Data Collection Suite R1

WDE Data Collection Respondents

The Data Collection Suite has been upgraded with
enhanced security features and a contemporary look and
feel. This manual is one resource to support respondents
as they begin to use the new software and submit data to
the WDE.

Wyoming Department of Education
6/24/2013
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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 307-777-7675, 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.
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Welcome to the Data Collection Suite

Schools 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 new Data Collection Suite R1 replaces the older WDE
Data Collection Suite with improved security and account management. The user experience
has been updated with a contemporary look and feel and easier site navigation. The purpose
of this manual is to provide a reference for local education authorities to support their work
with the DCS.

The Data Collection Suite requires data to be submitted as Microsoft Excel spreadsheets.
Excel 2007 or newer is required. The DCS is a web application and users must access the
website using a W3C standard browser: Chrome, IE 9+ or Firefox.

The URL to access DCS is:

https://portals.edu.wyoming.gov/DCS/support.aspx

The WDE takes data security very seriously. The DCS is a secured website. The user must
enter the https to access the website.

The black DCS R1 header will remain the same on all pages. On the left is the Data Collection
Suite R1 title. On the right at the top is the standard set of links for all Wyoming Government
websites. The green “Citizen”, “Business”, “Government” and “Visitor” links will all take the
user outside of the WDE websites to other state websites.

W State Government Links
STATE OF WYOMING

DEPARTMENT OF EDUCATION . DCS Navigation Bar
uploads submissions tracking collections admin support [
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Navigation for DCS will occur through the DCS Navigation Bar. The modules will remain the
same on each page. If a user does not have rights to a module, the link will be visible and
they will receive an access denied error if they try to access it. Respondents will not have
access to the “tracking”, “collections”, or “admin” modules. A respondent who clicks one of
these links will receive an access denied page.

The support module (https://portals.edu.wyoming.gov/DCS/support.aspx) is available to
public users without signing in. This page contains a link to the DCS User Manual,
Instructional Videos, Resources, and the Feedback Tool.

Support © Support Resources

Welcome to the Data Collection Suite Support!
This support page contains valuable links to help solve any technical issues. Please feel free to
contact us using any of the following methods.

¢ The can be downloaded via the link on the right.

® The Instructional Video list contains several short how-to videos to help guide users through the
data collection submission process.

¢ In an effort to continuously improve our products and services, please send constructive
comments and suggestions to the WDE through the tool.

* The link has telephone and email information for various WDE staff.
We appreciate your time and hope DCS can be a tool that works for everyone.

© Resources

sincerely,

The WDE Information Management Division

@ Instructional Videos

The DCS User Manual is in pdf format and users will need Adobe Reader to be able to view the
manual. Adobe reader can be downloaded here: http://get.adobe.com/reader/

The Instructional Videos are in mp4 format and can be viewed using one of the following:

» Windows Media Player (http://windows.microsoft.com/en-us/windows/download-
windows-media-player)

> QuickTime (http://www.apple.com/quicktime/download/)

» iTunes (http://www.apple.com/itunes/)

The “Contact Us” link has phone numbers and email addresses for WDE staff who manage the
DCS.

Perhaps the most exciting feature of the DCS Support page is the Feedback Tool. This is not a
survey. The Feedback Tool is a web form that allows users to send constructive criticism and
suggestions for improving the data collection experience. These comments are read and
reviewed by WDE Data Stewards and staff who manage the DCS. There is a Captcha at the
bottom of the form to prevent spam. Captcha is the distorted image of letters and numbers
above the submit button. Humans can decipher the code, but automated spam bots cannot.

Page 5 of 22



The Wyoming Department of Education (WDE) respects your opinion and would like to improve our programs, services and solutions. Your
feedback is a critical component of improvement. Please send us a message about your observations, experience or recommendations. We
appreciate you taking the time to provide your input. Here are a couple resources that might help if you arrived here inadvertently. The WDE
Website is a good first start when looking for general information about the WDE. We also offer our Fusion website which is used for delivering
solutions and navigating users to tools and sites for exchanging information.

Your Name:
Your Email Address:

Subject:

Feedback:

KU H7K

Type the code from the image

Each Local Education Authority (LEA) has control over their accounts. Accounts and Roles for
DCS are managed through the Wyoming Education Fusion portal. The WDE Data Stewards are
responsible for supporting the local administrator with account management. There are
three roles for LEA users for each collection. Each of these roles is distinct and does not carry
the abilities of the other roles. For example, a user will need WDE999 Edit and WDE999
Certify for a collection to be able to both edit data and certify their organization’s WDE999
data.

The Edit role allows LEA users to upload, edit, and download excel spreadsheet files.

The certify and decertify functions are both contained in the Certify Role. This role allows a
user to certify a submission that has already been uploaded and validated.

The Read role only allows a user to view uploaded files.

To support LEA users with account management, the DCS Support module contains a link to
view the profile of the currently logged in user. This is a quick troubleshooting method to
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assist LEAs with role assignment. In the following example, this user has the roles to read,
edit, and certify the WDE999 collection for Lincoln County School District #1.

|
User Identity Claims

Username: ldistrict

Display name: Leslie District

First name: Leslie

Last name: District

Phone: 307-777-86751

Email: leslie.zimmerschied@wyo.gov .
Role Memberships: Current User Profile

© Support Resources

Role Id Role Mame Organization Id Organization Mame

3 Fusion Administrator 707 Lincoln County School District #1
1 Fusion User 707 Lincoln County School District #1
507 WDES99 Certify 707 Linceln County School District #1
508 WDE999 Edit 707 Linceln County School District #1
509 WDES99 Read 707 Lincoln County School District #1

Spreadsheet templates for each collection are available to download from the Data Collection
Suite - Forms Inventory. Data must be gathered and entered into an excel spreadsheet prior
to upload. The Data Collection Suite - Forms Inventory is available at
http://edu.wyoming.gov/DatalnformationAndReporting/DataCollectionSuite.aspx. You can
navigate there by beginning at the Wyoming Department of Education homepage
(edu.wyoming.gov) and selecting the “Data, Information and Reports” icon, then selecting
the “Data Collection Suite - Forms Inventory” icon on the left.

W ‘ WYOMING

DEPARTMENT OF EDUCATION

Home Programs Communications Resources State Assessment Standards State Board Videos Employment ContactUs

Data Collection Suite Data Submission Login
X ~

List | Calendar | Upcoming

Collection Title Respondent Status Due Date
» WDELD0A School Foundation Program Funding Workshest District Under Review  08/12/2013
» WDE100B Vocational Education Student FTE Worksheet District Active 08/12/2013
» WDE100C Vocational Education Teacher FTE Worksheet District Active 0871272013
» WDELD2 Reimbursable Pupil Transportation Expenditures Report District Active 08/12/2013
» WDELD4 Monthly Litigation Expenses District Active 09/30/2012
> WDE106 District General Fund Cash Flow Report District Active 07/31/2013
> WDE112 National Board Certified Teacher Paid Report District Under Review  01/03/2013
> WDE140 Bonded Indebtedness Mill Levy Supplement and/or Capital Lease Grants District Under Review  06/15/2013
» WDE160 County Treasurer's Reporting Form Other Active 07/10,/2013
» WDE170 Cooperative Services Incentive Application District Under Review  08/12/2013

oo rrecE " T c s o o i PEVEYS]
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The carrot “>” will display details for each collection. Clicking on the carrot will open the
following screen.

Data Collection Suite Data Submission Login
List Y'-.‘\ Calendar Y'\\ Upcoming \'\..
Collection Title Respondent Status Due Date
w WDELOOA School Foundation Program Funding Worksheet District Under Review  08/12/2013
“r Y_ ~
Description '-..‘ Contact \ Documents \

Abstract: Serves as School Foundation Program application and funding estimate worksheet. Due 30 business days after June 30 each year.
Reports all data necessary for WDE to compute school districts’ School Foundation Program Guarantees, local resources, and the
resulting district entitlement or recapture. Subject to careful review and crosscheck with other WDE forms, including the WDE-601,
WDE-600 WDE-103, and WDE-401. COLLECITON PERIOD: 7/1/2013 - &/12/2013.

Mandate:  W.5. 21-2-203 http://legisweb.state. wy.us/statutes/statutes.aspxifile=titles/Title21/T21CH2 htey W.S. 21-3-110(a)
(vl:httpe//legisweb.state.wy.us/statutes/statutes.aspx’file=titles/Title21/TZICH3AR L htmy W.S. 21-3-117(a)
(i:http:/Alegisweb.state. wy.us/statutes/statutes.aspxifile=titles/Title 21/ TZ1CHIARL htm; W.5. 21-4-401 through W.5. 21-4-505;
http:/flegisweb.state.wy.us/statutes/statutes. asprifile=titles/Title21/T2ICH4 htmy WLE, 21-13-101 through W.5, 21-13-

331 :http:/Alegisweb.state.wy.us/statutes/statutes.aspxifile=titles/Title 21/T21CH13.hiry; Rules, Chapter
Ehttp./fsoswy.state.wy.us/Rules/RULES/ 7210 pdf: Rules Chapter 20; http://soswy.state.wy.us/Rules/RULES/5440 pdf

Method: Web Upload

Periodicity: Annually

Required:  Required

» WDELOOB Vocational Education Student FTE Worksheet District Active 08/12/2013

» WDELOOC Vocational Education Teacher FTE Worksheet District Active 08/12/2013

» WDEL03 Reirmbursable Pupil Transportation Expenditures Report District Active 08/12/2013
AMDCing Bl | oot T Diicteics " 00200901

The Description tab contains a brief summary, the law or mandate which gives the WDE
authority to collect the data, the method of upload, the periodicity and requirement for the
collection.

Data Collection Suite Data Submission Login
List » Calendar Y'\.\ Upcoming \'\.._
Collection Title Respondent Status Due Date
~ WDELO0A School Foundation Program Funding Worksheet District Under Review  08/12/2013
T
Description T Contact Documents
Division: Finance

Contact: Jed Cicarelli
Phone: 307-777-5808

Email: Jed.cicarelli@wyo.gov
» WDELOOB Vocational Education Student FTE Worksheet District Active 08/12/2013

» WDELOOC Vocational Education Teacher FTE Worksheet District Active 08/12/2013

The Contact tab will list the WDE Division, staff member, and their direct contact details for
the collection.

Page 8 of 22



Data Collection Suite Data Submission Login

List Calendar \:'-._ Upceming
Collection Title Respondent Status Due Date
~ WDELOOA School Foundation Program Funding Worksheet District Under Review  08/12/2013
- ' - N
Description Contact ] Documents
Document Type Description

Preliminary WDEL00 Excel
for Funding FY 2014 Workbook
PDF

WDEL00 Guidebook WDEL0D Instructions for Funding Year 2014
Document

Preliminary WDEL00 for Funding FY 2014

The Documents tab contains the excel template for the collection and any related documents
such as FAQs or Guidebooks. Users must download the Excel Workbook to their computer and
gather and compile the data prior to beginning the upload process.

To log in, the user will navigate to the DCS URL:

https://portals.edu.wyoming.gov/DCS/support.aspx

The Forms inventory also contains a link to the DCS above the list of collections. It is called
“Data Submission Login”.

The user will sign in using their Wyoming Education Fusion portal username and password.

Sign in using your
fusion username and

password.

Wyoming Department of Education

Type your user name and password,

User name: | Idistrict |

Passward: | |

If a user does not remember their Fusion username and password, they may navigate to the
Wyoming Education Fusion portal homepage at http://fusion.edu.wyoming.gov.

At the top right is a link called “password help”. Clicking this link will allow a user to reset
their Fusion password.
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Login Request login  Password Help  Find Fusion Administral

Home Directory ata Collection ata Reporting Applications TRRT Sl | GEE L

4

Once a user is logged in and the correct roles assigned, the next step is to upload a file. The
user will click on the “upload” module in the navigation bar.

Data Collection Suite R1

STATE OF WYOMING
DEPARTMENT OF EDUCATION

uploads submissions tracking collections admin support

4

Then the user selects the desired collection. The user will only be able to see collections for
which they have roles assighed. The right side of the screen displays the organization which
the user is representing. This is important to note if a user represents more than one
organization, for example both a school and a district. If a user only represents one
organization, the system will default to that organization and no action is needed by the user.

uploads submissions tracking collections admin support

Collection Selector

—Select a Collection-

WYOMING

After a collection is selected, the upload screen will be visible.
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uploads submissions tracking collections admin support

Current Respondent

Collection Selector You are currently representing:
Lincoln County School District #1
Collection: Organization Code: 1201000
| (WDE999) Data Collection Suite Test Collection v
Collection Due Date: 2 Previous Submissions
6/30/2013 v {:} 6/13/2013 - Leslie District
6/14/2013 - Leslie District
Download 6/14/2013 - Leslie District
Submission Upload
6/13/2013 - Leslie District
Submissions Upload File
[-select a Submission— /| @ 6/13/2013 - Leslis District

=]
5]
=3
=
o
@
i1

File Role in Submission
[---Select a File Role--- /| {;}
ile:

Comments=

Select

The user must select the due date for the collection if the collection has more than one
submission per school year {1}. If there is only one cycle per year, the user will select that.
The right side of the screen displays the organization the user is representing and any
previous uploads performed by the user {2}. The main body of the page contains the upload
functions. The user will need to indicate whether they wish to begin a new submission, or
upload a new file to replace a previous upload {3}. The next selector {4} is for data
collections with more than one required spreadsheet. The user will select the role for the
spreadsheet they are uploading. Most collections only have one.

Next, the user will click the “select” button to navigate on their local computer to choose the
prepared spreadsheet. The only files allowed are Microsoft Excel 2007 or newer. The file
extension must be .xlsx. Renaming an older format Excel file with an .xls extension to .xlsx
will not correctly prepare the file for upload and processing. Users must open the file in
Microsoft Excel 2007 or newer and save the file as an .xlsx file.

There is a text box for LEA users to leave a comment {5} that goes along with the file. The
comments are visible to WDE Data Stewards and all members of the uploading user’s
organization.

The final action is to click the Upload File icon {6}.

When the file has uploaded, a screen to continue appears.
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Collection Selector

Collection:
| (WDE999) Data Collection Suite Test Collection W

Collection Due Date:
[6/30/2013 v

Submission Upload

Your file has been uploaded. Would you A validation report has been created.
like to upload another file? Would you like to view the validation
| Upload Another File | report?

Validation Report

At this point, a user can upload another file or exit the system. There is an icon for viewing
validation reports. In the initial release of the Data Collection Suite, the system only
validates that a file was uploaded and that the file met the file format requirements. In
future releases, this is where business rules and other data checks will be displayed.

The DCS sends an email confirming the success of a file upload. A sample is included below.

& Submission File Upload - lesliezimmerschied @wyo.gov - State of Wyoming Mail - Google Chrome =& =
& https://mail.google.com/mail/u/0/Tui=2Bwviews=btop&ver=lsvjwajrtipd &search=inboxfith=13f43944aab9ebBb & cvid=2
Submission File Upload Inbox
= Print all
wdeapps-dcs@wyo.gov 10:45 AM (9 minutes ago) - -

to wdeapps, me [«

WDE Portal Notification
This email has been sent to potentially numerous fusion users.
Application Information

Application Name: Data Collection Suite Release 1
Application Hyperlink: _https-//portals edu wyoming gov/dcs/
Fusion Hyperlink: =https /fedu.wyoming.gov/=

— Application Message

A file has been uploaded to the submission package —Start a New Submission—. Information about the
upload is displayed below.

File Name: WDES99_test

Upload Date: 6/14/2013 10:45:56 AM

Collection: Data Collection Suite Test Collection
Due Date: 6/30/2013

Submitter: Leslie District

—END—

The sending address is wdeapps-dcs@wyo.gov and users may want to add this to their contact
list to prevent the messages from going to a spam folder. The email is sent to numerous
Fusion users. The confirmation is emailed to the WDE Data Steward for the collection, the
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user who uploaded the file, and all other users in that organization with rights to the same
collection. The email will contain the name of the file uploaded, the date and time it was
uploaded, the full name of the data collection, the due date of the collection, and the full
name of the person who uploaded the file. This is the LEA’s confirmation the file was placed
in the system. It is not the confirmation that the file was certified. The upload and certify
functions are separate in the new DCS. Steps to certify an uploaded file are below.

To certify a collection, the user must select the submissions module from the main navigation
bar.

Data COU.ECtiOﬂ Su.ite R1 Citizen | Business | Government | Visitor fjmt;ig

STATE OF WYOMING
DEPARTMENT OF EDUCATION

uploads submissions tracking collections admin support

4

A file may be certified by a user who did not upload the file, as long as they are in the same
organization as the uploader and have the certify role for the collection. This is to allow
organizations flexibility in their work processes.

Select the collection name from the collection selector.

uploads submissions tracking collections admin support

) Current Respondent
Collection Selector ou are currently repres

Lincoln County School District #1
---Select a Collection--- Organization Code: 1201000

WYOMING

DEPARTMENT OF EDUCATION

Then the user selects the desired collection. The user will only be able to see collections for
which they have roles assigned.

The Submission Administration page will appear.
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Submission Administration

Collection Selector

Collection:
|[\'fDE999] Data Collection Suite Test Collection v

Collection Due Date:
]

-~
w
=
=
[
o
=
w

<

Submissions

Submission Status Last Modified By Last Modified
6/13/2013 - Leslie District Editing  ldistrict 6/14/2013 3:35:00 PM
6/14/2013 - Leslie District Editing  ldistrict 6/14/2013 10:13:00 AM
6/14/2013 - Leslie District Editing  ldistrict 6/14/2013 11:45:00 AM
6/13/2013 - Leslie District Editing  ldistrict 6/13/2013 4:13:00 PM
6/13/2013 - Leslie District Editing  ldistrict 6/13/2013 4:19:00 PM

The user must select the due date for the collection if the collection has more than one
submission per school year. If there is only one cycle per year, the user will select it. The
main body of the page displays all the file uploads for the collection for the current cycle and
due date for the organization. There is an icon on the left to download and save a copy of
the data collection to a local computer. The system will display the current status of the
files, the last person to edit each documents, and the time it was edited. The date and name
of the user in the “submission” column is a link to in-depth information about the file.

Submission Administration

Collection Selector

Collection:
| (WDE999) Data Collection Suite Test Collection W

Collection Due Date:
[6/30/2013 v|

Lincoln County School District #1 - 1201000 - School District Administration

Submission Details Done Download  Certify

Submitter Name: Leslie District

Submitter Phone: 307-777-8751

Submitter Email: leslie.zimmerschied®@wyo.gov
Last Modified: Menday, June 17, 2013

Last Modified By: ldistrict

Current Status: Edit'ing

s b | ™
Events '\ Files ' Validation Reports

Event Id  Submission Name Event Code  Date Triggered By  Message

57 6/17/2013 - Leslie District UPLOAD 6/17/2013 5:28 PM Idistrict
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The details page will show the name of the user who uploaded the file, their phone number,
their email address, the data and time of upload, and the comments from the file upload.
The current status is in red in the center. The “Done” link in the secondary navigation bar
will return the user to the prior screen without performing any action. The entire submission
can be downloaded by using the “Download” link in the navigation bar. In the lower part of
the screen, there are three tabs. The first is the event log. The second is the event log for
each file in the submission. The last tab is for validation reports. In the initial release of the
Data Collection Suite, the system only validates that a file was uploaded and that the file met
the file format requirements. In future releases, this is where business rules and other data
checks will be displayed.

In the navigation bar is a link to certify the collection. This will only be available to users
who have the certify role and on files that are in the correct format (MS Excel 2007 or later).
In future releases of the DCS, all the business rules must be met before a file can be
certified.

Submission Administration

Collection Selector

Collection:
| (WDE999) Data Collection Suite Test Collection v

Collection Due Date:
[6/30/2013 v|

Linceln County School District #1 - 1201000 - School District Administration

Submission Details

Done Download Decertify
Submitter Name: Leslie District
Submitter Phone: 307-777-8751
Submitter Email: leslie.zimmerschied®@wyo.gov
Last Modified: Monday, June 17, 2013
Last Modified By: Idistrict
Current Status: Certified
Events Files \:'-__ Validation Reports \
:Edvent Submission Mame Event Code Date g;lggered Message
6/M7/2013 - 6/17/2013 s
5 Lestie District ~ UPLOAD 5:28 P district
6712013 - 6/17/2013 L Submission status changed
ok Leslie District TEVLELINEE 2o Wdistrict ¢ Editing to Certified

Clicking the certify link changes the Current Status to “Certified”. The event log then shows
a Status Change from Editing to Certified. The link in the navigation bar changes to display
Decertify as an option. Only one submission may be certified at a time. Submissions can
never be deleted from the system, only decertified. If a user desires to make a change to
their certified data, they must decertify, make the change and then certify again.
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The DCS sends an email confirming the success of certification. A sample is included below.

F Submission Certified - leslie.zimmerschied@wyo.gov - State of Wyoming Mail - Google Chrome =B ES

e] https://mail.google.com/mail/u/0/ui=28view= btop&ver=lsvjwajrtlpd Ssearch=inbox&ith=13f43c75fa8bcdB0 &l cvid=3

Submission Certified nbox  x _
= Print all

wdeapps-dcs@wyo.gov 11:41 AM (0 minutes ago) - v

to wdeapps, me [+

WDE Portal Notification

This email has been sent to potentially numerous fusion users
Application Information

Application Mame: Data Collection Suite Release 1

Application Hyperlink®_https://portals. edu. wyoming.gov/des/
Fusion Hyperlink: _https-//edu.wyoming.gov/

Application Message

A submission package has been certified. The certification details are shown below

Submission: 6/14/2013 - Leslie District

Collection: Data Collection Suite Test Collection
Due Date: 6/30/2013

Certifying User: Leslie District

Date Certified: 6/14/2013 11:41:37 AM

—END—

The sending address is wdeapps-dcs@wyo.gov and users may want to add this to their contact
list to prevent the messages from going to a spam folder. The email is sent to numerous
Fusion users. The confirmation is emailed to the WDE Data Steward for the collection, the
user who uploaded the file, and all other users in that organization with certify rights to the
same collection. The email will contain the name of the file certified, the date and time it
was certified, the full name of the data collection, the due date of the collection, and the
full name of the person who certified the file. This is the LEA’s official confirmation the file
was certified to the WDE.

To withdraw your certification of a submission, the Submissions Module is used. Only a user
with the Certify role for a collection may perform decertification functions.

Data Collectlon Su.lte R1 Citizen | Business | Government | Visitor ’W“-—t{

STATE OF WYOMING
DEPARTMENT OF EDUCATION

uploads submissions tracking collections admin support

From the Submission Administration page, the user will select the data collection. The user
will only be able to see collections for which they have roles assigned. Clicking the name of
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the submission will show the details. In the example in Figure 23, the last submission on the
list is certified.

Current Respondent

Subm15510n Admlnlstrahon You are currently representing:

. Lincoln County School District #1
Collection Selector Organization Code: 1201000
Collection: Submission administration allows users to
|[\'JDE999] Data Collection Suite Test Collection v manage submissions. Submissions are

X packages or groups of files. Each file contains
Collection Due Date:

2715/2013 - data that will be validated, certified and

loaded into WDE databases.

Submission Actions
Submissions

Submission Status Last Modified By  Last Modified Notes - Add and review notes and other
events associated with the submission.

Download 6/13/2013 - Leslie District Editing Idistrict 6/14/2013 3:35:00 PM

Download - Download the submission in
Download 6/14/2013 - Leslie District Editing Idistrict 6/14/2013 10:13:00 AM its current state.

Certify/Decertify - Once a submission
passes the validation process it can be
Download 6/13/2012 - Leslie District  Editing Idistrict 6/13/2013 4:13:00 PM certified. If changes are required then a
decertification may be needed.

Edit - Users can edit the data within the
Download |  6/17/2013 - Leslie District  Certified  district 6/17/2013 5:39:00 PM submission packaged using a web forr.
Validate - At any time a submission can be

i

nload 6/14/2013 - Leslie District  Editing Idistrict 6/14/2013 11:45:00 AM

Q

ownload 6/13/2013 - Leslie District Editing Idistrict 6/13/2013 4:19:00 PM

Submission Administration

Collection Selector

Collection:
|[\'JDE999] Data Collection Suite Test Collection v

Collection Due Date:

7/15/2013 v

Lincoln County School District #1 - 1201000 - School District Administration

Submission Details | i Download  Decertify

Submitter Name: Leslie District

Submitter Phone: 307-777-8751

Submitter Email: leslie.zimmerschied@wyo.gov
Last Modified: Monday, June 17, 2013

Last Modified By: Idistrict

current status: Certified

S .
Events | Files ' Validation Reports |
F;E“t iy erT Bt Date ;;‘“E“Ed Massags
6/17/2013 - 6/17/2013 .
5 Lestie District ~ UT-OAD 5:29 PM (district
61712013 - 6/17/2013 . Submission status changed
8 Lestis District 1 ATUS CHANGE g iy \district ¢ m Editing to Certified

On the Submission Details page the current status of the submission is in red in the center.
The event log for the submission shows the name of the user who certified and the time it
was certified. Clicking the “Decertify” link in the navigation bar will withdraw the
certification of the submission. Only one submission may be certified at a time. If a user
wants to make changes to a certified collection, it must be decertified and reuploaded.
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Current Respondent

Submission Administration You are currently representing:
Linceln County School District #1
Collection Selector Organization Code: 1201000
Collection: Submission administration allows users to
|[\‘IDE999] Data Collection Suite Test Collection Vv ma ubmissions. Subm

Collection Due Date:

7/15/2013 v . .
loaded into WDE databases.
Submission Actions
Submissions
Submission Status Last Modified By  Last Modified Notes - Add and review notes and other
events associated with the submission.
Download |  6/13/2013 - Leslie District ~ Editing  Idistrict 6/14/2013 3:35:00 P S IR LIS SR
Download - Download the submission in
Download 6/14/2013 - Leslie District Editing Idistrict 671472013 10:13:00 AM its current state.

Certify/Decertify - Once a submission

Download 6/14/2013 - Leslie District Editing Idistrict 6/14/2013 11:45:00 AM ; b
55 1L can be

passes the validation pr
Download 6/13/2013 - Leslie District Editing Idistrict 6/13/2013 4:13:00 PM certified.

decertification

changes are required then a

be needed.

Download 6/13/2013 - Leslie District ~ Editing Idistrict 6/13/2013 4:19:00 PM Edit - Users can edit the data within the

From the Submission Administration page, click the “Download” icon to the left of the
submission. This will allow a user to save a copy of the submission for their records. The
submissions will not be available to download from the DCS after the clean up window, so it is
recommended that users save their certified submissions as soon as possible.

If a submission was decertified and downloaded to make corrections, the respondent will
need to return to the Upload screen to reupload the submission, then the submissions screen
to recertify.

The Data Collection Suite allows a user to be associated with more than one organization and
respond to data collections from different organizations without logging out and using a
different username and password. For example if a user is associated with more than one
school, or a school and a district office.
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Data Couection Su.ite R1 Citizen | Business | Government | Visitor ;}@?ﬁ/{f

STATE OF WYOMING
DEPARTMENT OF EDUCATION

uploads submissions tracking collections admin support

Organization Code: none

The Respondent Selector is located on the right side of the page, under the primary
navigation bar. If a user is only associated with one organization, the Respondent Selector
will default to that organization and no action is required by the user. If a user is associated
with multiple organizations, they must make a selection before uploading.

uploads submissions tracking collections admin support

Ne Responden;‘: Selected.
Organization Code: none
---Select Respondent--- |Z|

-| Kemmerer High Schoal
Lincoln County School District #1

A drop down menu will display all the organizations with which the user is associated.

Kemmerer Hig.h School
Organization Code: 1201055

After an organization is selected, the Respondent Selector will be displayed on all pages in
DCS. If a user needs to change organizations, click the “Change” link and the drop down will
appear again.
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Data COU.ECtIOﬁ Su.lte R1 Citizen | Business | Government | Visitor ;Wﬁ

STATE OF WYOMING
DEPARTMENT OF EDUCATION

uploads submissions tracking collections admin support

i

The DCS header contains links to three modules not currently available to LEA users. The
Tracking, Collections and Admin modules are used by the WDE staff to manage the system.
Local users will receive an Access Denied page when clicking on these links.

There is no “log out” function. If using a shared computer, the user should close all browser
windows, not just the tab they are using.
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Appendix A: Glossary

Notes - User added notes and other comments associated with the submission.
Download - Download the submission in its current state to a local computer.

Certify/Decertify - Once a submission passes the validation process it can be certified.
This is the official delivery of the submission to the WDE. If changes are required then a
decertification may be needed. Not all collections may be decertified.

Edit - Users can edit the data within the submission package using a web form.

Validate - At any time a submission can be validated. This is the process of reading and
validating the data packaged within the submission.

Submissions - A collection cycle is a period of time when a data collection is open for the
receipt of submissions. Each collection has its own cycle(s). A data cycle contains only one
submission. Submissions are packages which contain one or many files. The DCS upload
tool is used to submit files to submission packages for validation and certification. Each
file contains data that will be validated, certified and delivered to the WDE.

Upload - To place a file from a local computer into the Data Collection Suite System.

Fusion - The Wyoming Education Fusion portal. A secure website for many of the WDE’s
communications and activities. URL: https://fusion.edu.wyoming.gov

WDE - Wyoming Department of Education

LEA - Local Education Authority. In Wyoming this could be a school district, accredited
institution, private school, etc.

SEA - State Education Authority. In Wyoming, this is the Wyoming Department of
Education (WDE).
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