5 Year Forecast Load & Data Submission

1. Save the Forecast Excel spreadsheet as type CSV (Comma delimited) (*.csv).
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2. OnLACA’s Webpage select EMIS Flat File Editor.
Path: Quick Links>Student Services Quicklinks>EMIS Flat File Editor
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3. Log into the EMISFFE using your full email address and site password.

EMIS/FFE Version: 2.1-3
EMIS Flat File Editor

This spplcation allows imparting of EMIS Detail Records ("Chapter S Layouts"), adding, updating or deleting of records and extraction to Detai format compatibie with EMIS-R.

T
Please log in:

Member sign in
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Password:

Forgot password?
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Documentation
Information for the EMISFFE application may be found on the SSOT's Public Wiki.

4. Select the Five Year Forecast (QF).

= Yearend District CTE Tech Prep Consortium Mapping (DC)

» Yearend District Testing (DT)
= Cash (QC)

= Expenditure (QC)

= Operational Unit (QC)

= Receipt (QC)

= Exhibit 1 - Cash Reconciliation (QC)

» Civil Proceedings (Stmt R) - Case (QC)

» Civil Proceedings (Stmt R) - Description (QC)
Federal Assistance Programs - Summary (QC)

= Federal 1l e Programs - Detail (QC)
= Five-Year Forecast (QF)

5. Once Selected, Delete All FiveYearForecast.

{2 Home () search 4 New FiveYearForecadf 4 Delete ALL FiveYearForecast

FiveYearForecast List

1d Category Line Number Three Years Prior Actual
1,458,503 1.010 7,523,241

1,458,504 1.020 636,843

1,458,505 1.030 o

1,458,506 1.035 3,778,450

1,458,507 1.040 1,302,733

1 asn som 1 nas n

6. Return tothe Home Screen and select, Five Year Forecast Spreadsheet Import.
_____________________________________________________|]

() Search £ User Setup

EMIS/FFE Version: 2.3-25
Hello tmurphy@laca.org @ Log out "/ Change Password

District: | 088971 LACA -

= Export data
Imporid
= Student Demooraphic
- Student Demographic Race Detail (GJ)
= Student Effective Date Record (FD)
= Student Attributes No Date (FN)
= Student Standing (FS)
= Student Course (GN)
= Student Course Grade (FR)
» Student Assessment (FA)
- Student Acceleration (FB)
= Student Special Education Graduation Requirement (FE)
= Student Discipline (GD)
= Student Special Education (GE)
= Student Gifted Education (GG)
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7. Enter the following on the import screen:

a) Number of header rows located at the top of the spreadsheet. This will
be the number of rows in the spreadsheet that are before the start of
data.

b) Choose corresponding data column. This is the data location in the
spreadsheet.

4% Home U search

Import Five Year Forecast CSV File

Number of Header rows at top
Column Contents Column

Line Number

Number.ofirows in;spreadsheet
11 v h
priofato,startiofidata
AW h Column Location ofiData A-K

3 Years Prior Actual (o2
2 Years Prior Actual D v
1 Year Prior Actual E v~
Average Change F v
Forecast Year 1 G v
Forecast Year 2 H ~
Forecast Year 3 1 v
Forecast Year 4 1~
Forecast Year 5 K v

Browse,and|Import:File, s | [Chooss Fis | o file chosen

Import CSV File

8. Select Choose File to find your CSV file and select the button to Import CSV File.

9. Select the Five-Year Forecast (QF) option to verify your forecast data.

= UpEerational Unit (YL )
= Receipt (QC)

» Exhibit 1 - Cash Reconciliation (QC)

» Civil Proceedings (Stmt R) - Case (QC)

» Civil Proceedings (Stmt R) - Description (QC)
» Federal Assistance Programs - Summary (QC)

ams - Detail (QC)
» Five-Year Forecast (QF)

10. Click Export Data.
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, Search g% User Setup

EMIS/FFE Version: 2.3-25
Hello tmurphy@laca.org @ Log Out

District: | 083571 LACA ~

= Export data
= Import data

= Five Year Forecast Spreadsheet Import
» Student Demographic (GI)

= Student Demographic Race Detail (GJ)
= Student Effective Date Record (FD)

» Student Attributes No Date (FN)

‘2] Change Password



11. Export the data for Fiscal Year: 2025, Data Set: P, Records to Export: QF.

£ Home | search

Export Options
Fiscal Year: 202 5

Data Set:

L

- Five Year Forecast ¥

Records to Export: GI - Student Demographic

GJ - Student Demographic Race Detail

FD - Student Attributes - Effective Date

FII - Student Attributes - No Date

F5 - Student Standing

FA - Student Assessment

FB - Student Acceleration

GM - Student Course

FR - Student Course Grade

&Q - Student Program

GE - Student Special Education

FE - Student Special Education Graduation Requirement
GG - Student Gifted Education

@D - Student Discipline

&C - Student Graduation CORE Summary
FC - Student Withdrawal Override

FL - Student Summer Withdrawal

FF - Student Contact

FG - Student Cantact Address

- Student Transportation

FT - Student Truancy and Excessive Absence
FW - Exiting Student Follow-Up

€1 - Staff Demographic

CK - staff Employment

€1 - Contractor Staff Employment

CN - Staff Course Master

CU - Staff Course

€M - Local Classroom Code Mapping

CC - Contract Only Staff

CL - Staff Summer Employment Separation
CP - Staff Missing Override

CV - Career Technical Education Correlated Class
DH - Organization General Information

DL - Grade Schedule

DT - Yearend District Testing

DC - Yearend District CTE Tech Prep Consortium Mapping
QC - Financial Data

QF - Five-Year Forecast

Q000000000000 0000000000000000000000000

a

12. The file will save to your Downloads folder. Move the file where you can find it to upload
into the Data Collector. Rename the file and add the fiscal year and reporting period to

the filename.
~ Today (1)

<] 051201 SEQ 9/13/2022 9:22 AM SEC) File 24 KB
~ Yesterday (7)

13. Access the Data Collector from LACA’s website.

Path: Quick Links>Student Services uiklins

QUK LS

EVENT CALLNOWS SERvIcE

Fiscal Services Quicklinks

..... DEEE
™
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14. Login using the same username & password used for BEAR and USAS-R.
SIFWorks VRF'Data Collector

Copyright & 2005-2022 Pearson Education, Inc. or its affiliate(s).
All rights reserved.

15. Click on Data Sources>Other Data Sources>Manage.

Other DTE SuTc

Data Collector gathers data from data sources (including SIF Zones). Tha following non-SIF data source(s} are defined for
data callection,

[ test_manifest_data_file_1_with_error_correction_instructions.txt

Upload Fi Delete Selected | Cancel

16. Upload File locate the file saved in step 12.
SIFWorks VRF pata coliector

Collection Requests | Collection Status | Submissions | Progress

File Upload
Other Data Sources — C-Tec Files

Use the form below to upload files to the data source.

Data Source Name: C-Tec Files
Target UNC Location: \\emis1\e$\SIFagents\Edustructures\FlatFileUploads\jv
File To Upload: C:\Users\m knicely\Ducumenis\EMlSFFE\0512017FF
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17. Select Collection Request, filter on Data Set: P, and then select Start Collection for the
Five Year Forecast collection request.

Collection Requests Summary

Ohio Department of Education

Refresh | Restore Defaults | Hide Message Center

Use the choices below to filter the list of collection requests shown

Callection Request: School Year: Last Actiuity within:

[ shew closed collections

Sort Order

Order Collections By: @ syubmission Close Date (U Az (O z-a (O A-Z on Short Mame (O Z-A on Short Name O Most recently active

L]_J Five Year Forecast - Initial Required (FY23)

FY23-P-FYF 1 Req: Collection required for all city, exempted village, local, and joint vocational school districts. Five year forecast is a financial ... ¥

Submissions: September 07, 2022 - November 30, 2022 {78 days till close)
Version: 1
Status: This collection has never been submitted.
Submission Number: 1 (attempt 0)
Actions:|

Refresh | Restore Defaults

18. Select the Data Sources option and click start collection. The screen will go back to the
Collection Requests Summary page. Refresh to display the status.

Collection Status = Submissions | Progress = Reports = Archives = Messages | Resources

Five Year Forecast - Initial Required (FY20)
Start Collection — Submission Number 1 {attempt 0)

To start data collection, choose the data sources from which to collect data. You may exclude some of the data
sources now and resume data collection later, by clicking the Start/Stop Collection action on the Collection

Requests Summary page. — -
/ Once Data Source is selected
|start Dats Collection for all items checked below: | click Start Data Collection
El

Availability Collection Status
& Ready Not Started

O Collect and Prepare

19. Once the collection has completed, click on Prepare to determine if there are any errors.

Ohio Department of Education

School Year: Last Activity Within:

Collection Request:

[ show closed collections

Sort Order

Most recently active

Order Collections By: ubmission Close Dat

u JFive Year Forecast - Initial Required (FY18)
FY18-P-FYF 1 Req: Collection required for all city, exempted village, local, and jeint vocational school districts. Five year forecast is a financial ...

Submissions: October 02, 2017 - October 31, 2017

Version: 1
Status: Data Collection has been prepared today at 10:38:35 AM and is available for preview or certification.

Submission Number: 2 (attempt 1)
Prepare Outputs: Level 1 Validations

Actions; ghlstop Collection
pare Freview Prepared Data
< aeSubmit

Cancel
Add New Scheduled Collection
Set Default Collection properties

Refresh | Restore Defaults
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Preparation

Preparation in Progress

Please Wait

SIEWorks VRE Dats Collector 1.3. Copyright {c) 2005-2011 Paarson Education, Inc. or its affliata(s).

20. Once Prepare completes, review any errors by selecting Prepare Outputs: Level 1
Validations.

Ohio Department of Education

Refresh | Restore Defaults
Use the choices below to filter the list of collection requests shown
School Year: Last Activity Within:

Collection Request: Data Set:

[ show closed collections
 sooeder

Order Collections By: ®) submission Close Date () A-z () z-a () A-Z on Short Name () Z-A on Short Name () Mast recently active

LIJ ~Five Year Forecast - Initial Required (FY18)
FY18-P-FYF 1 Req: Collection required for all city, exempted village, local, and joint vocational school districts. Five year forecast is a financial ... H

1
Status: Data Collection has been prepared today at 10:38:35 AM and is available for preview or certification.

Submission Number: 2 (attempt 1)
Propare Outputs{Levc 1 aldatiors

Actions: Start/Stop Collection

21. Once the errors have been reviewed, select Preview Prepared Data to look at the files

that will be sent to ODE.

Ohio Department of Education

Refresh | Restore Defaults
Use the choices below to filter the list of collection requests shown
School Year: Last Activity Within:

Collection Request: Data set:

[ Show dlosed collections

Order Collections By: ®) submission Close Date (U Az O -Z on Short Name O Z-A on Short Name O Most recently active

LD JFive Year Forecast - Initial Required (FY18)
FY18-P-FYF 1 Reg: Collection required for all city, exempted village, locsl, and joint vocational school districts. Five year forecast is s financial ... %

Submissions: October 02, 2017 - October 31, 2017

Version: 1
Status: Data Collection has been prepared today at 10:38:35 AM and is available for preview or certification.

Submission Number: 2 (attempt 1)
Actions: Start/Stop Collection Prepare Outputs:
Prepare
Certify & Submit

Cancel
Add Mew Scheduled Collection

Set Default Collection properties

evel 1 Validations

Refresh | Restore Defaults
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I 22. Select Generate Preview. |

Five Year Forecast - Initial Required (FY18)
Submission Number 2 (attempt 1), LEA: Granville Exempted Village Schools

Select the options and click on the Generate Preview link to create the preview.

Last Prepared: Today at 10:38:35 AM

1 petail

Zip [JDownload file as a compressed .zip (for faster downloads)

Include in CSV files: Data only
Data and Fatal exceptions.

Data and All exceptions

Generate Previen]

Submission 2 I Sub1
WValid Invalid Total | WValid
(5 Forecast Record.csv 65 o 65 | 65
Total counts: 65 o 65

23. Once data has been verified, select Certify & Submit to send the data to ODE. The Notes
file must be in PDF format and attached at the time of submission.

=

LJ_J “JFive Year Forecast - Initial Required (FY18)

FY18-P-FYF 1 Req: Collection required for all city, exempted village, local, and joint vocational school districts. Five year forecast is a financial ... ¥/

Submissions: October 02, 2017 - October 31, 2017
Version: 1
Status: Data Collection has been prepared today at 10:38:35 AM and is available for preview or certification.
Submission Number: 2 (attempt 1)
Actions: Start/Stop Collection Prepare Outputs: Level 1 Validations

N Preview Prepared Data
Certify & Submit

Add Mew Scheduled Collection
Set Default Collection properties

*Please note: Certify & Submit will not work without the notes file.

Five Year Forecast - Initial Required (FY18)
Number 2 (attempt 1) - Certification

This collection request requires attaching a file to this submission. Submission without this file is not possible. Select the file to upload.
Browse and upload the Notes

file. This is the only way notes
are i to ODE. Certify

This file contains the assumptions regarding the Five Year Forecast.
File To Upload: Browse ‘ Required File Status: None (not uplosded) & Submit Will not work
without the notes file.

Select | certify this collection,
s (FOR YOUR USE ONLY, ¢ 255 charac then Certify & Submit
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