Wisconsin Department of Public Instruction




    Chapter 7 Version 0.0

Individual Student Enrollment System 

User/Training Manual

7. Student Record List  

The Student Record List will allow District and School level users to create, review, update, and remove student ISES records for the current collection. It will also allow individual schools to submit validation and lock requests. 
ISES data includes Count Date (CD and CDN) and Year End (YE) student records.  An ISES record is uniquely identified by the WSN, District Code, School Code, Enrollment Date and Record Type (Count Date or Year End).  An ISES Count Date record is expected for every WSLS school enrollment period which includes, begins on, or ends on the count date (i.e., the Third Friday of September) of the current collection year.  An ISES Year End record is expected for every WSLS school enrollment period which includes dates on or between the 7/1 and 6/30 of the previous school year.  
Note that WSLS school enrollment records are not collected for summer classes that are not part of the school term so these records are not expected.  ISES will not expect a student record for any WSLS enrollment period which begins and ends on the same date where the enrollment date is after 06/30/2004.  Also, ISES will ignore any year end records submitted for enrollment periods that do not include dates on or between 7/1 and 6/30 or the relevant school year.
Note that for the 2004-05 ISES Third Friday of September collection, only the most recent year end student record will be required.  If you choose to submit other year end records, you will be required to complete all appropriate data.  
What do you need to do?

· Review Student ISES records. Perform sections:

· 7.1 Access Student Record List Screen; 

· 7.2 Review Student Record List for a School (optional); 
· 7.3 Student Record List Screen Functionality (optional);
· To review the individual students’ data:  

· 7.4 Access Individual Student Record Screen; 
· 7.5 Review Enrollment History of the Individual Student Record
· 7.6 Review and Modify the Individual Student Record.
· 7.7 Exit Screen or Change Role Selection.
· Update Student ISES records. Perform sections:

· 7.1 Access Student Record List Screen; 

· 7.2 Review Student Record List for a School (optional); 

· 7.3 Student Record List Screen Functionality (optional); 

· 7.4 Access Individual Student Record Screen; 
· 7.5 Review Enrollment History of the Individual Student Record ; 
· 7.6 Review and Modify the Individual Student Record; and 

· 7.7 Exit Screen or Change Role Selection.

· Create new Student ISES records. Perform sections:

· 7.1 Access Student Record List Screen; 

· 7.2 Review Student Record List for a School (optional); 

· 7.3 Student Record List Screen Functionality subsection 7.3.6 Create a New Student Record; 

· 7.5 Review Enrollment History of the Individual Student Record Screen subsection 7.5.1 To View an ISES Count Date Record and 7.5.2 To view an ISES Year End Record; 
· 7.6 Review and Modify the Individual Student Record; and 

· 7.7 Exit Screen or Change Role Selection.
· Remove Student ISES Record. Perform sections:

· 7.1 Access Student Record List Screen; 

· 7.4 Access Individual Student Record Screen; 
· 7.5 Review Enrollment History of the Individual Student Record Screen subsection 7.5.1 To View an ISES Count Date Record and 7.5.2 To view an ISES Year End Record; 
· 7.6 Review and Modify the Individual Student Record; and 

· 7.7 Exit Screen or Change Role Selection.

· Request Validation. Perform sections:

· 7.1 Access Student Record List Screen ; 

· 7.3 Student Record List Screen Functionality subsection 7.3.1 To Submit Validation;  and 

· 7.7 Exit Screen or Change Role Selection.

· Cancel Validation Request. Perform sections:

· 7.1 Access Student Record List Screen; 

· 7.3 Student Record List Screen Functionality subsection 7.3.2 To Cancel a Validation Request; and

· 7.7 Exit Screen or Change Role Selection.
· Request Lock. Perform sections:

· 7.1 Access Summary of Schools Screen; 

· 7.3 Student Record List Screen Functionality subsection 7.3.3 To Lock the School; and 

· 7.7 Exit Screen or Change Role Selection.
· Cancel Lock Request. Perform sections:

· 7.1 Access Summary of Schools Screen; 

· 7.3 Student Record List Screen Functionality subsection 7.3.4 To Cancel a Lock Request; and 
· 7.7 Exit Screen or Change Role Selection.
	
	7.1 Access Student Record List Screen

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

	
	7.1.1 To Access the Student Record List Screen:

	Access  Student Record List screen
	1. A district level user will click on (select) Summary of Schools from the Main Menu and then click on (select) the school name hyperlink.
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2. A school level user will click on (select) Student Record List 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 Student Record List screen
	3. The Student Record List screen is displayed.
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Note: To see the record list for the current selection, click on (select) [image: image4.png]|2 rerresn



. This screen now allows users to search for a student by WSN.


	
	7.2 Review Student Record List for a School 

	
	Students will be available from the Student Record List only after a File Upload or Create Student Record List processes has completed successfully.  Students are displayed alphabetically by last name.  


	
	7.2.1 Student Record List Components:

	
	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 issued 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, Record Type, 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; only 10 records are displayed at a time..
· Total Students – the number of students returned by the current filter.

· Student List - :

· WSN

· Name – from the WSLS 

· Grade – if a count date and year end record exist, the grade of the count date record is displayed, when the ‘Record Type’ filter is set to ‘All’

· Race – from the WSLS

· Gender – from the WSLS

· Birth Date – from the WSLS
· Info/Error/Warning Status
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	7.2.2 To Select Criteria:

	Selection Criteria
	1. To view the student record list for the current selection, click on (select) [image: image6.png]|2 rerresn



.
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2. To change the selection criteria: 

· School – defaulted from the Summary of School screen selection or the user’s School access, only district users may change the school selection
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· Record Type – 

· All - default

· Count Date - students with CD and CDN records

· Year End - students with YE records.  
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· Grade Level – defaulted to ‘All’
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· Status – 

· All – default

· Unknown – students whose status cannot be determined because their data has been modified since the last validation

· Info – students for whom info messages have been issued

· Error – students for whom error messages have been issued

· Warning – students for whom error messages have been issued

· Info/Error/Warning - students for whom info, error, or warning messages have been issued

· No Infos/Errors/Warnings – students who do not have info, error, or warning messages

· Locked – students who are assigned to a school which has been locked and submitted to the district or the DPI
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· Click on (Select)[image: image12.png]|2 rerresn



.

3. The Student Record List is displayed. All students in ISES meeting the selection criteria will be listed. In this example, Count Date records for 4th   grade students with all statuses were selected.
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	7.3 Student Record List Screen Functionality

	
	7.3.1 To Navigate between Student Records

	Record navigation
	1. The Student List contains only 10 records at a time. Note: In this example, 2 more students have been entered and the validation process has been rerun.
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2. You may navigate by the first letter of the student’s last name, previous 10 records or next 10 records. In this example, the letter ‘H’ was selected. Students with last names beginning with ‘H’ are listed.
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3. Click on (Select) the ‘RESET’ hyperlink to return to the original view.
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	7.3.2 To Search for a Student:
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	1. Enter the WSN and click on (select)[image: image18.png]) STUDENT
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.
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2. If a valid student for the school is found, the Individual Student Record screen is displayed.
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3. If the WSN does not exist in the ISES data for the school, then you will receive this message. You may reenter a valid WSN or use the Record Navigation function to list student by Name. 
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	7.3.3 To Create a New Student Record:
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	1. Perform section 7.3.6. to search for the student
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2. If WSN is not found in the ISES data for this School, you may add the appropriate student record(s) by clicking on (selecting)[image: image24.png]NEW
RECORD



.
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3. If this WSN will produce valid, unique ISES record(s) for the collection, the appropriate record with the baseline WSLS data (collection, record type, WSN, agency, school, enroll date) will be saved and the Individual Student Record screen is displayed. 
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4. The new student will be included in the student list on the Student Record List screen.
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5. If the WSN is valid, but no ISES record is expected for this district/school/WSN combination a warning is displayed.
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	7.3.4 To Request Validation:
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	The Validation process is time consuming and is run at scheduled intervals.  Student data may not be modified while a validation is waiting for processing or processing.  It is advisable to correct as many students as possible before the validation is requested. 

Note: Validate can only be initiated for a School which is not locked.

1. To request the Validation process for the selected School, click on (select) [image: image30.png]B vavoare



. Note: All students in the selected School will be validated, not just the selected students shown on the screen.
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2. Student data may not be modified while the Validation is waiting from processing or processing.  You are given the option to cancel your request or continue.
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 to continue with the validate request. [image: image34.png]CANCEL
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on the screen while the Validation is waiting for processing. 
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 to cancel the validate request and return to the Student Record List.  
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	7.3.5 To Cancel a Validation Request
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	1. If Validate has been requested, [image: image40.png]CANCEL
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will replace the Validate icon. [image: image41.png]CANCEL
VALIDATE



 will remain on the screen until the validation process begins. Once the validation process begins, you are not allowed to cancel.
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2. Click on (Select) [image: image43.png]CANCEL
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to cancel the validation request.
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	7.3.6 To Lock the School:

	*IMPORTANT*

Required Data for Lock
	1. [image: image45.png]Frock



 will not be shown on the Individual Student Record screen until all students have zero unacknowledged warnings and errors.
2. Before you [image: image46.png]Frock



 the School, each student’s Count Date and Year End records must have the following data:

· Grade Level

· English Language Proficiency (ELP) Code

· Primary Disability

· Economically Disadvantaged Status

3. Each student’s Count Date record(s) must have a Count Date Status.

4. Each student’s Year End record(s) must have a Completed School Term Status.
5. Additional data is conditionally required based on the values stored for items 2 through 4 and other data provided on this screen.  See 7.6.1 and 7.6.4.
6. By requesting to Lock the School, you are acknowledging that the Progress and Summary reports are accurate as of the last school validation and submitting the student data to your district for review.
7. Once locked, student data for the school may not be modified.
8. District level users may unlock a school via the ‘Unlock’ icon on the Summary of Schools, if the district is not yet locked.  District users may not override a ‘System Lock’ which occurs while a task is waiting for processing or processing, but may cancel some processes from the Summary of Schools and Student Record List.
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	9. To request the Lock process for this School, click on (select)[image: image48.png]Frock



. Note: Example screen shots for this section are from a different district.
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10. Student data may not be modified once the school 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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11. Click on (Select) [image: image51.png]Frock



 to continue with the lock request or click on (select) [image: image52.png]CANCEL
LLOCK



to cancel the request.  



	
	7.3.7 To Cancel a Lock Request
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	Note: Example screen shots for this section are from a different district.

1. If a Lock has been requested, [image: image54.png]CANCEL
LLOCK



will replace the Validate icon. [image: image55.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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to cancel the lock request. [image: image58.png]B vavoare



 and [image: image59.png]Frock



 will reappear on the screen.
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	7.4 Access Individual Student Record Screen

	
	The Individual Student Record Screen includes an enrollment history table, basic demographic information from the WSLS and the ISES student data entry fields.

	
	7.4.1 To Access the Individual Student Record Screen:

	Access Individual Student Record screen

	1. You may access the Individual Student Record screen by clicking on (selecting) a Student’s WSN hyperlink. 
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OR You may perform the steps in section 7.3.2 to search for a student.

2. The student’s enrollment history for the current and previous school term with be displayed..

[image: image62.png]Individual Student Enroliment System
Collection: Third Friday of September ~ Callection Year. 200405
River Ridge - Coleman, Renee

Individual Student Record EISTYRENT | AW | (x| e

WSN: 2002258061

| Record Type | SchoolYear | EnrollmentDate | ExitDate | [School
| WsLS | oom4-0s [ oomiooos | | 0063 - Albany 0040 - Albany Hi
| YeaEnd | oo03-04 | pomuiges | osa0z00s | 4904 - River Ridge 0080 - River Ridge Hi

Click enrallment date for your District/School to modify student information

Individual Student Record

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






	
	7.4.2 To Return to the Student Record List:

	
	Click on (select) [image: image63.jpg][[EsTugeNT
sy



 to return to the Student Record List.


	
	7.5 Review Enrollment History of the Individual Student Record 

	
	Each record in the Enrollment History table will have one of three record types.  The ‘Year End’ and ‘Count Date’ record types correspond to student records that have been saved in the ISES.  The ‘WSLS’ record type corresponds to an enrollment period which exists in the WSLS, but does not have a corresponding record saved in the ISES.  The appearance of a ‘WSLS’ record does not necessarily mean an ISES record is required.  For example, it may be included to document movement between districts. Note that a student may have an ISES Year End and Count Date record for a single enrollment period in the WSLS.  If the student has been enrolled in another school or district in the WSLS, you may have access to view, but be unable to modify the student’s data in the other school or district.  

	
	7.5.1 To View an ISES Count Date Record:

	Review an ISES Count Date Record 


	1. Click on the Enrollment Date hyperlink of the Count Date record you wish to review.
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2. The record will be displayed. You may have to scroll to see all of the Infos, Errors and Warnings generated for the student from the Validation.
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Note: This screen now includes additional fields. See http://dpi.wi.gov/lbstats/isescodes.html for a complete listing.
3. Using your mouse, hover the cursor over a student’s WSN to see the student’s name.
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4. When a student has multiple school enrollment records that overlap the count date, only one record will be recognized as assigned on the count date.  This is reflected by the Count Date Record Type of CD.  All other count date records for the student will have the record type of CDN, i.e., Count Date Not Recognized as Assigned to Submitting School.
[image: image67.jpg]Individual Student Record | (FiSTumenT | ) e | mzxn‘
WSN: 2002251432

| RecordType | SchoolYear | EmollmentDate | ExitDate | District School

| cowtDate | o4-0s | gomeooms | | 0469 - Wist onsin Heights 00BD - Wisconsin Heights Hi
[ Cowipate | oom4-05 | mgoioes | osnezmd | B645 - Wilmat UHS 0020 - Wilrnot Hi

| ewEnd | os.m4 | pomios | oofERms | B545 - Wilmat UHS 0020 - Wimot Hi

Click enrollment date for your District/School to modify student information

District: 6545 - Wilmot UHS  School: 0020 - Wilmot Hi

Count Date Not
Recognized As

Record Type: o Cc ot S briting EVVOllment Date: 09/01/2003
School

Birth Date: 09/01/1990 Gender: Female

Count Date Status | Receiving Senices [

Primary Disability (ot DEA Eligible or No Disabilfy [

ELP Code

37 Pany | - [+]

Optional Local Use

Individual Student Record

Exit Date: 09/18/2004

Race/Ethnicity: ~ ASIAN/PACIFIC ISLANDER

Grade Level [ Tenth Grade [¥]

Econ Disadv Status Not Economically Disacy

District of Residence [+





Note: This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.


	
	7.5.2 To View an ISES Year End Record:

	Review an ISES Year EndRecord 

	1. Click on the Enrollment Date hyperlink of the Year End record you wish to review.
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2. The record will be displayed. You may have to scroll to see all of the Infos, Errors and Warnings generated for the student from the Validation.

[image: image69.png]Individual Student Record @ nexr | dsave | ESHRRT P | Pear | Toae

WSN: 2002258061

| Record Type | SchoolYear | EnrollmentDate | ExitDate | District [School
[ WSLS | 2o04-05 [ oomicoos [ [ 0063 - Albany 0040 - Albany i
| YeaEnd | oo03-04 | pomuiges | osa0z00s | 4904 - River Ridge 0080 - River Ridge Hi

Click enrallment date for your District/School to modify student information

: 0080 - River Ridge Hi Remove

District: 4904 - River Ridge ~ Scho
Record Type:  Year End Enroliment Date: 0910111999 Exit Date: 0B/30/2004

Birth Date: 1010171987 Gender: Male Race/Ethni WHITE, NON-HISPANIC

Grade Level ELP Code

Completed School Term?  [No =) Econ Disadv Status <]

Primary Disability

3 Party ct of Residence <

Exit Type [EXPECTED TRANSFER TO ANOTHER SCHOOL COVERED BY WSLS; NOT KNOWN TO BE CONTINUING ]
Optional Local Use

Errors:

© Invalid "Grade Level Placement " Grade provided s outside the low - high range for this school, 09 - 12. The low - high range for the school may be modified b
contacting the DP| Education Statistics Helpline at 608-267-316.

Required field is missing, ‘COUNT DATE STATUS " Review the Individual Student Record and complete the missing field

Required feld is missing, ECONOMIC DISADVANTAGED. Review the Individual Student Record and complete the missing fisld

Required field is missing, ENG PROF CODE. Review the Individual Student Record and complete the missing fisld

Required field is missing, Expected Transfer District

Required field is missing, 'GRADE. Review the Individual Student Record and complete the missing fisld

Required field is missing, PRIMARY DISABILITY ' Review the Individual Student Record and complete the missing field.





Note: This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.
3. Using your mouse, hover the cursor over a student’s WSN to see the student’s name.
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	7.5.3 To View a WSLS Record:

	Review a WSLS Record Type


	1. Click on the Enrollment Date hyperlink of the WSLS record.
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2. Basic demographic information from the WSLS will be displayed.
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	7.5.4 To View School Contact Information:

	
	1. Click on the School hyperlink to view contact information.
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to return to the Individual Student Record screen.
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	7.5.5 Student Privacy and the WSLS No Release Indicator:

	
	1. In the enrollment history table, if the enrollment record is after the student’s last enrollment in your school, you will not be able to view the ISES data for this enrollment date.
2. In the enrollment history table, if the enrollment record is after the student’s last enrollment in your school and the WSLS no-release/ privacy indicator for this record is set to yes, you will not be able to view the WSLS or ISES data for this enrollment date.  You will see ** instead of an Enrollment Date.  You will not see the district or school name.
3. In the example below, the student selected is no longer assigned to River Ridge School District.  A staff member from River Ridge will be allowed to access and edit the enrollment records for River Ridge Elementary.  This staff member will be allowed to view the ISES data for this student for Middleton Cross Plains School District.  An enrollment records exists after the student’s last enrollment in River Ridge School District for which the WSLS no-release/ privacy indicator is set to yes.  The enrollment date is be displayed as ** and the student record is not accessible. [image: image76.png]Individual Student Enroliment System
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	7.6 Review and Modify the Individual Student Record

	
	The Individual Student Record consists of two screens.  The fields listed on screen 2 are built dynamically based on responses saved on screens 1 and 2.  

You are allowed to add or modify data for enrollment periods in your own school and district only.  Based on your role assignment, you may be able to view some but not all types of data for your students.
You are allowed to save partially completed data on the Individual Student Record screen, but will be unable to lock the school until are required fields are provided. Note: These fields have changed. See the url below for details.
For detailed information on the Individual Student Enrollment System
Data Codes and Code Descriptions Refer to http://www.dpi.wi.gov/lbstat/isescodes.html.


	
	7.6.1 Data Requirements for Individual Student Record Screen 1: 

	Screen 1 data requirements

	1. Grade Level Placement must be provided for each student’s Count Date and Year End records.
2. English Language Proficiency (ELP) Code must be provided for each student’s Count Date and Year End records.  Students who have never been limited English proficient should have the code ‘7’.
3. Primary Disability must be provided for each student’s Count Date and Year End records.  Students who are not IDEA eligible or have no disability are represented by ‘N’ for ‘Not IDEA eligible or No Disability’.
4. Economically Disadvantaged Status must be provided for each student’s Count Date and Year End records. This status is based on eligibility for Free or Reduced Lunch programs.  Students who do not meet NSLP income eligibility requirements are represented by ‘N’ for ‘Not Economically Disadvantaged’.
5. Each student’s Count Date record(s) must have a Count Date Status.

6. Each student’s Year End record(s) must have a Completed School Term Status.  If left blank, this field will be calculated during subsequent validation based on WSLS exit date and school term end dates.  Calculated values are likely to be incorrect if you change these dates after initial validation.  You may overwrite the calculated value, if necessary.
7. Beginning in the 2005-06 ISES Third Friday of September collection (i.e. 2004-05 year end records), Possible and Actual Days of Attendance must be provided for each student’s Year End records. 
8. Each student’s Year End record(s) which have an exit date on or before the count date must have an Exit Type.
9. Count Date records from previous collection year (if any exist) will be shown in the table for reference and will be available as read only.
10. To determine possible summer dropouts, a Year End record from previous collection year will be available for limited modification of exit information ONLY for students who: 

· have a year end record in the previous ISES collection for which the student has completed the school term and exited the school with one of the “not known to be continuing” exit types (ETC, OOS, ODO)  

· have no expected year end record for the current ISES collection and 

· have no expected count date record for the current ISES collection.  
Record Type, School Year, Enrollment Date, Exit Date, Birth Date, Gender, Race/Ethnicity are pulled from the WSLS and may not be updated in the ISES.

	
	7.6.2 To View a Message Description:

	Review a message description

	1. To view a more detailed description, click on (select) the Info, Error or Warning Message hyperlink.
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Note:  This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.
2. A detailed explanation report will be displayed.
[image: image78.jpg]ES Detailed Warning Explanation Report

(Warning) Gender, race/ethnicity or date of birth do not match for all records. WSLS gender, race / ethnicity, or date of birth varies across WSLS enrollment
records for this student. (This variation is reflected in this student’s ISES records.)

(Warning) Grade of current record is lower than previous record.

(Warning) Age is outside expected range for this grade, ## - ## The student’s age on the count date, MM/DD/YYY'Y, is unusually high or low for this grade.
(Warning) Primary disability of current record does not match previous record. Compare to last record.

(Warning) English Language Proficiency Code is lower than previous record.

(Warning) English Language Proficiency Code should not move from 1-6 to 7 or vice versa

(Warning) Esit type provided for this sdent was 'Death,' but stadent with this WSN s enrolled in another school. Please verify the exit type. Contact the ISES
Help Desk if you believe you have received this message in error.

(Warning) Stadent was previously submitted with an exit type of Death.' Please verify that you have taken assignment of the correct student within the WSLS.
Contact the ISES Help Desi if you believe you have received this message in error.

(Warning) If this student transferred to your district/school, then subrmit a WSLS enrollment record for the student to verify the siudent's staius as a transfer rather
than a dropout and request to “Validate’ your district (Summary of Schools). Ifthe student moved but discontimed schooling in your district, then student is a
possible dropout for your district. The *Field Value' column of the Warning Detail table (Report Mem ~ Warning Summary) will display the district which
submitted this smdent. The ISES asks and records answer to this question: did the student move to your district on or before the count date and disconfimse
schooling? I the response to the question is yes then the student may be reported as a dropout for your distict




3. You may scroll through the list of messages. 
4. To return to the Individual Student Record, click on your browser ‘Back’ button.
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Note: This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.

	
	7.6.3 To Update Data on Screen 1:

	Update Screen 1

	1. Review the Information, Error, and Warning messages listed at the bottom of the screen. Note: this screen example is for a user with full access to the student data. 
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Note: This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.
2. Click on the dropdown arrow for each required field and select a valid value. Be sure to enter/change the field value based on the error messages listed. Validation must be rerun to validate your selections. Note: [image: image81.png](M reser



 will reset the data to the last saved values. 
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Note: This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.
3. Click on (Select) [image: image83.png]kd save



 to save screen 1 data. 

4. Many, but not all, informational, error and warning messages will disappear as modified data is saved.  Some messages which involve multiple records, schools and districts will not be reevaluated until subsequent validation is completed.  Once the data is saved, the Info/Error/Warning Status on the Student Record List screen is changed to Unknown. The Validation process must be rerun whenever student data is modified.  It is possible for additional informational, error and warning messages to appear after a subsequent validation.  Note: The Validation process takes a long time to run. It is advisable to update multiple students before running the process.
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	7.6.4 Data Requirements for Individual Student Record Screen 2:

	Screen 2 data requirements
	Accountability Information

· Reason Out of District is required only if a valid District of Residence is not equal to Submitting District and the student has an IDEA eligible Primary Disability.  This data entry field will not appear on screen 2, if it is not required.
· School in Residence District is required only if a valid District of Residence is not equal to Submitting District, the student has an IDEA eligible Primary Disability and the Reason Out of District identifies the resident district as the FAPE agency.  On screen validation will generate an error message if School in District of Residence is required but not provided.  

· Accountable District and Accountable School in District are calculated when you save screen 2.  The data entry fields will not be displayed if either School in Residence District or Reason Out of District are blank.  If School is Residence must be corrected, you must clear, save and reenter the Reason Out of District value such that the accountable district and school are recalculated.
School Exit Information

· Credential Type is required when the Exit Type is High School Completion.  This data entry field will not appear on screen 2, if it is not required.
· Expected Transfer District and Expected School in Transfer District are required when the Exit Type is ’ Expected Transfer covered by WSLS.  not known to be Continuing’ (ETC) or ‘Transfer to another school covered by the WSLS; known to be Continuing‘ (TC) and a subsequent enrollment period beginning on or before the count date does not exist in the WSLS.  These data entry fields will not appear on screen 2, if they are not required.
· Return to Regular Education? must be provided when the student has an IDEA eligible primary disability and the Exit Type is ‘Transfer to a School Not Covered by WSLS; Known to be Continuing’ (TNC).  Note that this field may be calculated when the ISES has sufficient information.  When calculated, this value may not be overwritten.
· WSAS Information (beginning in 2005-06 ISES collection year)
· Grade Advancement (beginning in 2005-06 ISES collection year)
Note: These fields have changed. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.


	
	7.6.5 To Update Data on Screen 2:

	Update Screen 2

	1. Click on (Select) [image: image85.png]© nexr



 on screen 1 to go to screen 2. 
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Note: This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.


	
	2. As discussed in section 7.6.4, additional data may be required on screen 2. In the example below, Yorkville J2 was selected for District of Residence on screen 1. Reason Out of District is required on screen 2.   
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Note: This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.
In the next example , District of Residence on screen 1 is blank. No additional information is required on screen 2.
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Note: This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.
3. Click on the dropdown arrow for each required field and select a valid value.
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Note: This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.
4. Click on (Select) [image: image90.png]kd save



 to save screen 2 data.
5. Based on your selections, more information may be displayed or more fields may be required on screen 2.  In the example below, after saving Reason Out of District and School in District of Residence on screen 2, the Accountable District and School are displayed. 
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Note: This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.


	
	7.6.6 To Remove an ISES Record:
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	1. The only time you will be allowed to remove an ISES record using the REMOVE button is if there is no corresponding WSLS enrollment record for which an ISES record is expected. The enrollment or exit dates in WSLS may have been changed such that an ISES record is no longer needed. If you click on (select) [image: image93.png]Femave



 and the student has corresponding valid information is WSLS, you will receive this message.
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2. The student’s data can be modified in WSLS.
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3. For example, this student’s exit date was modified in WSLS such that a Count Date was not required in ISES.  Select the Count Date record.
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Note: This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.
4. Click on (Select) [image: image97.png]Femave



 to remove the record from ISES. 
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	7.6.7 Manual Entry User Roles

	
	Manual Entry roles exist that will limit access to Primary Disability Economically Disadvantaged Status. A user with a Manual Entry Primary Disability role would see the screen below. Economically Disadvantaged Status is not visible to this role. 
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Note: This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.
A user with the Manual Entry Economically Disadvantaged role would see the screen below. Primary Disability is not visible to this role.
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Note: This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.
Neither Primary Disability nor Economically Disadvantaged Status are visible to a user with the Manual Entry Limited Fields role.
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Note: This screen now includes additional fields. See http://www.dpi.wi.gov/lbstat/isescodes.html for a complete listing.


	
	7.7 Exit Screen or Change Role Selection

	
	7.7.1 To Return to the Reports Menu or Main Menu:
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	1. Click on (Select) 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.


	
	7.7.2 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: image105.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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Note: The Main Menu may include additional options based on the role assignment of the user.
3. Click on (Select) [image: image108.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.



	
	7.7.3 To Exit ISES:
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	1. Click on (Select) [image: image111.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: image114.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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