State of New Jersey
Department of Education
Office of School Finance

User Manual

Charter School Enrollment System
For School District Users



Contents

PUIPOSE ...ttt ettt h et e et e e st b e e e e sbe e e e anbe e e e anbeeesnnneeeas 3
GRULING SLAMEA ... ettt steesree e 4
A T T =T o T SRS 6
District APProve SUDSYSIEM.......cuiiiiiiecierie et 7

Approval of a Student RECOId ..........ccviiiiieiieiie e 8

Denial of @ StUdent RECOId..........couiiieiiecece s 13
Look-Up Student Information SYStem .........ccccceiieiiiiiiiiiie e 14
e 17 (0o o SR PRORSPPR 23
Contact Person INFOrmMation..........c.ccocveiieiiie i 24
(@0 1) [r= [ o S UROUSTIPR 25
XAt SYSTRIM ..t 28
QUESTIONS? ...ttt et e s e e st e et e e e be e e s ae e e saeeesnteesnteesnraeereeenns 28



Purpose

This web-based system collects charter school student enrollment information for the purpose of
calculating the payments to be made by school districts to charter schools. The Department of Education
(DOE) uses this information to calculate charter school aid payments.

Pursuant to N.J.A.C.6A:23A-15.3, in order to enroll in a charter school, a student must first be registered
in the school district in which the student resides. In some instances, this school district is not the district
where the student resides but may be a regional school district. If a student is enrolled in a regional school
district, the regional school district is the district responsible for the payment of the charter school aid for
those students. Students are required to register at the resident school district, which may be a regional
school district, prior to attending the charter school.

Charter schools are required to conduct two enrollment counts, which are submitted through this web-
based enrollment system; October 15 and the last day of school. The funding for charter schools flows
through the school district of residence. As a consequence, charter schools are required to submit a listing
of all students on roll on October 15 and as of the last day of school for the calculation of average daily
enrollment (ADE).

Pursuant to N.J.A.C. 6A:23A-15.3(g) initial payment schedules beginning in July of each budget year will
use the February projected enrollment. Following the October 15 count, all aid paid to the charter school
will be adjusted accordingly from the projected enrollment to average daily enrollment on October 15.
This current year adjustment will be spread evenly over the remaining pay periods in the school year. A
revised payment schedule will be provided reflecting that fact.

Following the year end enrollment count, a final adjustment will be calculated to account for changes in
the average daily enrollment from October 15 to the end of the school year. After the final enrollment
count on the last day of school, the Commissioner will issue a report for the end of year adjustment to
both the charter school and the school districts. If there is a reduction in aid, the charter school will be
required to pay the full amount of the reduction to the school district no later than September 30 of the
subsequent school year. If there is an increase in aid, the school district will pay the charter school the full
amount of the increase no later than September 30 of the subsequent school year. This prior year
adjustment will not be included in the current year payment schedule.

This information is intended to provide a brief overview of charter school enrollment counts and the
calculation of charter school aid. Please refer to N.J.A.C.6A:23A-15 for additional details.



Getting Started

This is a live system. All entries automatically update the enrollment system.

Begin by going to http://homeroom.state.nj.us/ and click on the CHE (Charter School Enrollment
System) link. The following screen will be displayed:

Welcome to the

2023-2024 Charter School Enrollment System

Documentation
Charter School User Manual (PDE)
Sending District User Manual (EPDF})
Supplemental for Projected School Aid User Manual (PDF})
Enrollment Count Calendar (DOCX)
System Requirements {HTML)

E-Mail:school-funding@doe.nj.gov

Figure 1: CHE Welcome Page

Click on Enter and it will take you to the screen shown in Figure 2.

Charter School Enrollment System

District/Charter School ID:
User ID:
Password:

Login Cancel

| S — |

Figure 2: User Login


http://homeroom.state.nj.us/

Log-in

Log in using your district ID and your user ID and password. The district ID is your four-digit District
Code. Click the “Login” button. You must contact your district’s Homeroom Administrator to create your
User ID and Password.

The Homeroom Administrator must log in and create a user account for the individual that need access to
the Charter School Enrollment System (CHE). You can find detailed information regarding user accounts
on the DOE Homeroom.

The system automatically logs you off after a certain time if there is no activity on your account. The
following message appears if the system logs you off:

We did not process your request because of one of the following reasons:

Your user session may be expired because of long idle time, please login again.
You have logged out.

An invalid request.

The authorization failed.

* % X *

If you see this message you must login again.

After you have successfully logged in, you will be brought to the Contact Person screen. This screen
needs to be completed before you can continue (refer to instructions on page 24 of this user manual).
Once the contact person information has been updated and completed, any subsequent log-ins will take
you directly to the Main Menu screen.


http://homeroom.state.nj.us/
http://10.8.131.116/cssd/login.jsp

Main Menu
The sending school district has access to the following subsystems:

e Session 1: District Approve

e Session 1: Look-Up Student Information
e Session I1: District Approve

e Session I1: Look-Up Student Information
e Contact Person Information

e Certification

Charter School Enrollment System

County: ESSEX

Charter School Profile
Session I: ( 0 students unapproved)
District Approve
Look-Up Student Information
Supplemental for Projected School Aid:
Projected Charter School Profile
Projected Grade Level Information
Session II: ( 0 students unapproved)
District Approve
Look-Up Student Information

Contact Person Information
Certification

Exit System

District: NEWARK CITY

Figure 3: CHE Main Menu




District Approve Subsystem

District users will only have access to the charter school records for those students who reside in their
district. All students enrolled in the charter school must be properly enrolled in the school district of
residence and be identified as registered students in the school district. If a student is not identified as a
registered student by the district, the district must immediately notify the charter school of this condition.

The district will be responsible for completing the following fields:

District Verification

All students must be verified by the resident district. This information is used in determining school-
based aid. A district verifies that a student is registered in their district by selecting “Yes from the district
verification pull-down menu. If the student is not registered in the district, then the district will select
“No” from the district verification pull-down menu.

Note: “Yes” must also be selected for students who had attended a non-public school prior to
enrolling at the charter school, after it is determined that the student is currently registered in the
district. In the first year of attendance in a charter school, the state will be responsible for funding
of the non-public students directly to the charter school. If the student is not registered in the
district, then the district will select “N” from the district verification pull-down menu.

Important Reminders

Charter student records are preloaded from NJ Smart. The preloaded students will have the district
verification field defaulted to “Yes” and must be manually changed to “N0o” if the student is not registered
in the district. If a charter school adds a student or modifies a student record, then the district verification
field will default to “N0” and must be manually changed to “Yes” if the student is registered in the
district.

If a student leaves the charter school and returns to the district, the district verification code remains on
the Charter School Enrollment System record. For students who have transferred out of the charter school
prior to completion of the enrollment count, districts should verify that a date has been entered in the
“Transferred Out Date” field and that the enrolled days in the “Enrolled Days” field have been revised to
reflect the lower days. This will trigger a reduction in Average Daily Enroliment (ADE). Any
discrepancies should be resolved with the charter school or through the Office of School Finance at
school-funding@doe.nj.gov.



mailto:school-funding@doe.nj.gov

Approval of a Student Record

To verify and confirm that the district approves a charter school student for payment, the district will
follow these steps:

From the Main Menu Screen, the district user will click on the “District Approve” button. A message on
the main menu screen indicates how many students are unapproved.

Charter School Enrollment System

County: ESSEX District: NEWARK CITY

Charter School Profile
Session I:E students unapp rm‘edﬂ

District Approve
Look-Up Student Information

Supplemental for Projected School Aid:
Projected Charter School Profile
Projected Grade Level Information

Session II: ( 0 students unapproved)

District Approve

Look-Up Student Information

Contact Person Information

Certification

Exit System

Figure 4: Example of Unapproved Student Message

The following screen will be displayed:

Charter School Enrollment System

County: District:
Student Enrollment Information: Student Verification

Search Engine: Select a field{s) and hit " Search” or click "Student List" to list all students, or click on "Today" to list today's updates.

o P [Select Approved Students v | spesen: [ "25% [ wes [ Psp: [ Grade |Select Grade v | 25 [Select Last Name v |

e O 0% O g O Mo O County: | Select County v | 572" [ Select Charter School — v |
List all students in Alpha Order (approved and unapproved): Search Message: | | Today's updates: ‘
| Save District Verification and Go Main Menu | | List Over Enrolled Students Main Menu
. ﬁ;nart Student Charter Schoal Muni Dist. Verify Grade DoB ADE EnrDays FI/R SpEd Spch NonP LEP VOC PSD

Figure 5: District Approve Main Menu




The district user will then need to use one of the search criteria provided to view student records. To
expedite the verification process, districts may search by Unapproved Students to view only the student
records which require district verification. Follow the instructions below:

Search by Unapproved Students

To search for all students which are unapproved by the school district, click the box marked “Unapp
Stdts” and click the “Search” button. All students that are not verified by the school district of residence
will be displayed on the lower part of the screen. These students have a “N0” in the “District
Verification” field and require the selection of “Yes” to ensure that the student is properly included in the
calculation of charter school aid.

Charter School Enrollment Svstem

County: District: .
Student Enrollment Information: Student Verification

Search Engine: Select a fizld{z) and hit "Search” or click "Student List" to list all students,_ or click on "Today" to list today's updates.

Unapp Apprv B enne [ SPEcial — M = — Grade Last

i d S |Se|eclAppr0\ed Students v| spesch: [ “E5° [ vee [J PsD: [J  Grade |Se|ect Gradev| Name: |Se|ecl Last Name v|

Free — Re — LEP — — - Charter

o O (e O spgente: [ MNonpue: [J County: [ Select County v | S13° [ Select Charter School — v | | Search
|

‘ List all students in Alpha Order (approved and unapproved): | Student List | Search Message | | Today's updates: | Today |
| Save District Verification and Go Main Menu | | List Over Enrolled Students | | Print | Main Menu
N.J Smart = A = -
Student Charter School Muni Dist. Verify Grade DOB ADE EnrDays FR SpEd Spch NonP LEP VOC PSD

o

Figure 6: District Approve Search By Unapproved Students

If there are no unapproved/unverified student records which need to be verified by the district, the search
message field will give the message; “No Students Found!” You may return to the main menu by clicking
“Main Menu” at the top left right side of the screen.

If there are student records requiring verification, a list of students will be displayed at the bottom of the
screen. The charter school will receive no funding for students without a “Yes” in the district verification
field.




Review all the data in the student record to ensure that the charter school has accurately reported all
funding-related information for the student, such as grade, Average Daily Enrollment (ADE), enrolled
days (EnrDays), free or reduced lunch status (F/R), special education status (SpEd), speech only status
(Spch), student attended a nonpublic school in the prior to enroliment at the charter school (NonP);
Language Instruction Educational (LI1EP), student attends a county vocational school.(VOC) or a
private school for the disabled (PSD). If a funding category is associated with a student, a “Y” will be
displayed under the appropriate field. An “N” under the appropriate field indicates that the funding
category does not apply for this student as follows:

Charter School Enrollment System

County: ESSEX District: NEWARK CITY

Student Enrollment Information: Student Verification

Search Engine: Select a field(s) and hit " $earch” or click " Student List” to list all students, or click on "Today” to list today's updates.

Qrepe ] 4P [Select Approved Students V| Speecn: [ 55% [] wee [ Ps2: [  Grade [Select Grade V] 22t [Select Last Name V|
CE OIS O WS Oovews O com S [ Seiec Chorter Schoo = V]
List all students in Alpha Order (approved and unapproved): Search Message: | | Today's updates: ‘
| Save District Verification and Go Main Menu | | List Over Enrolled Students Main Menu
L Is[',"‘“ Student Charter School Muni  Dist. Verify gz‘z‘i:it"g Grade DOB  ADE EnrDays F/R SpEd Spch MonP LEP VOC PSD
2, ESSEX - MARION P. THOMAS G5 3570 13-3570 08 12M&2001 10 190 F N M N M D00 N
B ESSEX - UNIVERSITY HEIGHTS CS 3570 13-3570 04  030N2006 10 136 F N N M N 00 N
s Effuif'm““ Star Academy Charter 50y, 13-3570 03  09A3200T 1.0 182 E N N M N D0 N
A ESSEX - TEAM Academy Charter Schoal 3570 13-3570 12 08121897 10 135 F o N M N 00 N
B ESSEX - MARIA L VARISCO-ROGERS 3570 13-3570 02 05202008 10 190 F N Y N Y 00 N

Figure 7: Example of Student List

In the example above, the student is 12" grader at TEAM Academy Charter School; the ADE is 1.0;
Enrolled Days equal 185 days; and the student is identified as receiving Special Ed services. If the student
record is accurate, go to the Dist Verify field. From the pull-down menu, Click “Yes”. Follow this
process, until all student records displayed on the screen are verified. Click “No” if the district cannot
verify the student record and contact the charter school or the Office of School Finance at
school-funding@doe.nj.gov to resolve the issue. An entry must be made in the Dist Verify field. Leaving
“Yes/No” in the Dist Verify field will indicate that the district has taken no action on the record. When all
student records are verified, Click “Save District Verification and Go Main Menu” field, as follows:
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Charter School Enrollment System

County District: ..
Student Enrollment Information: Student Verification

Search Engine: select a field{s) and hit " Search” or click "Student List" to list all students, or click on "Today" to list today's updates.

dr=ee ) 2o [Select Approved Students v | Speeen: [ %25 [ wee [ Pso: [ Grzde: |Select Grade v | == [Select Last Name v |

Hame

S O O e O nem: [ County: [Select County v | S5 [ Select Charter School — v |

List all students in Alpha Order (approved and unapproved): Student List Search Message: | | Today's updates: ‘

| Save District Verification and Go Main Menu I | List Over Enrollad Students

Main Menu

NJ Smart ID Student Charter School Muni Dist. Verify | Grade DoB ADE EnrDays FIR SpEd Spch NonP LEP VOC PSD
MM 2.3 ;';h;:“:"e" SHETEC BT EELET | v 01 08012017 1.0 180 N N N Y o N
1111 bb CUMBERLAND - Vineland Public Charter 0010 || Yes = w Ko 10012017 10 180 F v N N 00 N
0000000000 D MONMOUTH - Academy Charter High Sch 0010 || Yes  w 08 0BOYUZOIT 10 180 N N N N 00 N
0000000000 K g‘f:;if;c}i‘z"ie"e's EevEdisosse ooio || Yes v 06 12/01/2010 0.0 180 N N N N 00 Y
0ODORDSOOS Kar MONMOUTH - Academy Charter High Sch 0010 || Yes  w 12 000UZ0NT 10 180 N N N N 00 N

[

Figure 8: Save District Verification Screen

If the district user wants to view a complete single student record prior to verification, the following steps
should be followed. From the District Approve Subsystem, search by Unapproved Students as described
above. All unverified students are displayed, as follows:

Charter School Enrollment System

County: District: .
Student Enrollment Information: Student Verification

Search Engine: select a field(s) and hit " Search” or click " Student List" to list all students, or click on "Today" to list today’s updates.

Last

Name:

U Y Apy Speci r o
E::;‘:: ] gﬂ; |Se|ect Approved Students V| e | :Eed:a O wee [ Pso: [ Grade |Selec[ Grade v

[ Select Last Name v |

sz;: O ﬁerj:l:. O S__L'_fef‘_s: [ Mempes: [ Caunty: [Select County v | Scc'fc;?sr [ - Select Charter School -— v |
List all students in Alpha Order (approved and unapproved): Student List Search Message: | | Today's updates: To ay ‘
| Save District Verification and Go Main Menu | List Over Enrolled Students Main Menu
NJ Smart ID Student Charter School Muni Dist. Verify Grade DoB ADE EnrDays F/R SpEd Spch NonP LEP VOC FPSD
- s Achiey Charter - ,
1111111 z.3 Zihc‘:e“'e B2 EITG EELET | g | (IR v o1 0E0A201T 10 180 N N N Y 00 N
I beb CUMBERLAND - Vineland Public Charter 0010 Ko 10017 10 180 E e N M 00 N
0000000000 D _ MONMOUTH - Academy Charter High Sch 0010 08 00012017 10 180 N N N M 00 N
T J MERCER. - Achievers Early College Prep o [ 12 ) h a0 -
000000000 K: e o010 | No v 06 12012010 0.0 180 N N N Nooo0 Y
0oD00DRDEE K N MONMOUTH - Academy Charter High Sch 0010 | No v 12 0B0UET 10 180 N N N M 00 N

Figure 9: Example of Student List
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The district user would then click on the specific student name of the student record to be approved. Once
you click on the appropriate name you will be taken to the student data entry screen, as follows:

Charter School Enrollment System
District Approve Print this page

County: District: -

People's Achieve Community Charter School

Student ID Last Name First Name M1 Grade
(1111111111 | [a | |a | | | Grade 01 v
Date of Birth {(mm/ddiyyyy) Gender Race First Year Nonpublic (DOE Only )
[09/01/2017 | [Male ~| [ White, not of Hispanic Origin v [ — Select Yes/No — v |

District Verification

| No v]
Resident County Resident District Municipality District
[ ATLANTIC v| ABSECON CITY v| [ABSECON CITY v
Enrolled Date Enrolled Days Average Daily Enrollment
Vocational School Attending County Private School Disabled Transferred Out Date Free/Reduced Lunch/Milk
[ Not Applicable v [No v \:I [ Not Applicable v |
LEP Speech Only Special Education Only
|‘|"es A | | No v | | No hd |

| Save and Go Next Student || Save and Go Main Menu || Main Menu |

Figure 10: Example of Student Record

The cursor will automatically take you to the “District Verification” field. From the pull down menu,
click and select “Yes” to verify that the student is enrolled in your school district. Click and select “No” if
you cannot verify the student record.

Review all the data on the student record to ensure that the charter school has accurately reported all
funding-related information for the student, such as grade, enrolled days, LEIP status, speech only status,
special education, status, free or reduced lunch status, student attendance at a nonpublic school in the
immediate year, student attends private school for the disabled or a county vocational school.

Click the “Save and Go Next Student” button on the bottom left of the screen, if you have more student
records to verify. When all unapproved student records have been verified, click the “Save and Go Main
Menu” button in the bottom center of the screen or “Main Menu” button located on the bottom right side
of the screen to return to the main menu.
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Denial of a Student Record

Pursuant to N.J.A.C.6A:23A-15.3, in order to enroll in a charter school, a student must first be registered
in the school district in which the student resides. If it is determined that a charter school student is not
registered in the school district, the district will not verify the student record. The district user will select
“No” from the district verification pull-down menu. In so doing, the student will not be included in the
calculation of charter school aid, as follows:

Charter School Enrollment System
District Approve Print this page

County: District: -

People's Achieve Community Charter School

Student ID Last Name First Name M1 Grade
(1111111111 | [a | |a | | [ Grade 01 v]
Date of Birth (mm/ddfyyyy) Gender Race First Year Nonpublic (DOE Only )
[09/01/2017 | [Male v | [ White, not of Hispanic Origin v [ — Select Yes/No — w|

District Verification

[No v]

Resident County Resident District Municipality District

[ATLANTIC v [ABSECON CITY v [ABSECON CITY v
Enrolled Date Enrolled Days Average Daily Enrollment

Vocational School Attending County Private School Disabled Transferred Out Date Free/Reduced Lunch/Milk

[ Not Applicable v [No v | \:I [ Not Applicable v |

LEP Speech Only Special Education Only
|‘|"es v | | No v | | No A4 |

| Save and Go Next Student || Save and Go Main Menu || Main Menu |

Figure 11: Denial of Student Record
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Look-Up Student Information System

The Look-Up Student Information subsystem provides a search function and allows users to search for a
student or summary of students by various search options, including name, county, district, and grade or
verification status. You can combine some of them or all of them in your search.

This screen is only for looking up student information. You cannot verify student records here. The
verify function can only be done through the “District Approve Menu”.

Note: A background color has been added to help distinguish the student records.
White: student records preloaded from NJ Smart
Light blue: student records added during Session 1

Light Yellow: student records added during Session 2
Pink: student records that were transferred out

From the Main Menu, Click” Look-Up Student Information”, the following screen will appear:

Charter School Enrollment System

County: District:

Student Enrollment Information: Search Page
Search Engine: Select a field{c) and hit "Search" or click " Student List" to list all students_ or click on "Today" to list today's updates.

U 0 —_ A - —_ Spaci, —_ — —
kP[] 5 [ Select Approved Students v | seesch: [ :'FE‘::'BI [] wee [] Psm: [ Grad= |Select Grade w| Lssthame: | Select Last Name v

Free — FRedu — LEP — . — - . Charter =——
tomeh: | Lm0 spgentes [ Mempus: [ County: | Select County v o= | .- Select Charter School — v | | Search |
List all students in Alpha Order (approved and - . Search Result -
T | Student List | | List Over Enrolled Students | S5IL7 | | PrintiExport
Total Students5 Tatal ADE- 0.0 Frae ADE: 0.0 Reduced ADE: 0.0 SpEdADE: 0.0 Speech ADE: 0.0 Nonpublic ADE: 0.0 LEF ADE: 0.0 VoD E D PS0#: 0

NJ Smart ID Student Charter School Muni Grade DOB ADE EnrDays FIR SpEd Spch NonP LEP voC PSD

Figure 12: Look-Up Student Information Main Menu

The student enrollment information for the whole school district can be searched for by clicking “Student
List”. A district can also search for a student by county, charter school, grade, verification status, special
education or speech only status, last name, free/reduced lunch status, students who enrolled in the charter
school directly from a nonpublic school, students attending private schools for the disabled or students
enrolled in a part-time vocational program. You can combine some or all of them in your search.
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Search by Unapproved Students

To search for all students which are unapproved by the school district, click the box marked “Unapp
Stdts” and click the “Search” button. All students that are not approved by the district of residence will be
displayed on the lower part of the screen.

Charter School Enrollment System

County: District: .

Student Enrollment Information: Search Page
Search Engine: select a field(s) and hit " Search” or click " Student List" to list all students, or click on "Today" to list today's updates.

Unapp Appry Special .

i g 'S5 | Select Approved Students v | spesch: [ &7 [ vem [ PsD: [ Grede |Select Grade ¥| Lasthame:  [Select Last Name v
Fras Redu. LEP R - - Charter

Lomer: | Lomeme | shgents: [ Mompun: [ county: |Select County v Soere |- Select Charter School — v | . Search

oo flpha Order | | = - rch R -
I;:.S: | Er S M e el e Tar | Student List | | List Over Enrolled Students | Search Result | | Print/Export ‘
pproved): Message:
Total Students:5 Total ADE: 0.0 Fre= ADE: 0.0 Reduced ADE: 0.0 SpEdADE: 0.0 Spesch ADE- 0.0 Nonpublic ADE: 0.0 LEP ADE: 0.0 VOC & 0 PSDE: 0
HJ Smart ID Student Charter School Muni Grade DOB ADE EnrDays FIR SpEd Spch NonP LEP VoC PSD

Figure 13: Search By Unapproved Students

Search by Approved Students

In the “Approved Students” pull down menu there are several options to assist in narrowing your
search. Choose an option to narrow your search and click the “Search” button. Select All Approved
Students to search for all students which are approved by the school district. Select Session 1-Changes to
search for all students that were added during session I. Select Session I1-changes to search for all
students that were added during session 1. All students that are approved by the district of residents will
be displayed on the lower part of the screen.

Charter School Enrollment System

County: ESSEX District: NEWARK CITY

Student Enrollment Information: Search Page
Search Engine: Select a field(s) and hit " Search™ or click "Student List” to list all students, or click on "Today" to list today's updates.

Epesch: [ 5% [ vo [] Psp: [ Grade: [Select Grade V| LestMame:  [Select Last Name Vv
O county: | Select County v chetter [ Select Charter School -— V|

All Approved Students
Session | - Changes
Session || - Changes

List all students in AlpHS — = s i = Search R int/|
orapprevedy P . | Student List || List Over Enrolled Students | EElE | Print/Export
Total Students:0 Total ADE: 0.0 Fre= ADE: 0O Reduced ADE: 0.0  SpEd ADE: D.0 Speech ADE: 0.0 Monpublic ADE: 0.0 LEP ADE: 0.0 WOoC# 0 PSC#: 0

Attending Grade

NJ Smart ID Student Charter School Muni =
ColDist

DOB  ADE EnrDays F/R  SpEd Spch  NonP LEPF VOC PSD

Figure 14: Search By Approved Students
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Search by Speech
To search for all students who are identified as receiving speech services. Click on the box marked
“Speech” and click the “Search” button.

Charter School Enrollment System

County: . District:

Student Enrollment Information: Search Page
Search Engine: select a field{s) and hit "Search” or click " Student List" to list all students, or click on "Today" to list today's updates.
Unapp Appry

o ce. | Select Approved Students w [Saeech: IC"EE;:"E" [0 wee [ psm: [ Grade: |Select Grade w LastName: | Select Last Name v
= ieqi"q O E“"c::;ts: [0 Nenpus: [ County: |Select County v SIE= | — Select Charter School — v |

List all students in Alpha Order (approved and - P Search Result
T | Student List | | List Over Enrolled Students | e |
Tot Total ADE: 0.0 Fre Re 0.0 SpEdADE: 0.0 0.0 onpublic ADE: 0.0 LEFADE: 0.0
MJ Smart IO Student Charter School Muni Grade DOB ADE EnrDays FIR SpEd Spch NonP LEP Voo P5D

Figure 15: Search by Speech Only Students

Search by Special Education
To search for all students identified as receiving special education services. Click on the box marked
“Special Ed” and the “Search” button.

Charter School Enrollment System

County: District:

Student Enrollment Information: Search Page
Search Engine: selecta field{s) and hit "Search” or click " Student List" to list all students, or click on "Teday" to list today's updates.
Unapp Appry

e 5 [ Select Approved Students v | Spesch: l DFEEG_"E' I vee: [[] PeD: [ crade: |Select Grade |  Lesthame: | Select Last Name v
Fra Redu. LEP - = r
= e O strsents: | Nonpue: [ county: |Select County v Soer= [-— Select Charter School — v | . Search I

List all students in Alpha Order (approved and . . Search Result .
anappraved). | Student List | | List Over Enrolled Students | Vazzage [ | Print/Export
Total Students:& Tetal ADE- 0.0 Free ADE: 0.0 Reduced ADE: 0.0 SpEdADE- 0.0 Spesch ADE- 0.0 Nonpublic ADE: 0.0 LEP ADE- 0.0 VOCE 0 PSDE 0

HJ Smart 1D Student Charter Schoaol Muni Grade DOB ADE EnrDays FR SpEd Spch NanP LEP WOC PsD

Figure 16: Search by Special Education Students
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Search by Vocational
To search for all students identified as attending a county vocational program, Click on the box marked

“Voc” and the “Search” button.

Charter School Enrollment System

County: District:
Student Enrollment Information: Search Page
Search Engine: select a field{s) and hit " Search" or click "Student List" to list all students, or click on "Today" to list today's updates.
Unap, Apprv Special )
S 25 [Select Approved Students v | Soesch: [] ESF Dl Voc: gl PsD: [ Grade |Select Grade | LestName: | Select Last Name v

Free Redu. LEP . ~ - Charter
T Lmen | swsentss [ Menpue: [ County: | Select County  w Schaool: |-—- Select Charter School — V|

';:f;:p_mca.';‘s T SR T 2T | Student List | | List Over Enrolled Students | Se._a c'l:::"” [ | Print/Export ‘
Tots Total ADE: 0.0 Fres ADE: 0.0 Red SpEd ADE: 0.0 Speech ADE- 0.0 VOCE 0 Ps0#: 0
NJ Smart 1D Student Charter School Muni Grade DOB ADE EnrDays FR SpEd Spch NonP LEP VoC PSsD

Figure 17: Search by Vocational Students

Search by Private School for the Disabled
To search for all students attending a private school for the disabled. Click on the box marked “PSD” and

the “Search” button.

Charter School Enrollment System

County: District: |
Student Enrollment Information: Search Page
Search Engine: Select a field{s) and hit " Search” or click " Student List" to list all students, or click on "Today" to list today's updates.
Unapp Appry . Special R
Sidte. s | Select Approved Students v | spesch: [] “E5T [ vee |:|| 2D I3rade Select Grade v Last Name: Select Last Name v

Free Redu. LEP . ~ . Charter
T Teh O e 1 mMerpue: [ County: |Select County School: |———SelectCharterSchooI—--V|

List all students in Alpha Order |, wved and - . Search R .
e e [ Student List | [ List Over Enrolled Students | oot | | Print/Export
Total ADE- 0.0 Fr el SpEd ADE- 0.0 Sp Nonpublic ADE: 0.0 LEP ADE- 0.0 WOCE D PS0#: 0
HJ Smart 1D Student Charter School Muni Grade DOB ADE EnrDays FIR SpEd Spch NonP LEP VOC PSD

Figure 18: Search by Private School for the Disabled
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Search by Grade
This function will allow you to view to view all students in a given grade level. In the Grade pull-down

menu, select the appropriate Grade and click the “Search” button. All students in a given grade level will
be displayed on the lower part of the screen.

Charter School Enrollment Svstem

County: District:

Student Enrollment Information: Search Page
Search Engine: Select a fieldjs) and hit " Search” or click " Student List" to list all students, or click on "Today" to list today’s updates.

Qreee ] 2o [Select Approved Students v | Seesen [ T25% [ we [ FeD: EEade: GRADE 01 :] Lestizme: | Select Last Name v

Stdts:
e e O P O e [ County: | Select County w SIn=" | — Select Charter School -— v | Search
List 3l students i Alpha Order (sporoved and - - Search Resuit .
uneppreay e Oraer (approved an [ Student List | [ List Over Enrolled Students | Jiiis | | Print/Export ‘
Tots Totsl ADE- 0.0 Fres ADE: 0.0 Reduced ADE: 0.0 SpEd ADE: 00 SpeechADE-0.0  MonpublicADE: 0.0 LEPADE 00 WOC=0 PSD= 0

NJ Smart 1D Student Charter School Muni Grade DOE ADE EnrDays FR SpEd Spch NonP LEP VOC PSD

Figure 19: Search by Grade

Search by Last Names
To search for a specific student record by last name, in the Last Name pull-down menu, select the

appropriate last name and click “Search”. The selected student record will be displayed on the lower part

of the screen.

Charter School Enrollment System

County District: ..

Student Enrollment Information: Search Page
Search Engine: Select a field{s) and hit " Search" or click "Student List" to list all students, or click on "Today" to list today's updates.

Unspp ) ’;°;; [ Select Approved Students v | Soe=ch: [ S'f;;:ia' [0 vee [J Psp: [ Grage: |GRADE 01

Stdts:

Fras Redu. LEP . - . Charter
toner: | Comene O spgents: O MNompun: [ county: |Select County SoEr |- Select Charter School — v | . Search
|
List all students in Alpha Order (approved and - . Search Result -
anapproved) [ Student List | [ List Over Enrolled Students | Meastage [ | Print/Export ‘
Total Students:5 Total ADE: 0.0 Fres ADE: 0.0 Reduced ADE: 0.0 SpEdADE: 0.0 Spesch ADE- 0.0 Nonpublic ADE: 0.0 LEPADE: 0.0 VOC £ 0 PSD= 0
HNJ Smart 1D Student Charter School Muni Grade DOBE ADE EnrDays FR SpEd Spch NonP LEP voC PSD

Figure 20: Search by Last Name
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Search by Free Lunch
This function will allow you to view all students who are receiving free lunch/milk. Click on the box

marked “Free” and click the “Search” button.

Charter School Enrollment System

District: 4

County:
Student Enrollment Information: Search Page

Search Engine: select a field(s) and hit "Search” or click "Student List" to list all students, or click on "Today" to list today's updates.
o ey Spacial
e O FEY [ Select Approved Students v | Spesch: [ SRR [

St Al vee: [J PsD: [ Grade: |GRADE 01 | Lasthame: | Select Last Name v
Tz R | e [ Nenpue: [ County: | Select County v ;;’:;‘: |-~ Select Charter School — ~ |

Lunch: < Lunch: Students:
List all students in Alpha Order (approved and ; F Search Result .
e | Student List | | List Over Enrolled Students | Message: [ | PrinvExport ‘
Total Studentz:5 Tetal ADE: 0.0 Free ADE: 0.0 R SpEd ADE: 0.0 Spesch ADE-0.0 Meonpublic ADE: 0.0 LEF ADE- 0.0 WOC £ 0 PED#: 0
NJ Smart ID Student Charter School Muni Grade DOB ADE EnrDays FR SpEd Spch NonP LEP vOoC PSD

Figure 21: Search by Free Lunch

Search by Reduced Lunch
This function will allow you to view all students who are receiving reduced lunch/milk. Click on the box

marked “Reduced’” and click the “Search” button.

Charter School Enrollment System

District:

County:
Student Enrollment Information: Search Page
Search Engine: select a field{s) and hit "Search” or click " Student List" to list all students, or click on "Today" to list today's updates.
Unapy Apprv Special o
Er o | Select Approved Students v | Seeseh: [ S5 [] vee: [] 3D [ Grese: [GRADE 01 | Lestheme: | Select Last Name v
Gm i @) . O wers O oo [SelectCounty v] S [ Select Charter School — v
List all students in Alpha Order (approved and . - Search Result g
Tt | Student List | | List Over Enrolled Students | Message: [ | Print/Export
Spesch ADE- 0.0 Honpublic ADE: 0.0 LEP ADE: 0.0 WOCE 0 PSDE: 0

Reducsd ADE: 0.0 SpEd ADE- 0.0

otal Students:5 Total ADE- 0.0 Fres
Student Charter School Muni Grade DOB ADE EnrDays FIR SpEd Spch NonP LEP VO PSD

NJ Smart IDV

Figure 22: Search by Reduced Lunch
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Search by LEIP (Language Instruction Educational Program)
This function will allow you to view all students who are receiving bilingual/ Limited English Proficiency

services. Click on the box marked “LEIP” and click the “Search” button.

Charter School Enrollment System

County: ., District: ..

Student Enrollment Information: Search Page
Search Engine: select a field{s) and hit " Search” or click "Student List" to list all students, or click on "Today" to list today's updates.
Unapp Apprv Special i
e sus: | Select Approved Students v | Spesch: [ "Z8 [0 vee [0 eso [ crede [GRADE 01 v|  Lssthame: | Select Last Name v

== P O 2L }Jcﬂpn: O County: [Select County v SIEr=" [— Select Charter School — v | Search

Lunch: D Lunch:

List all students in Alpha Order (approved and . . Search Result .
R | Student List | | List Over Enrolled Students | Vaszage [ | Print/Export
Total St Tetal ADE:- 0.0 Free ADE: 0.0 Reduced ADE: 0.0 SpEdADE- 0.0 Speech ADE- 0.0 Nonpublic ADE: 0.0 LEP ADE: 0.0 VOC £ 0 PSD#: 0

MJ Smart ID Student Charter School Muni Grade DOBE ADE EnrDays FR SpEd Spch NonP LEP VoC PSD

Figure 23: Search by LEIP Students

Search by Non-Public
This function will allow you to view all students who are first year non-public students. These are the

students whose previous school attended was a nonpublic school. Click on the box marked “Nonpub” and
click the “Search” button.

Charter School Enrollment System

County: District:

Student Enrollment Information: Search Page
Search Engine: select a field{c) and hit " Search” or click "Student List" to list all students, or click on "Today" to list today's updates.

Qreee ] 22 [ Select Approved Students v | Seesch: [] S2%% [ wee: [] PsD: [ Grade [GRADE 01 ~| Lesthame: | Select Last Name v

Stdts:

== Redu. 1 = lNc-'\F-.JD: I County: |Select County Cherer [ Select Charter School — v | -

Lunch: D Lunch:

Students:
L [ Student List | [ List Over Enrolled Students | *Snies | | Print/Export ‘
T Total ADE: 0.0 Free ADE: 0.0 Reduced ADE: 0.0 SpEdADE: 0.0 ADE-0.0  NonpublicDE: 0.0 LEFADE-0.0 VOGO PSD= 0

MJ Smart ID Student Charter School Muni Grade DOB ADE EnrDays FR SpEd Spch NonP LEP Voo PSD

Figure 24: Search by Non-Public Students
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Search by Charter School
This function will allow you to view all students from a selected charter school. In the County pull-down

menu, select the County in which in the charter school is located. Then go to the Charter School pull-
down menu and select the appropriate charter school. Click the “Search” button.

Charter School Enrollment System

County: District:
Student Enrollment Information: Search Page
Search Engine: Select a field{s) and hit " Search” or click " Student List” to list all students, or click on "Today" to list today's updates.
Unapp — Aparv — Special — ., — —
s [0 25 [Select Approved Students v | speech: [ "5 [ wee [ Psp [ Grede GRADE 01 » Last Name Select Last Name v
Free — Redu — LEP — — ter |
Loneh 1 Lomen O spgents: [ Nempue: [ County: |ESSEX - People's Achieve Community Charter School v Search
1

List all students in Alpha Order (approved and unapproved): | Student List | ‘ List Over Enrolled Students | Search Result Message: | |  Print/Export ‘
Total 5 Total ADE: 0.0 Free ADE 0.0 Reduced ADE: 0.0 SpEd ADE 0.0 Speech ADE- 0.0 bic ADE: 0.0 LEF ADE: 0.0 JoC# 0 FSD& 0

NJ Smart ID Student Charter School Muni  Grade DOE  ADE EnrDays FIR  SpEd Speh NonP LEF  vOC  FSD

Figure 25: Search by Charter School

List All Students in Alphabetical Order
The student enrollment information for the entire school district from all relevant charter schools can be

searched by clicking “Student List”. This will display all district students from all relevant charter
schools, both approved and unapproved in alphabetical order.

Charter School Enrollment System

County: District:
Student Enrollment Information: Search Page
Search Engine: Select a field{s) and hit " Search” or click "Student List" to list all students, or click on "Today" to list today's updates.

Unapp — Apprv — Special — . — —
PP [ 9 [Select Approved Students v | Spesch: [ S5 [] wem [] PSD: [] Grde [GRADE 01 w| Lasthame | Select Last Name v
Free — Redu. — LEP — . — - - Charter
Lonch: L tunen: U stdents: [ Menpue: [ ] County: | Select County v School: | --- Select Charter School - v| Search
List all students in Alpha Order (approved and - - Search Result .
e T S N S et I | Student List |I List Over Enrolled Students | i | Print/Export ‘
pproved): Vessage:
Total Students:5 Total ADE: 0.0 Fre= ADE: 0.0 Reduced ADE: 0.0 SpEd ADE: 0.0 Spesch#DE:0.0  MonpublicADE: 0.0  LEPADE:0.0  WOC#0 PSD#: 0
HJ Smart ID Student Charter School Muni Grade DOBE ADE EnrDays FIR SpEd Spch NonP LEP voC PSD

Figure 26: List All Students in Alphabetical Order
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List Over Enrolled Students
Charter Schools will only receive funding for the number of students per the approved charter

school application or any approved amendment. Districts must review the list of overenrolled students.
Click the “List of Overenrolled Students” button.

Charter School Enrollment System

County. . District:

Student Enrollment Information: Search Page
Search Engine: Select a fieldis) and hit " Search" or click "Student List" to list all students, or click on "Today" to list today's updates.

L3 O 20 [Select Approved Students v sosson: (] 5 [ vee (] #=0 [] Grace [GRADEQ1 v]| Lsstiame [Select Lost Name v

Stdts: Stds:

Free — Redu — LEP — . — = . Charter
Lumehe ) Lomere [ shgents: ) Menpup: [ County: | Select County + Shoot | --- Select Charter School --- v | Search
Li | d d and | S h R
5t all students in Alpha Order |, !/ . . rch Result .
iy e et (Spproved & [ Student List | List Over Enrolled Students | | 5ot | | Print/Export ‘
)3 L Message:

Total Students:& Totzl ADE: 0.0 Frez ADE: 0.0 Reduced ADE: 0.0 SpEdADE: 0.0 Spesch ADE: 0.0 Honpublic ADE: 0.0 LEP ADE: 0.0 VOO ED PSD#: 0

NJ Smart ID Student Charter School Muni Grade DOB ADE EnrDays FR SpEd Spch NonP LEP vOoC PSD

Figure 27: List of Over Enrolled Students

The following screen displaying all over enrolled students will be displayed:

Charter School Enrollment System

County: District:

Student Enrollment Information: Search Page
Search Engine: select a field{s) and hit " Search” or click " Student List" to list all students, or click on "Today” to list today's updates.

Unapp — Apprv —| Seecial /o, ] (]
P e |SE|ECI Approved Students V| Spesch: [ C'FECC:IB [J vee [J PsD: [ Grade: | Select Grade v Last Mama: Select Last Name v

Stdts: U Stds:

Fras — Redu. — LEP — . — - . Charter
wnere I tmer stugents: ) Mempus: (] County: |Select County Zehoo: | — Select Charter School —- v | Search
List all students in Alpha Order {approved and | A | P | Search Result o
e Student List | List Over Enrolled Students Message: [ | Print/Export
Tot Total ADE: 0.0 Fre= ADE: 0.0 dADE: 0.0 SpEdADE: 0.0 Speec Nonpublic ADE: 0.0 LEF ADE- 0.0 VOC &0 PSDE: 0

HJ Smart ID Student Charter School Muni Grade DoB ADE EnrDays FIR SpEd Spch NonP LEP Voo P5D

cor - MERCER - FPaul Robeson T = 5
3333333333 D.D iy 0010 04 080172017 0.0 180 N M N N vs)

Figure 28: Example of Over Enrolled Students

If students appear on this list, then you need to verify if the student is enrolled in your school district.
From the pull down menu, click and select “Yes” to verify that the student is enrolled in your school
district. Click and select “No” if you cannot verify the student record.

Note: Charter schools do not receive funding for any student on the over enrolled student list. In addition,
these students will not appear in the look-up student information searches. If a student leaves a charter
school, the charter school may fill the vacant spot with one of the students from the overenrolled student

list
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Print/Export

The CHE system allows you to either print or export reports into an excel file. After you have completed
a search, you may click the “Print/Export”.

Charter School Enrollment System

County: District:

Student Enrollment Information: Search Page
Search Engine: select a fieldis) and hit " Search” or click "Student List" to list all students, or click on "Today" to list today's updates.

1ee 1) 2P [Select Approved Students v | Speech: [ FE2 [ wee [ pso: [ Greee: | Select Grade | 22 [Select Last Name v |

T 0 S% O affe O wems [] 0 couny [Select County w|  istiet [— Select District — v

Luneh: Lunch: Students:
List all students in Alpha Crder (approved . . Search Result .
o3 e | Student List | | List Over Enrolled Students | Frimerre [ [Prlnb‘Export
Total Students:0 Total ADE: 0.0 Free ADE: 0.0 Reducad ADE: 0.0 SpEd ADE: 0.0 Speech ADE: 0.0 Monpublic ADE: 0.0 LEFADE: 0.0 WOC £:0 =
MNJ Smart ID Student Enrclled District Muni Grade ©DOB  ADE EnrDays FIR SpEd Spch NonP LEP VOC PSD

Figure 29: Print/Export Reports

The list of students will appear and on the right of the screen you will see the export to excel and send to
print buttons. Click the “Export to Excel” button to export a file to excel. Click the “Send to Print” button

to print the student list.

[g]gorl to Exce_l] [Send to Print ]

Charter School Enrollment System

County: District: .
List of Student Enrollment Information
ents 1 Total ADE: 0.5 Free ADE- 0.0 Reduced ADE: 0.0 SpEJADE 00  SpeechADE: 00  MNonpublicADE-0.0  LEPADEIOD  VOCE! F3DE0
NJ SmartID Student Enrolled District Muni Grade DOB  ADE EnDays FR SpEd Spch MonP LEP VOC PSD
0030000000 A A ATLANTIC - ATLANTIC CITY oHO 08 0RO 04 20 Ny o N
5565555565 b.b MIDDLESEX - SAYREVILLEEBORO 4860 11 090122017 05 180 M N N8 N

Figure 30: List of Students
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Contact Person Information

The Contact Person Information subsystem serves an administrative function by providing a point of
contact for questions. Complete all required fields and review this data at each enrollment count to ensure
that this information is current and accurately reflects all applicable contact data. Click the “Save/Update”
button after adding or revising data. Click “Main Menu” to return to the Student Information System.

Charter School Enrollment System

Print this page

County: District: .

Chief School Adminstrator/Lead Person Information

Preparer Person Information
Title: tasthame: | | First Name:

Email Address: | |

Contact Telephone Number ( 000- )
000-0000 ): [ 1] Bt |

Figure 31: Contact Information Page
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Certification

The school district business administrator must complete this section. This section must be completed
after each enrollment count (Session 1 and Session 2) is finalized. Once the enrollment count is certified,
any changes (modifications or deletions) require recertification. Changes will void a previous
certification.

To certify the charter school enrollment report, click on the “Certification” button.

Charter School Enrollment System

County: District:

Charter School Profile
Session I: ( 9 siudents unapproved)
Student Information Menu
Look-Up Student Information
Supplemental for Projected School Aid:
Projected Charter School Profile
Projected Grade Level Information
Session II: ( § students unapproved)
Student Information Menu
Look-Up Student Information

Contact Person Information
Certification

Exit System

Figure 32: Certification Screen Main Page

To certify the charter school enrollment report (Session 1 or Session 2), click the certification box. You
will be asked if you want to certify your enrollment count. Press OK. Then, you must click the
“Certify/Uncertify” button. You will be asked if you are sure you want to save data. Press OK.
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After you hit “Certify”, a button will appear that will allow you to print your certification.

County:

Session I:

[}

Session IT:

O

Title:

Charter School Enrollment System

Print this page
District:

Certification Section

0 students have not been approved by the resident district.
The data submitted for the Session I enrollment count, compiled as of October 15, has been edited for completeness and accuracy. By
checking the approval box, we agree the students are our resident stude We ack: ledge the enrollmenr dara we approved will be used
in the calculation of our district's October 15th Charter Payment Schedules for the current fiscal year.

0 students have not been approved by the resident district.
The data submitted for the Session IT i, count, compiled as of the last day of school, has been edited for completeness and
accuracy. By checking the approval box, we agree the studenis are our resident students. We acknowledge the enrollment data we approved
will be used in the calculation of eur district's Final Charter Payment Schedules for the current fiscal year.

Certified By Chief School Adminstrator:

Last Name: First Mame:

Figure 33: Certification Screen

After you hit “Certify”, a button will appear that will allow you to print your certification.

County:

Session I:

]

O

Title:

Session II:

Charter School Enrollment System

Erint this page

District: «

Certification Section

0 students have not been approved by the resident district.

The data submitted for the Session I enrollment count, compiled as of October 15, has been edited for completeness and accuracy. By
checking the approval box, we agree the students are our resident students. We acknowledge the enrollment data we approved will be used
in the calculation of our district's October 15th Charter Payment Schedules for the current fiscal year.

0 students have not been approved by the resident district.

The data submitted for the Session IT enrollment count, compiled as of the last day of school, has been edited for completeness and
accuracy. By checking the approval box, we agree the students are our resident students. We acknowledge the enrollment data we approved

will be used in the calculation of our district’s Final Charter Payment Schedules for the current fiscal year.

| | Print Session | Certification Repurt—|l

Certified By Chief School Adminstrator:

Last Name: - First Mame:

Figure 34: Session 1 and 2 Certification Screen
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Click on the “Print Session Certification” button and the following screen will appear: Please print this
page for your records.

Charter School Enrollment System

| Print this page

County: District: «

Certification Confirmation

I have submitted Session I enrollment count and completed the certification on 11042015,

The data submitted for the Session I enrollment count, compiled as of October 15th of reporting year, has been edited for completeness and
accuracy. By checking the approval box, we agree the students are our resident students. We acknowledge the enrollment data we approved will
be used in the calculation of our district's October 15th Charter Payment Schedules for current fiscal year.

Certfied By Chief School Adminstrator:

Title: Last Name: . First Name:

| Please print this page for your record

Figure 35: Print Certification Screen

An error message will appear on the main menu screen if the charter school enrollment report has not
been certified. If you receive the error message, you need to certify the report.

Charter School Enrollment System

I Session I required to be certified. I

County: ESSEX District: NEWARK CITY

Charter School Profile
Session I: { 5 students unapproved)

District Approve
Look-Up Student Information

Supplemental for Projected School Aid:
Projected Charter School Profile
Projected Grade Level Information

Session II: { 0 students unapproved)

District Approve
Look-Up Student Information

Contact Person Information

Certification

Exit System

Figure 36: Enrollment report not certified error message
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Exit System

At the Main Menu, Click on “EXit System” to log out. You will see this message:

You have successfully legged out!
Please close all of your open browser windows to completely log cut of your login aceount.

Thanks for using Charter S5chool Enrcllment System!

[ Click this button orthe red X at upper right comer of screen to Close Window ]

Figure 37: Exit System Screen

Questions?

Submit any questions about the system to the following e-mail address: school-funding@doe.nj.gov.
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