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Agenda

Welcome
Introduction

SDER (School District Employee
Report)

SDER Questions



Post-Webinar Q & A Information

Please email your questions to:

SchoolFinance@azed.gov

Or
Directly To Your Account Analyst

(Located On The School Finance Homepage Under The
LEA Account Analyst Link)



SDER Data Collection

What: Certified and Classified Employee Data

Includes all Certified, Classified and PSP employees at the district office
and district schools who are employed as of Oct 1.

Data is rolled over from the prior year. Need only to review data and
modify details, or add /delete individual employees.

Data Usage
Teacher Experience Index (TEl), per A.R.S. § 15-941

State Reporting

Superintendent’s Annual Financial Report (SAFR)
Federal Reporting

EDFacts

National Education Association Statistics Survey

Teacher Compensation Survey
EEO-5 Survey




Key changes for FY 2013 include:
I

71 Districts will now have the ability to designate PSP (Purchased Services
Provider) employees. PSP columns will have a “Y” for yes and a “N” for
no.

1 There will be a drop down within the Edit Details application for “Yes” or “No” for
New Facts For manual entries. The field will automatically default to “No.”

This Fiscal Year! o Only applicable and editable for Certified employees or for non-certified
Superintendent positions.

* )
This Data Can o SDER will now only display the last four digits of an employee ID or

Also Be Found In Social Security Number “SSN”:
The School

o Example: If an employee’s Social Security Number is entered as “123-45-
Finance Memo 6789,” it would be displayed as “***.**.6789.”

#13-012 That o1 The verification of the accuracy of the SDER data will no longer be
Was Previously collected via the paper Signature Sheet and will instead be an electronic
Distributed. check box verification within the application.

T When an employee is flagged as “Deleted” on the Edit Details screen,
the application will highlight the employee row in yellow but maintain the

data in all rows. This displays throughout Edit Details, Edit Positions, and
Edit Salaries.

71 The Position Code 048-Food Service Director and Code 049-Data
Processing Director are now categorized as “Manager Classified.”



Deadlines

September
ADE opens SDER for submissions.

October 15

All SDER data must be submitted. ADE closes SDER for
submissions.

March 15

ADE notifies schools of TEl calculations. SDER opened for
districts needing to correct data.

April 15

Corrected data must be submitted. ADE recalculates TEl
based on corrected data. ADE closes SDER.



Common Logon Menu:

https:/ /www.ade.az.gov/CommonLogon/logon.aspx
5 |

COMMON LOGON

The gateway to secure data transactions and information
Common Logon Application Menu

@ Academic Achievement Reports

@ Assessment Administration

@ AZ LEARNS [ Adequate Yearly Progress (NCLE)
@® AZSafe

@ Charter Estimated Counts

@ Enterprise

@ LEA Calendar

@ LEA Profile

@ OELAS

o e mber searh Click On The SDER Application

ine
@ School Report Cards
@ SDER

# SEI Budget Request Application 2.0
# State Tutor Fund

@ Student Counts Administration

@ Student Detail Data Interchange
4 Student Detail Transaction History
@ Transportation Routes

@ Vehicle Inventory

Change Profile Logout

Copyright © 2002-2006 Arizona Department of Education: Management Information Services, All Rights Reserved




Accessing Your District

Please enter a School or District CTDS to proceed:

ems [ ] __ Enter CTDS Number And
Click Continue




Navigating Through SDER: Status Page

School District Employee Report

[ONA DEPARTMENT
}Enuunou

District Name and CTDS

School District Employee Report for District Name for Fiscal Year 2011
Status Page Mote: To change fiscal years, go to the Options page.
[To change a school's employee lists, select an option from the menu on the left.
Change School [ check the box to submit yvour Schoal District Employee Report to ADE.
. . School District Employee Report
Display Options (Lo £
CTDS School Name Total Employees|New Employees|Deleted Employees|Teachers Missing Salary Information]Submitted?]
Edit Details 539 0 0 0 No
Edit Positions 78 o o 0 MNa
. . 94 0 0 No
Edit Salaries 3 a a 0 No
File Import n o 0 Mo
e Status Of D ° —
eports tatus ata . o o
Search Employee List &0 0 o 0 Mo
Common Logon 70 o o 0 Mo
Menu 68 0 0 0 Mo
58 a a o] Mo
22 0 0 0 o
50 a a o] Mo
a9 0] 0] W] Mo

E
E
a
=
0

Available Functions -~



Navigating Through SDER:

Display Options

.,

i
JEl

A DEPARTMENT

S

School District Employee Report_

Flease note that the display options require that vou have cookies enabled for this web site.

Status Page

2011 | %

Available Fiscal Years:

Display Options

Change School
Mumber of Records per Page:

Display Options

10 |
& show All Employees \

O show Classified anly

Edit Details
Classification Displav:
Edit Positions
O show Certified Cnly

Edit Salaries -

Mote: The Salary page ALWAYS shows only the Certified positions.
File Import Update Settings
Reports

Search Employee List

Common Luiun

19
1
a
B

Various Ways Of
Displaying The
Information On The
Screens.

|

School District Employee Report_'

[To =earch for an employee, pleasze =elect an option below:

Status Page

® search By Last Name | | (contains this character string)

Change School

) search By Employee 1D | | {contains this character string)

Display Options () search By Position | v|

Edit Details

Edit Positions

Edit Salaries

File Import

Reports

Search Employee List

Common Luiun

Search Criteria If Looking
For A Specific Individual.



Navigating Through SDER: Change School

RIZONA DEPARTMENT
_or EDUCATION

School District Employee Report

Status Page

Please select a school below:

School District Employee Report

- School Name Total Employees Deleted Employees| Teachers I'-|is-ing E|Ii|r|,|r Data

- opiaal E C 539 o| 0 0|
ange Schoo = 5 = o
Display Options 94 0 0 of
Edit Details > 2 0 5
210 | 0 o o]

Edit Positions 100 i 0 o I o
Edit Salaries 257 g o o
i &0 i o a|
File Import 5 B = ol
Reports 68 | 0 Q| 0|
. 53 0 o o|

Search Employee List 2! ! 1 ==
22 0 0 o|

Common Logon =0 0 0 ol
« 69 0 0 o|

Select An Entity For Detailed Employee Data

L]
303
13

56 |
71

ad

=l =R =N =l =]

21/l o|lo|a

slolo aolaolo



Edit Employee

D I I I
- Hispanic/
First Name Last Name L Race Deleted
Latino

Status Page
Change
School

Display
Options

—> Edit Details

Edit
Positions

Edit Salaries
File Import
Reports
Search
Employee
List
Common

Logon
Menu

Kristin Awesome 1595 Female Mo
First Name MT Last Name
Mame: L
Kristin Awesome
Employee ID: 1595
Gender: Female -
Employment Start
Date- 8162011
Ethnicity: Mo -
Hispanic/Latino:
James 3 Jimmy 7575526 Male Mo

Jesamine

Jesamine

John Q

Final

Second

Cert

Jontehiem
Jontehiem

O'Leary

QAtest

Super

222-22-2222 Male
222-22-2223 Male

111-11-1111|Male

1212 Female

121236 Male

F77-99-538588 Female

Click DELETE To Remove An Employee From
The Roster-The Fields Will Turn Yellow and
Remain On The Page. Click EDIT To Edit The
EMPLOYEE DETAILS. Be Sure To Click the
SAVE Button When Done

Yes

Yes

Mo

Mo

Yes

Yes

Asian,
MNative
Haw aiian
or other
Pacific
Islander

Mo Yes Mo

Race: [Tl american Indian or

Alaskan Mative
Asian

[ Black or African
American

Mative Hawaiian or
other Pacific Islander

Save
Transfer

[ white

Black or

African =
American, e ol
Asian

Asian,

American

Indian or No Mo Mo
Alaskan

Mative

wWhite,

Black or :
African Mo No Mo
American

Black or

African Mo Mo Mo
American



Edit Employee Positions: PSP Designation

School District Employee Report

‘ District Name and CTDS #

Parniluiein | Grade Bepondey ¢
A6 Rgearife; Lamenang Daakelly "

Poslsnn | FTTMRD, CRF, [EF DK Postson | FTT Cohar d el Bk = Duaet 57 M -
1
e (W eiiins 1

E m p | D‘I;E'E' Potign J FTE(RAG, COF, [P F0N)

finarch Employes List ; _
; Name and |D |y _
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FY13 Visual Changes

Hispanic/

PSP New  Deleted Action
Latino

First Name MI| Last Name Gender

American Indian or Alaskan Native
No White
Female Yes White

Female
*x5,25.0565  [Female
ttt_ll_3913
Emp onee *Ex.*%.0550  Female |Yes White, American Indian or Alaskan Native
AR V3 ) White, American Indian or Alaskan Native

Female

names dare

here exe. 224304 [Male
*EE¥%.6358  |Female

Exx_23_4700
=EEEE.0521  (Female

Female

| Add New Employee

Yellow Indicates A Deleted
Employee.

Green Indicates The Current Row
Selected.



Edit Positions: Modifying Employee Positions

School District Employee Report?®

School Name and CTDS

age 12345678
FTE M&0| FTE Other

1 1 Position 2

Status Pags ! Position 1

;{Ceﬂifieﬁ} Z0&-Emaotional Diszbiliny 1 LA E m
Change Schaool E{Classified] 016 Food Eervice Worker 1 . . . | . | .
Ei:.r.ula-.- D.nri.nnh .E.:ilglr?j:ll!f::;}:“t;ﬂi;;‘r.ance lu.s . . | . . . _ E
Edit Details (c?;;':.':?rﬁ 207-Elementary .0'5 . . . . .3-\\ :E |
%dn: Tﬂﬂm‘ons F:FT:sTrr.I:Euﬁm Z07-Elementary :,'\.|,'_~. E
Edit Salaries :{Classifiv:d] 016-Food Service Warker 1 _ | |
e ot oty e ary : | | | e E
,_,_e ports | F fE'_‘CI.:sllrfII:lEclrjrl?l 207-Elementary 1 - - . Em,; :E ﬂ
Search Employse List Eg:l:arg;ii?} 205-5pecific Learning 0.5 ['EEE:I;T;:) 307-Remadial 0.5 [MA E

Common Logon

{Classified] 017-Cashier 1 Edit
— II\E-me ::T:IC:_:T_:HEM&“ CEF, [IF FD) :
-T“—_ o Bl Sl et Akl
1 :_f;i;rifﬁﬁéﬁ%h&ﬁa El m
" — Upon Clicking EDIT, Can Update An
= Individual's Data. Click SAVE After Update Is
Complete.

New Employees Are Added Through This
Button. See Next Slide For New Employee
Screen. You Need To Include Contracted

« Employees As Well. 5



New Employee Entries

Firsd Mare M List Maivs
Statui Page M|
| Empliyes (D
| Changs School Cetadar Fewnala =
| Display Cobons A AP e
ke i e i o itan s You can easily
Edit Sapries :.'I mgr e Select a
;Fﬂlﬂ"ﬁ-ﬂl’t :.;M'-fhlﬂ lllll oo wthasr Pacfic lalsndar L.
| meports s sat G race/ethnicity.

A e — Multiple races
e R can be
Posilion 2

Foarion 2 FTE M & O = Smeitted.

Tokal FTE musf b grasbar ifusn G
-

Ceiliad @impliydes Husl PMave 8 grads level sbecfaa PSP
-

B i ipdimmey
: Ermployas mue have Eheir edursissn lewsl spaoiesd.
-

oo e Employees
Ber - _:  can be
R designated on
this page as

well




Calculating FTE

"Full-time" means employed for a full school day, or its
equivalent, or for a full class load, or its equivalent, as
determined by the governing board. (ARS 15-501(3))

If the teacher is employed less than full-time, multiply 1.00 by the
percentage of a full school day, or its equivalent, or a full class

load, or its equivalent, for which the teacher is employed as
determined by the governing board. (ARS §15-901(B))

Examples:
Certified Employee

Assumptions: District full class load is 5 courses. Teacher teaches 4 courses.
FTE=.8 (i.e., 1.0 * (4/5))
Classified Employee

Assumptions: District full-time equivalency is 40 hrs/week. Employee works
15 hrs/week.

FTE = .375 (i.e., (15/40))



% _wEDUCATION

UONADBPARIMENT  Edit Salaries: Modifying Employee Salaries

School District Employee Report®

School Name and CTDS

Only certified employees are shown.
Page 123545

R . Name | PSP | ID | Total FIE Total Salary
Mo 1.00 Years Vo
Change School
No 0.50 Years i
Display Options
Mo 1.00 Years Va
Edit Details
Mo 1.00 EI Years fa
Edit Positions
Mo 1.00 Years Va
Edit Salaries
) No 1.00 El Years fa
File Import
No 1.00 EI Years Vo
Reports
) Mo 1.00 ‘Years fa
Search Employee List
No 1.00 Years Va
Common Logon
Menu Mo 1.00 Years o
Add Employee Save Changes and Show Mext 10 Employees »»
ogout

A

New Employees May Also Be
Added Through This Button.

An Individual's Experience, Benefits % and
Salary Are Updated Here. Salary Includes

301 & Federal Grant Monies. SAVE Changes
After Update Is Complete.

14

NOTE: Data Available On This Screen Is For Certified Employees Only. This Data Is
Not Collected for Classified Employees.



School District Employee Report®

ONADEPARTMENT  File Import: Uploading Employee File
oF | DUCATIOH School Name and CTDS

[The file format has changed! Flease checl the appropriate file format documents to ensure that vour file complies with the new file format.

Bohe B g T e Instead Of Uploading Data Individual

Change School [To import a new file, click on browse below and select the file, then click on upload.

o — |owe ] By Individual Through This Tool, A File
isplay Options - —— . .
ot e — Containing All

Edit Posiions nport History Additions/Deletions/Modifications Can

Edit Salaries 123456
. Submission o] Submission Date Jsubmission Success Levellsubmissiorli S{CRIBJ 0] (oY (0 [TO B
el 2702 12/3/2009 1:13:18 PM |Import Process Incomplete. |Show Details
Reports 2703 12/3/2009 1:13:18 PM  |Import Process Completed.  |Show Details
2700 12/3/2009 1:05:57 PM | Import Process Incomplete.  |Show Details

Search Employee List
2701 12/3/2009 1:05:57 PM |Import Process Completed. |Show Details

% 2698 12/3/2009 12:54:23 PM |Import Process Incomplete.  |Show Details
2699 12/3/2005 12:54:23 PM

Import Process Completed.  |Show Details

2697 12/3/2009 11:24:33 AM |Import Process Failed. Show Details

26596 12/3/2009 11:23:41 AM Import Process Failed. Show Details
2655 12/3/2009 11:19:20 AM Import Process Failed. Show Details
26594 12/3/2009 10:40:53 AM Import Process Failed. Show Details

A

File Submission Status




Status Page Verification & SDER Submission

School District Employee Report *

. Ayows D
d lnFEBU[ATlOH District Name and CTDS )

School District Employee Report for District Name . for Fiscal Year 2013
Status Page Note: To change fiscal years, go to the Options page.
To change a school's employee lists, select an option from the menu on the left.
Change School [7] Check the box to submit your School District Employee Report to ADE. By checking the box, you are verifying that the information you are submitting is accurate.
Displav Ontions School District Employee Report
e 105 | School Name —JTotal Employees]ew Employces|Deleted Employees]Teachers Missing Salary Information]submited?
Edit Details 0 0 0 No
Edit Positions 0 1 0 o
0 191 0 Ma
Edit Salaries
File Import
VERY IMPORTANT: Check This Box _
To Submit Your Data To ADE. By Upon Checking The
Checking This Box, You are Verifying Above Box, The
That The Information You Are No's” Will Change to
Submitting Is Accurate. This Is In Yes's”.

Place Of The Former Signature Page.



SDER Reports

School District Employee Report

School Name and CTDS

Status Page

Change School
Display Options
Edit Details
Edit Positions
Edit Salaries
File Import
Reports

Search Employee List

Common Lion

Reports

o create a report, select one of the options below. All reports will open in a new window. The TEI report will only be available as an option when TEI has been calculated for the state.

State wide and county wide reports can be found on the Public SDER Report Pages.

List Filter: AllEmployees -

Include Deleted Employees:

Grouping: By School -

Employee List -

FTE Statistics (SDER 30)

Position Report-Ethnic/Gender Grouping (SDER 31-1)
Position Report-Racial/Gender Grouping (SDER 31-2)
Signature Sheet

Teachers Degree and Years of Experience (SDER 40)
Teacher Experience Index (TEl) (SDER 96)

Select Appropriate Filter,
Grouping And Report, Then
Click CREATE REPORT To
Generate The Report.

Done

‘ay Local intranet | Protected Mode: Off

G -

#100%



SDER Reports

Available in two places:
SDER Application

The ADE website at
http: / /www.azed.gov /finance /Reports/



SDER Q & A

4 )

?
? = [
It's QUESTION TIME !
\ v

Email additional questions to: SchoolFinance@azed.gov

Account Analyst Listing:
http://www.azed.gov/Administrators/SF/Lists/LEAAccountAnalysts



