
QUICK REFERENCE GUIDE

Certification

Select Reports in the 

left-hand navigation. 

Select Data Analytics.

Select Certification Reports from the 

available report tabs at the top.

Select the school year from the School Year drop-down. 

Note: Past school year certifications will be available to 

view only. Prior certifications cannot be changed.

Select the data certification you want to view from the 

Data Collection drop-down. 
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Certification window information 

will be displayed in yellow for 

data collections that have not 

been certified.

Links to corresponding data 

reports will be provided for 

easy access.

Note: These reports are also available 

to access from other report tabs at the 

top of the page.

For monthly Data Approvals, 

school certification statuses 

will be listed first.

The certification date, the user 

who completed the certification, 

certification status, and 

certification actions will be 

displayed for each school.
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School has been certified

School is ready for 

certification

School cannot certify due 

to errors

Cancel School certification
*Can only be canceled if the district has not 

certified. Anyone with ñcertifiedò permission 
for the school can cancel

Certify School

View Data Quality Dashboard

LEA cannot certify until all 

schools are certified
No action available

School Certification

LEA Certification

LEA/School cannot be 

certified because it is outside 

of the certification window

No action available



For monthly Data 

Approvals, LEA 

certification 

status will be 

listed last.

The certification 

date, the user 

who completed 

the certification, 

certification 

status, and 

certification 

actions will be 

displayed for 

the LEA.
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Once all schools 

have been 

certified, the LEA 

Needs 

Certification 

status will be 

displayed, and 

the certification 

action will be 

available.

Click to 
open the 

Data Quality 

Dashboard.
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Once the 

LEA has 

been 

certified, 

no actions 

will be 

available.

When all schools and 

the district have been 

certified, a green 

certification completion 

message will be 

displayed at the top of 

the screen.


