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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 2013-2014 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 ll: About this Manual

This User’s Guide will describe how to:

. Upload an SIS Collection Export file into the KIDS Collection System;

. Navigate the main Collection System Batch History page;

° 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;

. 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 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 lll: 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:

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 by
_ the Collection System. The batch files are:
Batch File
1. SIS Collection 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 Output
Files at the end
of this document

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 two types of

for more
information errors: data errors and “mismatch on student element” errors.
about the files 3. Retrieve Core Data file — This is an output file that contains the core
that are data for the student records for which the process automatically
uploaded to and created a new ID. Also, if no ID was submitted on the student’s
downloaded record and the system locates an existing ID in the system for the
from KIDS.) student, it will return the ID to the user. Schools 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 Dat_a process, records may bg 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 incompl_ete / missing student information is identified_on the SIS Collection
Errors File Export file. Errors in the student records need to be fixed in the local SIS,

re-exported as a batch file, and re-uploaded to the Collection System. This
file also contains “mismatch on student element” error records.

Header Record

The first record 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 ID

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

(SSID) altogether and then returns at a later date, then that same unique number
is reassigned to that student.
Student A software program that administers and maintains student information,
, such as enrollment, scheduling, attendance, accounting, and grade
Information : o ; L ,
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 Collection System for processing.

Trailer Record

The last record 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 typical form of access, and allows the user to both work in the
application and view reports that are 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 e Has read access to KIDS Reports for the building for which he/she is
Read-Only responsible.

e 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.

e 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.

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

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

Multidistrict e Has write access to upload SIS Collection Export Batch Files of KIDS

Write records for buildings in the districts for which he/she is responsible.

e 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.

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

Multidistrict e Has read access to KIDS Reports for buildings in the districts for which
Read-Only 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.

»»»»»
- - - At

lications

User Name: |
Password:

KSDE applications support Internet Explorer 8 and 9 for Windows and Firefox 10.x and higher for
Macintosh.

=
<7

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

Forgot Your Password?

N
’

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.

u have not yet registered to have an individual login and password for accessing
E web applications, click here to register.

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.



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:*

pfease seleCNge organization and building that you belong to:* )
Organization: J)SD 385 Andover | Building: | **} Please select a building *** i
Please select a building ****

Please enter a user name and password.

Andover Central High School
Andover Central Middle School
Andover High

User Name:* Password:* Andover Miédle School
Cottonwood Elementary
Meadowlark Elementary
Robert M. Martin Elementary
Sunflower Elementary School
Wheatland Elementary

Please reenter your password:*

snd st least one uppercsse letter, one lowercase letter, and one number or specisl characte:

[[] KIDS Assignment System District/Crg Update

KIDS Collection 2014 District Read-[]nli -

[[] LCP System District Update e
District Submit -
————————

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.

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 2014



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

KSDE Web Applications

Click a link below.

2.KIDS Assignment System
3.KIDS Collection 2014
4 System for the Education Enterprise in Kansas (SEEK)

Manage My Account
el 00 0ff

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
supply the answer to a security question (you entered it when you originally
registered), type in your birth date, and enter a new password. If your security
question answer and birthday match what you originally entered when you
registered for KSDE web application access, then your new password will be
activated. Keep in mind that KSDE does not know your password, so you are
responsible for managing and remembering it.

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 his/her list of approved KSDE applications (example list shown
below), and click on the application to open it.

KSDE Web Applications

Click a link below.

: Ssign ustem
3 KIDS Collection 2014
stem for the E

on Enterprise in Kansas (SEEK)

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

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 User account and
approved for. access information bar

Production Mode V9.0 Fri, Aug 2 2013
Building: | District Level [=]

I~ Home T) Bottom of Page

) Here is a notification.

Faseh Uploas Navigation Menu =

- News and
announcements

Search Core Data 4 Top of Page

Mode Selection

Help Desk: (785) 296-7935
Front Desk: (785) 296-3201
FAX: (785) 296-7933
120 SE 10th Avenue
Topeka, KS 66612-1182

All sessions with this server are subject to the KSDE Use Policy and will be monitored and logged.
Disconnect now if you do not consent to having your actions monitored and logged, or if you do not agree to comply with the KSDE Use Policy.

KSD cy | P nt | EOE

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 =
User: KidsTrainers  District: D0101(Erie-Galesburg) Building: 0000 Access Level: Distri . . . . .
in their district via a drop-down menu. |

=Return to App List Production Mode
HLogout Building: District Level ~

Home

= Home

Batch History

ﬁirrh Llolood

Here is a notification.

11 KIDS Collection System User’s Guide Version 9.00



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.

Veor KTt Dt e | Clicking on "Batch History” will allow USETS 10 -

view previous batch files uploaded containing
Eremto L5t | _ofoduction Mode KIDS records. Fri, Aug 2 2013
Bllogout Building: |District Level [v]
Home — . . . . I Botiom of Page
o i — Clicking on “Batch Upload” will allow users with “Write |

Batch History Access” to upload batch files containing KIDS records.

Here i a nabé-

Batch Upload

= —
Reports Clicking on “Reports” will take you to the Reports page
Mode Selection where you are able to generate various reports.

Search Core Data

/i J Top of Page

Clicking on “Search Core Data” will allow users to search
core data stored in the Assignment System.

Clicking on “Mode Selection” will take you to the
screen to select either Production or Validation -y and will b2 monitored and logged.
Mode. or if you do not agree to comply with the KSDE Use Policy.

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.

12 KIDS Collection System User’s Guide Version 9.00



A. 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
range to filter which previously
uploaded batch files will display
in the bottom section of the

User: KidsTrainers  District: D0101(Erie-Galesburg) Building: 0000 Access Level: District Write

ERE Production Mode !
SiLogout Building: [District Level B Batch History page.
< Home Home > Batch History =
Batch History View Previously Uploaded Files with t.er6llowing criteria: L
Batch Upload From: 07/01/2013 CI'Ck'ng on the
Resarts To: 0810172013 Batch ID Link “Help” link provides
Mode Selection access to resources
Search Core Data = for submitting KIDS
Upload Batch Records (Processed / User records.
Date/Time 1D Distz chool Batch Status Errors / Total) Name Actions
07/29/2013 2:18 |35006--D0101 |0000  |All processing is completed (2 /0/ 2 Tester0101 [
PM successfully
07/29/2013 1:57 |35004 |D0101 |0000  |All processing is completed [1/1/2 Tester0101
PM successfully
07/19/2013 8:58 (34934 |D0101 |0000 |All processing is completed [0 /1 /1 sandersodt
AM successfully
07/18/2013 2:18 |34930 [DO0101 |0000 |All processing is completed |6 /0 /6 Tester0101 @ ~ata
successfully
Each time a batch file is uploaded, a #

Depending upon the type of record submitted,
the type of building that submitted the file, and
the status of the data contained in the file, one
or more buttons 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.

new row appears detailing the date
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.

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:

e View Data Errors,

¢ Manage Core Data,

e Retrieve Core Data, and

e Rerun Batch.

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 an errors button.



In this example, the Records column indicates that none of the student records were actually
accepted by the Collection System: 573 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 always accompanied by a “View Data Errors” button on the Batch History page under
the “Actions” column.

Upload Batch Records (Processed [ Errors [ User

Date/Time D District School Batch Status Total) Name Actions
05/29/2013 12:17 |33651 |D0101 |0000 |All processing is completed 573/0/573 Tester0101
PM successfully

05/29/2013 12:10 |33650 D0101 |0000 | All processing is completed 566 /7 /573 Tester0101 || View Data Errors
PM successfully

05/29/2013 10:57 (33648 D0101 |0000 |All processing is completed 539/34/573 Tester0101
AM successfully . 4

05/29/2013 10:55 33646  |D0101 |0000  |All processing is completed ‘ 0/573]573 TesterOll](
AM successfully

05/29/2013 8:19 33636 D0101 |0000 | All processing is completed 0/7/7 Tester0101 || View Data Errors
AM successfully

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.

-

[ | | | | |
|05/20/2013 10:55 [33646  |D0101 |0000 |All processing is completed 10/ 573 /52

Tester0101

Do you want to open or save col_33646_ASGT_D0101_2014 036_20130801_140410_er.txt from svvuidapt.ksde.org? Save o Cancel »

o1

The View Data Errors file will resemble the example below:

"] col_12835_BAD TDO21 2012 046 20120710 153252 er - Notepad o[ |
File Edit Format View Help
Date format error (Birth Date) o
ENRL T031 TD031 Angold Clifford Henrietta 0 7/12/1999 19 10173 N $7129020230
2013 T031 T031 8/17/2005 8/17/2005 8/17/2005 410
10000
0 0 519 Jack Way Serendipity 66656

Grade was not in the list (00, 01, 02,
03, 04, 05, 06, 07, 08, 09,10, 11, 12, 13, 14, 15,16, 17, 18)

ENRL T031 TD031 Murcke Malvina Virginia 1} 2/15/2000 08 10174 N 589710752
2013 T031 T031 8/17/2005 8/17/2005 8/17/2005 410
10000
0 0 427 Pacific Street Serendipity 66656

Invalid State Student Identifier

(589710752)
ENRL T031 TD031 Faidley Vertie Susan 0 7/9/1998 10 10175 N 4334404072 =
2013 T031 T031 8/13/2008 8/13/2008 8/15/2003 410 1
10000
0.5 1 428 Pacific Street Serendipity 66656

Exit/Withdrawal Information is only

allowable on EXIT record types
IT17

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.)



NOTE:

In your list of error records on your View Data Errors file, you may see an error
that looks like the one shown below:

Mismatch on student element (Grade Lewvel{11l), DOB(10/27/1993))

This error does not necessarily mean that you submitted “bad” data; instead, it
indicates that the data uploaded on the record for the student does not match the
“core” data that is currently on file in the KIDS system for that student. For more
information about “mismatch” errors, please see the “Manage Core Data” section
of this manual.

Correcting Data Errors

In the event a View Data Errors file is generated,

1. Correct each of the data error records in your local SIS system.

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 View Data Errors files or Manage Core Data buttons are generated and
all files process successfully, then you are finished!

TIP:

If both View Data Errors and Manage Core Data buttons are in the Actions
column, you should investigate the View Data Errors file first to help prevent you
from inadvertently updating the KIDS system with bad data in the case of
“Mismatch on Student Element” errors caused by a typo and not a legitimate
change in the student’s record. For more information about Manage Core Data
buttons and “Mismatch on Student Element” errors, please see the “Manage Core
Data” section of this manual or the Step-by-Step Submission Instructions
document.
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Manage Core Data

The KIDS Assignment System stores “core” data about each student and is the part of the KIDS
system through which 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 Data process sends core data from records submitted to the Collection System to
the Assignment System.

¢ 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.

o If the submitted core data, when compared to the previous core data falls between a
93% and 88% 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.

Submitted Near — 3 Requires Human
Core Data E:> Intervention to update
Match
data or create new ID

E$ —

No Match Creates new ID for the
student

Previous
Core Data

\

Retrieve
Core Data
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In the example below, the SIS Collection Export file successfully uploaded to KIDS and there
are two buttons displaying in the Actions column: the View Data Errors button (which was
discussed in the “View Data Errors File” section of this manual) and the “Manage Core Data”
button.

Upload Records (Processed / Errors [

Date/Time District School Batch Status Total)

06/26/2013 10:44 (34754 D0101 |0000 |All processing is completed 4/0/4 Tester0101

AM successfully

06/26/2013 10:30 |34753 D0101 {0000 | All processing is completed 0/4/4 Tester0101

AM successfully

06/26/2013 10:29 (34752 D0101 |0000 |All processing is completed 0/4/4 Tester0101 || View Data Errors

AM successfully [ |

06/26/2013 9:51  [34751  |[D0101 |0000 |All processing is completed 2/3/5 KidsTrahhers

AM successfully
P pp— p—— e " N— L = Py s

When both buttons appear, open the View Data Errors file. You may see records that resemble
the example below: (Note: highlighting does not appear in actual files.)

0 0 20T ELLlZapern Ave Serendiplity 66656

UGLY 014 Mismatch on student element (Grade Level (09),
DOB(07/14/19599))

ENRL TO014 TD0O14 Everroad sigrid Goldie 0 7/21/1999
11 10082 ¥ 8459413926 2013 TO014 TO14 8/17/2005
8/17/2005 8/17/2005 410

10000
0 0 202 Elizabeth Awve

Serendipity 66656

A “Mismatch on student element” error, like the one shown in the example above, indicates that
two of the “core” data (Grade Level and DOB) that were submitted on the student’s record does
not match the core student data stored in the system for that student. The specific “core” data
fields that do not match will appear in parentheses after the “Mismatch on Student Element”
message. Research these mismatch records in your SIS to verify that the “core” data has truly
changed and that the mismatch is not simply the result of a typo (i.e., a birth date of 10/10/1995
was accidentally entered as 10/11/1995).

TIP: If both View Data Errors and Manage Core Data buttons are in the Actions
column, you should investigate the View Data Errors file first to help prevent you
from inadvertently updating the KIDS system with bad data in the case of
“Mismatch on Student Element” errors caused by a typo and not a legitimate
change in the student’s record. For more information about View Data Errors
buttons, please see the “View Data Errors” section of this manual.

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.



The tabs appearing in the Manage Core Data Summary table allow you to view the records that
were submitted without SSIDs, have near-matches to resolve, had new IDs created, or were
cancelled. Click on any of the tabs to view lists of student records in a particular category.

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

KIDS Collection - Trainin B&tch History page.

User: training33  District: TD033(TD033) Building: T033(T033) Access Leve (O]
=@ A Production Mode va.0 Mon, Jul 2 2012
Billogout Home > Batch History > Man7 Jata ) Bottom of Page
— The batch file of student record «€d to the KIDS Collection System contains student data about students who do not
- have a State Student Identific wmber ' - — B - B = -
tth prochls;_oflupdar_irlg c]gat: d_.xisting i The Manage Core Data page indicates how many
i elow will display a list of ¥ urds. . .
To exit the When all processing is cc pleted. please 1= '€COrds needing core data updates were submitted
Manage Core to the system.
Data page Batch ID: ISM_———-
click on the Pending Update: 2 esolved: 0
“Batch
History”
button. /o SSIDs: 0 | Near Matches: 2 | New IDs: Q Canceled Records; 0 || Retrieval Failures: (]\
The following list of | fudent records ¢ ntain student reco whose data fails to m. *ch previously submitted data for the student. The
record will not be ar ipted until the § \dent's core data ma\, \es. Clicking on the Rev, ‘v Near-Matches button below will allow you to
determine which ne  'match is the ri¢ \student or, in the e the student is not alréa, in the system, to create a new ID.
Stude \ Grade Near
Name Level Matches m
Review Near- is Berme Juan ENRL SifthGrade 2
Review Nea 5 Mulvill Elijah \ NRL T033 ‘ ~de |2
\ S
“w/o SSIDs” tab Clicking the = The “New IDs” l: The “Cancelled | The “Retrieval
displays the records “Near Matches” m tab lists those = Records” tab m Failures” tab will
that have no SSIDs tab provides a students for lists those alert the user in the
on the original list of those whom a new ID records where event the core data
records or that the records that was created core data was was not
user has not closely automatically or not updated. successfully
requested an SSID matches what by request of retrieved from the
for at this time. is in the the user. Assignment
system. System page.
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.”

18 KIDS Collection System User’s Guide Version 9.00



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.

Home > Batch History > Manage Core Data
The batch file of student records submitted to the KIDS Collection System contains student data about students who do not have a State Studenf]

ch History 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 hg
ch 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.
orts
de Selection Batch ID: 34847 Upload Date: 07/08/2013 2:54 PM
Lch Core Data Pending Update: 5 Resolved: 0

Batch History

wfo SSIDs: 0 | Mear Matches: 2 | New IDs: 0 || Canceled Records: 0 | Retrieval Failures: 0

The following list of student records contain student records whose data fails to match previously submitted data for the student. The record will not b
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 stu
i in the system, to create a new ID.

Review Near-Matches | | Alisor Alexander ASGT 0111 FourthGrade |1
Review Near-Matches | |Frazig Brandon ASGT 0111 Kindergarten |2
izl Page Size: 50 El‘

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.

Core data of
student record that
was submitted.

‘ ° Go to next record | “ Close Jindow

C fons rirst  Middle Enrl AYP School
Name Name Name Generation Gender Birth Date Grade Level District School Year

2708314475 | Chaudhuri | Lan Colby 07/21/1999 | SeventhGrade | TD032

‘\, Create New ID for this Student ]

l Cancel Resolve Near-Match ]

2708314475 | Chaudhuri |Ian Colby Male 07/21/1996 | SixthGrade TD032 |T032 2013 ‘ Update Core Data

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 near the top of the screen 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.

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.

Student  Last
ID Name

3088069675

Bermers

® Go to next record | ' Close window

First
Name Name

Middle

Emmanuel

Generation G

3088069675 | Bermers | Juan

6974889739 Bermers |Juan
>

A confirmation pop

up window will
appear after
selecting “Update
Core Data.”

Er

Emmanuel |

M

" 7"‘ This will update the students data with the new data submitted. Do you
& wish to continue?

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-
match.

98"

@fﬂ'

|

Create New |D for this Student ‘

|

Cancel Resolve Near-Match ‘

/

Update Core Data

033 |T033

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
record from being accepted

Update Core Data

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

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

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.

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 no



longer appear when all near-matches and records pending core data updates have been
resolved.

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.

User: KidsTrainers  District: D0101(Erie-Galesburg) Building: 0000 Access Level: District Write

=Return to App List Production Mode v9.0 Frl, Aug 2 2013
HLogout Building:
= Home Home > Batch History > Manage Core Data va.0 1) Bottom of 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
ch History

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 E
Search Core Data Pending Update: 5 Resolved: 0

Batch History

w/o SSIDs: O | Near Matches: 2 ‘ New IDs: 0 | Canceled Records: 0 | Retrieval Failures: 0

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.
~ “dent Last Name Student First Name Record Type Acct School Grade Level Near Matches
Completed | Alison Alexander ASGT o111 FourthGrade |1 '
Ccmp\etﬂw ‘Brandnn |ASGT |0111 |Kindsrgar’ten |2

‘15 ‘ Page Size: 50 E|

4

YOH of Pﬁu " |

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

Production Mode va.0 Thu, Aug 1 2013

Building: |District Level [~]
Home > Batch History

l/ Bottom of Page

View Previously Uploaded Files with the following criteria:

From: 06/21/2012
To: 06/21/2013
Upload Batch Records (Processed [
Date/Time D District School Batch Status Errors [ Total) User Na ne Actions
06/21/2013 3:31 (34703 |D0101 |0000 |All processing is completed [2/3/5 KidsTrairfers
PM successfully
| | | |

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

Production Mode v9.0 Thu, Aug 1 2013
Building: |District Level [~]
Home > Batch History 1) Bottom of Page

View Previously Uploaded Files with the following criteria:

From: 05/06/2013
To: 08/01/2013 Press F5 to refresh
processing of records.

Upload Batch
Date/Time ID District School Batch Status

06/27/2013 5:00 (34775 |D0101 |0000 |All processing ig€ompleted

Records (Processed /
Errors [ Total)

2/3/5

User Name cuvis

View Data Errors

KidsTrainers

PM successfully Reran as Batch ID 34776 at
6/27/2013 5:03:21 PM
06/27/2013 4:59 (34774 |D0101 |0000 |All processing is completed |5/0/ 5 KidsTrainersI |
PM successfully
S —

If additional View Data Errors, Manage Core Data, or Rerun Batch buttons appear, one or more
student records may need to be corrected or updated before being accepted by the KIDS
system. If no additional buttons appear, all records have been accepted and your work
managing core student data is complete.

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.

Production Mode v9.0 Thu, Aug 1 2013
Building: |District Level El
Home > Batch History 7} Botiom of Page

View Previously Uploaded Files with the following criteria:

From: 05/06/2013
To: 07/02/2013
Apply

Upload Batch Records (Processed /
Date/Time 1] District School Batch Status Errors [ Total) Sl

07/02/2013 All processing is completed [2/0/ 2 Tester0101 |

10:38 AM successfully

07/02/2013 34801 |D0101 |0000 |All processing is completed |0/ 2 /2 Tester0101
10:36 AM successfully Reran as Batch ID 34802 at 7/2/2013
10:38:06 AM

KIDS Collection System User’s Guide Version 9.00



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

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

iD T034 TDO34 Muntean Rchert Travis 1 09/21/19949
08 101 8% 1432578332 TDO34 2013

iD T034 TDO34 Namanwoerth Gertha Della 0 11/04/198% 07
10188 4806501847 TDO34 2013

TT 1 2

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

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.

B. 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: D0101(Erie-Galesburg) Building: 0000 Access Level: District Write

= AT L5 validation Mode v9.0 Fri, Aug 2 2013
HlLogout Building: | District Level [=]
o Home Home > Batch Upload ) Bottom of Page
ST File to Upload: Browse... ] [ Uplo% |

q Batch Upload

Search Core Data

4.} Top of Page
©2013 Kansas State Department of Education, All Rights Reserved

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 “Browse” (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
@vﬂ v ENAL 43| [ search enm )
Organize = New folder B= ~ O "@'
- Favorites n MName ° Date modified Type
g
B Desktop | ENRLAssignment8274_001 Text Document
& Downloads | ENRLAssignment8275_002 Text Document
=] Recent Places | ENRLAssignment8276_003 Text Document
| ENRLAssignment8277_004 012 3:01 PM Text Document
4 Libraries L | ENRLAssignment8278_005 6/6/2012 3:01 PM Text Document
3 Documents
(J“. Music
| Pictures
E Videos
1% Computer
£, 05Disk (C)
o cortega (\isvsl 5587\ users\fashit) (H:)
5 Projects (P3)
S Temp (R:) ~ [ 1l o b
File name: EMRLAssignment8274_001 A . e
[ Open ] ) Cancel ]
TIP: For tips on naming 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! [f

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.

e

Home > Batch Upload

= Home
Batch History Sl liaed [Bowse..  Status of the batch process
Batch Upload Upload Complete - The grid below will auto-v~ _.=snow the processing status.
Mode Selection
e

Batch ID Batch Status Records (Processed / Errors [ Total) Uploaded File

35081 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 three
records were processed and two had errors out of a total of five possible records. The batch
may be checked by clicking on the Batch History button or link (shown below).

KIDS Collection - Training

User: training34a  District: TD034(TD034) Building: 0000 Access Level: District Write

DReturn to App List Production Mode v8.0 Fri, Jun 29 2012
8 Logout Building: District Level - va.0
— Home > Batch Upload ¥ Bottom of Page
Batch History File to Upload:
Batch Upload Upload Complete - The grid below will auto-update to show the processing status.
Reports
Search Core Data .
Mode Selection Records (Processed /
Errors [ Total) Uploaded File
All processing is completed [3/2/5 c:\windows\system32
successfully \inetsrv\GOOD_TD034_2012_047.txt
1) Top of Page
NOTE: The fact that a file uploads to the Collection System does not necessarily mean
that there is no more work to be done. Uploading the file simply means that the
SIS Export file was formatted correctly, and that the file has successfully been
saved to the KSDE server. 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.
C. Reports

User: KidsTrainers _ District: D0101(Erie-G:
=Return to App List

Production Mode v9.0 Thu, Aug 1 2013
HlLogout Building: | District Level =] . l
Click on the down arrow next

to the “Report Category box

= Home Home > Reports 1) Botom of Page

Batch History

-
Report Destriptions to select another report
Batch Upload Report Category: |Standard .
category. Standard is the
o cateq
Adsasias Accepted Records efault Category
Search Core Data Accepted Records by Type
Current Year Accountability Students
Dropouts - Generated: Jul 31 2013 7:02PM
EQYA Report
EXIT Status
Gained/L ost Students

Graduates

Homeless Student
Retired State Student IDs

Student History

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.
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The example on the following page illustrates how to access the “Selected Records by Type —

EOYA” report. The same basic process applies for accessing and viewing any of the other KIDS
Collection reports.

User: KidsTrainers _ District: D0101(Fs

: y ieGalesburq) _Building: :
FRetum to App List Production Mode v9.0
BiLogout Building: District Level

I — Home > Reports

Batch History Report Descriptions

Batch Upload Report Category: |Standard []
g
Mode Sclction e ——

Search Core Data Accepted Records by Type )

ents
Dropouts - Generated: Jul 31 2013 7:02PM
EQYA Report
EXIT Status
Gained/L ost Students
Graduates

Depending on which type of report that you choose (Standard, PBR, SO66, Assessments,

Discrepancies, Accountability, MILT, or STCO), another menu will open with the specific reports
that are available for that report category.

Cancel
Student Grade Level: [ALL[~]
Record Type: ASGT |~
) ASGT
From: ENRL
To:
i EXIT
Run Report MILT
QERY
STCO
TEST
TITL

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: |ALL[~]
Record Type: EOYA [~ ]
From: 05/01/2013
To: L/t
[W] 4 August, 2013 3

Su Mo Tu We Th Fr S5a
28 29 30 31 i 2 3

Today: August 2, 2013




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.xls from svvuidapt.ksde.org?

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

Running security scan. View downloads

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.

A | B | < | D | E | F | G | H | 1 | J K
, |Accepted Records by Type
Record Accountabi |Residence |LastName |First Name |Middle Generahon Date of Grade Hispanic |State
Type lity School |District ID Name Birth Level Student ID |Ethnicity |StudentID
3
4 EOYA 0105 D0505 Phillips Jennifer Sharon 0 1990-08-14 545025 N 4024669699
5 EOYA 0105 D0101 Parker Nicole Aimee 0 1990-09-01 50046 N 7969191649
6 EOYA 0105 D0101 French Victoria Liliana 0 1990-10-01 15 3519861 N 1640510184 2013
7 EOYA 0105 D503 Pittman Brianna Genesis 01990-11-26 "6 535857 N "9869690564 2013
8 EOYA 0105 D0101 Brock Amber Britney 019910110 "6 509966 M 6305982848 2013
9 EOYA 0105 DO101 Blue Morgan Kellie 01991-03-17 116 552028 N BI7T4385414 2013
10 EOYA 0108 D0101 Moran Dalton Kurtis 11990-11-04 716 642050 N 3872760211 2013
11 EOYA 0105 D0101 Copeland Hayden Gustavo 11990-1109 "5 "95007 Y 8875406634 2013
12 [EOYA 0105 D0101 Roy Hector Gregory 1199041119 "6 545050 M "9984825795 2013
13 EOYA 0105 DO101 Brady Douglas Lee 11990-1213 76 50039 N B066015179 2013
14 EOYA 0105 D0101 McCormick  Jonathan Maxwell 119901225 "5 842030 N "405272279 2013
15 EOYA 0105 D0101 Holloway Riley Russell 119910110 "6 522043 M 6296044283 2013
16 EOYA 0105 DO101 Montes Rodrigo Julio 11991-02-02 "6 50498 Y 3028019736 2013
17 EOYA 0108 D0101 Perez Cory James 11991-02-04 715 532040 N 1510161511 2013
18 EOYA 0111 D0101 Bailey Steven Daniel 01996-10-08 09 533254 N 1440193584 2013
19 EOYA 0111 D0101 Bell Priscilla Baylee 019960923 09 509967 M "4268769455 2013
20 EOYA 0111 DO101 Bennett Aaliyah Kira 01997-0220 10 572075 N 8306824237 2013
21 EOYA 0111 D0101 Boyd Calvin Klein 11996-04-15 "0 50475 N 8124624852 2013
22 EOYA 0111 D0101 Brooks Katlyn Darian 119970115 "0 50537 M 1152630302 2013
23 EOYA 0105 DO101 Holloway Riley Russell 11991-0110 16 522043 N 5296044283 2014
24 EOYA 0108 D0101 Montes Rodrigo Julio 11991-0202 "6 50498 Y "3028019736 2014
25 EOYA 0105 D0101 Perez Cory James 119910204 "5 532040 N 1510161511 2014
26 FOYA nins NNANA Dhilline. lannifar Sharan N 16an.na_14 4T "EARNDE n TAN24RRORA 14 il
H 4 b b | Standard__Accepted_Records By T %1 [laf [T | v
- - L

Descriptions of all of the KIDS Reports are available by clicking on the “Report Descriptions” link
on the “Reports” screen of the Collection System (shown below).

KIDS Collection - Tra|n|n .

User: training32  District: TD032(TD032. i Access Level: School Write
~jReturn to App List Production Mode v&.0 Tue, Jul 3 2012
# |Logout Home > Reports v9.0 1)) Bottom of Page |=

= Home
Batch History
Batch Upload

Reports
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The Report Descriptions may also be accessed at any time via the KIDS project website at
www.ksde.org/kids under the Report Descriptions” links. It also features a keyword search.

Sign In/ Register The KIDS system allows staff to generate reports based upon their submitted student data
in multiple formats. The list below provides an explanation of each report and Indicates
Forgot My Password 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 kids@ksde.org.

KSDE Website

Data Quality Certification (DQC) Program

o
Contact Us
Search
Background Report  Report Name Report Description Update/Refresh
= i Category Cyde
Timeline for Reports and Collections Standard Accepted  This report shows all records accepted in a This report runs
Records when th

(Batch) ~ Particular batch. Users enter the Batch ID dlicks o
number (found in the Batch Info Window) and  Report” button or
are returned all records accepted in that batch,  t® "‘(‘D:Oi'i' the
Note that school-level users will not see %

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 svvuidapt.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
l % 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.

| [ cancel

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

D“'ta on Students (KIDS)

i h‘m level data collection system

/v’-*:

u
L Kansas ¢
| - - 4 Educatior
? -
State ID Home ! Current Login: training32 Location:
“ Submission Type: Al - Processing Stage: Al - Sort: Upload Date Desc  ~ F
Student S h
District: TD032[TD032] ~ School:
Find Batch:
Upload Date Batch Info District School Status Record Count Ne:

No Batches Found.

Questions/Comments: http://www .ksde.org/feedback.html
© 2005 Kansas State Department of Education, All Rights Reserved.
Front Desk: (785) 296-3201
FAX: (785) 296-7933

120 SE 10th Avenue
Topeka KS 66612-1182

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

e Simple Search
¢ Advanced Search
e State ID Search

The simple search, shown below, performs searches for a student using demographic data.

[{iam%[hﬁﬁﬂ{t!ﬂ] Data on Students (KIDS)

~ astudent level data collection system /»“,ﬂ
“ N\

< - & _Ilux.msnsdf
/ K A | = 7= ! Educatior

Search Individual Student

Current Login: training32 Location: TD032-TD032 Stat
Simple Search Advanced Search State ID Search Alternate ID Search

* First Name: Middle Name: * Last Name: Suffix:

Date Of Birth: mm -~ / dd -] W ~




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.

Indlwdual Data on Students (KIDS) _
a student level data collection system ="
T& 1
¥ I(ansasf
state departmant
- j Educatior
»
A i ¥ |
Search Individual Student
Current Login: training32 Location: TDO32-TD032 Stai
Simple Search Advanced Search State ID Search Alternate ID Search
First Name: * Grade:
Middle Name School:
Last Nama:* District
Alt Last Name: Res District:
Suffix: Local ID
Gender - Source System: -
Date Of Birth: mm -/ dd </ ywyy - Customer Field 1
[Edince s M Customer Field 2:
Race: -~
Customer Field 3
Race 2: -
Race 3: - Customer Field 4:
Race 4: - Customer Field 5 il
\

The State ID search, shown below, allows you to search for a student based on his/her SSID.

?
Search Individual Student '

[Current Login: training32 Location: TD032-TD032 Stal
Simple Search Advanced Search State ID Search Alternate |D Search

*Required Fields

Questions/Comments: http://www ksde.org/feedback.html
© 2005 Kansas State Department of Education, All Rights Reserved.
Front Desk: (785) 296-3201

= i

Filtering student: Once a student is located using any one of the search options, you will see a
screen similar to the one below:

?
Search Individual Student '

Current Login: training32 Location: TD032-TD032 Sta_
Simple Search Advanced Search State ID Search Alternate ID Search
* First Name: James Middle Name: * Last Name: Carter Suffix

Date Of Birth: mm - / dd VAR -

*Required Fields

Search Results
State ID Last Name FirstName Middle Name Suffix Date Of Birth Gender District School Ethnicity Race(s) SSN Matcl

1697375979 Carter James 06/03/1998 MALE TD034 T034 White Not Present 80
5250182828 Carter Whitney James 06/28/1984 MALE D0499 8274 White Not Present 77
8470439308 Carter James Frederick 02/20/2004 MALE D0233 9302 White Not Present 77

8254612161 Carter Zachary J 08/25/1988 MALE D0499 8274 White Not Present 73




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

Search Individual Student
Current Login: training32 Location: TD032-TD032 Stal
S OGETTTOTauON. [State 10 T097979979] [ereated: 01/30/2009
General Inforrlation Enrollment Information
First Name: James W 08
Middle Name: School: T034 TD034
Last Name: Carter District: TDO034 TD034
Alt Last Name: Res District: TD034 TD034
Suffix: Sch Yr: 2009
Gender: MALE Local ID: 1234567891
Date Of Birth: 06/03/1998 Source System: Default
Ethnicity: Alternate ID:
Race: White Alternate Source:
Race 2:
Race 3:
Race 4:
Race 5:
SSN: Not Present
'
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 either the Validation or Production modes. For
more information about the Validation environment, see Part IX.

User: KidsTrainers  District: D0101(Erie-Galesburg) Building: 0000 Access Level: District Write

= AT I Production Mode V9.0 Fri, Aug 2 2013
§Logout Building: |District Level [~]
= Home Home > Mode Selection 1) Botiom ot Page
Batch History Select this option to VALIDATE your data format before actually applying the data to the production 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
Batch Upload through 16) are up-to-date. The data are not placed in the production data.
Reports

Please note that all data entered in this section will be deleted.

Select this option to enter into the production environment. Please note that the Assignment system data (fields 2 through 16) must
Search Core Data 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. S066).

Mode Selection

7} Top of Page
©2013 Kansas State Department of Education, All Rights Reserved
Help Desk: (785) 296-7935
Front Desk: (785) 296-3201

FAX: (785) 296-7933
120 SE 10th Avenue
Toneka KS RRE12-1182

m




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.

User: KidsTrainers  District: D0101(Erie-Galeshura)  Building: 0000 Access Level: District Write

~Return to App List

Hltogout

Validation Mode v9.0 Fri, Aug 2 2013

Home > Batch History 1) Bottom ot Page

= Home
Batch History View Previously Uploaded Files with the following criteria:

From: 04/01/2013

Mode Selection To: 08/02/2013

Search Core Data

Batch Upload

Upload Batch Records (Processed /

Date/Time j1)] District School Batch Status Errors /[ Total) 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” Collection
System Production 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 Assighment 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.ksde.org/kids for guidance documents.
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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 or ODT and uploaded into the Collection System.

SIS Collection Export file — This input file is uploaded from the Student Information System
(SIS) or Online Data Tool (ODT) 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:

o A header record with “TH” as the record type
e One or more student detail records
e A trailer record with “TT” as the record type



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 ltis 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.

¢ 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.

o If 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 Data Access and Use Palicy for Personally Identifiable Student Information. This
policy 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 Access and Use policy document can be found on the Research
and Evaluation page of the KSDE website: http://www.ksde.org/Default.aspx?tabid=116.

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.

e 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.

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

1. Atleast 8 characters long

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

4. Contains at least 1 lower case letter

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 “0” and “I.”

e 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.


http://www.ksde.org/Default.aspx?tabid=116

¢ 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.

e 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.

ourwONE

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
policy-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:

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.

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 dispatrity, 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.

Informing staff about the data being collected by the school or organization.
Teaching staff members a number of ways to check data accuracy:

o Spot check, using forms from which data were entered.

o Develop and run automated data edits.

o Check aggregate reports for reasonableness.

Providing professional development related to the ways accurate data can support the
overall purpose of education.

Developing clear data policies, standards, definitions, and timelines:

o 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.

o O O



o Provide opportunities for feedback about the data process, training, and/or
documentation.
o Make assistance available if problems are encountered.

¢ 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
www.ksde.org/dgcprogram.

o 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.gov.
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