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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 (TEI), 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:

New Facts For 
This Fiscal Year!

*This Data Can 
Also Be Found In 
The School 
Finance Memo 
#13-012 That 
Was Previously 
Distributed.

 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.
 There will be a drop down within the Edit Details application for “Yes” or “No” for 

manual entries. The field will automatically default to “No.”

 Only applicable and editable for Certified employees or for non-certified 
Superintendent positions. 

 SDER will now only display the last four digits of an employee ID or 
Social Security Number “SSN”:
 Example: If an employee’s Social Security Number is entered as “123-45-

6789,” it would be displayed as “***-**-6789.”

 The verification of the accuracy of the SDER data will no longer be 
collected via the paper Signature Sheet and will instead be an electronic 
check box verification within the application.

 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.

 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 TEI calculations.  SDER opened for 
districts needing to correct data.

 April 15
 Corrected data must be submitted.  ADE recalculates TEI 

based on corrected data.  ADE closes SDER. 



Click On The SDER Application

Common Logon Menu:
https://www.ade.az.gov/CommonLogon/logon.aspx



Enter CTDS Number And 
Click Continue

Accessing Your District



School Names and CTDS 
Numbers

District Name and CTDS

District Name

Available Functions

Status Of Data

Navigating Through SDER: Status Page



Various Ways Of 
Displaying The 
Information On The 
Screens.

Search Criteria If Looking 
For A Specific Individual.

Navigating Through SDER: Display Options



School Names and CTDS 
Numbers

Select An Entity For Detailed Employee Data

Navigating Through SDER: Change School



Edit Employee 
Details

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



Edit Employee Positions: PSP Designation



FY13 Visual Changes



School Name and CTDS

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.

Edit Positions: Modifying Employee Positions 



New Employee Entries

You can easily 
select a 

race/ethnicity. 
Multiple races 

can be 
submitted.

PSP 
Employees 

can be 
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)) 



School Name and CTDS

Employee 
names

An Individual’s Experience, Benefits % and 
Salary Are Updated Here.  Salary Includes 
301 & Federal Grant Monies. SAVE Changes 
After Update Is Complete.

New Employees May Also Be 
Added Through This Button.  

IDs Salaries
Benefit 

%

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

Edit Salaries: Modifying Employee Salaries 



Instead Of Uploading Data Individual 
By Individual Through This Tool, A File 
Containing All 
Additions/Deletions/Modifications Can 
Be Uploaded.

School Name and CTDS

File Submission Status

File Import: Uploading Employee File 



District Name and CTDS

School Names and CTDS 
Numbers

District Name

Upon Checking The 
Above Box, The 
“No’s” Will Change to 
“Yes’s”.

VERY IMPORTANT: Check This Box 
To Submit Your Data To ADE. By 
Checking This Box, You are Verifying 
That The Information You Are 
Submitting Is Accurate. This Is In 
Place Of The Former Signature Page. 

Status Page Verification & SDER Submission



School Name and CTDS

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

SDER Reports



SDER Reports

Available in two places:
SDER Application
The ADE website at 

http://www.azed.gov/finance/Reports/ 



SDER Q & A

Email additional questions to:    SchoolFinance@azed.gov  

Account Analyst Listing:

http://www.azed.gov/Administrators/SF/Lists/LEAAccountAnalysts


