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Data Collector

Adding Users to the DC after submissions have been closed

e Navigate to the SIFWorks VRF Report Collector web page.
e Navigate to the Manage Submissions End Date page.
e Navigate to the Add Submission End Date Extension.
e The following instructions also appear on the page.
O Enter the LEA State ID
O Enter the End Date in mm/dd/yyyy format
0 Click on Add Submission End Date link to extend the submission end date for the LEA entered and the
2017UTREx manifest.
0 Click Cancel to leave this page and return to the Manage Submissions End Dates page.
0 Select the “Stay on this page” checkbox when you want to add more than one submission end date
extension.
0 Unselect the checkbox or click Cancel after your last add.

The following images are screen shots of the SIFWorks VRF Report Collector “Add Submission End Date Extension” web
page and the page which shows adding additional LEAs.
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Managing Scheduled Collections

e Navigate to the main screen of the SIFWorks VRF Data Collector.
e C(Click on the Collection Requests tab.
e The Collections Request Summary will display.
e At the bottom of the summary under actions is the link “Add New Scheduled Collection”
e Select this option; the Add Scheduled Collection page will open.
e Set the Start Date and Start Time.
e Open the drop down menu for Scheduled Action.
e Choose Collect, Validate and Submit.
e On the right hand side of the screen under Recurring Collection, select Daily.
e Click Schedule Collection.
e Return to the main screen to manage scheduled collections.
e On the right hand side of the screen, click the Manage Scheduled Collections link.
e The Manage Scheduled Collections page will open.
e Select the collection to manage. The management options are:
O Delete Selected
O Pause Selected
O Resume Selected

The following images are screen shots of the web pages showing these steps.

Collection Requests ollectio a b D Progre

Order Collections By

Collection Requests Summary
Refresh ® Expiration Date
A-Z

Training Collections

Utah State Office of Education Use training collections for end-to-end testing

of VRF, prior to a production data collection
and submission.

= UTREx
i Collects UTREx Data # Don't show training collections

Submissions: July 23, 2014 - July 31, 2015 Manage Scheduled Collections
Expiration Date: July 31, 2015 (in 99 days) Click the option below to manage the list of
Collection Request: 2015UTREX Version 3.45 scheduled collections for the submitter.
Status: 'T.e clo‘lll.ectlnn was submitted yesterday at 08:39:16 PM by Manage scheduled collections

Validation Status: Validation Exceptions
Submission Status: Processing Completed (yesterday at 08:39:59 PM)
Submission Number: 94 (attempt 1)
Actions: View Submission Results
Examing
Start Collection

Add New Scheduled Collection

Refresh

SIFWorks VRF Data Collector 1.9. Copyright ® 2005-2014 Pearson Education, Inc. or its affiliate(s).
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SIFWorks VRF pata collector

(TGO L ISl Collection Status =~ Submissions | Progress

Collection uests Summary > Schedule Collection

Recurring Collection

Add Scheduled Collection

Choose the appropriate interval for repeating

UTREx this collection.
To schedule an unattended data collection choose from the options below and select Repeat:
the appropriate zones and data sources for the collection. ® One Time Only
' Daily
© Weekly
Collection Request: UTREx ') Monthly
Submitter: © B EE
1#| Include Weekdays
@ Include Weekends

Start Date: |01/05/2015 (mm/dd/yyyy) Start Time: 08:30 PM (hh:mm AM)

Scheduled Action: | Collect, Validate and Submit v

73] Skip scheduled collection when a prior collection is in progress but not yet submitted

SIF Zone Zone Status

O - € Connected

Schedule Collection | Cancel

SIFWorks VRF Data Collector 1.9, Copyright & 2005-2014 Pearson Education, Inc. or its affiliate(s).

SIFWorks VRF pata colector

Collection Requests [EeIENl B E TR T T TELTVT R o T 1

Collection uests Summary > Schedule Collection

Recurring Collection

Add Scheduled Collection

Choose the appropriate interval for repeating

UTREx this collection.
To schedule an unattended data collection choose from the options below and select Repeat:
the appropriate zones and data sources for the collection. '® One Time Only
' Daily
© Weekly
Collection Request: UTREx '~ Menthly
Submitter: =~ ') Every Days
¥ Include Weekdays
@ Include Weekends

Start Date: 01/05/2015 (mm/dd/yyyy) Start Time: 08:30 PM (hh:mm AM)

Scheduled Action: | Collect, Validate and Submit v

¥ skip schedule Collect Only ress but not yet submitted
Collect and Validate
Collect, Validate and Submit

Collect, Validate and Submit if no errors

Schedule Collection | Cancel

SIFworks VRF Data Collector 1.9. Copyright & 2005-2014 Pearson Education, Inc. or its affiliate(s).
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SIFWorks VRF pata colector

L1 ETad L LIS S Collection Status | Submissions | Progress

Collection uests Summary > Schedule Collection

Add Scheduled Collection
UTREx

To schedule an unattended data collection choose from the options below and select
the appropriate zones and data sources for the collection.

Collection Request [ Submitter

Collection Request: UTREx

Submitter:

Start Date: 01/05/2015 (mmy/dd/yyyy) Start Time: |08:30 PM (hh:mm AM)

Scheduled Action: | Collect, Validate and Submit v ‘

(] Skip scheduled collection when a prior collection is in progress but not yet submitted

SIF Zone Zone Status

¥ @ Connected

Cancel

SIFWorks WRF Data Collector 1.9. Copyright & 2005-2014 Pearson Education, Inc. or its affiliate(s).

Recurring Collection

Choose the appropriate interval for repeating
this collection.

Repeat:
') One Time Only
') Daily

" Weekly

'~ Monthly

' Every
¥ Include Weekdays
¥ Include Weekends

Days

SIFWorks VRF pata collector
Collection Status | Submissions = Progress

Collection Requests Summary

Collection Requests Summary
Refresh

Utah State Office of Education

= UTREx
Collects UTREx Data

Submissions: July 23, 2014 - July 31, 2015
Expiration Date: July 31, 2015 (in 99 days)
Collection Request: 2015UTREX Version 3.45
Status: The collection was submitted yesterday at 08:39:16 PM by
B,
Validation Status: \zlidstion Exceptions
Submission Status: Processing Completed (yesterday at 08:39:59 PM)
Submission Number: 94 (attempt 1)

Actions: View Submission Results
Examine
Start Collection
Add New Scheduled Collection

Refresh

SIFworks VRF Data Collector 1.9, Copyright & 2005-2014 Pearson Education, Inc. or its affiliate(s).

Order Collections By

'® Expiration Date
UAaZ
Training Collections

Use training collections for end-to-end testing
of VRF, prior to a production data collection
and submission.

¥ Don't show training collections

Manage Scheduled Collections

Click the option below to manage the list of
scheduled collections for the submitter.
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SIFWorks VRF pata coliector

[of Yo LY, WIS L Collection Status = Submissions | Progress | Archives

Collection uests Summary > Manage Scheduled Collections

Manage Scheduled Collections

The following is a list of all scheduled collections for the current submitter organized by collection request. Use the delete
link to remove a selected item, or click on an item to edit the scheduled collection.

Start Date & Time Recurrence

Scheduled Progress Last Started Status

¥ UTREx

) 10/13/2016 03:13 pPM  One Time w/Weekdays|ends Collect, Validate & Submit Qverwrite 10/13/2016 Normal

Delete Selected | Pause Selected | Resume Selected

SIFWorks VRF Data Collector 2.1. Copyright @ 2005-2016 Pearson Education, Inc. or its affiliate(s).
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Manual Collection Instructions

e Login to the Data Collector.

e Navigate to the Collections Request tab.

e (Click Start Collection found under Actions in the middle of the screen.

e The UTREx Start Collection page will open

e To start data collection, choose the data sources and click the Start Data Collection for all items checked below

link.

e Once the collection is complete, return to the Collections Report tab and click View Submission Results.

e The Collection Status page will open.

e Criteria filters can be selected to narrow the scope of collections listed.

e After viewing the submission results, return to the Collections Request tab and click Validate.

e The message “in progress” will appear next to the Validate option.

e A Validation Screen will open once the validation is complete.

e Return to the Collection Requests Summary and click Certify and Submit.

e The UTREx Certify and Submit web page will open.

e Check the “I certify this collection” box.

e An optional comment box is provided for your use only. Comments written here will not be seen by the USBE.

e Click the Certify and Submit link.

e The Collection Requests Summary will list the status as submitted showing the time submitted and submission

status will show Processing Completed.

The following images are screen shots of the web pages showing the steps above.

Collection Requests olle

Refresh

= UTREx
) Collects UTREx Data

Submissions:
Expiration Date:
Collection Request:
Status:

Validation Status:
Submission Status:
Submission Number:
Actions:

Refresh

Collection Requests Summary

Utah State Office of Education

July 23, 2014 - July 31, 2015

July 31, 2015 (in 99 days)

2015UTREX Version 3.45

The collection was submitted yesterday at 08:39:16 PM by
(NS

Walidation Exceptions

Processing Completed (yesterday at 08:39:59 PM)

94 (attempt 1)

View Submission Results

Examine

Start Collection

Add New Scheduled Collection

SIFWorks VRF Data Collector 1.9, Copyright & 2005-2014 Pearson Education, Inc. or its affiliate(s).

Order Collections By

*) Expiration Date
A-Z

Training Collections

Use training collections for end-to-end testing
of VRF, prior to a production data collection
and submission.

#| Don't show training collections

Manage Scheduled Collections

Click the option below to manage the list of
scheduled collections for the submitter.

Manage scheduled collections
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SIFWorks VRF pata collector

LY GO NG IS S Collection Status |~ Submissions | Progress

Collection uests Summary > Start Collection

UTREx
Start Collection — Submission Mumber 52 (attempt 0)

To start data collection, choose the data sources from which to collect data. Then
click the link Start Data Collection for all items checked below.

Zone Status Collection Status

onnecte arte:
G ted Mot Started

SIFWorks VRF Data Collector 1.9. Copyright & 2005-2014 Pearson Education, Inc. or its affiliate(s).

Zone Controls

Click the link in the Zone Status column to
connect and disconnect a zone. Click the link
in the Availability column to view the non-5SIF
data source availability.

Manage Other Data Sources

Click the link below to manage the other data
sources (e.g. upload or remove files from a
Flat Files data source).

Manage Other Data Sources

SIFWorks VRF pata colector

oL EYa GO NG IS Collection Status |~ Submissions | Progress

Collection Requests Summary

Collection Requests Summary
Refresh

Utah State Office of Education

= UTREx
Collects UTREx Data

Submissions: July 23, 2014 - July 31, 2015
Expiration Date: July 31, 2015 (in 98 days)
Collection Request: 2015UTREX Version 3.45
Status: Data Collection is in progress.
Submission Number: 52 (attempt 0)
Yo [\ EHView Submission Results
Start/Stop Collection
Cancel
Add Mew Scheduled Collection

Order Collections By

') Expiration Date
® A7
Training Collections

Use training collections for end-to-end testing
of WRF, prior to a production data collection
and submission.

¥ Don't show training collections

Manage Scheduled Collections

Refresh

SIFWorks VRF Data Collector 1.9. Copyright € 2005-2014 Pearson Education, Inc. or its affiliate(s).

Click the option below to manage the list of
scheduled collections for the submitter.

Manane scheduled collections
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SIFWorks VRF pata collector

Collection Requests Collection Status Submissions Progress

Collection Status

Collection Status

Data collection activity by collection request (manifest). Choose filter criteria to narrow the scope of the collections listed.

Collection Request: Progress: Refr

sh

Collection Jf SIF Zone [ Request Objects St Elapsed Status
w UTREx 52.0 36168 25 04/24 01:33 PM 00:03:53  Complete
Rl -~ JFT— Shan S 36168 25 04/24 01:33 PM 00:03:53 16 of 16 Complete

& cCalendarSummary 9 1 04/24 01:33 PM 00:02:15  Complete
& Disciplinelncident o 1 04/24 01:33 PM 00:02:15 Complete
& LEAInfo 1 1 04/24 01:33 PM 00:01:00 Complete
& SchoolCourselnfo 105 1 04/24 01:33 PM 00:01:01 Complete
& Schoollnfo 1 1 04724 01:33 PM 00:01:00 Complete
& SectionInfo 848 1 04/24 01:33 PM 00:02:03 Complete
& staffPersonal 151 1 04/24 01:33 PM 00:02:16 Complete
@ studentfcademicRecord [v] 1 04724 01:33 PM 00:03:03 Complete
@ StudentittendanceSummar 1050 1 04/24 01:33 PM 00:03:02 Complete
& sStudentDemoaraphicRecord o 1 04/24 01:33 PM 00:02:23 Complete
& studentGrade 19698 B 04724 01:33 PM 00:03:52  Complete
@ sStudentParticipation 122 1 04/24 01:33 PM 00:02:15  Complete
& sStudentPersonal 1217 2 04/24 01:33 PM 00:02:23  Complete
@ studentSchoolEnrollment 1184 1 04724 01:33 PM 00:02:13  Complete
@ sStudentSectionEnrollment 11737 4 04/24 01:33 PM 00:02:57  Complete
& Terminfo 45 1 04/24 01:33 PM  00:01:00 Complete

Refresh

SIFworks VRF Data Collector 1.9. Copyright © 2005-2014 Pearson Education, Inc. or its affiliate(s).
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SIFWorks VRF pata collector

(TGO ELTE Sl Collection Status = Submissions | Progress

Collection Requests Summary

Collection Requests Summary
Refresh

Utah State Office of Education

UTREx
Collects UTREx Data

Submissions: July 23, 2014 - July 31, 2015
Expiration Date: July 31, 2015 (in 98 days)
Collection Request: 2015UTREX Version 3.45

Submission Number: 52 (atternpt 0)
Actions:

iew Submission Results
Start/Stop Collection

Cancel
Add New Scheduled Collection

Status: Data Collection completed successfully today at 01:37:48 PM.

Refresh

SIFWaorks VRF Data Collector 1.9. Copyright € 2005-2014 Pearson Education, Inc. or its affiliate(s).

Order Collections By

') Expiration Date
® a7
Training Collections

Use training collections for end-to-end testing
of VRF, prior to a production data collection
and submission.

¥ Don't show training collections

Manage Scheduled Collections

Click the option below to manage the list of
scheduled collections for the submitter.

Manage scheduled collections

SIFWorks VRF pata collector

[ EYS LI ELTEE Sl Collection Status |~ Submissions | Progress

Collection Requests Summary

Collection Requests Summary
Refresh

Utah State Office of Education

T UTREx
Collects UTREx Data

Submissions: July 23, 2014 - July 31, 2015
Expiration Date: July 31, 2015 (in 98 days)
Collection Request: 2015UTREX Version 3.45
Status: Data Collection is validating.
Submission Number: 52 (attempt 1)

Actions: View Submission Results
\Validate (in progress
Add New Scheduled Collection

|

Refresh

SIFWaorks VRF Data Collector 1.9. Copyright € 2005-2014 Pearson Education, Inc. or its affiliate(s).

Order Collections By

') Expiration Date
® a7
Training Collections

Use training collections for end-to-end testing
of VRF, prior to a production data collection
and submission.

¥ Don't show training collections

Manage Scheduled Collections

Click the option below to manage the list of
scheduled collections for the submitter.

Manage scheduled collections
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SIFWorks VRF pata coliector

(oLIEYa LG I Sl Collection Status | Submissions | Progress

Collection uests Summary > Validate

Validation Status

Complete

SIFWaorks VRF Data Collector 1.9, Copyright & 2005-2014 Pearson Education, Inc. or its affiliate(s).

SIFWorks VRF pata collector

Collection Re il Collection Status | Submissions | Progress

Collection Requests Summary

Order Collections By

Collection Requests Summary
Refresh ! Expiration Date
®az
Training Collections
Utah State Office of Education Use training collections for end-to-end testing

of VRF, prior to a production data collection
and submission.

UTREx
Collects UTREx Data ¥ Don't show training collections
Submissions: July 23, 2014 - July 31, 2015 Manage Scheduled Collections
Expiration Date: July 31, 2015 (in 98 days) Click the option below to manage the list of
Collection Request: 2015UTREX Version 3.45 scheduled collections for the submitter.
Status: Data Collection has finished validations today at 01:40:53 PM M heduled collecti
; - : : a
and is available for you to examine and certify. anaje scheduled collechons

Submission Number: 52 (attempt 1)

Actions: View Submission Results
Start/Stop Collection
Validate
Examine
e & Submit|

Cancel
Add New Scheduled Collection

Refresh

SIFWorks WRF Data Collector 1.9. Copyright & 2005-2014 Pearson Education, Inc. or its affiliate(s).

ADA Compliant: 06/21/2018



SIFWorks VRF pata collector

[N TGO LI Sl Collection Status | Submissions | Progress

Collection uests Summary > Certify & Submit

UTREx
Submission Mumber 52 (attempt 1) - Certification

Select the check box and click the link, to submit.

Submission Details
Collection Requests: UTREx
Date & Time: April 24, 2015 01:42:44 PM

Statement of Certification

By certifying this collection, you are stating that you have examined the data and approve its
contents. The collection will be submitted to the requesting agency and will include your name and
contact information.

[#) I certify this collection

Certified By: VRF Administrator

Comments (FOR YOUR USE O ", maximum 255 characters)

The comments written here are not seen by USOE.
They are optional and for your use only.

Certify & SubmitiieTiIe-|

SIFWaorks VRF Data Collector 1.9. Copyright & 2005-2014 Pearson Education, Inc. or its affiliate(s).

SIFWorks VRF pata coliector

[oLIIETa GO EGIES Sl Collection Status = Submissions | Progress

Collection Requests Summary

Collection Requests Summary
Refresh

Utah State Office of Education

UTREx
Collects UTREx Data

Submissions: July 23, 2014 - July 31, 2015
Expiration Date: July 31, 2015 (in 98 days)
Collection Request: 2015UTREX Version 3.45
Status: The collection was submitted today at 01:45:57 PM by VRF
Administrator.
Submission Status: Processing Completed (today at 01:46:28 PM)
Submission Number: 52 (attempt 1)
Actions: View Submission Results
Examine
Start Collection
Add New Scheduled Collection

Refresh

SIFWorks VRF Data Collector 1.9, Copyright & 2005-2014 Pearson Education, Inc. or its affiliate(s).

Order Collections By

') Expiration Date
® a7
Training Collections

Use training collections for end-to-end testing
of WVRF, prior to a production data collection
and submission.

¥/ Don't show training collections

Manage Scheduled Collections

Click the option below to manage the list of
scheduled collections for the submitter.

Manage scheduled collections
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You are Responsible for the Data you Submit

e Utilize the Examine feature in the Data Collector to review submissions

e Navigate to the Collection Requests Summary tab.

e Choose Examine under Actions in the middle of the page.

e The submissions page will open.

e Click on Generate Files.

e Ascreen showing all the files in the latest submission will open.

e Review the files for valid and invalid files.

e Click on the file to review. The file will open in an Excel spreadsheet. Sort the data and make any corrections.
e If you have questions about invalid files, please contact the UTREx Support Team for further assistance.

The following images are screen shots of the web pages showing the steps above.

Collection Requests 0 0 b 0 Prog

Collection Requests Summary

Refresh
Utah State Office of Education

= UTREx ClearingHouse
Collects UTREx Clearinghouse data.

Submissions: July 23, 2012 - July 31, 2013
Expiration Date: July 31, 2013 (in 86 days)
Collection Request: 2013DAILY Version 1.8

Status: The collection was submitted May 03, 2013 at 03:13:57 PM
by Spencer.

Validation Status: Validation Exceptions
Submission Status: Processing Completed (May 03, 2013 at 03:14:20 PM)
Submission Number: 26 (attempt 1)

Actions: View Submission Results
Examine
Start Collection
Add New Scheduled Collection
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SIFWorks VRF pata colector

Collection Requests Collection Status

Collectiocn Requests Summa = Examine

UTREx ClearingHouse
Submission Number 26 {attempt 1)

Use the Generate Files link to examine the data previously submitted.

Last Validated: May 03, 2013 (3 day= ago) at 03:11:09 FM

File Types

M petail

Dutput Options

Zip File: [T pownload file as a compressed .zip (for faster downloads)
File Format: * cgy
C HTML

Generate Files

SIFWorks VRF pata collector

Collection Reguests Collection Status Submissior Progress

Collection Reguests Summa = Examine

UTREx ClearingHouse
Submission Number 23 (attempt 1)

Use the Generate Files link to examine the data previously submitted.

Last Validated: Today at 09:49:36 AM

File Types

M Detail

Dutput Options

zip File: [T pownload file as a compressed .zip (for faster downloads)

File Format: & gy

 HTML
Generate Files
File valid Inwalid Total
B Course Master Record.csw 207 ) 207
5 course Membership Record.csw 3041 o 3041
| pistrict Record.cev 1 ) 1
|9 Exit status Record.csw o] o} o
|9 Incident Association Record.csw o] o} o
|9 incident Record.csw o] o u}
[ school Record.csw 1 0 1
5 scram Record.csw 759 0 79
5 student List Record.csv 559 0 659
[ student Record.csw 662 0 662
[ vic Record.csw 0 0 0
Total counts: 4650 4] 4650
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