FEBRUARY MILITARY PUPIL COUNT USER GUIDE

The February 1 military pupil count is a voluntary pupil count authorized in the 2007 Legislative session to provide military dependent supplemental aid to eligible school districts.  The supplemental count allows school districts who want to participate to submit a second pupil count to the Colorado Department of Education (CDE).  This second pupil count will include:

· only new students who are dependents of full-time active members of the United States Military or a member of the United States Military Reserve Forces who have been called to active duty who have moved to the district after the October 1 pupil count; and 
· who were not counted on October 1 by any other district within Colorado.  

A school district is considered eligible for the military dependent supplemental aid if the supplemental pupil enrollment represents either an increase for the current budget year equal to or greater than:

· one percent of the district’s pupil enrollment, or 
· twenty five pupils
Funding for eligible pupils will equal one-half of the district’s current budget year per pupil funding.  
How to submit student data: 
Step 1:  Request User ID and Password
Complete and return the respondent form to CDE to request a user ID and password.   The respondent form is posted on the CDE website.  You may use the following link to access the respondent form on the website.

http://www.cde.state.co.us/cdefinance/Februarycount.htm
Step 2:  Create Student Data File
· The file will consist of fixed width records. The record/field layout is shown below:

· Field



Length
Begin

End
· District Number


4

1

4

· SASID



10

5

14

· First Name


30

15

44

· Last Name


30

45

74

· Date of Birth (mmddyyyy)
8

75

82

· Gender (01, 02)


2

83

84

Before you upload your district file, we suggest that you review your record layout data for accuracy.  The Record/field edits listed below should be reviewed before submitting your data file.  

· Record/field edits:

· Record length is 84.

· District Number is exactly 4 digits.

· SASID is exactly 10 digits.

· First Name is required.

· Last Name is required.

· Date of Birth is in MMDDYYYY format.

· Gender must be either 01 or 02.

· District Number matches the user's district number.

· SASID is valid:

· All 6 of SASID, First Name, Last Name, Birthdate, Gender, District Code must match data in the RITS.

· Student is not in the current school year Student October count.

Step 3:  Upload Student Data File  
Go to:  https://cdeapps.cde.state.co.us/MilitaryFebCount/login.jsp
1. Log on to system – enter user ID, district code, and password.
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2. Using the Browse button, find and select your file.  

3. Click the Upload Box.
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After the file upload, you will receive either a message indicating that the file has been successfully uploaded or a message indicating there were errors in the file, what those errors are and the line number where they are located in the file.  Please review the two screen prints below to see these messages.  
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Step 4:  Upload Verification Letters

After you have successfully uploaded your data file, you will need to submit a completed form for each pupil verifying parent military status.  
There is an example of the type of documentation that can be accepted for verification of military status located on the School Finance website at the following link: http://www.cde.state.co.us/cdefinance/Februarycount.htm    Note:  There are two sections on the sample form which apply to civilians working on federal property.  These sections are not relevant to this collection.  School districts must provide verification of military status for all students counted in the February 1 count.  The district forms can be submitted as a file through the same web based submission process used to upload the student data file.  See below.
Note:  The district may submit verification letters via fax.  The fax number is (303) 866-6663.  
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After uploading your letter files, you will either see a message indicating file uploaded or a message indicating if there was a problem with the file.  See below.  
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The deadline for submitting the student file and verification documentation is February 15, 2010.  This deadline is firm and cannot be waived.  The department must have all data by February 15th in order to calculate supplemental funding and request the funding from the legislature.  Any documentation received after February 15th will not be included for funding.  
If you have questions or need assistance, please contact: 
Mary Lynn Christel
Colorado Department of Education

Public School Finance Unit

Christel_m@cde.state.co.us
Phone:  (303) 866-6818

Fax:  (303) 866-6663
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