Submission deadline: October 15, 2010

south dakota
DEPARTMENT OF EDUCATION

Learning. Leadership. Service.

\
=

Add District/School Information Menu
School Year 2010-2011

TABLE OF CONTENTS

Adding District Base Salary ..........cccovvever i 1
Adding New Attendance Centers........ccc. voevvveeeeeeeeeiiiiiiinieeeenn, 3
RUNNING @ REPOIT ...t e 15
Modifying Attendance Centers........ccccccvv coveveeeeeeeeveeiiiceeeen 17
Change in School Term TYPe ......cccuuviies veveiieeiiiiiee e 17
Change in TiIme OPtioN........coceeiviiiiiiiiiies ceeeeeeveeee e 21
Deleting @ Time OPLioN .......uueiiiieiiiiiiiiiit e 25
Change in Average Weekly Minutes....... ...ccccvvvvviiiiiieeeenn. 30

Data is required for each attendance center before continuing to other menus

ADDING DISTRICT BASE SALARY

STEP #1: Open the PRF. Click on:

. Actions
. District Information
. Select District/School Information
School Year | 2010 = Distiict # | 83008 Distiict Mame | Apple Blossom School District 88-8 - ﬂ
e Welcome to the Main Menu
S of the Personnel Data Collection

District Information
Qualified Staff by Assignment

District’School Infermation .
Requirements For PRF Database

Staffing - Teacher/Admin/SS8
Plan of Intent

Staffing - No Cert Required
Paraprofessionals -~ | =
Bus Drivers s |2
SPED Contracted Senvices Z E|l® | &
| 2 ERR
= E|Z |5
Graduation Reguirements = = & 2. E
School Improvement Plan - = —_ | = s
Teacher Vacancy = :_(‘f‘ e =
Assurance Statement o '5_
= S
Long Term Substitute L X
District/School Information X | X X | X
. Staffing - Teacher/Admin/SSS X | X X | X
Update Math & Science Indicator
Reports Salary X
Reports For Testing
e Plan of Intent X | X X | X
Conen Staffing - No Cert Requred | X X
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Step #2 Add the District Base Salary (Public and Coops/Multi-Districts)

School Year | 2010 = Diiskrict # |98008 Diistrict MName |A|:-ple Bloszorm Schoal District 88-3 v| G0

o) District Attendance Center Information
[22f
Digtrict Base Salary  [26000 Update Salary |
Actions
District Infarmation Highlight a zpecific attendance center row and choose the option of “Edit Attendance Center Info™ button.

Qualified Staff by Assign

Staffing - TeacherAdmin =l

00 Spstem wWide EC12 0 o
Flan of Intent
Staffing - Mo Cert Requir 01 Jane Austen High S chool 0312 0 O
Paraprofessionals 02 La Plata Middle School 05-08 0 0
Bus Drivers
SPED Contracted Servic 03 Litle Red Schaal EC-05 0 g

School Improvernent Pla
TeacherVacancy
Assurance Statement

Long Term Substitute

Data iz required for each attendance center before continuing to other menus.

Update Math & Science |

Edit Attendance Center Info | Done | Print district school information report
Reports
Reports For Testing
About
OCLaunch
Close
o Type in the Base Salary for the District. This salary is the beginning teacher salary

offered by the district. You will not be able to sign off on your Assurance
Statement until this field is completed.

o Click on the Update Salary Button

Contact Carla Leingang 773-4638 Page 2
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ADDING NEW ATTENDANCE CENTERS

Step #1: Adding Attendance Center Information

The data encoded to the Attendance Center Information Screen calculates the
full-time equivalency for each personnel record assigned to the Attendance
Center.

District Atendance Center Information

District Baze Salary Update Salary |

Highlight a specific attendance center row and choose the option of "Edit Attendance Center Info™ button.

00 Sypstern Wide FK-12 2400 [ |
] 01 T F Riggs HS - 01 912 1965 [

02 Geargia Morze M5 - 02 B8 1975 a
T 03 Buchanan Elem - 03 kG5 1650 [

04 “washington Elem - 04 kG-5 1680 Q

0 Jefferson Elem - O FE-5& 1650 B
i 07 McKinley Elem - 07 kG- 1650 0]

Data is required for each attendance center before continuing to other menus.

Edit Attendance Center Info | Done | Frint district school information repaort

e Each District Attendance Center should be pre populated in your District
Attendance Center Information screen.

It is important you inform the Department of Education of any changes to your
Attendance Centers for the Ed Structure Collection. This includes Name, Grade
Span, etc. This information is due in April of each year and one important use is
to pre-populate this screen. Changes cannot be made to the PRF System.
Questions can be directed to Jennifer Rattling Leaf at 773-4703.
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e To Add Attendance Center information you should do the following:

o Highlight the Attendance Center
o Click Edit Attendance Center

e Add the Average Weekly Minutes

“Average Weekly Minutes” is defined as the minutes per week
of instructional time.

Attendance Center Information

Attendance Center: 01 - Jane Austen High School
Grade Span: 09 - 12

Average Weekly Minutes: g [Enter the average minutes per week of instructional time]

School Term Type: Q - [Select O for quarters/zsemesters or T for timesters)

Highlight a specific time option row and choose the option of “Edit Time Option™

) ) Total Weekly Minut IMPORTAMNT: If you are changing your
Time Option Helles sl b e school term type, average weekly
minutes or time options, refer to the

) X “District and 5chool Attendance

Time options are NOT necessary for Center” section of your manual before
completing the atte_nda_nce center data making changes. After reading the
but can save you time if you setup some manual if you need clanification,
common minutes for class periods. contact DOE at 773-4638.

Print Report By Staff Person |

Print Report Total FTE By Attendance Center |

Print Report Time Options Used on Personnel Records |

Add Time Option| Edit Time Option | Delete Time Option | Cancel | saveal |

The following pages include examples of how to determine your
Average Weekly Minutes.

Contact Carla Leingang 773-4638 Page 4
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e Below are examples of how to calculate Average Weekly Minutes.

Calculating Elementary “Average Weekly Minutes” = 1650 minutes per week

Grade Total Recess Lunch Total Total Minutes per week per grade
Elementary Daily Minutes Intermissions
Schedule per grade per day
per day
FORMULAS: (Recesses + (Total Minutes per grade per day - Total
Lunch) Intermissions per day) x 5 days per week
*K 8:15 - 2:55 400 30 80 110 1450
1 8:15 - 2:55 400 30 55 85 (400 - 85) x5 =1575
2 8:15 - 2:55 400 30 55 85 1575
3 8:15 - 2:55 400 30 45 75 1625
4 8:15 - 2:55 410 25 45 70 1700
5 8:15 - 2:55 410 25 45 70 1700
6 8:15 - 2:55 410 20 45 65 1725
AVERAGE: 75 1650
FORMULA: (1575+1575+1625+1700+1700+1725)/6 =
1650
*Do not include Kindergarten in
your calculations.

Contact Carla Leingang 773-4638 Page 5
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Calculating Middle School/Junior High "Average Weekly Minutes" = 1975 minutes per week.

Period Bell Total Minutes per Total Minutes per week
Schedule period
Period 1 8:00-8:50 54 270
Period 2 8:54-9:39 49 245
Period 3 9:43-10:28 49 245
Period 4 10:32-11:17 49 245
Period 5A  |11:21-11:43 25 125
Period 5B [11:46-12:08 25 Lunch 125
Period 5C  [12:11-12:33 26 130
Period 6 12:37-1:22 49 245
Period 7 1:26-2:11 49 245
Period 8 2:15-3:00 45 225
TOTAL MINUTES PER WEEK 2100
Lunch =25 minutes per day x 5 days per week = 125 minutes per week
2100 Total Minutes Per Week
— 125 Minutes (Lunch)
1975 Average Minutes Per Week

Contact Carla Leingang 773-4638
E-Mail Carla Leingang@state.sd.us
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Calculating High School "Average Weekly Minutes" = 1965 minutes per week.

Period

Bell Schedule Total Minutes per period

Total Minutes per Week

Period 1
Period 2
Period 3
Period 4
Period 5A
Period 5B
Period 5C
Period 6
Period 7

7:45-8:35
8:39-9:44
9:48-10:38
10:42-11:32
11:36-12:01
12:05-12:30
12:34-12:59
1:03-1:53
1:57-2:47

54
69
54
54
29
29
29
54
50

Lunch

270
345
270
270
145
145
145
270
250

TOTAL MINUTES PER WEEK

2110

Lunch =29 minutes per day x 5 days per week = 145 minutes per week

Contact Carla Leingang 773-4638
E-Mail Carla Leingang@state.sd.us
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Calculating System Wide "Average Weekly Minutes"
Administrators and School Service Specialists

Attendance center # is 00

Average Weekly Minutes = 2400 minutes per week

Step 1. Determining Minutes Per Day

8 Hours Per Day
X 60 Minutes Per hour
480 Minutes Per Day

Step 2. Determining Total Minutes Per Week

480 Minutes Per Day
X 5 Days Per Week

2400 Total Minutes Per Week

Contact Carla Leingang 773-4638 Page 8
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Step #2: School Term Type
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e Adding A School Term Type

e Select T for Trimesters

Step #3: Time Options

Select Q for Quarters/Semesters

but can save you time ify
periods.

Time Options are not necessary for completing the Attendance Center data

If you do not use this option then you will have to manually encode minutes
for each class assignment in the personnel record forms.

ou setup some common minutes for class

e Adding Time Options

o Click on Add Time Option and you will see the following screen.

Tirme Option Information

Time Option Mumber

ER—

T

Total Weekly Minutes

Print Report: Time Options Used on Personnel Records |

(An assigned identifier for this time option.)

{Total minutes assigned to this time option )

Cancel ‘

Save |

0 In this example the Ti

have been 8 time opti

0 Add the Total Weekly
example of how to us
minutes for one perio

me Option Number is 9. This tells you that there
ons previously created.

Minutes you would like to add as an option. An
e this area is to define one option as the total
d. A second option would be the total minutes for 2

periods, etc. Examples of how to determine these options are on Pages

pages 11-14.

Contact Carla Leingang 773-4638
E-Mail Carla Leingang@state.sd.us
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o If you Click on the Print Report: Time Options Used on Personnel
Records you will see areport with the following columns:

= Attendance Center
= Time Option

= Name of Staff

o Click on the Save Button

Contact Carla Leingang 773-4638 Page 10
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Calculating Elementary School Time Options
Weekly Class Minutes — Example 1650 Minutes
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Divide the weekly class minutes between a full time, part time, or departmentalized staff.

Contact Carla Leingang 773-4638
E-Mail Carla Leingang@state.sd.us

Time Options | Total Weekly Minutes Formula
1 1650 Full day teacher
2 825 1/2 day teacher
3 0 Assigned a duty
Page 11
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Calculating Junior High/Middle School Time Options
Weekly Class Minutes — Example 1975 Minutes

Divide the weekly class minutes between the number of periods at the junior high/middle school

Time Options Comment Formula Total Weekly Minutes

1 1 Period 1975 Minutes divided by 8 Periods 247
2 2 Periods (1975 divided by 8) x 2 494
3 3 Periods (1975 divided by 8) x 3 741 There are
4 4 Periods (1975 divided by 8) x 4 988 approximately
5 5 Periods Etc..... 1234 50 minutes per
6 6 Periods 1481 period )
7 7 Periods 1728
8 8 Periods 1975
9 Assigned a duty 0

Contact Carla Leingang 773-4638 Page 12
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Calculating High School Time Options

Weekly Class Minutes — Example 1965 Minutes
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Divide the weekly class minutes between the number of periods at the High School

Time Options Comment Formula Total Weekly Minutes

1 1 period 1965 Minutes divided by 7 Periods 281
2 2 periods (1965 divided by 7) x 2 561
3 3 periods (1965 divided by 7) x 3 842
4 4 periods (1965 divided by 7) x 4 1123
5 5 periods Etc... 1404
6 6 periods 1684
7 7 periods 1965
8 Assigned a duty 0

Contact Carla Leingang 773-4638
E-Mail Carla Leingang@state.sd.us
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Calculating System Wide Time Options
Administrators and School Service Specialists

Weekly Class Minutes — Example 2400 Minutes

Time Options Formula Total Weekly Minutes
1 Full Day 2400
2 Y% Day 1200
3 Assigned a Duty 0
Contact Carla Leingang 773-4638 Page 14
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RUNNING A REPORT

STEP #1: To Print a Hard Copy Report

o Click on Print District School Information Report

District Attendance Center Information

District Base Salary  |26000 Update Salary

Highlight a specific attendance center row and choose the option of "Edit Attendance Center Info" button.

00 System Wide EC-12 2400 Q |
01 Jane Austen High S chool 0912 1965 [¥]
02 La Plata Middle 5chaal 06-08 15975 Q
03 Little Red School EC-05 TEE0 [t}

Data iz required for each attendance center before continuing to other menus.

Edit Attendance Center Info | Done | Print district schoal information report

o You will see a Report similar to the one below.

2508 @ VRS NN = 0
DISTRICT/SCHOOL INFORMATION
School Year 2009-2010
88008 Apple Blossom School District 85-§
Attendance Average Weekly Schaol Time Total Wealdy
Center Minutes Term Type Option Minutes
00 Syztem Wide [ 2,400 Q 1 2,400
2 1,200
01 Jane Austen Hizh School 1 1,965 Q 1 281
2 561
3 842
4 1,123
5 1.404
[ 1.684
7 1,965
02 La Plata Middle School 1 1,975 Q 1 247
2 494
3 741
4 988
5 1,234
[ 1481
7 1,728
8 1975
03 Litrle Red School 1 1650 Q 1 1,650
2 825
Contact Carla Leingang 773-4638 Page 15
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. Click on the Printer Button.
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[T 41

& ® [eex - o &

[Ffrd |-

DISTRICT/SCHOOL INFORMATION

School Year 2009-2010

Contact Carla Leingang 773-4638
E-Mail Carla Leingang@state.sd.us

58008 Apple Blossom School District §5-8

Attendance Average Weeklr Schaol Time Total Weekly
Center Minutes Term Type Option Minutes
00_System Wide 1 2.400 Q 1 2,400
2 1,200
01 Jane Austen Hizh School 1 1.965 Q 1 281

Make sure the Print Range says All.

Printer

Name:  |WESPRIODLD\DERR1PO4 - Properties

Status:  Toner low; O documents waiking Comments and Forms:

Type:  HP Laserlet 4200 PCL Se |Document and Markups j
Print Range Preview: Composite

= al E 8.5 4
™ Current view e

-

- [ —_—

Subset: | J ——— ). W -
- prerI= - 3
Page Handling :
Copies: 1 3: v 1 e - “
Page Scaling: |Shrink to Printable Area j s

W Auto-Rotate and Center e
[ Choose paper source by PDF page size
r o L
Units: Inches Zoom ;943
I Print to file °
11 |
Frinting Tips Advanced | Ok, | Cancel

Click the Ok Button

Page 16
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MODIFYING ATTENDANCE CENTERS

This section describes what needs to be done if you need to make a change to
the Attendance Center:

Change in School Term Type

Change in Time Option

Deleting a Time Option

Change in Average Weekly Minutes

e Changing A School Term Type

Open the PRF. Click on:

. Actions

° District Information

° Select Add District/School Information

o Highlight the Attendance Center you will update
° Click Edit Attendance Center

e (o to the Drop Down Box - School Term Type.

e Change the selection in the drop down box
(ie Q (Quarters/Semesters) to T (Trimesters)

e A message will pop up on your screen.

e x]

# change in school term fype [ie O ta T or T to O] requites pou to update ALL records for ALL staff encoded to thiz attendance center. To faciltate the process of updating all records
wou should select “Cancel™ now and then click on the repart bultans igted on this screen [Frint Repor Total FTE by Mtendance Cerder and "Repoit By Stafl Person”™]. Othetvase

salect 0K to procesd n makng this change.
0k | concel |

e This message informs you that a change in school term type requires you to
update ALL records for ALL staff encoded to this Attendance Center. To
facilitate the process of updating all records you should select CANCEL now,
and then click on the Report button “Report By Staff Person” and “Print Report
Total FTE By Attendance Center”.

Contact Carla Leingang 773-4638 Page 17
E-Mail Carla Leingang@state.sd.us
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e The Reports are highlighted below.

Attendance Center Information

Attendance Center: 01 - Jane Austen High School
Grade Span: 09 - 12

Average Weekly Minutes:  [g (Enter the average minutes per week of instiuctional time]
School Term Type: Q -|  [Select O for quaners/semesters or T for timesters)

Highlight a specific time option row and choose the option of "Edit Time Option™

_ - P IMPORTANT: If you are changing your
Total Weekly Minut
U T OENCEADLLILD school term type, average weekly
minutes or time options, refer to the

- - “District and Schoal Attendance
Jimsiontion sfa o HUIgn o s ibo Center” section of your manual before

making changes. After reading the
manual if you need clarification,

completing the attendance center data
but can save you lime if you setup some
common minutes for class periods. contact DOE at 773-4638.

Print Report: By Staff Person ‘

Print Report: Total FTE By Attendance Center ‘

Print Report: Time Options Used on Personnel Records ‘

Add Time Option ‘ Edit Time Option | Delete Time Option | Cancel ‘ Save All |

e By printing these reports you will be able to know which personnel records were
encoded to this attendance center and will need adjustments made to their
personnel record.

e To print the report, click on the report you wish to print. You can then click on
the Printer Icon.

& & F 7=l - 1 o1+ P M b

Presvigw l

e Below is an example of what an instructors Personnel Record looks like before
the change. To access a person’s record you need to click on Actions/District
Information/Staffing-Teachers/Admin/SSS. Highlight the persons name and
click on Edit Employee Data. The School Type is Q (Quarterly/Semester).

Persannel Record Form Prnt SSN |

Last Name I First Hame I Middle Name

Ho Longer r"'pl"‘!"'-""lchons:. jnntﬂ of Birth I

Reporting Type [T~ Teacher K| Gender [F

Ethnicity I_ Federal Ethnicity --» Hizspanic ,_ Ethnicity |

Total Instruct.5 alary I]g Total Admin/School Service Specialist Salary Ig

Total Teaching Expenence Total Admin/School Service Specialist Expenence

[prior to this school year) I‘ [prior to this school year) I1 0
Status Code | Tzt yr of empl in this school system who were emploved in another SO school the previous year(s). j
Perzonnel Record Completely Updated? Yes = HOUSSE Qualified?: N

ulate (This fiekd is calculated from -

Total Calculated FTE |[|_5 the PAF Assignment Flecords below) FTE Overnide Ig
02-Georgia Morse MS - 02 20300 20022 247 X K X X 1975
02-Georgia Morse MS - 02 BBERE 20022 247 X K B K 1975
02-Georgia Morse MS - 02 BBGE6 20022 454 K X B K 1975
PRF Assignments =l

Add Assignment | Edit Assignment | Delete Assignment | Edt Gender /Ethricity | save |

Contact Carla Leingang 773-4638 Page 18
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e Below is an example of what this record looks like after you have updated the
School Term Type. Notice the Weekly Class Minutes are changed to 0 and
the School Term Type has been deleted.

Fersonnel Record Form Frint I

Last Hame I

Mo Longer Employed| Choose:

Reporting Type |'|'.]'|:a,:|,.‘=I d

55N I
First Hame Middle Name I
_=|Date of Birth |

Gender r

Ethnicity I_ Federal Ethnicity --> Hispanic ,_ Ethnicity |

Total Instruct.5 alary I]u

Total Teaching Experience
[priar to this schaol year]

—

[prioe to this schoal pear)

Total Admin/School Service Specialist Salary ID
Total Admin/School Service Specialist Experience

T

Personnel Record Completely Updated?

Total Calculated FTE |g

Yex vI

(Thus field is calculated from
the PRF Assignment Records below]

02-Georgia Morse MS - 02
02-Georgia Morse M5 - 02
02-Georgia Morse M5 - 02
PAF Assignments

2000
EEEEE
BEEEE

20022 0
20022 0

AddAssgnent | EditAssignment | Delete Assignment | Edlit Gender / E thnicity

Status Code [151  of emplin this school system who wete employed in another SO school the previous yea(s)

HOUSSE Qualified?: N

FTE Dvenide ID

1975
1975

Save

H

2022 0 1975

=

e You must now update the assignments for all staff impacted by this change.
You will do this one Position/Assignment at a time. Follow the same steps for

all records.

0 Highlight the Position/Assignment
o Click Edit Assignment

o0 Click on the appropriate school term and enter manual minutes or select a
time option for each assignment encoded to this attendance center.

Attendance Center

[01 - Jane Austen High School -]

Postion Code
[20400 - High School Teacher -

Assignment Code
[63002 - Physical Education B

[T Quarter 1 [ Quarter 2 [ Quarter 3 [T Quarter 4

Number of Classes / Periods Tanght
Choose: ~| Ctick here for class definition
Time Option - Number of Weekly Minutes
[Manually Enter Weekly Minutes |

Total Weekly Minutes

—

Cancel

Contact Carla Leingang 773-4638
E-Mail Carla Leingang@state.sd.us
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e Continue with these steps for the next person on the report until ALL records
have been updated.

Be sure to use the Reports you printed to help you
encode the appropriate information.

Contact Carla Leingang 773-4638 Page 20
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e Changing A Time Option

An example of changing a Time Option is if the Attendance Center
changes from a 7 period day to an 8 period day.

Open the PRF. Click on:

. Actions

District Information

Select District/School Information

Highlight the Attendance Center you will update
Click Edit Attendance Center Info

e Highlight the Time Option you are changing.

e Click on Edit Time Options (You should determine what your new Time Options
will be based on for the new School Schedule) Go to Page 11 — 14 for guidance
on how to determine Total Weekly Minutes.

Attendance Center Information

Attendance Center: 01 - Jane Austen High School
Grade Span: 09 - 12

Average Weekly Minutes:  [1955 [Erter the averag
School Term Type: Q ~|  [Select O for quar

Highlight a zpecific time option row and choose the option of "

Total Weekly Minutes

281 =
5E1

842

1123
1404
1634 I
b 1965

o m & L

L |

Time options are NOT necessary for _—
completing the attendance center data

but can save you time if you setup some Erind
common minutes for class periods.

Add Time Option | Edit Time Option | Delete Time Option

Contact Carla Leingang 773-4638 Page 21
E-Mail Carla Leingang@state.sd.us




e A message will pop up on your screen.
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x|

The program will sutomatically update ALL personnel encoded o this time ophon. To facilitate the process of updating & reconds you should select "Cancel” now and then click on the
repart button listed on this screen ["Pint Report: Time Dptions Used on Personnel Recards ™) Dthetwize select "0K™ to procesd in making this change.

ok |

Cancel |

e This message informs you that the program will automatically update ALL
Personnel encoded to this time option. To facilitate the process of updating all
records you should select “Cancel” and open the report “Print Report: Time
Options Used on Personnel Records”. This Report prints all of the Time

Options for the Attendance Center.

e The Report is highlighted below.

Tirne Option Information

Time Option Mumber

Total Weekly Minutes

246

1 {An assigned identifier for this time option.)

{Total minutes assigned to this time option)

Frint Report Time Options Used on Personnel Records |

Cancel | Sawve |

e By printing the report you will be able to know which personnel records were
encoded to this Attendance Center Time Option.

I

Time Options Used on Personnel Records

School Year 2009-2010

88008 Apple Blossom School District 88-8

Attendance Center Name

00-System Wide

01-Jane Austen High Schoal

Time Option Name
Manually Entered Min. Gordon, Clark X
Roberts, Ann X
Roberts, Jack X
Manually Entered Min Gordon, Aaron X
Gordon, Brad X

Contact Carla Leingang 773-4638
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e To print the report, click on the report you wish to print. You can then click on
the Printer Icon.

= M= A it @@ i B e -

e Once you print the report then change the Total Weekly Minutes for each
Time Option.

e You will also need to reflect the change to the Average Weekly Minutes. In the
below example, the Total Weekly Minutes Time Option 1 has been changed
from 1650 to 1550. Time Option Two was then changed from 825 to 775. The
Average Weekly Minutes was changed to 1550 to reflect this update.

Average Weekly Minutes: [155 [Erter the average m
School Term Type: Q =| [Select O for quarters

Highlight a specific time option row and choose the option of “"Edil

Total Weekly Minutes I:-::I
mil

"n
1 1550 | Ce

mad
2 775 i
3 D co

=

Time optionz are HOT necesszary for

completing the attendance center data
but can zave you time if you setup some Frint &
common minutes for class periods. ———

&dd Time Option | Edit Time Optian | Delete Time Option

A change in time option requires you to make sure the full-time
equivalency is calculating correctly for each personnel record.

Contact Carla Leingang 773-4638 Page 23
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e You should view all records to ensure all of the updates are correct. Follow the
same steps for all records.

Be sure to use the Reports you printed to help you
encode the appropriate information.

Contact Carla Leingang 773-4638 Page 24
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e Deleting A Time Option

An example of when a Time Option is deleted for an Attendance Center is when it
goes from a 7 period day to a 6 period day.

BEFORE: Example of a Personnel Record Form before a time option is deleted.
Notice the Full Time Equivalency is 1

Fersonnel Fecord Form Print | SSN-

Last Name _ First Name- Middle Name
No Longer Employed| Choose: x| Date of Birth t

Reporting Type — =] Gender [if

Ethnicity I_ Federal Ethnicity --> Hispanic l_ E thnicity |
Total Instruct_5 alary - Total Admin/School Service Specialist Salary ’07
Total Teaching Expernience Total Admin/5chool Service Specialist Expenence

[prior to this school year) a [prior to this school year) a
Status Code | Tzt wr of empl in any school gestermn, in any state, in a position requinng certification. j
Personnel Record Completely Updated? Ha - HOUSSE Qualified?: N

[Thiz field iz calculated from N

Total Calculated FTE |4 mlEE A e i e e el FTE Ovemide [

[1-T F Riggz H5 - M —— 20400 12104 1967 A T - T
PRF Assignments

Add Azzignment Edit Aszignment Delete Aszignment | Edit Gender/DOEB/Ethnicity/M ame Save

Open the PRF. Click on:
. Actions

° District Information
° Select District/School Information
o Highlight the Attendance Center you will update
° Click Edit Attendance Center Info
Contact Carla Leingang 773-4638 Page 25
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e Highlight the Time Option you are deleting.

e Click on the Delete Time Option button.

T O T T TGOS T T

Grade Span: 9-12

Average Weekly Minutes:  [1955 [Enter the average
School Term Type: Q - [Select O for quart

Highlight a specific time option row and choose the option of “E

Total Weekly Minutes

281

561

842

1123

1404

1684 —
7 1985 =

Time options are NOT necessary for

completing the attendance center data
but can save you time if you setup some Print
common minutes for class periods.

@ oM e W =

Add Time Option| Edit Time Option | Delete Time Option ‘

e A message will pop up on your screen.

wsapt

The program will sutomatically update ALL personnel encoded to this time option to 0. To facilitate the process of updating ALL records you should select “Cancel” now and then click
on the report button Bsted on this screen (“Print Report: Time Opbons Used on Perzsonnel Record: "], Othenwize select "0K™ to proceed in making thiz change.

oK. | Cancel |

e This message informs you that the program will automatically update ALL
personnel encoded in this time option to 0. To facilitate the process of updating
all records you should select “Cancel” and open the report “Print Report: Time
Options Used on Personnel Records”. This Report prints all of the Time
Options for the Attendance Center.

e The Report is highlighted below.

Time Option Infarmation

Time D ption Mumber
1 {An assigned identifier for this time option )

Total Weekly Minutes
246 (Total minutes assigned to this time option.)

Frint Repart: Time Options Used on Personnel Recaords ‘

Cancel Save
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e By printing the report you will be able to know which personnel records were
encoded to this Attendance Center Time Option.
gfpmégjv Q:’f;j [1 11 8 ® [won - o e -
Time Options Used on Personnel Records
School Year 2009-2010
88008 Apple Blossom School District $5-8
Attendance Center Name Time Option Name
00-System Wide Manually Entered hin. Gordon, Clark X
Roberts, Ann X
Roberts, Jack X
01-Tane Ansten High School Manually Entered Min. Gordon, Aaron X
Gordon, Brad X
#1 Allred Lynton X
02-La Plata Middle School Manually Entered Min, Gorden, Aaron X
Gordon, Brad X
Gordon, Don 3
#1 Allred Lynton X
#2 Allred. Lynton X
03-Little Red School Manually Entered Min. Allred Lynten 3
Cuotis, Denase X
Cuotis, Nancy X
Gordon, Aaron X
Roberts, Helen X
Roberts, Jobn X
e To print the report, click on the report you wish to print. You can then click on
the Printer Icon.
NG B
e Once you print the report, you can then change the Total Weekly Minutes for
each Time Option. Go to Page 11 — 14 for guidance on how to determine Total
Weekly Minutes.
e Click on “Delete Time Option” and Click OK.
e You will also need to reflect the change to the Average Weekly Minute.
A change in time option requires you to make sure the full-time
equivalency is calculating correctly for each personnel record.
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e Below is an example of what an instructors Personnel Record looks like
BEFORE the Time Option has been changed

Fersonnel Record Form Prinit | SSN‘

Last Name - First Name- Middle Hame
Ho Longer Employed| Choose: [z|Date of Birth -—

Reporting Type j Gender ’_
Ethnicity l_ Federal Ethnicity --> Higpanic l_ E thnicity |
Total Instruct.5 alary - Total Admin/School Service Specialist 5 alary ,D_
Total Teaching Experience Total Admin/5School Service Specialist Experience

[prior to this schoal year) a [prior to this school year) 0
Status Code | 1zt yr of empl in any school system, in any state, in a position requiring certification. j
Perzonnel Record Completely Updated? Na = HOUSSE Qualified?: M

[Thiz field iz calculated from -

Total Calculated FTE [{ the PRF Assignment Records below] FTE Ovemide |p

Attendance Center

20400 12104 1967 I s I I =T

01-T F Riggs HS - 01
PRF Assignments

Add Assignment Edit Azsignment Delete Assignment | Edit Gender/DOB/Ethnicity/M ame Save

e Below is an example of what an instructors Personnel Record looks like AFTER
the Time Option has been changed.

Persannel Record Form Fint | S5M -
Last Name -—Filsl Nameﬁ Middle Mame ,7

No Longer Employed| Choose: jDale of Birth
Reporting Type [ Mon-Certified E ducator -1 Gender [5
Ethnicity ,_ Federal Ethnicity --> Hispanic l_ Ethnicity [
Total Ingtruct.5 alary F Total Admin/5S chool Service Specialist Salary [
Total Teaching Exper Total Admin/School Service Specialist Experience

[prior to thiz school year] 0 [prior to thiz school year] 0
Status Code | Tzt yr of emplin any zchool spstem, in any state, in & position requinng certification. j
Personnel Record Completely Updated? MNa - HOUSSE Qualified?: N

[Thiz field iz calculated from .

Total Calculated FTE [p the PRF Assignment Records below] FTE Dverride [g

20400 12104 0 s s s T T = =

01-T F Riggs HS - 01
PRF Assignments

Add Aszsignment Edit Aszighment Delete Assighment | Edit Gender/D OB Ethnicity/Mame Save

Contact Carla Leingang 773-4638 Page 28
E-Mail Carla Leingang@state.sd.us




Submission deadline: October 15, 2010

e Highlight the Assignment you are editing and Click on Edit Assignment.

e Select the appropriate Time Option. Click Save.

PRF Assignment Information

Altendance Center

[01-T FRiggs HS - |

Position Code

[ 20400 - High Schadl Teacher

Assignment Code

[12104 - Accounting|

Quarter 1 Quaites 2 Quarter 3 Quarte: 4
i [ [ [

Total Weekly Minutes
328

Time Dplion - Number of Weekly Minutes

[1.328

Cancel

a

Save |

e You should view all records to ensure all of the updates are correct. Follow the

same steps for all records.

Be sure to use the Reports you printed to help you
encode the appropriate information.
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e Change In Average Weekly Minutes

Open the PRF. Click on:

. Actions

District Information

Select District/School Information

Highlight the Attendance Center you will update
Click Edit Attendance Center Info

BEFORE: Example of a Personnel Record Form before the Change in Average
Weekly Minutes. Notice the Full Time Equivalency is 1.

Personnel Record Fomm Frirt | ﬂﬁui
Last Hame - Furst Hamﬂﬁ Middle Hame Ii

Mo Londgei [Illulu'r'tljl Choose: jl:l ale of Biuth t
Reporting Tepe _ 3 Gender I_
Ethmicity I Federal Ethnicity --> Hizspamic I_ Ethnicity |
Total Instruct. Salary - Total Admin/School Service Specialist Salary |p
Total Teaching Expenence Total Admin/School Service Specialist Expenence

[pici to iz school year) I"-'I [ipriar ba this zchaol year) 0
Status Code | 15ty of empl in any school spstem, i any state, n 8 position requiring cerbficstion. 3
Perzonnel Record Complelely Updated? Mo = HOUSSE Qualified?: N

[Thiz field iz calcudated from =

Total Calculated FTE |-| the PR Assignment Riecords below) FTE Ovemde [p

AR oW R K oW W 1968

Altendance Center hﬂ‘lgn Min/ Wk
12104

01-T F Riggs HS - 01
FPRF Assignments

Add Assgnment Edi Assignment | Delete Assignment | Edit Gender/DOB/Ethniciy/Name Save
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e Update the Average Weekly Minutes .

Average Weekly Minutes:

[Enter the average

School Term Type: [Select O for quarte

Highlight a specific time optionTow and choose the option of "E

Total Weekly Minutesz :
r

1 328 =
2 56
E 954
4 1312
3
E

-

1640

1963

8 0

Time optionz are NOT necessary for
completing the attendance center data

Le

but can zave you time if you setup some Erint
common minutes for clasz peniods.

Add Time Option | Edit Time Option | Delete Time Option

e Click Save All.

e |f you did not update your Total Weekly Minutes to reflect the new Average
Weekly Minutes you will receive the following message:

VEBScript x|

There iz a conflict bebween pour time option and the average weekly minutes for this attendance center,

e This message informs you that you have a conflict between your time option
and the average weekly minutes for the Attendance Center.

Follow the Instructions for Editing Weekly Minutes

e Click Save all when you are done.
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