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The CRDC submission was updated with reporting School Year 2020-21 to be a flat file import into 
the submission system.  Please visit the CRDC website for Excel Template and Submission 
Uploading instructions.   
 
The CRDC Excel Data Collection Template LEA Form and CRDC Excel Data Collection Template 
School Form are both created & exported from ClassMate using the CRDC – Civil Rights Data 
Consolidation module (CRDC1_MTB).    
 

The export process pulls ClassMate Archive Data from sites prior school years to consolidate data 
and create the required templates.  These templates are created in the required “CSV (COMMA 

DELIMITED)” format and can be accessed in the M:\ClassMate\Export\CRDC folder.  After exporting 
the files can be downloaded to a local drive for use in importing into the CRDC data collection 
submission system.   
 
NY Customers ONLY report for AltEd and SE location students 
 

➢ Setup:   
✓ Base Data > Location/Building/Room Management module 

▪ NY Customers setup open module > select Location > Type field then choose 
appropriate AltEd or SE selection from dropdown > Save 
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▪ Select Campus > CRDC tab  
• CRDC/NES LEA ID field needs to be completed to populate the LEA_ID 

filed in the CRDC LEA Submission template  
• Make any additional selections necessary for your Campus 

 
▪ Select Campus > CRDC COVID tab  

• Make any selections necessary for your Campus 
 

                        These selections will not affect any other modules, reports, or state reporting. 
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▪ Select Location > CRDC/NES SCHOOL ID field needs to be completed to                                         
populate the SCH_ID filed in the CRDC School Submission template 

• If you have multiple locations this will need to be completed for each 
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➢ Compiling Data: 
✓ State Reporting > CRDC - Civil Rights Consolidation module (CRDC1_M) 

1. Open module > select reporting prior Calendar Year from dropdown  
• As of Date:  defaults or adjust by selecting date from dropdown 

2. Location(s) – if multi-location can select individually or all that apply  
3. Click Blue (>)Run button at top of module to begin process 
4. During the consolidation process, the system will display green and red 

checkmarks next to sections listed at bottom of the screen.      
• The Green check marks indicate sections that ClassMate captures 

data to report and Red checkmarks indicate data is NOT PROVIDED, 
or maintained by ClassMate (sections not currently supplied listed below:) 

o SAT and AP Exams 
o School and School Support Staff 
o Restraint and Seclusion 
o School Expenditures 
o Justice Facilities ONLY 

5. Consolidation Complete.  Run Report box will display when process is 
completed > Click OK 

6. Select the Export option at the top menu > Create Export File to display the 
EXPORT button to create/export the CRDC LEA Submission and CRDC School 
Submission templates 
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7. Click Export to begin file creation 

8. Export Complete will display when templates have been exported 
> Click OK 

9. Open File Explorer and navigate to M:\ClassMate\Export\CRDC folder to 
download your CRDC LEA and School Submission files  
 

 
 
The ClassMate CRDC report is still available to assist with data review, and only generates for certain data 
contained in ClassMate.   The report can be run from the top of the module by selecting Report or by 
navigating in ClassMate to Reports > System Administration > 2017-18 CRDC Report (CRDC1_R) 

 


