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Welcome to Delrep

Delrep has been designed to replace bubble sheets and other manual forms of reporting data.  Delrep has the following nine systems available for electronic reporting: Membership/absence days, October Enrollment, Special Education Census, School District Employee Report, Limited English Proficiency Survey, Graduation Rate Study, Year-end Enrollment, Transportation Route Report, and Vehicle Inventory.  Collecting data in an electronic format helps us out in several ways. Using Delrep requires less handling of the data submitted to the School Finance Unit, and of course we don’t have any delays due to the need to convert the data from paper to machine readable form.  Also, since the data entered into Delrep is edited before it ever gets to us there are fewer errors.  All of this reduces the workload of our staff and thus makes it possible for us to do a better job of helping you in a more timely manner.

About this manual

This manual and the on-line help have been developed to help you learn how to install Delrep and the version 2.97.4 update, navigate within the program, and to enter, submit, and correct data electronically.

This manual is divided into four chapters that cover the following:

Chapter 1 explains the system requirements and the installation process for Delrep.

Chapter 2 gives you information on finding or receiving help from the on-line help and contacts within the School Finance Unit or the Regional Training Centers.

Chapter 3 gives a general description of the Delrep application, navigation techniques, and a glossary of terms unique to Delrep or the Arizona Department of Education in general.

Chapter 4 discusses how to add, change and delete transactions, print reports, and send in your data electronically for each of the nine systems.

Chapter 1

Installing Delrep
Basic System Requirements


Operating System

Windows 95 or





Windows NT 4.0 or





Windows 98  (DelRep should work with Windows 98, but 





has not been tested)


Microprocessor

486 or higher (Pentium or better is strongly suggested)


Memory


16 MB (32 MB or better is strongly suggested)


Hard disk space

40 MB


(approximate)


Disk Drive (Installation)
CD-ROM or









Network file server

Installing Delrep on Your Computer 

1. Start Windows. Make sure all other programs are closed.

2.
If you currently have a previous version of Delrep on your computer, you will need to backup your database (see instructions for backup database on page 56) and remove program.

3. Verify date setting in regional settings is m/d/yy.

4. Click the Run command on the Start menu. Click the Browse button and browse to the appropriate location, depending on where you are installing from.

· If you are installing from CD-ROM, browse the CD-ROM drive (this can be any drive letter depending on your computer, but on many systems it is drive D).

· If you are installing from your hard drive or a network file server, browse to the directory in which the setup files are located.

5. Locate the file named setup.exe and double-click that file. (Depending on how your system is configured, this file may simply be listed with the name setup.)
6. You will see a screen welcoming you to the Delrep installation program. Press Continue.

7. You will see a screen asking you to confirm the location to which Delrep is to be installed. The default is C:\DelrepW. Please leave the installation set to this default, as Delrep will not work properly otherwise.

You may also receive a warning that a previous version of Delrep has been located. If, for any reason you need to make a backup of your previous data (stored in Deldata.mdb), you should exit the setup program at this point and make a backup.

Once you have made any necessary backups of any existing data files, press OK to continue with the installation of Delrep.
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You will then see a screen giving you three choices. See below.


Figure 1.1 Delrep Setup Options 

Most users should select the Typical option. This option will always give you all components that Delrep requires since it installs all the program components. The Compact option leaves out the Access runtime files. The Custom option is intended only for experienced users who want to control exactly what is installed. See (Figure 1.2) for an illustration of the choices on a Custom [image: image3.png]DER-Classified: (DELREP EXAMPLE)
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installation.

Figure 1.2 Delrep Custom Installation Screen

You will see the above form only if you are making a Custom installation. The form lists three components that can be installed when installing Delrep. Check the boxes for the components that are to be installed. The Application component consists primarily of the actual database files containing the Delrep program and data files. These must always be installed. The run-time version of Access is required if your computer does not already have Access installed. If you do already have that software, then installation of the run-time version is optional. The Workgroup Administrator is not necessary, unless you are already making specific use of Access workgroup security.

If you are making a Custom installation, press Continue after you have selected the appropriate components to continue with the installation.

Setup will then continue installing all the necessary files. At the conclusion of Setup, you will see a message "DelRep Setup was completed successfully." if the program has been successfully installed. The Setup program will also create a Delrep program group in your Start menu, with an icon for Delrep version 2.97.4.

Chapter 2

Getting Help

On-line Help

In addition to this manual and the “Instructions for Required Reports” Delrep has on-line help available as you work. On-line help provides reference and “how-to” information for all Delrep functions and all information in the “Instructions for Required Reports” manual.  You can jump from topic to related topic or search for one particular subject.  

On-line help is always a keystroke away within the Delrep program by pressing the F1 key or by selecting Help from the Utilities menu.  Pressing F1 will provide you with context-sensitive help while selecting Help from the Utilities menu enables you to search for a particular topic.  

Context Sensitive Help

To get context-sensitive help
press F1.

Searching Help for a Topic

To search for a Delrep function topic: from the Utilities menu, choose Help. The Help dialog 

box will appear (Figure 2.1).
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Figure 2.1 Delrep Help dialog



Then follow the following steps:


1. Select Delrep Help.  The Delrep Help Contents menu will appear.


2. Select Search from the menu bar.

3. You will have a choice of using the Index or using the Find feature. The Index uses a previously built list of terms. The Find feature will make use of a database of terms for this help file, building the database if necessary. 
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Figure 2.2 Delrep Help Search Form

4. Type the first few letters of a term you are interested in. The list of topics will automatically go to that part of the list.

5. Double-click a keyword related to your subject (or select a keyword and press ENTER). That help topic will be displayed. Index and Find work similarly. Find will give you a longer list of words to choose from, and gives a number of options for advanced searches. 

ADE Contact Information

If the above listed sources do not provide you with the answers you need please call a Regional Training Center for assistance in using Delrep. If a Regional Training Center representative is not available, or if you have questions concerning the data collection system and not just Delrep, please contact the appropriate representative in School Finance.


For questions regarding:

Contact Name
Contact Phone


Delrep Data Submissions

David Schuricht
(602) 542-8243

Other Delrep Contacts

Judy Devenney
(602) 542-8797







John Eickman

(602) 542-8250








School Finance Main Line




(602) 542-5695


Districts, for help with a specific system please call the following people:

Average Daily Membership

Julie Vasquez

(602) 542-8239

Limited English Proficiency Survey
Julie Vasquez

(602) 542-8239


October 1 Enrollment


Ingrid Rope

(602) 542-3303


Year End Enrollment


Ingrid Rope

(602) 542-3303


Special Education Census

Julie Vasquez

(602) 542-8234


School District Employee Report
Shirley Willis

(602) 542-8245


Transportation Route Report

Shirley Willis

(602) 542-8245


Vehicle Inventory


Shirley Willis

(602) 542-8245


Graduation Rate Study

Rose Whelihan
(602) 542-8240


Data Collection Manager

Julie Vasquez

(602) 542-8239


Charter Schools, for help with a specific system please call:


Average Daily Membership

Rose Whelihan
(602) 542-8240


Limited English Proficiency Survey
Rose Whelihan
(602) 542-8240


October 1 Enrollment


Rose Whelihan
(602) 542-8240


Year End Enrollment


Rose Whelihan
(602) 542-8240


Special Education Census

Rose Whelihan
(602) 542-8240


Graduation Rate Study

Rose Whelihan
(602) 542-8240

 Chapter 3

Getting Started with Delrep

General Program Description

This version of Delrep is an upgrade from the versions used for FY2000. It contains a change to the License Plate field in Vehicle Inventory enlarging it from 6 to 7 characters, plus repairs of bugs in earlier versions of Delrep.  Delrep is distributed using the Microsoft Office 97 Developer's Toolkit. This is done so that you do not need to own a full version of Microsoft Access to use the program.

Responding to Dialog Boxes

Below you will find an example, a description, and the mouse or keyboard technique to respond to each type of dialog box you may encounter as you work within Delrep.


Type of Dialog Box:




Respond using:

Text Box: Box in which you can enter text.
Mouse: You may use the mouse to



click in the box to enable it  but you



must enter text from the keyboard.
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Keyboard: Type the desired text from the insertion point (the blinking, vertical bar)


Check Box: When an X appears in the 

Mouse: Click in the square 


small square next the word or phrase, 

to turn the option on or off.
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the option is selected.









Keyboard:  If the box is 









enabled (a dark border 









appears around the caption) 









press the space bar to turn 









the option on or off.


Command Button: A button labeled with

Mouse: Click the button to 


a command.





carry out the command.
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Keyboard:  If the button is 









enabled (a dark border 









appears around button or 









around the button’s caption) 









press enter to carry out the 









command.


Combo Box: A box containing a list of items 

Mouse: Click the arrow to 


that drop down from the arrow. 


display the option list.  Click
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on the desired item to select 









it.









Keyboard:  From the 










insertion point type in the 











desired text.
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Commonly Used Terms (listed in alphabetical order)

CTD
County-Type-District number.  Each district and charter school has been assigned a unique six-digit CTD number. 

Key Fields
Each of the systems within Delrep have several key fields 
that uniquely identify every record on the Master file. Since these fields are identifiers, they cannot be changed.  If you find you have entered incorrect information in one of the key fields, it will be necessary for you to delete the entire record and re-input the record with the correct information.  See the description of each system for a listing of the key fields particular to it.

Master File
The term "master file" refers to the data sent to and saved by the Department of Education.  Thus, if you are asked if the data is on the master file the answer would be yes if you have submitted data to ADE and you have received an edit update report that shows that it was added successfully.  NOTE:  There are master files for each system.

School Number
Each school within the district/charter school has a
unique three-digit school number.  Generally, a
school number of 000 indicates the district office.

Chapter 4
Using DelRep 

Main Menu

The Main Menu, (Figure 4.1) below, provides you with the entry point to each system and function available in DelRep . Each button is clearly labeled with the system or function name on the face. 
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Figure 4.1  DelRep Main Menu

Average Daily Membership (ADM)

The ADM system is set up to record both 40th day and 100th day Average Daily Membership.  A complete description of the key fields and the instructions for adding, changing, and deleting records are provided next.  For a description of all the other fields listed on the ADM form use the context-sensitive help (available by pressing the F1 key) within the program.


Key Fields:
Description:

Report Period:
40th day or 100th day.


District of Attendance CTD:
The district of attendance CTD is 



the number of the district where the 



student attends.


Transaction Code:
Must be either A, C, or D (Add, 



Change, or Delete).


School Number:
ADE approved School Number.


Grade:
Valid values are PS, KG, UE, US,



01 through 12.


Cluster:
Optional.  Can be blank.  If present, 



must have one of these values:  01 - 



09, 11 - 19, or 21 - 29.
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Figure 4.2 ADMS Data Entry Screen

October 1 Enrollment

The October 1 Enrollment system is set up to record adds, changes, and deletes 
for

your October 1 Report.  A complete description of the key fields and the instructions for adding,

deleting and changing records are provided next.  For a description of all the other fields

listed on the October 1 form use the context-sensitive help (available by pressing the F1 key)  within the program.


Key Fields:
Description:


CTD:
County-Type-District Number.

Transaction Code:
Must be either A, C or D (Add,



Change or Delete).


School Number:
ADE approved School Number.

[image: image18.png]DELREP Utilities

Contact informtion

Creste ADE Diskette

Backup Database

Import Tables

Change Defaut CTD

Repair & Compact

Helo

About Deren

Close




[image: image19.png]New Meter for Vehicle

Special Veficle License Body  Bod Chassis Fuel Yea Puchae  Meter  Begining Ending
Veicle Number Number Stle  Manufactuer_Sealing Type Purchased Piice Dete _Odometer

1 | B I I |

e cose




[image: image20.png]LEPS: - Deliep Example (150299)

Courty Type Distict Trans Code School  Grade
W e R e e |

DataEnly

Program Code 2 Save Frogram Code

Studerts Envolled as of
0ct1 Des 15 Feb.1 Reclassiied Withdrawn

. . .

Frogiam _Students Ervolled 3s o Reeclas: Wit
Code  Octl Dec.i5 Febl shied chawn

Edit Program Code

Delete Progiam Code

e




[image: image21.png][vear End Envoliments DELREPEXAMPLE) &
[Fansecion o] soroatamber__[3] re___[2]|

znz e Aok Heparic | indniasian | asin ol

Ertries | weis |remale | Ve | Famae | e [Female | Vel [Famae | vt |Femak | Wi [remale

L

|
[N NN N NN W N W NN W N |

I [ || I =] |




[image: image22.png]43 DelRep Setup |_15] ]

Setup

DelRep Setup

instalt ing buttor

TIypical
p vill b installd withthe most commonly used

tall al of the DelRep progra fles, or st





Figure 4.3     October 1 Enrollment Elementary Data Entry Screen (High School Screen not shown).

Year End Enrollment

The Year End Enrollment system is set up to record adds, changes, and deletes 
for the Year End Report.  A complete description of the key fields and the instructions for adding, deleting and changing records are provided next.  For a description of all the other fields listed on the Year End form, use the context-sensitive help within the program.

(Note you must have Delrep 2.97.4 installed on your computer if you choose to submit Year End Enrollment data electronically) 



Key Fields:



Description:



Transaction Code:


Must be either A, C or D (Add, 








Change or Delete).



CTD:




County-Type-District Number.


School Number:


ADE approved School Number.



Grade:




Valid values are PS, KG, UE, US, 01








through 12.
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Figure 4.4  Year End Enrollment Original Entry Data Screen (Withdrawal & Year End Status screens not shown).

Graduates & Completers – This part of Delrep has been disabled in Version 2.97.4, since this information is scheduled for reporting on the WEB

The Graduates & Completers system is set up to record adds, changes, and deletes for your Graduation Rate Study.  A complete description of the key fields and the instructions for adding, deleting and changing records are provided next.  For a description of all the other fields listed on the Graduates & Completers form use the context-sensitive help (available by pressing the F1 key) within the program.


Key Fields:
Description:


CTD:
County-Type-District Number.

Transaction Code:
Must be either A, C or D (Add, 



Change or Delete).


School Number:
ADE approved School Number.
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Figure 4.5     Graduates & Completers Data Entry Screen

Entering & Saving Data for Average Daily Membership, October Enrollment, Year End Enrollment and Graduates & Completers

The information that follows describes the basic operating instructions for entering and saving data for Average Daily Membership, October 1 Enrollment, Year End Enrollment and Graduates & Completers.  

To begin entering information click on the desired system button (i.e., ADMS, October Enrollment, Year End Enrollment, or Graduates & Completers) on the Main Menu.  A dialog box will appear asking you to enter your CTD* number.  This CTD becomes the District of Attendance CTD number for your reports.  If you would like this number to be held in memory and automatically entered for you each time you start the particular system click in the “Use this CTD as a default” check box.  Click on OK.

(*Note:  The CTD number is the six digit County Type District number that the Department of Education has assigned to your district or charter school.  If the number you have entered is not on the list a dialog box will appear asking if you would like to add it.  Only add a new number to the list if the Department of Education has approved it.  If you are unsure, please call the School Finance Unit at (602) 542-5695.)  


Entering and Saving Data 

Enter the key fields, pointed out in the figures above, (Figure 4.2) for ADMS, (Figure 4.3) for October Enrollment, (Figure 4.4) for Year End Enrollment (Figure 4.5) for Graduates & Completers.  Once you have departed the last key field a series of edit checks are run to make sure the key field information is valid.  If the edit checks are not passed, the offending field will be highlighted.  You may correct the field and proceed or move off the record and your data will be cleared.  

Once all key fields edit checks are passed, the table will be searched for the record identified by the key fields input.  If it is found, the values in the record will refresh all the fields.  If it is not found, at this point, the key fields will become disabled and the data fields enabled.  
 


Proceed by entering in all the necessary data fields.  When the record is complete, you can save by selecting <Save Transaction>.  A dialog box will then appear asking you if you would like to save the transaction.  If you answer Yes, another set of edit checks will be run to make sure your data is valid.  If the edit checks on the data fields are not passed, the offending field will be highlighted and a dialog box will appear telling you the problem.  You may correct the field or move off the record.  Again, select the <Save Transaction> button.  The save dialog box will appear again.  If you answer Yes, the edit checks will be run again to make sure your data is valid.  If you answer No, the record will not be saved.  If the edit checks on the data fields are not passed, the offending field will again be highlighted and the dialog box will appear telling you the problem.  Repeat this process until all edit checks are satisfied and your record is saved.  


Viewing Transactions Input

You may view the key fields of the records you have input by selecting the <View Transaction> button.  If you would like to see the corresponding data fields for a particular record simply, highlight the record you wish to view and click on <View Transaction> or <OK> to refresh the screen with the data.  This enables you to edit the record, just remember to save the changes!


Previous/Next Buttons

The <Previous> and <Next> buttons help you view and edit the records you have entered.  To enable the <Previous> and <Next> buttons a record must be active. Thus, these buttons are disabled if you are entering the first record of your data or if you are on a blank transaction screen.

Editing & Deleting Data Not Submitted to ADE


Editing Data NOT Submitted to ADE

To edit a record NOT yet submitted to ADE simply bring up the record you would like to change.  To do this click on the <View Transaction> button at the bottom on the entry screen.  A dialog box will appear displaying the key fields of all the records in the active table.  Simply click on the record you would like to change and then click on the <View Transaction> or <OK> button.  The screen will be refreshed with the current values.  Make the necessary changes and save the record.    

If it is necessary to change a key field you must delete the entire record (see the Deleting Data NOT Submitted to ADE section below) and re-enter it with the correct values.

Data that has never been submitted to ADE will ALWAYS have an “A” transaction code.  This will add the record to ADE’s master file.


Deleting Data NOT Submitted to ADE

To delete a record NOT yet submitted to ADE simply bring up the record you would like to change.  To do this click on the <View Transaction> button at the bottom on the entry screen.  A dialog box will appear displaying the key fields of all the records in the active table.  Simply click on the record you would like to change and then click on the <View Transaction> or <OK> button.  The screen will be refreshed with the current values.  Verify that this is the record to be deleted and click on the <Delete Transaction> button at the bottom of the form.  The record will be deleted from the table and will not be submitted to ADE.

Changing and Deleting Data Submitted to ADE


Changing Data Added to ADE’s Master File

To change a record that has been previously submitted and has shown as “Record Added” on the Edit/Update report you must submit a change transaction.  Entering a C as the transaction code, entering the SAME key fields as listed on the Add transaction, and inputting the correct data fields does a change transaction.  Please note, for Average Daily Membership, October 1 Enrollment, Year End Enrollment and Graduates & Completers a record submitted with a C as the transaction code will replace the entire prior record, thus, all the data must be resubmitted when making a change for that record. 

If a change needs to be made to a key field AND it has been previously submitted you must delete the record (see the Deleting Data Added to ADE’s Master File section below) and re-submit it as an add.


Deleting Data Added to ADE’s Master File

To delete a record that has been previously submitted and has shown as “Record Added” on the Edit/Update report you must submit a delete transaction.  A delete transaction is done by entering a D as the transaction code and entering the SAME key fields as listed on the Add.  A record submitted with a D as the transaction code will delete the record off ADE’s master file.  Submitting a delete transaction is NOT the same as using the <Delete Transaction> button described above.

Special Education Census

The Special Education Census is set up to record both the December 1st  and February 1st  reports.(Please note that the February 1st, report does not require you to resubmit all data from the December 1st report).  A complete description of the key fields and the instructions for adding, deleting and changing records are provided next.  For a description of all the other fields listed on the Special Education Census form use the context-sensitive help within the program.


Key Fields:
Description:


Transaction Code:
Must be either E, C or D (Original



Entry, Change or Delete).


CTD:
The district of attendance CTD is



the number of the district where the



student attends.  


School Number:
The school number is the number of 



the school where the student 
attends.


Student Number:
The student number is a six digit 



numeric, alpha, or combination



string assigned by the school




district.

Category:
See the “Instructions for Required 



Report” On-line Help for a list of 



all the valid SPED Categories.

Service Type:
See the “Instructions for Required 



Report” On-line Help for a list of 



all the valid SPED Service Types 

Entering & Saving Data for the Special Education Census

The information that follows describes the basic operating instructions for entering and saving data for the Special Education Census. To begin entering information click on the Special Education button on the Main Menu.  A dialog box will appear asking you to enter your CTD number.  This CTD becomes the District of Attendance CTD number for your reports.  If you would like this number to be held in memory and automatically entered for you each time you start this system click in the “Use this CTD as a default” check box.  Click on OK.

(Note:  The CTD number is the six digit County Type District number that 
the Department of Education has assigned to your district or charter school.  If the number you have entered is not on the list a dialog box will appear asking if you would like to add it.  Only add a new number to the list if the Department of Education has approved it.  If you are unsure please call the School Finance Unit at (602) 542-5695.)  

Figure 4.7 Special Education Census Data Entry Screen
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Entering and Saving Data 

Enter the transaction code and the student number, pointed out in the figure above.  Once you have departed the student number field a series of edit checks are run to make sure the key field information is valid. Once the transaction code and student number edit checks are passed the table will be searched for the record identified by the fields input.  If it is found, the values in the record will refresh all fields.  If it is not found, at this point, the transaction code and student number fields will become disabled and the student data fields enabled.  Proceed by entering all the necessary student data fields (see Figure 4.7) (Note: Student name is stored with the Delrep data on your file for your convenience, but is not sent to ADE).
Next, enter the appropriate disability data fields (see Figure 4.7).  Most students have only one disability category, but some may have multiple categories.  When the disability data fields are complete click on the <Save Disability> button. Continue adding disability categories in this manner until all the disability categories for this student are added.

When both the student data and the disability data fields are complete you can save and continue with a new record by selecting <Save Student> or save and close by selecting <Close>.  A dialog box will then appear asking you if you would like to save the transaction.  If you answer Yes, another set of edit checks will be run to make sure your data is valid.  If the edit checks on the data fields are not passed, the offending field will be highlighted and a dialog box will appear telling you the problem.  You may correct the field or move off the record.  Again select the <Save Student> button or the<Close> button. The save dialog box will appear again.  If you answer Yes, the edit checks will be run again to make sure your data is valid.  If you answer No, the record will not be saved.  If the edit checks on the data fields are not passed, the offending field will again be highlighted and the dialog box will appear telling you the problem.  Repeat this process until all edit checks are satisfied and your record is saved.


Previous/Next Buttons

The <Previous> and <Next> buttons help you view and edit the records you have entered.  To enable the <Previous> and <Next> buttons a record must be active. Thus, these buttons are disabled if you are entering the first record of your data or if you are on a blank transaction screen.

Correcting Data NOT Submitted to ADE

Correcting Data NOT Submitted to ADE

To change a record NOT yet submitted to ADE simply enter the transaction code and student number fields of the record you wish to change.  Once you depart the student number field the screen will be refreshed with the current values. Make the necessary changes and save the record.  If you need to edit a disability field simply double click on the left most box (see Figure 4.7) selecting a disability record) of the row you wish to edit and then click on the <Edit Disability> button.  This will bring the data into the editable boxes.  Make the change and click on the<Save Disability> button.  If it is necessary to change any key field (see page 26), you must delete the entire record (see the Deleting Transactions NOT Submitted to ADE section below) and re-enter it with the correct values.

Data that has never been submitted to ADE will ALWAYS have an “E” transaction code.  This will add the record to ADE’s master file.


Deleting Data NOT Submitted to ADE

To delete a record NOT yet submitted to ADE simply enter the Transaction code and the Student Number fields of the record you wish to delete.  Once you depart the Student Number field the screen will be refreshed with the current values.  Verify that this is the record to be deleted and click on the <Delete Student> button at the bottom of the form.  The record will be deleted from the table and will not be submitted to ADE.  

If you would like to delete only the disability data simply double click on the left most box (see Figure 4.7) selecting a disability record) of the disability you wish to delete.  Click on the<Delete Disability> button.  The disability data will be deleted from the table and will not be submitted to ADE.  To save the transaction click on <Save Student>.

Making Changes to Data Added to ADE’s Master File

Changing Non-Key Field Data Added to ADE’s Master File

To change a record that has been previously submitted and has shown as “Record Added” on the Edit/Update report you must submit a change transaction.  A change transaction is typically used to withdraw a student or correct data in a non-key field.  

A change transaction is done by entering a C as the transaction code, entering the SAME key fields (i.e., CTD, Student Number, School Number, and Category) as listed on the Add transaction, and inputting the correct data fields.  A record submitted with a C as the transaction code will replace only the fields which have data in them.  To clear a value in the District of Residence, LEP, or CEC A/B fields simply put an asterisk in the field’s space and the value will be cleared from the master file.  To clear a value in the Primary Language or Home School fields simply put a zero in the field’s space and the value will be cleared from the master file.  Finally, to clear the Withdrawal date field enter the date 01/01/50.  This will flag the system to clear the withdrawal date value from the master file.

Changing Key Fields Added to ADE’s Master File

If a change needs to be made to a key field (i.e., CTD, Student Number, School Number, Category, Service Type or Entry Date) AND it has been previously submitted and has shown as “Record Added” on the Edit/Update report, you must delete the record (see the Deleting Data Submitted to ADE section below) and re-submit it with the correct information as an add (E  transaction code).

Deleting Data Added to ADE’s Master File

To delete a record that has been previously submitted and has shown as “Record Added” on the Edit/Update report you must submit a delete transaction.  A delete transaction is done by entering a D as the transaction code and entering the SAME key fields (i.e., CTD, Student Number, School Number, and Category) as listed on the Add.  A record submitted with a D as the transaction code will delete the prior record off the master file.  Submitting a delete transaction is NOT the same as using the <Delete Student> button described above.
Viewing Students Input

You may view the key fields of the records you have input by selecting the <View Student> button.  If you would like to see the corresponding data fields for a particular record simply click on the student you wish to view then click <View Transaction> button to refresh the screen with the data. This enables you to edit the record, just remember to save the changes!

School District Employee Report (SDER) – This part of Delrep has been disabled in Version 2.97.4, since this information is scheduled for reporting on the WEB

The SDER system has been designed to help you edit your district’s prior year employee report for the current year.  We can provide this prior year information to you. Upon your request the SDER preliminary report for your district can be uploaded into your copy of DelRep.  If you chose to receive your preliminary report on disk you would simply need to edit this file by correcting and adding records to the data set.  It would then REPLACE ADE’s master file for your district with this edited data.  If you need to make only minor changes to your report you may choose to simply update ADE’s master file.  Please follow the specific instructions on how to use either the replace or update method.  

 A complete description of the key fields and the instructions for adding, deleting 
and changing records are provided next.  For a description of all the other fields 
listed on the SDER form use the context-sensitive help within the program.


Key Fields:
Description:


CTD:
County-Type-District Number.

Transaction Code:
Must be either A, C or D (Add, 



Change or Delete).


School Number:
ADE approved School Number.


Employee ID Number:
Nine digit alpha, numeric, or 




alpha/numeric ID number.
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Figure 4.8  SDER-Certified Data Entry Screen
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Figure 4.9   SDER-Classified Data Entry Screen

Entering and Saving Transaction 

Enter the key fields (i.e. CTD, Transaction Code (the transaction code will always be an "A" if using the Replace Method or an A, C, D if using the Update Method), School Number, Student Number).  Once you have departed the last key field a series of edit checks are run to make sure the key field information is valid.  If the edit checks are not passed, the offending field will be highlighted.  You may correct the field and proceed or move off the record and your data will be cleared.  

Once all key fields edit checks are passed the table will be searched for the record identified by the key fields input.  If it is found, the values in the record will refresh all the fields.  If it is not found, at this point the key fields will become disabled and the data fields enabled.

Proceed by entering in all the necessary data fields.  When the record is complete you can save and continue with a new record by selecting <Save Transaction> or save and close by selecting <Close>.  A dialog box will then appear asking you if you would like to save the transaction.  If you answer Yes, another set of edit checks will be run to make sure your data is valid.  If the edit checks on the data fields are not passed, the offending field will be highlighted and a dialog box will appear telling you the problem.  You may correct the field or move off the record.  Again, select the <Save Transaction> button or the <Close> button.  The save dialog box will appear again.  If you answer Yes, the edit checks will be run again to make sure your data is valid.  If you answer No, the record will not be saved.  If the edit checks on the data fields are not passed, the offending field will again be highlighted and the dialog box will appear telling you the problem.  Repeat this process until all edit checks are satisfied and your record is saved.  

Viewing Transactions Input

You may view the key fields of the records you have input by selecting the <View Transaction> button.  If you would like to see the corresponding data fields for a particular record simply, click the record you wish to view and click on <View Transaction> to refresh the screen with the data.  This enables you to edit the record, just remember to save the changes!

Previous/Next Buttons

The <Previous> and <Next> buttons help you view and edit the records you have entered.  To enable the <Previous> and <Next> buttons a record must be active. Thus, these buttons are disabled if you are entering the first record of your data or if you are on a blank transaction screen.

Replace ADE’s Master File – SDER20

Receiving and Installing your Preliminary Report on Diskette

One method of providing ADE with SDER data is to send all your data to completely replace what is currently on ADE master file for your district.  This could require a lot of data entry on your part.  If you would like to receive a diskette containing your district’s preliminary report, please call David Schuricht or Judy Devenney at (602) 542-5695.  David or Judy will then mail you a diskette containing a database called DelrepImport123456.mdb (123456 being your CTD number) with your district’s preliminary report data.  DelrepImport123456.mdb contains a table with your data.  To import this table use the following instructions: (See Figure 4.22 on page 57)

1.
Place the diskette with your preliminary SDER data into your 3 1/2 inch drive.

2.
From the Delrep main menu go to the Utilities menu and select Import Table button.


(The Import Tables menu will appear.)

3.
Select the browse button choose the A:\ drive; the database DelrepImport123456.mdb (123456 being your CTD number) will appear in the upper window and the name of the table “tblSDER” will appear in the lower window. 

4.
Now select the Import button and your SDER data will be copied into your Delrep program.

5.
Close the utilities menu and return to the Delrep Main Menu.

6.
To make sure your data copied into Delrep, click on the SDER-Certified or SDER-Classified buttons from the main menu, enter your CTD number, then click on <View Transaction> at the bottom of the screen.  This will display for you a list of all your certified or classified employees as they are currently on ADE’s Master File.  Please see the sections below on how to make corrections and additions to this data.

Making Corrections to the Preliminary Report

Changing Non-Key Fields

If a change needs to be made to a field other than a key field (i.e., Employee name, position code, years of experience, grade level, salary, benefits, or degree) simply bring up the employee on the screen, make the necessary changes, and save the transaction.

Note:  Replace ADE's master file - SDER20 option requires all A transaction codes.

Changing Key Fields 

If a change needs to be made to a key field (i.e., CTD, School Number, or Employee Number) you must delete the record and re-enter it with the correct information as an add (A transaction code).

For example, if an employee has moved from one school to another, within the district, you must delete the employee from the table and then re-enter them with the correct school number.  To do this bring up the employee on the screen, click the delete transaction button, and then re-enter this employee and the new school number with an A transaction code into the screen.  Remember to save the transaction by clicking on the <Save Transaction> button at the bottom of the screen.

Deleting Employees

If an employee is on the preliminary report but is no longer employed by your district as of October 1 please delete this employee from the table.  To do this bring up the employee on the screen and click on the <Delete Transaction> button.  This will delete the employee from the table and they will not be submitted to ADE. 

Adding Employees

Enter all employees that are not shown on your preliminary report but are new to your district as well as employees continuing from the previous year who were omitted.  All these employees will be entered with an A transaction code.  Please see the above section Entering and Saving Data for instructions on inputting data.

Update ADE’s Master File – SDER08

If you would like to update ADE’s master file with employee changes, deletes, and adds, you may also submit an update instead of a replace.  As the name implies the data, you send us will update the data that is on ADE’s master file instead of replacing it as the Replace Method does.  Thus, you must specify with the transaction code  whether you are adding to the master file (i.e. A transaction code), changing something already on the master file (i.e. C transaction code), or deleting something already on the master file (i.e. D transaction code).  Please follow the instructions below for each type of transaction.

Making Corrections to the Preliminary Report with the Update Method

Changing Non-Key Field Data Added to ADE’s Master File

If a change needs to be made to a field other than a key field simply enter the information that needs to be changed for the employee.  First, type a C transaction code, the CTD, the School Number, and the Employee ID Number.  Input necessary changes and save the transaction. If deleting 1st position M&O or Other FTE or 2nd Position Code, 2nd position M&O or Other FTE enter *** in the applicable fields.

Changing Key Fields 

If a change needs to be made to a key field (i.e., CTD, School Number, or Employee Number) you must submit a delete (D transaction code) for the record and then re-enter data with the correct information as an add (A transaction code).  Specifically, to submit a delete you will type a D transaction code, the CTD, the School Number, and the Employee ID Number and save the transaction.  Next, you will re-enter the employee by typing an "A" transaction code, the CTD, the School Number, and the Employee ID, follow by filling in all the data fields and save your transaction.

This type of situation may occur if an employee has moved from one school to another, within the district, you must submit a delete transaction for the employee and then re-enter them with an add transaction with the correct school number and corresponding information.  

Deleting Employees Added to ADE’s Master File

If an employee is on the preliminary report but is no longer employed by your district as of October 1 please submit a delete transaction for this employee.  To do this enter a D transaction code and the key fields (i.e. CTD, School Number, Employee Number) and save this transaction.  This will delete the employee from ADE’s master file. 

Adding Employees to ADE’s Master File

Enter all employees that are not shown on your preliminary report but are new to your district as well as employees continuing from the previous year who were omitted.  All these employees will be entered with an A transaction code.  Please see the above section Entering and Saving Data for instructions on inputting data.

Limited English Proficient (LEP)

The Limited English Proficient Report is set up to record the number of LEP students being served in authorized programs on October 1, December 15 and February 1.  A complete description of the key fields and the instructions for adding, deleting and changing records are provided next.  For a description of all the other fields listed on the Limited English Proficient form use the context-sensitive help within the program.


Key Fields:
Description:


Transaction Code:
Must be either A, C or D (Add,



Change or Delete).


CTD:
The district of attendance CTD is 



the number of the district where the 



student attends.  


School Number:
The school number is the number of 



the school where the student 
attends.


Grade
Valid values are KG, UE, US,
01 through 12.

Entering & Saving Data for the Limited English Proficient

The information that follows describes the basic operating instructions for entering and saving data for the Limited English Proficient Report.  


To begin entering information click on the LEPS button on the Main Menu.  A dialog box will appear asking you to enter your CTD number.  This CTD becomes the District of Attendance CTD number for your reports.  If you would like this number to be held in memory and automatically entered for you each time you start this system click in the “Use this CTD as a default” check box.  Click on <OK>.

(Note:  The CTD number is the six digit County Type District number that the Department of Education has assigned to your district or charter school.  If the number you have entered is not on the list a dialog box will appear asking if you would like to add it.  Only add a new number to the list if the Department of Education has approved it.  If you are
 unsure, please call the School Finance Unit at (602) 542-5695.)  

Figure 4.10 Limited English Proficient Data Entry Screen
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Entering and Saving Data 

Enter the transaction code, the school number, and grade, pointed out in the figure above.  Once you have departed the grade field the table will be searched for the record identified by the fields input.  If it is found, the values in the record will refresh all fields.  If this is a new, record you will get a blank screen.  At this point, the key fields will become disabled and data fields enabled.  Proceed by entering all the necessary data fields (see Figure 4.10).

Next, select the appropriate program code from the drop down menu(see Figure 4.10).  When the program code data fields are complete click on the <Save Program Code> button.  Continue adding program codes in this manner until all the program codes are added for this school and grade.

When all the program codes have been added you can save and continue with a new record by selecting <Save> .  After saving, you can close by selecting <Close>.

Edit and Delete Program Code

You may edit the data entry fields you have input by simply highlighting the record to be reviewed and click on the <Edit Program Code> button.  This will bring the data into the editable boxes.  Make the change and click on the <Save Program Code> button.  Delete a program code by highlighting the record to be deleted and click on the <Delete Program Code> button.

Viewing Transactions Input

A transaction must be saved to utilize the View Transaction feature. To view previously entered records select the <View Transaction> button.  Select the record to be reviewed and click the <View Transaction> button.  This enables you to edit the record, see edit program code procedures.

Changing Data NOT Submitted to ADE
Correcting Data NOT Submitted to ADE

To change a record NOT yet submitted to ADE simply enter the transaction code, school number and grade fields of the record you wish to change.  Once you click the <OK> button, the screen will be refreshed with the current values. To make the necessary changes simply highlight the record to be corrected and click on the <Edit Program Code>button.  This will bring the data into the editable boxes.  Make any necessary changes and click on the<Save Program Code> button to save the record.  If it is necessary to change the transaction code, School or Grade you must delete the entire record (see the Deleting Data NOT Submitted to ADE section below) and re-enter the data with the correct values.

Data that has never been submitted to ADE will ALWAYS have an “A” transaction code.  This will add the record to ADE’s master file.

Deleting Data NOT Submitted to ADE

To delete a record NOT yet submitted to ADE  simply enter the transaction code, school number and grade fields of the record you wish to delete.  Once you click the <OK> button, the screen will be refreshed with the current values.  Verify that this is the record to be deleted and click <Del Transaction> button.  The record will be deleted from the table and will not be submitted to ADE.  

Making Changes to Data Added to ADE’s Master File

Changing Non-Key Field Data Added to ADE’s Master File

To change a record that has been previously submitted and has shown as “Record Added” on the Edit/Update report you must submit a change transaction.  A change transaction is done by entering a C as the transaction code, entering the SAME key fields (i.e., CTD, School Number, and Grade) as listed on the Add transaction, and inputting the correct data fields.  A record submitted with a C as the transaction code will completely replace of the data for this school and grade. You Must enter all program codes and fields, as if you are entering and Add (A transaction).
Changing Key Fields Added to ADE’s Master File

If a change needs to be made to a key field ((i.e., CTD, School Number, and Grade) as listed on the Add transaction,) AND it has been previously submitted and has shown as “Record Added” on the Edit/Update report you must delete the record (see the Deleting Data Submitted to ADE section below) and re-submit it with the correct information as an add (“A” transaction code).

Deleting Data Added to ADE’s Master File

To delete a record that has been previously submitted and has shown as “Record Added” on the Edit/Update report you must submit a delete transaction.  A delete transaction is done by entering a D as the transaction code and entering the SAME key fields (see key fields listed above) as listed on the Add.  A record submitted with a D as the transaction code will delete the prior record off the master file.  Submitting a delete transaction is NOT the same as using the <Del Transaction> button previously described.

Vehicle Inventory Report

At the end of May each year, districts or district sponsored charter schools receive a Vehicle Inventory Report from ADE School Finance Unit. Districts or district sponsored charter schools update the report by adding, changing or deleting information for vehicles purchased or removed from service.  District sponsored charter schools will submit their reports to the district office for approval.  The only vehicles to be included on the vehicle inventory are those vehicles used to transport students to and from school.  The Vehicle Inventory Report is due to ADE School Finance Unit by July 15th of each year.  (ARS §15-922. B) Reports must have the District CTD number plus a school number.  

The district must report each school vehicle operated by the district to transport students to and from their home to their school of attendance with the following information:  body style, manufacturer, passenger capacity, type of fuel used, date of purchase, purchase price, and odometer reading at the end of each school year.

The Delrep Vehicle Inventory system has been designed to help you electronically edit your district’s prior year vehicle report with current year information.  As of 5/15/2000 your district’s prior year vehicle inventory data will be available on the WEB.  First go to


www.ade.state.az.us/SchoolFinance/districts/default.asp
From there choose your district and click on “Go!”  Then click on “Reports/Data”.  There you will find 
Vehicle Inventory Seed Data (current year) – (Day & Time placed on WEB)

This you will save to your hard drive or diskette and then import into the DelRep 2.97.4 program.

If you are unable to download your seed data from ADE’s web site, you must request from ADE a diskette with your district's prior year vehicle inventory data.  (Note you must have Delrep 2.97.4 installed on your computer to submit vehicle inventory data electronically. A copy of Delrep 2.97.4 is available for download at:

http://www.ade.state.az.us/schoolfinance/main/Support/delrep/default.asp
If you are unable to download the program from our web site, call David Schuricht or Judy Devenney at (602)542-5695 to receive a copy of Delrep 2.97.4) 

After importing your data, you would simply need to edit this file by updating and adding records to the data set.  Please follow the specific instructions on how to update your data.  

A complete description of the key fields and the instructions for adding, deleting and changing records are provided next.  For a description of all the other fields listed on the Vehicle Inventory form, use the context-sensitive help (F1) within the program.


Key Fields:
Description:


Transaction Code:
Must be A, C, D, M, or R 



A
Add a Vehicle to Inventory



C
Change Vehicle Information



D
Delete a Vehicle from Inventory



M
New Meter for Vehicle



R
Decommission/Sale of Vehicle


CTD: (County-Type-District)
The reporting district’s CTD.


School Number:

the school number will always be 




000, unless a district sponsored 




charter school.

Vehicle Number:

Four digit alpha, numeric, or 




alpha/numeric (District Assigned Number)


License Number:

Seven digit alpha, numeric, or




alpha/numeric

Meter Date 

Date odometer installed

Receiving and Installing your Vehicle Inventory Report from the WEB

ADE is offering an electronic method of submitting your vehicle inventory data.  You can import and update your prior year vehicle inventory data from our web site at:


www.ade.state.az.us/SchoolFinance/districts/default.asp
From there choose your district and click on “Go!”  Then click on “Reports/Data”.  There you will find
Vehicle Inventory Seed Data (current year) – (Day & Time placed on WEB)

This you will save to your hard drive or diskette and then import into the DelRep 2.97.4 program.

To request a diskette with your district’s prior year vehicle inventory data, please call David Schuricht or Judy Devenney at (602) 542-5695.  David or Judy will then mail you a diskette containing a database called DelrepImport123456.mdb (123456 being your CTD number) with your district’s preliminary report data. DelrepImport123456.mdb contains a table with your data.  To import this table use the following instructions: (See Figure 4.22 on page 57)

1.
If using a diskette, place the diskette with your prior year vehicle inventory report into your 3 1/2 inch drive.

2.
From the Delrep main menu go to the Utilities menu and select Import Table button.


(The Import Tables menu will appear.)

3.
Select the browse button and navigate to where you saved your downloaded file from the WEB.  If it is on diskette, choose the A:\ drive.  The database DelrepImport123456.mdb (123456 being your CTD number) will appear in the upper window and the name of the table “tblBusInv” will appear in the lower window. 

4.
Now select the Import button and the Vehicle Inventory will be copied into your Delrep program.

5.
Close the utilities menu and return to the Delrep Main Menu.

6.
To make sure your data copied into Delrep properly click on the Vehicle Inventory button from the main menu, enter your CTD number, then click  <OK>. This will display your vehicle data as it is currently saved on ADE’s Master File.  Please see the sections below on how to make corrections and additions to this data.

Entering Data for the Vehicle Inventory Report

The information that follows describes the basic operating instructions for entering and saving data for the Vehicle Inventory Report.  

To begin entering information click on the Vehicle Inventory button from the Delrep 2.97.4 Main Menu.  A dialog box will appear asking you to enter your CTD number.  If you would like this number to be held in memory and automatically entered for you each time you start this system click in the “Use this CTD as a default” check box.  Click on OK.

(Note:  The CTD number is the six digit County Type District number that the Department of Education has assigned to your district .  If the number you have entered is not on the list a dialog box will appear asking if you would like to add it.  Only add a new number to the list if the Department of Education has approved it.  If you are unsure, please call the School Finance Unit at (602) 542-5695.)

The vehicle inventory data is reported at a district level and the school number will default to  "000".

If you downloaded your prior year vehicle data, when you open this screen, you will see vehicle information similar to Figure 4.11 below.    

After the entire vehicle, information has been updated, added, and changed, proceed to the Reports and print a vehicle inventory report.  Verify the information, if changes need to be made go back to the vehicle inventory data entry screen and edit the data.
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Figure 4.11 Vehicle Inventory Data entry screen
Making Changes to Data NOT  Submitted to ADE’s Master File

Adding a Vehicle to Inventory

A vehicle will need to be added if it was used to transport students during the current school year and is not on the ADE master file.  To add a vehicle click the <Add New Vehicle> button at the bottom of the Vehicle Inventory data entry screen.  
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The Add Vehicle to Inventory screen will appear as seen below in 4.12.  Enter all vehicle information as required, then click <Save>.  If you have more vehicles to add continue to enter data then click <Save>, when all the vehicle have been added click <Close> to return to the main entry screen.

Figure 4.12 Vehicle Inventory Data entry screen
Deleting Data NOT Submitted to ADE

To delete a record NOT yet submitted to ADE, because you entered in error, simply select the record you wish to delete. Click the <Delete Transaction Showing on Screen> button.  The record will be deleted from the table and will not be submitted to ADE.  

Making Changes to Data Added to ADE’s Master File

Updating Vehicle Information Received on Diskette from ADE

Updating vehicle data received from ADE’s master file on diskette is as simple as entering the ending odometer reading as of 06/30/Current School Year. The other fields that may be changed on this screen are body style, body manufacturer, chassis manufacturer, seating, fuel type, year purchased, and purchase price.

Updating Vehicle Information after creating an ADE diskette

We now have a <Create a Change Record> button, which enables you to change non key fields on data already sent to ADE.

Submitting Data Electronically without downloading data from ADE 

Vehicle data can be submitted to update the information on the ADE's Master file, without receiving last year’s information, but this will require more data entry on your part.  The data entered should be identical to vehicle information on the district's Vehicle Inventory Report from the previous year.  The Vehicle Inventory Report will list the prior year's vehicle inventory.  The ending odometer reading from the prior year will now be the beginning odometer reading for the current year.  Entered the vehicle information by using the <Create a Change Record> button. To add new vehicles use the <Add New Vehicle> button.  The only "A" transaction codes should be for vehicle not on the Vehicle Inventory Report from the prior year.

Removing a Vehicle from Inventory due to Sale or Decommission

The method for removing a vehicle from the ADE master list has been changed effective the 1998-1999 school year vehicle inventory report.  The transaction code will be an “R” and an ending odometer reading will be entered.  To retire a vehicle using Delrep simply click on the down arrow next to the transaction code and select the “R” transaction code.  Then you will be prompted to enter the retire date and ending odometer reading.
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Figure 4.13 Retire Vehicle from Inventory
Changing Key Fields Added to ADE’s Master File

If a change needs to be made to a key field ((i.e., CTD, School Number, Vehicle Number, License Number, meter date), it has been previously submitted and is on your preliminary Vehicle Inventory Report, you must delete the record (see the Deleting Data Submitted to ADE section below) and re-submit it with the correct information as an add (“A” transaction code).

Deleting Data Added to ADE’s Master File

A delete transaction is done by clicking on the <Create a Delete Record> and entering the SAME key fields (see key fields listed at the beginning of this section) as listed on the Add.  A record submitted with a D as the transaction code will delete the prior record off the master file.  Submitting a delete transaction is NOT the same as using the <Delete> button described previously.

Adding a New Meter for a Vehicle

The method for replacing odometers for vehicles on the ADE master list has been changed effective the 1998-1999 school year vehicle inventory report.  The transaction code will be an “M” and a meter date, along with beginning and ending odometer readings will be entered.  Be sure to update the original vehicle entry with the ending Odometer reading before the meter was replaced.  To enter the new meter (replacement meter) simply click on the <Add Meter> button at the bottom of the data entry screen.  An entry form will be displayed as shown below in Figure 4.14.  Be sure to enter all the vehicle information exactly as it is for the original vehicle entry, the only difference will be the meter date, beginning odometer, and ending odometer.
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Figure 4.14 Add a New Meter for a Vehicle
Transportation Route Report– This part of Delrep has been disabled in Version 2.97.4, since this information is scheduled for reporting on the WEB

The Transportation Route Report provides ADE with information regarding the number of routes, route miles traveled, and number of students transported.  The district or district sponsored charter schools must report route miles actually traveled during the first 100 days in session and estimate the route miles for the 101st day through the 175th day.   District sponsored charter schools should submit their report to the district for approval. 


Key Fields:
Description:


CTD:
The reporting district’s CTD.   


Transaction Code:
Must be either A, C or D (Add,



Change or Delete).


School Number:
The school number will always be 000, unless a district sponsored charter school.

DEFINITIONS

School bus means a motor vehicle owned by a public school or governmental agency or other institution and operated for the transportation of children to and from home on a regularly scheduled basis.  (ARS §28-101)

1. 
 A route is a predetermined course traveled to transport students from their residence to the school of attendance and from the school of attendance to their residence.  “Dead head mileage” for the purpose of storage and maintenance that is not a part of a regular daily route shall not be included in route miles.

2.
 A contracted route is a route for which a district reimburses a private party, political subdivision, or a common or contract carrier to bring an eligible student from his/her residence to a school transportation pickup point or to the school facility of attendance and from the school transportation drop-off point or from the school facility to his residence (ARS 15-901 A.7.b.).  See special instructions for Elementary Districts not within a High School District.

3.
“Daily route mileage” means the sum of:

The total number of miles driven daily by all buses of a school district while transporting eligible students on scheduled routes from their residence to the school of attendance and from the school of attendance to their residence on routes approved by the superintendent of public instruction.

The total number of miles driven daily on routes approved by the Superintendent of Public Instruction for which a private party, a political subdivision or a common or a contract carrier is reimbursed for bringing an eligible student from the place of his residence to a school transportation 
scheduled return point or from the school facility to his residence.  (The distance traveled on public transportation by eligible students who have been given bus tokens or passes may not be included as route mileage.) 

4.
Eligible regular students are those whose place of actual residence is within the district and:

For common school students, those whose place of residence is more than one mile from the school of attendance.

For high school students, whose place of residence is more than one and one-half miles from the school of attendance.

5.
Eligible students who require specialized transportation service are defined as: handicapped students whose Individual Education Plan (IEP) states that they require transportation to and from school regardless of the location of their residence within the school district (ARS 15-761).

6.
Academic, vocational, technical education, athletic trip and summer school miles are:

Miles students are transported to and from their home school to other schools or facilities for athletic events, special academic, vocational or technical classes.  Include miles traveled for field trips, which are part of the established curriculum.

Miles of buses that are used exclusively for extra curricular activities and athletic events should not be included in this report.

Miles regular route buses are used to transport students in summer school and non-regular school session within the fiscal year July 1 through 30.

7.  Open Enrollment according to A.R.S. 15-816.01. reads as follows:

Section B

The governing board of the district educating the pupil may provide transportation limited to no more than twenty miles each way to and from the school of attendance or to and from a pickup point on a regular transportation route or for the total miles traveled each day to an adjacent district for eligible nonresident pupils who meet the economic eligibility requirements established under the National School Lunch and Child Nutrition acts (42 United States Code Sections 1751 through 1785) for free or reduced price lunches.

Section C

The governing board of the district educating the pupil shall provide transportation                limited to no more than twenty miles each way to and from the school of attendance

or to and from a pickup point on a regular  transportation route or for the total miles traveled each day to an adjacent district for non resident pupils with disabilities whose individualized education plan specifies that transportation is necessary for fulfillment of the plan.

A complete description of the key fields and the instructions for adding, deleting and changing records are provided next.  For a description of all the other fields listed on the Transportation Route Report form, use the context-sensitive help (F1) within the program.

Entering & Saving Data for the Transportation Route Report

The information that follows describes the basic operating instructions for entering and saving data for the Transportation Route Report.

To begin entering information click on the Route Report button on the Main Menu.  A dialog box will appear asking you to enter your CTD number.  This CTD becomes the District CTD number for your reports.  If you would like this number to be held in memory and automatically entered for you each time you start this system click in the “Use this CTD as a default” check box.  Click on OK.

(Note:  The CTD number is the six digit County Type District number that the Department of Education has assigned to your district or charter school.  If the number you have entered is not on the list a dialog box will appear asking if you would like to add it.  Only add a new number to the list if it has been approved by the Department of Education.  If you are
 unsure, please call the School Finance Unit at (602) 542-5695.) 
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Figure 4.15 Transportation Route Report Data Entry Screen

Entering and Saving Data 

Enter the transaction code, the school number will be “000” unless a district sponsored charter school, then enter the charter school number. Once you have departed the school number field the table will be searched for the record identified by the fields’ input.  If it is found, the values in the record will refresh all fields.  If this is a new, record you will get a blank screen. At this point, the key fields will become disabled and data fields enabled.  Proceed by entering all the necessary data fields.

Adding to Data NOT Submitted to ADE’s Master File

The Transportation Route Report consists of Five (5) Parts.

Fill out Part A then proceed to the next part by clicking the <Next Part> button.

PART A:
Part A consists of eight subparts with three sections each.

· Lines 1 through 4 and lines 6 and 7* identify the different types of routes a district may use to transport students to and from school.

· Line 5 is the total of lines 1 through 4.

· Line 8 is the total of lines 5 through 7.

· Lines 9 and 10 report miles handicapped students have/will be transported for Extended School Year. 

*Line 7 is not to be used by Unified, High School, and most Elementary School Districts.  The only districts who should use this line are Elementary Districts not with a High School District (Type 03 Districts).

Under the header, “Actuals  for First 100 Days” enter the following:

· Miles:  Enter the total route miles (to and from school) traveled for the first 100 school days.

· Number of Routes:  Enter the number of routes run each day for each of the            subparts.

· Students Transported to School Daily: Enter the total number of students transported to school daily for each of the subparts.  Students may only be counted once.

Under the header “Estimation for the 101st  through 175th Day” 

· Miles:  If your routes have been stable through the first 100 days in session and you do not expect any changes during the next 75 days, an easy way to estimate  the number of miles would be to multiply the actual miles for the first 100 days, for each type of route, by 0.75.  If there were many route changes during the first 100 days  and the routes are now stable, determine, for each type of route, the daily route miles and multiply the miles by 75.

· Routes:  Enter the total number of daily routes that will be operated the last 75 days.

· Students:  Enter the number of students expected to be transported daily.

Open Enrollment mileage should be included in your regular route miles.  Note:  you still need to complete the bottom right hand corner of the form, the actual mileage and number of students transported.

Contracted Miles: On the separate form provided list those parties, individuals or companies that you contract.  Include number of eligible students and total miles for each contract.  (If you need more forms, please make additional copies)

Once Part A is completed click the <Next Part> button and proceed to Part B. 

PART B:
Bus Tokens and Bus Passes: Enter the number of eligible students and the amount expended (ARS 15-945).  Tokens that are paid for by the students are not to be included.

Part B is completed click the <Next Part> button and proceed to Part C.

PART C:

Enter the total number of route miles driven on paved roads for the first 100 days.

Part C is completed click the <Next Part> button and proceed to Part D.

PART D:
Academic, vocational, technological education and athletic trips: The only mileage that should be entered here is the mileage added to those vehicles used on a daily basis to transport students to and from school.

Example:  If you have a vehicle that transports students to and from school each day and is used to transport students during the day for a field, athletic, voc technological trip the mileage for that trip would be entered here.

Miles of vehicles used exclusively for extra curricular activities and athletic events should not be included in this report.

Part D is completed click the <Next Part> button and proceed to Part E.

PART E:

Only Type 03 districts with information on Line 7 PART A should fill out the district which provides transportation for their high school students.

District sponsored Charter Schools: the total route miles for the charter schools should be shown.  This mileage is not included in the district's miles under Part A.

Total eligible students transported should be entered.  Students may only be counted once.  This figure not included under eligible students in Part A.

Open Enrollment: Enter the number of route miles used for students transported for open enrollment.  These miles should be included under route miles in Part A.
Enter the total students transported for open enrollment. These students should be included under eligible students in Part A.

After you have completed all five parts of the form, click <Save Transaction> from Part E.

Viewing Transactions Input

To view other parts of the current transaction, simply click on the Part tab at the top of the form you wish to view.  

To view previously entered transactions, you must SAVE the current transaction you are entering or editing. You may view the records you have input by selecting the <View Transaction> button.  Highlight the transaction to be reviewed and click the <OK> button.  This enables you to edit the record.

Changing Data NOT Submitted to ADE
Correcting Data NOT Submitted to ADE

To change a record NOT yet submitted to ADE simply enter the CTD number, transaction code, and school number fields of the record you wish to change.  Once you press, enter, the screen will be refreshed with the current values.  Make the necessary changes and save the record from Part E.  If necessary to change the transaction code, or school number you must delete the entire record (see the Deleting Data NOT Submitted to ADE section below) and re-enter it with the correct values.

Data that has never been submitted to ADE will ALWAYS have an “A” transaction code.  This will add the record to ADE’s master file.

Deleting Data NOT Submitted to ADE

To delete a record NOT yet submitted to ADE  simply CTD number, transaction code, and school number fields of the record you wish to delete.  Once you press, enter, the screen will be refreshed with the current values.  Verify that this is the record to be deleted and click <Del Transaction> button from Part E.  The record will be deleted from the table and will not be submitted to ADE.  

Making Changes to Data Added to ADE’s Master File

Changing Non-Key Field Data Added to ADE’s Master File

To change a record that has been previously submitted and has shown as “Record Added” on the Edit/Update report you must submit a change transaction.  A change transaction is done by entering a C as the transaction code, entering the SAME key fields (i.e., CTD, and School Number) as listed on the add transaction.  You Must submit all of your district's route report data again, along with the corrected data.  A record submitted with a C as the transaction code will completely replace all the data on the ADE master file for this District or school, if a district sponsored charter school.

Changing Key Fields Added to ADE’s Master File

If a change needs to be made to a key field ((i.e., CTD, and School Number) as listed on the Add transaction,) AND it has been previously submitted and has shown as “Record Added” on the Edit/Update report you must delete the record (see the Deleting Data Submitted to ADE section below) and re-submit it with the correct information as an add (“A” transaction code).

Deleting Data Added to ADE’s Master File

To delete a record that has been previously submitted and has shown as “Record Added” on the Edit/Update report you must submit a delete transaction.  A delete transaction is done by entering a D as the transaction code and entering the SAME key fields (see key fields listed at the beginning of this section) as listed on the Add.  A record submitted with a D as the transaction code will delete the prior record off the master file.  Submitting a delete transaction is NOT the same as using the <Del Transaction> button previously described.

Reports

The reports in Delrep have been designed to be similar in layout to the screens that you entered the information on originally.  Each report will print out automatically to your default printer.  It is advised that you print out a report before you create the diskette to send to ADE.  This way you can double check your numbers and have a copy of your submission.  However, you can always print out your submitted data by selecting Print/View Archived Table from the Archive Tables Menu

NOTE:  For instructions on changing your default printer please refer to your Windows Help Manual.
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Figure 4.16 Report Option Menu

Utilities

The Utilities section contains the functions that pertain to the maintenance and support of Delrep.  Functions include creating diskettes to send to ADE, changing the default CTD, repairing and compacting the Delrep database, and the main help menu.  Each of these options is discussed below.
Figure 4.17 Utilities Main Menu

Contact Information

We sometimes need to contact you to ask a question about your data.  Thus, we have added the contact information screen for you to fill in before you create the diskette to send to ADE.  This information will be transferred to the disk as a hidden file.  Please take the time to fill in this information.  Thank you!

Figure 4.18 Contact Information Input Screen

Creating ADE Diskettes

After you have entered all of your information you must save that information to a diskette.  Below are step-by-step instructions. Please note: New this year is a feature to specify the fiscal year when you create the diskette. An example of this is shown below.  


Figure 4.19 Create Diskette Entry Screen

· Use the <Browse> button to navigate to where you would like to save your data.

· If you wish to save it onto diskette, format a 3.5-inch high-density diskette and put it into your disk drive.  Note:  Delrep will NOT format or check to see if your disk is formatted.  

· Click on the circle specifying which system you wish to create the diskette for. NOTE: If using diskettes, you may only submit one system per diskette. For example, if you have both ADM and October 1 data, two separate diskettes are required. 

· When prompted, select the fiscal year, as shown in the dialog on the next page.

· Press enter or click on the <Create Export File> Button. This will copy your data to the export file, and archive it to a table on your hard drive.  Note:  Do not make two files. The second file will be empty because your data has already been sent to an archive table.

See the section regarding archived tables for more information on restoring, printing, or viewing this data.

When you create an export file, you will be prompted to indicate the fiscal year for which the data applies. You will select this year from the dropdown list. Below is an example, with 1998-99 selected.




Figure 4.20 Select School Year for Diskette

Backup Database

Delrep is composed of two databases, Delrep.mde and Deldata.mdb.  Delrep.mde contains the program code and Deldata.mdb contains the data for each system.  The Backup Database command copies the Deldata.mdb from one machine to a disk.  Thus, the Copy Database option can be used if data input at one person’s machine needs to be accessed at another person’s machine.  For example, Smallville Elementary School records their ADM on Delrep but Smallville District wants to process the information and send it to ADE.  In this case Smallville Elementary would input their ADM on Delrep and then select the option Copy Database From <Drive C> to <Drive A> (assuming their 3.5 inch disk drive is A).  They would then send this diskette to Smallville District to process. Smallville District would select the option Copy Database From <Drive A> to <Drive C> (assuming their 3.5 inch disk drive is A).  This would copy the data sent from Smallville Elementary School to the hard drive of Smallville District and replace the current Deldata.mdb.  Note, if Smallville District has entered and saved data using Delrep it will be replaced by the data from Smallville Elementary School.  Thus, the Deldata.mdb files must be copied to another directory or to diskette and clearly labeled.  Only one set of data files can be accessed at one point in time.  This option does NOT allow the data from different sources to be combined into one database. 


Figure 4.21 Backup Database Option Menu

Import tables

To import a table use the following instructions:

1.
If your data is on diskette, place the diskette with your ADE data into your 3 1/2 inch drive.

2.
From the Delrep main menu go to the Utilities menu and select Import Tables button.


(The Import Tables menu will appear.)

3.
Select the browse button and navigate to where the import database is; the database DelrepImport123456.mdb (123456 being your CTD number) will appear in the upper window and the name of the tables to be imported will appear in the lower window.

4.
Now select the Import button and the table(s) will be copied into your Delrep program.

5.
Close the utilities menu and return to the Delrep Main Menu.

Figure 4.22 Changing the Default CTD Entry Screen

Changing the Default CTD
To change or delete the default CTD simply select the system. (Pull down the list box for a list of the systems.) The current default CTD will appear--enter the new CTD or leave it blank to have no default set. This will in no way alter the CTDs of the data already entered.


Figure 4.23 Changing the Default CTD Entry Screen

Repairing and Compacting Database

As you work with Delrep you are constantly adding, changing, and deleting data within the tables in the Deldata database.  This can cause the database to become fragmented and use disk space in a less than optimal way.  Thus, periodically you should run the Repair and Compact Database option in order to clean up the file.  We suggest that you run this after each data submission (i.e. after you create a diskette for ADE).  To run the Repair and Compact option click on the <Repair & Compact> button and a dialog box will appear when complete.

Help

Clicking on the help button in the Utilities menu opens the main DelRep on-line help files as well as gives you access to the “Instructions for Required Reports” on-line help.
About Delrep

This option displays a dialog containing the version number of your copy of Delrep. 
Archived Tables

Each time you create an ADE diskette your data is moved from the current input table to an archive table.  Archive tables become the history of your submissions of data to the Department of Education. Archive tables can be restored to the input table, printed, or deleted.  Please see each section below for a description of each.


Figure 4.24 Archive Table Dialog Box

Understanding How Archived Tables Are Named

An archive table is saved with the naming convention: “SYSTEM YYMMDD HH: MM: SS”; the SYSTEM prefixes are: ADMS, Gradrate, LEPS, OCT, Route Report, SPED, SDER08, SDER20; VEHINV, and YEAREND the date (YY - Year, MM -Month, DD - Day); and the time (HH: MM: SS). (This is a slight change from how these tables were named in the past.)  For example, the first table listed above was created from membership/absence data (ADMS) on August 26, 1998 at 6:31 p.m.

Restoring Archived Tables

You have the option of restoring data from your archive tables, however, keep in mind two things.  One, the data you are restoring has already been submitted to ADE.  Moreover, two, restoring this data will replace the data in the input table for that particular system.  For example, if you restored an ADM table it would replace the information currently saved in the ADM input table.  Once this data is restored it becomes the current data in the input table and will only be cleared from this table when an ADE diskette is created.

To restore any archived table simply select the table and click on the Restore Archived Table button.  Restoring an archive table creates a copy of the table in the active table, the original archive table remains an archive table.
Printing Reports of Archived Tables

To print a report of any archived table select the table from the list and click on the Print/View Archived Table button.  This will display the data on your screen in a report.  If you would like to print this data simply go to the menu bar, select File and Print.  This report will be sent directly to your default printer or you can specify the printer by first going to File Print Setup. 
Deleting Archived Tables

Archived tables can be deleted from your database by highlighting the table you wish to delete and clicking on the Delete Archived Tables button.  A warning message will appear.  If you are sure you do not need this data click on Yes to delete.  Please note this is the only back up of the data you have submitted to the Department of Education.  Deleting means it is gone – Please be cautious when deleting archived tables!

What is an Archived Table?

An archived table is created each time you create an ADE diskette.  The purpose of an archive table is to maintain a copy of the data you have submitted to the Department of Education on diskette.
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