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[image: image12.png]Data Entry & Review Tool

Select District Form Submissions if you are ready to enter data
about the LEA. The LEA Form collects data about the entire LEA.

Select School Form Submissions if you are ready to enter data
‘about schools. The School Form collects data about each of the.

schools in your LEA

2 District Form Submissions [l 2 School Form Submissions.





[image: image13.png]Element Rules
Teachers - FTE Count and Certfication: Total FTE of Teachers [SCH_FTETEACH_TOT]

Data Checks | Technical Information ishow All Checks

— Have | entered a value that is in the expected range? (minimum value check)

Details

“Teachers - FTE Count and Certiication: Total FTE of Teachers" must be greater than or equal to 0.01, but you have
entered alesser value. To resolve this error, you can either change this value, or provide an explanation using a reason
code and comment.

Resolution

Reason Code: | Other |

Comments:

11 you make 2 sussequent change o your dta el th 1o o warang, h dta heck il b consdered passed xS

ez s comments Stored, Bt ot nsuded with Your Submissn

+ Have| entered consistent FTE information for classroom teachers?

Close





Civil Rights Data Collection (CRDC)



Collection Timeline:

[image: image14.png]Element Rules

‘Students with disabilities who received one or more in-school suspensions: Number of Section 504 Only Male Students
[SCH_DISCWDIS_ISS_504_M]

[CIshow All Checks.

Data Checks  Technical Information

Details (scH_DISCWDIS 156

Lu_eRrsos)

You have entered a value of 15 for Male 504 students in this category, but this exceeds the total number of Male students
in this category (7). In order to resolve this error, you must change one or more of these values.

Resolution

Reason Code: v

Apply Explanation

Close.





	Phase
	Opens
	Closes

	
	
	

	2021 – 2022 Registration
	May 15, 2023
	June 20, 2023

	
	
	

	2021 – 2022 CRDC Data Submission Due
	December 11, 2023
	February 26, 2024

	
	
	

	
	
	


[image: image1.png]CRDC Authorization
The CRDC is a mandatory data collection, authorized under the following statutes and regulations:

e Title VI of the Civil Rights Act of 1964,

e Title IX of the Education Amendments of 1972,

* Section 504 of the Rehabilitation Act of 1973, and

* The Department of Education Organization Act (20 U.S.C. § 3413).

The regulations implementing these provisions can be found at 34 CFR 100.6(b); 34 CFR 106.71;
and 34 CFR 104.61.





[image: image2.png]Who must participate in the CRDC?

The CRDC collects data from a universe of nearly all public local educational agencies (LEA) and
schools that receive federal financial assistance from ED, including justice facilities, charter schools,
and alternative schools. In addition, state operated programs that receive federal funding
assistance from ED have a legal obligation to provide the data that are being collected by the CRDC.
[In some states, the state educational agency (SEA) provides CRDC data for its LEAs.]





What is the snapshot date for the 2021-22 CRDC?
We suggest you use the 2022 Fall PEIMS As-of-Date of 10-29-2021.  This will allow you to check some of your student counts and staff FTEs against your 2022 Fall PEIMS reports.  
[image: image15.png]Resolution

Reason Code: v

High Mobility School — Our enroliment changes frequently throughout the school year
Different Count Dates  the data compared in this question were collected at different dates.
Data are correct as reported, because (please provide reason)





CRDC Resource Center

https://crdc.communities.ed.gov/#program
[image: image3.png]Collaborate

Home > Overview > Home.

| GETTING STARTED (O SEARCH CROC CROC TRAINING @ CONTACT CRDC FE INDIVIDUAL
SURVEY MODULES

Y WITH THE CROC /" RESOURCES VIDEOS EMAIL FORM

Fs
PARTNER SUPPORT CENTER

CIV"_ RIGHTS DATA COLLEC Contact PSC

(9am - 5pm ET)

RESO U RCE CENTER L 855 255-6901

dlickto Email PSC

The Civil Rights Data Collection (CRDC) Partner Support Data Center (PSC) welcomes you to the CRDC Resource Centerl This website contains resources for the

CRDC, such s planning and preparation guides to assist in collecting and submitting your data, data tips. and CRDC data submission tool training documents. Click
the buttons below for more information to get started.

( RD( 'HELPFUL VIDEO RESOURCE

SUBMISSION SEARCH

Focus Group on

Restraint and Seclusion
SN AL A2 K to access the
FOR RECORDING, CRDC Resource Center
CLICK HERE. Overviewvideo

ANNOUNCEMENTS scrolt for additional announcements

As stated in the letter from the Department of Education Office for Civil Rights and distributed to LEAs on
October 4, 2023, your school district may begin submitting their data on Monday, December 11, 2023.
The data submission period will end on Monday, February 26, 2024. The submission system will not open
for the LEAs until December 11t





Search Resources
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RESOURCES





All of the resources on this page will assist you with the OCR Submission.  The highlighted documents below are great resources to download and have available.
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2021-22 CRDC General Overview, Changes, and
List of Data Elements

2021-22 CRDC List of Data Elements:
Flt Fie Specifications.

Flt Fie nstructions

LEA Lovel Table Layouts

‘School Level Table Layouts

LEA Form Worksheet
‘Sehool Form Worksheet
LEA Form

Sehool Form

EDFacls and the CRDC

Data Resources
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SCH Level Only
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SCH Level Only
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This OCR document provides a general overview of the CRDC as well as
2021-22 changes and the lst of data clements.

This OCR document provides the 2021-22 st of data clements.
i spreadshest contains the data clements colected n the CROC.

This document provides instructions for LEAS on how 1o create flt fies for
‘submission.

The LEA Form Table Layout provides the table sructure for LEA level CRDC
data.To support LEAS submiting CROC data n it fle format, ths document
is designed for LEA-Jevel data clements and includes the corresponding tabl|
layouts for those elements.

The Schookfvel Table Layout provides the table siructure for schooklevel
CRDC data. T support LEAS submiting CROC data in fiat fle format,this
ocument s designed for schoolevel data clements and inciudes the-
corresponding table layouts or those elements

The LEA Form Workshest is an abbreviated version of the officl CRDC LEA
Formthat can be used to gather and record data for reporting the CROC.

The School Form Worksheet s an abbreviated version of the official CRDC.
School Form that can be used 1o gather al schoolleveldata for reporting.

The CRDC LEA Form s the offical CRDC Local Education Agency (LEA) Form|
which contains a ful set of CRDC LEA level survey questions.

The CRDC School Form s the offical CRDC School Form which contains a
full et of CRDC school level survey questons appicable to allschools
including justce faciies

The U.S. Depariment of Education uses data submited through EDFacts for
education planning, polcymaking, management and budget decision-making.
Tnis document provided more detai regarding the relatonship between
EDFacts and the CRDC.





[image: image6.png]2122 | Submission System User Guide: Collection ‘This document s ingested to provide users of the Civi Rights Data Collection
Resources (CRDC) survey tool with al required nstructons on how {0 use the toofs

functions and features ncluding the use of the survey tool self, as opposed
tothe detais of the survey instrument and the questions and required data





PSC (Partner Support Center) Email Form
[image: image7.png]Collaborate

Program:  Home.

Contact PSC

Home > Overview > Home.

| GETTING STARTED (O SEARCH CROC CRDC TRAINING @ CONTACT CRDC FE INDIVIDUAL
SURVEY MODULES

Y WITH THE CROC /" RESOURCES VIDEOS EMAIL FORM
FAUNN

| PARTNER SUPPORT CENTER

CIVIL RIGHTS DATA COLLECTION Contact PSC

(9am - 5pm ET)

PSC Email Form -

dlickto Email PSC

For assistance, please complete the PSC Email Form below:

« Select the State before choosing the LEA or Agency Name.
« To find the LEA or Agency Name, try entering a keyword in the field.
« Having trouble? Please contact the PSC via phone (855) 255-6901 or email at crdc@aemcorp.com

Requester Name:  [Stephanie Smelly.

RequesterEmal:  fssmeley@escl.net

CallBack Number:

fp17-740-7602

=

State: Texas.

I

VendorsResearchers should use “Vendor” or “Researcher” for State code

LEA or Agency Name{ ALEDO 15D (4807780)

‘

Location:

s saiey o Joorfuizso

I inquiring about multiple LEAS, check the box and list the LEAS in the Work Order Dascription []

CRDC Topic Area or Modules (if applicable, up to § inquiries):

nquiy 1 Distrit Form |80 Harassment & Bulying
nquiry 2 Sehool Form || scH: school Characteristis

Inquiry 3: Pleass select LEA or School Form Type.





Individual Survey Modules
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[image: image17.png]CRDC Data Time
Periods

What are the snapshot dates for the
2021-22 CRDC?

The following reporting periods are generally
used for counts that are snapshots:

* October 1, 2021, or the closest school day
to October 1.

* For the IDEA child count, the date
designated by the LEA that is between
October 1, 2021, and December 1, 2021.

+ Single day at the end of the 2021-22
regular school year.





Getting to the CRDC Survey Tool


https://surveys.nces.ed.gov/crdc/ 
[image: image18.png]CRDC

Civil Rights Data Collection

Username.

Having issues logging in? Forgot your password?

Welcome to the CRDC

a Entry Tool

Welcome to the CRDC Data Entry Tool. Use this tool to enter and revise data for any
tables you have permission to edit. Tables you do not have permission to edt will
‘appear grayed-out and you will not be able to enter or change data. Email your
CRDC coordinator if there is a problem with your permissions.

The ED Office for Civil Rights (OCR) is conducting this survey. The CRDC is a
mandatory data collection, authorized under the statutes and regulations
implementing Titie VI of the Civil Rights Act of 1964, Titie IX of the Education
Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and under the
Department of Education Organization Act (20 U.S.C. § 3413). The regulations
implementing these provisions can be found at 34 CFR 100.6(b): 34 CFR 106.71;
and 34 CFR 10461

Password

What is the Purpose of this Survey?

The purpose of the U.S. Department of Education (ED) Civil Rights Data Collection
(CRDC) s to obtain data related to the nation's public school districts and elementary
and secondary schools’ obligation to provide equal educational opportunity. To fulfil
this goal, the CRDC collects a variety of information, including student enroliment and
educational programs and services data that are disaggregated by race/ethnicity,
sex. english leamers, and disability. The CRDC is a longstanding and important
‘aspect of ED's Office for Civil Rights overall strategy for administering and enforcing
the civil rights statutes for which it is responsible. This information is also used by
other ED offices as well as policymakers and researchers outside of ED.

Information reported on this survey becomes available to the public in a privacy
protected format. You can see how the previous CRDC data were reported to the
public by going to http //ocrdata ed gov.





· Once users select the Confirm button to indicate an understanding of this message, they are taken to the Home page itself.
[image: image19.png]What are some important dates for the 2021-22 CRDC?
o The 2021-22 CRDC Data Submission System opens on December 11, 2023, for all LEAs.

*  AllLEAs will have the standard (minimum of) 75 calendar days, and must submit their data by
the February 26, 2024 close date.





Home Page


The top area of the Home page contains basic information and notifications about the submission process, including contact information for the Partner Support Center (PSC). The PSC helps respondents with their CRDC data submissions. 

In the upper-right portion of the screen are menu links to other areas of the tool: Resources and Reports, for all users; and Admin and Certification, only for those users with the appropriate permissions. These areas of the tool and the permissions required to use them are explained in the relevant sections of this guide. 

User controls are represented in the menu links by an icon of a person’s head, with the current user’s email address displayed underneath.
[image: image20.png]U.S. Department of Education
2021-22 Civil Rights Data Collection




The middle of the page shows the LEA for which data are currently being submitted. As the majority of LEA and school users of this system are only associated with (and only have permission for) one LEA, they will only see their own LEA listed here. Any users possessing permissions for more than one LEA and/or state will see pull-down menus that list multiple states and/or LEAs to choose from.
[image: image21.png]School Form Modules (click on module name for download)

[ DIND: COVID-related Directional Indicators [ SECR - School Security Staff

[ SCHR - School Characteristics [ RETN - Retention

D PSCH - Preschool [ ATHL - Interscholsatic Athletics

D ENRL - Enrollment D DISC: Student Discipline (Suspension, Expulsion and

Corporal Punishment)
3 PENR - Program Enrollment (Gifted &
Talented, Dual Enrollment, Credit Recovery) D ARRS: Referrals to Law Enforcement & School-
Related Arrests
(3 COUR - Courses & Classes
[ OFFN - Offenses
[ APIB - Advanced Placement (AP) &
International Baccalaureate Diploma DHIBS - Harassment or Bullying
Programme (IB) Enrollment
[RSTR - Restraint & Seclusion
[ EXAM - SATIACT
[ JUST - Justice Facilities
[ STAF - School and School Support Staff
D INET - Internet Access and Devices

LEA Form Modules (click on module name for download)
[ SSPR - Students, Schools, & Programs
3 CRCO - Civil Rights Coordinator / Desegregation Plan
[ HIBD - Harassment or Bullying
[ DSED - Distance Education

[ HSEE - High School Equivalency Exam





The bottom third of the page presents the two methods for submitting the required data. The Data Entry & Review Tool method involves completing online district and school forms, while the File Upload method involves uploading a prepared flat file.
[image: image22.png]According to the Paperwork Reduction Act of 1995, no persons are required to respond to
a collection of information unless such collection displays a valid OMB control number.
The valid OMB control number for this information collection is 1870-0504. The obligation
to respond to this collection is mandatory (20 US.C. § 3413, § 3472, § 7913, and § 7914).
If you have comments or concerns regarding the status of your individual submission of

this survey, please contact the Office for Civil Rights, U.S. Department of Education, 400
Maryland Avenue, S W.. LBJ, Room 4E342, Washington, D.C. 20202, directly. [Note:
Please do not return the completed registration to this address ]





Two methods will be available for Local Education Agencies (LEAs) to report data.

· Online Data Entry: The Online data entry method using the Web interface during the survey open period requires users to hand-key in responses to the CRDC data elements. Using only the Web-based submission method may not be practical for large LEAs that must enter data for a large number of schools.

· Flat File Submission (FFS): The second method is to report data by preparing and uploading one or more text-based flat files in comma-separated value (.csv) format. The FFS method allows an LEA to prepare one or more data files that contain data elements required in the SY 2020-21 CRDC. This method may be used to provide all of the data for the CRDC or a partial set of CRDC data. These files must conform to the FFS formats and specifications included with this document. These files can be uploaded once the survey opens.

LEAs may also choose to combine these two methods. For example, an LEA may choose to use the FFS method for the majority of its CRDC submission, and then allow individual schools to enter data via the online survey tool for a subset of specific questions (e.g., interscholastic athletics).

Admin > User Management (see the 2021-22 CRDC Submission System User Guide)
· Register Users
· Manage User Permissions
[image: image23.png]2
Home. Certification Resources Reports Admin 2-

Civil Rights Data Collection

I

CRDC Notifications

The 2021.22 i ighte Data Clletion s open from Decamber 11,2023 - February 26, 2024,

Please access the CRDC Resource Center website to view detailed guidance for submitting your CRDC data. These resources include module-
specific and submission system administration guidance.

The 2021-22 Civil Rights Data Collection Local Educational Agency (LEA) and School Forms, LEA and School Table Layouts and the
Flat File Specifications links are below.

« The School Form (which contains all of the school level CRDC questions)

« The LEA Form (which contains all of the district level CRDC questions)

« Flat File Specifications: This spreadsheet contains the data elements collected in the 2021-22 CRDC
« LEA Level Table Layouts: This resource provides the table structure for LEA-level CRDC data.

« School Level Table Layouts: This resource provides the table structure for School-level CRDC data

‘CRDC Partner Support Center:
Telephone:855-255-6901

E-mail: crdc@aemcorp.com
PSC Contact Form: https://crdc.communities.ed.gov/#program/contact-psc
‘CRDC Resource Center: hiips:/crdc.communities.





Admin > System Management:
· Manage LEA
· Edit LEA Contacts

· Manage Schools

For Additional Resources:
· Select Resources
Sessions

· Users should NOT have multiple sessions open and active of the CRDC Web Survey Tool at the same time on the same computer.  This may cause data corruption.
Session Timeout

· For security reasons, users will be logged out of the CRDC submission after 30 minutes of inactivity.

To Upload Files:
[image: image8.png]How to Get Started:

1. Enter data through the data entry tool ANDIOR the file upload page shown below.
Note: Each LEA must complete ONE (1) School Form per school and ONE (1) LEA Form.

Data Entry & Review Tool

‘Select District Form Submissions if you are ready o enter data
‘about the LEA. The LEA Form colcts data about the enfre LEA.

Select School Form Submissions if you are ready o enter data OR
‘about schools. The School Form colcts data about cach of the.
‘schools n your LEA.

) Form Subm

> Distict Form Subm

File Upload

Selct e Uplosd yau want o b any o your da by
upladinga prepared CSV fle (Fiat i Submissons). You can use the
i Upload featur o upoad preparddata for o prt f your
Submssio.Your i HUST meet e speciicatons provied  the it
File Submission structons )

o “The file must be a CSV fie.
e “The school or LEA identifier must be included on each row

There must be a header row that Ists the data element names
s defined inthe Flat Fe Submission Specifications





· Select File Upload if you want to submit any of your data by uploading a prepared CSV file (Flat File Submissions).  You can use the File Upload feature to upload prepared data for all or part of your submission.
· For more information on upload specifications and loading partial files click on 2021 – 2022 Flat File Specifications link under File Upload.
· [image: image24.png]How to Get Started:

1. Enter data through the data entry tool AND/OR the file upload page shown below.
Note: Each LEA must complete ONE (1) School Form per school and ONE (1) LEA Form.

Data Entry & Review Tool

Select District Form Submissions if you are ready to enter data
about the LEA. The LEA Form collects data about the entire LEA.

Select School Form Submissions if you are ready to enter data
‘about schools. The School Form collects data about each of the. OR
schools in your LEA

2 District Form Submi

File Upload

Select File Upload if you want to submit any of your data by
uploading a prepared CSV fie (Flat File Submissions). You can use
the File Upload feature to upload prepared data for all or part of
your submission. Your file MUST meet the specifications provided in
the Flat File Submission Instructions [

o The file must be a CSV file
6 The school or LEA identifier must be included on each row

There must be a header row that lists the data element
names as defined in the Flat File Submission Specifications.

oFi

d




Click the +Add files button.
· Browse for the files you wish to upload.  Upload all files before starting the process.
[image: image25.png]CRDC Wome  Ceffaon  Resumes  Repots

Civil Rights Data Collection

Admin

User Management System Management

If you need to add additional CRDC oniine data entry and file upload users, you The following are tasks that can be accomplished by PSC Staff and administrators.
must first register their name and email address using the Add New Users feature.
Once a user has been registered, you can manage their user permissions
immediately. You do not have to wait for them to confirm their registration before
assigning permissions. Manage LEA

Edit LEA Contacts

Manage Schools

Delete User

Use Manage User Permissions to designate user permissions to registered users.
User permissions include the abilty to enter and edit data for schools, LEAS and

specific data modules. m Functionality

LEA Administrators

LEA Staff

School Administrators.

School Staff

User Permissions Lookup





[image: image26.png]File Upload

To upload your data, pease ensure that your e meets all of the requirements fisted nthe CROC Fiat Fl Submission Insiructions document. Only CSV fles can be uploaded. Al ies must
inciude your School D or LEA D for each row of data, and a header row wih element names defined inthe 2021-2022 Fiat il Specifcations document.

“Tip: Check to ensure your fle ncludes efther SCH_ID or LEA_ID as the frst data element header before uploading your fie. LEA and School fles can be uploaded in any order.
“Tip: See the Error Resoluton Reporton the Reports page for the results ofal valdation checks. Using this repor, users can enter explanations for rrors and edt values.
“Tip: il Upload users can also use the Data Eniry & Review Tool on the Home page {0 review and edi uploaded data

For addional informaton watch the Training Video on Submiting Flt Fls and Troubleshoofing Flat Fls. Need more help? View these Data Tis.

« Troubleshooting Schoolor LEA IDs Converted by Excel (325 K8)
» Zeroes, Blanks (i, Nuls) and NS

« Managing FiatFie Submission

« CSV Fie Submissions

‘Could not subscrive o reaktime updates; refresh the page fo see changes.

Notes:
« After you upload a fle and data slements are submited, validations checks are run by the system o idenify possible warmings or erors to be addressed. The fine required (o
process the upioad and complete the valdation checks depends on the number of schools inthe fle and the number of other users who are submiting data at the same time.
« For the largest isirits,the process to upload, subrit data elements, and complete validation checis for errors and warnings may take several hours to complete. Therefore,
large fie uploads of 200 or more schools should be coordinated with the Partner Support Center o be intiated n off-hours, such as during the evening.
« Be aware that unti all processing, incuding processing erros and warnings on the subited data, are complte, some functons on the Certication Dashboard may not be.
avalable.

Upload History

Dy uUsername Timestamp File Name

File Upload Status File Processing Status

‘There are no records of any fies that you have uploaded.

‘Showing 010 0 0f 0 entres

SPRINGTOWN ISD Files

Search:

Timestamp File Name size File Upload Status File Processing Status

‘There are no records of any uploaded fies for this LEA.

‘Showing 010 0 0f 0 entres Previous  Hext





· Once files have been selected and added, the user simply selects the Start Upload button (or, in the case of multiple files, Start All Uploads) to initiate the actual upload.  The screen will show the progress of the upload itself in real time, which will likely occur quickly for files of a reasonable size.
[image: image27.png]File Upload

o upload your data, please ensure that your fle meets allof the requirements isted in the CRDC Fiat Fie Subrmission nstructions document. Only CSV fles can be uploaded. Al fles must
include your School D or LEA D for each row of data, and a header row with clement names defined i the 2021-2022 FlatFi Speifications document,

“Tip: Check to ensure your fle ncludes efther SCH_ID or LEA_ID as the frst data element header before uploading your fie. LEA and School fles can be uploaded in any order.

“Tip: See the Error Resoluton Reporton the Reports page for the results ofal valdation checks. Using this repor, users can enter explanations for rrors and edt values.
“Tip: il Upload users can also use the Data Eniry & Review Tool on the Home page {0 review and edi uploaded data
For addiional information watch the Training Video on Submiting Flat Fles and Troubleshootng Fla Fies. Need more help? View these Data Tips.

« Troubleshooting Schoolor LEA IDs Converted by Excel (325 K8)
» Zeroes, Blanks (i, Nuls) and NS

« Managing FiatFie Submission

« CSV Fie Submissions

d fi @ Start Al Uploads

23468

7680k
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Your Files
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[image: image28.png]District/LEA Form Submission ==

‘SPRNGTOWN ISD (NCES LEA ID: 4841280) I Hide Optional Questions.

Listof options questions

“The Dats Entry to0l i crganiz=d by topical modulss, Modules are grougs of ables sbout he same topic area. For sxampl, tablss abaut harsssment and bullying form the Harsssment or
Bullying mocule. Eseh module has & &1ster module zonym which s used t2 Numbe tablss within maduls. For Example. the st tabl in the Harassment or Bullying module i labeled
s HIBD-

‘Salect = data moduls from the lis below to enter your dats
NOTE: Throughout the CRDC, there are questions requirng & yes/ns respanse that are considered “guiding Quesions” A no" ansuer o & guiding Question 5 the system know that
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Name Status Data Entry D

Students, Schooks, & Programs nProgress.
Last Edited: 1211172023

creo CHvilRights CoordinatoriDesegregation Plan nProgress. 077% o
Last Edited: 1211172023

HED Harassment or Bulying nProgress. 10000% o
Last Edited: 1211172023

Nem Nonbinary Student ndicator nProgress. 10000% o
Last Edited: 1211172023

pseD Distance Education nProgress. 10000% o
Last Edited: 1211172023

HeEE High School Equivalency Exam nProgress. 10000% o
Last Edited: 1211172023

‘Overall Completion Percentage: 79.55%

“The overall completon percentage is calculated using the folowing formula:
(Number of entered values in required cels + Number of auto-zeros) /  Number of required cells - Number of skips)
Note: 5" values are not included





· Once the data has uploaded, issues found may be addressed either by further file uploads with corrected data using the templates or handling of individual issues using the Data Entry portion of the CRDC Survey Tool.
· The data submitted to the CRDC Survey Tool using either the Data Entry or File Upload functionality all go to the same data stores.  As such, some data may be reported using one means while other data may be submitted using the other.  Each method may be used to correct or address errors arising from the other.
Data Entry & Review Tool


· Select District Form Submissions if you are ready to enter data about the LEA.  The LEA Form collects data about the entire LEA.
· Select School Form Submissions if you are ready to enter or review data about schools.  The School Form collects data about each of the schools in your LEA.
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To Use the District Form Submissions:
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Click on District Form Submissions
· This is the Table Navigation Module Landing page.  Each module that is currently active and open for data entry shows up with its acronym and full name as active links available for selection.  Clicking on either the acronym or full name will take a user to the same page.
· Notice the Module Instructions on the right-hand side.  This will give you additional information and tips for completing the tables.
· Select a table for data entry or review. 
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Enter the required information.  Entered data is automatically saved when users navigate between tables.  Choose the Save option you wish to use.
To Save & Review:
· Once some or all of the data has been entered for an individual table, the user can select the Save and Review button to apply the business rules to this data.  In return, the system will return an Error and Warning Summary for the table as a whole, showing any errors, warnings, and pending validation checks that apply to the data entered.

· The Error and Warning Summary only shows a list of the data elements checked, with a count of Warnings or Errors for each beside it.

· Each of the elements with active errors or warnings may be expanded to give you a detailed list of the specific errors and warnings found for that element.
· Each specific error or warning may be further expanded upon within the summary by clicking on Error.

[image: image35.png]SPRINGTOWN ISD Error Report

“Thisrepart provids you with the sror and warning caunts of your selected senoal. Clis on the questions o review and i it s
Eror rqui revisn and must b resolved prio o Carfication

Warnings indicate potential proslems that $hould b reviewed but that oo not blosk cenficaton i 12t unvasolved. I you receive & warming that tstes “Have | nared data n other fields
‘comeclyso tht his field s considared napplicable?, this werning wil be automatically resolved during ceriication and "NA” wil be reperted—tnis will not impact ceticaton.

Form-Level Checks (Not specific o a single question) Warning Count. 0 Error Count. 0

ssR Warning Count: 0 Error Count. 0

creo Warning Count 0 Error Count. 0

HED Warning Count: 0 Error Count. 0

nen Warning Count: 0 Error Count. 0

Dsep Warning Count. 0 Error Count: §

HSEE Warning Count: 0 Error Count. 0





· Depending on the error and the reason code selected, the reason code may be sufficient explanation, or a comment may also be required.  The reason code OTH: Other Reason, as a catch-all, will always require further explanation by means of a comment.
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· Once the required information has been selected and filled in, the user may select Apply Explanation in order to submit the explanation.  

· If the explanation is accepted, the status of the validation check will change to Error Explained.

· This change in status will then be reflected by there being one less error in the error and warning count on the Save and Review button, in the Error and Warning Summary, and by the validation check icons within the table.
To View Errors:
The Error Report provides a list of data modules for the District or School Form and the number of warnings and errors currently known to exist according to the validation checks. 

The user may expand any module in the Error Report in order to see more detail on the specific questions with warnings or errors. Errors are defined as conditions where the data must either be corrected by changing the value in the field or the apparent discrepancy must be explained prior to certification of the district’s data submission. Warnings are defined as conditions where a possible issue has been identified, but a correction or explanation is not necessary prior to certification. 

· Click on Data Entry & Review Tool > District Form Submission
· Click on Error Report
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· Click on the Screen Title to view and edit.
· Click on the Question to view and edit.
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· Click on the Red X
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Click the + sign to drill down in the error.
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· Some errors will have Reason Code drop-down options for you to select.  If you choose Other, you must enter an explanation Comment.
· Click Apply Explanation.
To use the School Form Submission:
· Click on School Form Submission
· Select the school you wish to work with
· Follow the exact same steps to complete this section
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Reports


The purpose of the Reports section of the tool is to provide the user’s primary access to reporting functionality.  The Reports screen supports the download of seven report types:

· Submission Review Report

· Data Feedback Reports

· LEA Submissions Download

· Error Resolution Report

· Submission Progress Report

· User Access Report

· Domino Effect of Changes Report
Certification

In order to proceed to final certification of an LEA’s data submission, all required data fields must be submitted for both the District Form and all related School Forms and no errors may exist for any data submitted that have not been either explained using a reason code and/or comment or overridden by the PSC.
In order to start the certification process, the user must first go to the Certification Dashboard using the Certification menu link provided in the menu at the top of every screen.  Again, only those authorized to certify data for the LEA will have this item in their menus.


Pre-Certification Check Preview

This function allows the user to generate a comprehensive error and warning report for all data that need to be submitted prior to certification for the LEA.  
· Click the Run Pre-Certification Check Preview button

· Upon completion, the results of these checks are displayed in two tables.  The first one details errors that can be resolved either by changing the data submitted, or by means of a reason code and/or comment explaining the validation check error listed in the first table.

· Scroll down, the second table is displayed for errors that require review from the Partner Support Center (PSC) if the submitted data underlying the validation check error are not going to be changed.

Certification
If there are no issues blocking certification, the system presents the (authorized) user with the form used to certify the data submission.  Only the LEA superintendent, or another person designated by the LEA superintendent, is authorized to complete this form and fully certify the LEA’s CRDC submission.

Potential Issues Preventing Certification – Any missing required data, or data triggering an error according to the validation checks, may prevent certification for the LEA until they are either corrected, explained using a reason code and/or comment, or overridden or exempted by the PSC or OCR.
Requesting Reversal of Certification by PSC – There may be circumstances in which an LEA decides that some of its data need to be revised or updated, even after certification.  In these cases, the LEA must contact the PSC to request that the certification be reversed, and the forms unlocked to allow further editing by the LEA.
You forgot to enter the 5 digit NCES ID Code for a campus or campuses.





ASCENDER - LEAs will be required to manually update all District Form Submission information.
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