KENTUCKY CAREER READINESS MEASURE
2011-2012
[bookmark: _GoBack]TO ENTER STUDENT DATA INTO TEDS
· Sign in to TEDS and select 2011-2012 as the School Year.
· Select the name of the Program in which the student is enrolled from the list of programs in the navigation tree on the left side of the TEDS screen. 
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Click on the Career Readiness link next to the name of the program section in which the student is enrolled.
[image: ]
A list of all students enrolled in that program section will be displayed.  Use the Search Criteria options to shorten the list if looking at a certain cohort of students, such as preparatory seniors.
The SSN and SSID are displayed next to each student’s name.  A drop-down box for entering a WorkKeys Certificate Level and a field for entering the ASVAB (AFQT) score are also across from each student name.  A link to the Industry Certificates data for each student is on the far right side of each line.  
See the following specific instructions for entering each type of data. [image: ]
TO ENTER WORKKEYS CERTIFICATION
· Click on the drop-down box under WorkKeys Certificate Level across from the appropriate student name.  
· Highlight the certificate level earned by the student.
· Repeat for each student in the program section for whom a certificate level is to be recorded.
· Click Save.
NOTE:  It is not necessary to click Save after selecting the certificate level for each student.  It is only necessary to save the screen before changing to another screen.
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TO ENTER ASVAB TEST RESULTS
· Click on the ASVAB (AFQT) field across from the appropriate student name.
· Key in the numerical score earned by the student.
· Repeat for each student in the program section for whom an ASVAB score is to be recorded.
· Click Save.
NOTE:  It is not necessary to click Save after keying the score for each individual student.  It is only necessary to save the screen before changing to another screen.
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TO ENTER AN INDUSTRY CERTIFICATE
· Click on the Industry Certificate link across from the appropriate student name.
· Select the name of the Industry Certificate.  This may be done by scrolling through the list of certificates in the Available Certificates box.  Enter the name or partial name of an Industry Certificate in the Search Certificates box to find a particular certificate name without scrolling.  Search results will be displayed in the Available Certificates box.
· Highlight the name of the appropriate Industry Certificate in the Available Certificates box.
· Click Add Certificate to move the selected certificate name to the Awarded Certificates box.
· Repeat the process if multiple certificates are to be recorded.
· Once all certificate names are shown in the Awarded Certificates box, click Save.
· Click Close to return to the Career Readiness screen.
· Repeat for each student for whom Industry Certificates are to be entered.
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All schools - secondary students only - The home school report used for SEEK funding
allocations for 2010-2011 school year is due October 22nd, 2010 to Sarah Galliher. If you do not
have secondary students attending your school, disregard this message.

Demographic, enroliment, termination, special populations, credentials, industry certificates and O*Nets data has
been locked. 2008-2009 employment/transition data is also locked at COB. Now that the data has been locked,
no additions/changes/deletions can be made to that data.

OCTE ATCs - Because Work Keys was a pilot project and it is not yet known exactly what will be included in the official
definition and measurement for College and Career Readiness, OCTE ATC's will not input the results of the Work Keys
testing into TEDS this time. Once it is known what the measurement will be, the question
decision about which, if any, Work Keys tests will be tracked.

be revisited and a

All Schools - The 2010-2011 Industry Certification List has been added to the TEDS Documentation folder in the TEDS Downloads
area at the botton of the navigation pane. This list was coordinated with the KOSSA testing crosswalk. The list will be updated as new
industry validated certifications are identified for programs. Schools may view the list on screen or print it out.
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