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These instructions assume the California Special Education Management Information System (CASEMIS) software for the appropriate cycle and year is already installed on the PC. 
	Selecting the Data Type

	Select the CASEMIS icon to launch the latest version of the software.[image: image4.emf] 
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Select the  Logon  again   button.  


Select DRDP button.
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The DRDP Extract Form will appear. Verify the correct School Year is displayed, otherwise, select the correct school year from the drop down list.
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Select the Student Data box, a checkmark will appear.


	 File Extraction Process
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Select the Browse… button next to the “Extract Data From” box.
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Navigate to and select the .csv data file being submitted. The Windows 7 method is pictured as an example. The path where the .csv data file is located will be automatically entered into the ‘Extract Data from’ box.
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Select the Browse… button next to the ‘Save Extracted Data to’ box.
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Navigate to and select the location 
where the resulting extracted .dbf data 














file will be created. Name the file to include:  DRDP, cycle, Special Education Local Plan Area (SELPA) name, and SELPA number. Save the file. The path where the extracted .dbf file will be saved and file name are automatically entered into the ‘Save Extract Data to’ box.


	Extract and Verify Process
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Select the Extract button on the DRDP Extract Form.
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Select the OK button. 

Then Select the Verify button.


	Print the Certification Report

	[image: image15.png]=101 x|

icrosoft Internet Explorer

EBack - > - @ [ | Qearch [ravortes @veda B | By & A - 2
Adress [ €] htp:/710.14,30. 186/ CaseMiLpload/Asp AgencylpkadCheck,asp =] @oo |unis 7

6/8/2004 1:27:25 PM

California vspamen

EDUCATION

CASEMIS Secure Data Transfer home | questions/ Comments

CASEMIS Secure Data Transfer

June upload cycle For CASEMIS upload System
For School Year 2003-2004.....Due Date Monday, December 05, 2005

'SELPAID :|0300
'SELPA Nam mador County SELPA

Note: The System shows previously uploaded fileffiles for your SELPA. Do you want to upload new fileffiles?
YES | No

Uploaded By Phone No. E-mail
Ima CASEMIS-Person [(995) 535-9993 [Ima@CASEMIS_r_Us com
(999) 566-9999) Ima@CASEMIS_r_Us com BZDEF
Ima@CASEMIS_r_Us com CZDEF

Upload File Name | Upload Time _[Final Upload
AZDBF 62004 12609 PM[ Mo

62004 12609 PM[ Mo

62004 12609 PM[ Mo

Ima CASEMIS-Person
Ima CASEMIS-Person [(999) 685-999

System Limitations: If any given page remains inactive for more than & minutes your session will be timed out and you will be

forced to log in again.

Internet

[@pore





[image: image16.png]rosoft Internet Explorer

=101 x|

ok - = - D [ Q| Qsearch (alrevonss Gveds 3| B b [ - =

‘ddress [) hitp://10.14,30.185/CaseMisUpload/AsPfagency.asp

ERTE

6/8/2004 1:23:34 PM
California vspamen
EDUCATION

CASEMIS Secure Data Transfer home | questions/ Comments

CASEMIS Secure Data Transfer

June upload cycle For CASEMIS upload System
For School Year 2003-2004.....Due Date Monday, December 05, 2005

Selpa ID : [0300
[Selpa Name : [Amador County SELPA

INote: Enter the appropriate Information below and choose ‘Continue’ button

Contact Person:*
Address:*

Ci

Zip Code:
Telephone:* | H Exten: [ Exp. (399) 999-9999 Exten:999
Fax: M

E-Mail:

Required field

Continue | Reset

[@pore

Internet




Select the Print, then the OK buttons. After the Certification Report prints, select the Exit button. The DRDP Certification Report must be signed by the SELPA director (or other authorized agent) and faxed to the Special Education Division (SED) the same day the files are sent. The received data files can be processed by the SED only if a signed certification report is also received. Fax the DRDP Certification Report to 
916-327-3730 or upload the PDF file format to secured portal.  


	File is Not Ready for Certification
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‘Errors’ and ‘Duplicates’ will prevent the certification of the file; however, ‘Warnings’ will not. 

All checked reports will be printed in the next command step. Unchecking a report removes it from the command. Remove the check mark from any undesired reports.  

	Printing the reports will assist in resolving the problems. They provide a brief explanation of the identified problem(s) which must be corrected in the Excel file. The reports also identify the problem records by district, student name, and record number. Printing may be done by 

selecting the Print button
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or

select Preview then the Print button.

Use the normal print procedures for the PC’s operating system to complete the process.
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 , until the main screen appears. 
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When you are done working with the files, exit the software. Select the command File, then choose Exit from the drop down list.


Repeat the CASEMIS DRDP Software Instructions until the identified problems are resolved and a clean, error free. Afterwards, file will be ready for upload to the secured portal.
	Preparing for the Secure Data Portal Upload

	After the DRDP Certification report is successfully printed, signed by the administrator, then faxed to the AES at 916-327-3730, proceed with these instructions. The computer MUST have Internet access to be able to follow these instructions.

	The CASEMIS software must be active and the main screen displayed to proceed. If necessary navigate to the main screen by clicking the Exit button, [image: image2.png]> Report Designer
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 , until the Main screen appears. 


	Open the Secure Data Portal
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Open the CASEMIS Internet submission web-page by selecting the Upload Data Files button. The Internet connection to the secure data portal will open.
	Logon to the Secure Data Portal
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If the Internet Browser screen is not visible, locate and select the PC’s Browser icon. The Internet Explorer Browser icon is shown in the Task Bar pictured below. If an Internet connection still does not appear, contact your local information technology staff for assistance. 
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· Select your Special Education Local Plan Area (SELPA) name from the SELPA field drop down list.
The Internet window extends to display additional entry fields.
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Enter ‘No” for the Final Submission. 
· Do NOT mark the District box! 
· Type the SELPA provided password in the box provided. 
· Select the Logon button.
	Previous Submissions’ Information
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Typically the information screen will display entries from previous submissions. The information area will be blank if this is the initial submission from a new SELPA.
· Select the Yes button. (A new upload does not overwrite previously submitted files.)
If the Yes/No button is not displayed, the portal was closed by the previous person who uploaded from the SELPA. Email casemis@cde.ca.gov or call (916) 327-3651 to request SED staff to open it for your SELPA. 
Site closure occurs when the Final Submission radio button is marked ‘Yes’. This closure applies to all users in that SELPA. 
A Contact Information page will appear. The SED staff will use the most recent SELPA contact information if there is a problem with a data submission. The information area will be blank if this is the initial submission from a new SELPA. Otherwise, the page will contain the previous contact information input for the SELPA.
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Enter your contact or verify the information in ALL the boxes is correct.
· Select the Continue button when the form is accurate and complete. 
The Reset button will remove all of the form’s entries.
	Identifying Certified Files for Upload 


Some users enter data for multiple districts. Users may consolidate the number of uploads by submitting a maximum of five files per upload. This section of instructions will be repeated for each certified CASEMIS file being uploaded, each using a different Browse button to identify the file pathway. The FTP site will accept files only with file extension in .txt, .dbf, .mdb, .csv, .zip, .xls, xlsx, .doc, .docx, .pdf, or .accdb.
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Select the Browse button and a navigation screen will appear. 
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Use the navigation method per the computer’s operating system.  Windows 7 is depicted here. 

· Navigate to the file being submitted.

· Highlight the file.

· Select the Open button. 
After the pathway for each file is identified, the upload can be initiated.
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· Select the Upload button.
When the webpage message appears asking “Are you sure you want to upload file?” 
[image: image30.png]v )
UK SR 4 nhitos//ww2.cdecagov/Cas O ~ @ O | 4B Agency Contact Informatio... %

Step 1: Specify the file you wish to upload to CDE: (Click ‘Browse' to locate the file)
(C:\Users\Inesbit\Desktop\MyData\DRDPfall 14_SELPA0000.DBF

Step 2: Click the Upload button to complete file transfer.
Upload | [ Reset

System Limitations: If any given page remains inactive for more than 5 minutes your session will be
timed out and you will be forced to log in again.





[image: image31.jpg]Note: Please use this form to upload your file/files to the California Department of Education (CDE).

« The name of the file on your workstation is not important as the transferred file will be uniquely named on the CDE
server.

« The extenstion of the file can only be .txt, .dbf, .mdb, .csv, .zip, .xls, xIsXx, .doc, .docx, .pdf, or .accdb.

Step 1: Specify the file you wish to upload to CDE: (Click 'Browse' to locate the file)

Browse...

Step 2: Click the Upload button to complete file transfer.
Upload Reset




Select the OK button.
A webpage message will appear confirming the successful file upload.  
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	Ending the Upload Session 


The selected files’ submission is complete

· Select the Logoff button to complete the session.

When there are no more files to submit the Internet session can be closed.


· Close your Internet browser. 

The Internet Explorer browser window is shown here using the command File and selection of the Exit option.

After the data files were successfully submitted to the CDE. Exit the CASEMIS software. 

· Select File from the command line.
· Select Exit from the list.
1  Navigate to the folder holding the .csv data file (created during the conversion process) using normal Windows conventions. The file will appear after the next step is completed.








3  Select the .csv data file by clicking on the file name. 








2   Select the drop down arrow for Files of type and choose All Files (*.*) from the list. 








4  Select the OK button.





1 Using the operating system’s method to select where to save the extract file. 





2  During the Save As process, the extracted file will be a .dbf format. 








4  Select the Save button.





3  The file name must include information that will allow CDE to identify the correct submitting SELPA, such as:


    �








1  Print the Certification Report by selecting the Print button, then the OK button.








2  Select the Exit button.





Certification ready files display CERTIFICATION in green text and the box is checked in the Print window. (If the CERTIFICATION box is not checked, proceed to the File is Not Ready for Certification section of these instructions.)





1 Select File from the command line. 








 2 Select Exit.





Select the Upload Data Files button.





Select your SELPA from the drop-down list.





1 Select the Final Submission as ‘No’. 





2 Leave the District submission checkbox empty.





3 Enter the SELPA password obtained from your SELPA or FMTA consultant.





4 Select the Logon button.





Select the YES button.





Select the Continue button.





Select the Browse button.





1 Navigate to where the file is located. 





2 Highlight the file. 





3 Select the Open button.





Select the Upload button.





Click the Upload button.





Select the Logoff button.





If additional files are to be uploaded logon to the webpage, otherwise skip this step. 


Select the Logon again button.       �


Begin with the instruction section Logon to the Secure Data Portal.





1  Select File from the command line. 





 2  Select Exit.
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