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Certified List is on WOW

® You will need to get with your County Contact to give you
access to the Certified List on WOW and show you how to
access.

® You will be able to view edits and certified list record
information, print and enter comments.

® Additional reports will be available to view/print.
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HOME  EDIT REPORT  FILE MAINTENANCE  SUPPLEMENTAL REPORTS  STATUS

CETNNE  certified List Home Page

Edit Report
Welcome |
File Maintenance
Supplemental Reports. You are currently logged in with the following credentials:
Status. USER ID USER ROLE YEAR

Resaurces KRH99999 CLADMIN

R
Personnel

Protessional Instuctions
‘Service Instructions

Important Dates for Cartified List Submission

Gotober 1+ initial 5
Octaber 15 Validation Windaw
Date

Your user ID and the FY you are defaulting to will display. You can use the tabs
on the side or at the top to run the Edit and other reports. Also note the
important dates related to the Certified List on the left.



Certified List Edits
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You must have built and submitted your certified list on the WVEIS side before
you can view the edits here. This report will look for a number of scenarios
and display warnings and errors related to the data in your Certified List file.
Those errors with a red bullet indicate a critical error that must be fixed in
order to submit the final. You must enter a comment for all edits listed before
submitting the final. To change information on your Certified List, you must go
back into WVEIS to Edit/Maintain the Certified List, then submit the file again
from WVEIS. Then you can run the edit list again here.

On this screen, you will select which file to run the edits against, preliminary
or final. The Output options allow you to create a PDF or download to Excel to
print or save. You can choose a location or all locations. Personnel types to
choose from are All, Professional or Service. You have a few choices on how
you want the edit list to sort. You can choose to display the SSN or not. When
you have made your selections, hit submit. The program will build your edit
list. Please be patient as this could take several moments.



Certified List Edit Report
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Edit Report
Edit Report Your report b

Setaction: Gounty: 002 | Location(s]: All| Personnat: All
File Maintenance Sort: Position Cade, Last Mame

Supplemental Reports
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Servies Instrustiens KKK JAMES DALE SPROUSE 002001 1 PElA Code 108 28000 © PEIA Amount Error
R - e e e D Eo ot
e i R R

i Yo oo OLENN JAMES SWEET wzoss 4 pEAcoss 108 20000 ® PEIAAmount Ermor
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The edits will display. Each message is color coded to let you know if the
message is a Warning (yellow) or a Critical Error (red). Click on any part of the
record to display the certified list record and to view options.



Certified List Edit Report
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Edit Report

Setection: County: 002 | Location(s): Al | Persennet: All
ition Code,

FRANCIS JOSEPH SUPER

Social Security Number: XOXXX8 || Employes Name: FRANCIS JOSEPH SUPER | District: 002 | Location: 001

A
Salary: 93,000 « Education Level: R » Years Experience: 42 » Salay Clessificaion: DR » Ceriicate Code: 02 = Cortifcats Type: 4

Nasoral Teacher Coreaton: 3 = Exirs ba * Night Pay: N = Suparvisory Alde: N Sth Coc
P cotneaviscor Finding Source: 1 = AGcou Code: 1100006123211110010000000000 = PEA Amount: 5815.60
v Recoras = Records

No comments on file

Professional instustions

Ecataniane et 00t RONALD . KiTTLE oiza0t 1 PEACods 103 26000  PEWAmountEmor
o0k ELANEAUCEGENSON 002001 1 PEACods 108 26000 @ PEIAAmountError
Important Datés for Cortified List Submission XXX TONYA L. FERGUSON 002-501 1 PEIA Code 108 23500 * PEIA Amount Error
octobor 1+ [— X0 TonvAL. FERGUSON oizsot 2 PEACods 106 23500  PEWAmountEmor
D & brssimgeunAnimpmnl XXX-3 RONALD J. KITTLE 002.001 2 PEIA Code 106 26000 @ PEIA Amount Error
Octaber & et rowurs Dete
October 631 Gerihcation Window xooxs RONALD J. ITTLE 62001 3 PEACeds 106 20000 ® PEIAAmountErmor
November 1 Coruncation Due Dste xooxs JANALYNN MILLER oi2o01 1 PEACods 106 28000  PEAmount Eror
xooxs JANALYNN MILLER o2a01 2 PEAGode 108 28000  PEWAmoum Emor
- Acoticon dae a1 on 3 Sy, Sy
e e et oo JAMESDALESPROUSE 002001 1 PEACods 106 26000 ® PEIAAmountEmor
Lot XXX JAMES DALE SPROUSE 002-001 2 PEIA Code 108 26000 * PEIA Amount Error
00x GLENN JAMES SwEET 2001 1 PEACods 108 6000  PEWAmountEmor
w00t GLENN JAMES SweET 002003 4 PEACoss 106 28000  PEIAmountEmor
xox '

By clicking on the record, a sample of fields of the record display. By clicking
the left icon with ‘I, all information will display. (See next slide)
Click on the same line of the report to go back to just the line listing. No

detail.



Certified List Edit Report
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Employee Details ©)
Employee Name:I:_ District: Barbour (002

)
School: BARBOUR COUNTY SCHOOLS (001) : .
Social Security Number: XXX{-XX Internal County Code: 02
Sort Line Number: 1.00
Years Experience: 42

Sex: Male Days Employed: 260
Ethnicity: White
Birth Date: - Salary: $95,000
Education Level: DR
Position Code: 102
Salary Classification: DR Account Code: 1100000123211110010000000000
Full-time Equivalent: 1.0000
National Teacher Cert: 0 Funding Source: 1
Cert Code: 02
Cert Type: 4 Hours/ Day: 0.000
MU/ EX:
SUPV AIDE: N
EXTP Z12HR: File Status: 1
NITP ZNITE: N Misc. One:
STHYORN: N Misc. Two:
Misc. Three:
PEIA Employer Amount: $9,820 Misc. Four:

Retirement Code: 1 (1=RETI 2=RETII)
Sender User ID: HAT02001
Send Date: 10/09/2014
Send Time: 20:14:10

All information related to this record will display. Click X in the upper right
corner to get out of the Employee Details.



Certified List Edit Report
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Employee Comments

Social Security N s XX District: Barbour (002)
Employee Name: School: BARBOUR COUNTY SCHOOLS (001)

Sequence Number: 1

Show All Comments

Add a comment:

Field in Error Comments (250 character maximum)

Extra Pay

FTE

First Name
Funding Source
Hours per Day
Last Name
Middle Name Add
NTC

Night Pay

PEIA Employer Amount

[ Choose comment ...

Py

Request Override from Office of Finance? (click for yes)

The comments window will pop up by clicking on the other icon just to the left
of the SSN. Select the field in error. You can choose a standard comment or
select other and you can enter your comment in the comment box. Click Add.
If a person has multiple edits, you will need to enter a comment for each one

separately. To close out any of the pop-up boxes, click on the X in the upper
right hand corner.
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EDIT REPORT  FILE MAINTENANCE  SUPPLEMENTAL REPORTS  STATUS

Supplemental Reports
Edit Repart

File Maintenance

Personnel Details Report
Supplemental Reports: FTE, Salaries Report
e Comments Listing Report

Resources §
Edit Report w/Comments on Side

[ R

Personnel

fonsianal Instustians.
Service Instructions
Important Dates for Gartified List Submission
October 1 Initial Submission
Octoner 15

Initial Giosurs Dats

" Wingaw

Navember 1*
T s Certification Dus Date

* Acollaction dato that fails on a Saturday, Sunday,
ar holisay in 8 ghven achool year il s=zur on the
et bus

Logout

Click on the report to print.



Comments Listing
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HOME  EDIT REPORT _ FILE MAINTENANCE  SUPPLEMENTAL REPORTS  STATUS

Comments Listing
Edit Report

Creats Excel Spresdsnstr
File Maintenance

(- Setect Diatrct — 7)) (=iocatom— 7]
e . —

Show 554 on Report? [T icheck if Yes)

i —

[ome]

Supplemental Reports
Status

Resources

Pl covneaistor
Personnel

Service Instructions

impartant Gatus for Certified List Submissian

ion date that fails an  Sunday.
In a givan achoal year will accur on tha
ens day

NOTE: If this website dossn't appear like you expect it 1o, you may be experien

Select Locations, Personnel type and Sorting options. You can also choose
whether or not to display the SSN. You can create an Excel spreadsheet by
clicking the option at the top.
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Certified List

Edit Report
File Maintenance

Supplemental Reports
Status 016301

Change Year

0041213
Pl oeortantDates voasor

October 1 Initial Submission 0241501
indow

(11:59 PM) 04s/020
0471502

074213

Sorted by: Last Name

Commarts tisting

90 Aol beae ARCyacom | Actiiies Cool Math G G AN Ages Wit ww WeD011ipy ot Nican  Costa Wica ot ican o1 (navors  Commpnities

HOME  EDIT REPORT  FILE MAINTENANCE  SUPPLEMENTAL REPORTS  STATUS  SIGN OUT

CET  comments Listing

Betty J. Adkins
Denise Lisa Alken

Salary Classification
Years Experience

PEIA Employer Amount
Centification Code
Salary Classification
Certification Code
Salary Classification
Years Exporience

Salary

Position Code
Code
Years Exporionce

Certification Code
Salary Classification
Salary
Salary

Comment Listing Report

G0 WO t T e e ThAgld 350 Q IE

c JLO|

i, (nd_ Dubs e Fhoes lams Commeniy | st o Aryvhars Coua B Mamites Wi wnviac iah

Funding
eourey Sequence Comment

Other, Batty was off without pay most of FY 201
experionce.

Salary has boen verified and Is corroct.
Application pending at WYDE. ,

Other, Changed position cod to 639 match the
Application pending at WVDE. ,

Application pending at WVDE. ,

Application pending at WVDE. ,
Application ponding at WVDE. ,

Application pending at WVDE. ,

New employes- years of experience verified anc
Salary has been verified and is correct. ,
Salary has been verified and is correct. ,

PEIA is correct. Employee not enrolled. ,
Application pending at WVDE. ,

Leave of absance in PY, years of exporiance cor
Leave of absence in PY, years of experience cot
Application pending at WVDE. ,

Application pending at WVDE. ,

Salary has been verified and is correct. ,

Salary has been verified and is correct. ,

A A A A A AL AL NG

You can click on the Location, Social Security, Name or Field Name tabs to

change the sort of the listing.
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HOME  EDITREPORT  FILE MAINTENANCE  SUPPLEMENTAL REPORTS  STATUS

EET  rorsonnel Details Report

Edit Report
e Y ——
L o T—|

File Maintanance
Supplemental Reports
Status

Resources
o
™

- Certified List of Show 55 on Report? [T (check if Yas)
Personnel
sortty

Profossional Instustions
Instructions

“ A callaction date that falls an a Saturday, Sunday.
in & given schoal year wil accur en the
ens day

Choose Preliminary or Final, Locations, Personnel Type, Sort options and
whether or not to display the SSN. You can also restrict to Position Code
Ranges, if wanting a listing of only certain positions within professional or
service types.



Personnel Details Report
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HOME  EDIT REPORT _ FILE MAINTENANCE  SUPPLEMENTAL REPORTS _ STATUS

Personnel Details Report
Back to selection screen
Selection: 002/999 « All Personnel
Sorted Name
Clese. Cort " Selary FTE Pund Hral 9" Pos Ein Ret NTC Supy Z12 Nie Sth
il Doy =

MAes 224

3

BAIs 224

November 1
(1150 PM) mAts 222

* A collection date that falls on a Saturday, Sunday. o e

o kiay 1 given achoo! year wik corur on e s 224
Pt Dusinass Soy

oA 24

wass 224

MAss 224

¥ %3 $3EEEETTESTSTEEET LS

IEEEEREEREEEEEE]

¥ =

CLADMIN '
KRH99999 PRD

Logout

‘Account Code

1100000111111112040000000000
1100000127111210020000000000
1100000111111111010000000000
£143510212101212040000000000
6143510212101212040000000000
1100000313711115010000000000

100000313481115010000000000
1100000126111211010000000000
6141510111111113030000000000
£188510131211212010000000000
1100000111111211010000000000
1100000111111211010000000000
1100000221301211010000000000
1100000111111112020000000000
1100000111111112040000000000
1100000111111112030000000000
1100000212101113010000000000
1100000111111115010000000000
1100000111111113020000000000
110000012

11213020000000000

This report will display sex, birth date, years experience, salary class,
certificate, salary, FTE, funding source, days employed, education level,

position code, ethnic, retirement plan, PEIA and account code.
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HOME  EDIT REPORT  FILE MAINTENANCE  SUPPLEMENTAL REPORTS  STATUS

CE  Edit Report with Comments

Edit Report

File Maintanance Graste Excer Spresasheat?

Supplemental Reports
Stats

Resources

B oo
griness

Parson Type (ALL

Dont aispiay, snly creste Spreadshest?

#) Son By [ Bosition Code, Last Name

ng a County

5] ShowssNT Yes

Profussional Instuctions
‘Service Instrusiions

impartans Gates for Certifind List Submissian

Inftial Submission

Hovamber 1°
11550 PM)

“ A colisction date that falis on a Saturday, Sunday,
or holiday in & given ucheal year will accur on tha
2y

ng Intermet Explorer

Edit Report with Comments

Multiple Location selection availabls

To satoat
‘acamanal locations by ey ana ciicking an

To select on logatian, y
Iocation desired.

Nots: Pioase Limit your Locations to less than 10 for optimal performance.

wold | sunmn

Similar options as on other reports. This will print the Edits with any

comments entered.
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Edit Report with Comments
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HOME  EDITREPORT  FILE MAINTENANCE  SUPPLEMENTAL REPORTS  STATUS

Edit Report with Comments
e . while th

Setaction: County: 002 | Lacation(s} AN Parsonmal; All
File Maintenance Sort: Position Cade, Last Name

Supplemental Reports

e xxx FRANCIS JOSEPH SUPER 002001 1 PEIACOds 102 26008 % PEIAAMOunt EMor
a0 RONALD J. KITTLE 002001 1 PEACods 103 26000  PEIAAmountError
Resources
08 ELAINE ALICEBENSON 002001 1 PEIACods 106 26000 @ PEIAAmount Efror
30K TONYAL FERGUSON 002501 1 PEACade 106 23500 * PEIAAmount Emor
0003 TONYAL FEROUSON 002501 2 PEACods 106 23500 ® PEIAAmount Efor
- Certified List of 008 RONALD 3. KITTLE 002001 2 PEMCods 106 26000  PEIAAmountError
Personnel 30k RONALD J. KITTLE 062081 3 PEACods 105 26000  PEIAAmount Error
0002 JAMALYNNMILLER 002001 1 PECods 106 26000 ® PEIAAmount Error
Protsssional Instuctions 001 JAMALYNNMILLER 002001 2 PEWACade 106 26000 * PEIAAmount Error
Baniina bnsroesinm KK JAMES DALE SPROUSE 002001 1 PEIA Code 106 26000 * PEIA Amount Error
Important Diraa for Garlifia! List Suberinsion 001 JAMES DALE SPROUSE 02001 2 PEWACade 106 26000 * PEIAAmount Error
000 GLENM JAMES SWEET 002001 1 PEMCode 106 26000 & PEIAAmount Error
nitial Submission
Validation Window 001 GLENN JAMES SWEET 002003 4 PEWACode 106 26000 * PEIAAmount Error
L XXX ANNETTE M HUGHART 002001 1 PEIA Code 108 20000 & PEIA Amount Error
Gertfication Window
- R 001 TERESA R MARSH Go2202 1 PEACds 1M 21008 * PEIAAmount Error
000 TERESAR. MARSH 002205 2 PEACods 1M 21000  PEIAAmount Error
on a Saturday, Sunday, 001 CONSTANGE M. MUNDY 082204 1 PEGCode 41 21000 * PEIAAmoant Error
000 TAMMY M.TUCKER 002203 1 PEMCode 111 20500 & PEIAAmount Emor
001 CINDYLVANGE-SIGLEY 02201 1 PEMGCode 41 21000 * PEIAAmoant Eror
MIGHAEL ANOREW
x00x i o230z 1 PEMCOss 112 21008 * PEIAAmountError
00 DAviD NEFF 0o2303 1 PEMCOse 112 21008 * PEIAAmountErmor
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