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2: Disclaimer

Information gathered through the Enrollment Projection application is not an application for
funding. Submission of this information in no way commits the MSBA to accept an application,
approve an application, provide a grant or any other type of funding, or places any other
obligation or requirement upon the MSBA.

Only authorized users should have access to this application. All users must ensure the security
of their user ID and password and should not share their user ID and/or password with others. All
data entered using an MSBA-authorized user ID will be the responsibility of the user to whom the
user ID was originally assigned. Unauthorized access to the MSBA Enroliment Projection
application may result in processing delays.
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3: Overview

The Enrollment Projection Application was created to improve the way that the public school
districts of Massachusetts provide information to the Massachusetts School Building Authority
(MSBA) in order to generate K-12 student enroliment projections. This application replaces the
previous methods of providing this information, which consisted of several paper forms as well as
the previous version of the Enrollment Projection application.

The new application has been designed so that school districts have an improved experience.
The information that is being requested has been streamlined, allowing school districts to save
time as well as print and mailing costs. The methodology underlying the enroliment projections
has not changed from the MSBA’s previous version of the Enroliment Projection application.

When a District Will Need to Provide the MSBA with Enroliment
Information

There are two times that a district will need to provide the MSBA with Enroliment information.

e Every district has to fill out the Enrollment Questionnaire if it intends to file a Statement of
Interest (SOI) during the open SOI period. It only has to be filled out once per district. The
Questionnaire is different for Vocational Technical and Agricultural districts.

e During the Eligibility Period districts may be asked to provide additional information to the
MSBA so that we can create a more refined projection. Most of this information can be
provided through the Enroliment Projection Application.

How Enrollment Projections are Created

Enroliment projections in the MSBA Enrollment Projection application are created using a
modified cohort survival methodology. It is one of the most widely-used projection
methodologies.

The primary assumption underlying this method is that the past is a reasonable predictor of the
future. It calculates the ratio of the number of children in one grade in one year compared to the
number of children who “survive” to enroll in the next grade the following year. When several
years of information are reviewed a pattern emerges which can be used to project enrollment in
the future.

For example, if over five or ten years an average of 95% of the students in second grade go on to
the third grade, and 100 children are currently in second grade, if there are no other factors
present the method will predict that there will be 95 students in the third grade next year.

When working on a projection with a district during the Eligibility Period the MSBA may also ask
for more detailed information on recent births, housing sales, residential development, and out of
district enrollment.

The MSBA also partnered with the Metropolitan Area Planning Council (MAPC) to study the
impact of school construction on grade-to-grade survival ratios. Data was compiled from many
school projects in Massachusetts, and a small but measurable improvement in grade-to-grade
survival ratios was found. This is also taken into consideration by the MSBA when creating a
projection during the Eligibility Period.
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Types of Projections in the Application

A Baseline Projection is created for the district when the district fills out an Enroliment
Questionnaire. This projection uses Census data, DPH birth data, population estimates, and the
historical enroliment in the district in order to generate a projection for K-12 enroliment. If the
district chooses to enter Housing Permit information the application will apply an additional
adjustment based on any major changes in how many permits are issued in a year in the towns in
the district.

To see a Baseline Projection, enter the application and open up an Enroliment Questionnaire.
Once the district has entered its most recent Enrollment Data, the projection will be available.

A more robust Eligibility Period Enroliment Projection is created later on in collaboration with
the district. The process will more closely examine the individual nature of each municipality in
the school district, including births, population changes, housing construction and turnover, and
the impact of the potential project that is under discussion.

Eligibility Period Enrolliment Projections will be provided to the district by the MSBA as a part of
the official MSBA Enrollment Projection process. They will also be available within the application
as a PDF.

Vocational Technical and Agricultural School Districts

Vocational Technical and Agricultural School districts do not have the same population-driven
Enroliment Projections as other school districts. The Enroliment Questionnaire for these districts
is focused on projected and actual ninth grade enrollment, and the MSBA will work in partnership
with Vocational Technical and Agricultural districts to analyze the enrollment trends in each
district’'s member municipalities.

For more information about the Vocational Technical and Agricultural-specific form, see the
section with that name later in this guide.
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Getting Help

If the district needs help with this application and cannot find the answers to its questions in this
user guide, please contact Diane Sullivan or the district’s field coordinator at the MSBA at 617-
720-4466.

Help as you go: Keep an eye out for the question mark symbol in the application. That denotes a
helping tip for that question which can be accessed by clicking on the question mark.

Images in this User Guide

The images in this User Guide were created by visiting the MSBA website using Chrome and
Internet Explorer. There may be some visual differences for users of Firefox or other browsers.
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4: Getting Started

district users should follow the procedures in this section to gain access to the Enroliment
Projection Application.

Getting Access to the Application

To get access to this or any other MSBA Application, please fill out an Access Request Form,
located here:

http://www.massschoolbuildings.org/quidelines/guides

Access Request Forms are in PDF and/or Word format, and will need to be printed, signed, and
returned to the MSBA before access will be granted to any applications. Please allow enough
time to get the appropriate signature(s) on the access forms. Most applications require the
superintendent of the district’'s approval for new users.

The district should use either the Statement of Interest Access Request form, if they are using the

enrollment application as part of submitting an SOI, or the Eligibility Period Access Request form,
if they have been invited into the Eligibility Period.

Sharing User Names and Passwords

Use of MSBA applications requires that each individual user in a district have their own unique
user name and password. The district must request separate access for each individual who will
be using the application.

It is recommended that the district request access for the following people in advance:
e the district Superintendent
e any administrative staff who may be responsible for data entry
e any staff members who have filled out Enroliment Projection forms in previous years

User access is reset every year for security reasons. If it has been more than a year since the
district last filled out an Enrollment Projection record, the district may have to fill out a new Access
Request Form.
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Logging On

To log on to the Enroliment Projection Application, begin by going to

http://www.massschoolbuildings.org/

Click on the link to the Enroliment Projection application on the left side of the page.

THOME T CALENDAR T FOR PRESS T CONTACT T

Q- Search

Y

Massachusetts School Building Authority

Funding Affordable, Sustainable and Efficient Schools for Local Communities

Through its grant program, the

About Us *

Massachusetts School Building Authaority
Building With Us * waorks with local communities to identify
Policies & Guidelines * schoaol facility needs, develop fiscally
] responsible and educationally appropriate

Our Programs * in PAYMENTS MADE solutions, and create safe, sound, and

Your District * sustainable learning environments.
More than $7.2 billion paid to cities, towns and regional

News & Events * school districts.

¥ mspa

APPLICATIONS

it Fro-Fay
Reimbursements

i Brollment
Projections

i+ OPM Report

::iﬁfmjreiﬁmm Your School Success St(]ly! 7 MassEnergylnsight Program

This will bring up a log-in screen.

| MSBA | Login |+
MSBA System Login
User Name: | |
Passward: | |
Famamber M
Forgot your Y4 Forgot your password?

Only suthorized users with 3 valid usemame and password issued by
the Massachusetts School Building Authority may access and use this system,

MSBA Systems will be unavailable between 12:00 noon and 1:00 PM
on for scheduled mai Please plan accordingly.

If a user has forgotten either their username or password, that user can click on the links on this
page to have it sent in an email.

Once a user has logged on they will see the list of all the MSBA Applications they have access to
on the left.

Select Enroliment Projection from the list on the left to begin.
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Application Entry

Clicking on the Enrollment Projection application name will cause the application home page to
appear.

Districs Supesinbzncent, veu ace o Enrollment Projection

A
i
|ty MSBA Systems
l I I l i Syazarn Lk | My Scesant | Sign Gt
L. ]
Hiowme Huime
15 -4l Regior 02
= o
2 o Heed help?
Enrallment Prajaction e L r
‘welcame t3 the MZ20 s orline Enrclment Projectisn apalizaticn. Ths applcedion iz irtended o stardardize the uide far instractiens and
compilztion of enrolment prajestions 5y using 2 cammor mettadolagy far all districts. There are beo peirary ssruices tips. The MSEA eoqtacs
this applicaton arosides s distecks: for this systemn iz Crane
Sulivwar. IF vou canmok
ENFOLLMENT FOR A STATEMENT OF INTCRCET Hindihy ANEWEr 10 your
questisn in our Usar
All schoal dstass s Fafiiesd t ient QRshanfaice, & fransmt an Eneallvant Pro@etinn Guids, pou can rrach her
Urenugh Vi HSBA oaline En i e T iha Shalwrmnd of Toberast process. Thes applostion makes afther by phang, at 517-
Ere procses of regorting this infarmation bo the 224 wasier from sesr o yearn,

FRL-4d b, or vie emad,
T echdibion e subritting ewollewnt sformabon via s applostion, e distric st mad an ceginel, sigrad sapy of thes

Frial saga of tha Snrolmant Guestonraire, The Steement of Intarest sill Aot bs coqsiderad somalsts unti the HS64 5 in

ressizt of this irformesion.

MEAA ELICIHILITY PERIOD ENROLEMERT PROJECTION PROCERS

Cacn schosl districs that receives 2 irvitadon inte the Cligibility Farioe for the MEE0°s Capital Foeline wil callsbar .
the KSR onoan enrellmert projectisn using the MS0A's online Encollmers opplicston, During this process, the dostriz
typically be requested t prowde detsils on residersial developrnent, ous-cf-gisteot earcllment, senosl faciity sapasity,
and stner factars Witain the commmonite which snay se arsicpates to impacs the student eresliment for the propases
pranes

To begin using the enroliment application please celect your disteck to the left

& Enrallent Profesrien e bi zomalensd 20 0o cosr o the tity, toen o cegans sck
diat may bs incorrad 10 cernsctior wrh the cemalaben of an Snewlinars Prescy

Select a region and a district from the left to continue. The planning regions used by the MSBA
correspond to the following areas:

Map of Massachusetts School District Planning Regions

LA

Once in the district there will be two tabs available. The second tab, “District Information,”
contains contact information for various people involved in district administration. This information
is shared across MSBA applications. district users can review this information at their
convenience and contact their Field Coordinator or Project Manager at the MSBA if changes
need to be made.
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5: Entering Enroliment Projection Data
Enrollment Home

Any forms that are currently in need of work will be listed on the district's Enrollment Home under
a section titled “Active Forms.” Users can click on the name of any form in order to begin working
on it.

Forms can also be printed at any time. Prior to submitting it to the MSBA, a form will be marked
“Draft” but will still display any data the district has already entered for easy review.

Also on that page there may be a section called “Current Enroliment Projection.” This will usually
contain one record for each potential project that the district is interested in exploring with the
MSBA. Any enroliment forms related to the potential project as well as projections that have been
generated for the district will be found there. To see them, click on the + sign next to the record ID
in order to expand the record.

Enrallment Hame District Tnformation

Dverview

Need help?
Please see our User Guide

for instructions and tips.

Welcome o the district’s Enroliment Projection hame. Any forms that the district has pending will be listed below under “Active

Forms.” The MSEA contact for this
sy=stem is Diane Sullivan.
If vou cannet fiind th
Active Forms vou cannok find the
ans#ar i your quastion in
The district has been specifically requested to fill out thes=s forms a5 a part of an ongoing Enrollment Projection procsss.

Last Saved Due Submitted

Enrzllment Gueshonnairs 172772012 52,2012

Current Enrollment Projection

Record # Status
B 201200072 Artive
+ History

There will also be a section called “History,” but this will be empty the first time a district visits this
application. As the district transmit forms to the MSBA this section will fill.

To see the district’s history click on the + sign to expand that section.
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Enter and Save Data

Once the district has clicked on the name of a form in the Enroliment Application the next step will
be to enter data or confirm that the district has reviewed data on each page.

Users do not have to complete every field on a page in order to save what they have entered.
The application allows for the saving of partial data on every page. Users will have to fill in all
required fields in order to submit a form to the MSBA, however. Required fields are usually
designated with a red asterisk (*).

Make sure that you press the “Save” button at the bottom of every page in order to save
your changes. If you navigate away from the page before saving, your data will not be preserved.
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Enrollment and the Statement of Interest

The district will be asked to fill out an Enroliment Questionnaire as a part of the Statement of
Interest process. A district has to fill out only one Enroliment Questionnaire during the SOI
season, no matter how many SOI’s are being worked on. Note the tabs at the top: these tabs are
the easiest way to navigate from one page of the form to another.

No Statements of Interest will be processed by the MSBA without an accompanying
Enroliment Questionnaire for that district.

The Enrollment Questionnaire is due before the close of the Statement of Interest open period.

Filling out the Enroliment Questionnaire

The district is asked to fill in information on each page, save each page, and then, using the final
“submit” tab, send the Enrollment Questionnaire to the MSBA.

In order to fill out the Enroliment Questionnaire information on the following topics is needed:

e Enroliment Page: Actual current enroliment at all schools in the district. The district will
not need to provide this on a school-by-school basis. Just the district totals will be asked
for.

o The historical student enrollment data are obtained annually from the
Massachusetts Department of Elementary & Secondary Education (DOE), as
reported by individual districts each October 1. Data are compiled and made
available by the DOE during the early part of the calendar year for the then-
current school year. For the purposes of the MSBA enroliment projection,
Question 1 requests a restatement of the district’s current school year enroliment
as reported to the Massachusetts Department of Elementary & Secondary
Education. Enter total enroliment figures by grade in the available fields for
Question 1; for districts having no students in any grade, enter zero (0). Note
that the TOTAL enrollment amount is automatically calculated when the data are
saved.

e Population Page: Birth data for the last few years for all municipalities that are members
of the school district.

o Historical birth data are obtained annually from the Massachusetts Department of
Public Health (DPH). Data are compiled from the Massachusetts Certificate of
Live Birth, which is filed with the Registry of Vital Records and Statistics and
made available by the DPH. The district will be asked to fill in any gaps in MSBA
data.

e (Optional) Building Permits page: Permit and housing development information. Entering
information on building permits is optional during SOI season. The district may provide
some or no information on this page.

The district will also be asked to confirm that it has reviewed the information that the MSBA has
collected regarding housing sales in the district and some other information. If the information
appears incorrect, please confirm that the district has reviewed it and note any discrepancies in
the comments fields that are available throughout the application.

Page 11 of 21



MSBA Enroliment Projection Application District User Guide

All information does not need to be entered at the same time. If the person filling in the form does

not have access to pre-school enroliment, for example, that person can fill in all the other grades,
save, and return to the page later.

Make sure that you press the “Save” button at the bottom of every page in order to save
your changes. If you navigate away from the page before saving, your data will not be preserved.
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Navigating the Enrollment Questionnaire

The tabs at the top of the page are how users move from page to page in the Questionnaire and
also provide an overview of what information is requested.

Enrcllment Home  District Lnformation

Enrcllment Populatson Building Permils Housing Sales Bassline Projection Subamil

Enrollment Questionnaire

Welcome to the Enrglime: sem's Enrclime @, [n this phase of the enrollment gn
systert will supply some 5 o w. o will alse be zsked w provide
any information which we the projection.

o can navigate by uging the NEXT and PREVIOUS buttons at the bottom of the screen, or vou can mave arcund within the
srojection at any bims,

Only your authorizad local Chief Executive Officer can submit this data. He or she must log in to the system, review the data
vau have ertgred, and enter hig or hes neme and date on the Submit zage.

Enrollment

The following is the actual enrollment as of Ccteber of each vear for the lasst ears as provided by the districs to the DESE.
If any information is not displayed, vou will be asked to enter it in the space prowid

5\"7:2:" i K cL cz 3 c4 c3 o o7 cE (=] cio cii Gi2 Tatal

Co2-03

r

z011-12

The sections are: Enroliment, Population, Building Permits (which is optional as a part of SOI),
Housing Sales, Baseline Projection, and Submit.

In the image above, the MSBA has gathered information from the DESE and other sources so
that the district does not have to re-enter it. Above, enroliment from 2002 through the 2010-11
school year has been provided, and the district must enter only the 2011-12 school year.

If there are any discrepancies with the historic data which the MSBA is displaying, please note
that in any of the comments fields throughout the application.
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Baseline Projection

As a part of the Enroliment Questionnaire the district will be provided with a baseline projection
for their school district. This is a projection created using the default assumptions that are a part
of the MSBA’s Enrollment Projection process.

Baseline Projection

“0—*—_,_6-,_’_,.’

e, +

—e= Ll Ernralmest == Benjscked Srenloe

#uctual Enolment

Year Kinder 1 2 3 4 5 H T ¥ E] 10 1 12 Tolal
200303 W - ! " =s . = < -
20054
2004-05 i W i TR B W i -
2005-08 n e 2 “ - e & = W =
2006 0F " r L " h * "
2037 Ut = ais i ui . ) = v ' i

The above graph and table will be provided as a part of the printable report that can be created at
any time.

For more about how the projection is created, please see the MSBA website.
The district will be asked to confirm that it has reviewed the baseline projection. If the district feels

that this projection does not match anticipated enrollment, please provide an explanation in the
comments section.
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Check My Data and Submit

On the Submit page, if the form is missing any information on previous pages a “Check My Data”
button will appear. This will create a pop-up window that will list the names of any fields that are
empty that must be filled in prior to submission.

Enroliment Home District Information

Enrollment Population Building Permits Housing Sales Baseline Projection Submit

Submit Enrollment Questionnaire

Check My Data
Run a check on your data and see a list of which fields need to be filled in prior to
Sex My o™ ) zubrnission.This button will not be available if you have already filled in all required fields

Submitting
Thiz section will became available when you have filled cut all of the required fields in this form. Fill it out when you are ready
te submit your Enrollment information to the MSBA. You will not be able to edit this farm after vou submit

I have reviewed all of the informatien I have entered and affirm that my answers are responsive (o the guestions.®

I acknowledge that by submitting this form electronically I am providing the MSBA with the final, dafinitive version of the

reguested anrollment information as of this date, and that my district allows this information to be used by the MSBA for
planning purposes. *

Click the buttan below to electronically transmit yvour information to the MSBA.

If all required fields have been filled in, the Check My Data button will no longer appear.

Once all required fields have been filled in the application will request that the district verify its
understanding of the process prior to submitting. By clicking these check boxes the district is
committing to the data that has been entered and to the MSBA'’s evaluation of the district’s data.
Please read them carefully before submitting.
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Final Steps

To complete the Enrolliment Questionnaire during the SOI Season the district must print and mail
back a sighed copy of the final page. The image below is of a form that has not yet been
submitted — the correct form will not say “This form has not yet been submitted” on it.

Massachusetts School Building Authority

Signatures — Enrollment Questionnaire

Thes reporl was generaled by e Massachusalis School Bailding Aulhonty's Enreliment Propechion appheabion. Please sign il
and return it 2 the Massachusetts School Buiding Autharity [MSEA)

Ennallment Projection Taam
Massarhuselis School Building Authorily
40 Broad Sreet, Suite 500
Bosten, MA 02109

¥ou ony have to raturn this page to the M55A.
Y¥au do not nerd to print out and mail a copy of the enfing form

Diietrict: S

THIS FORM HAS NOT ¥ET EEEN SLUBMITTED

Wk

35

Ther undersigned heseby cedifies that, io the best of his/her knowledge, information and belied, the statements and informabion
contaned in the fom relerenced above ane ie and accurale and that the Electronic Submiler was duly authonzed b submmit
the informnation e the Massachusetts School Building Authority:

The undersigned also hereby acknowledges and agrees fo provide the Massschusatis School Bwiding Authority, upon request
by the MSBA any additional mfarmation relating ta this ennallmens information that may be required by the MSEA

This Form may be signed by the Local Chiel Executive Oflices (E.g., Mayor, Town Managen) o by the School Distict

Sunarintendent.

The district can always log into our Enroliment Application and print a copy of any information that
has been submitted. Just look for the blue print button to the right of the name of the form

(underlined below in pink).

Enrollment Home District Tnfarmation

Overview

——

Welcome to the district’s Enroliment Projection hame. Any forms that the district has pending will be listed below under "Active

Forms.

Active Forms

The district has been specifically requested to £l out thes= forms as a par: of an ongoing Enrollment Brojaction procs=ss.

Need help?

Please see our User Guide
for instructions and tips.
The MSEA contact for this
system is Dians Sullivan.
If you cennok find the
answer to your question in
our User Guide, you can
reach her either by phone,

Last Saved Due Submitted at 617-720-4445, or wia
1/27/2012 5¢2/2012 -- Erint amail.
Current Enrollment Projection
Record # Status
B 201200072 Active
+ History
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Enrollment and the Eligibility Period

During the Eligibility Period the district will be asked to enter the MSBA’s Enrollment Projection
application and provide additional information regarding the district and the municipalities that
belong to it as a part of creating an official Enroliment Projection.

Filling Out Forms

e Enroliment Questionnaire: The district may be asked to fill out the Enroliment
Questionnaire again. For example, if the optional section on Building Permits was not
completed the district will be asked to provide that information. As part of the enrollment
projection process for the Eligibility Period that data is no longer optional, it is required.

o For information on how to fill out this form in particular, see the previous section,
Enrollment and the Statement of Interest.

o This form will still require the signature of a district Superintendent or the local
CEO of a municipality associated with the district. For regional districts, the
Superintendent’s signature is required.

e Follow-up Enrolliment Questionnaire: This form asks for data regarding the following
subjects in order to inform the Eligibility Period enroliment projection.

o Grade Reconfigurations

o Redistricting

o School Attending Children Report (out of district enroliment)
o Special Education

o Pre-Kindergarten and Kindergarten classroom spaces

¢ School Classroom Use: the district may be asked to fill out a form that details the number
of classrooms and what each one is used for at some or all schools in the district.

Users from the district will receive specific invitations via email to fill out individual forms as they
become necessary. The MSBA will be in communication with the district to keep the district
informed of the information due and associated deadlines.

Unless otherwise directed by the MSBA, all fields are required to have full and accurate
information in them during the Eligibility Period.

Finalizing Forms

The forms will use the Check My Data and Submit buttons in the same way as the Enroliment
Questionnaire did during the SOI Season.

The only form that requires signatures is the Enrollment Questionnaire. The Follow-up
Questionnaire and the School Classroom Use form do not require signatures.

Page 17 of 21



MSBA Enroliment Projection Application District User Guide

Vocational Technical and Agricultural Districts

Vocational Technical and Agricultural districts are also requested to fill out some basic enrollment
information during the SOI period and, later, during the Eligibility Period.

These districts will primarily be asked for ninth grade application and enroliment data, both actual
and projected.

Envallrmient Homee  Districk Infoormation

Yoo, Tech Questionnaire  Encollment Report  Submndt

Enrollment Questionnaire
For Wocational-Technical and Agricultural Schools

Provids the number of zoplicetons, acepted students, and waithst=d students for the ninth grade for the most recent t2n
vyear period, =

Schonl Yesr  Kinth Grade Applications  Stadents Accepbed  Students Waithsbed  Students Eneolled
2003
200304
2004-33
2005-05
2006-07
2007-03
2008-09
2009-10
I0d0-11
2012-12
Indicate the District's andcipamed 9th grads sneallment far tie nect fve years,
School Year Planned Minth Grade Eneollment
201z-1%2
2043-1=

2014-15

Make sure that you press the “Save” button at the bottom of every page in order to save
your changes. If you navigate away from the page before saving, your data will not be preserved.
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Once that information has been provided, the Enroliment Application will provide the district with
an Enrollment Report that illustrates the enroliment trends of the member municipalities.

There are several charts on the printable report that help demonstrate this, including the one
pictured below, which illustrates the number of applications and acceptances in the district over
the last ten years.
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Vocational Technical and Agricultural districts are also asked to submit their report electronically,
and then print and mail a signed copy to the MSBA.
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6: Appendix: Glossary

Access Request Form

DESE

Eligibility Period

MSBA

PDF

Save or Partial Save

Submit

This is a form that must be filled out and signed by district users
in order to gain access to MSBA Applications, including the
Enrollment Projection Application, MCP Application, the
Statement of Interest (SOI) Application, and others.

Abbreviation: The Department of Elementary and Secondary
Education (of Massachusetts). Information that has been given
to this agency by school districts is displayed in MSBA
Applications.

The Eligibility Period is a 270 day period at the beginning of the
MSBA project process in which districts are asked to complete
certain preliminary requirements, such as forming a School
Building Committee and providing information on their
maintenance practices and enroliment.

Massachusetts School Building Authority. See
massschoolbuildings.org for more information about the
Authority.

Portable Document Format. This is a commonly used document
format that can be accessed with a free download of Adobe
Reader from Adobe.com.

The Enrollment Application allows for the saving of partial data.
This means that users do not have to fill in every answer on a
page in order to save process.

The process by which a user can finalize and transmit
information to the MSBA for evaluation.
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7: Appendix: Frequently Asked Questions

e How do | know my information is saved?
o Next to the save button you will see a blue message that says “Save Successful”.
e What if | am missing some information?
o You do not have to fill in all information at once. If you do not have your
enrollment for preschool at hand when you are first filling out the form, leave that
field blank. You can save your other work and come back and fill that in at a later

time. It must be filled in prior to submitting the final copy of your form to the
MSBA.

e How do | know what | am missing?

o On the Submit page you will see a “Check My Data” button that will allow you to
see what data you are missing.

¢ What if | make a mistake?
o Prior to submitting your form to the MSBA you can edit any field at any time.
o After you submit your form to the MSBA you cannot edit your information. If there
is a typo in your record, please inform your field coordinator. If there are larger

mistakes, such as entering all of the enrollment data one grade over from where
you meant to put it, you can be sent a new form.
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