CALPADS Transaction Submission Process for the SPED Coordinator
Permission and Roles Needed

SEIS:

District Level User (SPED Coordinator) with the following permissions (only one DLU per LEA/District should
submit CALPADS Generated reports to CALPADS. If taking over for a prior DLU confirm all CALPADS reports
are finalized, then deactivated. Contact your SELPA Program Technician for assistance):

e Edit CALPADS transactions
e Generate CALPADS Reports
e Can upload SSID

CALPADS:
To submit CALPADS generated reports from SEIS through the CALPADS API

e OrgType: LEA
e Minimum Roles: Falll Reports, SENR View, SINF View, SPED Edit, SPED View, Student Search

EXPAND/COLLAPSE ROLES [ 17

Assessments; EOY4 Reports; Falll Reports; PSTS Edit; PSTS for SPED Students Edit;  PSTS for SPED Students View; PSTS View;
SENR View; SINF View; SPED Edit; SPED View; SPRG View; STSEEdit; STSE for SPED Students Edit; STSE for SPED Students View;
STSE View, Student Search;

Roles:
CALPADS administrator roles the LEA/District
o QOrg T Type: LEA

EXPAND/COLLAPSE ROLES |El

Anomaly Contact; Assessments; Authorizing LEA; CRSE Edit; CRSE View; Data Collection Certifier; Direct Certification; EOY1 Reports;
EQYZ2 Reports; EQY3 Reports; EOY4 Reports; Falll Reports; Fall2 Reports; Foster Youth; Free and Reduced Price Meal Edit;

Free and Reduced Price Meal View; LEA Administrator; Local Code Mapping;, Maintain Foster, PSTS Edit; PSTS for SPED Students Edit;
PSTS for SPED Students View; PSTS View; SASS Edit; SASS View; SCTE Edit; SCTE View; SDEM Edit; SDEM View; SDIS Edit;

SDIS View; SELA Edit; SELA View; SENREdit; SEMR View; SINF Edit; SINF View; SPED Edit; SPED View; SPRG Edit; SPRG View;
Staff Search; STAS Edit; STAS View; STSEEdit; STSE for SPED Students Edit; STSE for SPED Students View; STSE View;

Student Search;

SELPA administrators must have the following roles Fall 1 and EQY 4

e OrgType: LEA

EXPANDVODLLAPSE ROLES | 1
Falll Reports,



STEP 1-Log onto SEIS: Reviewing Transactions

e From the SEIS Navigation Bar on the home page, go to reports

(NavigationBar—>Reports—>Transactions) and choose CALPADS Transactions. The default ‘Type of
Transaction’ is Reportable Transactions.

Searches ~ Reports - Goals = Reference - Administration - Service Tracker - Help Center -

CALPADS Transactions

Instructions

Reportable transactions to CALPADS are listed below. Please use the features avallable on this page to view/edit the infermaticn, Transactions may be marked as Do Not Repert and will be avallable to restore, if needed, The Ger
Student and Services file to submit to CALPADS based on the data displayed,

Type of Transactions: Academic Year: Generate Report For:

Reportable Transactions v Al . All Records v # Generate Report

e Reportable transactions are transactions that have not been submitted to CALPADS. If there is an
active generated report some of the reportable transactions will show they have been uploaded to
CALPADS and the SPED or SSRV may have been accepted (you will need to complete the submission of
the active generated report or deactivate to work in a new one).

1974721 6770471850 Kravitz Gladys 01/01/2008 2&2””‘”' 20 09/01/2018 100 ::.;m!zmau:ﬂ Exit 07/1072019 No No No (S:ELLP:ATS:L"QSLDV‘!‘:[””
Review for Duplicate Transactions
e From the ‘Type of Transaction’
dropdown, select ‘Duplicate CALPADS Transactions
Transactions’.
d I . . h Instructions
o A up Icate transaction has Reportable transactions to CALPADS are listed below. Please use the features available or
the same Meeting Type al’ld Student and Services file to submit to CALPADS based on the data displayed.
Meeting Date as another Type of Transactions: Academic Year:
transaction Reportable Transactions > All
Reportable Transactions
e) This would occur if the IEP Transacions Marked Do Not Report
. . Transacions Accepted by CALPADS
was included in the June
30th report due to the Blank S5IDs
meeting date but was not
affirmed until after 7/1.
o) Verify both transactions to ensure it is a true duplicate. (It is up to the LEA/District to

determine which transaction should be kept. You may need to review the IEP
history).



o If so, edit one of the transactions and mark it Do Not Report. (Provide a comment
for all transactions marked DNR)
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Review for Missing SSIDs Transactions

e Next check for Missing SSIDs. Choose
Blank SSIDs for the “Type of
Transactions’ dropdown.

e This will display all transactions where
the SSID was not populated at the
time of the affirm.

e Once the SSID number is entered onto
the Student Record, SEIS will

Type of Transactions:

Blank SSIDs

All Transactions
Reportable Transactions
Transactions Marked Do Not Report

Transactions Accepted by CALPADS

Duplicate Transactions

Blank 55IDs

automatically insert the SSID number into

the transactions.

STEP 2-Generating and Submitting a CALPADS Report

After you have reviewed your transactions:

e Generating a CALPADS report. Navigation Bar ->Reports—> CALPADS Reportable Transactions—>

CALPADS Transactions

Instructions
Reportable transactions to CALPADS are listed below. Please use the features available on this page to view/edit the information. Transactions may be marked as Do Not Report and will be available to restore,

displayed.

Type of Transactions:

Reportable Transactions

Generate CALPADS Report button.

Generate Report For:

All Records

# Generate Report

e Sending the Data to CALPADS via SEIS (user submitting SPED data to CALPADS must have a

CALPADS user account)

e From the CALPADS Generated Reports in SEIS click the e T S—

“Log on to CALPADS” Button

<JLog into CALPADS
Vela st b lagaed into CALPADS to refresh Reparn Status.



e Enter your CALPADS credentials
(to request a CALPADS DISTRICT
Administrator Application,
contact the CALPADS Service
Desk by e-mail at calpads-
support@cde.ca.gov) and click
LOGIN (must check terms and
conditions box every time)

Terms and Conditions

e Once logged in you will be
redirected back to SEIS

If there is already an active CALPADS report, you will be prompted that you can only work in one active
report at a time.

e You may only work

in one active Active Report Dates
CALPADS Created:

generated report. , O 12/16/2019, 12:21:29 pm
The active report 1211612015, 3:20:06 prm
has the cloud with

the arrow in it. Created:

This is also why the y 1 12/16/2019, 9:06:21 am

LEA/District should %EﬁiéxiiTéf?iE:szuz pm
only have one DLU
submitting Reports.

¢ You may need to deactivate a prior report to work in the y &0
report you just created. Click the blue cloud with the
arrow in it to Deactivate Report. You will be prompted to
confirm.

Deactivate Report

e Once the CALPADS report is generated, the report confirm
will need to be expanded (Click the arrow next to
the trash can) into the 4 transactions types, in the
sequential order needed by CALPADS (you LEA may o |
not have all four transaction types).

Are you sure you want to deactivate this report?

Active Repart Dates Racords Rejected Recards Devamlaad File
Created; Sudent
v 00/28/2019, 6:33:34 pm SPED: 28 SPED: 0 —
SRV 22 SSRV: 0 Services

Last Submission:



mailto:calpads-support@cde.ca.gov

e The 4 transactions types are:
o Type 1: Affirmed IEPS
o Type 2: Amendments
o Type 3: Exits/DNQs Click on the expand icon.
o Type 4: Pending

Created: ssudent
— nj 22019, B12:11 pn SPED: 20 SPED: &
S5RY: 22 SERV: 0 Samdices
Lkt Subirrission
Process Beport Status Errors Beceived On Errors Uploaded On Resords Bejected Recards Tables
Typs 1 0673072010 Reporu/aifirmned IEPs  SPED File Starus: Mat Subsnicied SPED: 26 SPED: O SLUCHTIL
Submet SPED File 55RN: 19 S5RN: 0

Wiew/Edit Report Dat R+
SSRY File Status: Mot Subratted

Type 2 Amendments SPED File Status: Mot Submicbed SPED: 1 SFEDND SEudent
Submes SPED File SSRY: 1 SRV

View/Edit Repor Dat ErVices
S5RY File Status: Mot Submitted

bt SSRY File

Type 3 Ext=/DNGs SPED File Status: Not Submitbed SPED: 1 SPED: O Skucbent
Submet SPED File 55RN: 2 S5RN: 0

WiewEdit Report Dats SETVIES
S5RY File Status: Mot Submitted
eabrrit SRV File

STEP 3-Submitting Files

Submitting your SPED File

e Click the Submit SPED file link. The
Type 1 SPED (student) file must be

Process Report Status

Type 1 06/30/2019 Report/Affirmed IEPs SPED File Status: Mot Submitted

loaded first and must be error free RILIEN P Subrmit SPED File
View/'Edit Report Data
before you may submit the SSRV SSRV File Status: Not Submitted
Submit S5RY File

(services) file.

e This will activate the report (the active icon will display). St St
Click refresh until it shows “in process” this will let you )
know CALPADS has received the file. You may also view SPED Hle Statu==0 Sfuss
your submission status in CALPADS (see submissions B A PR AP E a)
under Certification>Fall 1). submit SSRV File

e Click the Refresh SPED file Status link to update the status of the report until it reflects “In Review” or
“Ready for Review”. You may log out of SEIS during this time that CALPADS is processing the file but will
need to click Refresh SPED file Status when you return to the CALPADS generated reports page to finish
the upload.

® Once CALPADS has processed the file and if there were generated errors, you will see Get SPED Errors
link to retrieve your errors. If error free you will be prompted to “Refresh SPED File Status”. Continue to
follow blue highlighted prompts prior to proceeding to the next Transaction Type.



STEP 4-Retrieving Errors and Posting to Homepage

e Click “Get SPED Errors” to retrieve your errors

Active Process Report Status Report Dates
& View/Edit Report Data SPED File Status: Ready for Review Created:

Refresh SPED File Status 08/26/2019, 8:41:13 pm
m Getl SPED Errors

(Errors Not Received) Last Submission:

% 5 08/27/2019, 9:22:28 am
SSRV File Status: Not Submitted

e Once the errors are received, the Process Options (in Blue) will update to allow for the
download of errors and posting to the SEIS Home Page. Errors cannot be corrected in CALPADS.
o To download a CSV file of the errors, click the Download Error file link

e Click the Post/Manage Homepage Notice to post the errors to the homepage

Active Process Report Status Report Dates
F+ Y View/Edit Report Data SPED File Status: Ready for Review Created:
. Refresh SPED File Status 08/26/2019, 8:41:13 pr|
Download Error File »
m S ] Resubmit SPED File
Post Errors/Manage Homepage Notice (Errors Received) Last Submission:

. = 08/27/2019, 9:23:41 ar|
SSRV File Status: Not Submitted

e On the Post Error/Manage Homepage Error notice page:
o Enter a message that will
display on the homepage File Status: Errors ready for upload as of 8/16/19 4:12 PM
o Select the User Levels that
should view/correct errors
o Click the Post CALPADS Errors

button [ Display fix error button on the Case Manager homepage

o The Deactivate button will

deselect all user levels

[ pisplay fix error button on District level user homepage

["] Display fix error button on School Site level user homepage

STEP 5-Correcting Errors

The errors will display on the homepage for any user level that was selected on the Post Errors/Manage
Homepage Error notice (The SELPA cannot see your errors is they are not posted on your homepage).



Click the Fix Error button on the SEIS homepage
CALPADS Errors

Errors as of 9/29/2019
Read Maore

The button will populate an error list. Clicking on the wrench
allows the user to fix the error in the transaction only. This DOES NOT update the Student Record

Meeting Meeting Last inst
Type Date 5510 Studenuid Name Name 008 Case Manager Scheel Name trrors/Warnings trrorCode
aura Mahone,
= e ® 03042018 1234567890 642463 Bive Bonnet 080072017 ‘“‘(;ﬂ‘ y $¢ Blementary Kiddon | invalid Reporting School $PEDOOG2
I F &« 04720 234567890 2 lonre caonzens T eriiid S5 Dlemantary KGddon | Mismateh of SSID Demagraphecs SPID00R
Laura Mat
Ve © 02042019 1234367890 662443 8 Bonnet 08209120 x $¢ Elomentary Kiddos | invalid Education Plan Type Code for IEP Includes Postsecondary Goals Indicator SPEDO3R2
acher

A correction may also require the SEIS record be updated so the error does not return. This change to
a student record may require an amendment.

Once Errors are corrected, save the page. Click the © 14.36 E9 ncludes Postiecondary Gols Indicator
ShOW Errors button to Verify no Other errors exist. ERROR: SPEDOITE IF 14.36 1S POPULATED, THEN STUDENT MUST BE AT LEAST 13 YRS AMD 9 MO

All errors will display at the top of the page and next to the field as well. An info icon has been added
to display the description of the error and the validated fields.

REPORT TRANSACTION
===

CALPADS Error List

(azsaal

Student/Services Report Copy - Changes made on this page will only apply to this transaction

[ [ oo

A link of the full list of the CALPADS Error Code Definitions is available. Additional resources for
correcting CALPADs errors are the NPA list available in SEIS>Help Center >Training
Materials>CALPADS>List of NPA Identifiers or the Valid Code Combinations in CALPADS.



o Errors with missing in the description require a blank field to be poplutated.

SPEDO389 - Missing General Education Participation Percentage Range Code

SPED0426 - Missing Meeting Delay Code for Part B or Part C Initial Evaluation
SPEDO0398 - Missing Parental Involvement Facilitation Code

SPED0387 - Missing Preschool Program Setting Service Location Code
SPEDODA23 - Missing Special Education Meeting Date

SPED0346 sing Special Education Program Setting Code

SPEDDA450 - Missing Special Education Referral Date

o Mismatch Errors are the result of conditional Validations. The data in the record does not
corresond to what is in CALPADS. The data in the CALPADS ODS sets the condition and the data in
your records does not correspond to the student record currently in CALPADS. An examination of the
student record in CALPADS ODS and SEIS would have to be conducted to determine where the
discrepancy lies.

SPEDN438 - Educarion Plan Amendment Dare Mismarch

o Invalid Data are errors with “Invalid” in the name and usually means that valid codes were used
incorrectly, or the values cannot be referenced in the CALPADS ODS

o General Errors (GERR errors) are general errors found in several different record types. The most
common being GERROOOS5. This requires a comparison between CALPADS enrollment and the rejected
SPED record

GERRO0OS - LEA does not have ownership of student enrollment to make the update

e Correcting errors may require viewing and/or deleting an accepted SPED/SSRV record in CALPADS.

e To view the ‘Student Container Details U’ complete the following:

o From the CALPADS home page enter the student’s SSID in the quick search box.

o Scroll down and click to the Student Special Education Container to view the SPED record modal(s) or
click the Student Special Education Services container to view the SPED Services modal(s). Containers
and Modals are READ-ONLY. This is where you can view what has been uploaded from your and
previous LEA(s)/District(s) (i.e. researching a duplicate SPED file error).



3 Home

8

} Online Maintenance

2, Upload / View Submissions

<) Certification Status

B Reports

B Exracts

Student Detail

Salectad Suucet Jones. Jimbo.

Bith Date 03/04/2002

csis Training

+ Student Enroliment

v Damographics

 Address.

Studant English Language Acquisition

~ Student Program
~ Student Course Section

~ Student Career Technical Education

Student Absence Summary

Student Discipline

~ Student Offense

- Student Assessment.

LocaliD 11
Language

5510 1309500988

Grade Lavel 12

Gender F

Envollment Start Date 08/01/2018

- Student Special Education

Student Special Education Services

o You may open and view the SPED modal details by clicking the ‘open’ button on the modal. This the
same information you would see in SEIS on the CALPADS student page on the day the meeting was

affirmed.

SPED

SSRV
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o You may open and view the SSRV modal details by clicking the ‘Open” button on the modal.
This the the same information you would see in SEIS on the CALPADS Services page the day the
meeting was affirmed.

Student Special Education Program x

SsID Academic Year ID
1195760193
Reporting LEA Reporting SELPA
Natomas Unified - 3475283 Sacramento County - 3401
School Of Attendance School Of Attendance NPS

Leroy Greene Academy - 0126060

District Of Special Education Accountability Local Special Education Student ID
1002310
Nonpublic Agency Identifier Special Education Meeting Or Amendment identifier
11957601931020100000
Special Education Service Code Spedial Education Service Provider Code
Day Treatment Services - 540 California Department of Social Services (DSS) - 320
Special Education Service Location Code Special Education Frequency Code
Continuation school - 610 Daily - 10

Service Duration

60

Close

STEP 6-Resubmitting File After Correcting Errors

The SPED file should be resubmitted frequently as some errors are only able to be validated through CALPADS.
Once the SPED file is error free, the SRV file (Services) for that same type transaction can be submitted.

e After errors are fixed, click “Resubmit SPED File” link.
o Refresh File Status
o Retrieve Errors (if any)
o Post Errors onto Homepage (if applicable)
o Continue the error correction process until error free (if applicable)

Active Process Report Status Report Dates
o view/Edit Report Data SPED File Status: Ready for Review Created:
D load E Fil Refresh SPED File Status 08/16/2019, 3:15:47 pm
ownload Error File : :
) Resubmit SPED File
Post Errors/Manage Homapage Notice (Errors Received) Last Submission:

08/16/2019, 3:59:23 pm
SSRV File Status: Not Submitted

Submit SSRY File




e Once the SPED file is error free, the status will display “Posted” and the Rejected records will =0 (there
will no longer be blue links for that file type). The note will indicate that the file is is Error Free and you
can now submit your SSRV file. Continue to follow blue highlighted prompts prior to proceeding to the

next Transaction Type.

Process REpart Status Errors Received On Errors Uploaded On Recards Rejected Records
Type 1 0&/30/2019 Report/Affirmed IEPs SPED File Status: Posted SPED: 1 SPECc @
S5RV:1 SSRM: O

i Edle & & iFile Error Free)
¥iew/Eell Rapert [k Yoo can Ao submit SSRY Tile,

SERV Fille Sratus: Pested
iFile Errar Free)

e The same process will repeat with the SSRV file.
o Submit the SSRYV file
o Retrieve errors from CALPADS
o Post to Homepage
o Resubmit until error free

e When both the SPED file and the SSRV files are error free, both status’ will display ‘Posted’ and File
Error Free. You can now proceed to the next Transaction Type and repeat the submission process.

Process Report Status Errors Received On Errors Upleaded On Records Rejemed Records

SPED: 1 SPED:Q

Type 1 D6/30V2019 Report/Affirmed |EPs SPED File Status; Posted
SSRV: S5REN: D

Vi et ' (File Error Free)
Yiew/Edil Report Data You can nove submit S5RY file.

SERV File Status: Posted
{File Errar Free]

e The transactions included in the error free repot will be o
Type of Transactions:

removed from the Reportable Transactions page and will Regortable Tramzactions
display un the ‘Accepted be CALPADS’ page. Repartable Transactons

Transactions Marked Do Not Repart

Transadions Accepted by CALPADS
Duplcate Transacbons

Bank 551Ds

Last Last Uploaded
Trantaction Trantaction Saved Sawvedd to SPED SRV
Craated Typa By On CALPADS Accapted Acceplod
it Lo Affirmed IEP ] b s
pm
OPAS2015 1.2:00 it g Vel Yak
am




STEP 7- Continual Submissions

This process will continue throughout the year, all year! Only one person should be generating and
submitting reports!

e LEAs should submit any of the following transactions at least on a bimonthly basis due to pending
transactions needing to be submitted prior to the IEP meeting being affirm/attested. Affirm/Attest
within 24 hours of the meeting being held.

©)

0O O O O O

Initial Evaluations for Part C

Initial Evaluations for Part B

Annual IEP meetings

Additional IEP meetings (e.g. exit meetings)
Triennial meetings

Meetings to amend an |EP

e This data will be used to monitor LEAs selected for compliance monitoring on an as-needed basis.

e Special education data needs to be updated regularly so student test accommodations and designated
supports can be provided for Test Operations Management System (TOMS) testing

e Maintenance is vital:

Complete teacher requests

Transfer records in a timely manner. If a student has moved, but you don’t receive a record
request exit the student Exit Code 76

Follow Up on Unaffirmed meetngs: Affirm and Attest within 24 hours

e A new CALPADS report would be generated for the transactions that occurred since the last generated
report date (all transactions on the Reportable Transactions page). Prior to submitting comfirm your
CALPADS coodinator has run a SENR/SINF report!

o Click the Generate CALPADS Report button
o Submit the SPED file
o Retrieve errors from CALPADS
o Postto Homepage
o Resubmit until error free
O Then follow the same steps for the SSRV file
CALPADS Transactions
Instructions
Reportable ransactions to CALPADS are listed below. Please use the feawres available on this page to view/edit the information. Transactions may be marked as Do Not Report and will be available 1o restore,
displayed
Type of Transactions: Generate Report For:
Reportable Transactions All Records v
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