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Presenter
Presentation Notes
Welcome to the webinar for the Electronic Version of the District Notification Form SFN 18119. Hi, I am Kim Vega from the Department of Public Instruction. I am an Admn Officer in the Fiscal Unit and work with Special Education Student Contracts and reimbursements. Today, I am excited to present to you the newest web based program working exclusively with the notification of placements, student contracts, and the reimbursement process for student contracts. This particular training module involves the notification section. That is, the residency notification which is sent to the resident district and the educating district by the agency or school making the student’s placement. But first, let me introduce to you, Kenneth Steiner, who has an educating and supporting role in the notification process. 



Century Code for Notification of 
Placement 

• Century Code 15.1-29-14 
• (701) 328-1678 
• kasteiner@nd.gov 
 

Presenter
Presentation Notes
I am Kenneth Steiner with the School Finance Division of the Department of Public Instruction (DPI).  I am providing you with the Century Code reference related to the Notification of Placement and Residency Determination.  Anytime you have a question about a specific situation, please call me.  Our office does not make a determination for residency determination, but is able to provide guidance on how Century Code applies.  The Notification of Placement is due September 15th of each year or whenever a placement or change in placement occurs. Since agencies who make placements have staff in the field, DPI depends on those staff to make those determinations.  

mailto:kasteiner@nd.gov


Create ND State Login 
• Website to create login is: 

https://secure.apps.nd.gov/dpi/ndteach/sclogin.aspx 
• This site has all the links needed to create and verify 

login information 
• All Users of the system will need a login name 
• Users need login prior to DPI setting up Entity 

information 
• Call Kim Vega or Ken Steiner after Administrative 

Users are determined 
• Contact info page at end of training slides  

 
 

Presenter
Presentation Notes
This is the website for creating a state login in or user name. Once the users, who are considered administrative users are finalized and they have a login or have created a login ID, contact Kim Vega or Ken Steiner. Because a number of applications are run through the ND state login page, there will be a number of people working at our state agencies who already will have a login name.  Either Ken or myself, will double check that your entity information is complete and your login information is associated or saved with your entity data. The next time you access the ND State login page, you will notice that you have a Student Contract option.  Also, I will leave a slide with the needed contact information at the end of the training.  

https://secure.apps.nd.gov/dpi/ndteach/sclogin.aspx


Student Contract log-in page 

Presenter
Presentation Notes
Here is the screen shot of the ND State login page. This is a universal site used by the state of ND to create logins for users on a number of state sponsored websites. In addition to these fields, the page does require you to answer two questions which are used for security measures should you lose your login. 



Definition of Entities 

• Agency Making Notification 
– Includes state agencies, private educators, public 

schools…. 

• Educating provider 
– Includes private educators and public schools 

• Financial Responsibility 
– Includes public school districts  and DPI 

• State Responsible students will default to DPI 

Presenter
Presentation Notes
You will notice this program refers to ‘entity’ in varies places. Basically any school or agency which has a role in the notification process is called an entity. What is important to know is what role that entity plays for the student. An entity making a placement can be a state agency, a private educator or even the school district of residence; any one of them maybe responsible for a placement. The educating provider can be an out of state public or private school, or an in-state public or private. As for financial responsibility, this entity is always a ND public school or DPI, if the student is found state responsible. 



Screen Shot of Entity Set UP 

Presenter
Presentation Notes
When we are establishing the sign up information for our entities, this is the screen shot we will see, so this is the typical information we will be asking for. Name, Phone, Email for person receiving notifications, and address. When you call and identify yourself as a administrative user with an entity,  we attach your user name and login id to it’s profile. Then, after you login in to the system, your entity information will default with the entity you are tied to. The default information  needed will already be in place as you create a notification or contract.  If you are tied to more than one entity, you will be asked to pick from the entities shown in the drop feature.



Role of Administrative User 
• Entity – DPI office use 

– Contact  -DPI office use 
• Administrative Users 

–Staff Users 
• Point of contact  
• Set up staff users 
• Calls DPI with changes to entity information 
• Calls DPI to add/delete Administrative Users 
• Responsible for deleting unneeded Staff Users 

Presenter
Presentation Notes
Each entity will need to establish those persons who are considered administrative users. An administrative person within an entity will be the point of contact. If you are an agency which makes notifications, you can have only one entity contact listed but most entities will have more than one Administrative User roles. The administrative user’s role is to create staff users. An Admn user may create notifications also, but a staff user cannot create other users within the entity. The tiered roles allow the entity to keep a lock on some information, assessable for change by only a few. Admn users will need to call DPI if they need to make changes to the entity, such as phone number, contact or to delete or add other additional Admn users. Also, Admn users will need to delete any staff users which are no longer needed. 



Tasks in Electronic  
Contract Program  

• Create & List Notifications 
• Create & List Contracts 
• Create reimbursements 

 

Presenter
Presentation Notes
Most of our State agencies play the role of notify-er only and do not use the two functions listed at the bottom; Create & List contracts, and create reimbursement. Our school district and special education units will be the typical user for these two functions. 



Login Instructions for Admn Users 

• If needed, create your login ID 
• Email ksteiner@nd.gov or kvega@nd.gov to 

let us know you are ready to start entering 
notifications. (be sure to include phone #) 

• After we have received your email, we will 
contact you by phone to attach your login ID 
to the correct entity. 

• Start entering staff users 

Presenter
Presentation Notes
To sum up the first step for Administrative users, you may want to print off the slides or maybe just this page. This will be considered the first tasks you will need to accomplish in order to start creating notifications or contracts.  First, be sure you have a login id. Once you have your login ID, Email Kim or Ken at the email addresses shown. We will work together to see that your entity information is correct and include you as a Admn user. After that, the Admn user can start creating any staff users. Both admn users and staff users can create notifications.  Remember, the staff user will need to have a login established before the administrator can set them up. 

mailto:ksteiner@nd.gov
mailto:kvega@nd.gov


Role of Staff Users 

• Create & List Notifications 
• Create & List Contracts 
• Create reimbursement 
• Everything except make changes to entity set 

up and create other users 

Presenter
Presentation Notes
The role of a staff user is to be able to create and list  both notifications and contracts. An Administrative user can do all that a Staff User can do, but a staff user cannot do all that an Admn user can do. 



Screen of User Set Up 

Select 
‘Entity 

Users’ to 
create new  
staff users  

Presenter
Presentation Notes
Here’s the screen for user set up. Notice that you will need the login ID to complete the set up for a staff user, after entering username which is also called the login ID, click the arrow button, then you will have the option to add and save. 



Creating a Notification 

IMPORTANT: Most 
entities making 

placements will deal 
primarily with  List 

and Create 
Notifications 

Presenter
Presentation Notes
The guiding principle behind the student contract system is the notification. It alerts the school districts to their financial responsibility and permits the educating entity to create a contract. On this screen you will click on the words Create Notification. The electronic notification primarily asks the same questions or is looking for the same fields as the paper version did. 



Important Differences 

• Notifying Agency will need the student’s 10 
digit State ID number- call resident or educating 
school district to obtain 

• The school year for the notification needs to 
be identified. 
– Example are 2009-2010, 2010-2011, etc. 
– Fall to Summer defines the school year 

 

Presenter
Presentation Notes
Although; there are two differences you will want to note: They are: the notifying agency needs to know the students 10 digit State ID number. If you do not currently have the number, you will want to call the resident school district or the educating district to get it.  The second thing is, the school year needs to be identified. Because the school year is an important identify-er for the educating districts who will be creating the tuition costs for the student’s contract, determining the correct year is significant.  The school year is identified by the year it starts in the fall to summer of the next year. So, a student placed in November of 08, the school year is 2008-2009. If the student is placed in June of 09, then it is still 2008-2009. If the student starts up again in the fall-September of 2009, then the school year is 2009-2010.  If you have any problems determining which school year the notification should tie to, please call the educating school. 



Parts 1-4 of the Notification Form 

• Parts are identical to paper form SFN 18119 
• Part 1 – Purpose of Notification 
• Part 2 – Student Placement Information 
• Part 3 – Residency Determination  
• Part 4 – Notification or Electronic Signatures 
 

 

Presenter
Presentation Notes
Keep in mind, other than the two additional pieces of information we just talked about, everything is primarily the same. This slide lists the 4 parts of the notification: Purpose, student information, factor for residency determination, and the signature page. 



Placement Definitions 

• Part I Definitions: 
• Initial/New Placement – a first time 

notification for student’s placement 
• Annual Sept. 15th residency notification- 

required to be completed annually 
• Discharge from placement  

Presenter
Presentation Notes
This slide list the choices for the reason for the notification. Initial placement, completed for a first time placement. Annual Sept 15th notification, due the 15 of Sept. The last option is the discharge from a student current placement. 



Screen shot of Part 1 

The correct school 
year must be 

selected. 

Presenter
Presentation Notes
As you can see by this slide, it lists the three types of notification purposes I just described. Also, on this screen, you will see the field for the school year. When you click on the drop down arrow, you will have the current year plus three years back to choose from. 



Screen Shot Part 2 

IMPORTANT: the 
Student’s Name & 
DOB will default 
after the number 

is keyed in and 
the arrow button 

is selected.  

Presenter
Presentation Notes
Part two is basically the student’s information page. Only the student’s name and date of birth will default in. The student’s address will need to be entered by the notifying entity. Also if the custody order date if it pertains to this type of placement. 



Screen Shot of Part 3 

By selecting the first 
option, a student 
must have a local 

school district with 
financial 

responsibility. 

The school 
placed option 

will be 
chosen by the 

local school 
districts.  

IMPORTANT: Options 2 
through 5 indicate a ND 

State Responsible 
Student.   

Presenter
Presentation Notes
In part three the residency is determined by the option which is chosen. The first option, a student’s custodial parent is resident of ND, indicates there is financial responsibility by a ND public school. If options 2 through 5 are chosen, these situations indicate the student is the financial responsibility of the state of ND. The last option is chosen only by school districts who make a school placement placed on the needs of the student.  



Screen Shot of Part 4 

The user’s assigned 
entity name will 

default to agency 
making notification 

Creator of 
notification will 
need to select  

Educating 
Provider and the 
Resident district 

or Financially 
Responsible 

school 
IMPORTANT: If you do not 
find  the  entity  providing 

education,  or the 
resident school district for 

financial responsibility, 
l  ll DPI f    

Presenter
Presentation Notes
Part 4 is the signature section for the form. The first field, agency making notification,  will default to the entity associated with the person creating the notification. The second field will need to be selected from the drop down list of  possible educators. Please call Dpi if you do not see the educator the student is attending. The Financial responsibility will also be a drop down list of possibilities. If you choose number 1 or number six in section three, the public school districts of ND will be listed. If you choose options 2 through 5 in section three, your only choice will be DPI, indicating to us a student who is the responsibility of the state. 



Submit or Save or Void 

Presenter
Presentation Notes
After you hit the create notification button, you will notice that a submit button or save button will appear. Submit the notification if you are ready to finalize. If you need to check on any other details for the student, and do not want to lose the information, you may hit save. Should you have made a mistake on a prior submitted or saved notification the Void button is also an option, as long as a contract has not been created from this notification. If you need to void a notification which has a contract already built from it,  you will need to void the contract first.  



Email Notification 

• Submission 
• Voids 
• Contract Approvals 
• Reimbursement Approvals 

Presenter
Presentation Notes
You will receive varies email notifications as work is completed in the electronic system, such as submissions, voids, and approvals. They are automatically generated emails, so you can not respond to them. So if you have questions you may need to call the notifying entity, or resident or educating school.  We have only one contact per entity for email notifications. This contact person may need to forward the email notices to the correct program staff. 



Query for Notifications 

Presenter
Presentation Notes
You may list and view any notification which you have created by clicking on  ‘List Notifications’ .  When looking for notifications, you have a number of querying options: All, Submitted, Voided, the educator, even by the school year, just to name a few.  



Additional Information 

• Expect to see minor changes 
• Contact Information 

– Ken Steiner, 328-1678 
• ksteiner@nd.gov 

– Kim Vega, 328-2175 
• kvega@nd.gov 

• https://secure.apps.nd.gov/dpi/ndteach/sclogin.aspx 
– Website for accessing student contract system 

• add to favorites  

 
  

Presenter
Presentation Notes
The electronic program will continue to have minor work done with the student contract portion so you may see a few changes. Nothing serious on the notification side, but you may notice a wording change or see a new feature show up. We have tried to anticipate all the needed features, but there could be something which is cumbersome or does not work as well as we thought, so programming changes may be needed. Here is the contact number for myself and Ken Steiner. We will help the administrative workers into the program and after that they can start entering staff users and then on to entering notifications.  Also, here is the website to access after you have created your login name and finalized your info with Ken or Kim.  

mailto:ksteiner@nd.gov
mailto:kvega@nd.gov
https://secure.apps.nd.gov/dpi/ndteach/sclogin.aspx


Check List 

 Everyone needs a login name established 
with the State of ND – see slide 3 for website 

Call Ken or Kim to set up entity information 
and administrative users - see slide 23  

Administrative Users can then start entering 
staff users 
All may start entering notifications 

 

Presenter
Presentation Notes
And finally, here is the check list I promised. If you have any questions or concerns, don’t hesitate to call. We know there is a transitioning  period  and we want to try and make it as smooth as possible. Also, I will try to return emails and calls as soon as possible, but we anticipate the volume to  be pretty heavy the first week or so. Thank you all for your help with the electronic notifications.  
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