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TEA 21st CCLC Tracking System Steps
Grantee Info: 

( Grantee Profile: Review, update (at least NOGA and Funding Sources), and save 
( Contacts: roll over, or enter new Grantee Contact.  1 ) Ensure that the Primary Contact entered is the person who will deal with the day-to-day functions of the grant as they will receive all correspondence from TEA.  2) You must designate the Primary Contact before entering other contacts; 3) For contacts no longer associated with the grant, uncheck the Active Box.
( Partners: Update.  If partner is a sub-contractor enter amount paid annual in “Subcontractor Amount.”  In “Monetary,” place the Subcontractor Amount plus any in-kind amount they contributed to the program.  If not a subcontractor, put only in-kind amount in “Monetary,” and leave “Subcontractor Amount” (which shouldn’t be showing on the screen) blank.  If you don’t know what dollar amount to use when estimating the value of a volunteer, this website can help:  


http://www.independentsector.org/programs/research/volunteer_time.html
( Objectives:  The objectives of your grant will be listed.
( Maintain – Cycle 2-4, This section is used to classify your objectives, to modify them, if necessary, and to add new objectives.  Cycle 5 grants will be required to enter their objectives as written in their grant.  Objectives will not be listed when Cycle 5 enters the reporting system for the first time.
( Rate – This section is used to indicate whether you met the objective and add any
comments, if necessary, to support the rating.  Objectives must be rated at the end of each grant year and must be approved by TEA.
Center Info:  You will do each center’s report separately.  Click on the center and then complete each of the following:

( Center Profile:  Update and be sure center is marked “Active” for the term.
( Contact:  This is the program leader for each site.  Add new or roll-over existing.  For contacts that are no longer associated with the grant, uncheck the Active Box.
( Staffing:  Follow instructions listed on report page 
( Feeder School:  Enter or Rollover (each center usually serves as its own feeder school and must be entered on this screen as well).** Total student enrolled on this page refers to total students enrolled in the school, NOT total enrolled in 21st CCLC afterschool program.  Be sure it is marked “Active.”
· Activities – There are three required sections that need to be completed on activities:  

· Intended Activities -- Complete according to the objectives of your grant.  For instance, if tutoring is a priority for your program, rate that indicator as “high.”  Some of the objectives will be N/A for your program.  This must be completed the first term the Center is active in the year (Summer, Fall, Spring).
· Activity Participation Hours -- This field is no longer used.  Move to “Activities”

· Activities/Maintain -- Complete the “Maintain” section.   If this is your very first report, complete this page for each of your Center 1 Activities, including adult activities.  You do not need to fill in the User System ID.  After you have input the activities information in your first center, you can enter your second center activities section by going to the next Center’s Activities/Activities/Rollover and clicking the Grantee checkbox, then the Filter button.  You will be able to see details of Activities entered throughout all other Centers.  You can now check one or all Activities that pertain to your Center and click Save to Current button.   This will keep you from having to retype the information in each center.   
· Activities/Tracking --  For each activity, you must enter tracking info.  You must do this for each activity in each center since the numbers may vary.  The target audience identified in Activities/maintain must coincide with the numbers reported in Activities/Tracking.  Also, be sure that the “typical number of students” is a number equal to or lower than the total number of students expected each day in the Center (Miscellaneous) Hours of Operation and also lower than the number of students entered (or that will be entered) on the Students screen.   The “typical number of adults” or “siblings” must be less than your total adults and siblings in the Certification Report.  Although for Adults, the frequency of the Activity Tracking will match it to either the “Recurring” or “Non-Recurring” number of adults on Certifications.
· Certification Data:   Numbers reported here must be equal to or greater than the number of participants expected in any individual activity for adults and siblings.
· Miscellaneous:
· Periods of Operation – This screen will be retired beginning Summer Term of the 2009 School Year.  
· Adjunct Site – Complete for any approved adjunct sites
· Hours of Operation – Follow instructions in section.  Number of students expected must be equal to or greater than the number of participants expected in any individual activity for students.
· Grade Levels Served – Enter the grade levels for the center
· Operations --  Enter information for current term
· Surveys – This information is not required, but if you do surveys, input information on this report
· Students Upload all Student Level Data.  You can do this a few students at a time or use the 21stCCLCUserUploadMapping document (StudentData).  If you are using the 21st CCLC StudentData Excel spreadsheet, be sure to either have Center ID (C1, C2, C3, etc) in Column A and be uploading from the Grantee menu (Grantee > Import/Export > Import Students); or be in the campus you are uploading to and be in the Center Menu (Center > Students > Import).  If you don’t do this, students may be placed in the wrong center.

· Reports:  Before attempting to submit to TEA, run every “Exception Report” and correct all identified errors.  Approvals will not go through if there are any identified discrepancies.  Some reports will show ‘suspicious’ data.  You should review the data for correctness, but it may not need to be changed.
· Approvals:  Activity Tracking; Staffing; Certification Statements; Students; Centers; Operations; Partners and Subcontractors; Objectives.  
Student Level Data – this will be the last data you input into the reporting system, but you must begin to gather the info while you complete other areas of the report.

Request PEIMS Data one week prior to the end of a semester.  It generally takes about 2 weeks after a semester ends before all needed data is in the district’s PIEMS system.  Be sure to give PEIMS Director/Principal/Site Coordinator a timeline. You can use the spreadsheet provided in 21stUserUploadMapping (PEIMSData) to make it easier for them to gather data.  
If you don’t have a software system that tracks student data on your 21st CCLC program, use the StudentData spreadsheet in the 21stUserUploadMapping document (will be provided through email upon request to TEA) to track end-of-semester info.  This will allow you to upload student level information all at once.  Be sure to follow the codes provided on the Student Data Report Code Map – your data will not upload unless these codes are used.

Tips for Student Level Upload:  

Column A:  Be sure you have the correct center ID.  If you do not, you run the risk of students being placed in the incorrect campus when uploading.
Column B:  Do not use commas or Jr. Sr. etc.
Column D:  If you have the student’s SSN or PIEMS ID enter it.  IF YOU DON’T HAVE AN ACCURATE NUMBER, leave this field blank.  If no number is supplied, it tries to match on an existing student by the demographics, so it may find the student and get his/her real SSN/S-number.  If that fails, then yes the CCLC application will still

assign the student a "C-number".  If you provide an accurate SSN or PIEMS ID when you upload, the TEA system will validate other items such as birthdate and ethnicity to ensure accuracy.

Column H:  If campus name begins with a 0, put a space before entering the number or reformat the column as a “text” column.

Columns M-Q:  Use percentages (without percentage sign), NOT number of days
Columns AM-AZ:  Use number of days attended—NOT Percentages
Column BC:  Leave blank for students in Pre-K or Kindergarten

Column BH:  Promotion codes are not required.  Input the code if you know that the student has or has not been promoted.  If you are unsure about those students attending summer school, leave blank and add a comment.
Before saving (as a CSV file) and uploading the file to TEA, format your entire spreadsheet with a border and gridlines.  You do not need to extend the border to include text that has extended beyond your last cell (BI).  IF your upload has errors and you have to go back and correct before you can upload again, you must redo the border and grid.  It will not automatically save.
For Help:
liza.lorenzi@tea.state.tx.us at 512-463-9762
candace.ferguson@tea.state.tx.us at 512-463-5619
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