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This document is to help you make sure you are submitting accurate data for the December 2009 count, so that your Detail data reports, Data Portraits, and Charts all reflect what is happening in your district.
1. Start Early – Do these things before December 1
· Make sure IEPs are done and sent in to data entry
· Scrub data – run Data Validation report (MICIS users), submit early test file to Pilot site (non-MICIS users) to find mistakes through error checker, and then fix the mistakes on your Student Database. 
2. Use the Tools provided for testing and reporting

· Nov 9, 11, and 13  Spiderphone conference call training sessions (register on-line at www.mi-iis.com). A recorded version will be available at www.mi-iis.com after November 9.
· CONTENT:  2009 Technical Data Manual (www.micis.org or www.mi-iis.com)

· SUBMISSION:  2009 Step by Step Guide points out key areas for checking data (www.micis.org or www.mi-iis.com)

· Test data errors prior to December 1
3. Have someone else look at the detail reports and Data Portraits as soon as possible 
· Identify people to review Detail Reports

· Identify people to review Data Portraits and Charts

· Have a team meeting to examine last year’s reports so you are ready for January
4. Know the schedule 

· Nov 9 Testing is available on the MICIS Pilot site (non-MICIS) and Production (MICIS users)
· Dec 1 Live submissions may begin at 12:01 am

· Dec 16 All submissions MUST reach Data Verified by 4:00 pm
· Dec 18 All submissions must be Certified by 4:00 pm
· Jan 4 Draft Data Portraits will be available 

· Jan 8 Corrections to Data Portraits must be completed and re-certified by 4 pm
5. Use the help desk to trouble shoot (1-866-731-2379 or support@mi-iis.com )
6. Do these things between December 1 - 16
· Submit data early, using Step by Step Guide

· Look at detailed reports (Reports/Data Exchange/Periodic Count/Reports/Submitted Data)

· If you make on-line edits to submitted data, be sure you go back and fix the data on your Student Database

· Once you reach the status Data Verified continue to check e-mail, your submission and the mi-iis.com news items because when other districts have reached the primary/secondary phase, you may be required to reopen your processing
· Data MUST reach Data Verified by 4pm, Wednesday, December 16
· Data MUST be Certified by 4pm, Friday, December 18
7. Do these things between January 4 - 8
· Check district Data Portraits and compare with last year

· Check Detail reports to find inaccurate submission data
· You can make changes; you cannot add new records.
· Submit your data changes through the Help Desk

· The state validation team may be calling you to check on abnormal looking data
8. Check these Report Features

· Data Exchange/Periodic Count/Reports/Student Tracking/Special Ed Students by Category (Comparison with Previous Year’s Counts) – available upon submission
· This report gives last year and this year’s counts and shows the number and percent change for disability, ethnic, and setting between the two years.  USE TO DETECT MAJOR AMENDMENTS IN THE LAST YEAR.

· Data Exchange/Periodic Count/Reports/Submitted Data/Special Ed Primary Active Student Count – available upon submission
· This report allows you to select grouping and sub-grouping variables.  USE THE EXCEL FEATURE TO FURTHER MANIPULATE THE DATA ON YOUR DESKTOP.

· Data Portrait/Special Ed/Special Ed ISD Summary and Special Ed LEA Summary   AND Early On/ISD and State Summary – available by January 4
· These reports show all your main submitted fields by code with comparisons across the state, region and peer group.

· Data Portrait/Special Ed/Students by ISD and Disability or LEA and Disability – available by January 4
· These reports show a cross-tab of one of the most requested submitted variables.
