
^ƵďŵŝƐƐŝŽŶ�ƉƌŽĐĞƐƐ�ŝŶ�^��^�tĞď 

�ĂƚĂƐĞƚ�ŝƐ�ŝŶ��Z�&d�ƐƚĂƚƵƐ 

/Ŷ�ƚŚŝƐ�ƐƚĂƚƵƐ͕�ŽŶůǇ�ƚŚĞ�ĐƌĞĂƚŽƌ�ĐĂŶ�ƐĞĞ͕�ĞĚŝƚ͕�ĚĞůĞƚĞ͕�Žƌ�ĐŽƉǇ�ƚŚĞ�ĚĂƚĂƐĞƚ 

dŚŝƐ�ŝƐ�ŶŽƚ�ǀŝƐŝďůĞ�ŝŶ�ĂŶǇ�ƋƵĞƵĞƐ 

dŚŝƐ�ŝƐ�ǀŝƐŝďůĞ�ŽŶ�ƚŚĞ��ĂƐŚďŽĂƌĚ�ŽŶ�ƚŚĞ��ůů�ĂŶĚ��ƌĂŌ�ƚĂďƐ�ĨŽƌ�ƚŚĞ�ĐƌĞĂƚŽƌ 

dŽ�ƉƌŽŵŽƚĞ�ƚŽ�W�E�/E'�/Ed�ZE�>�Z�s/�t�ƐƚĂƚƵƐ͕�ƵƐĞƌ�ŵƵƐƚ�ŚĂǀĞ��Ěŝƚ��ĂƚĂƐĞƚ�Žƌ��ĂƚĂƐĞƚ��ƉƉƌŽǀĂů�ƌŽůĞƐ 

dŚŝƐ�ĮůĞ�ĐĂŶŶŽƚ�ďĞ�ĚĞŵŽƚĞĚ 

�ĂƚĂƐĞƚ�ŝƐ�ŝŶ�W�E�/E'�/Ed�ZE�>�Z�s/�t�ƐƚĂƚƵƐ 

/Ŷ�ƚŚŝƐ�ƐƚĂƚƵƐ͕�ĂŶǇŽŶĞ�ǁŝƚŚ�ƚŚĞ��ĂƚĂƐĞƚ��ƉƉƌŽǀĂů�ƌŽůĞ�Žƌ�ƚŚĞ�ĐƌĞĂƚŽƌ�ĐĂŶ�ƐĞĞ�Žƌ�ĞĚŝƚ 

dŚŝƐ�ŝƐ�ǀŝƐŝďůĞ�ŝŶ�ƚŚĞ�>����ƌĂŌ��ĂƚĂƐĞƚ�ƋƵĞƵĞ 

dŚŝƐ�ŝƐ�ǀŝƐŝďůĞ�ŽŶ�ƚŚĞ��ĂƐŚďŽĂƌĚ�ŽŶ�ƚŚĞ��ůů�ĂŶĚ��ƌĂŌ�ƚĂďƐ�ĨŽƌ�ƚŚĞ�ƵƐĞƌ�ǁŚŽ�ĐƌĞĂƚĞĚ�ŝƚ͘�KƚŚĞƌǁŝƐĞ�ŝƚ�ŝƐ�ŽŶůǇ�ĂĐĐĞƐƐŝďůĞ�ŝŶ�ƚŚĞ�>����ƌĂŌ�
�ĂƚĂƐĞƚ��ƉƉƌŽǀĂů�ƋƵĞƵĞ 

dŽ�ƉƌŽŵŽƚĞ�ƚŽ�E�t���d�^�d�^h�D/^^/KE�ƐƚĂƚƵƐ͕�ƵƐĞƌ�ŵƵƐƚ�ŚĂǀĞ��ĂƚĂƐĞƚ��ƉƉƌŽǀĂů�ƌŽůĞ� 

dŽ�ĚĞŵŽƚĞ�ƚŽ��Z�&d�ƐƚĂƚƵƐ͕�ƵƐĞƌ�ŵƵƐƚ�ŚĂǀĞ��ĂƚĂƐĞƚ��ƉƉƌŽǀĂů�ƌŽůĞ�Žƌ�ŚĂǀĞ�ĐƌĞĂƚĞĚ�ƚŚĞ�ĮůĞ�ĂŶĚ�ŚĂǀĞ��Ěŝƚ��ĂƚĂƐĞƚ�ƌŽůĞ 

�ĂƚĂƐĞƚ�ŝƐ�ŝŶ�E�t���d�^�d�^h�D/^^/KE�ƐƚĂƚƵƐ 

/Ŷ�ƚŚŝƐ�ƐƚĂƚƵƐ͕�ĂŶǇŽŶĞ�ǁŝƚŚŝŶ�ƚŚŝƐ�ĞŶƟƚǇ�ǁŝƚŚ�ĂŶǇ�ƌŽůĞ�ĞǆĐĞƉƚ��Ěŝƚ��ƌĂŌ��ĂƚĂƐĞƚ�ĐĂŶ�ƐĞĞ͕�ĞĚŝƚ�;ŝĨ�ƌŽůĞ�ĐĂŶ�ĞĚŝƚͿ͕�ĂŶĚ�ĐŽƉǇ�ƚŚĞ�ĚĂƚĂƐĞƚ 

dŚŝƐ�ŝƐ�ǀŝƐŝďůĞ�ŝŶ�ƚŚĞ��Ěŝƚ��ĂƚĂƐĞƚ�ĂŶĚ��ĂƚĂƐĞƚ��ƉƉƌŽǀĂů�ƋƵĞƵĞƐ 

dŚŝƐ�ŝƐ�ǀŝƐŝďůĞ�ŽŶ�ƚŚĞ��ĂƐŚďŽĂƌĚ�ŽŶ�ƚŚĞ��ůů�ĂŶĚ�KĸĐŝĂů�ƚĂďƐ�ĨŽƌ�Ăůů�ƵƐĞƌƐ 

dŽ�ƉƌŽŵŽƚĞ�ƚŽ���d���EdZz�ƐƚĂƚƵƐ͕�ƵƐĞƌ�ŵƵƐƚ�ŚĂǀĞ��Ěŝƚ��ĂƚĂƐĞƚ�Žƌ��ĂƚĂƐĞƚ��ƉƉƌŽǀĂů�ƌŽůĞƐ 

dŽ�ĚĞŵŽƚĞ�ƚŽ�W�E�/E'�/Ed�ZE�>�Z�s/�t�ƐƚĂƚƵƐ͕�ƵƐĞƌ�ŵƵƐƚ�ŚĂǀĞ��Ěŝƚ��ĂƚĂƐĞƚ�Žƌ��ĂƚĂƐĞƚ�ĂƉƉƌŽǀĂů�ƌŽůĞƐ 

�ĂƚĂƐĞƚ�ŝƐ�ŝŶ���d���EdZz�ƐƚĂƚƵƐ 

/Ŷ�ƚŚŝƐ�ƐƚĂƚƵƐ͕�ĂŶǇŽŶĞ�ǁŝƚŚŝŶ�ƚŚŝƐ�ĞŶƟƚǇ�ǁŝƚŚ�ĂŶǇ�ƌŽůĞ�ĞǆĐĞƉƚ��Ěŝƚ��ƌĂŌ��ĂƚĂƐĞƚ�ĐĂŶ�ƐĞĞ͕�ĞĚŝƚ�;ŝĨ�ƌŽůĞ�ĐĂŶ�ĞĚŝƚͿ͕�ĂŶĚ�ĐŽƉǇ�ƚŚĞ�ĚĂƚĂƐĞƚ 

dŚŝƐ�ŝƐ�ǀŝƐŝďůĞ�ŝŶ�ƚŚĞ��Ěŝƚ��ĂƚĂƐĞƚ�ĂŶĚ��ĂƚĂƐĞƚ��ƉƉƌŽǀĂů�ƋƵĞƵĞƐ 

dŚŝƐ�ŝƐ�ǀŝƐŝďůĞ�ŽŶ�ƚŚĞ��ĂƐŚďŽĂƌĚ�ŽŶ�ƚŚĞ��ůů�ĂŶĚ�KĸĐŝĂů�ƚĂďƐ�ĨŽƌ�Ăůů�ƵƐĞƌƐ 

dŽ�ƉƌŽŵŽƚĞ�ƚŽ�ϭ^d�>�s�>�>���Z�s/�t�ƐƚĂƚƵƐ͕�ƵƐĞƌ�ŵƵƐƚ�ŚĂǀĞ��ĂƚĂƐĞƚ��ƉƉƌŽǀĂů�ƌŽůĞ�ĂŶĚ�ƵƐĞ�ƚŚĞ��ĂƚĂƐĞƚ��ƉƉƌŽǀĂů�ƋƵĞƵĞ 

dŽ�ĚĞŵŽƚĞ�ƚŽ�E�t���d�^�d�^h�D/^^/KE�ƐƚĂƚƵƐ͕�ƵƐĞƌ�ŵƵƐƚ�ŚĂǀĞ�ƚŚĞ��ĂƚĂƐĞƚ��ƉƉƌŽǀĂů�ƌŽůĞ�ĂŶĚ�ƵƐĞ�ƚŚĞ��ĂƚĂƐĞƚ��ƉƉƌŽǀĂů�ƋƵĞƵĞ 

�ĂƚĂƐĞƚ�ŝƐ�ŝŶ�ϭ^d�>�s�>�>���Z�s/�t�ƐƚĂƚƵƐ 

/Ŷ�ƚŚŝƐ�ƐƚĂƚƵƐ͕�ŶŽ�ŽŶĞ�Ăƚ�ƚŚĞ�ĞŶƟƚǇ�ůĞǀĞů�ĐĂŶ�ĞĚŝƚ�;ďƵƚ�ŝƚ�ǁŽŶΖƚ�ƚĞůů�ǇŽƵ�ƚŚĂƚ�ƵŶƟů�ǇŽƵ�ƚƌǇ�ƚŽ�ĞĚŝƚ�ƐŽŵĞƚŚŝŶŐͿ 

dŚŝƐ�ŝƐ�ǀŝƐŝďůĞ�ďǇ�ƚŚĞ�ϭƐƚ�ůĞǀĞů�ƌĞǀŝĞǁ�ĞŶƟƚǇ�;�K��ĨŽƌ�ĚŝƐƚƌŝĐƚƐ͕�ĚŝƐƚƌŝĐƚƐ�ĨŽƌ�ĐŚĂƌƚĞƌƐͿ�ŝŶ�ƚŚĞ�KǀĞƌƐŝŐŚƚ�ƋƵĞƵĞ 

dŚŝƐ�ŝƐ�ǀŝƐŝďůĞ�ŽŶ�ƚŚĞ��ĂƐŚďŽĂƌĚ�ŽŶ�ƚŚĞ��ůů�ĂŶĚ�KĸĐŝĂů�ƚĂďƐ 

dŚĞ�ĞŶƟƚǇ�ĐĂŶŶŽƚ�ƉƌŽŵŽƚĞ�ƚŽ�Ă�ŶĞǁ�ƐƚĂƚƵƐ�Ăƚ�ƚŚŝƐ�ƉŽŝŶƚ 

dŚĞ�ĞŶƟƚǇ�ĐĂŶŶŽƚ�ĚĞŵŽƚĞ͖�ƚŚĞ�ŽǀĞƌƐŝŐŚƚ�ĂŐĞŶĐǇ�ŝƐ�ƚŚĞ�ŽŶůǇ�ŽŶĞ�ǁŚŽ�ĐĂŶ�ĚĞŵŽƚĞ�ƚŚŝƐ�ƚŽ�hW��d����d�^�d�ƐƚĂƚƵƐ 
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PROMOTING FILE TO COE & PROMOTING AGAIN IF DEMOTED BACK 

 

1. Make sure Dataset Unlocked. 
 

 
 

2. Go to Dashboard > Select Dataset 
 

 
 

3. From State dropdown select Pending Internal Review > Save 
 

 
 

4. From Queues dropdown select LEA Draft Dataset Approval 
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5. Click on Reporting Period drop-down and select Reporting Period 
 

 
 

6. From State dropdown, select New Dataset Submission 
 

 
 

7. From Queues, select Dataset Approval 
 

 
 

8. Click on Reporting Period drop-down and select Reporting Period 
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9. From State dropdown, select Data Entry > Save 
 

 
 

10. While still in Dataset Approval go to State and select Promote to 1st Level LEA Review > Save 

(This final step has Promoted your file to COE) 
 

 
 

How to Promote file AGAIN if sent back from COE due to errors 
 

1. Unlock file. 

2. Follow steps 7 through 10 above 
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