

· [bookmark: _Toc330558996][bookmark: _GoBack]Instructor Listing—all instructors within the division by school
Reports Page
Steps:
1. Select  “Reports” at the bottom of the menu located on the upper right side of the screen.
2. 	Choose “Division Verification Report.”
3.	Select the school year from the drop-down menu.
4.	Select “View Report.”
5.	The system will open the report in PDF format.
Note: If there is a CTE student reported in the most recent Master Schedule Collection who is not in the most recent Student Record Collection, the demographic counts will display as blank.

6.	You may then save the report or print a copy.
Phase IV. Correct Data
· A Data Abnormalities Report free of Critical Errors indicates that all data was submitted correctly. Changes or corrections must be resubmitted in the Master Schedule Collections (MSC). If abnormal data was submitted, the Data Abnormalities Report will list all items requiring correction—Critical Errors and items to double-check.
· Critical Errors must be corrected before an SEDF submission will be considered complete.
Warnings and Notices do not require correction and serve only as a reminder to double-check your data submission.
Corrections are to be made in the MSC and by following the steps in Phase I.
· The Threshold Report lists all teachers whose total instructional minutes surpass 54,000 minutes for the school year. All threshold errors must be corrected or justified before returning the verification forms.
Some common reasons for threshold errors:
· Two or more classes taught during the same period are reported separately instead of the enrollments being linked in the MSC as one record.
· The same class is reported more than once.
· Too many minutes are reported for a class.
· A teacher has volunteered or is being paid to teach extra classes.
The threshold of 54,000 minutes is determined by summing the minutes per course for each teacher reported in the course element of the MSC.
· The Nontraditional Report lists all the state-identified nontraditional courses by gender enrollments taught within the division. It is provided with the yearlong verification forms for informational and program improvement purposes.
· The Instructor Listing Report identifies all instructors for the division by school. 
[bookmark: _Toc453594005][bookmark: _Toc453594151][bookmark: _Toc462659417]Phase V. Finalize Submission
Your report will need to be finalized to complete the submission. 
This is done by selecting “Send Explanations” in the upper right menu. If there are critical errors that need to be corrected, a red warning will appear at the top of the page.  Once all critical errors are resolved in MSC, provide explanations if needed, and then select the “Send Explanations” button.
If you still have unexplained threshold(s) or enrollment breaches, an error box will pop up. This will give you another opportunity to enter the explanations for these issues.
When your submission has been processed, a green message will appear at the top of the page, indicating the data has been successfully submitted.

Once the SEDF Approver has reviewed and accepted the reports, an email will be sent to the Collection Manager (also referred to as the gatekeeper). This person is responsible for selecting the button to submit to the superintendent. 
This is done by clicking “Submit to DOE” in the upper right menu. If there are critical errors that need to be corrected, a red warning will appear at the top of the page.  Then CLICK on “Finish Submission.”
If you still have unexplained threshold(s) or enrollment breaches, an error box will pop up. This will give you another opportunity to enter the explanations for these errors.
When your submission has been processed, a green message will appear at the top of the page, indicating the data has been successfully submitted.
Once you have finalized your submission, you will not be able to make any further changes without first contacting the CTE data management staff by email (CTE@doe.virginia.gov) or phone (804-371-2924). If changes are determined to be necessary, VDOE will unlock the system to allow you to resubmit the SEDF or make changes to your submission via the MSC. The signature lines on the SEDF Verification Report (second page) will not appear until you finalize the SEDF submission and all justifications have been approved by VDOE, if applicable. Once the submission is approved by VDOE, the signature lines on the SEDF Verification Report will become visible.

Should a school division determine later that something needs to be corrected, the school division will need to contact VDOE to have their MSC window re-opened.  If the MSC is reloaded to VDOE after Phase V, then the school division must return to Phase II and repeat all subsequent steps. This will require unlocking the SEDF for data entry, if necessary.

[bookmark: _Toc453594006][bookmark: _Toc453594152][bookmark: _Toc462659418]Phase VI. Return Verification Form and Threshold Report
Once you download the finalized Division Verification Report, both the CTE administrator and the Division Superintendent are required to sign it for approval. Please submit the signed verification form to VDOE, Office of Career, Technical, and Adult Education, by fax at 804-530-4560.
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