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Preface 
  The purpose of this document is to provide an encompassing reference 

of the concepts, organization and use of the School Maintenance 
Application. This document should be used as a resource for district 
users to maintain accurate District and School information through 
the Bighorn system. 

 
 
The School Maintenance Application has been developed to centralize 

the Nevada Master School list as well as standardize Nevada school 
names and numbers. Districts and State Sponsored Charter Schools 
will have the ability to control their school information as well as be 
responsible for the integrity of their school data. This process will 
provide more accurate school information each school year. 
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Introduction 
 The School Maintenance process will help ensure that the school data is 

updating in a timely manner and is consistent for all offices across the 
Nevada Department of Education (NDE).  This training module, will 
provide the necessary information for a district user to edit or change 
district and school demographics, request school closures, run label 
reports & add new schools.  
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School & District Information Deadlines 
Districts and State Sponsored Charter Schools are responsible for 

submitting new school requests, editing school information and 
maintaining existing school information. This process must be 
completed between May 1 and September 1 each year, for the 
following school year. 

 
The District information must be edited prior to the start of the new 

school year. 
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NDE Fiscal Office 
Deadlines 

The Nevada Department of Education’s (NDE) Fiscal Office will utilize the 
School Maintenance Application to review, approve and assign 
state school numbers for all new schools submitted by the Districts 
and State Charter schools. This process will only be done between 
May 1 and September 1 of the current year for the following school 
year. New school requests will not be processed after September 1 of 
the new school year. 

The following School Maintenance Application modules will be locked 
and cannot be updated after the September 1 deadline: School 
Identification, School Status and Grade level. Districts and State 
Sponsored Charter schools may update the Mailing Address, Physical 
Address, and Contact Information anytime throughout the current 
school year.  

In the event the District or State Charter Schools must edit or update 
school information that has been locked after the September 1 
deadline, an appeal must be submitted to the NDE SAIN-IT 
Department with the requested changes.  
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School 
Maintenance 
Application 

Click the ‘Applications Tab’ 
drop down arrow and select 

‘Schools Information’. 
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School 
Maintenance 
Application 

Click the “CLICK HERE FOR 
THE SCHOOL INFORMATION 

APPLICATION” link. 
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Schools 
Maintenance 
Application 

 

 

Click the ‘School 
Maintenance Application’ 
link or the ‘School House’ 

image. 
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School List Page 

The School List Page is the 
main page for the School 
Maintenance Application. 

 

 

*District Users will only have 
access to view their assigned 

District. 
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Filter the List 

To filter the list, select values 
from the Filter the School List 

prompt . 

• Select a School Year 
value, 

• Select a District  (the 
District will default to the 
district in which the user is 
assigned.) 

• Select a specific ‘School’ 
or select ‘all’ schools. 
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Sort School List 

To sort the list by a specific 
column, click the column’s 

header.  

 

Sort the header in the 
opposite direction by 

clicking on the header 
again.   
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Add a New 
School 

Click on the ‘New School’ 
button. 
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Note: Depending on user permissions, toolbar may be slightly 
different. 



New School Page 

Enter the New School 
information into the open 

fields. 
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Add New School 
Cont’d 

Enter the New School 
information into the open 

fields. 

 

Click ‘Save’ 
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Edit Existing 
School  

To edit an existing school 
record  go to the specific 

school located on the 
School List page. 

  

Use the ‘Filter the School List’ 
to locate the specific 

school. 

Select the ‘School Year’ . 

The ‘District’ will default to 
the users designated District. 
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Filter List 
 

Select a ‘School’ from the 
drop down list or select ‘all’. 
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Select a School 
 

Select the ‘Specific School’ 
to be edited. 
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Edit School Page 

Edit the specific school 
information within the 
specified timeframes. 

 

If the field is grayed out, the 
field cannot be edited.  

 

Note: Short Name can only 
be edited by the NDE Fiscal 

Office. 
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Edit School Page 
Cont’d 

Click the ‘Save’ Button.  

 

19 



Edit District 

Click the ‘District List’ link 
located on the School List 

page. 
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District List 

Click the specific 
‘District’ link. 
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Edit District Page 

The District User will only 
have access to edit the 

fields that are not grayed 
out.  

 

Make changes and then 
click the ‘Save’ button. 
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