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No Child Left Behind

This is the user manual to the No Child Left Behind application as available on
the Vendor Portal of the New York City Department of Education.

This is the test version of the application and this document.
Both the manual and application are under development. Your contribution is
greatly appreciated.

Please direct any feedback or questions with regard to this manual or the
application to: Richard DeMos rdemos@schools.nyc.gov




Welcome, ADMINISTRATOR (113316253)!

The Vendor Portal (vPortal) is the Department of Education’s online management tool for
our vendors. This tool is part of our ongeing effort to improve your vendor experience.
Here you will find the tools to do business with the Department of Education in an
effective and efficient way. You can now add your organization to our bid lists to receive
notifications when we have a Request for Bids (RFB) or Request for Proposals (RFP) and
other solicitations. In addition, once registered, you will be able to download solicitations
of interest to you. You may also update your vendor information, setup an e-mail address
to receive your orders via e-mail, view your orders, and check on delivery instructions,
invoices and payment status. See the Portal News section below for continuing
information about new vPortal functions and improvements.

PORTAL NEWS

Reduce your paperwork! In the summer of 2006 the Department of Education implemented
the transmission of purchase orders via email for orders. Electronic receipt of purchase
orders will greatly reduce the time taken to receive purchase orders, and, in turn, will
expedite invoicing and payments. Sign-up now by emailing
VendorSetup@schoaols.nyc.gov. Please include your tax ID number and/or DoE Vendor
number. Thank you.

Done 0 Internet H100% -

A link to the application will be provided on the right hand side.

The maintenance of the contact information will be on the left hand side under
information.

The NCLB application for vendors will have three options:
- NCLB Vendor Admin
- NCLB Upload
- NCLB Reports
- NCLB On-line Entry

The administrator for a vendor can create child accounts that restrict access to
applications and / or functions within the application.

The administrator account edits the contact and general information (an admin account
can set up a child with rights to do so).



NCLB Vendor Admin

NCLB VPortal 5%

— — o 8/13/2008'4:16:51 PM
i NCLB Vendor Home

Welcome to NCLB Provider Admin application

Instructors

Enrollments B
. Instructors gives access to

Student Education Plan a list of instructors as registered in the PETS System

B i Tt e download this list to excel

User Matsgement Enrollment gives access to

Student Report see a list of students that are enrolled with the provider

Location Report accept students assigned to provider

Progress Report Provider contact management gives access to
maintaining the various provider contacts
add notes

User management gives access to child accounts
give access to specific parts of the NCLB application

1. Instructors

This is a list of teachers and the tutors who are the key elements in terms of providing
services to the students. The teachers/tutors who provide services to the students need to
be registered in PETS system. This requires the Vendors to enter their rosters in the PETS
system prior to providing services to the students.

The list can also be downloaded on to an excel file by clicking on “Export”. Click on
“Save”

Instructors

22 Mariorie Peters F
135 Katelyn Kogan F
220 Dena Tatem F
461 KIRSY MORBAN F
a73 EVELYM GALLARDO F
637 LIARA, MANDJAYIDIE Iif
954 ROSA DU, £
1088 Theresa File Download
1184 Lna,

1218 SUSAN Do you want to open or save this file?

1400 Carrie

1551 John ng Mame: Instructors.xls

1828 MARIBEL i Type: Microsoft Excel Worksheet, 187 KB

1828 Iebvin From: wpdev.nycenet.edu

1845 Geotge

1848 Bouhacar Open ] [( Save DI Cancel

1847 IBRAHIM

1848 AT

1951 EATHERINE - “while files from the: Internet can be useful, some files can potentially
1852 Mgai @ harm pour computer. IF pou do not trust the source, do not open or

1853 SEBARIANDA save this file. |

1854 Aduke

1855 W ALENTIMN S, BARTHLETT {3
1856 Michazel Agugji M
1857 LECHWIGILDO BATISTA M
1858 DEMIZE BARMES F
1858 ramile Almanzar E
1860 JAMES BARRIOS (]



2. Enrollments

Providers accept or reject students enrolled by ISC.

~ Home ~ Help ~
Options
Home
nstructors
Enrollments

Student Educaticn Plan
Provider Contact Details
User Management
Student Report

Location Report
Progress Report

The process can be executed either for each student individually or for a group.

Click the E for Individual acceptance or the ) to reject a student
For mass accept or reject, select the checkbox left of the OSIS number and click on the
ACCEPT button.

'V';- s — ‘,,),( ]
NCLB VPortal'&>
~ Home ~ Help A Logoff 7/18/2008 2:25:41 PM
&"rl:‘;‘“‘ Pending Enrollment(s)
Instructors Pending
Student Education Plan O 200015436 ROSMARA  GARCIA Wath Group (05) Group 06M008 @@
Provider Contact Details O 200095909 EDWIN BAEZ Wath Group (05) Group 08X174 (€@
User Management ¥ 200112558 DENZEL SOLOMON ELA/Reading Individual (02) Individual 280072 @
S a 200223479 MILLESELY ~ MIRANDA  WeekEnd ELAReading individual (10) i 123185 &8
O 200222324 BRANDON  SALINAS WeekEnd Math Individual (11) Individual 12195 @@
|8 Approve | [@ Reject

Approve Enrollment has three tabs

1. Pending- This gives a list of students who are waiting for ACCEPT or REJECT.

2. Approved — These are the students who has already approved by the vendor.
After approving there is 5 day window to still reject a student unless there is
already attendance uploaded.

3. Rejected — This gives a list of students who are rejected. There is a 5 day
window to undo a rejection unless a student is enrolled with another provider in
that time.

A search option is available to search for specific values. The search is conducted by tab.



3 NCLB Provider Contact Details

A Home # Help ~
Options
Home
Instructors
Enrollments

tudant Education Bl

Provider Contact Details

User Management

Student Report
Location Report
Progress Report

This is an overview of the contact information of the vendor. Vendors
can change the information and click on “Submit” to update their
information. The DOE Admin will be informed by email when a
provider changes the information in this screen

All contact information needs to be entered before students can be
accepted.

Provider Contact Details

SES Director

«

SES Instructional Supervisor

Hame :  sesdir Mame: | sesinstsup

Email :  sesdin@dircom Email :  sesinstsup@inst.com

Phone :  [(123) 456-7850 Phone :  [(123) 456-7850

Fax: (123) 456-7890 Fax: (123) 456-7820

SES Complaince Officer & Parent/School Information Contact 53]
Name :  SEECOMP Mame :  parent

Email :  |sescompi@comp.com Email :  |pmt@parent.com

Phone :  |(123) 456-7850 Phone : (123 456-7850

Fax : {123) 456-7850 Fax : (123) 456-7830

PETS Fingerprinting Contact & Purchase Orders/Payment Contact 55
Name : pets1234 Name: |po

Email : pets12@finger.com Email :  poi@payment.com

Phone : {123) 456-7890 Phone :  ((123) 456-7850

Fax : {123) 456-7590 Fax : (123) 456-7890

Name(2): pet 524

Email(2) : | petsZ@pets.com

Phone(2) : |(123) 456-7600

Fax(2) : {123) 456-7590

notes update 2

Notes ;

> cancel



4 Student Education plan

The student education plan is required element in the NCLB program.
The link Student Education Plan presents an overview of all accepted students
Select a student by clicking on the OSIS number.

NCLB Vendor Admin VPorta
“~ Home # Help ~ Logoff 9/11/2008 5:47:15 PM
Options Accepted Enrollments
Home osIs First
We— o Name LastName Service Service Type School DEN SEP Created Date Created Date Updated
Enrollments 100108277 RKQJJCXE BPXTJUGT ELA/Reading Group (01} Group 21K228 Yes
Stodeit Edicatinn LR 100153323 CFGXKFUZ GFJAMLOV ELAfReading Group (D1) Group 17K002 Yes 09/11/2008
: 100187086  JSGTEIC CHDVXWKA ELA/Reading Group (01) Group 21K228 N
Provider Contact Management 5
100235853  SAKTNJLD SJAYNUTC ELA/Reading Group (01) Group 21K228 No
User Management %
100270468 ROSBQKNF PWNMLRUG EL&/Reading Group (01) Group 17K248 No
Student Repart 100287706 BZAVDXFV WCKGPAFH Math Group (05) Group 21K228 No
bacarionRepar: 100317642 PRXIYAG WaVKWGKX Hosiend Group 21K228 No =
ELA&/Reading/Math...
Progress Report
WeekeEnd
Accept Services 10865 L2 08 TGl RENKERTTIEE i ety Group 17K245 No
100378238 AWFIPDVG ASWIMFUG Math Group (05) Group 17K248 No
185822088 TNVQARPG FNNNVJIPB ELA/Reading Individual (... Individual 21K228 Yes
185876084 LTRCOZVZ EVHCIAXB ELA/Reading Individual Individual 21K228 Ves
195830738 UZMWOZIP QBNUIMA ELA/Reading Individual (... i 21K228 No
195848872 WYHBXNBU CXRVBDEU EL&/Reading Group (01) Group 21K228 No
185845937  MKAIBAEK CWIXMNPG ELA/Reading Group (01) Group 21K228 No
WeekEnd
c
195BS5320  IBPVIUMU  DPVTAMM p\S0e e omtath. Group 21K228 No
185867804 RLYTLRPD JSIVASCC Math Individual (06) Individual 17K246 Yes 09/08/2008  08/08/2008
WeekEnd
:
195881217 FNJTFFOZ  ZGTHUZRN p\"0e o nroth. Group 17K248 No
195851313 VIEDUUIC ODMBZLSQ ELA/Reading Group (D1) Group 17K246 No b
199906064 VNOKQFZG BHLXLCU Math Group (05) Group 17K002 Ne
102657521 LWCRAQF DYLMJNAE ELA/Reading Individual (... Individual 1TK248 No
Information provided by parent
[Ireport cards [ stand Test Scores [] Grow Net Repart [JepaL
[Inysesiar ecLas2 [JeLsoL [ other

Comments:

Plan details

Plan start date: Maximum hours: 40.00

ion with the parents, the following achievement goals have been agreed upon

Core Performance Detail Evaluation [ ...

Insert
Matlv _ _ ‘ Cancel

| B save || save & Preview || [ tose |
w




Subject Core Perf Type Core Performance Detail Evaluation f .. m

Use correct grammatical construction parts of Test Edit

ELA/Reading/Math Writing speech, such a...

ELA/Reading/Math Representation ... Use representations to explore problem situations Test Edit
Insert

F _ CEHEEI

‘Parent Name HParent Signature H[)ate ‘

‘Provider Name ‘ ‘Provider Signature ‘ ‘Date ‘

Select ELA or Math (this selection is only available when the student is enrolled in a dual
program, otherwise it will only show ELA or Math.

Click on the binoculars to open the search screen
The achievement goals are related to the students grade. There is an option to go one
level up or down.

Grade: 06 E[E

ElCore Performance Types

Click on the links to open the go to core performance detail.

Grade: 06 HE

Elcors Parformance Types
Listening
R eading
HSpeaking
Elwriting
(O Creatz a drawing, picturs, sign, or other graphic to represent s word or concept
O Identify the intended audience

(O Observe the rules of punctustion, capitalization, and spelling, such a3 capitalization of proper nouns such as key words in literary and/o..

) Observe the rules of punctuation, capitalization, and spelling, such as spelling of ¢ ly |led words, h yms, and content-area ..

QO Understand the purpase for writing; the purpose may be to explain, describe, narrate, persuade, or express feelings

(D Use basic punctuation carrectly

(D Use beginning-of-sentence capitalizatien and end puncruation

{JUse corract grammatical censtruction in parts of speech such 2= simple/compeund/complex sentences, using, correct subject-verb agreement, .|
(O Use correct grammatical censtruction parts of speech, such as nouns; adjectives and adverbs [comparative/superlative); pronouns (indsfinit..
{QUse prewriting activities (=.g., brainstarming, fres writing, note taking, sutlining, and paragraphing)

QUse signal/transitional words {e.g., in sddition, for example, finally, a5 3 result, similarly, znd on the other hand) to provide c...

(D Use signal/transitional wards or phrases, such as first, nescr, znd in addition, to produce organizad, cohesive tests

{Use spacing betwesn letters and words when writing on a line

O Use teacher conferences and peer review to revise written work

QUse tone and language appropriate for audience and purpose

Quse ward processing

[
v

Select one and click “close” (A future change will be that a select will lead to selecting
and closing the screen, transferring the value to the SEP screen)

agreed upon

[Subject | corePerfType Core Performance Datail Evaluation / ... | Edit |

Use correct grammatical construction parts of

ELA/Reading/Math Writing speech, such .. Test Edit
ELA/Reading/Math Representstion ... Use representstions to explore problem situations Test Edit
ay :

3 Concel
|Parent Name ||Parent Signature ||Date

|vaider Name | |Provider Signature | |Da te ‘




Enter the way of progress measurement in the box and click on insert to add the
achievement goal. (This should match with your application submission to SED)

The procedure is the same for Math.
Grade: 06 HE

SiCore Performance Types

gebra Strand

smmunication Strand

onnections Strand

[HRecognize and apply mathematics in contexts sutside of mathematics.
[SRecognize and use connections among mathematical ideas,

{DUnderstand and make cennactions and conjectures in their everyday sxperiences te mathematical ideas
) Esplore and =xplain the relatienship between mathematical ideas

{Cennect and apply mathematical infermation te selve problems

[Hunderstand how mathematical ideas interconnect and build on ene another to produce a coherent whele

& an
oblem Solving Strand
*Reasoning and Proof Strand
[ERepresentation Strand
[HStatistics and Probability Strand

i Close

Please note: Despite filling out this information on-line you are still required to send
in a signed, scanned version of the Student Education Plan.

You can find the standards at the New York State Education Website:
http://www.emsc.nysed.gov/




5 Progress Report

Overview of due progress reports

NCLBE 33

# Home A Help A Logoff Bf19/2008 5:42:38 PM

Options -
i Progress Report List

S Pending Reports
nstructors

Enrcllments

Provider Contact Details
User Management
Student Report

Location Report

Progress Report

The Progress Report link will provide a list of students for whom a progress report is
required:

Green: Student is within 3 (service) hours of 25%, 50%, 75% or 100% of service.
Yellow: Student is not more than 3 (service) hours over the 25%, 50%, 75% or 100% of
service.

Red: Student is more than 3 (service) hours over the 25%, 50%, 75% or 100% of service;
attendance upload will result in an error. Complete progress report before upload of
attendance.

The percentage is taken from the number of service hours as published in the SES Parent
Guide and as inputted and accepted by you in the SES-NCLB database.

On the tabs First, Second, Third and Fourth, the submitted reports are listed for review or

s I
VPortal &
— e i Bf19/2008 6:142:38 PM
i Progress Report List

Home
Instructors First Report
Enrcliments

Student Educaticn Plan

Provider Contact Details

200054757 YESSENL: ROBERTSON 21K228 K228 ROMO1 10.00

I_ELNReaumg Group 45.00 PRO0S0000011
{

01}
User Management

Student Report

Location Report

Progress Report

When you click on the Student ID (OSIS) number in the Pending Reports the following
screen will open:

10



STUDENT ID: 201846351

Department of
Education
Joal I. Kain, Chanceilar

Student Details

Student First Name:
Grade:

School DEN:
Provider/Session Details
Provider Name:

Service name:

Service Start Date:

Attendance

08/07/2008
051772008
05/25/2008
05/10/2008
06/08/2008
05112008
06/01/2008
05/24/2008

PROGRESS REPORT NUMBER: Z

Supplemental Educational Services
Student Attendance / Progress Report

TYREIK

og

17KD02

TESTQUEST, INC.dd
WeekEnd ELA/Reading/Math Group (03)
10/15/2008

Max Hrs of Service: 40.00

10:00 AN 1:00 PM
10:00 AN 12:00 PM
10:00:00 Al 01:00:00 PM
10:00:00 Al 11:00:00 AW
10:00:00 Al 12:00:00 PM
10:00:00 AN 11:00:00 AN
10:00:00 AW 12:00:00 PM
10:00:00 Al 01:00:00 PM

Student Last Name:
Special ED/ELL:
School Name:

Provider ID:
Service ID:
Service End Date:

Hours to Date: 17

180
120
180
80

120
80

120
180

This lists the student’s information and attendance
Scroll down for the next part of the screen:

Academic Progress

ELA /Reading/Math
ELA/Reading
ELA/Reading
ELA/Reading
ELA/Reading

ELA/Reading

any material misrepr

Listening
Writing
Listening
Reading
Writing

Speaking

Certification of Provision of Services

I Hereby certify that I have provided Suppl tal Educational Services to the above named student on the dates and
for the duration indicated herein. I also certify that a copy of this report was mailed / given to the student’s parent and
school. I understand that when completed and filed, this form becomes a record of the Depariment of Education and that

Attend to a listening activity for a specified
period of tim...

Use classroom resources, such as word walls,
picture diction...

Demonstrate appropriate body language as a
listener

Distinguish the difference between vowels and
consonants

Observe rules of punctuation, italicization,
capitalization,...

Use gestures appropriate to conveying meaning

L L R R T AP

2008-2009

JACKSON

M S 002

60
54

Core Perf Type Core Performance Detail Evaluation / ... Progress Indicator

test Approaching proficiency V|

]

ty MNeeds more work a |
fg Needs more work VI

4 E‘Jeeds more work V|

5 Proficient

may subject me to criminal, civil and or administrative action.

Instructor Name:
Supervisor Name:

Parent Name:

Instructor Signature:
Supervisor Signature:
Parent Signature:

Date:
Date:
Date:

H save | & print

]

i close

w

Specify the progress indicator for each goal by selecting from the drop down list

Print (=save and print) the form. When you print the form the progress report will

automatically move to the right tab (fist, second third or fourth).

Please note: Despite filling out this information on-line you are still required to send
in a signed, scanned version of the progress report

11



6 User Management

The administrator for a vendor can create child accounts to access the Vendor Portal.

A child account is way to give an employee restricted access to applications and / or
functions within the application.

The creation of child accounts is done in the VVPortal account administration section
Account Administration

:‘ﬁ)} 3 | \:_..

¥ L

g

Welcome, ADMINISTRATOR (113316253)

Account Administrator

~ Home ~ Help A~ Logo!

Please refer to the separate manual to set up child accounts.

Account Administration
Vendor Information
Add/Edit Users

Edit Your Profile
Contact Information

Q
DOE Vendor Number
Commeodity List

Event Logs
CMT Usage Log
view Log

Enrollments

tudant Education Bl

Provider Contact Details

User Management

Student Report
Location Report

Progress Report

Select / click on the child account

Select the check box to grant access to the applications and/or functions within the
application.

NCLB

Srememmew o After the Vportal Child account is set up and authorized for NCLB go
Ostions to NCLB User Management is used to specify access to NCLB
_Il;structurs funCtlonS

Ex: by selecting “NCLB View Reports”, the user will be granted access only to view the

reports. The user will not be able to download any reports.

12



USER ID: nctest]

Tzer Access

NCLE Vendor Admin

View Instructors View Pending Enrollments
Provider Contact IManagement TTzer Management

WCLE Upload

[ Tpload Attendance MINCLE Status (MManage Batches)
Certify :TCLE Attendance

CIMCLE Reports

[0View Reports [ODownload NMCLE Report

| E Save | x Cancel |

7 Student Report

{= Student Report - Windows Internet Explorer,

6‘:—;’ - ‘E, http:ffwpdey . mycenet. edu/NCLEYendor Provider ShudentReport. asps V| 2| % |Guugle ‘ 2|~

File Edit Wiew Favorites Tools  Help

w & [@[?]EGDDDE & | Current lo... | @& | Customiz... ]@VendarPu... ]E,Gmal\fln... WP Inbox - Y., I@Studa... x I_l @ - 8 @ b gpage v .@ Tools +

NCLB Vendor Admin

. Home 2 Help # Logoff 971272008 4:35:17 PM
Options Student Report
Home

Instruct
nstructors Student{0ST5)Number : Last Name : SchoolDBN : -ALL- ¥

Enrollments

N Al
. Association Date : SALL- v Grade : -ALL- %
Student Education Plan . by m Group: |
Accepted ? 5 - -
Provider Contact Details | Provider : ) servicettem: | -ALL -
User Management Generate Report

Student Report
Location Report

Progress Report

This report will generate a list of students with additional information

The results can be exported to excel. Please refer to next screen shot.

13



[ e mme R e e e R R L T e e e SR | - —_ ; —

IRETPEtors Last Name : SchoalDaN { -ALL- | 2
Enrollments
) j:ﬁ - SALL- v Grade : -ALL- V‘
Student Education Plan Group:
Provider Contact Details :| :ﬁ Service Item: ROLLS v‘

User Management Generate Report

Student Repart v| [ |FndInNext [Selecta format Y Export @ S
Location Report SEIECF a format =
SChool DBN Gra( XML file with report data Semice ltem Attendance Group | Sewice
Progress Report C3V (comma delimited) ode
TIFF file
Accept Services 21K228 0f Acrobat (PDF) file up (01) ROMO1 04/1
Web archive
21K228 0 U (01) G123 0411
21K228 08 ELAI"Readin 05/0
17K002 o7 WeekEnd ELA/Reading/Math Group (09) 0s/0

8 Location Report

NCLB Vendor Admin VPortal ¢35

# Home A Help A Logoff 9/12/2008 4:38:42 PM

S Location Report
Instructors
Enroliments @ DOE Location (O Non DOE Location
Student Education Plan Lacation : | -ALL- v! |3] Export to Excel

Provider Contact Details
User Management
Student Report

Location Report
Progress Report

Accept Services

This report shows locations used by a provider. The primary selection si DOE locations
or non DOE locations
The report will directly open into excel.

9 Accept service

Before students can be accepted for service, the general parameters for the service have
to accepted. Do this by validating that hours of service and hourly rate is correct. Then
select the checkbox and click the accept button.

NCLB Vendor Admin '§ D,—E;' i ;\)A

A Home A Help A Logoff 5/12/2008 4:41:05 PM
Options Accept Services
Home
Instructors
Enroliments
Student Education Plan e
Provider Contact Details [ service item s:—;vpi:E 5:;:-,:: 5?“{:[??, Ec:f:;l,"f:':t ——
User Management
Student Report ELA/Reading Group (01} Group 45.00 21.00 Yes Al
Kocation Repart EL&/Resding Individual (02) Individual 40.00 40.00 Yes Al
R Math Group (05) Group 40.00 20.00 Yes Al
1l A WeekEnd ELA/Reading/Math Group (03) Group. 40.00 40.00 Yes oK
ath Individual (06) Individual  40.50 21.00 Yes 0K,02,03,04,05,06,07,08,08,10,11,12
‘ekEnd ELA/Reading Individual (10} Individual  21.00 40.00 ves Al @
ummer Program (013) /A 30.00 40.00 Yes oK
Weekend Math Individual (11) Individual 25.00 30.00 Yes  01,02,03,04,05,06,07,08,09,10,11,12
WeekEnd ELA/Reading/Math Individual (12) Individual 40.00 40.00 Yes All

[& Accept

14



The upload of attendance has three basic steps
1. Generate the attendance / invoice format
2. enter attendance information
3. Upload attendance / invoice file

Stepl: NCLB Reports

NCLB Reports application permits users to extract the student information and export
reports as an invoice format..

There are three steps in NCLB Reporting

1. Generate Report
To create a new report, the user must select a parameter and/or filter the parameters to
extract the data. The user can select “Create Invoice” to generate a report.
Please select the “Fiscal year” (2009) from drop down list.
Service Type and Student id are optional.
After first upload it will be possible to filter on attendance groups and / or locations.

Click on Generate Invoice

| to extract the report. The information appears in the body of

the screen.
NCLB Reports
~ Home ~ Help ~ Help
Fiscal Year; + 2008 v [Mnvoice Month: * 01 (] Location: Service Type: _.V Student Id Generate Report

2. Extract Report

To download and save a copy on your computer, use the select format dropdown to
choose a format (Excel) and the click” Export”.

15



NCLB Reports , P

~Home A Help ~ Help

Fiscal Year ‘vome Month * Location Service Type Student Id

6/12/2008 1

M4t Jof1 b bl Find | Hext | Select a format v B !
Select a format
Service Month ProvigxHL file with report data  fior IO . . ‘
Fiscal Year - School DEN - = %ng(‘wmma delimited) StudentD - LastMame = FirstMame  + | Service Code Name = | Service Start Date -+ | Service End D
e
Acrobat (POF) file
2008 05 B e ALl AYISHA 001 04/47/2008 06/30/200¢
2008 05 i LEE DOUGLAS 001 04/19/2008 06/30/200
2008 05 60 ARSLAN AYLIN 001 0510772008 06/30/200¢
2008 05 60 KARACA ROJIN o 0540772008 06/30/200¢
2008 05 60 BRADSHAW QUACEY 005 05109/2008 06/30/200¢
2008 05 60 JACOBS JASON 009 05/08/2008 06730/2008
2008 05 60 JACKSON TYREIK 009 0510872008 06/30/2008
2008 05 60 GUMBS MARCLON 005 0510872008 06/30/2008
2008 05 60 MONTES LUCIA 006 05/22/2008 06302008
2008 05 60 STROBERT MARRIC 005 05202008 06/30/2008
2008 05 60 BELIZAIRE YVELSON 005 05212008 06/30/2000
2008 05 60 MIRABAL CARLOS 005 05/23/2008 06/30/2008
2008 05 60 CABREJOS CHRISTIAN 005 05/22/2008 06/30/2004
anne ns en CAKUIIHA HANEENM nn& N&20N9 I'II:ﬂI]nI'II'II]
M [13 7 M
Click on “Open” and save the excel file on your computer.
NCLE Reports
~ Heinie ~ thalpy A neip
Fiscal Year, {2002 [wllnvoice Meath (05[] Locanor gy, tp:/ivpdev.nyc .edu/NCLBReport/Reserved.ReportViewerWebControl .axd?ReportSess... |- x|
"4 of1 b Bl [100% ] 7]
Fresalyem | e R a5 2 X B €| Psewh prmeres @ 2155 LK B i
e " udckess | ) hitp: /Aoy ycenolodu NOLBRepor LR esered, Repor Conlrol and?Rupor 3 151 ;m:w“ﬁb-ﬁamj Bl Lns *H
g [}
208 [ . %
2om P [Fite Download &
|
208 il Do you want 1o open of save this file?
2008 05
2008 [11] E]J Name: 1ot StudertDietats. ds
1 Type: Mcrersoft Exrel Workshest, 16.0KB
. i Fro: vpdev, rivcenst edu
2000 05 N\
2006 [ (__Open ) Sawe [L_Concel
208 (1]
2008 L] |
208 (1] @ I\:nilemlalu;.ml It wrl:.l.ud.ll':u::euum\;zni ml
e ! o o e, S 1 i i
£ |
3 Start cownadi fram sin: Fip:vpkov oy cor b ooy el ¥ Sl and?Ry " Urkrcwn Zore, -

Fill all the required fields (columns with yellow headers). Please refer to Table 2 in this

manual for more information on the data formats.
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| J K L I N P Q R 5
Zervice Cade Name| Senvice Start Date | Senvice End Date | ATTENDANC | SERVICE DATE| START TIME End Time LOCATION DOE  [NSTRUCTOR 1f INSTRUCTO
E GROUP CODE LOCATION R2
¥ CONOE
11} 04/17/2008 06/30/2008
i 001 04/19:2008 06:30/2008
d 11} 05/07/2008 06/30/2008
i {11} 05/07/2008 06/30/2008
d 005 05/09/2008 06302008
i 009 05/08/2008 06/30/2008
g 009 05/08/2008 063072008
i 005 05/08/2008 06/30/2008
g 006 05/2212008 06:30/2008
i 005 057202008 06/30/2008
g 005 05/21/2008 06/30/2008
i 005 052372008 063072008
d 005 05/22/2008 06/30/2008
i 005 05/23/2008 063072008
d 010 05/23/2008 06/30/2008
i 005 06012008 06:30/2008
At the bottom of the window, go to the drop down menu labeled "Save as Type". Scroll
down, until you see "TXT (Tab Delimited) (*.txt)".
Select this option and click “Save”.
[ J K L M i a P g R g T
Senvice Code Name| Service Start Date| Service End Date | ATTENDANC | SERVICE DATE| START TIME End Time LocATION | DOE  |NSTRUCTOR 1|INSTRUCTO | INSTRUCTOR 3
E GROUP CODE | LocaTion R2

P CONE

] 0471772008 0673072008
i 0 04/19/2008 06/30/2008
g o 05/07/2008 06/30/2008
I 0 05/07/2008 06/30/2008
d 005 05/09/2008 06/30/2008
I 009 05/06/2008 06/30/2008
d 009 05/06/2008 06/30/2008
i 005 05/08/2008 06/30/2008 Save As X
i 006 05/22/2008 06/30/2008 Savei: | (@ Desktop v @ 41@ X i v ook -
i 005 0572072008 0673072008 .
d 005 05/21/2008 06/30/2008 % |[SlMy Dacuments
i 005 05232008 06/30/2008 g d“"‘mmpufrl
i 005 05/22/2008 06/30/2008 D Sete || My Network Placas
i 005 05/23/2008 06/30/2008
g 010 05/23/2008 06/30/2008 ‘Lj
I 005 06/01/2008 06/30/2008
i 005 05/31/2008 06/30/2008 Deskiop
I 006 06/04/2008 06/30/2008
d 009 06/06/2008 06/30/2008
i 005 06/07/2008 06/30/2008
g 005 06/07/2008 06/30/2008 My Documents
i 006 06/1072008 0673072008

3. Edit Report

.l

My Computer
.«
=

[y Mekwart:
Places

Filename: |ShudentDetaist1)

5ave & tyPe: | plicrosoft Office Excel Workbaok

I T D
Cancel

ingle Fle Web Page
Web Page

>

|_ Text (Tab deliivedt

Microsoft Excel 5.0/95 Workbook,

When editing the exported file, please follow these rules

1 Check the header column



Pre-populated Non-Editable User entry required Optional
Columns with blue headers are Pre-populated and Non- editable
Entry is required for the columns with yellow headers

Columns with Green headers are optional

Step2: NCLB Upload

NCLB Upload application allows vendors and/or authorized users to upload NCLB file
for invoicing. Only tab-delimitated (.*txt) files are allowed to be uploaded through the

system.

Click on “Browse”

Select file and click on “Upload File”
B

Choose file
Look in: | (@ Desktop ;] o E ﬂ ‘i‘i

o I my Docurments

:j ¢ My Compuiter
MyRecent | Wdpy Netwark Places
Documenls |4 sdobe Reader 7.0

7“‘:} EDwinzip
Brf3270 Pool Telnet

Desktop  |ZD attarhments_2008_05_28
|8 Cybershift SelectFile

Y Windows Media Playsr Browse... Upload file

My Documents

r to uploading your invoice, please make sure that all of the information included is correct and
| onsistent with the student’s mandate. Anything not consistent with the student’s rmandate will

3 ent submittal of the invoice. After uploading this file, you will receive an invoice number, which
My Computer can use the next day to submit your invoice for payment.

.
My Hotwork e ame: [ | Copen P
aces
Files of type: | Files %) Ra Cancel

18



Step3: NCLB Upload Status

1) Once uploaded, the user can check the status by clicking on “Status Page”.

NCLB Upload

#~ Home

# Help

A Logoff

Uplaad File |
s

SelectFile

[ Browse.. | [ Upload fil=_]

Prior to uploading vour invoice, please make sure that all of the information included is correct and
is consistent with the student’s mandate. Anything not consistent with the student’s mandate will
prevent subrittal of the invoice. After uploading this file, you will receive an invoice number, which
you can use the next day to subrmit your invoice for payrment.

Submission Instructions

VPortale>

6/12/2008 10:43:56 AM

4 ©pen up a.uls file from Encel

4 Under fils, click "Save As"

4  Atthe bottom ofthe window, go to the drop down menu labeled "Save as Type",

4 Scroll down, until you see "THT (Tab Delimited)(* )",

4 Selectthis option and click save,

VT s Yoy v [k

NCLB Upload VPortal &
# Home “ Help # lLogoff £/12/2008 1128124 P

Upload File | Status Page

BATCH ID DATE CREATED ERROR PASS DELETED TOTAL STATUS
Upload te Mainframe
502 6/9/2002 2:40:50 PM c 5 i 16 e
Uplaad te Mainframe
501 6/9/2008 2:36:24 PM 15 i, 16 Zirr Tt
Uplaad ta Mainframe
500 6/3/2008 2:20:55 PM & 1 Sleciedead
Upload te Mainframe
4939 6/5/2002 210907 PM 14 2 16 S e
498 6/9/2008 12:55:21 PM & 0 L Passed Rules Validation
Uplaad te Mainframe
497 6/9/2008 12:49:30 PM 0 i 1. B
496 6/9/2008 12:25:02 PM 16 16 Deleted Batch
495 6/9/2008 1112611 AM i i Failed Rules Yalidation
494 6/9/2002 10141143 AM 1 i, Failed Rules Yalidation
493 6/9/2008 10:32:14 AM i 1 Failed Rules Yalidation
492 6/9/2008 10:29:47 AM i 7 Failed Rules Validation
491 6/3/2008 %:37:01 AM i L Failed Rules Validation
Upload to Mainframe
490 6/6/2008 5:18:01 PM 180 1z 192, lEiidianed
489 6/6/2008 5:15:36 PM 192 192 Deleted Batch
488 6/6/2008 5:13:27 PM i . Failed Rules Yalidation

The “Status” field shows the uploaded file status.

1. TOTAL- Total no of records

2. ERROR- No of records that failed validation
3. PASS-No of records that passed validation

4. STATUS —The file status can be

£33 Pefresh
INVOICE ND:

MCLEO2IUML1216
MCLEO2IUMNL1Z14
MCLBOSIUMNL131S

MCLBO2IUM11213

MCLEO2JUMNL1212

MCLEO2IUM11311

#4 Search
ACTION

R

Win WM
DHRHOQLRLOHRAR R WA

X

12845678910,
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a) New

b) File Saved. Please Wait...
c) Passed Format Validation
d) Failed Format Validation
e) Processing...

f) Records Failed to be Inserted
g) Passed Rules Validation
h) Failed Rules Validation

i) Submitted

J) Uploaded to Mainframe
k) Attend Code Required

I) Deleted Batch

m) File has no records

To know more about the status, please refer tablel

To avoid validation errors, please refer table2

Refresh icon ('7-in ). It refreshes the current records data. When a file is uploaded for first
time, the icon will automatically refresh every five seconds.

Delete icon (% ).The user can delete the batch by pressing the delete icon % .

Submit Batch icon ( Bl ). After the batch passes through all validation rules, the batch can be

submitted for invoicing.

After the submit for invoicing the certification icon (@) appears. Use this icon to certify the

generated invoice information.

Alert icon (i\). It displays error messages.

INVOICE NUMBER- Users can generate an invoice code when the batch has status of “Passed
Rules Validation”. The invoice code has the following format:
Example: NCLB08JUN11316

Record Status
The record status page displays record’s relevant information. The user can see errors

associated with each record by clicking on the number in the error column. The user can also

20



delete each record. When the user deletes the last record, he or she will be automatically
redirected to upload status page.

MCLB Upload

Home Help Logoff

B2/ 008 1:28:24 PM

Upload File | Status Page

4 Back
Batch Id: 495
ATTENDANCE 0515 SERVICE SERVICE SERWICE START END ATTENDANCE INSTRUCTOR
D NUMBER 1TEM TYPE DATE TIME TIiME  WOCATION “enayp 1 EXBUT
75585 Math Group (05) Group 1a:00 16:00 G741 1251 A X

Edit Records

A mouse over on the icon ( ﬂ) shows the error messages regarding that record. To edit,
user must click on the "Record ID" on the 1st column (left) to open the record details, in
which an edit can be performed

BATCH ID: 4395 | ATTEMNDANCE ID: 75525 | STATUS: RECORD FAILED WALIDATION | SHOW ERROR SUMMARY ()
Non Editable
Required
Attendance Group Code: |5741 Service Date: 20080526
Start Time: 14:00 End Time: 16:00
Location Code: 17K002 DOE Location: N Instructor 1: 1551
Dptional
Instructor 2: Instructor 3: Instructor 4:
Instructor 5: Instructor b: Instructor 7:
Instructor 8: Instructor 9: Instructor 10:
Location Name: Address: Floor:
Room Number: City: State:
Zipcode: Phone Number: Extension:
Fax: NCLE ¥endor Invoice: MNCLE Invoice Amount:
Espogamm: [ ] Proder
B Submit || X Cancel

When an error occurs on the non-changeable fields, the only option is to delete the
record. (Go back to the download function (step 2) add the attendance information and
upload again).

After correcting errors for the required and optional fields, the record can be submitted
again for validation.
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When a corrected record passes the validation, the user is presented with the next record

that contains errors. Only when a batch is error free, the option to submit the batch
becomes available.

Report of uploaded attendance

When on the home page select link NCLB Reports

Select Uploaded Attendance
NCLB

~ Home ~ Help ~ Logoff

[7] Pre-populsted Non-Editabla  [] User entry required  [7] Optional

Report : | -Select- hd

-Select-
Create Invoice

Uploaded Attendance

When the uploaded attendance is selected, the select options for the report appear.

NCLS e

~ Home ~ Help ~ Logoff

[7] Pre-populsted Non-Editabla  [] User entry required  [7] Optional

report : | Uploaded Attendance v

* Fiscal Year: Location: Attendence Group Code : Student I1d: School DBN: Service Type:

Start Date End Date:
[-select- w| [seleet v| [“select v ] | [-select- %] [-select

& | & |
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On line data entry of attendance

On the home page the link NCLB On-line entry is the place for direct input of attendance

After clicking this link the screen will be populated with all students enrolled with the
provider.

= = s = | — | = | - — _ —

NCLB Upload VPortal &>’
A Homa ~ Halp A Logoff 9/12/2008 £:32:06 AM
* Fiscal Year: (2009 [#) Attendance Group Code : [ -Select- v | | % search 'Mr.:m T
StudentID  Fiscal Year School DBN Provider ID Famis Vendor ID Last Name  First Name Service Code Name Service Start Date Service End Date
200015436 2009 06M008 60 113316253 GARCIA ROSMAIRA 005 06/25/2008 06/30/2008
200028868 2009 08X174 &0 113316253 ©QDOM STEPHON 001 06/24/2008 06/30/2008
200045078 2009 08X174 60 113316253 HEREDIA MIGUEL 012 06/18/2008 06/30/2008
200045730 2009 0BX174 60 113316253 IAMES SHIMELLA ooz 05/13/2008 06/30/2008
200048874 2009 17K002 &0 113316253 MIRABAL CARLOS 005 05/23/2008 06/08/2008
200054757 2009 21K228 60 113316253 ROBERTSON YESSENIA 001 04/18/2008 06/30/2008
200054781 ‘/} 2009 21K228 [s14] 113316253 ALI AYISHA 001 04/17/2008 06/30/2008
200063683 ¥4 2009 21K228 &0 113316253 FENG Jx 005 06/18/2008 06,/20/2008
200072239 2009 08X174 &0 113316253 COBBS COLEEN 001 06/30/2008 06/30/2008
200088078 2009 21K228 60 113316253 LEE DOUGLAS 006 08/15/2008 06/30/2009
200091387 2009 28Q072 &0 113316253 PAUL REANMA ooz 07/09/2008 06/30/2008
200095909 ¥ 2009 08X174 &0 113316253 BAEZ EDWIN 005 07/09/2008 06/30/2008
200112555 2009 28Q072 &0 113316253 SOLOMON DENZEL ooz 06/10/2008 06/30/2008
200114072 2009 06M008 60 113316253 WILLIAMS LAKEEN ooz 06/10/2008 06,/30/2008
200114205 2009 06M008 [s14] 113316253 TRANA ADILIA 010 06/26/2008 06/30/2008

There is an advanced search option available that allows for selecting a specific group of
students.

NCLB Upload Wﬁy\\xf =

A~ Home A Help A~ Logoff 9/12/2008 §:32:06 PM

Yy
 Simple Search | “*/Refresh | ‘.’3 Submit Changes

car: [2005  |¥)| Attendance Group Code : [-Selact- ¥ Serutce Tyt -Selact- v

Location: | -Select  w Student Id: | | School DBN: | -Select- | 4 Search

In the first attendance upload there is not yet a relationship between the student and an
attendance group or instructor; therefore, when the on line registration is used for the first
attendance the search options will not be of much help.

After first attendance registration the search drop downs will be filled with the relevant
data.

Click Refresh to undo any selection and return to the full list of students

When you click on the OSIS number, the pop up for data entry appears.
This is the same screen as for the correction of errors on uploaded records.
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Non Editable
Required
Attendance Group Cade: Service Date:
Start Time: End Time:
Lacation Code: DOE Location:
Optional
Instructor 2: Instructor 3:
Instructor 5: Instructor 6:
Instructor 8: Instructor 9:
Lacation Name: Address:
Room Number: City:
Zipcode: Phone Number:
Fax: NCLB Vendor Invoice:

Provider Student

SES Program 1D: Number:

] 1

4 Previous | | @ Next

[ |

Instructor 1:

Instructor 4:
Instructor 7:

Instructor 10:

Floor:

State:

Extension:

NCLB Tnvoice Amount:

B save || X cancel

Upon data entry there is no validation of the entered values

NCLB Upload

A Home A Help A Logoff

* Fiscal Year: [2005 M|  Attendance Group Code : {4 search

@
W Advanced Search | \#/Refresh | A submit Changes

Student ID Fiscal Year School DEN Provider ID Famis Vendor ID Last Name First Name Service Code Name Service Start Date Service End Date
200015436 2009 06M008 60 113316253 GARCIA ROSMAIRA 005 06/25/2008 06/30/2008
200028868 2009 08X174 60 113316253 ODOM STEPHON 001 056/24/2008 06/30/2008
200045078 2009 08X174 60 113316253 HEREDIA MIGUEL 012 06/18/2008 06/30/2008
200045730 2009 08X174 60 113316253 JAMES SHIMELLA 002 05/13/2008 06/30/2008
200048874 2009 17K002 &0 113316253 MIRABAL CARLOS 005 05/23/2008 06/08/2008
200054757 2009 21K228 60 113316253 ROBERTSOM YESSENIA 001 04/18/2008 06/30/2008
200054781 ¥ 2009 21K228 60 113316253 ALL AYISHA 001 04/17/2008 06/30/2008
200063683 21K228 60 113316253 FENG a1 005 06/18/2008 06/20/2008
200072239 ooy 08X174 &0 113316253 (COBBS COLEEN 001 06/30/2008 06/30/2008

When data is entered for a student, an icon will show that attendance data is pending a

submit.

When data entry has been completed click on

This will open the following window:

SUBMIT CHANGES

. Service
I:‘ Student ID Lt | e Code SliEmETay Service Date 5!:arl: End Time
Name MName Group Code
Hame
[] 200063683 FENG 11 005 G123 07/17/200s D4i47:00 04:47:00
PM PM
[] 200095909 BAEZ EDWIN 005 08X174 09/12/zogg D4:00:00 06:00:00

FM PM

D 200054721 ALI AYISHA 001 G123

07/17/2008 04::5:00 O:45:00

AM

@ submit Changes

Instructor Delate

as1 | [x]
2z | [x]
22 [=]
E Submit || X Cancel
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Select the students by clicking the checkbox; then click submit. The records are now
collected in a batch and processed in the same way as uploaded files
Now all validations are done for these records.

PLEASE NOTE: On line entered data that is not submitted to a batch will remain

in the system for 48 hours. After 48 hours, entered attendance that is not submitted
into a batch will be deleted.

To manage batches refer to step 3 of the upload process.
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Table 1

File is uploaded for the

New first time NA None
File has been uploaded
File Saved. Please | and has been sent for
Wait... validation NA None
Passed Format The file is in the right
Validation format NA None
The file is not in tab-
delimitated (.*txt) format | Check for redundant

Failed Format

or the data in the file is

lines, line feed(CRLF)

Validation Incorrect file format not in the right format. or bad characters
The system is still
Processing... processing the request NA None
Submit the file for
invoicing. Click on the
submit icon to submit
the file. Once the user
The file is in the right submits the file, a new
Passed Rules format and has passed invoice  number is
Validation rules validation NA generated.
click on the error icon
and check if all the data
The file is in the right entered is correct and
Failed Rules format but did not pass is in the right format.
Validation rules validation Wrong data Refer Data Format
Invoice number is Go to "RS Invoice"
Uploaded to generated and the file has page to check the
Mainframe been sent for approval NA invoice status

Deleted Batch

Batch has been deleted

Error Batch

Upload a new file

File has no
records

No data in the file

Mandatory fields

empty

are

Enter data

26
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Table 2

FISCAL YR Pre populated FISCAL YEAR 4 ( Integer)
and not OF INVOICE.
changeable by | Data type - should be valid format
user Integer CCYY and 2007 and on
SchoolDBN Pre populated SCHOOL ID
and not
changeable by
user 6 (Txt)
NCLB Pre populated LONG
PROVIDER and not
CODE changeable by
user AGENCY CODE
PROVIDER (TAX | Pre populated PROVIDER TAX 50 (Txt)
ID) and not ID
changeable by
user
OSIS ID Pre populated STUDENT ID Long Should be a valid Student
and not Id
changeable by
user
LAST NAME Pre populated LAST NAME 30(Txt) Validate with lookup table
and not to check whether the
changeable by entered OSIS and last
user name match
FIRST NAME Pre populated FIRST NAME 30(Txt) Validate with lookup table
and not to check whether the
changeable by entered OSIS and first
user name match
NCLB SERVICE | Pre populated 100(Varchar) ELA/Reading Group(01)
CODE and not ELA Reading Individual
changeable by (02) ELA/Reading Math
user individual (08) Math
Group (05)
Weekend ELA Reading
/Math Group (09)
MATH Individual (06)
ELA/Reading/Math Group
(07) Weekend
ELA/Reading
Individual(10) Summer
Program (013)
Weekend Math Individual
11)
START DT Pre populated Datetime

and not
changeable by
user

ACTUAL START
DATE AS
PROVIDED
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END DT Pre populated Datetime End Date should not be
and not ACTUAL END less than Start Date
changeable by | DATE AS
user PROVIDED

ATTENDANCE Pre populated UNIQUE GROUP Varchar Check against service

GROUP CODE after firstinput | CODE type
(or bases on PROVIDED BY -when on-on-one or on-
service type) THE VENDOR line (pre populate)

unigue group code (for
provider).

SERVICE DATE SERVICE DATE Datetime - should not be a future

date

- When weekend only
weekend days are valid
days

- No duplicate days for
same student (OSIS
number)

- Attendance date not
before service start date.
- Attendance between
NCLB begin and end
date; except summer
program

START TIME ACTUAL START Varchar

TIME AS should be valid time
PROVIDED format HH:MM AM/PM
END TIME ACTUAL END Varchar
TIME AS should be valid time
PROVIDED format HH:MM AM/PM
LOCATION Pre populated 6char When DOE Location,
CODE after first input service charge on billing;
check against master
location file - LCGMS
database

DOE LOCATION | Pre populated Y/N Location is HOME or ON-
after first input LINE (check against

INDICATOR IF service type attribute)
SERVICE When NOT a DOE
PROVIDED AT Location then the fields
SCHOOL OR location name - ...- FAX
OTHER are obligatory; unless
LOCATION location is already on file,

INSTRUCTOR 1 | Pre populated PETS ID Integer Is instructor eligible on
after first input service date
(PETS id Information entered with
number) PETS ID number

INSTRUCTOR 2 | Pre populated PETS ID Integer Is instructor eligible on

after first input
(PETSid
number)

service date
Information entered with
PETS ID number
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Pre populated PETS ID Integer Is instructor eligible on
after first input service date

(PETSid Information entered with
number) PETS ID number

Pre populated PETS ID Integer Is instructor eligible on
after first input service date

(PETSid Information entered with
number) PETS ID number

Pre populated PETS ID Integer Is instructor eligible on
after first input service date

(PETS id Information entered with
number) PETS ID number

Pre populated PETS ID Integer Is instructor eligible on
after first input service date

(PETSid Information entered with
number) PETS ID number

Pre populated PETS ID Integer Is instructor eligible on
after first input service date

(PETSid Information entered with
number) PETS ID number

Pre populated PETS ID Integer Is instructor eligible on
after first input service date

(PETS id Information entered with
number) PETS ID number

Pre populated PETS ID Integer Is instructor eligible on
after first input service date

(PETSid Information entered with
number) PETS ID number

Pre populated PETS ID Integer Is instructor eligible on
after first input service date

(PETSid Information entered with
number) PETS ID number

Pre populated 100(Varchar) Enter if DOE location =N
after first input And not home

Pre populated 512(Varchar)

after first input

Pre populated 50(Varchar)

after first input

Pre populated 50(Varchar)

after first input
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Pre populated
after first input

50(Varchar)

Pre populated
after first input

50(Varchar)

Pre populated
after first input

10(Varchar)

Pre populated
after first input

20(Varchar)

Pre populated
after first input

Integer

Pre populated
after first input

20(Varchar)

free for vendor
use

20(Varchar)

free for vendor
use

10(Varchar)

free for vendor
use

50(Varchar)

free for vendor
use

10(Varchar)
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