{iPANDA

STUDENT DATA TRAININ G DOCUMENT

Bright from the Start: Georgia Department of Early Care and Learning

2 Martin Luther King Jr. Dr. /

Suite 670, East Tower

Atlanta, Georgia 30334 BRIGHT

1-888442-7735 wOTART
Georgia Department of Early Care and Learning

Revisedl 1/01/18



u Student Data Training Document

Table of Contents

When to Submit Your ROSEErs t0 DECAL.....ccooiiiiiiiiiiieeeeeeeteeee e 3
E-Mail NOTICALION. ....ccii ittt e e e s rmme e e e bbb e e e e e e e e e s smnnes 3
PANDA Critical REPOIING DateS......ccccceiiiiiiii ettt rrre e e e e e e e e e aaaaaaaeeaaeeeeananrennnnennes 3

What to Submit on Your ROSters t0 DECAL........coiiiiiiii e 5

How to Enter Your Student INfOrmation ..............cooooiiiiiiiiieeee e 5

Entering Students via the ONliNE PrOCESS.......cccoiiiiiiiiiiiieeeieeee e meme e eeeeeeees 6

Entering Students via the Upload ProCESS.........ciiiiiiiii e eceeeiiee e eeeeeeene e 12
Creating an Upload File Using the DECAL Template............cooviiiiiiiiccniiiiiiiieieeeee e eeen s 13
Creating an Upload File Using the Arepulate LSS File from Infinite Campus............................ 19
Creating an Upload File Using the Arepulated LSS File from PowerSchaal.............ccccevvvvieenn. 22
Creating an Upload File Using the Frepulated LSS File from ASPEN...................co v eceeiiiinnnee 25
Uploading Your Completed Student ROSEEr FileS.......ccooieiiiiii i eeeeeeeeeeeeeee e 29
View Roster Upload Status and Resolve Data ErOrS........oovovviiiicemniiiiiieeceee e 30

Submitting Your Completed ROSter to0 DECAL ..........coooiiiiiiieieeme e 33

Printing @ PANDA ROSIEN REPOI........uuiiiiiiiiiiiiiiiiet ettt rmmme e e e e e 35

How to Update Your Student INfOrmation.................ouuuiuiiiiicceeeee e 37

How to Search for a Student within YOUr Programi...........cccccciiiiiiiiieesiieeeeeeeeeee e 39

Frequently Asked Questions Relating to ROSLErS.............oovviiiiiiiiiicreeeeeeee e 41

Bright from the Sta.”: Georgia Department of Early Care and Learning Page2 of 43



ﬁ Student Data Training Document

When to Submit Your Rosters to DECAL

E-mail Notification

Bright from the Start: Georgia Department of Early Care and Learning (DE®#l9end an email
notification when rosters are open for entry. Thraaél will provide the Roster Count Date and the Roster
Due DateYou can begin Roster Entry at this tinbeit you cannot submit the roster until the Count Date.

Beginning with the 206-17 School Year, updates to the Teacher Data may be done at any time and are no
longer tied to the Roster Cycles. The Student Data may still only be added/updated when the Roster is
open. For questions regardimgacher data entry, please refer toRANDA Teacher Data Training
Documentoundon the PANDA Resourcgsage located atww.decal.ga.gounder the Providers tab.

PANDA Critical Reporting Dates
There are several ways to view the roster count dates.

1. The raster count dates are included in BY@NDA Critical Reporting Dates document that you read
and acknowledged as part of the application process. You may open and print your application
documents at any time during the school year. To view the Panda i document, complete
the following steps:

a. Inthe leftside navigation menwselectPre-K.

b. Click Enter Application.

Pre-K

Enter Application
Aff. Lawful Presence Pre-K

Edit Company Profile

The application opens on tRead Me Filestab.

c. Click thePANDA Critical Reporting Dates link in the PreK Application Mandatory
Documents section.

DeKalb County Board of Education
Application Status: Awarded Application Type: Centinuason
Program: 2019 Pre-x 10 Mor Program Program Year: 2019

Pre-K Application Mandatory documents
Agpiicants must cpen, read, 353 acknowledge each of the documents listed In the Pre-K Appicaton Mandatory documents seclion below. Click the
dotument name 10 open and read the document. Click the Agree bution as you read and acknowiedge each document. You may want $o pant a copy
of each for your Sles. A% you have read and acknowledged the mandatory documents, e Onling Forms tab will appear next %o the ReadMe Fies
tab. Cick on this tab to continue entering your appication

Appiication information Instruction Document 7

Pre-K Appiication Recommended Documents
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d. The document opens in a separate window. When you are finished with the document, close
the window.

2. TheCalendar is preloaded with important fkrénformation, such as th@ster count dates

a. Inthe lower right cornerrothe Pandhomepage hoveryour mouseovera highlighted @y to
displaythedetailsfor thatdate.

< November 2018 > ‘
I Roster 2 Count Date IHH

3
Roster 2 Count Date
4 2 ° r 5 10

1 12 13 14 15 16 17
18 19 20 21 22 23 24

25 26 27 28 29 30

b. To checkfuture or pastlates, click the left arrows] to scroll forward a month and the right
arrow (<) to scroll back anonth.
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What to Submit on Your Rosters to DECAL
Your roster should include the following:

1 New students that have met all GeorgiaRrenroliment requirements and hapeysically
attendedor at least 1 daylLhere is no need to list a student who was no-show.

1 All students enrolled in your program on the count date even if the student is absent on the count

date.

1 Students who uenrolled from your program since the previous roster count date. These students

should now have end dates.

The number of students enrolled in a class on any date may not exceed the number of students
in your contract unless DECAL has granted a class size waiver. If your roster includes-eotblig¢al

students and new students, their enrollment datesot overlap as this will cause the total number ¢
students enrolled on any given date during the roster cycle to exceed the number of approved st

How to Enter Your Student Information

There are two ways to enter your students onto Roster 1:

Method 1: You can manually enter each student online vighidhe Student screen. These instructions
begin onpage6.

Method 2: You can upload your students in bulk via an Excel template. These instructions begin «
12. This method can be used by both private and public providers.

A
)

All public schools who are using Infinite Campus, Pearson PowerSchool, or
Aspen should use this method to enter students onto Roster 1.

If you failed to include a student on a roster previously submitted to DECAL, you can add the
student onto the next roster; however, you cannot back date the entry to correct the mistak&€he
Begin Date you enter has to be greater than the Count Ddtte pfior roster. It is highly recommend
that youcarefully review each roster for accuracybefore submitting.
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Entering Studentsvia the Online Process

1. LaunchPANDA andlogin with your credentials

1 For information about PANDA user accounts, refer toRA&DA Provider User

Managementiocumenfoundon the PANDA Resourcgsage located atww.decal.ga.gov
under the Providers tab.

2. Inthe leftside navigation menselet¢ (a) Pre-K, click on(b) Rosters and therclick on
(c)View/Edit Roster.

‘. @

2.

Pre-K

Enter Application

Aff. Lawful Presence Pre-K
Edit Company Profile
Rosters

* View/Edit Roster

« View Roster Upload Status

Search Child

Waiting List
Payments
Recon Form

CLASS Observation

The Roster Provider Site Lipage opensThe Site Nameolumn displaygachSite Nameasa
hyperlink.

3. To choose a site, click tigite Name

View/Edit Roster

Home > Pre-K > Rosters > View/Edit Roster

Select a prior School Year or Roster Cycle and click Search to view a previous Roster.

School Year: 2019 v Roster Cycle: Roster 1

To submit rosters for a site, click inside the white box to the left of the Site ID. A check mark should appear inside the white box. Then click Ci
Complete to be submitted.

Showing 1 to 74 of 74 entries

Site # Kids # Kids
County D Site Name i Zip # Classes Allowed Listed
O 1 DeKalb 6501  Avalon 5447 Sesame  Stone 30083- 2 44 43
Elementary Street Mountain 4576
| 2 DeKalb 6545 | Bright from 10 Park Atlanta 30319- 1 22 22
the Start Place South 1111
Academy
O 3 DeKalb 6499 Care-a-Lot 206 Birdsead = Dunwoody 30338- 1 22 22
Elementary Street 3328
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The Roster Class List displayBhe Class ID column displays each Class ID as a hyperlink.

4. To choose a class, clidnthe desired Class ID.

Roster Class List

Home > Pre-K > Rosters > View/Edit Roster > Roster Class List

Site Details

Provider Name: DeKalb County Board of Education Site Name:
Region: 03 Address:
County: DeKalb Phone:
Consuitant: Emily Dickinson
School Year: 2019 v Roster Cycle: ‘ RO

Showing 1 to 2 of Mentries

Lead # Kids
Teacher Lead Teacher Credential Contracted

O 1 80004 | Austen, GaPSC Certification, T4 2 =
Jane

O 2 | 80005 Bronte, No GaPSC Certification, ECE Bachelor or 22 22
Charlotte higher

5. On the rostedetaik screenscroll down to theStudent Information sectionandclick the Add button.

Select Status: Active v

Showing 1 to 21 of 21 entries Search in Results:

6. TheStudent Information screen displays as shown below.

Add/Modify Student Information Q
e Student Last Name: * LAST NAME m Ethnicity: o v
9 Student First Name: * FIRST NAME 0 Race: * ["] American Indian or Alaska Native
G Student Middle MIDDLE NAME [] Asian
.x
Name: [] Black or African American
Q Suffix: v ["] Native Hawaiian or Other Pacific Islander
G Date of Birth: * mm/dd/yyyy | & [ wnite
Information not provided
G SSN: * 999-99-9999 2 a
& Parent/Guardian Last LAST NAME
e Gender: v Name:
F PIPPIE 3
@Multlple Birth: v @ Parent/Guardian First FIRST NAME
ol Name:

o Transportation: v

@ Relationship: v
o Socio/Economic: * v

o Begin Date in Class: * mm/ddlyyyy =]
@ DLL:* v

o End Date in Class: mm/ddlyyyy i
o IEP: * v
@ Funding: * v
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7. Complete the following fieldfor each student who has physically been in attendance for at least 1 day

Field Action Required
@ StudentLast Ent er t hlestBameeraetipdas i appears on their birth certificat€he
Name student 6s | ast name must haveenswo

apostrophes, and period30 not include a suffix as part of the last name (e.g.,
D6 An g el «line, 8rigt. Cldire).

@ StudentFirst Ent er t hrstblameedagetly ds @ appears on their birth certificat€he

Name st udent 6 snusfhave atieashtwortedtei®he first name can include two
names separated by hyphens, apostrophes, spaces, or periodsdeRaul,
DadéShandra, or T.J.).

@ StudentMiddle Enter the st udeexaclyss itfappears omilen lirih eertificat
Name Hyphens, apostrophes, and periods may be included. If the student does ng

a Middle Name, entedMN to represenio Middle Name. This indicates you

have verified there is not a middle name listed ontheestud 6 s bi r t h

Q Suffix If applicable, select either Jr, Il, 1Y, etc. from the drofown.

( Date of Birth Enter the student's birthdaxactly as it appears on their birth certificatsing the
format AMM/ DD/ YYYYO.

G SSN Enter thestudent's SSN (Social Security Numbétrwill be encrypted in the

system to ensure data security.
1 Please verify thateacls t u d S8\ wasentered correctly.

9 Ifthe SSN is omitted, a waiver signed by the parent/guardian is requ
to be on file at theite and will need to be provided to DECAL upon
request if needed.

Note (1): If the SSN is not entered prior to clickiSgwve the SSN Waiver
Reason section will be displayed at the bottom of the screen.

(a) Select the appropriate checkbox next toWever Reasonspecified by
the Parent on th8ocial Security Number Information Form (Appendix
in the PreK Operating Guidelines).

(b) Ifthe parentselectesdd do not choose to p,ro
enter the reason in tiWaiver Reason Detailfield exactly as the parent
entered it on the Waiver Form.

Note (2): To add a SSN after the student information has been saved, return
the Roster Detail screen and click on B@PULATE SSNink next to the

desired student ds nameSawrTrbuadonoteneed ©r
close/readd the student in order to populate the SSN.

CORRECTING NAME/DOB/SSN AFTER STUDENT HAS BEEN SAVED

If you realize after entering a student thabarection is needed to one of these key fields (e.g.,
Last Name, First Name, Middle Name, Date of Birth, or SEX),NOT close and re&dd the
student, instead send a copy of the birth certificate (for changes needed to the Name/Date of
or SSN card (for chamg needed to the SSN) to the DECAL Finance Office via their secured fi
line at 404651-8576. Closing and radding will flag the student as a duplicate and you will be
required to submit all documentation.
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Field | Action Required

® Gender Select the studendows gender from t
A Male A Female
@ Multiple Birth From theMultiple Birth drop-down list, select whether the student is from a sir

birth, twins, or a higheorder multiples (triplets or more) birth.

Select = Description

1 If the child was born from a single birth

2 If the child was born from a twin birth

3 If the child was born from a triplet birth

4 If the child was born from a quadruplet birth
5 If the child was born from a quintuplet birth

For example, if John and Sal2bysatle
for Multiple Birth.

0 Transportation Sel ect t Aransportatiodndicatordrem the droglown list. If the Cente
transports the child to and from Pie selectYes

A Yes A No

o Socio/Economic | T h e s t SodoEoonodngindicator is based on whether the parent checke
any boxes on question #6 on the Roster Information Form. Select the approf
SocieEconomicindicator from the drojlown:

A categoryl A Category2

CORRECTING TRANSPORTATION & CATEGORY

I f you need to edit these fields prior to
and enter the corrected values. If you need to edit these fields after Roster 1 has been subm
can now easily edit them on subsequent rosteddidking on the Chg Trans/Socio button. Simply
enter the corrected values and the system will prompt you for an effective date button for eac
you change. You no longer need to close the student adbrthe student as was required in the
past.

Field | Action Required

@ DLL Select the appropriate optidor the DLL (Dual Language Learner) indicator fro
thedrop-downlist:

Select Description
Yes If the student speaks multiple languages

No If the student speaks only one language

® kP Select the appropriate option for &P (Individual Education Plarfjom the
drop-down list:

Select Description

Yes If an IEP is in place for the student

No If the student does not have an IEP
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Field | Action Required

@ Funding Select theClass Funding Source from tdeop-down list:
Select Description
Blended If the class receives both Head Start andKfending
Lottery If the class only receives Rkefunding
@ Ethnicity Select the student's ethnicity from the dogwn list:

A Hispanic/Latino A NotHispanic/Latino A  Information not provided

® Race

From the Race choices displayed, select all values that apply to this student
American Indian/Alaskan Native

>t >

Asian

b

Black or African American

b

Native Hawaiian/Other Pacific Islander
White

>t >

Information not provided

TheGender, Multiple BirthandIEP fields are links that you can click on to easily change to the
correct value since they do not impact your payment.

To change Gender, Multiple Birth, or IEP, click on typerlinked valueThefield menuopens

Student Information

Sedect Status:

Showing 1 to 29 of 21 entries

Theo

Bell Tinker Plde

Donald Fauntieroy

472014

5972014

11672014 g

Select the correct value and cI to save the change

Field | Action Required

@ Parent/Guardian

Enter the | ast name of (nother prefdrredd e nt

Last Name availablg.
(@ Parent/Guardan |[Enter the first name of the stiiden
First Name availablg.

@ Relationship

From the drogdown list, lect theappropriateelationship of théarent or
Guardian to the student

A Mother A Father A Grandparent A Guardian
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Entering the Parent or Guardian information is optional; however, completion of all three fielc
becomes mandatory if data is populated in one of the fields. For example, if the Parent/Guart
first name is entered, théineir last name and the relationship to the student must also be provi

Field Action Required
©® BeginDatein Enter the st utkRrakchssusihgithefommatday i n
Class iAMM/ DD/ YYYYO.
1 The Begin Date cannot be on or prior to the Count Date of the previc
Roster.

9 For Roster 1, the Begin Date cannot be prior to Augtist 1

1 The Begin Date cannot be after the Count Date of the current roster

o End Date in Class | If applicable, enter the student's last dathimPreK classusing the format
AMM/ DD/ YYYYO.

9 This date should only be entered if the student hesnuolled from the
class

1 The End Date cannot be after the count date of the current roster.

1 The EndDate cannot be a future date.

8. Click m

9. Click them button to return to thRosterClass List or click m to enter another student onto the
roster.

If you enteedstudents via the online process, procee8ubmitting Your Completed Roster to Decal
(page33) for instructions on how to submit your roster.

Bright from the Sta.”: Georgia Department of Early Care and Learning Pagellof 43



u Student Data Training Document

Entering Students via the Upload Process

Typically, the upload process is used by Providers with multiple sites/classes, but it can also be a time
saver for those who have only one site/claissng the upload process is a kawvantage because the files

can be crated outside of PANDA prior to the date Roster Cycle 1 opens for EFAL recommends

that (1) a separate file be created for each site within your program and (2) the separate file should include
all students for all classes at that sifg/du have darge number of classes at one site, please consider
creating a separate file for each class.

The upload process is only applicable to the first roster cycle of the school yedio enter additional
students after the upload, add them manually usingrtlvee process described earlier in this document.

All Public schools using Infinite Campus, PowerSchool, or ASPEN are expected to obtain and ug
the prepopulated files available to themO NOT manually type the student data into the Decal
template.

The upload process consists of two steps:
1. Create student upload file(s) for each Site by usimgof the following templates:

1 the DECAL template fromthe gency é6s website
(http://www.decal.ga.gov/documents/attachments/Student Roster Temp)ate.xls

the prepopulated template from Infinite Campus
the prepopulated template from PowerSchool

9 the prepopulated template from ASPEN

2. Upload the completed student roster file(s) and resolve any errors.

Separate instructions are given below based on whether you are manually populating the DECA& templat
or whether you are using a gpepulated templatiéom your data vendoiThe instructions are different for
each method, so be sure to follow the section below that is appropriate for your specific program.

1 If using theDECAL template, please proceett pagel3.

9 If your school system usé#inite Campus, please proceed fmagel9.
9 If your school system us@®werSchoo] please proceed fmage22.

9 If your school system us@&SPEN, please proceed to pageé.

The prepopulated templates are currently only applicable to public schools who use Infinites;ampu
PowerSchool, or ASPEBRSs their data vendor.
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Creating an Upload File Using the DECAL Template

1. On the Pandaomepage scroll downto the Panda Resourcesectionand click onClick here.

2. Selectthe PANDA Student Roster Templateoption from the Document List.
(a) Save the .xlfile to a folder on your computer.

(b) You will need to download the current template at the beginning of each school year
3. Doubleclick on the .xls file you just saved, which will launch Microsoft Excel.

4. Follow the instructions shown in the header rdwghlighted in red and begin entering your data on
line 8 of the excel worksheet.

If you arepopulate theemplate in advance of the school year with students chosen in the lot
remember yomust remove any students who were-sttows prior to uploading your file to
PANDA. When uploaded, the file shoubdly include students who were physically in attenda
for 1 day or more.

Student ( Student SSN
) Student Lastname Student Firstname SSN ( S”t:ftﬁg;t;lfs? “é"‘sf\]the
Site ID Class# (copyfrom birth certificate) {copy from birth certificate) orericaly cashes. NOTE: If the
5 (required (required) (required) (required) dashes) begins with a O,precedethe]
SSN with a single quote so
[ 123456 123456 Duck Donald 111223333 | that Excel will not drop the
| N 123456 123456 Mouse Minnie f !eading zero(es). le
8 | 6140 72338 Bell Tinker 012345678.

S Y Aol AT et S g T AN DI A A om0 P A 20T 220 8 A R A B R BB st AR SRR 8 DA B - i,

As you tab through each column, a popup will be displajaxifying what each column represents.
Where applicable, a dropdown has been adioied columnif there is a restricted list of valid values
allowed.You will need to verify your Site ID and Class D values each year, athe Class D
values change each school year

The columns included in the template are listed below:
Columni Field Action Required
AT Site ID Enter the SitéD for the class you are uploading.

(a) To verify your Site ID, go to Panda and click Bre-K, Rosters and then
View/Edit Roster.

(b) On the Provider Site List page displayed, scroll to your County/Site Na
to locate the Site ID.

Pre-K

Enter Appllcatlon

Aff. Lawful Presence Pre-K To submit rosters for a site, click inside the white box to the left of th

Roster Updates Complete to be submitted
Edit Company Profile
a + View/Edit Roster
View Roster Upload Status Site Site
- #° County” ID ~ Site Name Address
Search Child
[J 1 DekKalb 6501 Javaion 659 Aligood
Waiting List Elementary Rd
[0 2 Dekalb | 6545 erignt from 2968
JAcademy

Dr.NE

CLASS Observation
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Column i Field " Action Required

Bi Class # Enter theClass ID
(a) To determine your Class ID, click gour Site Name.

(b) The Class List page displays the ClH3s for each class at that Site.

C1 Student Last Ent er t hlest Blameegaetiyas & appears on their birth certificat€he
name studentds | ast name must have two o

apostrophes, and periods. Do not include a suffix as part of the last name (e.g

D6 An g el «line, rigt. Cldire).

D1 Student First Ent er t hrstNamaedaetlyds @ appears on their birth certificat€he

name studentds first name must have at |
names separated by hyphens, apostrophes, spaces, or periods (eRpullean
Da6éShandra, or T.J.).

E i Student SSN Enter the <$SocialGecarity Nsmbe®)SN n(g t he f or ma
without dashes. It will be encrypted in the system to ensure data security.

9 If the SSN has a leading zero, you will need to precede the value
entered with an apostrophg(i.e., @12345678). Otherwise, Excel will
drop the leading zero(es) and the record will be flagged as an error in
the upload for being less than 9 digits.

1 Please verify that eacht u d 8SNtwésentered correctly.

1 Ifthe SSN is omitted, a waiver signby the parent/guardian is required t
be on file at the site and will need to be provided to DECAL upon requ
needed.

Note: I f you are a public school dt s
social, leave this field blank and be sur@tpulate the waiver information into
Columns S and T.

F1 StudentGender |Sel ect t bhemdersfronutieedropdévm

A M= Male A F=Female
G Student DOB Enter the st ucdckecdlyadisapikars on therfbirthBeertificateing
the format AMM/ DD/ YYYYO.
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