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Introduction

Abstract

This abstract provides a general description of the data being collected. This serves only as a basic overview of the data
contained within this collection.

The WDEG602 collects statistics on all staff members within each school district. The collection consists of five separate data
files. The five files are 1) Staff/Employment, 2) Assignment, 3) Experience, 4) Schedule Header, and 5) Salary Schedule.

The Staff/Employment file collects information on the staff members’ demographics and current employment status within
the school district. The elements within the Assignment file collect information on the staff members’ current assignment.
Years of experience are submitted using the Experience file. The Schedule Header provides information on the construction of
each district’s salary schedule. The Salary Schedule contains a salary distribution for those staff members that are on that
particular schedule.

Authority

Introduction

School districts are required to submit a variety of data collections to the WDE each year. The data collected by the WDE is
critical and essential to the continual growth of Wyoming’s education system. Data are utilized in an array of fashions, which
include (but are not limited to) funding models, Adequate Yearly Progress (AYP), and Special Education programs. This section
describes the rules and regulations, specific to this collection, that permit WDE to require the school districts to submit these
data.

WDE602 Authority

The information collected on the WDE607 is necessary for reporting at both the state and federal levels. At the state level,
staffing data are necessary to complete the funding model as specified in Wyoming State Law 21-2-203. At the federal level,
the number of highly qualified teachers is an indicator for the No Child Left Behind (NCLB) legislation.



Instructions

Introduction

Each collection will have a set of instructions specific to the data being submitted. It should be noted that the instructions
listed below are solely aimed to provide an overview on the collection. These instructions are not intended to give the reader
technical guidance on the State Report Manager (SRM). The SRM User’s Guide can be found online at
http://www.k12.wy.us/WISE/document/WYOMING_SRM_062807_v3.pdf.

Data Submission Process

Overwriting Data

The potential exists for users to overwrite each other’s data. A simple example of this includes Jill and Bob, whom are both
staff members of the same school district. On Monday morning, Jill downloads the Staff/Employment file. She decides to
update personnel within that file later in the week. On Tuesday, Bob logs into the SRM to edit the Staff/Employment file. He
makes all of his corrections and logs off the SRM on Tuesday afternoon. On Friday, Jill completes her edits within that file and
then uploads her version of the Staff/Employment file. Jill’s file will overwrite all of the edits that Bob made on Tuesday.

In order to avoid a similar scenario, all school district personnel must coordinate with each other and with the WISE
Coordinator. In addition, it is highly recommended that each school district devise its own plan to meet the requirements of
this collection. This plan should include an editing schedule or systematic flow of tasks to help ensure that overwriting of
data is prevented.

Login
The first step in the data submission process is to login to the SRM. Each district has a SRM contact person. In most cases, this

is the district WISE coordinator. This person has the district’s URL, username, and password. It will be necessary to work with
this person in submitting the data from this collection.

Download Files



After logging into the SRM, the user can download all of the following files (if applicable to the district): 1)
Staff/Employment, 2) Assignment, 3) Experience, 4) Schedule Header “I”, 5) Salary Schedule “I”’, 6) Schedule Header “T”,
and 7) Salary Schedule “T”. Each of these files will contain last year’s data which must be updated before sending to WDE. A
district will only have seven files if they have a “T” Salary Schedule. If the district does not have this type of Salary Schedule,
they will only be downloading five files. There are screen shots available in the Appendix on how to successfully download a
file.

Please note that the Experience file will only contain data for the following elements: 1) DistrictlD, 2) WISEStaffID, and 3)
ExperienceGroupCode. Due to the new experience categories, the remaining seven elements will be blank. The districts will
be required to obtain data for these seven new experience elements. If a staff member does not have experience in a
particular experience category, please insert a zero into that element. Each element must have a value or the SRM will not
accept the file.

Salary Schedule Files

Once the data files have been updated, the next step is to upload the salary schedule into the SRM. This can be done by
clicking on the “2006-07 Data™ link next to the Salary Schedule heading on the main page of the SRM. Then, the user will click
on the orange “New Trial” button. In the next screen, the user will upload the associated salary schedule files. Please note
that all associated files must be uploaded or the user will get an error message after clicking the “Import” button. While
the data are being uploaded, the program checks the data for errors. There are screen shots available in the Appendix to
guide the user through uploading the files into the SRM.

Once the salary schedule(s) is wuploaded correct all errors must be corrected before uploading the
Assignment/Employment/Experience files. Please reference the Errors in Data section below for more information on how to

correct the errors in the schedule. Once all errors have been fixed, the salary schedule needs to be sent to the WDE. Please
reference the Send to WDE section below for more information.

Assignment, Employment, and Experience Files

After the salary schedule has been sent to the WDE, the assignment, employment and experience files can be uploaded into
the SRM. The process for uploading these files is similar to the Salary Schedule.

This can be done by clicking on the “2006-07 Data” link next to the Staff Employment, Assignments, and Experience heading
on the main page of the SRM. Then, the user will click on the orange “New Trial” button. In the next screen, the user will
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upload the associated Assignment/Employment/Experience files. Please note that all associated files must be uploaded or the
user will get an error message after clicking the “Import” button. While the data are being uploaded, the program checks the
data for errors. The user will receive numerous errors referencing the salary schedule if it was not sent to the WDE before the
Assignment/Employment/Experience files were uploaded. There are screen shots available in the Appendix to guide the user
through uploading the files into the SRM.

Errors in Data

Once the data have been uploaded, the user must evaluate all errors and warnings reported in the SRM. The SRM provides
these errors in an attempt to provide cleaner data to WDE and the districts. It should be noted that any errors must be
corrected before the SRM will allow the user to send data to the WDE.

There are two ways to make corrections to the data. The user can make corrections offline and upload a corrected set of
files. All editing must be done offline for the Salary files. The Staff files can also be edited offline.

The other option is to edit records online. On the main menu, the user can click the “Records” link. On the next screen, the
user can click on one of the files listed on the left hand side of the screen. A list of records within that file will then be shown
on the screen. The user can scroll through the list to find the record that needs editing. Once the editing is complete, the
user must click on the “Save” button. After all edits are made, clicking the “Revalidate” button will start the program to
check for errors. Please note that online editing is only available for the Staff files.

The Appendix provides screen shots on identifying and reconciling errors and warnings. It also provides insight on editing the
Staff files online.

Send to WDE

Once all errors have been corrected and all warnings have been examined, the user is ready to send the data to the WDE. For
the Staff files, the “Send to WDE” button will turn blue at that time. The “Certify” button will turn blue once the Salary files
are ready to be sent to the WDE. The Salary files should be sent first, thus the “Certify”” button should be click first. Then,
the user can click on the “Send to WDE” for the Staff files. Once each district has sent in the data, its content will be verified
against other data collections. If any errors or questions persist in the data, the Data Collection Steward will contact each
district for clarification.

Download Finalized Data



The user has the option to download the submitted data files out of the SRM. One copy of each submitted data file should be
saved in a secure location for auditing purposes. These files may also prove useful to reconcile any questions that may arise.

A second copy of the submitted data should be saved with a new name to avoid overwriting the original fall WDE602
submission data. Once the second set of files is created, districts may want to utilize the second copy of files to continuously
update the staffing records. Districts may find that by continuously updating their second copy of the submitted files, that it
may decrease submission time for the spring collection. New files or online editing may be eliminated by continually updating
a second copy of the fall WDE602 submitted data files. This could be done by uploading the latest version of the updated files
into the SRM during the spring collection window. Caution should be taken to avoid overwriting of data, especially if there is
more than one editor within the district.



[[ Collection Schedule }]

Introduction

The submission of the data can be done within a certain span of time. This timeframe is referred to as the data collection
window. During this timeframe, school district personnel may submit their data any day for the collection in question. It is
imperative that the data be submitted by the last date, also known as the due date, of the collection window. For this
collection, the due date is October 27, 2008.

It is highly recommended that each district load data by the Wednesday before the collection is due. For this collection,
district should load data no later than October 22, 2008. This will ensure that data can be validated and errors can be
corrected before the data are sent to WDE.

WDEG602 Snapshot

4 )

Snapshot Date
10/1/08

. J

WDEG602 Collection Schedule

a4 )
Collection Window
10/1/08 - 10/27/08
L Y !




WDEG02 Frequently Asked Questions

Introduction

Throughout the years, the WDE has collected a list of questions that are asked about this collection. The questions have been
organized and a list of answers has been provided. If a subject in question is not on this list, the data steward should be

contacted for clarification. For this collection, there are two Frequently Asked Questions (FAQ) tables: one for content

guestions and the other for submission questions. Both FAQ tables will be updated periodically as more questions arise.

Content Questions and Answers

Question

Answer

#
1

Who do | contact regarding content questions?

What is considered full time (1 FTE) for a classified
employee?

What does “separation date” mean?

What is the definition of the “Base Salary”?

What is the difference between the schedule and the
base salary?

How do we list an hourly staff member’s base salary?

Shannon Cranmore at 307-777-6245

They must work a minimum of the student days (usually 175) and
eight hours per day. Calculation: 175 (days) * 8 (hours) = 1400
annual hours.

The separation date is the date the staff member was no longer
employed by your district. Assignment and Experience
information should not be reported for separated staff. Please
be sure to delete their records from the assignment and
experience tables.

Base Salary is the base annual salary paid to a staff member.
This amount does not include any extra salary. |If a staff
member is on a salary schedule and he/she has 1 FTE, the base
salary should match the schedule salary.

The base salary is the base annual salary paid to a staff member;
the schedule salary is the salary that corresponds with where
they are placed on the district salary schedule. If the staff
member’s FTE = 1, then the base and schedule salaries should be
the same.

Because base salary is an annual amount, you will need to
calculate the annual amount by multiplying the hourly rate by
the number of annual hours worked.




Question

Answer

10

11

12

13

14

15

Why doesn’t a staff member’s FTE equal 1 when |
enter 100% time?

What if a staff member works in more than one
school?

What is the difference between the assignment FTE
and employment FTE?

How do | know which assignment codes and teacher
types correspond with which experience group codes?

Do | need to list experience for previous assignments
that a staff member is not currently performing?

What if | have a staff member over the age of 72?

What if a staff member works in all the schools with
the same assignment, can | assign that staff member
to the district, i.e., a school nurse?

Can | assign my school nurse a set percentage of time
to Special Education School Nurse (XSN)?

How do | report my math teacher who teaches one
extra class per day and has an extra salary associated
with that class?

If they are on a salary schedule, check the contract days you
entered in the assignment file compared to the contract days
you entered in the salary schedule header file. If they
don’t match, the FTE will not calculate to 1. If they are not on
a salary schedule then compare the contract days to your
district’s teacher days. If the contract days are less than the
teacher days the FTE will also not calculate to 1.

Identify (by school ID) at which school each assignment is
performed in the assignment file.

The assignment FTE is the calculated FTE for a particular
assignment. The employment FTE is the sum of the assignment
FTEs for a particular staff member if they have more than one
assignment. If the staff member only has the one assignment,
the two will be the same.

Within the staffing manual there is a list that shows the
correlation between assignment codes, teacher types and
experience group codes.

No. You will only need to report all of the experience for the
current assignment. E.g.; if a staff member was a teacher for 10
years, then a principal for five years (1 FTE for each year) and
his current assignment is principal, report only his principal
experience as 5. Remember, he hasn’t earned this year’s FTE
yet so you can’t count it.

You can still enter them, although you will get a warning and
will need to verify he/she is indeed over 72.

The staff member needs to be assigned to each school they work
at with their percent of time divided accordingly. No school
personnel should be assigned to the district - that means school
secretaries, teachers, etc. District personnel should be assigned
to the district - such as business managers, superintendents,
curriculum coordinators, etc.

Any of your licensed professionals with a Special Education
assignment code must be directly associated with a student’s IEP
or they cannot have a special education assignment.

Report with an assignment code of MAT 100% time and the
second assignment code would also be MAT with no time, only
extra salary.




Question

Answer

17

18

19

20

21

22

23

24

25

When would | use a teacher type of “NT**?

How do | report my new staff members without a
WISE Staff ID?

What if a staff member has more than one
assignment?

What does it mean that my data is based on an
October 1% snapshot?

If my school serves 9-12 grade, do | need to enter my
teachers as teaching 9-12?

Why does the district have to report if an employee
participates in the district’s health insurance plan?

What if my district doesn’t have the four insurance
options of employee only, split contracts, employee
plus spouse or children, and family coverage? What
code do | use for each of my staff members?

Can | select that an employee participates in the
district health insurance plan if the district pays the
employee the equivalent of the “employee only”
premium for a health reimbursement account, but
the employee doesn’t actually participate in the
district health insurance plan?

How do | enter a staff member’s time/contract days
if they work all year but only half time?

Where would | enter experience for our school nurse
that had experience in a clinic outside of Wyoming?

A teacher type of NT should be used when that teacher is
instructing students but is not providing the grade or credit for
the class. E.g.; Special Education pull out teachers.

You will need to request a WISE Staff ID for each new staff
member before submitting your file. All staff members will be
reported with WISE Staff IDs.

Report all of a staff member’s assignments in the assignment
file.

It is what was happening in your district on October 1*. E.g.;
who was employed, what were their assignments, how much
time was spent on each assignment, who was no longer
employed by your district (by adding a separation date), etc.
You should not report staff members who start employment with
your district after October 1°.

No, your low grade/high grade combination should be based on
the assignment, not the school grade configuration.

In the 2006 legislative session, Enrolled Act 23 was adopted and
authorized the WDE to collected district health insurance actual
participation information to calculate the health insurance
amounts to be provided in the education resource block grant
model. W.S. 21-13-309(m)(v)(F) requires the amounts to be
provided in the education resource block grant model for health
insurance to be based upon prior year statewide average district
weighted actual participation in district health insurance plans
as to the proportion of employee only, split contracts, employee
plus spouse or children, and family coverage.

Read each of the data elements definitions and use the most
appropriate code that best suits the staff member’s insurance
option.

No, you cannot select that the employee participates in the
district health insurance plan. The benefit being paid to the
employee is solely at the discretion of the district and is above
and beyond for non-participants and thus would not qualify.
W.S. 21-13-313(m)(F) states, “...health insurance shall be based
upon (I) Prior year statewide average district weighted actual
participation in district health insurance plans...”

You would enter 50% time for the correct contract days (e.g.,
188) and that will calculate the FTE at .50.

You would enter that experience in
OutofStateNonPublicSchoolProfessional provided they meet the
criteria described in the ‘Definitions’ in the data elements file.

10




Question

Answer

27

| have several teachers that have taught at a college
or university. How do | figure an FTE for them when

they work 2 hours per day, 3 days per week?

Do | need to figure experience in all categories for

my classified staff?

You will need to look at each post secondary institution’s
definition of a full-time teacher to determine the FTE for
experience gained from that college or university. (i.e., UW’s
definition of full time is 24 credit hours over the academic
calendar while LCCC’s definition is 30 credit hours over the

academic calendar)

No, for classified staff we only need “district” and “other WY

District” experience.

Submission Questions and Answers

Question

Answer

P #

Who do | contact regarding submission
questions?

Who do | contact regarding username and
passwords for the State Report Manager?

Who do | contact regarding the WISE project as
a whole?

Who do | contact if | need a WISERStaffID (WISE
Staff identification number)?

Where can | find more information on the
elements within this collection?

How many data files should be submitted for
this collection?

Shannon Cranmore at 307-777-6245

Your district’s WISE Coordinator

Shadd Schutte at 307-777-3656

Tiffanie Wilken at 307-777-6305

http://www.k12.wy.us/wise/

It depends. Everyone will submit at least five files. If
your district has a “T”” Salary schedule, you will be
required to submit seven files. All seven files are listed

below.

~NOoO o WN P

Staff/Employment
Assignment
Experience

Salary Header “I”
Salary Schedule “I”
Salary Header “T”
Salary Schedule “T”
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Question

Answer

~N|H

10

11

12

Which of the data files can be downloaded
from the State Report Manager?

How will | know when | can send the data to
WDE?

| need to make a correction in one of my Staff
files. Do | need to upload all three files?

| made a correction to my Staff files online.
What do | do now?

Why isn’t there a revalidate button for the
Salary files?

How can | edit my Salary files online?

There may be seven files that can be downloaded from
the State Report Manager. All will contain last year’s
data. They are:

Staff/Employment

Assignment

Experience

Salary Header “I”

Salary Schedule “I”

Salary Header “T” (if applicable to your district)
Salary Schedule “T” (if applicable to your
district)

Please note that there will be blank data in the
Experience file due to the new experience categories.
You can send your data to WDE after you have corrected
all of your errors and looked over all of your warnings.
For the Salary files, the “Certify” button will turn blue.
The “Send to WDE” button will turn blue for the Staff
files after all errors have been corrected.

Yes. Anytime you need to upload a corrected Staff file,
you will need to upload all three files even if you didn’t
make a correction in the other two.

First, make sure you save your correction. Then, click on
the “Revalidate” button. This will start the program that
checks for errors in your data files. If you do not have
any errors and you have looked over all of your warnings,
you can go ahead and click “Send to WDE.”

If you need to make a correction to your Salary header or
schedule, you must do that offline. Online corrections
are only available for the Staff files. Once you upload
your new Salary files, the program will automatically
check your Salary files for errors. Thus, you will not need
a “Revalidate” button for the Salary files.

If you need to make a correction to your Salary header or
schedule, you must do that offline. Online corrections
are only available for the Staff files. Once you upload
your new Salary files, the program will automatically
check your Salary files for errors. Thus, you will not need
a “Revalidate” button for the Salary files.

~No oA WN P
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Appendix 1: Reportable Combinations

WDE602 2008-09 Reportable Combinations: Assignment / Teacher Type / License Type / Experience

| ASSIGNMENT | ASSIGNMENT TEACHER LICENSE | EXPERIENCE| EXPERIENCE GROUP ORGANIZATION
CODE DESCRIPTION TYPE TYPE GROUP CODE DESCRIPTION LEVEL
TEACHER TYPE note : "Teacher of Record” teaches content in a|TR = Teacher of Record Where ORGANIZATION LEVEL note: do nof report - for|D = District Level
classroom setting and assigns grades and/or credif|NT = Teacher, Mot of Record | required your information only.|5 = School Level
Administration
SUP Superintendent SUP Superintendent/Assistant Superintendent D
ASU Assistant Superintendent SUP Superintendent/Assistant Superintendent D
BMG Business Manager BMG Business Manager D
DIR Director - Supervisory DIR Director D
ADR Assistant Director - Supervisory DIR Director D
DIN Director/Assistant Director - Non-Supervisory DIR Director D
CCD Curriculum Coordinator - Supervisory DIR Director D, S
CCN Curriculum Coordinator - Non-Supervisory DIR Director D, S
FDS Cooks and Servers FDS Cooks and Servers S
OPS Operation and Maintenance Supervisor OP3 Operation and Maintenance Supervisor D
PDR Personnel Director PDR Personnel Director D
SED Special Education Director SED Special Education Director D
TRS Transportation Supervisor TRS Transportation Supervisor D
TTL Title | Coordinator TTL Title | Coordinator D
CGM Consolidated Grants Manager CGM Consolidated Grants Manager D
CsD Community Support Specialist CSD Community Support Specialist D
DPC Department Chair DPC Department Chair D, 8
PRI Principal PRI Principal/Assistant Principal S
APR Assistant Principal PRI Principal/Assistant Principal S
IPR Intem - Principal IPR Principal Intern S
Aide - Instructional and Student Support
AlD Aide - Instructional and Student Support AID Aide - Instructional and Student Support S
AIN Playground/Non-Instructional Aide AlD Aide - Instructional and Student Support S
BLA Bilingual Aide AlD Aide - Instructional and Student Support S
LMA Aides, Library/Media (include AudioAisual Support) AID Aide - Instructional and Student Support D, 8
SEA Special Education Aide AlD Aide - Instructional and Student Support S
TIA Title | Aide AlD Aide - Instructional and Student Support S
VEA VVocational Education Aide AID Aide - Instructional and Student Support S
RSA Special Education - Related Services Aide RSA Related Services Aide S
Classified - Computer / Tech; Food Service; Transportation; Operations and Maintenance
COM Computer/Tech Coordinator COM Computer/Tech Coordinator D
CNT Computer/Network Technician CNT Computer/Network Technician D, S
FDR Food Service Director FDR Food Service Director D
FHC Food Service ManagerHead Cook FHC Food Service Manager/Head Cook S
TRM Transportation Maintenance Worker TRM Transporation Maintenance Worker D, S
TRA Transportation Aide TRA Transportation Aide D, S
BDR School Bus Drivers BDR Bus Driver D, S
BMC Bus Mechanics BMC Mechanic S
OHG Operation and Maintenance Head Groundskeeper OPM Operation and Maintenance Staff D, S
OPC Operation and Maintenance Custodian OPM Operation and Maintenance Staff D, S
OPG Operation and Maintenance Groundskeeper OPM Operation and Maintenance Staff D, S
OPH Operation and Maintenance Head Custodian OPM Operation and Maintenance Staff D, S
OPM Operation and Maintenance Staff OPM Operation and Maintenance Staff D, 3
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WDE602 2008-09 Reportable Combinations: Assisnment / Teacher Type / License Type / Experience

| ASSIGNMENT ASSIGNMENT TEACHER LICENSE | EXPERIENCE EXPERIENCE GROUP ORGANIZATION
CODE DESCRIPTION TYPE TYPE GROUP CODE DESCRIPTION LEVEL
TEACHER TYPE note : "Teacher of Record" teaches content in a|TR = Teacher of Record Where ORGANIZATION LEVEL note: do nof report - for|D = District Level
classroom setfing and assigns grades andfor credif|NT = Teacher, Not of Record | required your information only. |5 = School Level
Secretary/Clerical
BOF Business Office Personnel/Other Support CLK Secretary/Clerical D
BRD Board of Trustees Support Staff CLK Secretary/Clerical D
SCC Secretary/Clerical - Central Office CLK Secretary/Clerical D
CEN Central Support Services Staff CLK Secretary/Clerical D
TRN Transportation Clerical and Support Staff CLK Secretary/Clerical D, S
XCL Special Education - Secretary/Materials Clerk CLK Secretary/Clerical D, S
XER Special Education - ERC Staff CLK Secretary/Clerical D, S
CLK Secretary/Materials Clerk CLK Secretary/Clerical S
SCB Secretary/Clerical - School CLK Secretary/Clerical S
S8l Classified Instructional Staff Support CLK Secretary/Clerical S
SSS Student Support Services, Classified Staff CLK Secretary/Clerical S
Coach / Assistant Coach
ACO Assistant Coach COA Coach S
ABK Assistant Coach - Basketball COA Coach S
AFB Assistant Coach - Football COA Coach S
AGO Assistant Coach - Golf COA Coach S
AGY Assistant Coach - Gymnastics COA Coach S
ASK Assistant Coach - Skiing COA Coach S
ASO Assistant Coach - Soccer COA Coach S
ASW Assistant Coach - Swimming COA Coach S
ATN Assistant Coach - Tennis COA Coach S
ATK Assistant Coach - Track COA Coach S
AVB Assistant Coach - Volleyball COA Coach S
AWR Assistant Coach - Wrestling COA Coach S
CBK Coaching Basketball COA Coach S
CFB Coaching Football COA Coach S
CGO Coaching Golf COA Coach S
CGY Coaching Gymnastics COA Coach S
CSK Coaching Skiing COA Coach S
CSO Coaching Soccer COA Coach S
CSW Coaching Swimming COA Coach S
CTN Coaching Tennis COA Coach S
CTK Coaching Track COA Coach S
CVB Coaching Volleyball COA Coach S
CWR Coaching Wrestling COA Coach S
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WDE602 2008-09 Reportable Combinations: Assighment / Teacher Type / License Type / Experience

| ASSIGNMENT | ASSIGNMENT TEACHER LICENSE | EXPERIENCE EXPERIENCE GROUP ORGANIZATION
CODE DESCRIPTION TYPE TYPE GROUP CODE DESCRIPTION LEVEL
TEACHER TYPE note : "Teacher of Record" teaches content in a|TR = Teacher of Record Where ORGANIZATION LEVEL note: do not report - for|D = District Level
classroom setting and assigns grades and’or credif|NT = Teacher, Mol of Record | required your information only.|5 = School Level
Classified Student Support
XHS Special Education - Hearing Screening Technician HST Hearing Screening Technician S
HST Hearing Screening Technician HST Hearing Screening Technician D, S
XIN Special Education - Interpreter INT Interpreter S
INT Interpreter INT Interpreter S
XJB Special Education - Job Coach JBC Job Coach S
JBC Job Coach JBC Job Coach S
LGD Lifeguard/Pool Staff LGD Lifeguard D, S
XRE Special Education - Recreation/Therapeutic Rec Specialist REC Recreation and Therapeutic Recreation Specialist S
REC Recreation and Therapeutic Recreation Specialist REC Recreation and Therapeutic Recreation Specialist S
XVS Special Education - Vision Screening Technician VST Vision Screening Technician S
VST \ision Screening Technician VST Vision Screening Technician S
XWS Special Education - Work Study Coordinator WSC Work Study Coordinator S
WSC Work Study Coordinator WSC Work Study Coordinator S
Student Support (Licensed or Certified)
INF Instructional Facilitator TCH Teacher and Student Support (Licensed or Certified) D, S
TUT Tutor TCH Teacher and Student Support (Licensed or Certified) S
CPL Computer Literacy/Lab TCH Teacher and Student Support (Licensed or Certified) S
IPS Intem - School Psychology TCH Teacher and Student Support (Licensed or Certified) S
XCM Special Education - Case Manager TCH Teacher and Student Support (Licensed or Certified) S
LIM Library-Media Specialist TCH Teacher and Student Support (Licensed or Certified) D, S
ADN Athletic Director - Non-Supervisory TCH Teacher and Student Support (Licensed or Certified) D, S
XAU Special Education - Audiology XAU TCH Teacher and Student Support (Licensed or Certified) D, S
AUD Audiology AUD TCH Teacher and Student Support (Licensed or Certified) D, 8
XTR Special Education - Certified Occupational Therapy Assistant (COTA) XTR TCH Teacher and Student Support (Licensed or Certified) D, S
OTA Certified Occupational Therapy Assistant (COTA) OTA TCH Teacher and Student Support (Licensed or Certified) D, S
XCO Special Education - Counseling XCO TCH Teacher and Student Support (Licensed or Certified) S
cou Counseling cOouU TCH Teacher and Student Support (Licensed or Certified) S
XDD Special Education - Educational Diagnostician XDD TCH Teacher and Student Support (Licensed or Certified) S
XOT Special Education - Occupational Therapist XOT TCH Teacher and Student Support (Licensed or Certified) S
OTR Qccupational Therapist OTR TCH Teacher and Student Support (Licensed or Certified) S
XPT Special Education - Physical Therapist XPT TCH Teacher and Student Support (Licensed or Certified) S
LPT Physical Therapist LPT TCH Teacher and Student Support (Licensed or Certified) S
XTA Special Education - Physical Therapy Assistant XTA TCH Teacher and Student Support (Licensed or Certified) S
PTA Physical Therapy Assistant PTA TCH Teacher and Student Support (Licensed or Certified) S
XPS Special Education - Psychological Technician XPS TCH Teacher and Student Support (Licensed or Certified) S
PST Psychological Technician PST TCH Teacher and Student Support (Licensed or Certified) S
XSN Special Education - School Nurse XSN TCH Teacher and Student Support (Licensed or Certified) S
SNR School Nurse SNR TCH Teacher and Student Support (Licensed or Certified) S
XPY Special Education - School Psychologist XPY TCH Teacher and Student Support (Licensed or Certified) S
SPS School Psychologist SPS TCH Teacher and Student Support (Licensed or Certified) S
XSS Special Education - School Social Worker X588 TCH Teacher and Student Support (Licensed or Certified) S
SSW School Social Worker SSW TCH Teacher and Student Support (Licensed or Certified) S
XSP Special Education - Speech Pathologist XSP TCH Teacher and Student Support (Licensed or Certified) S
SPA Speech Pathologist SPA TCH Teacher and Student Support (Licensed or Certified) S
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WDE602 2008-09 Reportable Combinations: Assignment / Teacher Type / License Type / Experience

| ASSIGNMENT ASSIGNMENT TEACHER LICENSE | EXPERIENCE EXPERIENCE GROUP ORGANIZATION
CODE DESCRIPTION TYPE TYPE GROUP CODE DESCRIPTION LEVEL
TEACHER TYPE note : "Teacher of Record" teaches content inn a|TR = Teacher of Record Where ORGANIZATION LEVEL note: do not report - for|D = District Level
classroom setfing and assigns qrades and/or credit|NT = Teacher, Not of Record | required your information only. |5 = School Le vel
Teacher - Head Teacher
| HTC |Head Teacher | | TCH  |Teacherand Student Support {Licensed or Certified) S
Teacher - Elementary Grades
| ELO |Elementary Grades TR,NT | | TCH  [Teacherand Student Support {Licensed or Cerified) S
Teacher - Fine and Performing Arts
ART Art TR, NT TCH Teacher and Student Support (Licensed or Certified) S
MUS Music TR, NT TCH Teacher and Student Support (Licensed or Certified) S
MIK Music Instrumental TR, NT TCH Teacher and Student Support (Licensed or Certified) S
MVK Music Vocal TR, NT TCH Teacher and Student Support (Licensed or Certified) S
OBC Orchestra/Band TR,NT TCH Teacher and Student Support {Licensed or Certified) S
PHO Photography TR, NT TCH Teacher and Student Support (Licensed or Certified) S
Teacher - Foreign Language
FCH Chinese TR, NT TCH Teacher and Student Support (Licensed or Certified) S
FFR French TR, NT TCH Teacher and Student Support (Licensed or Certified) S
FGR German TR, NT TCH Teacher and Student Support (Licensed or Certified) S
FIT Italian TR,NT TCH Teacher and Student Support (Licensed or Certified) S
FJP Japanese TR, NT TCH Teacher and Student Support (Licensed or Certified) S
FLA Latin TR, NT TCH Teacher and Student Support (Licensed or Certified) S
NLA Native Language - Arapahoe TR, NT TCH Teacher and Student Support {Licensed or Certified) S
NLS Native Language - Shoshone TR, NT TCH Teacher and Student Support (Licensed or Certified) S
FRU Russian TR,NT TCH Teacher and Student Support (Licensed or Certified) S
FSP Spanish TR, NT TCH Teacher and Student Support (Licensed or Certified) S
Teacher - Language Arts
DRA Drama TR, NT TCH Teacher and Student Support {Licensed or Certified) S
ENG English (include Middle Language Arts) TR, NT TCH Teacher and Student Support {Licensed or Certified) S
JRN Joumalism TR, NT TCH Teacher and Student Support (Licensed or Certified) S
REA Reading TR, NT TCH Teacher and Student Support (Licensed or Certified) S
RES Reading Specialist/Remedial Reading TR, NT TCH Teacher and Student Support {Licensed or Certified) S
SPE Speech TR,NT TCH Teacher and Student Support {Licensed or Certified) S
CIR Title | Reading TR, NT TCH Teacher and Student Support (Licensed or Certified) S
Teacher - Mathematics
| MAT  |Mathematics | TR,NT | | TCH  |Teacherand Student Support {Licensed or Certified) | S
| CIM |Title | Math | TR,NT | | TCH  |Teacherand Student Support {Licensed or Certified) | S
Teacher - Other
CPS Computer Science TR,NT TCH Teacher and Student Support {Licensed or Certified) S
DRE Driver Education TR, NT TCH Teacher and Student Support (Licensed or Certified) S
ROT ROTC Instructor TR, NT TCH Teacher and Student Support (Licensed or Certified) S
SSK Study Skills/Study Hall TR,NT TCH Teacher and Student Support (Licensed or Certified) S
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WDE602 2008-09 Reportable Combinations: Assignment / Teacher Type / License Type / Experience

| ASSIGNMENT | ASSIGNMENT TEACHER LICENSE | EXPERIENCE | EXPERIENCE GROUP ORGANIZATION
CODE DESCRIPTION TYPE TYPE GROUP CODE DESCRIPTION LEVEL
TEACHER TYPE note : "Teacher of Record" teaches content in a|TR = Teacher of Record Where ORGANIZATION LEVEL note: do nof report - for|D = District Level
classroom sefting and assigns grades and/or eredif|NT = Teacher, Nol of Record | required your information only.|5 = School Level
Teacher - Physical Education and Health
APE Adaptive PE TR, NT TCH Teacher and Student Support (Licensed or Certified) S
HEA Health TR, NT TCH Teacher and Student Support (Licensed or Certified) S
PED Physical Education TR, NT TCH Teacher and Student Support (Licensed or Certified) S
Teacher - Science
BIS Biology TR,NT TCH Teacher and Student Support (Licensed or Certified) S
PCH Chemistry TR, NT TCH Teacher and Student Support (Licensed or Certified) S
PES Earth Science TR, NT TCH Teacher and Student Support (Licensed or Certified) S
PHS Physical Science TR, NT TCH Teacher and Student Support (Licensed or Certified) S
PPH Physics TR, NT TCH Teacher and Student Support (Licensed or Certified) S
Teacher - Social Studies
SAN Anthropology TR, NT TCH Teacher and Student Support (Licensed or Certified) S
SEC Economics TR, NT TCH Teacher and Student Support (Licensed or Certified) S
SGE Geography TR, NT TCH Teacher and Student Support (Licensed or Certified) S
SPO Political Science TR, NT TCH Teacher and Student Support (Licensed or Certified) S
P3Y Psychology TR, NT TCH Teacher and Student Support (Licensed or Certified) S
SSO Sociology TR,NT TCH Teacher and Student Support (Licensed or Certified) S
SUS US History TR, NT TCH Teacher and Student Support (Licensed or Certified) S
SWR World History TR, NT TCH Teacher and Student Support (Licensed or Certified) S
Teacher - Special Education
XAS Special Education - Altemate Content Standards (include Life Skills) TR, NT TCH Teacher and Student Support (Licensed or Certified) S
XAR Special Education - Arts TR, NT TCH Teacher and Student Support (Licensed or Certified) S
XCGE Special Education - Civies and Govemment TR, NT TCH Teacher and Student Support (Licensed or Certified) S
ECX Special Education - Early Childhood (Age 3-5) TR, NT TCH Teacher and Student Support (Licensed or Certified) S
XEC Special Education - Economics TR, NT TCH Teacher and Student Support (Licensed or Certified) S
XEL Special Education - Elementary Grades TR, NT TCH Teacher and Student Support (Licensed or Certified) S
XEN Special Education - English TR, NT TCH Teacher and Student Support (Licensed or Certified) S
XFL Special Education - Foreign Language TR, NT TCH Teacher and Student Support (Licensed or Certified) S
XGE Special Education - Geography TR, NT TCH Teacher and Student Support (Licensed or Certified) S
XHI Special Education - History TR, NT TCH Teacher and Student Support (Licensed or Certified) S
XLA Special Education - Language Arts TR, NT TCH Teacher and Student Support (Licensed or Certified) S
XMA Special Education - Math TR, NT TCH Teacher and Student Support (Licensed or Certified) S
XRD Special Education - Reading TR, NT TCH Teacher and Student Support (Licensed or Certified) S
XSC Special Education - Science TR, NT TCH Teacher and Student Support (Licensed or Certified) S
XSD Special Education - Secondary Grades (exclude Core Subject Areas) TR, NT TCH Teacher and Student Support (Licensed or Certified) S
Teacher - Special Populations
ALT Altemative, Non-Traditional, At-Risk Program Teacher TR,NT TCH Teacher and Student Support (Licensed or Certified) S
BIL Bilingual Education TR, NT TCH Teacher and Student Support (Licensed or Certified) S
ECE Early Child Ed/K-3 TR, NT TCH Teacher and Student Support (Licensed or Certified) S
EBC Early Childhood (Pre-birth - Age 8) TR, NT TCH Teacher and Student Support (Licensed or Certified) S
ESL English as a Second Language TR, NT TCH Teacher and Student Support (Licensed or Certified) S
GAT Gifted and Talented TR, NT TCH Teacher and Student Support (Licensed or Certified) S
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WDE602 2008-09 Reportable Combinations: Assignment / Teacher Type / License Type / Experience

| ASSIGNMENT | ASSIGNMENT TEACHER LICENSE | EXPERIENCE EXPERIENCE GROUP ORGANIZATION
CODE DESCRIPTION TYPE TYPE GROUP CODE DESCRIPTION LEVEL
TEACHER TYPE note : "Teacher of Record” teaches content in a|TR = Teacher of Record Where ORGANIZATION LEVEL note: do nof report - for|D = District Level
classroom setting and assigns grades and/or credif|NT = Teacher, Mot of Record | required your information only.|S = School Level
Teacher - Vocational Education
AGR Agriculture TR, NT TCH Teacher and Student Support (Licensed or Certified) S
ABO Auto Body TR, NT TCH Teacher and Student Support (Licensed or Certified) S
AUT Auto Mechanics TR, NT TCH Teacher and Student Support (Licensed or Certified) S
AVE Aviation TR, NT TCH Teacher and Student Support (Licensed or Certified) S
BLD Building Trades TR, NT TCH Teacher and Student Support (Licensed or Certified) S
BUS Business Education TR, NT TCH Teacher and Student Support (Licensed or Certified) S
CVE Cooperative Education TR, NT TCH Teacher and Student Support (Licensed or Certified) S
DST Distributive Education TR, NT TCH Teacher and Student Support (Licensed or Certified) S
DRF Drafting TR, NT TCH Teacher and Student Support (Licensed or Certified) S
TET Electrical TR, NT TCH Teacher and Student Support (Licensed or Certified) S
ELC Electronics TR, NT TCH Teacher and Student Support (Licensed or Certified) S
TGR Graphics (Trade) TR, NT TCH Teacher and Student Support (Licensed or Certified) S
HEO Health Occupations TR, NT TCH Teacher and Student Support (Licensed or Certified) S
HME Home Economics TR, NT TCH Teacher and Student Support (Licensed or Certified) S
INA Industrial Arts/Technology Education TR, NT TCH Teacher and Student Support (Licensed or Certified) S
TMA Machine Shop TR, NT TCH Teacher and Student Support (Licensed or Certified) S
MKT Marketing TR, NT TCH Teacher and Student Support (Licensed or Certified) S
TME Mechanics TR, NT TCH Teacher and Student Support (Licensed or Certified) S
RUM Radio/TV/Media Tech TR, NT TCH Teacher and Student Support (Licensed or Certified) S
TEE Technical Education TR, NT TCH Teacher and Student Support (Licensed or Certified) S
TRI Trade and Industrial Education TR, NT TCH Teacher and Student Support (Licensed or Certified) S
WEL Welding TR, NT TCH Teacher and Student Support (Licensed or Certified) S
TVWWY Woodworking TR, NT TCH Teacher and Student Support (Licensed or Certified) S
Other
ADV Advisor/Sponsor - Any Club Activity During Non-Instructional Hours ZZZ Other S
OTN Other Support Staff ZZ7 Other D, S
SAD Salary Adjustment ZZZ Other D
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Appendix 2: Assignment Codes that Require a License

Assign
Code
AUD

Ccou
LPT
OTA

OTR
PST

PTA
SNR
SPA
SPS

SSW
XAU
XCO
XDD
XOT
XPS

XPT
XPY
XSN
XSP

XSS

XTA
XTR

Assignment Description

Audiology
Counseling
Physical Therapist

Certified Occupational Therapy Assistant
(COTA)
Occupational Therapist

Psychological Technician

Physical Therapy Assistant

School Nurse

Speech Pathologist

School Psychologist

School Social Worker

Special Education - Audiology

Special Education - Counseling

Special Education - Educational Diagnostician
Special Education - Occupational Therapist
Special Education - Psychological Technician
Special Education - Physical Therapist
Special Education - School Psychologist
Special Education - School Nurse

Special Education - Speech Pathologist
Special Education - School Social Worker
Special Education - Physical Therapy Assistant

Special Education - Certified Occupational
Therapy Assistant (COTA)

License Type

Code
AUD

cou
LPT
OTA

OTR
PST
PTA
SNR
SPA
SPS
SSW
XAU
XCO
XDD
XOT
XPS
XPT
XPY
XSN
XSP
XSS
XTA
XTR

License Type Description

Audiology

Counseling

Physical Therapist

Certified Occupational Therapy Assistant (COTA)

Occupational Therapist

Psychological Technician

Physical Therapy Assistant

School Nurse

Speech Pathologist

School Psychologist

School Social Worker

Special Education - Audiology

Special Education - Counseling

Special Education - Educational Diagnostician
Special Education - Occupational Therapist
Special Education - Psychological Technician
Special Education - Physical Therapist
Special Education - School Psychologist
Special Education - School Nurse

Special Education - Speech Pathologist
Special Education - School Social Worker
Special Education - Physical Therapy Assistant

Special Education - Certified Occupational Therapy Assistant
(COTA)
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Appendix 3: FTE Calculation for Assignment
Salary

Assignment File Calculation

1. Classified Assignment (employee class = Classified/time = 0)
A. Annual Hours =0
i. Assignment FTE = 0
B. Single Classified Assignment:
(Student Days * 8) - (Annual Hours - Holiday Hours) <=0
Example: (175 * 8) - (2080 - 80) <= 0; 1400 - 2000 <=0
i. Assignment FTE = 1.0
(Student Days * 8) - (Annual Hours - Holiday Hours) > 0
Example: (175 * 8) - (1400 - 80) > 0; 1400 - 1320 >0
ii. Assignment FTE = Annual hours — Holiday hours / Student Days * 8
Example: (1400 - 80) / (175 * 8); 1320 / 1400 = .94 FTE
C. Multiple Classified Assignments:
Sum of (Annual Hours — Holiday Hours) <= (Students Days * 8)
Example: (1390 — 20) <= (175 * 8); 1370 <= 1400
i. Assignment FTE = Annual hours — Holiday hours / Student Days * 8
Example: (1400 - 80) / (175 * 8); 1320 / 1400 = .94 FTE
Sum of (Annual Hours — Holiday Hours) > (Students Days * 8)
ii. Assignment FTE = (Annual Hours — Holiday Hours) / (Sum of Annual Hours — Holiday
Hours)
Example #1:
Assignment #1 = 976 hours
Assignment #2 = 976 hours
(976 + 976) > (175 * 8); 1952 > 1400
Assign FTE #1 — 976/1952 = .50 FTE
Assign FTE #2 — 976/1952 = .50 FTE

Example #2:
Assignment #1 = 1500 hours
Assignment #2 = 580 hours
(1500 + 580) > (175 * 8); 1952 > 1400
Assign FTE #1 —1500/2080 = .72 FTE
Assign FTE #2 — 580/2080 = .28 FTE

2. Non-Classified Assignment (employee class <> Classified/ time > zero)
A. Percent of Time =0
i. Assignment FTE = 0
B. Percent of Time > 0 and not on a schedule
i. Teacher Days - Contract Days > 0
a. Assignment FTE = (Percent of Time / 100) * (Contract Days / Teacher Days)
Example #1: (100 / 100) * (187 / 182); 1/ 1.03 = .97 FTE
Example #2: (75 / 100) * (187 / 182); .75/ 1.03 = .73 FTE
ii. Teacher Days - Contract Days <=0
a. Assignment FTE = (Percent of Time / 100) * (Contract Days / Contract Days)
Example #1: (100 / 100) * (182 /182); 1 /1 = 1.0 FTE
Example #2: (75 / 100) * (182 / 182); .75/ 1 = .75 FTE
C. Percent of Time > 0 and on a schedule
i. Assignment FTE = (Percent of Time / 100) * (Contract Days / Schedule Days)
Example #1: (100 / 100) * (182 /182); 1 *1 = 1.0 FTE
Example #2: (100 / 100) * (210 /182); 1 * 1.15 = 1.15 FTE
Example #3: (.75 / 100) * (210 / 182); .75 * 1.15 = .86 FTE
Example #4: (.75 / 100) * (180 / 182); .75 * .99 = .74 FTE
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Appendix 4: State Report Manager Screen
Shots for the WDE602 Collection

Converting an Excel Spreadsheet into a .CSV file
Step 1. Update data in the Staff and Salary files.

F_f',-ﬁi':'rv;'vf's Ex perience ,_i JQJ
(9] Elle Edit View [reert Format Tools Data Window Help =0
2 'OODODOD /0000000 DIR 2.00 1.00 0.00
2 (0000000 0000001  APR 5.00 0.00 0.00
4 ‘0000000 000D0DZ  APR .00 0.00 0.00
5 ‘0000000 0000003 APR 9,00 0.00 0.00
& ‘0000000 0000004  ASU 1.00 0.00 0.00
7 [0000000 :0000005 EMG 4.00 1.00 0.00
& 0000000 0000006 DIR 5.00 2.00 0.00
5 0000000 0000007 Z2Z7 3.00 0.00 0.00
10 '0000000 0000002 DIR 4,00 1.00 0.00
11 0000000 ‘0000008 TCH .00 2.00 0.00
12 (0000000 0000010  FDR 9.00 3.00 0.00
12 /0000000 0000011 HTC 1.00 4.00 0.00
14 :0000000 :0000012 HTC 20.00 5.00 0.00
15 'OOOODOD 0000013 HTC 0.50 0.00 0.00
16 (0000000 0000014 IPR 3.00 1.00 0.00
170000000 0000015 IPR 0.25 2.00 0.00
15 (0000000 DOD0D1E PR 1.00 3.00 0.00
10 (0000000 0000017  OPS 5,00 10.00 0.00
an 'noooooo ‘0000018 PDR 7.00 1.00 0.00
vyl :ODDODOD :0000019 PRI 9.00 5.00 0.00
22 'OOOODOD 0000020 PRI 1.00 1.00 0.00
22 /0000000 0000021 PRI 0.70 0.00 0.00
24 DODODOD 0000022 SED 1.00 0.00 0.00
25 'DODODOD 0000023 SUP 5,00 0.00 0.00
25 /0000000 0000024  TRS 6,00 0.00 0,00
27 'nooooon ‘0000025 AID 7.00 0.00 0.00
b :OODODOD ‘oooooze AID 8.00 0.00 0.00
29 'DODODOD ‘ooooo27 AID 9.00 1.00 0.00
30 [0000000 0000028 BDR 10,00 12.00 0,00
31/D0OD0DOD 0000028 AID 2.00 0.00 0.00
32 0000000 ‘0000030 BMC 3.00 1.00 0.00
32 [0000000 0000031 CLK 4.00 10.00 0.00
k] :0000000 /0000032 CLK 5.00 0.00 0.00
35 0000000 0000033 CLK 6.00 0.00 0.00 &
H 4 ¢ M)\Sheetl / Sheet2 [ cheers [/ i




Step 2. On the menu, click File and then Save As.

7= Type & question for help % o 8%

Crisn iy 100% iz g il LEEERILRN I 2 £ ETER AT SO
i+
|
cuies [ E I F I 5 5
E CthenWyDistnciExpenence W ionalExpenence O PublicSchoclExpenence Omer.anelni
2 I 100 000 20
X 0 0.00 0.00 300
il n 0.00 000 400
I=f 0 000 000 500
5] 0 0.00 000 100
| v io 100 000 000
e 0 200 0.00 000
8 i} 000 oon a0
[’ 0 100 0.00 000
"' (] 200 000 000
2] 0 300 0.00 000
3] 0 400 0.00 200
[a? CrltP o 500 0.00 0.00
i v io 0.00 000 300
18] 0 100 000 000
”’_; 5 200 0.00 a00
0 300 a0 400
2 .. \Alternative School Diata Request 09-11-07KRB .. 0 1000 0.00 000
x 3 IDSxls.xls 0 100 000 200
! ) 0 500 0.00 300
= 4G:\Data Requests\). Simpson -.. \state grad ratexts | 1.00 0.00 400
] o 000 0.00 000
T 100 000 000 400
25 /0000000 0000023 500 000 0.00 000
| 20000000 0000024 600 0,00 0.00 500
700 0.00 0.00 900
800 0.00 0.00 000
E( | 220000000 0000027 200 100 000 100
270000000 0000026 1000 1200 0.00 400
(Elk 10000000 0000029 200 000 000 000
| 320000000 0000030 300 100 0.00 2500
31 [0000000 0000031 400 1000 000 000
|34 0000000 0000032 CLK 500 0.00 0.00 100
30000000 10000033 CLK 600 000 0.00 500
36 0000000 0000034 CLK 9.00 000 0.00 000
|37 /0000000 0000035 CNT 700 000 000 300
| 38[0000000 0000036 CLK 400 000 0.00 000
| 38 0000000 0000037 FDS 100 0,00 0.00 100 ~l
M 4 b M\Sheet1 / Sheet2 { Sheet3 / |3 Bl

Ready

B 7P 0™ o calender - M., | Osbmision T | Ssubmissen T, | Siwpeso20cs.. [T
Step 3. In the “Save as Type” drop down menu, select CSV (Comma delimited)

(*.csv). Browse to the location where you want to save the file and then click
“Save.”

Microsaft R —
=) Flle Edit )ﬂm

m = mmg; 2@ % @ -
same - i T.

Distr ;,L\':?: ot b

enood @ [ e g

5 foood=

40000 nte

5 (0000 9

6 (000C

7 '000C =

8 000G

9 /000C

10 /000G

110000

12 /0000

13/000C

14 000C S

15 /0000 s oo

16 0000000 oooomm—“”'mﬂmg o 307
117 0000000 ‘0000 ==ty

18 0000000 0000016  IPR 1.00
190000000 0000017  OPS 5.00
120 0000000 0000018 PDR 7.00
O RRRANER (3R T o ~mn af?
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Step 4. Click OK when you see the error message below. Then click Yes to the
second error message (not shown).

i=] Flle Edt Vew Insert Format Tools Data Window Help
R T NEWE TP PEN L A A TR pa A R I E O l00% = fiana 12 x|B U EEEAES % 0,

‘4_4 ._, e e e ]
- & IITC
A 1 B | | E

1 DistriciD WISESIfiD Emeneﬂt_efsruupcode Dlslncn:xpmlsnw Ol!le(w‘lﬁsulcltwsnwe W‘r’lnsnluuolm‘Expuneme OulDCSLaler!LScthxpeﬂsnte CutofStateing
| 2 fooooooo ooooooo | DIR 200 100 000 200
|3 Tooooono 'ba00c01  APR 500 000 000 200
40000000 0000002 | APR 00 000 0o0 400

5 [0000000 1000003 APR 200 0.00 000 500

| & (0000000 0000002 | ASU 1.00 000 000 1.00

| 7 [o000000 (0000005 EMG 400 100 000 000

[ aooooou 0000008 |DIR S00 200 000 0.00

3 70000000 000007 | 222 300 000 000 0.00
100000000 0000008 DIR 400 100 000 0.00

|11 fo00o000 'oooooos  TCH 300 200 0o0 000

| 120000000 1000010 FOR 900 300 000 0.00
| 13 0000000 10000011 HTC 100 400 000 200
1470000000 DO00012 HTC 2000 500 000 000
Fisfo000000 'ooooo1s  [HTC 1 050 0.00 0.00 300
1670000000 h00001a PR S 000
A 000000 mnnmr PR i ddot 200
[1afo000000 0000016 | IPR o . o 400
1870000000 0000017 | OPS .!B R 0.00

| 200000000 10000018 POR T savm ol s, ’ o 200
|21 fonoo000 'oo0001a PRI 300
220000000 0000020 | PRI C=1 4,00
2310000000 0000021 | PRI 070 000 ] 0.00
AVODODDDO 'CODUOZZ SED 1.00 0.00 000 4.00
|25/0000000 (0000023 | SUP 500 000 000 0.00
20000000 0000024 TRS 500 0.00 000 500

| 22 [0000000 0000025 | AID 7.00 000 000 9.00

| 28 /o000000 (0000026 | AID 300 000 000 0.00

| 220000000 0000027 | AID 900 100 0o0 100
300000000 DO00028 | BOR 10.00 1200 000 400
|31 fooooooo 000029 AID 200 000 000 0.00

|32 /0000000 0000020 BMC 300 100 000 2500

|33 /0000000 000031 CLK 400 1000 000 0.00
| 2470000000 (0000032 CLK 500 000 000 1.00

36 0000000 0000033 CLK 600 000 000 500
|3 0000000 0000024 | CLK 300 000 000 0.00

57 /0000000 0000035 | CNT 7.00 0.00 000 300
| 380000000 0000036 CLK 400 000 000 0.00
|3 fooooooo 0000037 FDS 100 000 000 100 -]
w4 > whSheetl ) sheet2 [ Sheets / | Bl
Rty L

~ [ET T [Ty [T T e TN

Download Last Year’s Files
Step 1. Login to the State Report Manager (it will be necessary to coordinate
with the district’s WISE Coordinator to complete this data collection).

Q- O WRAG L% @ 3~ 7 e Edt view Favorites Tools Hep -2

[
State Report Manager

L T
State Report Manager

Puiwerd:

o B ® wmat
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Step 2. Click on the *

Step 3. Cl

2006-07 Data” link.

|| 4| 2 ol Soam 2=

Y-
WO | B8 - | @8 wobkx Chert Ertry

O6 - B i =T

'gsw.n:smenmzm... x

@, fweb search o« [Bp Bookmarts ~ [Hsettings~ | Etiews ~ BuFood ~ dgmal - ity vhoo

1w vahool Actisor
M B o (ShPege - G Took -

Logout: Ann-Mars Trugie

Welcome to the Wyoming Department of Education State Report Manager
WODE has identfied the folowing state reports. Please salect 3 state report by cicking on a name below:

Current State Reports

Collection Start
Tiame:

Date Due Date Trial Hame:
2007-08 Uncertfied TCS Sent Trial
WDOE-603 October 2007 Sabiry Schedubs Oct 1, 2007 Oct 22, 2006-07
: 2007 Data
WDE 602 October 2007 Staff Employment, Assignments, and Oct 1, 2007 Oct 22, 200607
Experience 2007 Data

T -

State Report Manager
Trial Date Submission Status
08-21-2007 SENT - NOT
2:50pm CERTIFED
00-10-2007 NOT CERTIFIED
2:06pm
09-10-2007 NOT CERTIFIED
2:08pm

[wiskiEx Clienit Entry - Windows Irermat Explorer

ick on the “Download” button.

Logout: Ann-Marie Trujile

Home > Trials for WDE-602 October 2007 Staff Employment, Assignments, and Experience

Saved Triak 200607 Data

Generated: 09-10-2007 2:09pm

State Report Manager

Ermors (0 Records (4)
=y
Submitted Trial: This state report has not yet been sent to WDE.
Dore (@) @ mternet #100% -
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Step 4. On the pop-up screen, click on the “Open’ button.

LR ——
State Report Manager

Logout: Ann-Marie Trujilo

Home > Trials for WDE-602 October 2007 Stajil o
File Download

)

New Trial Do you wanl to open or save this file?
B m Name AlRecords. zip
Saved Triak 2006-07 Data Type: Compressed (zipped) Folder, 1014 bytes

Generated: 09-10-2007 2:08pm From: - adcsrmO! espsg.com

Open }[ Save ]i Cancel ]
Y ‘ okl ey

oy While files from the [ntermet can be uselul, some files can potentialy
a hiarm vour computer. [f you do not trust the source, do not open or
= save this file. What's the risk?

Submitted Triak: This state report has ng

|fi Downloading from site: http: [fadcsrm0] espsg.com:B080Jsrm/protected|downloadTrial dotrialld=1383 [ @ meeme: H 100% -

Step 5. Copy all the files in this folder and paste them in a different location
that is convenient for you.

MR AlRecords[1] |Z||EHE‘

i Fle Edt Vew Favortes Tooks Help Jv Manager
Logouts Arn-Marie T4 df:" J (I ).jkwch [1 Folders '
tiome > Trials fOY : Addres | 1] C:\ocuments and SettingsljgoodmaniLocal Settings|Temporary Internet Fles|Contert. IES\GT2LMZYHIRecords{ 1]z v| B

Folder Tasks % @ @

(] Extract allfiles StaffAssignme  StaffEmplo.,, StaffExperi..,
nt

Generated Dther Places £
15 GTAMIVH %

m = G My Documents 15

g My Netwark Places

Hlo0% ~
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Upload Revised Files

Step 1. Login into the SRM. Click on the appropriate “2006-07 Data” link.

’.\. % Lolutians Grous
State Report Manager
Logout: Ann-Marie Trujile
Welcome to the Wyoming Department of Education State Report Manager
WDE has identfied the following state reports. Please select a state report by clicking on a name below:
Current State Reports
Collection Start
Name Date Due Date TrialName  Trial Date Submission Status
2007-08 Uncertffied TCS Sent Trial 08-21-2007 SENT -NOT
L 2:59pm CERTIFIED
"~ WDE-602 October 2007 Salary Schedule Oct 1, 2007 Oct 22, 2006-07 09-10-2007 NOT CERTIFIED
- 2007 Data 2:06pm
WDE-602 October 2007 5taff Employment, Assignments, and Oct 1, 2007 200607 09-10-2007 NOT CERTIFIED
Experience Data 2:08pm
[ @ mntermet 0% -
M (1] H 77
Step 2. Click on the “New Trial” button.
’.\n 9 Lolutians Groep
State Report Manager

Legout: Ann-Marie Trujle
Home > Trials for WDE-602 October 2007 Staff Employment, Assig

Saved Triak: 2006-07 Data

Generated: 09-10-2007 2:08pm

nts, and Experi

Emors (0) Records (4)
 sove [ ote ) Wamngs 0)
Submitted Triak: This state report has not yet been sent to WDE.
Done [ @ internet H100% -
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Step 3. Click on each “Browse” button. Find the appropriate file and click the
“Open” button. After you have a file in each area, click the “Import™ button.

State Report Manager

Logout: Ann-Marie Trujlo
rome > Import Source Data

Please upload your data files. You czn upload tab-delimited (. TXT) or comma-separated (.C5V) files. If the fies are large, you may zip them first. Each .ZIP archive must
contain only one .TXT or .CSV fiie. Uploaded files must be smaller than 20 MB.

Select File to upload |C:\Dumm:nts and Settingsjgoodman My Duumeﬂts\chming\ﬁC" Browse. ‘
(StaffAssignment):

m to uphti; |C:\Documcms and Settings'jgoodmanMy DucLum:nh\Wycmmg\.&dl Browse. ‘
Select File to upload |C:\Dmc|_u'nmis and Settings {ygoodman My Dncummis\\‘fmnmg\ﬁdl Browse. ‘
(Staffexpenence):

S

[ @ nternet 100w -

Step 4. Watch the blue bar expand as the data files are being uploaded.

P.\ 9 Lolutians Grous
State Report Manager

Logout: Am‘anﬂn
tome > Trials for WDE-602 October 2007 Staff Employment, Assignments, and Experience

Latest Trial

— e
‘ Imparting StaffExperience data
Saved Trial: 2006-07 Data
Generated: 09-10-2007 2:08pm [%

Errors (0) Records {4 Reports
[ sove J Dounioad | [ 0cit- | Wamings (0)

Submitted Trial: This state report has not yet been sent to WDE.

Done D e Internet W10 -
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Step 5. The screen below will appear once the data files have been uploaded
into the SRM. The latest “trial” or latest data files will always be listed on

top.
State Report Manager

Logout: Ann-Marie Trujilo
Home > Trials for WDE-602 October 2007 Staff Employment, Assignments, and Experience

Latest Trial

Generated: 09-10-2007 3:50pm
ﬁ o

Saved Trial: 2006-07 Data

Generated: 09-10-2007 2:08pm

Records (4)
s J ookt J wamnes 0 =

Submitted Triak This state report has not yet been sent to WDE.

Done [ @ mnternet Hooon -

Check Errors in Data
Step 1. Click on the “Errors (#)” or “Warnings (#)” link.

State Report Manager

Loaout: Ann-Marie Trujle
Home > Trials for WDE-602 October 2007 Staff Employment, Assignments, and Experience

Latest Trial

Generated: 09-10-2007 3:50pm

Errors (0 Records (5) Reports
[ sove { vounioad | [ ocet- J ‘ Warings (0

Saved Trial: 2006-07 Data

Generated: 09-10-2007 2:08pm

=

Submitted Triak: This state report has not yet been sent to WDE.

Done [ @ inernet H100% -
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Step 2. The left-hand side lists the data files that were uploaded. The center
area lists the different Errors and Warnings found in the data files. The right-

hand side lists the different reports available for these data files. Click on the
individual error/warning links in the center of the page.

State Report Manager

Logout: Ann-Mare Trujilo

Home > WOE-602 October 2007 Salary Schedule > 2006-07 Data

Generated 09-10-2007 2:06pm.
Records Violations Reports
6025akryScheduleHeader 1 s 1 Error 1 Schedule Davs must be between 1 and 260 davs. (rule R6205 Salary Schedule 1 (MS Excel
6025alarySchedule 15 2 Salary Schedule T (M Excel)
025alaryScheduleHeader T 1
6025alarySchedule T s 18

(@ @ inteme: #100% -«

Step 3. Click the “View” link to get more information on a particular
error/warning.

State Report Manager

Legout: Ann-Mare Trujils

Home > WDE-602 October 2007 Salary Schedule > 2006-07 Data > 602SalaryScheduleHeader_T_s violating R6205
It 6025alaryScheduleHeader_T_s Violating R6205] v|

Rule R6205: Schedule Days must be between 1 and 260 days.

Schedule Days must be between 1 and 260 days.

Showing 1-1 of 1 Page| tlof1 [ Gn-' Rows per page: 50 ¥

Show Search Fields to search for items in the list.

Violations  DistrictID *  SchedulelD Schedulelame  ScheduleDays

. View 1 1101000 T Teacher Schedule 275

29

Done [ @ internet H100% ~



2] hetpify e 3 ype=G0ZSalary T ot e || 41| K ol Seu 2=

@, [web search o« [Bp Bookmats + [Hsettingse | Etews ~ SuFood - dlgmal - @ity vshoo) = | ditshoo) antisor »
W o | B8 - | @8 wobkx Chert Ertry | Schaduie T x c M- B #h v [hPeos - Yook -

5 P e
State Report Manager

Logout: Ann-Mars Trugie

Home: > WOE-602 October 2007 Salary Scheduile > 2006-07 Data » S0Z5alar Ts 05 > Schedule T
Element Value Type  Rule Definition
DetrictiD 1101000 Emor  RE205  Schedule Days must be between 1 and 260 days.
SchadulslD T Schadude Qays must be batween 1 and 60 days.
Teacher
ScheduleName Schedule

SchaduleDays 75

Bane L & tneerrat 00 v
S —— S [Rlatie i)
mﬁfﬁ'a@“’: @)Document] = .. | B WebEx Cllent .. cuars viewl | D 2227M

Step 5a. For the Salary files, please make your correction offline and upload

the new Salary files.

™ Yous are viewing: Josh Goodman's Application

B2 Microsoft Excel - 607SalorySchedulsHuader T [Read-Only]
) B Edt Yew Jueet Fomet fock [ats Wi el WebEr T p——————]
iR g Pl st roapil - e Bk il :
i Al 20 2B L NS = =S Tt -.'.-;.-;._,.ea.é_._.;f:-_”
02 = XA S

A | B ¢ [T o T e [ F G | H | 1 | 3 K | L [ wm [ N [ o =

DistrictlD | Schedulell Scheduleh ScheduleDays
1101000 T Teacher Ei i ??.a

EEERFeRE=

HEFEE

[5]

17

Woe v A0S alaryScheduleteader_T_ |# 3l

Edt
——— IEIEISEIEIR
TS Lt e e vouare viewl. | D 234pM
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Step 5b. For the Staff files either make the corrections offline similar to Step
5a or make the corrections within the SRM. To edit online, please proceed to
Step 1 under “Edit Data Online.”

Edit Data Online

Step 1. Go back to the screen below. On the left-hand side, click on the data
file that needs a correction.

State Report Manager

Lagout: Ann-Mare Trujilo

Home > WDE-602 October 2007 Salary Schedule > 2006-07 Data

Generated 09-10-2007 2:06pm.

Records Viclations Reports
6025alaryScheduleHeader 1 s 1 Error 1 Schedule Days must be between 1 and 260 days. (rule R6205) Salary Schedule I (MS Excel
602SalarySchedule 1 s 20 Salary Schedule T (MS Excel
602salrvscheduleHeader T
6025alarySchedule T s 18
Done L4 @ internet #100%
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Step 2. Click the “View” link on the record that needs correcting.

Laramie County School District #1

perience > Latest Trial > All StaffAssignments

|« <« page[ tlof1[G] .o ) WWW
Show Search Fields to search for itemsin the fist.
View 0 1001019 1101056  SPA Support Professional
View 0 1001019 1101057  SPA Support Professional

[l

Step 3. Click the “Edit” link.

[ @ et

 ®ioow -

Laramie County School District #1

WISEStffD
AssignmentCode
TeacherType
SchoollD
LowestGradeServed
HighestGradeServed
ContractDays

Time

AnnuaHours
HoldayHours
Extrasalary

Salary
EmployeeClass
AssignmentFte

District1D 1101000

1001019
SPA - Speech Pathologist

1101056
09

12

180

50

$0.00
Support Professional
0.0

d Experience > Latest Trial > Al Staffhssinments > 1001019 (SPA)

I

]

G @ et

| W% - .
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Step 4. Make the necessary corrections and click the “Save” button. To undo
any changes made, click the “Cancel” button.

:\
State Report Manager
Logout: Ann-Mare Truplo
Home >Latest Trial > all StaffAssignments > 100101 {sa) > Edit 1001019 (SPA)
(Conce ]
My -
DtrictID Ml
WISEStffID
AssignmentCade | SPA - Speech Pathologist v
TeacherType [ no value v/
SchoollD
LowestGradeServed
HighestGradeServed E'
ContractDays J [%
AnnuaHours \:’
HoldayHours :l
Eaaseby —
Salary $0.00
EmployeeClass Support Professional
Assignmentfte 0.0
| Coe W romeal | ¥

Inkernet ®100% -
e R

Send to WDE
Step 1. Go into latest trial of the Staff files. Make sure that all errors have
been corrected and warnings have been looked over.

ea P.\ S8 Solutians Grous
State Report Manager

Loaout: Ann-Marie Trujilo
| ixue - Trinls for WDE-602 October 2007 Salary Schedule |

Latest Trial

Generated: 09-10-2007 3:50pm

Errors (0 Records (5)
[ sove ] Dounioad | [ ocit- | Warmings (0

Saved Trial: 2006-07 Data

Generated: 09-10-2007 2:08pm

Records (4)
s ] vowniond ] Wamngs (0
Submitted Triak: This state report has not yet been sent to WDE.
Done [ @ internet LA
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Step 2. Click the blue “Certify” button.

State Report Manager

Logout, Ann-Marie Trujlo

| e - Trials for WDE-602 October 2007 Safary Schedule |

Latest Trial

Generated: 09-10-2007 3:50pm

Errors (0 Records (5) Reports
[ e J 1@5 Wamings (0

Saved Trial: 2006-07 Data

Generated: 09-10-2007 2:08pm

Records (4)

by

ocD

Submitted Triak This state report has not yet been sent to WDE.

Done [ @ mnternet Hooon -

Step 3. Name this item in the white box, click in the certification box, and
then click the “Send to WDE” button.

() c\ + talutians Group
State Report Manager

Leaout: Ann-Marie Trujilo
Home > Send to WDE

Trial Hame: LdstaffColection. 031007 |

¥ 1 certify that this trial i accurate and can be sent to the Wyoming Department of Education. This action cannot be revoked.

R

[ @ mntermet 0% -

Step 4. Repeat this process for the Staff files except in Step 2, click the “Send
to WDE” button.
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Step 5. Return to the main menu. Note that under Trial Name it states
“Certified Trial” for the both sets of data files that were sent to WDE.

igettingStarted, do el [ £r || al S B
@, [web search o« [Bp Bookmats + [Hsettingse | Etews ~ SuFood - dlgmal - @ity vshoo) = | ditshoo) antisor »
| S St Repart Mana., % PR B G- reeoe s GTocke
e
State Report Manager

Logout: Ann-Mars Trujie

Welcome to the Wyoming Department of Education State Report Manager
WODE has identfied the folowing state reports. Please salect 3 state report by cicking on a name below:

Current State Reports

Collection Start Submission
Hame Daie Due Date  Trial HName Date
200708 Uncertfied TCS Sent Tral 082172007 SENT - NOT
2:58pm CERTFIED
WOE-602 October 2007 Salury Scheduls Oct 1, 2007 Oct 33, Cotifiud Trial 00700 08-10-2007 CERTIFED
2007 3:36pm
2006.07 Data 09-10-2007 HOT CERTIFED
2:06pm
WOE-602 October 2007 Staff Empkyrent, Oct 1, 2007 Oct 22, CortifmdStaiTCollection 081007  09-10-2007 TFED
Assgnments, and Expenence 2007 3:50pm
200007 taia 09-10-2007 HOT CERTIFIED
2:0Bpm

Bane L & tncerrat 100~

< = (ENOEOER

are Vi P K 2:57pM




Appendix 5: Data Corrections and Newspaper Report

Time

Ine

\

WDE sends
districts potential
errors and the
Potential
Misassignment
Report via e-mail

Will
corrections be
made?

Yes
h 4

District makes
necessary
corrections within
.CSV files

Yes District uploads
revised .CSV files
into State Report
Manager (SRM)

District certifies
revised .CSV files
to WDE in SRM

District notifies
WDE that
resubmission is
complete

Are there
additional
corrections?

No—|

Data
Correction
Process

District sends WDE
written explanation on

N\

Newspaper

why errors cannot be
fixed

>

i Reports

WDE posts Newspaper

z
O

October 28, 2008 — November 26, 2008

A

> Reports on WDE
Fusion portal

4

Districts need to go to
http://fedu.wyoming.gov
and click on ‘HERE” at
the bottom of the page

Enter in your username/
password and click ‘OK’

Click on “Data
Collection” tab

4

December 1, 2008 — March 31, 2009

Reports”

36
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