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Objective

As described in a communication to superintendienkéay of this year, the Vermont Department
of Education (VT DOE) has provided an assurandbedederal government to collect student
course taking in such a way to allow the linkagstafients with teachers and to provide the state
with student transcript information. VT DOE is noanducting a pilot of the collection of these
data. This pilot collection and the subsequentirtgsif our established system for the collection
and storage of these data will allow the VT DOHEteet the September 2011 assurance deadline.

What has changed in the data collection specifications?
60

There have been two changes to the data sincerigimad communication about the data

collection. These changes include:

* The addition of the field CourseSetting

* The manner of data transmission to VT DOE will iféedent from the original proposal. We
initially planned to provide information to schoalsd receive data from schools using an
Oracle application. The revised plan to facilitdtis data collection pilot will be to setup a
secure file transfer protocol (ftp) site from whigthools can download the NCES course code
catalog, a list of the educators working at thértisand a list of students enrolled in your
school, to verify student identifiers, and enrolithdJsing the same ftp site, we will expect to
receive two files from schools participating in fheot — the school courses file and the student
transcript file. The instructions for downloadirgetftp software and uploading the files are in
Appendix A.
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Data File Requirementsfor Loading Courses
1. It must be comma delimited.
2. It must contain a row header using the valuesdisighe table below in the “Data Element
Name” column and must be in the order listed below.
3. File name must start with your VT DOE assignedilB. PS001), ‘FY’ followed by the 2
digit fiscal year (FY11) and CRS. The extensiontfa file must be .csv. Example:
PS001FY11CRS.csv.

Data L ayout: School Courses

Field Data Element Name Field Type Field
Number Length
01 ORGID String 6
02 LOCALCOURSEID String 30
03 COURSECODE String 5
04 COURSESECTION String 10
05 COURSETERM String 6
06 COURSECREDITAVAIL| Decimal 5

07 EDUCATOR1 Number 7
08 EDUCATORROLE1 String 2
09 EDUCATOR2 Number 7
10 EDUCATORROLE?2 String 2
11 EDUCATORS Number 7
12 EDUCATORROLE3 String 2
13 EDUCATOR4 Number 7
14 EDUCATORROLE4 String 2
15 EDUCATORS Number 7
16 EDUCATORROLES String 2
17 FY String 4
18 COURSELEVEL String 2
19 COURSESETTING String 2
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School Courses

Field Number: 01
Data Element Name: ORGID
Field Type: String

Field Length: 5

Description: The VT Department of Education assigned ID for eganization providing direct
instructional or educational services.

Valid Codes: You should know your school code. If you do nobknyour school code, please
contact the VT DOE.

Example: PS132
Data Source: VT DOE
Special Instructions:

1. This field must not be blank.
2. It must be alphanumeric with a maximum length wéfcharacters.
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School Courses

Field Number: 02

Data Element Name: LOCALCOURSEID
Field Type: String

Field Length: 30

Description: A unique identifier assigned by the school to eafctheir offered courses in a school
year.

Valid Codes: Any alphanumeric value is acceptable and everyseooffered throughout the
entire school year must have a unique value.

Example: ENG123AT7
Data Source: Your Organization
Special Instructions:
1. This field is optional.
2. Special characters other than hyphen, period, sodex and space are not

acceptable.
3. It must be alphanumeric with a maximum length otB@racters.

FY2011 SECT Data Collection Specifications 4



Vermont Department of Education

School Courses

Field Number: 03
Data Element Name: COURSECODE
Field Type: String
Field Length: 5
Description: This is a subject area and a course identifieriwitine subject area.
Valid Codes. The 5-digit course code listed in the NCES coomsie list.
Example: 06315
Data Source: NCES Course Code Excel Spreadsheet or NCES SCEHBE€Gode Booklet.
Special Instructions:
1. This field cannot be blank.

2. This field must contain a valid code as specifiedwe or it will be rejected.
3. It must have leading zeros if the course codessteith zero.
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School Courses

Field Number: 04

Data Element Name: COURSESECTION

Field Type: String

Field Length: 10

Description: LEAs define the acceptable values.

Valid Codes: The course section can be any alphanumeric vdleanhot be duplicated for the
same course for the same term for the same setigwy if the teachers are different.

Example: MATH101
Data Source: Your Organization

Special Instructions:
1. It must be alphanumeric with a maximum length oth@racters.
2. This field must not be blank.
3. Special characters other than hyphen, period, sndex and space are not
acceptable.
4. It cannot be duplicated for the same course fostime term for the same setting
even if the teachers are different.
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School Courses

Field Number: 05

Data Element Name: COURSETERM
Field Type: String

Field Length: 6

Description: The length of an individual course. For the purgosfereporting, the term sequence
It must be provided in the value.

Example: QTR1
Data Source: VT DOE
Special Instructions:
1. This field cannot be blank.
2. It must be one of the valid codes listed in thégddelow and continuing to the next
page. (If your organization uses additional cowg#es that are not listed, please
call IT help desk to have them added to our datiaitien table.)

Valid Codes: Please refer to the code set below, supplied b OH.

Term Code Term Description

FULL Full School Year

SEM1 First Semester

SEM2 Second Semester

TRI1 First Trimester

TRI2 Second Trimester

TRI3 Third Trimester

TRIX Multiple Trimesters

TRIN Multiple Non-consecutive Trimesters
QTR1 First Quarter

QTR2 Second Quarter

QTR3 Third Quarter

QTR4 Fourth Quarter

QTRX Multiple Quarters

QTRN Multiple Non-consecutive Quarters
QIN1 First Quinmester

QIN2 Second Quinmester

QIN3 Third Quinmester

QIN4 Fourth Quinmester
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Term Code Term Description
QINS Fifth Quinmester
QINX Multiple Quinmesters
QINN Multiple Non-consecutive Quinmesters
MINI1 Mini-term 1

MINI2 Mini-term 2

MINI3 Mini-term 3

MINI4 Mini-term 4

MINI5 Mini-term 5

MINI6 Mini-term 6

MINI7 Mini-term 7

MINI8 Mini-term 8

MINI9 Mini-term 9

MINI10 Mini-term 10

MINI11 Mini-term 11

MINI12 Mini-term 12

MINI13 Mini-term 13

MINI14 Mini-term 14

MINI15 Mini-term 15

MINIX Multiple Mini-terms
MININ Multiple Non-consecutive Mini-terms
SUMR Summer Term

INTR Intersession
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School Courses

Field Number: 06

Data Element Name: COURSECREDITAVAIL
Field Type: Number - Decimal

Field Length: 6

Description: If course credits are not provided for this coutke,"not applicable" code must be
used.

Valid Codes: This can be a whole number or a decimal
Example: 1 or 1.5
Data Source: Numeric value assessed by the LEA.
Special Instructions:
1. This field must not be blank.
2. If the course offers no credit then you must eimtex zero (0) value.
3. It must be a decimal with length between 1 and&atters including the decimal

point.
4. Value may contain up to 2 decimal places.
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School Courses

Field Number: 07

Data Element Name: EDUCATOR1

Field Type: Number

Field Length: 7

Description: This is an educator assigned to the course.

Valid Codes: The unique identifier assigned to the educatohleyMT DOE
Example: 8010000

Data Sour ce: Downloaded list of educators from the Student Ethrddourse Transcript
Collection (S.E.C.T.) ftp site.

Special Instructions:
1. This field must not be blank.
2. It must be numeric, 7 Characters in length and rhashcluded in the downloaded
list of educators.
3. If educator is not on the downloaded list, calH&lp desk to receive their educator
id.
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School Courses

Field Number: 08
Data Element Name: EDUCATORROLE1
Field Type: String

Field Length: 2

Description: The role an educator plays in providing servicea student.
Example: 01
Data Source: Codes assigned by VT DOE
Special Instructions:
1. This field must not be blank.

2. Value must be 01 for Teacher of Record.
3. It must include leading zero in the value (i.eifdtead of 1).

Valid Codes: Please refer to the Educator Role code set bealopplied by the VT DOE.

RoleCode RoleDescription

01 Teacher of Record

02 Co-Teacher of Record

03 Other Contributing Professional
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School Courses

Field Number: 09
Data Element Name: EDUCATOR2
Field Type: Number

Field Length: 7

Description: This is the educator assigned to the course.
Valid Codes: The unique identifier assigned to the educatohieyMT DOE
Example: 801000

Data Source: Downloaded list of educators from the Student EtlucCourse Transcript
Collection (S.E.C.T.) ftp site

Special Instructions:
1. This field is optional if there is only one eduaatesponsible for the instruction of
the course.
2. It must be numeric, 7 Characters in length and rbeshcluded in the downloaded
list of educators.
3. If educator is not on the downloaded list, calH&lp desk to receive their educator
id.
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School Courses

Field Number: 10
Data Element Name: EDUCATORROLE?2
Field Type: String

Field Length: 2

Description: The role an educator plays in providing servicea student.
Example: 01
Data Source: Codes assigned by VT DOE
Special Instructions:
1. This field must not be blank if the Educator?2 fiedchot blank.

2. It must have leading zero in the value (i.e. O1eiad of 1).
3. It must be one of the valid codes listed in theetigble below.

Valid Codes: Please refer to the Educator Role code set belopplied by the VT DOE.

RoleCode RoleDescription

01 Teacher of Record

02 Co-Teacher of Record

03 Other Contributing Professional

FY2011 SECT Data Collection Specifications

13



Vermont Department of Education

School Courses

Field Number: 11

Data Element Name: EDUCATOR3

Field Type: Number

Field Length: 7

Description: This is the educator assigned to the course.

Valid Codes: The unique identifier assigned to the educatohleyMT DOE
Example: 8010000

Data Source: Downloaded list of educators from the Student EtlucCourse Transcript
Collection (S.E.C.T.) ftp site

Special Instructions:
1. This field is optional.
2. It must be numeric, 7 Characters in length and roesncluded in the
downloaded list of educators.
3. If educator is not on the downloaded list, calH&lp desk to receive their
educator id.
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School Courses

Field Number: 12
Data Element Name: EDUCATORROLE3
Field Type: String

Field Length: 2

Description: The role an educator plays in providing servicea student.
Example: 01
Data Source: Codes assigned by VT DOE
Special Instructions:
1. This field must not be blank if the Educator3 fiedchot blank.

2. It must have leading zero in the value (i.e. O1eiad of 1).
3. It must be one of the valid codes listed in theetigble below.

Valid Codes: Please refer to the Educator Role code set balopplied by the VT DOE.

RoleCode RoleDescription

01 Teacher of Record

02 Co-Teacher of Record

03 Other Contributing Professional
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School Courses

Field Number: 13

Data Element Name: EDUCATOR4

Field Type: Number

Field Length: 7

Description: This is the educator assigned to the course.

Valid Codes: The unique identifier assigned to the educatohleyMT DOE
Example: 801000

Data Source: Downloaded list of educators from the Student EtlucCourse Transcript
Collection (S.E.C.T.) ftp site

Special Instructions:
1. This field is optional.
2. It must be numeric, 7 Characters in length and roesncluded in the
downloaded list of educators.
3. If educator is not on the downloaded list, calH&lp desk to receive their
educator id.
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School Courses

Field Number: 14
Data Element Name: EDUCATORROLE4
Field Type: String

Field Length: 2

Description: This is the educator 4’s primary role in the instion of the course.
Example: 01
Data Source: Codes assigned by VT DOE
Special Instructions:
1. This field must not be blank if the Educator4 fiedchot blank.

2. It must have leading zero in the value (i.e. O1eiad of 1).
3. It must be one of the valid codes listed in theetigible.

Valid Codes: Please refer to the Educator Role code set belopplied by the VT DOE.

RoleCode RoleDescription

01 Teacher of Record

02 Co-Teacher of Record

03 Other Contributing Professional
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School Courses

Field Number: 15

Data Element Name: EDUCATORS

Field Type: Number

Field Length: 7

Description: This is the educator assigned to the course.

Valid Codes: The unique identifier assigned to the educatohleyMT DOE
Example: 801000

Data Source: Downloaded list of educators from the Student EtlucCourse Transcript
Collection (S.E.C.T.) ftp site

Special Instructions:
1. This field is optional.
2. It must be numeric, 7 Characters in length and roesncluded in the
downloaded list of educators.
3. If educator is not on the downloaded list, calH&lp desk to receive their
educator id.
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School Courses

Field Number: 16
Data Element Name: EDUCATORROLES
Field Type: Number

Field Length: 2

Description: This is the educator 5’s primary role in the instion of the course.
Example: 01
Data Source: Codes assigned by VT DOE
Special Instructions:
1. This field must not be blank if the Educator5 fiedchot blank.

2. It must have leading zero in the value (i.e. O1eiad of 1).
3. It must be one of the valid codes listed in theetigible.

Valid Codes: Please refer to the Educator Role code set belopplied by the VT DOE.

RoleCode RoleDescription

01 Teacher of Record

02 Co-Teacher of Record

03 Other Contributing Professional
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School Courses

Field Number: 17
Data Element Name: FY
Field Type: String
Field Length: 4
Description: This is the fiscal/school year that the coursenmiation is being reported for.
Valid Codes: FY plus the 2 digit fiscal year.
Example: FY11
Data Sour ce:
Special Instructions:
1. This field must not be blank.

2. It must be alphanumeric with a length of 4 chanacte
3. First two characters must be FY.
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School Courses

Field Number: 18

Data Element Name: COURSELEVEL
Field Type: String

Field Length: 2

Description: An indication of the general natures and diffigudf instruction provided throughout
a course.

Example: G = General
Data Source: VT DOE
Special Instructions:
1. This field must not be blank.

2. It must be one of the valid codes listed in theetigble below.

Valid Codes: Please refer to the Course Level code set belgpplied by the VT DOE.

LevelCode | LevelDescription

A Advanced: An advanced course designed for students who achieve a specified level of
academic performance.

B Basic or Remedial: A course focusing primarily on skills development. The course offered
may focus on the improvement of a particular deficiency in content previously taught but
not learned.

E Enriched course: A course that augments the contents and/or rigor of a general course,
but does not carry an honors distinction.

G General: A course providing instruction that focuses primarily on general concepts

appropriate for the grade level.

H Honors course: A course carrying an honors status according to educational requirements.
These courses typically include additional content and/or a higher level of rigor than that
found in general courses and they are formally designated as honors classes

P Postsecondary: A course, often taken at or in conjunction with a postsecondary
institution, which contains instruction equivalent to a college-level course and for which a
student may earn college credits.

X No Specified Rigor: The notion of rigor may not be appropriate for some courses at the
elementary and middle levels; survey or interest courses that expose students to a variety
of subjects are examples.

School Courses
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Field Number: 19
Data Element Name: COURSESETTING
Field Type: String
Field Length: 2
Description: This is the location of the course that the studerdurse will primarily take place.
Example: ON = On Campus
Data Source: VT DOE
Special Instructions:
1. This field must not be blank.

2. It must be alpha with a maximum length of 2 chagect
3. It must be one of the valid codes listed in theetigble below.

Valid Codes: Please refer to the code set below, supplied byp@E

SettingCode SettingDescription
OF Off Campus

ON On Campus

TC Technical Center

VR Virtual
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Data File Requirementsfor Loading Student Transcripts
1. It must be comma delimited.
2. It must contain a row header using the valuesdis&ow in the “Data Element Name”
column and must be in the order listed below.
3. File name must start with your VT DOE assignedilB. PS001), the 4 digit fiscal year
(FY11) and TRN. Example: PSO01FY11TRN.csv.

Data L ayout: Student Transcripts

Field Data Element Name Field Type Field
Number Length
01 PERMNUMBER Number 7
02 ORGID String 6
03 LOCALCOURSEID String 30
04 COURSESTATUS String 2
05 COURSECREDITEARNED Decimal 6
06 COURSELETTERMARK String 2
07 COURSENUMERICMARK| Decimal 6
08 FY String 4
09 COURSELEVEL String 1
10 COURSESETTING String 2
11 COURSESECTION String 10
12 COURSECODE String 5
13 COURSETERM String 6
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Student Transcripts

Field Number: 01

Data Element Name: PERMNUMBER
Field Type: Number

Field Length: 7

Description: A statewide unique identifier assigned by VT DORBisTnumber is distinct for each
student over timgState Assigned Unique Student Identifier)

Valid Codes: You should know your students’ DOE IDs. If you ¢dmow a student’s DOE ID
number, please contact the VT DOE.

Example: 1234567
Data Source: VT DOE
Special Instructions:

1. This field must not be blank.
2. It must be numeric, 7 Characters in length andrbegh the number 1.
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Student Transcripts

Field Number: 02

Data Element Name: ORGID
Field Type: String

Field Length: 5

Description: The VT Dept of Education assigned ID for an orgatien providing direct
instructional or educational services.

Valid Codes: You should know your school code. If you don't tngour school code, please
contact the VT DOE.

Example: PS132
Data Source: VT DOE
Special Instructions:

1. This field must not be blank.
2. It must be alphanumeric with a maximum length characters.
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Student Transcripts

Field Number: 03
Data Element Name: LOCALCOURSEID
Field Type: String

Field Length: 30

Description: A unique identifier assigned by the school to eafctheir offered courses in a school
year.

Valid Codes: Any alphanumeric value is acceptable and everyseooffered throughout the
entire school year must have a unique value.

Example: ENG123AT7
Data Source: Your Organization

Special Instructions:
1. This field is optional.
2. Special characters other than hyphen, period, sodex and space are not
acceptable.
3. It must be alphanumeric with a maximum length otB@racters.
4. If this field is not blank, it must be includedtime Schools Courses table and must
correspond to associated record applicable confsemation.
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Student Transcript

Field Number: 04
Data Element Name: COURSESTATUS
Field Type: String

Field Length: 2

Description: Indicates a student’s status in each course intwthiey were enrolled.

Example: 03
Data Source: VT DOE

Special Instructions:
1. This field cannot be blank.

2. It must be alphanumeric with a length of 2 chanacte

3. It must be one of the valid codes listed in theetigible below.
4. It must include leading zeros.

Valid Codes: Please refer to the code set below, supplied bYD@E.

Status Code

Status Description

01 Enrolled
02 Withdrawn
03 Completed
04 Incomplete
05 Excused
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Student Transcript

Field Number: 05

Data Element Name: COURSECREDITEARNED
Field Type: Number - Decimal

Field Length: 6

Description: The number of credits awarded to a student whoesstally meets the objectives of
the course. Use the "not applicable” code if a seutoes not provide course credits.

Valid Codes: This can be a whole number or a decimal
Example: lorlb
Data Source: Numeric value assessed by the LEA.

Special Instructions:
1. This field must not be blank.
2. If the student received no credit or the coursa’tlioffer credit, then you must
enter in a zero (0) value.
3. It must be a decimal with a length between 1 anta&@acters including the decimal
point.
4. May contain up to 2 decimal places.
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Student Transcript

Field Number: 06

Data Element Name: COURSELETTERMARK

Field Type: String

Field Length:

2

Description: A meaningful alphabetical or categorical expressibperformance of an individual.
The results can be expressed in different rangeasding marks (for example, ABC) and/or levels

(for example,

Example: 01

A+, A, A-) or categories (for examfRass/Fail)

Data Source: VT DOE

Special Instructions:

1.

2.
3.
4.

This field cannot be blank. If only Numeric Marlegsrovided for a course use
code(99).

It must be a number with a length of 2 characters.

It must have leading zero in the value (i.e. O1ead of 1).

It must be one of the valid codes listed in theetigble below.

Valid Codes: Please refer to the code set below, supplied bY)@E

LetterMarkCode LetterMarkDescription
01 A+
02 A
03 A-
04 B+
05 B

06 B-
07 C+
08 C

09 C-
10 D+
11 D
12 D-
13 F

14 Pass
15 Fail
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LetterMarkCode LetterMarkDescription

16 Failing (Very Poor Performance)

17 Minimally Acceptable (Lowest passing grade)

18 Acceptable (Meets some of the basic standards for the course)
19 Good (Meets standards for the assignment or course)

20 Outstanding (Meets the highest standards for the assignment of course)
21 Withdrawn

22 Withdrawn - Pass

23 Withdrawn - Fail

40 Incomplete

50 Excused

55 Mark is not required

66 Ungraded Course

77 Audited

88 Course in Progress

99 Numeric Mark (only) provided for this course

FY2011 SECT Data Collection Specifications
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Student Transcript

Field Number: 07
Data Element Name: COURSENUMERICMARK
Field Type: Number - Decimal
Field Length: 6
Description: Values must indicate course mark on a 100-pointcgeage) scale.
Valid Codes. Any numeric value
Example: 99.5, 50.0
Data Source: Your Organization
Special Instructions:
1. This field is optional.
2. It must be numeric with length between 1 and 6 attars including the decimal

point.
3. Value may contain up to 2 decimal places.
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Student Transcripts

Field Number: 08
Data Element Name: FY
Field Type: String
Field Length: 4
Description: This is the fiscal/school year that the coursenmiation is being reported for.
Valid Codes: FY plus the 2 digit fiscal year.
Example: FY11
Data Sour ce:
Special Instructions:
1. This field must not be blank.

2. It must be alphanumeric with a length of 4 chanacte
3. First two characters must be FY.
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Student Transcripts

Field Number: 09

Data Element Name: COURSELEVEL
Field Type: String

Field Length: 2

Description: An indication of the general natures and diffigudt instruction provided throughout
a course.

Example: G = General
Data Source: VT DOE
Special Instructions:
3. This field must not be blank.
4. It must be alphanumeric with a maximum length characters.

5. It must be one of the valid codes listed in thestigble below.

Valid Codes: Please refer to the Course Level code set belgpplied by the VT DOE.

LevelCode | LevelDescription

A Advanced: An advanced course designed for students who achieve a specified level of
academic performance.

B Basic or Remedial: A course focusing primarily on skills development. The course offered
may focus on the improvement of a particular deficiency in content previously taught but
not learned.

E Enriched course: A course that augments the contents and/or rigor of a general course,
but does not carry an honors distinction.

G General: A course providing instruction that focuses primarily on general concepts

appropriate for the grade level.

H Honors course: A course carrying an honors status according to educational requirements.
These courses typically include additional content and/or a higher level of rigor than that
found in general courses and they are formally designated as honors classes

P Postsecondary: A course, often taken at or in conjunction with a postsecondary
institution, which contains instruction equivalent to a college-level course and for which a
student may earn college credits.

X No Specified Rigor: The notion of rigor may not be appropriate for some courses at the
elementary and middle levels; survey or interest courses that expose students to a variety
of subjects are examples.
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Student Transcript

Field Number: 10
Data Element Name: COURSESETTING
Field Type: String
Field Length: 2
Description: This is the location of the course that the sttidezourse will primarily take place.
Example: ON
Data Source: VT DOE
Special Instructions:
1. This field must not be blank.
2. It must be alpha with a maximum length of 2 chasect

3. It must be one of the valid codes listed in theetigble below.

Valid Codes: Please refer to the code set below, supplied byp@E

SettingCode SettingDescription
OF Off Campus

ON On Campus

TC Technical Center

VR Virtual
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Student Transcript

Field Number: 11

Data Element Name: COURSESECTION

Field Type: String

Field Length: 10

Description: Acceptable Values are set by the LEA and must be@ranumeric string of 10
characters or less.

Valid Codes: The course section can be anything alphanumerio @p characters and cannot be
duplicated for the same course for the same terthésame setting even if the teachers are

different.

Example: MATH101

Data Source: Your Organization

Special Instructions:

1.
2.
3.

4.

It must be alphanumeric with a maximum length oth@racters.

This field must not be blank.

Special characters other than hyphen, period, sndex and space are not
acceptable.

It cannot be duplicated for the same course fos#ree term for the same setting
even if the teachers are different.
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Student Transcripts

Field Number: 12
Data Element Name: COURSECODE
Field Type: String

Field Length: 5

Description: A subject area and a course identifier within thiejsct area.
Valid Codes: The 5 digit course code listed in the NCES couoote list.

Example: 06315

Data Source: NCES Course Code Excel Spreadsheet or NCES SCEHBE€Gode Booklet.

Special Instructions:
1. This field cannot be blank.
2. This field must contain a valid code as specifiedwe or it will be rejected.
3. It must have leading zeros if the course codessteith zero.
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Student Transcript

Field Number: 13

Data Element Name: COURSETERM
Field Type: String

Field Length: 6

Description: The length of an individual course. For the purgosfereporting, the term sequence
must be provided in the value.

Example: QTR1
Data Source: VT DOE

Special Instructions:
3. This field cannot be blank.
4. It must be one of the valid codes listed in thégd®low and continuing to the next
page. (If your organization uses additional cowg#es that are not listed, please
call IT help desk to have them added to our datiaitien table.)

Valid Codes: Please refer to the code set below, supplied b OH.

Term Code Term Description

FULL Full School Year

SEM1 First Semester

SEM2 Second Semester

TRI1 First Trimester

TRI2 Second Trimester

TRI3 Third Trimester

TRIX Multiple Trimesters

TRIN Multiple Non-consecutive Trimesters
QTR1 First Quarter

QTR2 Second Quarter

QTR3 Third Quarter

QTR4 Fourth Quarter

QTRX Multiple Quarters

QTRN Multiple Non-consecutive Quarters
QIN1 First Quinmester

QIN2 Second Quinmester

QIN3 Third Quinmester

QIN4 Fourth Quinmester
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Term Code Term Description
QINS Fifth Quinmester
QINX Multiple Quinmesters
QINN Multiple Non-consecutive Quinmesters
MINI1 Mini-term 1

MINI2 Mini-term 2

MINI3 Mini-term 3

MINI4 Mini-term 4

MINI5 Mini-term 5

MINI6 Mini-term 6

MINI7 Mini-term 7

MINI8 Mini-term 8

MINI9 Mini-term 9

MINI10 Mini-term 10

MINI11 Mini-term 11

MINI12 Mini-term 12

MINI13 Mini-term 13

MINI14 Mini-term 14

MINI15 Mini-term 15

MINIX Multiple Mini-terms
MININ Multiple Non-consecutive Mini-terms
SUMR Summer Term

INTR Intersession
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Appendix A: Instructionsfor the File Transfer Protocol

Download the FileZilla program at:

http://sourceforge.net/projects/filezilla/files/&dilla Client/3.5.1/FileZilla 3.5.1 win32-
setup.exe/download

You will see the screen picture below. The downlslduld start shortly, if it does not you can
click on the “direct link” in the browser window.oYl might receive a security ribbon, click on
options and download file.

wr Fevoiites | 5 B Juggeted Bies = gt Free Motread ) Web Hice Galary >

'lendrmihwnﬁwufﬁum l} = B = 0 mm = Page= Sedityr Teck= -

SOUFCRFOFOR  © .o opon Souce 2o Grwss  Bog  Suppen Whiat's the RinkT Lo in
Information flar Help

-"fuur FilaZilla dewniond will start in 0 seconds. e e

Pinblems with he dowminai? Check yu brewsi's seouty b o (ry o divecd bek. of bry angther
Ll g

0 iWhile your download is i progeess, please take 8 equrepenroe

mament to check out an offfer fram our partners!

Clowid Computing foe the Enberprss:
Wil adoptson brng

Eposternd Sy
A i e CITRIX

Thisrs,, September 23, W11
1o00 PH - 230 PM EDT

T eperried] el of pondiy whe wll gharg Ser Foughis sbout ueng e Cioud (o enable security,
optee datacentsr NS ESFUOLRE, I e morey o nol!

Tem e wesers will ree alienciees nagh! inta whal s needed o o Coud emarormends, shal
ey shosddn't o ihe Tiousd at e stage. snd oher hey oonsderabong.

ol lparic

« What needs b be dore todey s betier secure: the Cood
«'Whati comers) in teres of resit gen Csud

o What brvel of Pvettrert 5 rguered for mevrg @ e Ooud
aer important porederatons before vos ol e move

E s i e

s @ Itrrmet | Protected Mede On o= Wik -
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When the file is ready to begin the download yoll s@e the screen below.

File Download - Security Warning §|

Do you want to run or save this file?

Mame; FileZilla_3.5.0_win3z-setup.exe
Tupe:  Application, 4,31 ME

Fram: iweb,dl.sourceforge. net

Bun ]l Save I [ Cancel |

‘while files fram the Internet can be useful, this file type can
o potentially harm your computer, IF pou do not bugt the zource, do not

un or zave this software, What's the risk?

Click on Save. Save the file to your desktop or eplace that you can easily find it.

Once the download is complete go to your desktadp@iocation you saved the file to and double
click the file you saved.

This security message will appear, choose the “Rutibn.

Open File - Security Warning

The publizher could not be venfied. Are you sure pyou want to
run thiz zoftware?

Marme: FileZilla_3.5.0_win32-setup.exe
Publizher: Unknown Publizher
Type: Application
From: C:\Documents and Settingsidavidkelley\Desktop

[ Fiun ]| Cancel |

Alwayz azk before opening this file

publizher. ou should only run saftware fram publishers vou trust.

@ Thiz file does not have a valid digital signature that verifies itz
How can | decide what software to un?
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The program will then walk you through the resthed setup for FileZilla

Iz FileZilla Client 3.5.0 Setup

_ ol I
License Agreement

Plzase review the license terms before installing FileZilla Client 3.5.0. E

Press Page Down to see the rest of the agreement.

GMU GEMERAL PUBLIC LICEMSE il
Version 2, June 1991

Copyright (C) 1939, 1991 Free Software Foundation, Inc.
59 Temple Place, Suite 330, Boston, MA 02111-1307 USA

Everyone is permitted to copy and distribute verbatim copies
of this license document, but chanaging it is nok allowed,

Preamble

) The_licenses_ For mast s_u:uFtware are designed ta kake away your

=
If wou accept the terms of the agreement, click I Agree ko continue. You must accept the
agreement ko install FileZilla Client 3.5.0.

rullsoft Install Swstem w2, 45-Unicode

I Agree I Zancel

Click on | Agree button.

[z FilezZilla Client 3.5.0 Setup - 0] x|
Chooze Installation Options

Who should this application be installed for? E

Please select whether wou wish to make this software available to all users or just vourself,

& anyone whio uses this computer (all users)

™ only For me (staceymurdock)

Inskallation For all users requires Administrator privileges,

Hullsaft Install System v&2 45-Unicade

Cancel |

Select preference on users and click Next.
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FZ FileZilla Client 3.5.0 Setup ) ] B

Choose Components
Choose which Features of FileZilla Client 3.5.0 wou want toinstall, E

Check the components you want ko install and uncheck the components wou don't want to
inskall. Click Me:xt to conkinue.

Select components ko install: Filezilla Cliert —Des.c.rlptlcun
Fasition wour mause
Icon sets aver a camponent b
Language files seg s descrpkion,
Shell Extension
[ ] Desktop Icon

Space required: 16,5MB

riullsabt Inskall Systenm vz, 45-Unicade

< Back I Mext = I Zancel

Click Next.
& Filezilla Client 3.5.0 Setup ] [
Choose Install Location
Zhoose the Folder in which ko install FileZilla Client 3.5.0. E

Setup will install FileZilla Client 3.5.0 in the Fallowing Folder. Ta install in a different: folder, click
Browse and select another Folder. Click Mext to continue.

Destination Folder

_:\Program Files\FileZilla FTP Client Browse, .. |

Space required: 16.5MB6
Space available: 14, 1GE

rullsaft Install Sy stenm v 2, 45-Unicade

< Back I Mexk = I Zancel

If you would like to install in a different file lick on the Browse button and select the destimatio
When ready click on Next.
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& FileZilla Client 3.5.0 Setup

Choose Start Menu Folder
Choose a Stark Menu Folder For the FileZilla Client 3.5.0 shaorkouts,

Seleck the Skart Menu Folder in which wou would like to create the program's shortouts, ou
can also enter a name to create a new Folder.

ileZilla FTP Clienk

Jivx s
Accessoties

Administrative Tools

Broadcom

Brother

Catalysk Conkrol Cenker

Cisco Swstems YRR Client

Dl Accessories

Dell Suppork

Disney Toontown Online

GameHouse ﬂ

™ Do nok create sharkouts
Hullsoft Install Swstem w2, 45-Unicode

< Back I Install I Cancel |

Click on Install.

Once the setup is complete you will receive thissage.

B FileZilla Client 3.5.0 Setup A=

Completing the FileZilla Client 3.5.0
Setup

FileZilla Client 3.5.0 has been installed on your computer,

Click Finish to close Setup,

Click finish and FileZilla will open. (To open thpgogram later, go to your Start Menu under All
Programs one of the options will be FileZilla FTRe@t).
Once the program opens, choose from the menu “&ild"“Site Manager”.
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= — X
Site Manager M

i SelectMEn;:e: General |.ﬁ.duanced |Transﬁar Settings |Charset|
i ¥ = :
‘ 1 ebusFTP Host: 159,105,52.3 Port: | 22|
Protocol: ISFJ'P - 55H File Transfer Protocol v]
N
Il Logon Type: [Nnnmai v]
s SUDS4sped ]
I Password: . . |
Account:
Cornments: |
| Mew Site l [ New Folder I i
I Mew Bookmark: | I Rename l
| Delete l [ Copy I
|
I Connect ] [ Ok l [ Cancel I

On the right side, enter 159.105.52.3 in the Hostdnd 22 for the Port.
Select SFTP — SSH File Transfer Protocol for Praltoc
Select Normal for the Logon Type.
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Select Entry:

Ly

My Sites
I eousFe

General |Aduanced I Transfer Settings | Charset |

Host: 159.105.52.3 Part: | 23|

Protocol: IEFI'F' - 55H File Transfer Protocol v]

Logon Type: [Nurmai

Uszer: SU059sped
L Password: [R— i
Account:
Comments:
_>T Mew Site | [ Mew Folder I 2
[ Mew Bookmark: | | Rename l
| Delete | [ Copy I
| commect | [ ok | [ cancel |

On the left side, under “Select Entry”, click onéi Site”. Click on Rename and type EDU SFTP.

Your User and Password will be supplied to youerizil by DOE.

Click on Connect button.

If you receive Error messages (they will be in rége in the Host, Username, Password and Port
and click on Quickconnect.

B - V==

| File  Edit ew Tran;fer Server Bookmarks

|i'_| R A g_-n = =
( Host: Username: Password: Port: E]
Response: fzSfip started

Command;:
Command;:
Command:
Error:
Error:

Il Error:

open “SU0549sped @159, 105.52.3" 22

Trust new Hostkey: Once
xxxxxxxxx

Authentication failed.

Critical errar

Could net connect to server

PR T

To transfer files to the DOE (Upload) or from th©P (download), click on Transfer and select
Manual transfer
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[ File Edit View [Transfer] Server Bookmarks Help
" 4~ “;;'!‘:" E Process Queue CTRL+P
| Host: sfpi//155.1  Defautfle exists action.. Port: [
(Command: Transfer type 3 =
SEE: Preserve timestamps of transferred files CTRL+U
(Command: Speed limits 3
Response: \7|
SEE: Manual transfer... CTRL+M e e
Localsite: |\ ~ | Remote site: | fsfip/SU052/sped =
=8 Computer N =
el A s BB sftp
o G A & slos2
ey D 4 -y sped
-8 F: (\302-f5\MIS)
B M: (V\302-fe\mis_files) =
F\'Iename‘ Filesize Filetype Last modified = FirenaFne Filesize Filetype Last modified Permissions Oy
A Floppy Disk Dri... N.
[ el Local Disk | Jaccess 440320 File 9/13/20111:09:... -rw-r-r—  SU|
Ao CD Drive 3
S F: (\302-fs\MIS) Network Drive
S M (0\302-fs\mis... Metwork Drive
AP (\doefiles\pu... Network Drive L
SAT: (\\302-fs\data... Network Drive
8 U: PN302-fshjane... Network Drive | oL 1L} |2
8 directories 1 file. Total size: 440,320 bytes
Server/Local file Direction Remote file Size Priority  Status
LAl [ i
'[| Queued files | Faied transfers | Successfil ransfers | |
| B Queicempty @9 ||
— — = — — S
- n
Manual transfer | % |
Transfer direction
@ Download (7 Upload
Local file Remote file
File:  C:\Usersjanellegalison\Desktop\ACCES Remote path:  (sftp/SU052/sped
File:
Server Custom server
Use server currently conmected to. oot [153.105,52,3 Port;
Use server from site manager F — —— -
. % . = |
N d yet Servertype: |SFTP - 55H File Transfer Protocol |
Select seryer :
Logontype: | MNormal - |

) Custom server
User: ESUEISEped
Password: _.""""

Account:

Data type
@ Auto
() ASCIT

() Binary

[T 5tart transfer immediately

L ok | [ concel |

Select the appropriate button to download or upl&sdect the files to be transferred and click
OK.
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