Safety Drills File Import

In lieu of updating Safety Drills for each school via the Safety Drills page, a new upload option
has been added. In order to successfully import Safety Drills hours, the following steps must be
completed correctly.

All current records in LEA Profile will be replaced by the records in your uploaded file.

1) 3 new buttons have been added to the Safety Drills screen.
“Export to Excel”

a
b. “Export to Comma Delimited”

o

“Import Comma Delimited File”.

d. There is also a link to instructions for its use. (This document.)

Home = Update Data > LEA Profile > Safety Drill

Safety Drill

Please carefully note the drill(s) collection months.

Cycles
HHBRE
Tornado Drill|| X LIS 5
| | Export to Excel | Import Comma Delimited Fle |
Fire Drill x| % X | - - :
Export to Comma Delimited I Safety Drill Upload Instructions
Active Shooter Drill
When Type = ‘Active Shooter Drill, minutes and seconds must be
zero.
|+ | Add new record |'% |Refresh
Time of Drill Evacuation Actions
School Lea | Type | Date « Hour | AM/PM Minutes Seconds Edit Delete
| | hd
0501001 F 5/5/2021 9 AM 2 56 o Edit @ Delete
0501002 F 4/26/2021 2 AM 2 26 o Edit @ Delete

2) You may want to export your data via the “Export to Comma Delimited” button above.

THIS WILL EXPORT ALL SAFETY DRILL RECORDS FOR YOUR DISTRICT FOR
ALL DRILLS, ALL YEARS, ALL CYCLES.



3) Theimport file will be acomma delimited file. You may create this file in Microsoft Excel
(or other spread sheet), but save it as a .CSV file format.

» Documents » Safety Dnll Uploads w 0 Search Safety

#

Mame Date modified ype Size

B9 LEA_0101000_SafetyDrillAsOf_29 Jun_2021xls __ 6/29/2021 2:17 PM _Microzoft Excel S
) LEA_0101000_SafetyDrillAsOf_30_Jun_202).csv | 7/6/2021 3:58 P | csvrile |

| LEA_0501000_SafetyDrillAsOf_07_lul_2028csv | 7/7/2021 10:08 AM
) LEA_0501000_SafetyDrillAsOf_30_Jun_202] .csv | 7/6/2021 4:05 PM

4) For Safety Drills, your file will have 6 columns:

1. School LEA (don’t worry if your district has a leading zero.)
Type of Drill (Active Shooter, Fire, Tornado)

Date of drill

Hour of drill

Minutes to evacuate building (0 for Active Shooter)

Seconds to evacuate building (0 for Active Shooter)

ook wN

5 DO NOT USE COLUMN HEADERS. This will result in an error.

A B C E F
1 | 501001 F 2/4/2019 9 3 43
2 | 501001 T 2/13/2019 10 13 33
3 | 501001 F 3/8/2019 13 3 43
4 | 501001 F 4/2/2019 13 3 28
5 | 501001 F 5/6/2019 14 2 45
& | 501001 A 9/18/2018 13 o d
¥ | 501001 T 0/9/2019 13 3 28
8 | 501001 A 10/3/2019 9 o d
g | 501001 F 8/22/2019 7 4 21
10 | 501001 F 9/3/2019 9 B o
11| 501001 F 10/22/2019 9 3 30
12 | 501001 F 11/4/2019 13 3 45
13 | 501001 F 12/2/2019 13 3 42
14 | 501001 F 1/6/2020 13 2 40
15 | 501001 T 1/13/2020 14 5 d

nn I = - |



6) Clicking on the Import button will take you to the first page of the import process.
The drop down list should pre-select to Safety Drill.

Division of Elernentary anc dary Education (DESE)
Statewide Information System

Hame Resources Update Data Submit Data Certified Reports

Home = [mport Data > Import Data
Import Data

Import LEA Profile Data - Start

Upload Status

Please select file for upload.

Teble: Safety Dril v

Fla- Browse... | No file selected.

© 2021 Arkansas Department of Education

7) You will need to click on the browse button to navigate to where you have
saved your comma delimited Safety Drills Hours file.

= | CiDoouments' Safety Duill Updoads

Ny Hew dem - = Select &
P ' -
* I 1
Easy meoess = t Select none
Fin 1o Gk aste Mo Delete Renss Hew Froperties
O | Past | ' I - folder . 5 Moy rreer selection
Clepboard Drganize Cipen celect
o | This B Locsl Digk (L] Documents + Safety Drll Uplosds -

# Quack access
B LEA_ 1101000 _SafetyDrillAsOf_29_hun_2021xls

& Oneliive LEA 0101000 Safety Ovillas i3 fun

3l This PC
J 30 Obyects
B Desitop



8) Clicking “Next” will validate the input file and display any errors in the input

document.

Impoet Dats » impoet Dats = Import Data

Import LEA Profile Data

Destination Table :

ProfessionalDevelopment
; File:
DA o Nrvex - e LITTLEROCKPDTESTFILE.CSV
[umicuee_id] [err_eode] lerr_saq] [err_msgl] |err_misg?] [err_mag3]
Invalid Employes :
jsam) a2 © = POO0GD 1 Job type, Mustbe  Cployee SN : Job Type =K
YA . e Ammm =m
Alar T
Professional
(55H) IR PDOOTD 1 Development Hours  CTPICYeR 5N : Job Type = T
must be numeric —
|S5N) AS464644 PDOCSD o' Iewalicd 558 55N : AS4Ra644 lob Type =T

9) If errors are displayed, you will need to correct your comma delimited file, and re-

upload.

10) Wrong number of columns produces this error:

Destination table column count doesn't
match to file content columns, Please use

b aid file table

oK |




11) Extra blank lines at the bottom of the input file will produce the following error:

Server Error

An error occurred while processing your request.

This error has been logged.

If this is your first time seeing this page, try your request again.
Sorry for the inconvenience.

Use site navigation to proceed to a new page or go back to the previous page.




12) An error free file will result in the following pop-up:

= | %]
PI" Mo errors detected in input file, Records may
4 lé be imported.
. OK |
LSV

- [ErT_COOE] [ErT_seq] [err_msgl]

isnlaw
13) Click OK

14) You must then click the Import button on the lower left side of the screen.

This will replace all your safety drill records with the records in your CSV file.

15) You will then be given one final opportunity to back out.

@ adesisqa.arkansas.gov

Commit? This will permanently replace existing records.

16) Clicking “OK” completes the import process.



17) Click the “Import” button in the lower right corner of the page:
|

| 0 Cancel | | @ Impaort |

18) One final warning that this is permanent and will replace all current records.

Commit? There is no back out.

Ok | | Cancel

19) Once committed you will be returned to the Safety Drills page where your imports have
been further checked by the system.



