Instructions for Copying an Arkansas Consolidated School Improvement Plan (ACSIP)

into the FTP Server of the Arkansas Department of Education

(Note: Prior to using the ADE’s ftp server, school improvement plans 

should be saved as “Word documents” 

in the “C drive” of the school district’s computer.)

1. From a computer connected to the Internet, open the Internet Explorer (Version 5.5) browser.   If the computer does not have this version of Internet Explorer, it can be downloaded from www.microsoft.com/windows/ie/default.htm and click on the "Download Now" button.   District or educational service cooperative technology specialists may be able to assist the user if help is needed.

2. Type ftp://165.29.214.17/  in the Internet Explorer 5.5 Version browser “address blank.”

3. Press “Enter.” 

4. When the ftp server opens, it is recommended that this ftp address be added to “Favorites” for future use.  This is done by selecting the browser’s "Favorites" in the pull-down tool bar at the top of the page.  "Add" the ftp site to the user’s "Favorites" to expedite future connections.

5. The ftp server page will open to a “Login” screen.  Enter the school district’s user name and password in the appropriate blanks and press “Enter.”  (The school/district password is being mailed to the principal of each school as well as the superintendent.)  Contact the School Improvement & Instructional Support Unit, ADE, at 501-682-4231, regarding questions or problems related to School District ftp passwords.

6. When the server appears, use the “Edit” pull down to “Copy” (not “Cut” or “Move”) the Word document file (the school user’s ACSIP plan) from its location or storage point in the school district user’s computer (C drive, etc.) and … 

7. “Paste” the Word document file into the district's folder on the ADE’s ftp server.

8. “Exit” the ADE’s ftp server.  

9. School district personnel will be unable to read the file after it has been deposited in the ftp folder.

ACSIP Plan Revisions

· To revise a school/district plan, make changes or amendments to the plan at the school/district site, then resubmit the revised plan in its entirety with a new file name through the ftp server.   “Rename” revised plans according to the version of the revision.  For example, if the school district’s Word file was named, “Smith Elementary” (original plan), the first revision of the plan would be named, "Smith Elementary Rev 1 for” . . . which area of the Arkansas Department of Education the plan was revised.  For instance, “Title 1” or “Title 6” or “SIP” or name of unit for which the revision is required.  

· Sample revised plan complete file name: “Smith Elementary Rev 1 for Title 1”

· Once any plan or revised plan is deposited in the ADE’s ftp server, the school user will be unable to access or read the file from the ftp server.  A file (plan) deposited in the ftp server will be a copy of the file still held by the school user.

