NORTH DAKOTA DEPARTMENT OF
PUBLIC INSTRUCTION

STARS Enrollment Reports
Reference Guide

April 2016

Kirsten Baesler
State Superintendent
Department of Public Instruction
600 East Boulevard Avenue Dept. 201
Bismarck, ND 58505-0440
www.nd.gov/dpi



http://www.nd.gov/dpi

The Department of Public Instruction does not discriminate on the basis of race, color, religion, sex, national origin,
disability, age, sex (wages) or genetics in its programs and activities. For inquiries regarding nondiscrimination
policies, contact Robert Marthaller, Assistant Superintendent, Department of Public Instruction, 600 East Boulevard
Avenue, Dept. 201, Bismarck, ND 58505-0440, phone: (701) 328-2267.

This document was prepared by the School Finance and Organization Division of the Department of Public
Instruction, Don Williams, Assistant Director (701) 328-2236.



CONTENTS

Introduction

PowerSchool (PS), SLDS and STARS Relationship

Fall Enrollment

Automated File Transfer (AFT)
PS State Student Search

Submission

Spring Enrollment

Course Enrollment
HS Units
Kindergarten Program Section Code

Homeschool Data

Summer School Enrollment

Rollover

Driver's Ed
Appendix A STARS Validation Report & Errors
Appendix B Add new student and Enrollment/Exit codes
Appendix C Export/Import Technique

Appendix D SD Crossborder Students

14

14

16

17

17

20

21

28

35

39



Introduction

The intent of this booklet is to help STARS users at the district level, manage their enrollment
reports. STARS Enrollment Reports are our primary tool for collecting enroliment data from the
school districts. The accuracy, completeness and timeliness of these reports, directly affects
funding and many other decision-making factors. Below are the types of reports to be submitted,
along with their submission deadlines, which can also be found at:

https://www.nd.gov/dpi/Administrators/SchoolFinance/STARSReporting/

Fall Report September 15
Spring Report June 30
Summer School Report September 1

For complete list of STARS Reports, visit our website at:

https://www.nd.gov/dpi/data/STARS/reports/

While this booklet will greatly assist you with the most common problems, it does not cover all
issues that can arise. For those situations in which this booklet does not provide you a solution, it
IS best practice to submit an Edutech iSupport helpdesk ticket.
http://www.edutech.nodak.edu/services/

NDDPI personnel are linked in with iSupport and if Edutech identifies the issue as truly a
STARS issue, it will be forwarded to the appropriate STARS administrator at NDDPI. If you call
or directly email NDDPI for STARS support, you will likely be asked to submit a helpdesk
ticket. This will automatically begin to provide you with a database of all previous issues you
have submitted tickets for.

PowerSchool (PS), SLDS and STARS Relationship

Understanding the relationship between Power School (PS) and STARS (Figure 1.1) is a very
important aspect to managing your STARS reports. PS is the system that is used by the majority
of our ND public schools, to collect and maintain student data at the district level. In order to
make that data available and usable at a State level, STARS can receive this data, through the
State Longitudinal Data System (SLDS), from PS. STARS then uses the data for statewide
enrollment numbers and foundation aid computing, as well as other statewide reporting.
Foundation aid and school funding relies heavily on this data from enrollment reporting, and is
directly related to the level of state funding a district receives. It is for these reasons that the two
programs exist, and why it is important for the users of these systems to work together to ensure
the student data is complete, accurate and reported in a timely manner.


https://www.nd.gov/dpi/Administrators/SchoolFinance/STARSReporting/
https://www.nd.gov/dpi/Administrators/SchoolFinance/STARSReporting/FallReport/
https://www.nd.gov/dpi/Administrators/SchoolFinance/STARSReporting/SummerSchoolReport/
https://www.nd.gov/dpi/data/STARS/reports/
http://www.edutech.nodak.edu/services/

Figure 1.1
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It is important to note that data only flows from PS to STARS, not both ways. The only

exception to this, is when a State ID is assigned by STARS and written back to PS. The data that
is input into PS needs to be accurate. There are many checks and validations to ensure that the
data stays consistent and accurate through the transfer process. It is best practice to always make

changes and updates first in PS and let the data flow into STARS.

If SLDS or STARS detects any errors with the data, or does not recognize a particular field, the
data could be rejected and not allowed to transfer out of PS. Refer to the Figure 1.2 to see the

Demographic data that must be input accurately.

Figure 1.2
Required Information in PowerSchool




The fields in Figure 1.2 need to be accurate to be allowed to transfer from PS to STARS. If you
have input a student’s record into PS and you still do not see it in STARS after a known data
transfer, it’s most likey that one or more of the above fields is inaccurate. If you review these
fields and can’t find a discrepancy, the next place to look is the PS State Student Search area in
STARS. (covered on Pg. 8)

Fall Enrollment

The STARS Fall Report is a critical piece of data collection for the following reasons:

o Establishes enrollment numbers that drive State and Federal funding projections

o Contributes data used in publishing NDDPI Finance Facts

« Transfers enrollment records from Power School to STARS and allows for the correction
of errors and duplications

« Allows district administrators to ensure accuracy and requires them to certify the report

Ensuring your Fall Report is complete and accurate, really gets your school year off to a
good start!

Rollover

Edutech facilitates an “End of Year” process in which they prepare your data to be ‘rolled-over’
to the next school year. Accurate data will make school year transition so much smoother when
you show-up the following Fall and turn your PS back on. It’s advised that you take a couple
weeks at the beginning of the school year, to make any necessary changes in PS (ie. new
students, no-shows, address changes,). If you do choose to manually enter students into
STARS, ensure the start date in PS and STARS are the same. If not the same, contact the
Edutech help desk, or duplications will occur. Once your satisfied that the data in PS is
complete and accurate you then ‘turn-on’ your Automated File Transfer (AFT), and let the
data flow into STARS Fall Report. (Refer to Fig. 2.1 next page)



Figure 2.1 Turning on AFT

State Hutomated Reporting System . R
P e 1. From the Fill Out Reports page, click on Automated
Repors File Transfer _
e R e i 2. Select your district in LEA: pull down box, verify
:'::'”" e the school year, and hit the Filter button
My con e T 3. Look at the far right column ‘Process’ and see if it
DPI - Manage Users \: ZZ:D.M Calendar says True or False
sysem + € Timporaen True= Transfer active
v = »\ ersonnel H
e & € Foundaton Al False= Transfer not active
# {7) LEA Financial Reports -
oG roracn 4. If you want to turn the process on/off, click on the
MR specific File Transfer Name
_ Bonl Page
o)telp

Automated File Transfer

Collection: | Enrollment v

Import: [Select all mports] v

School Vear: 20152016 v

Lex COPIDSTRICT >

Filter
—
A0 New Automated Import - /'\
Report Name File Transfer Name |i, School Year LEA Begin Date End Date Proces:
Enroliment [l PupilData ) 2016 DPI DISTRICT Sep1,2015 Jul1, 2016 False
Enrollment e ——— 2016 DPI DISTRICT Sep 1. 2015 Jul1, 2016 False
Enroliment Tille | 2018 DPI DISTRICT Sep 1. 2015 Jult, 2016 False
Enrollment LEP Assessment 2016 DPI DISTRICT Sep 1. 2015 Jul1, 2016 False
Enrollment CTE Student Course Details 2016 DPI DISTRICT Dec 1,2015 Juld, 2016 False
Enrollment CTE Course Dafa 2016 DPI DISTRICT Dec 1, 2015 Jul1, 2016 False
Automated File Transfer 5. Make sure you got the correct File Transfer Name
Retum fo File Transfers 6. To turn ON/OFF put a check in the “Process”
) , 7. If you’re turning the Process ON, choose the date

Automated File Transfer Information .

FHeTranS, range and put a check in front of the days you want the
School vear 2020 transfers to take place. If you’re turning off, change

epo ame: nrolim

on 6] the dates and remove the check marks.

Process: | ‘Check means process is "'ON’ | 8. Click ‘Save’ for your changes.

::;Iir::;n_jats 9. Confirm that the previous page reflects changes.
Begin Date: 051012015 10. Repeat for all File Transfer Names

End Date 07/01/2016

Monday Tuesday L Wednesday
Frequenc Thursday Friday aturday
Sunday

There could be a chance that your non-traditional students (ie. Home-schoolers, part-time, or pre-
schooler’s) data did not transfer. That’s why it’s imperative to ‘scrub’ your report to ensure
that absolutely all of your district-resident students are in PS as well as STARS and that
their data is accurate. Cleaning up your validation errors alone, does not mean your report is
complete and accurate! STARS validation errors are a great tool, but they only alert you to
errors with data that is in STARS. It does nothing to alert you to data that may be missing or
incomplete. Refer to Appendix A (pg. 26) for tips on correcting validation errors.



PS State Student Search

It’s best to think of PS State Student Search (Figure 2.2) as a STARS ‘holding cell’. If you’ve
turned on your AFT and still don’t see some student records coming over from PS, or is still
missing a State 1D, then there’s a good chance they’re in the PS State Student Search area in
STARS. All new students should be first input into PS, and allowed to transfer into STARS
(pg 27). Many times these new students to STARS will need verification to ensure that they don't
match with close 'possible matches' already in the system. Follow the steps below to verify the
students and get them out of PS State Student Search area.

Step 1. Go into the PS State Student search area of your STARS enrollment record, and see if
the students that are in PS, but not showing up in STARS, are there.

Step 2. If they appear Click on the last name (blue hyperlink).

Step 3. This will bring up another table, on top of the existing table, with possible matches
(sometimes they are name matches, sometimes they are DOB matches, make sure and verify
both full names and DOB’s)

Step 4. If you Don’t see an appropriate match, then click the "Add New Student” button. This
will then generate a new state ID for that student that will get ‘written-back’ to PowerSchool
Step 5. If you Do see an appropriate match, click on the state ID in front of the matching
students’ last name in the top table - This state 1D will then get written back to PS.

Step 6. The student enrollment should transfer to STARS the following day (or next data
transfer). If there’s a State ID in PS, the process worked. Then verify the student has a ‘Green
Dot’ in STARS, indicating the communication with PS is working properly.

Step 7. Once a student is assigned a State ID, they get removed from this list.

Figure 2.2
Welcome Don Williams Exﬂ_
Enroliment
District Student Filter Power School Student Search
Notification
Plant Courses
Undocumented Student Add New
Transfer - Student ; .
Title | Private & Local Search Name: _SMIth Mellssa
Neglected StatelD =1 ‘ Last Name First Name | Middle Name ,? ‘ Gender Date of Birth ‘ Age | Score Plant
1234567890 5-| Smith Melissa Shaye . F Jan 1, 2008 8 34.65 Hazen Elem
Tools 2345678001 4 Smith Mykala Jo F Jul22, 2010 5 4767 Hilsboro Elet
sagtleareh 3456789012 N\, Smith Miranda F Jul 22, 2010 5 4767 Belfield Publi
1567890123 '\, smith Michael M Jul22, 2010 5 4535 Alexander Pt
ersi 5678001234 "\ Smith Martin M Jul 22, 2010 5 45.25 North Star Py
ImportTransfer

Export
Batch 1D Assigner

—
Functions School Name StatelD LastName | 2. || 5t Name Middle Name Gender Date of Birth Age Grade Ethnici Race P
Age
(€ 5

Public School smith ) ¥ Melissa F 20100722 5 PK 2 N
Public School Frank M 20100721 5 K 2 1, Ne
Public School Anderson John M 20090606 6 K 2 5

Public School Johnson Jason M 20091007 b K 1 Ne

Race codes

1= American Indian or Alaskan Native

2= Asian

3 = Native Hawailan or Other Pacific Islander

Print Page
j 4 = Black or African American

w Help



Submission: Once your Superintendent/Administrator is confident that the report is true,
accurate, complete and all validation errors have been corrected (system will not allow
submission until validation errors are all corrected), the report can then be submitted. The report
will be ‘stamped’ with your name and a date. You should only hit the “Submit” button, three
times a year: when you want to submit your Fall, Spring and Summer reports. Since data will be
ever-changing throughout the school year, the Fall report differs from Spring and Summer, in
that it remains an ‘Active’ report and changes will obviously still transfer from PS. After all
schools in the State have submitted their report, DPI will take a “Snapshot™ to record the un-
duplicated student count on September 10", This is the data that will be reported in NDDPI
Finance Facts.

Spring Enrollment

The Spring Enrollment Report documents:

1. Membership
2. Course Enrollment
3. Attendance Data

After the Fall Report has been finalized, all districts have submitted, and the ‘snapshot’ has been
taken, the Fall Report is converted over to the Spring Report. This report includes all the
previous data from Fall Enrollment Report- demographics, district, plant, enrollment status, etc.
This data is transferred from Power School throughout the entire school year, and the following
data needs to be verified and/or added:

e Membership data (days absent/present) This is reflected on the Student Detail Record in
STARS and should be the data directly transferred from PS. Days present, plus days absent
should equal 182 for full year, or however many school days within a given date range that
the student attended your school.

Membership

Days Present: 178
Days Absent. 4
Days Membership: 182

e Course Enrollment — If a student is not a full-time ‘membership’ enrolled student, but
only comes to your school for one or two courses, they need to have a STARS enrollment
record and be ‘Course Enrolled’.

e Below is an example of one of the most common courses. The process is very similar for
all courses, the only things that change are whether it’s in the regular school year or
summer school report, ‘Enrollment vs. MIS03’ or if you need to enter a letter grade.

o PK Special Ed- While you can put all of your PK students in STARS and PS, only
your PK- Special Education students are factored for ADM and foundation aid.
Your PK SpecEd students need to be loaded into course 19150 Erl Chldhd
Ed/Disabl. Follow these steps:



1. Get into your districts’ Enrollment record

2. Select ‘Plant Courses’ from the menu, to get to the ‘Plant Courses’ page

3. Choose the appropriate Plant and keep the default ‘Reported On’ as Enrollment (in the
case of CTE or summer school, most of the courses will be in the MI1S03 tab)

4. Click on the blue hyperlink course # 19150

Welcome Don Williams
Enroliment

' lant Courses

Alexander Public School

Functions

5. Click on the ‘Check Out’ button in Functions and verify the Instruction Hours

Welcome Don Williams

Plant Course

View or edit the alternative education course details for the plant.
Beturn to Courses

Plant: Alexander Public School
Course: 19150 - Erl Chidhd Ed/Disabl
Course TyDe. Reqular School Year
Instruction Hours: 432

Credits ISSUeT" No Credit

Period:

Plant Course ID: 19150

Plant Course Name: Erl Chldhd Ed/Disabl
Plant Course Section: 908191501000000

Course Taught At: Alexander Public School

Enrolled Students

| Last Name First Name

SPRING ENROLLMENT
COLLECTION

FALL ENROLLMENT
SUBMITTED

10



6. Then ‘Add Students to Course’

Plant Course

Wiew or edit the atemnative education course detals for the plant
Bejurn io Courses

Fanl Alexander Public School

Course: 191350 - Ed Thidhd E4/Dizabl

Course Typs Regular School Yes » |

Instruction Hours 432 |
Cradits |szued: Mo Credit M

Pariod: L]

Plant Course 100 19150 |
Planl Course Mame Erd Chidhad EdThesabl |
Flant Course Secton: 208191 501000000 |

Course Taught At: Alexander Public School

[Wa stugents are enrobed.

7. Make sure the Public School and PK is selected
8. Then hit Filter

Welcome Don Williams
Enroliment

Add Students to Plant Course

Select the students to add to the course and click the "Save" button on the lefi to add the st
Return to Erl Chidhd Ed/Disabl

_______________________________ Course
Erl Chidhd Ed/Disabl (19150)Erl Chidhd Ed/Disabl(19150)

¥l Check to return only the detail record for a student.
Plant: Alexander Public School '
Grades: PK & =37 or "9-11" or "PK.4.3-8")

Last Name Begins With:

SPRING ENROLLMENT
COLLECTION

FALL ENROLLMENT
SUBMITTED

Start Date: H
ExilCode: | [Select all exit codes] |

Special Ed: [ section 504: [ Refugee: [ Alternative Ed: (]

NS Lunch Program: [/ Open Enrolled: [ BIE: ] 21st Century: (]

Title I: ] Home School: [ Migrant: [ Homeless: (]
Immigrant: ] LEP: ) CTE: | Direct Certification: [

Ed Career Planning: [

10/7/2014 bv

11



9. Put a check in front of all the names you want put in the course and click ‘Save’
L

ctions -
ExitCode: [Select all exit
Special Ed: [] section 504:
NS Lunch Program: [ ©Open Enrollec
Title I: [ Home School:
Immigrant: [ LEP:
Ed Career Planning: [
PRING ENROLLMENT —
COLLECTION Fiter
ALL ENROLLMENT
SUBMITTED
10/7/2014 by L ‘ ‘ Last Name
]
Student 1
Student 2
Student 3
]
O

[ —

NS

DDDDDQ

10. Click on Return to Courses and you should see all the students you just added.
11. Click on ‘Check Out”

Welcome Don Williams

Enrolliment

Plant Course

5 - #e or edit the Stsegative education course details for the plant.
Return fo Courses 10

Undocumented Student .

Transfer

Plames DPI PLANT
Course: 19150 - Erl Chidhd Ed/Disabl
Course Type: Regular School Y
— _ ype egular School Year
Instruction Hours: 432
Credits Issued: No Credit
Period:
Plant Course ID: 19150

Plant Course Name: Erl Chidhd Ed/Disabl
Plant Course Section: 1130191501000000

Course Taught At. ~ DPIPLANT

nrolled Students

Last Name Eirst Name
SPRING ENROLLMENT ‘[’)““':(V ::))l;gs
COLLECTION e isy

12



12. Select Course Enrollment Mass Edit and make sure and click on “Check Out” again.

PR

Plant Course ID: [19150 |
Plant Course Name: Erl Chidhd Ed/Disabl
Plant Course Section: |1130191501000000

Functions

I -.' Course Taught At: ~ DPIPLANT

sTfed students
Slit Course Enrollment Mass Edit
AdrSeeon il

SPRING ENROLLMENT

COLLECTION o | | Last Name Eirst Name
¥ f@bunny bugs,
I#|  f@Duck Daisy

[Click the link below to mass edit selected student course enrolime
|[Course Enrollment Mass Edit

=
)

13. You should see fillable boxes to plug-in “Attendance Hours” and “Membership Hours”
(hint: Attendance hours = Membership Hours — Hours Absent from course, therefore
Attendance hours can never exceed Membership Hours)

14. Fill the boxes in for all the students, click Save or Check-In

15. Donel!

wekome Don walame [S=oLl

Errcimunt .
Mass Edit Plant Course Enrellment

T STORRACA S50 E1TTENT i 2Rl CHET Sul AR Gallanie CRZK NG TR OOl Rt n I STl 10 C0ee Ol e Peam @ nin g Soclisnls i I s ATAT ifan i e G0 Rodifs 0 asch S000enl 22K TN S RHTCN 0 S 1
dan entmred.

L 10 RN FaT e

2 TE

Ef Chidhe ESDE2bIi19120)
instiction =nivs 432 Cronis Mo Sredit

Last Hame First Name Migak Hame D of Birte, arade noe Hours | Hours TSN

g Feli 17 A0 3 (

e e s : v

BFRING ENROLLMENT
COLLECTION

13




e HS Units (minimum of 4 to be considered full-time)

o This field should be populated in PS and then directly transfers to STARS. It is

under the State/Province — ND and Fall/Spring Submission tab in PS. (See Figure

3.1)
Figure 3.1

PS View

North Dakota Fall/Spring Submission Information

12

General Fall’Spring Submission ELL/Imm/Ref IEP/Special Ed Title | Migrant Homeless Military Info Cpt-out Info

Fall/Spring Submissien Information
Current Resident Educational Entity Bowbells Public School (07014) i

I HS Units 4 High schoolers need to have at least 4 to be considered "Full-time"

21st Century

CRDC

CTB Label Group

I Program Section Code K2015 I This must match the PSC that was submitted with your fall calendar

Student With Child

Displaced Homemaker

Received GED

Direct Cert

Date Approved to Graduate with MM/DDAYYYY
Optional Curriculum

Date Civics Test Passed MM/DD/YYYY

T
o Kindergarten Program Section Code (PSC)

The North Dakota Fall/Spring Submission Information tab (Figure 3.1 above) is also where
you will find your Kindergarten Program Section Code in Power School (PS). This must match
the PSC that was submitted with your Fall Calendar. Follow the steps on the next page to

confirm your Kindergarten PSC in your STARS Fall Calendar.

1. Click on Fill Out Reports

2. Click on the + in front of the School Calendar folder to expand the folder in order to

see your Fall and Spring Calendar

Welcome Don Williams (Log Out)

Fill Out Reports

To fill out or view a report, first select the report from th
on the right side of the page that displays the contact in

= Reports
@ {:] LEA/School Fall Reports and Directories
J Enrolliment

# | Spring Calendar
@ ) Other
@ {7 Transportation
@ {7 Personnel
# {7 Foundation Aid
# {7) LEA Financial Reports
@ {J EDFacts
@ {7 Direct Certification

14



<___|PK/Kindergarten 2> The Fall Calendar collects the projected school calendar for the si

3. Click on the + in front of your Fall Calendar and choose your district

4. Select the desired school year and hit “Select”

Welcome Don Williams (Log Out)

Fill Qut Reports
Tofill out or view a report, first select the report from thq
on the right side of the page that displays the contact in
= Reports
@ {7 LEA/School Fall Reports and Directories
{7 Enroliment

@
=] School Calendar

DPI - Manage Users

—_—
DPI DISTRICT (Ourtown) 99-999

# | Spring Catemn
@ {7 Other

@ {7 Transportation

* Personnel
* Foundation Aid
@

EDFacts

@
* Direct Certification

o
@
# {7) LEA Financial Reports
o
o

Fall Calendar

Educational Unit: DPIDISTRICT
School Year: 2015-2016 ~
Due Date: Oct1

Contact Name: Carol Harmsen
Email: charmsen@nd.gov
Phone: 701-328-2266
Notes:

The projected calendar for the school year. The Spring Calendar reports the actual calendar for the school year. Since the
calendar opened late, the due date will be October 1, instead of September 15.

5. Choose the PK/Kindergarten tab

Welcome Don Williams

Fall Calendar .

Fall Calendar

1. Print the “Help” document link in the left navigation. “Check]
Full Instructional Days 2. Enter the district-wide information at the top of this page an
3. Set the required exception days by selecting the “Set Date]
4. If the district offers a pre-kindergarten and/or kindergarten
Functions 5. *Validate” the entries and “Print” a copy for your file. “Chec|

SUBMITTED

The total number of school days is found under “Full Instructional
8/26/2015 by Y

total instructional day calculation. A minimum of 175 instructional

Start Date:  8/26/2015 Full Instructional Days: 175
End Date:  5/26/2016

6. Verify your Kindergarten PSC (or the PK PSC). This is the code that needs to be input
into the Power School box shown back in Fig. 3.1, for the students in the specific programs.

Fall Calendar &
Public LEA: Beach 3
Year: 20152016

s

State Automated Reporting System

Welcome Don Wiliams

Pre-Kindergarten/Kindergarten Program

The PK/Kindergarten report collects the types of pre-kindergarten and kindergarten programs offered in the district.
1.°Check Out” the PK/Kindergarten report to begin entering school information or to make revisions.
2. d=ntify all possible pre-kindergarten and kindergarisn programs offered in the district. Enter each ype of program, record the minutes per week, and record the number of weeks the program s offered. If kindergarten is
offered. the district will provide at least the equivalent of thirty full days of instruction. on a half-day or full-day basis. A full day is based on a 5.5 hour minimum day in the elementary excluding lunch_ There are no minimum
time requirements set in [aw for pre-kin n.. When reporting pre-kindergarten programs, place a check in the special education box if the district i offering a special education pre-kindergarten program. All half day K
and PK programs need to thegfumber Wgays per week students attend (in other description).
3. Click the “Save”™ DIJ‘.'ID"V r work and k the PK/Kindergarten link in the lefl navigation to return to the main screen.
4."Validate” report and °C{ e PK/K reporfyvhen completed. Return to the Fall Calendar by clicking on the ink in the top left navigation

[ section Name [ [sectioncoce | | crase Program Section I Weeks StartDate  |End Date Special Education
WAl Section B-PK PK Half Day 600 33 08/31/2015 05/20/2016 No
inderarien WBea K Full Day 524 33 6242015 (5261016 Mo
Em Section Be-PK PK Half Day 500 3 6/31/2015 05202016 No

"4 15



Homeschool Data- All homeschoolers should have an application filed with your district
office. Use that application to fill in whatever data you have. Since districts are required to
have 175 contact days, and if the student has been homeschooled for the entire school
year, input 175 in for program days. If the student was only homeschooled for a portion of
the year, count the number of school days (from school calendar) that were conducted
within that specific date range. If the program is NOT monitored by the district you most
likely will not have any further data.

Special Education
DF1 Contact: Michells Souther, 701-328-2652, meauthar@nd gov

Limited English Proficiency
DPI Contact Jill Frahlich, 701-328-2264, imfrablich@ind gov

Immigrant
DF1 Contact Jill Frohlich, 701-328-2254, jmfrohlichi@ind gov

Migrant
DPI Contact: Sendy Peterson, 701-328-2170, smpetersong@ind gov

Homeless
DFI Contact Jacki Harasym, 701-857-7770, jharssym@nd gov

Refuges
DF1 Conlact Jill Frohlich, 701-326-2254, imfroblichd@nd gow

Home School

(

> m Days 175
Parent Qualification: High School EdiNatian
Monitoring Mo KMonilor
Tesling Typs.
Tesl Namma
Olher Tesl Nams

Title |
DFI Contact: Jill Frohlich, 701-328-2254, imfrohlichi@nd gov

Helpful Hints for easy 'On-Time' submittal of you Spring Report:

Ensure Begin dates between PS and STARS match, and Never change Begin dates in
Power School without consulting with Edutech! This causes duplications in STARS that
need to be manually cleaned up

After Fall Report submittal, make it practice to run a Validation Report monthly and
correct the errors immediately (Appendix A). This will ensure that these errors don't 'pile-
up' throughout the entire year. Also serves as an "early warning" system alerting you to
possible Power School to STARS Automated File Transfer issues

Learn the Export/Import data method (Appendix C) for mass edits. Allows you to import
.csv Excel documents, eliminating the need to go into each students records

Enter data such as: home school info, career interest inventories, CTE and all course
data...as soon as you know it

Accurate and timely submission is crucial. Deadline is June 30th.

16



Summer School Enrollment

The summer school report is a ‘stand-alone’ report that does not have any data transfer from

Power School. All courses, student and hours need to be directly input into STARS. It is for this

reason that it is also necessary to manually ‘roll-over’ your summer school students (just your

summer school students) into the summer school report. Follow the steps below to rollover your

students from your Spring report to your Summer School report:

e Rollover

1. Choose ‘Summer School’ from your Fill Out Reports page. The select your district.

Welcome Don Williams (Log Out)

Fill Out Reports

. Tofill out or view a report, first select the report from the tree view by clicking on the plus sign to expand the tree and then click on th
displayed on the right side of the page that displays the contact information for the selected report. Select the school year and click "}
= Reports
# {7 LEA/School Fall Reports and Directories

= {7 Enroliment
= 2 A Childs World LEA 09-429
=/ Academy for Children LEA (Fargo) 09-422
= . Adams 128 50-128
= 4 Alexander 2 (Alexander) 27-002
= . Anamoose 14 (Anamoose) 25-014
L] ~’;, Anne Carlsen Center LEA (Jamestown) 47-405
= /. Apple Creek 39 (Bismarck) 08-039
m 7y Ashley 9 (Ashley) 26-009
=/ Bakker 10 (Hague) 15-010
= % Baldwin 29 08-029
= . Bames County North 7 (Wimbledon) 02-007
= /. Beach 3 (Beach) 17-003
= 4 Belcourt 7 (Belcourt) 40-007
= 7 Belfield 13 (Belfield) 45-013
= % Bell 10 51-010
= ./, Beulah 27 (Beulah) 29-027
» 4y Bilings Co 1 (Medora) 04-001
= . Bisbee-Egeland 2 48-002

= . Bishop Ryan Catholic School LEA (Minot) 51-409
s

2. Select current summer school year. (anything after graduation is considered the next

school year)

Summer School

Educational Unit: DPI DISTRICT
School Year: )

Due Date: Sep 1

Contact Name: Don Williams

Email: dmwilliams@nd.qov
Fhone: 701-328-2236
Motes:

Collects summer school enrollment
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3. Click on ‘Import/Rollover’ then on the next screen, click Rollover from Last Year.

* STARS
State Automated Reporting System

Welcome Don Williams

Summer School

Import/Rolloyg
"""""""""" Import from File{] Rollover from Last Year
,,,,,,,,,,,, ~ Step 1 - SelectImpo

Select the import you would like to work with from the drop down below and then click "Next".

~ Available Imports:
| PupilData v

~ Selected Import Description:
Imports and exports data for the permanent record and School Year Details sub sections for the Summer School report.

SUMMER SCHOOL
COLLECTION

4. Unfortunately, you will have to do each grade separately. Fill out the appropriate boxes,
according to what you want to rollover then click ‘Search’.

Hint: If student is taking a remedial class, rollover from current grade level, into the same
grade level. Also remember that some courses have a specific grade range. Do not rollover a
student to the next grade if it’s going to cause a validation error for that course.

Welcome Don Williams

Summer S5chool

Import/Rollover
Import from File | Rellover from Last Year

Select the plant and grade to roll from and into then clic
forward from last year and click the "Rollover” button on

Roll From
Flant: CIDPI PLANT \

Grade:
Roll Into

Functions Plant:

5. STARS should pull up the previous school year’s grade level of students. You should
only rollover those students that are taking summer school courses. Place (or remove) a
check mark in front of all the names you want to rollover (or not rollover) and click
‘Rollover’.
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Welcome Don Williams

Import/Rollover
- Import from File | Rollover from Last Year

Select the plant and grade to roll from and into then click "Search" to display the students
forward from last year and click the "Rollover" button on the left.

Rell From

Plant: DPI PLANT v
Import/Rollover Grade:
-------------------------------- Roll Into

Plant: DPI PLANT »
) Grade:

Start Date: |06/01/2015 |

il ‘ First Name Middle Name
Student2
Student4

6. STARS will inform you of the status of the Rollover. DONE.

Welcome Don Williams

Summer School Import/Rollover

Import from File | Rollover from Last Year

Select the plant and grade to roll from and into then click "S
forward from last year and click the "Rollover” button on the

Rollover From Last Year Status

Attempted: 2
Successful: 2
Failed: 0

SUMMER SCHOOL
COLLECTION




e Driver’s Education- Is one of the most common summer school courses. It is found under
your HS Plant and the MIS03 courses. It is a 42 hour course that consists of 30 hours of
Classroom and 12 hours of Behind The Wheel instruction. For a total of 42 hours.

Plant Courses

Alternative education courses must be added so they

Plant Course

View or edit the alternative education course details for the plant.
Return to Courses

11145 Consumer Mﬁmatlcs
13020 Biology

5008 UsS gstory 7-8
S085 "=. History

5089 o~ \World History

Plant: High Schoaol
Plant. High School ¥ Course: 21012 - DriverEd: Classroom Only
Course Type: [ All - | e T Hioh School S Senool
ourse e i chool Summer Schoo
Reported On: | MIS03 - P g
Instruction Hours: 30
__Finer ) (1/4) Credit
Number | Name 21012
05071 English 9 .
l0S072 English 10 — Plant Course Name: DriverEd: Classroom Only
5073 English 11 — Plant Gour ction 101214
e T Her T — ant Course Section: 9262101214259
05 Mathematics 8 ~
1031 Algebra | _~

Plant Course

Wiew or edit the alternative education course details for the plant.
Return to Courses

21012 & DriverEd: Classroom Only ) ’
>i012 DriverEd. Classroom Only . High School
21013 ¢— Rriver Ed: BTW Only Course: 21013 - Driver Ed: BTW Only
21013 Driver Er eyl
Course Type: High School Summer School

Instruction HouTS—> 12

Credits Issued: MNo Credit
Period:
Plant Course ID: 21013

Plant Course Name: Driver Ed: BTW Only
Plant Course Section: 9262101303222

Driver’s Ed can be split into two sections; Classroom Only, and Behind The Wheel (BTW), as

pictured above.

or

The course can also be combined into a single 42 hour course as pictured below.

Plant Courses

Alternative education courses must be added so they
Plant: High School ~

Course Type: | All v
Reported On: | MIS03 v

Filter
Number | Name
05071 English 9
5072 English 10
05073 English 11
05074 English 12
05214 Level IV Spanish
065294 Level IV German
08030 General PE
05030 General PE
11031 Algebra |
13030 Physical Science /
14096 Word Processing _
14098 Desktop Publish _~
15020 Area Studies o~~~
15044 JROTC
15089 WopeTistory
17100, _~~Tonstruction Tech |
21016 < Dr Ed:Clsrm/BTW/Range
21016 Dr Ed:Clsrm/BTW/Range
21016 Dr Ed:Clsrm/BTW/Range

Plant Course

View or edit the alternative education course details for the plant.
Return to Courses

Plant High School
Course: 21016 - Dr Ed:Clsrm/BTW/Range
Course Type High School Summer Schoal

Instruction Hours; 42
Credits | § (1/4) Credit
d:
Plant Course ID: 21016

Plant Course Name: Dr Ed:Clsrm/BTW/Range
Plant Course Section: 9662101628072

Refer to page 10 on how to Add Students to a course.
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Appendix A STARS Validation Report & Errors

A validation report is STARS way of alerting the user(s) that there are data errors within a
particular students’ record. It is encouraged that a validation report is run on a monthly basis.
This helps keep you aware of trends in your data, and allows you to start correcting errors, before
you have a massively, large list. When applicable, always make your changes/updates in PS
and let them transfer into STARS. This Appendix is designed to provide you a quick reference
to identifying these validations and a trouble-shooting guide to correcting the errors. Cleaning
up your validation errors alone, does not mean your report is accurate! STARS validation
errors are a great tool, but they only alert you to errors with data that is in STARS. It does
nothing to alert you to data that may be missing or incomplete.

Validation Summary

' = Error Message (All error messages must be resolved before submission.)
A = Warning Message

= The Inter District validation indicates a student who is in more than one District with begin dates that
overlap. (Coordination with corresponding district is required to share information and accurately align
dates. Contact that district before requesting assistance or submitting helpdesk ticket)

The below examples of warnings are designed to just ‘ask the question’. If you don’t have any students
with these particular classifications, simply disregard the warning. If you do have students with these
classifications, it must be properly marked in their record.

A - The Section 504 plan (Special Population 504) validation warning will always be displayed if there
are no students coded as Section 504 plan (Special Population 504).

A = The homeless validation warning will always be displayed if there are no students coded as
homeless.

A = The National School Lunch Program validation warning will always be displayed if there are no
students coded as participating in the National School Lunch Program.

A = The Title | validation warning will always be displayed if there are no students coded as Title I.

A - The disability (Special Population IEP) validation warning will always be displayed if there are no
students coded as having a disability (Special Population IEP).

A - The migrant validation warning will always be displayed if there are no students coded as migrant.

Report: Enrollment
Date: 1/27/2016 9:44:15 AM

Validate: | All Sections L‘
View: | Errors and Warnings and Inter-District j
Plant: | All Pants [ ‘
T ] These ‘pull-down’ boxes allow you to customize your validation report to

see only what you are interested in seeing.

After you select the appropriate ‘pull-downs’ click the Validate button and then click “Check
for Results”. If system is running slow, it may require multiple clicks on “Check for Results”

The validation is being processed...
Click on the "Check for Results" link periodically to see if the validation processing is complete.
Check for Results
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Validation Errors- Troubleshooting

LEP/ELL Errors

| Jrast [First  [stateld | sub section Item Data | Description

" gteligﬁm School Year LEP Plan Manager The Plan Manager for the LEP studentf required.
Student School Year Special

" Detal Frograms LEP At Ie‘ast one LEP Program enrollmﬁust be provided.

/

“ Limited English Proficiency
DPI Contact: Jill Frohlich, 701-328-2254, imfrohlich@nd.gov

r

Permanent Record
Native Language:
Begin Date:

Exit Date:

Plan Manager (License Number):
Individualized Language Plan Date:
Parent Refused ELL Services:

Limited English Proficiency Assessments

Test Type | Date

/ | District

No assessments were found.

V4

\ |Plant
\

Program Enrollments

Shelftered English Instruction

Structured English Immersion

Specially Designed Academic Instruction
Delivered in English (SDAIE) Content-Based ESL
Pull-out ESL

Other

Other ESL - Describe

Other Bilingual - Describe

Language Used:

ILP Errors

Student School Year
Detail

LEP

The ILP Date must be updated annually. [LP Date must be with current year.

PowerSchool view

/

North Dakota ELL State Information

10 201801 DAHS

General Fall/Spring Submission ELL/Imm/Ref
Immigrant Information

Immigrant

US Entry Date

Origin Country Code

Refugee Information

Refugee

ELL Information

Enrolled in ELL

Native Language

ELL Enroliment Date
ELL Exit Date

Parent Refused ELL Services
Teacher License Number

ILP Date

IEP/Special Ed

Title | Migrant Homeless ilitary Info Opt-out Info CRDC

(]

(

(m]

O

[ select Native Language
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Alt Ed Error
Student School Year

‘. Detail AltEd A student cannot be marked Alt Ed if the school is not approved for Alt Ed.

e

Tools

Membership
Days Present:
Days Absent:
Days Membership:
Attempted High School Units:

oo o o

Functions
BIE

Served BIE (B

< Alternative Education Section 504
¥ NS Lunch Program 21st Century
Gifted and Talented

SPRING ENROLLMENT
COLLECTION

Send To Tienet: To access INITIAL EVALUATION and RTI forms for students currently not receiving special education.

All Alt Ed programs are approved through NDDPI Teacher & School Effectiveness Unit.

Overlap Error- Within District

‘._ g'e':gﬁ"' SchoolYear  giai pate Overlapping student enroliment within the district. - StatelD: _ Plant: 08-001, Grade: 1

‘. gggﬁm School Year Start Date Overlapping student enroliment within the disirict. - StatelD: . Plant: 08-001-8263, Grade: 1
School Year Details

District | Plant ‘Grade | Begin Date | End Date
Bismarck 1 Sunrise Elem School 1 Aug 27, 2015

Bismarck 1 Bismarck 1 1 Jan 82016 < Jun2,2016
Bismarck 1 Sunrise Elem School 1 < Jan21,2016 > Jun 22016

The End Date of the 2" record cannot overlap with Begin Date of the 3 record.

Overlap Error- Across Districts

h Affected Student \%Lu;egégﬁhom Start Date Overlapping student enrollment across districts. District: District ?@ntaﬁ Other districts POC@K12.nd.us.

School Year Details

District [Piant | grace [pegmpste ——— Tenapate

alley City 2 Valley City Jr-Sr High School 9 _ Aug24 2015 IMay 25, 2016
|West Fargo 6 West Fargo Sheyenne High School El ~~—Aug 25,2015 IMay 26, 2046

Coordination between schools verifies the correct dates of enrollment. The End Date of the 1%
record, must be at least one day before the begin date of the 2" record. If student was rolled-
over, from the previous year, but was a ‘no-show’ and never attended one of the schools; then a
‘no-show’ code needs to be input into his PS record (code 99).

Edit Current Enroliment

10 201801 DAHS

Entry Date

08/20/2015 -
[ tResidenty B -

Promote Same School

Entry Code

Entry Comment
(entry & exit)

Exit Code [(85 (Mo Shawi B

Exit Comment | /|
Full-Time Equivalency

Grade Level

Track B

District of Residence [[Drake 125057) B -
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PK Errors

|. Student School Year Date of Birth

Detail

Student must be at least 3 years old to be marked as Special Education.

They must be marked “Send to Tienet” only, until they are 3yrs old. Once they begin receiving
services, record should be marked Special Education and assigned a SE Unit. Once this is done,

record automatically gets sent to Tienet.

¥ Send To Tienet;

ITIAL EVALUATION and RTI forms for students currently not receiving special education.

Special Education

DPI Contact: Michelle Souther, 701-328-2652. msouther@nd.gov

PowerSchool view

North Dakota IEP State Information

10 201801 DAHS

Send To Tienet

General Fall/Spring Submission ELL/imm/Ref |IEP/Special Ed Title | Migrant

Homeless

Military Info Opt-out Info CRDC

Special Ed - Serving Spec Ed Unit

o

Section 504

Homeless Errors

Student School Year
" Detail

Homeless

Primary Night Time
Residence

A primary night time residence must be selected.

7 Homeless
DPI Contact: Jacki Harasym, 701-857-7770. jharasym@nd.gov

Homeless Period
Homeless Start Date:
Homeless End Date:
Unaccompanied:

McKinney-Vento Funds:

Student Information

Family requests no services.

MeKinney-Vento

Services Received: Tutoring or other instructional support Coordination be

Referrals for medical, dental and other health services. Transport;

Parent education related to rights and resources for children
Clothing

dited evaluations

Referral to other programs and services

Primary Night v
Time Residences:

schools and agencies

Other services or activities

Addressing needs related to domestic violence

Staff professional development and awareness
Assistance with participation in school programs

Early childhood programs. Befg, 001, after-school, mentoring, summer programs - Counseling

Obtaining or transferring records necessary for enroliment
School supplies
Emergency assistance related to school attendance

Homeless (con’t)

] Student School Year ~ Special
Detail Programs

NSLunch

A student who is homeless must also be NSLunch.

Special Programs
Alterpative on 504
ich Program 21st Century

Gifted and Talented

Send To Tienet: To access INITIAL EVALUATION and RTI Tor|

Special Education
DPI1 Contact: Michelle Souther, 701-328-2652, msou

Limited English Proficiency
DPI1 Contact: Jill Frohlich, 701-328-22

Immigrant

DPI Contact: Jill Frohlis -328-2254. jmirohlich@ nd gov

Migrant
Pl ndy Peterson, 701-328-2170, smpeterson@nd gov

< Homeless
DPI1 Contact: Jacki Harasym, 701-857-7770, jharasym@nd gow

Homeless Period
Homeless Start Date:
Homeless End Date:

Unaccompanied:

McKinney-“Vento Funds: «
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PowerSchool view

ND Homeless Programs
10 201801 DAHS
General Fall/Spring Submission ELL/Imm/Ref IEP/Special Ed Title | Migrant Homeless Military Infa Opt-out Info CRDC
Start Date End Date Exit Reason Comment
Direct Cert errors.
Iﬁ Student School Year Detail Specia\ Proérams NSLunch . If a student is Direct Cert. then tney must also be NSLunch.
BIE
Served BIE (BIE Plants Only):
Special Programs

Gifted and Talented

Alternative Ed i 04
N ch Program 21st Century

Send To Tienet: To access INITIAL EVALUATION and RTI forms for students curre|

Special Education
DPI Contact: Michelle Souther, 701-328-2652, msouther@nd.gov

Limited English Proficiency
DPI Contact: Jill Frohlich, 701-328-2254, jmfrohlich@nd gov

Immigrant
DPI Contact: Jill Frohlich, 701-328-2254, jmfrohlich@nd. gov

Title 1 Errors

Sunrise Elem School is not marked as Tifle | Schoolwide or Title | Targeted Assistance for grades K-6. No students can be

‘. gtelgﬁntSchooWear Special Programs  Title | eoded as Tile |
Must remove the check mark.
“ Title |

DPI Contact: Jill Frohlich, 701-328-2254, jmirohlich@nd.gov

Student Participation in Title | Targeted Assistance Program by Instructional Services:
Mathematics

Reading/language arts
Science

Social Studies
Wocation/career

Other instructional services

Student Participation in Title | Targeted Assistance Program by Support Services:
Health, dental and eyecare

Supporting guidance and advocacy
Other support services

PowerSchool View

ND Title | Programs

10 201801 DAHS

General FalliSpring Submission ELL/Imm/Ref |IEP/Special Ed Title | Migrant

Start Date End Date

Title | Targeted Assistance Programs Instructional/Support Services
Codes:

MA - Mathematics LA - Reading/Language Arts
S5 - Social Studies VC - VacationaliCareer
HD - Health, Dental and Eye Care GA - Supparting

Guidance/Advacacy

Homeless Military Infa Opt-out Info CRDC
Exit Reason Comment MA LA SC SS VC Ol H
SC - Science

Ol - ther Instructional

Services

0S - Other Support Services
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= Student School Year
Detall

Schoolwide schools must have the Title 1 checked, but no
Services should be checked.

Send To Tienet: To access INITIAL EVALUATION and RTI forms

Special Programs  Title | Schoolwide Students in a Schoolwide school must be marked Title |-

Special Education
DPI Contact: Michelle Souther, 701-328-2652, msouther@nd gov

Limited English Proficiency
DPI Contact: Jill Frohlich, 701-328-2254, jmirohlich@nd gov

Immigrant
DPI Contact: Jill Frohlich, 701-328-2254, jmirohlich@nd gov

Migrant
DPI Contact: Sandy Peterson. 701-328-2170, sm|

Homeless

DPI Contact: Jacki Harasym, 701-¢ , jharasym@nd.gov

Refugee
DPI Contact: Jill F) . 701-328-2254, jmirohlich@nd gov

Title |
‘DPI Contact: Jill Frohlich, 701-328-2254, jmfrohlich@nd gov

Title 1 (con’t)

‘. Student School Year

Special Programs ~ Titlel Student marked Titlel in a Targeted Assistance school must have at least one Targeted service indicated.
Detail ——

< Title |
DPI Contact: Jill Frohlich, 701-328-2254, jmfrohlich@nd.gov

Stu§ent Participation in Title | Targe
Mathematics

nce Program by Instructional Services:

/language arts
Science

Social Studies
Vocation/career

Other instructional services

Studeft Participation in Title | Targeted Assistance Program by Support Services:
Health, dental and eyecare

Supporting guidance and advocacy
Other support services

\V

Dropout Errors
Student School Year

|' Detail Exit Code If Special Ed Exit Code is "Dropped Out" then the Membership exit code must be "Dropout.”

This will require communication with your Special Ed unit. If they mark a student “Dropped
Out” you also have to give their enrollment record an exit code of “Dropout”.

Enroliment

Plant Serving: West Fargo High School
Begin Date: 08/25/2015

Grade: 10

Resident District: West Fargo 6

Enrolled Status: Resident

End Date: 09/27/20

Exit Code: Transferred within distric
District Details

CTB Label Group: (ie. Teachers Name (format: Last, First) or Teacher and ClassID)

**This record was last updated in Stars.
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Race Error

[i Permanent Record Race Student must have a race selected.

Select a Race in PS and let it transfer over to STARS.

PowerSchool view

Federal Ethnicity and Race

Is the student Hispanic or Latino?

[ (A)Asian (7 (B) Black or African American (7 (P) Native Hawailan/Other Pacisiandese @ (W) White

\ /
Must have both Ethnicity and Race selected

Ethnicity OYes @N

Race What is the stu

O (1) American Indian or Alaska T™eéye

Scheduling/Reporting Ethnicity [white (W) B

Program Section Code Error

I! Student School Year Detail Grade Program Section  Kindergarten student must have a program section identified.

Refer back to pages 13-15
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Appendix B Add New Students/Enrollment & Exit Codes

Adding student in PowerSchool

1. Allow at least two days if a student needs to be assigned a new State ID. Should only take
a day otherwise. Refer back to pg. 6 if you suspect a problem with the record transferring.

Functions

Start Page

Attendance
Daily Bulletin
Enroliment Summary Students ~ Staff = Parents
Master Schedule

Dashboard

Special Functions |\ |
Teacher Schedules

ABCDEFGHI JKLMNOPQRSTUVWXYZ

Reports

System Reports K 1 2 3 4 5 6 7 8 9 1 11 12 13 M F All Stored Searches Stored Selections
ReportWorks

People Current Student Selection (1)

Student Search Student

Staff Search Boucher, Kolyn J

Parent Search

Enroll New Student 4
New Staff Entry

New Parent Entry

What's New
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Enroll New Student

Student Information

Student's Name

Must fill in all places with * sign. >
‘/

(Last, First Middle)
DOB

Gender

Student number
Social Security Number

Phone Number

I:' (If this field is left blank, the system will assign the Student Number)
I:I Same as STARS “Enrollment Code”

Enroliment date

T = |

Full-Time Equivalency > [ B*
Grade Level (7 a
I -~ I
Entry Code > L Same as STARS “Enrollment Code”
Track ( a
District of Residence > ( *
Fee Exemption Status [ Student Mot Exempted
School Drake-Anamoose High School
ND State Information
Program Section Code |:|
Transfer From State [ select state a

Transfer From City | |

Transfer From School | |

ENROLLMENT CODES

Enrollment Quick Tips:

1. All resident district students need to have a STARS enrollment record. Either in your
districts’, or the educating districts’ enrollment record.

2. Enrollment records cannot overlap. Always coordinate with gaining/losing district to ensure
End/Exit dates are correct. Enrollment dates are based on physical attendance, not when request
or paperwork is received.

3. Enrollment Codes 1-9 indicate that the student is attending a Plant in your district. Enroliment
Codes 10-13 indicate they are ‘District enrolled’ and NOT physically attending your school (ie.
homeschoolers, placed students, cross-border, etc,)

4. Foundation Aid always follows the student to the educating district. For more information on
tuition, follow this link: https://www.nd.gov/dpi/SchoolStaff/SchoolFinance/T uition/

Enrollment Code #1
Typical Resident District, Full-time Student
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Enroliment
Plant Serving:
Begin Date:
Grade:

Resident District:
Enrolled Status:
End Date:
Exit Code:

Lincoln Elem School
08/27/2015
1

FPreviously completed Kindergarten

Bismarck 1
Resident
06/02/2016
Continued

School building student
is physically attending

Enrollment Code #2
Open Enrolled Student

Enreliment

Plant Serving:
Beaqin Date:
Grade:

Resident District:
Enrolled Status:
End Date:

Exit Code:

Bismarck High School
08/27/2015

12
Mandan 1

Resident District

Open Enrolled
06/02/2016
Continued

Enrollment Code #3
Tuition — Waived Student

All requirements have
been met to be Open
Enrolled

Enroliment

Plant Serving:
Beqgin Date:
Grade:

Resident District:
Enrolled Status:
End Date:

Exit Code:

Legacy High School

08/2772015
11

Mandan 1

Tuition — Waived

06/02/2016
Continued

Has NOT met requirements
for Open Enrollment, but
Educating District is NOT

charging tuition
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Enrollment Code #4 Tuition —

Parent (educating district intends to charge parent(s))

Enroliment

Plant Serving:
Begin Date:
Grade:

Resident District:
Enrolled Status:
End Date:
Exit Code:

West Elem Schoaol
08/31/2015

K Full Day - 36 weeks

Previously tested/atts

Hillsboro 9
Tuition — Parent
06/03/2016
Continued

Has NOT met requirements
for Open Enrollment,

Educating District is
charging Parents for tuition

Enrollment Code #5

Tuition — District (educating district DOES intend to charge tuition)

Enroliment

Flant Serving:
Beaqgin Date:
Grade:

Resident District:
Enrolled Status:
End Date:

Exit Code:

Central High Schoaol
08/31/2015

11
Emerado 127
Tuition — District
06/02/2016
Continued

Has NOT met requirements
for Open Enroliment,

Educating District is charging
Resident District tuition

Enrollment Code #6

Tuition — State (Student is “State Responsible™)

Enroliment

Plant Serving:
Beaqin Date:
Grade:

Resident District:
Enrolled Status:
End Date:

Exit Code:

South Middle School
09/15/2015

]
State Responsible
Tuition — State
06/02/2016
Continued

Student has been deemed
State Responsible, Educating

District is charging the State
tuition

Enrollment Code #7

Tuition — Out of State (educating district DOES intend to charge tuition to out-of-state

school)
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Enrollment

Plant Serving: Red River High School
Begin Date: 09/03/2015

Grade: 12

Resident District: S e T Out of State

Enrolled Status: not in ND, Educating District Tuition — Cut of State

End Date: ST HEE S 06/02/2016
Exit Code: Continued

Enrollment Code #8
Foreign Exchange

Enroliment

Plant Serving: Magic City Campus High School
Beqgin Date: 08/25/2015

Grade: 12

Qut of State
Foreign Exchange
05/25/2016
Continued

Resident District:
Enrolled Status:
End Date:
Exit Code:

Foreign Exchange program

Enrollment Code #9

Statutory Election — Only used when a district is in dissolution. Those district students can
attend any public school they elect to attend, without needing to go through the Open Enrollment
process. (Rarely used)

Enrollment Code #10
Non-Enrolled Homebased (District Enrollment)

Enroliment

o Enrolled at the District Level. o
Flant Serving: District should be the Plant Dickinson 1
Begin Date: Serving 08/26/2015
Grade: 10
Resident District: Dickinson 1

Enrolled Status: MNonEnr-Home Based
End Date: Resident District Student 05/25/2016

. being Homeschooled .
Exit Code: Continued

Enroliment Code #11
Non-Enrolled ND Out of State (District Enroliment)
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Enrollment

Plant Serving:
Beqgin Date:
Grade:

Resident District:
Enrolled Status:
End Date:

Exit Code:

Enrolled at the District Level.

District should be the Plant Selfridge 8
Serving 01/06/2015
10
Selfridge 8

Resident District Student NonEnr-ND Out of State
esident District Studen
attending an Out of State 05/22/2015

school Continued

Enrollment Code #12

Non-Enrolled NonPublic (District Enrollment)

Enrocliment

Plant Serving:
Begin Date:
Grade:

Enrolled Status:
End Date:
Exit Code:

Resident District:

Enrolled at the District Level.

Enrollment Code #13

Non-Enrolled Other State Placement (District Enrollment)

Enrollment

Plant Serving:
Beqin Date:
Grade:

Resident District:
Enrolled Status:
End Date:

Exit Code:

ExXiT CODES

Exit Code #1
Graduate

District should be the Plant Dickinson 1
Serving 08/26/2015
)
Dickinson 1
MNonEnr-Monpublic Enrolled
Resident District Student 05/25/2016
attending a NonPublic school .
Continued
Enrolled at the District Level. o
District should be the Plant Dickinson 1
Serving 08/26/2015
9
Dickinson 1

NonEnr-Other State Placement

Resident District Student
placed in a State Licensed 12/18/2015

Facility or Foster Home Transferred out of district
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Enroliment
Flant Serving:

Cavalier Public Schoaol

Begin Date: 09/01/2014
Grade: 12
Resident District: Resident District student Cavalier &
Enrolled Siatus: Graduated Resident
End Date: 05/28/2015
Exit Code- Graduate
Exit Code #2
Dropout

Enrollment

Plant Serving:
Beaqin Date:
Grade:

Resident District:
Enrolled Status:

Beulah High School
09/21/2015

4
Hazen 3
Tuition — Waived

Resident District Student

stopped working towards

End Date: district diploma 12/13/2015
Exit Code: Dropout
Exit Code #3

Deceased (Self Explanatory)

Exit Code #4
Transferred out of District

Enroliment
Plant Serving:

Dorothy Moses Elem School

Begin Date: 08/27/2015

Grade: 2

Resident District: Resident District Stud Bismarck 1

i esident District Student )

Enrolled Status: transferred to another district Resident

End Date: 0132015

Exit Code: Transferred out of district
Exit Code #5

Transferred within District
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Enroliment
Should also be used when a
Plant Serving: Saxvik Elem School Resident District student
Begin Date: 09/17/2015 BIETTIES ELEIIE, SLIE) 25
Homeschooled
Grade: 1
. o Previously completed K
Resident District: Resident District Student Bi k1
esigent Listrict. transferred from one Plant to Ismarc
Enrolled Status: another. Resident
End Date: 01/18/2016
Exit Code: Transferred within district
Exit Code #6
Continued
Enrollment

Plant Serving:

Legacy High School

Beqgin Date: 08/27/2015
Grade: 11
Resident District: Resident District Student Mandan 1
Enrolled Status: continues to attend your Tuition — Waived
End Date: school 06/02/2016
Exit Code: Continued

Exit Code #8

Reached Maximum Age
Enroliment
Plant Serving: West Fargo Sheyenne High School
Begin Date: 08/25/2014
Grade: g
Resident District: Resident District Student West Fargo 6
Enrolled Status: sekle Lz il el G ZL [ Resident

End Date:
Exit Code:

within the school year, is
allowed to complete the year) 05/28/2015
Reached maximum age for services
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Appendix C Export/Import Technique

Learning how to use the STARS Export/Import tool could save you a great deal of time. Instead
of having to go into each student’s enrollment record, or do ‘Mass Edits’ within STARS; you can
Export an Excel spreadsheet, populate the spreadsheet, save, and re-import it back into STARS.
There are numerous templates and Export/Import’s, depending on what specific data you are
trying to populate.

All available templates can be found at: https://www.nd.gov/dpi/data/STARS/layouts/
These templates give you a visual depiction of the necessary data fields that STARS requires for
a particular Export/Import.

When you do an Export in STARS, it will only extract the data fields (or column headings) that
are pertinent to that Export.

The example | have included below, walks you through how to load Hours Attendance, Hours
Membership and Letter Grades, as you would have to do for a CTE course. This is just one
example, but there are many applications and opportunities to utilize the Export/Import method,
and the steps remain the same for all Export/Imports.

Example:
1. Get into your STARS enrollment record for the correct school year and choose ‘Export’
under “Tools”. Then select ‘StudentCourseDetails” from the pull-down and click the

MO Funil Mermbersng Bpot % | R ¢
« C B https//secy
i Apps [

tate.nd.us/dpifstars

Imperted From I

State Automated Reporting System

Welcome Con Wiliams

Enroliment
District Student Fittar

o
Undocumented Student
Transter

Tille | Privale: & Local
Meglected

Taols
Siate Student Search
PS5Slate Studem Search

Function

TR

2. Click ‘Export’ button under Functions.
3. The Export button will open a .csv Excel file.
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4. You can now enter the information into a spreadsheet all at once.

Hint: the letter grade column needs to be numbers (4=A, 3=B, 2=C, 1=D, 0=F, P=Pass, F=Falil,
I=Incomplete)

StatelD SchoolYez GradeEnrc PlantBegil PlantEndC ServingEd ResidentE Houry®ge Hours

ai EnrollStudentCourseDetailsID

A
2015 9 20140818 20150522 53-006-22'53-001 0 14096 1.11814E+13 o
2015 9 20140818 20150522 53-006-22'53-001 0 14026 1.11814E+13 o
o] 2015 9 20140818 20150522 53-006-22'53-001 0 14025 1.11814E+13 o
q 2015 9 20140818 20150522 53-006-22'53-001 0 14098 1.11814E+13 o
«n 2015 9 20140818 20150522 53-006-2253-001 0 14098 1.11814E+1: 1}
2 2015 9 20140818 20150522 53-006-22'53-001 0 4096 1.11814E+1 o
E 2015 9 20140818 20150522 53-006-22'53-001 0 14026 1.11814E+1] o
o} 2015 9 20140818 20150522 53-006-22'53-001 0 14025 1.11814E+ 0
o 2015 10 20140818 20150522 53-006-22'53-001 0 4022 1.11814E+ o
-8 2015 9 20140818 20150522 53-006-22'53-001 0 4098 1.11814E+ o
Q_J 2015 9 20140818 20150522 53-006-22'53-001 0 4025 1.11814E+ o
('-_Dr 2015 9 20140818 20150522 53-006-22'53-001 0 11026 1.11814E+)3 o
o 2015 9 20140818 20150522 53-006-22'53-001 0 1096 1.11814E+)3 o
S' 2015 9 20140818 20150522 53-006-22'53-001 0 (096 1.11814E+]3 o
[o}) 2015 9 20140818 20150522 53-006-22'53-001 0 026 1.11814E+3 o
Q,. 2015 9 20140818 20150522 53-006-22753-001 0 1025 1.11814EH3 0
g 2015 9 20140818 20150522 53-006-22'53-001 0 1098 1.115814EH3 o
- 2015 9 20140818 20150522 53-006-22'53-001 0 1096 1.11814E+H3 o
[T 2015 9 20140818 20150522 53-006-22'53-001 0 098 1.11814E+3 o
-é 2015 9 20140818 20150522 53-006-22'53-001 0 (025 1.11814E+)3 o
2 2015 9 20140818 20150522 53-006-22'53-001 0 1026 1.11814E+83 o
— 2015 9 20140818 20150522 53-006-22'53-001 0 098 1.11814E+43 o
2015 9 20140818 20150522 53-006-22753-001 0 4096 1.11814E+43 0
2015 9 20140818 20150522 53-006-22'53-001 0 4026 1.11814E+ o
2015 9 20140818 20150522 53-006-22'53-001 0 4025 1.11814E+ o
2015 9 20140818 20150308 53-006-22'53-006 0 4025 1.11814E+ 0
2015 9 20140818 20150308 53-006-22'53-006 0 14096 1.11814E+1] o
2015 12 20140818 20150522 53-006-2253-006 0 4010 1.11814E+1 o
2015 11 20140825 20150522 53-006-22'53-006 0 14025 1.11814E+1 o
2015 11 20140825 20150522 53-006-2253-006 0 14096 1.11814E+13 1}
2015 12 20140818 20150522 53-006-2253-006 0 14022 1.11814E+13 o
2015 PK 20140818 20150522 53-006-22'53-006 19150 1.11819E+15 o
2015 PK 20150213 20150522 53-006-22153-006 19150 1.11819E+15 o
2015 PK 20150424 20150522 53-006-22153-006 19150 1.11819E+15 0



5. Once your satisfied that you’ve made all necessary changes, save your file in an easy to
remember location.

6. Now you simply Import this file back into STARS. By selecting “Import/Transfer” and
“StudentCourseDetails.”

[ 0 i Membership mport Y g2 Schaol ranspertation 50 Y ol GTARS Umport/Expart Ly 5 ¥ =2 g deowidp x_
€ - C | https://secure.apps.state.nd.us/dpi/stars/Reports/Enrollment/PupilMembershiplmport.aspx?rid=318&eeid-=
i1 Apps [ Imported From [E [) New Tab [ Report Selector 4 EasyScheduler Hom... 32 Notifications of Plac.. % Home Page for NDP. 52 1

State Automated Reporting System

Welcome Don Williams
Enrollment

Student and Course data can be imported from a file and students can be transfered within the district. ©
District” link
~ Step 1- Select Import

Select the import you would like to work with from the drop down below and then click "Next".

Available Imports:
CourseData -

CourseData

EdCareerPlan

Title |

Home School

Homeless

LEP

LEF Assessment

Migrant

SPRING ENROLLMENT OftherSchaoolStudentCourseDetails
COLLECTION B

p report.

FALL ENROLLMENT
SUBMITTED
9/22/2014 by

[ :-)pupu - pr3 Oi Inbex -...

38



7. Choose the file you just saved then you will click “Next” twice and finally “Import”

Welcome Don Williams

Enroliment
Import/Rollover

Import from File | Rollover from Last Year

Student data can be imported from a file or from the students submitted on last year's repor
................................ Last Year" link.

Step 2 - Select File for Upload

Click the "Browse" button to locate the file you would like to upload to DPI servers, then click

Import Selected in Step 1: PupilData

( l Choaose File Ii[ file chosen

Functions

. Rolover

8. The system will allow you to ‘Check Results’ of the import. If it gives you errors it
means that the data was not able to be imported and you will have to check your changes
for errors. If you can’t find or correct the errors, submit an Edutech iSupport helpdesk
ticket, explaining that you are having trouble with a STARS Import failure.

http://www.edutech.nodak.edu/services/.
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Appendix D

South Dakota Cross-Border Agreement

15.1-29-02.1 is the reference that governs our cross-border agreement with South Dakota. Only
pertains to those districts that share a border with SD. The overall concept is to do an annual
‘state-level’ reconciliation between NDDPI and South Dakota’s Department of Education.
Whichever state is found to be educating more cross-border students (based on ADM and Special
Ed contracts), is paid one lump-sum from the other state. It’s typically been done around the
December-January timeframe and it reconciles the previous years’ enrollments.

Overview

The biggest responsibility of our ND school districts.

1. Ensure that all students are input into STARS correctly.

EXAMPLES:
ND resident student, attending a SD school

Enroliment

Plant Serving

Resident District
Enrolled Status
End Date

Exit Code

SD resident student, attending a ND school

Enroliment

Plant Serving

Resident District
Enrolied Status
End Date

Exit Code

Hettinger 13
08202015

12
Hettinger 13
NonEnr-ND Out of State
05/ 2016

Continued

Ellendale Public School
08/24/2015

Out of State
Tuition — Out of State
05252018

Continued

The rest of the process.

2. If a ND district is educating a SD Special Ed student; Work with serving Special
Education unit(s) to ensure there is a Spec Ed contract input into the Student Contract system
in ND Teach. That cost needs to be captured in-order to withhold it from the reconciled

payment.

3. NDDPI reviews the STARS enrollment and Spec. Ed. contracts.

4. ND districts are provided a copy of the cross-border report.

5. The district will review for completeness and accuracy and report any changes, additions or

subtractions to NDDPI.

6. NDDPI provides a copy of the report to South Dakota Dept. of Ed. for their review.

40


http://www.legis.nd.gov/cencode/t15-1c29.pdf?20160114140439

7. When returned from the SD review, any changes, additions or subtractions suggested by
SD, are presented to the ND districts for confirmation or dispute.

8. Once all disputes are reconciled and both States agree, NDDPI makes final calculations and
submits a check to South Dakota (SD typically educates more ND students, then vice versa).

9. All costs and/or re-imbursements are then factored into the foundation aid payments for the

affected ND district(s) and adjustments should be noticed in subsequent foundation aid
payments.
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