INSTRUCTIONS FOR ACCESSING THE CONSOLIDATED DATA COLLECTION
(CDC)

Last updated 2/25/2014

The Consolidated Data Collection (CDC) is a system designed to collect data for
Federal and State reporting that is not collected through the Nebraska Student and Staff
Record System (NSSRS). CDC is a data collection available on the NDE Portal. The
NDE Portal is available via a link on our homepage: www.education.ne.gov or by
accessing the link: http://portal. Education.ne.gov
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On the registration page, complete the
required information and click “Register
Now.” You will be logged on to the portal
and will see your name on a welcome
screen.
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Step One:

If you have established a Portal Account,
enter your Login ID and Password, click
“Sign In.”

or

To register to enter the Portal site for the first
time: If you have not established a Portal
Account, click the “Register” link on the left
side of the screen.
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Step Two:

You are now at the NDE Portal main page.
Click on the tab for “Data Collections.” Click on
the “Add” link next to the “Consolidated Data
Collection CDC".


http://portal.education.ne.gov/

Step Three:
" Next, you must type in your ‘Activation
) = Code’ and click “Add”. The Activation
Code is available only from the
District/System Administrator, if you are
not this person, you will need to contact
him/her to get the code. When you
oo sty e 2 et have successfully entered the
Sswmlossissse  Reunio s s anddieen e nanencdlecon e gctivation code, “Activation Code
A cude s avalale e s i on e rel websie e~ Accepted” will appear on the screen.
Gt vt s e i s sermiy Thoy e madem ot wenere— Click “Return to previous page”. The
Case letter L's (| ) can exist in the cedes, and might be cenfused with number 1's. Please look clc CDC Collectlon Should nOW be a
collection that is available to you, click on the link for CDC to enter the collection.

This Activation Code is available from your District Administrator

A What are the different UserTypes?

Agency ID Name UserType

The CDC system contains several collections and has multiple levels of user access.
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CDC Consolidated Data Collection Helpdesk (888) 285-0556

[ Click for Instructions ] [ Click to view Calendar ]
Home
UserID: cdcdistss Open Collec’nons
c 4 EUMPLEVILLE DISCIPLINE  |Excessive Absentesizm Monthly Coll r'thl\: Collection 08202010 |12 222010
nl“:{:": PUBLIC SCHOOL
[95-8855-000] *Enter the collection to view submission status.

User Types (Categories) |
coLLECTION

Study of School Level Expenditures No No
Days In Session/Instructional Program Hours No No
State Of The Schools Report Mo Mo

School Year: 20102011 CATEGORY
GENERAL
GEMERAL
ASSESSMENT
TITLE |
TRANSPORTATION

GENERAL

Admin Functions:

| Change Districts |%* I

Annual Participation Report No No

Pupil Transportation Report No No

Teacher and Principal Evaluation Survey Mo Mo

GEMNERAL ESL/District/Systern/School Information Report Mo Mo
DISCIPLINE Report of Suspension/Expulsions No No
STAFF Substitute Teachers Nz Mo
GENERAL Elementary Site Allcwance No No 08-10-2010 10-15-2010
G =F Summer Schocl Supplement No No 07-01-2010 .DB-EE-EDHJ
GEMNERAL Instructicnal Time No No 07-01-2010 10-15-2010

The different user types (categories) in the CDC are:

The GENERAL category is used for collecting general information
about districts and schools. Collections include Elementary Class
Size, Summer School Student Unit, PK Instructional Program
Hours/K Program, Days In Session/Instructional Program Hours,
ESU/District/System/School Information Report, ARRA Section
1512 Report, Assessed Valuation and Levies, etc.

GENERAL

The ASSESSMENT category is used for collecting miscellaneous
Assessment data. Currently the State of the Schools information

ASSESSMENT is collected under the Assessment category.

The TRANSPORTATION category collects information about

TRANSPORTATION school transportation. Collections include Bus Information.
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The STAFF category collects information about staff not reported
STAFF in NSSRS. Collections include Substitute Teachers and Non
Certificated Staff.

TITLE | collects data for the Title | programs. Annual
Participation Report which includes Title | Part A School-wide

TITLE | Projects; Title | Part A Funded Staff, Neglected/Delinquent and
Homeless-Unaccompanied.

DISCIPLINE The d|SC|_pI|ne category collects the data for the Report of
Suspensions/Explusions.

FINANCIAL All collections with financial data.

ALL All collections within the CDC. Can enter data and submit.
Available to one person assigned by the District/System

APPROVER Administrator to be the Approver. Approver has access to all

collections in the CDC, is able to enter data, submit and also has
the ability to “Approve” the collection.

ACTIVATION CODES:

District/System Administrators will be responsible for distributing the activation code to
the appropriate user(s) of the CDC collection. All collections are assigned a category.
Access levels to each collection are based on this category. A District/System
Administrator may give users access to a specific category, or may give a user access
to ALL categories. There may be multiple users in each category with the exception of
the APPROVER level.

A user will not be able to get into a collection unless they have entered the appropriate
activation code given to them by the District/System Administrator. A user may have
more than one activation code based on the category of collection they may be
responsible for. For instance, one person may be responsible for Assessment and
Staff, but not the rest of the categories. This person will require an activation code for
Assessment and Staff.

_ I If you are entering an

A = st (S55S) = initial activation code,
refer to Step 3 above. To

Collections add additional activation

-Click on“Edit/Remove” to add additional activation codes |~ codes, go to the “Data
Collections” tab in the

Colloction
Admin

Available ‘You have access to this online Collection.

Fleaze proceed by clicking on the name in Collection Mame/Link column. pOI’ta| and CI|Ck on
statws | "SI2 " |Collecton NameyLink “Edit/Remove” next to the
Availab _ onsolidated Data Collection (CDC) | Consolldated Data
Available | Edit/Remove | Schoel Age Final Financial Report (FFR) ‘I‘F?"]'_O_;Gh;?‘:‘ Collectlon (CDC) type |n

your ‘Activation Code’ and click “Add”.
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Consolidated Data Collection (CDC)

Activation Code

For every activation code
you enter, the user type and
district name will display
under the activation code
box.

This Activation Code is available from your District Administrator.
Add

Agency ID

01-0018-00Q

What are the different UserTypes?

HASTINGS PUBLIC SCHOOLS | HASTINGS
HASTINGS PUBLIC SCHOOLS | HASTINGS
HASTINGS PUBLIC SCHOOLS | HASTINGS
HASTINGS PUBLIC SCHOOLS | HASTINGS

ASSESSMENT
DISCIPLINE
TRANSPORTATION

01-0018-000

01-0018-000 Remove

01-0018-000 HASTINGS PUBLIC SCHOOLS | HASTINGS TITLE I Remove

01-0018-000 HASTINGS PUBLIC SCHOOLS | HASTINGS STAFF .REmEVE

07-0010-000 HEMINGFORD PUBLIC SCHOOLS | HEMINGFORD GENERAL .REmEVE

07-0010-000 HEMINGFORD PUBLIC SCHOOLS | HEMINGFORD ASSESSMENT |
HEMINGFORD PUBLIC SCHOOLS | HEMINGFORD DISCIPLINE

07-0010-00®
07-0010-000

HEMINGFORD PUBLIC SCHOOLS | HEMINGFORD
L2 HOOLS | HEMINGFORD

TRANSPORTATIOM Remove

Remove

Once a user has entered an activation code for the CDC, access to collections in the
CDC will be determined by whether the collection is open and if a user has access (has
entered the appropriate activation code). Once in the CDC, a user will only be able to
view those collections that would be available to their District/System and user type.

All collections within the CDC must be submitted and approved. The “Submit” role will
be the user who does the actual data entry of the collections (all user types). This user
will not be able to “Approve” the collection. There can only be one person assigned as
the APPROVER user type per District/System. This user type will be able to approve all
collections. The APPROVER can also “Submit” collections. The Approve button is only
accessible on the Approver’s screen.

NEBRASKA DEPARTMENT 9 EDUCATION All open collections

Home

UserID: ododists®

EXAMPLEVILLE
PUBLIC 5C
[29-8998-000]

Current
District:
School Year: 20102011

Admin Functions:

Change Districts W

their open and

CDC Consolidated Data Collection Helpdesk (888) 285-0556

|

[ Click for Instructions

Click to view Calendar ]

Open Collections:

CATEGORY COLLECTION SUBMITTED APPROVED OPEN
DISCIFLINE i B & 08-20-201

*Enter the collectmn to view submlssmn status.

Closed Collections:

GENERAL Study of School Level Expenditures No No
GENERAL |Dsys In Session/Instructionsl Frogram Hours Ne [Ne
ASSESSMENT State Of The Schools Report Mo Mo
TITLE | |Annual Participation Report No no
TRANSPORTATION | Pupil Transporiation Repart Ne Mo
GEMNERAL .TEEchEI and Principal Evsluation Survey No .Na
GENERAL |ESU/District Systern/Schonl Information Report Mo Mo
DISCIFLINE :Reuarl of Suspension/Expulsions No 'Na

eTacc [ S

close dates.

will be listed in the
top grid. To enter a
collection, click on
the link for the
collection you wish
to open, in this
example, “Excessive
Absenteeism
Monthly Collection.”
All other collections
in CDC will be listed
in the lower grid with

If the user has not submltted a valid activation code through

the portal, and they click on the link to get into an open collection, a message will
appear stating that the user does not have access to this collection and will need to get
the appropriate activation code from the District/System Administrator.
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APPROVAL/SUBMIT INSTRUCTIONS:
Most collections have the following box at the bottom of the collection:

ACTION STATUS DATE USER |

| SUBMIT | Not Submitted  N/A N/A

| APPROVE | Mot Approved /A N/A

All data can be “Edited” at any time before the collection has been approved. When you
make a change to the data using the “Edit” and “Update” buttons, the data will be saved.
Once a user has completely finished filling out information in a collection, they should
click on the SUBMIT button to submit their data, verifying that the data is complete.
Data can be updated, even after it has been submitted, until the APPROVE button has
been clicked.

NOTE: Not all collections in the CDC will have the Approval/Submit box. Those
collections that do not have this will have direction in their Instructions document on how
to submit and/or approve the collection.

After the data has been SUBMITTED and if there are no further updates, the collection
is ready for review by the District/System APPROVER. The District/System
APPROVER should click on the APPROVE button to officially submit data for that
collection to the Department. Once the data has been approved, the data can only be
edited by contacting NDE to request that the collection be re-opened (use contact list in
the collection). After the edits have been made, the approver should again click the
Submit button to update the date, then the Approve button to re-submit the data.

NEBRASKA DEPARTMENT ©F EDUCATION On the main
CDC Consolidated Data Collection Helpdesk (888) 285-0556 page of the ]
Click for Instructions } [ Click to view Calendar 1 CDC! a useris
Users can see the status of Submitted and Approved | able to view
UserID: cdodistes Open Caollections: Whether a
X ) COLLECTION SUBMITTED CLOSE DATE .
Current ?Ijger:ZLSESJ}-IiLDL:L GENERAL Elementary Class Size 12242010 COIIeCt'On has
District: o¢ gg0q nag) *Enter the collection to view submission status.
been

submitted and approved. This is particularly useful if someone other than the Approver
user type does the data entry. Approver user type can open the CDC, see if the data
has been submitted on all the collections and if so, go into the collection to review the
data entered then click on the Approve button to complete the submission.
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VIEW DATA SUBMITTED IN A PREVIOUS YEAR:

You can view data submitted in a previous year without the collection being open by
clicking on the “Click To View Previous Data” located at the top of the main page of the
CDC.

NEBRASKA DEPARTMENT CEED
CDC

ection Helpd

Click To View Previous Data ] [ J Click faor Instructior
>y

Home

UserID: smartin

Open Collections:

Current ™E DEPT OF CATEGORY COLLECTION

District: EDUCATION STAFF Human Resources Director Contacts
GENERAL Graduation Cohort Resolution Reguest (Optional)
FIMANCIAL School Age Final Financial Report [FFR)

School Year: 2013-2014 GENERAL Reguest To Submit Data Late Or Make Data Changes
STAFF Substitute Teschers

You will only be able to view your Districts data. Choose the School Year and the
collection in the dropdowns, then click on the “View Report” button.

CDC Consolidated Data Collection Helpdesk (888) 285-0556

[ View More Data ] ’ CDC Main Page ] ’ Logout ]

EXAMPLEVILLE PUBLIC SCHOOL [99-9999-000]
SUMMARY REPORTS
View a sum#aTary [

\ View Report '

If there was no data submitted for the chosen collection in the selected school year, or if
the collection was not open for the selected school year, a message will display stating
that the data is not available. To view another report, click on the “View More Data”
button.

a submitted for a
Collection: —Select--
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MULTI-DISTRICT USERS/CHANGING DISTRICTS:

Admin Functions:

Change Districts |+

A search box pops up.
Click on the
District/System you want
to enter, then “Select”.
You will automatically be
redirected to the home
page of the CDC for the
District/System you
selected.

RESOURSES

School Year: 2010-2011

If a user is responsible for more than one
District/System, they will need to enter the
appropriate activation codes for each
District/System. Once all activation codes have
been entered, changing districts is done after you
enter the CDC. Click on “Change Districts” (under
“Admin Functions” on the left side of the screen),
then click “Submit” just below Admin Functions.
This will take you to a screen that will allow you to
select the District/System you want to enter or
approve data for.

NEBRASKA DEPARTMENT 9 EDUCATION

CDC Consolidated Data Collection Helpdesk (388) 285-0556
CHANGE DISTRICT

UserID: cdocsdminuser Current School District: 01-0018
Search [ Search ] [ Reset Search
G . e
District: o o0 istrict TGS FUBLIC SCHOOLS [District TT-00T8 4, -Selecl
IREI01800 HEMINGFORD PUBLIC SCHOOLS [District 07-0010]  bram===
School Year: 2010-2011
Admin Functions:
Chsn_gs Districts .V

Instructions for each collection in the CDC can be found on the NSSRS public website

on the NSSRS Resources Page:

http://www.education.ne.gov/nssrs/Resources.html
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