Course Offerings Report--PI-1215--Instructions

DUE: March 15, 2010
If you have questions, email us at dpistats@dpi.wi.gov, or call the help line at 608-267-3166.  Please leave a message on the help line voice mail if you do not reach a person.  We monitor the messages regularly.

We are moving away from dpistats and toward Helpdesk Expert software.  Go to http://www.dpi.state.wi.us/lbstat/helptool.html and click on the ?HelpdeskExpert graphic to register for a new Helpdesk Expert account.  If you already have an account because you used the tool for one of DPI’s other web-based applications, you do not have to establish a new account.  In the helpdesk tool be sure to click the PI1215 application name.  In any case please include district name and “PI-1215” in the subject line.

Information from this report is used in the School Performance Report (SPR), Wisconsin's Information Network for Successful Schools (WINSS) web site, Council of Chief State School Officers State Indicators of Science and Mathematics Education, and agriculture enrollment figures submitted to the U.S. Department of Education.

Downloading PI-1215 software from the web site http://dpi.wi.gov/lbstat/schedule.html.

Before you download, verify that your Excel security is at Medium.  (Open Excel and look in Tools/Macro/Security.  If you cannot view your security setting, contact your technical support.)

Using your web browser, type http://dpi.wi.gov/lbstat/schedule.html <enter>

If your browser will not take you to the site, try again after removing ".html" from the web address.

Scroll to Item 8, Winter Reporting.


If you wish to have a printed copy of the Course Descriptions, click on “2009-10 Course Descriptions”.  It is a Word document and can be printed after you have opened the file.

Click on Download 2009-10 Excel file for PI-1215.

Click ‘Save File’ button
The two browsers we are familiar with are Netscape and Internet Explorer.  The steps vary slightly from this point forward.  If using Internet Explorer, you will now be prompted with a box to ‘enable Macros’.  Select Yes.  This will open the Excel file.  Select File from the tool bar.  Select “Save As” from the drop down.  You should now have a screen like the picture below.
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Using the arrow key for the ‘Save in’ box, select the drive you wish to use for saving and completing this report.

                                                   Represents year of report.

                                                            _|    Common Excel file extension.
In the ‘File name’ box, type ####121510.xls.

                                                |       |Represents form number for report.
                 The four pound signs represent your district's LEA code.

Click the ‘Save' button.

Close your web browser.

Remember to save often throughout the data entry process.

Data Entry/Using Excel Software

Now on your local desktop, open your version of Excel software.  You must have software versions 5.0, 95 or 97 or higher.  The screen shots and some of the Excel instructions in this document do not apply to Excel 2007.
Click ‘File’.
Click ‘Open’.
Select the drive and file name based on how you saved it above.

Click ‘Open’.
Click ‘Enable Macros’.  (If you receive the message “Macros in this workbook are disabled because the security level is high”, contact your technical support.)

Once in the application, you have two choices to move from field to field.

· Use the keyboard’s tab key.  It will move you to the next field that needs to be completed.

· Use the keyboard’s arrow keys to move up, down, left, or right.
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Instructions Worksheet

This worksheet provides information about sending the report to us after it is completed.
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Using your mouse, select the arrows or worksheets at the bottom of the screen to move from one Excel worksheet to the next.  There are five worksheets where information is being requested.  See list in “Suggestion” on previous page.

If you can not see the worksheet tabs at the bottom, maximize the window and maximize the file within the window.  You may have to adjust the scroll bar which moves your screen from left to right.  When you move your cursor over the left/right scroll bar, you should get double arrows when you are on the right side arrow.  With double arrows showing, drag the scroll bar to the right and you should be able to see the worksheet tabs.

After reviewing data on the Instructions Worksheet select a new worksheet.

Course Offerings Worksheet (grades 6-12)

Select worksheet titled “Course Offerings.”

In row 5, enter the name of the person completing the report, telephone number (without using hyphens or periods), fax number (without using hyphens or periods), and your email address.

Select your district name and LEA code from the drop-down list Under Education Agency, cell C8.  If you cannot select your Education Agency in Cell C8 dropdown, complete Cell E8.
Helpful hint for this section:  Place the cursor on line 14, then go to the tool bar and select Window.  On the drop-down list select Split.  This will place the headers at the top of the page for any subject area you are working on.  When you have completed this section, go back to the tool bar; select Window; then select Remove Split.

This is a district-wide report, so the data for sixth, seventh, and eighth grade students as well as the ninth through twelfth graders must be included.

Enter the total number of different courses offered for Advanced Placement (AP), Cooperative Academic Partnership Program (CAPP), and International Baccalaureate (IB) in the column “Total Courses Offered”.  These should be the subject categories that are not shaded.  Count each different course as only one course whether it is one year, one semester, or one quarter in length.  Additionally, a course is not a section or class.  A course has a distinct course number and may be offered by more than one teacher or in several classes or sections.  If it has a distinct course number, it should be counted only once.

Enrollments must be counted for the entire school year 2009-10.  Please count each student only once for each subject/topic line of the report, even if the student takes more than one course in the subject/topic.  For a course that is offered several times during the school year (e. g., semester-length courses), count enrollments for all sessions offered throughout the school year.  If you have courses that begin after the date of this report, include enrollment estimates for those courses.  Do not include summer school program information.  Advanced Placement (AP), Cooperative Academic Partnership Program (CAPP), and International Baccalaureate (IB) courses are listed under their respective subject areas.

Advanced Placement:  Count enrollments under Advanced Placement (AP) only if you are participating in the Advanced Placement Program through the College Board, Princeton, New Jersey.  The Subject Code for all AP courses is 200.  Do not use this section to report advanced level courses that you have developed for use in your district and which are unconnected to the official Advanced Placement Program.

CAPP:  The Cooperative Academic Partnership Program (CAPP) exists in some Wisconsin school districts and allows students to take college-level courses and receive college credits without attending the college campus.  If your district participates in CAPP, please be sure to use this space to list your enrollments by subject area.  The Subject Code for all CAPP courses is 205.  (The former name for CAPP was College Advanced Placement Program.)

International Baccalaureate:  The International Baccalaureate Diploma Programme (IB) exists in some Wisconsin public schools.  If your district participates in IB, use these courses to list your enrollments by subject area.  The Subject Code for all IB courses is 210.  As of this year, IB exists in public schools in Manitowoc, Milwaukee, Oconomowoc, Racine, and Wausau.
Indicate on the PI-1215 Course Offering Report all AP, CAPP, and IB courses you offer whether or not there is enrollment for a given year.  As long as the courses are legitimately offered, they should be included whether or not there is enrollment.

Mathematics and Science:  Please count your enrollments under the course titles listed.  If you call your course Advanced Mathematics, and it consists essentially of Calculus and Analytic Geometry, count it under Calculus and Analytic Geometry.  These course titles are used by the Council of Chief State School Officers (CCSSO) for their Math and Science Indicators project and also on the School Performance Report to show enrollments in advanced math and science courses.  If you count your advanced math and science courses under “other” because your title doesn’t match the one on the form, your advanced courses will not be included on either the CCSSO report or the School Performance Report.

Online Courses
Report enrollments for online courses the same as you report enrollments for other courses your district offers.
Special Education Courses
If special education course content differs markedly from “regular” course content for the same grade, report special ed course enrollment under “Other” for the subject (topic 999); e. g., Other Science.

World Languages:  Report all language offerings in grades 6-12 regardless of the length of the course.  If students in grades 6, 7, and 8 enroll for instruction in a single language, record enrollment under Level I for that language (e.g., French I, German I, etc.), even if the instruction is for only a portion of the school year (e.g., 9 weeks, 12 weeks, 1 semester).  If the student is in a course that includes more than one language, report the student in the category “Other World Language” and list the course title in row 282.

2009-10 Reporting Change:  Three Advanced Placement world language courses have been deleted.
Save your data.  Select a new worksheet.

Elementary Survey Question Worksheet
Select worksheet titled “Elementary Survey Question.”

If you offer world language instruction or American Sign Language in any of grades kindergarten through five, please indicate the language or languages offered, the grade(s) in which the instruction occurs, the number of days per week, the number of weeks of instruction each student receives, and the number of students. This should be instruction in the language, not just a few words or phrases taught as part of a unit on a country, its population, or culture.

NOTE: This worksheet does not pertain to Union High School (UHS) districts.
Example:  Spanish 2nd-3rd grades, once a week, one semester (18 weeks), 23 students = S/2,3/1/18/23.  Separate entries with semicolons.

American Sign Language=A, Chinese=C, English as a Second Language=E, French=F, German=G, Japanese=J, Native American=N, Russian=R, Spanish=S, Other=O.
If none, indicate “none”.
Save your data.  Select a new worksheet.

High School Graduation Requirements Worksheet
Select worksheet titled “HS Graduation Requirements.”

Enter the number of credits required by subject area for high school graduation.  State law requires at least 4 credits in English language arts, 3 credits in social studies, 2 credits in mathematics, 2 credits in science, 1.5 credits in physical education, and .5 credit in health for graduation.  The .5 health credit requirement may be met in the seventh or eighth grade provided the health class is one semester in length and is taught by a licensed health teacher.  Other courses taken in the seventh or eighth grade cannot be counted toward high school graduation.  The requirements by specific area, when added to electives, should equal your district’s total credits required for graduation.  NOTE:  This section pertains to grades 9 through 12.

If you enter a number lower than the State requirement, the cell will display in red (if color monitor), or grey (if non-color monitor).  If this happens, you should enter an explanation in the comments box of the High School Graduation Requirements worksheet.
Comments:

Answer the required questions “Is service a requirement for graduation?” and “If so, how many hours are required?” in the comments box.  If you have other specific comments that you would like to share regarding high school graduation requirements, please include them after the answers to the required questions.  Examples of items you may want to note:

· We have multiple high schools and the requirements reported reflect the majority of schools.

· Why your local requirement might be less than the state requirement for a specific subject area.

· The .5 health credit is fulfilled in seventh or eighth grade (but is still included).

· We require a .5 credit of Community Service which is included as part of the Recommended Electives in this report.

NOTE: This worksheet does not pertain to Elementary School districts which feed into UHS districts.

Save your data.  Select a new worksheet.

Part-time Open Enrollment Worksheet
Select worksheet titled “Part-time Open Enrollment.”  If you have neither resident nor non-resident students participating in part-time open enrollment, you need only select No from the resident dropdown and type 0 in the non-resident box.  Otherwise, this section consists of three parts.

Part 1, Open Enrollment for resident students.  Use the dropdown to answer Yes or No to the question about resident students who attend another district on a part-time basis.  If you answer Yes, be sure to supply the number of resident students.  If you answer No, type 0 (zero) for number of students participating part-time.

Part 2, Open Enrollment for non-resident students.  If your district offers courses to non-resident students, enter only the number of part-time non-resident students enrolled (count each student only once for an unduplicated count).  This count does not include resident private school and home-based students who take courses under Wis. Stat. sec.118.145 (4); nor does it include students enrolled in a postsecondary program.  The information will be used to complete the School Performance Report (SPR) (Wis. Stat. sec.115.38).  If there are no non-resident students participating part-time in your district’s classes, type 0 (zero).

Part 3. Open Enrollment Course Offerings.  If your district offers courses to non-resident students on a part-time basis under Open Enrollment, list the courses offered and the number of part-time students enrolled in each course (if a student is taking more than one course, count the student in both courses).  This includes only part-time non-resident students under open enrollment.  It does not include resident private school and home-based students who take courses under Wis. Stat. sec.118.145 (4).

Save your data.  Select a new worksheet.

Youth Options Worksheet
Completion of this worksheet is required for the 2009-10 school year.  Enter the course title.  Enter P for a private college, T for technical school, or U for University of Wisconsin System.  Enter the number of college credits received for the course.  Enter the number of students participating in the course.  List each course separately.  If none, indicate “none” in the first course column.
Please note that under Youth Options, you should enter each course only once, with the total number of students taking the course; include students from both semesters in the one total if the same course is taken during both semesters.  If a second-semester course is a continuation of a first- semester course, enter each course with a distinct name and its own distinct student total.  If students take the same course for different numbers of college credits, enter the course with a distinct name and its own distinct student total, for each credit level.
Save your data.  If you have completed the worksheets in order, you should now be finished.  See information below for sending to DPI.

Completion of the Report; How and Where to Send

Upon completion of all sections of the report, be sure your file is saved as ####121510.xls, where #### represents your district’s 4-digit LEA code.  Email the file to dpistats@dpi.wi.gov, and include on the subject line of your email your district name and ”PI-1215”, example “Abbotsford PI1215”.  You may also send your report as an attachment to a helpdesk ticket instead of an attachment to a dpistats email.  On a helpdesk ticket, you will see that attachments go in Section 3.    Within about a week of sending your report, you will receive an email response/confirmation from our office indicating receipt of the PI-1215.
DUE March 15, 2010
If you need help completing the PI-1215, you may submit a helpdesk ticket, email us at dpistats@dpi.wi.gov, or call 608-267-3166.
Suggestion:  Print each Excel worksheet that needs to be completed before starting.  We have identified which need to be printed on letter or legal paper.  The worksheets that have to be completed are Course Offerings (legal), Elementary Survey Question (letter), HS Graduation Requirements (legal), Part-time Open Enrollment (letter) and Youth Options (letter).
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