TEDS Yearly Check List
Beginning of Year
 FORMCHECKBOX 
Enter New Students into Infinite Campus – Activate inactive students by removing the termination status and end date
 FORMCHECKBOX 
Enter Attend Hours for Term 1 – Average Daily Attendance in a career pathway
 FORMCHECKBOX 
Change Student Objective – Only on students now enrolled in their third credit in a career pathway
 FORMCHECKBOX 
Change Credit Hours – Add hours earned previously to hours currently enrolled in (Optional)
 FORMCHECKBOX 
Complete an Export from IC and import into TEDS – See Downloads Section – KDE (Whitaker) for instructions
 FORMCHECKBOX 
Verify Import – Run an Enrollment Report to verify numbers the day after importing data into TEDS
 FORMCHECKBOX 
Print Student Folio Report (Follow-up Data) – See Downloads Section – KDE (Whitaker) for instructions 

Mid-Year
 FORMCHECKBOX 
Complete Follow Up Data Entry - See Downloads Section – KDE (Whitaker) for instructions
 FORMCHECKBOX 
Enter any Industry Certificates earned during the fall semester
 FORMCHECKBOX 
If on Trimesters, Enter Term 2 Attend Hours in IC - Average Daily Attendance in a career pathway
 FORMCHECKBOX 
KOSSA Registration – Run a Class List report for Preparatory students to determine KOSSA numbers

Spring Semester
 FORMCHECKBOX 
Enter Attend Hours for Term 2 - Average Daily Attendance in a career pathway
 FORMCHECKBOX 
Complete an Export from IC and import into TEDS – See Downloads Section – KDE (Whitaker) for instructions
 FORMCHECKBOX 
Verify Import – Run an Enrollment Report to verify numbers the day after importing data into TEDS
 FORMCHECKBOX 
Verify Follow Up – Run a Statistical (Employment – Transition Status) Report to verify all follow up has been completed – Use the Recommended Reports document in the Downloads Section – KDE (Whitaker) for instructions
End of Year
 FORMCHECKBOX 
Enter Attend Hours for Term 3 (If on Trimesters) - Average Daily Attendance in a career pathway
 FORMCHECKBOX 
Complete an Export from IC and import into TEDS – See Downloads Section – KDE (Whitaker) for instructions
 FORMCHECKBOX 
Verify Import – Run an Enrollment Report to verify numbers the day after importing data into TEDS
 FORMCHECKBOX 
Enter Termination Status and Dates for all Active and Inactive Seniors in TEDS
 FORMCHECKBOX 
Enter Termination Status and Dates for all Active and Inactive Transfer Students and Dropouts in TEDS
 FORMCHECKBOX 
Verify Terminations are Complete – Run a Statistical (Termination Status) Report the day after data entry – Use the Recommended Reports document in the Downloads Section – KDE (Whitaker) for instructions
 FORMCHECKBOX 
Verify Federal Identifiers – Run the Duplicate Federal Indicator Report – Use the Recommended Reports document in the Downloads Section – KDE (Whitaker) for instructions
 FORMCHECKBOX 
Enter any Industry Certificates earned during the spring semester
 FORMCHECKBOX 
Verify KOSSA – Run a KOSSA Results Report – Use the Recommended Reports document in the Downloads Section – KDE (Whitaker) for instructions
 FORMCHECKBOX 
Verify Follow Up – Run a Statistical (Employment – Transition Status) Report to verify all follow up has been completed – Use the Recommended Reports document in the Downloads Section – KDE (Whitaker) for instructions
 FORMCHECKBOX 
Enter ASVAB data on the Career Readiness Screen in TEDS
 FORMCHECKBOX 
Verify WorkKeys data on the Career Readiness Screen in TEDS
 FORMCHECKBOX 
Enter Dual-Credit Hours and Institution for CTE Students on CTE Courses in TEDS
 FORMCHECKBOX 
Enter ‘Took Program Assessment’ for CTE Students if the students have taken and failed an Industry Certification
