
For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.
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DDS Cycle 4 MySped Review
For the 2011/2012 School Year

11.22.11
10 AM/2 PM
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Welcome!Welcome!



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

WebEx Session OverviewWebEx Session Overview

Cycle 4  Review includes:
Personnel

Child Count
for December 1 Reporting.

Cycle 4  Review includes:
Personnel

Child Count
for December 1 Reporting.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Submission includes:
Employee/Program Approval &
Child Count for December 1 Reporting.

Cycle 7 Submission includes:
Referral Tracking
Exits
Outcomes

Cycle 7 MySped Review includes:
Reviewing Referrals, Exits, Outcomes, & 
Kindergarten Conferences on data submitted for the
10/11 school year.

WebEx Session OverviewWebEx Session Overview
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For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Visit: http://arksped.k12.ar.us

Or call 501‐683‐7219.

Visit: http://arksped.k12.ar.us

Or call 501‐683‐7219.

Need more Detailed Information?Need more Detailed Information?

All User Guides & Data 
Dictionaries are available 
on the Special Ed Data & 

Research Website.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Visit: http://arksped.k12.ar.usVisit: http://arksped.k12.ar.us
Need more Detailed Information?Need more Detailed Information?



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Supportive documents 
can be found at the 
bottom of the webpage.  
Arrows indicate 
documents related to 
DDS reporting & 
reviewing your data.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Tips for Navigating MySped Resource ReviewTips for Navigating MySped Resource Review

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

Data Entry format is mm/dd/yyyy. 

Press SAVE before Exiting Each Student Record. 

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 again 
before exiting the screen. 

Press Exit to go back



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Reasons for Making Changes In DataReasons for Making Changes In Data

To update since submission cycle

To correct typos

To correct inaccurate coding & empty 
fields that are required for Federal 
Reporting

To correct program glitches & data 
that didn’t transfer correctly



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:Cycle 4 Review:

Ways to views the data in MySped Review:

Individual Student



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:Cycle 4 Review:

Ways to views the data in MySped Resource:

Drop-down Menu

Then use the “Get Data” 
button to sort the data.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:Cycle 4 Review:

Ways to views the data in MySped Review:

Reports



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Using the Export to Excel Function

Cycle 4 Review:
Using the Export to Excel Function
Other reports can be downloaded for review in Excel but cannot 

be modified there.
***** Changes and correction need to be made in BOTH 

MySped Resource AND the DDS Program.  

SAVE A COPY FOR YOUR RECORDS REGARDLESS!



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Using the Export to Excel Function

Cycle 4 Review:
Using the Export to Excel Function
It is highly recommended you save and keep excel 

files to your computer or on a disc as a backup for 
Dec. 1 Child Count for each year.

Note: You will need to rename the file as it simply 
downloads as an “ExcelReport.”



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Sorting the Information in Excel*

Cycle 4 Review:
Sorting the Information in Excel*

1. Removing the Header (rows 1 – 4) will make it 
easier to sort your data.

2. Left click Column A cell 1.
3. *******“Control A” – selects all the data.*******
4. Select Data on the menu ribbon ABOVE 

Spreadsheet.
5. Choose sort option, and come down to choose 

the filter option

*(Some steps may be different, depending on your version of 
Excel.  If you need help, call the number at the top of this page.)



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Sorting the Information in Excel*

Cycle 4 Review:
Sorting the Information in Excel*

6. Choose the header you want to sort the data by 
– using the “arrow” & drop down menu.

7. Click on “Select All”, and all boxes will uncheck. 
8. Choose the items you want to search for.  Press 

OK.
9. Identify the needed changes by looking for 

blanks, inaccurate coding, dates, inaccurate 
chronological sequence, etc.

10. BE SURE to make the corrections in MySped
Resource Review and in the DDS Program!!!

*(Some steps may be different, depending on your version of 
Excel.  If you need help, call the number at the top of this page.)



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

1.1. 2.2.

3.3.

Cycle 7 Review:
Steps for Sorting the Information

In Microsoft Office 2003

Cycle 7 Review:
Steps for Sorting the Information

In Microsoft Office 2003

Steps to sort in excel.Steps to sort in excel.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 7 Review:
Steps for Sorting the Information
In Microsoft Office 2007 & 2010

Cycle 7 Review:
Steps for Sorting the Information
In Microsoft Office 2007 & 2010

1. Delete  
Header

By 
highlighting 
header, right 
click, & delete

2. “Control – A”.
3. Then choose 
filter option from 
the Sort menu.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Steps for Sorting the Information
In Microsoft Office 2007 & 2010

Cycle 4 Review:
Steps for Sorting the Information
In Microsoft Office 2007 & 2010

4. Use the drop 
down menus to 
search through 
subgroups of 
information, 
checking for 
errors.

5.  Corrections 
need to be 
made in 
APSCN & 
MySped
Resource



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Sorting the Information

Cycle 4 Review:
Sorting the Information

1. ID number
2. SSN
3. Last Name
4. Gender
5. Age
6. Race
7. Resident LEA
8. Program Type
9. ELL
10.Exit Code
11.Exit Date
12.Kindergarten Tranfer

Code
13.Kindergarten Transfer 

Date.

14.Reason Eval Exceeds 
Timelines

15.Reason EDD Exceeds 
Timelines

16.Reason EDD Transition 
Exceeds 3rd Birthday

17.Referral Process Complete
18.Reason Referral is 

Complete
19.Special Education 

Placement (y/n)
20.Coor. Early Intervening 

Placement (y/n)

20 Ways to Sort Data in Excel



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:Cycle 4 Review:

Ways to views the data in MySped Review:

ERROR REPORTS!!!!!!!!!!



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:Cycle 4 Review:

Ways to views the data in MySped Review:

ERROR REPORTS!!!!!!!!!!
Located at the bottom of the Student Tab
Are dynamic, and disappear as corrections are 
made
Except for Referral Tracking, corrects must be 
made in Personnel and in the DDS Program.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Employee/Program Approval 

Federally Reported Fields

Cycle 4 Review:
Employee/Program Approval 

Federally Reported Fields
1. Name
2. Teacher Licensure ID (http://adedata.arkansas.gov/)
3. SSN
4. Title Code of Service Provider 

(1 of 59 codes.  An employee is reported for each 
Title Code the serve. An employee may possibly be 
entered 2 or more times, but the FTE must not be 
greater than 1.0, per employee.)

5. Licensure or Endorsement number.
6. Certification Status
7. Building Code
8. Paraprofessional (If Applicable)
9. Provider FTE
10.Teacher Folder/Speech Path Caseload Count
11.Primary Disability
12.Per Period Range (Mininum/Maximum Students)



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Employee Program Approval

Cycle 4 Review:
Employee Program Approval

Report all personnel hired specifically to work with 
Children with disabilities, employed on Dec. 1, 2011.

Enter  December 1 - 15 and review January 4 – 18 in 
MySped Resource.

Be sure to include Teacher Caseload counts & Title 
Codes.  FTE in total for each employee cannot be 
greater than 1.00

For Caseload counts, report Sp. Ed. Teacher Folder 
Responsibilities, Speech Path. Actual caseload.

An employee is entered separately for each of the 59 
Title Service Provider code capacities they fill.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Employee Program Approval

Cycle 4 Review:
Employee Program Approval

1. Go to http://arksped.k12.ar.us.
2. Click on the MySped Resource link by flashing red 

arrow.

1. Go to http://arksped.k12.ar.us.
2. Click on the MySped Resource link by flashing red 

arrow.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

3.  Sign in: type in with your User Idea (9***) and 
password.

4.  Click on Personnel and drag down to Program 
Approval.

3.  Sign in: type in with your User Idea (9***) and 
password.

4.  Click on Personnel and drag down to Program 
Approval.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Employee Program Approval

Refer to User Guides & Data Dictionaries to fill in the blanks & 
choose from the drop down menus.  

5. To update an employee, click on the “notebook”.
6. To remove an employee, click on the red X.
7. To add an employee, click on add employee link



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Employee Program Approval

Refer to User Guides & Data Dictionaries for Title Codes & Definitions.  

59 Title Codes



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Employee Program Approval

8. 

An employee is added for each Title Code they serve 
under, so they may be entered multiple times.  
Remember that their FTE must equal 1.0

Drop Down Boxes, indicated by arrows, are 
displayed on the next page.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Submission:
Employee Program Approval

9.  Drop down menu options. 



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Child Count

Cycle 4 Review:
Child Count

Report all children served on December 1, 2011.

Withdraw all children dismissed before
December 1, 2011.

Enter  December 1 - 15 and review January 4 – 18
in MySped Resource.

Verify Social Security Numbers and Birthdates of 
current students.

(see Early Childhood Data Dictionary)(see Early Childhood Data Dictionary)



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Child Count Required Fields

Cycle 4 Review:
Child Count Required Fields

• SSN
• Name
• Date of Birth
• Age
• Race
• Gender
• Resident LEA
• ELL?
• Primary Disability
• Educational Environment
• Temporary Student?
• Program Type
• Entry Date

• SSN
• Name
• Date of Birth
• Age
• Race
• Gender
• Resident LEA
• ELL?
• Primary Disability
• Educational Environment
• Temporary Student?
• Program Type
• Entry Date

(see Early Childhood Data Dictionary)(see Early Childhood Data Dictionary)



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Child Count:Cycle 4 Child Count:

Return Home, then move to the DDS Program to 
enter new children.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Child Count Review:Cycle 4 Child Count Review:

Add new students, by clicking on the add new student link.  
Update a student by clicking on the “notebook” link.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Child Count

Cycle 4 Review:
Child Count

There are two parts of entering a new student – the 
demographic information and…



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Review:
Child Count: DDS Program

Cycle 4 Review:
Child Count: DDS Program

The Enrollment Tab.  BOTH must be completed for a 
student to be enrolled.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Cycle 4 Child Count Review:
Current Students

Cycle 4 Child Count Review:
Current Students

Be sure to check both demographics & enrollment for 
CURRENT students as well in order for them to be 

included in the December 1 Count.



For technical difficulty, 
call 1-501-683-7219.
For technical difficulty, 
call 1-501-683-7219.

For Audio, dial
1-712-432-0600.

Access code: 931504#
Press *6 to mute your phone.

Thank You For Coming!Thank You For Coming!
For questions, contact:

Dr. Tammy Garrison, Training Coordinator 
tsgarrison@ualr.edu

Or Dr. Jody Fields, Director, IDEA Data & Research
jafields@ualr.edu, 

Or call the IDEA Data & Research Office 
at 1-501-683-7219.


