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CELDT Pre-ID User Guide

Connecting to the Pre-ldentification (Pre-ID) Data Management Application
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.)

Figure 1 — CELDT District Portal
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* EoucaTionaL DaTA SysTems

District: 12245 | Logoff

CELDT Homve > District Portal
District Portal

The secure district Web portal allows access to district-specific functions, including order management,
Pre-ldentification (Pre-10), and monthly electronic reports. Some functions are available only during applicable
times of the year.

District CELDT Information Portal Options
If any information below is incorrect, please Contact Us as + Order Management
500N as possible. — —
- 201112 Edition Iniial Orders
District: Samp|e EDSs Myzilable through March 25, 2011

- 201011 Edition Additional Orders

Primary Contact: |
Mgilable through June 20, 2011

Jennifer Levey

jennifer@eddata.com ' o .

1234567890 . Eﬁrﬂg oﬁglnln of Trainers (STO
Materials Shipping Address: + Data Review Module (DRM)

The DRM window has closad.
Sample EDS School District

Aftn: Jennifer Levey i

15850 Concord Circle » Requesta Pick U

Suite A - Scorable Test Materials Pick Up

Morgan Hil CAS2037 - Nonstorable Materials Return
To ensure timely delivery of materials, verify that the above gﬁﬂfﬂi&iﬁezﬁﬁm] o

shipping address is correct. If it is not, please complete the
Update Shipping Information form.

Student Score Files
- 201011 Edition Student Score File Layout

Additional E-Mail Contacts Ver 10 (POF - 34216 - 1508)

Up to three additional e-mail contacts may be added <Kprfe'm Data Management )

té: Utg; rg:tsl.f Ir_DD"';contact list using the Additional District \[{;‘ﬂ’;bﬂi&ﬂﬁ3‘;&?&?&;5&%’?%"523“ 2011

+ Track Shipments
Coordinator Directory

Download the CELDT Coordinator Directory (CSV
file) to contact other CELDT District Coordinators Secure Documents
throughout California. Secure documents for District Coordinators are

available in the Secure Document Archive.
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3. On the Pre-ID Data Management Web page, 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 district’s estimated Pre-ID costs, refer to the Pre-
Identification Services Web page at http://www.celdt.org/resources/pre-id/. The
Pre-ID Data File Layout can also be downloaded from this location.

Figure 2 — Enter Purchase Order Number

. Text Siz=; A A A
¥ EpucaTionAL DATA SySTEMS

District: 12345 | Logoff

District Partal » Pre-10 Diata Management
Pre-ID Data Management

Enter Purchase Order Number

To submit a Pre-IC file(s), a purchase order (FO) number must be provided for billing
purposes. Type the number into the *Purchase Order # entry box, below. Once the
number is entered on the screen, you will be able to continue to the Pre-ID Import
Wizard to upload your Pre-ID file(s).

Mote: A hard copy of the PO is also required. Pre-ID labels will be printed and shipped
1? proximately two to three weeks from the receipt of the hard copy PO and a valid Pre-ID
E.

Mail POs to Educational Data Systems, 15850 Concord Circle, Suite A, Morgan Hill, CA
95037; or fax to 408-776-T696.

Purchase Order #

Gu brmit PO Mu mbED

| Return to District Portal |
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Uploading Files to the Pre-ID Data Management Application

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

Figure 3 — Start Pre-1D Import Wizard

Tedsze 0 A A

$%& EoucaTtionAL DATA SysTems

Dilstrict 12345 | Logof

Dikstrict Ponal = Pre-10 D2tz Management

Pre-ID Data Management

Purchase order (PO) number accepted.

Remember to mail or fax yvour PO to Educational Data Systems. Your Pre-ID file will not be printed and
shipped until the hard copy PO has been received.

Purchase Order Status
PO Status: Mot Received

Date Received: -

Existing Files

You have not uploaded any Pre-ID files.

Upload a New Pre-ID File

Pre-ID files may be imported using the Pre-ID Import Wizard. vou may upload either fixed-width text files
that conform to the 2011-12 Pre-ID Data File Lavout (poF - 3525 - zrpo) or Excel files using the Excel Template

[HL5 - 27KE).
Mote: The Pre-ID set-up fee includes the submizsi f one file. The fee for each additional file is $30.
< Start Pre-1D Import Wizard )

| Retumn to District Fertal |

2. The Pre-ID Import Wizard: Introduction Web page displays information on file
upload requirements. (See Figure 4.) Read this section carefully to ensure that
your file is formatted to match application requirements. Then, select the
Continue to Pre-ID Import Wizard button at the bottom of the Web page and
the File Upload Web page is displayed. (See Figure 5.)

June 2011 Copyright © by the California Department of Education 4
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Figure 4 — Pre-1D Import Wizard: Introduction
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* EoucaTional DaTA SysSTEMS

Disirict: 83888 | Logaff

District Portal = Pre-10 Data Management = Pre-I0 Import Wizard: Introduction
Pre-ID Import Wizard: Introductlon

The Pre-ID Import Wizard will take you step-by-step through the upload and validation processes, and produce a
report of errors and wamings for each Pre-1D file imported.

Important items to remember:

= Fixed-width text Pre-1D files must be in plain ASCII text (with a " txt" extension) and must conform to the
2011-12 Pre-ID Data File Layout.

= Excel Pre-1D files must use the Excel Template. The template must not be altered.

= Ifthe files are extremely large (i.e. 4MB or IargeF) upload times may be reduced by compressing the text
file using 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
Data Management Home Page

Continue to Pre-1D
Import Wizard

3. On the File Upload Web page, select either the Fixed-Width Text or Excel
Template file format radio button. (See Figure 5.)

4. Select the Browse button and navigate to the Pre-ID file stored on your
computer. Then select the Upload File button.

Figure 5 - Pre-ID Import Wizard: File Upload

Text Sze: & A A
EoucaTionaL Data SYSTEMS

District: 12345 | Logoff

Diistrict Portsl = Pre-ID Diata Management = Fre-ID Imp File U

Pre-ID Import Wizard: FI|E Uplnad

SelectUpload File Format:

& Fixed-Width Text
i Excel Template

Fixed-Width Text Instructions:

» The file must conform to the fixed-width specifications in the 2011-12 Pre-I0 Data
File Layout.

* The file name must end in a ".txt" extension.

= Large files may be compressed using the ZIP format. In this case, a " zip" file
extension is acceptable. See the About ZIF Files page.

Select the file from yvourbhard disk.
Browse... | )

Upload File

June 2011 Copyright © by the California Department of Education 5
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5. The File Upload Result Web 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 — Pre-1D Import Wizard: File Upload Result

Text Siza:IA A
* EoucaTionaL DATA SysTEMS

District: 12345 | Logoff

District Portal = Pre-ID Data Management = F

Pre-ID Import Wizard: Flle Upload Result

File Upload Accepted
File Mame: samplePIDM_20110322 073147 _clean.txt

File Size: JT4 kB
Record Count: 100

Begin File Validation
Mow that your file has been uploaded to our server, it needs to be validated.

Your file will undergo a validation process to ensure that it meets the formatting rules set
forth in the 2011-12 Pre-ID Data File Layout.

All errars will be flagged and reported after the validation process is complete. You will
have the option to manually correct each validation error or delete the file and start the
wizard over by uploading a new file.

Important: Depending on the size and complexity of your file, this validation process will
take from a few seconds to a few minutes to complete. Please do not select your
browser's Stop or Refresh button during this process.

@ File Validati@

6. The file validation process verifies that the file itself is in the expected format and
that it contains information critical to the upload. If the file upload was not
successful, the Critical File Error screen displays details of the file issue. (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 Data Management Home Page button to make
changes to the file on your computer. It is recommended that you take
note of the errors, fix the file offline, and upload it again.

June 2011 Copyright © by the California Department of Education 6
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Figure 7 — Pre-1D Import Wizard: File Upload Result

* EoucaTionaL DaTa SysTEMS

Text Size: & A A

District: 129458 ! Loooff

Critical File Error

District Portal = Pre-ID Data Management =

Pre-ID Import Wizard: File Upload Result

This file has been rejected because of the following condition(s):

Error Type

Error
Count

Errors at Line Number(s)

Test Program ID

1

6

Wizard.

This error prevented the Pre-ID 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

Go to Pre-ID
@an Pre-1D Import Lﬂm Data Management Home Page
e ~

7. After successful file upload and validation, the File Validation Results screen is
displayed. (See Figure 8.) The left side of the screen confirms the total number of
records uploaded, how many records are valid (no errors), and how many
records contain errors or warnings, as well as a breakdown of records by test

purpose.

8. If the file contains errors, the error details, listed by fields that generate fatal
errors, are identified on the right-hand side of the screen. From this screen there

are three options:

a) Delete File & Start Over: If the file has a high number of records with fatal
errors (e.g. more than 25 percent of the records with 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 issues online.

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

June 2011 Copyright © by the California Department of Education 7
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Figure 8 — Pre-1D Import Wizard: File Validation Results

Text Sizs: A A A
EoucationaL DATA SYSTEMS
District: 12345 | Logoff
Diistrict Portsl > Pre-1D Diata Mansgement = Fre-I0 Imp rd: File Validation Results
Pre-ID Import Wizard: FI|E Valldatlnn Results
File Validated Successfully!
File Name: samplePIDM_20110322_073523.txt
File Summary Error Details
File Status: Pending Total Errors and Warnings: 94
Total Records: 500 Errors (Fatal): 72
Valid Records (Mo 435 « Sohool Code 5
Errors):
) * TestP 0
Records with Errors: 65 e
" Grade 8
* Last Mame 3
District Test Purpose Counts . First Name 5
Annual Assessment | Initial Assessment * Date of Birth 14
(AA) (1A} _ ;
246 254 e
= 531D {Invalid) 10
= Ethnicity/Race 10
Understanding Errors: * Primary Language Code !
Errors (Fatal): Errors that go ® Program Participation 24
uncorrected will cause the student . o N
record to be invalid. A Pre-ID label will Primary Disability Code !
not be printed for records with errars. Date First Enrclled in USA
= School 5
Warnings (Mon-Fatal): Warnings - )
indicate inaccuracies in the data. | Meost Recent CELDT Admin
Warnings should be reviewed and Date o
corrected, if possible, prior to Maost Recent CELDT Admin
submission. If not corrected, a Pre-ID * Grade o
label will still be printed. Most Recent CELDT Scale
* Scores a
Warnings (Mon-Fatal): 22

This ends the Pre-1D Import Wizard.

This file contains fatal errors. If you feel the errors are too numerous to manually
correct, you may delete this file and upload a new file using the Pre-ID Import Wizard.

If you want to correct the errors manually, you may do so now, or return later. Correct
errors and submit all files prior to the close of the Pre-ID Regular or Late Label Window.

Comect Later & Go to Pre-ID
[ Delete File & Start Overll ) | Comect Emors Now | Data Management Home Page

June 2011
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Correcting Errors
1. After selecting the Correct Errors Now button on the File Validation Results
Web page, the File Summary Web page is displayed. (See Figure 9.)
From this point there are two options:

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

b) View individual school records: To view a list of errors or warnings for a
specific school, select the school name from the links provided.

Figure 9 — File Summary

g Text Size: A A A
$X EoucationaL DATA SysTeEms
h District: 12345 | Logoff

District Portal > Pre-1D Data Management = File Summan
File Summary
File: samplePIDM_20110322_073523.txt

Summary Stats Understanding Errors:

. i . Fatal Error: Fields with a fatal error must be
File Status: Pending corrected. If not corrected, the district will
Total Records: 500 not receive a Pre-1D label for this student.

Warning: Fields with a warning may
E':'tal R_EEDF':IS (No 435 indicate inaccuracies in the data. Warnings
rrors): should be corrected, if possible. If not
Records with Errors: RA corrected, the district will still receive a Pre-
IO label for this student.
District Test Purpose Counts .
P Error Details
Annual Initial )
Assessment (AA) | Assessment [IA) Total Errors and Warnings: 94
246 254 Errors (Fatal): 72
* School Code 5
View/Correct Errors * Test Purpose ]
|:|_r select an individual * Grade :
sormoal to view and correct errors: * Last Mame 3
(- EDS Sample School 1 ) * First Mame 8
= E0S Sample School 10 * Date of Birth 14
= EDS Sample School 2 * Gender 1
« EDS Sample School 3 = SSID {Invalid) 10
« EDS Sample School 4 * Ethnicity/Race 10
\" EDS Sample School & / * Primary Language Code 1
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2. The Error List Web page displays a list of all records with at least one error or
warning. (See Figure 10.)

On this Web page, the following actions can be performed:
a) Sort by the fields shown as headers
b) Filter by error field
c) Filter by type (All Types, Errors or Warnings only)
After selecting sort and filter options, select the Go button.
To edit individual student records, select the Edit action link.
To delete individual student records from the file, select the Del action link.
Figure 10 — Error List

Ted sz A A A
* EbucatioNAL DATA SYSTEMS

District: 22882 | Logoff
District Portal > Pre-ID Data Management = File Summany (PG_CELDT_PrelD_22522_Sample_xs.0000.:ds) = Error List
Error List
File: PG_CELDT_PrelD_88888_Sample_xls.0000.xls T print this List pos

[ Back to File Summary | | Submit this File |
TastName[Z]  [ShowAl B [Aitpes  [5]
A row is displayed for each emor, not each student. The same student may be listed multiple times.
Last Name First Grade Field Hame Type Action
Hame
<<blank>»> EUGEHNE 0a School Code Error
<<blank>> EUGENE on Last Name Error [Edit] [Del]
<<blank>»> EUGENE 0a Most Recent CELDT Admin Grade Warning [Edit] [Del]
<<blank>»> EUGEHNE i) Most Recent CELDT Scale Score Reading Warning [Edit] [Del]
<<blank>> EUGEHNE 0g Most Recent CELDT Scale Score Writing Warning [Edit] [Del]
<<blank>> EUGENE a0 Most Recent CELDT Scale Score Overall Warning [Edit] [Del]
ALABRMA ADDISCH 09 School Code Errar [Edit] [Del]
ALABRAMR ADDISOH 09 Most Recent CELDT Scale Score Warning [Edit] [Del]
Listening

ALLERML MONTGOMER 01 School Code Error [Edit] [Del]
ALARRML MONTGOMER 01 S5ID Warning  [Edit] [Del]
ALASKR JUNE 01 School Code Error [Edit] [Del]
ALRSHER KENAI 09 School Code Error [Edit] [Del]
LNE LOUISE 03 School Code Error [Edit] [Del]
ARIZONA PHEONIX 0z School Code Error [Edit] [Del]

June 2011 Copyright © by the California Department of Education
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3. After selecting the Edit action link from the Error List, the Correction Form Web
page displays a list of fields for the individual student’s record. (See Figure 11.)

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

Enter the correct information for this student. Only items displayed in text boxes,
drop downs or with radio button or checkbox options may be edited.

Select the Apply Edits button at the bottom of this screen (not shown below) to
save the changes made to this record. Otherwise, select the Cancel Changes &
Go Back button (not shown below) to begin again without saving changes.

Figure 11 — Correction Form

Text E-iza:IA A
¥ EpucaTioNAL DATA SysTems

Diistrict: 12345 | Logoff

District Portal > Pre-|D Data Management > File Summary {sampleFIDM_20110322_0T3523. td) > List Errors > Comection

Correction Form

Errors were found in the following fields:
I Error: Grade Inwalid Grade. Valid Values are 00-12.
Jump

* Warning: Program Part. - Inwalid Program Participation - Migrant Ed. Value
Migrant Ed provided was blanked. Valid values are ¥ or blank.
o LI

Mouse over the field name to review the Pre-ID requirements for that field.

District Name EDS SAMPLE UMIFIED
County/District Code 0112345
School Mame EDS SAMPLE SCHOOL 05
School Code 1234585
Test Purpose 1- Initial Assessment {14)  [w]
Delivery Mame K
Delivery Code ™

! Student Grade =<blank>
Student's Last Name GOMZALES
Student's First Name RITA

June 2011 Copyright © by the California Department of Education 11



CELDT Pre-ID User Guide

4. After applying edits to a corrected record, the application revalidates the record
to ensure all changes meet the field criteria and whether new errors or warnings
are introduced. The Error Correction Results screen displays validation
information for that record. (See Figure 12.) Select the Return to Error List
button to continue editing additional student records. If new errors or warnings
are introduced, an Edit Record Again button will display on this screen.

Figure 12 — Error Correction Results

Text Siza:z‘ﬂ" A
* EpucationaL DATA SySTEMS

District Portal * Pre-|0 Data Management > File Summary (sampleP|DM_20110322_07T3523. tet) > Emor List = Errc

Error Correction Results
The update(s) to this Pre-lD record have been processed.

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

( [ RetumtoEmorList| )

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

Submitting Files

Note: Records that are deleted and any records with fatal errors remaining in
the file upon submission are dropped and labels are not printed for these
records.

Figure 13 — File Summary Submit this File Button

Dristrict Portal > Pre-1D Diata Management = Filz Summa

File Summary
File: samplePIDM_20110322_073147_1 error.txt

Summary Stats Understanding Errors:

. . . Fatal Error: Fields with a fatal error must be
File Status: Pending corrected. If not corrected, the district will
Tatal Records: 100 not receive a Pre-ID label for this student.
Total Records (No 100 Warning: Fields with a warning may

E i indicate inaccuracies in the data. Warnings
rars): should be corrected, if possible. If not
Records with Errors: 0 corrected, the district will still receive a Pre-
ID label for this student.

District Test Purpose Counts Error Details

Annual Initial )
Assessment (AR} | Assessment [IA) Total Errors and WEFHIHQSI 0
53 a7 Errors (Fatal): 0

June 2011 Copyright © by the California Department of Education 12
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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 Web page to continue correcting data
errors and/or deleting records with errors. (See Figure 14.)

Figure 14 — File Errors Exceed 3%

g Text Size: A A A
$& EoucationaL DATA SYSTEMS
e District: 12345 | Logoff

District Portal » Pre-ID Dats Management = File Summany (samplePIDM_20110322_0T3523.bet) » Submit Fil

Submit File
File: samplePIDM_20110322_073523.txt

| Back to 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% of the records contain errors.

Current File Error Percentage: 13.00%

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

Figure 15 — File Submitted

K Text Size: A A A
¢ EoucaTionaL DATA SysTEMS

District: 12345 | Logoff

District Portal > Pre-1D Data Mansgement > File Summary (samplePDM_20110322_073147_clean. bet) > Submit Filz
Submit File
File: samplePIDM_20110322_073147_clean.txt

| Back to File Summary |

Your Pre-ID file has been submitted.

Mote: Pre-ID labels will be printed and shipped two to three weeks from the receipt of the
hard copy PO and a valid Pre-ID file during the Regular Window and within 5 days during
the Late Label Window.

Mail POs to Educational Data Systems, 15850 Concord Circle, Suite A, Morgan Hill, CA
95037T; or fax to 408-T76-7696.

June 2011 Copyright © by the California Department of Education 13
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Grade: 09

Deliv. Name:

Deliv. Code:

Azure High

Test Deck District 2
g88-88888-9900003

2011-12 CELDT

Alaska, Sara A
S51D: 9999950011
Local 1D: 0000123462
DOB: 99/99/9999
Grade: 09

Azure High

Test Deck District 2
88-88888-9800003
Annual Assessment

201112 CELDT
Barcode No.: 03688814

Northern, Lights A
S5ID: 9999990014
Local 1D: 0000123467
DOB: 95/59/9999
Grade: 09

Azure High

Test Deck District 2
88-88888-9900003
Annual Assessment
2011-12 CELDT
Barcode No.: 03688819

Grade: 01

Deliv. Name:

Deliv. Code:

Azure Elementary
Test Deck District 2
88-88888-9900003

2011-12 CELDT

Grade: 02

Deliv. Name:

Deliv. Code:

Azure Elementary
Test Deck District 2
88-88888-9900003

2011-12 CELDT

Grade: 12

Deliv. Name:

Deliv. Code:

Azure High

Test Deck District 2
88-88888-9900003

2011-12 CELDT

UL TR

Carolina, Charlotte A
S51D: 9999880001
Local ID: 0000123464
DOB: 99/99/9999
Grade: 09

Azure High

Test Deck District 2
58-88888-9900003
Initial Assessment

2011-12 CELDT
Barcode No.: 03688816

California, Poppy A
S51D: 9999980012
Local ID: 0000123463
DOB: 99/99/9999
Grade: 09

Azure High

Test Deck District 2
BB-88888-9900003
Annual Assessment

2011-12 CELDT
Barcode No.: 03688815

Peoria, Corning A
SSID: 9999590015
Local 1D: 0000123460
DOB: 99/99/9999
Grade: 09

Azure High

Test Deck District 2
88-88888-9900003
Annual Assessment

2011-12 CELDT
Barcode No.: 03688812

Keyone, Grdten A
SS5ID: 9999990017
Local ID: 0000123468
DOB: 99/99/9999
Grade: 01

Azure Elementary
Test Deck District 2
88-88888-9900003
Annual Assessment

2011-12 CELDT
Barcode No.: 03688820

Keyone, Grdeleven A
551D: 9999930019
Local ID: 0000123469
DOB: 99/99/8999

- Grade: 02

Azure Elementary
Test Deck District 2
B88-88888-9900003
Annual Assessment

201112 CELDT
Barcode No.: 03688821

National, Joshua A
S$5ID: 9999990020
Local ID: 0000123470
DOB: 99/99/5509
Grade: 12

Azure High

Test Deck District 2
88-8BBE8-9500003
Annual Assessment

2011-12 CELDT
Barcode No.: 03688822

——
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I
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——————————
——————
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——————
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—
———————————
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—
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—
—
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——
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—
——e
———
——
—_—
—

Louisiana, Shrimp A
SSID: 9999990002
Local |D: 0000123465
DOB: 99/99/9999
Grade: 09

Azure High

Test Deck District 2
£8-88888-9200003
Initial Assessment

2011-12 CELDT
Barcode No.: 03688817

Nevada, Reno A
S510: 9999920013
Local ID: 0000123466
DOB: 99/99/9509
Grade: 09

Azure High

Test Deck District 2
88-88888-9900003
Annual Assessment
2011-12 CELDT
Barcode No.: 03688818

Sandals, Jamaica A
S51D: 9995990016
Local ID: 0000123461
DOB: 99/99/9999
Grade: 09

Azure High

Test Deck District 2
88-88888-9800003
Annual Assessment

201112 CELDT
Barcode No.: 03688813

L R T
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