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   User/Training Manual

4. Process Status 

The Process Status screen will allow Districts and Schools to view the status of functions that have been initiated for processing, such as validation, or files that have been uploaded to the ISES. 
What do you need to do?

· View the list and status of files that you have uploaded to ISES or processes that you have initiated. Perform sections:

· 4.1 Access Process Status Screen; 

· 4.2 View Status of Files and/or Processes; and 

· 4.5 Exit Screen or Change Role Selection.

· View the contents of a file that you have uploaded to ISES or that was created by ISES as a backup of your ISES data. Perform sections:

· 4.1 Access Process Status Screen; 

· 4.2 View Status of Files and/or Processes; 

· 4.3 View File from File Name Hyperlink; and 

· 4.5 Exit Screen or Change Role Selection.

· Download a file that you uploaded to ISES or that was created by ISES as a backup of your ISES data. Perform sections:

· 4.1 Access Process Status Screen; 

· 4.2 View Status of Files and/or Processes; 

· 4.4 Download Files from Process Status Screen; and 

· 4.5 Exit Screen or Change Role Selection.

Your next step will be one of the following….
1. View the results of your file upload – select Results on the Main Menu.  For information on this screen see the Results documentation.
2. View the records created from the ‘Create Student Record List’ process – select Student Record List on the Main Menu (Individual School User) or from the Summary of Schools screen (District User).  For information on this screen see the Student Record List documentation.
3. View reports of info, warning and error messages generated during the ‘Validation’ process – select Report Menu on the Main Menu.  For information on this screen see the Error, Warning, Info Summary Report documentation.
	
	4.1 Access Process Status Screen

	
	Note: User access to this screen is based on the role assignment of the user.

	
	4.1.1 To Access the Process Status Screen:

	Access Process Status 
	1. Click on (Select) Process Status on the main menu.
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The Main Menu may have additional links for the District All Functions role.

	View Process Status screen
	2. The Process Status screen is displayed.
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	4.2 View Status of Functions and/or File Processes 

	
	4.2.1 To Select Criteria: 

	Select School


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

2. 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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	Select Process Description (optional)
	3. Process Description (Optional) – click on the dropdown arrow and select a process description. The process descriptions include:

· Back Up – Create Student Records – this process is the back up of existing ISES student records. This back up is automatically initiated when Create Student Records is selected on the File Upload or Create Student List screen and you select to delete existing records.
· Create Student Records – this process creates student records in ISES based on WSLS records.
· Back Up – File Upload - this process is the back up of existing ISES student records. This back up is automatically initiated when File Upload is selected on the File Upload or Create Student List screen and you select to delete existing records.
· File Upload – this process uploads the file you selected on the File Upload or Create Student Records screen into ISES.
· Lock and Submit – this process is initiated from the Student Record List for an individual school to submit data to the district or the Summary of Schools screen for the entire district to submit data to the DPI.  

· System – this process is automatically initiated during the ‘File Upload’, ‘Create Student Records’, or ‘Validation’ processes..
· Validation – this process is initiated from the Student Record List for an individual school or the Summary of Schools screen for the entire district or is automatically initiated during the ‘File Upload’ or ‘Create Student Record List’ processes.
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Create Student Records is replaced with “Create Student Records – Both”, “Create Student Records – CD” and “Create Student Records – YE”.  In addition, “Back-Up – Create Student Records” is a new option as well.

	Select Status (optional)
	4. Status (Optional) – the stage that the process is in based on the selection criteria specified. Click on the dropdown arrow and select a status. 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). 

· File Available – a ‘Backup’ process for Create Student Record and File Upload has occurred and the file may be viewed or downloaded (Backup – Create Student Records or Backup – File Upload). 

· System Lock – all student records are temporarily locked for the school or district (System). 

· System Unlock – the temporary lock of student records has been removed for the school or district (System).
· 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, Create Student Records, or Validation.
· Processing - the process is in progress (File Upload, Create Student Records, 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 Error, Warning and Info Reports are ready to be reviewed (Validation). 

· Records Created – a ‘Create Student Records’ process has completed and student records are available from the Student Record List (Create Student Records). 
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	Enter Process Date or Process Date Range (optional) 
	5. 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.  

6. End Date (Optional)– Enter the ending date of the date range for which you want the processes listed. Format is MM-DD-YYYY.   
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	7. Click on (Select)[image: image8.png]|2 rerresn



. 
8. A list of function and file processes that have been initiated for the selection criteria you specified will be displayed.
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	4.2.2 To Review the Status of a Specific Process:

	 
	1. The following information is available for each process:
· Process Description – the short description of the process. Refer to the complete descriptions in 4.2.1 (3).

· 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 4.2.1 (4).
2. Frequently, a process initiated by a local user will automatically initiate additional processes.  For example, when you request to create the student record list from the ‘File Upload / Create Student Record List’ screen, four processes will be initiated, ‘Create Student Records’, ‘System’ (System Lock), ‘Validation’ and ‘System’ (System Unlock).
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3. When a process is initiated for the entire district or a file is uploaded which contains multiple schools, ‘System’ and ‘Validation’ processes for each individual school will be displayed.



	
	4.2.3 What does this tell me?

	
	You will see various processes listed based on your selections.

· The second line from the bottom in the list shows that a validation was automatically initiated for 0040-Abbotsford on 03/07/2005 at 16:26 as part of a requested Create Student Record List process.  It is complete and the reports are available from the Reports Menu. 

· The sixth and seventh lines from the top show the System Locks applied when a ‘Lock and Submit’ process was reqeuested on 03/08/2005 at 08:24.  The Lock and Submit request failed on 3/08/2005 at 08:50 as shown in the third line from the top.

· The second line from the top shows that the elementary school has been unlocked for 0020-Abbotsford on 03/08/2005 at 08:50.
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	4.3 View File from File Name Hyperlink 

	
	This screen will allow the user to view an upload file or a back up file. A back up file will be created for a school with existing ISES data when the File Upload or Create Student Record process is requested from the File Upload/Create Student Record screen. 

	
	4.3.1 To View a File: 

	Select a File

	1. Click on (Select) a file name hyperlink under the File Name column.
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	View File
	2. If the file you selected is XML, the file is displayed in another window of the browser. 
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<5CHOOL>0120</5CHOOL>
<RECORD_TYPE>CD</RECORD_TYPE>
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-~ <STUDENT>
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3. If the file you selected is a CSV file, after following the process above you will be prompted to open or save file. 
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· Select Open to view the file. 
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	4.3.2 To Close a File:

	Close Results file
	1. To close a results file you must use the Back icon in the browser window. This is the only place in the ISES where you may use the Back icon in the browser window.  
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2. This window will be closed and you will return to the Process Status screen.
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	4.4 Download Files from Process Status Screen

	
	4.4.1 To Download a File:

	Download file
	1. Using your mouse, right click on a File Name hyperlink.
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2. You will select Save Target As….
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	3. The file should be saved to a directory designated by your Student Information System vendor or your District /School. 
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	Note: DPI does not know your directory name.

	
	4. You will select the folder in the directory (such as: c:\ISES\RESULTS\*) and click on Save.
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	4.5 Exit Screen or Change Role Selection

	
	4.5.1 To Return to the Main Menu:
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on the navigation bar at the top of the page.
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2. User is returned to the ISES Main Menu.
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The Main Menu may have additional links for the District All Functions role.

	
	4.5.2 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: image26.png]MAIN
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on the navigation bar at the top of the page.
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2. If you have the Select Role icon shown on the Main Menu 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: image29.png]ﬁsﬁ(cr
ROLE



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.

	
	4.5.3 To Exit ISES:
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 on the navigation bar at the top of the page.
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2. You will exit the ISES and be transferred to the Logoff screen.
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3. To close your browser click on the X ([image: image35.png]


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


7/17/2007 
14

