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REMINDERS:

ACCESSING ONLINE TRAINING SYSTEM 
[bookmark: _GoBack]The Online Training System (OTS) is the location where teachers take their online quizzes and complete any updates to their profile. The first time entry for the site will require everyone to provide the same password of abc123. Once the site has been linked all users may select the Update Profile Page and change your password to something more familiar. 

Link: https://kaap.hdi.uky.edu/ots/

Username: john.doe@taylor.kyschools.us

Password: abc123

New teachers or administrators who have never accessed the site before should disregard the information above and select to register. The Register Tab can be located on the screen under Members Area.

ONLINE TRAINING SYSTEM (OTS) POSITION SELECTION FOR STUDENT REGISTRATION DATABASE (SRD) (TEACHERS- PLEASE CHECK POSITION) 
The first Alternate Assessment testing window is quickly approaching; with that, the SRD will also open soon for score entry. Darrell Mattingly (UK) has notified me that an unusually high number of teachers have selected “Other” as their position in the OTS profile section. To appear in the teacher roster for the SRD that position must be changed to “Teacher.” It may take 15 to 20 minutes for the updates to apply in the SRD once the change has been made to the profile page.

To complete this change the following steps below have been provided:

1. Access the Online Training System (OTS): https://kaap.hdi.uky.edu/ots/OTS/MemberTools/Login.aspx
1. Provide Username and Password to Login
1. Under Members Area, select to Update User Profile
1. When the Update Profile page appears, go to position and select “Teacher” in the dropdown box
1. Provide your password (if you would like to change your password this would be a good time to do so); then verify password
1. Select Update at the bottom of the page

The completion of these steps should change your position to Teacher. If your position is already identified as Teacher then no changes are necessary. This must be completed in order for your name to appear in the SRD on the Teacher Registration Roster. If your name does not appear there, the DAC or district level administrator cannot grant you permission to enter scores once the testing window opens November 1.

For any questions, please contact Kevin O’Hair at kevin.ohair@education.ky.gov. 
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