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CELDT Pre-ID Data Management System User Guide

Connecting to the Pre-identification (Pre-ID) Data Management System

1. To place an order for student Pre-ID labels, logon to the secure District Portal of
the CELDT Web site at http://www.celdt.org.

2. Once logged on to the District Portal, select the Pre-ID Data Management link.
(See Figure 1.) The Pre-ID File Layout and the Pre-ID User Guide can also be
downloaded from this location.

Figure 1 — CELDT District Portal
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June 2010 Copyright © by the California Department of Education 2


http://www.celdt.org/�

CELDT Pre-ID Data Management System User Guide

3. On the Pre-ID Data Management screen, enter the purchase order number in the
box and select the Submit PO Number button. (See Figure 2.) For details on
how to calculate the amount of the purchase order, refer to the Pre-ldentification
Services Web page at http://www.celdt.org/resources/pre-id/.

Figure 2 — Enter Purchase Order Number
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Pre-ID Data I‘u’lanagement

Purchase Order

In order to submit a Pre-ID file(s), a purchase order (PO} number must be provided for biling purposes. Once this number is submitted, you will
be able to upload and validate Pre-ID file(z). Note that Pre-ID labels will not be printed and shipped until the actual purchase order has been
received by Educational Data Systems via fax or mail. Fax PO’s to 408-775-75596.

Purchase Order#| |

qfiubmit PO Nume

[ Return to District Portal ]

Uploading Files to the Pre-ID Data Management System

1. To upload a Pre-ID file, select the Start Pre-ID Import Wizard button on the
Pre-ID Data Management page. (See Figure 3.)

Figure 3 — Start Pre-ID Import Wizard

District Portal > Fre-IC Data Management
Pre-ID Data Management

Purchase Order
Billing PO Mumber: 356
PO Status: NOT Received

Fax your PO to (408) 776-7696. Your Pre-ID file will not be printed and shipped until the PO has been received by
Educational Data Systems via fax or mail.

Existing Files
Upload Date File Hame Status Action
Maw 27, 2010 sanplePIDM 20100517_10K _dirty. t=t Submitted [ Review ]

Upload a New Pre-ID File

Pre-D files may be added to the system usm%_the Pre-D Import Wizard. New this year — you may upload fixed-
width text files that conform to the Pre-ID File Layout or Excel files using the Excel template.

The Pre-ID set-up fee includes the submission of one file. The fee for each additional file is 530.

< Start Pre-ID Import Wizard >

l Return to District Portal ]
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2. The Pre-ID Import Wizard: Introduction page displays information on file upload
requirements. Read this section carefully to ensure that your file is formatted to
match system requirements. Then, select the Continue Import Wizard button at
the bottom of the page. (See Figure 4.)

Figure 4 — Introduction
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Pre-ID Import Wizard: Introduction

The Import Wizard will take you step-by-step through the upload and validation process, and produce a report of errers and warnings for
each Pre-ID file imported.

Important items to remember:

* Fixed-width text Pre-ID filez must be in plain ASCI text (with a " txt" extenzion) and must confirm to the Pre-ID Data File Lavout.
* Excel Pre-ID files must use the Excel template.

= |f the files are extremely large (i.e. 4MB or larger), uplead timez may be reduced by comprezsing the text file uzing the zip algorithm.
See the About ZIP files page.

Please do not use your browser's Forward or Back buttons during this wizard.

[ Return to Pre-ID Page ] [ Continue Import Wizard ]

3. Select the Browse button on the File Upload page, and navigate to the Pre-ID
file stored on your computer. (See Figure 5.)

4. Select either the Fixed-Width Text or Excel Template file format buttons and
select the Upload File button. (See Figure 5.)

Figure 5 — File Upload
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Pre-ID Import Wizard: File Upload

Select Upload File Format:
@) Fixed-Width Text
O Excel Templats

Fixed-Width Text Instructions:

* The file muzt conform to the fixed-width specifications in the Pre-ID Data File Lavout.
* The file must end in a ".td” extension.

+ Large files may be comprezsed using the Zip format. In this caze, a ".zip" file extenzion iz acceptable. See the About ZIP files page.

Select the file from you
| (|[ Browse | >
C Upload File )
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5. The File Upload Result page provides information on the success of the file
upload. If the upload was successful, select the Begin File Validation Now
button. (See Figure 6.)

Figure 6 — File Upload Results
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Pre-ID Import Wizard: File Upload Result
File Upload Accepted

File Name: Renuka_PreidTest.txt
File Size: 1.14 kB
Record Count: 4

Begin File Validation
Now that your file has been uploaded to our server, it is time to validate it.
“our file will underge a validation process to ensure that it meets the formatting rules =et forth in the Pre-I0 Data File Lavout.

All errors will be flagged and reported after the validation process iz complete. ou will have the option to manually correct each error or
delste the file and start the wizard over by uploading a new file.

Important: Depending on the size and complexity of yvour fils, this validation process will take anywhers from a few seconds to 1-2 minutes
te complete. Pleaze do not 2elect yvour browser's Stop or Refrezh button during thiz process.

—

(| Begin File Validation Now | )
—

6. If the file upload was not successful, the Critical File Error screen displays details
of the file issue in red. (See Figure 7.)

From this point there are two options:

a) Upload the file again by selecting the Restart Pre-ID Import Wizard
button.

b) Select the Go to Pre-ID Menu button to make changes to the file on your
computer.

June 2010 Copyright © by the California Department of Education 5
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Figure 7 — File Upload Results
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Pre-ID Import Wizard: File Upload Result

Critical File Error
This file has been rejected because of the following condition(s)

Error Type Error Count Errors at Line Number|s)

Line Length 1 3

This error prevented the Pre-|D validation process from continuing. Based on these conditions, this file has
been deleted

Make the appropriate correction(s) within your file and restart the Pre-ID Import \Wizard.

7. After successful file upload and validation, the File Validation Results screen is
displayed. (See Figure 8.) This screen confirms the total number of records
uploaded, how many records are valid (no errors), and how many records
contain errors or warnings.

[ Restart Pre-ID Impaort \Wizard

8. Error details, listed by fields that generate fatal errors, are identified on the right
hand side of the screen. It the file contains errors, there are three options:

a) Delete File & Start Over: If the file has a high number of records with fatal
errors, delete the entire file, correct all errors in the original file, and upload
the file again.

b) Correct Errors Now: If the file has only a few errors or warnings, select
this button to correct the file online.

c) Correct Later & Go to Pre-ID Menu: To save the file and correct errors or
warnings later and upload additional files, or to review previously uploaded
files, select this button.

June 2010 Copyright © by the California Department of Education 6
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Figure 8 — File Validation Results
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Dilsirict Portal = Pre-ID Data Maragement = Pre-I0 import Wizard: Flie Valkistion Resulis

Pre-ID Import Wizard: File Validation Results

File Validated Successfully!
File Name: Renuka_PreidTest.txt

Summary Stats Error Details

File Status: Pending Total Errors & VWarnings: 19
Total Records: 4 Errors (fatal): 17
Valid Records (Mo Errors): 0 * School Code: 4
Records with Errors: 4 * Test Purpose:

v Grade:

Understanding Errors: v Last Name: 2

Fatal Emer: Fields with a fatal emor must be comected. If not * First Name:

comected the student will not recsive a Pre-I0 label. o
* Date of Birth: 3

Waming: Fields with a warning may indicate inaccuracies in

the data. Warnings should be reviewsd and comscted, if * Gender:

possible, prior to submission. If not comected the student will

receive a Pre-I0 label. * 5510 {Inwalid): Li]
* Ethmicity: il

* Primary Langusge Code:

* Program Participstion: z

* Primary Disability Code: Li]

* Date First Enralled in USA School: 4

* Most Recent CELDT Admin Date: il

* Most Recent CELDT Admin Grade: il

* Most Recent CELDT Scale Scones: a
Warnings (non-fatall: 2

This ends the Pre-ID Import Wizard.

More than 25% of the records in this file contain fatal errors. This is often caused by a common problem repeated
across all records. You must take the following actions:

1. Delete this file

2. |dentify the problem
3. Caorrect the original file
4. Submit the revised file

To correct the errars on the screen, select Correct Errors Now, or select Correct Later & Go to Pre-ID Menu to correct
errors at another time. Correct errors and submit the file before the Pre-ID submission deadline of September 24, 2010,

_——  —

Correct Later & Go to Prew

Content is copyright © 2010 California Department of Education
Site designed & maintained by Educational Data Systems

Delete File & Start Over Correct Errors Mow

June 2010 Copyright © by the California Department of Education 7



Correcting Errors

CELDT Pre-ID Data Management System User Guide

1. After selecting the Correct Errors Now button on the File Validation Results
page, the File Summary screen is displayed. (See Figure 9.)

From this point there are two options:

a) View All: To view a list of all errors or warnings in the file, select this link.

b) View individual school names: To view a list of errors or warnings by
school, select school names from the links provided.

Figure 9 — File Summary
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District Portsl = Pre-|D Drata Management = File Summar
File Summary

File: Renuka_Preid Test.txt

Summary Stats

File Status: Pending
Total Records: 4
Valid Records (Mo Errors):

Records with Errors: 4

View/Correct Errors

or select an individual schoaol:
= Edison Elementary

= Lincoln Middle

= Otis (Frank) Elementary

Submit File

Understanding Errors:

Fatal Error: Fields with a fatal error must be corrected. If not
corrected the student will not receive a Pre-ID label.

Warning: Fields with a warning may indicate inaccuracies in the

data. Warnings should be reviewed and corrected, if possible,

prior to =ubmig=ion. If not corrected the student will receive a Pre

-ID label.

Error Details

Total Errors & Warnings: 15
Errors (fatal): 13
* School Code: &

* Test Purpose: 1

* Grads: 1

June 2010
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2. The Error List page displays a list of all records with at least one error or warning.
(See Figure 10.)

On this page, the following actions can be performed:
a) Sort by the fields shown as headers
b) Filter by error field
c) Filter by type (fatal error or warning only)
After selecting sort and filter options, select the Go button.

To edit individual student records, select the Edit option.

To delete individual student records from the file, select the Delete option.
Figure 10 — Error List

Text Sze: B E'ﬁ
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District Portal > Pre-1D Data Management > File Summary {Renuka_PreidTest.bet) = Error List
Error List
File: Renuka_PreidTest.txt
| File Summary | | Submit File |
Sort By Fitber by Error Field Filter by Type
Last Name V| |Shuw All V| |AII Types v| @
A row is displayed for each emror, not each student. The same student may be listed multiple times.

Last Name Firast Hame Crade Field Hame Type Aoction
EEREE DANTET. aa School Code Error
PEREZ DENIEL a0 Test Purpose Error [Edit1 [Del
EEREZ DANTEL aa Date Of Birth Error [Edit] [Dell
PEREZ DANTEL aa Gender Error [Edit] [Dell
FEREZ DANIEL oo Program Part. - Migrant Ed Warning [Edit]l [Dell
B BERTS EMTT. Oa School Code Error [Edit]1 [Dell
B BERTS EMIL Oa Date Of Birth Error [Edit] [Dell
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3. After selecting the Edit option from the Error List, the next screen displays a list
of all fields for an individual student’s record. (See Figure 11.)

All errors and warnings are listed in a box at the top of the page.

Within the field list, errors are shaded in a red box and warnings are shaded in an

orange box.

To edit a specific error, select the Jump link next to the error, or scroll down and

select that item.

Items in boxes may be edited.

Select the Submit Record button at the bottom of this screen (not shown below)
to save the changes for each record. Otherwise, select the Cancel Changes and

Go Back button (not shown below) to begin again without saving changes.

Figure 11 — Correction Form
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Driztrict Portal = Pre-10 Data Management > File Summany {Renuka_ PreidTest b} = List Emors = Corection Form

Correction Form

Errar: School Code

Error: Test Purpose
Errar: Date Of Birth

Error: Gender

* Warning: Program Part. - Migrant Ed

Errors were found in the following fields:
Invalid School Code not found in California CDS Master File.

Invalid Test Purpose Code. Valid values are 1 or 2.
Invalid Date of Birth Maonth: Valid values are 01-12.

Gender miz=ing.

Invalid Program Participation - Migrant Ed. Value provided was blanked.

Valid valuez are ™ or Elank.

S Ump

S Ump

S UM

S LT

o LT

MMouse over the field name to review the Pre-10 reguirements for that fisld.

Student’s First Name |DANIEL
Student's Middle Initial K
Student’s Last Name |F'EREZ

District Mame

EDS SAMPLE UNIFIED

County/District Code

A CLASS
0172345

School Mame

FRANK OTIS ELEMENTAR

School Code

6080022

Test Purpose

| v

June 2010

Copyright © by the California Department of Education

10



CELDT Pre-ID Data Management System User Guide

4. After submitting a corrected record, the screen displays validation information for
that record. (See Figure 12.) Select the Return to Error List button to continue
editing additional student records.

Figure 12 — Error Correction Results
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Dristrict Portal = Pre-|D Diata Management > File Summany (FIXED_FORMAT_PREID_PARTIAL.tet) = Error List > Error Correction Results
Error Correction Results
The update(s) to this Pre-D record have been processed.

This record has been successfully validated and found to be error-free.

Return to Error List

Submitting Files

1. Once all records have been edited, the file is ready to be submitted. Select the
Submit File button at the top of the File Summary screen (available if the file
contains fewer than 3% of records with fatal errors). (See Figure 13.)

Figure 13 — File Errors/Submit File

Teoet Size: nEA
¥ EpucaTiONAL DATA SysTEMS

District: 88888 | Logoff

District Portal > Pre-I0 Data Management = Filz Summar
File Summary
File: FIXED_FORMAT_PREID_PARTIAL.txt

Submit File

Summary Stats Understanding Errors:
i - i Fatal Error: Fieldz with a fatal error must be corrected. If not
File Status: F'endlng corrected the student will not receive a Pre-ID label.
Total Records: 17 Warning: Fields with a warning may indicate inaccuracies in the
; . data. Warnings should be reviewed and corrected, if possible,
Valid Records (ND EI’I’DFS}_ 17 prior to submisgion. If not corrected the student will receive a Pre
Records with Errors: -ID label.
View/Correct Errors Error Details
View All, or select an individual school: Total Errors & Wamings: 23
= Amber Junior High Errors (fatal): 0

June 2010 Copyright © by the California Department of Education 11
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2. If the file contains more than 3% of records with fatal errors, the file cannot be

submitted. Navigate back to the Errors List page to continue correcting data
errors. (See Figure 14.)

Figure 14 — File Errors exceed 3%
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District Portal = Pre-I0 Data Management = File Summany {Renuka_PreidTest bd) = Submit File
Submit File
File: Renuka_Preid Test.txt

File Summary

Note: Error count exceeds 3% of all records.
Your file cannot be submitted.

You must correct the file until no more than 3.0% of the records contains errors.

Current File Error Percentage: 100%

3. Once the file has been submitted, a confirmation is shown on the next page.
(See Figure 15.) Educational Data Systems will print a Pre-ID label for each valid
record in the file when the district purchase order is received.

Figure 15 — File Submitted
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District Zortal = Pre-ID Data Management = File Summary {samplePIDM_20100514_small_10rows. bd) = Submit File

Submit File
File: samplePIDM_20100514_small_10rows.txt

File Summary

Your Pre-ID file has been submitted.

Warning: Your file will not be printed until we receive your faxed/mailed Purchase Order!
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Pre-ID Label Example

Smyrnoff, Igor
SSID: 9999980010

Grade: K Local ID:
Deliv. Name: Span 1 DOB: 89/99/99989
Deliv. Code: 1 Grade: K
Students In NPS Students In NP3
Testing Hill NPS Testing Hill NPS
99-99999-0000001 99-99599-0000001
Initial Identification
2010-11 CELDT 2010-11 CELDT
| Barcode No.: 0011000001
| Cervantes, Lisa G
SSID: 9999980013
Grade: K Local 1D: 7890123456
Deliv. Name: Span 2 DOB: 99/99/9999
Deliv. Code: 0 Grade: K
Students In NPS Students In NPS
Testing Hill NPS Testing Hill NPS
99-99999-0000001 99-99999-0000001
Annual Assessment
2010-11 CELDT 2010-11 CELDT

Barcode No.: 0011000004

Bykov, Semion
SSID: 9999990014

Mendez, Oscar T
SSID: 9999990011

DO IR 0D

———

Grade: 01 Local ID: Local ID: 0000000011 ————
Deliv. Name: Span 2 DOB: 99/99/9999 DOB: 99/99/9999 —
Deliv. Code: 0 Grade: 01 Grade: 01 ——
Students In NPS Students In NPS Students In NPS p——
Testing Hill NPS Testing Hill NPS Testing Hill NPS B —
99-99999-0000001 99-99995-0000001 99-99999-0000001 —_—
Annual Assessment Annual Assessment ]

2010-11 CELDT 2010-11 CELDT 2010-11 CELDT —_—

Barcode No.: 0011000005

Barcode No.: 0011000002

June 2010 Copyright © by the California Department of Education
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