
1 
 

Survey 5 Checklist for Student Addi�onal Funding Repor�ng 

 

By August 18, 2023 

� Review Bonus FTE Student Detail report.  Remember the default school year at the top right of all your screens 
will have changed, to run these reports and correct your data, change it to the 2022-2023 school year first. 

 

 

� Validate the Dual Enrollment (DE) Indicator for all student schedules is correct based on whether the student is 
an Early Admissions student (E) or Academic Dual Enrollment student (A).  This can be done by clicking on the 
Student Name directly from the report and fixing the data on the Student Schedule screen.  It might need to be 
exported to an Excel spreadsheet (using the icon next to the number of records) to view all the data for all your 
students because of scrolling on the screen. 
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� Validate the AP and IB student informa�on if you are a school that has those programs.  If correc�ons need to be 
made, click on the Student Name directly from the report and fix the data on the Student Schedule or the Tes�ng 
screens if it is missing or incorrect.  It might need to be exported to an Excel spreadsheet (using the icon next to 
the number of records) to view all the data for all your students because of scrolling on the screen. 

 

 

� Validate the AICE student informa�on if you are a school that has that program.  If correc�ons need to be made, 
click on the Student Name directly from the report and fix the data on the Student Schedule or the Tes�ng 
screens if it is missing or incorrect.  It might need to be exported to an Excel spreadsheet (using the icon next to 
the number of records) to view all the data for all your students because of scrolling on the screen. 
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� Add test score informa�on that needs to be manually added (IB and AICE) 
o From the Test History screen, you can add a new Test administration, or you can add Test Parts to an 

already existing Test. To add a new Test, scroll to the bottom of the screen until you see a blank test 
row. 

 
 

o Select a Test from the pull-down. 

 
 

o Type in the Administration Date or click the calendar icon to select a date. 

 
  

https://media.screensteps.com/image_assets/assets/005/487/697/original/5f9b8b62-773f-4a1b-b7a6-830b616662d2.png
https://media.screensteps.com/image_assets/assets/005/487/699/original/66945b91-05c6-4d17-ac73-cb985f0f23a8.png
https://media.screensteps.com/image_assets/assets/005/487/701/original/e4e0f208-2bef-4857-8809-5d4c52979aba.png
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o Select the School Year from the pull-down. 

 
 

o Select a Gradelevel from the pull-down. 

 
 

o Enter a Form number in the provided text box, if applicable. 
o Select the applicable LEP Info from the pull-down, which is required for ESOL tests. 
o Select the applicable DJJ Info from the pull-down. 
o Enter a Test Level in the provided text box, if applicable. 
o Select the check box in the Include in Transcript column if the test score should display on the student's 

transcript. 

 
 

o Enter the number of the district that administered the test in the District Administered column text box.  
This would be 05 for Brevard. 

o Enter the number of the school that administered the test in the School Administered column text box. 
o Enter the Test Publication Year in the provided text box. The format of the school year should be 2223 

for 2022-2023. 
o When all information has been entered, click any of the fields and press Enter to save the line of data. 

You can also click the Save button located in the top right corner of the screen. 

https://media.screensteps.com/image_assets/assets/005/487/703/original/f36aae57-d48e-44c7-ac8e-6a93aaeb390a.png
https://media.screensteps.com/image_assets/assets/005/487/705/original/661bfd87-499f-459a-aab5-8a20e50c0c70.png
https://media.screensteps.com/image_assets/assets/005/487/707/original/2f72e587-e5f2-4df2-9043-bd3a24e70b25.png
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o Once the test is saved, you can begin entering Test Parts (scores). In order to enter Test Parts, click the 
gray arrow next to the Test. 

 
 

 Please note that the requirements for entering Test Parts will differ for each Test. The example 
shown is for the FSA Math test. 

 Notice that the delete button displays next to the test that was just added. As long as there are 
no Test Parts linked to a Test, the Test can be deleted. 

o Select the Title from the pull-down. 

 
 

o Enter the applicable scores in the provided text boxes. The scores available/entered depend on the type 
of test and test part. 

 
 

https://media.screensteps.com/image_assets/assets/005/487/709/original/bf6d0a40-ff6f-4ede-b996-cd3e4399f801.png
https://media.screensteps.com/image_assets/assets/005/288/064/original/4d96d8b8-4692-4244-8617-a8d14d3fa6dd.png
https://media.screensteps.com/image_assets/assets/005/288/066/original/c46df519-cb37-43ea-bb5a-4eae4f2ee4ec.png
https://media.screensteps.com/image_assets/assets/005/288/068/original/c7b51974-c8dd-41c6-abea-a30305526ab0.png
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o When all information has been entered, click Save located in the top right corner of the screen. 

 
 

o The Test Part has now been added. To add another Test Part follow steps 16-19 using the blank row at 
the bottom of the chart. 

 
 

*See Atachment A for further detailed informa�on when entering student scores 
 

� Use DOE Data Verifica�on Reports for Survey 5 to correct data associated with Student Addi�onal Funding.  
Paying close aten�on to the following formats:  CTE Student Course Schedule, CTE Teacher Course, Industry 
Cer�fica�on, Student Addi�onal Funding, Student Assessment, Student Course Transcript. 

               

  

https://media.screensteps.com/image_assets/assets/005/288/070/original/42dee6b5-9639-44a9-ac64-4d206372d296.png
https://media.screensteps.com/image_assets/assets/005/288/072/original/16367bd3-f89c-47fd-a3ea-973fcb3aadf4.png
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� Once Test scores have been entered.  Run Published Report – Grad:  Addi�onal Funding Repor�ng 
Correc�ons.  Some fields can be corrected from this report in mass.  Other fields will need to be corrected on 
the individual student by clicking on the Student name and making the changes on the Gradua�on tab (All 
fields start with the verbiage FTE Earned). 

 

 

Star�ng August 29, 2023 

 It is a requirement that one person from each school site atend an Open Lab to review and update any 
correc�ons for Survey 5 Addi�onal Funding. 

The following Open Labs are scheduled in the 914 lab at ESF. 

Tuesday, August 29th 12:00 pm – 3:00 pm               
Wednesday, August 30th 8:00 am – 3:00 pm 
Thursday, August 31st 8:00 am – 3:00 pm 
Tuesday, September 5th 12:00 pm – 3:00 pm 
Wednesday, September 6th 8:00 am – 3:00 pm 
 
Sign up using the following link:  (lines 52-56)        htps://bit.ly/FocusCourseInfo  

https://bit.ly/FocusCourseInfo


Created by JF 

“ATTACHMENT A” 

 

Cambridge Additional Information 
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Assessment Data Entry 
Cambridge International Examinations Data Entry 

The following instructions are intended to be a step by step guide to enter test scores for the Cambridge Advanced 
International Certificate of Education A and AS Levels 

 

 

Step 1 
Navigate to a student 
 
You may need to choose Include Inactive Students for 
those who may have graduated or changed schools 
 
Once You have selected a student, navigate to their Test 
History 

 
 

 

Step 2 
Populate the Data: 
Use the dropdown to choose Cambridge Advanced 
International Certificate of Educate 

 

Enter Administration Date 
 
School Year 
 
Grade level 
 
Form Code: Z 
 
DJJ: Leave Blank 
 
 

 

Test Level: 
Enter A OR AS Level 
Once you have selected a level, you should only enter 
tests for that level. Repeat the process for examinations 
from the other level 
 
Include in Transcript: Yes 
District: 05 
School Administered: Your School Number 
Publication Year: Blank 
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Assessment Data Entry 
Cambridge International Examinations Data Entry 

 

Press Save 

 
 Step 2 

Enter Individual Examination scores 
 
Scale Score: Leave Blank 
No Applicable: Enter the Score 

 

Press Save 

 
 Repeat the Process of Entering other scores of the same 

type (ie. AS level) 

 

Press Save 
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Assessment Data Entry 
Cambridge International Examinations Data Entry 

Note: Do not mix A and AS level examinations on the same entry. Repeat the process for the other type of Entry 

 
 


