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TEDS IMPORT PROCESS

Once the two export files from Infinite Campus (demographic and enrollment) are created, the TEDS import process may be completed.  Login to TEDS at http://teds.ky.gov and import the two files.  See “Directions for Exporting data from Infinite Campus to be used in the TEDS import process” if you have not already exported files from Infinite Campus.
1. Click on Select School 
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« Secondary Schools - The Office of Assessment and Accountability (OAA) has informed us that they will need

a report from TEDS by the end of July for the College and Career Readiness Report. This means that all
dustry certifications must be in TEDS before the end of July in order to be a part of the initial CCR
report. However, if you are unable to complete industry cetifications by this time, you still need to
enter them in TEDS as the report can be updated and we still need to report to USDOE.

o OCTE ATCs, KCTCS and University personnel - No TEDS training sessions have been scheduled in
Frankfort this year because there have been no changes to the TEDS screens or to what data is
collected and how itis collected. Training will be scheduled when requested changes have been
made or there are any other items affecting data reporting that require training.

o All Schools - Please enter any test results for Medicaid Nurse Aide (MNA) on the Industry Certificates screen
Do not enter the results on the KOSSA, Credentials or O*Net screens. Entering the test results on multiple
screens will cause a duplication in numbers when reports are run. For secondary schools, MNA will count
toward the College and Career Readiness measurement only if it is entered on the Industry Certificate
screen. This information must be entered by the end of July to be Counted in the initial College and Career
Readiness data that will be posted on the OAA website. MNA data entered August through September will be
included in an updated posting on the OAA website after the data is locked on Oct 1st.

+ OCTE ATCs - Because Work Keys was a pilot project and it is not yet known exactly what will be




2. Select your “School” and “School Year” and click on the Select button
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3. Select “Import” from the left navigation bar under School Administration
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4. Click “Browse” and double click on the demographic file (wherever it is located/stored on your computer).  This will display the file in the “Demographic data file” field.
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2. IFthe testing is successtul (i.e. no errors), proceed to Step 6.

6. Click ZBrowse= and double click on the demoaraphi (wherever it is located/stored on your computer). This
will display the file in the ZDemagraphic file= field.

7. Click 2Browse= and double click on the enrollment file (wherever it is located on your computer). This will display
the file in the ZEnrollment file= field.

8. Click “Upload Data=. The message “Are you sure you want to upload your TEDS import data?> will appear. Click
20K if you are sure you are ready to complete the import process. If you dick ZCANCELZ, the data does not.
upload and the import is not completed.

9. Once the files are uploaded, 3 message at the top, will display stating whether the upload is successful or not.

10. IF successful, the Import process is complete.

TE: Data will not be transferred or viewable until the next day. This process occurs overnight.

Import Data Selection

Demographics data file: * [ Browse

Enrollment data file:

Browse.

Test Data Upload Data Vigwimporresuel|

View Import Log | Close Page





5. Click “Browse” and double click on the enrollment file (wherever it is located on your computer).  This will display the file in the “Enrollment data file” field.
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2. IFthe testing is successtul (i.e. no errors), proceed to Step 6.

6. Click ZBrowse= and double click on the demoaraphi (wherever it is located/stored on your computer). This
will display the file in the ZDemagraphic file= field.

7. Click 2Browse= and double click on the enrollment file (wherever it is located on your computer). This will display
the file in the ZEnrollment file= field.

8. Click “Upload Data=. The message “Are you sure you want to upload your TEDS import data?> will appear. Click
20K if you are sure you are ready to complete the import process. If you dick ZCANCELZ, the data does not.
upload and the import is not completed.

9. Once the files are uploaded, 3 message at the top, will display stating whether the upload is successful or not.

10. IF successful, the Import process is complete.

TE: Data will not be transferred or viewable until the next day. This process occurs overnight.

Import Data Selection

Demographics data file: * [

Enrollment data file:

Test Data Upload Data Vigwimporresuel|

View Import Log | Close Page





6. Click “Test Data”.  This takes a few minutes. Once the testing of both files is completed, a message at the top, in green, will display stating if the testing was successful or not.  Please note the numbers at the top of the screen for your convenience:

a) New Enrollments:  

b) Updated Enrollments: 

c) Errors: 
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Instructions

1. Click “Browse= and double click on the demoaraphic file (wherever it is located/stored on your computer). This
will display the file in the ZDemagraphic file= field.

nd double click on the enrollment file (wherever it s located on your computer). This will display

the file in the ZEnrollment file= field.

3. Click Test Datac. This takes a few minutes. Once the testing of both files has been completed, a message at the
top, in green, wil display stating if the testing was successful or not.

4. Ifthe testing was not successful, click ~View Import Results= to display the errors. SAVE/PRINT the error report.

NOTE: You can re-do steps 1-3 and run the error report as often as needed to get a clean run against the TEDS|
data prior to actually completing the import process





7. If the testing is successful, a message at the top will appear in green (as shown above…”Import Data Tested Succcessfully), proceed to Step 8.  If testing was unsuccessful, skip to step 13.
NOTE:  You can re-do steps 3-6  and run the error report as often as needed to get a clean run against the TEDS data prior to actually completing the import process.  If you want to proceed with uploading with the errors, you can proceed to Step 8.  But those records that have the errors will not import into TEDS until they are corrected.
8. If the first 7 steps happened correctly, the Upload Data button should no longer be unavailable.  Click “Browse” and double click on the demographic file (wherever it is located/stored on your computer).  This will display the file in the “Demographic data file” field.
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9. Click “Browse” and double click on the enrollment file (wherever it is located on your computer).  This will display the file in the “Enrollment data file” field.
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5. Ifthe testing is successful (i.e. no errors), proceed to Step
6. Click 2Browse= and double click on the demoaraphic file (wherever it is located/stored on your computer). This

7. Click ZBrowse:

the file in the SEnrollment fle= field.

3. Click Test Datac. This takes a few minutes. Once the testing of both files has been completed, a message at the
top, in green, wil display stating if the testing was successful or not.

4. Ifthe testing was not successful, click ~View Import Results= to display the errors. SAVE/PRINT the error report.

NOTE: You can re-do steps 1-3 and run the error report as often as needed to get a clean run against the TEDS|
data prior to actually completing the import process

6.

will display the file in the ZDemagraphic file= field.

nd double click on the enrollment file (wherever it s located on your computer). This will display
the file in the ZEnrollment fileZ field.

8. Click “Upload Data=. The message “Are you sure you want to upload your TEDS import data?> will appear. Click

ZOK= if you are sure you are ready to complete the import process. If you dlick ~CANCE!
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10. Click “Upload Data”.  The message “Are you sure you want to upload your TEDS import data?” will appear.  Click “OK” if you are sure you are ready to complete the import process.  If you click “CANCEL”, the data does not upload and the import is not completed.  
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the file in the SEnrollment fle= field.
3. Click Test Datac. This takes a few minutes. Once the testing of both files has been completed, a message at the
top, in green, wil display stating if the testing was successful or not.
4. Ifthe testing was not successful, click ~View Import Results= to display the errors. SAVE/PRINT the error report.

NOTE: You can re-do steps 1-3 and run the error report as often as needed to get a clean run against the TEDS|
data prior to actually completing the import process

5. Ifthe testing is successful (i.e. no errors), proceed to Step 6.

6. Click 2Browse= and double click on the demoaraphic file (wherever it is located/stored on your computer). This
will display the file in the ZDemagraphic file= field.

7. Click 2Browse= and double click on the enrollment file (wherever it is located on your computer). This will display
the file in the ZEnroliment fleZ field.

8. Click ~Up|oad Data-. The messaa re vou sure vou want to uoload four TEDS import data?z will appear. Click
ZOKS ff ypu [N x|[1 you clik ZCANCELS, the data does not
upload arjd

9. Oncethefic o
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11. Once both files are successfully uploaded, a message at the top, will display stating the upload is successful.
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2. Click ZBrowse:

8. Click

1. Click “Browse= and double click on the demoaraphic file (wherever it is located/stored on your computer). This

will display the file in the ZDemagraphic file= field.
nd double click on the enrollment file (wherever it s located on your computer). This will display
the file in the ZEnrollment file= field.

3. Click Test Datac. This takes a few minutes. Once the testing of both files has been completed, a message at the

top, in green, wil display stating if the testing was successful or not.

4. Ifthe testing was not successful, click ~View Import Results= to display the errors. SAVE/PRINT the error report.

NOTE: You can re-do steps 1-3 and run the error report as often as needed to get a clean run against the TEDS|
data prior to actually completing the import process

5. Ifthe testing is successful (i.e. no errors), proceed to Step 6.
6. Click 2Browse= and double click on the demoaraphic file (wherever it is located/stored on your computer). This

will display the file in the ZDemagraphic file= field.

7. Click 2Browse= and double click on the enrollment file (wherever it is located on your computer). This will display

the file in the ZEnrollment file= field.
pload Dataz. The message ZAre you sure you want to upload your TEDS import data?z will appear. Click
20K if you are sure you are ready to complete the import process. If you dick ZCANCELZ, the data does not.
upload and the import is not completed.

9. Once the files are uploaded, 3 message at the top, will display stating whether the upload is successful or not.
10. IF successful, the Import process is complete.

TE: Data will not be transferred or viewable until the next day. This process occurs overnight.





12. Import process is complete.
13. If the testing was not successful, a red message stating the error will appear at the top, click “View Import Results” to display the errors.  SAVE/PRINT the error report.  The error report lists only the records that had errors during the test run.  Try to correct the errors before uploading the data.  
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Data will not be transferred or viewable until the next day.  This process occurs overnight.
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