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STATE OF ALABAMA 

DEPARTMENT OF EDUCATION 

May 6, 2020 

MEMORANDUM 

TO: 

FROM: 

City and County Superintendents of Education 

Eric G. Mackey~ 
State Superintendent of Education 

Eric G. Mackey, Ed.D. 
State Superintendent of Education 

RE: 2018-2019 College and Career Readiness Dashboard Certification Process 

The window for reviewing, updating, and certifying student infonnation in the College and 
Career Readiness (CCR) Dashboard for the 2018-2019 school year will begin May 6, 2020, 
and end on May 27, 2020. All CCR updates must be completed in InformationNOW 
(INOW) by May 27, 2020, to allow for local education agency (LEA) ce1iification by 
June 2, 2020. Please review the information contained on the CCR Dashboard. Should 
inaccuracies be found after reviewing the information, please make the necessary changes 
in INOW and place the appropriate evidentiary document(s) in each student's cumulative 
record. The attached guide provides additional information regarding the appropriate 
evidence needed to document each CCR update. 

After updates have been completed, please wait two to three days to verify the changes on 
the CCR Dashboard. Once all corrections have been made and verified, please certify the 
information at the LEA level. The deadline for making CCR updates is May 27, 2020, and 
the LEA certification deadline is June 2, 2020. 

Please remember that each person who needs access to the CCR Dashboard must be assigned 
the appropriate role(s) in the Education Directory (Ed Dir) by the district personnel tasked 
with that responsibility. 

If you have any questions or concerns, please contact your CCR reviewer at 334-694-4717. 

EGM/ML 

Attachment 

cc: LEA High School Principals 
LEA CCR Key Program Contacts 
LEA Accountability Coordinators 
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College and Career Readiness Application 
The Process for Updating and Certifying Data 

Graduating Class: 2018-2019 

This guide provides information for updating and certifying student information in the College 
and Career Readiness (CCR) Dashboard on the Alabama State Department of Education 
(ALSDE) Identity Management (AIM) platform. The CCR Application al lows assigned ALSDE 
and LEA personnel to v iew data on past, current, and future graduates who have received 
benchmark scores in the six college and career indicators. 

As you review, update, and verify the information in the CCR Dashboard, please keep the 
following key points in mind: 

• The CCR rate is determined based on the percentage of students in the four-year cohort 
who earned, at minimum, one CCR credential. 

• All changes to a student record are required to be made in the Student Information System 
(SIS) by the appropriate district/school personnel. 

• All student details w ill be updated from the SIS ➔ Accumu lator ➔ Student Data App ➔ 
Cohort App ➔ CCR App 

• The Cohort App determines the student membership in the CCR App. 

• The LEA users wi ll certify their CCR data. CCR data wi ll be locked after the LEA has 
certified its data. Changes in the SIS will not be reflected in CCR App after data 
certification. 

• The ALSDE personnel will review the LEA-ce1tified data and either accept or un-certify 
the CCR data from LEA. 

• The ED Dir positions are as fo llows: 

o College Career Readiness Viewer (Program Key Contacts)---. View 
system and schoo l level CCR data 

o College Career Readiness Viewer (School) ---. View school-level CCR 
data 

o College Career Readiness Certifier (Program Key Contacts) ---. View and 

certify system-level CCR data 

o By default, a ll LEA superintendents and assistants will have access to view 
CCR data. 
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CCR Indicators 

To be college and career ready, a student must earn a credential in at least one of the six 
indicators. The table below provides the requirements and the necessary evidence for each of the 
six CCR indicators. 
1 

I d' C . . c- 'd . ALSDE Pro�ram 
n 1cator nterm .... v1 ence" 

C ontact 
Benchmark 

• Benchmark score on at least one of the Mrs. Maggie 
score on any 

following subtest: English( 18), Reading (22),
• Student Repo1i Q!

Hicks, Assessment 
section of the • School Report
ACT test 

Math (22), and Science (23). Coordinator 

Dr. Michal 
Qualifying Robinson, 
score on an • AP Score of 3 or higher • Student Report Q! Instructi anal 
AP orIB • IB Score of 4 or higher • School Report Services 
exam Education 

Specialist 
• Official copy of student

college/postsecondary

• A minimum of one (I) transcripted
transcript ..Q!

Mr. Sean J. 
College or college/postseconda1y credit while in high

• Unofficial copy
Stevens, 

postsecondary school. A minimum final course grade of"D"
of student Instructional 

credit is required in order for college/postsecondary college/postsecondary Services 
credit to be posted to student college transcript. transcript Q! Coordinator 

• Official grade report
from college/
postsecondary

At least a Silver Certificate (a score of 4 on each 
of the three subtest) 
• Subtests Prior to 2017: Applied Math,

Mrs. Maggie 
ACT Reading for Information, and Locating • Student Report Q!

Hicks, Assessment 
WorkKeys Information. • School Report Coordinator 

Subtests for 2017 and following years:
Applied Math, Graphic Literacy, and
Workplace Documents.

• An official letter from the Dr. Willietta 
Military • The student must enlist in a branch of recruiter stating the Conner, 
Enlistment the military before graduating high student has enlisted in the CTE Education 

school. military. Specialist 
Career 

Mrs. Jennifer Burt, 
Technical 

CTE Administrator 
Credential 

* Supporting pieces of evidence are required to be placed in the student's cumulative record.

Prevention & Support Services Updated 3/20/2020 



Updating CCR Student Information 

There are different instructions for updating CCR data depending on the credential being updated. 
Please refer to the directions below when updating CCR to a student record in !NOW. 

1. Viewing a Student's Current CCR Credentials in the SIS 

To view whether a CCR credential is marked in INOW, please do the fo llowing: 

• Log into the Student Information System (SIS). 

• Open an individual student record. 

• Click on the Custom Tab at the top of the student record screen. 

Print Screen 
Required Fields 
Email 
Email History 
Student locator 
View Assodated People 
Vie\v Households 
Help 

Attendance 
Counsding 
Discipline 
Fees 
Fonm 
Goats Sought 
Grades 
Impact Aid 
Letters 
Organizations 
Requests 
Schedule 
SrhM11lf' M~tri~ 

PrintSaeen .,,.., 
Email History 
Student locator 

• 

View Associated People 
V'i~Househ~lds 
Hdp 

Attendance 
Counselino 
Ofsdoline 

Forms 
Goals Sou9ht 
G.-ades 

Impact Aid 

OrganJZ.atlons 
Requests 
Schedule 
Schedule Matnx 
srnocl Pro0rams 
srrvi:ces 
Standardized T~ 
Textbook 
Transcript 

ftc..--port!. (~) 

Attendance Profile 
Compreheruive Progru:i 
Envdope 
Labd 
Missing A.,.signmcnts 

Profile 
Requiest Vertfication 
Schedule 
Stitndardued Test 

Summary Main Misc I Custom f Contacts Access Addresses sehool 

Per!o-Ofldl 

• Rrst Name: Middle Name: * Last Name: Generation: 

vi 
Preferred Name: • oate of Birth: Age: Phone: M.!zri: 

15/612001 v r1cs_5_s_) 4-o-s--s-s-oo---- ~ , 
• soclal security No.: * Gender: "'Hispanic/Latino: ,..• R,..a_c...,e:_...,,..-,--,,-c-c--,,----,-,------=Ml!!!:==;r 
~-----~ ~I F_en_,_ale __ v~ ) ~!Y_e_s _ ________ v~I !American Indian/Alaskan Native v i 

School Next Year: Expected Graduation Date: Original Enrollment Date: 

'-') B~r•~ac..k~ab~l•=-=-Bl"'ow"-'-H""ig"'h'-'S'-'c"-ho'-'oc..l __ v_,I ~------ - -~ ~--------~ 

" Grade Level: 
12 

Hist *Lunch Code: 

V Free 

Base Cohort Year Hist 

2015-2016 V 

r pedal Instructions: 

Hist D Student Connected to an Active Duty Military Parent 
V 

0 Guard or Reserve Military Family 

D Graduated 

Enrollment Federal Program 

□ Change Remove 

On the Custom Tab screen are the College and Career Ready check marks for that specific 
student. This tab provides a good overview of the CCR indicators a student has satisfied. 
Please note that manual updates in INOW will not update the values of these 
checkboxes. To verify a manual update to a student record, please check the CCR 
Application on the AIM platform. Keep in mind, it takes 24 hours for a change in INOW 
to be repl icated in the CCR Application. 

Summary Mai n Misc Contacts Access Addresses Sdlool Enrol lment F~I Program 

501 (~ ) 

:".!~:':'.•~;'.'.~d~oJ:;:'.1ri:"li::'.l'.'.'bi'."lity"'.:':::==== ~l~st~"'~~~=~•~,Ym~"u'--~ l~~~,~~/e~: 
Accommodations: Date Not Ellqlble: 
~------~ IMM/dd/ yyyy 

Add1bona l Student lnfom1Jlmn 1 ~ ) 

Custodial Informatlo: CustQdlal Doc: Doc Date: 

~-------'v-' ( - I IMM/ dd/yYYV D Uves Out of Zone 

Aft 1tfaYJt ( :e:) 

"'1~=~=~""d'f"=;vyw=
00
=- ~' -~ ~,,e;,wyyyyoate: I □ Residency Affidavit □ Guardian AffidaVit 

Alabama thqh School Gr~vluahon I xam 1_::t) 

0 AHSGE READING ~ AHSGE LANGUAGE ~ AHSGE SOENCE O AHSGE MATH 

0 AHSGE SOCIAL STUDIES ~ AHSGE BIOLOGY 

AYP Data IE:) 

Colleqc .and caret•r Keady l l::) 

A P Attainment m Attainment ACT Attainment D college credit Attainment 

Career Tech Credential Attainment WorkKeys Attainment O Accepted for Active Military 

CRDC t;:'J 
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2. Updating Military and College Credit Attainment Credentials 

These are the two easiest credentials to update. 

\.Ullll)!CIICll ~l~C r t UIJIC>-1 

Envelope 
Label 
l•tissing Assignments 

Profile 
Request Verification 
Schedule 
Standardized Test 
Standards Report Card 
Student fonn 
Student Leiter 

• On the Custom Tab screen (see above), simply click on the College Credit Attainment 

check box or the Accepted for Active Military check box. 

College and career Re.ally 

Colege CredHttamment 

Career Tech Credential Attainment Workl<eys Attainment lil Accepted for Active Militl 

CRDC ~ 

D Non LEA Facility 

3. Updating AP, IB, ACT, and ACT WorkKeys Attainment Credentials 

Print Screen 
Required Acid:; 
Em&/ 
Em ail History 
Student l oca tor 
View As.$odated People 
View Household s 
Help 

Attendance 
Counseling 
Oisdplinc 
Fees 
Fonn, 
Goal!. Sough t 
Grades 
Impa ct Aid 

Lettc" 
Oro.im lzatmns 
Requests 
Schedule 
Schedule Matrix 
School ProgTams 

■ iififfesdrnt 
Tnm5cript 

Attendance Profile 
c.am prehensive Progress 
Envdopc 
Label 
Missing Assignments 
Profil e 
Request VfflficaUon 
Schedule 
Standardized Te:;t 
Standards Report Card 
Student Form 
Stude nt Letter 
Tran.soipt 
Transcript - Landscape 
Two Column Report Ulrd 

To update these CCR credentials on an individual student record, please do the following: 

• Log into the Student Information System (SIS). 

• Open an inividual student record. 

• On the right-side menu on the student record, select Standardized Tests. 

Summary Main Cust om Contacts Aocess Addresses Sd>ool 

• Rrst Name: Middle Name: • Last Name: Generation: 
I v 1 

Aoe: Phone: M.Qr.e 
17 r.ic~ss=s~,~40~8~-s=s=o-c-o-----, 

Preferred Nc1me: • oate of Birth: 
!S/6/2001 

• social Security No.: • Gender: * Hispanic/Latino: • Race: More 

I ! Female v i clY_es~--------v~I j American Indian/ Alaskan Native vj 
School Next Year: Expected Graduation Date: Original Enrollment Oc1te: 

I~ B~r•=•=k=•b~l•=Bl~ow~H=lg=h~S=ch=o=o~l --"'~I ~-------- ~--------~ 
• Grade Level: 
12 

~ • Lunch Code: 
v Free 

Base Cohort Year l:!J.St 
2015-2016 V 

rpedal Instructions: 

t:tig D Student Connected to an Active Duty Military Parent 

D Guard or Reserve MIiitary Fc1mily 

D Graduated 

Enrollmen t Federal Program 

[l 
~ Rrmovec 

Physic.a.I Address ~ 

E2l Same as Malling 

Address Une 1: 
19101 Lake Circle 

Address Une 1: 

Address Line 2: Address Line 2: 

.=C=lty~=-- - ---~ State Province: ;cZl=p~C=od=•~=---~ 
IPs City Alabama v ~l3_66_0_B ____ ~ 

City: State/Province: Zip Code: 

County: Country: County: Country: 
V United States Of America 

~-O_K_~ll~_c_lo_se_~ 
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Print Screen 
Help 

standardized Test 

• Then click on one of the Add buttons to add a standardized test score. 

Assigned Tests 

Name 

□ Alabama Science ... 

□ ACCESS 

□ ACCESS 

□ ACCESS 

□ ARMT+ 

□ ARMT+ 

□ SDE ACT Asuire 

□ SDE ACT Asuire 

□ SDE ACT Asuire 

□ SDE Worfd<e~ 

Display Text 

Alabama Science Asses ... 

ACCESS 

ACCESS 

ACCESS 

ARMT+ 

ARMT+ 

SDE ACT Aspire 

SDE ACT Aspire 

SDE ACT Aspire 

SDE WorkKeys 

Description 

04/09/2012 

04/12/ 2013 

03/31/2014 

03/23/2015 

04/09/2012 

05/06/2013 

05/23/2014 

05/15/2015 

04/21/2017 

10/01/2018 

05 

06 

07 

08 

OS 
06 

07 

08 

10 

Add View Delete 

~ ✓ :X 

Creator Stiff School 

Oafish Oven Middle ... 

Oafish oven Middle ... 

Hallowed Head Inter .. . 

Oafish Oven Middle .. . 

12 Breakable Blow High ... 

fiil ✓· x 
~ View Delete 

aose 

• Then select the appropriate standardized test template with the SOE prefix (either AP, 
IB, ACT, or ACT Work.Keys) and cl ick on the Next button. Please do not select a 
template without the SDE prefix. 

Assign Test 
Tests 

Print Screen 
Help 

1,21 Active Only -Name Dis la Text Descri tion rm1III 

Please select a 
tem plate with the 
SOE prefix. 

0 ACT 

0 CIVIC 

6 ::: 

SDE Int. Baccalaureate 

SDE WortcKeys 

Prevention & Suppo1i Services 

ACT 

CMC 

SDE ACT Aspire 

SDE Advanced Placement 

SDE Int. Baccalaureate 

SDE WorkKeys 

Alabama Alternate Assessment 06 

06 

06 

06 

Once the appropriate SOE 
template is selected, the Next 
button will become active and 
you will be allowed to select 
it. 

Advanced Placement (AP) Scores / 
International Baccalaureate 

06 

cancel < Back --Ne_xt_>_j 
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• Regardless of the credential being updated (SOE ACT, SDE IB, SDE AP, SDE 
WorkKeys), once the Next button (see above) has been se lected, you wi ll be guided to 
enter the corrected credential information. 

• On the in it ia l screen for each SDE template, please enter the test date in the Date Field. 

Please enter the date the 
test was administered 
(TEST DA TE) not the 
date you are updated the 
student record. 

Once the test date is entered , please click on the Create button and complete the requested 
information for each of the subsequent screens. 

Print Screen 
Help 

m Add Standardized Test 
Assign Test 

Name: Display Text: 

ISDE ACT I ISDE ACT ~ --------------~ 
Description: 

cancel 11 < Back II Create 

• To fix an error in a credential record created by the district/school from using the above 
process, select the standardized record type with the error and click on the View button. 
Then fo llow the directions to correct the error for that particu lar test record. 

Assigned Tests 

Tasks @ 
Print Screen 
Help 

Add View Delete 

Reports @ Name Display Text 

StandardiZed Test □ Alabama Science ... Alabama Science Asses .. _ 

□ ACCESS ACCESS 

□ ACCESS ACCESS 

□ ACCESS ACCESS 

□ ARMT+ ARMT+ 

□ ARMT+ ARMT+ 

Select the SD E LJ SOE ACT Asl!ire SDE ACT Aspire 

standardized record to □ SOE ACT As11ire SDE ACT Aspire 

be corrected then click ~ □ SOE ACT As11ire SDE ACT Aspire 
on the View bunon □ SOE WorilK""" SDE WorkKeys 

Prevention & Support Services 

Description 

04/ 09/ 2012 

04/12/ 2013 

03/31/ 2014 

03/ 23/ 2015 

04/ 09/2012 

05/ 06/2013 

05/23/2014 

05/15/2015 

04/21/ 2017 

10/ 01/ 2018 

E'P,1 ✓ x 
ma School 

OS 
06 

0 7 

08 

05 

06 

07 

08 

10 

12 

Creator Stiff School 

Oafish Oven Middle ... 

Oafish oven Middle ... 

Hallowed Head Inter... 

Oafish Oven Middle ... 

Bre 

~ 
Add 
~ 

Close 
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4. Updating Career Readiness Indicator for CTE 

• To update CTE credential in IN OW, please complete the following instructions. If you 
have any questions relating to updating CTE credentials in !NOW, please contact Dr. Julie 
Turner at jturner@alsde.edu. 

c ha lkable 
1 .. 1., .... ,, ... uow 

Enter Username and Password 

Click Login 

C cholkoble 
.. , . . ....... tto.., 

Choose the school in which the credential(s) 
should be entered. 

Prevention & Support Services 

PowerSchool Scrambled 

u.cmarno 

1111 

PowerSchool Scrambled 

O,,g,,w,1 Dog P•lffl¥) 

fnck,t-.C,W t •'9"ft• ~ 

G<'-"c-,t;IN;' GVl'Je l-'t,n11)ry 

Concel H+Miili+E 
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C, cholkoble 

~~~- -- c:..,cc~= •• ~---

c cholkoble 

~ 
~ == ====--=-:r::::.::.. ca. 
i::ic:. 
:c::..111 
.i:i::c::::11 :c:.a. 

Prevention & Support Services 

I-

Search Students by last name, by SSID, or by 

simply clicking search 

...... 

~-. o . 
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''' l~irl •~ l•'f'fl 

I ••J•II•~ fo ~J,, , ...... ~ 
!N,'\ll t l"-1,.,, 
. .,,,i,,..,1, • . 1•,r 
J•-,\ A,.,..,1,,',•J l~•i 
, ..... t~•-i)4J,. 

0'!• 

w 
N1,,~idl•1 

' -""•) 
:i--.11.i.r• ,-

~•tr--,.1~ 
~ho-~J• 
• Jh1/• l>\ ,t111 

..,10,;1• • .,.,n, 

D Edit Student: • Adams1 Les Amos 

Summary 

•Atst Name: 

Les 

Preferred Nall'te: 
[\t Les 

Main 

' Sodlll Secwlty No.: ' Gendo<: 
648·7~·2229 Male 

Curtom 

Middle Name: 

Amos 

' Date of Birth: 
3/ 14/2003 

' Hlsp>nk/lAOno: 
No 

Age: Phone: Mllfl: 
16 (SSS) 491-4310 

'Race: 
v White 

School Next Year: Ex~cd Gr6duatk>n Date: 
New Breakable Bow HJgh School .. 

Orlglnel En,ollmtnt Date: 
D Grodual,d 

l:ilit ' lunch Code: 

Base Cohort Year t1ii1 
2017·20l8 

Special Instructions: 

Pa.a 
tll$l O Student Connected to an ActNe Duty f-Ulltmy PMenl 

D Guard or Reserve M1"tllry Family 

~ Remove 

Phyual Addra;1 tl2fll 

:~.,n .... , 
11.11.-.c,~,t 

r ,V, >.-f !,,., ( 1,,Jr~.t~,._ 

·on,ci • .., .. ,tv,,· f•, o:-,~., 

l • "~'I"• 

'-1-,.,.,'lt ;,>,>J',.••'flh 

r~.,tl.• 

Address Unc l : 
2875 Thomas Jefferson Pike 

Address Une 2: 

City: 
PSOty 

County: 

I r.t) lnlorm.i,t,onNOW (9 1 ll · Moz.b F11• ,o• 

Address Unc I: 

Address Une 2: 

Slale/Provlnc.c: Zip c.ode: CHy: 

Alabama " 36608 

Country: County: 
Uru\cd St4tcs Of Atncnc.a 

X m (i) i hl!p1 a. Je ,,l! chalkoble;nformal!onnow.com 

,,, ',< D Add Student Oed ored Prooram 

□ 

0 * Aa:ti& AddrtsHS 

FJl'St Year C4rnef Ted!: 

2015·2016 

""' ~.J ~ "Aademlc Year: 
l•oli◄• 2020 ... 
....... • Ouster: 

Agrkulture, Food a Natural Resources 

Arts, A/V T edlnology & c.ommi.wcat!ons 

BuSlncss ~I a Adfriniw.ltion 

EduuUon & Training 

Student Co.,n...a 

Second Click on Cluster 

Choose the correct Cluster 

0 Same as Maillng 

State/Provfnce: 

Count,y: 

OK Close 

Sd,ool Enrolltn(!nl C:.reet l ech 

CNeer Tech in Current .oadernlic Yur 

2019 

~ ✓ X 
Add 

OcsMdl·Pl 7 560001 0,000 2015·2016 sou 
- Saamblcd Oof,sh (Mo - S<IIOOI 

J•~' '-,!, , ••• ~~, ... 
l("ljY•i•-. ,.,.,,._,.,., 

'·"t,.-,--...,1,\l 
' ll'CJ,.t, ~ L_.,, •• 4 ' 

' 

1 
o-... I=~ X 

X 

OK Close 

fedenil Ptognim 
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0 ldl Studont D«~r<d Prog~m 

-~""°"'V''~ 
iht<alalnioJI 

Click Program 

Choose correct program 

""lite'_.,,.,,.,_~ .. ~-

'""' 
~ 

t.W,lR-YMa 

ilfi:f . 
.:.··~..,,.,.,: 

<.oP'.-:V', 

,, 
-<......: •Ji! ' 
..,.._"t'i 

; .,-:--3-· t .:... 

Cfal.fh 

~·"~-· ... .,-,y --~~ 

r,. i:• 

,.-....: •-~>.,.. 
-~u · ""j 

a 
a rdit St ud e11I : Ad<HU!,, l1•!, l\mo!l. 

'i11nun;1ry M am ""' 
c..reer Tedi Student Qreer Tedi Oedenlllled 

•t•*i 
. Moodt.u.rf- Food I H,aty@J Bes>Yrccs 

Ms...AI~ I CommuoieHpM 
Government I Pubk Adm!otstatloo 

~ 
·----·- •-.-... - . .. ,. ____________ _ __ ... ____ .,., ,..,.,, __ _ 
·-.. ---·-·---_.,. ___ ,_,_,..,_, _____ . ------~ _ .. _ .... _____ , __ 
-----·---_______ ... , --.. ·•--·---._. ...... _ ~--.. ·-·- ....... _ +--w 

0 -> fun,IIPool 

J\rld~W", 

Fnt Ye;ar Ci.leer Tech: 
2015--£1Jltt 

Cl:!· C 
AorConsuuroon 
G~hrc Atts 
Arm,JA.OTC 

~nier Tedi 

Qreer Tech n Cunent AQdernc Yea, 

... 
~ ✓ X 

F.,.+,5( Ej 

2019 
2020 
2019 

~ ✓ X ... 
Coune,,__ ,_ •. 

tour,eaaaie Coc6e i famed y..,- Tena - . 9c:ho,ol; , 
OesMdl-PL 7 560001 0.000 2015-2016 SEN2 PowerSchool 5mrrbltd 0~ Ovtn MddJt Sd'lool 
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Cnte rt.a 

*Aadenic Year: Start Date: 
~I 2_02_0 ___________ ~-I [os/OB/ 20fa-

Cl,ster: 
•- -Al -
A nculture 

Excel 

HTML 

TIFF /ie 

XML f,!e with report data 

Program: 
- Al -
8uild11g_ Construction 

kiinH:foitiSIU 
~~~".:'1es,gn Te 
Elect~! T echn 
Heam p, Ven 

Click on type of file 

to be, uploaded. 

Scan the file and 

upload the, file, to 

lnformationNow 

to the student's 
file 

Prevention & Support Services 

I 

I ... 
End Date: 
06/ 05/ 2020 

Credentiat 
- Al -
tl(oijd•nf4fi®tfttjt#t4i 
NCCER carpenay Level 
NCCERCore 

Preview Close 

You are now ready to upload the, nc,xt credential. 
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Certifying CCR Data 

The CCR data must be certified at the district level. To certify your system's CCR data, please do 
the following: 

• Log into your AIM account and access the CCR Application. 

• Once selections are made for each field in the default v iew, the screen will refresh and the 
requested student data will be generated. Because you are ce1tifying CCR data for the entire 
system, please select your system's name in the School field. 

• The top half of the screen will provide summary CCR information for your system. Below the 
summary data is the checkbox for ce11ifying the data set. 

________________ _____.;. ___ _ 
cuauc.a 

l1C,,l•,.>N•noi.,_.,., ,..,....,r,wn.-,_,_.o.rwura,.._•11fll• 1 ..... , A•uo .. .,.loa.,_,.._. • .,.-•~., .. - .... ,. l~..,....,..., .... ,.,.,,....,, ... .,......,. . ._.....~~• _.._ o-~r.._......UH--4._..._,.,._.1w.,,..._ ,.. ... ~ ........ --~ .. ""-•it--'ll_......,._,_ •• ",..,,. ..... ............... ~ .. • .. 1t-•-·......,,,,-,_·,.,._ 
-"" 

• To ce11ify system data for the selected cohort, check the certification checkbox and click on the 
Certify CCR button. A message will pop up asking if you are sure you want to certify the data. 
C lick OK to continue or Cancel to end the certification process. 

• Once the data is certified by the LEA, no updates wi ll be applied to the data set. In other words, 
any changes made in INOW to student data after the certification process will not be updated 
in the CCR Application. 

• After certifying the data, if the LEA notices an error in the data set prior to the closing of the 
certification window, please do the fo llowing to reopen the certification process: 

o Email to your system's CCR Reviewer a request to unce1t ify the CCR data submitted 
to the ALSDE. 

o Include in the request the date that the CCR data was initially ce11ified by the LEA. 

• Once this request is processed (an email response will be sent to the LEA), the ce1tification 
process will be reopened and changes entered in INOW wi ll be processed into the CCR 
Application w ithin 24 to 48 hours. 

• Remember to re-ce11ify the CCR data once changes have been verified in the CCR Dashboard. 

• Please be aware that CCR Reviewers do not have the authority to reopen/uncertify CCR data 
after the certification window has closed. 

• If you have any questions/concerns, please contact your CCR Reviewer (this is the same 
ALSDE contact who reviewed your system' s Cohort data). 
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