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SDER is the School District Employee Report, collected pursuant to  
A.R.S.§15-941. 

 

The report contains data for employees as of Oct. 1 and include: 
Certified 
Classified 
Purchased Services Personnel (PSP) 

 

The data is rolled over from the prior year.  The data only needs to be 
reviewed and modified to reflect personnel changes that have occurred this 
year. 

 

The data is used for the following areas: 
State Reporting 

Teacher Experience Index (TEI), per A.R.S.§15-941 
Superintendent’s Annual Financial Report (SAFR) 

Federal Reporting  
EDFacts 
National Education Association Statistics Survey 
Teacher Compensation Survey 
EEO-5 Survey 

 



September 
ADE opens SDER for Submissions. 

 
October 15 

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

 
February 1 

ADE notifies schools of preliminary TEI 
reports.  
SDER opened for districts needing to 
correct data, on an as-requested basis. 

 
March 1 

Corrected data must be submitted. 
ADE closes SDER. 
ADE recalculates TEI based on 
corrected data and publishes by March 
15.  

 
 

 



SDER Submission Instructions 
 

For additional  guidance, please see Memo 14-013 

http://www.azed.gov/Administrators/SF/NumberedMemos/FY2014/14-013.pdf


Step 1: Access SDER Application through the 
Common Logon Menu. Then click on the SDER 
Application 

Link: 
https://www.ade.az.gov/CommonLogon/logon.aspx 

https://www.ade.az.gov/CommonLogon/logon.aspx
mailto:Enterprise@azed.gov


Step 2: After selecting the SDER application, your “Status Page” will appear. 
On this page, you can check the status of data reported by School, Total 
Number of Employees, New Employees and Deleted Employees. 

 
District Name and CTDS 

School Names and 
CTDS Numbers 

Available Screens 

Status Of Data 



Step 3: There are two ways of submitting data, a file upload or manual input. To 
submit a file that contains a complete employee roster, go to the “File Import” screen.  
The file format can be found by clicking on “School District Employee Report Text File 
Format.” When the file is ready to be uploaded, click “Browse”, find the file on your 
computer, and then “Upload File.” Also this screen will show the status of the upload. 



Step 4: A user can choose various ways of displaying 
the information on the different SDER screens. After 
making the change, click on “Update Settings.” 



Step 5: To manually input employee data, select “Change 
School”. Then, select an entity (school site) under the school 
name column for the school to be modified. 

School Names and 
CTDS Numbers 



Step 6: Select the “Edit Details” screen to add or modify an employee’s information. 
Click “Delete” or “Edit” to update the employee details. If an employee is deleted 
from the roster, the fields will turn yellow and remain on the page. If any employee 
details need to be revised, then select “Edit” and make the necessary changes. Then 
click “Save.” After the changes are saved, the employee’s information will turn green. 



Step 7: Select the “Edit Positions” screen to update employee position information or 
to add a new employee. On this screen, click on “Edit” to change an employee’s 
Position(s), FTE, Grade Assignment, and Education Level. Also, if an employee has a 
PSP Designation, this screen will allow the designation to be assigned.  

 
 

Employees Name 
and IDs are 

here... 



Step 8: Upon clicking  “Add New Employee” from the previous screen, this 
screen will open. Here, the employee’s information such as Race/Ethnicity, 
Start Date, Position(s) and FTE can be submitted. After the employee’s 
information is entered, click “Save Employee.” 



"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. 
(A.R.S.§ 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. (A.R.S. §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 =  .38    (i.e., (15/40))  



Step 9: Select the “Edit Salaries” screen to update an employee’s Experience, Benefits % and Total 
Salary. The salary update must include Classroom Site Fund (CSF), Instructional Improvement 
Fund (IIF), Career Ladder, Optional Performance Incentive Program (OPIP), and any state or 
federal grant, including EduJobs, monies. New employees can be added on this screen as well.  
Click “Save Changes” or “Save Changes and Show Next 10 Employees.” 

Employee 
names 

IDs Salaries Benefit 
% 



Step 10: Return to the “Status Page” to submit the SDER data. Check the box to submit the 
employee data to ADE. By checking the box, the user is verifying the information is accurate. 
After the box is checked, the “Submitted” column will change to “Yes.” 

School Names and 
CTDS Numbers 



Step 11: Select the “Reports” screen to run various SDER reports. After you 
have chosen your parameters, click “Create Report.”    

http://www.ade.az.gov/sder/publicreports.asp.

http://www.ade.az.gov/sder/publicreports.asp


A copy of this presentation is 
located at: 

http://publicportal.ade.az.gov/sites/SF/B
usinessInformation/Business%20Rule%20
Documents%20and%20Presentations/For
ms/Business%20Rules%20vs%20Presenta
tions.aspx 

 

We would appreciate it if you would 
complete the short survey at the 
end of Webinar. 

 

Any additional questions or 
concerns? Please contact your 
Account Analyst. 
 

http://publicportal.ade.az.gov/sites/SF/BusinessInformation/Business%20Rule%20Documents%20and%20Presentations/Forms/Business%20Rules%20vs%20Presentations.aspx
http://publicportal.ade.az.gov/sites/SF/BusinessInformation/Business%20Rule%20Documents%20and%20Presentations/Forms/Business%20Rules%20vs%20Presentations.aspx
http://publicportal.ade.az.gov/sites/SF/BusinessInformation/Business%20Rule%20Documents%20and%20Presentations/Forms/Business%20Rules%20vs%20Presentations.aspx
http://publicportal.ade.az.gov/sites/SF/BusinessInformation/Business%20Rule%20Documents%20and%20Presentations/Forms/Business%20Rules%20vs%20Presentations.aspx
http://publicportal.ade.az.gov/sites/SF/BusinessInformation/Business%20Rule%20Documents%20and%20Presentations/Forms/Business%20Rules%20vs%20Presentations.aspx
http://www.azed.gov/Administrators/SF/Lists/LEAAccountAnalysts/AllItems.aspx
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