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Introduction

This User Guide’s purpose is to provide instructions on how to navigate the following enrollment reporting applications.
®  NEW Enrollment (P223, P223H, P240, and P223S)
B K-3Class Size
" SAFSALE

Refer to the Enrollment Reporting Handbook for specific rules on claiming students for state funding and the different
categories to report. Additionally, this handbook is a good resource to answer specific enrollment reporting questions,
due dates for reporting, and contact information. The most recent Enrollment Reporting Handbook can be found on the
Enrollment Reporting Instructions website.

For help with using these applications, refer first to your Educational Service District (ESD) fiscal staff.

ESD Name Email Phone
ESD 101 Jeremy Loe jloe@esd101.net 509-789-3611
ESD 105 Dustin Kinley dustin.kinley@esd105.org 509-454-3116
ESD 112 Christy Price christy.price@esd112.org 360-952-3489
ESD 113 April Kaech akaech@esd113.org 360-464-6759
ESD 113 Jodi Spahn jspahn@esd113.org 360-464-6751
ESD 114 Heather Korten hkorten@oesd114.org 360-405-5802
ESD 121 Jane Murray jmurray@psesd.org 425-917-7778
ESD 123 Melinda Diaz mdiaz@esd123.org 509-544-5742
ESD 123 Travis Belisle tbelisle@esd123.org 509-544-5773
ESD 171 Cory Milbrandt enrollment@ncesd.org 509-665-2632
ESD 171 Student Coordinators enrollment@ncesd.org 509-665-2659
ESD 189 Noreen McKinney nmckinney@nwesd.org 360-299-4033

If the ESD or the Enrollment Reporting Handbook are unable to answer your question, contact Becky McLean at OSPI at
becky.mclean@k12.wa.us.

For technical questions regarding files transmitting, confirm first with your ESD. If you need further technical assistance
in uploading your files or accessing this system, contact Office of Superintendent of Public Instruction (OSPI) Customer
Support at 1-800-725-4311, option 7, or customersupport@k12.wa.us.



https://www.k12.wa.us/policy-funding/school-apportionment/instructions-and-tools/enrollment-reporting
mailto:becky.mclean@k12.wa.us
mailto:customersupport@k12.wa.us

NEW Enrollment Application

Student enrollment is reported in the NEW Enrollment application. This application contains the electronic forms; P223,
P223H, P223S, and P240.

A. Accessing the NEW Enroliment Application
To access the NEW Enrollment application, one of the following roles must be assigned by the District Security
Manager. Note the difference for each of these roles.

e  SAFS District Enrollment User
User with this role can:
o View enrollment files.
o  Create, update, and revise enrollment files.
o  Run enrollment reports.

e  SAFS District Enrollment Submitter

User with this role can:

o View enrollment files.

o Create, update, and revise enrollment files.
o  Runvalidations, edits, and submit files to ESD.
o  Manage resident districts.
o Run enrollment reports.

Depending on the reporting entity’s size and business service practices, assignment of both roles may not be
necessary. Having the “SAFS District Enrollment Submitter” role allows access to all the necessary features to submit
enrollment. Large districts that use clerical staff to input the enrollment, while supervisors review and submit the
enrollment, may find that assigning both roles is more appropriate.

After being assigned one of these roles and once logged into EDS, select “SAFS” from your list of available

applications. The following will appear: _
Select Org | OLD Enrollment | NEW Enrollment
e Select “NEW Enrollment.”

e The “OLD Enrollment” selection is closed and was the application used prior to the 201617 school year.

B. Available Schools
For the NEW Enrollment application, each district, charter school, tribal compact school, and direct funded technical
college will have access to their schools listed in the EDS Education Directory. This is the official list of Local
Education Agencies (LEA) that is used by OSPI for state and federal reporting.

There is a formal process for opening or closing schools on this official list. Bulletin #040-20 issued June 1, 2020,
provides details on this process and instructions for updating this directory. School changes must be requested by
July 1 prior to the school year they are effective.

There is no requirement to report enrollment at each of the schools available in the NEW Enroliment application. If
the school does not have students, there would be no enrollment reported for that school.

C. Reporting Headcount (HC) Rules
All HC is reported at a school. No student should be counted more than once in any HC fields by any district.

The following HC fields are reported at the school where the student is marked “IsPrimary.” For more information
on “IsPrimary.” refer to the element C10 in the CEDARS Data Manual.

e Total K=12 HC—-P223 and P223S

e Running Start (RS) HC — P223

e RS Only HC—-P223

e Open Doors HC—-P223



https://eds.ospi.k12.wa.us/DirectoryEDS.aspx
https://www.k12.wa.us/sites/default/files/public/bulletinsmemos/bulletins2020/B040-20.pdf
https://www.k12.wa.us/sites/default/files/public/cedars/pubdocs/2020-21CEDARSManual.pdf

e Transitional Bilingual Instruction Program (TBIP) HC — P223
e Exited TBIP HC — P223
e Special Education HC — P223H

For the Alternative Learning Experience (ALE) HC field, report an ALE student at the school where the student
receives their ALE instruction.

Example: A student is enrolled in a high school where they are marked “IsPrimary.” Student also takes one ALE class
at the ALE school. The student’s K-12 HC is reported at the high school. At the ALE school, the student’s K-12 HC is
zero but the ALE HC would be 1.

Reporting Full-Time Equivalent (FTE) Rules
A student’s FTE, exclusive of RS FTE, is reported at the school where the student attends. RS FTE should be reported
at the student’s “IsPrimary” school.

File Status

The different statuses for enrollment files are described as follows:

o “In Progress” is a file that is at the district.

e “Submitted by District” is a file that has been submitted by the district and is waiting for the ESD to review and
submit to OSPI.

e “Submitted by ESD” is a file that has been submitted by the district, reviewed and submitted by the ESD, and is
waiting for OSPI to accept.

o “Accepted by OSPI” is a file that has been submitted by the district, reviewed and submitted by the ESD, and
accepted by OSPI. Before OSPI can process the monthly enrollment, all P223 and P223H files must be in
“Accepted by OSPI” status.

Buttons and Their Actions

Next to each file listed on the “List Enrollment” screen, buttons appear to the left. Below provides the action rules

for the buttons that are seen by reporting entities.

e "Submit" is seen when the file status is “In Progress.” Clicking this button will take you to the Validation/Edit
page and allows you to submit the file.

e "Update" is seen when the file status is “In Progress.” Clicking this button will allow you to edit the file.

e "View" is seen when the file status is anything other than “In Progress.” Clicking this button will allow you to
view the file only and no edits can be made.

o "Revise" is seen when the file status is “Accepted by OSPI.” Clicking this button will allow you to change the file’s
status to “In Progress” so that you can make revisions to the file.

Actions Year / Enrollment Record Status Status Date Resident District(s) District
Month Group Type Comments
Type
Ancillary ’
19/2 5 r c =
View Rewise 2016/NS Enroliment Original Accepted by OSF’IE NADI09:58:39 A:)‘e d?ew SCHo0! ERstact
psseig AM 14005
(P240
Basc 8/4/2016 7:32:53 Aberdeen School District -
Submit = Update 2015/10 Enroliment Original In-Progress T ey
pezize 9 AM 14005
(P223)
Special
r Education Submitted by 8/9/2016 9:53:33 Aberdeen School District -
5/10 3
= 2015710 groiiment O™ pictrict AM 14005

Reporting by Resident District and “Manage Resident Districts” Function

All enrollment is reported by the Resident District.

e Students that reside in the reporting school or who are attending the district through a choice transfer are
reported as residents of the reporting district.

e Charter schools and tribal compact schools report all their students with the resident district of the charter
school or tribal compact school.




e Students that attend a district’s school via an interdistrict agreement or a skill center consortium agreement are
reported as a resident of their sending district.
e Direct-funded technical colleges report all their enroliment based on the resident district of the student.

Reporting entities use the “Manage Resident Districts” tool to add or remove resident districts. Each Resident
District must have a relationship established with a district school. Resident District relationships that were created
prior to the 2016—17 school year will have an established relationship with all the district’s schools. New
relationships must be assigned to a specific school(s). When relationships with schools are not created, the following
message will appear when trying to access a Resident District/School screen.

This site says...

Arthur Jacobsen Elementary - (5082) is not associated with
this Resident District: Benge School District - ( 01122 ) You
have been returned to the Resident District Totals

oK
Adding a New Resident District Relationship Select Org  OLD Envollment NEW Envollment  F-195 F-196 F-197 £-200 £
There are two steps to add a new Resident District 2t Enrolimedt N JExtroct (mport

relationship.

First step, add a “Resident District.”

1. Access “Manage Resident Districts” tab.

2. In the drop-down menu, select “Manage Resident
Districts.”

3. Find the new Resident District in the “Available
Districts” box.

4. Click on the “>>" button.

5. Hit “Save.”

School Apportionment and Financial Services (SAFS)
Manage Resident Districts

Znroliment (P223, P223S, P223H, P240, UW)

elect Admin Function

Manage Resident Districts v

School Year: 2015-2016 ~

Serving Organization: Aberdeen School District - (14005) v

Available Districts :
Adna School District - (21226)

Associated Resident Districts :
Aberdeen School District - (14005

Almira School District - (22017)
Anacortes School District - (29103)
Arlington School District - (31016)
Asotin-Anatone School District - (02420)
Auburn School District - (17408)
Bainbridge Island School District - (18303)

Hoquiam School District - (14028)
Lake Quinault School District - (14
Montesano School District - (1406
North Beach School District - (14C
North River School District - (2520
Ocosta School District - (14172)

Battle Ground School District - (06119) @ Raymond School District - (25116

Bellevue School District - (17405)
Bellingham School District - (37501)
Benge School District - (01122)
Bethel School District - (27403)
Bickleton School District - (20203)
Blaine School District - (37503)
Boistfort School District - (21234)
Bremerton School District - (18100)
Brewster School District - (24111)
Bridgeport School District - (09075)
Brinnon School District - (16046) b

<<

South Bend School District - (251
Willapa Valley School District - (2
Wishkah Valley School District - (

Select Urg  ULD Enrolment  NEW Enrolment  F-195  F-196

F-197  F-200  F-203 | Personnel

List Enrollment Print Report _Manage Resident Districts Extract Import

Second step, create a relationship with a school.

1. In the drop-down menu, select “Manage Resident
District Schools.”

2. Find the new Resident District in the “Resident
District” drop-down menu.

3. In the “Available District Schools” box, select the
district school for the new Resident District.

4. Click on the “>>" button.

5. Hit “Save.”

School Apportionment and Financial Services (SAFS)
Manage Resident District Schools

Enrollment (P223, P223S, P223H, P240, UW)

Select Admin Function
Manage Resident District Schools +

School Year: 2015-2016 ~

ServINg Organization: ~Aberdeen School District - (14005) ~

Resident District: Adna School District - (21226) -
Available District Schools

AJ West Elementary - (2834)

Central Park Elementary - (3216)

Grays Harbor Juvenile Detention - (4267)

Harbor High School - (3857)

Hopkins Elementary - (3154)

J M Weatherwax High School - (3476)

McDermoth Elementary - (2449)

Miller Junior High - (2305)

Robert Gray Elementary - (2763) @
Stevens Elementary School - (2971)

Twin Harbors - A Branch of New Market Skills Center - (520

Associated Resident District Schools :




To ensure that the enrollment data collected remains manageable, districts should review their existing Resident
District relationships and remove any unnecessary relationships.

Removing a Resident District Relationship for a Specific School

To remove a specific school’s relationship with a Resident District:

1. Inthe drop-down menu, select “Manage Resident District Schools.”

2. Find the Resident District in the “Resident District” drop-down menu.

3. Inthe “Associated Resident District Schools” box, select the district school to be removed for this Resident
District.

4. Click on the “<<” button.

5. Hitsave.

Removing a Resident District

To remove a Resident District, follow these steps while referencing the previous page screen view:
Access “Manage Resident Districts” tab.

In the drop-down menu, select “Manage Resident Districts.”

Find the new Resident District in the “Associated Resident Districts” box.

Click on the “<<” button.

Hit save.

vk wn e

Inputting Enrollment Data

Reporting entities have three methods to report their enrollment data.
1. Manual Input.

2. Upload a TXT File Through the EDS WEB Tool.

3. Upload Through an FTP Process.

Method #1 — Manual Input

P223 and P223H files can be manually created once for each month. The P240 file can be create one time for the
school year but at any time during the school year. The P223S file can only be created during the months of July and
August.

To create a file, at the “List Enrollment” tab, click on the button for the file you wish to create.

Select Org NEW Enrollment F-195 F-196 F-197 F-200 F-202 Personnel ALE Reports Info Center

List Reports g i Districts Extract Import

School Apportionment and Financial Services (SAFS)

District Enrollment
Enrollment (P223, P223S, P223H, P240)

To view prior month files, choose "All” for the Resident District field and “All” or a specific month for the Month field. Then, hit the "Run Filter” button.
Selected Organization : Aberdeen School District

Status Type : m

Resident District : (A ~|

School Year : 20172018 |

Month : May v

Enrollment Group Type : ‘AH v‘

Record Type : -

 — ~ ~,
OAddAncmaw(PM) )| O SAddSpe:ialEducatinn(PZZBH} 2
N ———

For the P223, P223H, and P223S files, when the file is created, you are taken to the “District Summary” screen where
all fields are grayed out and not available to input numbers.

When a P240 file is created, you are taken to a screen where all the fields are open for inputting. Note that ancillary
services reported on the P240 are not reported at the school level.



To access a school for inputting enrollment numbers, select a school from the “Select the School” drop down menu
and hit the “Get District/School” button. To report enrollment for a different Reside istrict, select the Resident
€ “Get District/School” button.

District from the “Select the Resident Organization” drop down menu and hi

School Level Basic Enrollment (P223)
Month Date Stat:

May - (2017-2018 School-Year) In-Progress

Select the Resident Organization Aberdeen School District - ( 14005

Select the School: A J West Elementary - (2834)

Get District/School

Save Save & Go to Resident District Totals Retum to Resident District Totals

Once at the school level screen, all fields are available for inputting. Numbers can be placed in any field and the file
will save. However, when submitting the file, you must run the validations on this file. Validations will check to see if
the enrollment reporting rules are met. If they are not, then you will need to go back to the file and correct. For
more information on Validations, refer to the NEW Enrollment Applicaton Section J of this User Guide.

Once the data is inputted for that school, the school screen must be saved. There are two options to save a file. The
“Save” button (1) allows you to save the school’s data and select another school or Resident District. The “Save & Go
to Resident District Totals” button (2) takes you to the “District Summary” page. Hitting the “Return to Resident
District Totals” button @ will not save the school’s data and takes you to the “District Summary” page.

School Level Basic Enrollment (P223)

Month Date

ar) In-Progress

Total K-12 HC Total K-12 FTE ALE HC ALE FTE
oo
[
oo
fooo
o0
fooo
fooo
[
[
fooo
fooo
[
[
oo

Kindergarten fi2

000

000
000

(]
000

s EEEE RTINS

¥
¥
i
f
F
p
] T
W 000
b
]
P
p

Total | fiE 3300

Running Start
Total RS HC E
RS Oniy HC | i
Nonvocational
RS FTE b
Vocational | I
RS FTE ol
Tewr
TBIP k-6 b
Top 7-12 | i

Exited T8IP i1

Total FTE ALE FTE

9th - 12th
Vocational it 000
FTE

Skills Center
e poo 000

7th and 8th
Vocational  [i08 000
FTE

Open Doors
Totai HE | i

Nonvocational f—————
FTE -

Vocational
)
e P



Once back to the “District Summary” page, this page must be saved. The “Save” button (1) allows you to save the page
and select another school or Resident District. The “Save & Return” button @ saves your data and takes you to the “List
Enrollment” page. The “Return” button @ will not save the file’s data and takes you to the “List Enroliment” page.

Partial view of a “District Summary” page.

/1 ana s
Vocational | [68.74 [0.00
FTE

Open Doors
Total HC | [21
Nonvocational ’7
FTE 12.00

v :
FTE [0 00

Save Save & Return Return

L]

O @ 6

Method #2 — Upload a TXT File

The NEW Enrollment application allows a TXT file of the enrollment numbers to be uploaded — using the “Import”
function. To successfully upload a TXT file, the file’'s name must meet the Filename Format requirements and the
layout of the TXT file must meet the Record Layout formatting. Below provides the steps to use the “Import”
function. Refer to this User Guide’s NEW Enrollment Application Section M — TXT File Requirements for the FileName
Format and the Record Layout requirements.

Note the “Import” function allows for previously submitted files to be over-written. For example, if an original
September P223 has already been created, a revised September P223 TXT file can be uploaded that will overwrite
the previous P223’s fields. Only the fields in the TXT file will overwrite the previous fields’ numbers. For example, a
new TXT file revises the Exited TBIP fields only. By uploading the new TXT file, only the Exited TBIP fields will be over-
written.

To upload a TXT File:
1. Create an “In Progress” file before uploading a TXT file.
a. To upload data for the first time, select the “Add P223,” “Add P223H,” or “Add P223S” button on the “List
Enrollment” screen.
b. To revise a previously created file, select the “Revise” button next to the “Accepted by OSPI” file.

2. Select “Import” on the second light green bar.

| " I k h . & f r Select Org  OLD Enroll t NEW Enroll €] F-195 | F-196 | F-197 |
3. Select “Clic ere to |mp0rt FTP or I List Enrollment Reports Manage Resident Districts Extract Import )

Instructions.”
Import

3

Chck here t I rt FTP & for instructions

Select Organization

Lake Washington School District - (17414) ~ | Search |




4. Click on the “Browse” button and find the

saved TXT file on your computer. S

Us

. " ” L. age to upload your file through the web or get the ftp settings.
5. Click on the “Open” button once the file is

Return
found. LR
Web Upload Browse... |
Upload |
| P223.09_2015-2846_12_17414_2016-06-20... 6/20/20161:17 PM  Text Do/~ 3‘6‘““
| P223_12_2015-2016 DR, 17414_2016-05-23... 5/23/20168:55 AM  Text Doc 09
| P223_12_2015-2016_10_1724¢_2016-06-06... J )AM  Text Do« 5312'
P22312_2015-2016 11 17414 24§-06-10... 6/10/2016 1:49 PM  Text Doc 13414
| P223.12_2015-2016_11_17414_2016- 1 - 4256
v | ke m » 17414 -
nnn1 2
File npame: P223_09_2015-2016_12_17414_2016-06-20_13-17-01 (Al File{('-') ) —
l Open Iv] ‘ Cancel

6. Click on the “Upload” button and then
“Return.”

\:Se this page to upload your file through the web or get the ftp settings. ‘
Return

Your file was successfully uploa ~
File saved was P223_09_2015-2016_12_

WEB Upload

016-06-20_13-17-01.txt
Web Upload Browse...

TJpIuad

The message displayed in the above picture (“Your file was successfully uploaded”) provides the status of the Upload
process. However, the file may not have imported correctly. Refer to the guidance provided later in this section on
how to view your “Import History” log to verify that the import process was successful.

Method #3 — Upload Through an FTP Process

The FTP process is a specifically designed option to submit a file from your student information system. To establish
access to the NEW Enrollment FTP process and questions, contact OSPI Customer Support at
customersupport@k12.wa.us.

IMPORTANT — For Method #2 and #3, data should upload within a few hours. If you do not see your data uploaded
within four hours, contact Becky McLean at becky.mclean@k12.wa.us or 360-725-6306 and she can help see what
may be delaying your files from uploading.

Viewing the “Import History” Log

For Method #2 and Method #3, you can view the “Import History” log to check to see if the import was a success or
if there were issues. If an uploaded file does not appear in the “Import History” log, OSPI has not received the file.
Contact your student information system (i.e.; Skyward) or contact Becky MclLean at becky.mclean@k12.wa.us or
360-725-6306.
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To view your “Import History” log:
1. Select “Import” on the second light green bar.

2. Select your district from the “Select Organization” drop down menu.

3. Hit the “Search” button.
4. Alist of the most recently uploaded files will appear.

Select Org | OLD Enrollment NEWEnm'Ilmeyt/ F-195 | F-196 F-197 | F-200 | F-203

Personnel | ALE | Apportionment | Reports | Info

List Enrollment UW/WYA Reports Manag;/ResidentDistricts ExtractQmport)RunEdits Combine and Print Published Reports Setting

School Apportionment and Financial Services (SAFS)
Import

Click here to import FTP & #6r instructions

Select Organization

Spokane School District - (32081) v{(Search |)

Spokane School District - (32081) - 128 found

Report |= (32081) PM
View Spokane School District - 11/10/2016 2:09:01
Report L FATAL (32081) 11 PM
View warnings Spokane School District - 11 11/10/2016
Report g (32081) 12:59:41 PM
View warnings Spokane School District - 11 11/10/2016
Report g (32081) 12:41:36 PM
View . oK Spokane School District - 11 11/10/2016
Regort (32081) 10:22:44 AM

— Snnkane Srhnnl Nistrict - 11/Q/2016 25620

“uxn

2016-2017

2016-2017

2016-2017

2016-2017

10_14-20-00.Txt

P223_09_2016-2017_11_32081_2016-11- “

10_14-00-00.txt

P223_09_2016-2017_11_32081_2016-11-
10_12-54-00.txt

P223_09_2016-2017_11
-00.txt

81_2016-11-

016-2017_11_32081_2016-11-
10_10-19-00.txt

02?223 12 201A-2017 11 32081 201A-11-

column is Yellow and the “Warnings” column states “warnings,” one or more records failed the data

quality checks but not in a way that prevented the processor from continuing. One reason the records may fail is

due tq duplicate records.

o [f the “t*” column is Red and the “Warnings” column states “FATAL,” an error has occurred in the uploading
process, A new file may have been created depending on where the error occurred. However, the data may not

appeari

the file. Typically, an error occurs due to bad file formatting.

Click on “View Report” to see the issues with the file when receiving a “warnings” or “error” message.

I.  Revising Enrollment Files

Enrollment files can be revised at any time during the current school year except when OSPI is processing the
monthly enrollment. Revisions can be made manually using Method #1 or by uploading a new TXT file using Method
#2 described in the NEW Enrollment Application Section H of this User Guide.

Revise a file manually, depending on the file status, either by hitting the “Revise” button (for files that are in
“Accepted by OSPI” status) or by hitting the “Update” button (for files that are in “In Progress” status). For files in
“Submitted by District” or “Submitted by ESD” status, contact your ESD to have an “In Progress” file returned to you.

Follow the instructions described as Method #1 in NEW Enrollment Application Section H of this User Guide, to
navigate the enrollment file and to make the necessary corrections.

When using Method #2, the file that is being revised must be in “In Progress” status prior to uploading the TXT file.



Submitting Files and Checking Enrollment Data Accuracy by Running Validations and Edits
To ensure accuracy of the enroliment data reported, OSPI has built in Validations and Edits processes within the
NEW Enrollment application. These processes occur when submitting a file.

About Validations

Numbers can be inputted in any field of the forms. Validations makes sure that the current month’s enrollment
numbers pass the enrollment reporting rules. All Validations must be cleared before a file can be submitted.
Validations occur for the P223 and P223S only. There are no Validations for the P223H or P240.

Below provides a list of Validations that are run for the P223. Note that some validations are run for each school and
others check the total district’s numbers. Similar validations apply for the P223S.

Validations Run for Each School

e For each grade, Alternative Learning Experience (ALE) FTE cannot exceed the Total K-12 FTE.

e Running Start (RS) Only HC cannot exceed Total RS HC.

e RS enrollment cannot be reported for September.

e Nonvocational RS FTE plus Vocational RS FTE cannot exceed Total RS HC.

e 9th-12th Vocational ALE FTE cannot exceed 9th—12th Vocational FTE.

e 9th—12th Vocational ALE FTE plus Skill Center ALE FTE cannot exceed ALE FTE for 9th—12th grade.

e 9th—12th Vocational FTE plus Skill Center FTE cannot exceed the total of 9th—12th grade Total K—12 FTE.
e 9th—-12th Vocational ALE FTE plus Skill Center ALE FTE cannot exceed the total of 9th—12th grade ALE FTE.
e  Skill Center ALE FTE cannot exceed Skill Center FTE.

e 7th and 8th Vocational FTE cannot exceed 7th and 8th grade Total K-12 FTE.

e 7th and 8th Vocational ALE FTE cannot exceed ALE FTE for 7th and 8th grade FTE.

e 7th and 8th Vocational ALE FTE cannot exceed 7th and 8th grade Vocational FTE.

e Non High districts cannot report 9th—12th grade enrollment.

Validations Run on the District Total Numbers

e For each grade, Total K—12 FTE cannot exceed the Total K-12 HC.

e For each grade, ALE FTE cannot exceed the Total ALE HC.

e For each grade, ALE HC cannot exceed Total K-12 HC.

e Open Doors Nonvocational FTE plus Open Doors (OD) Vocational FTE cannot exceed Total Open Doors HC.
e Total RS HC cannot exceed the total of 11th and 12th grade Total K-12 HC.

e Skill Center enrollment cannot be reported by a non-Skill Center district.

e Open Doors enrollment cannot be reported for a non-Open Doors district.

e The total of TBIP K—6 HC, TBIP 7-9, and Exited TBIP HC cannot exceed Total K-12 HC.

About Edits

Edits compare the current file against the prior month’s “Accepted by OSPI” file and warns when the data has
significantly changed. Edits are run on the P223 and P223H for the months of October through June. No Edits occur
for the September P223 and P223H, the July and August P223, the P240, and P223S. Edits compare district total
enrollment and do not compare enroliment by school.

The following tests occurs when Edits are run:

o  First Test checks the number difference between months. If the difference is more than 5 for the P223 and 3 for
the P223H, then proceed to Second Test. If not, no Edit occurs.

e Second Test checks to see if the number difference is more than 10%. If so, an Edit occurs. If not, no Edit occurs.

When an Edit occurs, the enrollment data must be checked and either corrected or a comment submitted detailing
why the data is correct.
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Submitting Files and Running Validations and Edits

Click on the “Submit” button next to the file. You are taken to the “Run Validations/RunEdits” screen. For P223 and

P223S, running/Validations is required.

District Enfollment
Enroliment (P233, P223S, P223H, P240, UW)

Selected Orggnization : Aberdeen School District

Status Type [ All v
Resident Disfrict : Al -
School Yeaq : 2015-2016 v
Month : Al v
Enroliment{ Group Type : All - Run Filter
Record Type : All v
Add Ancillary (P240)
Actions Year / Enroliment Record Status Status Date Resident District(s)
Month Group Type C
Type
Submit | [ Update 036/ ;E;céllf-"znt original g:—ogress i;‘tszow 9:38:07 ?ffégif” School District -
e In- 8/4/2016 7:32:53 Aberdeen School District -
Submit Update 2015/10 I(E:;;I;rpent Original Progress  AM (14005)

Click on the “Run Validations” button. If the file passes the
validation test, the message “All Validations have Passed” will
appear.

If Validation errors do occur, a message stating “There are
Validation Errors that need to be resolved before submitting” will
appear. Remember all Validations must be cleared to proceed to
running Edits and to submit a file.

The “Validation Message” box will provide a list of errors that
require correcting. This list is printable by hitting the “Download
Spreadsheet” button. An Excel spreadsheet will be created.

Organization Name: Aberdeen School District - (14005)

Enrollment Group: Basic Enrollment (P223)
Month: October

{ Run Vahdzqu; - ‘

All Validations have Passed

Run Edit

Retun | | Submit

Organization Name: Aberdeen School District - (14005)

Enrollment Group: Basic Enroliment (P223)
Month: October

Run Validations

There are Validation Errors that need to be resolved before submitting Download Spreadsheet

Validation Message
RN ENROLLMENT CANNOT BE REPORTED FOR RESIDENT DISTRICT: Aberdeen School District

TOTAL K-12 FTE CANNOT EXCEED TOTAL K-12 HC FOR GRADE K (FULL DAY) FOR RESIDENT DISTRICT: Aberdeen School District

Hit the “Return” button found at the bottom of the screen to go back to
the “List Enrollment” screen. Hit the “Update” button next to the file to
make the necessary corrections to the file.

For October through June P223s and P223Hs, click on the “Run Edit”
button for these files.

Edit Checks Variances have passed.

Run Edit

Return | [ Submit | 11




If there are no Edits, a message stating “Edit Checks Variances have passed” e

Enrollment Group: Basic Enroliment (P223)
. Month: October
will appear.

Run Vahdations

alidat

Run Edit

Retum | | Submit

If Edits do occur, the following screen will appear

School Apportionment and Financial Services (SAFS)

Run Validation/Edits
Organization Name: University Place School District - (27083

Enroliment Group: Basic Enroliment (P223
Month: January

it Check Variances
ARED TO PRIOR MONT!

DE 12TH - CURRENT MONTH January (S) EX
€ 12TH - CURRENT MONTH January

- CURRENT MONTH January (5) EXCE
TOTAL ALE FTE - CURRENT MONTH January (5.00) EXCEEDS

["Retum | | Submit |

The “Edit Check Variances” box will provide a list of Edits — areas where your enrollment numbers are significantly
different than the previous month’s “Accepted by OSPI” file. The Edit process gives you a chance to verify that your

numbers are correct. This list of Edits can be downloaded to an Excel spreadsheet. Click on the “Download
Spreadsheet” bptton.

If the Edits are/correct, an explanation for why the variance between months is correct must be provided in the
comment box. The comment may be limited to 255 characters.

As part of the monthly enrollment process, OSPI reviews all Edits received statewide. Edits whose comments do not
provide a clear explanation will be questioned and you will be asked by your ESD to provide a better explanation.

Below are examples of Great Comments, Okay Comments, and Bad Comments. Great Comments clearly state why
the Edit is correct. Okay Comments may require OSPI to ask for more information. Bad Comments will require you to
provide us a better explanation.

Great Comments Okay Comments Bad Comments

9-12 Voc FTE count is higher this month due | New students. No errors.

to a new approved art class.

New quarter started for Running Start Correct number of Submit button will not populate
students. students reported. for me until | submit a comment.
Increase of student enrolled in 10th and 11th | Data is correct. | clicked on the wrong button :(
grade.

Once all Validations are passed and Edits are verified and explained, the file can be submitted by hitting the
“Submit” button at the bottom of the page.
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Enroliment Reports

Enrollment reports can be run in the NEW Enrollment application. However, the reports summarize the entities total
enrollment and does not provide school level detail. Running an extract provides the school level detail. See Section

L.

The following reports can be run by reporting entities:

e 1251 summarizes the reported P223 FTE.

e 1251H summarizes the reported P223 Headcount.
e 1735T summarizes the reported P223H Headcount
e 1251SR details the reported P223 FTE by resident district

e 1251HSR details the reported P223 Headcount by resident district

e 1735SR details the reported P223H Headcount by resident district

e 1251RS details the resident district FTE reported by serving districts.

e 1735RS details the resident district P223H Headcount reported by serving districts.

To run a report, select Report on the lower green bar. Do not select Report on the top green bar.

Select Org OLD En%nent NEW Enrollment F-195 F-196 F-197 F-200 F-203 Personnel ALE

po Info Center

List Enmllmaé\new“age Resident Districts Extract Import

A\ 4

You will be taken to the following screen:

e Select a school year.

e Click the “Approved Only” box to see
enrollment reported on “Accepted by OSPI”
files only. Leaving this box unclicked will show
first enrollment reported on files that are not
“Accepted by OSPI” status.

e Select a month. The displayed month will
default to the current month. By selecting an
earlier month, only enrollment reported to
that month will display and the average shown
will be the average as of that month.

e Select the District Reports to be run.

e Hit the “View Report” button.

e After the report is run, the following will
appear.

e Select “PDF” from “Select a format” drop
down menu.

e Hit the “Export” button.

e Report will become a PDF file.

Select Org | NEW Enrollment Info Center

List Enrollment Reports Manage Resident Districts Extract Import

School Apportionment and Financial Services (SAFS)

Print Reports (Enrcliment)

School Year:

2017-2018 ~| [] Approved Only

Month: May v

District Reports

[[J1251 - Full-Time Enroliment (FTE) District Summary

[[]1251H - Headcount District Summary

[11735T - Special Education (SPED) Summary

[[J1251SR - Serving District FTE by Resident District

[[J1251HSR - Headcount Enrollment by Serving and Resident Summary

[[]17355R - Special Education (SPED) Serving District Summary

[J1251RS - Resident District FTE by Serving District

[[J1735RS - Special Education (SPED) Resident District by Serving District Summary

Print Reports (Enroliment)

Back to Previous Page l Select a format

"

XML file with report data
CSV (comma delimited)
of 1 i Export 24|

Re

TIFF file SUPERINTENDENT
Word
SUMMARY OF FULL-TIME EQUIVALENT ENROLLMENT AS REPORTED ON FOR
Aberdeen School District - (14005) Grays Harbor County No.

MHTML (web archive)

port 1251

Excel ATE OF WASHINGTON

254.00
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L.

Running Extracts
Extracts can be run to view the school level data. To run an extract, select “Extract” from the second top green bar.

Select Org OLD Enroll t NEW Enroll t F-19 F-196 | F-197
ist Enrollment Reports Manage Resident Distri @. ‘p(,rt !

The following options are available for running an extract:

1.
2.
3.

Select the school year for the extract.
Select the most recent month for the extract.

Select the “Only Approved by OSPI” button if the extract should contain the most recently “Accepted by OSPI”
data. By not selecting this button, the extract will pull from the most recent non-“Accepted by OSPI” data.
Select the “Include Cumulative Months” button if the extract should be a pull of the yearly enroliment data

reported as of the month selected in Item #2. By not selecting this button, the extract will pull only the data for

the month indicated in Item #2.

Select the “School Level” button if the extract should pull school level data. By not selecting this button, the

extract will pull data at the district level.

Select the “Include Non-Standard” button to include P223S enroliment.

Click on “Download Spreadsheet” to create the Extract.

School Apportionment and Financial Services (SAFS)

Download Extract

Select a month, year, and if you want to include Non Standard, then click Download Spreadsheet
[2017-2018 v
[May v
Only Approved by OSPI
Include Cumulative Months
I School Level

Include Non-Standard

Download Spreadsheet

NDEOE@EE

The extracts will result in an Excel file with four different worksheets.

1.

The worksheet labeled “Grades” contains the following data:
e K-12 HC —column labeled “IND”

e K-12 FTE — column labeled “FTE”

e ALE HC — column labeled “ALE-IND”

e ALE FTE — column labeled “ALE-FTE”

The worksheet labeled “Month” contains the following data:
e Running Start (RS) HC — column labeled “RUN-IND”

e RS Only HC — column labeled “RUN-RSO”

e RS Nonvocational FTE — column labeled “RN-NV-FTE”

e RS Vocational FTE — column labeled “RS-VOC-FTE”

e TBIP HC — column labeled “BIL” — no longer a valid field. Only zeros will appear.

e TBIP K-6 HC — column labeled “BIL K-6"

e TBIP 7-12 — column labeled “BIL 7-12"

e Exited TBIP HC — column labeled “BIL-EXITED”

e Open Doors (OD) HC — column labeled “OD-IND”

e OD Nonvocational FTE — column labeled “OD-NV-FTE”

e 0D Vocational FTE — column labeled “OD-VOC-FTE”

e 9th—12th Vocational FTE — column labeled “T-VOC-FTE”

e 9th—12th ALE Vocational FTE — column labeled “T-Voc ALE”

e 7th & 8th Vocational FTE — column labeled “7-8-VOC-FTE”

e 7th & 8th ALE Vocational FTE — column labeled “7-8 Voc ALE”
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The worksheet labeled “Ancillary” contains the following reported on the P240:

Skill Center FTE — column labeled “SKILLS”

Skill Center ALE FTE — column labeled “Skills ALE”

Special Education Age 3 to 5 — column labeled “AGE-3-5"

Special Education Tier 1 K-21 — column labeled “Tier 1 K-21"

Special Education Other Tier K-21 — column labeled “Other Tier K-21”

Ancillary Hours by Grade Group — column labeled “HOURS”
Ancillary AAFTE — column labeled “AA-FTE”

The worksheet labeled “NS_Summer” contains the data from the P223S:

Half Day K HC — column labeled “HalfDayKindHC” — no longer a valid field. Only zeros will appear.
Half Day K AAFTE — column labeled “HalfDayKindAAFTE” — no longer a valid field. Only zeros will appear.
Half Day K ALE HC — column labeled “HalfDayALEHC” — no longer a valid field. Only zeros will appear.

Half Day K ALE AAFTE — column labeled “HalfDayALEAAFTE” — no longer a valid field. Only zeros will appear.

Kindergarten HC — column labeled “FullDayKindHC”
Kindergarten AAFTE — column labeled “FullDayKindAAFTE”
Kindergarten ALE HC — column labeled “FullDayALEHC”
Kindergarten ALE AAFTE — column labeled “FullDayALEAAFTE”
1st—3rd HC — column labeled “1to3HC”

1st—3rd AAFTE — column labeled “1to3AAFTE”

1st—3rd ALE HC — column labeled “1to3ALEHC”

1st—3rd ALE AAFTE — column labeled “1to3ALEAAFTE”

4th HC — column labeled “4HC”

4th AAFTE — column labeled “4AAFTE”

4th ALE HC — column labeled “4ALEHC”

4th ALE AAFTE — column labeled “4ALEAAFTE”

5th & 6th HC — column labeled “5to6HC”

5th & 6th AAFTE — column labeled “5t06AAFTE”

5th & 6th ALE HC — column labeled “5to6ALEHC”

5th & 6th ALE AAFTE — column labeled “5to6ALEAAFTE”

7th & 8th HC — column labeled “7to8HC”

7th & 8th AAFTE — column labeled “7to8AAFTE”

7th & 8th ALE HC — column labeled “7to8ALEHC”

7th & 8th ALE AAFTE — column labeled “7to8ALEAAFTE”
9th—12th HC — column labeled “9to12HC”

9th—12th AAFTE — column labeled “9to12AAFTE”

9th—12th ALE HC — column labeled “9to12ALEHC”

9th—12th ALE AAFTE — column labeled “9to12ALEAAFTE”

7th & 8th Vocational HC — column labeled “7to8VocHC”

7th & 8th Vocational AAFTE — column labeled “7to8VocAAFTE”
7th & 8th Vocational ALE HC — column labeled “7to8VocALEHC”
7th & 8th Vocational ALE AAFTE — column labeled “7to8VocALEAAFTE”
9th—12th Vocational HC — column labeled “9to12VocHC”
9th—12th Vocational AAFTE — column labeled “9to12VocAAFTE”
9th—12th Vocational ALE HC — column labeled “9to12VocALEHC”
9th—12th Vocational ALE AAFTE — column labeled “9to12VocALEAAFTE”
Skill Center HC — column labeled “SkillHC”

Skill Center AAFTE — column labeled “SkillAAFTE”

Skill Center ALE HC — column labeled “SkillALEHC”

Skill Center ALE AAFTE — column labeled “SkillALEAAFTE”
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M. TXT File Requirements
Enrollment data can be imported electronically by creating a TXT file of the enrollment from your Student
Information System. The following information provides the Filename Format and the Record Layout Format
requirements.

The NEW Enrollment application’s forms are a fixed width text file using UTF-8 encoding. One TXT file must be
created for each monthly form (P223 and P223H) and each annual form (P240 and P223S).

Filename Format

This section outlines the Filename Format required for OSPI’s File Processor to efficiently import enrollment data.

The Filename must be consistent and use the following formatting. The Filename Format contains 50 characters.

Note: In the Type column, “N” refers to numeric and “A” to alpha.

Field Name Beg. | Len. | Type |Tb | TO | Lb | LO | Req. Exceptions or Constraints
System ldentifier 1 4 A N Must Be ‘P223*
Underscore Filler | 5 1 A v ‘
09 = ‘Basic Enrollment — P223’
10 = ‘Ancillary Enrollment — P240’
Enrollment Type 6 2 N v N4 11 = ‘Non-Standard Enrollment — P223S’
12 = ‘Special Education Enrollment — P223H’
13 = ‘U of W Enrollment — OSPI Only’
Underscore Filler | 8 1 A v ‘
SchoolYearCode 9 A v YYYY-YYYY
Underscore Filler | 18 1 A N ‘
01-13 EX: 09 — Sept, 12 — Dec, 01 —Jan, 13 -
Month 192 A VI Y paa3sor P40
Underscore Filler | 21 1 A v ‘
District Code 22 N v N4 ‘CCDDD - County District Code’
Underscore Filler | 27 A v ‘
Date 28 10 A N4 ‘YYYY-MM-DD’
Underscore Filler | 38 1 A v ‘
Time 39 8 A N4 ‘HH-MM-SS
Period Filler 47 1 A N Must be *.’
File Extension 48 3 A v Must be “txt’
Example(s):

P223 09 2021-2022 09 34901 2020-12-04 11-25-35.txt
P223 12 2021-2022 10 04251 2020-12-03_05-23-55.txt
P223 11 2021-2022 13 34901 2021-07-02_10-11-54.txt
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Record Layout

This section outlines the format needed for each record type. This includes the necessary fields, the rules for the
beginning points, length, and justification, and any exceptions or constraints that may apply. Each record layout
requires 80 characters.

Note: In the Type column, “N” refers to numeric, “A” to alpha, and “F” to filler.

Field Name Beg. |Len. |Type |Tb |TO |Lb |LO |Req. Exceptions or Constraints
09 = ‘Basic Enrollment — P223’
10 = ‘Ancillary Enrollment — P240’
RecordType 1 2 N N 11 = ‘Non-Standard Enrollment — P223¢’
12 = ‘Special Education Enrollment — P223H’
13 = ‘U of W Enrollment — OSPI Only’
Filler 3 1 F N Must be one space * ‘
SchoolYearCode 4 9 A N YYYY-YYYY
Filler 13 1 F N Must be one space * ‘
‘01°-13’
Month 1“1 2] A V' Y| Ex: 09’ = Sept, ‘01’ = Jan, ‘13’ — P223S or P240
Filler 16 3 F N4 Must be spaces *
DistrictCode 19 5 N N4 N4 ‘CCDDD — County District Code’
Filler 24 5 F N4 Must be spaces *
EX: ‘0001’, ‘4001’
SchoolCode 29 4 N v v Use ‘0000’ for district level data3
Filler 33 3 F N Must be spaces *
ResidentDistrictCode 36 5 N v N4 ‘CCDDD — County District Code’
Filler 41 10 F N4 Must be spaces *
FieldNumber 51 6 N N4 N4 See below screenshots for field numbers.
Filler 57 1 F N4 Must be one space *
Amount 58 12 N N4 N4 FTE, HeadCount, Hours (Whole Number)
DecimalPoint 70 F v Must Be ‘. (Decimal Point)
DecimalAmount 71 N v N4 For FTE only.
Filler 73 8 F N4 Must be spaces *
Example(s):
‘09 2021-2022 05 05402 3737 05402 000096 000000000111.50
‘09 2021-2022 12 34111 1234 34111 000014 000000000001.00
‘11 2021-2022 13 14005 1775 14028 000174 000000000022.00
‘12 2021-2022 06 32081 3727 32081 000172 000000000004.00
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Screen Shots With Field Numbers
This section provides screen shots of each form with the field numbers. Each number in the field boxes corresponds with
the appropriate field number to use in a TXT file.

P223 fields that are reported on the school screen.

| Totalk-1zHc | [ Totalk-12FTE | | ALE HC | ALE FTE |
2 YR
L o e B e
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P223H fields that are reported on the school screen.
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P240 fields that are reported at the district level.

| Ancillary Hours ‘ | Ancillary AAFTE

Cox T

om0

P223S fields are reported on the school screen.

‘ Total K-12 HC | Total K-12 Hours ALE Hours ALE AAFTE

Total K-12 AAFTE ‘ ‘ ALE HC
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Field Number Details

The table below provides details for each field number including the field name, level that the data will be

collected, number format, default value, length precision, scale, and details on which file type contains the field

number. Default value for all fields is 0. Length precision for all fields is 18. Scale for all fields is 6.

File Type File Type
| Field # Field Name Level #Format|P223 P223H P240 P223S | Field # Field Name Level  #Format|P223 P223H P240 P223S
2 AncGr4Hours District Integer X 106 K-12 Gr3FTE School = Decimal X
4 AncKHours District Integer X 107 K-12Gr3HC School = Integer X X
6 AncGr1-3Hours District Integer X 108 K-12Gr4FTE School Decimal X
8  AncGr 5-6 Hours District Integer X 109 K-12Gr4HC School Integer X X
10 AncGr 7-8 Hours District Integer X 110 K-12Gr 4 Hours School Integer X
12 Anc Gr9-12 Hours District Integer X 111 K-12Gr5FTE School = Decimal X X
30 ALEGr1FTE School Decimal X 112 K-12Gr5HC School = Integer X
31 ALEGr1HC School Integer X X 113 K-12Gr6FTE School  Decimal X
32 ALEGr10FTE School Decimal X 114 K-12Gr6HC School  Integer X X
33 ALEGr10HC School Integer X X 115 K-12Gr7FTE School Decimal X
34 ALEGr11FTE School Decimal X 116 K-12Gr7HC School  Integer X X
35 ALEGr11HC School Integer X X 117 K-12Gr8FTE School Decimal X
36 ALEGr12FTE School Decimal X 118 K-12Gr8HC School  Integer X X
37 ALEGr12HC School Integer X X 119 K-12Gr9FTE School = Decimal X
38 ALEGr2FTE School Decimal X 120 K-12Gr9HC School  Integer X X
39 ALEGr2HC School Integer X X 121 K-12KFTE School  Decimal X
40 ALEGr3FTE School Decimal X 122 K-12KHC School Integer X X
41 ALEGr3HC School Integer X X 123 K-12 K Hours School  Integer X
42 ALEGr4FTE School Decimal X 163 RSHC School Integer X
43 ALEGr4HC School Integer X X 164 RS Only HC School  Integer X
44 ALE Gr 4 Hours School Integer X 165 RS Non-Voc FTE School = Decimal X
45 ALEGr5FTE School Decimal X 167 RSVocFTE School = Decimal X
46  ALEGr5HC School Integer X X 169 Skill Center HC School  Integer X
47 ALEGr6FTE School Decimal X 170 Skill Center Hours School  Integer X
48 ALEGr6HC School Integer X X 172 SPED Age 3-5HC School  Integer X
49 ALEGr7FTE School Decimal X 175 Voc Gr7-8 HC School Integer X
50 ALEGr7HC School Integer X X 176 Voc Gr 7-8 Hours School  Integer X
51 ALEGr8FTE School Decimal X 177 VocGr9-12 HC School Integer X
52 ALEGr8HC School Integer X X 178 Voc Gr 9-12 Hours School  Integer X
53 ALEGr9FTE School Decimal X 191 K-12 Gr 1 Hours School Integer X
54 ALEGr9HC School Integer X X 192 K-12 Gr 2 Hours School Integer X
55 ALEKFTE School Decimal X 193 K-12 Gr 3 Hours School  Integer X
56 ALEKHC School Integer X X 194 | K-12 Gr 5 Hours School  Integer X
57 ALEK Hours School Integer X 195 K-12 Gr 6 Hours School  Integer X
69  Skill Center ALE HC School Integer X 196 K-12 Gr 7 Hours School Integer X
70  Skill Center ALE Hours School Integer X 197 K-12 Gr8Hours School Integer X
71 VocALE Gr7-8HC School  Integer X 198 K-12 Gr 9 Hours School ' Integer X
72  VocALE Gr 7-8 Hours  School Integer X 199 K-12 Gr 10 Hours School Integer X
73  VocALE Gr9-12HC School Integer X 200 K-12 Gr 11 Hours School Integer X
74  VocALE Gr9-12 Hours School Integer X 201 K-12 Gr 12 Hours School Integer X
75  Skill Center ALE FTE School Decimal X 202 ALE Gr 1Hours School  Integer X
76  VocALE Gr 7-8 FTE School Decimal X 203 ALE Gr2Hours School  Integer X
77 VocALE Gr9-12 FTE School Decimal X 204 ALE Gr3Hours School  Integer X
78  Skill Center FTE School Decimal X 205 ALE Gr5Hours School  Integer X
79 VocGr7-8FTE School Decimal X 206 ALE Gr6Hours School  Integer X
80 VocGr9-12 FTE School Decimal X 207 ALE Gr7Hours School Integer X
81 Exited TBIP HC School Integer X 208 ALE Gr 8 Hours School  Integer X
96 K-12Gr 1FTE School Decimal X 209 ALE Gr9Hours School  Integer X
97 K-12Gr1HC School Integer X X 210 ALE Gr 10 Hours School  Integer X
98 K-12Gr 10FTE School Decimal X 211 ALE Gr 11 Hours School  Integer X
99 K-12Gr10HC School Integer X X 212 ALE Gr 12 Hours School Integer X
100 K-12Gr11FTE School Decimal X 216 TBIP GrK-6 HC School  Integer X
101 K-12Gr11HC School Integer X X 217 TBIP Gr7-12 HC School  Integer X
102 K-12Gr 12 FTE School Decimal X 218 ODHC School  Integer X
103 K-12Gr12HC School Integer X X 219 OD Non-Voc FTE School = Decimal X
104 K-12Gr 2 FTE School Decimal X 220 ODVocFTE School = Decimal X
105 K-12Gr2HC School Integer X X 221 SPEDTier-1K-21 School  Integer X
222 SPED OtherTierK-21 School Integer X
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K-3 Class Size Application

Districts, charter schools, and tribal compact schools offering instruction for grades K-3 are required to report monthly
their K-3 class size. This data is collected in the K-3 Class Size application and includes the student headcount in grades
K through 3 classrooms and the number of homeroom teachers per school. This data collection is for informational

purposes only and is not for state funding purposes or used for the K—3 Class Size Compliance calculation.

A. When to Report

The K-3 Class Size reporting is submitted monthly. The monthly due dates are the same as the NEW Enrollment
application. Refer to Section 5.B. of the Enrollment Handbook posted on the Enrollment Reporting Instructions
website for the 2021-22 due dates. As of August 19, 2021, the 2021-22 Enrollment Handbook is not available.

What to Report
The K—3 Class Size application collects the number of enrolled students and homeroom teacher FTE regularly
scheduled to provide K-3 instruction for the week of the monthly count day.

Count Day is defined as the fourth school day of September and the first school day for the remaining months of a
standard school year (October through June).

Student Headcount — In the K—3 Class Size application, the headcount of the enrolled students in K—3 classrooms on

the monthly count day is reported by school. The following enrollment should not be included in the K-3 Class Size
reporting:

o Self-contained special education classrooms with staff that are not coded to a duty root 31 and who are
reported as program 21.

o ALE Enrollment — Kindergarten through grade 3 students enrolled exclusively in ALE programs and ALE teachers
should not be reported. ALE students enrolled in both seat-time classroom instruction, as well as, ALE
instruction should be reported as a headcount in their seat-time classroom school.

o Summer school programs.

Grades 1 through 3 headcount numbers are a whole number (no decimal places). Students enrolled in half-day
kindergarten programs and reported as K2 in CEDARS should be reported as a 0.50 headcount. Students enrolled in
a full-day kindergarten program and reported as K1 in CEDARS should be reported as a whole number, regardless of
the funding source of the full-day kindergarten program.

For students who attend two or more schools, the student’s headcount should be reported at the school where the
student is enrolled the majority of the day. The student’s headcount should not be included in the other school(s).
For students attending each school an equal amount of time at each school, the district, charter school, and tribal
compact school would decide which school to claim the student’s headcount.

Homeroom Teacher FTE — In the K-3 Class Size application, districts, charter schools, and tribal compact schools

report their homeroom teacher FTE by school who are regularly scheduled to provide instruction on the monthly
count day. The reported FTE is rounded to the nearest 2nd decimal place.

Homeroom teacher is defined as those coded to duty root 31 — “Elementary Homeroom Teacher” in the S-275.
Teachers that are specialists as defined by duty root 34 — “Elementary Specialist Teacher” do not meet this
definition.

Teacher data is reported through this application on an FTE basis. Teacher FTE is as defined in the S-275 reporting
instructions as the contracted number of hours per day associated with a full-time certificated employee in this
position. FTE includes hours associated with the local certificated base contract, and excludes time for meals, time
associated with classified assignments or duties, and hours associated with supplemental contracts for additional
time, responsibility, or incentive.
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Teachers with split classes (teaching multiple grades in one class) would have their teacher FTE split based on the
number of students in each grade. For example, a teacher with a classroom of 10 first graders and 15 second graders
would be reported as a 0.40 FTE (10+25) first grade teacher and a 0.60 FTE second grade teacher (15+25).

Completing the K-3 Class Size Application

When reporting your K-3 Class Size, both the student headcount and teacher FTE for a school must be inputted in
order for the data to save. The data will not save if you input only student headcount and no teacher FTE or the
opposite, teacher FTE and no student headcount.

For access to the K—3 Class Size application, the user must have either the “SAFS P-223 User” or “SAFS P-223
Submitter EDS” role. Contact your district security manager to be assigned one of these roles.

The application can be found in EDS. Once the user is logged into EDS, “K—3 Class Size” will appear on the list of
applications. Clicking this option will take you directly to the data entry screens.

A screen labeled “Input” will appear with all the available schools. Select the appropriate month from the upper left-
hand drop-down menu. Wait for the screen to update. Enter the student headcount and the homeroom teacher FTE
per grade for each school with grades K—3. Do not enter numbers in schools without these grades.

Hit “Save.” The K—3 Class Size application does not need to be submitted. Rather, by hitting “Save,” the data is
available for OSPI to use.

Running Reports

Districts, charter schools, and tribal compact schools can view their K—3 Class Size reports by selecting “Reports” tab
while on the “Input” screen. The “Report” screen will show the calculated class size by grade by school for the
selected month. Also, the reported data can be downloaded to an Excel spreadsheet, by hitting the “Download”
button on the “Report” screen.
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SAFS ALE Application

Districts, charter schools, and tribal compact schools who have reported ALE enrollment on a monthly P223 must restate
their monthly ALE enrollment in the SAFS ALE application. In the SAFS ALE application, the ALE enrollment is reported by
ALE program and home district.

A. When to Report
The due date for the SAFS ALE application is the same as the P223. Refer to Section 5.B. of the 2021-22 Enroliment
Handbook posted on the Enrollment Reporting Instructions website for the 2021-22 due dates. As of August 19,
2021, the 2021-22 handbook is not yet available.

B. What to Report
In the SAFS ALE application, the ALE enrollment reported on the monthly P223 must be restated by ALE program and
by home district.

ALE Program are created by the reporting entities.

Home District is defined as the district the student resides in regardless of choice transfer. This collection of data is
different than what is collected on the P223.

EXAMPLE: A student lives in District A but attends District B’s ALE program through a choice transfer. On the
P223, the student is reported as a resident of District B. In the SAFS ALE application, the student is reported
under the home district of District A.

FTE and Headcount are collected in the SAFS ALE application.

FTE — ALE FTE that was reported on the P223 is reported in the SAFS ALE application based on the program the
student attends. The total ALE FTE reported in the SAFS ALE application must match what is reported on the P223
for each month.

Headcount — ALE headcount is reported based on the ALE program(s) the student attends. If a student attends more
than one ALE program at the reporting entity, the student’s headcount is counted at each ALE program. The total
ALE headcount may be a bit more in the SAFS ALE application, when a student is enrolled in two or more different
ALE programs.

C. Accessing the SAFS ALE Application
To access the SAFS ALE application, one of the following roles must be assigned by the District Security Manager.
Note the difference for each of these roles.

e  SAFS District ALE User
User with this role can:
o  Create a monthly file.
o Input data in a monthly file.
o  View ALE reports.

e  SAFS District ALE Submitter
User with this role can:
o  Create a monthly file.
o Input data in a monthly file.
o  Submit a monthly file.
o  View ALE reports.
o  Create ALE programs.
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Depending on the reporting entity’s size and business service practices, assignment of both roles may not be
necessary. Having the “SAFS District ALE Submitter” role allows access to all the necessary features of the SAFS ALE
application. Large districts that use clerical staff or an ALE provider to input the enrollment, while supervisors review
and submit the enrollment, may find that assigning both roles is more appropriate.

After being assigned one of these roles and once logged into EDS, select “SAFS” from your list of available
applications. The following will appear:

‘ r Select Org NEW Enrollment F-195 F-195F F-196 F-197 F-200 OLDF-203 F-203 Personnel (ALQ Reports Info Center
1

Managing ALE Programs
Creating New ALE Programs: Reporting entities set up their own ALE programs. To create an ALE program, select
“Program Management.” Select “Create New Program.”

V Select Org NEW Enrollment F-195 F-195F F-196 F-197 F-200 OLDF-203 F-203 Personnel ALE Repoi
ALE Monthly Reporting ALE Year End Reporting ALE Reporgs Program l!lulgm

School Apportionment and Financial Services (SAFS)

ALE Program Mai

}J Harbor High School Harbor High School Active 11/04/2010 Becky McLean

)’) J M Weatherwax High School 1 M Weatherwax High School Active 12/12/2011 Dee Anne
Shaw

A J West Elementary SMART school Active 07/23/2018 safs test

|
-
|

})

__create New Program D

The following screen will appear:

‘ School Apportionment and Financial Services (SAFS)
ALE Program Management

Program Properties

School: [A ) west Elementary v

Program Name: INEW ALE Program ] Reuse Program

Description: \rOptionaI - Not nessicary to input information here ‘

Is Active: v

G

e Select a school from the dropdown menu.
e Provide a program name.
e The description line is optional and is not necessary to be completed.

Once lines have been completed, select “Save.”
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Changing an ALE Program: ALE programs’ names can be changed by OSPI. Contact Becky McLean at
becky.mclean@k12.wa.us to request a name change. The school associated with an ALE program cannot be changed
and would require deleting the ALE program and creating a new program.

Deleting an ALE Program: ALE programs can be deleted at the beginning of the new school year. If a program needs
to be deleted, contact Becky McLean at becky.mclean@k12.wa.us before September of the new school year.

E. Inputting ALE Enroliment
To report ALE enrollment, select “ALE Monthly Reporting.”

On the left-hand side of the screen, you must first create an ALE document for each month. Select the month and hit
the “Create Document” button.

Once created, you will find it listed below

Enrollment F-195 F-195F F-196 F-N7 F-200 OLDF-203 F-203 Personnel ALE Reports Info Center

(ALE Monthly WALE Year End Reporting ALE Reports P}Qgram Management

School Apportionment and Financial Services (SAFS)

ALE Document List

Find ALE Documents Create an ALE Document
School Year: I2°13'2°19 hd Serving District: IAberdeen School District v/
= istri v
Serving District: IAberdeen School District A Month: W
Month: [--au-- v ;
— Create Document
Status: I--All—- v
Retrieve List
Action School Year District Month Status LastUpdated
View
— 2018-2019 Aberdeen School District (14005) September Submitted to OSPI 7/23/2018 7:28:19 AM
vise
View 2018-2019 Aberdeen School District (14005) October In process at district 7/25/2018 1:58:05 PM
\

Click on the “Edit” button to input data. Clicking on “View” will allow you to view the data but not input data.

The following screen will appear:

ALE Document Details

‘ Serving District: Aberdeen School District
Month: October
Status: In process at district

|  Retum to District ist | Submit to OSPI

} -) |SMART school A J West Elementary Missing Data
} -) |NEW ALE Program A ] West Elementary Missing Data
} -) |Harbor High School Harbor High School Missing Data
}’ -) |3 M Weatherwax High School JS:::I ovzl)lea':herwax High Missing Data

Select the “Magnifying Glass” icon for each ALE program. Note that data must be inputted for every existing ALE
program. If there is no enrollment to report at an ALE program, enter zero in one of the fields.
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You are next taken to a screen where all the fields are grayed out. You must select a “Home District” and then the
fields become open.

Serving District: Aberdeen School District Serving District: Aberdeen School Distrj
Month: October Month: October
Status: In process at district Status: In process at digfrict

[ Return to District List ] Return to D List

‘ Return to Program List ‘ Return to Program List

ALE Document Details

Program: SMART school Program:

~ N
Serving District: Aberdeen School District Seyving District: Save Detalils

Home District: |--Current Total-- v me District: |Aberdeen School District ™
Grade Head Count FTE rade Head Count FTE
K 0 0.00
1 0 0.00
) /
o o0/
. y4
o oo/ ]
4 0 )ﬂ)o
s /
o /| [0.00
- y4

- ~ / ~nn
7

Once data is inputted for that Home District, hit “Saye Details”. By not hitting “Save Details”, the data will not be
saved.

Next select another “Home District” or select “Return to Program List” if there are no other home districts to report
ALE enrollment. Selecting “Return to District List” will take you to the list of your monthly files and you will need to
go back into the specific monthly file to submit or edit your file for that month.

Once back at the program list for that month, you can submit your monthly ALE file if you have the EDS role “SAFS
District ALE Submitter” and all your ALE programs have data. Hit the “Submit to OSPI” button.

School Apportionment and Financial Services (SAFS)
Serving District: Aberdeen School District
Month: October
Status: In process at district
[ Retum toDistrict ist__ | [ Submit to OsPI
| )< SMART school A ] West Elementary Contains Data 07/25/2018 safs test
2 NEW ALE Program A J West Elementary Contains Data 07/25/2018 safs test
5 ) Harbor High School Harbor High School Contains Data 07/25/2018 safs test
hd J M Weatherwax High School J M Weatherwax High Missing Data
School

X

Note that if you do not have enrollment to report forNLE program, input zero in one of the fields. The application
will see that a zero is data. If any ALE program shows “Missing Data” in the Report Status, after hitting the “Submit
to OSPI” button, the following message will appear.

I Not all of your programs have data entered, check report status for progam listed as 'Missing Data'.
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F.

Revising SAFS ALE Reports
Once a monthly SAFS ALE report has been submitted, it can be revised. To revise a file, you must have the EDS role —
SAFS District ALE Submitter. With this role, you should see the “Revise” button next to the file.

View
2018-2019 Aberdeen School District (14005) September Submitted to OSPI 7/23/2018 7:28:19 AM
vise |

‘ Action School Year District Month Status LastUpdated

Some users have reported not seeing the “Revise” button even though they have the correct EDS role. If this is the
case, contact Becky McLean at becky.mclean@k12.wa.us to open your monthly file for revisions.

Method to Check SAFS ALE Data
You can review the data inputted in a SAFS ALE monthly file by downloading an Excel spreadsheet of the data. To do
so, select “ALE Reports.”

ALE Monthly Reporting ALE Year End Reporﬁm g

School Apportionment and Financial Services (SAFS)

ALE Reports

ALE Enrollment by Program and Home District

School Year:  [2018-2019 V|
School District: IAberdeen School District vl
Report By:—»> ® Month Program
Month: IApnI—E

View Report ’

ALE Enrollmgnt Summary

ALE Sumnyary of ALE FTE
ALE H Sumnjary of ALE Headcount

Spreadsheetp can be run for a sp&ﬁic month or specific ALE program. Select which one you wish to run by clicking
on “Month” jor “Program.” For a Month spreadsheet, choose the month. Hit the “View Report” button.

The following screen will appear depending on the choices made:

Head Count
Reporting District School Program Month Home District KK 01 02 03 04 05 06 07 08 09 10 11 12 Total Status
Aberdeen School District Harbor High School Harbor High School September Aberdeen School District 1 /12 |2 |2 (2 2 /2 |2 |2 |2 |1 1 |13 Submitted to OSPI
Aberdeen School District Harbor High School Harbor High School September Adna School District 2 2 2 72 212 2|22 |2 |2 |2 2 |26 Submitted to OSPI
Aberdeen Schoal District Harbor High Schaol Harbor High School September ====TOTAL==== ENENEN EN ENENEN EN N ENENENENE)
Aberdeen Schoal District | M Weatherwax High Schaol ) M Weatherwax High School September Aberdeen School District 1 1 1 1 1 1 1 1 1|1 1 1 1 13  Submitted to OSPI
Aberdeen School District ) M Weatherwax High School ) M Weatherwax High School September Adna School District 2 222|212 22|22 (2 2 2 |26 Submitted to OSPI
Aberdeen Schoal District ) M Weatherwax High Schaol ) M Weatherwax High School September ====TOTAL EENEN EN ENEREN EN N EN ENERENED)
Aberdeen School District A ) West Elementary SMART school VSQMQ"\DQ' Aberdeen School District 1 1)1 Vl 1 /21|21 |2 |2 |1 |2 |23 Submitted to OSPI
Aberdeen School District A ] West Elementary SMART school | September TOTAL- PO O O S S O O O W P
Aberdeen School DSD‘C(V VSEpmmbH':#]lSTR[CT TOTAL====7 7 7 77 77 7172 |7 |72 77 77 7 7 9
FTE
Reporting District School Program Month Home District KK 01 02 03 04 05 06 07 08 09 10 11 12 Total MSVOC HSVOC SC Status
Aberdeen School District Harbor High School Harbor High School September Aberdeen School District 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 13.00 0.00 0.00 0.00 Submitted to OSPI
Aberdeen School District Harbor High School Harbor High School | September Adna Schoo District 2.00 2.00/2.00/2.00|2.00 2.00 2.00 2.00 2.00/2.00|2.00|2.00 2.00 26.00 0.00 0.00  0.00 Submitted to OSPI
Aberdeen Schoal District Harbar High Schaol |Harbor High Schoal | September ====TOTAL: 3.00 3.00 3.00/3.00 3.00 3.00 3.00 3.00 3.00 3.00 3.00 3.00 3.00 35.00 0.00  0.00  0.00
Aberdeen School District ) M Weatherwax High School ) M Weatherwax High School| September Aberdeen School District  1.00 1.00 1.00 1.00/1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 13.00 0.00 | 0.00  0.00 Submitted to OSPI
Aberdeen School District ) M Weatherwax High Schoal ) M Weatherwax High School September Adna School District 2.00 2.00/2.002.00/2.00 2.00 2.00 2.00/2.00 2.002.00 2.00 2.00 26.00 0.00 |0.00 | 0.00|Submitted to OSPT
Aberdeen Schoal District 3 M Weatherwax High School M Weatherwax High School September —===TOTAL 13.00 3.00 3.00 3.00 3.00 3.00 3.00 3.00 3.00 3.00 3.00 3.00 3.00 35.00 0.00  0.00  0.00
Aberdeen SCNX;' District A ] West Beﬂ;entary 75MAR; sd|;ol - - Sephembef’Aberdeen School I;StﬂCt 71.0071-0071.070”1.00 l.w’l.mﬁl.‘x{ 1.00”1-00 1.00"1.00 l.w';.w’l].ﬂo 0.00 VU.DD "0.007 Sub;nighed to OSPL
Aberdeen School District A J West Y VWKT school | T -TOTAL: 1.00 l.ﬂor LW'I.W‘LW l.w'l.m 1.00 l.ﬂor LWVI..WYLW l.oo'u.ﬂn 0.00 0.00 UW
Aberdeen School District September ====DISTRICT TOTAL==== 7.00 7.00 7.00 7.00 7.00 7.00 7.00 7.00 7.00 7.00 7.00 7.00 7.00 91.00 0.00 0.00 0.00

C,

Click on the “Download” button (found in two places), and the data will be downloaded into an Excel spreadsheet.
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