
Running the LEA Notification report in the State Database 

1. From the State Database home screen go to Management → LEA and SEA Notification and 

Referral 

2. Then use the drop down options to pick the corresponding Fiscal Year (fy), quarter (fq) and leave 

fiscal month as ALL and limit the notification to only MISSING LEA

 
3. Review the spreadsheet. Check for correct contact information. Also check the main home page 

of the State Database Waitlist for kids age 30-33 months since they are eligible but haven’t had 

their enrollment IFSP yet. Follow up with provider if no IFSP to let them know of the need for 

timeliness, if there is an IFSP signed off, then enter it and add to spreadsheet manually.

 
4. You can directly export the report to excel. Save it to the ASD EED Notifications folder in the 

corresponding Fiscal Year and Quarter sub folders 

5. In Panda Docs there’s an ASD EED Report that looks like this: Purple is ASD, Orange is PIC 

https://picak.sharepoint.com/:f:/r/admin/pgmdocs/ASD%20EED%20Notifications?csf=1&web=1&e=zN8MID


 

Send Panda Doc to ilp@asdk12.org (already set up) with the following example body:  

 Here is the LEA Notification Report from the State DB that covers Q# FY##, covering dates X/XX-X/XX.  

We will continue to publish this weekly and send it to you. 

6. Manually add the current date as LEA notification per the report 
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