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Introduction

The WDEGO9 is the annual collection, providing contact information used in the
hard cover edition of the Wyoming Department of Education directory as well as
The Wyoming Department of Education Fusion Portal online directory.

District and Accredited Institution staff will be able to review and edit data before certifying the WDEG09
collection.  This collection will take place within the Data Collection section of the Wyoming
Department of Education Fusion portal. The WDEG609 is meant to be used by WDE, district and
accredited institution employees and is inaccessible to the general public.

This guidebook serves as the definitive instruction set for the data contained within the WDEG609 Data
Collection.

WDEG609 Authority

School Districts and Accredited Institutions are required to submit a variety of data collections each year.
The data collected by the Wyoming Department of Education (WDE) is critical and essential to the
continual growth of Wyoming’s education system. The authority allowing the WDE to collect data for
the WDEG09 collection is listed below:

W.S. 21-2-202 (a) (viii)
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Instructions

Accessing the WDEG609 Collection
The WDEG09 collection can be accessed through the Wyoming Department of Education Fusion
Portal at http://www.fusion.edu.wyoming.gov.

Within Fusion, click Data Collection at the top of the page and then WDE609-
School District Contacts in the blue Data Collection box on the left side of the
screen. The WDEG09 splash/home page will contain links approptiate to your

level of access.

If you do not have access to Fusion, click Request Login in the upper right-hand corner. If you
have access to Fusion but not to the WDEG609 link after clicking Data Collections, please see your

Fusion Administrator.



http://www.fusion.edu.wyoming.gov/
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WDEG09 Roles

The WDEG609 is an annual report that provides contact information for both district and accredited
institution staff. Information from the Wyoming Department of Education Fusion Portal user accounts
are preloaded into the WDEG09 for districts to review and edit. Below is a list of positions for which
District and School contact information is required:

Accredited Institution Roles

e Education Director
e Executive Director
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WDEG609 Data Elements

e Prefix e Phone Type

e First Name e Phone

e Middle Name e Address Type

e Last Name e Address

e Suffix e Address Line 2

e DPreferred First Name e City

e Primary E-mail e Zip Code

e Alternate E-mail o Zipt+4

e Photo e State

e Primary title e User Name

e User Type e Parent Organization
e WISE Staff ID e Child Organization
e Status ¢ Roles

¢ Responsibilities ¢ Primary Contact

Prefix - Required
An appellation used to denote rank, placement, or status. i.e. Mr., Ms., Reverend, Dr., Pastor etc.

First Name - Required
The staff member’s full LEGAL, first name.

Middle Name
Staff members middle name or middle initial.

Last Name - Required
Staff member’s legal last name as printed on their social security card.

Suffix
Generation indicator i.e. St., Jr., III or degrees earned i.e. PhD.

Preferred First Name - Required if Applicable
The abbreviated legal name, middle name or nick name a person uses on a daily basis if other than the full
legal first name.

Primary Email - Required
The primary accredited institution e-mail address assigned to the staff member.

Alternate Email
Alternative email address used by employee if applicable. Please do not provide personal email accounts.
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Photo
Using the Browse link gives the user the opportunity to upload a picture.

Primary Title - Required
Primary title is the primary job title held by the person. This title is not necessarily the same as the role
they fulfill in the directory.

User Type - Required
For accredited institution employees this field will always be LEA (Local Education Agency).

WISE Staff ID - Required
The Wyoming Department of Education seven-digit, state assigned staff record identifier. This number
can be retrieved from the Staff Registration System (SRS) in Fusion.

Status - Required

Status is the person’s employment status within the district. Current employees will have an Active status;
employees who have separated from a district will have a status of Inactive. Changing a person’s status
from active to inactive will automatically delete all their roles except Fusion User. This allows them to be
assigned to a new district if they switch jobs within the state while maintaining their user name and
password. Only Fusion Administrators can activate or inactivate a user account.

Responsibilities
This field is narrative where districts can describe all work duties fulfilled by the employee.

Phone Type - Primary Phone Required
The type of phone number being entered e.g. primary phone, alternate phone, cell, fax or toll free. One
telephone number can be entered for each phone type.

Phone - Primary Phone Number Required
Phone is a ten-digit phone number. The Add Another link must be selected to save the phone number
within the User account. Includes a phone extension field that accepts up to five digits.

Address Type

The address type is primary or secondary work address dependent upon the address type selected. The
address type must be selected to successfully input a complete address. The Add Another link must be
selected to save the address within the User Account.

Address
The address is the post office box or street number and name where the user receives his or her work
related mail.

Address Line 2
The Address Line 2 field is available for organizations whose address does not fit in the Address field.
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City
Name of the city where the organization is located and/or mail is delivered.

Zip Code
Five digit identifier assigned by the US Postal Service.

Zip+4
This code is an enhancement to the zip code and consists of four digits that identify a specific range of
delivery addresses.

State
Name of the state where the organization is located. The state name can be selected from the drop box
and for the purpose of this collection, will always be Wyoming.

User Name

This field is found by clicking on the Edit Roles link at the bottom of the User Information page. This
field is automatically populated when the user account is created and is the name the user enters in the
user name field when logging into Fusion.

Parent Organization - Required

This field is found by clicking on the Edit Roles link at the bottom of the User Information page. For
the purpose of the WDEG09 the parent organization will always be the accredited institution name and
seven-digit Wyoming Department of Education assigned district identifier code.

Child Organization
This field is found by clicking on the Edit Roles link at the bottom of the User Information page. For
the purpose of the WDEG09 the child organization will always be blank for accredited institutions.

Roles - Required

This field is found by clicking on the Edit Roles link at the bottom of the User Information page. If
selecting more than one role hold the Control key while highlighting selected roles. Click on the Select
link after desired roles are chosen in order to add them to the user account. Click Save at the bottom of
the page to save the roles and then click Save again at the bottom of the user information page to finalize
the user account updates.

Primary Contact - Required
This field is found by clicking on the Edit Roles link at the bottom of the User Information page. A
primary contact must be selected for the Education and Executive Director roles. The primary contact is
the person you would like listed in the print directory. This field allows districts to assign multiple people
to a role so more than one person can receive communications such as emails and letters. The primary
contact field cannot be selected for a new individual if the primary contact field for that role is already

| selected in another user account. You must first uncheck the initial primary contact.
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Collection Schedule

WDE609 Spring Collection Window:
July 25 - August 23, 2014

It is highly recommended that each school district validate the data by Wednesday, August 13, 2014. This
will ensure that errors can be corrected and the data can be certified before the due date.

School district personnel may edit the WDEG09 data and certify at any time on any day of the collection
window.

Corrections to the spring 2014 WDEG09 data are restricted to a firm time-line; any additional errors found
by the WDEG609 data steward must be corrected expeditiously in order to release an accurate and timely
directory. Itis requested that all final errors be corrected by the end of September.

The spring WDEG609 is due August 23, 2014.

Data Collection Window
July 25— August 23,
2014
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Data Submission
The WDEG09 is submitted via the Wyoming Education Fusion Portal. The Fusion portal allows school
districts to submit data more effectively and efficiently.

Accessing the WDEG609 Collection

Once logged-in to the secure Fusion website, http://fusion.edu.wyoming.gov , the user will click the on
the Data Collection link at the top of the page and then WDE609-School District Contacts in the blue
Data Collection box on the left side of the screen. The WDEG09 splash/home page will contain links
appropriate to your level of access

If you do not have access to Fusion, click Request Login at the top of the Fusion Home page. If you
have access to Fusion but not the WDEG09 link after clicking Data Collections, please see your district’s
Fusion Administrator.

Home Page
The following is the WDEG609 home page seen after clicking WDE609-School District Contacts:

= Wyoming Education Fusion - Data Collection - WDEG09 - School District Program Contacts - Windows Internet Explorer

@\ ~) = | hitps:fistaging.exdu.wyoming govisites/seuuredMysiesiData_Colection/data_tollection_ w603 _scheol_district_program_conkacts.asp NS

Fle Edt bWew Favorites Tooks Help

@ Convert - [P select

Google | v|seach -0 @D~ @ - Q- Eshare~ B [ sidewiki - | U check - 28] Translate - T aueoril - € - (sinin -
6!"0 WEB SEARCH RO 8- - L | (25
W I@Wynmmq Education Fusion - Data Collection - WDEED... l_l 5 - B s~ |bpage - () Tods - 2

SUSAN DISTRICT! Find Fusion Administrator Map Help About Fusion ContactUs

Home Directory Data Collection Data Reporting Carcer Guidance Communities Applications Admin

Forms Inventory | Data Sub Data Validations | Communication Center

Data Coll &0 District Prog 5 SNhom Do TASK? SEARCH _(;.,

Data Collection Links WDEG09 - School District Program Contacts

Collection Calendar
Collection Tracking
DataSpecs Online Reports
Expanded Surveys

WDE Surveys

WDE103-Transportation
Reimbursement

WDE401-Special Education
Reimbursement

-— — - —
WDEG08-5chool District ."‘! :
Directory ->\ Jny ._.ic
WDE676-Parent/Teacher - \M

Ed

Due Date: August 28th, 2010

Conference Attendance

WDE609-School District T i alidate T— TT—

Contacts

URL

To add a personal link, click
"Add to My Links" on "My Page”.

41| Done, but with errors on page. & Internet H100% -
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EdittUpdate Roles

To edit or update a role, click Edit on the home page. You are taken to the following screen on
which you will see all persons assigned required roles in the WIDE609 School Program Contact Data
Collection. Scroll to the bottom of the screen for a list of all district and school roles which must be
filled. To edit a person’s information you can click on the Edit link next to their role. You will then
be taken to the person’s User Information page. If the person you would like to assign a role is not
listed on the page select the Search link at the bottom of the page.

You will only see roles assigned to your district.

&, Wyoming Education Fusion - Data Collection - WDE609 - School District Program Contacts - Windows Internet Explorer

BEIE

S8 [4)[x] [ |2

P
@\ = A & ] ttpsifistaging.edu.wyoming.govsitesisecured/Mysites/Data_Callection/data_colestion_wde603_school_district_program_contacts. aspx

Fle Edt Wew Favoritss Tools Help

@ Comvert - [ Select

Co g[c| V‘ﬂsearch' Mare » _ Signin 9
9!"@ WEB SEARCH @-Eﬁ.w-@. 24 @

w & I@WynmmgEducatmr\Fusinn-DataCnHectinr\-WDEED..‘I I

an|Detrekl Logout Find Fusion Administrator ~ Site Map  Help
P e e e e
Home' Directory Data Collection Data Reporting Communities Applications Admin

Data Submission | Communication Center |

| District Program Contacts “Whom Do 1Ask?’ searcH [ G

Data Collection Links WDEG609 - School District Program Contacts

DataSpecs Online Reports
Expanded Surveys District Contacts
WODE Surveys N
WDE103-Transportation Person Name Role Primary Contact
Reimbursement Merlyn Sandberg Assessment Coordinator Edit Yes
WDE401-Special Education Teresa Chaulk Business Manager Edit Yes
Reimbursement Qrlen Zempel Career and Technical Education Coordinator Edit Yes
WDEGQ2-FA Staff Data Merlyn Sandberg Computer/Tech Coordinator Edit Yes
WDEG08-School District Terasa Chaulk Consolidated Grants Manager Edit Yes
Directory Scott Wiblemo Curriculum Coordinator Edit Yes
WDEG09-5chool District Richard Failoni Operations and Maintenance Supervisors Edit Yes
Contacts Katherine Alexander Personnel Director Edit No
Teresa Chaulk Personnel Director Edit Yes
—————— | Annie Crank Scholarship Coordinator Edit Yes
N Bradford Martin Special Education Director Edit Yes
-
Teresa Chaulk Superintendent Edit No
URL Merlyn Sandberg Title I Coordinator Edit No
To add a personal link, dick “Add to Scott Wiblemo Title I Coordinator Edit No
My Links" on "My Page”. Shawn Rogers Transportation Supervisors Edit Yes
Merlyn Sandberg WISE Coordinator Edit Yes

School Contacts

School Name Person Name Role

Kemmerer Alternative School Annie Crank Guidance Counselor Edit
Kemmerer High School Annie Crank Guidance Counselor Edit
Kemmerer Alternative School Scott Wiblemo Principal Edit
Kemmerer Elementary Scott Wiblemao Principal Edit
Kemmerer High School Orlen Zempel Principal Edit
Kemmerer Middle School Robert Leathers Principal Edit

& Internet #100% T

Click Done to return to the home page.
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Top of the User Information screen:

Windows Internet £

= e fstagng. edu.wyaming. govistes fsecuredMysites (Daka_Collsctnfdata_tolection_wlof_sohool_district_fwegram_sonlacts, asoo | | Fr || Cend I

Ele [k Yew Fgvorkes Jeck He
Byconver - [ Select

Google ~ 2 seorch = gt - D - D B ee- B Sdowdi = F Check = il Tramsdate = ] Autorll = 50 o - e
o - (o wes seanc | . e B - iy - - . -l
B4R | whoming Education Fusion - Dats Collection - WDEGO. .. fa - B e = [ Bage - £ Tgols

G TR scanc [

Prafix First Name® Middle Name

Mare

VENE Siriisd Last Mame*® Sulfix Preferred First Hame

WO 103

Fambr s pramoR

WoEAD wcial Bducation Primany E-mail* Alternate £-mail Photo

Reimbursement [mtaylorsksda.or Cimaa—J
WDESDS-School District

Directory Primary Title User Type WISE Staff 1D*
WDEGT6-Parent/Teacher Diector of Instruction LEA = I it 10

Confarancs Attandance

WOREOS-School DI sratus

Contacts Active
|

To add o personal Bk click
“Add to My Links™ on “Hy Page”.

Responsibilities

e oo Bhaone

Altarnate Phone = £ : o

Phona Type Fhone
Primary Phone 307-885-7138 Edit Delat

Address Address Line 2

Addross Typs
Primary Work Address w

City Zip Code Zip+4 State
e
Oone & irernet 00w -

@ = 8 bt f st o sdu, vt et ¢ ekt et _schusl_lriel_peodgeamm_conk st asg el DRl s -
Efs Edm  View Fgvortes Jooks Help
& Convest = [ Select
Coogle s & search =< 50 = (D
o - [0 pmrpeersn M TS e
S | @ Whyming Edhucalion Fusion - Data Colloction - WOESD. ..

| T aneled i personal Bnk, click |

“Add to My Links™ on "My Page™. |

g - Bshae- B~ Sidewdi = “0F Check = a4 Transiate = | Autera = & - SgnIn =

Phone Type p Phona

Alternate Phone -~ & - EXT
Phone Type Phane
Primary Phone 307-885-7138 Edit iy

Address Type Address Address Line 2

Primary Work Address &
city Zip Code Zip+a State
Wyoming b’
Organization Roles More Info Default
Linceln County Schoal District =2 Assessment Coordinator Mars
Lincoln County School District 52 Career and Tachnical Education Coordinator
Lingoln County School District =2 Consolidated Grants Manager
Lincoln County School District #2 Curriculum Coordmator
Lincoln County Schoal District =2 Distance Education Community Mamber
Lincoln County School District 82 Fusion User yes
Lincoln County School Dastrict =2 Scholarstup Coordinator
Lincoin County School District =2 Title [ Coardinator
Lincoln County Schoal District =2 Wwyaming Curriculum Directors Assn Member ¢

& irterree A 100%. ¥

All general information can be updated on the main User Information page. In order to edit a
person’s roles you must scroll down to the bottom of the page and click the Edit Roles link.
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£~ Wyoming Education Fusion - Data Collection - WDEEOS - School District Program Contacts - Windows Internet Explorer

é - @ e wromang. sk _C colection_wdeEls_school_district_program _conkacks, aspe Bl -

Fie  Edt  Yiew Favortes Tooks  Helo
Econvet - [ Select

Google S M semen g D e D | e B O ek | 0 Chek s B Trearntst ] dutorn + 9 e Erin
! - o weasearcn | 5 B - 59 - - S - AR TR
T whonng B stion Fuson - Dats Collection « WOESD. .. -8 i - [P Bage - ¥ Took -
T B TT Frsemr— _—
Collection Tracking
Dataspecs Online Reparts User Name
Expanded Surveys salired
WOE Surveys 3 *ich —
i = i rarent Organization
WS 10 TransnarEaton. Lincoln County School District =2 - 1202000 %
WDE401 ecial Cducation Child Organization
Besmbur nt. S alerr -
WOEGDS-School District
Directory Roles
WDES7&-Parent/Teacher |-Select-- . i
Conference Attendance |aszezsment Coordinator
i 9.5¢ strict usine
SEREor sehon; Districy |Career and Technical Education Coordinator
|Computer/Technology Coordinator
| Curnculum Coordinator
| | |Operation and Maintenance Supervisor
|Persannal Director -
sen m—
To add a personal Bnk, click Organization Roles HMore Info Unassign Default
A es Fy Linkea” i TRy Papa’ Afron Elementary pistance Education Community Member ’ ©
|| Afton Elementary Fusion User &
Afton Elementary Prncipal L Jr ]
s Ly S
”
1. | Done & Irkernet Hoi00h T

New roles can be selected by choosing parent and child organizations as well as roles. Child
Organizations are required for school staff only (Principals and Guidance Counselors). Roles can be
added by highlighting the appropriate role and then clicking the Select link. As roles are added to
the user account they will appear at the bottom of the page. After all roles have been added to the
user account click on Save to return to the main user information page.

After User information has been reviewed and edits have been made click on the Save link. You
will then be asked if you want to associate this user account with the existing staff member. Click
OK to commit your updates. Cancel will return you to the previous WDEG609 School District
Program Contacts page.

Note: After editing roles you must save on both the edit roles page and the user information
page in order to commit your changes.
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Adding and Removing People from the WDEG609

To assign a role to an employee who is not currently on the WDEG609 School District Program Contacts
page click on the Search link at the bottom of the page. You will then be taken to a Users Search page.
Type in the criteria you wish to search out the individual with and click the Search link.

Note: Ifyou are not finding the individual, try using less information. Search by district only or

last name only.

@\ ) v | 2] httpsifistaging.edumyoming. govfsiesfsecuredMysitesData_Colectionidata_collection_wde609_school_distrct_program_contscts.aspx v & [[+2][x] [mano |[2]-
Edit wiew Favarites Iools  Help
@ Convert + [ Select
P GO e Search ~ - Mare » . SignIn -
Googll h b
oo wessnen | @ 0 - B- sy @

f.‘ Wyoming Education Fusion - Data Collection - WDE609 - School District Program Contacts - Windows Internet Explorer

BEE

7:3 '1'9? I @Wyommg Education Fusion - Data Callection - WDEGD.., l I

fi - 8

d=h v [ihBage ~ ) Tools -

School Contacts

Expanded Surveys District Contacts
WDE Surveys .
WDE103-Transportation Person Name Role : . Primary Contact
Reimbursement Merlyn Sandberg Assessment Coordinator Edit Yes
WDE401-Special Education Teresa Chaulk Business Manager Edit Yes
Reimbursement COrlen Zempel Career and Technical Education Coordinator Edit Yes
WDEG02-FA Staff Data Merlyn Sandberg Computer/Tech Coordinator Edit Yes
WDEG08-5chool District Teresa Chaulk Consolidated Grants Manager Edit Yes
Directory Scott Wiblemo Curriculum Coordinator Edit Yes
WDEG09-5chool District Richard Failoni Operations and Maintenance Supervisors Edit Yes
Contacts Katherine Alexander Personnel Director Edit No
Teresa Chaulk Personnel Director Edit Yes
- | Annie Crank Scholarship Coordinator Edit Yes
Bradford Martin Special Education Director Ed!t Yes
Teresa Chaulk Superintendent Edit No
URL Merlyn Sandberg Title I Coordinator Edit No
To add a personal link, dick "Add to Scott Wiblemo Title I Coordinator Edit No
My Links™ on "My Page”. Shawn Rogers Transportation Supervisors Edit Yes
Merlyn Sandberg WISE Coordinator Edit Yes

School Name Person Name Role

Kemmerer Alternative School Annie Crank Guidance Counselor Edit
Kemmerer High School Annie Crank Guidance Counselor Edit
Kemmerer Alternative School Scott Wiblemao Principal Edit
Kemmerer Elementary Scott Wiblemo Principal Edit
Kemmerer High School Orlen Zempel Principal Edit
Kemmerer Middle Schaol Robert Leathers Principal Edit

| @ mtemet H100% -
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Your search will produce a list of persons who meet your search criteria. Click on the person’s first name
to have access to their User Information page. If the person you are seeking is not on the list see your
district’s Fusion Administrator to have a Fusion User Account created.

= Wyoming Education Fusion - Data Collection - WDEGDS - School District Program Contacts - Windows Internet Explorer

(€] v e s ) foata_c _cobection_ydetins_school_detrict_program_contacts, ason | & 4]l 2=
Eie [ Wew Fgvortes ook Hep

& commt = [ Selact

Google v Y sesch - ighc D e D Bshae- - Sidewdi = o Check = (B8 Transiste = ) Autordl + 5 b Seon In +
o [0 I L T sl @

Data Collection Links WDESDD - School District Program Contacts

Calloction Calendar T ¥

Caollection Tracking S————

Dataspecs Online Reports | | (* 15 wildeard character) &0
Expanded Survays First Name Last Name | Willams

WDE Surveys

WEE 103-Transportation Preferred First Name Roles  -Selact- -
Reimbursement

WDESD1-Special Education Organization | -Selact- br

Reimbursemant

WDES08-School Distrct

s [eeeee)

Parent/Teacher
w Attendance

School District

3 Last Name a Role Name Organization Name
Contacts williams Eusion User College of Agriculture
| | Williams Fusion User University of Wyeming Cooperative Extension Service
willams Fusion User Big Horn County School District #1
Williams Fusion Administrator Campbell County School District # 1
Williams Fusion User Park County Schoal District & 1
2 williams Fusion Administrator Uinta County School District =1
To add a personal nk, click | Williams Fusion User Uinta BOCES #1 Education Center
i s et WILLIAMS Fusion Administratar State of Wyoming
williams Fusion User Wyoming Education Association

williamson Fugion User Wastern Wyoeming Community College

& Irternot % 100% =

If you have a new hire who has previously worked in the state of Wyoming and the staff member has a
User Account but their account is inaccessible, you will need to call their previous district and have their
Fusion Administrator enter the User Information page and Deactivate the employee. This will allow
your district’s Fusion Administrator to open their user account and activate them under your district.

Note: Only Fusion Administrators have the tights to Activate or Deactivate user accounts.
Once the Fusion User Information page is accessed information can be edited and roles can be assigned.

To remove a person from the WDEG09 you will need to un-assign their role or deactivate their
account depending on if they are still employed by your district.

15
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For persons who are no longer employed by your district have your Fusion Administrator inactivate
their account by opening their User Information page and in the Status drop box change the work
status from Active to Inactive or select the Deactivate link at the bottom of the User Information

page.

£~ Wyoming Education Fugion - User Accounts - Usars - Windows Intarnet Explorar

g v B g fshaging e, fiters, eIy T s s ol BRI ok

Bl [de Yiew Favortes ook  Mek
& Convert = [ Select

Gouogle v M search =gl s (D e B Bshwe- B~ Sidewd = o Chack + [bM Transiste + | autord + 0 L Seon In =
-1 W SEARCH iR o - - - .l 55
W B Wyeaning Education Fusion - User Accounts - Users -8 i - rBese - GHTesk -

Adnin Home | Demetory Manager | User Accounts | State Registration Syatem | Communication Center |

Twrom oe vReer scanc [N -

e

Approve Requests
Usars .
Suparvisar Preflx Flrst Name* Hiddle Hame

Roles -Select- [Shadd
Last Name*® suffix Preferred First Hame
[ Destracez
Primary E-mail* B Alternate £-mail Photo
[sschuteoduc state wy s lo.—v=n
T e aper.| | Primary Title User Type WISE Staff 10+
| LEA ~ 3625147 cdit 1D

Status

p | Inactive
Responsibilities
Phane Type Phone
Alternate Phone - = EXT
Phone Type Phone
Frimary Phone 307-777-3656
Address Type Address Address Line 2
--Select- ¥
City Zip Code Zip+a State -

Dione & Irtermet 100w -

When Inactive is selected the user will no longer have login rights to Fusion and all roles except
Fusion User will be terminated automatically. The person’s information will remain intact within the
system in case they were to work for you or another district in the future.

To un-assign a role for a person who has changed positions within your district you will need to
access their User Information page and click on the Edit link. At the bottom of the next page, click
on Edit Roles. The next screen will have a list of all the Fusion User roles assigned. Roles can
individually be unassigned by clicking on the Unassign link. The role will then be removed from
the page and the Save link must be selected to commit the removal of the role. Click Save again on
the user information page and you will then be taken to a page that informs you the user
information has been updated. Click OK.

Note: Only WDEG09 roles can be edited and unassigned within the WDEG09 collection.
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Note: When reassigning a role DO NOT open the role and change the name and e-mail.
Each user account has its own user name. For example Jane Doe’s user name would be
jdoe. If]Jane were to leave and you replaced her with a staff member named Paula Jones
and you changed the first and last name your new employee would have a fusion user
account of jdoe. Instead inactivate the user account or delete the roll for Jane Doe and have
your Fusion Administrator open a new user account for Paula.

Validate Data

Once all the WDEG09 contacts have been reviewed and necessary changes made the data is
ready to validate. Data must be validated prior to certification. Click Validate under WDEG609 -
School District Programs Contacts on the home page:

= Wyaming, £ducatian Fusion - Data Collection - WDE0 - Schaat District Pragram Cantacts - Windows intarnet Explorar

[ <] - |@l 1 . urvoming. wta_C _colection_wdee09_schoel_district_program_contacts. aspi w4 x 2.

Bl Bt Yww Fovortes  Dock el
& Corvert = [ Seloct

Google M semch s oghc D e e | Elshanc B Sidevald +  “SF Clwck + Bal Trarlate = 5| Autordl + 4
S - (o wen smancn | .. G2 ) - &9 - - - |1

| g8 Wyoming Education Fusion - Dista Collaction - WEE60, ..

Collection Cal
Collection Tr
DataSpecs Onkne Reports
Expanded Surveys

WOE Surveys

Due Date: August 20th, 2010

WDE 103-Transportation

Reimbursement

WOEA01-Special Education .
Reimbursement ] |

2 - | —— ==
WDEGDE-Schaol District \‘:'1 -
Directory .& / | i i
WDES?5-Par Hreer A | - |
Cantar e | =

sl i [— —— —— —

Contacts

My Links

To add a persanal link, click
Al e Py Limbs” an My Page”, |

i, Dore, buk with errors on page. & Interret F 100% -

You will be taken to a screen that lists all of your reported WDEG609 contacts.
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Gougle

2 v 2 Search -~ gl - D - - Bshae- Bh- Sidovebi - 0F Check - [kl Translate - "] Autofill - s Sign In
oI - (o WEB SEARCH SR G- - - * (1 g5
oo |ge Dt sori « WDEED. . fir = B - deh - [hpage - i Took -

Collection Tracking | pistrict Contacts !

Dataspecs Online Reports

e iy Parson Name Role Reviewad

e S s MARK TATLOR Assessment Coordinators

WDE 103 Transportation )€ Inskesp Business Manager

Reimbursement MARK TAYLOR Caraar and Tachnical Fducation Cosrdinatar

WODEAD1-Special Education Bart Kunz Computer/Tech Coordinator )

ki rm ey MARK TAYLOR Consolidated Grants Manager Cl

MO SRE: o Divtrce MARK TAYLOR Curriculum Coordinator =

WOEGT&-Parent/Teacher 31 C inskeep Personnel Director =)

Conference attondance MARK TAYLOR Scholarship Coordinator =

WDEGDS-School District Jan Abrams Suparntandant (]

Lontat MARK TATLOR Title 1 Coordinatar o

I | | mallan Tolman Transportation Supervisars =]

Rart Kunz WISE Coordinator (=

- Sehool Contacts

To add a personal Bnk, click School Mome Person Mame Hole Reviewed

"add to My Links” an "My Fage”.| | Swift Creck Learning Center Russell Gardner Guidance Counselar Edit 1

Afton Elamantary Alan Alirad Principal Edit O
Cokeville Elementary Keith Harris Principal Edit =)
Cokeville High School Keith Harris al Edit (]
Ftna Elamantary Justin Piaranton Principal Edi &)
Osmond Elementary. Kelly Tolman Principal Edit O
Star Valley High Schoal Shannon Harris Principal Edit El
Star Valley Middla Sehoal Kem Cazier Brancrpal mdit @
Swift Creck Learning Center Russell Gardner Principal Edi [}
Thayne Elementary CHAD JENKINS g Edit I
[V
Bistrict Roles Schaol Rales
Assessment Coordinator Edlolarth Coordinator gulddrl‘.! Counselor (secondary schools only)
Carear and Tachnical & c Stipe
Computar/Tach Coordinator Titla | Coordinator
Consolidated Grants Manager TrAaNSpOMation SUPervIsors
Curnculum Coardinator WISE Coordinator
Qperations and MAINTENaNCe SUPETVISOrs
| Personnel Director | >
& Irtermet #H100% -

If a staff member’s information has been reviewed through the Edit process, check the Reviewed
box next to the person’s role. The data will not be certified for individuals that do not have the
Reviewed box checked.

Note: Once a box is checked and Validate or Done is clicked, the box will be
checked and grayed out and cannot be unchecked.

If Reviewed has been checked for all of the WDEG609 contacts in your district, you skip the above
page and are taken directly to the list of employees with errors and their error count, shown below.

Click Validate to validate the data for all the organizations on this screen for which the Reviewed
checkbox is checked.

Click Done to return to the home page.

After clicking Validate, the system will check for errors in the data (e.g., apply the business rules in
Appendix A) and display the following screen if one or more errors are found in the data:
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B ER Wew Favortes Jook  Help
& conven = B Selact

Coogle w | & search - 4 & - Sgnn =
o - |Q WEB SEARCH * a0
W O | S wyoming Education Fusion - Data Collection - WIDESD, .. f = Bl - o< lrBese » (ki Teds e

Callecton Trackng
DataSpecs Online Reports
Expanded Surveys

he following organizat % errors. Click the name to view and correct its errors:

WDE Surveys Records school é;'l:":'rl
DLA03-TEanecrrtaLon 1202000 Lincaln County School Distnict #2 1
WOEA01-Special Gducation 1202000 . Lincoln County School District 2 1
Reimburs g 1202000 Lincoln County School Distrct 32 1
WDESO8-School Distrct 1202000 Lincoln County School Distrct 22 1
Diractory 1202000 Lincoln County School District &3 1
WOEGTG-Parent/Teachar 1202000 Lincoln County School Districk # 2 1
Conlerence Attendance 1202000 Linceln County Scheel Districk #2 1
WDES09-Schoel Drstrict 1202000 Lincoln County School Distrct £2 1
Contacts 1202055 Cokeville High Schoel 1
l | | 1202003 Thayns Elementary 1

ment Coordinator

To add a persasal Bak, click lor (secondary schaols only)
“add to My Links” on "ty Page Bl
Career and Technical Education Coordinator 5t
| | ComputerTech Coordinator Tithe | Coordsr
Consohdated Grants Manager Transportation Supervisors

Curriculum Coordinator WISE Coordinator
Gperations and MaiNtenance Supervisors
Personnel Director

Done & Irternce F00%. =

Click on the employee name or role and scroll to the bottom of the next screen for a list of errors.
The screen is the same as the Edit User Information screen except that the errors are listed in a
Comments section at the bottom of the screen:

Fhe  Ede  Wew  Fgeodtes  Took  Hels
@yCorvent = [ Salect

Google ERshan s B+ () Sidewdd T Chack + bl Tranelste = 5] Autordl = 50 monln =
Sl - (o LTS 1 s
e & |29 & - e = | Bags - F Took -
Altarnats Phona - - -1 £XT -~
Phone Type Phane
Primary Phonae 3I07-085-7100 . Draxlst
Address Address Line 2
zip Code Zip+a State
Wyomeng -
Address Type Address Addross Line 2 ey

Primary Work Address
Secondary Work Address

Oraanization Roles Default
Lincoln County School District =2 Computer/Technology Coordinator

Lineoln County School District #3 CourseWalk Authenticated

Lincoln County School District &2 Fusion Administrator vas
Lincaln Coaunty Schaol District 2 Fusion User

Lineeln County School District =2 WDESTE Certify

Lingoln County School District #2 WDESH4/605 Read

Lincoin County School District =2 WISE Community Member

Lincaln County School District &2 WISE Coordinator

Linceln County School Oistrict #2 WISE Staff 10 Administrator

Lincoln County School District #2 WISER 1D Administrator

T,
1005

+ alid name Prefix is required,

i) s

[ B dntorne Haow = |
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All errors must be corrected before the data can be certified. After the errors are corrected, click
Save (or Cancel to return to the list of schools/organizations with errors without saving changes).
The screen is refreshed with the new information. If you have successfully fixed all the errors with
an individual, he or she will be removed from this list.

You may fix other errors by clicking another employee’s name or click Done to return to the home
page.
If all of the data is error free, the following screen is displayed:

7 Wyoming Fducation Fusien - Data Collection - WDESD® - School District Program Coy

[<] - e ek < codection
Fin  [de  Yiew Favortes  Tooks ek
& Corvert = [ Select.

Gouogle | 2 searen = < gt v D e @D - | G nare - B - maowes = | S creck = (B8 Transiate = "] Autorm = -, - P
o - (o WD SEARCH iR o m- o +* |

scation Pusion - Dats Collection - WDNIGD. . - B sheh = |(:F Bage = &3 Took -

Your dats are arror- free.

To add a

personal bk, click
“Aa b Py Links” on Py Fage.

Done & irnernee #ioow -

Click OK. You will now be given the opportunity to certify the data or return to the WDE609
home page. Certification rights are usually reserved for someone at the district level. If you only
have edit rights, you will not see the Certify button.

If you have more than one person listed for a position you will see a message listing the roles that
have multiple users assigned. This is not an error merely a warning. Multiple users can be assigned
to a role but all roles other than superintendent, principal and guidance counselor may only have one
primary contact.

Click Certify to begin the certification process. This is the same as clicking Certify on the home
page (see Section 4). Note that the first step in certifying data is to validate the data, so you should

see a second message confirming the lack of errors in the data after clicking Certify.

Click Return to WDE609 Home to return to the home page.
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Certify Data

Once you have validated the data and determined that there are no errors, the data may be
certified. Click Certify on the WDEG609 home page (or at the end of the validation
process as described above)

Logvul  Help  About Fusien

“Lifelong Career Guldance

alidal = om C:

Data Collection » WDLGOU - ol District Directory
T
Collection Calendar Due Date: July 2, 2009

WDE Surveys
Expanded Sur 5
WDEGDZ-FA Staffing Data

WOESDE- Schaol District
Darectory

WDESS52-5P Staffing Data
WDE&RL Frrollment Duata

To add a personal bnk, chok “add
bar My Links" on My Page”.

If every Reviewed box next to the organization names wasn’t already checked, the following screen
is displayed:

—_—
Home' ‘Directory’ “Data Collection’ “Data Reporting ‘Lifelong Career Guidance ‘Communities’ “Applications’ ‘Admin

Farms Inventory | DataSubmission | Communication Center |

Data Collection » WDE608 - School District Directory

WDEGDS - School District
Callection Calendar
Expanded Surveys Organization Name Reviewed
WDE Surveys Laramie County School District #1 Edit
WDES0E-School District Afflerbach Elementary Edit
Directory Alta Vista Elementary Edit
Anderson Elementary Edit
Arp Elementary Edit
Baggs Elementary Edit
o Bain Elementary Edit
o zpmmna nt 9 || Buffalo Ridge Elementary Edit
Carey Junior High School Edit
Central High School Edit
Clawson Elementary Edit
Cole Elementary Edit
Davis Elementary Edit
Deming Elementary Edit
Dildine Elemeantary Edit
East High School Edit
Fairview Elementary Edit
Freedom Elementary Edit
Gilchrist Elementary Edit
Goins Elementary Edit
12

009 Wyoming Department of Education
00 Capitol Avenue, Hathaway Building
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For every organization that does not have the Reviewed box checked, edit/review the information,
make and save any necessary changes, and check the Reviewed box. Then, click Validate.

After clicking Validate, the system validates the data and displays the following screen if there were
no errors found:

Hallo, SUSAN KRUSE)

Towe TREChHry TaAwEAIETaT R TRy Cersr ATeRes®  Eamwualee  AFonesisne  Waw

Furma Inventery = Dats Submissiun Collectiun Tracking | Data Validstisns | Communication Santar

Data Colfection » WDEGDS - School District Directory

| pata cotlaction Links | woE60s - School District Diractory

Collection Calendar

WDE Surveys

Expanded Surveys L i ! Your data no errors and are now ready for the certification
WDEGDZ-FA Staffing Data

508-5chool District

ory

5P staffing Data
WOEGRA-Enrollmeant Data

Rt 1o ome

T sl i el ik, check Akl
o My Links™ on My Page”,

Note: You are taken directly to this screen after clicking Certify on the WDEGO9 home page if all of the
Reviewed boxes were already checked and there were no errors in the data.

Certification completes your submission to the Wyoming Department of Education.

The following screen appears after clicking Certify:
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£~ Wyoming Education Fusfon - Data Callection - WDESD® - Schoal District Program Cantacts - Windews Internel Explorer

& = [ nch. = colction_pecea_schoml_dwbrict_program, conkects, b N NI Al

Eie  fde  Wew Favortes Teck  Helo
& Convert = [ Select.

~ 23 scarch More 3> Sonin A -
sSR-0O-0- 8 e gm
R~ E - - age » Tooks -
aang. Your data W 1 no errors and are now ready for the certification
2001 - The following District Contact position has multiple users assigned:
Personnel Director

Title T Coordinator

Contacts

4 S TRt (e WOEGDS Heme
My Links

@ Irtormer 1o, -
Click Continue Certifying Data to continue the process.

Once certification is complete (if there are no errors), you will see the following screen indicating
that the certification process is complete:

¢~ Wyoming Lducation | usion - Data Collection - WDLG0U - School District Directory - Windows Internet Explorer

& - e T € _colioctaon_vedet0ts_school_hstrict_drectory s i R 2i-
fe  Edt  Yiew Fagvortes  Teck  Help

&y Conen LR - E

Coogle wr | saarch = gl v (D e I Elshae- B Sidewski = 0F Check = [bal Translate = [ | autord = 0 - Sign In =
| &I - (o WEB SEARCH EHiE- o m - = - 5

| G| @ wyoming Eduestion Pusion - Data Collsction - WDESD. . i - B e~ i Bage = 3 Took =

WA FREPERTaRe Rawme

Fwwem oevaeer seancy [IIINNEGEE

Congratulations! Data for the organization{s) are now and suce full o WOE for the 2009 WDEGOS collection.

Sublette County School District 89

TRETTH to WOFGOE Wome Il - Prnt WOPGOE Tiate

To add a persanal link, chick
“Add ta My Links” an My Page”.

i Exvor on pags. & & irrornet *100% -

Click Return to WDE609 Home to return to the home page or Print WDEG609 Data to export
and save or export and print the submitted data. You may also move to another portion of Fusion
or exit Fusion at this time.
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Once your data are certified, you will no longer be able to validate or certify although you can still

edit. If you find an error, contact Susan Williams at susan.williams@wyo.gov or 307-777-6252 to

have your data decertified.

Printing Data

In order to print a complete spreadsheet of the WDEG09 data you submitted you must select an

export format icon at the top of the page.

= Wyoming Education Fusion - Data Collection - WDESDS - School District Program Contacts - Windows Internet Explorer

Q- &
Fle  Ede  View Fovortes  Took  Help
@ conveet - [ Select

e g collection_wdetUd_school_dstnict_program_contacts. aspoc

Coogle
oS- o

| @ whyoning Educstion Fusion - Dats Collection - WOESD. .. |

}

“Dala Collection

WD SEARCH

Data Reporting Commun s Appiieations Amin

ict Program Contacts

DataSpecs Online Reports
Expanded Surveys
WDE Surveys

WDE102-Transportaton i i whole Page » nd | Ne

[ Bxel T EOE S cSv

Reimbursement

WDE40 1-Special Education
Reimbursement
WDE&02-FA Stalf Data
WDEGUS-School District Asi
Directory
WDE&NS-School Distrct
Contacts

To add & personal bnk, dick “Add to
My Links" on "My Page”.

Hale Prelix First Hame Last Namu

Middle Namo /

District Roles

sment Coordinatar Murlyn Sandberg

Buszineszs Manager Terasa Chaulk

Career and Technical Education Coordinator Orlen Zempel

ComputerTechnology Coordinator Merlyn Sandberg

Consolidated Grants Manager Terasa Chaulk

Cumculum Coordmatos A Scolt Wiblemo

Oparation and Maintenance Superdsor Richard Failoni

Personnel Dwector Kathenne Maegan Adexander

Personnel Director Teresa Chaulk

Scholarship Coardinator Annie Crank

Specal Education Director Bradiond Martin

Superintendent Terasa Chaulk

Title: 1 Coordinatar Murlyn Sandberg

Title | Coardinater Seott Wikleme

Transportation Superasor N Shawn Rogers

The document can then be opened and printed or saved to your hard drive.

Sulfix

& Tnternes

Primary Ema

mesandboerg gl
tehaulk@icsd

ozempel@lcs
mzandbergidh
tchaulk@lcsd”
bl s
rfailoni@lced1

madissaande
tehaulk@icsd

acranki@lcsd1
broartingiicsd

tchaulk@lcsd”
mesandboerg gl
awiblemo@lcs

srogursEicsd
&, 100%
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3

File Download

Do you want to open or save this file?

@ j Mame: WODERDSDistrickSchaolsFepart, xls
[Hl Type: Microsoft Office Excel 97-2003 Worksheet

From: staging.edu, wyoming. ooy

Open ][ Save ] | Cancel |

harm your computer. |f pau do nat kst the source, do naot open or

|e;] While files fram the Intermet can be uzeful, same files can patentially
"
A zave this file. What's the risk?

Reports

A report of the WDEG609 data submitted can also be accessed by clicking on the Report link on the
WDEG609 home page and then selecting the Data Report link.

Follow the directions above for printing or saving the document.
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WDEG609 Fusion Rights

The presence of links in the blue Data Collection window on the left side of the Data Collection
link depends on the uset’s rights:

Role Edit Validate Certify Report
WDEG609 Read | No No No Yes
WDEG09 Edit Yes Yes No Yes
WDEG609 Certify | Yes Yes Yes Yes

The Edit button is available year-round because there are a few data fields, such as address and

phone information that is editable year-round. The Validate and Certify buttons are only available
during the open collection window for WDEG609: July 25 — August 23, 2014. During this window,
if the user has rights for an action as specified above, the button appears; if not, the button does not

appear.

The WDEG609 window shows a list of all district and school contacts who are currently assigned
WDEG09 roles. The Reviewed checkbox is used to indicate that a user has reviewed the
employee’s information and made any necessary changes — and that data is ready for validation

and certification. This column of checkboxes is also only displayed during the collection window.

The collection cannot be certified until all boxes are checked.
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Errors in Data

Once the WDEG609 has been certified and sent to the Wyoming Department of Education the WDE
Data Steward will manually import the information into the database and run additional internal error
checks. If additional errors are found the district will be notified via an e-mail and the collection will be
decertified allowing districts to fix the errors.

Send to WDE
Once all errors have been corrected the data can be revalidated and recertified, sending
it to the WDE. All additional errors must be corrected by the end of September in
order to produce hard copies of the Wyoming Department of Education directory in a
timely manner.
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Frequently Asked Questions

WHOM DO I CONTACT REGARDING WDEG609 CONTENT QUESTIONS?

Shannon Cranmore — 307-777-6245 ot shannon.cranmotre(@wyo.gov
WHOM DO I CONTACT REGARDING SUBMISSION QUESTIONS OR PROBLEMS?

Shannon Cranmore — 307-777-6245 ot shannon.cranmore@wyo.gov

WHOM DO I CONTACT REGARDING USERNAME AND PASSWORDS FOR FUSION?

Your district’s Fusion Administratot.

WHOM DO I CONTACT REGARDING THE WYOMING DEPARTMENT OF EDUCATION FUSION
PROJECT AS A WHOLE?

Susan Williams — 307-777-6252 or susan.williams@wyo.gov
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Appendix A: Business Rules

WDEG609 GUIDEBOOK

RULE | RULE PROBLEM
# TYPE DESCRIPTION PROBLEM DETAILS

Required Office Position is missing.
1001 | ERROR Missing Position

School is missing Principal.
1002 | ERROR Missing Principal

Duplicate Publishing Only one person can have the indicator for Primary

1003 | ERROR Indicators Contact for this Position

Phone Number is required with position is not
1100 | ERROR Missing Phone Number vacant.

Phone Type is required when entering Alt Phone
1101 | ERROR Missing Phone Type Number and Position is not Vacant.

Email Address Is Required when Position is not
1102 | ERROR Missing Email Address Vacant.

Name Prefix is required when Position is not
1103 | ERROR Missing Name Prefix Vacant.

Required Office Position is vacant.
2001 | WARNING | Vacant Required Position

29




Index

Accessing the WDEG609 Collection, 4, 10
Address, 7

Address Line 2, 7
Address Type, 7
Alternate Email, 6
Authority, 3
Business Rules, 29
Child Organization, 8
City, 8

Collection Schedule, 9
Data Certification, 21
Data Elements, 6
Data Upload, 10
Data Validation, 17
Due date, 9

Editing Collection, 11
Errors in Data, 27
FAQ, 28

First Name, 6

Fusion Rights, 26
Instructions, 4
Introduction, 3

Last Name, 6

Middle Name, 6
Name Prefix, 6

WDEG609 GUIDEBOOK

Name Suffix, 6
Parent Organization, 8
Phone Number, 7
Phone Type, 7
Photo, 7

Preferred First Name, 6
Primary Contact, 8
Primary Email, 6
Primary Title, 7
Printing WDE609, 24
Reports, 25
Responsibilities, 7
Roles, 8

Send to WDE, 27
State, 8

Status, 7

Table of Contents, 2
User Type, 7

W.S. 21-2-202, 3
WDEG609 Roles, 5
Williams, Susan, i, 28
WISE Staff ID, 7

Zip, 8

Zip+4,8

30



	WDE609 Authority
	Instructions
	Accessing the WDE609 Collection
	WDE609 Roles
	WDE609 Data Elements

	Collection Schedule
	WDE609 Spring Collection Window:
	July 25 – August 23, 2014

	Data Submission
	Accessing the WDE609 Collection
	Home Page
	Edit/Update Roles
	Adding and Removing People from the WDE609
	Validate Data
	Certify Data
	Reports
	WDE609 Fusion Rights
	Errors in Data
	Send to WDE

	Frequently Asked Questions
	Appendix A: Business Rules
	Index

