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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.



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.

04



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
ldentification, 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.



School

AYP ‘ Nutrition ‘ NDE ‘ Count Day | Vaidation © | Bug Tracker ‘ Fles | Appications © | EDS ‘ Malntenance
- Application

Welcome to the Bighorn site. The site is for data and cor TensontReaest stween all

Nevada education bodies. Please provide any feedback to NDE IT staff. Click the *‘Applications Tab’

drop down arrow and select
‘Schools Information’.



YP 1 Nutrition | NDE 1 Count Day Validation = Bug Tracker 1 Files ‘ ”‘| EDS l SChOOl

JE = Bighorn > Applications

Welcome to NDE Applications website. Please select from the left or below the ap Malntenance

select from the dropdown under the "applications” tab.

Application

Schools Information Application

CLICK HERE FOR THE SCHOOL INFORMATION APPLICATION
This app will allow you to display, export to Excel, export to PDF, and print labels, school lists, spedally

formatted lists, and modify school and district demogrphic information. C“Ck the “CLlCK HERE FOR
THE SCHOOL INFORMATION
APPLICATION” link.
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Schools
T— R R womaorly O\ [aintenance

Request New School -- Edit/Change
Schools Mailing Labels - Avery 5160 Demographics of Your Schools or District

[ ] [ ]
:;or;nepts: School Year -- District -- School -- Address type -- Print Principal Ap p 11 C atl On

ScHoaol
Schools Mailing Labels - Avery 5162 n u
Prompts: School Year -- District -- School -- Address type -- Print Principal m“
Name

Schools Mailing Labels - Avery 5164
Mt

Pramnte: Srhonl Year -- Nie ~t - Srhnnl - Addrece tyne -- Print Princinal

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



4 Schools Information

S I Co———. o mn:e”;::mv :::::nlghr“:::“ Fea | Applcatione | FDS SChOOl LiSt Page
(School List )

‘er the School List
s |ti'|"New School | [E pistrict List | [£)Reports
011 (v District School School 2 Type
lect District Lyon Dayton Elementary School 10201 Regular . ]
10) Lyon 8 Lyon  Yerington Bementary School 002 Reguar The School List Page is the
i Lyon Fernley Elementary School 10203 Regular
at> QR (o oy iy Scha i okl main page for the School
Lyon Silver Springs Elementary School 10205 Regular
Lyon East Valley Elementary 10206 Regular : : g
o S = i Maintenance Application.
Lyon Cottonwood Elementary School 10209 Regular
Lyon Sutro Elementary School 10210 Regular
Lyon Riverview Elementary School 10211 Regular
Lyon Yerington Intermediate School 10302 Regular
Regular

Lyon Fernley Intermediate School 10303

*District Users will only have
access to view their assigned
District.



ilter the School List Filter the List

Select School Year

0809 |»

Select District To filter the list, select values

N v . ]
ye from the Filter the School List

Select School

ey — 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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East Valley Elementary

10206

Elementary School

stict~ Senwoal chool Type leve Status City phone |

yon Dayton Blementary School 10201 Reqular Elementary School Open Dayton 152562
on Yerington Elementary School 00 Regular Elementary School Open Yerington T75-463-68¢
on Fernley Elementary School 10203 Regular Elementary School Open Fernley T75-575-342
on Smith Valey Elementary School 10204 Regular Other Combination Closed Smith T75-465-23:
i SiverSprngs Bementary Schoo 005 Regur Benentary Schoo Open  SherSpngs  TISSTISIK
fon Requar Open

T75-575-35

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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pignorn -~

APPHCalIONS »~ oLUNo0IS Lol mauon

ichool List

Lyon

Lyon

& New School | {3 District List D Reports

Dictrict
District

SUNNO0) =

10201
10202

School
Dayton Elementary School
Yerington Elementary School

Add a New
School

Click on the ‘New School’
button.

Type
Regular
Regular

Note: Depending on user permissions, toolbar may be slightly

different.
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=
FEN = (B hto esturn don megowctornimanschohy laroutgfochostnfSchortiom aspr o= 1011 8ktrt = <ol achinie <Al siidem <l tpogeideemi

« Edt Vew Favorbes Took Help | x
Favortes | 3 | Home - Repostory 8 et o v B Frd
 Mew School I_|

o Hotmall ] ek Thoe Galery *

~ Safety« Took = -

= > Bghom
4 Schools Information
ghom | Assessment AYP  NDE  CountOay  Wakdston +  Bugl

[racker  Fles Apphcations = EDS

wekomelyon = | 8

18] atvarced saareh

Bighorn > Applications > Schasts Informpban
New School
o]
I —— School Year: [ 2010 - 2011 )
School Mame: | ]
Shorthame: | | Suf: s
School District: | (10} Lyan
Mg Address T -
Enter the Ml Address for the Schos, adcre:| J
(= |
State: | NV M
Zee 1 -
Physical Address
Enter the Physcal Address for the Schodl, s 2 Mo ccens:
Check ‘Same’ Srews = the r
ddess. Address:|
oy |
sote: [Ny ™
= [ 1L 1]

New School Page

Enter the New School
information into the open
fields.
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ontact informabion

school Status

srade Level

nter lowest and highest grade levels for the school.

~

N

[JAYP Level - Elementary
[CJAYP Level - Middle
[CJAYP Level - High School

{32 s006-300¢-3000x)

SchoolPhone: || \

Fax: | M
(eptional)

Principal’s Name: |

Email: |
(optonal)

Web Site: |
(optonal)

Open Status: Closed v
School Level: Pre-Kindergarten v >

School Type: | Regular v |

School Schedule: Regular ~

Schools Lowest Grade: [ Pre-Kindergarten ]

School's Highest Grade: | Pre-Kindergarten v||

[s.méw

Add New School
Cont'd

Enter the New School
information into the open
fields.

Click ‘Save’
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» Iter the School List

I

>elect School Year
1011 V_’

>elect District
(10) Lyon v
select School

zall>

Bighorn > Applications > Schools Information

School List

= New School | I3 District List | DReports

District
Lyon
Lyon
Lyon
Lyon
Lyon
Lyon

School

Dayton Elementary School
Yerington Elementary School
Fernley Elementary School
Smith Valley Elementary School
Silver Springs Elementary School

East Valley Elementary

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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LIgliQi il » Applica

School Lis
ilter the School List

Select Schocl Year =i New School
1011 v District Sch . .
select District Lyon Day Fllter L].St

select School Lyon FEf.T
<all= | v : Lyon Smit

Silve

(10201) Dayton . . )
ool Eas Select a ‘School’ from the
(10203) Fernley Day . . ,
(10204) Smith o == drop down list or select ‘all’.
(10205) SilverSprings
(10206; East Valley Lyon Suty
(10208) Dayton
(10209) Cottonwood b e
(10210) Sutro Lyon Yeri
(10211) Riverview L -
(10302) Yerington Yoo &
(10303) Fernley Lyon Silve
(10304) Silver Stage y
(10305) Silverland Lyon Siive
(10601) Fernley Lyon Ferr
(10602) Smith Valley Sch .
(10603) Yerington Lyon Smit
(10605) Silver Stage
(10901) Early Childhood Lyon Day
(10902) Western NV Yth Ct i
(10907) Lyon Adult Ed o s i
(10908) Silver Spgs Adult Lyon Earl
(10909) Yerington Adult ”
10999) Lyon Home Sch Eyan W

Lyon Lyor
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School List

@i New School | {3 District List | D Reports
District School
L_ Dayton Elementary School
Lyon Yerington Elementary School
Lyon Fernley Elementary School
Lyon Smith Valley Elementary School

lect School Silver Springs Elementary School

yon East Valley Elementary

Lyon Dayton Intermediate School
Lyon Cottonwood Elementary School
Lyon Sutro Elementary School

School #
10201
10202
10203
10204
10205
10206
10208
10209
10210

Type
Regular

Regular
Regular
Regular
Regular
Regular
Regular
Regular

Select a School

Select the ‘Specific School’

to be edited.
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Edit School Page

LEdit School :| Northside Early Learning Center

e
I | =
: SN L) CEnt | . .
e e e Edit the specific school
(01} Churchill )
— — 3 information within the
o [ ' specified timeframes.
State:
zo:  [esa0s |-[ ]
m!’::;“wwhuw. [Dsame a2 Maiing Address
Cheeck ‘Same’ bou if Physical Address is the same as the Maing 940 Ventivach La = ; R
o . : 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

‘School Phone:
(O )

Fasc 775-423-1240
(optonal)

Principals Name: |Gregg Malkovich |

e [malkovichg@churchillitz.ov.us ]

{optional) : c ’
] | Click the “‘Save’ Button.
Web Site: p
e Open sats:
School Level: |Elementary Scheol ¥
School Type:
hool Scheduk Regular |
:::::'mdwgmmm the schodl. EEt s LSt e

Schoafs Highest Grade: | Kindergarten ¥

| ==
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School List

=i New School | T3 District List | [C] Reports
District School
Lyon Dayton Elementary School
Lyon Yerington Elementary School
Lyon Fernley Elementary School
Lyon Smith Valley Elementary School

e S.cho ol Silver Springs Elementary School

von

Fact Vallay Flementary

School #
10201
10202
10203
10204
10205
10206

Edit District

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

page.
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District List

pighorn > Applications > Schools Information

District List (and State-Sponsored Charter Sch

13 school List Click the SpeCiﬁC

‘District’ link.

District Name Master District = State = Type

10 10 Traditional
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“4 Schools Information This Site: Schools Informa:

0 T sotsen t v o tmeee i Edit District Page

Edit District: Lyon

Mailing Address \dheid ‘;
Enter the Maling Address for the District Office. : [25 Ea o Avenue .;I\

Gty:  |Yerington
State:

[ ][] The District User will only
Physical Address

Enterthe Physcl Addess o the Dt Offic, s o5 g At have access to edit the

Chedk ‘Same’ box if Physical Address is the same

as the Mailing Address. Addvess: lzs East Goldfield Avenue kg
i fields that are not grayed
State:
= [ ] out.
el L
e e e
— ] Make changes and then
b smentogyen iz ovas ' click the ‘Save’ button.
Web Site: L';‘:::;z'“"“‘ J
TestOrector: | Scott Lommori |
|
|

Spedal Ed Director: |
XTM: |Ron Crawford

NS
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