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Staff Responsibility Report

Generating Staff Responsibilityy Report

Introduction

This document describes the steps to follow in order to properly generate
last year’s Staff Responsibility report in order that it may be used to assist
in the coding of this year’s Staff Responsibility records for the PEIMS
snapshot submission.

Change to Last Year’s Database

The report should be generated from last year’s database. Change the
current school year to reflect last year’s database by clicking on the school
year link at the top right hand corner of the screen as illustrated below:

Tasks (0) / Reports Current Year 2024-25 ~

Select the school year from the drop down menu. See example below:
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Staff Responsibility Report

NOTE: Make sure you are in the LIVE database, that’s to say, DO NOT
CHANGE the database name.

Mot 0

0
| |
Page E

Tasks (0) / Reports - Current Year 2024-25 ~
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Click on the [9€} button.

The top right hand corner of the screen will now look like this:

Tasks (0) / Reporis

Right

Pror Year 2023-24 -

NOTE: If you see “Current Year 2023-24" at the top right hand corner of
the screen, you are in the WRONG database.

Tasks (0) / Reporis

Current Year 2024-25 -
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Staff Responsibility Report

Generating the Report

Follow these steps to generate the report:
1. Click on “Menu.”
2. Select the “File Box Icon”

3. Click on “Reports.”
4. Click on “90 Staff”

¢ Regulatory Attendance Verification
Attendance Verification ~ 90 Staff
Extracts S — .
Enroliment Verification 100/101 Demographic
Calculations District/Campus Summary 110 Enroliment
Reports OFSDP District/Campus Summary 203 Leaver
Student Detail 300 Course
Utiliies
305 Teacher
Other Medical Assignment
Annual Report of Immunization 400 Attendance
Status
405 Attendance

Antes Screening

410 Attendance
Hearing Screening .

415 Course Completion
Spinal o

425 Discipline

Vision Screening 461 Title | Part A
itle | Pa

Registration
Calendar Day

5. Click on “90 Staff”.

Verification
90 Staff

100/101 Demographic

110 Enroliment
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Staff Responsibility Report

6. Type your building number next to the “Building List”. Include “All
Staff”, and “Report” on Report Type. See example below. The following
should remain as is: “Include Staff’, “Include Staff w/No State ID”, and

“‘Report Type”.

4 TX 090 Staff Verification Report

4 Report Options

Enter
Campus

Building List*

Include Staff*

Include Staff w/No State ID
ReportType*

Log Statistics

Task/Report Name*

7. Press the ®

Click to Run

_— Here
% 134 - Hudson Elementary

Al Staff - )

!

PR

@ Report (O Excel ; )

Staff 090 Verification Report

button to generate the report.
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Staff Responsibility Report

8. The system will display the status of your report on your home page.
Wait till the report disappears from the “Scheduled Tasks” section of
the screen.

4 Scheduled Tasks

Total Scheduled Tasks:1

Task+ Run Time Status i
Staff 090 Verification Report 071712024 Il Waiting O
Staff 090 Verification Repaort 11:36:00 AM

PageDaH 10w

9. Once the report has finished running, the system will place the
completed report under your “Reports” section of the home page. See
example below:

Total Reports:4742 Using: 1.37 Gb

File Mame Maodified Date - Size )

Staff 090 Verification Report p'r’."1'r’."2"32¢ 344 03 kb O
11:35:52 AM

Staff 090 Verification Report 55 0772024 34403 kb ]
11:19:04 AM

Change Student ID20240717 0772024 19.74 kb O
OO CT OG- 00 S84
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Staff Responsibility Report

The report Log will print first.

717/2024
TX Staff 090 Verification Report Statistics Log
Started: 07/17/2024 11:37:05 AM
Completed: 07/17/2024 11:37:27 AM
File Name: Staff_090_Verification_Report_20240717_113727 pdf
Run By User: aavila
Working School Year: 2024
Prompts
SAVEIFVALID TRUE
RUN_DOT_NET TRUE
PERFORMVALIDATION FALSE
CUSTOM_TASK_NAME Staff 090 Verification Report
BUILDING 134
SELECTEDBLDGS SELECTED
LOGFILE N
REPORT_TYPE R
INCLUDESTAFF all
INCLUDENOID Y
TOTAL COURSE STAFF/IRESPONSIBILITY RECORI 707
TOTAL STAFF 090 RECORDS 680

NOTE: Ignore any errors that appear below the “Prompts” section.

Building 134, Course 970010-29 for staff 4901 has 0 students and will not be included.
Building 134, Course E40101-402 for staff 6819 has 0 students and will not be included.
Building 134, Course E40501-402 for staff 6819 has 0 students and will not be included.
Building 134, Course E40601-402 for staff 6819 has 0 students and will not be included.
Building 134, Course E40701-402 for staff 6819 has 0 students and will not be included.
Building 134, Course E41001-402 for staff 6819 has 0 students and will not be included.
Building 134, Course E40201-402 for staff 6819 has 0 students and will not be included.
Building 134, Course E40401-402 for staff 6819 has 0 students and will not be included.
Building 134, Course 970010-26 for staff 6819 has 0 students and will not be included.
Building 134, Course 960040-9 for staff 2212 has 0 students and will not be included.
Building 134, Course E10101-102 for staff 1933 has 0 students and will not be included.

The report will show below

A TX Staff 090 Verification Report Pag A of 75
Course | Responsibility Record Count: 8 Staff / 090 Record Count:3 Monthly Minutes Total: 5220

Staff: Garcia - Staff ID: o0 8 State (D
COURSE / RESPONSIBILITY DATA STAFF 1 090 RECORD DATA

Role Student Pop Class Monthly
D Count Served Type Minutes

Student Pop Class Monthly Role Minutes Unique

g | owne Saveal - el Count Served Type Minutes ID Override Class ID

Campus Service ID  Class ID

19 [eaonzan] ososo [ooooooozssemat | 1 | o8 | or | wa [ow| e | v Josteoni | oosesoa |ooooncsasat| o7 | om | o6 | o | em
Description: Reed 3 Perinds: 1 Cycle Days: MTW, R F StartlEnd Dates: 8142023 | -
3 oo omasoio [oooossse| 3 [ o6 [ o | na [owr| e | v Jostoonas | oososoe | cooooouosaeeae| owr [ o3 [ o6 [ ot | am
Descripion: Read 4 Perods: 1 CyckDays T W RF Startrd Dates: 847023 | -
14 |E501024m1| 02825050 |mmmozsasns1| 1 | 0 | o | NA |oar| a0 | ¥ u31gn1|34|ozazsosu |mmmozsasus1| 087 | 003 | 0 | o | a0
Desciption: Reed § Periods: 1 CycleDays: M T,W,R F StartEnd Dates: 84023 | -
3 [esosogur] ozsiooso [ooooooesastes| 4 [ o6 [ o | na [owr| e | v Jostonas | oosaooso |coooonuesastes| owr [ oo | o6 [ ot | am
| IDeserigion Weth§ Periogs: § N.RF_SirtEnd Dales: 8/ -
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10. Remember to change back to the current year

Click on the school year link at the top right hand corner of the screen as
illustrated below:

A)

Tasks (0) / Reports Prior Year 2023-24 ~ «

» Select the school year from the drop down menu. See example below:

Tasks (0) / Reports - Prior Year 2023-24 ~

Server
ESP-APP3-SRV

BNV_eSpLIVE )

|I;i| |;|
School Year
0 0 2024-25 (Current Year) a
Q
0 ]
—— | 2021-22 -
Page[t || 202223
2023-24
2024-25 (Current Year)
2025-26
2026-27 [ ]
2027-28 -
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Staff Responsibility Report

Click on the |ﬁ| button.

The top right hand corner of the screen will now look like this:

Tasks (D) / Reports Current Year 2024-25 ~
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