ATTACHMENT E


SCHOOL DISTRICT ELECTRONIC REPORTING INSTRUCTIONS

PRIVATE PARTICIPATION IN FEDERAL PROGRAMS 2011–12

LOGIN INFORMATION
1. Log on to the Education Data System (EDS) Web site: https://eds.ospi.k12.wa.us beginning January 17, 2011.
2. Enter your username and password.  Click Login to continue.
If you have not obtained a username and password, you will need to contact your School District’s Security Manager.  A list of Security Managers for each district is available at this URL: https://eds.ospi.k12.wa.us/SecurityManagerList.aspx.  When you ask for this access, you must ask to be assigned the role of “Private Participation Administrator” in the Private Participation in Federal Programs application.
3. Click on the yellow tab labeled “My Applications.”

4. Next, click on the link for Private Participation in Federal Programs, which will bring up your school district’s page.  (If you are an ESD person, you will need to select the name of the school district whose information you would like to view.)
5. Make sure that 2011-2012 is selected in the School Year drop-down menu.  Note:  It will not be available until the opening date of January 17, 2011.
STATUS REPORT
The Status Report page shows all of the nonprofit private schools in your district.  To access it, click on the Status Report tab.
Look under the “Status” column to see which private schools’ Private Participation in Federal Programs forms have been completed.
Click on the name of the private schools that have completed applications to view their contact and participation information.
DETAIL VIEW
The Detail View page shows information on Nonparticipating, Participating, and Schools Not Applied in your school district.  To access it, click on the Detail View tab.
The Nonparticipating Schools section shows a list of schools that have chosen not to participate in federal programs.
The Participating Schools section displays a list of participating schools and their federal program selection(s).  This information will help you determine in which federal program(s) a private school desires participation, in order for you to initiate the consultation process.
The Schools Not Applied section shows a list of schools that have not completed the participation form.  Contact with the eligible schools must be attempted at least twice and documented in the Contact Log.  Contact must be in person, by telephone, e-mail, or fax.  You must receive a response.  Leaving a phone message or unanswered e-mails, or faxes will not be considered adequate attempts to contact.  There must be contact information for each non-profit private school that has not applied.
In a final attempt, please send the private school a registered letter.  If you have not received a response from this attempt, the private school will be considered as NOT PARTICIPATING and will not be included in the allocation of ESEA services.
CONTACT LOG
The Contact Log is now embedded electronically.  To access it, click on the Contact Log tab.  

Follow these steps for each attempt to contact a private school in the Not Applied Private School List:
· Click the Add button to record a new contact attempt.
· Insert the district phone number and name of person making contact.
· Select the private school from the drop-down menu.
· Select contact type.  The log will automatically insert the private school administrator’s name and phone number.  If you need to record a different name and/or phone number, you can do it in the Comments box.
· The log will automatically record the Contact Date/Time.  If you need to record a different date and/or time, you can do it in the Comments box.

· Insert your comments in the Comments box.
· Click on the Save button.
· Repeat steps above to add other contact attempts.

ENROLLMENT REPORT
The Enrollment Report page shows a matrix of the Participating Schools in your district.  It includes enrollment total and the federal programs in which the schools have chosen to participate.  To access it, click on the Enrollment Report tab.
Click on the Download button to save as an Excel spreadsheet.  It is recommended that you print this page and the Contact Log after March 4, 2011 when the EDS site has been closed to private schools.  Private schools will not be able to access the site or make changes after this date.
If you have questions regarding individual private school forms within your district, please contact the individual private school.
Other questions or concerns can be directed by email to Anne Renschler, anne.renschler@k12.wa.us, or Kara Larson, kara.larson@k12.wa.us.  You may also call the Consolidated Federal Programs office at (360) 725-6225.
If you have trouble logging into the EDS system or experience technical difficulties, please contact our Customer Support office at CustomerSupport@k12.wa.us, or call (800) 725-4311.
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