How to Upload the 5-Year Forecast CSV Output file to the
Data Collector

1. DO NOT OPEN OR DOWNLOAD THE FILE FROM K12- This will cause the file to drop the leading
zero’s and that will cause issues when you review your prepared data in the data collector

2. Click and drag the CSV file from K12 to your desktop or specific folder/drive you want to store
and upload the file from

3. Lloginto the Data Collector

4. First navigate to the Data Sources tab over on the right side of the page

[ it Collection Status ~ Submissions | Progress | Reports | Archives = Messages | Resources | Preferences Agencies | Settings

Collection Requests Summary.

Message Center Cick on the trisngle to shous the st of topics for aach massage type. Click on the topic link to sae the message text. Export messages

My Messages (0 Unread Messages, O total)

Messages for My Organization Types (0 Unread Messages. O total)
Messages for All Users Statewide (0 Unread Messages, 0 total)

‘Show messages which are: [ Expired [ Hidden Praviously Seen

Collection Requests Summary

Ohio Department of Education & Workforce.

Refresh | Rastors Dafaults | tide Massage Canter

Use the choices below to flter the lst of collection requests shown

Collection Request: (A1 V] Data Set: [Allv ] School Year: [All__ V] Last Activity Within: (Al v]
) Show closed collections.
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5. Click over to the “Other Data Sources” tab

Collection Requests = Collection Status = Submissions = Progress = Reports = Archives = Messages Resources @ Preferences

Data Sources - Other Data Sources

Data Sor=nnc

SIF Zones | Other Data Sources «

Other Data Suuices

Data Collector gathers data from data sources (including SIF Zones). The following non-SIF data source(s) are defined for data collection.

Select All | Select None

" i el Sehalle- 5
Data Source UNC Status Actions
O® e E:\Pearson\EMISUploadi)SYR4 D Ready Manage
O@=n e:\Pearson\emisupload.\H -] Ready Manage
0@ ss E:\Pearson\EMISUploadii) o Ready Manage

Add Data Source | Remove Selected

Recreate Other Data Sources
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6. Click on “Manage” under Actions

Collection Requests  Collection Status  Submissions Progress Reports Archives Messages  Resources Preferences

Data Sources
SIf Zones | Other Data Sources
Other Data Sources

Data Collector gathers data from data sources (including SIF Zones). The following non-SIF data source(s) are defined for data collection.

Salect Al | Sefect None
Local Schools—Fies
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Add Data Sowrse | Bameve Selected




7. Click “Upload File(s)

Collection Requests = Collection Status = Submissions = Progress @ Reports = Archives Messages = Resources = Preferences

| oo

Manage Files
Other Data Sources — 5YR4

Use the options below to manage files for this data source.

Select All | Select None' Upload Fila(s)

File Name Upload Date

E._FFE (1).SEQ May 16, 2025 01:03:24 PM (26867 bytes)
@D _rre.seq November 21, 2024 03:47:05 PM (26867 bytes)

8. Click “Choose File”

File Upload
Other Data Sources — 5YR4

Use the form below to upload files to the data source.

Data Source Name: 5YR4
Target UNC Location: F:'\" A "MISUpload‘SYRd

File To Uploz .: | Choose File | N » file chosen

Upload | Cancel

9. Locate where you saved/clicked and dragged the file from K12 or your third party that provided
the CSV output file, click on the file you want to upload, then click open or you can double click
the file
@ Open x

0 « Fiscal » Syvdcast » FY265yd > MV y earch MV p

1]
-
©

Organize v New folder
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; modified ype Sce

Name

83 Forecast Csv 2026).csv 9/22/2025 9:49 AM Microsoft Excel C.. 4K8

@ OneDrive

v B ThisPC
= Local Disk (C)
> wm MVECA-Share
== Office (\\w2i2

W Network

File name:  Forecast CSV (2026).csv v| ANl Files (*.%)

Open | Cancel



10. Click Upload

File Upload
Other Data Sources — 5YR4

Use the form below to upload files to the data source.

Data Source Name: 5YR4
Target UNC Location: E:\Pearson\EMISUpload @s5vR4
File To Upload: | Choose File | No file chosen

11. Now Click over to the Collection Requests Tab and find the collection for the Forecast, named
Budget and Three Year Forecast — Initial Required (FY26) and “Start Collection”

[ | e (I EGTES Sl Collection Status =~ Submissions = Progress = Reports  Archives Messages = Resources = Preferences

Collection Requests Summary

Message Center Click on the triangle to show the list of topics for each message type. Click on the topic link to see the message text. Export messages to a .csv file
My Messages (0O Unread Messages, O total)

for My O ization Types (0 Unread Messages, O total)
Messages for All Users Statewide (0 Unread Messages, 0 total)

Show messages which are: [J Expired [ Hidden Previously Seen

Collection Requests Summary

Ohio Department of Education & Workforce

Refresh | Restore Defaults | Hide Message Center

Use the choices below to filter the list of collection requests shown

Collection Request: [Al v] Data Set: [Allv] School Year: [All v Last Activity Within: [All v
[ show closed collections

Sort Order

Order Collections By: () Submission Close Date @ A-z O z-A O A-Z on Short Name O Z-A on Short Name O Most recently active

{i ™ ] Beginning_of Year Student Collection (FY26)
FY26-S-TRAD Init: Collection required for all Traditional Districts, JVSDs, ESCs, and State Supported Schools. Source file(s) for GI, FS, FD, FM, FN, ... Y

Submissions: August 14, 2025 - December 19, 2025 (88 days till close)
Version: 3 From ODE: Level 2 Reports
Status: Data Collection has been prepared today at 11:17:29 AM and is available for preview or certification.
bmissi b 10 (; 1) Prepare Errors: None (has other errors or warnings)

Actions: Start/Stop Collection pare O Level 1 Validati
Prepare i
Certify & Submit

ncel

Add New Scheduled Collection
SaL vciauil wuic Lol e

i ‘J Budget and Three Year Forecast - Initial Required (EY26) ﬁ
FY26-P-TYF 1 Req: Collection required for all city, exempted village, local, and iu##" vocational schodl districts. Three year forecast is a financial... y

Submissions: September 01, 2025 - October 15, 2025 (22 days till close)
Version: 1
Status: This collection has nev: n submitted.
Submission M- ———"3)
Actions: Start Collection
Add Moot uled Collection

Set Default Collection properties




12. Check the 5YR4 data sources check box and click on the link in red stating: Start Data Collection
for all items checked below

Zone Controls

Budget and Three Year Forecast - Initial Required (FY26) = —
. P Click the link in the Zone Status column to
Start Collection — Submission Number 1 (attempt 0) connect and disconnect a zone. Click the link
in the Availability column to view the non-SIF
data source availability.

To start data collection, choose the data sources from which to collect data. You may exclude some of the data
sources now and resume data collection later, by clicking the Start/Stop Collection action on the Collection

. Manage Other Data Sources
Res L, summary page.

Click the link below to manage the other data
sources (e.g. upload or remove files from a
Files Data Source).

Start Data Collection for all items checked below

Availability Collection Status Manage Other Data Sources
SYR4 O Ready Not Started
a O Ready Not Started
Osis O Ready Not Started
Scope of execution

13. After the collection is done/shows completed successfully then prepare the data

Bud i uired (EY26)

FY26-P-TYF 1 Req: Collection required for all city, exempted village, local, and joint vocational school districts. Three y

» -

Submissions: September 01, 2025 - October 15, 2025 (232 days till close)
Version: 1
Status: Data Collection completed successfully today at 01:25:03 PM.
Number: 1 (attempt 0)
jons: 7\ T'an Collection
Prepare

Submissi

Seiioe

Add New Scheduled Collection
Set Default Collection properties

14. Click OK

Collection Status = Submissions Archives

Progress = Reports Messages = Resources = Preferences

Preparation Status

Complete

Preparation Complete (Elapsed Total Time: 00:00:01)

(=

15. Next preview the prepared data

»

{i Bud

iti uired (EY26).

FY26-P-TYF 1 Req: Collection required for all city, exempted village, local, and joint vocational school districts. Three year forecast is a financial... i

Submissions:
Version:
Status:

NN I M S i

6 i ¢

September 01, 2025 - October 15, 2025 (23 days till close)

1

Data Collection has been prepared today at 01:29:19 PM and is available for preview or certification.
1)

Actions:

Start/Stop Collection

Prepare

Certify & Submit

Cancel

Add New Scheduled Collection

Set Default Collection properties

Drepare Outputs: Preview Prepared Data




16.

17.

Select all data and exceptions for the “Include in CSV files” option and click Generate Preview

Budget and Three Year Forecast - Initial Required (FY26)

Submission Number 1 (attempt 1), LEA-

Select the options and click on the Generate Preview link to create the preview.

Last Prepared: Today at 01:29:19 PM

Preview Types
Detail

Output Options
Zip File: || pownload file as a compressed .zip (for faster dovmloads)

File Format: ) HTML
®csv
Include in CSV files: () Data only
QB Srstions

® Data and All exceptions

You nead to re-Generate Preview ai.lushanaing any of the 2bai = "radi S
Generate Preview

Ensure you see a number (not zero) for valid accounts and under total. If you show zero (0)
valid/total results reach back out to K12 as the file sent by the third party may have had the
leading zero’s dropped off (if you previously opened or downloaded the file before clicking and
dragging it to your PC this will cause the leading zero’s to fall off).

Last Prepared: Today at 01:29:19 PM

Preview Types
Detail

Output Options
Zip File: [ pownload file as a compressed .zip (for faster downloads)
File Format: ) HTML
®csv
Include in CSV files: () Data only
) Data and Fatal exceptions

® Data and All exceptions
You need to re-Generate Preview after changing any of the above radio buttons

Generate Preview

Prior Submission (0)
Valid

ss Submission (1)

Invalid Total

nvalid Total

5 Excluded Records.csv

O g W 61 o 61 | 0 0 0

Total coum : 61 1] 67 | 0 0 0



18. If you show you have valid results; click to certify & submit

[ | I EG IS Ol Collection Status = Submissions — Progress =~ Reports — Archives Messages = Resources = Preferences

Collection Requests Summary, > Preview

Budget and Three Year Forecast - Initial Required (FY26)
Submission Number 1 (attempt 1), LEA: Northeastern Local Schools

Need to make changes?

If you are not satisfied with this data, click on

Select the options and click on the Generate Preview link to create the preview.

Last Prepared: Today at 01:29:19 PM

Detail

Output Options
Zip File: [_) Dowmload file as a compressed .zip (for faster downloads)
File Format: () HTML
®csv
Include in CSV files: () Data only
O Data and Fatal exceptions
® Data and All exceptions

You need to re-Generate Preview after changing any of the above radio buttons

Generate Preview

the Collection Requests tab and cancel the

llection (or use the Start/Stop Collection
link below/) to re-collect from the data
source(s). You can then Prepare and Preview
the collection again.

Start/Stop Collection...

Certification /

Once you have previewed the collection and
are satisfied with its contents, click the link
below to certify it and submit it to Ohio

Da

ation & \'loiorce.

19. ***If you have to get/upload a new file you will need to cancel any current collection to re-start

this process over again once you have a good file from the 3™ party



