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PART I: GENERAL INFORMATION

What Is The Nonpublic Annual Data Submission?

Each nonpublic school seeking state approval must submit a Nonpublic Annual Data Submission to the
Louisiana Department of Education (LDOE) by the deadline set by the LDOE. The report shall be
authorized by the administrative head of the school. A copy of the report and supporting mandatory
documentation must be maintained on file at the school.

The Nonpublic Annual School Report is submitted electronically using the Louisiana Educational
Accountability Data System LEADS application portal and the Nonpublic Schools Annual Data
Collection application system. Authorized users of LDOE application systems require a valid User ID and
password.

Requesting Updates to General School Information

Prior to electronically submitting the Nonpublic Annual Data Submission, it is important to verify the
accuracy of the information on record at the LDOE for your nonpublic school. This includes such
information as Principal Name, E-mail Address, Physical Address, Mailing Address, Telephone Number, Fax
Number, and Grade Structure.

If the information is incorrect, a change form should be completed indicating the required
corrections and submitted to the LDOE.

Sponsor Site Information Form

Fill in the contact information, select the function you need to perform, then click Next. You will be
brought to the form corresponding to your request. Required fields are denoted by an *.

For Assistance consult the 2018-2019 5PS User Guide Appendix A and B or contact:

Kaylie Loupe
kaylie.loupe@la.gov
SIS, 5PS, SPC System Manager

Office of Academic Policy and Analytics

Contact Person Name *
First Name Last Name

Contact Person Email *
example@example.com

Confirm email address

example@example.com

Contact Person Phone Number *

3
)

What do you want to do? *

Add a new school/program

Change an existing school <— Select this to update school information
Close a school

Verify Alternative Education Schools and Programs


http://www.louisianaschools.net/lde/uploads/17106.doc
https://form.jotform.com/LDOE/sponsor-site-information-form

Nonpublic Schools Security and Confidentiality Policy

Data Security Procedures:
Data security standards define specific requirements for managing and controlling access to the

Louisiana Educational Accountability Data System (LEADS) application portal and the NPS-
Nonpublic Schools Data Collection application system https://leads3.doe.louisiana.gov/ptl for
the electronic submission of the Nonpublic Annual Data Submission. Security goals will be met by
requiring all personnel using Louisiana Department of Education (LDOE) computer systems to have a
unique user access code, called a User ID, and to be associated with a security profile that will control
their access to computer resources. The monitoring and control of access to computer resources will be
accomplished using automated security software.

Due to ongoing changes in the data processing environment, situations may occur in which the
applicability of these standards may be uncertain. In such cases, it is the user's responsibility to seek
the proper interpretation of standards through LDOE/Information Technology Services (ITS). In no
event, shall undefined or unclear standards be construed to imply an access authorization. These
standards apply to all persons who use or have access to LDOE computer systems.

User Access Authorization:

If you are a new user or if you have a User ID and are authorized to access other LDOE application
systems, you will need to be granted authority to access the Nonpublic Schools Annual Data Collection
(NPS) application system. To determine whether to authorize access, all requests for User IDs must be
submitted via a completed NP-002 LEADS NPS Site Level Security Request Form.

If access is authorized, the appropriate User ID, password, and security profile will be assigned
according to categories of organizations making the requests.
« User IDs are not to be shared among users.
« Users will be held individually accountable for all system access and any violations recorded
under their User ID.
= Notification of the User ID and temporary password will be communicated to the user in
confidence by e-mail.

The Principal or School Administrator must notify the Nonpublic Security Coordinator of changes in
status for users (i.e. if a user no longer needs access or due to termination or job reassignment). Such
updates are critical to the security of the LDOE data systems.

User ID Suspension. Revocation, and Reactivation:
If a User ID has been revoked due to sign-on or resource access denials, the User ID may be

reactivated and/or resumed only by the ITS Security Coordinator after a review of the circumstances
and a discussion with the user. User IDs will be revoked in any of the following circumstances:
« After five unsuccessful sign-on attempts.
After five resource access denials in one terminal session.
At the scheduled end of consulting or temporary labor engagements.
During their investigation of an actual or suspected security violation, if revocation is
requested by management.
On management request and/or direction due to termination

Passwords may be reset at any time, or if forgotten, using the Password Reset System (PRS).
For instructions on resetting your password, see the section PART Il. PASSWORD RESET SYSTEM
(PRS) in this guide.


http://www.louisianaschools.net/curriculum/nonpublic_annual_report.html
https://password.doe.louisiana.gov/

PART Il: TECHNICAL ASSISTANCE

For technical assistance in preparing the mandatory documentation and for electronically submitting
the Nonpublic Annual School Report, the following websites and contacts should be used.

Louisiana Department of Education:
TOLL FREE #: 1-877-453-2721

Nonpublic Schools Security Coordinator:
nonpublicschools@la.gov

Louisiana D ment of E ion (LDOE) Websi
Louisiana Department of Education (LDOE): http://www.louisianabelieves.com

Nonpublic Schools: http://www.louisianabelieves.com/schools/nonpublic-schools

LA Educational Accountability Data System (LEADS): https://leads3.doe.louisiana.gov/ptl
Teach Louisiana: https://www.teachlouisiana.net

Password Reset System (PRS): https://password.doe.louisiana.gov

Non li hool Approval and Brumfield v. D Approval
nonpublicschools@la.gov

Data Management and Security - Nonpublic Updates, LEADS/NPS Access & User IDs

nonpublicschools@la.gov

f Criminal Identification and Information - Background Checks
http://lwww.lIsp.org/technical.html#criminal

Instructions For Existing Users of LDOE Application Systems

If you are an existing user for any of the LDOE application systems and you have a valid User ID, you
may be required to reset your password (passwords expire every 30 days). For instructions on
resetting your password, see the section PART Il. PASSWORD RESET SYSTEM (PRS) in this guide.


mailto:nonpublicschools@la.gov
http://www.louisianaschools.net/
http://www.louisianabelieves.com/schools/nonpublic-schools
https://leads3.doe.louisiana.gov/ptl
https://www.teachlouisiana.net/
https://password.doe.louisiana.gov/
mailto:nonpublicschools@la.gov
mailto:nonpublicschools@la.gov
http://www.lsp.org/technical.html#criminal

Instructions For New Users of LDOE Application Systems - Requesting A User ID

If you are a pew User and you have not previously accessed any of the LDOE application systems,
you must apply for a User ID by completing the NP-002 LEADS NPS Site Level Security Request
Form. You will be assigned a User ID and a temporary initial password which you will be required to
reset. For instructions on resetting your password, see the section PART Il. PASSWORD RESET
SYSTEM (PRS) in this guide.

NP-002 LEADS NPS Site Level Security Request Form

LEADS Nonpublic School Data Collection (NPS)
Site Level Security Request Form (NP-002)

NP-002
Revised: 09/05/13

To obtain access to the Louisiana Educational Accountability Data System (LEADS) portal and the
Nonpublic School Data Collection System (NPS) https://leads3.doe louisiana.gov/ptl/, complete this form
in its entirety for each user. E-mail the completed form to nonpublicschools@la.gov.

To enter data, highlight or double-click each shaded field.
Date: Effective Date: (if different from the current date):

Site Code: Parish:
Nonpublic School Name:

Select all that apply:
[ Delete this User ID

[ Create a new USER ID (Indicate new user information below)

Full Name of User:
Telephone number:
E-mail address:

Instructions for completing NP-002 LEADS NPS Site Level Security Request Form

= Review the Nonpublic Schools Security and Confidentiality Policy (see page 3,)

« E-mail the completed NP-002 LEADS NPS Site Level Security Request Form to the
nonpublicschools@la.gov.

« Indicate the nonpublic school information (Site Code, Name of School, and Parish),

« Indicate the reason for the request (to create a new User ID, to delete an existing User ID
that is no longer needed, or to add NPS access to an existing User ID),

= Enter the full name, telephone number and e-mail address of the user,

= Thoroughly review and affirm that you have read and will adhere to the policies as listed in the
Nonpublic Schools Security and Confidentiality Policy (see page 3),

« Indicate the name of the user and the Principal or Administrator making the request.



http://www.louisianaschools.net/lde/uploads/14745.pdf
http://www.louisianabelieves.com/docs/nonpublic-schools/form---nonpublic-school-annual-report-security-request-form.doc?sfvrsn=6
http://www.louisianaschools.net/lde/uploads/14745.pdf
mailto:nonpublicschools@la.gov

PASSWORD RESET SYSTEM (PRS)

Authorized users of LDOE application systems are required to have a valid User ID and password.
Passwords must be changed every 30 days.

The Password Reset System (PRS) is a web interface which allows users to change their password.

The PRS URL is https://password.doe.louisiana.gov
Entering this URL in your Internet browser will produce the following web page.

To Logoff or Exit PRS — Close the Window by clicking the red X in the upper right corner.

To reload the PRS page you may click the C reload button at any time.

pssword Reset System (PRS) - Windows Internet Explorer

\-:] |§, hittps louisiana, gov v| 9 | & 2% |.'J | P~

Edit  Wiew Fawvorites Tools  Help

=

- . O - P — =
~ | %, LDOE - Louisiana Departmert. .. (€& Password Reset System (... %0 @j b u = Ega T 'gv' AR "@"

Louisiana D ment of

User ID: Enter your user id in the box to

the left labeled User Id.
Next
OR

If you don't know your User ID please select your Site,
District, or Agency from the list below:

[ )

Help

Click here for the user guide. v
' Trsted stes fa v ®i00% -

You may obtain the most recent PRS User Guide by clicking “here”.

On screen instructions will be displayed to the right of the screen in the yellow box to guide you
through the PRS process.


https://password.doe.louisiana.gov/

Accessing (PRS) for the first time

The first time you log onto PRS you will need a valid User ID and password and you will be required

to provide the answers to your personal questions.

Enter the PRS URL https://password.doe.louisiana.gov in your Internet Browser address bar and press

enter.

NOTE: If you do not know your User ID, please select your LEA/School (first 3 digits of your site code) from
the dropdown box and click the Help button. The nonpublic schgOls security coordinator contact information

will be displayed in the yellow box on the right side of the scregn.

User ID: Enter your user id in the box to

the left labeled User Id.
Mext

OR
If you don't kn vour User ID please select younSite
District, or Agency from the list be\ow

[ v

Help

Enter your User ID in the User ID field and click ‘Next’.

The following screen will be displayed:

T e Ve
- - _
R e .

[he E0t Viw Favortes Tools Het
B - ™ ~ Page~ Satety~ foos~ @~}

ASEWOT

Enter your Password in the Password field. Click “Verify Password’.
7

|>


https://password.doe.louisiana.gov/

The following screen will be displayed:

; : - b
fouisiana.gov/ SRSOMENIEN o’xlevamgkese‘sw ’ [_ ln; - . s

.+ B - = e v . Tosk~ - 3

User 1D 8055000 Since this is your first time at PRS you will need to answer
tha questions to tha left to get set up.

Date OF Birth: ssssssssss MM/DD/YYYY
Last 4 digits of SSN: ssse

®100% v

Type the answers to your personal questions. Click ‘Save’. NOTE — the Date of Birth should be
entered in the following format MM/DD/YYYY.

The following screen will be displayed:

— AR i < g===
(2 Mttpsy/password.ooe louisiana.gov, P-BBCOX \)Pmmt?llcsﬂsm_ % 7\ N A3 T x T

[ile Ldit ¥iew fgvorites Toob Llclp

I I v Page~ Safety~ Tooks~ @~

o P!_i‘ 3 ‘[fb'b'(]f/{fi‘élN Password Reset System (PRS)

Your answars have been changed - what would you like to

User ID: £055000
do now?

Don't forget that you can always click Exit or the X in the
top right hand comer to close this application.

Change your password? Change Password
Change your answers? Change Answer
Close this window? £t

Click here for the user guide.

®100% ~

Your PRS account is now set up. You may click ‘Exit’ to close PRS.



Resetting your Password

Enter the PRS URL https://password.doe.louisiana.gov in your Internet Browser address bar and
press enter.

The following screen will be displayed:

(R e e e A Y
i - L. e _ A L

[ Eot Yew Fgwontes Joois Help
b o BN v 2 o ov Pagew Satetye Tooke @ <}

hﬁ EDU(/\I'UN Password Reset System (PRS)

Enter vour user id m the box to the ieft lateled User id.

Ok harg for The ER

Enter your User ID in the User ID field and click ‘Next’.

The following screen will be displayed:

— A . '
@ trpyjcoono cooekousioagow O BB O X D Pusowr Revet Syt lL Al

fle Ect Yiew Favootes Jools Help
%o v B) » & op v Page~ Sateyv Toox~ @ 5

A EDU(.ATION Password Reset System (PRS)

Wekoeme back

ser 10 €239000
Now wh need 1o vy your identity

Paviwont Vo Lan witree e ot password (even @ anothes
————— ysters has tokd you thae R by ed) ot Atswer your
Ppervsnal queshom yoo entered lane you were here.
OR
st OF Rirthe wrene
Last 4 digits of SSN
b dremy
O e P s comer g



https://password.doe.louisiana.gov/

To verify your identity:
* You may enter your password in the Password field and click ‘Verify Password’.

Or
* You may enter the answers to your personal questions and click ‘Verify Answers’.

The following screen will be displayed:

L

1 e lauisiana gov

:
D« B8 X D oacouo Rocot syt x
—

file Edit View Favorites Jools Help
P v EY » 2 o v pagev Satetyv Toolsv @~ 5}

Pacewnrd Recat Syctam (PRS)

£ Loutsiana Department of
‘% EDUCATION

That's done - what would you like to do now?

User ID: €055000
Don' forget that you can always cick Exit or the X In the
o b pplication

ton right
Change your password? Change Password
Change your answers? Change Arawers
et

Close this window?

Click hers for the user guide.

Click ‘Change Password’

The following screen will be displayed:

( W~ _q ‘F ,-Q‘ >
(& Wipsy/passwordoelousianagov, £ = ) B & X | 2 password Reset syt ! A A R

file Edit View Favorites Jools Heip
% v BE) -9 mp v pagev datetyv igosv @~ 53

! w lEbU‘(‘f/‘\fldN Password Reset System (PRS)

Usar 10: £055000 Enter your new password and then click save.

change Your vassword
Password Rules
® Minimum length: 8 characters
Must contain atlesst 3 of the 4
exities:
o “Upper case characters (A-2)
® - Lower case characters(a-2)
- Numeric diaits (0-9)
8 ; Soedal charncters (a.9., %, 0, )
- Nmpamoms nl . as
X oot e vse
o ok Contain the vsers 1D oF parts of the
user's ful name that exceed two
uuuuu @ character

Enter Your New Password: <&
-
Confirm Your New Password:
Mo s
Click hege for the user guide.

Type the new password yalue in the ‘Enter Your New Password’ and ‘Confirm Your New Password’
fields and click ‘Save’.

10



Passwords must be of the following format:

*Minimum length: 8 characters
* Must contain at least 3 of the 4 complexity categories as follows:
» Upper case characters (A-Z)
e Lower case characters (a-z)
* Numeric digits (0-9)
» Non-alphanumeric characters (e.g., %, &, S)
* New passwords cannot be the same as any of the previous 5 passwords.

Passwords will automatically expire every 30 days.

The following screen will be displayed:

S0 Jouisiane.gov, P-BBC X | (S Pavswors Reser sy =

e

7 .
(& hetpay/passns

I a

Eile Edit View Favortes Isole Holp

f2 v BY 2 0 v Pagev Safety~ Tools~ @~ 53

" w " EDU(X:ATTOﬁ Password Reset System (PRS)

User 10D: e055000 Your passwords have been changed for all systems - what
WOUID YOU HKE T0 00 NOW?

Don't forget that you can alwaye click Guit or the X in the
Change your password? Change Password top right hand comer to close this application.
Ehange yeur ancwers? Chengs Avemere

Close this window? Ent

Click here for the user guid,

Notice the message in the yellow box states that your password has been changed.

You may click ‘Exit’ to close PRS.

11
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Changing the answers to your personal questions

Enter the PRS URL https://password.doe.louisiana.gov in your Internet Browser address bar and
press enter.

The following screen will be displayed:

— A . ‘ :
» BT D-EIC?( 0B Prssword Nleset Syst.. % Ih. A

Ple [0 Yiew Ffgeodites Jook Lelp
B - v Pages Satetye lgoise @ )

w EDUCAT'ON Password Reset System (PRS)

At ywar waet M N the Bos 19 the MY Lbeted User 1€

Enter your User ID in the User ID field and click ‘Next’.

The following screen will be displayed:

0 vty w1216 Kustndana g D800 x 'Jﬂ‘"""“"""“‘,' ‘L A

file Eait Yiew Favoraes Tooks tielp

% - -

Cwp v Bage~ Sateryw Toow= @+ 5

L1 [DU(J\TI()N Password Reset System (PRS)

Wonkrime bk

e 1D B SO0
YN W heed 19 varify ymr Menciry
rasswerd: You an efthar entar your password (aven If ancther
—— Aystun Pas 1ol you that If s expired) OF anamer your
et mernral (it borin yems eertwe sl Laed Lievse pins o frem
OR
Dot OF Wisthy MO YYYY
Lant 4« digits uf SN
Vudy Aetmacy

Clch fmry Foor U wonent gusben
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https://password.doe.louisiana.gov/

To verify your identity:

* You may enter your password in the password field and click Verify Password’.

Or

* You may enter the answers to your personal questions and click ‘Verify Answers’.
The following screen will be displayed:

o IO Y s Rt St gt I &

.)Mms. Diiilwo1 3oc Souisiana g

Loe fait Yiew fgvorites  [ools  Mep
- B i aw - Peue - Jeleiy - Tt @ 9

fdﬂ EDU(_ATI()N Password Reset System (PRS)

TSR T WA WTRIN YOG W T S0 TOW

o B
D't furget that you an dlmays o TaX o the X b the
159 g Nand corver te Gawe this application
(harge vmr pasamsd’ e et

1 b 194 i o

CReh tarn bor e wee Gt

Click ‘Change Answers’

The following screen will be displayed:

» 3 - ) .S
— A - X
o b s R e 2t P -aBc < 3 e P Sy - o " A%

Ide E0t Yiew favortes [ocs Mep
R A W ov Pagev Satetyv lgoke @ )

[ i:l)UCAI ION Password Reset System (PRS)

Usew 102 €035000 Cotr tha e ik sl than chek caom

Ot OF Wt e ]
Last 4 digits of SSN:
-

ek Dy for the e guise

13
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Enter the new values in the ‘Date of Birth” and ‘Last 4 digits of SSN” fields. Click ‘Save’.

The following screen will be displayed:

=)
¢ losvanugor o R "GK \9“"‘"‘"’“”" LA—A h*u

[41 Eo( View Favontes Tools Help
. -B L v Pagev Saletyw 1004('0'

’ Hi‘i EDUC‘/\TION Password Reset System (PRS)

User 10 £035300 Your answors have been changed - what would you fike to
0 now/

Don't farget that yife cae ddways chox £xt or the X in the
(range your password? (harge famcms top gt band it to cose this applcation

TG YT ewery Tarse aman
Close this window ! (£

Click Btee for the user Quide

The following message will be displayed in the yellow box “Your answers have been changed — what
would you like to do now?’

You may click ‘Exit’ to close PRS.

14



PART lll: ELECTRONIC SUBMISSION OF THE NONPUBLIC ANNUAL DATA SUBMISSION
LEADS Application Portal Log-In Screen
The Nonpublic Annual Data Submission is submitted electronically using the Louisiana Educational

Accountability Data System LEADS application portal and the Nonpublic Schools Annual Data
Collection (NPS) application system.

Users are requested to use Internet Explorer browser, turn off all pop-up blockers. and close all
other applications and windows before accessing the LEADS application portal.

Enter the URL https://leads3.doe.louisiana.gov/ptl/ in your Internet Browser address bar. Enter your
User ID (User Name) and Password. If you already have a User ID for other LDOE application systems
(e.g. Student Transcript System (STS), Scholarships For Educational Excellence (SEE), etc.), enter the
same password you use for those systems.

Press the OK button.

ht /leads. doe.louisiana.govinps - Windows Internet Explorer }BZEI@
£ | https:/{leads.doe.louisiana.gov/nps S| %\ Yy A P i
e
N [ " . »
W G }\:) https:{fleads.doe.louisiana.govinps [ IR N\ | =0 - |y Page » (O3 Todls ~

The server leads.doe.louisiana.gov at leads.doe. louisiana.gov
requires a username and password,

User name: [ 4 v
Password:

[CIremember my password

[ OK ][ Cancel ]

If your password has expired (passwords expire every 30 days), or if you are a new User and you have
been assigned a temporary initial password, you will be required to reset your password using the
Password Reset System (PRS). For instructions on resetting your password, see the section PART II.
PASSWORD RESET SYSTEM (PRS) in this guide.

If you have a valid User ID and password and you are having technical difficulties accessing the

Louisiana Educational Accountability Data System LEADS application portal, contact the Nonpublic
Schools Security Coordinator at nonpublicschools@Ia.gov.

15


https://leads3.doe.louisiana.gov/ptl/

Once you have successfully logged into the Louisiana Educational Accountability Data System
LEADS application portal with a valid User ID (User Name) and Password, the list of LDOE
application systems you are authorized to access will be displayed.

Select NPS - Non-Public Schools Data Collection from the list of application systems displayed.

= LEADS Portal - Windows Internet Explorer
——— — —
@ y v ‘ nttps:ffleads3. doe Jouisiana.gov/pt)

File Edit ‘iew Favorites Tools Help

& -

M &[4[ ] [ ' L~

Y = »

$¢ 45 |[Aesosportal

Louisiana Educational Acc suntability Data System

LEADS APPLICATION PORTAL

User Guides | Annual Financial Report v|

_.‘L NPS - Non-Public Schools Data Collection ADDITIONAL LINKS
> LEADS News
» Timelines
»  Security Request Form
> ContactUs
» Check Response Time
»  Browser Popularity

» OnBase - Hyland ActiveX Control
Software Installer

O show all systems.

Welcome to the LEADS Portal!
Louisiana Department of Education | Terms of use

Nonpublic Schools Annual Data Collection (NPS) — Main Screen

With a valid User ID and password, once you have successfully logged in and selected the NPS
application system, the Nonpublic Schools Annual Data Collection main screen will be displayed.

- hitps://leads3. doe. louisiana.gov/ - Nonpublic Schools Annual Data Collection - Windows Internet Explorer

| Louisianal EpucaTionaL ACCOUNTARILITY DaTa S¥sTEH

Nonpublic Schools Annual Data Collection

School Personnel 1 | DOE Ed / Finance v | DOE NPS Admin 1

Nonpublic school administrators are required to submit their Nonpublic Annual School Report to the State Department of Education according to (Nonpublic)
Bulletin 741 Louisiana Handbook for Nonpublic School Administraters. Data is submitted electronically using this Nonpublic Schools Annual Data Collection
web system which is a component of the Louisiana Educational Accountability Data System (LEADS). This system facilitates the collection and reporting of
nonpublic school student data by ethnicity. gender and grade and will be used by authorized personnel fram nonpublic schools and Louisiana Department of
Education staff.

The Nonpublic Annual School Report data are used to verify nonpublic school compliance with the regulations established by the State Board of Elementary
and Secondary Education (SBESE). for funding allocations, completion of the Annual Financial and Statistical Report. educational research and publication of the
Louisiana School Directory. A summary of the Nonpublic Annual School Report data for the current schoal year is available in the Louisiana Schoal Directory Online
section of the Louisiana Department of Education website.

For other information useful in the submission of the Nanpublic Annual Schoal Report, refer to the Nonpublic Schools Data Collection User Guide located on the
Nonpublic Schools webpage wwiw louisianaschools.net/curriculum/nonpublic_annual report.html Using this information along with the “Help* and
“Glossary” links, state-approved nonpublic schools seeking annual state approval, must complete all sections (SCHOOL DATA, SECTION I, SECTION I1,
SECTION Ill, and SECTION IV). Completing questions in SECTION IV, allows schools to seek an approval classification and are designed to guide the nenpublic
school administrator through key areas of (Nonpublic) Bulletin 741 Louisiana Handbook for Nonpublic School Administrators that are directly linked to schoal
approval. The data reported in SECTION IV is essential to the assignment of the approval classification and is subject to program audit and review; therefore,
extreme care should be given to the completion and accuracy of the data submitted.

If you have questions, please contact Sherry D. Randall at sherrvD.randall@la.cov (225) 342-8151, or toll free at 1-877-453-2721

Internet Explorer Version 6 or higher is needed to view this site.
For the latest version of IE, please elick here

If you are having technical difficulties with system access, contact nonpublicschools@]la.gov.
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Nonpublic Schools Annual Data Collection (NPS) - INQUIRY Function

The INQUIRY function is available to review Nonpublic Annual School Reports that were
electronically submitted for previous years beginning with the 1999-2000 school year.

Click on the ’School Personnel’ tab and then select *Inquiry’ from the drop-down box.

https:/fleads3. doe. louisiana gov/ - Nonpublic Schools Annual Data Coll_.on - Windows Internet Explorer,

! Louisiana EoucaTionaL ccountasiliry Data SysTew

Nonpublic Sche#ls Annual Data Collection

DOE NPS Admin v

School Personnel | DOE Ed / Finance |

Inquiry

Monpublic Add / Update [guired to submit their Nonpublic Annual School Report to the State Department of Education according to (Nonpublic)
Bulletin 741 Louisiana Handbook for Nonpublic School Administrators. Data is submitted electronically using this Nonpublic Schools Annual Data Collection
web system which is a component of the Louisiana Educational Accountability Data System (LEADS). This system facilitates the collection and reporting of
nenpublic school student data by ethnicity, gender and grade and will be used by authorized personnel from nonpublic schools and Louisiana Department of
Education staff.

The Nonpublic Annual School Report data are used to verify nonpublic school compliance with the regulations established by the State Board of Elementary
and Secondary Education (SBESE), for funding allocations, completion of the Annual Financial and Statistical Report, educational research and publication of the
Louisiana School Directory. A summary of the Nonpublic Annual School Report data for the current school year is available in the Louisiana School Directory Online
section of the Louisiana Department of Education website.

This will automatically link you to the INQUIRY screen. Select the appropriate School Year from the
drop-down box.

Select the appropriate School Name from the drop-down box for the Non Public Site field. A list of
schools may displayed if you are authorized\to view data for more than one school.

Next, press the *Inquire’ button.

E https:#fleads3. doe. lonisiana.gov/ - Nonpublic Schools Annual Data Collection - Windows Internet Explorer

| Louisiana EucaTiona¥AccounTapiLTY Data SysTE
Nonpublic Schools\Annual Data Collection

School Year: | 2011-2012 L

Non Public Site: | 506025: Academy of Our Lady (Girls) (C) v

Inquire

This will automatically link you to the data input screen for SCHOOL DATA.

17




Nonpublic Schools Annual Data Collection (NPS) - ADD/UPDATE Function

The ADD/UPDATE function is only available during the annual nonpublic reporting period when the
Nonpublic Schools Annual Data Collection application system is available to enter information.

Click on the ’School Personnel’ tab and then select *Add/Update’ from the drop-down box.

https:/fleads3. doe. louisiana pov/ - Nonpublic Schools Annual Data Collectio~ - Windows Internet Explorer,

i
| Louisiana Eoucational Sccountaeinimy Data SysTew

Nonpublic Schools ginual Data Collection

DOE NPS Admin v

School Personnel DOE Ed / Finance |

Inquiry

Monpublic Add / Update quired to submit their Nonpublic Annual School Report to the State Department of Education according to (Nonpublic)
Bulletin 741 Louisiana Handbook for Nonpublic School Administrators. Data is submitted electronically using this Nonpublic Schools Annual Data Collection
web system which is a component of the Louisiana Educational Accountability Data System (LEADS). This system facilitates the collection and reporting of
nenpublic school student data by ethnicity, gender and grade and will be used by authorized personnel from nonpublic schools and Louisiana Department of
Education staff.

The Nonpublic Annual School Report data are used to verify nonpublic school compliance with the regulations established by the State Board of Elementary
and Secondary Education (SBESE), for funding allocations, completion of the Annual Financial and Statistical Report, educational research and publication of the
Louisiana School Directory. A summary of the Nonpublic Annual School Report data for the current school year is available in the Louisiana School Directory Online
section of the Louisiana Department of Education website.

This will automatically link you to the UPDATE screen. The current reporting period will be displayed
in the School Year field.

Select the appropriate School Name from the drop-down box for the Non Public Site field. A list of
schools may displayed if you are authorized tp enter data for more than one school.

Next, press the ‘Submiz’ button.

This will automatically link you to the data input screen SCHOOL DATA.
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Nonpublic Schools Annual Data Collection (NPS) - SCHOOL DATA Tab

Entering the Preparer’s Information

The current information on record for your nonpublic school will be displayed on the SCHOOL DATA
screen.

During the annual nonpublic reporting period, input the preparer’s information and press the
‘Submit School Data’ button to save your data.

If any other information displayed is incorrect, you will not be able to correct it on this screen. The
information must be corrected by completing and submitting the NP-005 Nonpublic School Information
Update Form indicating the required corrections. Refer to the section Part |. Requesting Updates
to General School Information in this guide.

| Lautstans EnpcaTionis Arcountaeiimy Dats SyaTen

Academy of the Sacred Heart (Girs) (d
2004-2005

School Data

Section Il YN Section v W

iiftedol Tive: HEADMASTER
Sekoo! Districi: Bt Landry Parish

Chief Adwinistroder: Mis, May Bums
Sire Code: 504000
E-mail Addsess: mbhwrns @iashooteas arg

Fhpaieal Address: 1621 Acadewmy Road
Oty Gramd Codean LA TOS41
FProparer Prafic Mg,
Praporer Fisd MNoae: Cynihia
FProparar Middie MNower B

Marling Addrases PO, Box 310
Cidy: Gramd Codeanw LA TOS41-0310
Tolephame Nember: (33T)062.52T5
FAX Meosber: (3376623011
Raligions Affiliation: CATHOLIC
Previous Fear

Fraporer Loxi MNome: Babineaus Appraval Stries: APPROVED

Praporer Suffn Nower
Tirle: SECRETARY e Extabliched: 81101821

Hew Inguiry

This will automatically link you to the data input screen SECTION I: GRADES TAUGHT, PROGRAMS
OFFERED, NUMBER OF INSTRUCTIONAL DAYS AND FACULTY COUNTS.

If there are errors during the electronic submission of the Nonpublic Annual School Report, error
messages will be displayed on the screen. Refer to the section Error Pop-Up Messages beginning on
page 25 of this guide.
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http://www.louisianabelieves.com/docs/nonpublic-schools/form---nonpublic-school-information-change-form.doc?sfvrsn=4
http://www.louisianabelieves.com/docs/nonpublic-schools/form---nonpublic-school-information-change-form.doc?sfvrsn=4
http://www.louisianaschools.net/lde/uploads/17106.doc

Nonpublic Schools Annual Data Collection (NPS) - SECTION | Tab

SECTION I: GRADES TAUGHT, PROGRAMS OFFERED, NUMBER OF INSTRUCTIONAL

DAYS, AND FACULTY COUNT
On the SECTION I screen, verify that Question 1 lists the correct grades taught at the school.

Question 1: What Grades are taught at this school?

If the grades listed are incorrect, DO NOT aftempt to answer the questions on thi
SCHOOL DATA.screen. Before you can contn ue, the g_id_e_sl_u_cmLeM_bgj_o_esjeQ
by completing and submitting the Sponsa o Information Form. Refer to the section
Part I. Requesting Updates to General School Informatlon in this guide. Once
you have been notified that the corrections have been made, you can resume

entering the information for your school.

If the grades listed in Question 1 are correct, continue to answer Questions 2 thru 5 (See instructions
below). When complete, press the *Submit Section I Data’ bugton to save your data. You will be
automatically linked to the data input screen for SECJTION II: NUMBER OF STUDENTS BY ETHNICITY,
GENDER AND GRADE.

f https:/fleads3. doe. louisiana.gov/ - Nonpublic Schools Annual Data Collection - Windows Internet Explorer E|§|@
' Louisiana! EnucaTionaL ACCouNTABILITY DATa SysTeH Home | Help_|_Glossary [+
Academy of Our Lady (Girls) (C)
2010-2011

(Y ool oot: W sccton ! W Secton i Section Il NI section v NN

SECTION I: GRADES TAUGHT, NUMBER OF INSTRUCTIONAL DAYS, AND FACULTY COUNT

1. What Grades are taught at this school? 8-12 (HIGH)

Verify that the grades listed are taught in your school. If the grade structure listed is incorrect. \complete and submit Monpublic School Information Update Form
(NP-005).

2. Are Special Education Classes taught at this school? No

Refers to program of instruction for Special Education Ages 3-5 and/or 6-21.

3. What are the number of days the students were taught during the 2010.-2011 school year? 179

List the actual number of instructional days (days the students were taught the courses outlined in\the Program of Studies under supenision of qualified personnel)
during the 2010-2011 school year (See instructions for additional information.}

4. What is the total number of the faculty at this school? 48

List the total number of faculty members during the 2010-2011 school year. Faculty refers to school-kased personnel. In addition to full-time classroom teachers,
these individuals include principals. assistant principals. guidance counselors, librarians, and other inktructional staff (provided these individuals are assigned to
teach at least one class in the Program of Studies).

5. Are you operating an Early Childhood Program at this school? Ne
Refers to programs for children ages 3-4, the minimum age being a child's third birthday, when operated as a developmental program within the total school or when
operated as a separate program. Children in early childhood programs are eligible to enter pre-kindergaren and kindergarten at the established age requirement for

each program
Verify the Early Childhood' status of your school. If this data is incorrect, contact Adnian Franklin at (225)-342-2089 or adrian.franklin@la.gov

Click Help for additional information 2 q
For definitions, refer to ike Glossary Submit Section | Data |

If the answer to Question 1 is correct, continue to answer Question 1B through Question 5.

Question 1B: What grades will be taught at this school for the upcoming school year?

Please indicate what grades the school plans on serving for the upcoming school year by checking

the appropriate boxes.

Question 2: Are Special Education Classes taught at this school?

Refers to the program of instruction for Special Education Ages 3-5 and Special Education Ages 6-21.
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Question 3: Are there at least 180 days in the school calendar, of which, are there at least
175 days consisting of 330 instructional minutes or the equivalent (exclusive of recess, lunch, and
planning periods)? (Bulletin 741, §117)

List the actual number of instructional days (days the students were taught the courses outlined in the
Program of Studies under supervision of qualified personnel) during the current school year (See
instructions for additional information.)

Each school shall adopt a calendar as follows:
- Minimum session of 180 days consisting of 330 minutes or the equivalent total minutes
(59,400 minutes = 180 days times 330 minutes )

- Minimum instruction of 175 days consisting of 330 minutes or the equivalent total
instructional minutes (57,750 minutes = 175 days times 330 minutes )

Exception: If school contains Grade Pre-Kindergarten and Kindergarten only, for one-half day, only
165 instructional minutes are required each day.

Question 4: What is the total number of the faculty at this school?

List the total number of faculty members during the school year. Faculty refers to school-based
instructional personnel. In addition to full-time classroom teachers, these individuals include principals,
assistant principals, guidance counselors, librarians. Other instructional staff should be included
provided these individuals are assigned to teach at least one class in the Program of Studies.

Question 5: Are you operating a Prekindergarten program at this school?

Refers to developmental programs for children ages 3-4, the minimum age being 3 by September

30 of the school year in which the student enters pre-kindergarten. Must be listed on the Nonpublic
Annual Data Submission when operated as part of an approved elementary school program in
conjunction with other grades or when operated solely as an approved pre-kindergarten program. These
approved programs are considered to be elementary schools adhering to nonpublic school approval
guidelines and the health and safety rules and regulations for three-year olds. Any other program which
operates in a school shall follow the licensing daycare standards and should not be listed on the
Nonpublic Annual Data Submission.

If there are errors during the electronic submission of the Nonpublic Annual Data Submission, error
messages will be displayed on the screen. Refer to the section Error Pop-Up Messages beginning on
page 25 of this guide.
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Nonpublic Schools Annual Data Collection (NPS) - SECTION Il Tab
SECTION II: NUMBER OF STUDENTS BY ETHNICITY, GENDER AND GRADE

On the SECTION Ii screen, verify that a row is displayed for entering your enrollment data for all
Grades taught at the school. If there is not a row displayed for each grade,

DO NOT attempt tg/enter your enrollment data. Before you can continue, thegrade
ructure must be cotrected by completing and submitting the Sponsor Site Information
Change Form. Refer to the section Part |. Requesting Updates to General School
Information in this guide. Once you have been notified that the corrections have been

made, you can fesume entering the information for your school.

= https://leads3. doe. louisiana.gov/ - Nonpublic Schools Annual Data Collection - Windows Internet Explorer Ej|§|@
'Lowmsiana EpucationaL Accuntasiry Data System Home | Help | Glossary [-]
Academy of Our Lady (Girls) (C)
2010-2011
ool Data Section | Section Il Section Il Section IV

SECTION li: NUMBER OF STUDENTS BY ETHNICITY, GENDER AND GRADE

Male Female | Male Female Male Female | Male Male ¢ Male Female | Male Female Grade

8 | o 2 | e | e | | o o |o 24 | o o 35

9 | o | o 1 o 15 ) o 2 | o o o 9| o 142

10 lo o Jo 1 Jo mjo u Jo o Jo sm|o 2 | 1

1 o s Jo o Jo asfo u Jo o Jo w|o 2 | 1

12 o 10 | 0 K | | o o 72| o L2

Totals by Ethnicity / Gender | 0 33 0 3 0 50 0 115 0 0 0 347 0 8 556

Totals by Ethnicity 33 3 50 115 0 347 8

Click He!g for additional information

For definttions, rafer to the Glossary Submit Section | Data |

Enter the enrollment data (See instructions below). When complete, press the ‘Submit Section Il

Data’ button to save your data. Press the ‘Next Screen’ button, or if your grade structure includes 121
grade, you will be automatically linked to the data input screen for SECTION Ill: NUMBER OF HIGH
SCHOOL GRADUATES.

To complete SECTION 11, in each column enter the total number of students enrolled as of the day completing
report.

For Prekindergarten P3 (three year olds) and P4 (four year olds), only include those pre-
kindergarten students enrolled in programs that are part of your approved elementary school. Do
not include enroliments for prekindergarten students in programs operated by your school under an
early childhood license.

For Regular Education students, information is requested by grade level (P3, P4, K, 1-12). Do not
include Special Education students within the Regular Education student counts. Enter the student
enrollments for each grade according to ethnicity and gender. There is a separate column for each
ethnic group: Hispanic/Latino, American Indian/Alaskan Native, Asian, Black or African
American, Native Hawaiian or other Pacific Islander, White or Two or more races (Refer to the
glossary noted below for each ethnic group).
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For Special Education students, information is requested by age groups (Special Education Ages
3-5 or Special Education Ages 6-21). Refer to the glossary for a definition of Special Education.

Enter the student enrollments for each grade according to ethnicity and gender. There is a separate
column for each ethnic group: Hispanic/Latino, American Indian/Alaskan Native, Asian, Black or
African American, Native Hawaiian or other Pacific Islander, White or Two or more races (Refer to
the glossary noted below for each ethnic group).

Ethnic/Racial Group Glossary:

The definitions listed below were obtained from the U.S. Department of Commerce, Bureau of the
Census, 2010 Census Questionnaire Reference Book

http://2010.census.gov/partners/pdf/langfiles/arb English.pdf

< Hispanic/Latino: People of Hispanic, Latino, or Spanish origin are those who trace their origin or
descent to Mexico, Puerto Rico, Cuba, Spanish-speaking countries of Central or South America, and other
Spanish cultures. Origin can be considered as the heritage, nationality group, lineage, or country of birth of
the person or the person’s parents or ancestors before their arrival in the United States. People of Hispanic,
Latino, or Spanish origin may be of any race.

= American Indian or Alaskan Native: A person having origins in any of the original peoples of
North and South America (including Central America), and who maintain tribal affiliation or
community attachment. This category includes people who indicate their race as “American Indian or
Alaska Native.”

= Asian: A person having origins in any of the original peoples of the Far East, Southeast Asia, or
the Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia,
Pakistan, the Philippine Islands, Thailand, and Vietnam. This includes “Asian Indian,” “Chinese,”
“Filipino,” “Korean,” “Japanese,” Vietnamese,” and “Other Asian.”

» Black or African American: A person having origins in any of the Black racial groups of Africa.
This includes people who indicate their race as “Black, African American, or Negro,” or provide
written entries such as African American, Afro-American, Kenyan, Nigerian, or Haitian.

« Native Hawaiian or other Pacific Islander: A person of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes China, India,
Japan, Korea, the Philippine Islands, Samoa, or other Pacific Islands.

= White: A person of the original peoples of Europe, North Africa, or the Middle East. This

includes people who report entries such as Irish, German, Italian, Lebanese, Near Easterner, Arab,

or Polish. This category excludes persons of Hispanic origin.

» Two or more races

Observer identification is used as “a last resort” only after efforts of having a parent identify the
student or a student to identify themselves have failed.
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Nonpublic Schools Annual Data Collection (NPS) - SECTION Il Tab
SECTION IIl: NUMBER OF HIGH SCHOOL GRADUATES

SECTION 1l data should be entered for those schools whose grade structure includes 12" grade. Enter
the number of graduates for the prior school year. This information can be verified by reviewing the
Nonpublic Annual School Report for the prior school year.

Enter the number of high school graduates (See instructions below). When completed, press the

‘Submit Section 111 Data’ button to save your data.
{Lomsiana' Enucationa/Accountaiiy Data Systen Home | Help | Glossary [4]

A Generic NonPublic Site
2003-2004

Y 5ol oot W secion| W Secton | W Secton 11 VR | section v VR
SECTION lll: NUMBER OF HIGH SCHOOL GRADUATES

Fibnic/Racial Grow Fall/Spring 2042.462 Cradnatec and Swmmar 2661 Cradnatec T otals
- Male

lamerzcan ma; Ataskan ranve

c

Aston or Pocific Icdondar

|
|
Black |
|
|

Hispanic
White

T11T]
TT1TT

olle

Totats o ° e ‘ v

(Click Help for additional information

|For definitions, refer to the Glossary Submit Section |l Data

To complete SECTION IiI, enter the total number of high school graduates for the prior school
year.

Enter the data by gender and by ethnicity in the columns provided. The last column is the total of high
school graduates in each ethnicity. (This number should equal the number of males + the number of
females in each respective ethnicity.)

Note: A high school graduate is a student who has received formal recognition for the successful
completion of an approved secondary school program of study (Required # of Carnegie Units). Refer to
the glossary for a complete definition of high school graduate.

Do not leave any part of the report that is relevant to your school incomplete. It is extremely important

that the information submitted be accurate. The most common error detected is usually in the TOTAL
columns. Carefully check your calculations for each data element reported.
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Nonpublic Schools Annual Data Collection (NPS) — Error Pop-Up Messages

One of the following screens will be displayed if there are errors.

Error Pop-Up Message 1: No School

Jubiack v = v G (4] A peach GiFmorikes eds o (e D v =)

Year Adross [@) vt pjleads dos.ctata ln o =] om
Lnks @] k

Screens: Inquiry
Lawiaiang Departmedt of Edwcation

Edit: Must select a school year

Cause: No school year selected

. [ o ]
Solution: Select a school year

. e e e mam

bk - = - DD Y| P lrenes @nede DS - D

Error Pop-Up Message 2: No Prefix

Screens: Inquiry

Edit: Must select a prefix
Ppical Addrass: 1200 M. 3k 84 3‘3 Pr—————— L R
mh"‘l:: I:ﬁv.ln\ - iy Masmn Bavge LA m
Cause: No prefix selected e —— = B
Praposss ooy Nama: [Caviiaes prees Fornn, ROV, AFFRCVED
. Fropacer Gt e [
Solution: Select a prefix e —
Swbrnit Sehoal Dats
e e —
Seatess Qoifevern Guneet =
Error Pop-Up Message 3: Illegal N o
bD S g PR T I ot et I R | :
2%

Character entered Hivon &5 3

Screens: All 4 Update screens: SCHOOL
DATA, SECTION I, SECTION II, SECTION

“l 6 s Scond De o Carbas o84 4 (0 Cartact Drecce Fivet & Ao

_ , - T
Edit: An entry cannot contain the ot i e I T — =)
following illegal characters: i e e
g g . Papanar Prgtis [Mon. 2] E (228) 845 8888 D 111
/\ [ ] < > % “ Proparee Pism N, [Frark - (Q29) 888 8388
e [ Kotipvans (Favae NOOK
R ey T pRov. AveROVID
Cause: An entry contains one or more of T
the following characters: s
N[1<>%* e
. . . - Bateek ot Vet ——— -
Solution: Retype the entry without using % S

any illegal characters
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Error Pop-Up Message 4: Blank First Name

Screen: Update SCHOOL DATA

Edit: Preparer First Name cannot be left
blank

Cause: Preparer First Name is blank when
"Submit School Data’ is clicked

Solution: Enter a Preparer First Name and
resubmit

Error Pop-Up Message 5: Blank Last
Name

Screen: Update SCHOOL DATA

Edit: Preparer Last Name cannot be left
blank

Cause: Preparer Last Name is blank when
’Submit School Data’ is clicked

Solution: Enter a Preparer Last Name and
resubmit

Error Pop-Up Message 6: Blank Preparer
Title

Screen: Update SCHOOL DATA
Edit: Preparer Title cannot be left blank

Cause: Preparer Title is blank when ’Submit
School Data’ is clicked

Solution: Select a Preparer Title and
resubmit

& =TT

2 bl bl Wapasl Dt Collection - Sicronolt Isbermat Evphon

L )

e - P D Quen eeen Gl PGS - d |
—l = om |
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Fugival Addeen 120 N3k S0y pa— om0 Addre 1300 Nl 0.
ity Basma Bnge ﬁ (s - ity B Fvege L T
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Frnparer Fime S U Pambnr: (216} 555 8555
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Prapaves g Hamac
e [ |
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E T ]
Bt DT i Gehas)
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Proporer FumPlme Frah— — o 286 588 888
Feuparar Wil Saams. [ Emiigiotm A Fikinris s NOME
v
Frapaser Lavé Nama Appevest 5 FROV. AFFROVED
Frapees Byt Name
|
Swbrit Sch ool Dats |
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Minteed Taree (5 st
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Error Pop-Up Message 7: Invalid Integer

Screen: Update SECTION I Data, Update
SECTION Il Data, Update SECTION Il Data

Edit: Field must be an Integer
Cause: Field is not an Integer

Solution: Change value to an Integer and
resubmit

Error Pop-Up Message 8: Negative Integer

Screen: Update SECTION | Data, Update
SECTION Il Data, Update SECTION Ill Data

Edit: Field must be positive number
Cause: Field is a negative number

Solution: Change value to a positive Integer and
resubmit

Error Pop-Up Message 9: Entry Too Large

Screen: Update SECTION | Data, Update
SECTION Il Data, Update SECTION Ill Data

Edit: Field must be less than 32,768 (the limit on
an Integer field)

Cause: Entry is greater than 32,768

Solution: Reenter the value and resubmit
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Pop-Up Decision 1: Changing Screens without
Submitting Data

Screen: All 5 Update screens: SCHOOL DATA,

SECTION I, SECTION II, SECTION lil, and
SECTION IV

Edit: In order for data to be saved, the user
must first click the Submit button

Cause: Data is entered on a page after which
the user clicks a page tab instead of the Submit
button

Solution: The user can choose to cancel
the action or to go to the new page and
lose any changes entered

Pop-Up Decision 1: Changing Screens without
Submitting Data

Screen: All 5 Update screens: SCHOOL DATA,
SECTION I, SECTION II, SECTION IIl, and
SECTION IV

Edit: In order for data to be saved, the user
must first click the Submit button

Cause: Data is entered on a page after which
the user clicks a page tab instead of the Submit
button

Solution: The user can choose to cancel
the action or to go to the new page and
lose any changes entered

. A e Pt

23 Qe aireine Gwn 3 G B

Mawe [@) 2l va
[

L What Gandon aro taught ot this schanl) L

V-ﬂ,l’-n"ﬂuﬂmv—"n'wﬁ -Eﬂ--—m cantart Branis vt ot 1260 13- un;h-

2. Ace Spacial I ducation Clasces. 5
etars 15 pavgpiom o8 rvense 4 § 1)

3. What s the rember o dops € | |
Link the wctud surrber of o >
furg t 205 T 40K yat (540 utuI0n b aftiren mbrmaton |
oy
youe Pty "
| Mwiase_ and o)
ek A least ene tlase i he Program of Dlafies)
;f‘w_.'-’"‘:""“_“"""._ Subemlt Sectun | Do
Siolact Dittamat Sichos!
& - T

L What Gandos aro taught ot this schaor? (PR GUNIVIARY) |
Varty e thw grades batad a1 teaght B vose schant ¥ m-«mmmm-mwmu;m
2000 Spacil Kducwion Clases -
Ses 10 pogren o rwrenon b § )
3, What s the rmber ol daps € |
Lot the mctud
o )
oy
oty n
, Mrwiasa, nyw3iel
A0k & least ne clast i 1he Prigram of Dtasies)
o by ey e _Sutoh ot 10|
‘Hotact Differnst Bchosl
) - T

28



Pop-Up Decision 2: 25% Increase/Decrease in
School Population

Screen: Update SECTION Il Data

Edit: Sites should have no more or less

than a 25% change in attendance from

year to year

Cause: The total population of the site
entered is 25% larger or smaller from

the previous year

Solution: Once asked to confirm the numbers,
the data is submitted.

Error Screen 1: No NPS Records found for
Inquiry

Screen: NPS Inquiry Selection Screen

Edit: Data must exist on the NPS tables for the
given School Year and Site

Cause: Data not found using the criteria entered

Solution: Click the New Inquiry link and enter
new criteria

Error Pop-Up Message 1: Blank Fields

Screens: Update SECTION IV Data
Edit: A field on this page cannot be left blank

Cause: One or more fields was left blank when
the form was submitted

Solution: Select an answer and resubimnit
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