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LESSON 06 - Data Submissions

Data Submission Performance Objectives

User must be able to Identify Submission States

User must be able to Promote a Submission

User must be able to Publish a Dataset

User must be able to Promote a Submission to COE/CDE
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LESSON 06 - Data Submissions

Introduction to Data Submission

» The data submission and review workflow module provides SACS
Web users with an end-to-end financial data submission

process

> Includes all phases of the submission process from LEA data
submission through CDE review activities with the ability to track and

monitor the data.
> As datasets move through the workflow, some transitions and state
changes are system automated, and some are approval-based.

4[7/2022 4



LESSON 06 - Data Submissions

Introduction to Data Submission

> The workflow is role-based and authorized users can

View and manage relevant workflow items
Multiple users can work with the same data file at the same time

Users and reviewers can provide comments and request corrections to
a data submission as part of the workflow process
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LESSON 06 - Data Submissions
Workflow for LEA Users

SUBMISSION DATASET OVERSIGHT REVIEW

E—

Dataset exported from
your district’s financial
program.

Same format as legacy
SACS, so no change to
what you import into
SACS Web!
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Pending
EGE
Review

Dataset placed in a
review stage where
others in your entity with
permissions can
concurrently work on this
dataset.

New Data
Submission

4

Data Entry Update

Dataset

Promote to
1st Level

LEA Review

REJECTED

Budget/Interims Unaudited Actuals

CDE
Workflow

1 ;

Oversight !
Review
Completed

Promote to
CDE (UA)

REJECTED




LESSON 06 - Data Submissions

—

Dataset exported from
your district’s financial
program.
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Pending

Internal
Review

Dataset imported into
SACS Web and will be
viewable to only you
until you promote the
dataset to Pending
Internal Review.

At this stage, you can
independently work on
your dataset by editing
forms.

You can have up to 5
separate datasets in
Draft.

Workflow for LEA Users

Draft datasets are defined as datasets in the following states:

« (1) Draft
« (2) Pending Internal Review

Draft Datasets are visible on the Draft Dataset List only for the
user who created the dataset.

Datasets in the Pending Internal Review state are visible to LEA
users with the role of Edit Dataset or Dataset Approval on the
Draft Dataset Approval queue.

LEA users may have a maximum of 5 draft datasets for selected
fiscal year and specific entity.



LESSON 06 - Data Submissions

SUBMISSION DATASET

Dataset placed in a review stage where
others in your entity with permissions can
concurrently work on this dataset.

New Data
Submission

4

Data Entry dpdate

Dataset

Promote to
1st Level
LEA Review

1
Promote to

2nd | evel
COE Review

Budget/Interims

REJECTED
from
100r 11

Oversight
Review
Completed

Workflow for LEA Users

Unaudited Actuals

CDE

Workflow

9

Promote to
CDE (UA)

13

Pending CDE
Authorization

Submission datasets are datasets that are
exclusive to the entity and cannot be
deleted unless the state is returned to
Draft.
Submission datasets are datasets in the
following states:
- (3) New Dataset Submission
4) Data Entry
5) Update Dataset
9) Promote to CDE Review
10) Promote to 1st Level LEA Review
1) Promote to 2nd Level COE Review
2) LEA Oversight Review Completed
3) Pending CDE Authorization
5) LEA Publish
0) CDE Workflow (New CDE Submission)

(
(
(
(
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LESSON 06 - Data Submissions

Workflow for LEA Users

UNAUDITED ACTUALS
RESUBMISSION DATASET )
Unaudited Actuals reports need to be sent to CDE for
@ SACS automatically sets the review. Sometimes, reports need to be resubmitted
resubmitted dataset to the to CDE even after they have gone through 15t and 2"d
gg‘;gg'fysg suatus and CDETs level reviews. The system recognizes when a dataset
is a resubmission since there was a previous formal
@ If CDE rejects a submission, CDE submission for the entity.
will return the submission to the
LEA and set the status to
Resubmission Required. o ] ) )
Resubmission datasets are defined with the following
The status for original dataset .
: ! states:
is changed to Submission ..
Submission Replaced and email is triggered * ReSme!Ss!On (33) .
Replaced to the LEA. . Resub.ml.ssmn Required (57)
o « Submission Replaced (60)
If the submission is rejected the .. .
state for resubmitted dataset is * Resubmission Rejected (61)

61 changed to Resubmission
Resubmission Rejected and the original
. dataset will continue through
Rejected the review process.
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LESSON 06 - Data Submissions SACS Web Workflow for Users

LEA/Charter LEA & Charter School (CS) Submission Cycle Statesl 1% Level LEA & 2™ Level Submission Review Cycle States l Resubmissions |
Submissions

Fram Promoted from

DSkt Dk (?X% LEA Subm Il.c.-ii iRoles: Edit a system unlocks dats Harclew ers From
. Dabusel, Dalpsel Approvl) for LEA reviewers {Roke: Oversight) coE
& Reviews it
- - NOTE: there moy be muftiple Requested
dgtasets per entity, fiscal yeor, Rejected alter Submizsion
| Review States reporting period, ie., for sibmissian recafled by 114
Resubmissions

T
Edit Formes; import
et by B4t Datazet, ata, manuzl entry
Dataset Approval

Sytem locka -
& data eits by L Start Review
submiitars

57 34
Resubmission Active Submizsion
Reguired Returned

System locks data
&emu by 17 feved LEA

- as\‘“”“ ek reviensrs Edits
Dizts for all s:hmlss::. Requested L J
: " pproved
Set by Datasst sums"‘j""_ "_Eeds ed.n:, eromaoter of the submission to determine
Approval = contact ongingl submirzer 1 hevel review comgleted E;Ten? whio will make the edits:
et - jrmmeemen | e oo @ o ot e
hizke comrections Dataset { viningongaal 1 Authorized by Districe COE ] g
Set by Owersight ;S I::w::g t Submitter Parmission : reviewss
i Pending ' =y § -
U caeview ) BT i
", iz : : :
set by Certify/ R ettt Received :—;P:d-t th Back to Submitter Back to REviswer
Fromaote to COE Finalize: No TRC: Pt e ’ Fesub; on
P Sonz ¢ Required rejected
or TRCS w/explanations } e I original submitter | @ l
S : | Fermission Recsived meporting Period: Py System
Set by COE s i 1" level review = 3 “-"'[‘ 12 (versght lacks data @I"“‘lm
| meady for Review 1 ch ch Review Status; ity for alt
1 ! IHC SRoR 4 Make edits; syste: : Bositive, Cusalifed edits for all
ST TR P Authorized by District / et i et S Reparting sitive, Qualifies,
BT Period: Negathve), 13 ik subrmit Request for La
Fromote ta COE or Aiiiaes i = "}
Dataset Apgroval or Print Reports 1 f,fm':“ﬁ’ ;Ehc?:,ué AR - (azer = DYDY S gt o1 Certifications
ight o ¥ 3 oo \ s s Financizl Status forms
Owersig {5 — : Subrrizsion 1 Disapy
OR charter chool Edited
NOTE: Shoded box Charter Soard suthorized by 352 L::: L3 P Wet signiaturas may not oocrat
Yocbentes ZEaie 5 it Bheg e [ -1 B = 2ach formal revisw pint prior ta
wrocked in 53 Miog:? 'Fg:";:s' OR School District Finalize: Mo TRC ’:I'::';re’ “pramotion’ ta next reviswer
i Ao y OR 1Pa or TRC wj anations 5 T B
L Dsiu:tﬁi or Chat) Bk e Review Completed Sﬁﬁﬂ\,‘c‘;‘ Certify/ For UA, COE/SBE Reviewer
" - single District County District B b B : Fromate must send CDE wet signaturs
Submitters county/ = = i ; \ Sy sgnatures . DE it i
coE Cert SEtus | pending 1st/2nd Lﬂg: o ‘a . on fig) ‘/ prior to CDE authorizing them
sdoets i [} AL to select the “Pending CDE
Charter School o femel ' P ; ot for b Review" State :
D_'St”":ta _CO_E- 1pA, B e ) ; Charter schools are exempt
Single District COE P 1™ Final review of y from AB1200 2nd thus Cart
R H . fiord 1 level revizu = beve Heisubmasgon  Submision 3 Status COE/Budget COE dats
- District coE e Sppoed Promots to is ot raquirsd.
LEA Reviewers p— Fptz Pericd LA Rgjected AR
COE-13,
o 2, 13, UA
Scheool District w/C5, kR g y
COE, SBE j RetE Displays on the = Notify Submitter
L * | Bramess 1o Published if new version is
/ : ot 2 . ; sofighed GotoCDE
Resubmissions NextLevel Sy e B s R Revisw
\ T Budsst, 11, 12, 13 Aptg fﬁ \ it =
» States
N L Fromote to oe
Cartify Promote to 1 hevel review = | comreview ) & syt locla data adite for ol @
CDE or Dataset Single District County District
Approval - COE, S8E | Buriget, i1, 42, 3 Rpty

Last Revized: 10/22/2020



Draft Dataset — Personal Working Copy (within entity)

LESSON 06 - Data Submissions

Prepare your new draft dataset for
Pending Internal Review

> Prepare your new draft dataset for Pending
Internal Review

1. Import a dataset from your financial system into
SACS

Lock the Submission
Open, complete, and save applicable forms
Run TRC to validate data

Review and edit your data to ensure info is
correct

Go to dashboard and change state from DRAFT
to PENDING INTERNAL REVIEW

LN

=

7. Click Save
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-EDIT DATASET- &E} ndividual LEA User
-EDIT DRAFT DATASET-
Create/copy/edit/deiste Any LEA user con visw their own draft enony
Draft Dataset dotasets on the Draft Dotoset List ond con:
* cregrefedit/delete
________ * copy (infe droft oreal
* Moximum of 5 droft dotcsets per user role
(within entity}

[

| -SYSTEM-

| Dispiays the draft
| datzzets [personal
| working copiss

| datas=t copies)in
| Draft Dataset List

l

= Toggle

SEmmm—— ] — 2

Submizsion Datazet List

APPROVAL role con promote o droft dotoset
te "Pending Internal Review™

Draft Datasst View

Promote Draft dataset datasses |
draft datazst |

("
e
2
Pending
Internzl Review

darazet

To Draft
Datazst

i -
I system
[P l Create datasst copy
Caopy draft —* with “Draft” state
foruser that copied

* Dotosst mame must be tnigue within enbity

Amy LEA user with EDNT DATASET or DATASET

|
)

1
Craft




LESSON 06 — Data Submissions Role needed to promote: EDIT DATASET OR DATASET
APPROVAL

Queue needed to view: LEA DRAFT DATASET APPROVAL

Change status to PENDING INTERNAL REVIEW from DRAFT

2, Welcome, EmanuelPublic

88 Dashboard &, Import v 52 Users v || Queues v &) Tools v ar 57-10579-0000000 Yolo County Office of Education

9 Fiscal Year 2020-21v

Submissions @

New Draft <

All Official
Filter Y 15 column(s) selected

cDs Y LEAName <ty Dataset Y Mumb f7  Dataset y7  Last Yy Lest 7w Fiscal Y Reportin y7  CDE Y State 7 State 7 Assigne 7 Last 7  Submission <7  Actions

Number Tl Name 7] ertl TypeTl Modifie Modified Year € Period Receive 1l Last dTof) Assigne Notes 7]

=@ d1l Byl (2] Tl dtl updTl drl

57-10579- Yolo County MorthusD-Ua | BBBKKYIET SACS 01-31-2215:54 NotAssigned  2020-21 Budget, July 1 (none) Draft + 01-25-22 1454 Not M-252 15 | you can Add

0000000 Office of 7 M‘E"ea Notes To The ol
Education Submission So

& llsar Within
—» Pending Internal Review seran

Y Reset Sorts & Filters < n > > 0 (1-1 of 1 rows)

|
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Submission Dataset — Entity Level
[ ) [ )
LESSON 06 - Data Submissions
&gnlunuserf.
Any LEA use er rome entity, excegt those with £l
ATASET n see the promoted draft dotoset
'GTOs

Promote to New Dataset Submission

> Promote to New Dataset Submission S -l

-SYSTEM- |
Displays only the |

> Review dataset submission to ensure all components are g
complete and correct - =1
1. Go to dashboard and change state to NEW DATASET —
SUBMISSION from PENDING INTERNAL REVIEW i 1 il
- If Demoting - change status to DRAFT from PENDING oo R
INTERNAL REVIEW

2. Click Save



LESSON 06 - Data Submissions

Change State to New Dataset Submission from Pending Internal
Review

2 Welcome, Tami
B8 Dashboard b Import v # Users v || Queues & Tools v far 10-10108-0000000 Fresno County Office of Education

{4 Fiscal Year 2022-23v

Role needed to promote: EDIT DATASET

Submission Queue Role needed to approve: DATASET APPROVAL <)(®(B) +
kLt Dt ppravad (o Queue(s) needed to view: LEA DRAFT DATASET APPROVAL
Reporting Period Budget, july1 v Fiscal Year 2022-23 Type of Data Budget, July 1

Filter Y 13 columnis) selected  ~
CDSNumbert= ¥ LEANamer= ()Y  Numberf} Y DatasetType{| ¥  DatasetNameq] 'Y  Authorf] ¥ Reporting Period Y7 Fiscal Year 1| Y/ StateT| Y StateLastUpd 7/ AssignedTot)| 77 LastAssigned 7| 7 Submission Y

@ 1 1 Notes )
10-10108-0000000 Fresno County Office  DBBRG1Z397 SACS Test Fresno Tami Montero Budget, July 1 2022-23 Pending Intemal 03-19-22 0%.08 NotAssigned ~ | 03-15-220908

of Education Review v

= B — New Dataset Submission
K Reset sorts & filters ¢ 1 >o» 0 v (11 of 1 rows)

& Draft
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LESSON 06 - Data Submissions

Promote to Data Entry from New

Dataset Submission

» Promote to Data Entry

1. Change the queue view to Dataset
Approval

2. Change the State to DATA ENTRY from NEW
DATASET SUBMISSION

3. Click Save

LEA & Charter School (CS) Submission Cycle States [

[From | Fromoted from LEA Submilters {Roles: EdRt
‘ﬂ“ Draft Dataset &

Dralasel, Dalasel Approval)

Edit Forms; import
data, manuzl entry

System undocks
Data for all

4
Data Entry

Run validations,
Mzke corrections

PLE R S

,

I Pending
: LEA Review ]
————_ i ——— ¥ Board
. rejected
Finalize: Mo TRCS

or TRCs w/sxplanstions

________

1 ]
| Readyfor Review |
I

oy

Print Report:
LE&/
Charter Bosrd
Echools Mitg Date
[all Rptg (Form CB,
Periods), I, CA
single or chatt)
District
County!
COE Cert Status
Budzets {Form Ci}
Board
Spproval
single Rgrd
District
county/
COE: 1L,
12,13, Ua

Rptg
PFromots to
4/7/2022 Next Leve
\ =

WOTE: there may be multiple
dotosets per entity, fiscol year,
reporting period, i.e., for

Resubmissions /_

5
Updats
Dataset

1" level revisw =

Charter Schoal
authorized by District

R Charter School
fysthorized by COE

R charter School
Authorized by SBE

OR School District
OR IP&
ORTpIE =&
Single District County District

iz
Pending CDE
Authorization

1" level review =
COE
Rptg Period Lia

1 level review = COE
Budget, 11, |2, I3 AptE




LESSON 06 - Data Submissions

2, Welcome, Tami
B8 Dashboard & Import ¥ 4 Users v || Queues v & Tools v 1ar 10-10108-0000000 Fresno County Office of Education~

[ Fiscal Year 2022-23 v

bmissi Role needed to promote: EDIT DATASET
aubmissian Quee Role needed to approve: DATASET APPROVAL &N

Dataset Approval ® -
Queue(s) needed to view: EDIT DATASET; DATASET APPROVAL
Reporting Period Budget, July1 Fiscal Year 2022-23 Type of Data Budget, july 1
Filter Y 11 column(s) selected
CDS Numbert= (T) Y/ LEA Namet= (3) Y Numbert| Y Dataset TypeT] 77 Dataset NameT| 7/ Board Mtg Date | 7/ Statef] Y State LastUpd 7] 77 AssignedToT] Last Assigned | W Submission Notes 7| Y/
10-10108-0000000 Fresno County Office of DBBRG1Z397 SACS Test Fresno (none) New Dataset 03-19-22 09:11 Not Assigned v | 0319-200:M
Education Submission v e
— - Data Entry
¥ Reset sorts & filters 4 . 1 > % (1-1 of 1 rows)

& Pending Internal Review
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1" Level LEA & 2™ Level Submission Review Cycle States

g EE Revewels
(R Dwwrsight)

LESSON 06 - Data Submissions

Promote to 1st LEVEL LEA REVIEW

from DATA ENTRY

> Promote to 1st Level LEA Review
1. Change the queue view to Dataset Approval

2. If District, Charter or JPA at any reporting
period- Change the State to 1st LEVEL LEA
REVIEW from DATA ENTRY

3. If COE dataset at UA only - Change the State to
PENDING CDE AUTHORIZATION from DATA ENTRY ==

4. If COE dataset at Budget or Interim - Change the
State to PROMOTE TO CDE REVIEW from DATA
ENTRY

5. Click Save




LESSON 06 - Data Submissions

Promote using Oversight S

17 |evel review completed
Tor Charter School
Authorieed Ly District COE

Queue

> Promote to LEA Oversight Review Completed (1
level review of Budget and Interims only)

1. Change the queue view to Oversight

« If Interim Submission set to Qualified, Positive or
Negative (go to Step 3)

- If Budget Submission set to Approve or Disapprove
(go to Step 3)
« If Unaudited Actuals (go to Step 4)
2. Oversight review completed.

3. Change State to LEA OVERSIGHT REVIEW COMPLETED
from 15t Level LEA Review

4. Change State to PENDING CDE AUTHORIZATION from 15t
Level LEA Review

5. Click Save

I new verlon &

o o COE

pulbsiished or
promated to CDE \ Revie
mtms




LESSON 06 - Data Submissions

Oversight Role in Oversight Queue Review Status

o~ r Sta 2, Welcome, Emanuel-COE
9' SA —_.S s " 88 Dashboard &, Import v 2 Users v Il Queues v & Tools v fr 57-10579-0000000 Yolo County Office of Education

{4 Fiscal Year 2022-23w

Submission Queue =\ &) @)+
Qversight ®
Reporting Period Fiscal Year Type of Data
Budget, July1 2022-23 Budget, July 1
Filter Y 11 column(s) selected
CDSNumberf= 7  LEAName Y Number g7  Dataset T Budget (Approved / Y BoardMtg ¥ Statell y State Last Y AssignedTol] 37 Last %  Submission NotesT v
T Typell Disapproved) T, Date 7] UpdT} Assigned |
S772686-0000000  EspartoUnified  DBBEXGHOHS  SACS v ] orm2000 Promote To Tst Level LEA 02-07-22 1114 Not 02-07-22 1114
Review v Assigned
Approved
. Disapproved —> LEA Oversight Review Completed
TR Reset Sorts & Filters - {1-1 of 1 rows)

—> Update Dataset
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LESSON 06 - Data Submissions

Oversight Role in Oversight Queue Review Status

~ (- Standardized 2. Welcome, Emanuel-COE
G' SA ,S SRy 82 pashboard &, Import ¥ &2 Users ¥ || Queues v & Tools v

1r 57-10579-0000000 Yolo County Office of Education~

£ Fiscal Year 2022-23 v

Submission Queue

e )l @ B+
Oversight ®
Reporting Period Fiscal Year Type of Data
Budget, July1 ~ 2022-23 Budget, July 1
Filter Y 11 column(s) selected  ~
CDS NumberT= §7  LEAName Y MNumber 7 Dataset v Budget (Approved / 7 f/BoardMtg T\ StateTl 77 State Last Y AssignedToT) 77 Last Y Submission NotesT| 77
[ e T Type Tl Disapproved) . Date | Upd 1l Assigned 1|
57-72686-0000000  Esparto Unified DSBEX6HOHS  SACS | o ‘ {none) Promote To Tst Level LEA 02-07-221134 Not 02-07-22 114
Review v Assigned

System displays Board Mtg Date from
«  Form CB (for budget reporting period)

F Reset Sorts & Filters 2 n 0~

« Form CI (for 11, 12 reporting period)
« Form CA (for UA reporting period)
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LESSON 06 — Workflow

SACS Workflow Quiz

Quiz is located at:
Workflow Quiz
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