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Accessing the ODC Application – Step 1



Accessing the ODC Application – Step 2



Accessing the ODC Application – Step 3



Application Homepage



Verification Counts
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Submitting Your Student Count



Entering Your Census Verification Count



Enter/Submit Count



Confirmation



Census Verification Count – Ready for Review

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



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. 



Personnel Resources

Instructions for Personnel & FAQs
https://www.azed.gov/sites/default/files/2021/07/Oct.%201%2
0Data%20Collection%20%20Technical%20Assistance%20Manual
%2007.2021.pdf#Personnel

https://www.azed.gov/sites/default/files/2021/07/Oct.%201%20Data%20Collection%20%20Technical%20Assistance%20Manual%2007.2021.pdf#Personnel


Submitting your Personnel Count



Entering Your Personnel Count



Entering Your Personnel Count (Cont’d)



Certification
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Verification

Verify Count – LEA Signers ONLY

Review your count
Use the October 1 Checklist:

PEAs no longer counting ASDB 
Students attending ASDB campuses or 
Leased-Spaced Programs, unless fee-
for-service or regional co-op 
ODC Manual – ASDB Guidance  
Revise count (if needed)

Verify with Electronic Signature

https://www.azed.gov/sites/default/files/2021/07/Oct.%201%20Data%20Collection%20%20Technical%20Assistance%20Manual%2007.2021.pdf#October1DataCollectionChecklist
https://www.azed.gov/sites/default/files/2021/07/Oct.%201%20Data%20Collection%20%20Technical%20Assistance%20Manual%2007.2021.pdf#October1DataCollection


Final Submission



Review & Electronic Signature

10/19/2022 11:44 AM

10/19/2022 12:19 PM



LEA Signer Review



LEA Signer Review



LEA Signer Review



Submit to ADE



Submit to ADE



Congratulations – You’ve Completed Phase I

Wednesday, October 19, 2022



Optional: Print Verification Count Report



Important Tips to Remember

No Resets after the due date
Get your team involved
Save all reports and 
documentation
Use the October 1 Checklist 
Designate an LEA Signer

Authorized to submit 
electronic signature



Support & Resources
ADEConnect Support:
(602) 542-7378
https://helpdesk.azed.gov
ESS Data Management: 
(602) 542-3962
ESSDataMgmt@azed.gov
Subscribe to stay informed: 
• Data Management Alerts
• Data Management YouTube Channel

mailto:%20https://helpdesk.azed.gov
mailto:ESSDataMgmt@azed.gov
mailto:http://bit.ly/essdmalerts
mailto:https://bit.ly/essdmyoutube
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