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1.0 INTRODUCTION

1.1 Document Purpose

The purpose of this guide is to provide state users with the information needed to use the DMS.
1.2 Data Management System (DMS) Overview

The Data Management System (DMS) is an online system designed to manage the Common Core of Data (CCD) collection. State education agencies (SEAs) submit all data through the EDFacts Submission System (ESS); final data processing will take place through the DMS.  States will use the DMS to review and respond to error reports, monitor data processing, and verify that resubmitted data files (resubmitted through ESS) resolve outstanding data issues.  

One of the primary goals of the DMS is to increase the level of transparency in CCD data processing.  As soon as data are submitted through ESS and replicated to the DMS, SEA users will be able to view error reports by logging into the system.  Furthermore, the DMS includes a comment system that allows SEAs to provide responses and explanations for data anomalies identified in the error reports.  The ED data analysts working with the U.S. Department of Education (ED) will have access to the same error reports and will be able to review state comments and explanations in real time.  
The new DMS will not only increase transparency but also reduce the data collection burden on states by creating a smoother and quicker data edit process.  
1.3 CCD Overview

The CCD is a national statistical program that collects and publishes administrative data from state education agencies (SEAs) covering the universe of all free, public elementary and secondary schools, and school districts in the United States. CCD includes both fiscal and non-fiscal (i.e., directory, enrollment and staff counts) components at the state, local education agency (LEA), and school levels. 

All CCD data are submitted through the ESS. Table 1.1 shows the EDFacts files and data groups that contribute to each CCD release, using the school year (SY) 2015-16 release cycle as an example. EDFacts file numbers tie directly to the file specifications states use to prepare each file for submission. A data group (DG) is a specific set of related data that is stored in EDFacts to satisfy the specific information need of one or more ED offices. Each data group includes a DG name, identification number, definition, permitted values, file format layout, school year reporting period, and reporting level(s). 

	Table 1.1

EDFacts Data Files, grouped by CCD Releases

	CCD Release Target
	Data Quality/ Release Name
	EDFacts File Number
	EDFacts DGs
	File Name
	EDFacts Due Date

	4/2016
	Release 1: Preliminary Directory
	029
	1, 4, 5, 7, 8, 9, 10, 11, 16, 21, 27, 453, 458, 529, 531, 551, 559, 570, 571, 653, 669, 743, 803,804
	Directory
	Late January 2016

	
	
	039
	18
	Grades Offered
	

	9/2016
	Release 2: Membership and Staff
	129
	22, 24, 573, 791
	CCD School 
	Late March 2016

	
	
	052
	39
	Membership
	

	
	
	033
	565
	Free & Reduced-Price Lunch
	

	
	
	002
	74
	Children with Disabilities - School Age
	Early April 2016

	
	
	089
	613
	Children with Disabilities - Early Childhood
	

	
	
	046
	123
	Students in LEP Programs
	

	
	
	059
	528, 644
	Staff FTE
	Late May 2016

	6/2017
	Release 3: Dropout & Completers
	040
	306
	Graduates/Completers
	Early February 2017

	
	
	032
	326
	Dropouts
	


EDFacts collections remain open for three school years; SEAs may make updates to previously submitted data but only to data going back three school years. The official CCD data files are re-released at NCES’ discretion.

There are additional resources available geared towards state data providers including the EDFacts Workbook, EDFacts Submission System File Specifications, and the Data Submission Organizer provided through the Grads360o site.

Some of the EDFacts files provide information for all three levels of CCD data (e.g., Directory and Membership) while others are restricted to school and/or district level.  
Table 1.2 shows the data levels for each of the EDFacts files that are part of the CCD. 

	Table 1.2

CCD Data submissions by EDFacts and data level

	
	------ Data Level ------

	EDFacts File
	State
(SEA)
	District
(LEA)
	School

	029 – Directory
	X*
	X
	X

	129 – CCD School
	
	
	X

	039 – Grades Offered
	
	X
	X

	033 – Free and Reduced-Price Lunch
	
	
	X

	002 – Children with Disabilities (IDEA) – School Age
	
	X
	

	089 – Children with Disabilities (IDEA) – Early Childhood
	
	X
	

	052 – Membership
	X
	X
	X

	059 – Staff FTE
	X
	X
	X

	046 – Students in LEP program
	
	X
	

	040 – Graduates/ Completers
	X
	X
	

	032 – Dropouts
	X
	X
	

	*
States are only asked to submit revised directory data at the SEA level if there are changes from the previous year. 


In past years, state CCD and EDFacts coordinators have submitted their data into ESS and representatives from the Census Department have led the state follow-up efforts.  While the roles of the CCD and EDFacts coordinators in each state will remain unchanged, there will be some changes to CCD data collection and processing beginning with the SY 2015-16 collection cycle: 
· New point of contact.  Starting with a transition period in fall 2015, CCD coordinators will work with the CCD Data Analysis team that supports the ESS and the DMS with the Partner Support Center (PSC) as the main contact.  

· Quicker turnaround.  With the new DMS in place, ED plans follow-up with states regarding their submissions quicker than in past years, with a goal of releasing the CCD data files into publication in a timelier manner.  

· Transparency.  The DMS was designed to increase the level of transparency in processing CCD data.  This transparency includes letting the states monitor CCD data processing and respond to error reports directly in the system.  States will be able to view changes made to the data as the CCD file submissions near publication.

1.4 Document Organization

This document is organized as follows:

· Section 2:  DMS Data Flow 

· Section 3:  Logging into the DMS and Assigning User Permissions

· Section 4:  DMS Landing Page and Summary of DMS Functions

· Section 5:  Data Viewer

· Section 6:  Error Reports

· Section 7:  Data Commitments

· Section 8:  DMS Support

1.5 Related Documents

· ESS User Guide – Provides assistance to users logging into and using the ESS.

· EDFacts Workbook – Provides an overview of ESS data submissions as well as resources SEAs can draw on for support.  This document includes a detailed crosswalk between all of the data fields in the CCD and the EDFacts data files SEAs submit.

· CCD Data Raking, Imputation, and Suppression Procedures (in development) – Describes the rules and procedures used by ETSS and ED to make (and document) final edits to the CCD data file prior to each release.

1.6 Other Resources

· CCD – The official CCD data releases are all available through the CCD website (www.nces.ed.gov/ccd). This site includes all data files as well as accompanying file documentation and release notes.  

· EDFacts – The official EDFacts webpage (www2.ed.gov/about/inits/ed/edfacts/index.html) provides background information on the EDFacts initiative as well as documentation and other supporting materials.

· EDFacts Communities 360o – An on-line clearinghouse maintained by PSC for EDFacts data providers (https://edfacts.grads360.org). This site includes the EDFacts Data Submission Organizer, an archive of updates from PSC, a calendar of upcoming file submission deadlines, and links to other related sites.

2.0 DMS Data Flow and Minimum System Requirements
2.1 DMS Data Flow 

The diagram below provides a high-level illustration of the CCD data flow from initial state submission through ESS to publication.
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States submit all data files through ESS which are subjected to the ESS format, validation, and submission edits.  Each successful submission (and resubmission) is then replicated nightly to the DMS.  

The ED Data Analysts review each state submission and load the data into the trunk schema in the DMS. 

Once any new or revised data are loaded into trunk, the ED data analysts run the CCD business rules to identify potential data errors.  There is significant overlap between the ESS and CCD business rules so, to the extent that states resolve ESS edits through resubmission, the number of unresolved CCD errors will decrease.  

The state and ED data analysts work together to review the error reports generated by the DMS.  States are asked to either resolve outstanding data questions through ESS resubmission or provide responses that explain why the data questions raised are not errors.  

Once all data questions are resolved or documented, the ED Data Analysts move the data to the pre-publication schema.  While in the pre-publication schema, analysts conduct final data reviews and make any data adjustments (including imputation and raking).

After completing all of the necessary reviews, data are considered final and will be moved to the publication schema in the DMS.  
2.2 Minimum System Requirements to use the DMS

The DMS is compatible with all versions of Internet Explorer from version 9.0 and up.  It is also compatible with all versions of Chrome, Firefox, and Safari.  Cookies must be enabled, regardless of which browser is in use.

3.0 Account Administration
The DMS is designed to allow automatic password resets for all users as well as to allow state administrators to add new users and assign their roles.  

3.1 Establishing a DMS account

All state EDFacts coordinators will receive a series of e-mails from the account CCDDMS@ed.gov in early 2016 to establish the DMS state user account.  The EDFacts coordinator in each state will administer this account and can add users including the CCD coordinator. The maximum number of users that can be assigned within a state is 10 users.  If a state needs more than 10 users, the EDFacts coordinator should contact PSC.
The sequence of e-mails states will receive to establish their DMS account is as follows:  

· E-mail #1:  This e-mail, with the subject line “[EDFacts DMS] Account Created” provides a link to confirm the account e-mail address.  

· E-mail #2:  This e-mail, with the subject line “[EDFacts DMS] Temporary Account Password” provides a temporary account password. This password will expire in 48 hours if no action is taken to set up the account. In the case of password timeout, users should contact the PSC to restart the process. 

· E-mail #3:  Users verify their e-mail accounts, and receive a third e-mail with the subject line “[EDFacts DMS] Email Account Verified.”  Follow the steps in this last e-mail to log into the account.  For the initial login, users will have to enter the temporary account password they receive in e-mail #2, which can be changed after they log in for the first time. Passwords must be at least 6 characters long and cannot be the same as the current password or user email address. 
3.2 Logging into the DMS

The DMS has a secure login site for SEA users to access the system. The login page allows users to gain access to DMS and can be found at: 

https://surveys.nces.ed.gov/CCDDMS/login/go
All users log into the DMS using the following three steps:  
1. Enter e-mail address

2. Enter password

3. Click [image: image3.png]
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Note: It may take several seconds for the DMS system to verify the e-mail address and password. Only click the login button once.

If a user forgets their e-mail address or has any other difficulties logging into DMS, contact the PSC:

· Toll Free: 
877-457-3336 (877-HLP-EDEN)

· Fax: 

888-329-3336 (888-FAX-EDEN)

· TTY: 

888-403-3336  (888-403-EDEN)

· E-mail: 
EDEN_SS@ed.gov 

PSC is available to answer questions from 8 a.m. to 6 p.m. ET, Monday through Friday.

3.3 Password Recovery

The DMS includes an automated password recovery system for users who do not remember their password.  To access this system, click the “Forgot Password?” link on the login screen.   
[image: image5.emf]
Users are taken to a second screen where they enter their e-mail address.  They will receive an e-mail which will include a link to change their password and log into the system. 
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3.4 Administrative Functions (for State Administrators only)

State Administrators (State Admins) may manage user access and roles for users within their state.  All EDFacts coordinators will be assigned administrative functions with their DMS account.  For users with State Admin access, these functions are accessible at the top of the DMS page:

To access Admin functions click Admin, followed by Admin Main.

State Admins can Create New User, Manage User Settings, and Delete Users.  Each of these roles is described below:  
3.4.1 Create New User
In each state, the initial DMS login is provided to the state EDFacts coordinator.  States can add new users, including the State CCD Coordinator (if different from the EDFacts Coordinator) and other users who might review or respond to CCD data error reports, to match the workflow in the state.  Add new users by following these steps:
1. Enter the email address of the new DMS user in the box and click register.

After pressing save, the new user will be registered and will receive an email with login information. 

2. Assign a Role and Group to the user.

A Role sets the privileges a user has when using the DMS site. Users can either be an Analyst or an Administrator.  An Analyst is a state user who is able to review data, respond to comments, and provide general support to DMS.  An Administrator has the same privileges as an Analyst but can also manage user accounts.
The Group for state users is the state name.  No action is needed on this item during registration.  
3. User Assignment

The final step to add a new user is to make the assignment.  Check the box next to the state name and then press the “Make Assignments” button.  

3.4.2 Manage User Settings

Assigning or changing a role and group to a registered user follows the same guidelines as registering a user. 
1. Type in the email address of the user. 
2. Choose the role and group for that user, as appropriate.

3. Select save.

3.4.3 Remove User from Group
State Admins can delete a user or users by clicking on Remove User from Group and selecting which user(s) to delete.

4.0 Landing Page and Summary of DMS Functions

The state landing page is the page that SEA users will be directed to after they login into DMS. This page serves as a central point for all features available through the DMS.  The page is a matrix that shows file submission status and errors for a state, grouped by ESS file specification.  There are drop-down menus for Data, Commits, Admin, Errors, and Help in the top bar. Users can return to the state landing page by pressing the [image: image7.png]


 icon, which is located at the top left of every page in DMS.

The image below shows a sample of the landing page.  For each ESS file, the Active Potential Errors column shows the number of potential errors identified by the system, grouped by error level.  Errors are separated into three categories: 

· High: Errors which need to be dealt with immediately 

· Medium: Errors in need of review but are not as important as high level errors

Low: Errors of least importance, which are sometimes automatically corrected in the system
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Note that the DMS optimizes the screen layout for smaller screens so that on a laptop, the top bar shown in the figure above with dropdown menus for Data, Commits, Admin, Errors, and Help is collapsed to show a stacked menu that expands into the full menu as shown on the right:

DMS displays data by school year. The school year selector is shown in the upper left corner of the landing page, as shown in the screenshot below. 
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Active data submissions are those that are currently in the data processing stage and will automatically display information when DMS is on the state landing page.

On the landing screen, for all ESS data files, users can view the history of submissions by clicking on:

[image: image8.png]@ Individual File Submission History




This option brings up a pop-up screen like the one shown below that lists all related files that have been submitted for the state including the file level, submission dates, file name, and current status. The submission date refers to the date that data was replicated to DMS from ESS.    
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The error reports for N029/X029 Directory file described earlier are different than those available for all of the other ESS data files that are part of the CCD.  While the N029/X029 Directory file has the four options (Directory Match Error Reports, Directory Non-Match Error Reports, CCD Schools Error Reports, and Individual File Submission History), the other files just include two (Error Reports and Individual File Submission History), shown below.
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The following are functions available to SEA users through the menu bar at the top of the screen:
1. DMS Data Viewer (View). Allows users to view submitted data during different phases of processing.
2. Data Commitments (Commits). A list of changes made during data processing and pre-publication periods.  This log shows data loaded from ESS as well as any changes to status codes or data revisions.
3. Account Administration (Admin).  Administrators can add new users, manage the settings for existing users and remove users. This dropdown option is only visible for users with administrative rights.
4. Error Reports (Errors). A detailed view of data errors and the priority associated with each error.
5. User Support (Help). Provides contact information for any problems users encounter with the DMS.
Each function is available through the dropdown menu at the top of the state landing page. The user functions available for account administration were described in section 3 of this document.  Refer to sections 5 through 8 of this user guide for more information on each of the remaining functions.
5.0 DMS Data Viewer

The DMS Data Viewer allows SEA users to view data at the SEA, LEA, and school level.  To view data click on the [image: image9.png]Data v



 icon on the menu bar at the top of the screen and then select View Data.

[image: image10.png]Datav  Commitsv  Adminv  Errorsv

SEA | Data @> ViewData

View data across
DMS data schemas

— E—





Refine the data view by selecting the appropriate view, schema, and data year using the dropdown boxes shown below.  
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The View box determines what level of data users wish to view. By default, the view will be set to SEA, but can be changed to LEA or School.

The Schema box allows users to view database schemas. Database schemas describe the dataset during different steps in data processing.  The trunk schema is the schema most state users will use to view data.  SEA users can toggle between school years by selecting the appropriate options from the dropdown menu.

From the View page users can sort records, show/hide columns to create custom views, view detailed state information, and search fields, shown in the following figure.  
Although demonstrated in this section using the view data screens, similar functionality is available for use on the error report screens.
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5.1.1 Sort
There is a sort function to move data in columns in ascending or descending order by clicking on the double-sided caret.

After clicking the caret, data can be sorted in descending order from Z-A instead of A-Z.

5.1.2 Show/Hide Columns

Users can use the Show/Hide Columns button to customize the screen view.  To use this, select [image: image11.png]‘Show / hide columns.



 and choose the information to include in the display. 
5.1.3 Search
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The search function is a tool to help users filter data lists and is available for use with any text field.  The search field is in the grayed out box immediately above the data, as marked in the screenshot above that shows Alaska Gateway School District.  In this area, the school name is a grayed out area with the text “Search Name”.  Similar fields are available to search any other field.  With all of these searches, users only need to type partial text to initiate the search.  The example on the right illustrates this approach.  By typing the word Book into the search box, the DMS automatically filtered the list to only include names that contain that string of characters.  

5.1.4 Detailed state information

Users can view detailed data for a specific SEA, LEA, or school by clicking on the state abbreviation under the State column or the Name column (for LEAs and schools). 

The detailed data view shows SEA users specific information about a LEA’s information: location, phone number, website, mailing addresses, and more. 
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In any instance where the data originally submitted by states are revised, the flag to the right of that value will also be revised to indicate the reason for the change.  The default flag “R” indicates the value remains unchanged from the original state submission.  All of the other flags are described in the box on the right.  Users can obtain this complete list of flag definitions by scrolling over any of the [image: image12.png]


icons. 

6.0 Data Commitments

All changes (data changes, changes to data flags, and comments) made to data in the DMS are archived within the system.  The Commits Log displays these changes and shows all DMS data activity. Changes that occur to data throughout the processing and publication period are considered Data Commitments and are displayed in the commits log.  Data commitments provide SEAs an easy way to verify that changes (such as file resubmissions through ESS) have taken place in the DMS.  

Users can view the Commits Log by selecting the  [image: image13.png]Commits v



 icon; two commit options are shown:
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· Commit Log for Trunk. Shows changes made during the data processing stage. The data processing stage includes edit checks, manual data changes, data resubmissions, and conversations between SEAs and ED analysts to determine correct editing procedures. 

· Commit Log for Publication. Shows changes during the publication stage. The publication stage includes data suppression, imputation, and raking.  

State users can view the time and date of changes under Commit Date (in the far left column), and click on specific dates to review each commit. SEA users can also view a short description of the change under Commit Reason.  As is the case with other screens in the DMS, search boxes are located at the top of each column to help users refine the data view.  
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The example below shows the detailed commit log for the first entry from the summary screen.  This is the commit that took place on December 15, 2015 at 11:51 am.  
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7.0 Error Reports

The landing screen shows a summary by ESS file of possible errors identified after the DMS executes a series of automatic data checks.  These checks include validation edits, internal logic edits, and edits that compare current year and prior year data.  Data that fail a check are flagged and labeled with an error. Error reports are grouped by EDFacts file group (e.g., directory match, staff, FTE). 

When errors are identified, SEAs can correct or address problems by resubmitting data through ESS.  States can also provide comments and explanations, and work with ED analysts to make final decisions regarding errors.   

7.1.1 View Error Reports

There are two ways to access error reports:

1. Users can select error reports for any of the ESS data files by selecting the [image: image15.jpg]Errors v



 icon from the top of the DMS page.
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2. Users can also select the Error Reports link from the landing page for a specific data group.
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In the example below, the option N029/X029 Directory Non Match Error Reports was selected.  
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Data are grouped by the type of error, in tabs at the top of the screen.  Each tab shows the error as well as the number of this type of error in parentheses. In the example above, the error tab “Unexpected Classification Change” shows nineteen (19) errors.  A full catalogue of these error messages, organized by ESS file submission, is available through the EDFacts initiative page. 
Note that the system default for the DMS is to show 10 entries per page (which can be modified to show 25, 50, or 100 entries).  If there is more than one screen of errors, the system will direct users to additional pages at the bottom of each screen.
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Every error report includes an Error Level column. This information aligns with the columns that were shaded in green with red and gray highlights on the landing page.  On the landing page High and Medium level errors are shaded in red and Low level errors are shaded in gray indicating the following:   

· High: Errors which need to be dealt with immediately 

· Medium: Errors in need of review but are not as important as high level errors

· Low: Errors of least importance, which are sometimes automatically corrected in the system.
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In some cases, a large number of errors may appear after initial checks are complete. Users searching for a specific error, or set of errors, can enter search terms in many of the columns. In the example on the right, to look at just the medium level errors, click on “Medium” and exclude all other errors.

Data can be sorted in ascending and descending order in most columns using the double sided caret.

7.1.2 Resolving Errors

The goal is to resolve as many of the identified errors as possible.  This may be accomplished by a combination of the following approaches:

· Resubmission.  States are encouraged to resubmit data files through ESS, particularly if it appears there is a systematic problem with a particular data element.  The new submission will be copied from the ESS to the DMS and within 24 hours both the state and the ED analyst can reexamine the error reports to determine if the resubmission resolved the errors.

· Comments.  In some cases, the DMS will flag an error that, with additional information regarding the state context, is determined to be correct.  In other cases, the state may provide an explanation that does not resolve the error.  In this case, the ED analyst will contact the state (through PSC) to learn more about the error and determine the best course of action. In all cases, the explanations should be noted in the DMS.  

· Data edits directly in the DMS.  The ED data analysts have the ability to make minor changes to the data directly through the DMS.  This option is used rarely and always noted in the comments field.

There are five status options in the Resolution column that change as the state and ED analyst work together to resolve errors.  The initial resolution status for all errors is “Unresolved;” all of the resolution status codes are shown in the following table. This table also includes an indication of how the resolution codes affect the automatic edits that are built into the DMS and whether errors are displayed on the state and ED analyst screens. The ED data analysts work together with the states to understand errors identified by the DMS and the ED data analysts revise the resolution status field to reflect this input. 
	Resolution code
	Description
	Auto-matic edits run?

	Shows on:

	
	
	
	Summary screen for states
	ED summary screen

	1. Unresolved
	The default resolution code for all errors identified by the DMS business rules.

This is largely an intermediate code.  All high- and medium-level errors should be resolved before data for a state is considered final.
	Yes
	Yes
	Yes

	2. In progress, state comments received
	When states add a comment to an error or group of errors, the DMS sets the resolution code to In progress, state comments received.  

This is an intermediate code.  The ED analyst will review the error along with state comments and set the final resolution code.  Note:  DMS ver. 1.1 does not automatically switch the resolution code from Unresolved to In progress, state comments received automatically when comments are added.  This feature will be included in future DMS versions.
	Yes
	No
	Yes

	3. Request state resubmission
	The ED analyst determines that the state must resubmit the relevant data files(s) through ESS in order to correct the identified data issue.

The data flagged with this code are presumed to be in error.
	Yes
	Yes
	Yes

	4. Not an error
	The ED analyst determines the data are correct as reported.  This conclusion can be based on analyst research, SEA explanation, and other communication between the SEA and ED analyst.  This code can be assigned by the ED analyst either with or without state input.
	No
	No
	No

	5. Accept as is
	The ED analyst believes the data are as accurate as the state can provide.  This conclusion is based on communication between the SEA and ED analyst; this code is not assigned without state input.
	No
	No
	No

	6. Analyst researched and resolved
	After research into an issue, the ED analyst corrected the data.  This code is reserved for edits made manually to the data and the change could be based on communication with the state or outside research.
	No
	No
	No


The comment icon on the left side of reports is a common field that is used by both state data providers and ED analysts.  Click on this icon to view or respond to comments from ED analysts, or to add new comments.
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After writing a comment in the box provided, select [image: image19.png]


 to publish it. All comments are retained in sequence.  The [image: image20.png]Archive Discussion



 button should not be used.
In many cases, one comment may be applicable to multiple errors. In this instance, users can filter errors to only those with the common error, and click the box, [image: image21.png]@ Add multiple comments and resolution



located at the bottom of the DMS page. This brings up a similar comment box that will apply one comment to all selected errors. 

There is also the option to download all errors to an Excel file that displays the data in the same format as the DMS error report.  Click [image: image22.png]Create Excel Report



 located at the bottom of each error reports page.  For large reports, the Excel file may take some time to create the report. Only click the icon once. 

8.0 User Support

If users encounter problems with the DMS, they should contact the EDFacts PSC.   Click on the [image: image23.png]Helpv



 icon to view the dropdown contact information. 
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Users who cannot access the DMS should contact the PSC for assistance using one of the following options:

· Toll Free: 
877-457-3336 (877-HLP-EDEN)

· Fax: 

888-329-3336 (888-FAX-EDEN)

· TTY: 

888-403-3336 (888-403-EDEN)

· E-mail: 
EDEN_SS@ed.gov 

PSC is available to answer questions from 8 a.m. to 6 p.m. ET, Monday through Friday.

The business rules used to identify data errors as well as this user guide are available through the EDFacts initiative page.  

In the coming months, as states gain experience with the DMS, we anticipate that the DMS user group on Grads360o will become more active and serve as an information clearinghouse.
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� Automatic edits are run primarily on directory data.  They are designed to correct known data problems from past years (such as missing phone numbers that have been researched and filled in) and to correct contradictory school and district status codes.  The specific edits that will run automatically are described in the DMS error reports under the column heading Proposed Correction.





