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     Chapter 2Version 0.0

Individual Student Enrollment System 

User/Training Manual

2. District/School ISES Preferences

The District/School ISES Preferences screen is used by Districts and Schools to set important indicators that will be used by ISES to determine the following:

· If the District or School has a Student Information System that they will be using to interface with ISES.

· The file format the District or School wants for files uploaded to and downloaded from the ISES.

· The ISES contact person at the District and School who can answer ISES data related questions.       
What do you need to do?
· Set up preferences for a District/School initially. District must use School 0000 as a default for the District information. District and School users will be unable to access other ISES functions until the Preferences have been entered for ‘0000 - All Schools’ and each individual school.  Perform sections: 

· 2.1 Access District/School ISES Preferences;

· Select an option:

· 2.2 Import Preferences from WSLS Selection, or

· 2.3 Import ISES Preferences from Previous Collection Year Selection, or  

· 2.4 Manual Entry of Preferences for a District/School Selection; and 

· 2.9 Exit Screen or Change Role Selection.

· Modify existing preferences for a District/School. Perform sections:

· 2.1 Access District/School ISES Preferences; 

· 2.5 Search on Schools which Already Have Preferences Entered (optional); 

· 2.7 Update Preferences for a District/School; and 

· 2.9 Exit Screen or Change Role Selection.

· View preferences for a District/School.  Perform sections: 

· 2.1 Access District/School ISES Preferences; 

· 2.2 Search on Schools which Already Have Preferences Entered (optional); 

· 2.8 View Preferences for a District/School; and 

· 2.9 Exit Screen or Change Role Selection.

· Clear the Add or Modify Record section without saving. Perform section: 
· 2.6 Clear Add or Modify Record Section Without Saving. 

	
	2.1 Access District/School ISES Preferences

	
	All schools within the district and the district must have saved preference information before other ISES functions will be available. A district user will use school ‘0000 – All Schools’ as a default for the district information. 
Note: User access to this screen is based on the role assignment of the user.

	
	2.1.1 To Access the Initial Yearly Entry of the District/School ISES Preferences Screen:

	
	1. Before data has been entered for the District or School, the district wide user is taken directly to this screen once a role has been selected. The Main Menu will not be displayed until preferences are set up for the District/School. Once the user has selected and saved an option that is valid for the District/School, this screen will not be shown again. 
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	2.1.2 To Access the District/School ISES Preferences Screen:

	Access District/School ISES Preferences
	1. Once a method of creating preferences has been saved for the District/School, the user is able to access the Main Menu .Click on (Select) District/School ISES Preferences on the main menu. Note: every school in the district must have preferences including ‘0000-All Schools’.
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The Main Menu may have additional links for the District All Functions role.

	View District/School ISES Preferences screen
	2. Allow User access to the District/School ISES Preferences screen. 
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Secondary contact fields are not shown here but they do appear within the ISES Preferences.


	
	2.2 Import Preferences from WSLS Selection  

	
	The following section is shown for users having District access. If you have School level authorization you will not have access to this option.

	
	2.2.1 To Perform a Search for a School:

	Select option
	Note: This option is only valid if WSLS Preferences exist for the District/School.
1. Select the option - Import Preferences from WSLS.
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	Create preferences
	2. Select [image: image5.png]kd save



 to create the ISES preferences.

3. If the WSLS Preferences exist for the District/School, the Preferences are saved in the ISES and displayed.  
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Secondary contact fields are not shown here but they do appear within the ISES Preferences.




	
	4.   If the WSLS Preferences do not exist for the District/School, the following message will be displayed. User may make another selection.
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	2.3 Import Preferences from Previous ISES Collection Year Selection  

	
	The following section is for users having District access. If you have School level authorization you will not have access to this option.

	
	2.3.1 To Perform a Search for a School:

	Select option


	Note: This option is only valid if ISES Preferences for the previous year exist for the District/School.
1. Select the option - Import Preferences from previous ISES Collection Year.
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	Create preferences
	2. Select [image: image9.png]kd save



 to create the ISES preferences.

3. If the ISES Preferences for the previous collection year exist for the District/School, the Preferences will be saved in the ISES and displayed. 
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Secondary contact fields are not shown here but they do appear within the ISES Preferences.




	
	4. If the ISES Preferences for the previous collection year do not exist for the District/School, the following message will be displayed. User may make another selection.
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	2.4 Manual Entry of Preferences for a District/School

	
	The following section is for users having District access. If you have School level authorization you will not have access to this option.

	
	2.4.1 To Manually Enter Preferences for a District/School:

	Select option


	1. Select the option - Manually enter district and school preferences.
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2. Select[image: image13.png]kd save



.

3. The District/School ISES Preferences screen is displayed. 
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Secondary contact fields are not shown here but they do appear within the ISES Preferences.

	Enter School Preferences

	4. District - defaulted to your district and cannot be changed on this screen.

5. School - the ‘0000 – All Schools’ Preferences must be completed first for all districts excluding Non-District 2R Charter schools for which the ‘0000-All Schools’ option does not exist. Note: If School box is blank and no dropdown arrow is shown, all Schools within the District and the District have had preferences entered.  If a dropdown arrow exists, click on the dropdown arrow and scroll through the list. Preferences have not been entered for the schools listed.
Note: Click on (Select) [image: image15.png]Jcear



to remove data you have entered or selected on the page.
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6. 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.
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7. Data Submit Method – What file format will be used to transmit data to and/or from the WSLS and your student information system or your school? Click on the down arrow for the Data Submit Method and select CSV or XML.
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8. Primary Contact Name, Phone, Ext., Email – enter contact name, phone number, extension (if applicable), and email address of a person at the school that will receive email notifications. 
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9. Secondary Contact Name, Phone, Ext., Email - enter contact name, phone number, extension (if applicable), and email address of a person at the school that will receive email notifications. Required only for school 0000. 
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10. Update Comments (optional) – not used on the initial entry of data.

11. Select [image: image21.png]kd save



 to save the information you entered.

	
	2.4.2 To Apply ‘0000-All Schools’ Preferences to all individual schools:

	Apply Preferences to all individual Schools

	1. Two checks appear which allow you to apply the saved indicators and / or contacts to all individual schools. [image: image22.png]Add or Modify Record
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2. Check the appropriate box or boxes and Select [image: image23.png]kd save



.

3. You will be prompted to verify your selection.

4. Select [image: image24.png]kd save



 to save the information for all individual schools.



	
	2.5 Search on Schools Which Already Have Preferences Entered  

	
	 The following section is shown with the user having District access. If you have School access you will only see the School(s) that you have access to.

	
	2.5.1 To Perform a Search for a School:
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	Note: Only Schools that have entered their ISES Preferences will be available in the search. Page will appear as shown below.
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Secondary contact fields are not shown here but they do appear within the ISES Preferences.
1. Enter the beginning of the School Name in the box. The more letters you enter the fewer records the search will return.
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2. Click on (Select)[image: image28.png]


.


	Find School
	3. If the WSLS Preferences for the school have already been entered and a match is found, the school will be shown in the School list on the top portion of the page.
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	2.5.2 To Select a School for Review or Update:

	Select School
	Note: If more than 3 Schools for this District have entered their ISES Preferences, a scroll bar will be available on the right side of the School list.

You may scroll through the list of Schools that have entered their ISES Preferences.
1. Click on (Select) the School Name hyperlink.
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2. Selected School’s Preferences are displayed on the bottom of the page for review and/or update. 
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Secondary contact fields are not shown here but they do appear within the ISES Preferences.
Note: Once you select a School from the Search List, the School List is refreshed to contain all Schools in the selected District that have preferences entered.  

	 
	2.5.3 To Clear a Search List Without Selecting a School:

	
	1. If you have performed a Search and do not want to select a School listed in the Search List, leave the Search by School Name box empty and click on (select)[image: image32.png]


.
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2. The School List is refreshed to contain all Schools in the selected District that have preferences entered.
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	2.5.4 If You Can’t Find a School in the Search:

	
	Look in the Add or Modify Record section on the bottom half of this screen.  Is there a dropdown arrow on School or is a School listed in the box? If School box is blank and no dropdown arrow is shown, all Schools for the District have had preferences entered.  If a dropdown arrow exists, click on the dropdown arrow and scroll through the list. Is the school listed?

· Yes – The WSLS Preferences have not been entered for this school. You cannot perform a search on the school until the WSLS Preferences have been entered.

· No - 

-  Is the school active? Only active schools will be listed.

-  Is the school newly established? A newly established school may not be set up yet, contact the DPI Education Statistics helpline at (608) 267-3166.

-  Do you have security access for this school? If not, contact your local district WSLS/ISES administrator to verify that you have security access for this school.


	
	2.6 Clear Add or Modify Record Section Without Saving

	
	2.6.1 To Remove a School’s Information from the Add or Modify Record Section:
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	1. If you have entered data for a School or selected a School from the School List that has preferences entered, and you do not want to save the data, click on (select)[image: image36.png]Jcear



.
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2. The Add or Modify Record section of the page is cleared of data except for the selected District. 
[image: image38.png]Add or Modify Record
School

District [3543 - Middleton-Cross Plains

*Student Information [—o] “Data Submit Method [— o

System Indicator Indicator

ary Contact “Name “Phone 1 Ext
“Email
Secondary Contact Name Phone 1 Ext
Update Comments

Email
e
e

DistrictiSchool ISES Preferences

We welcome questions, comments and suggestions about the Individual Student Enrollment System

E-mail: *dpistats@dpi state.wi.us Phone: 800 507-5744






	
	2.7 Update Preferences for a District/School

	
	Update preference information if any of the following is true:

· You were not using a student information system to interface between the ISES and your district/school, but now are.

· The method of data submission changes.

· The primary or secondary contact information changes for your district/school.  

	
	2.7.1 To Update Preferences for a School:

	Update School Preferences

	1. Click on (Select) the School Name hyperlink.
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2. District - defaulted to your district and cannot be changed on this screen.

3. School - defaulted to the school you selected. 
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4. The following information can be updated:

· Student Information System (SIS) Indicator – Click on the down arrow for the SIS Indicator and select Yes or No.

· Data Submit Method Indicator - Click on the down arrow for the Data Submit Method Indicator and select CSV or XML.

· Primary Contact Name, Phone, Ext., Email – Use the mouse to select the field to be updated. If the field is blank, enter data. If the field has data already entered, depress the left side of the mouse and drag the mouse to highlight the field to be updated. 
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Key changes into the highlighted area to update contact name, phone number, extension (if applicable), or email address of a person at the school that will receive email notifications.
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· Secondary Contact Name, Phone, Ext., Email – Perform update as described above for Primary Contact Name, Phone, Ext., Email. Update contact name, phone number, extension (if applicable), or email address of a person at the school that will receive email notifications. Required only for school 0000. 

· Update Comments – enter reason for update. (optional) Note: The Update Comments field already has a comment explaining the origin of the data. Other comments should be added after this information. 
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5. Select [image: image45.png]kd save



 to save the information.


	
	2.8 View Preferences for a District/School

	
	A user may have Write access or Read Only access to this screen. If your role assignment has Read Only access to this screen, you will not be able to Save changes on this screen. The screens shown in this chapter are for a user with Write access.

	
	2.8.1 To View Preferences for a School:

	View School Preferences

	1. Click on (Select) the School Name hyperlink.
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2. You are allowed to view the following information for the selected School:
· Student Information System (SIS) Indicator 
· Data Submit Method

· Primary Contact Name, Phone, Ext., Email 

· Secondary Contact Name, Phone, Ext., Email 

· Update Comments from last update
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	2.9 Exit Screen or Change Role Selection

	
	2.9.1 To Return to the Main Menu:
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	1. Click on (Select) [image: image49.png]MAIN
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on the navigation bar at the top of the page.
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2. You are returned to the ISES Main Menu.
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The Main Menu may have additional links for the District All Functions role.

	
	2.9.2 To Select a Different Role:

	Change Role
	If you are assigned to more than one Role and/or District and/or School you may change your selection by performing the following steps.

1. Click on (Select) [image: image52.png]MAIN
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on the navigation bar at the top of the page.
[image: image53.png]DistrictiSchool ISES Preferences | Edsave | A% | @exrr | Zhewe




2. If you have the Select Role icon [image: image54.png]ﬁsﬁ(cr
ROLE



shown on the Main Menu screen then you are assigned to more than one Role and/or District and/or School. 
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The Main Menu may have additional links for the District All Functions role.
3. Click on (Select) [image: image56.png]ﬁsﬁ(cr
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on the navigation bar at the top of the page.

4. You are returned to the Role Selection screen.
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5. You may select another Role.

	
	2.9.3 To Exit ISES:
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	1. Click on (Select) [image: image59.png]Pexr



 on the navigation bar at the top of the page.
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2. You will exit ISES and be transferred to the Logoff screen.
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3. To close your browser click on the X ([image: image62.png]


) in the upper right corner of the page. Note for some User’s this may be a white X with a red background, yet for other User’s it may be a black X with a gray background. 
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