Special Education
December Count Phase I Pilot
Statewide IEP Data System

Step by Step Instructions



Purpose
The following instructions describe the IEP interchange operations that
can be performed by Administrative Units that are not using Enrich

locally.

Logging In

You must log in using your CDE-provided username and password in
order to access the IEP Interchange. These are the same credentials used
to access the CDE Pipeline system.

Step 1: Go to Dev/QA Enrich IEP Home Page
https://cde-dev.excentcolorado.com/
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https://cde-dev.excentcolorado.com/
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€« > @ https://cde-dev.excentcolorado.com/ P -z

File Edit View Favorites Tools Help

@ There is a problem with this website's security certificate.

The security certificate presented by this website was not issued by a trusted certificate authority.
The security certificate presented by this website was issued for a different website's address.

Security certificate problems may indicate an attempt to fool you or intercept any data you send to the
server.

We recommend that you close this k and do not i to this bsif
® Click here to close this webpage.

% Continue to this website (not recommended).

b

= More information

Step 2: You will see ‘Security Certificate’ warning. Ignore this warning and click
on” continue to this website (not recommended).

NOTE: You see this warning because we are using a CDE internal server certificate e and not a 3" party
trusted from Verifisign and others. Once Enrich is live, you will not see this warning page.
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Step 3: Next enter your CDE Production system credentials supplied to
you:

€ & https//oam-test.cde state e rver/obrareq.cqifencquery%3DB2ICX0ADY pHT 2FxaF %28 3ROFsABNQXIbfae3 Q1 IkBTHS dpiswhy 7 3kk654BW15mj I UMS62FiEgzH3HVmQDEbRAzbUKSADD: ‘v ¢ | B Google

ORACLE
Access Manager

Enler your Snge Sign O edentials belon

?rEﬁn_mé:Ta statecous
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The list of open school years that are accepting interchange data is displayed on
The Homepage.

% Administration Sign Out

e Print @ Help

% Data Collections (District)

Adams School District 2
Collection Status

Vv

|IEP Interchange 2012-2013 Open

Clicking on one of the school years will display a summary report for that year
along with all the commands needed to manage and validate your data:
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IEP INTERCHANGE 2012-2013

e Print @ Help

gliFormat Checker ) Upload File @ validation Report
Adams 1, Mapleton

File Type A Last Uploaded

Uploaded By Records Errors  Download File Edit Records

Special Education Child 0 0 Download File Edit Records
Student Parent Association 0 0 Download File Edit Records
Student Special Ed Participation 0 0 Download File Edit Records

File Type — There are three file types that are part of the IEP interchange:

1. Special Education Child — Student demographic data

2. Student Parent Association — Parent’s associated with the students

3. Student Special Ed Participation — Special Education information for each

student
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IEP INTERCHANGE 2012-2013

e Print @ Help

gliFormat Checker ) Upload File @ validation Report
Adams 1, Mapleton

File Type A Last Uploaded

Uploaded By Records Errors  Download File Edit Records

Special Education Child 0 0 Download File Edit Records
Student Parent Association 0 0 Download File Edit Records
Student Special Ed Participation 0 0 Download File Edit Records

Last Uploaded — The last date and time the file was uploaded to the IEP
interchange. This field will be blank if an upload has not yet occurred.
Uploaded By — The person that last uploaded the file. This field will be blank if
an upload has not yet occurred.

Records — The number of records currently in the IEP interchange for each file
type.

Errors — The number of level one validation errors in the IEP interchange for
each file type.
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You can check a file’s format without affecting existing data that has been
already uploaded into the system using the Format Checker command.

Step 1: On the interchange screen click the Format Checker command

IEP INTERCHANGE 2012-2013

e Print @ Help

Vv

gliFormat Checker ) Upload File @ Validation Report

Adams 1, Mapleton

File Type A Last Uploaded Uploaded By Records Errors  Download File Edit Records
Special Education Child 0 0 Download File Edit Records
Student Parent Association 0 0 Download File Edit Records
Student Special Ed Participation 0 0 Download File Edit Records
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Step 2: You will then be prompted to upload your file. This file must match the

file specification which can be found at http://www.cde.state.co.us/DataPipeline/inter SPED-
IEP.asp

File Type: Choose which of the three Special Education — related files you are uploading
File: Choose the data file that you wish to upload

Format Checker %

Upload file to check the format

File Type | [=]
File Mo file chosen

 Upload | [ Cancel |

Step 3: Click Upload to upload the file.

Step 4: Review the validation results.

Results:

Reading file...
An errar occurred:
The record was not the correct length. Expected: 306, Actual: 75
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Use the Upload File command to load data from your data file into the

interchange. When data is uploaded into the interchange it will either replace

all existing data for the school year or simply be added to the existing data.

Step 1: On the interchange screen click the Upload File command

IEP INTERCHANGE 2012-2013

e Print @ Help

gliFormat Checker ) Upload File @) Validation Report

Adams 1, Mapleton

File Type A

Lact Uploaded

Special Education Child

Uploaded By

Records

Errors

Download File

Download File

Edit Records

Edit Records

Student Parent Association \

Download File

Edit Records

Student Special Ed Participation N

Download File

Edit Records
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Step 2: You will then be prompted to upload your file. This file must match the

file specification which can be found at http://www.cde.state.co.us/DataPipeline/inter SPED-
IEP.asp

File Type: Choose which of the three Special Education —related files you are uploading
File: Choose the data file located on your computer that you wish to upload

Upload Type: Replace will first delete all existing data for the school year and then add your file
to the database. Append will simply add the new file to the database for the school year.

Data File Upload x

Diata File Upload

File Type | El

File Mo file chosen

Upload Type @ Replace © Append

| Upload | | Cancel |
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http://www.cde.state.co.us/DataPipeline/inter_SPED-IEP.asp

Step 3: Click Upload to upload the file.

When the upload completes you will see updated record and error totals on the
interchange screen. The uploaded data will be automatically submitted to the
CDE pipeline system for dataset snapshots and level 2 validation.
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Downloading Previously Uploaded Data

Data that has previously been uploaded, added or edited within the IEP
interchange can be downloaded using the Download File command. The
downloaded file contents will reflect all online edits made to the data.

Step 1: On the interchange screen click the Download File command for the file

/

IEP INTERCHANGE 2012-2013 /

/ @ Print o Help

type you would like to download.

gliFormat Checker ) Upload File @ Validation Report

Adams 1, Mapleton

File Type A Last Uploaded Uploaded By Records Errors  Download File Edit Records
Special Education Child 0 0 Download File Edit Records
Student Parent Association 0 0 Download File Edit Records
Student Special Ed Participation 0 0 Download File Edit Records

13 COLORADO
DEPARTMENT of EDUCATION



Step 2: You will be prompted to save the file. The appearance of the prompt will

vary depending upon which web browser you are using.

Microsoft Internet Explorer — The file will appear at the bottom of the window.
Click Save to save the file to your computer.

=

w & https://cde-dev.excentcolorado.com/StateCollections/ViewCalle O ~ @ & X H " IEP Interchange 2012-2013 - ... % u

o Administration Sign Out

IEP INTERCHANGE 2012-2013 /

@Prp/o Help

gliFormat Checker ) Upload File @ validation Report

Adams 1, Mapleton

File Type A Last Uploaded Uploaded By Records Errors Download Fi'= Edit Records
Special Education Child 0 0 i Edit Records
Student Parent Association 0 0 Download File Edit Records
Student Special Ed Participation 0 0 Download File Edit Records

N e
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The IEP interchange provides a level one validation error report that can be
accessed using the Validation Report command. Unlike other commands within
the interchange, many of which are file type specific, the single validation
report encompasses all three file types.

Step 1: On the interchange screen, click the Validation Report command.

IEP INTERCHANGE 2012-2013

Pt @ Help

gliFormat Checker f)UploadFile (@ Validation Report

Adams 1, Mapleton

File Type A Last Uploaded
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Errors  Download File Edit Records
Special Education Child 0 Download File Edit Records
Student Parent Association 0 Download File Edit Records
Student Special Ed Participation 0 Download File Edit Records
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Reviewing Validation Errors

Step 2: The system will analyze all data currently in the interchange and display
the report.

Home > IEF Interchange 2012-2013
IEP INTERCHANGE 2012-2013

Validation Report R print g

Student Parent Association

Mo Yalidation Issues Detected

Special Education Child

Vakldation Ermor Count W

Student Home Phone valid characters are (0-9) [SEQMSG]

39
Student Cell Phone valid characters are (0-9) [SEQ&T] EL
Pamary Phone Mumber is required [SE244] 39
Phone number cannot be zero-filled. or all a single number, suwch as all ¥s 39
Phone number cannet be rero-filled. or all a single number. swch as all s 39
Zip Code (stwdent) valid characters are (0-9) [SEGE5] 39

| [ Generate Validation File |

Student Special Ed Participation

Walidation Error

DISTRICT/STATE OF ATTEMNDAMNCE is required [SE27T2]

[ Generate walidation File |
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I[EP interchange data can be edited using the Edit Records command.

It is recommended that edits be made in the source IEP system and the data file
re-uploaded whenever possible instead of using the Edit Records command.

Step 1: On the interchange screen, click the Edit Records command for the file
type you would like to edit.

IEP INTERCHANGE 2012-2013

Print @ Help

gliFormat Checker f)UploadFile @ Validation Report

Adams 1, Mapleton

File Type & Last Uploaded Uploaded By Records Errors  Download File Edit Records

Special Education Child 0 0 Download File Edit Records _
<

Student Parent Association 0 0 Download File Edit Records

Student Special Ed Participation 0 0 Download File Edit Records

17 COLORADO
DEPARTMENT of EDUCATION



Step 2: The edit screen includes filters that must be used to identify what

records should be edited. Enter values for some of the filters and then click
Search. The number of results returned by the search is restricted so you
should try to make your search criteria as specific as possible.

AU: Adams 1. Mapleton  File Type: Special Education Child

SASID | | LASID | |
FIRST_NAME_STUDENT | | LAST_NAME_STUDENT | |
[Sewen

~

AV 4
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Step 3: Each of the fields available in the file specification will be displayed for
each matching record in the search results. Change the desired fields and then
click Save.

ADMIN_UNIT_CODE FIRST_NAME_STUDENT MIDDLE_NAME_STUDEI

Vv

The records that were changed will be marked as having been edited online.
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