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Hello and Welcome to the Essential Programs & Services (EPS) October and April Counts Training Video
This video will demonstrate the various reports needed to help ensure your EPS counts are Accurate, Complete and Timely.  
These reports are based on your enrollments as of October 1st and April 1st.  During the time frame of October 1-15/April 1-15 all data changes are refreshed automatically.  From the 16th to the end of each of these months if an enrollment is added/modified a request must be made for a manual refresh to update the EPS report.
Go to: maine.infinitecampus.org/campus/mese.jsp
Log in Infinite Campus State Edition (ICSE)
Select current school year code, District (if applicable), school (all schools), and calendar (all calendars)
With the index tab selected navigate to ME State reporting and click on triangle to expand all reports available. (If you do not see the ME reports call MEDMS Help Desk at 624-6896)
Once expanded, the reports you will need to review (in this example October reports) are: October EPS Errors; Attending Student Download (Note-you will not need this report if you are a tuition only school you will instead use Out of District placement); October EPS and October EPS Count Summary. 
The October EPS Errors Report:  Click on the title of the report and then click on “generate Report”.  The report will be created in Excel.  Open the report, and click on “enable editing”.  This report will list any Tier 1 (Invalid enrolments e.g. missing resident record) Tier 1 report will result with the student not showing up on the EPS report; and or Tier 2 (Process Validation e.g. student aged out) Issues for the attending school, this will result with student showing up on the EPS report with a note in in the ‘note’ column.  With each error the student ID is listed directing you to the student record that needs to be addressed. Not all tier 2 notes are errors some are informationally only.  For a possible list of these notes see: 
http://www.maine.gov/education/forms/misteam/enrollment/epsinstruct.htm 
Attending Student Download:  Click on the title of the report and then click on “generate Report.” The report will be created in Excel.  Open the report, and click on “enable editing”.  Select row 4, by placing your cursor at the far left of the Excel spreadsheet, and when the cursor turns to an arrow pointing to the right, click. This will highlight the entire row.  Now navigate to the A to Z sort & filter tab which is the next to the last tab in the upper right of your screen on the gray tool bar and click then click filter; or you can find it by clicking the data tab, above the gray tool bar and then click filter.  Now scroll over to column y click on the filter icon in the FRL Status cell, click select all, and then click blanks.  Then click OK.  Then in Column Z we are filtering on enrollment type P, following the steps above open filter click select all then click P and then OK.   All records that are RED could cause subsidy losses to your District if they are not filled in.  Also other Federal reporting is captured from these cells such as economically disadvantaged so these cells must be filled for those other federal reports.  This is a near real time report and refreshes every thirty minutes to display student data to date.
Out of District Placements: Provides SAUID, StudentID, Name, Birthday, Gender, Attending SAU and Name, Grade, Start Date, End Status, SPED Status and Exit Date, Resident Town, Fiscal Responsibility and Code for those schools that are tuition only. All Districts may utilize this report to check on their tuition students. While knowing where students are tuitioned is important, it is crucial to ensure the data is accurate here in this report due to the fact that many all Federal reports are resident based.  Therefore the data contained on this report, as with the others, must be accurate.  This is a near real time report and refreshes every thirty minutes to display student data to date.
EPS October Report: Click on the title of the report and then click on “generate Report.”  The report will be created in Excel.  Open the report, and click on “enable editing”.  Open the report, and click on “enable editing”.  Select row 1, by placing your cursor at the far left of the Excel spreadsheet, and when the cursor turns to an arrow pointing to the right, click. This will highlight the entire row.  Now navigate to the A to Z sort & filter tab which is the next to the last tab in the upper right of your screen on the gray tool bar and click then click filter; or you can find it by clicking the data tab, above the gray tool bar and then click filter.  Scroll over to column O and down to the bottom of the page and click on the first open cell.  Then click on “AutoSum” in tool bar and hit enter on your key board.  This will total the “Counts Attending” Column for you.  Now click the lower right hand corner of the cell, it is a square, across to column AA and all counts will be totaled for you.  You can compare these totals with the totals from the count summary report mentioned next.  Also, looking in the notes column for any out of the ordinary notes is important.  This can be done by utilizing the filter.  Click on the drop down for the filter in the notes column, and read through all notes.  These notes are the same ones listed in the EPS errors report under the tier 2 section.  Any out of the ordinary or suspicious notes you would choose to filter on and then you would check on that student’s enrollment.  It is important to note that everything to the right of the subsidy column will only be counted for subsidy if there is a one in that column as well as in the subsidy column.  If there is a yes in the FRL and not in the Subsidy column 

The October EPS Count Summary Report: Click on the report title, click on “generate Report”.  The report will be generated as a pdf.  Open the report.  Here is where you check on the counts for attending subsidy, Equivalent Instruction (these are your home schoolers), FRL, SPED, LEP State Ward, PK, K2, K8, K12 and 912 counts for accuracy with your records to ensure that all match with State records.  Comparing the totals mentioned above in the EPS October report and this report.  This report must be signed by the Superintendent and faxed before the April 30th/October 31st but after April 15th/October 15th.
Send to: Fax: 1-866-219-8344 
This process would be repeated for April except in the April report section of Infinite Campus State Edition (ICSE).
If you have any further question you may call the helpdesk at 624-6896 or email them at MEDMS.helpdesk@maine.gov 

