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Century Code for Notification of 
Placement

• Century Code 15.1-29-14

• (701) 328-1678

• kasteiner@nd.gov

mailto:kasteiner@nd.gov�


Create ND State Login
• Website to create login is: 

https://secure.apps.state.nd.us/itd/ldap/registration.htm

• Most state employees have current login ID

• All Users of the system will need a login name

• Users need login prior to DPI setting up Entity 
information

• Call Kim Vega or Kenneth Steiner after 
Administrative Users are determined

• Contact info page at end of training slides 

https://secure.apps.state.nd.us/itd/ldap/registration.htm�


Student Contract log-in page



Definition of Entities

• Agency Making Notification
– Includes state agencies, private educators, public 

schools….

• Educating provider
– Includes private educators and public schools

• Financial Responsibility
– Includes public school districts  and DPI

• State Responsible students will default to DPI



Screen Shot of Entity Set UP



Role of Administrative User
• Entity – DPI office use

– Contact -DPI office use

• Administrative Users
–Staff Users

• Point of contact 
• Set up staff users
• Calls DPI with changes to entity information
• Calls DPI to add/delete Administrative Users
• Responsible for deleting unneeded Staff Users



Tasks in Electronic 
Contract Program 

• Create & List Notifications

• Create & List Contracts

• Create reimbursements



Login Instructions for Admn Users

• If needed, create your login ID

• Email kasteiner@nd.gov or kvega@nd.gov to 
let us know you are ready to start entering 
notifications. (be sure to include phone #)

• After we have received your email, we will 
contact you by phone to attach your login ID 
to the correct entity.

• Start entering staff users

mailto:kasteiner@nd.gov�
mailto:kvega@nd.gov�


Role of Staff Users

• Create & List Notifications

• Create & List Contracts

• Create reimbursement

• Everything except make changes to entity set 
up and create other users



Screen of User Set Up

Select 
‘Entity 

Users’ to 
create new  
staff users 



Creating a Notification

IMPORTANT: Most 
entities making 

placements will deal 
primarily with  List 

and Create 
Notifications



Important Differences

• Notifying Agency – can enter the student’s 10 digit 
State ID number, or leave blank, if unknown

• The school year for the notification needs to 
be identified.
– Example are 2009-2010, 2010-2011, etc.

– Fall to Summer defines the school year



Parts 1-4 of the Notification Form

• Parts are identical to paper form SFN 18119

• Part 1 – Purpose of Notification

• Part 2 – Student Placement Information

• Part 3 – Residency Determination 

• Part 4 – Notification or Electronic Signatures



Placement Definitions

• Part I Definitions:

• Initial/New Placement – a first time 
notification for student’s placement

• Annual Sept. 15th residency notification-
required to be completed annually

• Change in Educator

• Discharge from placement 



Screen shot of Part 1

The correct school 
year must be 

selected.



Screen Shot Part 2



Screen Shot of Part 3

By selecting the first 
option, a student 
must have a local 

school district with 
financial 

responsibility.

The school 
placed option 

will be 
chosen by the 

local school 
districts. 

IMPORTANT: Options 2 
through 5 indicate a ND 

State Responsible 
Student.  



Screen Shot of Part 4

The user’s assigned 
entity name will 

default to agency 
making notification

Creator of 
notification will 
need to select  

Educating 
Provider and the 
Resident district 

or Financially 
Responsible 

school

IMPORTANT: If you do not 
find  the  entity  providing 

education,  or the 
resident school district for 

financial responsibility, 
please call DPI for set up.



Submit or Save or Void



Email Notification

• Submission

• Voids

• Contract Approvals

• Reimbursement Approvals



Query for Notifications



Additional Information

• Expect to see minor changes
• Contact Information

– Kenneth Steiner, 328-1678
• kasteiner@nd.gov

– Kim Vega, 328-2175
• kvega@nd.gov

• https://secure.apps.nd.gov/dpi/ndteach/sclogin.aspx
– Website for accessing student contract system

• add to favorites 

mailto:kasteiner@nd.gov�
mailto:kvega@nd.gov�
https://secure.apps.nd.gov/dpi/ndteach/sclogin.aspx�


Check List

 Everyone needs a login name established 
with the State of ND – see slide 3 for website

Call Kenneth or Kim to set up entity info and 
administrative users - see slide 23 

Administrative Users can then start entering 
staff users

All may start entering notifications
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