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Introduction

This resource is designed for those users accessing the KIDS Assignment System directly. KIDS
Collection System users will interact differently with KIDS Assignment due to the Manage Core Data
Process; therefore, users who access KIDS Assignment directly will see a slightly different interface
than those who access Assignment through Collection.

The KIDS Assignment System is the mechanism responsible for assigning unique State Student IDs
to all students and for storing “core” data about each student. Users are also able to utilize the
KIDS Assignment System to search for, view, and verify data about existing students.

The Assignment System consists of six distinct steps:
Submitting the student data

File Validation

Validating the student data

Assigning IDs

Resolving Near Matches

Downloading IDs
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Registering for Access to the KIDS Assignment System

NOTE: You may want to skip this section if you have used KIDS Assignment before, or if you
already registered for access to the KIDS Assignment System.

Individuals who do not have access to KSDE web applications need to register via KSDE Common
Authentication. Use the following web address: https://apps.ksde.org/authentication/login.aspx.
At this website, click on the “Register” button.

User Login for KSDE Web Applications

Comman Authentication Login

Liawr Marss

Passwaord:

On the Registration page, enter your business contact information (First Name, Last Name, Phone
#, and Email Address). Next, select your organization from the “Organization” drop-down list. Be
aware that the buildings that you have access to depend on what is entered in the “Building” field
on the web applications registration page. If you will be submitting and viewing data at the district-
level for KIDS, select the “All Buildings” option under the “Building” field.

NOTE: Multi-district access is not an option with the KIDS Assignment System. A separate
username and password is required for each district.
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A list of available applications for the building you selected is now displayed. Scroll down to “KIDS
Assignment System” and select the checkbox in the first column to choose that application. From
the Application Access Level column, select the level that is appropriate for you. The following
example displays district-level options since “All Buildings” was selected from the “Building” drop-

[:}IDS Assignment System District/Org Update

down list.

Login ID

Enter a user name and password (login ID). You determine your login ID, but you should not use
spaces. You will also determine your password, but be sure to follow the passwordrequirements
that are shown on the screen.

TIP:  You will need to remember the Login ID, password, security question/answer, and birth
date that you entered. KSDE does not store this information for you.

Please enter a user name and password.

User Name:* Password:*
Please reenter your password:*

Flease enter a password that contains at least 8 characters and at least one uppercase letter, one lowercase letter, and one numbes or special Do not use the S& W, U< or T,

Security Questions

When registering for any application you are required to provide two pieces of security
information. These are used to help retrieve your password if you forget it, or to make any
KIDS Assignment System User’'s Guide Version 12.00



subsequent changes to your login once it has been established. First, enter your birthdate following
the format shown on screen. Second, enter a security question and answer.

IN CASE YOU FORGET YOUR PASSWORD:

Enii your birthdaln, them chooss & quisition 15 which oaly you knger the snswer and which hiss nothing 1o & with your password, B you Kege! your passwond, well wrily you identity by
asking you 1o enber your birthdate and the angets 1o This qeestion

Birthdatn (MMDDYYY):"

Clusation:”

Bewwser (this Geld B cawn semitival

When you have completed all required information on the registration form, click the “Submit”
button at the bottom of the screen.

If all data on the registration form is valid, you will get a message that says “Thank You for
Registering.” The registration request will be forwarded to the district superintendent for approval.
You will receive an email when your access request is approved and your username and password
are ready for use.

Existing Login ID: Individuals who already have access to KSDE web applications can use the
Manage My Account option to add the KIDS Assignment System to their list of applications. As with
all KSDE web applications, the district superintendent will receive a request for approval before
access is granted.

To add the KIDS Assignment System to your list of available KSDE web applications...
= Login on the KSDE Web Applications page.

Click the “Manage My Account” link.

Check the box in front of KIDS Assignment System.

Select your access level (school or district and update or read-only).

Enter your birthdate.

Enter the answer to your secret question.

Click Submit.

My KSDE Web Applications

- i

Directory Updates

Directory Updates - Special Access

Kansas Education Systems Accreditation (KESA)

Kansas Education Systems Accreditation (KESA) - Special Access
KCC Management System

KCC Management System - Special Access

KIDS Assignment System

KIDS Assignment System - Special Access

KIDS Collection

N KIDS Collection - Special Access
T

202N AN

e

M Mgl oA i) S e
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TIP:  If you forget your KSDE web applications password, click on the link that says “Forgot
Your Password?” on the Authentication screen. You will be prompted to enter your

Username. You will then hit “Send Password Reset Token”. A message will be

displayed that states “a temporary link to reset your password has been sent to the
email address associated with the username. (ex: Email Hint: xxxski@ksde.org.) Once
you receive the email, you will click on the link, which will take you to a screen where
you will be able to change your password.

Your request will be sent to the district superintendent for approval. When approved, you will

receive an email indicating that you can access the KIDS Assignment System.

Logging into the KIDS Assignment System

The KIDS Assignment System, like other KSDE web applications, is available on the KSDE Common
Authentication page. To access the KIDS System, enter your KSDE username and password to
https://apps.ksde.org/authentication/login.aspx. You will see the KIDS Assignment System on your

list of approved KSDE applications (example list shown below), and you will need to click on the

application to open it.

Unless otherwise noted, all KIDS Assignment screenshots are copyrights of eScholar
LLC © 2020 All Rights Reserved by eScholar LLC.

My KSDE Web Applications

Manage My Account

© NP RN

Directory Updates

Directory Updates - Special Access

Kansas Education Systems Accreditation (KESA)

Kansas Education Systems Accreditation (KESA) - Special Access
KCC Management System
K Management-Sysiem - Special Access
KIDS Assignment System
KIDSAssigrmentSystem - Special Access
KIDS Collection

KIDS Collection - Special Access

WO B cor b il ot Tl Shinc b mas o ammeinad A e

Log Off

imatn B Bl PP

After clicking on the link for the KIDS Assignment System, you will see the State ID Homepage.

NOTE: Some of the applications may be grayed out. This means that they are either not
active, or that you have not yet been approved for access to those applications.
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Overview of the State ID Homepage

An example of the State ID Home screen is shown below. Your screen may have different Menu
items depending upon your access level.

The “State ID Home" screen consists of two main sections:

e The menu on the left side of the screen contains links that allow the user to uploadbatch files,
search for student records, extract/download various types of output batch files, and exit the
application.

®:: KIDS Assignment

Youjwilliclickionithedrop,down

STATE1DHOWE optionsI(shown)8 pre——

Back to Home

SEARCH MANAGE SYSTEM MORE
Student Review All Batches Change District
Search Input Record

Log Out

by T
Al ~ Al 12 011512023 ] 021472023 =l Upload Date Desc - FILTER RESULTS

p - e - pimmts® ot s o ,.f'%m:f.»  ad® i P . - - s
oy . N - ; y ’ y »

e The lower section of the screen provides the user with functionality to sort and filter submitted
batches, and a list of all batch files that have been uploaded to KIDS Assignment. This list shows
the current status of each batch and the next action to be performed. Buttons in the last column
(“Next Action”) allow the user to continue where he/she left off in the State ID assignment
process.

@i KIDS Assignment

to App List

= STATE ID HOME Eilterdby,

Filtereby, Processing .
Submission Stage, Filter/by/other,
Type options,

Upload Date Desc

‘ State Level [ B0DOO ] ~
prszez 3 pnazez -

No Batches Found.

FILTER RESULTS

Upload Date Desc
Upload Date Asc
Batch Number Desc

Below is a brief overview of each of the functional links in the Menu section.

Assign/Upload File: This link allows users to upload a saved batch file in order to obtain State

Student IDs and/or update “core” student data.
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1.

Download/Batch: This link provides users with the ability to extract and download several types
of output files from the KIDS Assignment System. These output files include:

IDs Assigned
Errors to Fix

Near Matches
Cancelled Batches
Rejected Batches
Fixed Records

Search/Student: This link allows users to search for, view, and verify data about existing students.
Users can search by State ID (to receive the best results), or users can search by a variety of other
student data elements (including first name, last name, etc.).

Log Out: This will simply exit you out of the KIDS Assignment System.

Submitting the Student Data—Uploading a Batch File

To upload a file to KIDS Assignment for the purposes of assigning State IDs or updating “core”
student data, click the Download/Batch link on the main State ID homepage. The file must be
formatted following the specifications for the current version of the system. Please see the File
Specifications for the 2022-2023 KIDS Assignment System posted on the KIDS Documents website.

STATE ID

<= Back to Home

DOWNLOAD

Batch

SEARCH

Student

Log Out

Locate the file on your local computer system by clicking the Browse button

BASIC ~ ADVANCED

Fileto Upload * Choose File
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Browse through the directory structure and choose the directory/folder where your “Assignment”
file is saved.

2. Select the appropriate file and click Open.

@& ChooseFile to Upload x
< v » ThisPC > Desktop > DO101 v |® | SearchDO101 P

Organize v MNew folder =~ [ @

& Ouitck sccess ~  Mame Date modified Type Size
I Desktop |1 DO101_Assignment_File_Dist 9/2/2016 200 PM  Text Documen t 1KB
4 Downloads
|5 Documents
=] Pictures
2016-2017
KIDS Info
Migrant Guidan:

File name: | DO101_Assignment_File_Dist v‘ All File <
oD

Users Guide

3. Once the file path is in the “File to Upload” text box, click Upload. This will upload the batch file
to the KIDS Assignment server for processing.

STATE ID

BASIC = ADVANCED

Fiia to Upload * Ciilsersispalubinsid\Deskop DO 10TID0101_Assignment_Fie Dist et BROWSE

File Validation: First Validation Check

The data validation process begins automatically upon a successful upload of a file to KIDS
Assignment. This is the first of two validations. The first validation is checking the file format of the
batch. This is verifying that the header, trailer, and column widths are formatted following the
conditions in the KIDS Assignment System File Specifications document. If the batch file upload is
successful, you will see the screen below.

Validate Data

08/02/2016 14:08 1382857

In Progress BACK TO HOME

Proceed to the State ID Home screen by clicking the Back To Home button. The next step is
indicated by a button under the Next Action column. The next step in this process may be
assigning State IDs to new students or updating existing students” core data depending on the
action button displayed.
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If the batch file upload is NOT successful, you may see a screen similar to the one below
displaying a failed (also referred to as a rejected) batch:

Batch Error Information - Fil

*The file you sttempted fo upfoad

ors befow and resul
base an "

he Extract & Downlosd Bafch feature. The bafch number ssigned fo this file is 1382658

UPLOAD NEW FILE

NOTE: Use caution when navigating away from this screen because the error message
displayed cannot be retrieved once you navigate back to the State ID Home screen.

A failed file means that the format of one or more records within the batch did not meet the file
specifications. If even one record within the batch doesn’t meet the specific format necessary, then
the entire batch will fail. The example message above indicates that “2 line(s)” were rejected in the
batch. In this example, it was lines 2 and 3 (the first line is always the header). So, the first two
records in this file failed. This means that the two records did not meet specifications. To verify
which records failed, you can view the records that were rejected. Go to the Download/Batch page
and Filter Results for the Extract Type=Rejected. You will need to fix the data errors, create a new
batch file, and submit to KIDS Assignment.

Validating the Student Data: Second Validation Check

Once the file passes the first validation check and is uploaded, then the second of two validations
will take place. The second validation is a data check. This is verifying that the data are formatted
following the Comments/Values indicated in the KIDS Assignment System File Specifications
document. This is not an automatic action and requires you to click on the “Validate Data” button
in the Next Action Column.

If some all of the records within the batch fail, then the Status will contain the message “Batch
does not contain any records to process” as shown below. To view the records that failed, go to the
Extract and fix the data errors, create a new batch file, and submit to KIDS Assignment.

= STATEID
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If the some of the records within the batch are successfully submitted but one or more fail, then
the Status will contain the message “Data Validation Complete. Ready to Assign State IDs.” The
Next Action column will have an Assign State ID button. See the “Assign State ID” section for an
explanation of that process. The only way to know that some records were not successfully
submitted will be to look at the Record Count column. The number displayed there will represent
the total number of records that were successfully submitted. To view the records that did not
pass, go to the Download/Batch page and Filter Results for the Extract Type=Canceled. You will
need to fix the data errors, create a new batch file, and submit to KIDS Assignment.

Assigning IDs
After the validation process, click the State ID Home button. You will see a screen similar to the

one shown below.

On the State ID Homepage, the most recently uploaded batch will be at the top of the list of
batches. To continue processing the batch, click the Assign State ID button under “Next Action”
column.

- w & - =t ] | & i |1 ] I Lo o D i MUTORRERHA TS

s

You will then see a screen similar to the one below:

To proceed with assigning State IDs to new students and updating existing students” core data,
click the State ID Home button.

Assign IDs - B: €

00/02/2016 14:.08 1382857 1D Assignment is in progress. In Progress BACK TO HOME

REVIEWING THE OUTCOME OF ID ASSIGNMENT

Upon completion of the Assign State ID step, the KIDS Assignment System takes one of the
following actions for each record in the file:

1. If there is no matching record in the KIDS Assignment System database for that student record
(meaning that the student is new and does not yet exist in KIDS), a State ID is assigned to the
student and the input student record is added to the KIDS Assignment System database.

2. If the record encounters a “Near Match” or “Duplicate,” the input record is marked as “Waiting
to Resolve Near Matches” and a State Student ID is not assigned. You will need to review and
resolve these records before you will be able to proceed.
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If one or more “Near Matches/Duplicates” records are encountered, then a message like the one
shown below will be displayed on the State ID Homepage in the “Status” column:

T v m v|  owsams | N0 i Upioad Date Dase v

Taft ‘ RESOLVE WEAR MATCHES )

0G202016 1218 Fila 1367081 Doso 0000 Defoult Batch does Not contsin any reconds bo process. Qof1

0e202ME 1318 File 13ema Dos0 0000 Defadl Hear Muiches | Duplicates Found

To proceed with resolving the Near Matches, click the Resolve Near Matches button under the
“Next Action” column heading.

Note: If no Near Matches/Duplicates are encountered, then you will see the final
Assignment action button - “Download State ID” - under the “Next Action” column

heading.

Resolving Near Matches

After clicking the Resolve Near Matches button, you will see a screen similar to the one below.
This screen displays the records in a batch that need to be resolved due to Near Matches being
found. In this example, the KIDS Assignment system has flagged “Trey Jones” as possibly already

existing in KIDS. Near Match records like this one need to be researched and resolved one-at-a-

time.

Batch 1397062

cnes Trey Viiam 2200 MALE Do 8478 Dosoy 1563500 m

Dinplaying 1 -1 06 1

To review and resolve a Near Match record, click on the Review and Select button to the right of
the student record. This will take you to the “Resolve Near Matches/Duplicates” screen where you
will compare the record that you uploaded to KIDS Assignment with the possible “Near Match /

Duplicates” record(s) that already exists in KIDS Assignment.
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This is the Near Match resolution screen. The record at the top of the page is the one that you
uploaded into KIDS Assignment. The student record(s) listed at the bottom of the page represent

the potential Near Match student record(s) that already exist(s) in the KIDS system with State
Student IDs.

This is the student record that | uploaded and needs to
be resolved (needs ID or needs to have core data
updated in Assianment.)

v g~ Batch 1397062 _
Jones Trey W;Iiiam 0812272001 MALE Dﬁ.ﬁm i;dTB 15%8‘86
s T Wtiam cerz2r2001 waLE Dot01 43 NEAR MATOH]
\ CANCEL RECORD ‘ | SELECT ANOTHER RECORD ‘ m @
This row contains the corresponding The match probability and type of match (Near
near match/duplicate records (students Match or Match) reported by the ID asmgnment
with similar demographic information process. This figure represents the likelihood that
already in KIDS Assignment your student matches a student who already
exists in KIDS.

To compare the record to be resolved with a Near Match record, click on the hyperlink in either
the Last Name or First Name fields of the Near Match record (as shown below).

= STATEID

- Batch 1391329

Jones Billy T 082212001 MALE L0501 B478 TTOBGS

=1
&
0

CANCEL RECORD SELECT ANOTHER RECORD m ASSIGN SELECTED

SBT 399 93 [NEAR MATCH - POSSIBLE TWIN]
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You will then see a screen comparing the student record that you uploaded into KIDS Assignment
with the selected Near Match student record. The data that is different between the two records
will be highlighted in yellow to assist you with researching and resolving the Near Match.

This is the record that was just
submitted and needs to be resolved

This is the selected Near- Match
record (already in KIDS)
Assignment

(needs ID or needs core data
updated in Assignment).

Compare

Trey_ \.l:u'.ﬂlam Jones

Trey Willlam Jones
ALl
COMPARE RECORD S

.....
FEET
AT AN

AACELE HARE

]

AT LA i
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T
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TR DO -Topaks Public Schook DN -Erie-Cialusknrg
SCROC AT s ade Desbron Elern 117 12 Dl My f bl
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There are four options on this screen.
e Assign Selected

Create New ID

Cancel Submission

Return to List (of Near Matches)

| RETURN TO LIST | | CANCEL SUEBMISSION

| CREATE NEW ID ASSIGN SELECTED

These options are the same options that are available on the Resolve Near Matches/Duplicates
screen. The buttons work the same when selected no matter which screen you are on. The only
difference is the last button. Rather than a Return to List of Near Matches, the Resolve Near
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Matches/Duplicates screen contains a Select Another Record button.

Please see the corresponding sections in this document to find out more information on the

Assign Selected, Create New ID, and Cancel Record.

3. To return to the previous page, click Return to List of Near Matches.

4. If you cannot determine whether or not your student matches any of the existing KIDS records
based on the record comparison in Step 2, you may need to contact the Near Match student's
school for more information. On the main Near Match screen, you can click on the “School
Code” hyperlink.

School code
Hyperlink

R Tray Hean IR 3R A F £ (AN} ] bl

A pop-up box will display the contact information for the possible Near Match student's school.

(& Student Identifier and Locator System - Internet Explorer - o x

Galesburg Middle School

5. Repeat Steps 2 -4 to compare your student to each Near Match record (if there is more than one
Near Match).

6. Based on your research, you must resolve the Near Match in one of two ways: Assign Selected
or Create New ID

ASSIGN SELECTED:

You will click the Assign Selected button if you determine that the student whose record you
uploaded to KIDS Assignment (and that needs to be resolved) is the same student. In order to
resolve the Near Match, you must “assign” the State ID of the matching student to the record that
you uploaded.
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From the Resolve Near Matches/Duplicates screen:

e The matching student will be one of the Near Match students listed on the bottom of the page.
Select the radio button of the matching student.

Click the Assign Selected button.

A popup window will appear asking if you are sure that this is the same student as yours.

Click OK to confirm that it is or click Cancel to cancel the action.

From the Compare Student Information screen:

The student will be the one in the right column.

Click the Assign Selected button.

A popup window will appear asking if you are sure that this is the same student asyours.
Click OK to confirm that it is or click Cancel to cancel the action.

If you click OK, then the existing State ID of the matching student is assigned to your student, and
the matching student’s record information is logged in the history table. A new State ID is not
created, since both the records were identified as belonging to the same, existing student. When
the user clicks Cancel, no action is taken and the input record will retain its “Waiting to Resolve
Near Matches/Duplicates” status.

CREATE NEW ID:

You will click Create New ID if you determine that your student in the record does not match any
of the Near Match student records. In this case, you will need to assign a new, unique State Student
ID to the student by clicking the Create New ID button.

TIP:  Exercise caution when creating a new ID because if the student already has an ID,
selecting this option will create a duplicate ID for a student

CANCEL RECORD:

Clicking the Cancel Record button is really a “delay tactic.” In this case, no action is taken and the
record is put into a “cancelled records” batch. Users can revisit these cancelled records to resolve
them at a later time after researching the data in their Student Information System. Any cancelled
Near Match student can be sent to KIDS Assignment again through another batch file.

SELECT ANOTHER RECORD:

Clicking the Select Another Record button is a “skip” feature: if there are other Near Match records
to be resolved, then clicking the Select Another Record button will take you back to the list of Near
Match student records. In this case, the skipped record will remain as “Waiting to Resolve Near
Matches” and you must resolve this case later before proceeding to the next step in KIDS
Assignment.

Once all records are resolved, you will be taken to the final Assignment step, which is the
“Download State ID.” Click the Download State ID button to complete the assignment process.
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- Batch 1397062

CATOI0IE 1318 13502 D5} Assigmed 1

TIP:  All records reported as Near Matches must be reviewed and resolved as soon as
possible to facilitate prompt State ID assighment and batch processing.

Downloading State ID

After clicking on the Download State ID button (on either the State ID homepage under “Next
Action” or on the final screen of the Near Matches resolution page), you will see a screen
resembling the one below:

Batch 1402076

0282018 1412 1403078 < File Exiract Complete > 1 @

Clicking on the blue “here” hyperlink will open a dialogue box that allows you to either open or save
the batch file containing all of the records for which State IDs were assigned. This is the final step in
KIDS Assignment.

If you submitted students to KIDS Assignment without State IDs, you will need to save this file and
import it back into your local SIS.

NOTE: You only need to save this file and import it to your SIS if you had NEW students without
State IDs in the batch that you uploaded to KIDS Assignment.

BATCH INFORMATION

A Batch Info button appears beside all batches in the KIDS Assignment system.

= STATEID

?

Topska Publc Schooks [ DIS01 ] )

062002016 1218 File Dosm 0000 Detan 10{s) Assigned Toll DOWNLOAD STATE 10
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To display the status of the batch file and its records, click the Batch Info button. A pop-up window
with four tabs will display, similar to the one below:

2 Student [dentifier and Locator System - Internet Explorer - [m} b

n: Batch 1397062

PROCESSING DOWNLOADS GENERAL

ID ASSIGNMENT COMPLETE
New ID Assigned During Match Resolution Stage 1

| CLOSE WINDOW

This window, the Batch Statistics window, displays where each student record in a batch file is within
the ID Assignment process. Records are grouped by status and ID Assignment stage.

The second window, Processing, displays a time stamp of each step in the ID Assignment process:

& Student bdentifier and Locater System - intermet Exploer - a 4

Batch 1397062

STATISTICS @ DOWNLOADS  GENERAL

Validation Started Q20016 01:18:05 PM
Validation Compliled ORA0016 01 18:05 PM
Upload Compleled 09202016 01:12:05 PM
Assignment Slared 05202016 01-18:10 FM
Assignment Complelad 09202016 01:18:10 PM

Resoive Mear Maich Stared D206 11:54:58 AM

Resolva Mear Malch Compleled  OB29°2016 11:54:58 AM

CLOSE WINDOW |

Each step in the Assignment process except for the initial Upload-to-Assignment step will have a
start date/time and an end date/time.

The third window, Download, displays information about the users who downloaded the IDsfor a
given submission and the time when that download occurred. Each time that someone downloads

KIDS Assignment System User’s Guide Version 12.00



IDs for a particular batch, a new entry will appear in the list:

&= Student Identifier and Locator System - Internet Exploner - (] 4

Batch 1397062

STATISTICS PROCESSING DOWNLOADS GEMERAL

Mo download information

CLOSE WINDOW

The fourth window, General, contains basic information about a batch (as shown below):

2 Student Identifier and Locatar Systern - Internet Explarer — O i

Batch 1397062

STATISTICS PROCESSING  DOWNL C;"l.[}ﬂ

1307062

Fibe

ID CREATION COMPLETE
D050

(DD

WG
User's_guide_010.txt
1

Jester500
Dar2N2016

1

k]

20

21

Default

| CLOSE WIMDOW |

Please note that each batch is assigned a Batch Number. In the example above, the Batch
Number is 1397062. Please have this number if you contact the IT Help Desk for assistance with a
record or batch in the Assignment screens.
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Student Search

The student search is based upon the current information for students who have been assigned
a State Student ID. There are three search options:
Basic Search Advanced Search ID Search

You will click on the “STATE ID" icon located near the left side of the screen. Once you click on
that, your option will be Search>Student.

®: KIDS Assignment

to App List
STATE ID HOME COriega, State Level
<< Back to Home
‘ SEARCH MANAGE SYSTEM MORE
Student Review All Batches Change District N
Search Input Record
Log Out
Al v Al v 017152023 i 0201412023 ] Upload Date Desc v
y, . ». o PO - A » st P atchagese, el W S N - y _ P
¥y y 2

That is where you will be able to make your search option selection. As shown in the photo below,
the Basic Search performs searches for a student using demographic data.

@& KIDS Assignment

to App List

= STATE ID HOME itate Level

Individual Student
BASIC SEARCH ADVANCED SEARCH ID SEARCH
First Name:*
Middle Name:
Last Name:
Suffic

Date Of Birth mmo w4 v oy v
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The Advanced Search allows you to search for a student based on additional fields of student
data. This refines the search and provides fewer results.

@il KIDO ASSIENIMENT

= STATE ID HOME

Individual Student

BASIC SEARCH ADVANCED SEARCH ID SEARCH

mm v oL dd v oLy

< ¢ e e ¢ ¢ ¢«

The ID Search allows you to search for a student by their SSID. If you chose to enter their State ID
number, you will enter their SSID, then click the circle next to State ID. If you choose AliasID, you
will enter their SSID, then click the circle next to Alias ID. This will also allow you to choose from a
drop-down box, next to the Source option. There, you can select: Default, Early Childhood, Migrant,
KBOR, EC Foundations, OWS Part C, and Student Record Exchange.

@& KIDS Assignment

STATE ID HOME

Individual Student

BASIC SEARCH ~ ADVANCED SEARCH ID SEARCH
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Filtering Student: Once a student is located using any of the search options, you will see a
screen similar to the one below.

= STATEID

Individual Student

BASIC SEARCH  ADVANCED SEARCH ID SEARCH

v [ S B
.
e . .

To view more detailed information about the student(s) you can click on either their first or last
name hyperlinks. A page similar below will display:

2wt 10 App List

= STATEID —

Individual Student Information

STUDENT INFORMATION (STATE ID : 6260182828) CREATED OTHO/2006 10:18

NOTE: If you navigate between the different search options tabs, Assignment will “remember”
the values that you entered in your last search. For example, if you search for a student using
the Simple Search option and then try to search using the State ID, the Simple Search tab will

retain the search values that you entered
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Extract and Download Batch

The Extract and Download Batch feature allows you to download files related to the ID Assignment
process. To access this feature, click on the Extract and Download Batch link on the State ID
Homepage (as shown below):

ASSIGN
DOWNLOAD
w
SEARCH « 4' wm . i m
RS | M o B30 E DAAGGE G Upioad Date Desc W FILTER RESULTS
OII016 1318 Fila 1397062 00501 0000 Datautt 1045 Assigned 1081 DOWNLOAD $TATE 1D

The main Extract & Download Batch screen appears below:

You can filter the list of batches using the dropdown menu “Extract Type” and by clicking the Filter
Results button (as shown below):

Topeka Public Schools [ DO501 ] ﬂ
Al v Ds Assigned [V oesaome ] 0303072016 = Upload Date Desc [
0012012016 1318 1397062 Dos0t 0000 D(s) Assigned. 1 EXTRACT RECORDS
09/20/2016 13:12 1397059 DO0501 0000 ID(s) Assigned. 1
Displaying 1 -20£2 PAGE 10F 1

— - — —~ — -

To extract the records from an individual batch, click the Extract Records button (as shown
below—this example is for an IDs Assigned file):
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= STATEID

Topeka Pubbc Schools | 00501 | W

OB202016 1318 1287062 DO501 0000 D8] Assigned i ‘ EXTRACT RECORDS . ADD TO DOWNLOAD CART
T —
OU202016 1312 1357050 o501 D000 IDWz) Assigred i EXTRACT RECORDS
Displaying 1-20f 2 PRGE 1 OF 1

This takes you to the Extract & Download Batch. On this page, you can click the “here” hyperlink to
open or save the batch. Alternately, you could click the Extract Another Batch button to return
Extract & Download Batch homepage and select a different file.

= STATEID

_—

A feature in Extract & Download batch allows you to download multiple batch files at a time, similar
to the “Add to Shopping Cart” feature on many commercial websites. To download multiple batches
at once, you can click the Add to Download Cart button beside each batch that you want to
download. To view the items in your Download Cart, you can click the View Download Cart button.

= STATEND
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The Download Cart provides five options:

1. To download all of the individual batches in one consolidated file, you can place checkmarks in
front of each batch number that you wish to download and then click the Download Cart
button. This generates a file to download that contains all the records from all batches selected.

= STATEID

s - Multiple Batches

DOWNLOAD OPTIONS

Template: eScholar Unig-ID®v2.1

<]

Delimiter TAB

<

Qualifier:

& &

Date Format: mm/ddiyyyy

Include Header/Footer: () Yes @ No

-
= STATEID

s Assigned Extract Type

2. The Download With Options button provides the ability to select the format of the file to
download.

3. To return to the Extract & Download Homepage, click the Back to Extract & Download
button.

4. To remove batches from the Download cart, place checkmarks in front of the batches that you
wish to take out of the cart and click the Remove Selected button.
5. Finally, to clear the download cart and start over, click the Clear Cart button.
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Help Resources

If you have difficulty working with the KIDS Assignment System, please contact the KSDE Help Desk
during regular business hours at (785) 296-7935. By contacting the Help Desk, your questions will
be directed to the appropriate staff member.

If you need assistance or guidance on how to report a specific data element for a student, submit
your questions via email to kids@ksde.org.
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