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Vermont Department of Education

SY2010 Student Census Fall Update
Online Instructions

Vermont Department of Education
IT Team: Data Management and Analysis

System Requirements

Adobe Acrobat Reader (Free Download)

Internet Explorer 5.0 or greater

J-Initiator file provided by DOE, if you need an updated J-init please contact the help-desk for
assistance. Once this is loaded onto your computer all future access to DOE Oracle Applications
will be permitted.

NOTE: If you are a Mac user, you will not need to click on the .exe file provided you are using
a Mac OS 9.0.4 or 9.1 as an operating system. Please do not click on the .exe file, as it may
interfere with your system. If you are not able to log into the application, please call our Help-
Line.

Starting the Application

Windows open Internet Browser. Please note there is an underscore between FSC_PSL_CLC

https://wave.ed.state.vt.us:4459/forms90/f90serviet?config=FSC PSL CLC

Mac users open Internet Browser Please note there are two underscores FSC_PSL_CLC_MAC

https://wave.ed.state.vt.us:4459/forms90/f90servlet?config=FSC PSL CLC MAC

Login to the program using the User Name and Password sent to you. The Username and
Password are case sensitive.

Technical Support
Call (802) 828-3777 for assistance with the data entry application.
Due Date

Please submit completed data to the DMAT by November 6, 2009.

Online SY2010 Student Census Instructions



Vermont Department of Education
Main Menu Options

Organization Information
Enter/Edit Profile - This button allows you to edit the information about your school.

Student Information
Enter/Edit Data - This button lets you add new students or edit existing student records.

Reports
Reports Menu — This feature will create a report of all student records in the application.
The reports are as follows:

e Act 150 Student List

e Census Signature Page

e Home-study Students by Town of Residence and Grade

e List of Students Directly Certified to Participate in the School Lunch Program by
School and Grade

e Preliminary October 1 Enrollment Report, Grade, Race, Ethnicity and Gender

e Students by National School Lunch Eligibility

e Students listed by Service Status, section 504 and ESS

e Students by Town of Residence, ADM type and Grade

The Preliminary October 1 Student Enrollment report is a count of students in aggregate.
This report is generated from the data entered in the Student Census Fall Update and is
provided as a reference only.

Contact Information
Enter/Edit Contact Information — To enter your schools contact personnel, select this
button.

Export Data
Export Student Data option lets you export data in an Excel format.

Data Submission
Review Data Submission Checklist — This button takes you to the Student Census data
submission checklist.

Submit Data to DOE - Click this button submit data to DOE, once this button is pushed
and submission message appears your data is locked and unable to accept any additional
edits. If you must revise submitted data please call DOE @ 828-3777, and we will unlock
you data file.

Exit Application
Exit - This button lets you exit the application and the data will be saved before exiting.
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USING THE MAIN MENU OPTIONS

&7 Department of Education
"3 Fall Public Studen

File

Due: Nov 06, 2009
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USING THE ENTER/EDIT PROFILE

4 4> p

PS085 CABOT SCHOOL

PO BOY 56 25 COMMON ROAD

CABOT CABOT

05647 05647
802-563-2289 (802)-563-2022
WA CABOTSCHOOL.ORG

PRIMCIPAL [MFC

Title First Mame Miclcile MameAnitizl Last Mame
[ms | [REGINA, | = |
Same As Organization’s Mailing Address v Same As Organization’s Physical Address v
Mailing Address Physical Address
st oW o8 Street [25 COMMON ROAD
PO Box
CityiTown  |CABOT City/Town (CAB0T
State wT | ip Code |DSB4? State |vT Zip Code |0554?

Email Address |fme||aci@cabotschool ory

Make sure that all of the Organizational Information is correct for your school.

You will be required to enter information before proceeding to the student data.

Select File and return to main menu to return to the main menu page.
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USING THE ENTER/EDIT STUDENT RECORDS

e

s VT Department of Education

(——

GRADEICOHORT INFO |

Grac Reported July 2008

[12 - Twelfth Grace - Senior -]
BegnDate * EndDatz : Firat Year Student entered 9th Grade (YY)
o6r52008 | 2005

Current Grad (if Different from above) o
: —~ NCLBA 8th Grade Cahart Year
-I. e - v 2010
 Begin Date End Date

Use this screen to add/edit student records. Select option from top toolbar.

NOTE: Record changes are automatically saved when you move to another record.

Search -- This button lets you enter a student ID number or student name to search for students.
Sort — This button lets you sort by last name, grade or student ID.

Add Record(s) — This button lets you enter a new student.

Please reference data reporting instructions for descriptions of data elements.

To return to the main menu you must select File, then Return to Main Menu.
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USING THE ENTER/EDIT CONTACT INFORMATION

Svr Department of Education

" Fall

File E

P53 JJHLUE MOUNTAIN USD #21
FTUDENT CENSUS COLLECTIONCONT |

o] HART
a02-T57-2711
JODI HART@BMUSCHOOL CRG

Enter in the contact information for each of the different roles listed above. Use the blue arrows
at the top right to scroll thru the Contact Types:

STUDENT CENSUS COLLECTION CONT
ESS CONTACT

SECTION 504 CONTACT

NSLP ADMINISTRATOR

If the same person is the contact for multiple roles, enter their name in each area that they are the
contact.
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EXPORT STUDENT DATA

&1 Department of Education
all Public Student Censt 036, BLUE MOUMNTAIM USD #21

09/23i2009

Due: Mov 06, 2009

[
[ ]
] ctenctioes

Forms

Cancel

You will get a message stating this may take a few moments, click ok.

File Download [zj

] Some filez can harm your computer. 1F the: file infarmation below
n looks suspicious, or you do not fully st the zource, do not open or
zave thiz file,
File name: getjohid1 913, xls
File type:  Microsoft Excel \Waorksheet

Frarm: doeZ40

Wolld pou like to open the file or sawve it bo your computer?

[ Open ]‘ Save J[ Cancel ][Mnrelnh:u]

dilweayz azk before opening this type of file
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You may open or save your file to a specified location. Your data will remain in the program.
REPORTS MENU

=
B2 ¥ Deparimeni ol Fducalisn

Conaug Tgrabas Page

Piome SRty Shudents iy 1o of Resdence s G ne |
Lisi of Ehugenits Dieecthy Corlifiead o Participate in fhe School Lundh Progres By School srd Cesde
Prefeanary Ociobey | Envoleent Repor, Oreade, Face, Bifrecily and Oende

3otz Lry Ml Sepue L unch By

Srdanls by Sarvice atus, Section S04 avd BLE

Sudenis by Townof Rmdatcn, ADM Type, and Gy

Click on the Report button next to the description that you would like to view or print. These
reports are as follows:

e Act 150 Student List

e Census Signature Page

e Home-study Students by Town of Residence and Grade

o List of Students Directly Certified to Participate in the School Lunch Program by School
and Grade

e Preliminary October 1 Enrollment Report, Grade, Race, Ethnicity and Gender

e Students by National School Lunch Eligibility

e Students listed by Service Status, section 504 and ESS

e Students by Town of Residence, ADM type and Grade

Online SY2010 Student Census Instructions



Vermont Department of Education

REVIEW DATA SUBMISSION CHECKLIST

ST Department of Education

" Fall Public Student Ce 036, BLUE MOUNTAIN USD#21
File

Due: Nov 06, 2009

1. Data will be saved as it is entered, but will NOT be submitted to DOE until you press the "Submit
to DOE" buttan on the Main Menu,

2 Reports provided inthis application are provided for your information anly and do not need to be
submitted to the DOE.

3 Once submitted data has been accepted by the DOE, it cannat be changed without contacting DOE
to reset your organization status. NOTE: Resetting wil allow you to edit the data, but any new
data entered will overarite previously submitted informatian.

Please review the checklist for the Student Census data submission before attempting to submit
data.
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SUBMIT DATA TO DOE
Click on Submit Data to DOE.

Your application will now cycle through the submission process, if you have any errors, or have
previously submitted your data you will not be able to proceed.

If you have any questions on this process, call DMAT at (802) 828-3777.
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