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Exceptional Student Services (ESS)

Phase I – Verification
Step 2: Counting Your Students

OCTOBER 1
DATA COLLECTION



ADEConnect – ODC Application
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Or SIS



ESS October 1 Data Collection Application Demo - Homepage
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Submit your student count
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ODC Count Verification
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Enter/Submit Count
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Confirmation
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Verify Count
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LEA Signer will receive email notification
If there is no LEA signer 

Contact your entity administrator to have the SPED 
Director, Business Manager, or PEA Administrator 
assigned to this role

To complete step 2, an electronic signature is required



Personnel Counts
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Fully Certified vs Not Fully Certified
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How do I Calculate FTE?

• Full-time employees are reported as 1.0 FTE. 

• Part-time employees are reported according to the amount of time 
they work. 

• FTE can be calculated by day, week, month, or even year. 

For example, a half-time employee is reported as 0.5 FTE and a 
quarter-time employee is reported as 0.25 FTE. A part-time resource 
room teacher working 4 hours per day (in a 6-hour school day) would 
be 4 / 6 = .67. Up to 2 decimal places may be used. 
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Personnel Resources

Instructions for Personnel
https://www.azed.gov/sites/default/files/2020/10/Instructions%20Personnel%20%28Approved%29.pdf

Instructions for Personnel Private Schools
https://www.azed.gov/sites/default/files/2020/10/Instructions%20Personnel%20Private%20Schools%20%28Approved%29.pdf

FAQ: Personnel 
https://www.azed.gov/sites/default/files/2020/10/FAQs%20Personnel%20%28Approved%29.pdf

FAQ: Personnel Private Schools
https://www.azed.gov/sites/default/files/2020/10/FAQs%20Personnel%20Private%20Schools%20%28Approved%29.pdf
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https://www.azed.gov/sites/default/files/2020/10/Instructions%20Personnel%20%28Approved%29.pdf
https://www.azed.gov/sites/default/files/2020/10/Instructions%20Personnel%20Private%20Schools%20%28Approved%29.pdf
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Submitting your Personnel Count
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ODC Personnel Count
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ODC Personnel Count
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Verification Count
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Verification
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Verify Count – LEA Signers ONLY

Review your count
Use the October 1 Checklist:

http://bit.ly/FY21ODCChecklist
Revise count (if needed)

Verify with Electronic Signature

http://bit.ly/FY21ODCChecklist


Final Submission

18



Review & Electronic Signature
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LEA Signer Review
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LEA Signer Review
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LEA Signer Review
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Submit to ADE
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Submit to ADE
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Congratulations – Completed Phase I
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Optional: Print Verification Count Report
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Important Tips to Remember
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No Resets after the due date
Get your team involved
Save all reports/documentation
Use the October 1 Checklist 
Designate an LEA Signer

Authorized to submit electronic signature
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Support & Resources
ADEConnect Support:

(602) 542-7378
https://helpdesk.azed.gov

ESS Data Management: 
(602) 542-3962 
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ESSDataMgmt@azed.gov
Chris Brown Director of Operations Chris.Brown@azed.gov
Peggy Staples Lead Data Management Specialist Peggy.Staples@azed.gov
Eric Ashenfelter Business and Program Liaison Eric.Ashenfelter@azed.gov
Maria Durazo Data Management Specialist Maria.Durazo@azed.gov
Louie Reyes Data Management Specialist Louie.Reyes@azed.gov
Adam Zogut Data Management Specialist Adam.Zogut@azed.gov
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