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Welcome

Welcome to the Special Education Portal User Guide.  The Special Education Portal is the means for accessing all applications associated with the Local Performance Plan (LPP).  The LPP applications currently available include:

· Indicator 4 Improvement Plan – Suspensions and Expulsions
· Indicator 12 Improvement Plan – Part C to Part B Transition 
· 2008-09 IDEA preschool entitlement and flow-through (including early intervening services) budgets
A director of special education has access to all LPP applications.  The director of special education may also assign other individuals (district users) access to specific LPP applications.

This documentation provides the user with all the information required to be able to operate the Online LPP applications.
Local Performance Plan Data Collections Browser Standard

The DPI Data Collection systems require that the version of your internet browser meet a minimum standard.  Browser upgrades are generally free from your provider.  This standard has been set to ensure the ability to run SSL, a 128-bit encrypted standard for the transmission and receipt of the data.  This is done to protect the privacy and security of the data being transmitted.

Special Education Portal
Getting Started

1.
To enter the Special Education Portal, open your web browser and enter the following address:
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 https://www2.dpi.state.wi.us/seportal/
2.
A login dialog box appears requesting the user’s login ID and password.

3.
Enter the Login ID and Password assigned to you and click on the Sign In button.


The login ID and password used by the director of special education are assigned by DPI.  The login ID is the four-digit DPI-assigned agency number.  The password is the same LPP password used in past years.  The password, however, is no longer case-sensitive; letters may be entered as all upper- or all lower-case.


A district user, as designated by the director of special education, will self-assign the password used for signing in.
4.
The Local Performance Plan Main Menu will be displayed.

· Note:  The first time a director of special education enters the Special Education Portal, User Information will be required to be provided.  Provide the data for each of the required fields identified by an arrow and then click the Update User button.
Local Performance Plan Main Menu
The Local Performance Plan Main Menu contains three sections:

Section 1 – LPP Applications

The LPP applications are displayed in a grid format.  The grid displays the following information:

1. Help – Click on the question mark for further information specific to the LPP application selected.

2. LEA Data – This column identifies the specific LPP application.  For Indicator specific applications, clicking on the link in the LEA data column will bring up the District Profile so that the data specific to the indicator can be reviewed.

3. Required Action – This column indicates whether the agency is required to complete the LPP application selected.  A required action of “None” means it is either not the agency’s cycle year for completing the indicator or the agency is not required to complete an Improvement Plan for the specific indicator.

4. Required Action Due Date – This column displays the due date for the specific LPP application selected.

Section 2 – Information on Data Collections

This section displays the following links:

1.
Cycle for Indicators 7, 8, 14 and the Procedural Compliance Self- Assessment.  Clicking on this link will display a spreadsheet identifying the school year in which your agency will be responsible for the sampling indicators as well as completing the Procedural Compliance Self-Assessment.
2.
Sources of Data.  Clicking on this link will display the data sources used for collecting district data for each of the State Performance Plan (SPP) indicators.
Section 3 – User Functions

This section displays the following links:

1. Add New User to District User List – Clicking on this link allows the director of special education to assign other individuals access to specific LPP applications.  For example, a director of special education may choose to assign a district business manager access to the IDEA flow-through and preschool entitlement budgets.  Data needs to be provided for each of the required fields identified by an arrow as well as selecting the specific application(s) for which the user is to have access and then clicking on the Add User button.
· Note:  The default password for a District User is “password.”  The first time a District User signs in, the district user will be directed to change this password.

2. Change District – Click here to sign in as another district.  This link is only available when signed in as a director of special education.
3. Maintain District User Information/Reset Password – Clicking on this link provides the director of special education the option to change the information associated with a District User or to reset a district user’s password if it is forgotten.  The edit button next to the District User’s name should be clicked.  This will then activate the Reset Password and Update User buttons.

· Note:  The Reset Password button will reset the district user’s password to password.  The district user will then be directed to change this password the next time the user signs in.
· Note:  The Update User button will be used if any of the fields associated with the District User need to be modified or if a district user’s access to the application should be deactivated.  To deactivate a district user, the active user check mark should be deselected.
4. Change your password – Clicking on this link allows a District User to change the sign in password.

· Note:  A director of special education needs to use the Login ID and Password assigned by DPI.  The Change your Password option is only available for District User use.

IDEA Preschool Entitlement and Flow-through (including Early Intervening Services) Budgets
Getting Started

1.
From the Special Education portal, click on the Complete Budget link associated with the IDEA flow-through and preschool entitlement budget.
2.
The first time a user enters the IDEA flow-through and preschool entitlement budget application, the Modify List of Participating Agencies page will be displayed.  To continue, click on the Add button to identify that the budget is being submitted for the displayed district.  If the budget is being submitted for more than one agency, the other districts involved can be selected using the dropdown arrow and then clicking on the Add button.
3.
Once a district has been selected as a participating agency, a grid will appear displaying the total funding available to the agency (flow-through plus preschool entitlement) as well as indicating whether the district has been identified for disproportionality.
4.
Click Exit to return to the budget Main Menu.
Budget Main Menu

The IDEA Budget Main Menu displays the following links used for navigating within the IDEA budget application:
Preschool Options:  Enter Budget / View Budget Detail Report.  The Enter Budget link is used to enter budgeted items for the preschool entitlement dollars.  The View Budget Detail Report link is used to view or print the preschool entitlement budget in a readable format.
Flow-through Options:  Enter Budget / View Budget Detail Report.  The Enter Budget link is used to enter budgeted items for the flow-through dollars.  The View Budget Detail Report link is used to view or print the flow-through budget in a readable format.

Early Intervening Services (EIS) Options:  Enter Budget / Enter Narrative / View Budget Detail Report.  The Enter Budget link is used to enter budgeted items specific to activities associated with early intervening services.  The early intervening services budget uses flow-through dollars.  An agency may use up to 15% of its flow-through dollars for early intervening services.  An agency identified for disproportionality is required to use 15% of its flow-through dollars for early intervening services.  The Enter Narrative link is used to complete the narrative that is required when using flow-through dollars for early intervening services.  The View Budget Detail Report link is used to view or print the EIS budget in a readable format.

Modify List of Participating Agencies.  Click on this link to view the list of agencies for which the budgets are being submitted.  Agencies can be added by selecting the agency name from the dropdown list and clicking on the Add button.  Click on the Remove link for a particular agency to delete the agency from the list of participating agencies.
Maintain Budget Funding Amounts.  Click on this link to view the flow-through and preschool entitlement dollars available to the agency.  To indicate estimated carry-over from the previous year, enter the amounts and then click the Save Funding button.  Once the final carry-over from the previous year has been determined by DPI, the software will automatically be updated and the Save Funding button will no longer be available.  
Adjust Indirect Cost Rate.  Click on this link to enter an indirect rate to be charged against the flow-through and/or preschool entitlement budget.  An agency will not be able to assign a rate higher than the agency’s current DPI negotiated indirect rate.  This negotiated rate is displayed on the page.
Assurances (Print Complete and Mail-In).  Click on this link to open the Assurances form.  This form must be printed, signed by the agency’s district administrator, and mailed to DPI.  An agency may not begin to encumber its IDEA flow-through or preschool entitlement dollars until the Assurances have been submitted to DPI.
LPP Budget Contact Information.  Clicking on this link identifies both the agency contact and the DPI contact.  The DPI contact is the individual responsible for reviewing the flow-through and preschool entitlement budgets once submitted.  The agency contact is the agency’s director of special education/pupil services.  If the district’s business manager is known, that contact information is also listed.  An e-mail can be sent to a DPI contact by clicking on the DPI contact’s name.
Report Menu.  Click on this link to view available reports related to the IDEA flow-through and preschool entitlement budgets.
Enter Contents for IDEA Preschool Entitlement, Flow-through, and EIS Budgets
1.
From the Budget Main Menu, click on the appropriate Enter Budget link for completing either the Preschool, Flow-through, or EIS budgets.
2.
There are five sections to the budget:
· Personnel

· Purchased Services

· Non-Capital Objects

· Capital Objects

· Budget Summary

3.
Use the navigation bar to move from section to section by clicking on the appropriate section link.  The navigation bar also has a link to return to the Budget Menu as well as a link to Submit/Lock the budget.

4.
The bar along the left side of a budget page contains the following information:

· User Info – This identifies the user name, user login ID, and user role as either the Director of Special Education or a District User.
· Budget Summary – This identifies the amendment #, the status, the total dollars available to be budgeted, the total dollars budgeted, and the dollars remaining to be budgeted.
· Note:  A status of locked means the budget has been submitted and is awaiting DPI review.  A budget can only be amended when the status is unlocked.

· Section Summary – This summarizes the dollars that have been budgeted for each section of the budget.

Personnel Section
Follow these steps for entering budget information for the Personnel Section:
· Select the staff Position from the dropdown list.

· Select the staff Assignment from the dropdown list, if available.  Not all positions require an assignment.
· Enter the Estimated Salary for the staff person.

· Enter the Estimated Fringe for the staff person.

· The Local WUFAR Detail is an optional field that can be used to provide additional local accounting information such as a project code for the staff.

· The Staff License Key is an optional field.  If known, enter the license number for the staff person being funded.

· The Detailed Description is an optional field  Some LEAs choose to use the description field to include the location of the staff person’s assignment or the age/grade level the staff person serves.
· Click on the Add button when all fields are complete to save the record.
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Tip: Click on the edit link for a budgeted item to activate the Update and Delete buttons.

Purchased Services Section
Follow these steps for entering budget data for the Purchased Services Section:

· Select the Type of Service being purchased from the dropdown list.

· Select the WUFAR Code & Description for the type of service being purchased from the dropdown list, if available.

· Enter the Estimated Cost for the type of service being purchased.
· Enter a Detailed Description of the type of service being purchased.  The Description field needs to provide enough detail for DPI review and for parents of the community to understand how the money is being spent.  For example, if the type of service being purchased is Professional Development, the person/agency providing the service field may indicate Various Presenters and the detailed description would indicate the topical training areas to be addressed (autism, TBI, behavior management).

· The Local WUFAR Detail is an optional field that can be used to provide additional local accounting information such as a project code for the service being purchased.

· The Person/Agency Providing Service is required if the type of service is purchased instruction.

· Click on the Add button when all fields are complete to save the record.
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Tip: Click on the edit link for a budgeted item to activate the Update and Delete buttons.
Non-Capital Object Section
Follow these steps for entering budget data for the Non-Capital Object Section:

· Select the Non-Capital Object from the dropdown list.

· Select the WUFAR Code & Description for the non-capital object from the dropdown list, if available.

· Enter the Estimated Cost for the non-capital object.

· The Local WUFAR Detail is an optional field that can be used to provide additional local accounting information such as a project code for the non-capital object.

· The Detailed Description is an optional field that can be used to provide additional information.  Some LEAs choose to use the description field to indicate the school or grade level for which the materials are being targeted.

· Click on the Add button when all fields are complete to save the record.

[image: image4.png]



Tip: Click on the edit link for a budgeted item to activate the Update and Delete buttons.

Capital Object Section
Follow these steps to enter budget data for the Capital Object Summary:

· Select the Capital Object from the dropdown list.

· Select the WUFAR Code & Description for the capital object from the dropdown list, if available.

· Enter the Estimated Cost for the capital object.

· Enter a Detailed Description of the capital object.  The Description field needs to provide enough detail for DPI review and for parents of the community to understand how the money is being spent.  

· The Local WUFAR Detail is an optional field that can be used to provide additional local accounting information such as a project code for the service being purchased.

· Click on the Add button when all fields are complete to save the record.
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Tip: Click on the edit link for a budgeted item to activate the Update and Delete buttons.

Budget Summary
The Budget Summary electronically displays the estimated costs and WUFAR codes reported in the individual budget sections -- Personnel, Purchased Services, Non-Capital Objects, and Capital Objects. 
Submit IDEA Preschool Entitlement or Flow-through Budget for DPI Review
To submit either the IDEA preschool entitlement or flow-through for review, follow these steps:

· Click on the Submit/Lock Budget link on the navigation bar.

· A Balance Reconciliation sheet will be displayed.  This page displays the total dollars available, the total dollars budgeted, and the total difference.
· If the budget is ready to be submitted for DPI review, click on the Lock Budget button.

· Tip:  The software will not allow a budget to be submitted if the amount of money budgeted exceeds the estimated amount available.
· Note:  The preschool entitlement and flow-through budgets are separate submittals; each needs to be submitted/locked separately.
· Note:  Locking the flow-through budget also locks the EIS budget.
· Once the flow-through and preschool entitlement budgets have been submitted, the software is locked from making further updates until the DPI review is complete.  Once the DPI review is complete, the budgets will be unlocked and available for amendment.

· The Budget Lock History located on this page records the lock dates as well as the review status of all prior budget submissions.  To view a previously submitted budget, click on the View button for the submission.  To continue working in the current unlocked budget, click on the Edit button for the budget.
Fiscal Agent Responsibility

In cooperation with CESAs, school districts, and department staff, the DPI's School Financial Services team has developed a fiscal agent policy.  This policy is intended to promote uniformity in procedures and to clarify responsibilities for programs in which a fiscal agent is involved.  A fiscal agent is an entity such as a school district or CESA, which is responsible for the establishment and maintenance of revenue and expenditure accounting records and for the filing of associated reports to the department and cooperative participants.  The policy applies to federal and state grant consortia and "66.0301," formerly "66.30," cooperative agreements.

The policy establishes three levels of documentation for expenditures to be used as necessary to meet fiscal and compliance audit requirements.  The fiscal agent should consult with its external auditor as to the documentation necessary to meet audit requirements when developing the fiscal agent agreement.

This policy is available at [image: image6.png]


http://dpi.wi.gov/sfs/doc/fisagnt.doc.

Questions, contact Kathy Guralski, DPI School Financial Services Team, at (608) 266-3862.

Financial Management Handbook

The Financial Management Handbook for Federal and State Grant Programs provides a reference to the fiscal requirements and procedures necessary for sound financial management of the DPI-administered grant programs.  It is intended to assist grant recipients in the proper disbursement, accounting, and accountability for federal and state funds as prescribed by law.  The Financial Management Handbook is available as an electronic publication at the following link:
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http://www.dpi.wi.gov/sms/doc/fhndbook.doc
The Financial Management Handbook web version attempts to cover the topics that generate some of the most frequently asked questions and is not intended to be a complete guide or resource of all federal and state grant laws, rules, and policy.  For more information about the Financial Management Handbook, contact Bob Sainsbury, Grants Supervisor, (608) 266-2428.
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