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[bookmark: _Toc565605799]Glossary
Below is an alphabetical list of commonly used acronyms, initialisms, and terms that appeared throughout this document.
· CALPADS: California Longitudinal Pupil Achievement Data System
· CAPSDAC: California Preschool Data Collection
· CDS: A 14-digit county-district-school code that is the official, unique identification of a school within California.
· CSPP: California State Preschool Program
· CSV: Comma-Separated Values
· DDs: Data Discrepancies
· DLL: Dual Language Learner
· EED: Early Education Division
· ETF: Electronic Transfer File
· LEA: Local Educational Agency
· MB: Management Bulletin
· Report Period: Month and year of data submission.
· SEID: California Statewide Educator Identifier
· Vendor: Software vendor who has expressed interest in working with contracted agencies on the electronic reporting of the CAPSDAC Report

[bookmark: _Toc160801692][bookmark: _Toc213856530][bookmark: _Toc75021966]Overview
This document provides step-by-step instructions for using the Manual Input/Edit Data Entry feature in California Preschool Data Collection (CAPSDAC) 2.0 to support certification, compliance, and reporting for the California State Preschool Program (CSPP).
Manual Input/Edit applies the same business rules and validation logic as electronic Comma-Separated Values (CSV) file submissions and writes data directly to the CAPSDAC Operational Data Store (ODS).
This document focuses exclusively on manual entry. Instructions for electronic CSV file uploads are documented separately.
[bookmark: _Toc160801694][bookmark: _Toc213856531][bookmark: _Toc1727790775]Background
[bookmark: _Toc2020269803]Statutory Authority
 California Education Code (EC) Section 60910, enacted through Assembly Bill (AB) 22 in 2022, requires the California Department of Education (CDE), to collect data for California State Preschool Programs (CSPP) operated by Local Educational Agencies (LEAs). CAPSDAC supports this requirement by providing a centralized, statewide data collection system for certification, compliance, and reporting.
[bookmark: _Toc421393602]LEA Reporting Methods
[bookmark: _Toc213856543][bookmark: _Toc160801707]An LEA, as defined in EC Section 60900(k), includes a county office of education, a school district, or a charter school. LEAs may fulfill their CAPSDAC reporting obligations either by submitting electronic CSV files or by entering data manually through the CAPSDAC Online Portal. This document focuses exclusively on Manual Input/Edit.

[bookmark: _Section_D:_Data][bookmark: _Toc1294448390][bookmark: _Toc213856548]Section A: Inquiry Screens on All Record Types
This section describes how to use the CAPSDAC 2.0 Manual Input/Edit feature to search for and view existing CAPSDAC records in read-only mode without initiating edits. The inquiry functionality supports review, verification, and reconciliation activities and does not modify data stored in CAPSDAC.
Best Practice: Always use the Inquiry function before adding new records to prevent duplicates and ensure identifier consistency.
[bookmark: _Toc397706452]A.1 Accessing Inquiry Screens
Steps:
1. Log into the CAPSDAC 2.0 System Portal.
2. Select View/Update Records.
3. Select the appropriate data option (classroom, staff, or child).
[bookmark: _Toc812667642]A.2 Searching for Records
Use Quick Search Function in the Main Menu
Steps:
1. In the CAPSDAC main menu, below Quick Search, select a search type from the dropdown menu (CSPPID, CICN, SEID, Staff Local ID, Classroom ID).
2. Enter the search criteria.
3. Select Search.
View Record List or Use Search Function on Class, Staff, Child Data Screens
Steps:
1. Select the submenu under the View/Update Records, i.e., select Staff Data.
2. A search screen is displayed on the top of the screen. A list of records is displayed at the bottom of the screen.
3. Select the Program Year from the dropdown menu and enter the information you are searching for or choose the record from the list below and click the record.
[bookmark: _Toc1143246486]A.3 Reviewing Results
Steps:
1. Review the summary grid.
2. Apply filters as needed.
3. Select a record to open it in inquiry mode.
4. Select the tab associated with the record to view more information. For example, a staff (STFF) record also populates Staff Assignments (SASS) and Staff Classroom (SCLR).


[bookmark: _Toc160801702][bookmark: _Toc213856532][bookmark: _Toc1744462716]Section B: Manual Input/Edit Data Entry
[bookmark: _Toc213856534]This section describes CAPSDAC 2.0 Manual Input/Edit general rules, system behavior, validation rules, and the procedures for entering, updating, and reviewing CAPSDAC records using Manual Input/Edit Data Entry in CAPSDAC 2.0.
[bookmark: _Toc193273817]B.1 Overview
Manual Input/Edit Data Entry allows LEAs to create, update, and maintain CAPSDAC records directly in the CAPSDAC 2.0 using structured on-screen forms.
Records entered manually are validated in real time and are subject to the same certification and compliance requirements as electronic file submissions. Records with unresolved Fatal Data Discrepancies cannot be certified.
[bookmark: _Toc1262986157]B.2 General Requirements
The following requirements apply to all Manual Input/Edit Data Entry activities:
· Users must be authorized and logged in.
· Correct Program Year and Preschool must be selected.
· All required fields must be completed.
· Data must conform to CAPSDAC data definitions and code sets.
[bookmark: _Toc921212732][bookmark: _Toc213856537]B.3 Manual Input Categories
There are three categories of manual input:
· Classroom Data
· Staff Data
· Child Data
Each record has multiple tabs that allow users to input all required information to populate the following record types:
	Number
	Code
	Record Type

	1
	CLRM
	Classroom

	2
	STFF
	Staff

	3
	SASS
	Staff Assignment

	4
	SCLR
	Staff Classroom

	5
	CHLD
	Child

	6
	FAMI
	Family

	7
	LANG
	Language

	8
	SLNG
	Supplemental DLL

	9
	ENRL
	Enrollment

	10
	CLEN
	Classroom Enrollment

	11
	ATTN
	Attendance

	12
	PRGM
	Education Programs

	13
	CINC
	Incident

	14
	CINR
	Incident Result


Note: ATTN, PRGM, CINC, and CINR record types will be released in a future phase and are not included in this document.
[bookmark: _Toc907138479]B.4 Entering Records Using Input/Edit
Steps:
1. Log into the CAPSDAC 2.0 System.
2. Select View/Update Records.
3. Select the appropriate categories: Classroom Data, Staff Data, or Child Data.
4. Select Add to enter a new record, or choose the record listed on the screen to edit it.
5. Enter all required fields.
6. Review the information.
7. Select Save.
Note: Records cannot be saved if required fields are missing or invalid.
[bookmark: _Toc213856541][bookmark: _Toc2048077033][bookmark: _Toc160801706]B.5 What Happens After You Save
[bookmark: _Section_C:_Data]System Processing Indicator
· After you select Save, Submit, or Update, a yellow Processing status appears in the upper right corner of the screen.
· A green status indicates the record was successfully processed.
· A red status indicates processing failure, and corrections are required before proceeding.
For certification requirements related to Data Discrepancies, refer to Section F: Data Validation and Data Discrepancies.
[bookmark: _Toc1710088107]B.6 Editing and Deleting Records
Note: Edit and delete functionality is record-type specific and may be restricted based on CAPSDAC policy, record status, certification state, and user permissions.
[bookmark: _Toc232143900]B.7 Best Practices 
· Enter records in dependency order to prevent certification delays and ensure compliance with CDE reporting requirements.
· Enter records in the following dependency order to minimize validation errors and certification delays:
Classroom Data → Staff Data → Child Data
· Review Data Discrepancies (DDs) daily during active data entry periods. Refer to Section F for certification requirements.
· Verify all identifiers using the Inquiry functions.
Tip: Search for an existing record before creating a new one to prevent duplicate records. Search by Classroom ID, Staff Local ID, CSPPID, CICN, or the First Name, Last Name and Date of Birth if creating a new Record.

[bookmark: _Toc1736341580]Section C: Manual Entry — Classroom Data
This section describes how to use the CAPSDAC 2.0 Manual Input/Edit to create, update, and review Classroom data using Manual Input/Edit Data Entry.
The Add Classroom screen uses a step-by-step wizard. The exact steps displayed may vary depending on your agency’s configuration and the data entered, but commonly include those detailed in the following sections.
Tip: Required fields must be completed before you can proceed. Use the question mark (?) tooltips next to fields for definitions and guidance. Select Previous to return to earlier steps if edits are needed.
[bookmark: _Toc753627962]C.1 Add a New Classroom Record
Steps:
1. Log into the CAPSDAC 2.0.
2. Select View/Update Records in the main menu, click Classroom Data.
3. Select Classroom Data.
4. Click Add Classroom button on the upper right corner of the screen.
· Under Classroom Information section
· Choose Program Year and Preschool.
· Enter Classroom ID.
· Enter or select Effective Start Date.
· Enter the Classroom Name.
· Under Classroom Details section
· Select Volunteer Frequency.
· Select Program Type.
· Select Contract Types.
· Select Setting Types.
· Select Program Durations.
· Select Language Program Type.
· Select Yes or No for Mental Health Consultation services (MHCS) from the dropdown menu.
· Select Language(s) Used in Classroom.
· Click Save.
· See System Processing Indicator in Section B.5 for status information.

[bookmark: _Toc1172389987]C.2 Editing Existing Classroom Record
Steps:
1. In the CAPSDAC main menu, select View/Update Records.
2. Select Classroom Data.
3. Enter Classroom information to search for the record, 
OR
Select an existing Classroom record listed in the second half of the screen. 
4. There are three tabs for classroom data: CLRM, SCLR, and CLEN. 
5. Select the appropriate tab for editing, and then click the class record.
6. A popup screen of Edit Classroom Record allows users to edit the specific record type of the classroom. Enter the appropriate edits.
7. Click Update. 
8. See System Processing Indicator in Section B.5 for status information.
Required Fields:
· Program Year
· Preschool
· Classroom
· Effective Start Date
[bookmark: _Toc1089657503]C.3 Delete an Existing Classroom Record
This section explains how to delete an existing CLRM, SCLR, or CLEN record using the Manual Input/Edit Data Entry feature. Deleting a record permanently removes all associated data from the system for the selected Program Year.
Steps:
1. In the main CAPSDAC menu, click View/Update Records and choose Classroom Data.
2. Locate the Classroom record either by searching or clicking the record from the list displayed on the second half of the screen.
3. On the Classroom records screen, there are three tabs associated with the classroom record: CLRM, SCLR, and CLEN. Select the specific record type you want to delete. 
4. Click the record showing on the bottom half of the screen to bring to a popup screen for editing or deleting.
· Confirm that the information displayed is correct.
· Click the red Delete button to delete the record.
· Select Cancel to exit without deleting or select Delete to confirm deletion.
Note: Edit and delete functionality is record-type specific and may be restricted based on CAPSDAC policy, record status, certification state, and user permissions.
[bookmark: _Toc222182504]C.4 Best Practices for Entering Classroom Data
· Use a consistent Classroom ID across all related CAPSDAC record types.
· Enter classroom records before entering enrollments and classroom enrollments.
· Refer to Section F for certification requirements related to Data Discrepancies.

[bookmark: _Toc1886379800]Section D: Manual Entry — Staff Data
This section describes how to use the CAPSDAC 2.0 Manual Input/Edit to create, update, and review staff data. The staff data will populate the following domains: STFF, SASS, and SCLR.
The Add Staff screen uses a step-by-step wizard. The exact steps displayed may vary depending on your agency’s configuration and the data entered, but commonly include those detailed in the following sections.
Tip: Required fields must be completed before you can proceed. Use the question mark (?) tooltips next to fields for definitions and guidance. Select Previous to return to earlier steps if edits are needed.
[bookmark: _Toc1181279150]D.1 Adding a New Staff Record
Steps:
1. Log into the CAPSDAC 2.0.
2. Select View/Update Records in the main menu, click Staff Data.
3. Click Add Staff button located on the upper right corner of the screen.
4. Search Tab
· Before adding a staff member, search the system to determine whether an existing record already exists. The Search for Staff screen allows you to search by Staff Local ID or by first and last name and date of birth.
· If the search returns no match, select Continue with New Record to create a new staff record.
5. Staff Demographics Tab
· Under Staff Information section.
· Review the accuracy of the staff’s first and last name and birthday. Enter the staff’s middle name. Select the staff’s gender, ethnicity, race(s), language(s) proficiency, and highest degree completed. Under the Employment Information section.
· Select Yes or No for the staff’s permit/credential waiver. 
· If a Yes on Waiver is selected, enter or select Waiver Issued Date and Wavier Expiration Date. Choose waiver type from the dropdown menu.
· If a “No” is selected for Waiver, choose permit/credential type from the dropdown menu. Enter the Permit or Credential Number, Permit Issuance Date, and Permit Expiration Date.
· Enter Current Employment Start Date, Current Employment End Date if applicable, and Overall Employment Start Date.
· Click Next.
6. Staff Assignment Tab
· Under Staff Information section 
· Select a preschool for the staff.
· Confirm pre-populated Program Year and Staff Local ID are accurate. 
· Under Classroom Roles section
· Choose the staff roles 1 and 2 from the dropdown menu and enter the percentage of each role. 
· Under Non-Classroom Roles section
· Choose the staff roles 1 and 2 from the dropdown menu and enter the percentage of each role.
· Click Next. 
7. Staff Classroom Tab	
· Under Classroom section
· Make sure pre-populated Preschool, Program Year, and the Staff Local ID are accurate.
· Enter Classroom ID.
· Click Next.
8. Review & Submit Tab
· Review each section and make edits as needed by clicking Edit for the appropriate section. 
· After confirming all information is correct, click Submit.
Note: The system processes the record after submission. Do not close the browser window during processing. Once processing is complete, the record becomes available in the summary grid.
[bookmark: _Toc502616546]D.2 Edit an Existing Staff Record
Steps: 
1. In the CAPSDAC main menu, select View/Update Records.
2. Select Staff Data.
3. Enter the staff’s information to search for the record, 
4. OR
Select an existing Staff record listed in the second half of the screen and select Edit to update the record. 
5. There are three tabs for staff data: STFF, SASS, and SCLR. Select the appropriate tab for editing, and then click the staff record.
6. A popup Edit Staff Record screen allows users to edit the specific record type. Enter appropriate edits.
7. Click Update.
8. See System Processing Indicator in Section B.5 for status information.
Note: The system processes the record after submission. Do not close the browser window while processing is in progress. Once processing is complete, the record becomes available in the summary grid.
[bookmark: _Toc1357680586]D.3 Delete an Existing Staff Record
This section explains how to delete an existing STFF, SASS, and SCLR using the Manual Input/Edit Data Entry feature. Deleting a record permanently removes all associated data from the system for the selected Program Year.
Steps:
1. In the CAPSDAC main menu, click View/Update Records and choose Staff Data.
2. Locate the Staff’s record either by searching or clicking the record from the list displayed on the second half of the screen.
3. On the Staff Records screen, there are three tabs associated with the Staff’s record: STFF, SASS, and SCLR. Select the specific record type you want to delete. 
4. Click the record displayed in the bottom half of the screen to open the popup screen for editing or deleting.
5. Confirm that the information displayed and record chosen is correct.
6. Click the red Delete button to delete the Record.
7. Select Cancel to exit without deleting or select Delete to confirm deletion.
Note: Edit and delete functionality is record-type specific and may be restricted based on CAPSDAC policy, record status, certification state, and user permissions.
[bookmark: _Toc551090482]D.4 Best Practices for Entering Staff Data
· Enter Staff records before entering Staff Assignment or Staff Classroom records.
· Use consistent identifiers (Local Staff ID/SEID) across related records.
· Refer to Section F for certification requirements related to Data Discrepancies.
Tip: Search for an existing record before creating a new one to prevent duplicate records.

[bookmark: _Toc1386748919]Section E: Manual Entry — Child Data
This section describes how to use the CAPSDAC 2.0 Manual Input/Edit to create, update, and review Child Data using Input/Edit (Manual) Data Entry. Use this process when you need to add a new Child record or update Child information directly in the CAPSDAC.
A manual input child record will populate the following domains associated with the child: CHLD, FAMI, LANG, SLNG, ENRL, and CLEN.
The Add Child screen uses a step-by-step wizard. The exact steps displayed may vary depending on your agency’s configuration and the data entered, but commonly include:
Tip: Required fields must be completed before you can proceed. Use the question mark (?) tooltips next to fields for definitions and guidance. Select Previous to return to earlier steps if edits are needed.
[bookmark: _Toc1439655944]E.1 Adding a New Child Record 
Steps:
1. Log into the CAPSDAC 2.0 portal.
2. Select View/Update Records.
3. Select Add a Child.
4. Search Tab
· Before adding a child, you must search the system to see if the child has an existing record. The Search for a child screen allows you to search for the child either by inputting their CSPPID or first and last name as well as date of birth. 
· If the search does not return a match, select Continue with New Record to create a new Child record.
· OR 
· Select an existing Child record and Select Edit to update the record.
5. Basic Information Tab
· Under the Agency Information section
· Enter the Effective Start Date (the date the agency enters the record).
· Select the Program Year.
· Select the Preschool from the dropdown list.
· Enter Local Child ID (CICN).
· Enter the SSID if the child has one.
· Under the Child Information section 
· Enter the child’s first, middle, and last names.
· Select the appropriate suffix if applicable.
· Select the child’s birth country, state, and city.
· Enter Date of Birth.
· Select the child’s gender.
· Select the child’s ethnicity, race, and IEP/IFSP status.
· Click Next.
6. Family Information Tab
· If the family information is not available, you can check Enter this record later to temporarily bypass the Family tab.
· Under the Family Information section
· Enter Effective Start Date, the date this record is entered (today)
· Enter Family Local ID (FICN), Family size, Family Monthly Income, and choose CalWORKs Recipient status from the dropdown menu.
· Enter first and second Head of Household (HoH)’s first, middle, and last names; select the Reason(s) for Needing Service and the appropriate Highest Education level from the dropdown menus.
· Select written and verbal communication preferences for the family from the dropdown menus. To quickly locate a language, type the first letter of the language in the dropdown list to bring the appropriate language to the top of the menu.
· Under the Address Information section
·  Enter Address Line 1, Line 2 if needed, and City; select State from the dropdown menu and enter Zip code.
· If the mailing address differs from the home address, select the appropriate option to display the mailing address fields. Enter mailing address.
· Click Next.
7. Language Tab
· Review the Agency Information displayed at the top of the screen. Ensure the CSPPID, Effective Start Date, Program Year, Preschool , and Local Child ID (CICN) are accurate.
· On the Language Information section, select the appropriate Instrument Opt Out response.
· Enter the Instrument Date if No is selected.
· Enter the Language(s) Heard, Understood, and Spoken. Multiple language selections are allowed.
· Select Yes or No for the DLL Instrument Designated field.
· If DLL Instrument is selected as “No,” indicate whether the child is DLL designated by a teacher in the DLL Teacher Designated field.
· If DLL Teacher Designated is a Yes, enter the date of designation in the DLL Teacher Designated Date field. 
· Click Next.
8. Supplemental DLL Tab
· Make sure the CSPPID, Effective Start Date, Program Year, Preschool and Local Child ID (CICN) are accurate.
· Under the Language information section, choose the appropriate Interview Home Language(s) and Interview Most Used Language from the dropdown menus. The Interview Home Language(s) field can accept up to five language codes. The Interview Most Used Language field allows only one selection.
· Click Next.
9. Enrollment Tab
· Make sure the CSPPID, Local Child ID (CICN), Program Year, and Preschool information are accurate.
· Enter Contract Type, Program Type, Program Duration, and Eligibility Status from dropdown menus. 
· Enter or select Enrollment Start Date. 
· Enter or select Enrollment End Date, and select Enrollment Exit Code from the dropdown menu if applicable.
· Click Next.
10. Classroom Enrollment Tab
· Make sure the Program Year, Preschool, CSPPID and Local Child ID (CICN) are accurate.
· Enter Classroom ID, Enrollment Start Date, Enrollment End Date if applicable.
· Click Next.
11. Review & Submit Tab
· Review the information you have entered in each section, select Edit if a correction is needed, make sure all the information is correct before clicking the Submit button.
Tip: See System Processing Indicator in Section B.5 for status information.
If successfully processed, the system will populate the associated child record domains: CHLD, FAMI, LANG, SLNG, ENRL, and CLEN.
Note: The system processes the record after submission. Do not close the browser window while processing is in progress. Once processing is complete, the record becomes available in the summary grid.
[bookmark: _Toc1270621313]E.2 Edit an Existing Child Record
Steps:
1. In the CAPSDAC main menu, select View/Update Records.
2. Select Child Data.
3. Enter the child’s information for a search record.
OR
Select an existing Child record listed.
4. After the Child Record appears on the screen, click the record. There are five tabs for the child: CHLD, FAMI, LANG, SLNG, ENRL, and CLEN. Select an appropriate tab for editing, and then click the record.
5. Enter the appropriate edits.
6. Click Update.
7. See System Processing Indicator in Section B.5 for status information.
[bookmark: _Toc1563902133]E.3 Delete an Existing Child Record
This section explains how to delete an existing CHLD, FAMI, LANG, SLNG, ENRL, or CLEN record using the Manual Input/Edit Data Entry feature. Deleting a record permanently removes all associated data from the system for the selected Program Year.
Steps:
1. In the CAPSDAC main menu, Click View/Update Records and choose Child Data.
2. Locate the child’s record either by searching or clicking the record from the list displayed on the second half of the screen.
3. On the Child Records screen, there are 6 tabs associated with the child’s record: CHLD, FAMI, LANG, SLNG, ENRL, and CLEN. Select the specific record type you want to delete.
4. Click the record showing on the bottom half of the screen to bring to a popup screen for editing or deleting.
5. Click the red Delete button to delete the record.
6. Select Cancel to exit without deleting or select Delete to confirm deletion.
Note: Edit and delete functionality is record-type specific and may be restricted based on CAPSDAC policy, record status, certification state, and user permissions.
[bookmark: _Toc1454050874]E.4 Best Practices for Entering Child Data
· Maintain consistent identifiers (CSPPID, SSID, CICN, FICN).
· Create Family records before linking a Child to a Family.
· Resolve Child-related DDs before entering Enrollment or Classroom Enrollment.
Tip: Search for an existing record before creating a new one to prevent duplicate records.

[bookmark: _Toc1494839204]Section F: Data Validation and Data Discrepancies for Manual Input/Edit Data Entry
This section explains how CAPSDAC 2.0 applies validation rules to records entered through Manual Input/Edit to ensure data accuracy, completeness, and consistency. These validations help identify missing, invalid, or conflicting data and support LEAs in resolving issues prior to monthly certification.
Records entered manually through Input/Edit are subject to the same intra-file and inter-file validation rules as electronic file submissions. Validation messages and DDs are generated to assist users in correcting data issues.
[bookmark: _Toc777651511]F.1 Intra-File and Inter-File Validation Rules
CAPSDAC validation rules fall into two categories:
Intra-file validations check the structure and content of a single record entered through Input/Edit. These validations ensure that:
· All required fields are populated.
· Data values conform to format and length requirements.
· Codes entered are valid for the selected record type.
· Dates fall within allowable ranges.
Records that fail intra-file validation cannot be saved. Users must correct all errors before the system allows the record to be stored.
Inter-file validations check consistency across related record types after records are saved. Examples include:
· Child must be linked to an existing Family record.
· Enrollments must reference a valid Child and Classroom.
· Child assignments must reference an existing Child record.
· Language Status and Supplemental DLL records must correspond to an existing Child.
Inter-file issues generate DDs for review but do not necessarily prevent records from being saved.
[bookmark: _Toc586540100]F.2 Understanding Data Discrepancies (DDs)
DDs are validation issues identified after records have been successfully saved through Input/Edit but contain inconsistencies across related data.
DDs help LEAs identify and resolve data issues, including:
· Missing dependent records
· Conflicting dates or codes
· Locating mismatched identifiers
· Resolving logic conflicts across record types
DDs are categorized by severity, such as:
· Fatal – Must be resolved before certification.
· Warning – Should be reviewed but may not block certification.
Certification Requirement
· All Fatal DDs must be resolved before monthly certification.
· Records with unresolved Fatal DDs will prevent certification from completing successfully.
[bookmark: _Toc751290605]F.3 User Access and Roles for Managing Data Discrepancies
Access to DDs is controlled by CAPSDAC security roles to ensure data integrity, policy compliance, and certification readiness.
Roles and Responsibilities
· LEA Administrator Role (ADMIN): Manages user accounts and assigns security roles within CAPSDAC. Ensures that appropriate staff have access to view and edit records and resolve Data Discrepancies.
· Edit Role (e.g., CHLDEdit): Enters and updates CAPSDAC records using Manual Input/Edit Data Entry. Resolves Data Discrepancies by correcting records in accordance with CAPSDAC data definitions and validation rules.
· View Role (e.g., CHLDView): Reviews records and Data Discrepancies in read-only mode for monitoring, reconciliation, and audit preparation. Does not modify records.
Tip: Only users with an Edit role may update records to resolve Data Discrepancies. Only users with appropriate authorization may perform actions that affect certification readiness.
[bookmark: _Toc1095464834]F.4 Navigating and Resolving Data Discrepancies
Steps: 
1. Navigate to Data Discrepancies.
2. Review discrepancy details by clicking on specific errors.
3. Identify the affected record.
4. Navigate to View/Update Records.
5. Locate the related record.
6. Select the record to edit.
7. Correct the data.
8. Select Update.
9. Confirm the discrepancy is resolved via View Submissions or Data Discrepancies.
[bookmark: _Toc1729504540]F.5 Ongoing Validation and Best Practices
The Data Discrepancy validation process runs automatically throughout the day as records are added or updated through Manual Input/Edit Data Entry.
[bookmark: _Toc1511715650]F.6 Best Practices
· Request exports only after resolving all Fatal Data Discrepancies.
· Allow processing time after editing before requesting an export.
· Use exports to reconcile local systems prior to certification.
· Retain exports for audit and compliance documentation.


[bookmark: _Toc1968557730]Section G: Download Operational Data Store (ODS) Reports for Manual Input/Edit Data Entry
This section describes how to use the CAPSDAC 2.0 Data Exports function to request and download Operational Data Store (ODS) Data Export reports for records entered or maintained through Manual Input/Edit Data Entry in CAPSDAC 2.0.
ODS exports provide LEAs with a point-in-time snapshot of data stored in CAPSDAC at the time the export job is processed. These exports support internal review, reconciliation, and preparation for certification.
[bookmark: _Toc1172694950]G.1 Download — Request ODS Data Report
Use this process to request and download an extract of ODS data for a selected Program Year and one or more preschools.
ODS Data Exports are available for the following record types:
· Classroom Record (CLRM)
· Staff Record (STFF)
· Staff Assignment Record (SASS)
· Staff Classroom Record (SCLR)
· Child Record (CHLD)
· Family Record (FAMI)
· Language Record (LANG)
· Supplemental DLL Record (SLNG)
· Enrollment Record (ENRL)
· Classroom Enrollment Record (CLEN)
Note: ODS exports reflect a snapshot of data at the time the export request is processed. Recently entered or updated records may not appear immediately.
Steps: 
1. Log into the CAPSDAC 2.0 System.
2. Navigate to Data Exports → ODS Data Exports.
3. Select the Record Type (For example: CHLD, STFF, CLRM).
4. Filename (recommended)—Enter a clear filename including LEA name, record type, Program Year, and date. (For example: LEAName_STFF_20252026_20260201).
5. Select the Program Year from the dropdown menu.
6. Select one or more Preschools (multi-select supported).
7. (Optional) Email Address—Enter an email address to receive notification when the extract is ready.
8. Click Request Export.
9. After processing is completed, the file will appear in the ODS Exports list below as “Complete”. Download the file as needed.
[bookmark: _Toc627465123]G.2 Best Practices 
· Refer to Section F for certification requirements related to Data Discrepancies.
· Use consistent identifiers (CSPPID, SSID, Local IDs, FICN, Classroom ID, Staff ID) across related record types.
· Allow sufficient processing time after Manual Input/Edit updates before requesting an export.
· Retain copies of exported files for internal review and certification support.

[bookmark: _Toc1854715744]Section H: CSPPID Data Export
This section describes how to request and download a CSPPID Data Export from the CAPSDAC 2.0 system.
The CSPPID Data Export provides LEAs with a file containing CSPPIDs generated and maintained in CAPSDAC, which may be used to support local system integration, reconciliation, and reporting activities.
Below is the CSPPID Data Export Table Layout:
	Field
	Type
	Example

	File Type
	Char
	CSPPID-R

	Reporting LEA Code
	Char
	1910199

	Preschool Code
	Char
	1437190

	Program Year
	Char
	2025–2026

	CSPPID
	Char
	66V364TJVW

	CICN
	Char
	12345686

	Child First Name
	Char
	Royce

	Child Middle Name
	Char
	Z

	Child Last Name
	Char
	He

	Child Name Suffix
	Char
	Jr

	Child DOB
	Char
	20220115

	Child Gender
	Char
	F

	Effective Start Date
	Date
	20250701

	Effective End Date
	Date
	NA



[bookmark: _Toc222182526][bookmark: _Toc451803370]H.1 Download — Request CSPPID Data Export
This section describes how to use the CAPSDAC 2.0 Manual Input/Edit to request and download a CSPPID Data Export for a selected Program Year and one or more preschools.
The CSPPID Data Export produces a CSV file containing CSPPIDs associated with children reported in CAPSDAC for the selected criteria.
Steps: 
1. On the CAPSDAC main menu, Select Data Exports.
2. On the Data Exports screen, select Data Exports tab.
3. Select the CSPPID Data Export tab. 
4. Filename (recommended)—Enter a clear filename including LEA name, record type, Program Year, and date. (For example: LEAName_CSPPID_20252026_20260201). This field is optional.
5. Select the Program Year from the dropdown menu.
6. Select one or more Preschools (multi-select supported).
7. (Optional) Email Address—Enter an email address to receive notification when the extract is ready.
8. A list of reports will appear on the second half of the screen. Select the appropriate file and scroll to the right to see the Status column. Click the download sign to download the file.
9. Open the downloaded CSV file in Excel and save it onto the designated drive/file folder.
[bookmark: _Toc33667904]H.2 Best Practices for CSPPID Data Export
· Verify the correct Program Year and Preschool selections before requesting the export.
· Allow sufficient processing time after Manual Input/Edit updates before requesting the export.
· Retain downloaded CSPPID files for local system loading, reconciliation, and audit support.
· Use CSPPID values consistently across related CAPSDAC record types (for example: Child, Enrollment, Classroom Enrollment).
· [bookmark: _Section_G:_Best][bookmark: _Appendix:_Appendix:_File][bookmark: _Appendix:_File_Statuses][bookmark: _Electronic_File_Submission]Review CSPPID data in conjunction with ODS exports and DDs to ensure identifier accuracy prior to certification.
· See Section F for Data Discrepancy requirements related to certification readiness.
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