[image: image1.png]Dr. John D. Barge, State School Superintendent
“Making Education Work for All Georgians”




gEORGIa depARTMENT of education (GaDOE)

Office of Technology Services Division

FY2012
Private School
Reporting Instructions

PRIVATE SCHOOL REPORTING INSTRUCTIONS
PURPOSE
The Georgia Code on requirements for private schools and home study programs, (O.C.G.A 20-2-690) notes that each private and home school must report to the superintendent of the local education authority the name, age, resident address and attendance data of students enrolled in a private school or home school monthly.  The cumulative enrollment numbers gathered by the superintendents in each local education authority are to be reported annually to the GaDOE for IDEA and Pre-K funding purposes.  The Private School application has been designed specifically for this purpose.
ACCESSING THE DATA COLLECTION WEB-BASED APPLICATIONS

The Private School Data Collection has been redesigned this year to provide greater ease in reporting the summary data for each district.  

To access all Data Collection Information and Documentation and to transmit data to the Department of Education, it is highly recommended that you access our applications via the most recent version of Internet Explorer.  
You can log in either by using the following URL:

https://portal.doe.k12.ga.us/login.aspx
Enter username and password to log in to the web applications to transmit data. 


OR

You can log in via the public website at http://www.gadoe.org/
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Log into the portal using your Login ID and password.

Once logged in, use your mouse to highlight “Data Collection”, under “Information Technology” on the left side of the screen.  Select the new link for the “Private School Collection Main Menu”.
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The next screen lists the cycles for this data collection.  Select the link representing the current fiscal year.
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To hide the Navigation bar, click on the arrow.  This will improve the application’s screen size.
Once the correct cycle is selected, the Main Menu for the Private School Survey will display.  
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The following pages take you through each menu option:

1.  Report Private School Data Option 

Use this link for entry of private school enrollment data.  Select the private schools that need to be reported by your district and enter the required information.  
2.  Report Home Study Data Option

Use this link for entry of home-schooled children within the geographic district.  

3. Private School List
Use this link as a reference of all private schools currently available in this application.

4. Sign Off Report Option 

Use this link to review the summary report of all data submitted and to enter sign off information.

REVIEW OF MENU OPTIONS
Report Private School Data Option

From the main menu, select “Report Private School Data”.

This year, a drop-down list of all private schools is provided to reduce data entry errors.  Selections can be made by first selecting the county location of the school.  At that point, the school list will be limited to the private schools located within the selected county.  (If you do not know the county, you can view the entire list of schools by using the All Counties option in the county drop-down box or use the list option on the main menu.) 

Upon making a selection, the address information will automatically be populated.  After entering the data for each school, you will SAVE this entry.  When you click on SAVE, the next screen will display a list of all data you have entered so far.  You can then continue to select another private school within the same county or select another county to view a newly filtered list of schools. 
Items to be reported are:

1. Grades present at the school – simply click on the grades to identify the ones appropriate for the selected school.  Include all grades for the school, regardless of the students attending from your district.
2. The number of students attending this school that are residents of your district.

Remember to SAVE each school’s data separately, and review the Sign-Off Report to make sure all schools are included.
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Report Private School Data Option (continued…)
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If you do not know the county or cannot find a school - Return to the main menu and select the Private School List.  
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If you still do not find the school you need, contact the GaDOE Help Desk for assistance.  It is possible that we need to add a school not previously identified as a private school serving Georgia’s students.  The Help Desk can assist with this.

Report Private School Data Option (continued…)
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Report Private School Data Option (continued…)
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Report Home Study Data Option
From the main menu, click on “Report Home Study Data”.

This option requires that you provide the following information pertaining to the home study programs established by parents/legal guardians in your school district:

1. The number of home study programs operating in the geographic bounds of your district.  

2. The number of students served in the home study programs.

This is a one-time entry screen for the entire district.
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How to make corrections
As you add your data, your report will grow.  Please review your data for accuracy.
Data items that can be corrected are displayed in blue and are underlined (hyperlinked).  
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Deleting a School entry
If a school is selected in error, you can delete the entire school entry.  This deletes the school from your report, not from the lookup table.
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Sign Off Report Option
This option, on the Main Menu, will list all the information reported by your district.  
Once you are ready to sign off, the following data elements need to be completed:

1. The name of the person signing off.

2. The title of the person signing off for the district (this does not need to be the superintendent).

3. The contact phone number of the person signing off (include area code).

4. The contact email address of the person signing off.

The date of the sign-off will be automatically populated by the software.

[image: image18.png]Private School Collection Main Menu - Windows Internet Explorer =18 x|
&~ [V repsiparduaionareschoabiantions spradmtetzs =4[] [caeoe 2B
% & Y Private school Collcton Main Menu | | | % < B - B Page - GiTods -+
[
Z =l
H Georgia Department of Education
H Kathy Cox, State Superintendent of Schools
3 Private School Survey Application FY2008 Data Collection System
Office of Technology Senices
Signoff Report
System: 601 Appling County Superintendent: WEBE, CHARIES R
Main Meny
Home Schooled Students for 601-Appling County
The manber of home sudy prograns opsrting i the geographic bounds of your it E
The mamber of nadents erved s h home sy progeans ]
Private
Private School Name City Grades taught at School ~ School
Students
FastBaptt Cach Kinderganen Quiman KK &
GitsPrepartoy Schoot 10,1112 H
The Walker School o008 5
Total Private School Students for 601-Appling County i
- -
bone AL [ [ [ Ndunomzos (e [Rioow ~

@ start| | @ petty Rickicki ... [ private scho... L) Cipocuments .. | 5] private schoal .. | | (2 @ @ »[&22@ @l 4 ssoan





[image: image19.png]Private School Collection Main Menu - Windows Internet Explorer

=18l x]

+ [V hitps:fjportaluatiPrivateschooMaintienu. asp<7oid=46028 =] 42} [ fesoge

% & Y Private school Collcton Main Menu | |

Total Private School Students for 601-Appling County

7

#***DO NOT SIGN OFF UNTIL LIST IS COMPLETE AND REVIEWED ***

SignOff By:

1 certify that the information submitted
above is accurate fo the best of my
Lnowledge.

Last Name: [Doe

First Name: [Jane

Title: |Assist Superintendent
Email: doe@applki2.gaus
Phone: 4045551234

Signoft

[2[]

|5 - B - B - rage - Grrook <

[

Dane.

@ start| | @ petty Rckicki ... |[ @ private scho-.. L) Ciipocuments

00T T N3 Unknown Zone (Mixed)
Gpvateschod...| | @ @ @ Q22RO @W g e

[ -





REQUESTS FOR ASSISTANCE

Should you need assistance with any aspect of reporting data, accessing our website or general questions regarding validation and edit rules for any data collection, please contact Information Technology Customer Support.

District Level

For the quickest response:
· Call Information Technology Customer Support at 
 1-800-869-1011.

OR
· You may email Information Technology Customer Support at 
dticket@doe.k12.ga.us.

Once the county is selected, the school drop-down box will appear.  It will be populated with the private schools physically located in that county. 


First, click on the arrow to display the list of schools. 





Select “Login” to access the portal





Select the school from the list provided.  If the school is not listed, try “All Counties” to make sure you are selecting the correct county for the school’s physical location.  (The school’s physical address county can be different from the county of a post office box that you may have for that school.)





When the school is selected, the address information will automatically be displayed.





First, click on “Please Select County” to choose the county where the private school is located.  


OR 


you can select All Counties to view the entire school list.





Then, click on the “Select County button.                            





This will prepare a list of all private schools in that county for your next selection.





Click on the Private School link





#1.  SELECT GRADES –


Click on the box beneath each grade to identify those within this school.  This is regardless of the grades your district’s students are in. 





#2.  ENTER COUNT –


Type in the number of students that are residents of  your district.





#3.  SAVE SCHOOL ENTRY –


Once saved, the list of schools added so far will be displayed (as seen below).





#4. To Add Another School to your list:


Same County – simply select another school from the drop down box.  The school data entry screen will reappear.


Different County – first select the county from side bar menu, then select the school from the drop-down box.





#5. To Exit:


Click on Main Menu


in the left “side-bar “ menu (the grey vertical bar on the left, where some options are displayed. )








#1. ENTER COUNT –


Type in the number of home study programs operating in your district.





#2. ENTER COUNT –


Type in the number of students served by these home study programs.





#3. SAVE THIS ENTRY –


Once saved, you will be returned to the Main Menu.








Click on menu option





When selecting the county, notice that the state is listed with the county name as some schools are from surrounding states.








Once the Private School list appears, use the FIND option in your browser to search the list for a name, part of a name, etc.  





You can also sort the list by Name, City, State, Zip Code or County when looking for a particular school.  Just click on the underlined column heading.





After choosing the school name, 


Then, click on the “Select School” button to retrieve the school information.











Click on the hyperlinked number that is incorrect.








This takes you to the screen where you can correct your entry.











Once the corrections are made, click on the Save button.





This will return you to the report with the corrected figures.











To delete a school entry from your report, click on the “Delete” hyperlink in front of the school name.





A warning is issued that you are about to delete an entry.





To delete the entry, click on “Yes”.  





To exit without deleting the entry, click on “No”.





Either answer takes you back to the report so that you can check your entries.








The length of the signoff report will depend on the number of public schools reported.


Use the scroll bar to access the sign off box at the end of the report.








Fill in the name, title, email address and phone number of the person signing off.





Please check for correct spelling of the email address and phone number as this is our point of contact information.








Highlight Data Collection
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