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Part I: Introduction

Welcome to the Kansas Individual Data on Students (KIDS) system! Whether you have been
involved with KIDS in the past or are brand-new to the KIDS system, the Kansas State Department
of Education (KSDE) wants to be sure that you have information and resources to make the
submission of your school’s KIDS data run smoothly.

If you are a “veteran” KIDS user, then this manual will serve as a reference that you can use to
review the increased functionality of the KIDS 2018-2019 system.

If you are a new KIDS user, then this manual will give you a jump-start on the basics of the KIDS
Collection software system before you begin submitting your school or district’s student-level data.

Part II: About this Manual

This User’'s Guide will describe how to:

o Upload an SIS Collection Export file into the KIDS Collection System;
Navigate the main Collection System Batch History page;

o Complete the Manage Core Data process to update core data on student records in
order to obtain State IDs for new students, update student data, and/or claim a student
from another school and to resolve any near-matches found in the system;

o Download and process the View Data Errors file. This file contains error records that
need to be corrected in the school or district’s SIS and resubmitted to the Collection
System;

o Search Core Data in the KIDS Assignment System from within the Collection System;
and

. View and run the various KIDS Reports.

We have also included some notes and tips that highlight important topics.

INOTE: The “Notes” box will mention items that require special attention. |

TIP: The “Tip” box will contain recommendations and/or “shortcuts” as the user works
through the KIDS Collection System.




Part Ill: Important Terms

Are you new to the vocabulary of KIDS? Don’'t worry—KSDE has created a glossary of terms in
the next few pages to help clarify words and phrases that may be unfamiliar to you. Please take

a minute to review these important terms before continuing:

Output Files at
the end of this
document for

Term Meaning
The Assignment System stores “core” demographic data about each
Assignment student. Users may access the Assignment System via the “Search Core
System Data” link through the Collection System. Users are able to manage the
core data (via the Manage Core Data screens) stored in the Assignment
System without leaving the Collection System.
Different types of batch files are used in the Collection System. In the
definitions, the term “input” is used to refer to files that are loaded into the
Collection System, and the term “output” is used when the file is created
Batch File by the Collection System. The batch files are:
1. SIS Coallection Export file — This input file is uploaded from your
(Refer' to school’s local student information system (SIS) to the Collection
Appendix A: system, and it contains the student records.
Input and 2. View Data Errors file — This is an output file that the Collection

system may create if there are errors in any of the student records.
Error messages are included in this file so that the user knows
what data to correct in the school’s local SIS. There are twotypes

~_more of errors: data errors and “mismatch on student element” errors.
information 3. Retrieve Core Data file — This is an output file that contains the
about the files core data for the student records for which the process
that are automatically created a new SSID. If no SSID is submitted on the
uploaded to and student’s record and the system locates an existing SSID in the
downloaded system for the student, it will return the SSID to the user. Schools

from KIDS.) should ensure that they have these SSIDs in their local system.
4. QERY Results file — This is an output file that contains any student

record results from the submission of a QERY record type.

Cancelled In the Manage Core Data process, records may be manually or
Records automatically cancelled if there is a data error, or if the school/district

needs to do additional research on Near-Matches before updating data.
An error file is created in the Collection System if and when incorrect /
View Data incomplete / missing student information is identified on the SIS Collection
Errors File Export file. Errors in the student records must be corrected in the local

SIS, re-exported as a batch file, and re-uploaded to the Collection System.

Header Record

The first row on each SIS Export file. The header record must conform to
a standard format (which is published in the KIDS File Specifications
document). The header record contains data about the date, time, version,
and format of the batch file.




Manage Core
Data

When the Manage Core Data button appears in the Collection System,
the user will need to manage core data by reviewing and resolving near-
matches found in the Assignment System.

Near-Matches

Near matches occur when the KIDS system, based on probabilistic
methods, determines that a student submitted may already exist in KIDS.
Rather than assign multiple State IDs to the same student, the Assignment
screens ask the school/district to research and resolve any potential Near-
Matches via the Manage Core Data process.

Reports

This is information that will be exported to Microsoft Excel where
additional features are available to manipulate data. The data allows for
comparison of data in the SIS.

State Student

A unigue number that is assigned to each student attending an accredited
school in Kansas. This number remains with the student for his/her entire
PK-12 career. If a student moves between schools or leaves Kansas

ID (SSID) altogether and then returns at a later date, then that same unique number
is reassigned to that student.
A software program that administers and maintains student information,
Student . .
: such as enrollment, scheduling, attendance, accounting, and grade
Information . o ; o ,
reporting, for that district/school. This software is installed on the school’s
System (SIS)
local network and computers.
SIS Collection | The file generated by the school/district SIS, that is then submitted to the
Export File KIDS Collection System for processing.

Trailer Record

The last row on each SIS Export file. Like the header record, the trailer
record must conform to a standard format which is published in the KIDS
File Specifications document. The trailer record contains data about the
number of records in the batch file.




Part IV: User Levels

School-level access is usually for data entry staff, administrators, and program staff who are
submitting and/or viewing KIDS data only for their school. District-level access is for data entry
staff, administrators, and program staff who submit and view KIDS data for multiple schools within
the same district. Multidistrict access is limited to service centers or other entities that submit KIDS
data on behalf of multiple districts.

“Write” access is the most common form of access, and allows the user to both work in the
application and view reports generated from KIDS data. “Read-only” access does not allow the
user to interact with the application (i.e., upload batch files), but allows the user to view the data
and reports contained in KIDS. Also be aware that the types of reports that you have access to
depend on your access level.

User Level

Defined Roles/Responsibilities

School Write

Has write access to upload SIS Collection Export Batch Files of KIDS
records for the building for which he/she is responsible.

Has write access to obtain SSIDs, to resolve near-matches via the Manage
Core Data process, and to claim students from other Kansas schools for
the building for which he/she is responsible.

Has read access to KIDS Reports for the building for which he/she is
responsible.

School
Read-Only

Has read access to KIDS Reports for the building for which he/she is
responsible.
Search Core Data

District Write

Has write access to upload SIS Collection Export Batch Files of KIDS
records for all buildings in the district for which he/she is responsible.

Has write access to obtain SSIDs, to resolve near-matches via the Manage
Core Data process, and to claim students from other Kansas schools for
buildings in the district for which he/she is responsible.

Has read access to KIDS Reports for buildings in the district for which
he/she is responsible.

District
Read-Only

Has read access to KIDS Reports for buildings in the district for which
he/she is responsible.
Search Core Data

Multidistrict
Write

Has write access to upload SIS Collection Export Batch Files of KIDS
records for buildings in the districts for which he/she is responsible.

Has write access to obtain SSIDs, to resolve near-matches via the Manage
Core Data process, and to claim students from other Kansas schools for
buildings in the districts for which he/she is responsible.

Has read access to KIDS Reports for buildings in the districts for which
he/she is responsible.

Multidistrict
Read-Only

Has read access to KIDS Reports for buildings in the districts for which
he/she is responsible.




Part V: Registering for Access to the KIDS Collection System

Individuals who do not have access to KSDE web applications need to register. Use the following
web address: https://online.ksde.org/authentication/login.aspx. At this website, click on the
Register button, as shown below:

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

On the Registration page, enter the required information. Be aware that the buildings and districts
that you have access to depend on what is entered in the “Organization” and “Building” fields on
the web applications registration page. For example, if you will be submitting and viewing data at
the district-level for KIDS, select the “All Buildings” option under the “Building” field.

User Login for KSDE Web Applications

Commeon Authentication Login
User Name:

Password:

Forgot Your Password?

KSDE applications support the following browsers: for Microsoft Windows - Internet Explorer {IE) IE 10, IE 11 when run in compatibility mode; for Macintosh - Firefox v27 to
v44.0

MNeed help?Click on the help icon for a series of Flash tutorials about the User Login.

New User Registration

t yet registered fo have an individual login and password for accessing KSDE web applications, click here to register.
S—



https://online.ksde.org/authentication/login.aspx

KSDE User Registration Form
Back to Login Page

* Indicates required field.

Please enter your business contact information:
First Name:* Last Name:*

Phone #:* Email Address:*

Ease scrmg the organization and building that you belong to:*
Organizatiory USD 385 Andaver

Please enter a user name and password. % :
. i Andaver High
User Name: Password: Andover Middle School

] Building: | Z* Please select a building ™ [+
*** Please select a building ****

.ﬁ..ndo.ver Clent.ra.l. Hi.gh. School
Andover Central Middle School

Cottonwood Elementary
H Meadowlark Elementary
Please reenter your password: Robert . Martin Elementary
Sunflower Elementary School
Wheatland Elementary

ord that contains st least B characters and at least one uppercase letter, one lowercase letter, and one number or special character

IZIKIDS Collection 2019 District Read-Only -
District Write -
LCP System District Update
P P P ik
TIP: Do not use spaces when defining your login ID. When creating your password keep

in mind the password requirements shown on the screen. 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.

When you have completed all required information on the registration form, click the “Submit”

button at the bottom of the screen.
=)
o |

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.

{

Individuals who already have access to KSDE web applications can use the “Manage My Account”
option to add the Collection 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 Collection 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 Collection 2019

Select your access level (school or district and read-write or read-only)
Click “Submit”

Click a link below.

A LANC A coianmnapt Cyctors

KSDE Web Applications

2 KIDS Collection 2019

Manage My Account

Logoff

Your request will be sent to the district superintendent for approval. When approved, you will
receive an email indicating that you can access the Collection System.

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. (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.

Part VI. Logging into the KIDS Collection System

The KIDS Collection System, like the other KSDE web applications, is available on the KSDE
Authentication page. To access the KIDS System, enter your KSDE username and password on
the KSDE Web Applications page (https://online.ksde.org/authentication/login.aspx). You will see
the Collection System on your list of approved KSDE applications (example list shown below),
and click on the application to open it.

Click a link below.

A LAV A o oo st Cct o

KSDE Web Applications

2 KIDS Collection 2019

Logoff

Manage My Account

NOTE:

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



https://online.ksde.org/authentication/login.aspx
mailto:xxxski@ksde.org

Part VII: “Tour” of the KIDS Collection System Home Screen

Below is the Collection System Home page. The Collection System Home page consists of a
number of links that help users submit and interact with their records.

This page is divided into two sections: The Home screen and the Navigation Menu. The
Navigation Menu contains links that allow you to get back to the main Collection Home screen,
view the Batch History of all the batches that have been submitted, upload SIS Export batch files,
search core data in the Assignment System, and view reports.

Clicking on “Return to App List” will take users

back to the list of KSDE applications they are

approved for. User account and
access information bar

Production Mode Mon, Jul 11 2016

Building: | Disuict Level

Home

Here is a notification.

mx Upload i Te——
el News and
er announcements

Navigation Menu

Saarch Cora Data ____—~

NOTE: The “Logout” link provided on all screens (in the top left corner) allows the user
to exit the application at any time.

The KIDS Collection Home page you see when you access the system may differ slightly from
the image displayed in this guide based upon your type of access level (read-only or write access),
building access (building access, district access, or multi-district access) and announcements
posted at that time.

District Users are able to view all
buildings or select specific buildings
in their district via a drop-down menu.

—Return to App List Production Mode
HlLogout Building: |District Level /

_ Pom— Home

Batch History

ﬁirrh Llolood

Here is a nofification.

Part VIII: Navigation Menu

The following is a snapshot of the Collection System navigation menu and each of its functions.



Clicking on “Home” on any subsequent screen in the
application will return you to the KIDS Collection
Production Mode Home page.

Clicking on “Batch History” will allow users to
. view previous batch files uploaded containing

itduction Mode

Building: [Distret 1 == KIDS records.

Hinm

Return to App List

i jLogout

= Home

Batch Histary

Clicking on “Batch Upload” will allow users with “Write
Access” to upload batch files containing KIDS records.

Batch Upload

Here is a notification.
= Reports

Standard
POR — .
S0t Clicking on “Reports” will take you to the Reports page
— where you are able to generate various reports.
Accountability
maT Clicking on “Search Core Data” will allow users to search
stutert Course core data stored in the Assignment System.
Quabfied Admissions
Mode Selection
Search Core Data Clicking on “Mode Selection” will take you to the screen

to select either Production or Validation Mode.

TIP: You should not use the “Refresh,” “Back,” or “Forward” browser buttons with the
KIDS Collection System. There are links on every page that allow access to other
screens.

A. Batch Upload

On the Navigation menu, click the Batch Upload button to start the process of submitting your SIS
Export file to KIDS (as shown below).

User: KidsTrainers  District: D0111{Doniphan West Schools) Building: 0000 Access Level: District Write

TRetrn to App List Production Mode v12.0 Mon, Jul 11 2016
BlLogout Building: | District Level v

= Home Home > Bajsleipiown ) Bottom ot Page
s File topload: | Choose File | No file Jhos »
Batch Upload

= Reports
Standard

PBR

On the Upload Batch page, you will then be asked to search for your SIS Collection Export file,
which you previously saved on your local network or computer. Locate the saved file on your local
computer by clicking “Choose File” (shown above) to see your local computer system’s directory.
Browse through the files and folders and locate the directory/folder where the batch file is
saved. Choose the file that you want to upload to KIDS Collection, highlight the file name with
your curser, and click “Open” (as shown on the next page).



(& Choose File to Upload

@L,/" v ENRL = | 42| search ene
Organize v New folder =~ 0 @
- Favorites it Mame : Date modified Type
L
Bl Desktop . ENRLAssignment8274_001 6/6,/2012 3:01 PM Text Document
4 Downloads | ENRLAssignment8275_002 6/6/2012 3:01 PM Text Document
12| Recent Places | ENRLAssignment8276_003 6/6/2012 3.01 PM Text Document
| ENRLAssignment8277_004 6/6/2012 3:01 PM Text Document
4 Libraries L | ENRLAssignment8273_005 6/6/2012 3:01 PM Text Document
3 Documents
,—J’. Music
= Pictures
E Videos

1% Computer
&, 0sDisk (C3)
5® cortega (\isvfs15597 users\fas\it) (H:)
5 Projects (P:)

¥ Temp (R:) -4 T
File name:  EMRLAssignment8274_001 b M
Open ]) Cancel
TIP: For tips on haming and organizing SIS Collection Export files (batch files), please

refer to Appendix C: Best Practices later in this manual.

Once the file path to your batch appears in the “File to Upload” text box, click Upload (as

shown below). This will upload the selected batch file to the Collection System server for
processing.

M(TD034) Building: T034{T034) Access Level: School Write
Production Mode
Home > Batch Upload

File to Upload: P:\KIDS\KIDS Collection! [




Depending on the size of the file and the volume of activity on the server, you may need to wait
while the batch is processed. A status of the process is displayed on the Batch Upload page.

= Home Home > Batch Upload
Batch History File to Upload: Upload
Batch Upload

Upload Complete - The grid below will au Status of the batch process 5.
Mode Selection

Batch History

Search Core Data

Batch ID Batch Status

Records (Processed / Errors [ Total) Uploaded File
All processing is completed successfully |0/ 5/ 5

EXIT Training.txt

The message section on the screen will indicate if the file uploaded successfully to KSDE'’s server.
If there are errors while uploading, they will be shown in detail (and in red print) in the message
section. In the example below, the message section indicates that in the upload five records were

uploaded and all five had errors. The batch may be checked by clicking on the Batch History
button or link (shown below).

HlLogout Building: | District Level

= Home Home > Batch Upload

7} Eotiom of Page
Batch History File to Upload: | Choose File | No file chosen [ Upload |

Batch Upload Upload Complete - The grid below will auto-update to show the processing status.
= Reports

PBR

pawn 1w Batch Status

Records (Processed [ Errors [ Total) Uploaded File
Has been uploaded and is available for processing|0/5/ 5 c:\windows\system32\inetsrv\ASGT Training2017.txt
———

5066

NOTE: The fact that a file uploads to the Collection System does not necessarily mean that

there is no more work to be done. The user must click the Batch History button to

view the details of the batch and see if there are errors to resolve or core data to
manage.




User: KdsTraners  District: D0101(Ena-Galeshorg)  Building: 0000 Access Level: District Winte

B. Batch History

The “Batch History” page displays a list of all batch files that the user has uploaded into the
Collection System. This list will show the current status of each batch and can be filtered by a
date range. The detailed file information appears at the bottom of the Batch History Page.

Users are able to provide a date

=Snitin o Ap L Production Mode
Blogout Building: Distact Lol v
~ o Home = Batch History

Balch History View Previously Uploaded Files with the fol!~
Batch Upkaad From: [1vimz0ne

range to filter which previously
uploaded batch files will display Wied, Dec 17 20°
in the bottom section of the
Batch History page.

P

B e L AN Clicking on the
Standond Batch ID Link - o 7 .
e Help” link provides
200 Upload Date/Time  Batch 1D Disto T weaich Status Total) 2 A access to resources
Ae—heRs 12/08/2014 11:51 AM | 36767 0101|0000 | All processing is completed 0/14/14 Testeri01 || for Sme|tt|ng KIDS
Deseropandies | | | successfully
Hccoantabity 12/08/2014 11:43 AM|36766 | DO101 (0000 | All processing is comploted lof1/1 | Testero101 records.
g | successfully
et ti_h‘m‘l 11:27 AM | 36765 DO1M étJIK][) | All processing is completed a/1/1 Tester(1101 Viow Data Errars
Student Course | | | successfully
Qualdied Admes F_-"ZO]% 11:21 AM|36764  |DO101  |0000 Al Droc[esls:na is completed 0/27/27 Tester0101 View Data Enys
M A T | successfully | .' o
g = o ] ing Is leted 0j22)22 Tester0101 ‘ew Datg
Each time a batch file is uploaded, a sy 0 e —
new row appears detailing the date [ fie ™ e ’**!" Depending upon the type of record submitted,

and time the file was submitted, the

unique ID number assigned to the
file, the submitter’s district and
school, the status of the file, a
summary of the records processed
without errors, and the user who
submitted the file.

loj1yf

fll processing Is completed

Euccessfully

fll processing is completed a/1/
uecessfully

Rl processing is completed 0/1f

15
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the type of building that submitted the file, and
the status of the data contained in the file, a
button may appear in the Actions column to
communicate to the user that one or more
student records contained errors, have core
data that needs to be updated, or had a new
SSID created.
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There are four buttons that may appear in the Actions column to communicate information to the
user. Each will be described in detail in the subsequent pages. Those buttons are:

Manage Core Data,
View Data Errors,
Retrieve Core Data, and
Rerun Batch.

Manage Core Data

The KIDS Assignment System stores “core” data about each student and is the part of the KIDS
system through which individual student State IDs are assigned.

You may encounter a mismatch error because the student’s “core” data has been updated (such
as changing Accountability School) or because the student is not in Assignment at all (brand-new
students). In either case, you will need to complete the “Manage Core Data” process to update
the data and/or obtain State IDs for these students unless the system was able to create the IDs
or update the core data automatically at the time of submission. The Manage Core Dataprocess
sends core data from records submitted to the Collection System to the Assignment System.

Submitted
Core Data

\

Previous
Core Data

\ student
Retrieve

KIDS Collection System User’s Guides - Core Data

If the submitted core data when compared to the previous core data matches on a 93%
threshold or better, the core data is updated automatically when the user clicks on the
Manage Core Data button. In this case, all updates are processed automatically and the
user has no records to manually update. A summary screen will appear indicating all
records are updated.

If the submitted core data, when compared to the previous core data falls below an 88%
matching threshold, the system will generate a new SSID for the submitted core data and
will communicate the creation of any new IDs by creating a “Retrieve Core Data” file on
the KIDS Collection Home page. In this case a summary screen will appear indicating new
SSIDs were created and the user will need to download the “Retrieve Core Data” file to
retrieve the SSIDs.

If the submitted core data, when compared to the previous core data falls between an 88%
and 93% matching threshold, or one or more “near-matches” are found in the Assignment

System, you will have to resolve near-matches to update core data and generate new
SSIDs.

Requires Human

E:> Intervention toupdate
data or create new ID

E:> Creates new ID forthe




W KickiTrainers  Distract: 00101 {Eri-Galesbug)

In the example below, the SIS Collection Export file successfully uploaded to KIDS and the
“Manage Core Data” button is displayed in the Actions column.

11/25/2014 8:23 AM | 36660 D0101 |0000 |[All processing is completed 567 /5[ 572 Tester0101 |Reran as Batch ID 36061 at 11/25/2014 8:27:47 AM
successfully
11/25/2014 8:12 AM | 36659 D0101 |0000 |[All processing is completed 579/0/579 Tester0101
successfully
11/24/2014 10:33 36658 D0101 |0000 |[All processing is completed 572/0/ 572 Tester0101
AM successfully
11/24/2014 10:31 36657 D0101 |0000 |All processing is completed 567 /5[ 572 Tester0101 |Reran as Batch ID 36658 at 11/24/2014 10:33:58
AM successfully AM
11/24/2014 10:24 36656 D0101 |0000 |All processing is completed 579/0/579 Tester0101
AM successfully
11/20/2014 12:10 PM| 36644 DO101 |0000 |All processing is completed 579/0/579 Tester0101
successfully
11/20/2014 10:43  |36638  [D0101 |0000 |All processing is completed 579/ 0/ 579 Tester010

On the Manage Core Data Summary screen, you will be notified if any records were updated
automatically, if any new IDs were generated, and if there are any records with mismatches that
could not be resolved automatically. In the example below, two records require core data updates
as indicated by the “Review Near-Matches” buttons. When the data was compared, three of the
records were updated automatically because they matched at a 93% or better threshold.

A Batch ID link opens a pop-up window
with the same batch information as the
Batch Number link appearing on the
Batch History page.

“Return to App List

Production Mode v10.0

BlLogout Building: . .
To exit the e s Bolls (et oo The Manage _Core Data page indicates how many
The batch file of student r¢ fited o the kiDs Colled FECOrdS Needing core data updates were submitted  fiose core dat
Man age Core mismatch error. In the v new I0s or In the proce= low will displa
Data page When all processing is ¢ ed, please relurn to" to the System =
CI|Ck on the Il-:z:’;nlig)hpdam. I:i;oQ i1 ] 5 T20{2014 10:43 AM
“Batch n
History"
button X 2| New IDs: 0 | Canceled Records: 0 || Retneval Failuses: 0
s o mateh previously submittod data for the student, The record will not be acceptod until the students core data mat
-match ia the right student or, in the event the student is not already in the system, to create a new ID.
MLT NinthGrade |1
Student Coursy ;_Rrﬂ'rw Hear | Sahrhirade 1
Qualified A7 ] , 0l
Made Sely |£' Page Size: ~JC‘_"’|
Search
—

~N

“w/o SSIDs” tab
displays the records
that have no SSIDs
on the original
records or that the
user has not
requested an SSID
for at this time.

Clicking the
“Near Matches”
tab provides a
list of those
records that
closely matches
what is in the
system.

The “New IDs”
tab lists those
students for
whom a new ID
was created
automatically or
by request of
the user.

The “Cancelled
Records” tab
lists those
records where
core data was
not updated.

The “Retrieval
Failures” tab will
alert the user in the
event the core data
was not
successfully
retrieved from the
Assignment
System page.
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TIP: The purpose of the Manage Core Data Summary screen is to allow the user to
track how many records were submitted, cancelled, updated automatically, and
resolved by the user. The goal is to make the “Pending Update” count number “0.”

Records Submitted with Core Data Mismatches

Clicking on the Manage Core Data button will send submitted core data to the Assignment
System. Depending upon the outcomes of the matching process described earlier in this manual,
additional steps to manage the student’s core data may or may not be required.

NOTE: After clicking on the Manage Core Data button and depending upon the number of
near-matches and the size of the batch file, you may see a progress bar:

7%

To resolve core data mismatches, click on the “Review Near-Matches” button shown circled
below.

HlLogout Building: b
= Home Home > Batch History > Manage Core Data 1) ottam ot Paga
The batch file of student records submitted to the KIDS Collection System contains student data about students who do not have a State Student Identification Number or whose core data contains a
Batch History
mismatch error. In the creation of new IDs or in the process of updating data on existing IDs, you may have to resolve a near-match in the system. Clicking on the count below will display a list of records.
Batch Upload When all processing is completed, please return to the Batch Home page and re-run the batch or view the data errors.
= Reports
Batch ID: 36638 Upload Date: 11/20/2014 10:43 AM
cerid Pending Update: 579 Resolved: 0
PBR
Assessments w/0 SSIDs: 0 | Mear Matches: 2 | New 10s: 0 | Canceled Res 0 || Retrieval Failur
Discrepancies The fol Inm g hist of student records ain student records whose data fails to match praviously submitted data fcr the student. The record will not be accepted until the student's core data matches. Clicking on
the Review Near-Matches button below will allow you to determine which near-match s the right student or, in the event the student is not aiready in the system, to create a new I
PRI Student Last Name Student First Name Record Type Acct School Grad el Mear Matches
VAT Review NearMatches || O3y Mary |ascr 0105 i
Student Course {

rTTIESTe— Goff Griffin ASGT ‘uuz

Qualified Admissions T = =
1] [ Page Size: [50_V]
Mode Selection 'age Size

Search Core Data

Clicking on the “Review Near-Matches” button will open the “Near-Matches Found” pop up
window so you can review each student’s near-matches for side-by-side comparison. Start with
the first listed Review Near-Match. When the “Go to next record” radio dial is selected the system
will move down the list automatically as each record is resolved.
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Calomay | Mary

o to et ecord | ose window

Female | 05/17/1993

linthirade

StudentID LastName FirstName MiddleName Generation Gender BitthDate GradeLevel District AcctSchool School Year

Core data of
student record that
was submitted.

A

L /W (ot N I fr i St Cance Resthe e

Caloay | Mary

Am Female | 06171992

Nintherade

ik ‘ Uit Cre Dt

Clse

J

Core data existing in
KIDS Assignment

NOTE:

For assistance in determining whether or not a student “matches,” use the “Search
Core Data” button to perform core student data searches in the Assignment

System.

The data appearing in the first row is the core student data submitted on the student’s record. Any
core student data element that does not match will appear highlighted in orange.
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You will have the ability to create a new ID, if the student does not already have an ID in the KIDS
System. You will also be able to update the core data for the student, if the correct student appears
in the list of possible near-matches. Finally, you will also have the ability to cancel the record if
the core data appearing in the Student Viewer is correct and the data appearing on the submitted
record to be resolved is incorrect.

6o to pet record | U clse indow

StudentID LastName FirstName MiddleName Generation Gender BirthDate GradeLevel District AcctSchool School Year

Calloway | Mary

Female |06/17/1993 | NinthGrade

Do101

0105 15

7 Create New ID forthis Student ‘uance\Resu\veNeal-Match |

Calloway

Female |06/17/1992 | NinthGrade

00101

0105 J e

Undate Core Data

Click on the
“Create New ID for
this Student” if you
are confident the
student does not
already have a
SSID in KIDS and
does not appear as
a possible near-

/

Click on the
“Update Core Data
for Selected Near-
Match” button to
update student
whose data
appears in the
Student Viewer
window.

Click on the “Cancel
Resolve Near-Match”
button if the data appearing
at the top of the screen is
incorrect. This will remove
the student’s submitted
data from the resolve near-
match process and will

prevent the student’s

match. record from being accepted

TIP: The recommended best practice is to review all of the names returned in the list of
near-matches to identify if the student already has a valid SSID in the system
before creating a new SSID. In the event the student has duplicated SSIDs,
contact the KSDE Helpdesk at 785-296-7935 to have one of the duplicate SSIDs

retired.

Once you have determined whether the student’s record needs a new ID created, needs to have
the core data updated, or should be cancelled, you will need to confirm your selection.

When you choose to create a new ID, you will see the following confirmation window appear. Click
OK to have a new ID created. (You may need to rerun the batch file on the Batch History page.).

Message from webpage

% This will create a new ID for the student. The KIDS Collection Batch will




When you choose to update the core data for one of the students found in the list of near-matches,
you will see the following confirmation window appear. Click OK to update (overwrite) the previous
core data for the student.

I--"'_"\.I This will update the students data with the new data submitted, Do you
= 4 wish to continue?

0K l I Cancel

When you choose to cancel the record from the manage core data process, you will see the
following confirmation window appear. Click OK to remove the student record from the Manage
Core Data Process. (This will not remove the record from the submitted batch file, just from the
Manage Core Data Process.)

Message from webpage

In the event you are unable to resolve all near-matches before leaving the Collection System, the
Manage Core Data button will remain on the KIDS Collection Batch History page to allow you to
access only the students whose near-matches have yet to be resolved. The button will nolonger
appear when all near-matches and records pending core data updates have been resolved.
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When all student records have been processed, the system will automatically redirect you to the
previous list of students and you will need to select the “Batch History” button, shown circled
below, to view the Batch History page.

= Home Home > Batch History > Manage Core Data 1) Bottom ot Page
) The batch file of student records submitted to the KIDS Collection System contains student data about students who do not have a State Student Identification
Pritcle b ey Number or whose core data contains a mismatch error. In the creation of new IDs or in the process of updating data on existing IDs, you may have to resolve a
Batch Upload near-match in the system. Clicking on the count below will display a list of records.
When all processing is completed, please return to the Batch Home page and re-run the batch or view the data errors.
Reports

Mode Selection Batch ID: 34847 Upload Date: 07/08/2013 2:54 PM

Pending Liedate: 5

Batch History

| w/o S510s: 0 | Mear Matches: 2 | New IDs: 0 || Canceled Records: 0 || Retrieval Failures: 0

Resolved: 0

Search Core Data

The following list of student records contain student records whose data fails to match previously submitted data for the student. The record will not be accepted
until the student's core data matches. Clicking on the Review Near-Matches button below will allow you to determine which near-match is the right student or, in the

event the student is not already in the system, to create a new ID.
Student Last Name Student First Name Record Type Acct School Grade Level Near Matches
Completed | Alison Alexander ASGT 0111 FourthGrade |1 0

Completed ‘ Frazier |Brandon ‘ASGT ‘0111 ‘Kindergarten ‘ 2

| 1[=] | Page Size: [50 E‘

When you return to the KIDS Collection Batch History page, depending upon the type of record
you submitted to the system and what choices were made during the Manage Core Data Process,
one or more additional buttons may appear. In the example below, notice the “Manage Core Data”
button no longer appears since all of the records have been resolved; however, a “Rerun Batch”
button appears indicating the file should be processed again.

Rerun Batch

When a Rerun Batch button appears, it is because the changes that have been made as aresult
of the “Manage Core Data” process warrant that the records in the batch be sent back through
the KIDS system to be reprocessed.

Batch History View Previously Uploaded Files with the following criteria:
Batch Upload From: |05/26/2013 |
Reports To: [0612612013 |

Mode Selection Apply

Search Core Data

Upload Batch
Date/Time School Status

06/26/2013 |34757
1:50 PM

All processin

is complete '

successfully Rerun Batch
06/26/2013 |34756 |D0101 |0000 |All processing|5/0/5 KidsTrainers
1:21 PM is complete

successfully
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After selecting the “Rerun Batch” button and if all core student data updates have been made, the
records should now be accepted and a new batch ID is assigned. A message will appear in the
Rerun Batch column with the new Batch ID. The batch number will be associated with the
username of the person logged in at the time the Rerun Batch button was selected.

Im_ Home > Batch History e
Batch History View Previously Uploaded Files with the following criteria:
Batch Upload From:
Reports To: 0282013 |
Mode Selection Apply
Search Core Data .

Upload Batch Batch
Date/Time ID District School Status User Name Actions
06/26/2013 |34758 |D0101 |0000 |Has been 0/0/5 KidsTrainers
1:52 PM uploaded and
is available

for processing

?6%%65%1013 34757 |DO101 | 0000 .f\H proctles?in 2/3/5 KidsTraine View Data Errors
: 15 omp eLe Reran as Batch ID
scecinll 34758 at 6/26/2013
1:52:05 PM
TIP: If you are uploading a large file you may need to press F5 in order to refresh the

processing of your records.

View Data Errors

In a perfect world, you upload your SIS Export file and every single record processes successfully.
Sometimes though, you will upload your SIS Collection Export file, return to the Collection System
Batch History page, and see a “View Data Errors” button.

Records (Processed [ Errors [

Upload Date/Time Batch ID District School Batch Status Total) User Name Actions

12/08/2014 11:51 AM (36767  |D0101 [0000 |All processing is completed 0/14/14 Tester0101
successfully

12/08/2014 11:43 AM 36766  |D0101 [0000 | All processing is completed 0/1/1 Tester0101
successfully

12/08/2014 11:27 AM|36765 D0101 |0000 | All processing is completed 0/1/1 Tester0101
successfully

12/08/2014 11:21 AM (36764  |D0101 [0000 | All processing is completed 0/27]27 Tester0101
successfully

12/08/2014 11:15 AM | 36763 D0101 [0000 | All processing is completed 0 Tester0101
successfully , 4

12/08/2014 11:12 AM|36762 D0101 |0000 | All processing is completed 0/55/55 TesterOlO(
successfully

12/08/2014 11:10 AM | 36761 D0101 (0000 |All processing is completed 0 Tester0101
successfully

12/08/2014 11:03 AM|36760 D0101 |0000 | All processing is completed 0/1/1 Tester0101
successfully

12/08/2014 10:45 AM | 36759 D0101 |0000 | All processing is completed kAl Tester0101 View Data Errors

In this example, the Records column indicates that none of the student records were actually
accepted by the Collection System: 55 records have been rejected due to some kind of data error.
You can also view a tally of the processed and error records by clicking on the Batch ID link.
Examples of data errors are invalid building codes, missing ESOL data, invalid gender codes,
invalid school entry dates, the inclusion of EXIT data on non-EXIT records, etc. Data errors are
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always accompanied by a “View Data Errors” button on the Batch History page under the “Actions”
column.

To view your data errors, click the “View Data Errors” button beside your batch. You will have the
option to “Open” or “Save” the error file to your local computer.

12/08/2014 11:12 AM 36762  |D0101 |0000 |All processing is completed 0/55/55 Tester0101

successfully

\
Do you want to open or save col_33646_ASGT_D0101_2014_036_20130801_140410_er.txt from svwuidapt.ksde.org? m‘

The View Data Errors file will resemble the example below:

_|| ENRL Errors Training 2015 - for Users Guide Example - Notepad

File Edit Format View Help
TH 06,/14,/2014 16:19:00 1 10.0 delimiter=0x09
ENRL 0111 D0101 Adrienne Kristin 0 03/20/2002 05 532525 N 6031069288
2015 0111 0111 ] 08/29/2012 08/29/2012 08/29/2008 395 ]
10000 (4] (4]
5.7 1 1375 Irving Rd Galesburg 66740 O 0 0
Missing field (last name)
ENRL 0111 D0101 Frazier Brandon M. 1 6/6/08 05 200525 N 8182756073 2015 0111
0111 0 08/29/2012 08/29/2012 08/29/2008 365 0
10000 0 0 0 0 3.1 1
491 Legends Dr Galesburg 66740
Date format error (Birth Date)
ENRL 0111 D0101 Alison Alexander G. 0 08/25/2004 90 50487 N 3082561225
2015 0111 0111 o] 06/12/2013 06,/12,/2013 08/29,/2008 385 4]
10000 O ED
2.6 1 1006 Livingston Galesburg 66740 E
Grade was not on the list
(00,01,02,03,04,05, O6, 07, 08, 09, 10, 11, 12, 13, 14, 15, 16, 17, 18)
ENRL 0111 D0101 Armstrong skylar wvivian 0 05/17/2001 06 50008 N 908643508
2015 0111 0111 08/29/2011 08,/18,/2005 08/18/2005 385 4]
10000
66740
Invalid State Student Identifier
ENRL 0111 00101 Lowry Embry Mark 1 12/30/2002 02 530502 N 6371221094 2015
0111 0111 08,/29,/2011 08,/02,/2007 08,/02,/2007 385 0 05/15/2013
2 10000 0
66740
exit/wWithdrawal Information is only
allowable on EXIT record types
17

The View Data Errors file lists all of the records with data errors. At the end of each record, there
is an error message indicating what data needs to be corrected in the school/district’s local SIS
and resubmitted to KIDS. These error messages are highlighted in the previous example image.
(Please Note: The error messages have been highlighted above for demonstration purposes.
Error messages will not appear highlighted in the actual View Data Errors file the Collection
System generates.)

Correcting Data Errors

In the event a View Data Errors file is generated,

Correct each of the data error records in your local Student Information Svstem.

1.

2. Create a new SIS Export File containing the corrected error records (you need only re-
submit corrected records, not records that processed successfully in KIDS the first time).

3. Upload the corrected records to the Collection System.

4. If no additional Manage Core Data buttons or View Data Errors files are generated and all
files process successfully, then you are finished!



Retrieve Core Data

When a “Retrieve Core Data File” is created, it means 1 or more new SSIDs were created either
at the time the batch file was submitted or manually by a user as part of the Manage Core Data
process. Additionally, users may see the button to download this file when a record is submitted
for a student without an SSID and an SSID already exists for the student. This file should be
downloaded to your local computer or network, and the SSIDs contained in the files should be
entered into your local SIS for use in subsequent KIDS records.

l/ Bottom of Page

Home > Batch History

View Previously Uploaded Files with the following criteria:
From: 05/06/2013

To: 07/02/2013

Upload Batch Records (Processed [

Date/Time ()] District School Batch Status Errors [ Total) Actions
07/02/2013 34802 All processing is completed (2/0/ 2

10:38 AM successfully
m — ——
TIP: Do not download the “Retrieve Core Data” file until all records have been resolved

in the “Manage Core Data” process since you may create new SSIDs as a part of
that process and the file will be updated with any new IDs each time you rerun a
batch file.

Clicking on the Retrieve Core Data button, will prompt you to open the file or save the file to your
local computer or network for uploading the SSIDs to your local SIS.

Topeka, KS 66612-1182

Cancel x

When you Open the file, you are able to locate the new SSID assigned to that student.

[fH 09/06/2012 09:06:37 1 1.0 delimiter=0X09

in T034 TDO34 Muntean Rchert Travis 1 09/21/1999
08 10189 1432578332 TD0O34 2013

in T034 TDO34 Namanworth Gertha Della 0 11/04/1999 07
10188 4806501847 Qi34 2013

TE: 1. 2

This ten-digit number is the new SSID
created by the KIDS System.




26

C. Reports

KSDE provides schools and districts with a variety of reports that they can use to view and verify
the data submitted to KIDS. To access these reports, click the “Reports” button, shown below, on

the Collection System Home page.

Home Home > Reporls

Report Descriplions

Botch o Report Categary: | Standans =
ot s
Standard

)y Type

Ausgssments Dropouts - Generated: Dec 18 2014 7:03PM
Oiscrepancies EOYA Repar

Accountabiity

Click on the down arrow next
to the “Report Category box
to select another report
category. Standard is the
default category

MRT

Student Course

Gualkfied Admissions

Mode Selection

Search Core Data
Unresolved Exils - Generaled: Dec 18 2014 7:18PM

2014 Kansas S

i) Top of Page

The example on the following page illustrates how to access the “Selected Records by Type —
EOQOYA” report. The same basic process applies for accessing and viewing any of the other KIDS

Collection reports.

Home > Reports

= Home
Batch History

Batch Upload

Reports Ko 7
Mode Selection Accepted Records
Search Core Data Accepted Records by Type

Current Year Accountability Students

Dropouts - Generated: Jul 31 2013 7:02PM

EQYA Report

EXIT Status

Gained/Lost Students

Graduates

Depending on which type of report that you choose (Standard, PBR, SO66, Assessments,
Discrepancies, Accountability, Student Course, or Qualified Admissions), another menu will open
with the specific reports that are available for that report category.

In the example below, the “Accepted Records by Type - EOYA” report is one of the sub-reports
under “Standard Reports.” To run this report, the user must select the record type from the drop

down menu and provide a date range by using the calendar buttons provided.
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Cancel

. [ASGT
Student Grade Level: ENRL

Record Type: A
From: KCAN
) QERY
To: stco ||
Run Report TASC
TEST I

SMSC

In the example below, the “Accepted Records by Type - EOYA” report is one of the sub-reports
under “Standard Reports.” To run this report, the user must select the record type from the drop
down menu and provide a date range by using the calendar buttons provided.

Cancel

Student Grade Level:
Record Type:

From: [ »

To: ’ 1 September, 2017 P
Su Mo Tu We Th Fr

27 28 29 30 31 1 2
i 4 5 & 7 8 9
10 11 12 13 14 15 16
17 18 1% 20 21 22 23
24 25 26 27 28 29 30
1 2 3 4 5 & 7

Run Report

Today: June 30, 2017

After you run your report this screen may pop up. Click “Open.”

Do you want to open or save Accepted_Records_by_Type_20120703_140759%.ds from svvuidapt.ksde.org?

When this screen pops up you can choose to “View downloads.”

Running security scan. View downloads I
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Once you have generated your report, it will automatically export the data to an Excel
spreadsheet. This file can then be downloaded and saved to any location.

M N [¢] P Q
This report shows all records accepted for a particular record type. Users select the record type and date range, and are retumed all records submitted to KIDS that meet those
criteria. School-level users should be able to see all students submitted with their school listed, whether it was sent up by their school/district or another sehool/district.
Generation | Gender State Current Funding Attendance | Virtual Ed
od i StudentID |School School ID | School ID | Student
Year
00248 Allison Jack 11991.08.04 309834214 2015 o105 0105 E
0105 D101 Anderson Bailey Leo 11989-09-06 "4 3035664439 2015 0105 105 i
0105 DO101 Arthur Elijah Matthew 119914227 4 026534269 2015 0105 0105 0z

0105 DO101 Atkins Chase Hunter 119911016 "4 5689988017 2015 o105 0105 0z
0111 DO101 Atkinson Edwin Lee 120021025 05 0444 9038185774 2015 o111 11 0z
0111 Do101 Avila Timothy Wichael 120020111 D6 7542124129 2015 o1 i 0
0111 D101 Baxter Oliver Paul 119950308 10 '6808328848 11 1 0
o111 Do101 Beach Jesse Trent 119940513 "o 2140092317 o111 i 0z
111 D101 Beard Ronald Wayne 120011228 06 7928375052 o111 i 0z
0111 Do101 Beasley Joanna Helen 019950507 "0 5196044151 o m 0z
0111 D101 Bell Priscila Baylee 019960923 "0 4268769455 o111 1 0z
111 Do101 Beltran Kuris Lane 119990610 'ba 5662854383 2 o111 o1 0z
111 D101 Bennett Aaliyah Kira 019970220 "0 6306624237 o111 i 0z
0111 D0503 Bennett Beauregard  Lucas 119930803 "o 8425408947 o111 n 02
0105 D0503 Bergeron James Michael 118921121 4 4708315171 0105 0105 0z
0111 DO101 Bemy Quinton Samuel 12000-10-28 07 6729850507 o111 i 0/3
111 D0101 Black Sasha Kelli 020000414 0B 9691792123 o111 o111 0z

o111 00101 Blackwell Garrett Joseph 120020126 06 71087515211 o1 0111 0z
0111 D101 Blankenship  Temy Evan 120020207 06 7674713024 o111 o 0
0105 Do101 Blue Morgan Kellie 019910317 "4 "2072 B774358414 2015 105 0105 0z
0111 D101 Bond Kirsten Haylee 019950206 "0 50254 4786902109 2015 o111 11 0z
0111 00101 Booker Tina Leslie 020020922 03 "50472 ’9545929804 2015 o1 n 0z
0111 D003 booth Kyra Brenda 020010720 06 50459 6882007837 2015 o111 11 0z
0105 00101 Boume Jaime Dean 11993-0208 "4 555000 161559439 2015 0105 105 0z
0111 D003 Bowiing Christian Sadie 019930819 '8 50243 2180560249 2015 o111 o111 0
0111 Do101 Bowling Miles Donald 119981107 "0 535556 2367805105 2015 o111 i 0z
IR} Do101 Bradford Dakota Rosa 01998-09-24 09 570024 'BEBOIE2046 2015 D111 it 0z
0105 D0101 Bradford Robert John 119930606 "4 555009 6066203495 2016 0105 105 0z
0111 D0503 Bradley Arielle Sidney 020010215 D6 50478 3216936864 2015 o111 o111 0z
0105 Do101 Brady Douglas Lee 11990-1219 M4 95040 B066015179 2015 0108 105 [
0105 D0256 Bridges Theodor Wiles 119910827 "4 "555053 6543156085 2015 0105 105 [
0111 D0503 Bright Julian Eric 120000121 08 50055 3207316261 2016 o111 o 0z
0108 Do101 Brock Amber Britney 019910110 "4 95058 6305982848 2015 0105 0105 [F
111 Do101 Brooks Katlyn Darian 019970115 Mo 50445 152630302 2015 o111 i 0z
i con Thane Anans = Wiaikoas Ahans 4anonncnn P Tocrnce Taccosacza  Tanac Taane Taane I
Stan Arrﬁm‘d Records, Bi T /%3 ﬁq I ] »

Descriptions of all of the KIDS Reports are available under the report title of the Excel spreadsheet
and by clicking on the “Report Descriptions” link on the “Reports” screen of the Collection System
(shown below).

User: KidsTrainers  District: D0111({Doni
‘EReturn to App List Production Mode

&lLogout Building:

District Level v

Home > Reports

= Home

Batch History

Batch Upload

= Reports
Standard
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The Report Descriptions may also be accessed at any time via the KIDS project website at

www.kidsweb.ksde.org/ under the Report Descriptions” links. It also features a keyword search.

Sign In/ Register
Forgot My Password
KSDE Website

Data Quality Certification (DQC) Program

ata on Students (KIDS)
 student level data collection system

LR

ST— ;| i | Comndar | Vendos

The KIDS system allows staff to generate reports based upen their submitted student data
in muiltiple formats. The list below provides an explanation of each report and indicates
under which category of reports in the KIDS Collection system where each individual
report may be found. The search feature allows you to search the report descriptions on
this page by category or key term but It is case-sensitive. Questions about the KIDS
reports may be submitted to kidsi@ksde.org

Contact Us

Background

Timeline for Reports and Collections

a8
Search
Report Report Name Report Description Update/Refresh
Category Cyde
Standard Au-rm:d This report shows all records accepted in a This
ccon h

particular batch. Users enter the Batch ID ai

ords
(Batch) c
number (found in the Batch Info Window) and  Report” button or

D. Search Core Data

On the Collection System Home page, click the “Search Core Data” button to start the process

of searching for student in the Assignment system. You may receive the following messages:

Internet Explorer blocked a pop-up from swvuidapt.ksde.org.

Allow once Options for this site ~

Click “Allow once.” The “Options for this site” may allow you to select an option that will allow
this to open every time. You may see the following additional pop-up message:

Windows Internet Explorer

!'\

To display the webpage again, the web browser needs to
resend the information you've previously submitted.

If you were making a purchase, you should click Cancel to
avoid a duplicate transaction. Otherwise, click Retry to display
the webpage again.

Click “Retry” to be routed to the State ID Home page.

The Student Search feature allows users to search for students by State ID or demographic
information (i.e., last name, birthday, etc.). To access the Student Search feature, click the
Student Search link on the State ID Home page (as shown on the next page):


http://www.kidsweb.ksde.org/

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.

dividual(Dataon Students (KIDS)
Fevel datscolecion spiem
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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.
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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.

S

Retum to App List

= STATEID

Individual Student

BASIC SEARCH ~ ADVANCED SEARCH |0 SEARCH
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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 Alias|ID,
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, and Student Record Exchange.
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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.
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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:
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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.

E. Mode Selection

After clicking on the link for the Mode Selection, the screen below displays the option of
maneuvering in the Collection System between Validation and Production modes. For more
information about the Validation environment, see Part IX.

KIDS Collection - Test

|User: KidsTrainers District: D0101{Erie-Galesburg) Buikding: 0000 Access Level: District Write

“AReturn to App List Production Mode vi0.0 Fri, Dec 19 2014
HlLogout Building: | District Level ~
S Home Home > Mode Selection T, Botiom at Page
Batch History Validation Mode Select this option to VALIDATE your data format before actually applying the data to the produdtion system. The Validation mode checks ONLY your data format and data
structure. The Validation mode does NOT check that your Assignment system data (fields 2 through 16) are up-to-date. The data are not placed in the production data.
Batch Upload
= Reports Please note that all data entered in this section will be deleted.
Standard [ Production Mode | | Select this option to enter into the production environment. Please note that the Assignment system data (fields 2 through 16) must be up-to-date prior to submitting to the
Collection system. All data loaded here are moved to the production database and are used for populating the various KSDE reports (i.e. SO66).
PBR
5066
Assessments
Discrepancies
Accountability
MET

Student Course
q Qualified Admissians
Mode Selection
Search Core Data 4D Vop of Page




Part IX: Validation Environment

The KIDS Collection Validation environment provides an optional online environment for
schools and districts to submit their student records in a “test” mode. Districts can validate
their file format prior to submitting it to the “live” KIDS Collection Production System. All
screens in the validation environment will display “Validation” on the top of the page, as shown
below.

KIDS Collection - Test

Vs KidsTrainers  District: DOL0M(Ene-Colesburg)  Bullding: 0000 Access Level: Detrict Wrils

Ren e AopLg Validation Mode V0.0 Fri, Dec 19 2014
BlLogout Building: | Distict Level ]
—", Home > Batch History —

=

Tom: TIIH2014

sw Previously Uploaded Files with the following criteria:

Sdh Salbction To: [1asmou

Records (Processed [ Errors [

Upload DatefTime Balch ID District School Batch Status Tolal) User Name  Actions

The Validation environment is refreshed periodically and does not store any submitted data.
In addition, there is no access to the Assignment screens and no data checking in place to
ensure that Assignment records are up-to-date (as there are in the “live” Production Mode
environment). The Validation Mode is strictly for use in testing the formatting of the SIS
Collection Export file and to see if your file will pass the data requirements for each field.

NOTE: The Validation environment will “freeze” if you attempt to upload student records
for students who do not have State Student IDs. This is because the Validation
mode is not linked with the KIDS Assignment System database.

Part X: Help Resources

If you have difficulty working with the KIDS 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 or visit the KIDS Project website at
www.kidsweb.ksde.org/ for guidance documents.



mailto:kids@ksde.org
http://www.kidsweb.ksde.org/

Appendix A: Input and Output Files

Different types of files are used in the Collection System; input files and output files:

Input files
The input file is extracted from the local SIS and uploaded into the Collection System.

SIS Callection Export file — This input file is uploaded from the Student Information System

(SIS) to the Collection System and it contains the student records.

Output Files

The output files are created by and downloaded from the Collection System. These output files
allow the user to view data errors that need to be corrected in the local SIS and resubmitted to
the Collection System, retrieve State IDs, view the results of a QERY record submission, and view

reports based on data submitted to the KIDS system.

View Data Errors file — This is an output file that the Collection System may create if there are
errors in some of the student records. Error messages are included in this file so that the user
knows what data to correct in the SIS. There are two types of errors: data errors and
“Mismatch on Student Element” errors.

Retrieve Core Data file — This is an output file that the Collection System may create whenever
a student record that was submitted that automatically created a new SSID or when a student
record was submitted that did not contain an SSID. Once the “Manage Core Data” process
has updated records in the Assignment System and the batch has been rerun, any records
that had new SSIDs created through the “Manage Core Data” process will be added to the
“Retrieve Core Data” file. The Retrieve Core Data file provides a file with those students who
had new SSIDs created so that the school can put the correct SSID(s) back in to the local SIS.

QERY Results file — This is an output file that contains the results of a QERY submission to
KIDS (i.e., KIDS demographic and program participation data from a student’s previous
Accountability School).

Reports Exports — This is data that will be exported to Microsoft Excel. This data allows for
comparison of data in the SIS.

Input files and some output files contain three different types of records in the following order:

e A header record with “TH” as the record type — the first row in the input file
e One or more student detail records
e Atrailer record with “TT” as the record type — the last row in the input file



Appendix B: Best Practices
File Management

The KIDS system relies upon data batch files as the means for collecting information from, and
providing information back to, schools and districts in Kansas. The process of uploading and
downloading batch files from KIDS can become very confusing if there is not a good file
management and organizational system in place. Batch files look very similar to one another, and
it can be easy to misplace them while correcting file errors, downloading State IDs, and
resubmitting corrected files to KIDS.

Organizing Files

¢ Although many people save data files directly onto their local computer (usually in the “My
Documents” folder), it is best to save files onto a server that is backed up periodically.
This ensures that information that you save will be retrievable if the worst case occurs and
your local system or hard drive fails.

e Itis also recommended that you use folders to organize your KIDS Collection files. Files
that are “works-in-progress” should be separated from those that have been submitted in
“final” form to KIDS and from files that have been processed and downloaded from KIDS.
For example, you might find it helpful to create a “KIDS Collection Batch Files” folder that
contains subfolders for submitted files, downloaded files with errors, etc.

Archiving Files

Archiving is the process of moving files and information that are no longer needed or used on a
regular basis into a storage location. KSDE recommends archiving all uploaded and downloaded
batch files after you have finished processing them. This helps prevent accidental overwriting of
old, historical data with new data.

e KSDE recommends you move these archive files to another set of folders on the server
hard drive. One option for archiving is to create archive files for each KIDS Collection
subfolder (I.E. DOWNLOADERROR) that you create. Another strategy would be to create
a general Archive folder under the main KIDS Collection folder, and then create folders
under Archive that represent each school year (i.e., “2012-2013").

¢ Please note that schools and districts are not required to retain, store, and/or archive files
that have been submitted to KIDS. Once a file has been submitted and all student records
in that file have processed successfully, the batch files may be deleted from the local
computer or network.

¢ |f schools/districts to not have a secure method of storing these files, it is recommended
that they be deleted.

Confidentiality and Security
Data Confidentiality
In recognition of the importance of confidentiality surrounding student data, KSDE has developed

a Privacy Statement. This statement has been adopted by KSDE and is included in all staff
security awareness training.



We encourage districts to review and understand this policy. Districts should determine how the
information in this policy relates to their staff and their internal practices, and are welcome to adopt
it or any portion of it. The Privacy Statement document can be found on the Research and
Evaluation page of the KSDE website:

https://www.ksde.org/Privacy.aspx

Here are additional links for FERPA and the Student Data Privacy Act for reference purposes.
KSDE Office of General Council FERPA and PPRA

Computer Environment Security

The following are generally considered to be the basic guidelines for maintaining a safe, secure
computer environment. This is by no means a comprehensive list, but these guidelines can help
ensure that viruses, hackers, and other threats do not compromise data or an entire computer
network.

Maintain up-to-date antivirus software: Anti-virus software for any particular type of device
should be running and up-to-date on every level of device, including clients, file servers,
mail servers, and other types of networked devices.

Use host-based firewall software when possible: Host-based firewall software, for any
particular type of device, should be running and configured according to the guidelines for
your organization. Please note that the KIDS System requires that ports 8888, 8443, and
443 on the server be open for communication.

Use strong Passwords and protect them: The following are guidelines for a “strong”
password:

At least 8 characters long

Contains at least 1 numeric value or special character
Contains at least 1 upper case letter

Contains at least 1 lower case letter
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There are some basic guidelines for creating good passwords. Do NOT write your
passwords down on a notepad, on a sticky note, or anywhere else where it might be seen.
Do not use the name of your partner, your address, your pet’s name, your children’s
names, etc. as your password—these are probably the first words that somebody
attempting to access your information or software system would try. Do not use words. No
matter how expansive your vocabulary is, there exist “cracking” programs that can try
every word in the dictionary to find your password. One of the best techniques for creating
a good password is to use initials of a saying or sentence that is meaningful to you. Use
numbers and “special” characters (such as symbols, spaces, and capital letters) in your
password.

TIP:

For example:
Phrase: Now Is the Time
Password: NO_1s Th T1

**Used the first 2 letters of each word and substituted zero and one for the “o” and “I.”



https://www.ksde.org/Privacy.aspx
https://www.ksde.org/Default.aspx?tabid=337

Maintain good physical security: Unauthorized physical access to an unattended device
can result in harmful or fraudulent modification of data, fraudulent email use, or any
number of other potentially dangerous situations. In light of this, where possible and
appropriate, devices should be configured to "lock" and require a user to re-login if a
computer is left unattended for more than 10 minutes.

Maintain regular backups: Backup your system in proportion to the amount of data that
you are willing to lose--work done last month? Last week? Today? Make sure you are able
to restore data from your backup. Have a start-up disk handy in case your computer
system files get damaged.

Use care when reading email and downloading files: Emails are the principal sources of
computer virus infections.

Be sure to know the source and the reason for an attachment before opening it.
Be wary of URLs in email.

Use care when downloading files.

Do not run/install a program with an unknown origin.

Do not download software unless it was written by an entity you trust.

Do not give permission to third parties to download software on your machine.
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Additional Data Security & Confidentiality Tips

Never attach student (KIDS) records to e-mails without encryption software in place.
Don't share KSDE usernames and passwords; each individual should have their own.
Position computer screens so that they are not visible to passers-by.

Do not discuss confidential or sensitive information in a public or high-traffic area.
Shred confidential information that is no longer needed (including KIDS reports).

Take care when transporting confidential student information to or from work on a laptop.



Appendix C: Data Quality

Good data is critical to effective teaching, learning, and management of schools. Therefore, data
should be treated as a resource that is as important to schools as staff and books, and poalicy-
makers should be willing to invest time and effort toward the creation of high quality data. Four
components of high quality data listed in the Forum Guide to Building a Culture of Quality Data
(National Forum on Education Statistics, 2005) are:

Accuracy. The information is correct and complete. Data entry procedures are reliable.
Security. The confidentiality of student and staff records is ensured, and data are safe.
Utility. The data provide the right information to answer the questions that are asked.
Timeliness. Data are entered in a timely manner.

Issues with Data

Even though data quality is critical to accurate interpretation and effective use of data, the
following challenges to data quality exist in most organizations:

o Data redundancy. The same data appears in different places and formats, and it is often
unclear which of the incidences of the data is most accurate and/or most current.

o High variability. There are as many as ten variations in format, content, or meaning of a
“fact” or piece of data.

. Increasing volume and disparity of data. Technology has allowed the rapid collection and
storage of an increasing amount of data. Staff members who do not know that the data they
need are already being collected or who are not satisfied with the accuracy and format of
the data available to them can too easily begin their own separate collections. Not only does
this increase disparity, it also increases costs and decreases productivity since more time is
spent finding needed data and resolving problems.

Increasing Data Quality

Steps can be taken to increase data quality and make data a true asset to education, including:

Assigning a data steward for each collection who is truly knowledgeable about the collection.
e Informing staff about the data being collected by the school or organization.
e Teaching staff members a number of ways to check data accuracy:
0 Spot check, using forms from which data were entered.
o0 Develop and run automated data edits.
o0 Check aggregate reports for reasonableness.
e Providing professional development related to the ways accurate data can support the
overall purpose of education.
e Developing clear data policies, standards, definitions, and timelines:
Develop a process to follow if a data error is found.
Establish clear lines of responsibility for data-related tasks.
Provide training and documentation for each data collection.

Compile and publicly post a calendar of data-related dates and deadlines.
Provide opportunities for feedback about the data process, training, and/or
documentation.
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0 Make assistance available if problems are encountered.

e Develop clear documentation about the data resources, and keep the documentation
current so that staff can actually use the resources and so that data will not be lost due to
staff attrition. KSDE encourages all KIDS users to consider seeking certification in the
Data Coordinator track of the Data Quality Certification (DQC) Program. For more
information on this free professional development program visit the DQC website.

e Develop a phased improvement schedule instead of trying to overhaul the entire data
resource at once. Incremental steps can help ensure success, gain recognition of the value
of the initiative, and gain support for moving ahead.

o Ensure that the hardware and software products used at the school/district can support the
data collection initiatives.

e Work hard to establish a data entry environment that is as secure and free of distractions as
possible

The goal of any organization should be data that are alike in kind, quality, and character; and that
are well integrated, easily identified and understood, readily accessed and shared, and utilized to
their fullest potential (Brackett, 2000). It is important to help staff understand the current state of
their organization’s data resource and compare that state to this desired goal. When the benefits
of a quality data resource are general knowledge, it is easier to remove obstacles that prevent
attainment of the goal.

Educational organizations must make a concerted effort to reduce the natural drift of their data
resource toward disparity and low quality and increase the general understanding of the role
accurate, accessible data can play in improving teaching and learning. Data will not be considered
an asset to education until this occurs.

Resources for more information

Brackett, Michael H., 2000. Data Resource Quality: Turning Bad Habits into Good Practices,
Boston: Addison-Wesley.

U.S. Department of Education National Forum on Education Statistics, 2004. Forum Guide
to Building a Culture of Quality Data: A School & District Resource,_
http://nces.ed.qgov.
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http://nces.ed.gov/
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