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    Chapter 6 Version 0.0

Individual Student Enrollment System 

User/Training Manual

6. Summary of Schools  

The Summary of Schools screen is only available to District level users. This screen allows Districts to:

· Access the Student Record List for a School.
· Review the number of Infos/Errors/Warnings for their Schools;
· Review the last update date, lock date and last validation date for their Schools;

· Request validation for their District; and
· Unlock a School level lock.
What do you need to do?

· Review Screen Functionality. Perform sections:

· 6.1 Access Summary of Schools Screen; 

· 6.2 Summary of Schools Screen Functionality (optional); 

· 6.7 Exit Screen or Change Role Selection.
· Review Students for a School. Perform sections:
· 6.1 Access Summary of Schools Screen; 

· 6.3 Review Student Record List for a School; and 

· 6.7 Exit Screen or Change Role Selection.

· Request Validation. Perform sections:

· 6.1 Access Summary of Schools Screen; 

· 6.4 Request Validation; and 

· 6.7 Exit Screen or Change Role Selection.

· Cancel Validation Request. Perform sections:

· 6.1 Access Summary of Schools Screen; 

· 6.4 Request Validation subsection 6.3.2 To Cancel a Validation Request; and 

· 6.7 Exit Screen or Change Role Selection.

·  Unlock a School. Perform sections:

· 6.1 Access Summary of Schools Screen; 

· 6.5 Unlock a School; 

· 6.7 Exit Screen or Change Role Selection.
· Request Lock for the entire District. 
· 6.1 Access Summary of Schools Screen; 

· 6.6 Request Lock; and
· 6.7 Exit Screen or Change Role Selection. 
· Cancel Lock Request for the entire District.
· 6.1 Access Summary of Schools Screen; 

· 6.6 Request Lock subsection 6.6.2 To Cancel a Lock Request; and 

· 6.7 Exit Screen or Change Role Selection.
	
	6.1 Access Summary of Schools Screen

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

	
	6.1.1 To Access the Summary of Schools Screen:

	Access Summary of Schools screens
	1. Click on (Select) Summary of Schools on the main menu.
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Note: The Main Menu may include additional options based on the role assignment of the user.

	View Summary of Schools screen
	2. The Summary of Schools screen is displayed.
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	6.2 Summary of Schools Screen Functionality

	
	6.2.1 Summary of Schools Screen Lists: 

	Summary of Schools

	1. Summary of Schools screen contains the following:

· [image: image3.png]Frock



 - will initiate validation for every School in the District which is not locked individually. Schools that pass validation with no errors and no unacknowledged warnings will be locked individually.  Refer to the District Lock and Submit user documentation for further information.
· [image: image4.png]B vavoare



- will initiate validation for every School in the District which is not locked individually.
· [image: image5.png]CANCEL
VALIDATE



 - will replace [image: image6.png]B vavoare
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 if a District validate request is in the queue. It removes the District validation request and any School validation requests from the queue.

· [image: image8.png]CANCEL
LLOCK
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 if a District lock request is in the queue. It removes the District lock request and any School validation requests from the queue.
Note: [image: image11.png]Frock



 and  [image: image12.png]B vavoare



will be unavailable if the District validate or lock request is processing or if the District is locked.  
· Lock Date – if the District is Locked, the date the District was locked will be listed and the [image: image13.png]Frock



 icon will not be displayed.

· School – all Schools in the District including those that have no data are listed. School is a hyperlink to the School’s Student Record List.
· Last Update Date – is the date the student data was last updated via Create Student Record List, Upload File or Individual Student Record.

· Info/Error/Warning Status – can be one of three possibilities: Unknown, if the validation has not been run for the record, Locked, if a School or District Lock is in place, or the number of infos, errors and warnings, if validation has been run for this School.
· School Locked Date – is the date the student data was locked for the School. The date is cleared if the School is later unlocked.
· Last Validation Date – is the last date the School’s data was validated. 
· Unlock –[image: image14.png]UNLOCK



 will unlock an individual School’s records. The unlock icon is unavailable if the School is unlocked, a School process is in the queue or the entire District is locked.
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	6.3 Review Student Record List for a School 

	
	A District level user may only access the Student Record List screen from the Summary of Schools screen. A School level user will have Student Record List as a menu item on the Main Menu.

	
	6.3.1 Access Student Record List:

	Access Student Record List screen
	1. Click on (Select) the School name hyperlink.  
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2. The Student Record List screen is displayed.

[image: image17.png]Individual Student Enroliment System
Collection: Third Friday of September ~ Callection Year. 200405
River Ridge - Coleman, Renee

Student Record List A s | A | (et | Zvee

School [0080-River Ridge Hi v

Record Type [All =] GradeLevel[al =] Status[Al =l |2 rerresn

Click an the REFRESH icon to view the Student Record List

Student Record List

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

E-mail: *dpistats@dpi.state.wi.us Phone: 600 507-5744




Note: This screen now includes a field that allows users to search for students by entering a WSN.
3. For information on the Student Record List and Individual Student Record screens, refer to Chapter 7 - Student Record List.


	
	6.4 Request Validation 

	
	Validate can be initiated for every School in the District which is not locked individually. 

	
	6.4.1 To Request Validation: 
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	1. To submit the Validation process for all unlocked Schools in the District, click on (Select)[image: image19.png]B vavoare



.
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2. The following message will be displayed. You will have the option to cancel the validation request or continue.
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3. Click on (Select) [image: image22.png]B vavoare



 to continue with the request or click on (select) [image: image23.png]CANCEL
VALIDATE



to cancel the request.

	
	6.4.2 To Cancel a Validation Request:
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	1. If a Validate request is in the queue waiting to process, [image: image25.png]CANCEL
VALIDATE



 will replace the Validate icon.  
[image: image26.png]Individual Student Enroliment System
Collection: Third Friday of September ~ Callection Year. 200405
River Ridge - Coleman, Renee

Summary of Schools | | [exr | Tuee
District: 4904 - River Ridge B3 $Aie Lock Date:

[ School | Last Update Date | Error/Warning Status [ School Locked Date [Last Validation Date | Unlock

(0020 - River Ridge EI 0172772008 7 infosi43enors 24 warmings 0172772005

o080 - River Ridge Hi | otzzooos | ttinfosszenors 10wamings | | otn7r00s [

(0040 - River Ridge Mid 0172772008 Ainfos15 errors; 10 wamings 0172772005

Summary of Schools

We welcome questions, comments and suggestions about the Individual Student Enrollment System
E-mail: *dpistats@dpi state i us Phone: 800 507-5744




2. Click on (Select) [image: image27.png]CANCEL
VALIDATE



 to remove the district validation request and any school validation requests in the queue.
[image: image28.jpg]Individual Student Enroliment System
Collection: Third Friday of September  Collection Year 2004-05
River Ridge - Millsaps, Robert

Summary of Schools | ope | [estr | Tuee
This action will remove all validations which are waiting for processing. Click 'CANCEL

VALIDATE' to verify the request to cancel all validations or "VALIDATE' to return to the Summary
of Schools screen.

CANCEL
VALIBATE 'VALIDATE

Summary of Schools

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

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




3. Click on (Select) [image: image29.png]CANCEL
VALIDATE



to cancel the validation request or click on (select) [image: image30.png]B vavoare



  to continue.  The Summary of Schools screen will be displayed.
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	6.5 Unlock a School

	
	A School may be locked from the Student Record List or the Summary of Schools screen.  Refer to the ‘School Lock and Submit’ and ‘District Lock and Submit’ Web-based Tutorials for further information. 

	
	6.5.1 To Unlock a School Lock:
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	1. If a School has been locked individually, the [image: image33.png]UNLOCK



icon will be displayed in the Unlock column of the School list.
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2. Click on (Select) [image: image35.png]UNLOCK



 to unlock a School. The School Locked Date and the [image: image36.png]UNLOCK



 icon will be removed.
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Note: [image: image38.png]UNLOCK



 is unavailable if the School is unlocked, a School process is in the queue or the entire District is locked.


	
	6.6 Request Lock

	
	By requesting to Lock the District, you are acknowledging that the Progress and Summary reports are accurate as of the last validation and submitting the student data to the DPI for review.  All errors should be resolved and all warnings acknowledged prior to requesting the lock.
Each District must request the lock from the Summary of Schools screen even if every School has been individually locked.

	
	6.6.1 To Request a Lock for the entire District:
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	1. To request a Lock process for the District, click on (select)[image: image40.png]Frock



.
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2. Student data may not be modified once the district is locked.  You may view the progress and summary reports.  You are given the option to cancel your request or continue.
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3. Click on (Select) [image: image43.png]Frock



 to continue with the lock request or click on (select) [image: image44.png]CANCEL
LLOCK



to cancel the request.
4. Results of [image: image45.png]Frock



:
· A validation process is initiated for every School in the District which is not locked individually. 
· As a validation process completes, if the individual school has no errors and no unacknowledged warnings a ‘School Lock’ will be applied.

· As a validation process completes, if the individual school has errors or unacknowledged warnings, the school will be unlocked.  This will cause the district lock to fail. See example below.
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Note: To reach this screen, click on (select) Process Status from the Main Menu.
· The validation processes will complete for all schools regardless of the success or failure of prior schools. 
· If all schools are individually locked and the district clicks on the district-level [image: image47.png]Frock



, then the district will be ‘locked’ and the lock date will be saved. See example below.
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	6.6.2 To Cancel a Lock Request:
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	1. If a Lock has been requested, [image: image50.png]CANCEL
LLOCK



will replace the Lock and Validate icons. [image: image51.png]CANCEL
LLOCK



 will remain on the screen until the process starts.  You are not allowed to cancel once the process starts.  
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2. Click on (Select) [image: image53.png]CANCEL
LLOCK



to cancel the lock request. [image: image54.png]B vavoare



 and [image: image55.png]Frock



 will reappear on the screen.
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	6.7 Exit Screen or Change Role Selection

	
	6.7.1 To Return to the Main Menu:
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	1. Click on (Select) [image: image58.png]MAIN
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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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Note: The Main Menu may include additional options based on the role assignment of the user.


	
	6.7.2 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: image61.png]MAIN
oI MENU



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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Note: The Main Menu may include additional options based on the role assignment of the user.
3. Click on (Select) [image: image64.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.



	
	6.7.3 To Exit ISES:
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	1. Click on (Select) [image: image67.png]Pexr



 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: image70.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.
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