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Technical Application

Purpose in Reviewing Data

Student data are entered in the DDS application of MySped Resource. Employee data are entered
and reviewed directly into the ‘Personnel’ application of MySped Resource. The data you entered into
the DDS application is pulled into MySped Resource review section. MySped Resource application
provides the opportunity to review, verify, and make corrections to the data to ensure accurate federal
reporting.

Individuals responsible for accurate reporting may use the following procedures to check for any
errors, omissions, and/or discrepancies in their Center’s data. This manual provides step-by-step
instructions and examples of various data review methods.

To efficiently review data, it is helpful to first understand the federal reporting requirements and the
related data fields. For more information on the federal reporting requirements, please refer to the
State Performance Plan (SPP) http://arksped.k12.ar.us/sections/policy.html. Data Dictionaries,
which contain detailed information on all of the federally required data fields, are also available on the
internet at http://arksped.k12.ar.us/sections/dataandresearch.htmil.

Possible Reasons for Making Changes in Data
1. Updates are needed to reconcile between the reporting period ended and when the data is
pulled for review.
Data entry typos when keying in DDS application of MySped
Inaccurate coding when keying in DDS application
Formulas or glitches in the programming
Data not transferring correctly

abrwn

Access to MySped Database for Review:
1. Go to Arkansas Special Education website: http://arksped.k12.ar.us
2. Click on MySped Resource near the flashing red arrow, top right corner of the screen
3. Type in User ID and Password and click on ‘Sign-In’

Tips for Navigating the Application

e Use the Tab key or the mouse to navigate through the fields

e Data entry format is mm/dd/yyyy.

e Press SAVE before Exiting. Look for message in red at top of screen (Success! Data has
been saved) to verify data has been saved. If the data did not save, the message will state
the related problem. Correct the data as indicated in the message and press SAVE before
exiting the screen.

Printing Data for Review

You may find it helpful to copy and print your Center’s data from MySped Resource. This allows you
to work from a hard copy, distribute data for verification, and save a backup of your data. There are
two different methods to extract and save data from MySped Resource: the copy and paste method
and the ‘Export to Excel’ method.


http://arksped.k12.ar.us/sections/policy.html
http://arksped.k12.ar.us/sections/dataandresearch.html
http://arksped.k12.ar.us/
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How to Copy and Paste Student Lists from MySped
1. Open up a blank/new Word document or Excel spreadsheet
2. Go back to MySped and sort student list as needed
3. Left click inside the blank space/column above the first student notepad.
4. Hold down left mouse button and drag arrow pointer on mouse to bottom of student list.
All records should be highlighted
Right click on mouse anywhere inside student list or highlighted area
Choose Copy
Go to open Word or Excel document (click on appropriate tab at bottom of computer
screen)
8. Choose ‘Edit’ on menu bar at top of screen
9. Choose ‘Paste’
10. Save document and distribute to desired person to verify students

No o

Save, Sort, and Review in ‘Export to Excel’
1. Click on the ‘Export to Excel’ button at the bottom of the screen. This lists all the
students and all the fields.
2 Once you have saved the Excel file to your computer, open the file. Refer to pictures on
following page for further assistance.
3. Left click mouse button in the cell on Column A, Row 5 (A5). This should be SchAgelD,
EmplD, ID, or SSN header - depending what data you are exporting.
4. Press ‘Ctrl A’ on keyboard. This should highlight all records.
5. Select ‘Data’ on the menu bar above your spreadsheet (refer to picture on following
page).
6. Select first option of ‘Sort’ on the menu.
7. Select the appropriate heading for how you want it sorted in the ‘Sort by’ drop-down
menu. Make sure ‘Header row’ button is checked. Press OK.
8. Any changes that are identified need to be made in the individual student/employee
data in MySped. Making corrections in the Excel worksheet will NOT make automatic
changes to MySped.

File Download Ej

Do you want to open or save this file?

@ j Mame: Cwcled_EarlyChildhood. xls
[H] Type: Microsoft Excel Worksheet, 13.4KE

From: arksped.k1Z.ar.

Open ] [ Save ] [ Cancel

Always ask before opening this type af file

= e | wihile files from the Intermnet can be ugeful, some files can potentially
d harrm pour computer, IF you da not trust the zource, do not open or
= save this file. What's the risk?
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Microsoft Excel

First cell - (A5)
‘ID’ is selected.
‘Ctrl A’

highlights area
in order to sort

N

N

Sort by
(%) ascending
() Descending
Fedpl_cd () ascending
Programtype O Descending

e (%) Ascending
() Descending
IMy data range has

(%) Header row () Mo header row

[thions... ] [ (o] 4 ] [ Cancel

Correcting the Data
Once you have completed the review process using MySped Resource, you will need to make any
necessary corrections. Make corrections and updates in three possible places:

e Update MySped to report accurate data;

e Update DDS application to maintain accurate data; and,

e Update your own personal file for record keeping and backup. We recommend you use
the ‘Export to Excel’ function to save your own Excel file. This allows you to refer to your
data at anytime and serves as a backup file in the event of technical difficulties.
Remember, when you are reviewing in Excel, any corrections will need to be made in the
individual student or employee application in MySped.

iDraw~ g [AumShapes N\ W (1O E 4 B @ | M- Jd-A-=== @ @ 2

N EHRSSRIVRI SR S0 8 =8 E] 5w e liaa
arial 110 yl[BdZ U == =568 % o b8 4E = - A -
@ @ | 2 | fa &) Favorites | goi:} C:\Docurments and Settingsyjavillemezi\DesktophCycled_Ear yChildho + H

¢ File Edit Yiew Insert Format Tools | Data | Window Help  Adobe POF

2 L.Hg:]! 41 sort...

A5 - Eilter »
Form...
Subtotals..,
A E : C D DU, J K] L | M r

1 Early Childhood Datg ..
2
3 |LEA: 0000 Paragould School District UL iy A
4 Consolidate. ..
5 |ID Fy Accoun |SSH Firs| Group and Outline » | |Race |Gen |Resid |[ELL [Prds cd |1
B _|60000[2007/08 | 1000[ 111111111 [Jani| | — : aw_|F 1000[N [
7 |50000]2007/08 | 1000111119711 [Jani| L2l | PivoiTabls and PivotChart Report.., W M 000N |PS
5 |60000[2007/08 |  1000[ 111111111 [Jani Irvport External Data v [l M 1000[N_|PS
5 |80000[2007/08 |  1000[ 171111111 Jani - y B[ M 1000[N_[Ps
10 |60000[2007/08 | 1000[ 171111111 |Jani - 3w M 1000[M_|PS
11 |60000[2007/08 | 1000[ 171111111 |Jani AL SETIE 1000[M_|PS
12 |60000[2007/08 | 1000[ 171111111 Jani Refresh Data aw M I E
13 |F0000[200708 | 1000[ 111111111 [Janie DuE IO Tz aw_|F R GE
14 |60000[2007/08 | 1000[ 111111111 [Janie Duoe 122772002 aw_|F R GE
15 |60000[2007/08 | 1000[ 111111111 [Janie Duoe 12772002 aw M I GE
16 |60000[2007/08 | 1000111111111 [Janie Duoe 12472002 M R GE
17 |60000[2007/08 | 1000[ 111111111 [Janie Duoe 11/27/2002 sl M 1000[M|Ps
18 |60000[2007/08 | 1000 111111111 [Janie Duoe 271172003 W M 1000[N__[SI
19 |60000[2007/08 | 1000 111111111 [Janie Dae 11742002 E[wW_|F 000N [PS
20 [F0000[2007/08 | 1000[ 111111111 |Janie Dae 172372003 AW M 1000[N_|PS
21 [50000[2007/08 | 1000[ 111111111 |[Janie Dae 272072004 3w M 1000[N_|PS
22 |F0000[2007/08 | 1000[ 111111111 |Janie Duoe B/5/2003 aw__|F 1000[N_[Ps
23 |60000[2007/08 | 1000[ 111111111 |Janie Doe 7772003 AW M 1000[N |
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CYCLE 7 — Reviewing Student Data

Overview
Special Education student data in MySped Resource is the data pulled from the DDS application of
MySped Resource. The data should include student information from July 1 to June 30 for the
fiscal year. In order to ensure accurate data has been entered and pulled correctly, the following will
serve as a guide to review specific areas required for Cycle 7 federal reporting.

e Review period: MySped will be open the Month of September

e The data for review in MySped is the data you entered in the DDS application of MySped

Resource. Any data you entered as of July 15" is the data that is reported for Cycle 7.

The areas to review are in the Student Menu:
1. Referral Tracking
2. Early Childhood Exits
3. Early Childhood Outcomes

Student Application Quick Review
Instructions on how to view the student data and make changes are outlined below. These main
instructions to add, delete, exit, and save student data apply to all applications in MySped.

Procedures to Add, Delete, and Edit

1. Click on ‘Students’.

2. Click on drop-down menu —Early Childhood - (Choose an area in Cycle 7) —Entry Early
Childhood

o SPEcIAL Er

Support Finance Personnel Students
N

E vntry - Early Childhood Data < Early Childhood - Cycle
Repart - Disabili < o Age -

Report - Disa . Raced ity < Referral T
Report - Educa
Report - Educa : F
M Feport - Educa WP lisability - Fart 1
Report - Educa WirOnIme Dizahility - Part 2
. Report - Educa WIFO e ELL
N Report - Educa

3. Add students as necessary by clicking ‘Add Student’ located at the bottom of your student list.
4. Delete students by clicking red X to the left of their name.



MySped Review Procedures for DDS Early Childhood 3-5 yr program Cycle 7 08/11

Support Finance Personnel Students Exit
SCREEN: Early Childhood Data FISCAL YEAR: 2009/10
LEA: 9999 ADE - Special Education Unit
MESSAGE:

Disability | All Disabilities v

EC Environment | All Educational Environments b |

[ Get Data ] [ Export to Excel

Add Student
Last First SSN Date of |Age Race ELL Disability Educational Program
Name | Name Birth Environment Tvpe

B X EC testing 112121212/05/20/2006 3  H-YYNNNN| No AU SP H

Page 1

5. To edit, use small notepad at the left of the red X to go into individual student’s data.

6. Make necessary changes in each field. Refer to the Data Dictionaries for more detailed
information on each field located at our website:
http://arksped.k12.ar.us/sections/dataandresearch.html

SCENEN: Early Childhood Data FISCAL YEAR: 200
LEA: 3 ADE - Special Education Unit
MESSAGE: Successfully data have been saved.
Last Name EC = First Name testing =
Middle Name ~ |race | SSN 12121212 [(123456789)
bos 05292005 Y Gender  [Fomas 5]
Race Hispanic/Latino [¥] American Indian/Alaskan Native []Asian
[OBlack [ Native HawaiianPacific Islander []White =
Resident Lea 6001 EIL Mo v
Disability Autism =
Program Type Head Start ¥ Entry Date (mm-"dd-"}r}ry}r)
\ d Environment | Early Childhood Special Education Settil » | Temporary IEP
Save ] ’ Exit l

7. Click on Save before Exiting individual student screen.
8. Check Message that data is saved successfully.

How to Copy and Paste Student Lists from MySped

1. Open up a blank/new Word document or Excel spreadsheet

2. Go back to MySped and sort student list as needed

3. Left click inside the blank space/column above the first student notepad.


http://arksped.k12.ar.us/sections/dataandresearch.html
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Hold down left mouse button and drag arrow pointer on mouse to bottom of student list. All
records should be highlighted.

5. Right click on mouse anywhere inside student list or highlighted area
6. Choose Copy

7.
8
9
1

Go to open Word or Excel document (click on appropriate tab at bottom of computer screen)

. Choose ‘Edit’ on menu bar at top of screen

Choose ‘Paste’

0. Save document and distribute to desired personnel to verify students

Additional Tools for Data Review
Four options are available for you to sort and review data for accuracy: the MySped Resource Drop-
down Menus, the Column Sort, the ‘Export to Excel’, and the MySped Resource Student Reports.

1. MySped Resources Drop-down Menus

Drop-down menus are located above the student list: You may view the data on the MySped
screen by choosing one of the sections listed. Click ‘Get Data.” For examples in what and how
to review, see individual areas of Referral Tracking, Early Childhood Exits, and Early
Childhood Outcomes

2. MySped Resource Column Sort
Click on the heading you want to sort all students by (Last Name, SSN, State ID or Age).

3. Save, Sort, and Review Using ‘Export to Excel’
This lists all the students and all the fields. Instructions for sorting in Excel are provided on
page 4. All areas to review for Cycle 7 will be explained.

4. MySped Resource Early Childhood Reports

In addition to sorting in MySped and through ‘Export to Excel’, reports need to be reviewed and
cross-checked to verify accurate student data for each student. The reports are located under
the Student menu. The reports assist in verifying and cross-checking the number of children
for the various areas listed in the reports.

Referral Tracking - Cycle 7 Application

1. Click on ‘Students.’
2. Click on drop-down menu —Referral Tracking — Cy&le 7 then Entry — Referral Tracking.

Finance Personnel Students

« [pecial Education Unit , to MySped Resq <

Entry - Referral Tracking
Report - SAB

Report - i

Fepaort - &

Fepart -

Fepart -
Report - EC g 3 aluate
Report - OCESS

Early Childhood - Cyele 4 I
achool Age z
Referral T
[
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Additional Tools for Data Review - Referral Tracking

1. MySped Resources Drop-down menus
You may view Early Childhood students and their data on the MySped screen by choosing Grade

then Preschool. Use the Race drop-down menu for the particular data you wish to view. Click on
‘Get Data’ to sort it.

Support Finance Personnel Students Exit
SCREEN: Referral Tracking Students FISCAL YEAR: 2008/09
LEA: 9999 ADE - Special Education Unit
MESSAGE:
Grade All
Invakid |-Select— v
ace |AII v |
Get Dat
[ Get Data ] [ Export to Excel ]
Add Student
Last Name | First Name ML.I SSN Date of |GenderAge Grade| Race Evaluation EDD EDD Completion
Birth Level Reason Reason| EC Reason
Birth
Day
Reason
B X Referralf Joe 000000000/04/02/20000 F 8 03 Al FM FM M
B X Referral2 Tom 000000001/05/2012001 M 8| 02 W NE

By Grade - example

e List out Preschool only to separate from all other grades if you are in a district that
also has school age students.
By Race - example
e View by race. Are races correct?
By Invalid - example

e Select DOB/Age to view any students that may appear due to invalid coding/entry

2. MySped Resource Column Sort

The list of students is initially sorted by SSN. You may want to sort by Last Name in order to
locate a particular child.

3. Save, Sort, and Review Using ‘Export to Excel’
Click on the ‘Export to Excel’ button at the bottom of the screen. This lists all the students and

all the fields for referral tracking. It is highly recommended you save the Excel sheet to your
computer as a backup for Cycle 7.

Once you have saved the Excel file to your computer, open the file.
1. Left click mouse button in the cell on Column A, Row 5 (A5). This should be SSN header.
2. Press ‘Ctrl A’ on keyboard. This should highlight all records.
3. Select ‘Data’ on the menu bar above your spreadsheet
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4. Select first option of ‘Sort’ on the menu.

5. Select the appropriate heading for how you want it sorted in the ‘Sort by’ drop-down menu.
Make sure ‘Header row’ button is checked. Press OK.

6. Any changes that are identified need to be made in the individual student/employee data in
MySped. Making corrections in the Excel worksheet will NOT make automatic changes to

MySped.
File Download PZI
Do you want to open or save this file?
lgl j Mame: ReferralTracking_Schooldge. xls
Hl Tupe: Microsoft Excel Warksheet, 47.1KB
From: arksped.k1Z.ar.us S.I
Open ] [ Save ] [ Cancel
Always azk before opening this type of file
| ‘wihile files from the Internet can be uzeful, some files can potentiall
O —
> ittt &1 Microsoft Excel
iDraw v g | AutoShapes~ N s 1O A 4l 28 (@] (8] | & - o - A - Eﬂj!
HENEA" RERENT= REN ) <SR TEEN-R A A RN R A AN i e |
: arial - 10 - U =E===8$ % » % 3% =
! File Edit View Insert Format = | Data | wiindow Help  Adobe PDF
Aeh=E | [£) sort.. |
A5 - A& S5N Eilter .4
First cell - (A5) i ) Farm...
¢ i Subtotals...
SISN’(ISd Ctrl A ° . - validat : l -
selected. ‘Ctrl A’ : B
o 1 |Referral Tracking Stu
highlights area = Table...
in order to sort T D CMIAE. AL
Consolidate... R:
i LEA: 0000 School District Group and Outline » o7
i3l PiwotTable and PivotChart Report... Resident |PrivateS |S
SSH FirstN LastN Irnport External Data 3 LEA chool N
[ 101010111 [Jones Srmith i N 2608 M
| 101010111 |Jones Smith - 2805 |M
| 101010111 [Jones Smith ML 4 2808 [N
Sort by [ 101010111 |Janes Smith Refresh Data 2508]N
® i | 101010111 Jones Sith T OO 77 T L T 2808 |M
fscending | 101010111 [Jones Smith 7A72000 W [F K M 2808 |N
(O Descending | 101010111 |Jones Smith FA5L2001 |H Il I I 2808 |M
| 101010111 [Jones Smith B8/5/2001 W F K N 2808 [N
— [ 101018111 [Jones Srrith SA2001 (W |F K M 2808 [N
(Rggﬁlrrrnﬂ"ﬁw“@m goe;cen dig [ 101010111 [Jones Smith BO200 W |M K M 2808|N
ol e | 101010111 |Jones Smith BAS/Z002[W__ |M P M 2808|N
i | 101010111 [Jones Smith B/4/2002 W [l P N 2808 [N
v | (® ascending 101010111 ]Jones Smith BA12/2002 W I P M 2808 [

() Descending
My data range has

(%) Header row () Mo header row

[thions... ] [ [0]'4 ] [ Cancel

10
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Referral Tracking - Areas to check in ‘Export to Excel’
= Are all birth dates valid? All students should be 3-5 years old.
= All other dates should follow a chronological order from ‘Referral Date’ to
‘Parent Consent to Evaluate Date’ to ‘EDD Date’ to Parent Consent to Place
Date (‘Sped Consent Date’).
= Sort by ‘Eval Reason’ and ‘EDD Reason’
a. For all 60-day timelines exceeded, is a reason included?
b. For all 30-day timelines exceeded, is a reason included?
c. For all reason coded 'OT’, is a specific reason clearly typed in?
= ‘Referral Process Complete’ column should all say ‘Y’ and the ‘Reasons Why
Complete’ column should all have a reason.
= Sort by ‘Reasons Why Complete’ and verify accuracy
= Sort by ‘Sped Placement’ and verify:
e All children placed are accurate and all necessary fields are complete
e All children referred and not placed are accurate and all necessary
fields are complete

4. MySped Resource Early Childhood Reports
Reports are located under ‘Entry - Referral Tracking’ in the Referral Tracking Application (see
page 8.) Check the following reports against your own records to verify accuracy.

Report - EC Part C to B Transition
‘Part C to B’ column and the ‘EDD Count’ column: Reconcile differences if they are not showing the
same value.

e Go into the Excel file. If you have a 3-5yr program in your school district, sort by
grade (see page 10 for guidance).

Sort @E

oty o in descending order so Preschool (‘P’) will be the
M O tscerdng first students listed AND by ‘Student Transition’ in
ety 9Bt descending order so Y’ will be listed first among
SoudtTraretion T2l O fscereing all preschoolers.
oty © Descendng o DDS Centers only need to sort by ‘Student
v ©tscendng Transition’ in descending order
\MV ot = The number of students marked ‘Y’ in
olikEy (el ‘Student Transition’ should equal the ‘Part C
] o] [ o to B’ (_:olumn in the ‘Report - _Referral
Tracking: Part C to B Transition’

e Go into the Excel file and make sure all students ‘Referral Process Complete’
column are marked ‘Y.’
e If there are more C to B students, why is the count for ‘Eligibility
Determination Dates’ (EDD) less? Did students move or parents
refuse testing? If so, are those students accurately accounted
for in the reason the referral is complete?

11
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e |If Referral Process is complete, are there EDD Dates? If not,
why?

e |If there are Reasons as to why timelines are not met, ‘Eval
Dates’ and ‘EDD Dates’ must be present.

o ‘3" Birthday Met’ column and the ‘3" Birthday Not Met’ column:
= |If these totals added together are not equal to the ‘EDD Count’ column:
e Go back into Referral Tracking
e Go to ‘Export to Excel’ and save to computer
e Sort by ‘EDD Reason’
e Review students whose ‘Eligibility Determination Date’ exceeds
the 90-day timeline from the Parent Consent Date
e Review and verify the reasons eligibility not met
e Verify if a Temporary IEP was in place

Report - EC Parent Consent to Evaluate

e ‘Parent Consent’ column and ’Eval Count’ column: Compare the totals and reconcile the
differences, if any.
¢ Did students move or did parents not give consent?

e ‘60-Day Evaluation Met’ column and ‘60-Day Not Met’ column: These totals should add
up to equal ‘Eval Count’
¢ Go to ‘Referral Tracking’
¢ Go to ‘Export to Excel’ and save to computer
¢ Sort by ‘Eval Reason’
¢ Review and verify reasons
¢ Verify if a ‘Temporary IEP’ was in place

Report - EC by Race:
e Under ‘Referral’ column and ‘Special Education Placement’ column: Review counts for
each race to assist you in program evaluation:
o Check the relationship between the number of students referred versus actually
placed.

Report - EC Referral Complete Process
e ‘Referral Process Complete’ column and ‘Student Count’ column: Review counts for
students who have been entered as Referral Process was not complete. Reconcile and
correct those not complete.

12
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Early Childhood EXxits - Cycle 7 Application

Note: Entering accurate EXxit status is critical to reporting. Please refer to the definitions of
types of exits in the Early Childhood Data Dictionary.

1. Click on ‘Students.’
2. On drop-down menu click— Early Childhood Exits - Cycle 7 and Entry - Early Childhood Exits

SpreciAL Epuc

Finance Personnel Students

Special Education Unit , to MySped Resq =

ount Reviews & Updates - 017112010

aye seen notifications on yvour MySPED

) Entry - Early Childhood Exits

Additional Tools for Data Review - Early Childhood EXxits

1. MySped Resources Drop-down Menus

You may review Early Childhood Exits by Exit Status, Disability, or Educational Environment
for particular data you wish to view. Click on ‘Get Data’ to sort it.

SPECIAL EDUCATION

Support Finance Personnel Students Exit

SCREEN: Early Childhood - Exit Students FISCAL YEAR: 2008/09
LEA: 9999 ADE - Special Education Unit

MESSAGE:
Exit Status [ All Exit Status — v

[ Disebty [~ Al Disabilities ~ v Invalid |-Select- "

cational Environment |— All Educational Enviranment | |
Get Data

et Data ] [ Export to Excel ]

Add Student
Last First Middle SSN Birth Age Disabilitv M Program | Exit Exit Trans Conference
Date Environment, Tyvpe Date Status
= - Tvpe Date
E#t| X [Exit Early Childhood 000000000 |04/05/2004)5 |OHI SP 0] 06/30/2009 KE TK  |06/05/2009

13
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By Exit Status
Note: Refer to Early Childhood Data Dictionary for Exit Status Codes. Exit Codes determine
the students reported for EC Outcomes.
e Pay particular attention to KE (Kindergarten Eligible), NS (No Longer
Requires Services), and MA (Reached Maximum Age) when verifying
accuracy of Exit Codes. Those students who were exited with these
codes are reported in EC Outcomes.

By Disability
e Sort by Disability to review students

By Educational Environment
e Sort by Educational Environment to help identify exit

2. MySped Resource Column Sort
The list of students is initially sorted by SSN. You may want to sort by Last Name to locate a
particular child.

3. Save, Sort, and Review Using ‘Export to Excel’
Click on the ‘Export to Excel’ button at the bottom of the screen. This lists all the students
and all the fields for Early Childhood Exits. It is highly recommended you save the Excel
sheet to your computer as a backup for Cycle 7.

Once you have saved the Excel file to your computer, open the file. Refer to pictures on following
pages for further assistance.

Left click mouse button in the cell on Column A, Row 5 (A5). This should be ‘ID’ header.
Press ‘Ctrl A’ on keyboard. This should highlight all records.

Select ‘Data’ on the menu bar above your spreadsheet

Select first option of ‘Sort’ on the menu.

Select the appropriate heading for how you want it sorted in the ‘Sort by’ drop-down menu.
Make sure ‘Header row’ button is checked. Press OK.

Any changes that are identified need to be made in the individual student data in MySped.
Making corrections in the Excel worksheet will NOT make automatic changes to MySped.

File Download E]

arwnE

o

Do you want to open or save this file?

@ j Mame: Cycle? ECExitStudents.xls
1HL

Type: Microsoft Excelgg'orksheet, 9,94KE
Fram: arksped.k1Zz.ar.us

Open l[ Save ][ Cancel ]

Always azk before opening this twpe of file

harm wour computer, IF you donot bt the zource, do not open o

= g | whhile files from the Intermet can be useful, zome files can potentially
= save thiz file. What's the risk?
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= Microsoft Excel

iDraw~ b |Autoshapes- N\ 2 OO A Al 8 @ & - F-A-==2Z @ !
RS RERENETEY A Y) N - S RN R T N Y e R R

: arial - 10 v|1‘|§§§§|$ % 3 4 08| IE 55| e A -
! File Edit Wiew Insert Format Tools | Data | Window Help  Adobe POF
First cell - e 2] Sort |
. . =.b75!=§.=]! 20t
(A5) SSN’ is A5 - £ D Eilter »
selected. Farm...
r?trrlnA . D Cycle7_ECExitStudents Subtotals. .
ighli
ar%a E\ osrder - ; B i L I :
1 |[Early Childhood -E 1tk
to sort L
| 2 | Text to Colurmns...
3 |LEA: 0000 Faragould School District ) FISCAL YEAR: 200607
\ 1 Consolidate. ..
5 |iD [SSH FirstName |[Midd Group and Outline » e |[Race Cd ResidentL
b _Ja000] 101010101 DD"!E il PivotTable and PivatChart Report... 48 1
7 |8000] 101010101 | Donie 4|y 1
& |5000] 101070101 |Donie Impart Bxternal Data S IET I
3 |8000] 101010101 [Donie List » [ 5] 11
10 |a000] 101010101 | Daonie _— y L5W 1
11 |8000] 101010101 | Daonie = 4|w 11
12 |a000] 101010101 | Donie Refresh Data Al 1
13 |a000] 101010101 | Donie Dae [ Z2R00a] . 4w 11
14 |8000] 101010101 | Donie Dae F 5212002] 4w 11
15 |8000] 101010101 | Donie Dae Ml 11292001 s[wW 11
101010101 [ Donie Dae F 1/18/2002]  s[H 11
101010101 [ Donie Dae F 9/30/2001] 5w 11
101010101 [ Donie Dae Ml 10/9/2001]  5[wW 11
A1 I Nania Mnao kA a1 00 A g r

(*) Ascending
() Descending
THEREryDate
(*) Ascending
kaTransCode () Descending
T kaConferenceDate

w | (& ascending
() Descending
v data range has

(%) Header row () Mo header row

[thions... ] [ a4 ] [ Cancel ]

Early Childhood Exits in ‘Export to Excel’
e Sort by Exit Status (‘Exit_CD’)
o Verify the codes are appropriate for each student
o Verify all students are accounted for that exited because they were
‘Kindergarten Eligible’ (KE), ‘No Longer Required Services’ (NS), or Reached
Maximum Age (MA).
= For those students with KE, NS, or MA codes, verify they all have a
Kindergarten Conference Date (‘KGConferenceDate’) and a
Kindergarten Transition Code (‘KGTransCode’).
= Verify the Kindergarten Transition Code (‘KGTransCode’) is correct.
e Sort by Age
o Verify the birth dates are valid - ages 3-5.
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4. MySped Resource Early Childhood Reports

e Report - Exiting X Disability
o Review the totals for ‘Exit Status’ by disability, particularly ‘KE’, ‘NS,” and
‘MA.” Check grand total and compare with your own records for number of
students exiting the program.

e Report - Exiting X Race
o Verify the proportion of students for each race
o Compare grand totals with the grand totals of ‘Exit by Disability’ report

e Report - Exiting by Kindergarten Transfers
o Verify the type of Kindergarten Transfer (‘Transitioned with No Services’, or
‘Transitioned to KG with SpEd Re-Evaluation Required’) and the total number
of transfers is accurate.
o Search for missing Kindergarten Transition Codes: If there are missing
Codes:
* Go into ‘EC Exits’
= Go to ‘Export to Excel’ and save on computer
= Sort Excel sheet by ‘Exit_CD’
= Check all Exit codes of KE, NS, and MA for a blank field in
‘KGTransCode’
= Correct the missing code in the individual student data in MySped and
in the DDS application.
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Early Childhood Outcomes - Cycle 7 Application
Note: Reporting requirements for EC Outcomes is based on all students who have:
1. Exited the 3-5 yr program in the DDS application of MySped Resource, AND
2. Have an Exit Status of ‘Kindergarten Eligible’ (KE), ‘No Longer Needs Services’ (NS), OR
Reached Maximum Age (MA) AND
3. Have both Assessment Entry Date, Entry Scores, Assessment Exit Date, Exit Scores, and
Improvement between entry and exit is indicated.
1. Click on ‘Students.’
2. On drop-down menu click —Early Childhood Outcomes — Cycle 7

Finance Personnel Students

Special Education Unit , to MySped Resd & arly Childhoo

Arkanzas Departrj

Special Ed

1401 West Capitol Ave., Victory Bldg. 19
(501} 682-4221 gzpeds

Entry - Early Childhood Outcomes ¢ Childhood Dutcomes
Report - EC Qutcomes Summary

Support Finance Personnel Students Exit

SCREEN: Early Childhood Outcomes FISCAL YEAR: 2006/07]
[EA- 9999 ADE - Special Education Unit
NMESSAGE:

Add New Student. ..

Last Name First Name Middle Name SSN  Birth Date Entry Date Entrv Age Gender Race ELL

B X Martin Jatina A 123456789 07/26/2003 01/02/2007 0 F W N
B X Arstein Jana f 125255654 01/01/2004 09/20/2007 0O F Al N
Page 1

Early Childhood Outcomes Screen

Additional Tools for Data Review - Early Childhood Outcomes
1. MySped Resource Column Sort

The list of students is initially sorted by SSN. You may want to sort by Last Name to search for
a particular student.
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2. Save, Sort, and Review Using ‘Export to Excel’
Click on the ‘Export to Excel’ button at the bottom of the screen. This lists all the students
and all the fields you entered in the DDS application of MySped Resources regarding
withdrawal and assessments. It is highly recommended you save the Excel sheet to your
computer as a backup for Cycle 7.

Once you have saved the Excel file to your computer, open the file. Refer to pictures on following
page for further assistance.

1. Left click mouse button in the cell on Column A, Row 5 (A5). This should be ID header.

2. Press ‘Ctrl A’ on keyboard. This should highlight all records.

3. Select ‘Data’ on the menu bar above your spreadsheet

4. Select first option of ‘Sort’ on the menu.

5. Select the appropriate heading for how you want it sorted in the ‘Sort by’ drop-down
menu. Make sure ‘Header row’ button is checked. Press OK.

6. Any changes that are identified need to be made in the individual student/employee
data in MySped. Making corrections in the Excel worksheet will NOT make automatic
changes to MySped. File Download X

Do you want to open or save this file?
i Mame: Cycle? ECOutcomes. xls
I:Q Type: Microsoft Excelgvorksheet, 4.31KB
From: arksped.k12.ar.u:
Open Save ] [ Cancel ]
Always ask before opening this type of file
I@' ‘wihile files from the Internet can be uzeful, some files can potentially
i\ h I pour d h - d
L S:Lrg m:[fifgo,n\.ﬁﬁtai[s th}:::fsko? nok trust the source, do not open or
Microsoft Excel
iDraw >~ Lt |AutoShapes~ N\ N 1O A 4l 8] | H-2-A-==2 @ J
PN EER SR TE KRB S - e 8 x5 R[] 100% MICH _ [ s R R |
{ arial e u|s==5$ % > R EE -0 A0
First cell - (A5) i File Edit view Insert Format TOWM | Data | Window Help Adobe FDF
ID’ is selected.  [i%5 50 Bigig 2} sort..
‘Ctrl A’ A5 - A D Eilter ,
H H Fi
_hlghllghts area =i Cycle7_ECOutcomes Si:;r;tala‘.‘
in order to sort al s | ¢ W [ J LK [L[ MM
\~| |1 |Early Childhood OU | 1.
2
3 [LEAIOOD School District Zg’(tt?i':mns“' L
| i 4 ohsolidate...
Sort @E| TITD FY A ; SSH Graup and Outline » [Date Entry [Race |Gen |Grade [ELL |Res
Sort by & |1101]|2006M07 10001010, . B/7/2006 N E N
_ _ 7 |1101]200607 1000[1n1g] i) BrvotTable and PivotChart Report... 150008 4w F [P W
S @ﬂscend'”_g 8 |1101|2006M7 1000[1010]  Irmport External Data » |FE/2005 4w [F [P M
_ © Descending 9 [1101]2006m7 100001010 | |t y 2772008 4w |M_[P N
ThFirsthame 10 | 1101 |2006/07 1000[ 1010 - /30,2006 [ E M
piddietiane ) el 11 1101 |2006/07 oo | & 8 T N A ([ [
Eirth Date O Descending 12 | 11012006107 1000[1010] ¢ | Refesh Data F15/2006 N E N
i EntrvDate A - 13 | 1101 [2006/107 1000 (101 0T T ooE ST HI0 200 =/14/2007 4[4 F P I
' 14 | 1101 [2006/07 1000] 101010101 [JOE___|SMITH 212/2003]__10A3/2008 T E N
v| @ ascending 15 | 1101 |2006/07 1000/ 101010701 [JOE | SMITH TI292001]  9/26/2006 AW M [P N

() Descending
My data range has

(%) Header row () Mo header row
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Early Childhood Outcomes in ‘Export to Excel’

Using the Excel program will be the primary avenue to review data thoroughly. Significant review
for each child includes:

e Assessment Entry Date

e Assessment Exit Date

e Assessment scores are complete

e Improvement fields are complete with Yes or No.

Compare your Early Childhood Exit Report with the Early Childhood Outcomes Report to verify
consistency with those students who should be withdrawn and have outcomes reported for

Kindergarten Eligible (KE) students, students who No Longer Require Services (NS), and students

who have Reached Maximum Age (MA).
3. MySped Resource Early Childhood Reports - EC Outcomes

e Report - EC Outcomes Summary
o Review the count of students for each area of functioning (Social/Emotional Skills,
Acquisition and Use of Knowledge, and Appropriate Behaviors to Meet Needs) for
each measure indicate.

o Verify that all students in outcomes are also accounted for in Early Childhood Exits.

Note: The EC Outcomes looks at both EC Exits and EC Outcomes for calculations.

The report only shows you students who had more than six-months of services.

Therefore, you may have more students listed than on the report. If you add students to your
outcomes listing and they are not in your exiting data, the student will not show up on the EC
Outcomes Summary report (The report is a preview of your APR Indicator 7).
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