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On the “Task Page” the Project Director is presented with a list of tasks that
include downloading blank reporting forms, submitting data, and aggregating data.
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The Project Director downloads APR reporting form. Once downloaded, the Excel
form should then be emailed to all school-level participants to complete.

As each task is successfully completed, the icons turn from a red exclamation
mark to a gold star.




SLC APR: Saving vs. Opening Excel Forms

After selecting a file to download, a window will appear that will ask if you
would like to “OPEN" the file or “SAVE” the file.

Selecting “OPEN”
will open the file
on your local
computer. You still
must save and
name the file.

Selecting “SAVE”
will give you a
widow with the
standard options
to save a file to
your local
computer.

The Project Director should save the APR Excel Workbook in their computer and
email a copy to each SLC school for entering their school-level data.




SLC APR: Enabling Macros in Excel

About the Excel workbooks you have downloaded...

A “How-To” document on
enabling macros can be obtained
from the website.

In order to utilize the downloaded Excel workbooks, the user must “enable
macros” in the Excel application.

Enabling macros is necessary to perform functions such as auto-calculating totals,
error validation, dynamic chart & graph capabilities, etc.

The Excel workbooks will NOT work correctly unless macros are enabled!

(Note: All of the files that are provided on this website are scanned with the most
current virus detecting software.)




SLC APR: Pre-formatted Workbook

The Excel workbooks are pre-formatted to make data entry easier...

Dynamic charts and graphs react to the data while you are entering it.




SLC APR: Pre-formatted Workbook (example)

The Excel workbooks are pre-formatted to make data entry easier...

Enter data into the white cells and calculations are automatically made for you in the
appropriate shaded cells depending on the data you enter.

Totals and percentages are calculated and entered in multiple cells on multiple
worksheets!




SLC APR: Submit School-Level Data

When each reporting school has finished its school-level report, the completed
Excel Workbook should be emailed back to the Project Director for review and
submission.

Data is submitted by uploading the completed and approved Excel workbook.

The upload method is similar to attaching a file to an email.
*Note: All files can be uploaded as many times as necessary until the submission deadline.

The Project Director submits the completed and approved school-level workbooks
in the “School-Level Data” section of the task page .




SLC APR: Submit School-Level Data (example)

Each school-level The Project Director can
Excel_work_bqok that S access the uploaded data
submitted is identified via the [ View Data ] link

by the schools” name next to each school name.
with a gold star.

Once the data is submitted, it is reflected on the task page.




SLC APR: Aggreqation for District-Level Data

Once ALL the school-level workbooks have been approved and submitted, the
Project Director must “roll-up” the data for all the schools into an aggregate report,
called the “District-Level Data” report.

This is accomplished via the link in the “District-Level Data” section.

NOTE: All Grantees are required to aggregate and submit this aggregate, even if
they only have one school in their grant.




SLC APR: Aggreqgated Data File

After the data is aggregated, a new Excel workbook containing the data from all
schools is automatically created.

Project Directors should then Download the aggregated data file in order to review
and complete the rolled-up data.

Note: There are a few data entries that MUST be made in the aggregate file before
submitting the file as your District-Level Report.




SLC APR: Submit District-Level Report

Data is submitted by uploading the
approved Aggregated workbook.

The upload method is similar to
attaching a file to an email.

Once the Project Director has approved the aggregated data, the workbook should
then be submitted as the “District-Level Report”.




SLC APR: View District-Level Submission

After the “District-Level Report” has been submitted, the Project Director can view
the results.

If necessary, this data can be revised and resubmitted as many times as necessary
until the submission deadline. On Deadline Date, the data contained in this Excel
workbook will constitute your official submission to the Department of Education.




SLC APR: District-Level PD Narrative

Data is submitted by uploading the
completed District-Level Narrative.

The upload method is similar to
attaching a file to an email.

After the Project Director has written the District-Level Narrative using the Word
template download from this section of the website, the completed document is
uploaded.

The Project Director can then view the uploaded Narrative.




SLC APR: District-Level Coversheet

The Project Director completes the District-Level Coversheet using an online form
that is accessed via the Task Page.




SLC APR: Delete Data

IMPORTANT!
ltems will be
PERMANENTLY
deleted!

Use the check boxes to
indicate exactly which
items you wish to delete.

At any point in the process you can use the “Delete Data” page to delete any
data/files that you have submitted in error.




SLC APR: PD Data Certification

A “PIN” identification
number is supplied to each
Project Director and is for
his/her use ONLY.

On completion of ALL data, the Project Director must certify the submission by

entering a “PIN” number, provided by the U.S. Department of Education. After the
pin is entered, no changes can be made.

CONGRATULATIONS! YOU ARE DONE WITH YOUR SUBMISSION!




