PRE-K EIS ENHANCED DATA ENTRY 
SYSTEM INSTRUCTIONS
To assist offsite pre-kindergarten (pre-k) classes with getting their pre-k students entered into the Education Information System (EIS) in 2006 the Tennessee Department of Education (TDOE) developed the Pre-K Web Application, a series of online data entry screens. These screens create class, student and staff records that process into EIS using the standard update routines used by local education agencies (LEAs).  As EIS enhances and improves its abilities in response to district and school feedback and new state and federal requirements, TDOE developed enhanced EIS data entry screens which will replace the Pre-k Web Application in the 2008-09 school year.  As you begin using the EIS enhanced data entry screens we believe you will find them to be more user friendly and eliminate the need to repeatedly enter the same data for a single student during enrollment, class assignment, etc.  
Your offsite pre-k site has been assigned a district number and school number. The designated data entry person should have received a user ID and temporary password.  If you do not have this information, please contact Tracey Ray, Director of Data Services, Department of Education Office of Early Learning at (615) 253-5215.  
Process Overview

To avoid unnecessary errors, data must be entered into EIS in certain order so that specific information is in EIS prior to subsequent entries.  For example, the student must be a recognized record in EIS for a student’s class assignment or attendance entry to be processed.  Often these steps can be processed at the same time.  However, an error that prevents one record from loading into EIS may result in subsequent data errors.  For example, an error that prevents the student record from loading results in errors to other extracts related to the specific student record since, as far as EIS is concerned, the student doesn’t exist until it successfully loads into EIS.  

For records to load successfully into EIS, please process district/school/student extracts in the following order:

· District/School 200 day calendars:  Before student, class or staff data can be processed in EIS for the school year each spring the district must establish the district and school 200 day calendars for the following school year.  The district and school calendars establish critical district and school dates and events such as the attendance start and end dates.  Additionally these calendars determine instructional days and reporting periods.  The attendance start and end dates play an important role when enrolling students, setting up classes and assigning staff.    

· Class Sections:  While class, staff assignment and student enrollment may be done simultaneously, setting up the class sections prior to enrolling students allows schools to assign the class during the enrollment process.
· Staff Member Set-up and Assignment:  In the same manner that students are enrolled each year, staff members must be set up in EIS and assigned the specific classes they teach.  
· Student Enrollment, Scheduling, Attendance, etc.:  As the school year begins students must be enrolled, scheduled, etc. which includes the following information:
· Student information
· Student enrollment

· Student Ineligibility Funding Status:  Since our pre-k classes are state and lottery funded and participating students must qualify for participation in the classes, this field is left at the default choice of 0 – Not excluded.  (See page  24).  
· Student grade

· Student classification

· Student transportation:  If applicable
· Student standard day

· Student class assignment

· Withdrawal

· End of service

· Special Ed Options and Disabilities:  If applicable
· Student Attendance:  Once the student is enrolled, and classes scheduled, the school is ready to begin entering attendance for the student.  EIS automatically defaults to counting a student as present unless an absence is entered.  Therefore, it is only necessary to enter attendance when a student is absent.
· Error Reports:  Whenever data is entered it’s important that the school staff check the school’s error report the following day.  The error report indicates any data errors that need to be corrected before the file will upload to EIS.  (Error report instructions begin on page 39.) 

EIS, Attendance and Course Code Publications of Interest

When working with and enrolling students in EIS, the following publications provide especially helpful reference materials.

EIS Training Materials, Data Dictionary, Appendices, etc:  This information answers many questions regarding EIS.  All of these materials may be found at the following link:  http://tennessee.gov/education/eis/
Student Membership and Attendance/Accountability Procedures Manual:  This manual provides local education agencies the latest information for a clear and concise method of obtaining student counts for budget purposes, as well as a standardized method of reporting for school accountability.  It is updated as necessary to incorporate the latest changes in law, regulations, and policy.  The minimum standards found in this manual apply to all school systems in Tennessee. The manual includes a number of membership/attendance accounting procedural changes either required by legislative action, or recommended by attendance supervisors and user technicians.  The manual may be found at the following link:  

http://tennessee.gov/education/schapproval/attendancemanual/doc/AttendanceManuel2006.doc
Correlation of Course Codes and Endorsement Codes:  This manual provides the correlations of approved course codes with teacher license endorsement codes/employment standards that are used in the reporting of teacher, student and class information.   Please refer to this manual to ensure that districts and schools use the correct TDOE approved course codes.  The most recent version of this manual is found at the following link:

http://tennessee.gov/education/schapproval/ccc_e_08-09.shtml
District/School Calendars
Before entering any data it’s important the offsite pre-k locations access the school calendar that has been linked to their specific location.  Many pre-k locations operate year around.  However for reporting purposes, the TDOE’s Office of Early Learning (OEL) department only requires reporting in conjunction with the school district’s 200-day school calendar.  Therefore, any attendance and enrollment data entered outside the dates of the 200-day school calendar will result in errors.

To access the school calendar in the EIS School Application:

· The school may go the the TDOE website (http://www.tennessee.gov/education) and click on the link below or enter the following internet address:  http://tennessee.gov/education/eis/ 
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· Select EIS PRODUCTION LOGIN in the center near the top of the page.  (Please note:  This page also contains invaluable EIS reference and training materials that are useful.)
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· On the next page, select LOGIN TO EIS PRODUCTION

· On the next page enter your user ID and password     (We recommend you change your password when you first log in.  New passwords should be 8 characters long)
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· On the Available Applications page click on SCH next to Application “EIS Production”

[image: image4.png]2 EIS - Schools icrosoft Internet Explorer.

e B Mew Favomes Iods teb 3

Q- © B @ 6 P o @ 3-8 JKIO B

ez €] ttpsfows i st ustncisfschoolschis. asp

EIS Extracts last
School List
School searen
eror Reports Disrict 791, Meptis
e o page: |1 of 5 B
ook aoprvErors SottBy Oraer By
Distt o, Sohool o ] [Descening ] 826
School List
790 o peadem St @
A o v acacmy )
o Soulsville Charter School Select v
A =1 [Sousvite crater Schoot )
7ot I EE
A o tar Academy ) ||
A o (Southern Avenue Charter S Select v
aozs s
o romise Academ Select v
A an2s romie Acadeny S
o femphis Business Academ Select v
8 sots SRR AIE s
A o IMemphis Academy Of Heatth Select v
a0t w v )
A o Memphis Academy Of Scienc Select v
aoos w v )
A o (City University School Of Select v
anoe y Universty )
o ircles Of Success Learni Select v
8 aoo1 eyl s
A o |Le Bonheur Children's Med Select v
Tor2 S
o arly Childhood Education |School Details:
A = ey Chhooa Eccat oo | goy
791 Sttt Lt
A ER [canpus Kits corner o s )
o1 Stuser it
A =1 iney Prepetory Y
A o INat Burning Orange Mound Select v
700 9 Oren )
o femphis Learning Academ; Studert List ¥
A = emptis Learring academy )
A o |Kidts School Early Childho Select v
7008 y S
o Jessie Mahan Day Care Cen Select v
8 7005 iR eTe S g
& S ® mntemet





· On the Student Search screen, click on School in the top menu.
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· On the School Search screen, enter your district number and click on the Go button

· When the school list appears for your district, on the line that corresponds to your school, in the Additional School Information column, click on the drop down arrow next to the Select box on the right side and choose Calendars.  Click the Go button.
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· When the School Calendar (Instructional Program) List appears, on the far right click Details. 
· We recommend printing the School Calendar (Instructional Program) Details page.  When entering student enrollment, class or assignment and attendance information, the start dates and other begin dates should be between the Attendance Start and End dates in the school calendar (example below).  Attendance should also be reported to correspond with the attendance start and end dates in the school calendar.  Any enrollment or attendance reported outside the attendance start and end dates will result in errors.  
EXAMPLE:  SCHOOL CALENDAR (INSTRUCTIONAL DETAILS) 
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Accessing the EIS Enhanced Data Entry System

Follow these steps to access the EIS Enhanced Data Entry System:

· Enter this address:  http://tennessee.gov/education/eis/ 
· Select EIS PRODUCTION LOGIN in the center near the top of the page

· On the next page, select LOGIN TO EIS PRODUCTION

· On the next page enter your user ID and password     (We recommend you change your password when you first log in.  New passwords should be 8 characters long)
· On the next page, click on School User next to Application “Enhanced EIS Data Entry”.  Please note:  Your Main EIS screen will vary depending on the level of user permission you are authorized to have and the number of TDOE applications you are approved to work with.
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On the left side of the screen there is a navigation bar, that allows you to determine and select in which field you are entering data.  The information shown in the navigation bar will vary depending on whether you are entering class, student or staff data (samples below)   
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Data Screen Sections:

You are now ready to begin entering the pre-k data for your location.  To fully complete the process, please enter data for the following areas:

· Class section set up

· Student enrollment and scheduling

· Staff set up and assignment

Please follow the directions for each data screen.

Please note, when end dates are on the last day of the school year, please leave them blank.  By leaving them blank, if the school year must be extended, for example for inclement weather, the end date will automatically adjust to the new school year end date.  However, if the specific field (i.e. student classification, special ed options, etc.) should change or end prior to the school year end date or if the student withdraws from school prior to the end of the school year, please enter an end date.  

If you have any questions please call Tracey Ray at (615) 253-5215 or Bobbi Lussier at (615) 253-3167.
EXAMPLE: CLASS DATA SCREEN
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Once the district and school calendars are established, we are ready to begin setting up classes.  

· After logging into EIS, please click on the Class option (screen above).
· District and School – Your assigned district and school appear in the corresponding windows.  If you have district level access and are entering classes for more than one school, please click the drop down box to select the correct school for the class.
· School Year –Defaults to the current school year (2008 for the 2008-09 school year).  For a different year, please manually enter the year.  
· Click on the search button to display the established calendar(s) for the assigned school for the school year designated in the box next to the Search button.    
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· Click on the appropriate calendar number button (circled example above) to display any classes that have been created or to add new classes that follow the specific calendar schedule (example below).  Each row displayed reflects a class that has been set up that follows the calendar and instructional program number.    
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Adding a New Class

Once the list of existing classes appears, to add a new class please enter the class information in the top section and click the Add button.   
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Local course number – The first 4 numbers of the local course number represent the valid course code (see below) and the last 2 numbers represent the section of the class which will vary depending on the number of sections of the class. Examples:


Local course numbers for course 0002 would be 000201, 000202, 000303, etc.


Local course numbers for course 2223 would be 222301, 222302, 222303, etc.


Local course numbers for course 2224 would be 222401, 222402, 222403, etc.

Valid course codes – Please refer to the Tennessee Department of Education’s Correlations of Course Codes and Endorsement Codes Manual to determine the appropriate course code when adding new classes.  The most current version of the Correlations of Course Codes and Endorsement Codes Manual may be found at the following link :

· http://www.tennessee.gov/education/schapproval/ccc_e_08-09.shtml 
· Approved course codes may also be found by clicking on the red search button next to the Course Code box on the screen.
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When the red search icon is clicked a pop up window appears which provides a list of approved course codes in chronological order. 
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Valid Pre-K Course Codes:

The following course codes are valid pre-k course codes:

0002 – Self-contained P3 and P4 (multi-age)

2223 – Self-contained class of three year olds

2224 – Self-contained class of four year olds

9421 – Special education pre-k*

9441 – Special education pre-k speech

9465 – Special education pre-k language

*  Pre-k course codes are to be used as follows:  If more than 50% of the students are special education students, please use the special education pre-k course codes (9421, 9441 and 9465), otherwise, please use the regular pre-k course codes

Please note:  The Correlation of Course Codes and Endorsement Codes Manual includes current course codes for pre-k art, music and PE which may also be used. 
Class Type – please select T from the dropdown list  (traditional)

Teaching Method – please select T from the dropdown list  (traditional)

Class Begin Date – the first day the class is to be taught, format is mm/dd/yyyy.  The class begin date must be between the attendance start and end dates in the school calendar.  

Class End Date – the last day the class is to be taught, format is mm/dd/yyyy.  If the class ends at the end of the school year, please leave the class end date blank.
Once all of the information above has been entered, please click the Add button.  
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Class Section Schedules

Once the class has been added, please click the Class Section Schedule option on the left-hand navigation bar to schedule the class. 
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Local Course # – Enter the specific local class number for the class you are scheduling

Monday Duration – the number of minutes the pre-k class meets on Monday – 330

Monday Period – the assigned period for the class to meet on Monday – 01

Tuesday Duration – the number of minutes the pre-k class meets on Tuesday –330

Tuesday Period – the assigned period for the class to meet on Tuesday – 01

Wednesday Duration – the number of minutes the pre-k class meets on Wednesday – 330

Wednesday Period – the assigned period for the class to meet on Wednesday – 01

Thursday Duration – the number of minutes the pre-k class meets on Thursday – 330

Thursday Period – the assigned period for the class to meet on Thursday – 01

Friday Duration – the number of minutes the pre-k class meets on Friday – 330

Friday Period – the assigned period for the class to meet on Friday – 01

Saturday Duration – the number of minutes the class meets on Saturday – 0
Saturday Period – the assigned period for the class to meet on Saturday  – 0
· Note:  You must click on the “Add” button to have data stored in EIS.

· Note: If a class does not meet on certain day (i.e. Saturday) please put 0 for  assigned duration and period.  Leaving it blank will result in an error.
· Note:  If the class meets on the last scheduled day of school do not enter an end date for the class.  This will prevent having to make changes to all of the student class assignments if the school year needs to be extended.  End dates should be entered for all classes that end prior to the last instructional day of the school year.

EXAMPLE STUDENT RECORD SCREEN
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STUDENT RECORD 
The student record screen is used to search for an existing student already in EIS to modify information  or, since pre-k enrollments are often the student’s first enrollment, to add new student records to EIS.  

Field definitions for “Student Record” entry screen include:
District – Defaults to your assigned district, you may not change this value

School – Defaults to the school you are assigned to.  If you are entering students for multiple schools, please select the student’s school from the dropdown list
School Year – Defaults to current school year, 2008 for the 2008-09 school year

Instructional Program # – Often there is only one instructional program number (IPN) at each school, however, if there is more than one IPN please select the appropriate IPN from the drop down list.  This is the two digit instructional program number (school calendar)

Student Social Security # – The student’s social security number (SSN).  If the parent cannot provide a social security number for the student, please contact the EIS contact person at the local school system to assign a Student Personal Identification Number (PIN).

Student PIN (Personal Identification Number) – Use this field only if a parent cannot provide a social security number for the child. To obtain a student’s PIN, you must contact the EIS contact person for your local school system. Only the local school system can assign student PINs. The following link provides a current list of district EIS contacts:  http://tennessee.gov/education/eis/eiscontacts.pdf
· Note:  Every student must have either an SSN or a PIN, please do not assign both an SSN and a PIN to a student.

Student First Name – The student’s legal first name should be from birth certificate or from a court document authorizing a name change.  If the student is already in EIS, the first name must match the first name in EIS or the record will be rejected.
Student Middle Name – The student’s legal middle name should be from birth certificate or from a court document authorizing a name change.

Student Last Name – The student’s legal last name should be from birth certificate or from a court document authorizing a name change.  If the student is already in EIS, the last name must match the last name in EIS or the record will be rejected.

Student Name Suffix– The student’s legal name suffix should be from birth certificate or from a court document authorizing a name change.  Name suffix examples include Jr., III, IV, etc.  
Student Date of Birth – The date the student was born as documented on their birth certificate, must use format of mm/dd/yyyy.
Previous SSN – Often SSNs can become transposed during data entry.  If the student’s social security number is incorrect in EIS, please use this field to correct it.  To do so, please enter the correct SSN in the SSN field above then enter the SSN that is currently in EIS in the Previous SSN field.

Previous First Name – If the student is already in EIS, the first name must match the first name in EIS or the record is rejected.  If the student’s first name is incorrect in EIS or has changed, please use this field to correct it.  To do so, please enter the correct first name in the First Name field above then enter the first name that is currently in EIS in the Previous First Name field.  The student’s legal first name should be from birth certificate or court document authorizing a name change.
Previous Middle Name – If the student is already in EIS, the middle name must match the middle name in EIS or the record is rejected.  If the student’s middle name is incorrect in EIS, please use this field to correct it.  To do so, please enter the correct middle name in the Middle Name field above then enter the middle name that is currently in EIS in the Previous Middle Name field.  

Previous Last Name – If the student is already in EIS, the last name must match the last name in EIS or the record will be rejected.  If the student’s last name is incorrect in EIS or has changed, please use this field to correct it.  To do so, please enter the correct last name in the Last Name field above then enter the last name that is currently in EIS in this, Previous Last Name, field.  The student’s legal last name should be from birth certificate or court document authorizing a name change.

Student Gender – Please select from drop down window choices.

Student Ethnicity – Please select from drop down window choices.

Immigrant Student – Please select from the drop down window choices

Date First Enrolled in US school – If the Immigrant Student choice is yes, please enter the date the student first enrolled in a US school (often for pre-k students this is the current enrollment date).  

Year Entered Ninth Grade – For pre-k and grades prior to 9th grade enrollment, please omit this field.  It is entered once the student enrolls in the 9th grade and high school  

Native Language – Defaults to Eng – English.  If the student’s native language is not English, please select from drop down window choices
Please note:  To save the information above in the student record, please click the Save button which places the student record into a Pending status that processes each night.  Even though the student’s status is Pending, you may enter additional student information.  

Additional note:  The district should always check their error reports the day after information has processed in EIS, especially if the student does not appear in EIS.  An error that prevents the student record from loading correctly will result in errors to subsequent information for that specific student record.  For more information on error reports, please refer to page 39.     
Searching for or Modifying Information of an Existing Student
Search for a Student Record

Once the student record has been saved in EIS, to retrieve the record or enter additional information you must conduct a student search.  You may search for them in the Student Screen by:

· Last name

· SSN

· PIN

Please select the school you are searching, the type of search you need, enter their known data in the Search screen and click the Search button.
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Please note:  The EIS enhanced screen student search assumes that you know which district and school where the student is currently enrolled.  If this is not known, please use the Standard EIS Student Search Screen to search for the student in any Tennessee LEA.
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When using the standard EIS screens for a student search, please delete the district number, enter the student’s information (Name, SSN, PIN, or State ID) and click the Go button.  

EIS will return a list of student(s) who meet the search criteria.  Once you identify the specific student whose information needs to be corrected, changes may be made using either the Retrieve Student Key option in EIS or the enhanced EIS screens. 
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If there are a number of students who meet the search criteria (such as a name search), EIS Data Entry will return a list and you can select the student record you need.  However, if only one student meets the search criteria (such as an SSN or PIN search), EIS will return with the student requested and populate the student enrollment fields (below).  You are now ready to enter or change additional student data.  
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However, if no record is found, you will receive the following message:
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EXAMPLE STUDENT ENROLLMENT SCREEN


Once the student record has been created, please enroll the student.  To do so, please click on the Student Enrollment option on the left navigation bar.  

  
Before you can enroll the student, please conduct a student search (see previous section) to pull up the student’s record.  Once the appropriate record has been selected, please proceed with student enrollment.  


The student enrollment fields are as follows:

IPN – Instructional program number (school calendar) – please select the appropriate IPN from the drop down window choices

Enroll Date – This date must be between the Attendance Start Date and the Attendance End Date on the school calendar.  If the student enrolls at the beginning of the school year, please use the Attendance Start Date as the enroll date.  If the student enrolls after the school year has begun, please use the actual enroll date.  (Format is mm/dd/yyyy.)  

Type of Service – For pre-k, please select Primary from the drop down window choices.  

Enroll Reason – Please select from the drop down window choices.  (Example next page)  

· E – Regular enrollment.  Entering a Tennessee public school for the first time this school year and not having been enrolled in another state this school year or transferring from private, parochial or home schools and not having dropped out or enrolled in another Tennessee public school this year.  

· E1 – Out of State enrollment:  Entering a Tennessee public school for the first time this school year and having been previously enrolled in a school in another state this school year (includes students that move to Tennessee during the summer.  
· TR – Transferred enrollment:  Entering this school for the first time this school year and having been previously enrolled in another public school in Tennessee:

· This school year or 

· On the 180th day of the last school year, or 

· The previous year and moved during the summer.

· TC – Transferred from an under achieving school:  Used when a child transfers from an under achieving school within the district under the provision for public school choice in accordance with Title I, Part A, Section 1116.  
     

ELL Background – English Language Background – please select from the drop down window choices.    

Course of Study – The Course of Study field does not apply to pre-k, please leave the selection as Not Declared.  

Once the fields have been completed for the student, please click Add Enrollment. 
Student Ineligibility Funding 

Please note:  Before entering additional student data, please verify that the correct student name, school and IPN appear in the top portion of the screen.  

Unless the student is from out of state or an I-20 student, which would exclude them from funding, EIS assumes the student is included in funding.  No data is required to be entered in this section unless the student is:

· Excluded because out of state

· Excluded because 1-20 student

Regardless of the choice made, please click Add Funding to save the selection.   



Student Instructional Grade

To assign a student’s instructional grade, please:

· Verify the student name at the top of the screen 

· Select the appropriate instructional grade from the drop down window choices.  The instructional grades for pre-k are:
· P3:  Only pilot pre-k classes allow P3 students.  These students will not become 4 years of age until after September 30 of the enrolling year (2008).
· P4:  All state (expansion and pilot) and lottery funded classes allow P4 students.  These students must be 4 years of age on or before September 30 of the enrolling year (2008) OR if the student is a Special Education 5 year old with a current IEP and M-team recommendation that a pre-k program is the most appropriate placement.
· Enter the Assignment Begin Date – This is the same as the student’s enrollment date.  However, if a child changes grades in the middle of the year, please use the date the student actually started in the new grade.  (Format is mm/dd/yyyy.)  Must be between attendance start and end dates on the school calendar
· Click Add Grade

· The new grade will then appear in a pending status until it processes overnight.   



Student Classification
Assigning correct student classifications is particularly important for pre-k students in the state and lottery funded pre-k classes.  The classifications identify students who participate in these classes.  Additionally, the first priority for participation in state and lottery funded pre-k remains children who are eligible for free or reduced price lunch which is done through the student classification.
While certain classifications are mutually exclusive (for example, a student cannot be classified as both State and Lottery funded pre-k), please assign all classifications that may apply to each student.  

To assign the student’s classification please:

· Verify the student’s name at the top of the screen

· Select the correct classification from the drop down window choices

· Enter the Begin Date for the classification – This is often the enroll date.  (Format is mm/dd/yyyy.)  Must be between attendance start and end dates on the school calendar
· The End Date may be omitted if the classification ends at the end of the school year.  However if there is a change in classification before the end of the school year, please enter an End Date.  
· Click Add Classification

· Repeat this process for each classification assigned to the student.  

Transportation
School systems are not required to provide transportation for pre-k students, except for special education pre-k students receiving special education services whose IEP team determines that special transportation is needed.  If an LEA transports pre-k students, the four year olds may be transported on a regular school bus without restraints.  If an LEA serves and transports three year olds, a five point restraint is required.  

For those schools that provide transportation to pre-k students, please:

· Verify the student name

· Enter the morning, AM, bus number

· Enter estimated miles

· Click Add Transport

· Enter the afternoon, PM, bus number

· Enter estimated miles

· Click Add Transport

Please note:  The AM and PM bus number and estimated miles must be entered separately or an error will result.  


Standard Day

The standard day is the minimum number of minutes a full time student would be scheduled, exclusive of nap time.  For state and lottery funded pre-k classes the standard day is 330 minutes (5 ½ hours/day). To enter the student’s standard day, please:

· Verify the student’s name 
· Enter the Effective date – the effective date is the student’s enroll date.  (Format is mm/dd/yyyy.)  Must be between attendance start and end dates on the school calendar  

· Enter the number of minutes – 330

· Click Add Std. Day


Class Assignment
Prior to setting up the student’s class assignment, the local class must be set up in EIS (please refer to Creating a Class and Class Schedule, page 9).  Once the class is set up, it will appear on the local class number drop down window and may be assigned to the student.  To assign student classes please:

· Verify the student’s name in the top section of the screen

· Select the correct class from the drop down window choices

· Enter the Begin Date – The class begin date is often the enrollment date.  (Format is mm/dd/yyyy.)  Must be between attendance start and end dates on the school calendar
· Click Add Assignment

· Repeat the process for each class assigned.  

Attendance

Unless attendance is entered to indicate otherwise, EIS assumes the student is P (present).  Whenever the student is absent, please go into the Attendance section, verify the student name, enter the attendance date, select the appropriate drop down window choice and click Add Attendance.  Present is only used to correct an inaccurate attendance record for a specific day.  



Withdrawal

When a student transfers or withdraws please verify the student name, enter the withdraw date, select the appropriate withdrawal reason from the drop down window choices and click Add Withdrawal.  



Withdrawal Codes 
00 or 0
Dropout, under 18

01
Dropout, 18 and over

02
Withdrawn to state institution (i.e. TPS, DHS, etc.)

03 
Transferred to other Tennessee school system

04
Transferred to other school in same system 

05 
Transferred out of state

06 
Transferred to non-public school in Tennessee

07 
Doctor certified withdrawal

08 
Deceased
09
Transferred to mental or drug rehabilitation institution
10 
Withdrawn to a home school (Formal intent to register must be on file; Pre-K withdrawn per parent request) 

11 
Court Order (Copy of court order or judge decision must be on file)
12
Graduation during summer or first semester and/or anytime prior to spring graduation , regular diploma or GED diploma
13
Permanent dismissal from Tennessee’s voluntary pre-k program.  The program provider must provide to the State a written request and justification for permanent dismissal of any child from the pre-k program.  No child is to be permanently dismissed without consultation between and agreement of the grantee and the Tennessee Department of Education. (Rev. 2006-07 SY)
14
Withdrawn from an under performing school to enroll in another school within the district

Student End of Service

The student’s end of service is the action taken on the student’s instructional grade progression.  To process the student’s end of service, please verify the student’s name, enter the end of service (EOS) date and select the appropriate end of service (EOS) action and click Add Record.  Since pre-k does not involve a Completion Document, please omit the Comp. Doc Date, Comp Doc Type and Comp Doc Period.  

Special Ed Options

When a student requires special education services, the special education option information usually feeds directly from the IEP writing application directly into EIS.  If applicable, a student’s special education options may be entered into EIS using the enhanced EIS Special Ed Options and Special Ed Disabilities screens.  To enter a student’s primary or secondary special ed option please:

· Verify the student name in the top section

· Select the appropriate special ed option level assigned by the D&A software from the drop down window choices

· Select the appropriate option number assigned to the primary or secondary level option.  Please refer to Appendix I of the Attendance Manual for a complete definition of each special ed option.   

· Enter the Begin Date – the first date the student is in the special education option.  (Format is mm/dd/yyyy.)  Must be between attendance start and end dates on the school calendar
· Enter the End Date – the last date the student is in the special education option if the option has ended
· Click Add Option

· Repeat the process for each special education option


Special Education Disabilities
When a student requires special education services, the special education disability information feeds directly from the IEP writing application (EasyIEP) into EIS.  If applicable, a student’s special education disabilities may be entered into EIS using the enhanced EIS Special Ed Disabilities screens.  To enter a student’s primary or secondary special ed disability please:

· Verify the student name in the top section

· Select the appropriate Disability level assigned by the D&A software from the drop down window choices


· Select the appropriate disability type assigned to each primary or secondary level option.

· Enter the Begin Date – the first date the student is assigned the designated disability type for the current school year.  (Format is mm/dd/yyyy.)  Must be between attendance start and end dates on the school calendar 

· Enter the End Date – the last date the student is assigned the designated disability type for the current school year.
· Click Add Option

· Repeat the process for each special education disability type
EXAMPLE STAFF DATA ENTRY SCREEN

In the same manner that a student is enrolled each school year, staff members must be set up in EIS and assigned to the specific classes they teach.  


Field definitions for staff data entry screen include:

District – Defaults to your assigned district, you may not change this value

School – Please select the staff’s school from the drop down list

School Year – Defaults to current year, 2008 for the 2008-2009 school year

School Instructional Program Number – Based on the school calendar, please select from the drop down list.

Staff Social Security # – The staff member’s social security number (SSN), or
Staff License Number – The staff member’s teacher license number

Please note:  Please enter either a SSN or teacher license number for each staff member.  However, entering both will result in an error.  
Staff First Name – The staff member’s legal first name should be from social security card, birth certificate or from a court document authorizing a name change

Staff Middle Name – The staff member’s legal middle name should be from social security card, birth certificate or from a court document authorizing a name change

Staff Last Name – The staff member’s legal last name should be from social security card, birth certificate or from a court document authorizing a name change

Staff Name Suffix– The staff member’s legal name suffix, should be from social security card, birth certificate or from a court document authorizing a name change

Staff Date of Birth – The date the staff member was born as documented on their birth certificate, must use format of mm/dd/yyyy

Previous SSN – Often SSNs can become transposed during data entry.  If the staff member’s social security number is incorrect in EIS, please use this field to correct it.  To do so, please enter the correct SSN in the SSN field above then enter the SSN that is currently in EIS in the Previous SSN field.

Previous License Number – Often numbers can become transposed during data entry.  If the staff member’s license number is incorrect in EIS, please use this field to correct it.  To do so, please enter the correct license number in the license number field above then enter the license number that is currently in EIS in the Previous license number field.

Previous First Name – If the staff member is already in EIS, the first name must match the first name in EIS or the record is rejected.  If the staff member’s first name is incorrect in EIS or has changed, please use this field to correct it.  To do so, please enter the correct first name in the First Name field above then enter the first name that is currently in EIS in the Previous First Name field.  The staff member’s legal first name should be from birth certificate or court document authorizing a name change.

Previous Middle Name – If the staff member is already in EIS, the middle name must match the middle name in EIS or the record is rejected.  If the staff member’s middle name is incorrect in EIS or has changed, please use this field to correct it.  To do so, please enter the correct middle name in the Middle Name field above then enter the middle name that is currently in EIS in the Previous Middle Name field.  The staff member’s legal middle name should be from birth certificate or court document authorizing a name change.

Previous Last Name – If the staff member is already in EIS, the last name must match the last name in EIS or the record will be rejected.  If the staff member’s last name is incorrect in EIS or has changed, please use this field to correct it.  To do so, please enter the correct last name in the Last Name field above then enter the last name that is currently in EIS in this, Previous Last Name, field.  The staff member’s legal last name should be from birth certificate or court document authorizing a name change.

Staff Gender – Please select from drop down window choices

Staff Ethnicity – Please select from drop down window choices

Licensure Check – Please select from the drop down window choices

Status – Please select Full- or Part-time from the drop down window choices

Please note:  To save the information above in the staff record, please click the Save button which places the staff record into a Pending status that processes each night.  Even though the staff member’s status is pending, you may enter additional staff assignment information.  

Please repeat this process for all teachers.  
Staff Member Current Assignment
Once the staff record is created, please click the Staff Current Assignment option on the left navigation bar.  To enter a staff assignment, please use the top portion of the screen to search for the staff member in the same manner in which you conduct a student search (please refer to page 18).  

Once the correct staff member’s name appears in the top section:

· Please select the current assignment from the drop down window choices (for pre-k, please select PK) 




· Enter the Begin Date for the current assignment in the current school year.  (Format is mm/dd/yyyy.)  Must be between attendance start and end dates on the school calendar
· If the current assignment ends at the end of the school year, the End Date may be left blank.  However, if the assignment ends before the end of the school year, please enter an End Date.  

· Click Add Assignment

· Please repeat the process for all teachers

Staff Member Class Assignment

To assign a teacher to the classes they teach, please complete the Staff Class Assignment screen.  Prior to assigning the staff member to the class, the class must first be in EIS (please refer to the section on setting up a class in EIS, page 9).



When assigning a teacher to a class, please:

· Verify that the correct teacher’s name appears in the top section of the screen
· Select the local class number of the assigned class from the drop down window choices

· Enter the Begin Date of the class assignment.  (Format is mm/dd/yyyy.)  Must be between attendance start and end dates on the school calendar.  
· If the End Date is the end of the school year, the End Date may be left blank.  However, if the class or class assignment ends prior to the end of the school year, please enter an End Date.  

· Teacher of Record – This field pertains to Highly Qualified staff.  While pre-k is not included in Highly Qualified courses, if this staff member is the main teacher in the class, please select Y (yes).  

· Federally funded – If this class is federally funded, please select Y (yes).  Since state and lottery funded pre-k classes are funded through the State and lottery funds, please select N (no)

· Click Add Assignment

· Repeat the process to assign all classes to your staff members.   

VERIFYING ERROR REPORTS 

Once student, staff, class and class assignment data have been entered into EIS, it’s crucial that the school verify that the data uploaded correctly.  To determine if data uploaded correctly, the day after any data has been entered into EIS, please check the Error Reports option on the School Search screen.

Error reports verify the information entered into EIS and provide information on changes required for the school’s data to upload into EIS correctly.  Whenever there are errors on the reports, the school must go in and correct the specific error before the data will load into EIS.  A list of error codes may be found at the following link:

http://tennessee.gov/education/eis/eiserrcodes.pdf    

Once the necessary changes are made, the school should again verify the error reports the next day to ensure the changes corrected the specific error. 

To access error reports in the EIS School Application:

· Enter the following internet address:  http://tennessee.gov/education/eis/ 

· Select EIS PRODUCTION LOGIN in the center near the top of the page

· On the next page, select LOGIN TO EIS PRODUCTION

· On the next page enter your user ID and password     (We recommend you change your password when you first log in.  New passwords should be 8 characters long)
· On the next page (Available Applications), click on SCH next to Application “EIS Production”

· On the Student Search screen, click on School in the top menu.

· On the School Search screen, click on the Error Reports option on the left side of the screen (example on next page).  

· When the Error Report List appears select the Report Type of either Most Current or the Previous Date Reports.  

· When the Previous Date Reports are selected the User may then review the list and select the reports (we recommend either School Errors or the Download All Errors options) that correspond to the day after data was entered.

Please note: Error reports are not cumulative, it is necessary to check the reports for errors the day after data is entered or corrected in EIS.  Once errors are corrected, the school should re-verify the error report the following day to ensure the correction fixed the errors.
For a cumulative list of errors for the school year, please select the Dynamic Errors option on the left side of the screen.  This report provides a list of all outstanding errors year-to-date based on the school year.  Errors remain on the Dynamic Error Report until they are corrected.    

EXAMPLE ERROR REPORTS
ERROR REPORTS & VERIFYING DATA


· Once the User selects Error Reports, the screen will indicate the district and ask the User to select either Most Current or Previous Date Reports.  Please note:  When looking for errors, the User should always select the error report date(s) that correspond to the day after the data was entered or corrected in the system.    
· Most Current will only display the most current error reports and can be used when the User is looking for errors from data entered the previous day.  
· Previous Date Reports should be used when the User needs to review multiple reports or may not be sure exactly when data was entered.
· Dynamic Errors provides a comprehensive list of errors year-to-date for the school year.  
EXAMPLE PREVIOUS DATE ERROR REPORT LIST

· Once the User determines the date of the reports to pull, he or she should then select either School Level Errors (example on next page) or Download All Errors.  
EXAMPLE:  SCHOOL ERROR REPORT LIST


· From the School Error Report List select Download All School Errors to get an error report showing only the errors for the corresponding school selected.  If the User’s school number does not appear in the list, it’s because there are no school errors for the specific school for that day.    
· If the User selects the Download All Errors Report instead of the School Error report, the Error report will include all errors for the district on the day selected.  The User can then filter the Excel report by school number (Column F) to view only the errors for the school number selected.  Again, if the User’s specific school number does not appear in the filter list, it’s because there are no school errors for the specific school for that day.    
EXAMPLE ERROR REPORT

· Column F of the Error Report indicates the school number.
· Column J includes an error code.  Again, A list of error codes may be found at the following link:  http://tennessee.gov/education/eis/eiserrcodes.pdf    

· Columns K and AD provide a description of the specific error that indicates why the information is not loading into EIS.   
· Column R provides the social security number (SSN) of the specific student record in which the error occurred.
· When a duplicate student is suspected or if there is an error with student SSN, the student’s first and last name will appear in columns T and V.  With these errors, we recommend the school staff should physically verify the student’s SSN and conduct a statewide search in EIS by Student Name or SSN.  
· Columns X and Y provide staff SSN or teacher license number (TLN) when there are staff errors present.
· Columns Z and AB provide staff first and last names. 
Please note:  Once corrections are entered, it’s important to repeat this process to re-verify the error reports the following day to ensure the errors were corrected.      

EXAMPLE VERIFYING STUDENT, STAFF AND CLASS INFORMATION
VERIFYING STUDENT, STAFF AND CLASS INFORMATION


VERIFYING STUDENT, STAFF AND CLASS INFORMATION
We further recommend that the school verify the information that has been entered into EIS by pulling up the student, staff and class lists for their school in EIS.  

To do so the User enters the EIS PRODUCTION application that was used to access the school calendar and error reports.  In the same manner in which the school calendar was accessed, the school may access:

· Student lists

· Staff lists

· Class lists

To access the EIS School Application:

· Enter the following internet address:  http://tennessee.gov/education/eis/ 

· Select EIS PRODUCTION LOGIN in the center near the top of the page

· On the next page, select LOGIN TO EIS PRODUCTION

· On the next page enter your user ID and password     (We recommend you change your password when you first log in.  New passwords should be 8 characters long)
· On the next page (Available Applications), click on SCH next to Application “EIS Production”

· On the Student Search screen, click on School in the top menu.

· On the School Search screen, click the Go button at the bottom.
· When the school list appears for your district, on the line that corresponds to your school, in the Additional School Information column, click on the V arrow next to the Select box on the right side and choose either Student list, Staff list or Class list and click the Go button.

· When the corresponding list appears, by clicking on the V arrow next to the select box on the right side, and clicking the Go button, the User will find additional information.  However, if the screen indicates the search returned no results, the User should refer to the school error report the day after data was entered to determine if errors occurred that prevented the data from uploading.  

· Please note:  It is possible for data to appear while there are errors on the Error report that are preventing a full upload of the data into EIS.  The User should always refer to the error report to determine if there are data errors which must be corrected. 
If you have questions, please contact Tracey Ray, Director of Data Services for the Tennessee Department of Education Office of Early Learning, at (615) 253-5215.          
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