Login Process
To login to EIS:

1. Open your web browser, i.e. Internet ExploreNetscape.
2. In theAddress Bar, typehttps://www.eis.state.tn.us/training
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4. IntheUser ID box, type in youlJser ID.
5. In thePasswordbox, type in youPassword
6. ClickLogin.
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Avallable Applications
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7. From theAvailable Applications screen, clickDST to Login.
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Logoff Process
To logoff of EIS:

1. From any screen, click drogoff.

Logoff

6 EIS User Manual



EIS Banner Help Button ’—\

Logoff
Menu Navigation Bar

ltem Description
Menu Navigation Bar | provides access to all menu options within EIS. This bar is

available at the top of every screen and providiskcpccess
to all of the main search screens in EIS.

Help Button Provides access to the Help index and is conteithee. The
Help Search Index provides the capability of seagch
individual pages or elements.

Logoff Available from any screen and logs the user offsymtem.

Menu Options

\ | Menu Options

Bk B Fives |

al Cairoie Ao oo

Enfararcs Tabi Lis

Description

Menu Options Provide access to menu options within the seleated. These
options are available at the left of each screlme option
shown in black text indicates the current screen.

EIS User Manual 7



EIS User Manual



Error Report Objectives

" Access School Level Error Reports
" View Block Approval Error Reports
" Print Error Reports
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Error Reports

After extracts are uploaded to the SDE, error Rispemd Standard reports for each School and Qiistric
will be produced with the data that can be usedorteous or missing information that causes a Block
Approval error, Severity Code 92, will prohibit tBerector from signing off on the Standard Reports.
Any data that can be loaded will be loaded, butntingsing information must be sent before that récor
can be used in the Standard reports.

If errors exist, a District should then send caiitets, which will cause a copy of the standard repto
be produced again. This will overlay the previoggarts if they have not already been approvedhely t
have already been approved, but the report reselts changed, a revised report will be created with
new version number. Another error report will beypded with any additional outstanding errors.

Severity Code Severity Name Severity Description

10 Warning Display message; may or may not
require corrective action

30 Conditional Invalid data field stored conditionally;
must be corrected

70 Deficiency Error Staff or class error must be corrected

80 Fatal Field Error Data field not stored but remainder of
extract record stored; must be review«:d

90 Fatal Extract Record Entire extract record not stored in SDI=
database

91 Fatal Extract Batch Entire extract transmission file not stored
in SDE database

92 Approval Blocked Information stored, but contains or

caused errors that will block report
approval; must be corrected

All error messages are organized by Most CurredtRnevious Date.

#" District error messages are grouped by error categoryaateral, Calendar & School.

#" Schoolerror messages are grouped by error categoryiakendar, Student, Staff & Class.

#" A separate report will also be produced that inetudnly the errors that block approval of the repor
TheBlock Approval Error Report is organized by District and Schewell as well as being divided
into error subcategories such as General, Calendar, Student, Staff & Class.
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View School Level Error Reports

To view School Level errors, when logged on ashegkuser:

1. From theMenu Navigation Bar, click School
2. From theSchool Searchscreen, click oferror Reports.
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4. To view school student errors, click 8tudent Errors.
5. To view school staff errors, click &taff Errors.
6. To view school class errors, click 6hass Errors.
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School Error Report Examples

School Calendar Error Report

School Calendar Error Report
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School Student Error Report

Student Ermor Report
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School Student Error Report

Last, First, Wikl Hame
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EIS determines possible duplicates by searchingriaxact match on SSN or SSN, First Name

and Last Name. Be sure to perform your searchsaatb districts.

Some duplicates have to be resolved with anotlstrctito determine which district should
actually have the student.
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School Staff Error Report
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School Class Error Report
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View Block Approval Error Reports

If the current transmission extracts or the presittansmission extracts contain block approvalrestbe
extracts are still processed, however a reportatamm approved when block approval errors exisé Th
Block Approval Error Reports contain alf the errors that must be corrected before therte can be
approved.

To view Block Approval error reports:

1. From theMenu Navigation Bar, click District .
2. From theDistrict Search or School Searchscreen, click ollock Approval Errors .
3. From the side navigation on the left-hand side of the screen, select any Block Approval Error Report.

! Block Approval errors exist at the District and 8ohlevel. These errors can be accessed in the
same manner as all other error reports.

! Block Approval errors should be checked dalily.
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Print Error Reports
Error reports can be printed from any error regoreen by using the browser’s print capability.
To print error reports:

From theMenu Navigation Bar, click District or School

From theDistrict or School Searclscreen, click ofError Reports.
Access the desired error report.

From the browser menu bar, click on Brent icon.

HwnNPE

Print icon

EIS User Manual
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EIS Inquiry Objectives

" Perform Staff Inquiries

" Perform Licensure Inquiries

" Perform Student Inquiries

" Find Student Problem Enrollment

EIS User Manual
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EIS Information Inquiries
Inquiries can be made on a variety of informatiathin the EIS. Some possible types of informatioatt

can be found include Student schedules, Schowidsby District, Staff Licensure information, and
Student enroliment.

Staff Inquiry

Staff inquiry provides the ability to view avail@dihformation on staff members. It will also prozidn
individual Staff member’s Staff Assignments or lisare details.

To query for a Staff member:

1. From theMenu Navigation Bar, click Staff.
2. From theStaff Searchscreen, enter in the desired Staff criteria.

EIS User Manual 23



3. ClickGo.

To query for Staff Assignments:

1. From théMenu Navigation Bar, click Staff.
2. From theStaff screen, query for Staff.
3. From theStaff List screen, click on thadditional Staff Information drop down list box.

4. SelecStaff ASSIgnmentS Additional Staff Information

Drop Down

24 EIS User Manual



5. ClickGo.
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Licensure Inquiry

Licensure inquiry provides the ability to view Litsure details. The Licensure information will be
reloaded each business day to insure accurateuarghtinformation.

To query Staff Licensure information:

1. From theMenu Navigation Bar, click Staff.
2. From theStaff Searchscreen, click ohicensure Search

3. From thdLicensure Searchscreen, enter in the desired Licensure criteria.
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4. ClickGo.

5. From thelicensure List screen, click on any name to vi&#aff Licensure details.
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Student Inquiry

Student inquiry provides the ability to view alfanmation relevant to an individual Student. Studen
information available includes student details c&deeducation information, daily attendance, class
schedule, disciplinary actions, etc.

To query Student information:

1. From theMenu Navigation Bar, click Student
2. From theStudent Searchscreen, enter in the desired Student criteria.
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3. ClickGo.

To view Student information:

1. From theMenu Navigation Bar, click Student
2. From theStudent Searchscreen, query for a Student.
3. From theStudent List screen, select any criteria from undeiditional Student Information .

4. ClickGo.

1
! Any criteria available from the Additional Studéntormation drop down list box may be viewed
from this screen.

An example of the output received from each sadeds listed on the subsequent pages.
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Student Details Example

Student Special Education Example

30
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Student Daily Attendance

Student Class Schedule Example
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Student Disciplinary Actions Example

Student Enrollment Info Example

32

EIS User Manual




Student Enrollment History Example

Student Previous Identification Info Example
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Student Searching Tips
When enrolling a student, use the following tipsyfour search:

1. To search across all districts in the state prenyourDistrict No.
2. First, search for student BSNonly. Do not include any other fields in this s#a

3. Second, search for studentltast Name,or byLast Nameand a portion oFirst Name. (For
students with more common last names, includingragn of the first name will narrow your
results.)

Example:
The student is, “Phabbaps, Kindra, Shea” with S3A609771.”

1. PerformStudent Searchfor SSN, “245099771". (In order to search across the districts, do not forget
to remove your district number when searching.)

SSN Seaiie

\—{ Duplicate SSN found for Different Student

2. PerformStudent Searchfor Last Name, “Phabbaps”

Last Name Search

34 EIS User Manual



Student Problem Enrollment
The Student Problem Enrollment search identifiestatlents that have a problem with their enrollmen
To view Student Problem Enrollment:

1. From theMenu Navigation Bar, click Student
2. From theStudent Searchscreen, click ostudent Problem Enrollment Search
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3. From theStudent Problem Enrollment Searchscreen, enter in the desired Student criteria.
4. ClickGo.
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Access Online Help

Online help is available from any screen within EI8e Help feature is context sensitive. For examipl
Help is accessed on the District screen, the Hakes will display all help information for Disttic
element names and a description. The Search Indeides the capability of searching individual page
or elements.

Search Help button Help button

Help Page drop down list box

Help Element drop down list box

To access online help:

1. From any screen, click on the Help button. Hledp screen will display all information for the
current screen.

1. To select a new Help screen, click on the Seldath button and select an item frétageor
Element

2. When finished with the Help screen, close tleavser window.
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Practical Exercises

School Practical Exercises

Staff & Licensure Practical Exercises
Student Practical Exercises

Class Practical Exercises

Course Practical Exercises

Help Practical Exercises
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School Practical Exercises

Exercise 1 Results:

Search for North City Elementary, District 2, Schido 25.

Exercise 2 Results:

Search for Athens Junior High School, District 2h&ol No 5. Display the Staff List for the school.
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Exercise 3 Results:

Search for Athens Junior High School, District 2h&ol No 5. Display the School Calendar Details.
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Exercise 4 Results:

Search for Athens Junior High School, District 2h&ol No 5. Display the Classes.

Exercise 5 Results:

Search for Athens Junior High School, District 2h&ol No 5. Display the Student List.
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Staff Practical Exercises

Exercise 1 Results:

Search for Bonita Kriss in District 2. Display BtAssignments.

Exercise 2 Results:

Display the details for one of Bonita Kriss’ cowsse
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Student Practical Exercises

Exercise 1 Results:

Display the Student Details for “Joseph Besure”.

Exercise 2 Results:

Display all students in thé™grade for District 2. Change the list sort toadesling order by name.
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Exercise 4 Results:

Display the Special Education Information for “Mica Greer”.

Exercise 5 Results:

Display the Daily Attendance for “David Bedfird(Remember, it could be “Dave.”)

48
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Exercise 7 Results:

Display the Enrollment Information for “Michael Bee
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Class Practical Exercises

Exercise 1 Results:

Display a Class List for School No. 5 in DistricoN2.

Exercise 2 Results:

Display a Class List for staff member with Last Name of “Gurter”.
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Exercise 3 Results:

Display a Class List for all classes with a VEPC\WDC - TE”.
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Course Practical Exercises

Exercise 1 Results:

Display a Course List for School No. 5, District 3ort the list by Course Name in ascending order.

Exercise 2 Results:

Display Course Details for Course Code “706".
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Exercise 3 Results:

Display all courses with the Abbreviated Name ofi"S

Exercise 4 Results:

Display all course with the Category of “VOC”.
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Help Practical Exercises

Exercise 1 Results:

Find and display the Help information for Staff Agsnents. View the Valid Current Assignment Codes.

Exercise 2 Results:

Find and display the Help information for the Staffensure Details page.
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Exercise 3 Results:

Find and display the Help information for Studert&lls.
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