Directions for submitting December Submission Data Fixes

These instructions are for making changes to existing records in the December Special Ed or Early On submissions.  

 

Sometimes a mass change is possible.  There must be a well-defined criterion.  Examples would be “change all Asian to White in the ethnic code,” or “all the records in submission 2222 should change from operating district 12345 to 23456.”  Contact the MI-CIS help desk to make this kind of request. (866 731-2379 or support@mi-iis.com) 

Usually the Excel export is the way to make a request and track the changes. If you need any help with Excel, contact the MI-CIS help desk.  Follow these instructions:
1. Obtain the Submission Excel export file.

a. MI-CIS Menu item Data Exchange / Periodic Count / Reports / Submitted Data 

b. For Special Ed, choose Export Special Ed Periodic Count Data

c. For Early On, choose Export EarlyOn Periodic Count Data

d. Fill out the selection screen.

i. Select Processed Student Data

ii. Select your ISD and District, if desired

iii. Choose Period = December 2009 Count

iv. Choose the set of data that includes the records to be changed

1. Special Ed

a. Active Primary

b. Active Secondary

c. Both

2. Early On

a. Active

b. Exited 

c. Both

v. Click Preview

e. Click Save when asked to Open or Save this file

f. Browse to locate the folder where you want to save the work file

g. You may want to change the file name to something intelligible like districtname09chgtype.xls, where you put in your district name and the type of change being made

h. Click Save, then close

2. Make a copy of the Excel export file and work on the copy, just in case things get out of hand – you may need some techie’s assistance here, as each version of Excel has slightly different key strokes for the following.

3. Modify the excel export file.

a. You need to leave in just the rows with the records to be changed.  If you delete the others, the file will be easier to work with.  

b. You need to leave in the following columns.  If you delete the others, the file will be easier to work with.

i. BatchID

ii. RecordNumber

iii. MICISUID

iv. Cepiuic

v. Localuid

vi. Last name

vii. Firstname

viii. Whatever other columns you need to help identify the correct record.

ix. Whatever data fields you want to change

c. Add a new column beside any data field you want to change.  Give the column the name “NewValue”.  

d. Do not CHANGE any existing values in the submitted file.

4. For each change you want to make, put the new desired value in the new column you created.  After making the corrections, save the file with corrections.

5. Use Footprints to send the file securely to the Help Desk.  Create an issue, and attach the file to the issue.  Watch Footprints emails to see when the file is sent to the developers and when the corrections are completed.

6. The deadline for sending corrected files is Friday, January 8, at 4pm.

