February 23, 2011 at 03:28:56
PM by VRF Administrator.

Validation Status: Lsvel 1 Validation
Submission Status: Pending Processing (February 23, 2011 at 03:28:58 PM)
Submission Number: 1 (attempt 1)
Actions: Rsvisw

ission Results

on
Add New Scheduled Collection
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Managing Scheduled Collections

View and manage scheduled collections through the Manage scheduled collections

link in the sidebar menu on the Collection Requests tab.

GCollection Requests

Collection Requests Summary
Refresh

Ohio Department of Education

This data will include diploma information and all data necessary to verify that the
student has met CORE and testing graduation reguirements, Note: File{s) must be
uploaded through the Data Collector Data Sources tab,

A Graduation {G) FY11 Reporting Period
\ The Fr1l Graduation (G) reporting period captures data related to graduating students.

Submissions: January 29, 2011 - December 31, 2011
Expiration Date: Decernber 31, 2011 (in 186 days)
Collection Request: &
Status: Data Collection completed successfully today at 11:41:13

Submission Number: 1 {attermnpt 0)

Actions: Start/Stop Collection
Prepare
Cancel
Add New Scheduled Collection

Viewing the List of Scheduled Collections

To view the list of collections scheduled for the current submitter:

1. Open the Collection Requests tab; navigate to the sidebar menu.

Order Collections By

O Expiration Date

®a-z

Built-In Collections

Use built-in collections for end-to-end
testing of VRF, prior to a production data
collection and submission.

Daon't show built-in collections

Manage Scheduled Collections

Click the option below to manage the
current list of scheduled collections for the
current submitter.

( Manage scheduled collections ]

Questions?

If you hawve guestions, you may contact:

Kevin Dwight

Morthern Ohio Educational Computer
Association

Email: kevin@noeca.net
http:/fwww.noeca.org/info.htm

2. Click on the Manage Scheduled Collections link.
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oOrder Collections By

(@] Expiration Date
®nz

Built-In Collections

Use built-in collections for end-to-end
testing of WRF, prior to a production data
collection and subrmission,

Don't show built-in collections

Manage Scheduled Collections

Click the option below to manage the
current list of scheduled collections for the
current submitter,

(Manage scheduled collections)

Questions?

If you have questions, you may contact:

Kevin Dwight

Morthern Ohio Educational Computer
Association

Ernail: kevin@noeca.net
http:/fwww.noeca.orgfinfo.htm
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3. The Manage Scheduled Collections page is displayed.

Manage Scheduled Collections
The following is a list of all scheduled collections for the current submitter organized by collection request. Use the delete
link to remove a selected item, or click on an item to edit the scheduled collection.

Select &ll | Select Nons
Start Date & Time Recurrence Scheduled Action If in Progress Last Started
¥ October (K) FY11 SIF and Flat File

[ 03/14/2011 03:16 FM One Time w/Weekdays|ends Collect Only Skip Scheduled 03/14/2011

October (K) FYi1 for verifying VRF-1449
Delete Selected

4. The Manage Scheduled Collections page provides information about the scheduled
collections for the current submitter:

e Links to each scheduled collection are found in the Start Date & Time column of
the table.

* The frequency or intervals at which scheduled collections will occur is found in
the Recurrence column.

*  The Scheduled Action column displays the selected collection action(s): Collect
Only; Collect and Prepare; Collect, Prepare & Submit; Collect, Prepare & Submit
with no errors. The Collect, Prepare & Submit action indicates that the collection
will be submitted, even if there were collect or prepare errors. Note that the
collection request has to authorize the ability to submit a scheduled collection
automatically after the prepare step, without a manual certification of the
collection. Most collection requests require someone to preview and certify the
results of the collection, so automatic submission does not apply to these
collection requests.

* Information in the If in Progress column is drawn from the “Skip scheduled...”
box when a collection is scheduled. If the “Skip a scheduled collection...” box is
selected, the scheduled collection will be skipped in deference to a prior collection
already in progress (but not yet submitted). If the “Skip a scheduled collection...”
box was not selected, then the scheduled collection will cancel any prior collection
— even if the prior collection was ready for submission to ODE.

*  The date in the Last Started column reports the date that the scheduled collection
was last launched. (“N/A” in this column means that the scheduled collection
has not yet started.)
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Editing or Updating a Scheduled Collection

You can modify a scheduled collection by selecting it from the Manage Scheduled
Collections page.

To edit a scheduled collection:
1. Open the Collection Requests tab; navigate to the sidebar menu.

2. Click on the Manage Scheduled Collections link

Order Collections By

O Expiration Date
A-Z

Built-In Collections

Use built-in collections for end-to-end
testing of VRF, prior to a production data
collection and submission.

Don't show built-in collections

Manage Scheduled Collections

Click the option below to manage the
current list of scheduled collections for the
current submitt_er.

Manage scheduled collections ]

Questions?

If you have guestions, you may contact:

Kevin Dwight

MNorthern Ohio Educational Computer
As=ociation

Email: kevin@noeca.net

http:/ www.noeca.org/info.htm
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The Manage Scheduled Collections page is displayed.

Manage Scheduled Collections

The following is a list of all scheduled collections for the current submitter organized by collection request. Use the delete
link to remove a selected item, or click on an item to edit the scheduled collection.

Start Date & Time Recurrence Scheduled Action If in Progress Last Started
w October (K) FY11 SIF and Flat File
[ 03/14/2011 03:16 PM One Time w/Weekdays|ends Collect Only Skip Scheduled 03/14/2011

October (K) FYi1 for verifying VRF-1449
Delete Selected

3. Click on the link for the scheduled collection you want to edit.

4. The Edit Scheduled Collection page displays details for the selected scheduled collection.
From this page, you can change the schedule details, interval, and the data sources to
include in the scheduled collection.

Recurring Collection

Edit Scheduled Collection
October (K) FY11 SIF and Flat File

Chaose the appropriate interval for
repeating this collection.

To update this scheduled collection, modify the options below, update the appropriate Repeat:
zones and data sources for the collection and click Update Collection. @ 0ne Time Only

o

J Weekly
Collection Request: October (K) FY11 SIF and Flat File O Monthly
Submitter: Ayersville_SQL OEvery |1 | Days

Last Started: 03/14/2011 03:17 PM [ tndlude Weekdays
[# 1nclude weekends
Start Date: |03/14/2011 | (mm/dd/vvvy Start Time: 0316 FM hh:mm AM

Scheduled Action: | Collect Only v

[¥] skip scheduled collection when a prior collection is in progress but not yet submitted

L[]
[Mesis @ Connected
L]
[J Graduatien © Readv
[¥] october_z010 © Readv
[Jpecember © Ready
O ayersville @ Ready
Cmarch @ Ready
[ vearEnd @ Readv
Dauly @ Ready
[svear_2010 @ Readv
[ october 2011 @ Readv
Updsate Collection | Cancel

5. Make any necessary changes to the scheduled collection.

6. Click the Update Collection link.

7. The Manage Scheduled Collections page is returned, showing the updated information
for the selected scheduled collection.
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Deleting a Scheduled Collection

You can delete any scheduled collection by accessing the same Edit Scheduled
Collection page you use for editing or updating a scheduled collection.

To delete a scheduled collection:

1. Open the Collection Requests tab; navigate to the sidebar menu.

Order Reports By

O Expiration Date
®a-z

Built-In Reports

se built-in reports for end-to-end testing
of WRF, prior to a production data collection
and report subrission.

Don't show built-in reports

fMEII'IEIgE Scheduled Collections A

Click the option below to manage the
current list of scheduled collections for the
current subritter,

Manage scheduled collections
\, /
Questions?

If you have questions, you may contact:

Dwayne Wizard
WRF LT

Ernail: wizard@wrf.dc.org
btto v v ourorganization.orgfinfo.htm

2. Click on the Manage scheduled collections link.

3. The Manage Scheduled Collections page opens.

Manage Scheduled Collections
The following is a list of all scheduled collections for the current submitter organized by collection request. Use the delete
link to remove a selected item, or click on an item to edit the scheduled collection.
Select &ll | Select Nons
Start Date & Time Recurrence Scheduled Action
¥ October (K) FY11 SIF and Flat File

If in Progress Last Started

[ 03/14/2011 03:16 FM One Time w/Weekdays|ends Collect Only Skip Scheduled 03/14/2011
October (K) FYi1 for verifying VRF-1449
Delete Selected

SIFWorks® VRF Data Collector User's Guide 45



4. Select the scheduled collection(s) you want to delete.
5. Select the scheduled collection(s) you want to delete.
6. Click on the Delete Selected link.

7. A confirmation dialog is displayed.

Windows Internet Explorer @

_‘?/ Are you sure you want ko delete the selected scheduled collection items?

] 4 l [ Cancel

8. Click OK to confirm the deletion.
9. The Manage Scheduled Collections page is refreshed, and the list is updated.
10. After you delete all scheduled collections for a collection request, the “alarm

clock” icon will disappear (from its place beside the folder icon) on the collection
request.
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Managing SIF Zones

ITCs can manage the messaging mode, SIF version, and maximum buffer size of a
selected SIF Zone. Administrative users at ITCs can configure a SIF Zone’s ID, URL,
and connection properties.

LEA users can test whether or not a SIF Zone is connected, and if you have LEA
Collector authorization you can try to re-establish the connection if an existing zone
has become disconnected. LEA users do not have access privileges to complete tasks
specified for ITCs. Many of the tasks described in this section are for ITC reference
and do not apply to LEA users.

Managing SIF Zone Properties

See the VRF Data Collector Administrator’s Guide for further information about
managing SIF Zones.

Checking SIF Zone Status
1. Log in to the Data Collector.

2. Click on the Data Sources tab.

Collection Requests | Collection Status | Submissions

Data Sources

SIF Zones | Other Data Sources

SIF Zones

Data Collector gathers data from SIF Zone(s) (and other data sources). The following SIF Zone(s) are defined for data
collection.

Select All | Select None

Northwestern Local (1 zones)

Zone URL Status

[ #, Horthwestern District http://10.40.107.69:7080/DA

3. You can click on the “Connected” link to re-direct to the Zone Status page, to
check that the zone responds to a “Ping.” If the connectivity status is
“Disconnected,” notify your ITC.
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4. The Zone Status screen is displayed.

Collection Requests | Collection Status = Submissions

Data Sources - SIF Zones > Zone Status

Zone Status
eSIS

Use this page to view zone status or to perform diagnostic actions such as connecting, disconnecting or registering with
the zone.

Zone ID: e5I5
Zone URL: http://localhost: 7080/eSIS

Zone Status

Connection Status: 0 Connected
Command Issued: Fing

Command Results: The zone responded to the ping

Ping

5. Click the Ping link to send a request to the Zone, to verify that the Data
Collector and the Zone are connected and communicating.
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Managing EMIS Formatted Files (Other Data Sources)

In Ohio non-SIF, or “other” data sources are synonymous with EMIS formatted files.
These are the files formatted according to Chapter 5 of the ODE EMIS Manual. You
need the LEA Collector role to see or use the Data Sources tab.

Viewing EMIS Files Data Sources
1. Go to the Data Sources tab and click on Other Data Sources.

2. The Other Data Sources page is displayed.

Collection Requests = Collection Status = Submissions

Data Sources

SIF Zones | Other Data Sources

Other Data Sources

Data Collector gathers data from data sources (including SIF Zones). The following non-SIF data source(s) are defined for
data collection.

Select all | Select Mone

Northwestern Local—Files

Data Source UNC

Status Actions
[0 @ yearendfiles \\VRF_Other_Data_Source & Ready ae
Add Data Source | Remove Selected

3. Click on the Manage link.
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4. The Manage Files page is displayed.

Collection Requ Collection Status

Data Sources

Manage Files

Other Data Sources — Yearend files

Use the options below to manage files for this data source.

Select All | Select None

Currently Uploaded File(s)

File Name Upload Date Size
DYEarEndCICK.t)d: July 08, 2010 12:44:46 PM (115666 bytes)
DCJContractorStaffEmponment_t)ct March 17, 2009 10:26:47 AM (288 bytes)
DCCStaFfCDntractOnly.bd: March 17, 2009 10:26:41 AM (791 bytes)
|:|CMMappedCIassroomCode.bct March 17, 2009 10:22:58 AM (313 bytes)

[ cHBuilding.txt March 17, 2009 09:52:26 AM (70 bytes)
[JoqQDistrict.txt January 15, 2009 04:39:33 AM (62 bytes)

Upload File | Delete Selected | Cancel

5. From links on this page, you can edit, delete, or upload EMIS formatted files.
(Detailed instructions on these operations are available in subsequent sections
of this guide.)

Note: Clicking on the Select All link will check all files in the list; conversely, the Select None
link will unselect all files in the list.
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Uploading EMIS Files (Other Data Sources)

Your ITC sets up the “other data source” for you — a location on the Data Collector
server where you can upload the EMIS formatted files.

The following instructions include steps for simultaneously uploading multiple flat
files—which requires the use of Google Gears™. In addition to the necessary
administrative permissions within Data Collector, your local system or network may
require permissions for downloading or updating software. Verify with your system
administrator that you have the necessary administrative permissions for
downloading and installing Google Gears™ on your machine.

To upload flat files (non-SIF data sources):

Note: At the district level, the only role that can upload flat files is the LEA Collector.

1. Click on the Other Data Sources link.

Collection Requests = Collection Status = Submissions

Data Sources

SIF Zones | Other Data Sources

Other Data Sources

Data Collector gathers data from data sources (including SIF Zones). The following non-SIF data source(s) are defined for
data collection.

Select all | Select Mone

Northwestern Local—Files

Data Source UNC Status Actions
[0 @ vearend files \WRF_Other_Data_Source & Readv Manage
Add Data Source | Remove Selected

2. Click on the Manage link (in the Actions column) to select and manage a non-
SIF data source.
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3. The Manage Files screen is displayed. On this screen, the following columns
are displayed: File Name, Upload Date, and Size. The File Name column lists
the names of the files. The Upload Date column lists the month, day, year,
and time that the file was uploaded. The Size column shows the size of each
file in bytes. Also, please note that if this screen lists a file or files that you no
longer need, you can click the checkbox, then click the “Delete Selected” link
to remove the unneeded file or files.

Collection Requests | Collection Status = Submissions

Data Sources

Data Sources - Other Data Sources = Manage Files

Manage Files

Other Data Sources — Yearend files

Use the options below to manage files for this data source.
Select All | Select Mone

Currently Uploaded File(s)

File Name Upload Date Size

O vearendCICK bt July 08, 2010 12:44:46 PM (115666 bytes)
[ cicontractorStaffEmplayment.txt March 17, 2009 10:26:47 AM (288 bytes)
DCCStaFfContractOnly_bct March 17, 2009 10:26:41 AM (791 bytes)

[ cMMappedClassroomCode.txt March 17, 2009 10:22:58 AM (313 bytes)
DDHBuiIding.bct March 17, 2009 09:52:26 AM (70 bytes)
[Joqpistrict.txt January 15, 2009 04:359:33 AM (62 bytes)

Upload File § Delste Selected | Cancel

4. To upload a file, click on Upload File.

5. The File Upload screen is displayed.

Collection Requests | Collection Status | Submissions

Data Sources - Other Data Sources > Manage Files > Upload File

Multiple File Upload Support

File Upload - - .
Uploading more than one file at a time is
Other Data Sources — Yearend files possible with the installation of Google

Gears™. Google Gears™ is not currently

Use the form below to upload files to the data source. detected in your browser at this time. Click
on the link below to install Google Gears™
and enable this feature.

Upload
Install Google Gears™

Data Source Name: Yearend files

Target UNC Location: \\WRF_Other_Data_Source

File To Upload: |[(Browse

Upload | Cancel

6. Choose a file to upload. Enter a file path, or click on Browse to locate a file.
(The appearance of this screen may vary, depending on the browser you are
using.)

7. Click the Upload link.
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8. The uploaded file appears with the Other Data Sources, under the data
source listed in the target UNC Location.

The default setting allows you to upload one file at a time. This is in keeping with
most browsers’ security protocols. Please keep in mind that, depending on which
software and extract process you are using, you might only have one file to upload
(for example, with DASL). Alternatively, you might have multiple files to upload, as
with eSIS, which generates multiple files, by record type. For circumstances in which
multiple files must be uploaded, there is an option for uploading multiple files at a
time. Those who wish to upload more than one file at a time may do so through the
use of Google Gears™.

Note: Simultaneously uploading multiple flat files requires the use of Google Gears™. Your local system or
network may require permissions for downloading or updating software. Verify with your system
administrator that you have the necessary administrative permissions for downloading and installing Google
Gears™ on your machine.

Installing Google Gears™ is not required. Google Gears™ is a freeware beta product.
Network policies that do not allow freeware or beta software cannot use Google
Gears™. Those who are able to use Google Gears™ and wish to do so can download
and install that software as per its instructions. If Google Gears™ is not installed on
your system, a prompt with a link to download it will be visible from the file upload

page.

Collection Requests | Collection Status | Submissions

Multiple File Upload Support

File Upload - - .
Uploading more than one file at a time is
Other Data Sources — Yearend files possible with the installation of Google

Gears™. _Google Gears™ iz not c:L_lrrentIv_

Use the form below to upload files to the data source. detected in your browser at this time. Click
on the link below to install Google Gears™
and enable this feature.

Upload
Install Google Gears™

Data Source Name: Yearend files
Target UNC Location: \\WRF_Other_Data_Source
File To Upload: |[ Browse__ |
Upload | Cancel
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When Google Gears™ is installed, the File Upload screen appearance changes — the
“Upload File” link is instead named “Select Upload Files”, since you will be able to
upload multiple files at once. When you click on the Upload Files link in the Manage
Files dialog:

Collection Requests | Collection Status = Submissions Data Sources

Data Sources - Other Data Sources = Manage Files

Manage Files

Other Data Sources — Yearend files

Use the options below to manage files for this data source.
Select All | Select Mone

Currently Uploaded File(s)

File Name Upload Date Size
[JvearendCICK.txt July 08, 2010 12:44:45 PM (115666 bytes)
D('_‘_'ICuntracturStaf-fEmpluyment_bct March 17, 2009 10:26:47 AM (288 bytes)
DCCStaFfContractOnly.bct March 17, 2009 10:26:41 AM (791 bytes)

[ cMMappedClassroomCode.txt March 17, 2009 10:22:58 AM (313 bytes)

[ oHeuilding.txt March 17, 2009 09:52:26 AM (70 bytes)
[Joqpistrict.txt January 15, 2009 04:359:33 AM (62 bytes)

Upload File § Delste Selected | Cancel

and you have Google Gears installed, the File Upload dialog will look like this:

SIFWorks VRF pata coliector

Collection Requests | Collection Status = Submissions

Manage Files

Other Data Sources — Graduation

Use the options below to manage files for this data source.

Select All | Select None

Upload Date
[ EMIS-046706-FN-2005C. txt December 08, 2009 10:45:59 AM (22650 bytes)
[T EMIS-046706- GC- 2009G.txt December 08, 2009 10:45.59 AM {122310 bytes)
[ EMIS-046706-Cl-2009C.txt December 08, 2005 10:45.59 AM (22650 bytes}
[T EMIS-046706-GP-2005G. txt December 08, 2009 10:45:59 AM (604 bytes)
[ EMIS-046706-CX-2005GC. txt December 08, 2009 10:45:59 AM (116270 bytes)
[T Grad_Maumee_044362.zip December 07, 2009 05:36:33 PM (62553 bytes)

Delete Selected | Cancel
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This brings up the File Upload screen.

Data Sources

File Upload

Other Data Sources — Yearend files

Use the link below to choose the files for uploading to the data source.

Data Source Name: vearend files

Target UNC Location: “WWRF_Other_Data_Source

(Seciamais)

| Cancel

Click on the “Select Upload Files” link (circled in the screenshot above) to bring up a
browse window. Select the files you wish to upload, then click “Open.”

When you have finished uploading files, click on the “Done” link to finish and return
to the Manage Files page.

Deleting EMIS Files (Other Data Sources)
1. Click on the Data Sources tab; then select Other Data Sources > Manage Files.

2. The Manage Files screen is displayed.

Collection Requests | Collection Status | Submissions Data Sources

Jata Sources - Other Data Sources LUEGERENIE:

Manage Files

Other Data Sources — Yearend files

Use the options below to manage files for this data source.

Select All | Select Mone

Currently Uploaded File(s)

File Name Upload Date Size
[vearendCICK. bt July 08, 2010 12:44:46 PM (115666 bytes)
[ cicontractorStaffEmployment.txt March 17, 2009 10:26:47 AM (288 bytes)
DCCStaFfContra:tOn\y_bct March 17, 2009 10:26:41 AM (791 bytes)

[ cmmappedClassroomCode.txt March 17, 2009 10:22:58 AM (313 bytes)
DDHBuiIding.bct March 17, 2009 09:52:26 AM (70 bytes)

[ oqpistrict.txt January 15, 2009 04:39:33 AM (62 bytes)

Upload File Delete Selected | Cancel

3. Select the file from the list (by checking the box next to the file path / name).

SIFWorks® VRF Data Collector User's Guide 55



4. Click the Delete Selected link. A confirmation dialog is displayed.

Microsoft Internet Explorer

\? / Are you sure you want to delete the selected file?

I OK l[ Cancel ]

5. Click OK to continue the deletion of selected file(s), or Cancel to stop the
operation.

Cancel

Clicking Cancel (at the bottom of the page) before either the upload or delete link has
been selected will cancel the operation and return to the previous screen. The option
to cancel is also provided in confirmation dialogs displayed after the selection of
either the file upload or delete link; clicking Cancel here will terminate the operation
and restore the current page.

When a Collection Completes

You can tell that the data collection has completed because the Actions offer a Prepare
link, and the Status informs you when the data collection has completed. If your ITC
has signed you up for email notification, you may also receive an email from the Data
Collector informing you that the data collection has completed.

Yearend (N) reporting is a data collection reflecting the district's entire school year, with the
exception of the CTE record reported in reporting period D. Yearend is designed to capture what
has occurred in each district throughout the school year.

Lﬂj Yearend (N) FY11 Reporting Period

Submissions: February 04, 2010 - December 31, 2011
Expiration Date: December 31, 2011 (in 275 days)
Collection Request: 4
Status: Data Collection completed successfully today at 03:31:14 PM.
Submission Number: 2 (attempt 0)
Actions: Start/Stop Collection
Prepare

Cancel
Add New Scheduled Coliection

The Status section also indicates whether there were any errors or warnings during
the data collection. Note that errors or warnings differ from Level 1 validation
exceptions (sometimes also called Level 1 validation errors). Validation exceptions
indicate data issues and require you to correct the data. The link next to the “Errors &
Messages” indicates a processing problem, such as a configuration error.

The background color of the collection request section turns orange if you have either
errors and warnings, or Level 1 validation exceptions. The orange color serves as a
visual cue that there is something to check, and possibly correct, before moving to the
next step of collection processing.
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If there are any errors or warnings, the background of the collection request turns
orange and there is an Errors & Messages link:

Submissions:
Expiration Date:
Collection Request:
Status:

Errors & Messages:
Submission Number:
Actions:

Qctober 15, 2010 - December 31, 2011
December 31, 2011 {in 186 days)
&

Data Caollection completed with errars (ar warnings) today
at 11:03:33 AM,

0 errors, 13 warnings, 0 messages
5 (attermnpt 1)
Start/Stop Collection

Prepare
Cancel

add Mew Scheduled Caollection

Clicking on the link next to the Errors & Warnings redirects you to the Errors &
Warnings page (see the “Errors and Warnings” chapter).

The Data Collector displays the count of errors, warnings and informational messages
(or simply “messages”) relevant to the phase of collection processing just completed.
That is, after the collection completes the Errors & Messages section displays the
number of errors, warnings, and messages the Data Collector encountered during the
data collection. After a “Prepare” the Errors & Messages section displays the number
of errors, warnings, and messages the Data Collector encountered during the
preparation of the collection for preview.

Important: Always check whether you have received any errors or warnings at the end of a processing step

before you move on to the next step. For example, when you see the Errors & Warnings link after the

collection completes check the errors and warnings you received, before moving on to the Prepare step —

some collection errors can result with no data to preview after the prepare step completes.

If you ignore the above recommendation, and move to the next step of collection’s

processing, despite having received errors or warnings in the previous step, you will
still have a chance to view the errors or warnings from the previous phase. The Errors
& Warnings section will display the Other Errors link — this means that there were no
errors or warnings in this phase of the collection’s processing, but there are some
errors or warnings from the prior phase(s).
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For example, clicking the Prepare link in the above dialog resulted in the following
state at the end of the Prepare step:

Submissions: October 15, 2010 - December 31, 2011
Expiration Date: December 31, 2011 {in 186 days)
Collection Request: &
Status: Data Collection has been prepared today at 11:15:57 &AM
and is available for preview or certification.
¥alidation Status: Level 1 Walidation

Errors & Messages:(Other Errors

Submission Mumber: 5 (atternpt 2]

Actions: Start/Stop Collection
Prepare
Prewigw
Certify & Subrmit
Cancel
add Mew Scheduled Collection

Clicking on the Other Errors link still takes you to the Errors and Warnings page:

Errors & Warnings
October {K) F¥11 SIF and Flat File DASL Agent Testing 5.1

Category: |Data Collection » Displayw: | all v (Extended description for a||) Export to a file
Data Coflection 1-10 of 13 Pages: 1 2 Prev| Next
Timestamp Code Description
) today at 11:03:31 AM 110 More than one file matches the EMIS collection handler for record type CH. |

The newer file will be used,
Extended Description: File EMIS-046706-CH-2011K . txt will be ignored.

) today at 11:03:31 AM 110 More than one file matches the EMIS collection handler for record type DF, |
The newer file will be used.

Extended Description: File EMIS-046706-DF-2011K txt will be ignored.

) today at 11:03:31 AM 110 More than one file matches the EMIS collection handler for record type DQ. |
The newer file will be used.

Extended Description: File EMIS-046706-DQ-2011K.txt will be ignored,

) today at 11:03:31 AM 110 More than one file matches the EMIS collection handler for record type FD. [{
The newer file will be used.

These warnings indicate that the Data Collector found more than one file with QF and
QN record types in the EMIS files data source. Checking the “Extended description
for all” shows the additional information (extended description) with each warning —
in this case which of the two files was ignored when collecting data from the EMIS
files data source.
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Preparing and Validating Collections
After data collection completed for a collection request, options appear on the
Collection Requests screen, under that request, to prepare or cancel the data
collection.
To prepare and validate a data collection:

1. Click on the Collection Requests tab.

2. On the Collection Requests Summary page, scroll to the Collection Request
you wish to prepare.

Yearend (N) reporting is a data collection reflecting the district's entire school year, with the
exception of the CTE record reported in reporting period D. Yearend is designed to capture what
has occurred in each district throughout the school year.

ij Yearend (N) FY11 Reporting Period

Submissions: February 04, 2010 - December 31, 2011
Expiration Date: December 31, 2011 (in 275 days)
Collection Request: 4
Status: Data Collection completed successfully today at 03:31:14 PM.
Submission Number: 2 (attempt 0)

Actions: Start/Stop Collection
”Pregare
ance

Add New Scheduled Collection

3. Click on the Prepare link (circled in the screenshot above) in the Status field.

4. The screen that appears will show a series of messages that show youthe
preparation’s progress.

= The first step executes the prepare request, preparing the collected
data for validation.

Preparation

Step 1 of 3: Executing the prepare request — 65 of 255 done

Please Wait {Elapsed Time: 00:00:06)

p0 g
.
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= The second step runs validation checks on the prepared records
Preparation

Step 2 of 3: Executing validations — 133 of 579 done
Please Wait (Elapsed Time: 00:00:34)

) ®
_:_&@ ﬁi

= The third step runs record dependency checks
Preparation

Step 3 of 3: Yalidating record dependencies — 91 of 138 done

Please Wait {Elapsed Time: 00:01:42)
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= Depending on the collection request, there may be a fourth step.
When the fourth step appears, it states: “Step 4 of 4: Creating post
validation reports/summaries — x of y done”. The collection request
controls whether or not this fourth step is present. If you are
preparing a collection that allows four steps, this will be reflected in
the other three steps also; they will say Step 1 of 4, Step 2 of 4, and so
on.

Preparation

Step 4 of 4: Creating post validation reports/summaries
42 of 148 done
Please Wait (Elapsed Time: 00:02:15)

g
@

5. When preparation is complete, and no validation exceptions (data errors) are
found, click OK and return to the Collection Requests Summary page;
proceed with the Previewing and Submitting steps. Otherwise, continue to
the next step.
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6. When preparation is complete, and validation exceptions are found during
the preparation and validation process, a link to a validation report is
displayed.

(ST LI Collection Status ~ Submissions

Preparation

Prepare
Complete

Preparation Complete (Elapsed Total Time: 00:00:57 )

Level one exception has occurred: View Level 1 Walidation Repart

ok )

7. Click on the View Level 1 Validation Report link to view the Validation
Exceptions now, or click on the OK button to return to the Collection
Requests page — you will still be able to view the Validation Exceptions from
the Collection Requests page.

8.  Whether you viewed the Level 1 Validation exceptions first, or went directly
to the Collection Requests page, make sure you check whether or not the
Prepare processing created any errors or warning. If you do see a link next to
the Errors & Warnings, check what errors or warnings you have from the
Prepare processing.

Special Cases
There are two special cases that you might see in the course of a preparation.

If the Data Collector is busy and cannot start the prepare processing right away, you
will see the message shown below.

Preparation

The prepare request is in the queue, waiting for resources

Please Wait (Elapsed Time: 00:00:07)
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If the Data Collector service is terminated while the Prepare processing is running, a
popup screen appears.

The page at hitp:fflocalhost: FJO06 says:

i I Mo new preparation status information has been provided after a periodic wait, The YRE Data
4 Collector agent may be down or having trouble, Click around and if there is no response, please
check the status of the Data Collector agent.

If this popup screen appears, click OK, then click on the Collection Requests tab. If
your browser can no longer connect to the Data Collector, the Data Collector service is
no longer running.
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Validation Exceptions

After a collection has been prepared, the Collection Requests Summary includes a
Validation Status field, providing a link to the Validation Exceptions report.
Validation exceptions are part of normal Data Collection operation — they indicate
errors in the collected data. Even though they are a normal part of collection
processing (and are not errors) they do merit a look — the background color turns
orange to remind you that there is something to check before certifying and
submitting the collection.

Click on the Validation Status link to view the Validation Exceptions report.

[ Graduation (G) FY11 Reporting Period
1 The FY11 Graduation (C) reporting period captures data related to graduating students. This data

will include diploma information and all data necessary to verify that the student has met CORE
and testing graduation requirements. Note: File(s) must be uploaded through the Data Collector
Data Sources tab.

Submissions: January 29, 2011 - December 31, 2011
Expiration Date: December 31, 2011 (in 275 days)
Collection Request: 1
Status: Data Collection has been prepared today at 03:30:23 PM and is
available for preview or certification.
Validation Status: Level 1 Validation
Submission Number: 2 (attempt 1)
Actions: Start/Stop Collection
Prepare
Preview
Certify & Submit
Lancel
Add New Scheduled Collection

Level 1 Validation and Exceptions Report

Level 1 Validation is an evaluation of data that has not yet been submitted. Level 1
Validation prevents submitting invalid records in the collection to the ODE. Each
collection request includes a set of validation rules, which are executed at the end of
the Prepare step of collection processing — when you click on the Prepare link you
both prepare and validate the records in the collection.

A sample Level 1 Validation exceptions screen shot, with an explanation of each
column:

alidation Exceptions - Mozilla Firefox

Fle Edt Wew Hstory Bookmarks Tools Help

([ [ hetpilocalrast 7006 D Consale5pdc reportsalidationR eport. jsp7Replnst=7EBAC2CFC47A1BABECED0F60E L1 CEGOEValidationLevel=L evell v3)

Export to file

llaction Request: Gradustion (G) ing Period  LEA Name: Dowgles eSIS Quinton  LEAIRN: 112233  Validstion Type: Level !

Error Error
Number Level

G1.0J01

Message Description Record Identifying Fields

2] | tnvalid option The fisld contains an invalid aption: X' valus in Gender {(GI1080)  Record: Building IRN="046722', EMIS Student ID Nurmnber= [, First Name=

| Last Name=
FN.0J07 Elernent value can not  The field is required, yet has no walue: empty value in Record: First Name= I, Last Name= [, Building IRN= '026722', EMIS
be blank Non-Attending Reason (FNOGD) Student ID Number= FE
FN.0J07 Element value can not  The field is required, yet has no value: empty value in Record: First Name= [, Last Name= [N, Building IRN= '045722', EMIS
be blank Non-Attending Reason (FHOA0) Student 1D Number= B!

Dane

Error Number: The unique identifier of the validation check which found the
validation exception
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Error Level: Each validation exception has been classified by ODE as having one of
four error severities:

= Fatal: This is the only error level highlighted in red when it appears in the
Validation report. The red color indicates that the record will not be
submitted if you submit the collection as it is right now. You need to fix all
the data errors which cause the fatal validation errors, before all the collected
records will be submitted to ODE. Most of the validations checks defined by
ODE check for fatal errors. All other validation error levels (see below) do not
prevent the record with the error from being sent to ODE when you submit
the collection.

= Critical: Data error should be corrected, but the record will be included in the
submission.

= Warning: An error probably occurred, and should be investigated.

* Informational: The least significant of all validation error levels; may or may
not be an error (but was worth mentioning).

Message: A short summary of the error.

Description: Details about the cause of the error

Record Identifying Fields: This shows the actual data in the record which contains an
error. Use the values in these fields to identify which records were flagged by the
validations as incorrect. At this point you need to determine whether to submit the data

(excluding records which have been identified with fatal errors) or to correct the data at
the source and restart the data collection process.

SIFWorks® VRF Data Collector User's Guide 65



Previewing Data Collections

After the data is prepared and validated, and before it is certified and submitted to the
Report Authority, it is strongly recommended that you preview the data before you
approve it for submission to ODE.

Important: After the prepare step (just as when the collection completes) check whether you have received
any prepare errors or warnings. See the “Errors and Warnings” section.

Prepare errors, if any, result from errors in the collection request the ITC received
from ODE. If you do find any prepare errors, notify the ITC. Prepare errors can have
severe repercussions, such as the preview missing all the data for some record types.

Note: Whenever you take a screen shot of the Errors & Warnings page always show the Extended Description
(by clicking on the clipboard icon on the right, or selecting the “Extended description for all” checkbox.
Click on the link next to the Errors & Messages, on the Collection Requests tab, to redirect to the Errors &
Warnings page.

To preview the results of the prepare processing:

1. Open the Collection Requests Tab, and scroll to the Collection Request you
want to preview. In the selected Collection Request, the Actions section
displays the following links:

Actions: Start/Stop Collection
Prepare
Preview
Certify & Submit
Cancel
Add New Scheduled Collection

2. Click on the Preview link.
3. The Generate Preview page is displayed for the selected Collection Request.

Submission Mumber & {attempt 3}

Select the options and click on the Generate Preview link to create the preview,

Last Prepared: Today at 12:00:58 PM

Preview Types

Dretail

Output Options

Zip File: [ ] Download file as a compressed zip (for faster downloads)

File Format: (&) C5V
DHTML

Generate Preview
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4. Select the options for generating the preview.
Preview Types

Views: Initially (as of this writing) you will only see a Details
checkbox, which will be pre-selected. The “Details” preview shows
you the detailed EMIS records, as they will be submitted to ODE.
Eventually ODE will offer additional types of previews, with a longer
explanation of each preview type. Once there are multiple preview
types you can select the ones you want to view.

Output Options

Zip File: Selecting the “Download file as a compressed .zip” option
saves multiple files into one compressed file for faster downloading.

For more information on downloading a compressed .zip file, please
see the section, “Extracting a .Zip File to Preview a Report”.

Note: The Windows Extraction Wizard (for compressed or “zipped” files) cannot open the
.zip file generated by the VRF. A third-party utility, such as WinZip or 7-Zip, is required for
extracting compressed reports. Verify that such a utility has been installed on the machine or
server where the file will be downloaded and extracted.

File Format: select to preview in CSV or HTML format:

* CSV: (recommended for analysis purposes) Comma
Separated Values format; this type of file can be sorted or
manipulated in an external spreadsheet program, such as
EXCEL.

*  HTML: (recommended for viewing purposes only) Hypertext
Markup Language format; recommended for viewing in a
web browser.

5. Click on the Generate Preview link at the bottom of the page.
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6. The page now displays a list of the views, one per record type (or view type),
in the file format selected in the Download Report sections.

Submission Mumber & {attempt 3)

Select the options and click on the Generate Preview link to create the preview,

Last Prepared: Today at 12:00:58 PM

Detail

Zip File: [ |Download file as a compressed .zip (for faster downloads)

File Format: (&) C5V
C}HTML

Generate Preview

File ¥alid Invalid Total

Building General Info Fall (DF).csv

Career-Technical Education Correlated Class (CW).csv

Contract Only Staff (CCj.csy
Contractor Staff Employment {C1).csv
District General Infa Fall (Dig).csw

Excluded Records.csy
Mapped Classroom Code {CMY.csv
Race Detail Record (Gl).csv

Special Education (GE).csv
Staff Course Master (CM).csw
Staff Demographic (CI).csv

Staff Employrment Record (CK.csy

staff Summer Employment Separation (CLj.csy
Student Attributes Effective Date (FD.csw
Student Attributes Mo Date (FM).csy

Student Course {GH).csy

Student Demographic (GI).csy

Student Graduation - Core Summary (GCl.csy

Student Kindergarten Readiness Assessment - Literacy (GO).csy

Student Preschool 850 SE Assessment (G5).csy

Student Preschool ECO Assessment (GM).csv
Student Preschool GGG Assessment (GBJ.osy
Student Program (GQh.csv
Student Standing (FS).csw

For collections from EMIS Files the Excluded Records view lists individual
records that were collected from EMIS files but excluded from the preview. The
collection request from ODE includes rules defining which records to exclude
from EMIS files collections and why. Records that are excluded appear in the

Total counts:

0

oo o o

3

[ =T =T N

33

13
384

a7
128

593
Sa6
5562
590
1293
35

&0
593
Q988

3

[ =T =T N

33

13
384

a7
128

593
Sa6
5562
590
1293
35

&0
593
1003s

Excluded Records document, with columns listing the Record Type, the record’s

ID, the Building IRN, and a description of the reason it was excluded. In the
example shown below, an FN record (Student Attribute No Date) with ID
123456789 from Building IRN 0000 was excluded from a preview because no GI
(Student Demographic) record was found for this student (ID 123456789).
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The collection request’s validity checks specify that a record must exist in both
Student Attributes and Student Demographic, and because this example record
did not, it was excluded from the preview.

A B C D E
Record Type 1D Bullding IRN Description
Fr 1234567859 0 no GI record found for this student

Other documents (CSV files or HTML views) list the records for the record type(s)
that are stated in the file name. For example, the Student Attributes No Date
(FN).csv file contains the collected and prepared FN records. (Personal data has
been removed from this screenshot for security purposes.)

B < D E F G H 1 1 K iz M N o 4 Q
Fiscal Year  Reporting Pe District RN First Name  Last Name  Bullding IRN EMIS StudeniDiploma DatDiplema TypeFiscal Year StOGT Gracuat Yearend Rep: CORE Econon CORE Fine Ar Exempted frc State Stucen Record 15 Valia
201 g 046706 5/24/05 1 2008

048706 5/24/08 1 2006
046706 5/24/08 1 2007
046706 5/24/08 1 2006
046706 5/24/09 1 2006
046708 5/24/09 1 2008
046706 5/24/08"2 2008
046706 5/24/09 1 2006
046706 5/24/08 "2 2006
046706 5/24/08 1 2006
046706 5/24/09 1 2008
0467086 5/24/08 1 2008
046706 5/24/08 2 2006
046706 5/24/0% 2 2006
046706 5/24/09 2 2008
046706 5/24/08 2 2006
046706 5/24/09 1 2006
046706 5/24/08 1 2008
046706 5/24/08 1 2006
048706 5/24/0% 1 2008
046706 5/24/09 1 2008

ves
ves
Yes
Yes
ves
Yes
ves
ves
Yes
Yes
ves
Yes
Yes
ves
Yes
Yes
ves
Yes
Yes
Yes

NORNOENORNDRNDRD DN 00O
cocococoesooooTCDoT DR
zzzzzzzzzzzzzzzz22222
zzzzzzzzzzzzzzzz2zz222
zzzzzzzzzzzzz2222222%2

7. Click on the file(s) you wish to view or save.

8. Examine the records in the previews to determine which records have errors,
and whether all records were collected. Keep in mind that fatal Level 1
Validation exceptions will cause records to be suppressed from the
submission to ODE. You will need to correct the errors in the source — the
application which produced the EMIS files or supplied the data to the SIF
collection, and go through another iteration of collect/prepare/preview. Of
course you decide whether to submit the data to ODE as is, e.g. when enough
records pass validation and are displayed in the previews.

Note: In previews (both HTML and CSV) numbers appear without the leading zeroes. This differs from
what you are used to in the EMIS formatted files, where each field is padded on the left with zeroes.
For example, a numeric value which accepts numbers in the range 0000 to 9999 (according to the
EMIS specification) may display in preview simply as 0. O, as a number, is equivalent to 0000.
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Invalid Records

When you generate the previews, the page which lists the previews also shows you
the number of valid and invalid records (the last line shows the totals for all selected
preview types):

File ¥alid Inwvalid Total
Ll Building General Info Fall {DF).csw o 3 3
] Career-Technical Education Correlated Class (CWl.csy o 2 £
L] Contract Only Staff (CCl.osy a0 0 a
| Contractor Staff Employment (C1).csw o o o
] District Gerneral Info Fall (DO).csv o 1 1
] Excluded Records.csv =0
L] Mapped Classroom Code {CM).csv o 7 7
.1 Race Detail Record (Glh.csv ] 33 39
L] Special Education (GEl.csy I 13 13
L] Staff Course Master {(CN).csw 0 Jg4 354
1 staff Demographic {CI).csv ] a7 97
1 Staff Emplovment Record [CK).csv 0 123 128
L1 staff Surnmer Emmployrent Separation (CL).csv o 6 &
_ Student attributes Effective Date (FDJ.csw I 593 593
1 Student Attributes Mo Date (FMY.csv 0 588 558
L] Student Course (GMN).csw a0 5562 EE5E2
| Student Demographic {(GIY.csy 0 590 590
] Student Graduation - Core Surmmary (GC).osy 0 1293 1293
] student Kindergarten Readiness Assessrment - Literacy (GOY.csy o 3% 3=
Ll Student Preschool ASQ SE Assessment (GS).csw o o
1 Student Preschool ECO Assessment (GM.csy o 0 o
] student Preschool GGG Assessment (GBY.csv o 0 o
L] Student Program (GQ0.csy a0 60 60
| Student Standing (FS).csv ] 593 593
Total counts: a 9938 10038

Every invalid record, accounted for in the Invalid column in the screen shot above, is
invalid because the record received a fatal error during Level 1 Validations (is directly
invalid), or because the record has a dependency on an invalid record. The Invalid
column shows the count of all the records considered invalid. Invalid records are
filtered out of the submission to ODE.

Some records may be considered invalid, not because they received a fatal error
during Level 1 Validation, but because they depend upon an invalid record. For
example, when a Student Demographic (GI) record is invalid for a student, no records
at all are sent to ODE for this student. In such a case, we say that the GI record is
directly invalid, while the other records for the student are invalid because of a
dependency (they might be invalid directly also, but the dependency invalidation is
enough to suppress them from the submission to ODE). All directly invalid records
have a fatal error (at least one) in the Level 1Validation Exception Report.

The previews distinguish between these two types of invalid records — directly
invalid records and records invalid because of a dependency. This is crucial because
when you correct the data, turning a (directly) invalid record into a valid record, you
also make valid the records which were invalid because of the dependency on this
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invalid record. By correcting all the data errors which caused the fatal errors in the
Level 1 Validation exception report you make all the records in the collection valid. A
record which is simultaneously directly invalid, and invalid because of a dependency,
displays as a directly invalid record.

In HTML previews, the directly invalid records are shaded red (the same color as in
the Error Level in the Level 1 Validation report). Records that are invalid because of a
dependency are shaded in peach color. (Personal data has been removed from this
screenshot for security purposes.)

= Student Attributes No Date (FM) - Windows Internet Explorer:

£ | http:if10,40,107.43:7008/Cache/preview /6 1 6DOB786AE34CC0927917 3ESSCDAIDA| 1065 7FERN49D46379421 AZ0158525056-3. 1/Student_Attributes_No_Date (FMJ.html v|
Ble Edt WView Favorites Tools Help

Goaogle | R ‘ 2P search v 5D v share B - sidewid v %P Check v 33| Translate » | Autaril + 0 - SignIn =

CORE

Fine

Arts
Met

Fiscal Year
Non .

Fiscal Reporting Dlstrlct Bulldlng EMIS Student First State Retained Diploma Student

Year Period RN ID Number EasEName: Name Student ID Auend'"g Status Date Began 9th

Grade

CORE
Economics
Literacy Met

Exempted
from Physical
Education

Reas

200,

:—ULU—M 77777777 E

watermn\nn shaded M
0000 ¥ Invalid Record N
2010 Y Y N
e ¥ Peach shadsd L]
0oe0 Invalid Record N

In CSV previews the directly invalid records have “No” as the value in the Record Is
Valid column. Records that are invalid because of a dependency have “Dep” in this
same column. (Personal data has been removed from this screenshot for security
purposes.)

= http://10.40.107.43:7008/Cache/preview/61 6D0B7B6AE34CC09279173E55CD69DA/T0657FEB049D46379421A20 - Windows Internet Explorer

| ] http:]J10.40. 107 43:708{Cachejpreview/616D0BTRAAE34CCN92791 73ERSCDRADA 1 DRS TFERN49D4637942 1 AZN1 SREZ505E-3. 1/Student_Attributes_No_Date_(FM).cov

File Edit Wiew Insert Format Tools Data Surround SCM  GoTo  Favorites  Help

Go Sic v -’lSaarch AR I:} .Share' g]‘ Sidewiki ~ a:? Check -~ 23 v "l"_l Autofill - A0
Al - f Fiscal Year
O 2 O O O 000 O 0 | N D= = e |
1 |Fiscal YeaRepor District | Building EMIS Student Last Mame First Mame State Stude Mon-# Retair Diplor Fiscal Yea CORE CORE Exermpf Record |s Valid 1

S 0000 0

Invalid Record

B34 2017
B35[2010
B36 {2010
B37 2010
63g[2010
5392010
64012010

(lnvall'd wi Dependency
2007 i 4

[ S T Y

Finding the Cause of the Directly Invalid Records

Every directly invalid record failed some Level 1 Validation check and is marked
“fatal” in the Level 1 Validation exception report. For example, if you are looking at
the HTML preview for the Special Education (GE) record type, and see 10 red-colored
records, and 15 peach colored records (or if you are viewing the CSV report, and see
10 “No” entries and 15 “Dep” entries in the Record Is Valid column), you can expect to
find the 10 fatal errors in the Level 1 Validation exception report which caused the 10
GE records to “turn red”. These validation errors can usually be found in the
validation exception report by searching for error codes that start with “GE.”
However, this is not always the case, because Multiple Record validations also
directly invalidate some records.

The Multiple Record validations use data from more than one record type to perform

the validation. Their error codes start with the string “MR.” They still invalidate an
individual record — for example MR.0007 invalidates a GE record. Hence you may
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need to check the MR error codes in the Level 1 Validation exception report to find all
the fatal errors that turned some rows red in the html preview.

Note that direct invalidation takes precedence over dependency invalidation. For
example when one of the FD records for a student and the GI record for the student
both receive a Level 1 Validation exception, both will show up in the Level 1
Validation exception report, and both will have red shaded rows in the preview — if
the other FD records for the student pass validation on their own they will have the
peach shaded rows, because of the dependency invalidation.

Downloading a .Zip File with the Generated Previews

Note: The Windows Extraction Wizard (for compressed or “zipped” files) cannot open the .zip file generated
by the VRF. A third-party utility, such as WinZip or 7-Zip, is required for extracting compressed reports.
Verify that such a utility has been installed on the machine or server where the file will be downloaded and
extracted.

In addition to previewing records in HTML format in a web browser, or CSV files,
you can create a .zip file with all the previews and download the .zip file to your
computer.

1. Click on the Collection Requests tab. The Collection Request Summary
page is displayed.

Actions: Start/Stop Collection

Prepare
ertity & Submit

Cancel
Add New Scheduled Collection

2. Click on the Preview link.

3. The Preview page is displayed.
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4. Select the options for generating the preview. For more information on these
options, please refer to the previous section. Make sure to select the checkbox
“Download file as a compressed .zip”, as shown below.

Submission Mumber 5 {attempt 3)

Select the options and click on the Generate Preview link to create the preview.

Last Prepared: Today at 12:00:53 PM

Preview Types

Detail

Output Options
Zip File: Cownload file as a cornpressed .zip (for faster downloads)

File Format: (&) C3¥
D HTML

Generate Preview

5. Click on the Generate Preview link at the bottom of the page.

6. The Report Output section of the Preview page displays a link to the
compressed file. The name of this file will be unique each time you generate
the preview .zip file, so you do not need to rename it after downloading, The
name consists of, separated with underscores: LEA IRN, collection request
code, collection request version, submission number, attempt number, day of
year (CCYYMMDD), time of day (HHMMSS).zip

Submission Number 5 (attempt 3)

Select the options and click on the Generate Preview link to create the preview.

Last Prepared: Today at 12:00:58 FM

Preview Types

Detail

DOutput Options

Zip File: [#]Download file as a compressed .zip (for faster downloads)

File Format: (& S5V
OHTML

Generate Praview

File ¥alid Inwvalid Total

D 046705 2011K0000 6 5 3 201106258 001234.zip

7. Click on this link to start the download.

8. A File Download dialog is displayed.
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File Download

x)

Do you want to open or save thiz file?

@ Mame: Reports.zip
Type: Unknown File Type, 32.8 KB

From: wmoracle-ep

Open l[ Save l| Cancel |

Alwaps azk before opening this wpe of file

harm pour computer. IF you do not trust the source, do not open or

@ ‘Whilz fileg from the [ntermet can be ugeful, gome files can potentially
zave this file. What's the rigk?

9. C(lick Save.

10. A Save As window is displayed.

Save As
Save ir; ||_',l Downloads V! Lal ? -
[ }t]: 046705_2011K0000_6_S_5_20110625_001234.zip
I < } |1 attachments_2010_06_16.zip

by Fecent (%] Data.zip
Documents | ) enus_085066_01_1_lab.zip
7 !‘:_; MTCdocsourcelibrariel 2, zip
! Lt MWTCdocsourcelibrarie, zip

Desklop 1) Reports.zip

=7

by Documents

oy

by Computer 3
File name:; (045705 2011K0000_6_5_3 20110628 00123 ! [ Save ]
‘g Saveastype: | Zip Stufflt Archive v ! Cancel
My Metwork

11. Choose the location where the file will be stored, and click Save.

12. The file is saved in the selected folder, and the Collection Requests >
Preview page is returned.

13. Navigate to the .zip file location for viewing.
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Certifying and Submitting a Collection

Once you are satisfied with the data in previews, take the following steps to certify

and submit the collection to ODE.

1. Click on the Certify & Submit link, available in either of the following
locations:

* In the sidebar, to the right of the Preview screen.

October (K)FY11
Submission Mumber 5 {(attempt 33

Select the options and click on the Generate Preview link to create the preview.

Last Prepared: Today at 12:00:55 PM

Detail

Zip File: [] Download file as a compressed .zip (for faster downloads)

File Format: (3) C3V
OHTML

Generate Preview

File ¥alid Invalid Total

] Building General Info Fall (DF).csv o 3 3

-0r-

= In the Collection Requests Summary of the selected Collection
Request (the Collection Requests tab).

Actions: Start/Stop Collection

Prepare
Preview

Certify & Submit

ance
Add New Scheduled Collection

SIFWorks® VRF Data Collector User's Guide

Need to make changes?

If you are not satisfied with this d
return to the Collection Requests
page and use the Start/Stop Colle
command to re-request informati
data sources, You can then Prepa
Preview the collection again.

Start/Stop Collection...

Certification / Submission

Once you have previewed the col
and are satisfied with its contents
link below to certify it and subrmit
Department of Education.

Certify & Subrmit...
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2. The Certify and Submit page is displayed.

Yearend {(N) Reporting Period
Submission Number 2 {attempt 1) - Certification

Select the check box and click the link, to submit,

Submission Details

Collection Reguests: vearend (M) Reporting Period
Date & Time: July 08, 2010 10:30:34 PM

Statement of Certification

By certifying this collection, vou are stating that vou have previewed the data and approve its
cantents. The collection will be subrnitted to the report authority and will include your narme and
contact information,

M1 certify this collection
Cettified By: Jane Smith
-

Certify & Subriit | Cancel

3. The Submission Details section displays the Collection name, date and time
of submission, and submission number.

The Statement of Certification section is where you confirm that you have previewed
the data and approve its contents. Check the “I certify this Collection” box.

The Comments section will accommodate notes you may want to keep about the
submission. The notes are for your use only and will not be included in the
submission to the State (ODE).

4. Click on the Certify & Submit link at the bottom of the page. The
Submissions screen (in the Submissions tab) is displayed, and shows the
progress of the submission.

5. The Submissions tab will display the Submissions screen, which lists
submission(s), and the status of submission(s) for each collection request. You
can click on the “Refresh” link to update the status displayed on the screen, as
the screen will not automatically refresh itself.
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Submission Status

The following screen shots show submissions with some of the more common status
messages you are likely to see at this point in the process.

The screen below shows a Submission in “Preparing...” status. This status means that
the Data Collector is preparing the submission to ODE. The time it takes to prepare
the submission depends on the number of records submitted and the speed of the
Data Collector server. Typical times can range from seconds to several minutes.

Collection Requests | Collection Status m

Submissions

All submissions are listed below, Expand an item to view the individual submissions,
Click a submission to view detailed status,
Refresh

Report Submitted Status
P Financial {H) 2009 Reporting Period (1 submissions)
P October (K) FY10 Reporting Period (5 submissions)
w Yearend (N) Reporting Period (1 submissions)

Q‘) Submission 1 070842010 Preparing submission {certified by Jane Smith)

Refresh
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The screen below shows a Submission “Waiting for report authority...” This could
indicate a break in the connection to the report authority (ODE), in which case you
should consult your ITC. It could also indicate that the Report Collector at ODE is
backed up with many districts submitting collections around the same time, and your
notification that the submission is ready is queued at the Report Collector. Or it could
indicate that the Data Collector is waiting for information over a slow internet
connection. If the “Waiting...” message persists for an unreasonable length of time,
contact your ITC.

The length of time needed to submit a report varies depending on the size of the report, so there is no one-
size-fits-all length of time that you should wait before contacting your ITC. After you have submitted a report
once or twice, you will know about how long it should take.

Collection Requests | Collection Status m

Submissions

All submissions are listed below. Expand an item to view the individual submissions.
Click a submission to view detailed status.
Refresh

Report Submitted Status
P Financial {H) 2009 Reporting Period (1 submissions)
P October (K) FY10 Reporting Period (5 submissions)
w Yearend {N) Reporting Period (1 submissions)

" . Waiting for report authority to issue request
) Submission 1 a7/09/2010 {certified by Jane Smith)

Refresh
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The following screen shows a Submission status of “Transmission completed...” This
status message indicates that the submission has been received by the Report
Collector. The submitted data may not yet have been processed by ODE. (Use the
View Submission Results link, from the Collection Requests tab, to check whether the
submitted data has been processed).

Collection Requests | Collection Status m

Submissions

all submissions are listed below. Expand an item to view the individual submissions.
Click a submission to view detailed status.
Refresh

Report Submitted Status
P Financial (H) 2009 Reporting Period (1 submissions)

} October {K) FY10 Reporting Period (5 submissions)
w* Yearend {N) Reporting Period (1 submissions)

Transmission completed on July 09, 2010

9 Submission 1 07/09/2010 (certfied by Jane Smith)

Refresh

Submissions Page Columns

The Submissions page is divided into three columns: Report (meaning submission),
Submitted, and Status.

Report

The Report column displays the name of the collection request. ”Yearend (N)
Reporting Period” in the screen shots above.

Submitted
The Submitted column shows the date of the submission. For example “07/09/2010”.

Status

The progress of a submission is displayed in the Status column, as shown in the
previous screen shots.

Submissions Page Refresh Links

The Refresh links are found at the top and bottom of the Submissions screen. When
the Refresh link is selected, the Submissions screens will refresh and provide updated
status (if any).
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Submission Details

As you make repeated submissions to ODE all submissions will appear on the
Submissions screen. To view details of a specific submission, click on the submission
link.

Collection Requests | Collection Status m

Submissions

all submissions are listed below, Expand an item to view the individual submissions,
Click a submission to view detailed status.
Refresh

Report Submitted Status
P Financial {H) 2009 Reporting Period {1 submissions)
P October (K} FY10 Reporting Period (5 submissions)

w Yearend (M) Reporting Period (1 submissions)

— Transmission completed an July 09, 2010
O (Submission 1 07/08/2010 (certified by Jane Smith)

Refresh

Clicking on a submission link brings up the Submission Report Info screen.

Record Count

Submit Report Info Click an the link below to download a file of

Yearend (N} Reporting Period record counts for this submission,
Certification and submission details, Download Record Count File

Certification Summary

Prepare Date: July 09, 2010 12:35:06 AM
Certify Date: July 09, 2010 12:35:43 AM
Certified By: Jane Smith

Submission: 1
Collection Request ¥ersion: 1%
Submission Reason: Initial Submission
Report Submitter: Morthwestern Local
Report Destination: Secretary of Education

Comment:

On this screen, you can view details regarding the submission. You can also click on
the Download Record Count File link, on the right side of the screen, to download a
document showing the count of records submitted, by record type. This count should
match exactly the number of Valid records you saw in the Preview, when you
previewed this collection prior to submission.
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Record Count

Click on the link below to download a file of
record counts for this submission

Download Record Count File

The document, when opened, will show each record type and the number of records
included in the submission, as shown below. The number of records for each record
type matches the number of valid records displayed in preview.

A [ B ]
GB_STU_PRE_ASSESS e
G5 STU_ASQSE _ASSESS 16
Gh_STU_ECO_AZSESS 36
GH_STU_OGT 324
GA_DAT 750
EY_CTE 1]
GF_ELA a
GU_CTEIndAssess 0
CI_STAFF_DEMO 113
Ck_STAFF_EMPLOYMENT 186
CMN_COURSE_MASTER 508
CY_CTE_CRRELTD _CLE 1]
CJ_CSTAFF_EMP a
Ch_MAP_CLASS CODE a
CC_CNTRCT_OMLY_STF 1]
G1_StudDemographic g34
FS_StudentStanding 920
FO_StudAttEffctDate 20
G0_StudentProgram 1057
GE_Special_Ed 229
FN_StudAttrMoDate 834
GMN_StudentCourse 76583
GD_Discipline 0
GG_Gifted a
DE_BuildGen 2
DR_Distizen 1
DOT_DistrictTesting 0
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Receiving Submission Status from the Report Collector

When the Report Collector processes your submission (at ODE) it sends a status
message to tell the Data Collector the results of this processing. The processing at
ODE includes cross-district and cross-year validations. These validations are called
Level 2 validations - they can only be done at ODE because of their cross-district and
cross-year nature (the Level 1 validations, done at the end of the prepare step,
validate the data collected from the single LEA).

You can tell that the Data Collector received the response to the submission, because a
“Submission Status” is displayed above the “Submission Number” in the main
Collection Requests tab.

well as
&

school district enrollment during the first full week of October.

Submissions: August 08, 2009 - September 30, 2010

f_”:’iuhmis;inn Status: Fending faccaptanneﬁ
Submission Number: 6 (atternpt 1)

The submission status shows what happened when the submission was
processed at ODE, and includes the following:

Not Started—this status appears before the Report Collector starts
processing the received submission.

Pending Processing—this status indicates that the Report Collector
successfully received all of the submitted data and completed the first
processing step. The Level 2 validations are done at the end of the second
processing step at ODE.

Processing Completed—this status indicates that ODE finished
processing the second (and final) phase of processing the submission. If there
were any Level 2 validation errors identified you will see a Level 2 Validation
link under the “Validation Status”.

Pending Processing (with errors) —this status indicates that the Report
Collector encountered processing errors, and not all the data in the
submission was able to reach the database at ODE. Notify the ITC if you ever
see this status — the errors need to be investigated by ODE.

Accepted—this status only applies to submissions for the Diagnostic
collection requests. If you are not submitting for a Diagnostic collection
request, you will not see this message.
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You can have your ITC set up email notification for you so the Data Collector will
send you an email when it receives the notification that the Report Collector finished
processing the submission (with or without Level 2 validation errors).

In addition to the statuses listed above, very rarely, you may see a status called
Internal Error. This indicates that your submission was not processed because of an
error at ODE. Please notify your ITC and have the ITC notify ODE, so that ODE can
correct the problem.

Tracking Submission Status from the Report Collector

During the submission process, you can view the communication status between the
Data Collector and the Report Collector from the Submission tab, as described in the
previous section. Once your submission has been received and processed by the
Report Collector you can view, in the Collection Requests tab, the results of the
processing of the submission.

After the submission has been processed at ODE, the Actions field displays links to
View Submission Results, or Start Collection (which will start a new collection for
this Collection Request.) Click on the View Submission Results link to see detailed
information about submission processing, including the final status for each of the
submissions (in case you submitted more than once).
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The Submission Results page is displayed. Each line displays the submission
number, the status of the submission, and when the Data Collector was notified of the
submission results by the Report Collector. When there is a Level 2 Validation
Exception report you will see a link, in the attachments column. Click on the link to
view the level 2 exceptions.

Fle Edt Wew Hstory Bockmarks Tooks  Help

@ - C ‘ar | L httpsjflocalhost:7008/DCConsoleIsP/dr i i 2256I4EEC 561441 B81B0D4EE 77~ | WP~ 5 .,
HAVG - W~ | o ~ |EJ search | © Total Protection @) AvGInfo  GethMore 2 - @ Identity Guard
L] vRE -

Submission Results

March (D} Reporting Period

The histary of all submissions for this callection reguest. Click on a link in the Attachments column to view the error report
produced when the repart authority processed the submission,

Refresh

Submission Timestamp Status Attachments

8 12/15/2009 02:37:28 PM Pending Acceptance

Submissian Results Histary |
8 12/15/2009 02:37:26 PM Pending Acceptance
8 12/15/2009 02:37:27 PM Received
8 12/15/2009 01:38:57 PM Submitted
i 12/14/2009 10:12:43 PM Pending Acceptance
7 12/14/2009 10112142 PM Recaived
7 12/14/2009 10:10:42 PM Submitted
] 12/13/2009 1138100 PM ) Processed with Errars
6 12/13/2009 11:38:10 PM Exception Report Wiew Level 2 Validation Report!
6 12/13/2009 11:27:21 PM Exception Report wiew Level 2 Vslidstion Report
6 12/13/2009 11:24:14 PM Exception Report Wiew Level 2 Validation Report
6 12/13/2009 11:22:23 PM Exception Report wiew Level 2 Validation Repart
6 12/13/2009 11:21:51 PM Exception Report wiew Level 2 Validation Report
6 12/13/2009 06:39:33 PM Exception Report wiew Level 2 validation Report
6 12/13/2009 06:30:39 PM Exception Report Wiew Level 2 Validation Report
& 12/13/2009 06:25:33 PM Exception Report Wiew Level 2 Validation Report
6 12/13/2009 06:02:42 PM Exception Report Wiew Level 2 Validation Report
6 12/13/2009 03:21:02 PM Exception Report wiew Level 2 Validation Report
6 12/13/2009 03:20:58 PM Exception Report Wiew Level 2 Validation Report
6 12/13/2009 03:20:52 PM Exception Report wiew Level 2 Validation Repart
6 12/13/2009 02:53:19 PM Exception Report wiew Level 2 Validation Report
6 12/13/2009 02142143 PM Exception Report wiew Level 2 validation Report
6 12/13/2009 02:25:32 PM Exception Report Wiew Level 2 Validation Report
& 12/13/2009 02101125 PM Exception Report Wiew Level 2 Validation Report

A 12/13/2009.01.33:04 BM Fxcentinn Renort . imi Leval 2 Validation. R anod: %
hitp:flacalhost 7006{DC Console ISP dc/rep 7E719BAE29491 AIBE2F ATTEAYBEC ervel=L
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Level 2 Validation Exception Report

Level 2 Validation is an evaluation of data that have been processed by ODE. Level 2
Validation compares data across LEAs and across multiple years. To view this report,
click on the View Level 2 Validation Report link in the Attachments column of the
Submission Results page.

You can also view the most recent Level 2 Validation Report from the main Collection
Requests page.

— October (K) FY10 Reporting Period
! Note: This Collection Request supports SIF for DASL, e5IS and USPS users, as well as those files

uploaded through the Data Collector Data Sources tab. Student, staff, program, and course data
are the primary data elements collected during this reporting period. One of the main purposes of
the Octaber (K) 2010 reporting period is to capture school district enrollment during the frst full

week of October.

Submissions: August 08, 2009 - September 30, 2010
Expiration Date: September 30, 2010 (in 21 days)
Collection Request: 53
Status: The collection was submitted today at 11:01:16 AM by VRF
Administrator.
Validation Status: Level 1 i
Validation Statusy Leve| 2
Submission Status: Processing Completed
Submission Number: 6 (attempt 3)

Actions: Review
View Submission Results
Start Collection
Add New Scheduled Collection

To view older validation reports, click on the View Submission Results link.

= October (K) FY10 Reporting Period
! Note: This Collection Request supports SIF for DASL, eSIS and USPS users, as well as those files

uploaded through the Data Collector Data Sources tab. Student, staff, program, and course data
are the primary data elements collected during this reporting period. One of the main purposes of
the October (K) 2010 reporting period is to capture school district enrollment during the first full

week of October.

Submissions: August 08, 2009 - September 30, 2010
Expiration Date: September 30, 2010 (in 21 days)
Collection Request: 53

Status: The collection was submitted today at 11:01:16 AM by VRF
Administrator.

Validation Status: Level 1 Vali
Validation Status: Leve| 2 Vali
Submission Status: Processing Completed
Submission Number: 6 (attempt 3)

Actions: Review
View Submission Results
Start Collection
Add New Scheduled Collection
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Clicking on the View Submission Results link takes you to a screen from which you

can select any of the received Level 2 Validation Exception Reports .
Submission Results

October (K) FY10 Reporting Period

The history of all submissions for this collection request. Click on a link in the Attachments column to view the error report
produced when the report authority processed the submission.

Submission Timestamp Status Attachments
6 05/09/2010 11:06:46 AM _J Processing Completed

Submission Timestamp Status Attachments
[ 09/09/2010 11:06:46 AM ) Processing Completed
] 09/09/2010 11:06:55 AM Exception Report Wiew Level 2 Validation Report
B 09/09/2010 11:06:54 AM Exception Report View Level 2 Validation Report
[ 09/09,/2010 11:08:52 AM Exception Report Wiew Level 2 Validation Regort
B 09/09/2010 11:06:52 AM Exception Report View Level 2 Validation Report
] 09/09/2010 11:01:17 AM Received
] 09/09/2010 11:01:14 AM Submitted
5 08/20,/2010 10:34:43 AM ) Processing Completed
5 08/20/2010 10:34:44 AM Exception Report View Level 2 Validation Report
5 08/19/2010 02:17:15 PM Exception Report View Level 2 Validation Report
5 08/19/2010 02:17:14 PM Exception Report View Level 2 Validation Report
5 08/19,/2010 01:52:16 PM Exception Report Wiew Level 2 Validation Regort
5 08/19/2010 01:52:14 PM Exception Report Wiew Level 2 Validation Report
5 08/19/2010 01:47:11 PM Exception Report Wiew Level 2 Validation Regort
5 08/19/2010 01:40:17 PM Received
5 08/19/2010 01:40:15 PM Submitted
4 08/159/2010 10:43:39 AM £ Internal Error
4 08/19/2010 10:43:38 AM Received
4 08/19/2010 10:43:35 AM Submitted
3 D8/16/2010 01:55:57 PM Pending Processing
3 08/16/2010 01:55:56 PM Received
3 08/16/2010 01:55:51 PM Submitted
2 08/16/2010 01:15:57 PM _) Processing Completed
2 08/16/2010 01:16:02 PM Exception Report View Level 2 Validation Report
2 08/16/2010 01:08:24 PM Received
2 08/16/2010 01:08:12 PM Submitted
1 08/11/2010 11:38:41 AM ) Pending Processing (with errors)
1 08/11/2010 11:38:38 AM Received
1 08/11/2010 11:38:23 AM Submitted

Sometimes you may receive multiple Level 2 Validation Reports for one submission.
The link in the Collection Requests will show you only the latest report. Use the
Submission Results page to view all the Level 2 Validation Reports for the
submission.

SIFWorks® VRF Data Collector User's Guide 86



The Level 2 Validation Exception report has the same format as the Level 1 Validation
Exception report. Here is an example of how a Level 2 Validation Exception report
appears. Personal information has been grayed out for security.

AO0 Validation Exceptions
Collection Request: Ocrober (k) FY10 (No SIF Support) Reporting Period  LEA Name; LEA IRN: B Validation Type: Level 2  Export to file
Error  Error
Nervabas 1 Message Description Record Identifying Fields }
43 IEP will expire IEP for this 551D will expire before | = Building IRN, = EMIS Student ID, = State
Critica) Defore report date.  reporting date. An IEP recard Student 1D, I = Reporting District IRN, 'IE13" = Outcome Id, '10' =
reported but event date prior to Disabili '06/01/2010' = Outcome End Date, 'RIEP' = Date Type,
required reporting date. | 7 = Building Name
43 IEP will expire IEP for this SSID will expire before [ = Building IRN, | = EMIS Student ID, [ | = State
Critical before report date.  reporting date. An IEP record Student ID, B0 = Reporting District IRN, 'IE13' = Outcome d, '05' =
reported but event date prior to Disahility Condition, 'RIEP" = Date Type, = Building Name
required reporting date.
4.3 IEP will expire IEP for this SSID will expire before [ | = Building IRN, | = EMIS 5tudent ID, ! = State
Critical before report date.  reperting date. An IEP record Student 1T, | | = Reporting District IRN, 'lE60" = Outcome Id, '10' =
reperted but event date prior to Disahility Condition, '05/28/2008" = Outcome End Date, 'IEP' = Date Type,
required reperting date. i | = Building Name
43 IEP will expire IEP for this SSI0 will expire before [ | = Building IRN, = EMIS Student ID, | = Stare
Critical before report date.  reporting date. An IEP record Student 1D, = Reporting District IRl 13 =0 tcome \g, ‘05’ =
reported but event date prior to Disability Condition, 'llIEP' = Date Type, [ S = Building
required reporting date. Name
43 IEP will expire IEP for this 551D will expire before = Building IRN, | = EMIS Student ID, | = State
Critical before repert date.  reperting date. An IEP record Student 13, = = Reporting District IRN, 'IE1&8' = Qutcome Id, '08' =
reported but event date prior to Disability Condition, '06/01/2010" = Outcome End Date, ‘RICP' = Darte Type,
required reporting date. [ = = Building Name
4.1 SSID reported with  This 551D has been reported with a [ = Building IRN, . = EMIS Student D, S = State
Critical disability but no Disahility Condition Code but no Student D, BT = Reporting District IRN, '10' = Disability Condition, I
Special Education Special Education Event record has = Building Name
Record. been reported.
4.1 SSID reported with  This SSID has been reported with a | = Building IRN, = EMIS Student 1D, = State
Critical disability but no Disability Conditicn Cede but no Student 1D, : = Reporting District IRN, '05' = Disability Condition, [0
Special Education Special Education Event record has 8 = Building Name
Record. been reported.
41 SSID reported with  This S5ID has been reported with a & | = Building IRN, | = EMIS Student ID, = State
Critical disability but no Disability Condition Cede but no S_}HQQM_IE?._ = Reporting District IRN, '15' = Disability Condition,
Special Education Special Education Event record has [ = Building Name
Record. been reported.
4.1 SSID reported with  This S5ID has been reported with a [I00011 = Building IRN, = EMIS Student 1D, = State
Critica) Uisability but no Disability Condition Code butno  Student ID, | = Reporting District IRN, '10' = Disahility Cendition, [
Special Education Special Education Event record has = Building Name
Record. been reported.
4.1 551D reported with  This 551D has been reported with a [0 = Building IRN, - = EMIS Student ID, L = State
Critica) disability but ne Disability Condition Code but no  Student ID, T = Reporting District IRN, '10' = Disability Condition, [
Special Education Special Education Event record has | = Building Name
Record. been reported.
4.1 S5ID reported with  This SSID has been reported witha [ = Building IRN, | = EMIS Student ID, 1 = State
Critical disability but no Disability Conditicn Cede but no Student ID, [0 = Reporting District IRN, '05' = Disability Cendition,
Special Education Special Education Event record has - = Building Name
Record. been reported.
4.1 S5ID reported with  This 551D has been reported with a . = Building IRN, = EMIS Student 1D, i = State i
Critical disability but no Disability Condition Cede but no Student ID, = Reporting District IRN, '05' = Disability Condition, =3
- Cracial Educatiag Crarcial rdnr1t_;rw| Eunnt rarard bhac il = Building Mamma -
| < o LS HE S A

You can access the latest Level 2 validation report for the submission from the
Collection Requests tab. In the Submission Results tab you will see the links for all the
Level 2 validation reports. Since Level 2 validation errors come from cross-LEA
checks, your LEA can continue to receive new Level 2 reports for the last submission,
even when you make no additional submissions. As other LEAs submit, the
processing of their submissions can create Level 2 reports for your LEA. Similarly, a
new submission by another LEA can cause some of the Level 2 errors to disappear

from the Level 2 report for your LEA.

Submission Archives

Whenever you submit a collection to ODE the Data Collector automatically archives
the submission. The Data Collector creates two .zip files for each submission — one
.zip file contains the CSV previews of the submission. The other file contains the data
exactly as submitted to ODE. The content of the two sets of files is the same, except

that:
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= The files submitted to ODE do not include any invalid records. The
“preview” files do include invalid records — with a “No” or “Dep” in
the Is Record Valid column

*  While the content of the valid records is the same the preview files
have more columns — for example all student records include the
EMIS ID and the name of the student and these are not sent to ODE.

Submissions Tab > Archived Submissions

Archived Submissions

Submissions are archived during the
submission process. Click on the link below

to view and manage archives.

Manage Archives

Users can view or manage archive files by clicking on the “Manage Archives” link,
found in the “Archived Submissions” section of the Submissions tab sidebar. While
the Data Collector automatically creates an archive of each submission, these are kept
for a short time (otherwise the Data Collector server may run out of disk space). You
can always retrieve the archive of the latest submission, and the previous submission,
for each collection request. You can download these to your computer, in case you
want to preserve the archive.

Viewing and Managing Archived Submissions

To view and save archived submissions:

1.

2.

Log into the Data Collector.
Click on Submissions tab.
In the sidebar menu, click on the “Manage Archives” link.

The Manage Archives page is displayed.

Collection Requests | Collection Status m

Manage Archives

Archives of previous submissions and previews are available within an active reporting period. To view prior submissions or
preview archives, choose the appropriate filter options below and click on the List aArchives link. Click on an archive file to
download it,

Filter Options
Collection = irearend (N) Reporting Period v

Archive Type: | Submissions Qnly v

[ cambine all archived files into a single .zip file

List Archives
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5. In the “Filter Options” section of the page, select a collection request from the
Collection Request drop-down list.

Manage Archives

archives of previous submissions and previews are available within an active reporting period. To view prior submissions or
preview archives, choose the appropriate filter options below and click on the List Archives link, Click on an archive file to
download it.

Filter Options
Collection : Evearend (N Reporting Period iv

Financial {H) 2009 Reporting Period

Five Year Forecast Fr10 {P) Reporting Period
Graduation {5 FYl0 Reporting Period

March {0} 2010 Reporting Period

October (K) FY10 Reporting Period

Yearend (M) Repaorting Period

Archive Type:

List Archives

6. In the “Filter Options” section of the page, select an Archive Type from the
drop-down list. Options include Submissions Only, Previews Only, or
Submissions & Previews.

Archive Types
+  Submissions—Contain exactly what the LEA sent to the state
+  Previews—Contain what the LEA user saw when they certified the
collection. Previews may have additional columns to aid readability

(e.g., student’s name), and previews contain any records that failed
validation and were therefore not submitted.

Caollection

Manage Archives

archives of previous submissions and previews are available within an active reporting period. To view prior submissions or
preview archives, choose the appropriate filter options below and click on the List Archives link, Click on an archive file to
download it.

Filter Options

Collection + | Yearend (N) Reporting Period -
Archive Type: { Submissions Onl v

Previews only into a single .zip file
Submissions & Previews

List Archives

7. After Collection Request and Archive Type filters have been selected, note the
checkbox, “Combine all archived files into a single .zip file.” If you wish to
combine all files into a single zip file, check this box; otherwise, leave it
unchecked so that archived files are listed individually.

8. Click on the List Archives link.
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Caollection

Manage Archives

archives of previous submissions and previews are available within an active reporting period. To view prior submissions or
preview archives, choose the appropriate filter options below and click on the List Archives link, Click on an archive file to
download it.

Filter Options
Collection Request: | Tearend (N) Reporting Period N

Archive Type: | Submissions Only b

[ combine all archived files into a single .zip file
List Archives

9. The Manage Archives page displays an archived file(s) section.

Collection Requests | Collection Status m

Manage Archives

archives of previous submissions and previews are available within an active reporting period. To view prior submissions or
preview archives, choose the appropriate filter options below and click on the List Archives link, Click on an archive file to

download it.
Filter Options
Collection : i rearend (N) Reporting Period v

Archive Type: | Submissions Only v

O combine all archived files into a single .zip file

List Archives

Archive File Name Submission ¥Yersion Date Archived File Size
[ submission 2010M0000 10.zip Submission 1.0 in June 16, 2010 {8831 bytes)
[ submission 2010M0000 18.zip Subrnission 5.2 15 June 23, 2010 (106613 bytes)

Select all | Select None | Delete Selected

10. The columns in the Archive Files section include:
e Archive File Name—the archived file name

* Type—the archive type selected (Submissions Only; Previews Only; or
Submissions & Previews)

*  Submission—the submission number and attempt number.

*  Version—the collection request version with which this submission was
prepared.

* Date Archived—the date that the Data Collector stored this archive file.
* File Size—the size of the file (in bytes)

11. Select a file to view or manage by clicking on the file link.
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12. A file download confirmation dialog is displayed.
13. Cancel the download, Open or Save the file.

a. To terminate the operation and return to the Manage Archives page,
click Cancel.

or

b. To open and view the file, click Open; a zip extraction utility displays

a list of files to be opened or extracted; select from this list the file you
wish to view; the file is displayed in spreadsheet format.

or

c. To save the file, click Save. The Save As, or other file management
dialog, is displayed.

Save As

Save in |‘<j)December[M]_HEportlngPenod_UZUETEI v‘ Q ¥ i® @

B

My Flecent
Documents

=

(=1

esklg

o

X

My Documents

My Cormputer

l\.ﬁ‘r\‘

File name: A3BBF7AF181E4362906508 T4IEF3FBAT ip | [ save |

MyNelwork | Saveastype: | Zip StuffitArchive v [ canel |

d. Navigate to the destination folder, and click Save.

To delete archived submissions:
1. Log into the Data Collector.

2. Click on Submissions tab.

3. In the sidebar menu, click on the “Manage Archives” link.

SIFWorks® VRF Data Collector User's Guide 91



4. The Manage Archives page is displayed.

Manage Archives

archives of previous submissions and previews are available within an active reporting period. To view prior submissions or
preview archives, choose the appropriate filter options below and click on the List aArchives link. Click on an archive file to
download it,

Filter Options
Collection = irearend (N) Reporting Period v

Archive Type: | Submissions Qnly v

[ cambine all archived files into a single .zip file

List Archives

5. In the “Filter Options” section of the page, select a collection request from the
Collection Request drop-down list.

Manage Archives

archives of previous submissions and previews are available within an active reporting period. To view prior submissions or
preview archives, choose the appropriate filter options below and click on the List aArchives link. Click on an archive file to
download it,

Filter Options
Collection Request: | Yearend (M} Reporting Feriad v

Financial (H) 2009 Reporting Period

Five Year Forecast Fri0 {P) Reporting Period
Graduation {5} Fr10 Reporting Period

March (D) 2010 Reporting Period

October (K) Fr10 Reporting Period

Archive Type:

List Archives

vearend (M) Reporting Period

6. In the “Filter Options” section of the page, select an Archive Type from the
drop-down list. Options include Submissions Only, Previews Only, or
Submissions & Previews.

Manage Archives

Archives of previous submissions and previews are available within an active reporting period. To view prior submissions or
preview archives, choose the appropriate filter options below and click on the List aArchives link. Click on an archive file to
download it,

Collection ;| Yearend (M) Reporting Periad v

Submissions Onl ~

Submissions Only

Previews Qnly
Submissions & Previews

Archive Type:

into a single .z2ip file

List Archives
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Archive Types

+  Submissions—Contain exactly what the LEA sent to the state

+  Previews—Contain what the LEA user saw when they certified the
collection. Previews may have additional columns to aid readability
(e.g., student’s name), and previews contain any records that failed
validation and were therefore not submitted.

7. After Collection Request and Archive Type filters have been selected, note the
checkbox, “Combine all archived files into a single .zip file.” If you wish to
combine all files into a single zip file, check this box; otherwise, leave it
unchecked so that archived files are listed individually.

8. Click on the List Archives link.

Caollection

Manage Archives

archives of previous submissions and previews are available within an active reporting period. To view prior submissions or
preview archives, choose the appropriate filter options below and click on the List Archives link, Click on an archive file to
download it.

Filter Options
Collection Request: | Tearend (N) Reporting Period N

Archive Type: | Submissions Only b

[ combine all archived files into a single .zip file
List Archives

9. The Manage Archives page displays an archived file(s) section.

Collection Requests | Collection Status m

Manage Archives

archives of previous submissions and previews are available within an active reporting period. To view prior submissions or
preview archives, choose the appropriate filter options below and click on the List Archives link, Click on an archive file to

download it.
Filter Options
Collection : i rearend (N) Reporting Period v

Archive Type: | Submissions Only v

O combine all archived files into a single .zip file

List Archives

Archive File Name Submission ¥Yersion Date Archived File Size
[ submission 2010M0000 10.zip Submission 1.0 in June 16, 2010 {8831 bytes)
[ submission 2010M0000 18.zip Subrnission 5.2 15 June 23, 2010 (106613 bytes)

Select all | Select None | Delete Selected

Note: The Delete option is not available when the “Combine all archived files...” option is selected, because
the zipped output is an aggregation of archives.

10. To delete an archive file, check the box beside the file name or, to delete all
displayed archive files, click the Select All link.
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11. Click the Delete Selected link.

12. A confirmation dialog is displayed.

Windows Internet Explorer

9 s
\:q) Are you sure yol wank ko delete the selected archive files?

L K .][ Cance ]

13. The Manage Archives page is returned; the selected archive file has been
deleted.
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6. Troubleshooting and
Monitoring

This section describes some of the errors you could encounter in running the Data
Collector, and how to remedy those errors. Troubleshooting or diagnosing basic
errors in the Data Collector is accomplished through the use of the screens and pages
designed to monitor the data collection process.

Common Errors

Some of the most common error messages are generated as a result of connectivity
issues-- with the ZIS or a particular Zone or Agent, with the Report Collector, or with

the Agency.

If you see this...

It could mean...

To correct the problem...

“SIF query
thrown...”

Collection Status
Page doesn’t update
or show progress,
after you hit the
Refresh link.

“Waiting for report
authority...” on
Submissions page.

SIFWorks® VRF Data Collector User's Guide

The ZIS is down.

The Agency is down; the
connection to the ZIS is
broken; or connections to

other data sources are broken.

The Report Collector is down.

Go to the Data Sources tab,
and click on the Connection
icon for the zone you're
working with; when the
Zones page is displayed, click
on the “Ping” link. If the
Zone is not connected,
contact your ITC.

Contact your ITC.

Contact your ITC.
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Datahase Connection Error

The following error message is displayed when the connection to the database is terminated;
contact your system administrator.

Logged in as Logout) | Submitter:
SIFWorks VRF Dpata coliector l

Collection Reque Ci tion St i ata Sources = Agencies = Settings

Collections by Collection Reguest = Database Connectivity Error

The connection to the vrf_data_collector database has terminated as of October 02, 2009 05:05:28 PM. Notify your system
administrator to restart the database. SIFWorks VRF Data Collector will resume normal operation once the database becomes
available again.
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Monitoring Data Collection through the Collection Status Tab

The Collection Status tab allows you to verify the progress of data collection(s) through
screens that organize the view by collection request (the Collections by Collection Request

page).

Collection Status Screen

Detailed information about the way the Collection Status screen looks and behaves is
available in a previous section of this guide, “Monitoring Data Collection.”

SIFW k VRF Data Collector

Collection Requ Collection Status [ ultEIE

Collections by Collection Request

Collection Status

Collections by Collection Request

Collection activity by collection request. Choose filter criteria to narrow the scope of the collection requests listed.

Collection Request: |AII v| Progress: Refresh

Collection f SIF Zone / Request Records Packets Start Elapsed Status
w Yearend (M) Reporting Period 2.1 7118 40 07/08 04:04 PM  00:25:21 In Progress
w 4 Northwestern District 7118 40 07/08 04:04 PM  00:25:21 3 of 18 Complete

4 Asseszment Administration Records 0 o 07/08 04:04 PM  00:25:20 In Progress
4 Assessment Form Records 0 o 07/08 04:04 PM  00:25:20 In Progress
# Assessment Records 0 o 07/08 04:04 PM  00:25:20 In Progress
o Assessment Registration Records 0 o 07/08 04:04 PM  00:25:20 In Progress
4 Assessment Subject Records 0 o 07/08 04:04 PM  00:25:19 In Progress
& Building Records o] o 07/08 04:04 PM  00:25:19 In Progress
& Class Information Records 343 2 07/08 04:04 PM  00:17:39 Complete
& Course Information Records 275 2 07/08 04:04 PM  00:07:31 Complete
& Discipline Records 0 1 07/08 04:04 PM  00:07:32 Complete
4 District Records o] o 07/08 04:04 PM  00:25:19 In Progress
& School Records i 1 07/08 04:04 PM  00:00:05 Complete
o Staff Demegraphic Records 0 o 07/08 04:04 PM  00:25:19 In Progress
& Student Attributes Records 1129 8 07/08 04:04 PM  00:16:53 Complete
# Student Course Records 3689 7 07/08 04:04 PM 00:25:20 In Progress
& Student Records 831 10 07/08 04:04 PM  00:06:48 Complete
& Student School Records 832 10 07/08 04:04 PM  00:11:32 Complete
# Student Test Scores 0 o 07/08 04:04 PM  00:25:19 In Progress
& Term Information Records 18 1 07/08 04:04 PM  00:06:56 Complete

EMIS Formatted Files

Collection / Data Source Records Start Elapsed Status
w Yearend (M) Reporting Period 381 07/08 04:06 FM 00:00:59 Complete
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Errors and Warnings

Another tool for diagnosing and responding to errors and warnings is found on the
Collection Requests Summary page, through a link to issues or potential problems
that the Data Collector has encountered during a collection, prepare, or submission.

Note: Errors and warnings differ from the Level 1 Validation Exception Report produced when the report
contains validation errors. The Errors & Warnings screen displays errors that took place while processing the
report, not those found during data validation.

Normally errors and warnings indicate something beyond your control — such as a
system problem, network problem, or an error in the collection request — something
which you need to contact your ITC to address. However sometimes data problems
may show up as errors or warnings, rather than in the validation exception reports
(where they are usually displayed). For example, if you have more than one EMIS file
with the same record type for the same collection request, year and reporting period,
the Data Collector will choose the most recent file from which to collect these records,
and give you a warning for the duplicate file(s) with the same record type.

Note: This Collection Request supports SIF for USPS users, as well as those files uploaded through
the Data Collector Data Sources tab. Student, staff, program, and course data are the primary data
elements collected during this reporting period. One of the main purposes of the October (K}
2011 reporting period is to capture school! district enroliment during the first full week of
October.

bj October (K) FY11 SIF and Flat File DASL Agent Testin

Submissions: October 15, 2010 - December 31, 2011
Expiration Date: December 31, 2011 (in 274 days)
Collection Request: 4
Status: Data Collection has been prepared yesterday at 03:30:56 PM and
is available for preview or certification.
Validation Status: Level 1 Validation
Errors & Messages: Other Errors
Submission Number: 3 (attempt 1)
Actions: Start/Stop Collection

Prepare
Preview
Certify & Submit
Cancel
Add New Scheduled Collection

To access the Errors & Warnings screen, click on the Errors & Messages link.

The Errors & Warnings screen is displayed.

Collection Requests

Errors & Warnings

Five Year Forecast F¥10 (P) Reporting Period 1.0

Category: | Data Collection » |  Display: [¥] Extended description for all  Export to a file
Data Collection 1-2 af 2
Timestamp Code Description
) vesterday at 11:32:35 AM 110 More than one file matches the EMIS collection handler for record type QF. G

The newer file will be used.
Extended Description: File X:"\FORECASTYEMISFF_046706_10P.SEQ will be ignored.

) vesterday at 11:32:35 AM 110 More than one file matches the EMIS collection handler for record type QM. Gl
The newer file will be used,

Extended Description: File X:\FORECASTA\EMISFF_046706_10P.SEQ will be ignored.
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The Errors & Warnings screen provides options for filtering by Category and
Display.

Errors & Warnings

Five Year Forecast FY10 {P) Reporting Period 1.1

Category: Display: | All v [Extended deseription for all  Exportto a file

Data Collection
Data Goll preparation

Time st EIEREEL]

1-2 of 2

Code Description

) July 07, 2010 {2 days ago) at 11:32:35 AM 110 More than one file matches the EMIS collection handler for record type QF, ]
The newer file will be used.

) July 07, 2010 {2 days ago) at 11:32:35 AM 110 More than one file matches the EMIS collection handler for record type QM. ]
The newer file will be used.

Preparation 0-0 of 0

Timestamp Code Description

no errors of this category

Submission 0-0 of 0

Timestamp Code Description

Ao errors of this category

Errors & Warnings
Five ¥Year Forecast FY¥10 (P} Reporting Period 1.1

Category: |Data Collection Display: E

[JExtended description for all  Export to a file

all
Errars & wWarnings only
Informational Only

Data Collection

1-2of 2

) July 07, 2010 (2 days ago) at 11:32:35 'one file matches the EMIS collection handler for record type QF. &l
The newer file will be used.
) July 07, 2010 (2 days ago) at 11:32:35 AM 110 Maore than one file matches the EMIS collection handler for record type QN. &l

The newer file will be used,

Selecting Extended description for all (checked in the following screen capture)
results in the display of detailed information about the error(s).

Errors & Warnings

Five Year Forecast F¥10 (P) Reporting Period 1.1

Category: |Data Collection % | Display: | warnings only w [l Extended description for all  Export to a file

Data Collection 1-2 of 2

Timestamp Code Description

) July 07, 2010 (2 days ago) at 11:32:35 AM 110 More than one file matches the EMIS collection handler for record type QF. &
The newer file will be used.

Extended Description: File ®:\FORECAST\EMISFF_046706_10P SEC will be ignored,

) July 07, 2010 {2 days ago) at 11:32:35 AM 110 More than one file matches the EMIS collection handler for record type QM. B
The newer file will be used,

Extended Description: File X:\FORECASTAEMISFF_046706_10P.SEQ will be ignored.
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Click on the clipboard icon J to extend or collapse the description of a single error.

Errors & Warnings

Five Year Forecast F¥10 (P) Reporting Period 1.1

Category: |Data Collection % | Display: | warnings only w [l Extended description for all  Export to a file
Data Collection 1-2 of 2
Timestamp Code Description
) July 07, 2010 (2 days ago) at 11:32:35 AM 110 More than one ﬁ\_e matches the EMIS collection handler for record type QF, a
The newer file will be used.
) July 07, 2010 (2 days ago) at 11:32:35 AM 110 More than one file matches the EMIS collection handler for record type QM. B

The newer file will be used,
Extended Description: File X:\FORECASTMEMISFF_046706_10P,SEQ will be ignored.

Note: Always display the Extended Description of the error(s) or warning(s) when taking screen captures to
report to the ITC. The extended description contains crucial technical information, without which the screen
captures has a lot less use.

Export the information to a file, by selecting the Export to file link.

Errors & Warnings
Five Year Forecast FY10 (P) Reporting Period 1.1

Category: |Data Caollection |  Display: | warnings Only v [ Extended description for all [Export to a file

Data Gollection 1-2 of 2

Timestamp Code Description

) July 07, 2010 (2 days ago) at 11:32:35 AM 110 More than one file matches the EMIS collection handler for record type QF. B
The newer file will be used,

Extended Description: File ¥\FORECASTAEMISFF_046706_10P SEQ will be ignored,

) July 07, 2010 (2 days ago) at 11:32:35 AM 110 Mare than one file matches the EMIS collection handler for record type QM. &
The newer file will be used,

Extended Description: File ®X:\FORECAST\EMISFF_046706_10P SEC will be ignored.

Note that the errors and warnings differ from the Validation Report produced when
the request contains validation errors. The Errors & Warnings screen displays errors
that took place while processing the request, not those found during data validation.

Read the extended description of an error for more technical information regarding
what took place (it may not make much sense to you; it may be more useful to the ITC

or support).

Error diagnoses and troubleshooting questions beyond the basic information
provided in this guide should be directed to your ITC.

SIFWorks® VRF Data Collector User's Guide 100



Index

A

Add New Scheduled Collection, 34
Agenciestab, 14
Archived Submissions, 88

C

Cancel, 30, 56

Certifying and Submitting a Collection Request, 83,
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E
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Errors and Warnings, 98
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Fatal Error, 65
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Report Collector, 9, 11, 23, 83, 95

S

Settings tab, 14

Sidebar or Sub-Menus, 21

SIFWorks Vertical Reporting Framework™ (VRF), 9
Starting a Data Collection, 27

Status|cons, 20

Stopping vs. Cancelling a Data Collection, 29, 30
Submission Status, 77

Submissions Page Columns, 79, 80
Submissions Page Refresh Link, 79
Submissionstab, 13, 76

Submissions Tab > Archived Submissions, 88

T

Tabs on the Left (Collection and Submission), 13
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U
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User Interface, 12

\Y,

Validation Exceptions, 64

Vertical Reporting Framework Structure, 10

view and save archived submissions, 88

Viewing and Managing Archived Submissions, 87, 88
Viewing the List of Scheduled Collections, 41

VRF Applications, 11
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