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Welcome

Welcome to the ISES Discipline Collection User Manual.  You will find a Word version of the online Help documentation at this website: www.dpi.wi.gov/lbstat/isesmanual.html
This documentation provides you with an overview of the steps involved in using the online application.
2006-2007 ISES Discipline Collection
Data Collection Changes and Reminders
The federal Individuals with Disabilities Education Improvement Act (IDEA) of 2004 and the Educational Data Exchange Network (EDEN) requires a major expansion in the discipline data reported to the public and the US Department of Education.  This expansion takes effect beginning with the collection of 2006-07 discipline data from Wisconsin school districts and non-district charter schools in the fall of 2007. 

Discipline data required by state law and a more limited range of IDEA-required data has over the past several years been collected as part of the Wisconsin School Performance Report (SPR) aggregate collection.  This collection is already extensive, and confusing, and we believe change is needed to improve data quality. 

After a thorough review of the new IDEA and EDEN requirements, DPI has concluded that collecting the expanded set of discipline data in the SPR aggregate collection is no longer a feasible alternative to a student-level discipline collection.  Consequently, the 2005-06 was the final year of the WI SPR discipline collection.  The required 2006-07 discipline data will be collected from districts and non-district charter schools as part of the Individual Student Enrollment System (ISES).  With this change it will also be possible to eliminate the collection of school-safety and discipline data in the ESEA Consolidated End of Year Report. 
Internet Application

The Department of Public Instruction collects Discipline data using an on-line application.  The URL for accessing this application is www.dpi.wi.gov/lbstat/isesapp.html. 
Browser Versions

For the application to work properly, use browsers that are W3C compatible: Internet Explorer (IE) 5.5 (or greater) or Netscape 6.0 (or greater).  If you need to upgrade your Internet browser, contact your district's technical support team.

WSLS / ISES Correspondence
Emails regarding the WSLS and ISES are sent to Local WSLS / ISES Administrators and Assistants as designated by each district.  Users who already receive correspondence from DPI regarding WSLS and ISES will also receive correspondence regarding the ISES Discipline system. 
Granting District Staff Access to the ISES Discipline Application
Each district is responsible for granting access to work in the ISES Discipline Application online application.  For this purpose, the Delegated Authority application is provided for Local WSLS/ISES Administrators and Assistant Administrators. 
For Assistance

For assistance with the ISES Discipline Collection, set up an account in the HelpDesk Expert Tool at http://www.dpi.state.wi.us/lbstat/helptool.html and communicate with us through the ticket creation process.  Access to the tool can be found on the Main Menu or from the url above.

Your message will be routed to the individual best able to respond to your specific query; if you haven't received a reply by the end of the next business day, please indicate so in a second message.
Technical Guide

Overview

The ISES Discipline Collection gathers individual student data related to expulsions and out-of-school suspensions for all students and in-school and Interim Alternative Educational Setting (IAES) removals for student with disabilities.  Discipline data is collected for incidents that result in a removal equal to or greater than ½ the students’ regular school day and all incidents that result in an expulsion.  

Preparing for the 2006-07 ISES Discipline Collection
DPI will eliminate the collection of discipline data in the SPR aggregate collection and the ESEA Consolidated End of Year Report.  Data collected will be used for WI SPR, IDEA, ESEA Consolidated State Performance Report, Gun-Free Schools Act Report, and for ESEA Intradistrict Safe School Transfer purposes. 

To prepare for the ISES Discipline collection, districts should determine what additional data are needed for Discipline records. 

· Incident Type - Primary 

· Incident Type - Secondary
· Incident Date 

· Removal Type (Data about in-school suspensions and IAES removals are required only for students with disabilities) 

· Removal Period Start Date 

· School Days Removed This Term 

· Expulsion Period Return Year 

· Modified Term Firearms (Required only for expulsions if incident type is a handgun, shotgun/rifle, or other firearm) 

· Early Reinstatement Conditions (Required only for expulsions) 

· Return to School After Expulsion (Required only for expulsions) 

· Services Provided (Required only for expulsions) 

· Serious Bodily Injury (Required only for IAES removals by school personnel) 

Definitions of these new data elements and frequently asked questions concerning each element can be found at the following url: http://dpi.wi.gov/lbstat/isesdiscip.html
As with the WSLS and ISES systems, users must have a WAMS ID to login to the ISES Discipline system. The Web Access Management System (WAMS) is available at http://on.wisconsin.gov.  WAMS is used to obtain a new ID, modify personal information associated with an existing ID and to reset a forgotten password.  ‘Profile Management’ will allow modification of personal information including password.  ‘Account Recovery’ will allow you to reset a forgotten password.

Remember that you are not to share your password with anyone.  Your Wisconsin User ID and password are your keys to doing secure business with the State of Wisconsin over the Internet.  They should be considered as important as your signature.  For more information, refer to the WAMS User Agreement, https://on.wisconsin.gov/wimap/selfreg/User_Acceptance_Policy.jsp, which you accepted during registration
Each discipline record must be associated with a valid WSLS enrollment period in the 2006-07 school term. 

If possible, ISES Year End records should be submitted before ISES Discipline records.  If these records exist, ISES Discipline will pre-populate Discipline records with select data from ISES Year End records, including Primary Disability and ELP code.

For the 2006 -07 Discipline collection, the associated Year End records will not be required at the time of Final Submission.  For the 2007 – 08 Discipline collection the associated Year End record must exist and must be locked prior to Final Submission of Discipline data.
For the 2006 – 07 collection, District / School Discipline Preferences will be pre-populated from the WSLS. 

For the 2007 – 08 collection, the Preferences function will allow import similar to the Count Date / Year End collection. 
General Instructions

Getting Started
Users familiar with the ISES will find that the ISES Discipline system is structured in much the same way.  DPI has designed this new system to be as user-friendly as possible in order to ease the transition in integrating collection of student level discipline data from SPR into the ISES while maintaining an application robust enough to meet our data collection requirements.  Below you will find step-by-step instructions on using the ISES Discipline system.

Access the ISES Discipline System

Access the login screen for the ISES Discipline on-line application by navigating to the following url: http://dpi.wi.gov/lbstat/isesapp.html.  Once there, enter your Wisconsin user ID and password (also known as your WAMS ID and password) and click [image: image1.png]Login
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Role Selection 
If you have access to multiple roles in ISES Discipline, the Role Selection screen will be displayed.  
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Select the role to which you have been assigned and click [image: image4.png]7 sumIT
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If you are assigned only one role in Discipline, the ISES Discipline Main Menu or the Preferences screen will be displayed.
District Preferences and Contact Information
If the District/School ISES Discipline Preferences have not been completed for the district, the District/School ISES Discipline Preferences screen will be displayed instead of the ISES Discipline Main Menu.
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The District/School ISES Discipline Preferences screen is used by districts and schools to set important indicators that will be used to determine the following:
· The ISES Discipline contact person at the district and school who can answer ISES Discipline data related questions.       
· If the district or school has a Student Information System (SIS) that will be used to interface with ISES Discipline.

· The file format the district or school would like for files uploaded to and downloaded from ISES Discipline.

Primary and Secondary Contact – In order to facilitate the flow of information to those responsible for submitting the ISES Discipline Collection, please ensure that the contact information for your school and/or district is accurate and up-to-date. Information from the prior year ISES collection will be automatically entered in the Discipline preferences.  New school preferences information must be entered manually.  This information must be updated by a district level user before any user within the district may access the Main Menu.

Student Information System (SIS) Indicator – Does your school have a student information system that will be used to interface with ISES? Click on the down arrow for the SIS Indicator and select Yes or No.
[image: image6.png]“Student Information System
Indicator

“Name:

“Email:

[Ves





Data Submit Method – What file format will be used to transmit data to and/or from the ISES Discipline system and your Student Information System (SIS) or your school? Click on the down arrow for the Data Submit Method and select CSV or XML.
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Main Menu

The number of choices available on the main menu may vary by user authorization/role assignment.
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For security reasons, the application will 'time out' or disconnect from the DPI server after 20 minutes of inactivity.  'Activity’ means that navigation within the application has occurred or data has been specifically saved.  If a 'time out' has occurred, a message will appear with the option to 'exit the application and return to the DPI web site' or to' re-enter the application and log in again'.

File Upload
Two options are available to enter discipline data: File Upload using a file generated by your local Student Information System; or manual entry using the on-line application.  Once the initial data has been uploaded or entered into the on-line application it can be modified from the Student Record List.
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Uploading Records 

To access the File Upload screen, click the 'File Upload' link on the Main Menu.  
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Notice that this screen includes a checkbox that allows you to choose whether the system will perform a final validation of the data you are about to upload - [image: image11.png]I Perform final validation



.  This allows districts with many schools or others who expect to upload a number of files in a short period of time to avoid having to wait for each file to be validated.  Note however that not performing a final validation will prevent the ISES Discipline system from generating any Errors or Warnings that inform schools and districts of issues with their data that must be corrected.  However, these Errors or Warnings will be generated once a final validation is performed, which must be done before a school or district can lock their data.  

Enter the name and location of a file or browse to the file by clicking the [image: image12.png]Browse.



 button.  Click the [image: image13.png][ FupLoan



 button to upload the file.

Once the file upload process is initiated, the file is transferred to the DPI and a message showing the file size is displayed.  Verify that the file size is greater than 0.  If the file size is 0, the file must be renamed and uploaded again.
[image: image14.png]File Upload ':,ne:n‘ exr| Tumar

File S_2436_0000_08172007_IDL_D0004.CSV (1,112 bytes) transfer complete. Review the Process Status. The Validation Process will start automatically if your
Load Result Report shows the status 'SUCCESS" and if you have checked the check box to perform final validation.

cancEL
UPLOAD

File Upload





Reviewing Process Status and Results

The Process Status and Results screens can provide users with valuable information, such as the status of a validation, and perform useful functions, such as obtaining requested files.
Process Status

The Process Status screen allows users to view the list and status of files that have been uploaded to the ISES Discipline system, as well as processes that have been initiated, such as validations or locks.
To access the Process Status screen, click the ‘Process Status’ link on the Main Menu. 
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A number of options can be set on the Process Status screen to return only the status of those processes that the user would like to view. 
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District - defaulted to your district and cannot be changed on this screen.

School - defaulted if you have access to only one school in the selected district.  If you have access to multiple schools in the selected district, click on the dropdown arrow and select a school.  For processes initiated or files uploaded for the entire district or multiple schools within the district, select ‘0000 – All Schools’ to view the process status information for multiple schools.
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Process Description (Optional) – click on the dropdown arrow and select a process description.  The process descriptions include:

File Upload – select this option to view the status of files submitted to the ISES Discipline system via File Upload.

Back Up – File Upload – select this option to view the status of backup files of existing ISES Discipline records. This backup is initiated automatically after a successful File Upload.

Validation – select this option to view the status of validations initiated from the Student Record List for an individual school, the Summary of Schools screen for the entire district or as initiated during ‘File Upload’ by selecting the ‘Perform Final Validation’ checkbox.

Lock and Submit – select this option to view the status of Lock and Submit processes initiated from the Student Record List for an individual school or the Summary of Schools screen for the entire district.  
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Status (Optional) – click on the dropdown arrow and select a status option. The processes for which the status is applicable are provided in parentheses.  Status selections include: 


Cancelled – the process was cancelled by a local user (Validation or Lock and Submit).
District Lock – all student records within the district are locked; modification is not allowed (Lock and Submit).
Failure – a ‘Lock and Submit’ process was initiated for an individual school or the entire district, but failed because errors or unacknowledged warnings exist (Lock and Submit), or a file was uploaded via File Upload but failed due to errors in the file.
File Available – a ‘Backup – File Upload’ process has occurred and the file may be viewed or downloaded (Backup – File Upload).

Processing – the process is in progress (File Upload or Validation).
Results Available -  a ‘File Upload’ process has completed processing and the results may be viewed using the Results screen (File Upload).
Reports Available – a ‘Validation’ process has completed and the ISES Discipline Error, Warning and Info Reports are ready to be reviewed or a File Download Request has completed (Validation, File Download Request).
School Lock – all student records within the school are locked; modification is not allowed (Lock and Submit).
Waiting for Processing – a process has been initiated and is waiting to begin processing (File Upload or Validation).
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Start Date (Optional) – To retrieve processes which occurred on a specific date, enter the date of inquiry. To retrieve processes within a specific date range, enter the beginning date.  Format is MM-DD-YYYY. Start Date is optional – however, Start Date must be entered if End Date is specified.  

End Date (Optional) – Enter the ending date of the date range for which you want the processes listed. Format is MM-DD-YYYY.
Once you have selected the options you would like, click the [image: image20.png][2)rerresn



 button to view the status of these processes. To view the status of all processes, simply select the school in which you are working without selecting any other options and click the [image: image21.png][2)rerresn



 button.
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The following information is available for each process:
Process Description – the short description of the process.  Refer to the complete descriptions in the Process Description section earlier in this document.

School - the number and name of the school for which the process was initiated.

Process Date – the date and time the process was initiated.

File Name – the name of the file (if any) associated with this process.

Status – the short description of the process status.  Refer to the complete descriptions in the Status section earlier in this document.

Frequently, a process initiated by a local user will automatically initiate additional processes.  For example, when you upload a file from the ‘File Upload’ screen and check the ‘Perform Final Validation’ checkbox, three processes will be initiated: ‘System’ (System Lock), ‘Validation’ and ‘System’ (System Unlock).

When a process is initiated for the entire district or a file is uploaded that contains multiple schools, ‘System’ and ‘Validation’ processes for each individual school will be displayed.
View a File from File Name Hyperlink

If a file name hyperlink is returned to the Process Status screen after clicking Refresh, this screen will allow the user to view the file. The two files that can be returned to this screen are an upload file (the file uploaded through the File Upload screen) and a backup file. A backup file will be created for a school with existing ISES Discipline data when the File Upload process is completed successfully using the File Upload screen.
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To view a file, click on (Select) a file name hyperlink in the File Name column. You will be prompted to open or save the file.  If the file you selected is in XML format, the file is displayed in a new browser window. 
[image: image24.png]<7l version="1.0" standalone="yes" 7>
- <ISES_TRANS>
<DTG>08202007</DTG>
<SEQ_NUM>00001</SEQ_NUM>
<COLLECTION>YED</COLLECTIONS
<DISTRICT>2436</DISTRICT>
- <SCHOOLS>
<SCHOOL>0020</SCHOOL>
<RECORD_TYPE>YED</RECORD_TYPE>
<YEAR>2007</YEAR>
~ <INCIDENT>
<YEAR_INCIDENT>2007</YEAR_INCIDENT>
<WSN_ID>1661739088</WSN_ID>
<ENROLL_DATE>09/01/2006</ENROLL_DATE>
<INCIDENT_DATE>10/03/2006</INCIDENT_DATE>
<INCIDENT_TYPE_PRIMARY>DG</INCIDENT _TYPE_PRIMARY>
- <REMOVAL>
<YEAR_REMOVAL_TYPE>2007</YEAR_REMOVAL_TYPE>
<REMOVAL_TYPE>08</REMOVAL_TYPE>
<REMOVAL_START_DATE>10/05/2006</REMOVAL_START_DATE>
<PRIM_DISAB>N</PRIM_DISAB>
<ENG_PROF_CODE>7</ENG_PROF_CODE>
<DAYS_REMOVED_CURRENT_TERM>3</DAYS_REMOVED_CURRENT_TERM>
</REMOVAL>
</INCIDENT>,
~ <INCIDENT>
<YEAR_INCIDENT>2007</YEAR_INCIDENT>
<WSN_ID>1661780771</WSN_ID>
<ENROLL_DATE>08/30/2004</ENROLL_DATE>
<INCIDENT_DATE>10/03/2006</INCIDENT_DATE>
<INCIDENT_TYPE_PRIMARY>DG</INCIDENT _TYPE_PRIMARY>
- <REMOVAL>
<YEAR_REMOVAL_TYPE>2007</YEAR_REMOVAL_TYPE>
<REMOVAL_TYPE>08</REMOVAL_TYPE>
<REMOVAL_START_DATE>10/05/2006</REMOVAL_START_DATE>
<PRIM_DISAB>N</PRIM_DISAB>
<ENG_PROF_CODE>7</ENG_PROF_CODE>
<DAYS_REMOVED_CURRENT_TERM>3</DAYS_REMOVED_CURRENT_TERM>
</REMOVAL>

Dore.





If the file you selected is in CSV format you will be prompted to open or save the file.
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Select ‘Open’ to view the file. 
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To close a results file simply close Excel (or your local spreadsheet program).  If the file is opened within your browser window, click the ‘Back’ button to return to the Process Status screen.  NOTE: Do not make changes to the file here.  There is a very specific procedure to follow to work with ISES Discipline and other CSV files containing leading zeros in Excel. See the following url for a document containing this procedure: (COMING SOON).

Results
The Results screen allows files that are produced within the ISES Discipline system to be viewed and/or downloaded.  The types of files that can be viewed and/or downloaded here are Load Result Reports, Load Failure Reports, Baseline Files, and Student Status Files.
To access the Results screen, click the ‘Results’ link on the Main Menu.
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As with Process Status, a number of options can be set on the Results screen to return only the results that the user would like to view. 
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District - defaulted to your district and cannot be changed on this screen.

School - defaulted if you have access to only one school in the selected district.  If you have access to multiple schools in the selected district, click on the dropdown arrow and select a school.  For processes initiated or files uploaded for the entire district or multiple schools within the district, select ‘0000 – All Schools’ to view the status information.
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File Description - (Optional) – click on the dropdown arrow and select a process description. The process descriptions include:
Discipline Baseline File Download – existing student Discipline data for your school from Discipline.  You may add student records to this data and re-upload the file into Discipline using File Upload.
Discipline Status File Download – contains all the data in the ISES database including fields populated from WSLS data, calculated fields, error, warning and informational messages and validation status information.
Discipline Load Failure File – Contains all of the students submitted in the ISES Discipline Student File with a record status.  A reason will be provided for all students with a record status of Error.
Discipline Load Result Report – Contains the response to each file received and processed by the ISES Discipline system.  This is a report of the actual results from a processed file.
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Start Date (Optional) – To retrieve processes which occurred on a specific date, enter the date of inquiry. To retrieve processes within a specific date range, enter the beginning date.  Format is MM-DD-YYYY. Start Date is optional – however, Start Date must be entered if End Date is specified.  

End Date (Optional) – Enter the ending date of the date range for which you want the processes listed. Format is MM-DD-YYYY.
Once you have selected the options you would like, click the [image: image31.png][2)rerresn



 button to view the results.  To view all results, simply select the school in which you are working without selecting any other options and click the [image: image32.png][2)rerresn



 button.
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The following information is available for each result:
Process Description – the short description of the process.  The Processes you may see listed in this column include:


Error Report – The presence of this result indicates that there was a significant 

problem with an uploaded file.  Contact your SIS vendor or your local technical staff member for assistance.  Also, see the section titled ‘Recovering from File Upload Failure’ later in this document.
Discipline Load Results – This report is generated in HTML format for every file that is processed.  The report lists the District Number, School Number, File Name, File Status (‘Success’ or ‘Failure’), Record Status (‘Success,’ ‘Error,’ or ‘Warning’) and a list of Schools Submitted in the Load File.  Note that File Status is different from Record Status.  The record status will help identify the specific records that caused the Load File to fail during upload.  File status ‘Success’ indicates that the ISES Discipline Load File processed successfully and that all records were inserted into the database.  File Status ‘Failure’ indicates that NONE of the records in the Load File were inserted into the database so all of the records must be resubmitted.  Record Status is listed below the File Status. Only records that have Errors will be listed in the Load Result Report.  A Record ‘Error’ always prevents data in the record from being updated in the database.  A Record ‘Error’ indicates that a value in that record did not pass the business rule for the specified field (see ISES Discipline Interface Specifications section B.2 for more information). A Record ‘Error’ will always result in file ‘Failure’.  In this case, a Load Failure File will also be generated to provide this information in a downloadable file. Details provided about any record ‘Error’ include the student’s WSN, Collection Type, Year, and Enroll Date.  Also provided are the relevant Data Element Value, Line, or Data Element of the relevant record, and Reason for the record ‘Error’.  The Reason is a link to a further explanation of the ‘Error’.  Districts and schools can use the Load Result Report to go to the local SIS, correct the field(s) in question, and generate a new file.
Discipline Baseline Download – This file contains existing student Discipline data for the school or district selected.  This file is the same file format as the ISES Discipline Load File.  You may add student records to this data and re-upload the file into Discipline using the File Upload.  NOTE: Do not attempt to modify data in this file while working in Excel without following the procedure listed in the document pertaining to modifying ISES Discipline and other CSV files containing leading zeros in Excel.  This document can be found at the following url: (COMING SOON).
Discipline Status Download – This file contains all the data in the Discipline Collection database including fields populated from WSLS data, calculated fields and validation status information.
Discipline Load Failure – This file can be used by districts and schools to determine which records violated file upload business rules and the reason for the error.


File Name – the name of the file (if any) associated with this process.

Process Date – the date and time the process was initiated.

School - the number and name of the school for which the process was initiated.

View a File from the File Name Hyperlink
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To view a file, click on (Select) a file name hyperlink in the File Name column.  You will be prompted to open or save the file.  If the file you selected is in XML format, the file is displayed in a new browser window. 
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If the file you selected is in CSV format you will be prompted to open or save the file.
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Select ‘Open’ to view the file.
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To close a results file simply close Excel (or your local spreadsheet program).  If the file is opened within your browser window, click the ‘Back’ button to return to the Process Status screen.  NOTE: Do not make changes to the file here.  There is a very specific procedure to follow to work with ISES Discipline and other CSV files containing leading zeros in Excel.  See the following url for a document containing this procedure: (COMING SOON).
Recovering from File Upload Failure

When a file upload generates a Load Result Report with the status of ‘FAILURE’, review the FAILURE notices for each record.  All Errors must be corrected.  Warnings should be reviewed.

Data corrections should be made within the local School Information System (SIS) in order to generate a new file for upload.  DPI strongly discourages manual creation and modification of ISES upload files.

If the failure notice states that the file was improperly formatted or if an ERR file is generated, then the file does not adhere to the layout and formatting as published in the ISES Discipline Interface Specifications, which can be found at the following url: http://www.dpi.wi.gov/lbstat/isesspec.html.  Consult your vendor or the technical staff responsible for the local SIS.
Does the failure notice state that the file length is incorrect for the CSV file?  Verify that the ‘01’, ‘02’ and ‘05’ rows have the correct number of elements.  Verify that all ‘03’ rows have the same number of elements.  Verify that all ‘04’ records have the same number of elements.

Was the CSV file opened in a spreadsheet tool such as MS Excel after being generated?  If yes, open the file in a simple document tool such as MS Notepad.  Does the first line begin with ‘1,’ or ’01,’?  If the line begins with ‘1,’, then the leading zeros have been stripped from the file and the file is unusable in the ISES.  The file must be recreated.  Use the following instructions to modify a file while retained the leading zeros and other formatting using MS Excel: (COMING SOON).
Was the file modified in any way after it was generated from the local SIS or the ISES File Download Request?  If yes, then review modified data elements to verify that affected XML tags are well-formed and that valid characters have been used (CSV and XML files).  Refer to ISES Discipline Interface Specifications for both XML and CSV files: http://dpi.wi.gov/lbstat/doc/discxml_1_1.doc and http://dpi.wi.gov/lbstat/doc/disccsv_1_1.doc.
If the source of the file failure has not been discovered, contact your local SIS support staff for further assistance.
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Download a File from the File Name Hyperlink
Using your mouse, right-click on a File Name hyperlink on the Process Status or Results screen.
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Select ‘Save Target As…’
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The file should be saved to a directory designated by your Student Information System vendor or your district/school.  Note: DPI does not know your directory name. You will select the folder in the directory (such as: c:\ISES\RESULTS\*) and click ‘Save’. 
Retrieving Records from Backup
A backup file will be created for a school with existing ISES Discipline data each time the File Upload process is completed successfully from the File Upload screen.  This backup file contains ISES Discipline data that can be uploaded back to the ISES Discipline system, thus allowing schools and districts a way of recovering data.  To use this file, you must first download it to your computer.  Navigate to the Process Status screen from the ISES Main Menu.
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Once there, select the school you are working with from the School dropdown list, select ‘Backup – File Upload’ from the Process Description dropdown list and click [image: image42.png][2)rerresn
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The Process Status list that now displays will list all backup files created by the ISES Discipline system. Note that the names of the backup files will be nearly identical to those of the uploaded files they were created in response to.  For example, after uploading a file named S_2436_0000_08172007_IDL_00004.CSV, a backup file named S_2436_0000_08172007_FUB_00004.CSV will be created.  The names of these files differ only in the type – the uploaded file is type IDL, while the backup file is type FUB.  
Choose the file you would like by right-clicking on the File Name hyperlink and select ‘Save Target As…’
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The file should be saved to a directory designated by your Student Information System vendor or your district/school.  Note: DPI does not know your directory name.  You will select the folder in the directory (such as: C:\ISES\BACKUP\*) and click ‘Save’.
In order to upload the file and thus recover your ISES Discipline data, the file name must be changed.  To do this, right-click on the file and click ‘Properties’. 
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Replace the file type FUB with IDL and click ‘OK’.
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You may also need to change the sequence number both in the file and in the file name.  The sequence number is the last five digits in the file name.  Details about the sequence number can be found in the ISES Discipline interface specifications located at http://dpi.wi.gov/lbstat/isesspec.html.  Once this is done, you may upload the file using the ‘File Upload’ screen to recover data previously loaded into the ISES Discipline system.
Record Navigation – Student Record List

The Student Record List allows district and school level users to create, review, update, and remove student ISES Discipline records. It will also allow individual schools to submit validation and lock requests.

The Student Record List is accessed from the ISES Discipline Main Menu. 
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District level users first select Summary of Schools from the Main Menu, while school level users select Student Record List directly from the Main Menu. 
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District level users will now select the school they would like to view. School level users are presented with the Student Record List immediately.
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To view the record list for the current selection, click [image: image50.png][2)rerresn
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Students will be available from the Student Record List only after a File Upload or manual entry of Incident/Removal has completed successfully.  Students are displayed alphabetically by last name.

The Student Record List includes the following:

Info/Error/Warning Status –a total count of the Info, Error, and Warning (acknowledged and unacknowledged) messages that have been generated for the selected school.

Validation Date – the most recent date that the selected school’s data was validated.

Lock Date – the date the selected schools’ student records were successfully locked and submitted to the district; the label and date do not appear if the school is unlocked. 

Student Record Filters – School, Grade Level and Status filters are available to narrow the student record list. 

Record Navigation – alphabetic, next and previous hyperlinks to navigate throughout the Student List.
Total Students – the number of students returned by the current filter.

Student List - 


WSN
Name – from the WSLS 
Grade – the grade as recorded in the Year End record is displayed
Race – from the WSLS
Gender – from the WSLS
Birth Date – from the WSLS
Info/Error/Warning Status

The following Student Record Filters can be used to change the list of students displayed in the Student Record List:
School – defaulted from the Summary of Schools screen selection or the user’s School access. Only district users may change the school selection. 
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Grade Level –  defaulted to ‘ALL’. 
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Status – defaulted to ‘ALL’.


ALL – default, displays records with any status.



Info – displays records with at least one Info.



Warn – displays records with at least one Warning.



Error – displays records with at least one Error.



NO Infos/Errors/Warnings – displays only records with no Infos, Errors or Warnings.
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Select the criteria you would like to use to narrow the list of students displayed in the Student Record List and click [image: image55.png][2)rerresn



.
Record Navigation
The Student List displays all records in a scrollable list.  You may also navigate by the first letter of the student’s last name.  In this example, only those students whose last name begins with ‘H’ are displayed, as the user has clicked ‘H’.
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Click on (Select) the [image: image57.png][2)rerresn



 icon to return to the original view.
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This screen can also be used to search for a student by WSN. Enter the WSN in the field provided and click [image: image59.png]) STUDENT
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Student Search

The Student Search screen allows districts and schools to search for students by WSN, First Name and Last Name.  To access the Student Search screen, click ‘Student Search’ on the ISES Discipline Main Menu.
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The Student Search screen can only be used to search for students in your district.  To select a school in which to search for students, select the school from the School drop-down list.
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School level users are able to search only for students in their school.  These users will find that the School drop-down list cannot be modified. 

At least one of ‘First Name’, ‘Last Name’ or ‘WSN’ must be provided for the search.  ‘School Name’ is optional, but defaults to ‘All Schools’. 
Discipline Record Entry - Individual Student Record
To add, view or edit a Discipline record for a student, navigate to the Individual Student Record screens.  This can be done in any of three ways: click the students WSN on the Student Record List; search for the student by WSN using the Student Record List; search for the student by WSN, First Name or Last Name using the Student Search screen.

The Individual Student Record consists of three screens:

A summary screen; 


Incident/Removal screen one;


Incident/Removal screen two.

The summary screen is the first Individual Student Record screen districts and schools will reach after searching for a student.  The upper table of the screen displays a list of all enrollment periods entered for the selected student that overlap with the collection year.  The lower table displays incidents entered during the current collection.  Use the information displayed on the summary screen to verify that you have selected the correct student.  The summary screen displays the following information: 


WSN

Date of Birth – from WSLS.


Race – from WSLS.


Gender – from WSLS.


School – from WSLS.


Enroll Date – from WSLS.


Exit Date – from WSLS.


Record Type – will always display as ‘Discipline’.

School Year – the school year that the incident applies to.

Incident Date – date the incident resulting in removal occurred.

Incident Type – the reason for disciplinary removal of a student.
The summary screen also contains an [image: image63.png]Add Incident



 button that can be used to add a Discipline record for the currently selected student.
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Click on an Incident Date hyperlink or click the [image: image65.png]Add Incident



 button to navigate to Incident/Removal screen one.  This screen consists of two sections: the Incident information section at the upper half of the screen, and the Removal information section at the lower half of the screen. 
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The Incident information section of the screen displays the following information:

WSN


Record Type – will always display as ‘Discipline’.


School Year – the school year that the incident applies to.

Enrollment Period – the enrollment period in which the incident occurred.

Incident Date - http://dpi.wi.gov/lbstat/isesdiscip.html#incident_date
Primary Incident Type - http://dpi.wi.gov/lbstat/isesdiscip.html#incident_type1
Secondary Incident Type - http://dpi.wi.gov/lbstat/isesdiscip.html#incident_type2
The Removal information section of the screen displays the following information:


School Year – the school year that the removal applies to.

Removal Start Date - http://dpi.wi.gov/lbstat/isesdiscip.html#removal_start


Removal Type – http://dpi.wi.gov/lbstat/isesdiscip.html#removal_type

Primary Disability – as of the Removal Start Date

English Proficiency Code – as of the Removal Start Date
Click the [image: image67.png]@ nexr



 button to navigate to the Individual Student Record screen two. Clicking the [image: image68.png]@ nexr



 button will also save any information entered on the Individual Student Record screen one.
Individual Student Record screen two displays a summary of the student data in the upper table.  Data elements displayed in the lower section appear dynamically based on the Primary Incident Type and Removal Type selected on Individual Student Record screen one.
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Incident/Removal screen two displays the information listed below.  This information is separated here by the system from which it is drawn.  See the urls provided for Discipline element explanation and codes.

WSLS



WSN


School Name/Enroll Date/Exit Date
Race 



Gender



Date of Birth


ISES



Accountable District



Accountable School



Grade

DISCIPLINE

Incident Date - http://dpi.wi.gov/lbstat/isesdiscip.html#incident_date
Primary Incident Type - http://dpi.wi.gov/lbstat/dataincident.html
Secondary Incident Type - http://dpi.wi.gov/lbstat/dataincident.html
Primary Disability - http://dpi.wi.gov/lbstat/datadisab.html#primary


English Proficiency Code - http://dpi.wi.gov/lbstat/dataelp.html


Removal Type - http://dpi.wi.gov/lbstat/dataremoval.html


Removal Date - http://dpi.wi.gov/lbstat/isesdiscip.html#removal_start
Modified Term - http://dpi.wi.gov/lbstat/isesdiscip.html#modified_term
Early Reinstatement Conditions – 

http://dpi.wi.gov/lbstat/isesdiscip.html#early_reinstatement
Expulsion Return Year - http://dpi.wi.gov/lbstat/isesdiscip.html#expulsion_return_year
Return to School Following Expulsion – 

http://dpi.wi.gov/lbstat/isesdiscip.html#return_expulsion
Days Removed This Term - http://dpi.wi.gov/lbstat/isesdiscip.html#removal_days
Services Provided during Expulsion – 

http://dpi.wi.gov/lbstat/isesdiscip.html#services_expulsion


Serious Bodily Injury - http://dpi.wi.gov/lbstat/isesdiscip.html#serious_injury
Additionally, for students with disabilities, Incident/Removal screen two displays a table at the bottom of the screen that lists each removal including School Year, Days removed this term, Removal Type, District and School, as well as Total Days Removed to date for this school term for the removal types IS, EX and OS.
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The following displays the information displayed required to enter an expulsion. 
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Enter the following Removal information:


Modified Term – http://dpi.wi.gov/lbstat/isesdiscip.html#modified_term
Early Reinstatement Conditions – 

http://dpi.wi.gov/lbstat/isesdiscip.html#early_reinstatement

Expulsion Return Year – http://dpi.wi.gov/lbstat/isesdiscip.html#expulsion_return_year
Return to School Following Expulsion – 

http://dpi.wi.gov/lbstat/isesdiscip.html#return_expulsion

Days Removed This Term – http://dpi.wi.gov/lbstat/isesdiscip.html#removal_days
Services Provided during Expulsion – http://dpi.wi.gov/lbstat/isesdiscip.html#services_expulsion

Add an Incident 
NOTE: Both Incident and Removal information must be entered in order to save a new Discipline record.  Follow the steps outlined in both the ‘Add an Incident’ and the ‘Add a Removal’ sections to enter a complete Discipline record.

To add an Incident, begin by clicking the [image: image72.png]Add Incident



 button on the Individual Student Record screen one.
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This will reset Incident/Removal screen one.
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Enter the following Incident information:


*Enrollment Period – the enrollment period in which the incident occurred.


*Incident Date – date the incident resulting in removal occurred.
*Primary Incident Type – the primary reason for removal, usually the most serious infraction or offense committed. For a complete list of Incident Types, refer to the following url: http://dpi.wi.gov/lbstat/dataincident.html.

Secondary Incident Type – any reason for removal other than the primary reason.

* Required to save a new Discipline record
Next, move on to ‘Add a Removal’.

Add a Removal to an Existing Incident
To add a removal to an existing incident, navigate to the Individual Student Record summary screen for the student for whom you would like to add a removal and click the Incident Date hyperlink of the existing Incident.  This will bring you to the Incident/Removal summary screen one. 

Click the [image: image75.png]Add Removal



 button.  You will notice that the removal information contained in the editable fields is cleared and that Removal Start Date listed in the table is now a hyperlink.
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Enter the following Removal information:
Removal Start Date - http://dpi.wi.gov/lbstat/isesdiscip.html#removal_start
Removal Type - http://dpi.wi.gov/lbstat/dataremoval.html
Serious Bodily Injury - http://dpi.wi.gov/lbstat/isesdiscip.html#serious_injury
Primary Disability - http://dpi.wi.gov/lbstat/datadisab.html#primary

English Proficiency Code - http://dpi.wi.gov/lbstat/dataelp.html
Once the above information has been entered, click [image: image77.png]


. Note the presence of any Infos, Errors or Warnings displayed at the bottom of the screen. Click [image: image78.png]@ nexr



 to navigate to Incident/Removal screen two.

View or Edit Incident and Removal Information for an Individual Record
To view or edit Incident and Removal information, you must first navigate to the Individual Student Record summary screen. This can be done in any of three ways: 

1) Click the students WSN on the Student Record List, which can be reached by clicking on Student Record List from the Main Menu for school level users or by clicking Summary of Schools from the Main Menu and selecting a school for district level users; 

2) Search for the student by WSN using the Student Record List; 

3) Search for the student by WSN, First Name or Last Name using the Student Search screen, which can be reached by clicking on Student Search from the Main Menu.
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This screen displays a list of all incidents entered for the selected student that overlap with the collection year, as well as enrollment history.  Use the information displayed on the summary screen to verify that you have selected the correct student.

To view an Incident, click the Incident Date hyperlink.  This will bring you to the Individual Student Record screen one where you can view details about the Incident and any associated Removals.
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Incident and Removal information can also be modified on this screen, such as Primary and Secondary Incident Type, Removal Type, and Primary Disability. 

Error, Informational and Warning messages for the student are displayed at the bottom of the Individual Student Record screen one.

If a student has multiple Incidents or Removals, they can each be viewed by clicking an Incident Date hyperlink in the upper portion of the screen or a Removal Start Date hyperlink in the bottom portion of the screen.
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Navigate to the Individual Student Record screen two by clicking the [image: image82.png]@ nexr



 button to view or modify additional information Removal information, such as Days Removed this Term, Total Days Removed to Date, and Accountability information.
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Delete an Incident
If an Incident has been entered incorrectly for a given student, it is preferable to first attempt to modify the Incident to correct the error.  This will save districts and schools the time of required to enter all required information for not only the Incident, but also the Removal, as deleting an Incident will delete any associated Removals.  However, if it is necessary to delete an Incident the ISES Discipline on-line application will allow users to do this. 

To delete an Incident, first navigate to the Individual Student Record summary screen.  Once here, select the Incident you would like to delete by clicking the Incident Date hyperlink for this Incident.
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This will bring you to the Individual Student Record screen one.  The upper portion of this screen displays Incidents entered for this student. Select the Incident you would like to delete by clicking the Incident Date hyperlink.  This will display details for this Incident and any associated Removals. If only one Incident has been entered for this student, the Incident Date will not appear as a hyperlink.
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Click on the [image: image86.png]Delete Incident



 button in the far right column of the Incident information table to delete the Incident and any associated Removals.
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Delete a Removal
To delete a Removal, first navigate to the Individual Student Record summary screen.  Once here, select the Incident that has the associated Removal you would like to delete by clicking the Incident Date hyperlink for this Incident.
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This will bring you to the Individual Student Record screen one.  The upper portion of this screen displays Incidents entered for this student.  First select the Incident for which the Removal you would like to delete is associated with by clicking the Incident Date hyperlink.  This will display details for this Incident and any associated Removals.  If only one Incident has been entered for this student, the Incident Date will not appear as a hyperlink.
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Select the Removal you would like to delete by clicking the Removal Start Date hyperlink in the Removal table in the bottom portion of the screen.  This will display details for the Removal.  If only one Removal has been entered for this student, the Removal Start Date will not appear as a hyperlink. 
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Click on the [image: image91.png]Delete Removal



 button in the far right column of the Removal information table to delete the Removal.
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Check for Validation Errors

Data integrity must be verified prior to submission of ISES Discipline data to the DPI. The ISES Discipline system includes a validation process that will check your data to ensure compliance with certain standards set by DPI called ‘business rules’. These standards do not apply to specific data entered, such as whether the incident date entered for an incident is in fact the correct date, or whether a student was removed for 3 days or 5 days. Instead, it is the responsibility of each school and district to ensure that their data is complete and accurate. 
Validating Records

There are three types of ISES Discipline validations: screen or manual, file upload and full validations. On-line (manual) data modifications or additions result in a limited set of screen validations. This validation checks for a limited set of business rule errors documented in the ISES Discipline Interface Specifications (B.2). File upload validation checks for a limited set of business rule errors related to file formatting.  Full validation checks for all business rule errors documented in the ISES Discipline Interface Specifications (B.2) and may be user-initiated by clicking on the [image: image93.png]Brvamare



 icon in ISES Discipline or by placing a checkmark in the [image: image94.png]I Perform final validation



 checkbox on the File Upload screen and uploading a file.  To address the results of the validation process, you may edit data on-line or correct data locally using your Student Information System (SIS) and upload a new file generated by this system.

Cautions:

· The full validation process may take a significant amount of time to run, perhaps even overnight during peak submission periods, and ISES will be locked for affected schools during that time. Click on the [image: image95.png]Brvamare



 icon only if you have made a significant number of modifications or additions to your ISES data on-line. It is unnecessary to click on [image: image96.png]Brvamare



 immediately after the Upload/Create if you have selected the [image: image97.png]I Perform final validation



 checkbox. 

· It is not possible to detect all incorrect data during the validation process so you must still manually review your data. ISES progress and summary reports are provided to facilitate the review process. 
District Validation

To validate ISES Discipline records at the district level, from the Main Menu select the ‘Summary of Schools’ hyperlink.
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Click on the [image: image99.png]Brvamare



 icon to perform a validation for all schools in the district.  This will initiate a Lock both for the district and for each school in the district.  A message will display stating that the validation process has begun and that no data modification will be possible, nor will reports be available during the validation process.  This applies to every school in the district, as well as at the district level.  A message will also display on the Main Menu stating that certain functions within ISES Discipline are unavailable during the validation process.
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To cancel the validation process, click the [image: image101.png]CANCEL
'VALIDATE



 icon.  This will cancel the validation process for each school and for the district and will return you to the Summary of Schools screen.

School Validation

To validate ISES Discipline records at the school level, from the Main Menu select the ‘Student Record List’ hyperlink.  The date of the last validation displays on this page.
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Click on the [image: image103.png]Brvamare



 icon to perform a validation for the selected school.  This will initiate a Lock for the school.  A message will display stating that the validation process has begun and that no data modification will be possible, nor will reports be available during the validation process.  A message will also display on the Main Menu stating that certain functions within ISES Discipline are unavailable during the validation process.
To cancel the validation process, click the [image: image104.png]CANCEL
'VALIDATE



 icon.

Using Info, Warning and Error Summary Reports
Three reports are generated in ISES as a result of validations of student data against business rules during the validation process. 
· The Error Summary Report screen will allow districts and schools to view any Errors generated from the validation process.  These errors must be corrected before a district/school can be locked.
· The Warning Summary Report screen will allow districts and schools to view and acknowledge any Warnings generated from the validation process.  All Warnings must be acknowledged before a district/school can be locked by the district/school.
· The Info Summary Report screen will allow Districts and Schools to view any Info messages generated from the validation process.  An Info message is generated when the validation process changes the data in ISES.  All Info messages should be reviewed promptly as they will not be retained during subsequent validations.
All three Summary reports are described in this section. Each Summary Report has the same functionality.  The Warning Summary Report has additional functionality – See the Acknowledge Warnings section of the Warning Summary Report description below.
See the following url for a complete listing of all ISES Discipline Business Validation Rules - http://dpi.wi.gov/lbstat/isesspec.html.

To access the Reports, select the ‘Reports Menu’ hyperlink from the Main Menu. 
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NOTE: Additional Progress and Summary Reports will not be available during the initial ISES Discipline collection.  This option is not available to School level users.
Select the Report you would like to view by clicking the appropriate hyperlink.
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A number of options can be set on the Summary Report screens to return only those Infos, Warnings or Errors that the user would like to view. 

District - defaulted to your district and cannot be changed on this screen.
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School - defaulted if you have access to only one school in the selected district.  If you have access to multiple schools in the selected district, click on the dropdown arrow and select a school.  If a district submitted all schools for the district in one file, then the school number on the filename will be 0000. District user must select school 0000 to see the status on those files.
Record Type – defaulted to Discipline and cannot be changed.
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Grade Range (optional) – the range of grades that you want to include in the list. Select the beginning grade range, then select the ending grade range.
Once you have selected the options you would like, click the [image: image109.png][2)rerresn



 button to view the results.  To view all results, simply select the school in which you are working without selecting any other options and click the [image: image110.png][2)rerresn



 button.
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Click on (Select) an Info, Error or Warning message hyperlink in the Description column to view all students for whom the message has been generated.  
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To view Message details, click on (select) the Message hyperlink in the upper-left portion of the screen.  A new window will open with the message you selected listed first.
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You may scroll through the list of messages.  Close the Message window to return to the entire Detail page.
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All Infos, Warnings and Errors, as well as all students for whom these messages have been generated can be viewed in a single scrollable screen by clicking the ‘Print View’ hyperlink listed above the upper-right corner of the message list.
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This information can be used to find students for whom Errors must be corrected, or to view students for whom Infos have been generated.

Warning Summary Reports
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As stated above, each Report has the same functionality.  However, the Warning Report provides additional functionality.  This functionality allows districts and schools to view and acknowledge any Warnings generated from the validation process.  All Warnings must be acknowledged before a district/school can be locked by the district/school.
Acknowledge Warnings
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Acknowledgement Status – the status of the acknowledgement for the Warnings. This selection is only available for the Warning Summary Report. 
All Records – lists all Warnings: Acknowledged and Unacknowledged.

Unacknowledged Only – lists only the Unacknowledged Warnings.
Once you have selected the options you would like, click the [image: image118.png][2)rerresn



 button to view the results.  To view all results, simply select the school in which you are working without selecting any other options and click the [image: image119.png][2)rerresn



 button.  The Messages based on the selection criteria are listed along with the corresponding Count/Total of students with the Message. For the Warning Summary Report only, the number of Unacknowledged students with the Warning Message is also listed.
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You must review and acknowledge all warnings for your students.  
To review and acknowledge a warning, click on (select) the Warning message hyperlink in the Description column. 
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Review the student records listed with the Warning Detail Report.  To view details for the Warning listed for a student or group of students, click the Warning message hyperlink at the top of the screen.  A new window will open with the message you selected listed first.
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You may scroll through the list of messages.  Close the Message window to return to the entire Detail page.
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You may Acknowledge warnings for each student individually by clicking in the Acknowledge box located on the student’s row under the Acknowledge column.  Click on (select) [image: image124.png]


 to save the acknowledgement.  A message appears on the screen stating that the Warning status has been updated.
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After you have acknowledged the Warning(s), you may modify the student data such that the Warning is no longer valid.  Validation will not remove acknowledgments to previous Warnings.

NOTE: Warnings status cannot be updated if the school or district data has been locked.  
If you find a Warning which should not have been acknowledged you should remove the acknowledgement.  To do this, click in the checked Acknowledge box to remove the check.

Click on (select) [image: image126.png]


.
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After all Error messages within the ISES Discipline system have been resolved and all Warnings have been acknowledged, additional review of aggregate and individual student data is required to verify the quality of the data.  Errors in aggregate data may still exist after errors in individual student records have been resolved.

Reviewing Data Accuracy and Completeness
ISES Discipline data must be reviewed for accuracy and completeness before final submission to the DPI. As stated earlier, validation alone is not enough to ensure that your data is complete and accurate – data must be manually reviewed by a district staff member. 

Who should review ISES Discipline data?

· District staff responsible for monitoring ESEA Consolidated Reporting
· District Special Education Coordinator

· District Student Services / Enrollment Coordinator

· District Administrator
District staff responsible for the day to day tasks in the WSLS and ISES may not be the same staff responsible to review accuracy and completeness of the student data.

Whether access to the on-line application is granted to such reviewers or File Download Request are generated and distributed, the appropriate district staff must review the aggregate data.
Using File Download Request to Review Data

Files generated from File Download Request may be used to review student data.  The ‘Baseline Data’ option will return only students submitted by your district.  The ‘Reporting Data’ option will return all students for which your district is accountable.  Multiple files will be generated by the ‘Reporting Data’ option if your district is accountable for students submitted by another district.

[image: image128.png]File Download Request | Dsuavarr | D HE | BRexr | Tuee

D

ct Name: 2436 - Hartford UHS School Name: 0000 - All Schools [

Collection Year: 2007 Record Type: Discipline

© Baseline Data

Download existing student Discipline data for your school from Discipline. You may add student records to this data
and re-upload the file into Discipline using the File Upload selection above,

€ Reporting Data

Download Discipline data that has been validated. The data will include all data elements (except student name) along
with ertor information

File Download Request susmir





Depending upon the user role you have been assigned to, you may request files for the entire district or for individual schools. When requesting a file, make sure to record the file name. You will need this name when searching for the file in the Results screen.
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The file will not be generated immediately after being requested; instead, files may take some time to appear in the Results screen.  When the file has been generated, navigate to the Results screen from the Main Menu and select either ‘Discipline Baseline File Download’ or ‘Discipline Status File Download’ from the File Description drop-down box, depending upon the type of file you have requested.
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Once you have selected the type of file you have requested, click the [image: image131.png][2)rerresn



 icon to return the list of files to the screen. 
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To view a file, click on (Select) a file name hyperlink in the File Name column. If the file you selected is in XML format, the file is displayed in a new browser window. If the file you selected is in CSV format you will be prompted to open or save the file. Click ‘Open’ to view the file. 
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This file can be used to review data entered for each student to ensure accuracy and completeness. Districts are encouraged to use the ISES Discipline Interface Specifications as reference when reviewing this file. The ISES Discipline Interface Specifications for both CSV and XML files can be found at the following url: http://dpi.wi.gov/lbstat/isesspec.html
To close a results file simply close Excel (or your local spreadsheet program). If the file is opened within your browser window, click the ‘Back’ button to return to the Results screen. 
Using WINSS to Compare Data
WINSS is a valuable resource to compare 2006-07 discipline data to previous submissions (SPR) by your school or district.  Several options are available under the data analysis section.

To access the WINSS site, go to http://dpi.wi.gov/sig/index.html
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Select ‘DATA analysis’.
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Select your school or district using any of the navigation options available. 
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Select ‘What about attendance and behavior?’.
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Many options are available to view behavior-related data from previous years for a school or district.  This information can be useful in determining whether current discipline data is in line with data collected in past years.  District and school reports are available.

District Post Expulsion Services

If any expulsion were submitted for which ‘Services Provided this Term’ was reported as ‘Yes’, then District Post Expulsion Services must be provided. Please note that for ‘Services Provided this Term’ to be marked as ‘Yes’, the district must have actually provided services, not simply offered services. Districts must enter information on this screen only once per collection period. Check the box next to the any of the services that have been provided by your district one or more times during the collection period and click ‘Save’.
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Locking and Submitting the ISES Discipline Collection
The following items must be completed to submit ISES Discipline data to the DPI.

· Resolve All Errors
· Acknowledge or Resolve All Warnings
· Review the accuracy and completeness of the data.
· Enter District Post Expulsion Services provided.

· Individual schools may be locked.  This may be a useful tracking tool, but is not required.
· A district submission is not complete until a district lock is successful.   Locking all individual schools is not equivalent to a district lock.

To initiate a school lock, navigate to the Student Record List from the Main Menu.
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Click on (select) the [image: image140.png]Lock
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Certain functions are temporarily unavailable because a process such as validation or file upload is in progress.  This will be noted on the Main Menu.
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While each individual school in a district can be locked, locking all individual schools is not equivalent to a district lock.  Data submission is not complete for a district until a district lock is completed successfully.
A district lock may be requested from the ‘Summary of Schools’ screen by select the [image: image145.png]Lock



 icon.
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You will be asked to confirm the lock request.  Select the [image: image147.png]Lock



 icon again to continue.
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The ‘Cancel Lock’ icon will be available while the District is waiting to process.  
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Certain functions are temporarily unavailable because a process such as validation or file upload is in progress.  This will be noted on the Main Menu.
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The status of the Lock may be reviewed on the Process Status.  If the status of a Lock is listed as ‘Failure, an Error or Warning may have been found during the lock process.  Review the Error and Warning Summary Reports to find and correct these issues.
If Lock and Submit succeeds, but data are later found to be incomplete or inaccurate, and if district data are not locked, a district All Functions user may click on the 'Unlock' icon for the appropriate school so new data may be submitted.  The ‘Unlock’ icons are no longer available from the Summary of Schools once a district is locked.  No data within the district may be modified at this time.  Only DPI may unlock a district.

Getting Help

A number of options are available to schools and districts that would like assistance with the ISES Discipline system.  

The HelpDesk Expert Tool should be the primary method for submitting questions regarding the WSLS and ISES.  We ask that the DPI Help Phone Line and DPISTATS mailbox no longer be used.  Visit the following url to access the HelpDesk Expert Tool: http://dpi.wi.gov/lbstat/helptool.html
For a complete list of Data Elements, Validation messages, technical information, and links to training materials, visit the following url: http://www.dpi.wi.gov/lbstat/isesapp.html
Additionally, the DPI holds bi-weekly Conference Calls where schools and districts can ask questions of DPI Help Desk staff and other districts.  Visit the following url for more information and instructions on how to join the Conference Calls: http://www.dpi.wi.gov/lbstat/eseaphconf.html






