
 
   W D E 6 3 3 G U I D E B O O K 

 
1 

 

 

 

 WYOMING DEPARTMENT OF EDUCATION  

WDE633 - Certified Staff Vacancy Application Information 

April 19, 2016 

 

 

 

 

 

 Data Collection 

Guidebook 
Wyoming Department of Education 

 

 

 

 



 
   W D E 6 3 3 G U I D E B O O K 

 
2 

 

Data Collection Guidebook 
 

 

 

 

 

 

 

2016 © Wyoming Department of Education; all rights reserved. 

Hathaway Building • Second Floor 

2300 Capitol Avenue 

Cheyenne, WY 82002 

Phone 307.777.7675 • Fax 307.777.6234 

http://edu.wyoming.gov 

 

 

 

 

 

 

 

Donal Mattimoe 

Data Analyst 

307-777-6391 

donal.mattimoe@wyo.gov 

 

 

 

 

 

 

 

The Wyoming Department of Education does not discriminate on the basis of race, color, national origin, sex, age, or disability 

in admission or access to, or treatment of employment in its programs or activities. Inquiries concerning Title VI, Title IX, 

Section 504, and ADA may be referred to Wyoming Department of Education, Office for Civil Rights Coordinator, 2300 Capitol 

Ave., Cheyenne, WY, 82002-0050 or 307-777-7673, or the Office of Civil Rights, Region VIII, U. S. Department of Education, 

Federal Building, Suite 310, 1244 Speer Boulevard, Denver, CO 80204-3582, or 303-844-5695 or TDD 303-844-3417. This 

information will be provided in an alternative format upon request. 

http://edu.wyoming.gov/
mailto:donal.mattimoe@wyo.gov


 
   W D E 6 3 3 G U I D E B O O K 

 
3 

Directory 
INTRODUCTION ............................................................................................................................................... 3  
       WDE633 AUTHORITY ............................................................................................................................................................. 3  
        COLLECTION SCHEDULE .........................................................................................................................................................3  
        WDE633 DATA ELEMENT DESCRIPTIONS ...............................................................................................................................4  

DATA SUBMISSION INSTRUCTIONS ................................................................................................................... 9  
        ACCESSING THE WDE633 COLLECTION ..................................................................................................................................9 
        ENTER/EDIT DATA ..............................................................................................................................................………………….10  
        VALIDATE DATA ......................................................................................................................................................................15  
        CERTIFY/SUBMIT DATA .......................................................................................................................................…………………17  
        ERRORS IN DATA ......................................................................................................................................................…………….18  

SUPPORT CONTACTS ........................................................................................................................................ 19  
APPENDIX A: BUSINESS RULES ..........................................................................................................................20 

 

  
  



 
   W D E 6 3 3 G U I D E B O O K 

 
4 

Introduction 

 

 

 

 

 

District staff will be asked to complete an excel worksheet and review data before submitting the 

collection through the Collection Tracking System. This guidebook serves as the definitive 

instruction set for the data contained within the WDE633 Data Collection.  

 

WDE633 Authority  

 

School Districts are required to submit a variety of data collections each year. The data collected by 

the Wyoming Department of Education (WDE) are critical and essential to the continual growth of 

Wyoming’s education system. The authorities that allow the WDE to collect data for the WDE633 

are W.S. 21-2-203(c) (ii) & W.S. 21-13-309(u)  

 

Collection Schedule  

 

WDE633 Spring Collection Window: May 18 – August 31, 2016  
It is highly recommended that each school district submit their data the WDE633 by Tuesday, 

August 15, 2016. This will ensure that errors can be corrected and the data can be certified before the 

end of the collection on the 31st.  

 
School district personnel may edit the WDE633 data and certify at any time on any day of the collection 

window. 

 

  

The WDE633 is the annual collection from each district 

providing a report of certified staff vacancies at your district 

coming into the 2016-17 school year. Districts will be asked to 

report all certified vacancies that occurred after the 

submission of the prior year WDE633 to present. 
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WDE633 Data Element Descriptions   

 

The WDE633 is an annual report that provides information on the applicant qualifications districts 

seek in employees as well as all certified staff vacancies at the district coming into the 2016-17 

school year. Districts are asked to report certified vacancies that occurred after the 2015-16 WDE633 

submission to present.  

 

 Qualifications – Grade School Teachers Grades PK – 5  

 Qualifications – Secondary School Teachers Grades 6 – 12  

 Qualifications – Other Certified Staff  

 Rate overall ability to attract quality applicants 

 School ID or District ID  

 Vacant WISE ID 

 Vacated First Name 

 Vacated Last Name 

 Date Vacancy Open  

 Reason for Vacancy  

 Assignment Code  

 Assignment FTE  

 Number of Applicants  

 Other Vacancies Filled 

 Number of Positions 

 Attract High Quality Rating  

 Date Vacancy Filled  

 Replacement WISE ID 

 Replacement First Name 

 Replacement Last Name 
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 Vacancy Resolution  

 First Choice Applicant Hired?  

 If First Choice Applicant Not Hired, Why Not?  

 

 

Qualifications – Grades School Teachers Grades PK – 5  

Qualifications - Secondary School Teachers Grades 6 – 12  

Qualifications – Other Certified Staff  
From the available options, choose the top three qualifications or attributes considered when making 

the decision to hire certified personnel. Districts will be asked to determine the order of importance 

for certified personnel working with Grades PK – 5, Grades 6 – 12 and Other Certified Staff. 

Qualifications are required regardless of the occurrence of vacancies. The worksheet provides a drop 

box with the following choices:  

 

 - Caliber of certification institution 

 - Caring - Certification exam scores  

 - Certification in subject to be taught 

 - Communication Skills 

 - Cooperative  

 - Creative 

 - Enthusiastic  

 - Experience 

 - Grade point average 

 - Intelligent  

 - Major in area of teaching 

 - Master's Degree  

 - Motivated  

 - Organized  

 - Pre-Screening tests 

 - Quality of modeled lesson 

 - Quality of sample lesson plans 

 - Quality of teaching portfolio  

 - References/recommendations  

 - Residence in school district 

 - Thoughtful 

 - Works well with others  

 

Rate the overall ability to attract high quality applicants 

On a scale of 1 to 4, how would you rate the overall ability to attract high-quality applicants when 

vacancies arise in district?  

 1 – Very Difficult  

 2 – Somewhat Difficult  

 3 – Somewhat Easy  

 4 – Very Easy  
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School ID or District ID  

Valid seven-digit district ID or school ID assigned by the WDE. Select the organization ID where the 

vacancy occurred from the drop down list.  

 

Vacated WISE ID 

Enter the valid WISE ID for the staff member vacating the position. 

 

Vacated First Name 

Enter the First Name of the staff member vacating the position. 

 

Vacated Last Name 

Enter the Last Name of the staff member vacating the position. 

 

 Date Vacancy Open  
The date the position was opened for recruitment of this certified staff position. To be reported 

YYYY-MM-DD. If you enter MM/DD/YYYY or MM-DD-YYYY it will automatically be formatted 

to YYYY-MM-DD. 

Reason for Vacancy  

From the available options, choose the reason for vacancy from the drop-down box.  

 Retired – (Resigned and collecting retirement benefits) 

 Terminated – (Dismissed by district for cause) 

 Promoted – (Switched jobs in district) 

 Transferred (in-district)  

 Transferred (out-of-district, in-state) 

 Transferred (out-of-district, out-of-state) 

 Leave of Absence – (Health, Family, Sabbatical) 

 Left Profession – (Left for other position in different career field) 

 Deceased  

 New Position (added course-new course)  

 New Position (added class-enrollment growth)  

 New Position (added employee – class size reduction)  

 Position Eliminated (District not replacing this vacancy) 

 Position Contracted Out  

 

Assignment Code  
Report only certified staff. From the Reportable Combinations link at the top of the worksheet select 

the assignment in which the vacancy occurred. If a certified staff vacancy has more than one 

assignment, enter one vacancy record (row) for each assignment.  

 

Assignment FTE  
Expected percent of time this assignment will be worked by the certified staff filling this vacancy, 

with 1.00 being equal to a full-time position. Valid entrees .01 – 1.00  
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Number of Applicants  
The number of properly certified/credentialed applicants for the vacancy; will accept up to 500.  

 

Other Vacancies Filled 

Were other vacancies with the same assignment code filled using the same pool of applicants? 

 

Number of Positions 

How many vacancies in total, were filled by the same pool of applicants? 

 

 

Attract High Quality Rating  
On a scale of 1 to 4, how would you rate the overall ability to attract high-quality applicants for this 

vacancy?  

 1 – Very Difficult  

 2 – Somewhat Difficult  

 3 – Somewhat Easy  

 4 – Very Easy  

 

Date Vacancy Filled  
If the vacancy was filled, enter the date the person signed offer letter or contract. To be reported 

YYYY-MM-DD. If you enter the date as MM/DD/YYYY or MM-DD-YYYY it will automatically 

format to YYYY-MM-DD. If the vacancy was not filled, leave this field blank. 

Replacement WISE ID 

Enter the valid WISE ID for the staff member filling the position. 

 

Replacement First Name 

Enter the First Name of the staff member filling the position. 

 

Replacement Last Name 

Enter the Last Name of the staff member filling the position. 

 

Vacancy Resolution  

If the vacancy wasn’t filled on the first day of school, what was the final vacancy resolution? If the 

vacancy was filled, leave blank.  

 SB – Day to Day Substitute Teacher  

 CD – Class Dropped from schedule  

 CC – Class Combined with another Class  

 CL – Collaboration: is a certification term whereby a teacher who does not have an 

endorsement in a particular area is allowed to teach in that area by “collaborating with 

another teacher who does have an endorsement in the area. These would be Teacher of 

Record and a Teacher not of Record.  

 EL – WEN Video  
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 OF – Off Site Instruction  

 OL – Overload current staff: Where several teachers agree to teach extra class(s) to relieve 

the vacancy.  

 DE – Other Distance Education or online course  

 ID – Inter-district teacher sharing  

 

First Choice Applicant Hired  
Was the first choice applicant hired? Y = Yes and N = No.  

 

If First Choice Applicant Not Hired, Why Not  
If the first choice applicant was NOT hired provide a narrative why not. If the first choice applicant 

WAS hired leave this field blank. 

Data Submission Instructions  

 
Accessing the WDE633 Collection  

 
The WDE633 collection is located in the WDE Data Collection Suite,  

https://edu.wyoming.gov/data/dcs/ 
 
Scroll through the list of collections and find WDE633. Click on the arrow on the left side of the 

WDE633 for more options.  

 
The WDE633 Form detail will provide a Description with general information regarding the 

WDE633 collection. There is also Contact tab with the WDE633 data steward contact information 

and a Documents tab that contains the guidebook, WDE633 worksheet and Reportable Combinations 

hand out.  

  

https://edu.wyoming.gov/data/dcs/
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Enter/Edit Data  

Open the WDE633 link under the Documents tab and save the form to your computer (WDE633-

Your seven digit district ID). There will be two tabs located at the bottom of the screen - one for the 

WDE633 form and one for a set of general instructions. 

 

 

Districts will need to provide their district name at the top of the page by selecting the correct 

organization from the drop box. They will also need to provide the name of the person completing 

the form and the contact person’s email and phone number. 
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Validate Data  

There are several internal error checks that will appear if incorrect information is provided in the 

WDE633 excel form. For example if an invalid value is provided you will get the following error.  

                                         

Several of the fields have drop boxes that provide valid value options. It is suggested the user select 

from drop boxes when available.  

 

Certify/Submit Data  

Once the form is completed and has been reviewed it is ready to be certified or submitted to the 

WDE through the Data Collection Suite.  

 

The Data Collection Suite can be accessed through the Fusion Data Collection Suite  
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Enter your User Name and Password. For assistance log onto Data Collection Suite go to support 

tab, under Instructional Videos, look at Retrieving and Resetting Passwords. 

https://portals.edu.wyoming.gov/DCS/Content/Docs/Videos/RetrieveandResetPassword.mp4 

 

 

On the next page select the “uploads” You will see your district id displayed on right side of screen. 

If you have multiple organizational accesses, you must specify school district before selecting the 

collection. 

 

 

 

https://portals.edu.wyoming.gov/DCS/Content/Docs/Videos/RetrieveandResetPassword.mp4
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 Must have WDE633 Edit rights for the collection and to Certify a collection you will need WDE633 

Certify Rights.  Your District Fusion Administrator can assign the necessary roles if you don't see 

them in the WDE633 in the drop box. 

 

 

WDE633 
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Use your browser to upload the file from your hard drive  

 

 

 

 

WDE633 

WDE633 
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Any comments to the WDE633 data steward can be included in the comments portion. To upload 

file into database select Upload File. 

 

Once your file has been uploaded to the DCS a validation report must be created, click on Validation 

Report tab. 

 

Once file has been successfully uploaded you will receive an email confirmation.  

WDE633 
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File must now be certified by district and sent to WDE for processing. Click on submission tab. 
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This will show your district’s submissions for the collection. Click on Details tab to show current 

status 

WDE633 
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Click on certify to send to WDE and create an email notification 

 

WDE633 

WDE633 
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Your submission has reached WDE. 

Errors in Data  

 
Once the WDE633 has been certified and sent to the WDE, the Data Steward will manually import 

the information into the database and run additional internal error checks. If additional errors are 

found the data steward will email districts a list of necessary corrections. Districts will need to make 

their corrections and then re-upload the worksheet in the Data Collections Suite.  

 

If districts determine they entered data in error they can contact the WDE633 data collection steward 

and then resubmit.  

 

Support Contacts  

 
Whom do I contact regarding WDE633 content questions?  
Donal Mattimoe – 307-777-6391 or donal.mattimoe@wyo.gov 

 
Whom do I contact regarding submission questions or problems?  
Liz Foster – 307-777-7009 or elizabeth.foster@wyo.gov  

 
Whom do I contact regarding username and passwords in the Data Collection Suite?  
District Fusion Administrator or utilize DCS support tab, Instructional Videos – Retrieving and 

Resetting Passwords.  

Liz Foster – 307-777-7009 or elizabeth.foster@wyo.gov  

 

 

mailto:donal.mattimoe@wyo.gov
mailto:elizabeth.foster@wyo.gov
mailto:elizabeth.foster@wyo.gov
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Appendix A: Business Rules 

RULE #  RULE TYPE  PROBLEM 

DESCRIPTION  

PROBLEM DETAILS  

1001  ERROR  Invalid School Year  School Year is missing or 

invalid  

1002  ERROR  Invalid District ID  District ID is missing or 

invalid  

1003  ERROR  Missing Grade School 

Qualification  

Grade School Qualification 

is missing  

1004  ERROR  Missing Secondary School 

Qualification  

Secondary School 

Qualification is missing  

1005  ERROR  Missing Other Certified 

Staff Qualification  

Other Certified Staff 

Qualification is missing  

1010  ERROR  Duplicate Grade School 

Qualifications  

Grade School 

Qualifications contain 

duplicates  

1011  ERROR  Duplicate Secondary 

School Qualifications  

Secondary School 

Qualifications contain 

duplicates  

1012  ERROR  Duplicate Other Certified 

Staff Qualifications  

Other Certified Staff 

Qualifications contain 

duplicates  

1100  ERROR  Invalid School Year  School Year is missing or 

invalid  

1101  ERROR  Invalid District ID  District ID is missing or 

invalid  

1102  ERROR  Invalid Org ID  Org ID is missing or invalid  

1103  ERROR  Missing Date Vacancy 

Open  

Date Vacancy Open is 

missing  

1104  ERROR  Invalid Reason for Vacancy  Reason for Vacancy is 

missing or invalid  

1105  ERROR  Invalid Assignment Code  Assignment Code is 

missing or invalid  

1106  ERROR  Missing Assignment FTE  Assignment FTE is missing  

1107  ERROR  Missing Number of 

Applicants  

Number of Applicants is 

missing  

1108  ERROR  Invalid Attract High 

Quality Rating  

Attract High Quality Rating 

is missing or invalid  

1109  ERROR  Invalid Date Vacancy 

Filled  

Date Vacancy Filled is 

missing or occurs before 

Date Vacancy Opened  

1110  ERROR  Invalid Vacancy Resolution  Vacancy Resolution is 

missing or invalid  

1111  ERROR  Invalid First Choice 

Applicant Hired  

First Choice Applicant 

Hired is missing or invalid  

1112  ERROR  Missing First Choice 

Explanation  

First Choice Explanation 

cannot be blank when First 

Choice Applicant is N  

1120  ERROR  Invalid Assignment Code  Assignment Code is invalid 

for the Selected Org ID  

2000  WARNING  Missing District Data  No data for district  

 


