ELECTRONIC SUBMISSION SITE DIRECTIONS
 
2014-2015 Annual Report documents are to be submitted electronically using an electronic submission site created by the Ohio Department of Education (ODE). Before beginning the submission process, all completed documents should be saved to your computer. Once you are ready to submit your documents, copy and paste the following address into your browser to access the Electronic Submission Site: http://elsr.education.ohio.gov/ 

At the Electronic Submission Site, you will be asked to provide the following information:
 
In the first section, input the following: 
· Name of sender (the person submitting the documents) 
· IRN (If a document represents more than one district or entity, select the IRN of the district or Fiscal Agent submitting the documents) 
· Email (list the email of the person submitting the documents) 
· Comments (any special comments you wish to make) 

In the second section, upload each document 
Two documents are required; the Annual Report and the Fiscal Site Data Report.
For each document you wish to upload, complete the following: 

STEP 1: Select the document that you wish to submit by clicking on Browse and selecting the name of the document you saved to your computer. For example, if you are submitting the cover page, you may have named the Annual Report, ABC district Annual Report. Select that file and then click ok. 

STEP 2: Next, select the Document Type by clicking on the pull down tab. You will see the document types listed. Select the type of document that you are submitting. For example, if you are submitting the Annual Report for your district, select the Document type “Annual Report.”
 
Repeat these steps 1 and 2 for the Fiscal Site Data Report

STEP 3: Select Upload files. A screen will pop up with the IRN number and name of district that represents that IRN number you have selected as well as the number of documents that you have uploaded to submit. If this information is correct, select ok. An email will then be sent to the email address that was provided in the first section confirming the documents that you submitted. 

Please note that if you make an error or forget to add documents, you may go back to the submission site and add any additional or corrected documents. Just make a note in the comment box. ODE will use the most recent submission or contact you for clarification. 

[bookmark: _GoBack]If you have any questions about the Electronic Submission Site, please contact ELSR@education.ohio.gov or (614) 466-8668.
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