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State Reporting Survey Cycle Flowchart 
TERMS, EXTERNAL, AND DOE PROCESSES 
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External Sign-On 
 

Please confirm that your External Sign-On is “active”.  If your location’s External 
Sign-On has not been used for a while, it may be inactive.  Contact either I&T 
State Reporting or the I&T Service Desk if your External Sign-On needs to be 
reactivated. External Sign-On begins with an (EX) 

TERMS Website 
https://www.browardschools.com/terms links to the TERMS website, where you 

will find useful information and resources, such as: 
 

• I&T latest bulletins 
• TERMS training and manuals 
• Scheduling manuals and guides 
• Link to Production Control/State Reporting website 

o Survey Dates 
o FTE Tips 
o Production Control Request Forms 

 
• DOE and Budget Office’s FTE documentation 
• Update Codes and Course Code Directories 
• Web resources, such as: 

 
o OptiSpool, web/Optispool  or 

https://webapp.browardschools.com/optispool/ 
o Office of Academics (Guidance) 

https://www.browardschools.com/academics  
o Student Demographics & Reassignments 

http://www.broward.k12.fl.us/dsa/index.shtml 
• Contacts:   Christine Lenovora-Flores, Class Size 

 Rebecca Petrone – Budget Office 
 Martha Villa – ELL 
 Tara Rodgers - ESE 

https://www.browardschools.com/terms
https://webapp.browardschools.com/optispool/
https://webapp.browardschools.com/optispool/
https://www.browardschools.com/academics
http://www.broward.k12.fl.us/dsa/index.shtml
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Sharepoint’s TERMS Support Website 
https://browardcountyschools.sharepoint.com/sites/initiatives/TERMS/SitePages/

Welcome.aspx 
You may also access the TERMS Support in SharePoint via InSite by clicking on 
the Technology tab and selecting TERMS Support.  
 
 
 
 
 
 
 
 
 
 
 

LAB (Learning Across Broward) Registration Tutorial 
 
The following link will take you to the new LAB (Learning Across 
Broward) website  
.https://browardschools.instructure.com/courses/624818  
 Clicking on the Courses Tab icon (to the right on the center of the 
page) accesses a tutorial on how to register for LAB courses. 

 

I&T Bulletins 
 
I&T Bulletins are posted online on the TERMS Support SharePoint as well as on 
the TERMS Support website.  Bulletins for Charter Schools are posted to the 
Charter Schools Hub SharePoint and emailed to the administrators.  Please 
check for I&T Bulletins daily as pertinent information on surveys is posted there.  
Included with all surveys is a “How to Make Corrections” document crafted from 
errors found on the State Reporting Error Report.   
 
Please Note:  Suggested fixes for a given error may not work with every scenario; 
therefore, please review your data first.  
 

https://browardcountyschools.sharepoint.com/sites/initiatives/TERMS/SitePages/Welcome.aspx
https://browardcountyschools.sharepoint.com/sites/initiatives/TERMS/SitePages/Welcome.aspx
https://browardschools.instructure.com/courses/624818
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1. Batch Transmission Sample Bulletin 
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2. State Edit Error Reports Sample Bulletin 
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FTE Requirements and Documentation 
 

The purpose of this section is to provide guidance on requirements and 
documentation necessary to support the number of Full Time Equivalent (FTE) 
students that have been reported during the State’s survey periods.  
 

1. Membership 
To receive funding for a student, the student must be enrolled in the school during 
the FTE survey week.  Students withdrawn at any time prior to survey week cannot 
be considered for funding, even though they might have been in attendance prior to 
the survey week. The appropriate withdrawal code is shown on the day following 
the last day of membership. Registration and withdrawal forms serve as 
documentation of whether a student is enrolled or withdrawn from your school. 
  

2. Attendance 
In addition to meeting membership requirements for FTE funding, a student must 
be physically present one of the days during survey week OR one of the six 
scheduled school days prior to survey week. Holidays and Teacher Workdays are 
excluded when counting back the six days.  
 

3. Attendance Documentation   
Attendance data must be entered on the TERMS student database. This report is 
generated through Basis. The Principal’s Attendance Register for the FTE survey 
period must be signed by the principal and filed with other FTE documentation.    
 
NOTE:  FTE Eligibility (ZSDBD098) will determine which students do not meet 
the above requirements and place an Code of “N” on the A08 Terms panel under 
FTE.  FTE-2, FTE-3. 
 
*This program runs for Surveys 2 and 3 only. School Application/State Reporting 
will start running this program on Monday night of the survey week. 
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The FTE Survey “Audit Box” 
 

  

Please refer to FTE Documentation Manual 2021-22 by the Budget Office. This 
manual is located on the following link:  https://www.browardschools.com/terms    
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Survey Dates 2021-2022 
 

Students PK-12 
 Survey 1: 
Survey Week: July 12-16, 2021 
Due Date: July 30, 2021 
State Processing: July 26-September 10, 2021 
Final Update/Amendment Date: September 30, 2021 
 
Survey 8: 
State Processing: July 19 – September 23, 2021 
 
Survey 6: 
Survey Dates: August 20 and September 3, 2021 
Due Dates:  August 20 and September 3, 2021  
State Processing:  August 20- September 10, 2021 

 
 

Survey 2: 
Survey Week: October 11-15, 2021 (Date Certain is October 15) 
Due Date: October 22, 2021 
State Processing: October 18-November 5, 2021 (FTE Nulled) 
Final Update/Amendment Date: December 15, 2021 
 
 
Survey 3:                                                                
Survey Week: February 7-11, 2022 (Date Certain is February 11) 
Due Date: February 18, 2022 
State Processing: February 14-March 4, 2022(FTE Nulled)  
Final Update/Amendment Date: April 15, 2022 
 
 
Survey 4: 
Survey Week: June 13-17, 2022 
Due Date: July 1, 2022 
State Processing: June 20-July 8, 2022 
Final Update/Amendment Date: August 15, 2022 
 
Survey 5: 
Due date:  July 22, 2022 
State Processing:  July 18 – August 19, 2022 
Final Update/Amendment date: October 31, 2022 
 
Survey 9: 
 Due date:  December 3, 2021 
State Processing:  November 22, 2021 – January 7, 2022 
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(NEW) Survey R: Runs every month for the prior month to report Demographics, Discipline and 
Environmental Safety formats only. No State Error Report generated. Dates varies each month.  
Nothing for schools to correct. 
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2021 -2022 Survey Reporting Formats in External 
 
Survey 1 (July) First Survey of the new school year reports summer programs and the beginning of the school year 

for Year-Round and DJJ sites.   
External Panels that belong to this Survey are: 
E02 - Student Demographic   E20 - Teacher Course 
E03 - Student Course Schedule E25 - Student Transportation   
E06 - Student Exceptional         
     

Survey 8 (July – September) Survey only reports students participating in the PMRN Program.  
External Panels that belong to this Survey are: 
E02 - Student Demographic 

 
Survey 6 (September) Survey reports the number of students enrolled in our district. 

 External Panels that belong to this Survey are: 
E02 -   Student Demographic 

 
Survey 2 (October) Survey reports every PK-12th grade student that is enrolled in active course(s) on date certain 

in TERMS to generate FTE funding. 
  External Panels that belong to this Survey are: 

E02 -   Student Demographic  E18 -   Prior School Status/Attendance  
E03 -   Student Course Schedule  E20 -   Teacher Course  
E06 -   Student Exceptional  E24 -   School Environmental Safety Incident Report    
E10 -   Student Discipline   E25 -   Student Transportation   
E13 -   Student Federal/State Indicator    
E15 -   English Language Learners     

 
Survey 9 (December) Survey reports Neglected/Delinquent students ONLY.  

External Panels that belong to this Survey are: 
E02 -   Student Demographic   

 
Survey 3 (February) Survey reports every PK-12th grade student enrolled in active course(s) on date certain in 

TERMS to           generate FTE funding.  
External Panels that belongs to this Survey are: 
E02 -   Student Demographic  E18 -   Prior School Status/Attendance  
E03 -   Student Course Schedule  E20 -   Teacher Course  
E06 -   Student Exceptional       E24 -   School Environmental Safety Incident Report    
E10 -   Student Discipline   E25 -   Student Transportation   
E13 -   Student Federal/State Indicator    
E15 -   English Language Learners 

 
Survey 4 (June) Last Survey of current school year that reports summer programs that ends on June 30th of 

reporting school year. Broward Virtual receives their FTE funding in this Survey only.   
External Panels that belong to this Survey are: 
E02 - Student Demographic   E20 - Teacher Course 
E03 - Student Course Schedule   E25 - Student Transportation   
E06 - Student Exceptional       

 
Survey 5 (August) Survey reports data from the entire school year; also generate funding for the AP, IB, AICE 

Test. External Panels that belong to this Survey are: 
E02 - Student Demographic E13 – Federal/State Indicator                 E14 - Student Assessment 
E04 - Career / Tech Ed Student Course      E12 - Federal/State Compensatory        E24 – School Environmental Safety                      
E06 - Student Exceptional E15 - English Language Learners                   Incident        
E21 - Career / Tech Ed Teacher Course      E16 - Dropout Prevention Program      E27 - Student Additional Funding             
E08 - Student End of the Year E17 - Student Course Transcript           E05 – Industry Certification 
E10 - Student Disciplinary Action             E18 - Prior School Status/Attendance 
 
(NEW) Survey R (Monthly) Reports Demographics (E02), Discipline(E10) and Environmental formats (E24) only.  
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Chart for Entry/Re-Entry Codes 
 
Entry/Re-Entry Codes (Cont’d) 
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Entry/Re-Entry Codes (Cont’d) 
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Changing Course Information for C17 Panel 
(MASTER SCHEDULE) 

 

 
 

C19 Class Utility Panel 
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Deleting an Invalid Course Number for C17 Panel 
(MASTER SCHEDULE) 

 
 

Making corrections on C19 Panel Class Utility - To Delete an Invalid Course Number 

 
C19 Class Utility Panel 
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Preliminary Samples – External Reporting 
 

1. TE2014 – Student Course Schedule 
 
 

 

 
 
 
Broward ESE Matrix/ State Matrix 
251 = 111 
252 = 112 
253 = 113 
 
When you received this error, its means you are missing the A23 panel in 
TERMS. 
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Local and State FTE Reports 
 

1. ZSDBD385 -- TERMS Room/State Fish Number Match Report 
 

LOCAL REPORT - SAMPLE 
-------------------------------------------------------------------------------------------------------------------------------------------: 
: ZSDBD385 09/13/13 17:46:07       T H E   S C H O O L   B O A R D   O F   B R O W A R D   C O U N T Y              
PAGE:   1   : 
:                                               TERMS ROOM/STATE FISH NUMBER MATCH REPORT                                         
               : 
:                                                   School # and Location Name Here                                                                                                         
: 
:                                                                                                                                            SCHOOL YEAR:  14                                     
: 
:------------------------------------------------------------------------------------------------------------------------------------------- 
 
TERMS               TERMS         TERMS                                                                                         
 BUILDING            ROOM            FISH              DESIGN USAGE FROM DOE FILE 
 
    60                 BSOJ               600                 ***\ NO MATCH OF TERMS FISH /***                                         
    60                CO01               601                 ***\ NO MATCH OF TERMS FISH /***                                         
    60               CO02               602                 ***\ NO MATCH OF TERMS FISH /***                                         
    60               CO03               603                 ***\ NO MATCH OF TERMS FISH /***                                         
    60                 CO04               604                 ***\ NO MATCH OF TERMS FISH /***                                         
    60                CO05               605                 ***\ NO MATCH OF TERMS FISH /***                                         
    60                 CO06               606                 ***\ NO MATCH OF TERMS FISH /***                                         
    60                 CO07               607                 ***\ NO MATCH OF TERMS FISH /***                                         
    60                 CTE                608                 ***\ NO MATCH OF TERMS FISH /***                                         
    60                 DOCC             609                 ***\ NO MATCH OF TERMS FISH /***                                         
    60                 GEDO             610                 ***\ NO MATCH OF TERMS FISH /***                                         
    60                 MJ01               611                 ***\ NO MATCH OF TERMS FISH /***                                         
    60                 MJ02               612                 ***\ NO MATCH OF TERMS FISH /***                                         
    60                 MJ03               613                 ***\ NO MATCH OF TERMS FISH /***                                         
    60                 MJ04               634                 ***\ NO MATCH OF TERMS FISH /***                                         
    60                 NBDC             614                 ***\ NO MATCH OF TERMS FISH /*** 
 
 
LOCATION TOTAL             16 
ROOMS FOUND                                                                                                                        
ROOMS NOT FOUND          16     100 % 
 
The TERMS Room/State FISH Number Match Report is a printed version of the C01 Room  
Resources panel in TERMS.  All FTE generated by courses scheduled in a room with the 
message of “No Match of TERMS FISH” will be invalid because the FISH room number created 
on the teacher course record will not match the State FISH file.  This will cause the teacher 
course record to be rejected by the State, which in turn causes the FTE being generated by the 
students scheduled in the course to be invalid.  
 
Schools should contact the I&T Service Desk at 754-321-0411 whenever there is a room with a 
“No Match” message on this report or a description of “Not on State Fish File” for a room on the 
C01 Room Resources panel in TERMS.  
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2. TS7006 - FTE-1 by Class for Survey 
 

LOCAL REPORT - SAMPLE 
 
RPRT- TS7006   REQ- 01                           TERMS - STUDENT INFORMATION SERIES                                         DATE- 09/20/14                         
PG-    1 
DIST- 06 SCHOOL BOARD OF BROWARD COUNTY           FTE-1 BY CLASS FOR SURVEY 1314-2                 TIME- 19:56                                  
SY- 15 
EARN- 0000 SCHOOL NAME HERE                                                                                                          
                                                             E                                             ASGN                       TIMES         DAYS        CLASS                              S    
UNWGTD   
STDT NBR   NAME                         L   GR COURSE     SEC   SCHL PGM-S   FROM    TO   # CODES        MINS    MEMBRSHP     R   FTE    

 
0123456789 SMITH, SMITH   Y     05   501311005     03        102       1300-1330    90 MTWRF         50          .8333  O                   .0152                                 
                                                502107005     03        130 S    1300-1400    90 MTWRF       150        2.5000  O                   .0454                                 
                                               500106005     03        102      1330-1400    90 MTWRF         50          .8333                        .0155                                 
                                                                                                                         1650                        .5000 *                               
                                                                                                                                     
0123456789 SMITH, SMITH    Y   05   502006000     503       102       0800-0830   90 MTWRF       150        2.5000              .0454                                 
                                                 502006005       03        102       0830-0900   90 MTWRF       150        2.5000             .0454                                 
                                                501207005       03        102       0900-0930   90 MTWRF       150        2.5000             .0454                                 
                                               501207000     503       102       0930-1000   90 MTWRF       150        2.5000              .0454                                 
                                                 501507005       03                    102       1000-1030   90 MTWRF         50          .8333                         .0152                                 
                                                5015070M0   503        102       1030-1100   90 MTWRF       150        2.5000                         .0454                                 
                                                 501004605       03        102       1100-1130   90 MTWRF       150        2.5000                         .0454                                 
                                                                    5010046R0    503       102        1200-1330   90 MTWRF       450        7.5000                         .1363                                 
                                                 501311005       03        102        1300-1330   90 MTWRF         50          .8333                         .0152                                 
                                               502107005       03        102        1330-1400   90 MTWRF       150        2.5000                         .0454                                 
                                                500106005       03        102        1330-1400   90 MTWRF         50          .8333                         .0155                                 
                                                                                                                                                      1650                       .5000 
*                               
                                                                                                                                     
0123456789 SMITH, SMITH                               Y 05        501207005       01        102        0800-0830   90 MTWRF    150        2.5000             .0454                                 

                                   501207000     501      102        0830-0900   90 MTWRF    150        2.5000             .0454                                 
                                   5010045R0    501      102        0930-1100   90 MTWRF    450        7.5000             .1363                                 
                                   501507005       01      102        1100-1130   90 MTWRF       50          .8333             .0152                                 
                                   502006005       01      102        1200-1230   90 MTWRF       150        2.5000              .0454                                 
                                   502006000     501      102        1230-1300   90 MTWRF   150        2.5000             .0454                                 
                                   501004605       01      102        1300-1330   90 MTWRF       150        2.5000             .0454                                 
                                   501311005       01       102        1300-1330   90 MTWRF         50          .8333             .0152                                 
                                   5015070M5     01        102        1330-1400   90 MTWRF       150        2.5000             .0454                                 
                                   502107005       01       102        1330-1400   90 MTWRF       150        2.5000              .0454                                 
                                   500106005       01       102        1330-1400   90 MTWRF         50          .8333             .0155                                 
                                                                                            1650                                            .5000 
*                               

                                                                                                                                                       
 

GRADE 05   TOTAL           3 
STUDENTS * 

                                                                                                                                     
SCHOOL 0000 TOTAL      3  
STUDENTS * 

 

 
 
** This report will identify any student course records that are scheduled at the 
same time. It will also allow schools to address any other scheduling problems that 
may have occurred. 
 
** School doesn’t have to pullout ESE minutes, but the report will flag courses with 
zeroes to bring it to school’s attention. It is not an error, as long, as you have .5000. 
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3. TS7006 -- Reading the FTE-1 by Class Report 
 

FIELD:  EXPLANATION: 
 
EL A “Y” in this field indicates that the student has met membership and attendance requirements and is 

eligible for FTE funding.  If the student does not meet the membership requirement, the code should 
be “X”, if the student is in membership but does not meet attendance criteria, the code should be “N”.  
Unweighted FTE will be .0000 for all classes if an “X” or “N” appears in this column.  Incorrect codes 
are to be changed on the A08 Local Data Elements panel in TERMS.  

 
GR   Grade of the student as this report is generated by grade level.  
 
COURSE/SEC Should represent every course in which the student is enrolled on date certain of the survey week 

(date certain is the last day of the survey week). 
 
ASGN SCHL If a location number other than your school’s number appears in this column, that location will be the 

school of enrollment on all FTE reporting formats.  FTE funding will go to the school that owns the 
student course. 

 
PGM   The funding program under which the student course is being reported.  
    101 K-3 Basic  251 K-12 Level I ESE 
    102 4-8 Basic  252 K-12 Level II ES           “Programs 111,  
    103 9-12 Basic  253 K-12 Level III ES            112, and 113” 
    130 K-12 ESOL 254 K-12 Level IV ESE 
    300 9-12 Vocational 255 K-12 Level V ESE 
 
S   Indicates changes that caused an override to the program number. 
 

M The program on the C17 Master Schedule panel has been changed from the 
program on the C15 Course Record panel. 

 
G The program number has been changed based on the grade level of the student. 

 
    H The program number has been changed based on the hours (High). 
 
    L The program number has been changed based on the hours (Low). 
 

X The program number has been changed and a new course/section and schedule 
record generated due to DOE calculation requirements that create an excess. 

 
S The program number on the course record on the A10 Student Schedule panel 

has been changed from the program number on the C17 Master Schedule panel. 
 
    Blank No changes have been made to the program number. 
 
TIMES           There should be no unintended overlaps of time (speech would be an intended overlap of time). 
 
DAYS     #:  The number of days the course meets during the survey period (will not exceed 90). 
               Codes:  The days of the week on which the course occurs. 
 
CLASS MINS  The actual number of weekly instructional minutes (no blanks should appear). 
   
MEMBRSHP   Actual weekly instructional minutes converted to hours. 
 
SR    Indicates discrepancies in class meeting times or recalculations of class minutes by the program creating this  

 report. 
 

S The class meeting times on the course record on the A10 Student Schedule panel are less 
than the times indicated on the C17 Master Schedule. 

 
O The program creating this report has recalculated the Class Minutes to compensate for 

pullouts or scheduling errors.  
 
   Blank There are no changes from the times indicated on the C17 Master Schedule. 
UNWGTD FTE The total unweighted FTE should be .5000 for all students with class minutes of 1500 or more. 
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4. BS7006 - FTE-1 by  Class for Survey 
 

LOCAL REPORT - PRELIMINARY --SAMPLE 
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How to Make Corrections in TERMS During Survey 2 &3 
Preliminary Stage 

 
1. TE2013 Student Demographic Reporting Series (A03 Panel) 

  
LG SRVY – Home Language Survey Date This date can be found at the bottom 
of the student registration form. It is required for every student that enters the 
school. This date is the date the student is registered. This date CAN NOT be 
blank or zero filled.  Enter the correct date on the A03 panel, then email someone 
on the team with the information to make corrections in external, 
 
Invalid LEP Code 
Schools has received an error of (LY) in this field, there are several steps that 
schools need to do prior to making any corrections in TERMS. 

1. First this error means that this is an active ELL student that is 
missing their A23-E panel in TERMS. 

2. Schools must see their ELL contact person at their school to 
confirm the correct status of the student. 

3. If the student is an LY student, them the ELL contact person needs 
to provide the IMS/IMT the information that goes on the A23-E 
panel and A20 Test information panel to enter into TERMS. 

4. If the student is not and has never been an ELL student, then 
IMS/IMT must enter code of ZZ in the LEP field on the A03 panel. 

5. Then email someone on the team to with the information to make 
corrections in external. 

DT US SCHL – Date Enter US School: This date should be the date the student 
enters a U.S. school for the first time. Enter the a valid date on the A03 panel and 
then email someone on the team with the information to make corrections in 
external. 
 
 
 



PRELIMINARY PROCESSING STAGE ) 

7 
 

 
 
 
TE2014 Student Course Schedule Reporting Series (A10 Panel) 

 
Note: 111=251, 112=252, 113=253   
PGM –Program Code When program codes (111, 112, 113) underline, it means 
that you are missing an ESE A23 panel for student. Please see your ESE specialist 
for the information to create your A23 panel. Then email someone on the team 
with the information to enter in external. 
 
Please Note:  Program Code 300 is not valid for grades Pk-12 but is valid for a 
technical course for a high school student. School must change the program code 
to a valid code (basic code) that is associated with the student grade level. 
 
    Basic Program Code Chart 
   999 – PK    (ESE PK will be a matrix number) 
   101 = Kg – 03 (including Teen Parent PK child will be 101) 
   102 – 4 – 8 
   103 – 9-12 
 
 
MINS WEEK – Class Weekly Minutes When field is underline and minutes are 
zeroes, then you could possibly have two courses scheduled at the same time. 
Proceed to the C02 panel to verify the (To and from) Time is not overlapping. If 
they are corrections need to be made on the panel.  Please refer to the C19 
document on page 13 and 14.    
 

2. TE2015 Teacher Course Schedule Reporting Series (C17 Panel) 
 
SM – Scheduling Method This element is located on the C17 panel under the SM 
field. Go to the field on the panel and hit F1 to get value codes and definition of the 
values.   
 
C – Co-teaching meaning there are two teachers in the same room. When using 
this code, you will have to create C17 panel for both teachers and split the student 
between the two teachers.    
. 
M – Multiple Use one classroom occupied by two different teachers, teaching 
different subjects, separated by a divider. When using this method schools will 



PRELIMINARY PROCESSING STAGE ) 

8 
 

create two different C17 screens for each teacher, but they must have the same 
building and fish number.    
 
Please Note:   If the Team-Teaching Training code is not Z and Scheduling 
Method = C, on the C17 panel in TERMS, then Primary Instructor Indicator code 
on the C17, must equal “Y”.   
 
FLEID Number If school has FLEID error, For Charter Schools only, please 
verify that staff member is in Charter Security, and information is in TERMS on 
the C05. If both steps are yes, and you still have FLEID error, contact State 
Reporting via email 
 
8888888888 – for Licensed Occupational therapist, Licensed Speech Language 
Pathologist, Licensed Audiologist, Licensed Occupational Therapist Assistant, 
Licensed Athlete Trainer, Certified Member of the Florida Registry Interpreters of 
the Deaf (FRID), Certified by the National Registry of Interpreters for the Deaf 
(RID). 
 
NOTE: All school except Charter, please ignore when this field is underlining 
code of 77777777 or 88888888 when teacher is a type that is mentioned in the 
definition. This will programmatically default from SAP. 
 
SSN – Social Security Number I&T department runs a program nightly to 
populate teachers’ social security number and personnel number on the C05 panel 
for district schools only. If this field is underlined with zeroes, please verify with 
your office manager that you have the correct legal name on the C05 panel. 
Schools must use the name that SAP has on file for the program to update the C05 
panel.   
 
NOTE: Schools can enter substitute teacher’s information on the C05 panel until 
teacher is hired. Charter Schools must enter all teacher’s information as usual, 
unfortunately program will not update this information for Charter Schools. 
Substitute teacher can be reported to state during Survey 2 or 3. 
 

3. TE2020 Exceptional Teacher Reporting Series (A23- Type S) 
 
IEP DATE – This date must be in the date range of for Survey 2 (7/1/20 thru 
10/15/21 and for Survey 3 7/1/20 thru 2/11/22.  When in error, IMT/IMS must see 
the ESE Specialist for a valid date to enter on panel. Enter the correct date on A23 
Type=S panel.   
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PE – Primary Exceptionality – When creating an ESE A23 panel IMT/IMS must 
enter a valid code other than Z. Please get a valid primary code from ESE 
Specialist located at your school. Enter it on the A23 Type=s panel.    
 
IDEA – This field is also located on the ESE A23 panel. School must see the ESE 
Specialist to get valid code to enter on the panel.   
 
Alternative Assessment (AA) This element can be found on the A08 panel in 
TERMS. Schools are to contact their ESE Specialist for valid codes.   
 
__________________________________________________________________ 
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4. TE2035 English Language Learners Reporting Series (A23 Type E) 
 

TIER Error - Schools that receive a TIER error, you will need to give this report 
to your ESOL contact person, so they can give you the correct code. If the ESOL 
contact person is unsure what code to use, they need to contact Martha Villa in the 
Multicultural Department. Once they receive the correct code, they will need to 
give that information to you, to enter on the A23 Type=E panel in terms.   
 
Schools who ELL: BASIS OF ENTRY IS CODE (A), AND IF ELL: EXIT DATE 
IS 00000000, THEN THE TEST NAME: LISTENING AND TEST NAME: 
SPEAKING MUST BE OTHER THAN ZZZ.  
 
Schools who ELL: BASIS OF ENTRY IS CODE R, AND IF ELL: EXIT DATE 
IS 00000000, THEN THE TEST NAME: READING AND TEST NAME: 
WRITING MUST BE OTHER THAN ZZZ. 
 
Test ID - This field is located on the A20 panel in TERMS. IMS/IMT must 
contact the ESOL Contact person at their school for any TEST information 
pertaining to an ELL student. 
 
Corrections should be made on the A23 Type-E panel. 
 
EE Field – If this filed is underline, and the student has a valid Exit date on A23-E 
panel, and code LF or LZ in the LEP field on the A03 panel, then school must 
enter a valid code In the Basis of Exit code field (E1) on the A23-E panel. 
 
Per Marth Vilal student must be coded as follows: 
 
Entry (EE) Code 
 
PK – T only K-12 = A or L  3-12 = R 
 
Basic of Exit 1 (This is when a student LEP = LF or LZ and a valid Exit date) 
 
PK – L only K-2= H 3-9= I  10-12 = J 
 
NOTE: Martha Villa has mentioned that Broward no longer report Basis of 
Exit 2 code. If you received an underline under this field, schools are to ignore 
this error.   
__________________________________________________________________ 
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5. TE2050 Environmental Safety Incident Reporting Series (DMS System 

Only) 
 
NOTE: When in error schools must see the appropriate administrator at your 
school to correct this report in the DMS system Only. 
 
 

6. TE2021 Student Discipline Actions Reporting Series (DMS System) 
 

NOTE: When in error schools must see the appropriate administrator at your 
school to correct this report in the DMS system Only. 
 
 

7. TE2024 Student Federal State Indicator Reporting Series (A06 Panel) 
 
HIS – Immunization Status – This field is located on the A06 panel in TERMS. 
Schools must contact school nurse, or Student Immunization record located in 
student cum folder, and place the correct code in the field.         
      

 
8. ZSDBD350 Prior School Status Reporting Series (A07 Panel) 

 
EC- Entry Code E02 entry code mean student last school of enrollment was a 
public school outside the district, another State, or United States 
Commonwealth/territory; therefore, the Prior District (PD) field on the A03 must 
be 99, or other valid District number within Florida. It must be a valid district 
number.  
 
NOTE: If you are the first school that the student entered for the 2021-22 school 
year then school must enter a valid “E” code for the student. R01, R02, or R03 is 
invalid for this scenario. 
 
WC – Withdrawal Code – W02 code indicates that student transferred to another 
school within the same district. If another school has not picked up the student 
within at least three days, then school should enter correct withdrawn code on the 
A03 and A07 panel. 
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Any Questions? 
 
 
If you have and questions or concern, regarding this document please contact 
Angela Davis, Traci Butler, Lorena Widgeon, Latoya Thompson, or Theresa 
Thompson in State Reporting/Production Control via email.  
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

III. EXTERNAL PROCESSING STAGE 
 

**Begins after Date Certain of the reporting survey. 
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External with TERMS Panels Quick Reference Guide 
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External Reporting Panels 
 
 

 
HINT:  

Schools may post this page near their workstations  
as a reference for External Reporting Panels 
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1. Student Query Panel (E01) 

Enter the school year and survey, then press enter. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
Key Fields 
 
• To display an External Record, a Key Field must be entered. 
• If a Key Field is in error and needs to be corrected, school must enter a “D” 

transaction code. Then, school must create a new record with an “A” 
transaction code. 

 
 
NOTE:  In the following panels, all Key Fields are selected. 

The letter “Y” indicates 
what Panels a student 
has in External. 
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2. Student Demographics (E02) 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Student Course Schedule(E03) 
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4.  Student Course Schedule – Detail Screen (E03) 

 
5. E03 Student Course Schedule  
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PF9 shows the student’s information on the next page of the E03 panel. 

 
 

F10 displays the DOE Edits & Validation Errors received. 

 
 
 

 
D       

  
0

 

0
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6. Student Exceptional (E06) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Student Disciplinary Action (E10) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



EXTERNAL PROCESSING STAGE 
 

8 
 

8. Student Fed/State Indicator (E13) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
9.   Limited English Proficiency (E15) 
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10. Student Attendance Prior School Status(E18) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11. Teacher Query (E19) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Personnel number must be 
BR######## (or) CH######## 



EXTERNAL PROCESSING STAGE 
 

10 
 

12. Teacher Course (E20) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
13. Environmental Safety Incident (E24) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IV. HOW TO READ STATE ERROR 
REPORTS 
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1. SAMPLE REPORT 60.781 -- Student Course Batch Update Report  
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2. SAMPLE REPORT 60.857 -- Student Course Validation Errors 
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3. SAMPLE REPORT 60.782 -- Teacher Course Edit Errors 
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4. SAMPLE REPORT 60.782 – Teacher Course Batch Update Report 
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V.  MAKING CORRECTIONS IN 
EXTERNAL FOR SURVEYS 2 & 3 
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I&T SCHOOL APPLICATIONS/ STATE REPORTING AREA 

HOW TO MAKE CORRECTIONS IN EXTERNAL  
FOR SURVEYS 2 & 3 

**Note:  Please use the F1 key to access the Help Text which will assist with further 
instructions, codes, and examples for entering into fields. 
 

Student Demographic Edit Error Report (60.780) 
External Panel E02  TERMS Panel A03 

Error *48 
This error indicates that the Home Language Survey Date field on the E02 panel in 
External and the A03 panel in TERMS is incorrect. When correcting this error, 
schools must do the following: 
 

1. Go to the E02 panel in External and input a valid date in Home Language 
Survey Date (LG SRVY) field, and press Enter.  Date must be less than or 
equal to the date certain of the survey week.    

2. Schools must email Martha Villa in the Multicultural Department 
(include student number and name) if in need of changing an already 
existing date. This element is on the A03 panel in TERMS – correct to 
prevent this error in the future. Then email someone on the team with the 
information to make corrections in external. 

 
NOTE:  This field cannot be left blank or zero filled. Schools can get this date 
from the ESOL coordinator at their school location. 
 
 

Exceptional Student Edit Error Report (61.034) 
External Panel E06 TERMS Panel A23 Type-S Detail 

 
Error *09 Invalid Plan Date 
(7/1/20 - 10/15/21 for Survey 2 and 7/1/20 - 2/11/22 for Survey 3) 
 
This error indicates that the IEP Plan Date for the student ESE record is invalid.  If 
the student is an active ESE student, and Primary Code is not ‘L’, then schools 
must input a valid date within the current (2122) previous school year (2021). 

OR 
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Error *09 Invalid Plan Date (Continued) 
 
For Surveys 1, 2, 3, or 4, when Primary Exceptionality equals L then the IEP Plan 
Date must be a valid date within the current (2122) or four previous school years 
(2021), (1920), (1819), (1718). 

1. Schools must proceed to the E06 panel in External and correct the IEP Plan 
Date (IEP Plan DT) field, then press Enter  

2. If the student is still enrolled at the school, proceed to the A23 type S Detail 
panel in TERMS and make corrections to ESE Plan Date (PLAN) field. This 
will prevent this error in the future. 

3. If the student does not have a valid IEP Plan Date (Out of Compliance), 
For Survey 2 then do nothing in TERMS, student may become in 
Compliance by Survey 3. But if student is enrolled in a course that starts 
with an (7) ESE Contained only then school must change the student out of 
the course to prevent loss of FTE funding. Then email someone on the team 
with the information to make corrections in external. 
 
 

NOTE: To prevent errors in the future, schools should consult the ESE Specialist 
or appropriate personnel at their location for the valid date. 
 

Student Course Edit Error Report (60.781) 
External Panel E03 TERMS Panel A10 Detail 

 
Error *31  
This error indicates that the program code is not in association with the grade level. 
Schools must correct the grade level or the program code. Please refer to the chart 
list below: 

FEFP Program Numbers                Grade Levels 
101 ------------------------------------------ PK - 03 
102 ------------------------------------------ 04  - 08 
103 ------------------------------------------ 09  - 12 
111 ------------------------------------------ PK - 03 
112 ------------------------------------------ 04  - 08 
113 ------------------------------------------ 09  - 12 
130 ------------------------------------------ KG -12 
254-255 ------------------------------------  PK -12 
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Teacher Course Edit Error Report (60.781) 
External Panel E2  TERMS Panel C17 

 
Error *11 
This error indicates that the Teacher's Social Security Number is invalid or Zero 
filled, which is incorrect.  School must input a valid Social Security Number on the 
C05 panel in TERMS. Then email someone on the team with the information to 
make corrections in external. 
 
Error *41 Invalid Teacher Course Number 
This error indicates that the teacher course number that were used have been 
dropped at the State; therefore, the course is invalid.  To correct this error, you 
must see your principal or guidance counselor at your school for valid course 
number. 
 
Once you received a valid course number, then must implement the C19 process to 
drop incorrect course and add correct course. See page 14 on this manual for the 
C19 process. Then email someone on the team with the information to make 
corrections in external. 

 

English Language Learners Edit Error (62.234) 
External Panel E15 TERMS Panel A23 Type E 

 
Error *2H 
If Basis of Entry code is ‘A’ and the Exit Date is 00000000, then Tests Name for 
Listening and Speaking CANNOT be ‘ZZZ’.  IMS/IMT need to get testing 
information from their ELL personnel at their school location to enter on A20 
panel in terms.  Then email someone on the team with the information to make 
corrections in external. 
 

1. Access E15 panel in External 
2. Input the following information under the Tests Listening and Speaking 

fields: 
    DATE: Should be inputted in the format MMDDYYYY 

ID:  Test Name will always be “IPT” 
SA:  For Listening input code “19” 

For Speaking input code “17” 
TP:  Can only be “NP” (for National Percentile) 
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   SCORE: Can be left with zeroes 0000 (if you have a score, then place the 
score; (example: 0010) 

 
 
Missing Test Name *2I 
If basis of entry code is ‘R’ and the Exit Date is 00000000, then Tests Name for Reading and 
Writing CANNOT be ‘ZZZ’. IMS/IMT must get testing information from ELL personnel aat 
their school location to enter it on the A20 panel in terms, Then email someone on the team 
with the information to make corrections in external. 
 

1. Access the E15 panel in External 
2. Input the following information under the Tests Reading and Writing fields: 

    DATE: Should be inputted in the format of MMDDYY 
ID: Test name will always be“KEA” 
SA:  For Reading input code “10” 

For Writing input code “30” 
TP: Can only be “NP” (for National Percentile) 

  SCORE: Four digits (Ex. 0051 or 0000) 
3. Use an “A” transaction code and Enter. 

 
Note: Schools must input their IPT and KEA information on the A20 TERMS 
Test panel. This test must have been taken Prior to date certain of the 
reporting survey. 
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Error *09  
For Survey 2 or 3, the English Language Learners Classification Date must be 
numeric and a valid date less than or equal to date certain of the reporting survey. 
 

1. Access the A23 E-panel in TERMS and/or E15 panel in External. 
2. Input a valid Date: Classification Date (Class) field. Then email someone on 

the team with the information to make corrections in external. 
  
Error *10  
For Survey 2 or 3 English Language Learners Exit Date must be numeric and a valid date less 
than or equal to date certain of the reporting survey.  
 

1. Access A23 E-panel in TERMS and E15 panel in External 
2. Input a valid Dates: Exit Date (Exit) field. Then email someone on the team 

with the information to make corrections in external. 
 

 
 

Batch Error Reports 
 

If the batch update report you received shows an error in the transaction code, it is 
because of one of these reasons: 
 
----If your "A" transaction code has rejected in any format on a batch report, 
it is because this record already exists at the State.  Please do not re-add the 
record.  If there is a correction to be made to this record, use a "C" 
transaction code. If no corrections are needed, just remove the “A” 
transaction code, press Enter. 
 
----If your "C" transaction code has rejected in any format on a batch report, 
it is because this record does not exist at the State.  If there is a correction to 
be made to this record, make it then use an "A" transaction code and press 
Enter. 
 
----If your "D" transaction code has rejected in any format on a batch report, 
it is because you are deleting a record that does not exist at the State.  If you 
do not want that record, then just ignore that error and do nothing. 
 



MAKING CORRECTIONS IN EXTERNAL FOR SURVEYS 2 & 3 (AD 6/11/19) 

6 
 

Student Course Batch Update Report (60.781) 
External Panel E03  TERMS Panel A10 

 
Error *43 Invalid Course Number 
This error is telling school that the course numbers used are invalid. You must 
change the Teacher Course record and Student Course record to a valid course 
number. Then email someone on the team with the information to make corrections 
in external. 
 
***Schools Refer to page 14 and follow the C19 Utility process. 
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Student Demographic Validation Report (60.802) 
External Panel E02   TERMS Panel A03 

 
Error *53  
This error is telling school that if the student is coded a LY or LF on the 
Demographic (A03) record, then there must be a valid English Language Learners 
record in External and TERMS.  
 

1. If the ELL field on A03 in TERMS or E02 panel in External is a LY or LF. 
2. Grade Level equals PK-12. 
3. If there is a Student Course A10) or (E03) panel in External. 
4. If the District of Enrollment = District of Instruction (06). 

 
Then, you must input the Student English Language Learners information on the 
A23 Type=E in TERMS. Then email someone on the team with the information to 
make corrections in external. 
  
Error *5A 
This error is telling school that if the school is reporting ELL/Student Course 
records for an LY or LF student, then the Classification Date cannot equal all 
zeroes.   
 
Schools must do the following to make corrections in TERMS: 
 Proceed to the A23 Type=E panel in TERMS and enter a valid Classification date. 
Then email someone on the team with the information to make corrections in 
external. 
 

 Student Course Validation Error Report (60.857) 
External Panel E03   Terms Panel A10 

State Reporting Hint:  Schools must make all their corrections to this report 
and Student Course Edit to prevent Loss of FTE funding. 
 
Error *66 
This error indicates that you have students in this course but that the Teacher 
Course record is missing at State. To correct this error, you must: 
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1. Retrieve Teacher Course Edit. If the Social Security number is missing error 
*11, access the C05 panel in TERMS. Enter teacher valid social security 
number.  Then email someone on the team with the information to make 
corrections in external. 
 

Error *67 
This error indicates that the student’s Demographic(A03) record is missing at 
State. To correct this error, you must: 
 

1. Retrieve the Demographic Edit or the DemographicsBatch Error Report to 
determine the error that caused the Demographic record to be rejected at 
State. 

2. Access the A03 pane in TERMS, correct the field in error, email someone on 
the state reporting team with the information that needs to be change in 
external. 
 

Error *69 
This error indicates that the student’s Exceptional record (A23 Type-S) is missing 
in TERMS.  IMT/IMS needs to see their ESE Specialist for this information, then 
enter it in TERMS and email someone on state reporting team to make corrections 
in external. 

 
NOTE:  If an ESE student is dismissed out of the program and is enrolled in a self-
contain course that starts with an (7), student needs to be removed out of this 
course. 
 
Error *72  
This error indicates that if you have courses coded on the A10 panel with 130 
program code, then the ELL field on the Demo A03 panel must be coded LY. If 
the ELL code is LF, then all the courses must be coded with a basic program code. 
Then email someone on the state reporting team with the information and 
directives to what to do in external.   
 
Error *73 DNE Record on A07 
This error indicates that you are reporting a course for FTE Funding for an No 
Show student. 

1.   Go to the A07 panel in TERMS, screen print it and request that the 
Service Desk delete the record with the DNE code (the same Entry and 
Withdrawal date) from the A07 TERMS panel to prevent error in the future. 

2. If the student is an no show at your school, go to the A10 panel and place a 
code of ‘D’ on all the courses. Press enters 
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NOTE:  When making corrections to the Student Course Validation report, 
schools are automatically making corrections to their Invalid Student Course 
Report (60.871, 60.984, 62.643, 62.644, 62.645). Not making corrections to the 
Student Course Validation report properly could cause loss of FTE funding. 
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Teacher Course Validation Error Report (60.858) 
External Panel E20   TERMS Panel C05 

 
Error *5F 
 Schools are to ignore this error, unless otherwise directed by Angela Davis, State Reporting 
 
Error *51 
This error indicates that you reported a Teacher Course record with no students 
enrolled in the class. 
 

1. Please verify if there should be any students in these courses or not. Verify 
by retrieving the Student Course Validation report (60.857). 

2. If there are no students on the above report for that particular course, Then 
email someone on the team to delete the teacher record in external. 

Exceptional Student Validation/Exception Error (61.108) 
External Panel E06      TERMS Panel A23 

 
Error *30 
This error indicates that the Student Demographic record is missing at State.  
Please take the following steps to make this correction: 
 

1. Retrieve the Student Demographic Edit or Batch report (60.780) from 
OptiSpool –school’s most recent copy only. 

2. Proceed to the Student Demographic (A03) panel.  Then email someone on 
the team with information to correct in external. 

 
Error *31 
This error indicates that an active ESE student must have a valid IDEA code in the 
IDEA field.  Schools must do the following when correcting this error: 
 

1. First determine the age of the student, based on Survey 2 Oct 15th or Survey 
3 Feb 11th (Date Certain). IDEA age criteria are as follows: 

2. Codes acceptable for ages 3 to 5: A, B, J, K, L, M or S. To determine age, 
use the Student's Birth Date Survey 2 Oct 15th or Survey 3 Feb 11th (Date 
Certain). IDEA age criteria are as follows   

3. Codes acceptable for ages 6 to 21: C, D, F, H, P or Z. To determine age, 
use the Student's Birth Date and Survey 2 Oct 15th or Survey 3 Feb 11th 
(Date Certain). IDEA age criteria are as follows 

4. Ages 0 to 2 the code must be Z. 
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5. Input a valid code in the IDEA field on the A23 panel   
6. Then email someone on the team with the information to correct in external 

 
Error *39 
This error indicates that when using Primary Exceptionality code of a ‘T’ the 
student cannot be older than six years old as of date certain of Survey 2 Oct 11th 
or Survey 3 Feb 11th. IDEA age criteria are as follows and schools must do the 
following to make corrections to this error in External: 
 

1. If the student is older than six years old on Survey 2 Oct 15th or Survey 3 
Feb 11th (Date Certain) and Primary Exceptionality code of “T’ is the 
student’s only primary—then student must be dismissed from the program 
on the A23 Type=S. 

2. See ESE Specialist for the Dismissal date to enter on A23 panel. Then email 
someone on the team the information to enter in external. 

  
 

English Language Learners Validation/Exception Error 
Report (62.238) 

External Panel E15  TERMS Panel A23 Type E Detail 
 
Error *82   
This error indicates that the Classification Date must be greater than or equal to 
the Home Language Survey Date, which is located on the A23 Type=E panel.  
Schools must do the following to correct this error: 
 

1. Access the A23 panel in External. 
2. Input a date in the Classification Date (CLASS) field that is greater than or 

the same date as on the Home Language Survey Date (LG SRVY) field, 
which is located on the A03 panel in Terms. Then email someone on the 
team with the information to correct in external. 

  
Error *86   
If Basis of Entry code is an A, R, or T then test name for Listening and Speaking 
CANNOT be ZZZ.  When making corrections in TERMS, schools must do the 
following: For LY students only 
 

1. Access the A20 panel in TERMS. 
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2. Schools must contact someone on the team with the following information to 
make corrections in external: 

  DATE:  Should be entered in the format of MMDDYY 
        ID:  Test name will always be IPT 
       SA:   For Listening input code 19 

      For Speaking input code 17  
        TP:  Can only be NP (National Percentile) 
SCORE:  Can be left with zeroes (0000) (If you have a score, then 

place the score, i.e. 0010) 
 

 
If Basis of Entry code is R, then test name for Reading and Writing CANNOT be 
ZZZ. 

1. Access the A20 panel in TERMS. 
2. Input the following information under the Reading and Writing fields: 

    DATE:  Should be entered in the format of MMDDYY 
 ID:  Test name will always be KEA 
 SA:  For Reading input code 10  
         For Writing input code 30 
 TP:  Can only be NP (National Percentile) 
  SCORE:  Can be left with zeroes (0000) (If you have a score, then 

place the score, i.e. 0010) 
 
 
Error *91 
Possibly Invalid Program Code on E03 
This error indicates the State determined that this student can no longer be funded 
with program 130. 
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Prior School Status Validation/Exception Errors (70.223) 
External Panel #18    TERMS Panel A07 

 
Error *52   
This error indicates that the first Entry code for the reporting school year (Angela 
to provide year -year=22) must be an “E” entry code. Not an “R” entry code and 
the Withdrawal date is less than or equal to the Entry (Re-entry) date. 

1. The first Entry Code for this reporting school year 22 must be a code of E01, 
E02, E2A, E03, E3A, E04, E4A, E05, or E09 on the E18 panel in TERMS 
on the A03 and A07 panels. 
 

Refer to the “Entry/Re-Entry Code Chart” website for the appropriate 
entry/withdrawal codes. 

 
NOTE:  Students coming from E001, E002, E003, etc. – your entry will be an “E” 
code. Students coming from McKay, Home Education, or Hospital Homebound 
your entry code should be an “E” code. 
 
NOTE: Please keep in mind when making correction to the Prior School Status 
Validation/Exception Errors report that schools need to refer to the A07 panel in 
TERMS school year 2122 only. 
 
Error *31 Duplicate Number 
This error indicates the student has possible duplicate student number or FLEID 
numbers. School must contact someone on the team for assistance with making 
corrections in TERMS and External. 
. 

Disciplinary Action Validation/Exception Errors (61.419) 
External Panel E10    DMS System 

 
Error *33   
This error is telling schools, when reporting a drug related incident (Use of Drugs 
code “Y”) in the DR field, then you must report the drug description code in the 
(DD) field on the Environmental Safety Incident record in the DMS system.   
 
IMS/IMT must give this report to their administrator to make corrections in the 
DMS system and then email someone on the team with the information to correct 
in external. 
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School Environmental Safety Incident Validation/Exception Error Report 
(62.954) 

External Panel E24   DMS System 
 

Error *60   
This error indicates that when an incident is being reported to State, there must be 
a Discipline record in the DMS system. 
 
IMS/IMT must give this report to their administrator to make corrections in the 
DMS system and then email someone on the team with the information to correct 
in external  
 
Error *20 
Is still being investigate by the State Reporting Team. Will get back with you soon. 
 

Federal/State Indicator Validation Report (61.377) 
External Panel E13            TERMS Panel A08, A06 

 
Error *50   
This error indicates that school is missing a Demographic record (A03) panel for 
student.  Schools must do the following to correct these errors in External: 
 

Schools must retrieve the Demographic Batch record from Optispool, to find 
out what error the record has been flagged. Then make corrections on the 
A03 panel in TERMS  
 
Email someone on the team with the correct information to enter in external. 

 
  
 
Please keep in mind this document only lists most errors within each format. If you 
have any questions or concerns, regarding this document please contact I&T/State 
Reporting Team (Angela Davis, Traci Butler, Lorena Widgeon, Latoya Thompson, 
or Theresa Underwood) via email. 
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Survey State Edit Error Report 
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Appendix A:  Attendance Recordkeeping Required Codes for 

Grades PK-12 
  

https://www.browardschools.com/terms 

Appendix G: Country Codes 
  https://www.browardschools.com/terms 

 
Appendix H: State Codes 

https://www.browardschools.com/terms  

 
Appendix Q: United States Commonwealth and Territories 

https://www.browardschools.com/terms 
  

Appendix BB: Canadian, Mexican, and South American 
State Codes 

 https://www.browardschools.com/terms   
 

Appendix CC: Virtual Instruction Providers 
    https://www.browardschools.com/terms 

Appendix EE: Vaccine Status and Date 
https://www.browardschools.com/terms 

 
 
 
 
 
 
 
 

http://www.fldoe.org/accountability/data-sys/database-manuals-updates/2019-20-student-info-system/index.stml#REPORTING%20FORMATS
https://www.browardschools.com/terms
https://www.browardschools.com/terms
https://www.browardschools.com/terms
https://www.browardschools.com/terms
https://www.browardschools.com/terms
https://www.browardschools.com/terms
https://www.browardschools.com/terms
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 Appendix FF:   Rollover Tips 
 

 
   .  
 

Coming in May 2022
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Appendix GG:  TERMS Procedures 
END OF 2021/2022 SCHOOL YEAR 

 
 
 
 
 
 
    Coming in May 2022 
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Appendix LL: Sample Report TE2014--Student Course Schedule 
External Reporting Series 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDICES 
 

ix | P a g e  
 

Appendix MM:  Sample Report TE2015—Teacher Course Records 
External Reporting Series 
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Appendix NN:  Sample Report TE2035—Student Limited English Proficiency 
External Reporting Series 
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Appendix OO:  Sample Report TE2020—Student Exceptional Records 
External Reporting Series 
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NOTES: 
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