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Instructions for Using the FTP Site

File Transfer Protocol (FTP) is a language that enables computers to speak to one another.  FTP is used to make files and folders publicly available to share information.  You may choose to open the database and work from the site directly or download the information to the Personal Computer (PC).   Files cannot be moved within or between FTP sites.  Users can move and/or download files from an FTP site to a temporary location on their computer; however, the files and/or data on the FTP site will be updated periodically.  Users should be aware that once the data is moved or downloaded to a personal computer, that data will not be kept current…they should check the FTP site for updates.  
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Open Internet Explorer

In address field type:  

ftp://165.29.215.34
Press Enter

To Open the Database from its Current FTP Location:
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(1) Select the Certification folder by double-clicking the folder. icon.

(2) Double-click the Certification Database icon.

(3) Click the radio button next to:


 ◙"Open from its current location"

(4) Click the OK button at the bottom of screen and the Welcome Screen will open. 

(5) Select the appropriate button to view certified personnel with current licenses or expired 
     licenses.

(6) To access the data once you get to the "Welcome" screen follow the instructions for

      opening the database beginning on Page 4 of this book.
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To Download the Database to your Computer:
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(1) From the "File Download" dialog box make your selection by choosing the option to "Save this file to a disk" radio button and click OK.  
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(2) Once the "Save as Dialog Box" opens select the drive (i.e., C:) and the folder where you want to save the database by clicking the down arrow next to the "Save in" dialog box.  
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(3) After notification that the database has been successfully downloaded, close all open dialog boxes and working screens and return to the desktop.

TO OPEN THE DATABASE:

YOU MUST HAVE "MICROSOFT ACCESS 2000" INSTALLED ON YOUR COMPUTER.
1.
Click the Microsoft Access 2000 icon from the desktop or Click the "Start" button on 

      the toolbar at the bottom of screen and trace to Programs to find Microsoft Access on 

      the Menu.  
[image: image17.png]icrosoft Access - [Inactives_DemoData : Form] MEIE

|| Ble Edi view Insert Format Records Tools window Help

JRETEY

|- BaRy|sme o ®8iTa 8 %x@a- 0

Arkansas Department of Education
Professional Licensure Information for Persons with Expired Licenses

[CEENNENEEY | LowestDegree  [Bacneiors

city [roNEsBORO ~ HighestDegree [NiA

State R Class Description

Gender 3 Years Taught in Arkansas 0
Years Taught Outside Arkansas 0

Race

© maskan  Black " Hispanic Licensure Effective Date 11783

C asian € Hawailan © White Licensure Expiration Date 1231789

Licensure/Endorsement Areas

‘Application Type Licensure Area Area Description Low Grade High Grade

Record: 14| ¢ T Dol of 1

Record: 14 « | T[] of 35537

Find Record

Close Form

|

Form iew

|
st | A @ 5

| 59CD Player-[..| S2Ade_cb28 o..|[€ Microsoft . B Catficaton... | |9 B a13am




2. In the Open dialog box click the drop down arrow in the "Look in" box.

3. Choose the appropriate drive and folder (*i.e., C: My Documents folder) then click on the appropriate database file (Certification).
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Once the "Welcome" screen is displayed, the steps for using the working screen are the same. *  On the following pages are the instructions for utilizing the database.

Welcome Screen

The Welcome Screen data selection buttons:  

To make a selection double click the appropriate button:
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Click this button to view information on all certified personnel, who hold current licenses in the State of Arkansas; view general information i.e. name, address, city, state, zip, effective date of licensure and expiration date, race, degree, experience category, areas of endorsement, and look up the status information (teaching or not teaching).
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2.  To view information on individuals with expired licenses, press the “Open Certified Personnel Screen – Expired Licenses.”  This screen displays information on teachers who have expired licenses, experience category, licensure/endorsement areas, and expiration date of license.

3.   To check expiration dates by selected districts click the appropriate icon.

(A) A dialog box displays asking you to “Enter parameter value”.  

Type in the four-digit LEA number (Example: 0101) and click OK.

(B) Type in the “Expiration Year” (Example: 2002).  The screen below is displayed.



4. Press this button to obtain a list of Certified Personnel by Selected Districts with Licensure Expiration Dates.  This information is the same information displayed in the screen on page 4 but in a report format.


 To check expiration dates by selected districts you must click the icon.

(A) A dialog box displays asking you to “Enter parameter value”.
Type in the four-digit LEA number (Example: 0101) and click OK.

(B) Type in the “Expiration Year” (Example: 2002).  The screen above is displayed in a report format by district.

The following pages include steps on how to move around in the working screens of the licensure database.

 Working Screen

Professional Licensure Information for Individuals Holding Current Licenses

The screen is divided into three basic sections.  

(Section 1) The top half displays demographic and general licensure information. 

(Section 2) The middle section contains corresponding licensure/endorsement areas.

(Section 3) The last section displays a button that allows you to see if and where that individual was teaching in the 2001-2002 school year.

The screen (Section 1) below displays the data available for active or inactive individuals through this system, i.e., (1) name, (2) city,  (3) state, (4) gender, (5) certification effective date and expiration date of license) institution and degree information and  (7) years taught.

Licensure/Endorsement Areas (Section 2) on the screen below depicts the area(s) the individual is certified, an area description, as well as the institution and degree information.  If there is more than one area of certification use the Navigation Toolbar under the Endorsement areas (See chart below) to determine how many areas of certification there are and users can use this bar to move back and forth to the next area of certification.  Instructions for using the Toolbars are on Page 6 of this book.
Teaching 2001-2002 (Section 3) of the working screen displays a button will allow you to view (a) the name of the individual (b) the Local Educational Agency (LEA) number and (c) the Experience Category that shows whether that individual taught in the district last year.



How to Move Around in the SIS Certification Database

To Move from One Field to Another within a Screen:

By default, the cursor will always be positioned in the first field of the database.

(A) Press Tab to move forward one field at a time.
(B) Press the Shift key, hold it down, and press Tab to move backward one field at a time.
To Move from Record to Record:

The "Navigation Tool Bar" (Located at the bottom of the Working Screen) displays the total number of records in the database and the number of the record currently displayed on this screen.  
(1) To move forward one record at a time, click the right arrow.  

(3) To move to the previous record, click the left arrow.  In the example above the left arrow is not 

      available because the first record (number 1 in the white space) is displayed indicating no previous

      records. 

(4) The left arrow with the vertical line moves to the very first record 

(5) The right arrow with the vertical line moves to the very last record.  

(6) In the example above, the right arrow with the asterisk is used to add records but is grayed out 

      because this option is not available to users.

(7) The “of 2653” on the right lets you know how many records are in the database.  



To Locate an Individual:

(1) Place the cursor in the "Name" field 

(2) Type the last name of the individual you want to locate

(3) Click the "Find" button on the right side of the screen ("Find in field "dialog box appears)

(4) From the 

     "Match" field, 

      click the down

      arrow and 

      choose 

      "Any Part of 

       Field."

(5) Click the "Find 

      First Button" on

      the right.

(6) Microsoft 

      Access will 

      locate the first 

      occurrence of 

      the name you 

      typed.  

Remember there

may be more than one individual with the same last and/or first name. Therefore, you may have to click the "Find Next" button to continue the search.

How to Use Filters to Narrow the Search:

When looking for a particular person it may be easier to use "Filter by Selection" button on the toolbar (see figure on next page).  For example, if you have a common "Last Name", using the "Filter by Selection" button to designate a specific city can be shorten your search.

Narrow Search by Selecting a Location:

(1) Click in the "City" field

(2) Use the "Find" to locate the city.

(3) Select the "Filter by Selection" from the Toolbar (Funnel with Lighting Bolt). When a city is selected, the form becomes filtered so that when the next button (right arrow) is pressed on the navigation toolbar the user can view only those records in that city.
(4) The "Navigation Toolbar" at the bottom of the screen displays the number of records that match the criteria you selected. 

(5) To locate the individual you are looking for place the cursor in the "Name" field and click the "Find" button to perform the search.

(6) As a reminder, once a list is filtered either by city or by name, remember to take the filter off.  Click the funnel on the Toolbar at the top of the screen (see shaded funnel button on the above screen shot.

Display Licensure/Endorsement Areas:

Users can view areas of certification for each individual under Section 2 (Licensure/Endorsement Areas) of the working screen. If there is more than one area of certification you can view more by:

(A) Using the scroll bar (Up and Down Arrows) on the right side of the screen or

(B) Pressing the "Right Arrow" on the" Navigation Toolbar." 





Teaching 2001-2002?

To check teaching status of any certified personnel for the current 2001-2002 school year, press the "Teaching 2001-2002" button on the working screen. 

The screen below appears and shows the name of the individual, Local Education Agency (LEA), district/school, and whether they taught in the district last year.


Note:  Blank screen indicates that no teaching information was received for this individual for 

the 2001-2002 school year.
Professional Licensure Information for Individuals with Expired Licenses

The screen below displays information regarding those individuals with expired licenses.  From this screen, you will be able to:

(1) Determine how many individuals in Arkansas have expired licenses.

(2) Look up information on a specific individual by name in a specific city.

(3) Find the areas of certification for an individual and how many years the individual taught in

     Arkansas.

(4) Establish the level of their degree.

(5) Look up the effective date of the license and the expiration date.



Since all of the working screens in the certification database are designed alike, users will be able to utilize the same instructions for moving around in all screens.  

To Close SIS and the Access Application:

Access users can move back and forth from screen to screen; however, to exit the application and return to the desktop you must go back to the "Welcome" screen and press the STOP button.

Follow these steps to Exit the program:

(1) From any of the working screens, click the close button to return to the "Welcome Screen."

(2) Press the STOP button on the "Welcome" screen.


FTP Address: � HYPERLINK "ftp://165.29.215.34" ��ftp://165.29.215.34�


This site is designed for access via a high-speed Internet Connection such as DSL or higher �


Instructions to Access FTP Site Certification & Licensure Information
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Open Certified Personnel Screen – Expired Licenses 

















Close Database and Access





Note:  If this dialog box does not appear after selecting the database icon wait until the "Save as" dialog box opens.  Then continue the process.





*It does not matter whether you connected directly to the FTP site or whether you downloaded the database to your hard drive (C:) the working screen operates the same when you reach this menu.





*Important that you remember where you store the database





Scroll Bar





There are two "Navigation Toolbars" on the Working Screen.  The instructions above describe how to use both.





The first bar is used to scroll through "Licensure/ Endorsement Areas of Certification if there is more than one area of certification for the individual displayed above.





The second bar shows the current record number you are on within the total number of records available.
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Remove Filter Button





"Find Record" button (on the right side of the working screen) is used to quickly locate an individual by typing the last name in the "Name" field.











"Close" button returns you to the "Welcome Screen" where you can click the Stop button to close the application and Exit Microsoft Access.
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Open Certified Personnel Screen – Current Licenses 
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Check Expiration Dates by Selected District





List of Certified Personnel by Selected Districts with Licensure Expiration Dates 





This screens displays information on certified personnel licensure expiration dates by selected districts.
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