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Introduction 
The Wyoming Seal of Biliteracy (WY-SoBL) is an award given by the Wyoming Department of Education in 
recognition of students who have studied and attained proficiency in English and one or more additional 
languages by high school graduation. The WY-SoBL encourages students to pursue biliteracy, honors the 
skills our students attain, and can be evidence of skills that are attractive to future employers and college 
admissions offices. A student must be a candidate before being considered to receive the State Seal of 
Biliteracy. WY Graduation Requirements: Successful completion of four years of English Language Arts; 
three years of mathematics; three years of science; and three years of social studies. In addition to 
completion of graduation requirements, a student must demonstrate proficiency in one of the approved 
English assessments and one or more of the approved world language assessments. With the approved 
assessments, students will demonstrate their proficiency in the four areas of communication: Speaking, 
Listening, Reading, and Writing. 
 
  
 

chool Districts 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. It is widely agreed upon that you need quality and timely data to inform 

the work of stakeholders such as students, teachers, administrators, parents, and policy makers to most 
appropriately impact the teaching and learning process. 
 
Department Program staff will be able to review and assist districts to provide complete, accurate data 
before adjudicating the WDE505 collection. This collection is accessed through the Department forms 
inventory, downloaded, completed, and uploaded by the district to the Department via the Data Collection 
Suite (DCS) software application. This report is required annually from all school districts to identify all 
students that are candidates to receive the Seal of Biliteracy. The WDE505 data is meant to be used by the 
WDE, Wyoming Legislature, Federal Reporting requirements, and district employees. This data will also be 
shared with official Seal of Biliteracy organization.  
 
This guidebook serves as the definitive instruction set for the data contained within the WDE505 Data 
Collection. 
 
 

WDE505 Authority 
The authority for the WDE to collect data included in the WDE505 is listed below: 
 

W.S. 21-2-202(a)(x1) and W.S. 21-3-111(xxiii)  
 

  

S 
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Collection Schedule 

 
Districts should upload the WDE505 report one week prior to the close of the reporting cycle timeline 
unless the Collection Steward has approved a later deadline. However, the data for this collection can be 
uploaded and validated at any time during the collection window. Due to the submission of Federal 
Reporting requirements from the Department, all data must be submitted by the due date. Corrections to 
submitted data (if needed) must be completed by the collection due date in order to ensure the data is error 
free. 
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WDE505 Collection Window:  

April 7, 2025 – April 25, 2025 (Spring Graduates) 
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Instructions 
The WDE505 collection is an Excel based collection that can be accessed through the Wyoming 
Department of Education Data Collection Suite – Forms Inventory web page.  
 
Accessing the WDE505 Collection 
Within the Data Collection Suite – Forms Inventory page, scroll down to the WDE505 – Student 
Candidacy for the Seal of Biliteracy. Click on the arrow on the left and navigate to the Documents tab. 
Click on the WDE505 link to open the Excel workbook and then save it to your system using the suggested 
file name of WDE505-YourDistrictID. 
 
The WDE505 Data Collection Guidebook can also be downloaded. It provides on the go guidance while 
completing the WDE505. 
 

 
 
Please do not open or save the workbook in Google Drive or Google Sheets! This 
corrupts the workbook. DCS will not allow a workbook to be uploaded if it has been 
opened or saved in Google Sheets. 
 
 
Data Compilation 
Data will be entered in the WDE505 worksheet of the Excel workbook along with the Proficiency worksheet. 

Both worksheets have to be completed. The workbook has two worksheets of data 
entry and one worksheet of instructions. Please enter Distric ID – Name, Contact 
Name, Contact Email, and Contact Phone of the person uploading the data, located at 
the top of the WDE505 worksheet. Data can be pasted from a source file complied 
from the district’s student information system or other source material. Use the ‘Paste 
Special – Values (text)’ function within Excel to minimize data entry errors. Data 

elements are defined in this document as well as on the Instructions worksheet of the WDE505 Excel 
workbook.  
 
 
 

WDE505 Elements  

Data will be entered into designated areas of the Excel worksheet.  
 
WDE505 worksheet 

 

https://portals.edu.wyoming.gov/FormsInventory/default.html
https://portals.edu.wyoming.gov/FormsInventory/default.html


WDE505 GUIDEBOOK 

7 
 

• Part 1 – Student Information 
o WISER ID 
o School ID 
o First Name 
o Last Name 
o Gender 
o Date of Birth 
o Which Seal does the Student Qualify for? 

• Part 2 - Is this student… 
o … an EL student? 
o … a Former EL student? 
o … on an IEP? 
o … a Virtual Learner? 
o … Homeschooled? 
o … a Hertiage Speaker? 
o … a Native Speaker? 
o … in a DLI Program? 
o … in a World Language Program? 

 
Proficiency worksheet 

• WISER ID – Name 
• Which assessment(s) did the student demonstrate Proficiency in English? 
• Which assessment(s) did the student demonstrate Proficiency in World Language? 
• In which World Language(s) did the student pass the assessment to be awarded the SoBL? 

Students can be entered on this worksheet as many times as needed. 
 
 
Entering data into the WDE505 
Enter data into the Excel form following all instructions to ensure data quality and no error report. Do not 
leave blank rows between student entries. If elements for the collection are pulled from another data 
source, the data can be copied into the Excel form using the Paste Special – Values option within Excel. 
 
 
 

Data Submission 
When all data has been entered, checked for accuracy, and saved to the system, the file is now ready to be 
uploaded to the Department. The person uploading the data will select the Data Submission Log In link at 
the top right corner of the Data Collection – Forms Inventory page. 

https://portals.edu.wyoming.gov/FormsInventory/default.html
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This website is restricted to authorized users conducting official business with the Wyoming Department of 
Education. A WyEd user name and password is required along with the WDE505 credentials. To obtain the 
right to upload data to the Department, contact your WyEd Administrator and make sure the correct roles 
are assigned. 
 
Please be aware that there are multiple steps involved with the data submission and certification process. 
They include: 

• Upload 
• Data Validation Checks 
• 2nd Level Checks 
• Certification 

 
Please refer to all steps outlined in this document to ensure that the data has been submitted and that the 
process is complete. 
 
This Guidebook will show screen shots that detail how another collection (the WDE680B) is uploaded and 
certified through the Data Collection Suite (DCS). However, the process is the same for uploading and 
certifying the WDE505 collection to the Department. 
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Once the Data Submission Log In link is accessed, the user will land on the Support Page of the Data 
Collection Suite. From there, the user will select the Uploads link and will then be prompted to enter their 
WyEd user name and password if the system does not already have this information.  
 
Please be aware that the following depictions of what the user will view on the screen are examples only. 
The user account information that is shown is a testing account and does represent a valid user. 
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Uploading the WDE505 Collection 
Once logged into the secure Data Collection Suite website, the user will have a choice of which collection 
to upload to (depending on the roles assigned the user) via the Collection Selector drop down. For this 
example, chose the WDE505 – Student Candidacy for the Seal of Biliteracy collection option. Once 
selected, the Collection Due Date will load and the user will be prompted for the Submission Upload 
information. Again the screen shot examples are depciting a different collection, but the process is the 
same. 
 

 
 
(example of a blank Submission Upload screen) 
 



WDE505 GUIDEBOOK 

11 
 

 
 
If this is the first-time data is being submitted then for the Submissions information select ‘Start a New 
Submission’ {1} from the drop-down box. Otherwise, uploading to a previous submission can be selected. 
For File Role in Submission select ‘Primary Data File’ {2} and then enter the primary file that is stored on 
your system {3}. Comments {4} may be entered and are optional. 
 
Once all items are complete, click the Upload File button to submit the WDE505 to the Department. Data 
validation will be performed on the incoming data to create the Validation Report.  
 
This process can take from one minute up to five minutes. Once the data validation is complete, a summary 
of the results will be reported to the user. 
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Data did not pass validation 
In the following example, the Validation Results Summary states that the submission did not pass the data 
validation and lists the error count contained in the data file. 

 
 
To view the errors associated with the file upload, select the Continue button. Clicking on this button will 
show the summary of the errors found, as the following example depicts: 
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To view in detail the reported errors, click the arrow on the left to expand the selection. Please contact the 
Collection Steward or the Data Collection Specialist if there are questions in regards to this Validation 
Report. 
 
The Validation Report will show the error by displaying the Collection Item (element) that did not pass, why 
the element did not pass data validation and the field location (actual cell location in the Excel workbook) of 
the error. Please correct the errors noted and resubmit the file. If the file does not pass data validation, the 
submission cannot be certified.  
 
NOTE: This validation report may also be viewed under the submission link, Validation Reports tab. 
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Data passed validation 
If the uploaded file did pass data validation, the Validation Results Summary will reflect this. The user will 
see the following example. Note that there is not an error count being displayed. 

 
 
 
Now that the uploaded Excel workbook has passed data validation, the user will be required to initiate the 
2nd Level Checks. To initiate these 2nd Level checks, click on the Continue button. The following screen will 
appear. 
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Click on the Run 2nd Level menu option to initiate the checks. The following screen will be display. 
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This screen is showing the progress of the 2nd Level Checks. Depending on the amount of data being 
check, this process can take up to five minutes. 
 
 
 
 

Data did not pass 2nd Level checks 
If the submitted data did not pass the second level business rules checks, the found errors will be displayed as the 
following screen example depicts. 
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(Note: Student level data is intentionally blurred) 
 
Please note that the screen is indicating that the Second Level Business Rules have failed. The screen is 
indicating the error along with the description of the error. The data needs to be corrected in the Excel 
workbook and resubmitted, repeating the process until all data has passed all checks. 
 
 
 
 

Data did pass 2nd Level checks 
If the submitted data did pass the second level business rule checks, the following screen is displayed. 
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Once all data has passed data validation as well as the second level business rules checks, the user will 
have the ability to continue on to the Certify option. Click the Continue option from the floating menu to view 
the following screen. 
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If your WyEd user account is assigned the Certify role, then you will notice there is now a Certify option. If 
you do not see this option, then your account does not have the Certify role and the WyEd user that does 
have this role will need to certify this data under the Submissions link. 
 
Click on the Certify option (if available) to view the following summary/certification screens. 
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Click on the Certify button to certify your submission to the Department and view the following conformation 
screen. Until the submission is certified, the Department does not actually have the data contained in the 
submission and the process is not complete. 
 
Once the submission is certified, the persons that have certify rights to this collection along with the 
Collection Steward will receive a confirming email stating that the submission was certified. This email is 
confirmation that the process is complete. 
 
NOTE: The submission can also be certified under the submission link as well; the process is the same.  
 
 
Important Note: There cannot be any blank lines (rows) between entries. The data validation is performed 
until it comes across a blank line, at which point it is assumed that there is no more data to process and the 
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validation process is then terminated. Including blank lines between program information will result in the 
system not having all the information processed and loaded into the system for further analysis. 
 
 
 

Corrections to the Data 
Corrections to the WDE505 data are restricted to a firm timeline. Please contact the Collection Steward: 
Antoinette Hallam, antoinette.hallam@wyo.gov, (307) 777-5217, if help is needed with the resolution of any 
error. All errors must be resolved before data is final.  
 
 
 

Re-uploading 
Once the data is uploaded, the user will be able to upload again as needed to correct errors discovered in 
the previous submission. Remember all errors must be resolved before data is final. 
 
 
 
Definitions to remember: 
Data Validation: This is the process of validating the data upon upload. This process makes sure that all 
required fields have been provided as well as making sure all data is within the specified ranges. That is, if 
the field can only be a ‘Y’ for yes, or ‘N’ for no, then the system validates this field to make sure these are 
the only valid options. 
 
Validation Report: The Validation Report is generated at the time of upload. This report does data validation 
and it can be accessed immediately after upload or under the Submissions link in the DCS module. 
 
2nd Level Checks: Business Rules or 2nd Level Checks are other data validation rules that the data must 
pass in order for the data to be error free. An example of a Business Rule is when at least one race has to 
be marked as a ‘Y’. Another example is the WISER ID must match the student’s name and date of birth. 
Keep in mind that just because the file passes data validation upon uploading does not mean that the 
process is complete and that the data is error free. Errors can still reside in the data due to the applying of 
the Business Rules and must be corrected.  
  

mailto:antoinette.hallam@wyo.gov
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Frequently Asked Questions 
 
WHOM DO I CONTACT REGARDING THE WDE678 CONTENT QUESTIONS? 
 Antoinette Hallam, (307) 777-5217 or antoinette.hallam@wyo.gov  
 
WHOM DO I CONTACT REGARDING SUBMISSION/UPLOAD QUESTIONS OR PROBLEMS? 
 Elizabeth Foster, (307) 777-7009 or elizabeth.foster@wyo.gov 
 
WHOM DO I CONTACT REGARDING USERNAME AND PASSWORDS OR COLLECTIONS ROLES IN 
ORDER TO UPLOAD A COLLECTION? 

The rights to upload data to the Department are assigned at the district office. Contact the district’s 
WyEd Administrator who can set rights. 

 
WHOM DO I CONTACT REGARDING THE WYOMING DEPARTMENT OF EDUCATION DATA 
COLLECTION EFFORTS AS A WHOLE? 
 Susan Kruse, (307) 777-6252 or susan.kruse@wyo.gov  
 Elizabeth Foster, (307) 777-7009 or elizabeth.foster@wyo.gov 
 
 

mailto:antoinette.hallam@wyo.gov
mailto:elizabeth.foster@wyo.gov
mailto:susan.kruse@wyo.gov
mailto:elizabeth.foster@wyo.gov
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