2004-2005 TIGER (MIS ENROLLMENT) EXCEL SPREADSHEET INSTRUCTIONS

GENERAL INSTRUCTIONS

Please follow the instructions listed below to fill out the 2004-2005 TIGER (MIS) Excel spreadsheets.  It is critical that you refer to these instructions for each item on the spreadsheet.
Please make sure that each student for every vocational-technical education class in your school system is listed on an Excel spreadsheet.
· Please provide MIS data in a LEA summarized flat file if your school system has this capability.  See Web site http://www.tennessee.gov/education/tigermain.htm for more detailed information on flat files.

· Include approved vocational-technical education courses, (including Technology Preparation applied academics), those where students attend at Tennessee Technology Centers (TTCs), and special courses.
· For Technology Engineering Education or Family and Consumer Sciences students enrolled below the 9th grade, complete Excel spreadsheets for all the students enrolled in the courses.  All 7th and 8th grade vocational Family & Consumer Sciences classes should be listed using the appropriate course code for Teen Living (0739 and 0839). 

· If the school is on a block schedule that includes nine-week courses, students must be reported for each nine-week course in which they are enrolled.  (For example, if a student has Keyboarding the first nine weeks of fall term and Keyboarding Applications the second nine weeks of fall term, (s)he would need to be reported two times, one for each course.)  This is critical in order to avoid undercounting students.

· If your school is on a block schedule, and if you taught a nine-week class at the beginning of this school year, go back and report these students.  This will help ensure that all vocational-technical students served are reported and counted for every class.

· Students in two- or three-hour blocks in the same program should be reported only one time for that program.  However, indicate on the Excel spreadsheet how many periods total they are enrolled in the course.

Completing the Excel Spreadsheets
· All Excel spreadsheets must include the course number, home and service school system codes, home and service school building codes, and class period.  Class section must be included only if a school has two or more teachers teaching the same course during the same class period.

· Leave a space blank if no data is necessary.  Do not put a ‘0’ or any mark in a space if there is no data for this part of the Excel spreadsheet.

· Check student’s information for completeness and accuracy, especially the social security number and official spelling of the name from the school roster.
· School systems will be notified if data is incorrect and/or incomplete according to these guidelines.
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