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       Submitting Five-Year Forecast Flat Files 

Using VRF Collector 
The FFIMPORT program that has always been a program in EMIS, is being moved to the OECN package for FY10.

Districts will have to export their spreadsheet data and import it with FFIMPORT.  The CSV file must reside on the Alpha machine, placed there generally by an FTP process.  The FFIMPORT program will take the spreadsheet and export it into as EMIS Chapter 5 layout.  This creates the QF record type.  The output file from FFIMPORT must be FTP’d to a local workstation available to the VRF Collector in an ASCII format.
NOTE: ITCs may want to develop a means to directly FTP the extraction files to the flat file loader location using an ASCII format.  These will be ITC specific instructions.

Districts can send Five-Year Forecast notes as a PDF formatted file under separate cover as they have in past years.

Only those with an LEA_Collector role can process the steps to complete the upload with the VRF Data Collector.

The Data Collector’s [aka. VRF Data Collector or EMISr] web-based console allows users to:

· Collect data in accordance with the Collection Request requirements

· Preview the collected data

· Review validation errors

· Certify and submit data

· Receive responses from the Report Collector regarding the status of the submission

Preparing the VRF Data Collector

1. Access the VRF Data Collector (EMIS-R) 

2. Log into the Data Collector website as assigned by your ITC website address
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3. Click on the “Collections Requests” tab if not already highlighted

4. Locate the District in the list of values in the upper right corner of the application. Verify for accuracy. Most districts will see one option in the dropdown.
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5. Scroll down through the available collection requests. 
6. Locate “Five-Year (P) Reporting Period”

To upload the flat files to be included in the collection:

7. Click on the header “Five-Year (P) Reporting Period”
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Click the “Data Sources” tab 
9. Click on “Other Data Sources” which is located mid screen and in blue font
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10. The “Data Sources” screen appears: 
11. Check the box under the ‘Data Source’ column for the district 
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In the same row click on ‘Manage’ in the ‘Actions’ column
Uploading a flat file
1. The “Manage Files” screen appears

2. Check the box for the collection
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3. Click on “Upload File” to begin upload process
4. To the right of the “File to Upload” is a ‘Browse” button.  Click on ‘Browse’.
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5. Navigate to where your files to upload are located.  Highlight the appropriate file name (example: EMIS-046722-GC-2010K) 

6. Click on “Open”
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7. The C:\ File name is visible in the ‘File to Upload’ box

8. Choose “Upload” 
9. The submission process continues by returning to the ‘Collection Request’ tab

10. Locate “Five-Year (P) Reporting Period”

Click on “Start Collection” and complete submission per required guidelines

Configuration of the Flat File Loaded within the VRF

The ITCs will be required to configure the flat file loader for each district, if not already completed.  This process requires the ITC role within the data collector and access to the same Data Resources tab as mentioned earlier in this document.  The ITC SIF Administrator role is needed to makes these updates.

The ITC role will allow you to click on the address listed under the UNC heading.  The appropriate path should be entered for your configuration of EMIS-R.
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