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Correcting Special Ed FTE in Skyward 

Once Special Ed data has been imported from Illuminate into Skyward, FTE values must be 

checked to make sure they match between the two systems.  This document will provide some 

background information on differences between the systems, as well as demonstrating how to 

troubleshoot and correct discrepancies. 

Start with the Basics 

Rule # 1:  All FTE is based on time.  Each year, the State Reporting person in a district must 

submit the Building Clock Hours Report.  This document is absolutely essential for both General 

Ed and Special Ed FTE.  It shows the total amount of time that a student will spend in school 

under normal circumstances. 

The two most important values for any building from this report are the total minutes per day 

and the total number of days in session.  The state requires that any traditional public school be 

in session at least 180 days through the year.  The state also requires that students receive at 

least 1,098 hours of instruction per year.  By using the minutes per day and days per year 

values, a district can verify for the state that they are in compliance with these requirements. 

“Clock hours” is a more generic term that can have different definitions for different systems.  

Here are the definitions for Skyward and Illuminate: 

 Skyward:  In the Calendar Master for each entity, the Average Instructional Time must 

be entered in hours and minutes.  This represents the total amount of time that a 

student will spend in class in a standard week. 

 Illuminate:  In the Site Management area, each site must specify the total weeks per 

year (the total days in session divided by 5), and the total hours per year entered in 

hours only in a decimal format. 

It is absolutely critical that users in both systems understand the difference between these two!  

Below is an example of Clock Hours in both systems to illustrate the difference. 
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T Howard High School is in session 182 days this year, with total minutes per day of 380.  These 

values should be entered into the Clock Hours Worksheet (available on the CISD Skyward 

Training Site).  Here are the correct values for each system from that worksheet: 

 

 Skyward:   
o In the Calendar Master, enter 31 in the first box (for hours) and 40 in the second 

box (for minutes). 

 
 Illuminate: 

o In Site Management, enter 36.4 for Instructional Weeks and 1152.667 for the 
Total Building Clock Hours (note that the last digit may not be seen in the box). 

 
 
Pay attention to the fact that Skyward presents the clock hours in terms of hours and minutes, 

and Illuminate is strictly hours.  *NOTE: 31 hours and 40 minutes is NOT the same as 31.40 

hours!  Now that Clock Hours have been set in both systems, let’s focus on troubleshooting. 

 

http://bit.ly/skywardcisd
https://docs.google.com/a/calhounisd.org/viewer?a=v&pid=sites&srcid=Y2FsaG91bmlzZC5vcmd8c2t5d2FyZHxneDo0NDJkMDc4YTg0NDhmOWMz
https://sites.google.com/a/calhounisd.org/skyward/
https://sites.google.com/a/calhounisd.org/skyward/
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Troubleshooting FTE Discrepancies 

When troubleshooting FTE discrepancies, the first place to check is the Clock Hours in both 

systems.  Follow the previous steps to ensure that both systems have the correct values. 

If the clock hours are correct in both systems, here are some tips to help you determine the 

cause. 

How FTE is calculated: 

In both systems, the Special Ed FTE is calculated by taking the total Program time that was in 

effect on Count Day and dividing that by the building clock hours.  For example, if Student Billy 

is receiving 15 hours per week of Program time in a building that has clock hours of 30 hours 

per week, he receives 0.50 Special Ed FTE (15 / 30 = 0.50).  Regardless of how the values appear 

in each system, the calculation method is the same. 

In Skyward, there is one additional step necessary to calculate the remaining General Ed FTE.  

Skyward calculates the Special Ed FTE, and then subtracts that from the Percent Enrolled (in the 

Entry/Withdrawal record) to get the General Ed FTE.  If you have a student who should be 

receiving less than 1.00 Total FTE, you can change the Percent enrolled to something less than 

100 (100% = 1.00 FTE), but the calculation steps remain the same. 

A frequent problem when reconciling FTE between Skyward and Illuminate is a 0.01 difference 

when everything looks correct between the two.  This is often caused by rounding in one 

system and truncating in the other.  When calculating FTE, Skyward rounds the number, while 

Illuminate simply truncates it.  Here is an example: 

Student Billy receives 5 hours of program time in a building with 32 clock hours per week.  5 

divided by 32 is 0.15625.  When Skyward rounds the number to two decimal places, you get 

0.16, but when Illuminate just removes all the digits beyond the second decimal place, you get 

0.15.  That is your 0.01 discrepancy.  Because Illuminate is the authority on Special Ed FTE, you 

need to adjust Skyward to match that value.  Here is the proper procedure. 
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Starting in the District (000) entity, find the student in Skyward Special Education (Student 

Management  Student Services  Special Education  Student Profile). 

 

When you find the student, the Evaluation information will be in the center of the screen, with 

the most recent Evaluation record highlighted (selected).  On the left side, expand the “IEP 

Information” tab and click on the most recent IEP Date.  This will change what appears in the 

screen.  
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Scrolling down in that screen will display additional information about the IEP, including Start 

and End Dates, Clock Hours, and FTE (both General Ed and Special Ed). 

 

At the very bottom of the screen will be the Placements.  These are the Programs and Services 

being provided to the child through the iEP.  Each placement assigned by the IEP will be listed 

here.  Programs, which count toward SPED FTE, will have the time per week displayed in the 

“Direct” column.  Services, which do not count toward SPED FTE, will have the time displayed in 

the “Indirect” column.  * Please note that this time is in Hours and Minutes! *  All FTE will be 

calculated for state reporting based on the placements in effect on Count Day, so make sure 

you are looking at the records where Count Day falls between the Begin Date and the End Date. 
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In the event that the FTE displayed here (or in the Skyward Membership Report) does not 

match the Worksheet B from Illuminate, you can edit the record in Skyward if needed. * Please 

note that if the difference is only 0.01 FTE, it is probably a rounding/truncation issue and can 

be resolved here.  If it is more than that, the Skyward and Illuminate staff must work together 

to see what other things may be different between the two systems. * 

To correct the FTE, find the record(s) in effect on Count Day, click once on the record to select 

it, and click the “Edit” button on the right.  In the next screen, find the “Direct Time/Week:” 

fields, and change the Direct Time to achieve the correct FTE and click “Save”.  If you need more 

SPED FTE, increase the Direct Time.  If you need less SPED FTE, decrease the Direct Time.  

Generally this should require a change of no more than five minutes for 0.01 FTE, but you may 

need to adjust the time again until you reach the desired FTE.   
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Finally, you may need to adjust the Total FTE being claimed for a student.  Remember that Total 

FTE comes from the Percent Enrolled in the Entry/Withdrawal record in Skyward.  General Ed 

FTE is calculated by subtracting the Special Ed FTE from the Percent Enrolled (100% = 1.00 FTE).  

Full Special Ed FTE will always be calculated first.  

 

 

 

This concludes this tutorial. 
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