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needed.
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How to Enter Initial Secondary Student Data in Infinite Campus
» Follow steps 1-5 if
a. You are entering a student into a New Career Pathway, OR
b. You are entering a student on the TEDS tab for the first time, OR

c. You are an ATC/CTC (because you will need to establish the student in IC at
your site location)

> start at step 6 if

a. You are entering information for a student that has been previously enrolled in
the pathway on the TEDS tab,

1. Log into Infinite Campus and Click the “Search” tab

[ Fina Messages |

1 |H ] e ) [ e e
L] Deif Ser vive My Mowsests oo w s 1TOrIOTa

2. Enter a Student Name, click Go. Click on the student name under search results

-
- [0G/00/2015 Polk High School ]
Have a greal summer

| Procoss Alers
Date Range | || | Disptay [ Al Processes ¥ || Find Messages |
| D@lete Salected Messages |

Search Results: 22

Mow viewing page 1 of 2

| I [f]E]Frocess |rare [Fosied Gate[Gus Gt

Solt Service My Reauests aritoyed TIEE01S

3. Find the TEDS tab and click on Add TEDS to start a new TEDS record

Summary Enrollments Schedule Aftendance Flags Grades Transcript Credit Summary Assessment Behavior
Transportation Fees Lockers Graduation Athletics AdHoc Letters Waiver Records Transfer Gifted & Talented
FRYSC Pre-School Title 1 Services Early Learning/Prior Settings ESS Attendance Group TEDS Report Comments
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4. Enter data into each of the RED highlighted fields below ONLY:

a. School - This is the home school for the student, it auto fills when you add a
new TEDS record.

b. Start Date - The date when the student starts in the first course of a Career
Pathway. This date should not be changed after it is entered the first time.

c. CIP Code — From the dropdown, select the appropriate code that represents
the Career Pathway for which you are creating a new enrollment.

d. Special Populations — NOT IN RED BUT STILL REQUIRED. Select from the
dropdown ONLY if you know this information. DO NOT ASK THE STUDENTS.

e. Daily Attendance Hours

i. Semesters vs. Trimesters - If your school schedule is trimesters choose
trimesters, all others choose semesters. If on trimesters, you will see 3 Term
boxes below, otherwise you will see 2 Term boxes.

ii. Term Boxes - The average daily amount of time the student spends in a
Career Pathway. The formula is total minutes in courses in the pathway
divided by sixty minutes and the answer should be in n.nn format.

Example: John is in two 55-minute courses in the pathway five days
a week, so John has 110 minutes total, which | divide by 60
minutes, which equals 1.83 attend hours in my Term 1 box and zero
in Term 2 until | know the student’s schedule for the 2" semester.

f. Credit Hours - NOT IN RED BUT STILL REQUIRED. Number of earned credits
PLUS the number of credits the student is currently enrolled in the pathway.

g. Student Objective - Every student is “Exploring” until they meet the definition
for Preparatory. “Preparatory” means the student has completed two credits
in a career pathway and has enrolled in the third credit for the same pathway.

Add TEDS Save Delete

D
*School *Start Date End Date

Polk High School(410) v a b =] [

Special Populations

*CIP Code

BopL s s e
» Semesters Trimesters Credit Hours *Student Objective

-

*Term 1 *Term2 Termination Status g
€ v

T egeTanTy T

ATTENTION ATCs
aue = DO NOT USE THIS DROPDOWN

ATC_CTC

5. Click Save and the student has a new active career pathway that can be imported
to TEDS.

Add TEDS Save Delete
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If the student was previously enrolled in a pathway already in their

TEDS tab, start here...

6. Log into Infinite Campus and Click the “Search” tab

District Edition

Fnfinite =T
o

e x

KDE Admin
= Student Infarmation

= Census

= Bohavior

= Health

= Attendance

= Scheduling

* Fees

+ Grading & Standards

* Madicaid

Reaporting
= Transcripls
= User Communication

* Assessment

. o e
nnouncements
= [06/09/2015 Polk High School )
Have a great summenrt

Procoss Aleris

Date Range | | to]
| Delete Selected Messages |

Display | All Processes

[nu-wr.um[nuo Ualq|

| IltlDiwrwau |Nnm
1O/2R/2014 |

| [ Belf Service hy Roquests aaaicd

7. Enter a Student Name, click go, and then click on the student name when it shows
up under search results

Infioite (" | District Editi i
Camﬁs District Edition  Test Site

District Announcements
No district announcements at this time.

Index Search

| Student v

Help <

EN] -

Advanced search

Search Results: 22

MNow viewing page 1of2

|- -

School Announcements

« [06/09/2015 Polk High School ]
Have a great summer!

Process Alerts

Date Range to Display | All Processes ¥ || Find Messages
| Jto] | I |

| Delete Selected Messages |

|Name |Pos‘ted Date‘ Due Date

| [t[Bproess
| [ Seff Service My Requests aoproved

10/28/2014

8. Click on the TEDS tab and you will see that a school name is already showing
because the student has previously been enrolled in a pathway

E Add TEDS

Summary Enrallments Schedule Atftendance Flags Grades Transcript Credit Summary Assessment Behavior
Transportation Fees Lockers Graduation Athletics AdHoc Letters Waiver Records Transfer Gifted & Talentad
FRYSC Pre-Schoal Title 1 Services Early Learning/Prior Settings ESS Aftendance Group TEDS Report Comments
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9. Click the “+” symbol next to the name of the school to expand the list of pathways
for which the student has previously been enrolled. You will notice that one below
has an end date and the others do not. Only those that do not show a past year’s
end date will export and import to TEDS.

Summary Enroliments Schedule Attendance Flags Grades Transcript Credit Summary Assessment Behavior
Transportation Fees Lockers Graduation Athletics AdHoc Letters Waiver Records Transfer Gifted & Talented

FRYSC Pre-School Title 1 Services Early Leaming/Prior Settings ESS Attendance Group TEDS Repart Comments

Add TEDS

StartDate: 07/01/2013 EndDate:D8/30/2015 CipCode:Agribusiness Systems
StartDate: 02/01/2013 CipCode:Agriculture-ANIMALSY STEMS
StartDate: 02/01/2013 CipCode:Agricufture-ANIMALSYSTENS

10. Click on the name of the Career Pathway that the student is continuing in that
needs to be updated for the current school year

Summary Enraliments Schedule Aftendance Flags Grades Transcript Credit Summary Assessment Behavior
Transportation Fees Lockers Graduation Athletics AdHoc Letters Waiver Records Transfer Gifted & Talented

FRYSC Pre-Schoal Title 1 Services Early Leaming/Prior Settings ESS Attendance Group TEDS Report Comments

Add TEDS

StartDate: 07/01/2013 EndDate:05/30/2015 CipCode:Agribusiness Systems

StartDate: 08/01/2013 CipCode:Agricutture-ANIMALSYSTENS
StartDate: 02/01/2013 CipCode:Agriculture-ANIMALSY STEMS

11. You will need to update the following fields to make this an active record that will
import to TEDS.

a. Daily Attendance Hours - (see definition in Step 4e) Attendance Hours should
reflect current year time

b. Credit Hours - Should reflect total credits in the pathway for entire high school
career for the student

c. End Date - Should be blank

Student Objective - If the student now meets the definition for preparatory in
Step 49 above, make the change in this field.

e. Termination Status - Should be blank
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*School
Polk High School{410)

*Start Date
070172013 [Ta|

*CIP Code Spetial Populations
01,0101.00: Agribusiness Systems x| * v
*Daily Attendance Hours
Semesters g, Trimesters Credit Hours *Student Objective d.
0 b. 1: Explorin ¥

<4

*Term 1 *Term2  *Term 3 Termination Status
1.83 0 o 98: Inactive (not terminated) v €.
LEEEL Credential Earned
| -
ATC CTC ATTENTION ATCs
Select a Value <

End Date
oerz0i0ts [T C-

DO NOT USE THIS DROPDOWN

12. Click Save and this record will now be active for the current school year.

Add TEDS

Delete

Save

REMEMBER:
» DO NOT MARK FEDERAL INDICATORS IN INFINITE CAMPUS
» DO NOT TERMINATE STUDENTS IN INFINITE CAMPUS

» YOU MUST REMOVE END DATE AND TERMINATION STATUS FOR A STUDENT

TO BE ACTIVE
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back to contents

revised October 2015




How to Enter Initial Postsecondary Student Data in TEDS

NOTE: This option MAY be used for secondary students at the end of the year and then ONLY if it
is too late to enter the student on the TEDS tab in IC.

To add a new student manually, it must be done from Program Sections.

» Click on the program in which the student is/will be

enrolled

» Click on Class List for the section you wish to add

the student(s)

= Program Sections
Accounting 52.0301.00

Administrative Support
52.0401.00

Allied Health 51.0000.01

Business Management
52.0201.01

Business Multimedia

Accounting Edit

Accounting 1 Edit

Class List

52.0501.00

Entry Lewvel Cellision Repair
Painter 47.0003.01

Welder Entry Level
48.0508.01

» Click “Add New Enrollment” above
the search criteria area.

> Enter the student’'s name in the
“Enrollment Search Criteria”

> Click “Search”

Add New Enrollment | Close Page

Class List

Accounting 52.0301.00 - Accounting

Enrollment Search Criteria

N

Mew Enrollment || Close Page

Search Student to Enroll

Accounting 52.0301.00 - Accounting

NOTE: Always search for the student’s name in
TEDS, even if you are sure that the student was
not previously entered into TEDS and has no
existing demographic record. This will prevent
duplicate demographic records with different
SSID or SSN numbers for the same student
and keep the TEDS data as clean as possible.

@ 0 Records Match Your Criteria

> If the student’s name appears in the
search results, edit existing
demographic or enrollment data as
necessary.

Search Criteria
First Name: | |
Last Name: | |
Last four # of S5N: | |
SSID: | |
___ Name | ssNn | |

Mew Enrollment | Close Page

If the student’'s name does not appear in the search results,

> Click [New Enrollment] and enter required information (indicated by an asterisk*)

TEDS Step-by-Step Basics
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Required demographic and enroliment information can be found in the TEDS User Guide
online at http://education.ky.gov/CTE/teds/Pages/TEDSStepbyStep.aspx

Close Page

New Enrollment

Accounting 52.0301.00 - Accounting

Student Details

First Name: * |

Last Mame: * |

Middle Mame: |

Date of Birth: * |

Gender: * |- Select One v

Race: * [_ Select One |

Student SSMN: * | |

Student Id: | |

Prefix: [ Select One  »
Suffix: [ _ Select One  »

Notaes:

Student Address

Address Linel: * | |

Address Lina2: | |

City: + | |
State: +
zip: * |

Phone: |

Extension: | |

Emailz |

Enrollment Information

Enrcliment Date: * |

Student Objective: * [C Select One |

Education Lewvel: * | _ Sglect One =

Attend Hours Term 1

-
Attend Hours Term 2:
=5

Attend Hours Term

Select One il

Home High School:

Credit Hours: | |

Close Page

> Click “Save

IMPORTANT: Imported data will OVERWRITE much of the data in TEDS. Make sure you have
completed TEDS data import BEFORE you complete other updates in TEDS.
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How to Create an Export File in Infinite Campus

Step 1. Click on “KY State Reporting” then select TEDS Report

TEDS Report

Index Search

This tool cap ract data to complete the TEDS Report. Choose the District Format to get the file in the state defined cav

Claude Christian format, piferwise, choose one of the testing/debugging formats.

Student Informati
Ad Hoc Repory Extract Options Select Calendars

Which calendar(s) would you like to include in the report?

System Ad istrati
System Adgfinistration Date Range |na/12/2014 [Ta] - |07/07/2015 T3] O sxpmiE

v e -
v KY State Reporting Extract Type | Enrclment ¥ fist by school

TEDS Report ;
2 Format State Format (Fixed width) ¥ list by year
siti = e e
Transition Report 14-15 Boone County High School
Account Settings Generate Extract 14-15 Beston Elementary Scheol
14-15 BOSTON SCHOOL

Step 2. Set Date Range — Enter dates in DD/MM/YYYY format OR click on picture of calendar next
to each date to select date.

o Enter(Start Date)as July 1 of the current school year (e.g., 07/01/2015).
o Enter End Date as June 30 of the current school year (e.g., 06/30/2016)

Index Search Help TEDS Report
This tool can extract data to complete the TEDS Report. Choose the District Format to get the file in the state defined csv
Claude Christian format, otherwise, choose one of the testing/debugging formats.

Student Information

Ad Hoc Reporting Extract Options Select Calendars
o . ‘Which calendar(s) would you like to include in the report?
System Administration
4 Date R - o B
. ate hangq |08/12/2014 Ovi0TI2015 j ® active year
v K State Reporting Extract v v list by school
TEDS Report Format| =M T W T F S [0 list by year
N 2728203031 1 2 |;
Transion Report 3456738 9 14115 Eosne Courty High Scrosl
Account Settings 10 11“ 1314 15 16 14-15 Boston Elementary Scheol
- 17 18 19 20 21 22 23 14-15 BOSTON SCHOOL
24 25 26 27 28 29 30 14-15 Botts Elementary School
M 12 3 45 & 14-15 BOURBON CENTRAL ELE
Today 14-15 BOURBOM COUMTY HIGH

14-15 BOURBON COUNTY MIDC

14 1 BOlIpEAkL ol LT DEEC

Step 3. Set Extract Type - You will need to do one for Enroliment and one for Demographic. This
example will be for ENROLLMENT.

Index Search Help TEDS Report I

This toel can extract data to complete the TEDS Repert. Choose the District Format to get the file in the state defined cav
Claude Christian farmat, ctherwise, choose one of the testing/debugging formats.

Student Information

Ad Hoc Reporting Extract Options Select Calendars

- . Which calendar(s) weuld you like te include in the report?
System Ad 5 :
ystam Administration Date Range (081212014 [75]= 0710772015 3] ®) getve year

Ve )
¥ KY State Reporting e —— o
TEDS Report Enn .
’ Demographic width) ¥ list by year

Transition Report R A
s 14-15 Boone County High School
Account Settings Generate Extract 14-15 Boston Elementary School
14-15 BOSTCON SCHOOL
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Step 4. Set Format — Format should default toState Format (fixed width)] but if not set the format
to State Format (fixed width)

Index Search Help TEDS Report

This tool can extract data to complete the TEDS Report. Choose the District Format to get the fils in the state defined csv
format, otherwise, choose one of the testing/debugging formats.

Claude Christian

Student Information
Select Calendars

Ad Hot Reporting Extract Options
System Administration Date Range |pga/12/2014 3 O7/07/2015 H mth ;::‘,Ti:] Heddyedlie e neiae e repert?
v K State Reporting Esract Type | Enrclment ¥ fist by school
TEDS Report [ Format State Format (Fixed width) ¥ ] list by year
Transition Report 14-15 Boone County High School  «
Account Settings Generate Extract 14-15 Beston Elementary School

14-15 BOSTON SCHOOL

Step 5. Select Calendar and School — Defaults to[“active year’] Select the correct calendar and
school.

Index Search Help TEDS Report

This tocl can extract data to complets the TEDS Report. Choose the District Format to get the file in the state defined csv
format, otherwise, choose one of the testing/debugging formats.

Claude Christian

Student Information
Select Calendars

Ad Hoc Reporting Extract Options
System Administration Date Range 0a/12/2014 H—- S eTate H Whiih ::t?;d:;i] would you like to include in the report?
vV State Reporting Extract Type | Enrolment ¥ list by schocl
[ELe T Format State Format (Fixed width) ¥ list by year

Transition Repart T T TOyiE OOy OEy TTeanmes
14-15 Boyle County High School
jCeneratelbaracky| 1415 BOYLE COUNTY MIDDLE

1415 Boys Haven

14-15 BRACKEN COUNTY HIGH| I
] T

=
115 Ereposin Plenertan

Account Settings

Step 6. CIick[“Generate Extract”]to create the document in Notepad

Index Search Help LS Hepon

This tocl can extract data to complete the TEDS Report. Choose the District Format to get the fils in the state defined csv
format, otherwise, choose one of the testing/debugging formats.

Claude Christian

Student Infarmation
Select Calendars

Ad Hoc Reporting Extract Options
System Administration Date Range (pa/12/2014 l]" o7/OTI2015 3 ‘M-Iiih :::;.r::er:] weuyeuliieto neliae nhe reper?
T KY State Reporting Extract Type | Enrolment ¥ fist by school
TEDS Report Format State Format (Fixed width) ¥ list by year

T TS SOV COUNy OUEy T TEanme

Transition Report [ 1
14-15 Boyle County High School
Account Settings Generate Extract 14-15 BOYLE GOUNTY MIDDLE
14-1% Boys Haven

14-15 BRACKEN COUNTY HIGH
14-15 BRACKEN COUNTY MIDD
iR nc sl nsnlats

Step 7. Once the file has been created, click File > Save As and save the ENROLLMENT
document as “schoolyearTEDSe” (e.g., “1415TEDSe.txt"). The “e” at the end identifies the

file as enrollment.

Step 8. For DEMOGRAPHIC report, repeat steps, changing Extract Type (Step 3) to
DEMOGRAPHIC.

Step 9. Once the file has been created, click File > Save As and save the DEMOGRAPHIC
document as “schoolyearTEDSd” (e.g., “1415TEDSd.txt"). The “d” at the end identifies the

file as demographic.
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How to Import Infinite Campus Data into TEDS

BEFORE YOU BEGIN THIS STEP,
REMEMBER TO ADD FIRST SECTION TO ANY NEW PATHWAYS

ADDING A SECTION

Home (System Messages)
= School Administration
Sedect School
School Wide Encollments.
Student Search
Career Readiness
(= Program Sections
Arcounting $2,0301,00

Adminkstrative Support.
52.0401.00

Allied Health 51.0000.01
Business Management
20L0

52.0
Entry Level Collision Repalr

3. Make the section name the same as the pathway

Mew Section | Close Page

Section List

Business Multimedia 52.0501.00

| Close Page

4. Set Program level as Secondary

5. Click Save

1. Under Program Sections, click on the
pathway that needs a new section

Click “New Section”

New Section

Business Multimedia 52.0501.00

Section Information

Section Name: l [Business |

Section Number: * 1

1Y - Select One

" | APPRENTICESHIP
REGULATORY
UPGRADE

Close Page

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.qov and import the two files. See file “How to

Create an Export file in Infinite Campus”™ if you have not already exported files from Infinite Campus.

Step 1. Click on Select School

Z

TEDS /

Home (Systermn Mes: 3]
= School Administpation
Select School
Reports
Import
Companies
My Account
= Downloads
2014 Summer Program
KDE (Whitaker)
Equity and Civil Rights
Program Assessment (King)
TEDS Documentation

Close Page

Year and School Selection

—Select School to work with

Select School: [~ Select One

School Year: |- Seglect One v

TEDS Forms

Close Page

Step 2.

\

L

Select your “School” and *“School Year” and click on the Select button

Vi

I TEDS

Home (System Messages)
= School Administration
Select School
Reports
Import
Companies
My Account
= Downloads
2014 Summer Program
KDE (Whitaker)
Equity and Civil Rights
Program Assessment (King)
TEDS Documentation
TEDS Forms

Close Page

r and Scljool Selection

—Sebect Scljool to work with

L

lect School: [ Select One

School Year: |- Select One

oee Al

Close Page

TEDS Step-by-Step Basics
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http://teds.ky.gov/

Step 3. Selecfrom the left navigation bar under School Administration

YOUR TECHNICAL SCHOOL [888888888] - 2014-2015

TEDS

Home (System Messages)
= School Administration
Select School
School Wide Enrollments
Student Search
Career Readiness
Program Sections
Follow up

LReports
Import I
| ompanies

My Account
Lt Schoal

Messages

POSTSECOMDARY SCHOOLS ONLY - TEDS Update training has been scheduled for the following
October 21 December 9 Anyone who needs TEDS training must register by emailing your choicg
sarah.galliher@education.ky.gov. Mew userid assignments will be inactive until the user has co
These classes will be beginner level as we did training for all current TEDS users within the pag
welcome to attend one of the training sessions if you need a review of TEDS basic functions.

Be sure to scroll down this screen to see all of the posted messages. Messages will b

Step 4. Click “Choose File” 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.

Import Data Selection

Demographics data file:
*

Choose File | Mo file chosen

Enrcllment data file: *

Choose File | Mo file chosen

Test Data

View Import Log | Close Page

|::w..,n ) 2DOT-2012 Education Cabinet Release 3.0.5639.16001

Step 5. Click “Choose File” 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.

Import Data Selection

Demographics data file: [ Choose File | 1415TEDSd. txt

Enrollment data file: * | Choose File | Mo file chosen

View Import Log | Close page

B P S S - Y
s

Step 6. Click “Test Data”. This takes a few minutes. Once the testing of both files is completed, a message
at the top, just below “Import Process”, will display stating if the testing was successful or not.
Please note the numbers at the top of the screen for your convenience:
v New Enrollments:
v Updated Enrollments:
v Errors:
TEDS Step-by-Step Basics back to contents
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TEDS

Home (Systemn Messages) view Import Log | Close Page
= School Administration

select School Import Process
School Wide Enrollments
Student Search © Import Data Tested Successfully!

MNew Enrollments 2
Update Enrcliments 332
# Program Sections Errors O

Follow Up

Career Readiness

Reports - Instructions
Import

Companies
My Account

T o [P PULLY - Oy Lyt [ Py S DRSS | 8 PSSR ST e Ny I R < PRSP SSESCRSIy T P ey S e
e s =

Step 7. If the testing is successful, a message at the top will appear as shown above... “Import Data Tested
Successfully!”” proceed to Step 8. If the following message appears at the top of the page, testing
was unsuccessful. Skip to step 13.

Import Process ‘/

NOTE: If you proceed to Step 8 with the errors, you will have to complete a new import once those
records are corrected. This can result in overwriting any changes you make in TEDS between imports.
Refer to “How to Troubleshoot TEDS Import Errors” for instructions to address error messages

Continuing After Successful Test

If the first 7 steps happened correctly, the Upload Data button should now be available...

Upload Data

Step 8. Click “Choose File” 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.

Import Data Selection

Demegraphics data file: [| Choose File | Mo file chosen
Enrollment data file: * [ Choose File | No file chosen

Upload Data
View Import Log | Close Page
Copyright 12 Egucation Cabiret Relaase 3.0.5635.18001

Step 9. Click “Choose File” and double click on the enrollment file (wherever it is located/stored on your
computer). This will display the file in the “Demographic data file” field.

Import Data Selection

Demographics data file: [ Choose File | 1415TEDS txt

Enrcllment data file: * § Choose File ]| No file chosen

Upload Data

View Import Log | Close Page

Copyright © I007- 2012 Bducation Cabinet Release 3.0.563%.18001
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Step 10. Click “Upload Data”. The message “Are you sure you want to upload your TEDS Import Data?”
will appear. If you are sure you are ready to complete the import process, click “OK”. If you click
“CANCEL”, the data will not upload and the import is not completed.

Import Data Selection

The page at https://teds.ky.gov says:

Demographics data file: | Choose File | 1415TEDSd.txt
Are You Sure You Want to Upload Your TEDS

Import Data?

Upload Data Cancel

Enrollment data file: * | Choose File | 1415TEDSs txt

view Import Log | Close Page

Copyright © 2007-2012 Education Cabinet Release 3.0.5639.18001

Step 11. Once both files are successfully uploaded, a message at the top, will display stating the upload is

successful.
TEDS
Home (System Messages) View Import Log | Close Page
= School Administration
Select School Import Process
School Wide Enrollments
Student Search @ Import Data Uploaded Successfully!
: New Enrollments 2
e Update Enrollments 332
# Program Sections Errors 0
= Follow Up
Reports Instructions
Import
Companies
My Arcnoint

Step 12. Import process is complete.

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. However, any records that have the errors will not import into

TEDS until they are corrected.

If Your Test Has Errors

Step 13. If there are errors with the FREGEE P oSS
import, click “View Import = s
Results™ to display the errors.

Import Data Sclection

Demographics data file: [ Choose File | Mo file chosen

Enrollment data file: * | Choose File | Mo file chosen

T ————

Wiew Import Log Close Page

2012 Egucation Cabinet Release 2.0.5639.18001
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Step 14. 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.

Refer to “How to Troubleshoot TEDS Import Errors” for instructions on how to address error
messages.

[ TEDS V3 x} [ hitps;//teds.ky.gov/s x (Elnﬁnite Campus x( [ https;/ficse.educatio x

C 2 https://teds.ky.gov/SchoolAdministration/Import/ImportResults.aspx

i Apps [ Google [ AdvancED CAS-2 [1 TEDS3 [I) WebPage Edits N Netflix [& KYSE Login Login ] Get to know Ac... 0] Bracktown Ei

Line: 1 - Demographics - The RecordType element has an invalid value E - Accepted Values: D.
Line: 7 - Demographics - The slement "Student’ has invalid child element 'Schoolbumber'. List of possible elements expected: 'Gender'.

Remember: File imports are completed OVERNIGHT. You will not be able to see the data in TEDS
until the next day.
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How to Troubleshoot TEDS Import Errors

These steps will help you when you encounter errors in your export/import process. The chart
shows the potential error messages you may receive when importing data into TEDS.

Below the chart are instructions to help simplify making corrections when errors are found.

TEDS Import Messages

Import Success Messages What it Means You Should...
Import Data Tested Data test was Smile
P successful
Successfully!
New Enrollments 65
Update Enroliments 253
Errors O
Import Data Unloaded Data import was Smile. Then verify your enrollments in TEDS
P P successful
Successfully!
New Enroliments 65
Update Enroliments 253
Errors O
Import Data Tested A” Rl TS il 1. Runan IC Troubleshoot Export (see instructions
: import except the
Successfully! ; below)
ones listed under
New Enrollments 55 “Errors”. 2. Correct errors
gﬂg?;efnrollments 250 3. Run a new regular IC export
Import Data Tested With
Errors, Click View Import
Results for details
Import Data Uploaded \_(ou IpErit 2 Eeie 1. Runan IC Troubleshoot Export (see instructions
file that showed
Successfully! . below)
errors during the
New Enrollments 55 test. All your records | 2. Correct errors
imported except the
gfrg?;efnrollments 250 ongs listed unger 3. Run a new regular IC export
“Errors”.
Import Data Uploaded With
Errors, Click View Import
Results for details
Import Error Messages What it Means You Should...
The TEDS number 1. Have your IC administrator Check the County
for the school in IC Code Set-up in IC:
doe; e L 112 Step 1. Index - System Administration —
one in TEDS. o .
Resources — District Counties — New —
School does not exist enter your county - Save
Step 2. Index — System Administration —
Resources — District Information —
County field — select your county from
the drop-down — Save
2. re-export from IC and re-import into TEDS
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If the program/pathway was requested/approved
before the deadline, please contact Claude Christian
at Claude.Christian@education.ky.gov to add the
program to your TEDS.

The program is not
listed under your

Program does not exist school in TEDS

There is no section
listed under a
specific
program/pathway in
your school in TEDS
There are missing
required codes in
the enrollment or
demographic export
file

Make sure there is a section listed for that program
pathway. If there is no section listed, click New

SIBIE CIEES e G Section, complete the fields in asterisk and save.

1. Runan IC Troubleshoot Export (see instructions

below)

Correct errors

Import Layout With Errors,
Click View Import Results
for details
3. Run a new regular IC export

Creating a Troubleshooting Export Filein IC

Step 1. Click on “KY State Reporting” then select TEDS Report

This tool can extrags@fata to complste the TEDS Report. Choose the District Format to get the file in the state defined csw
format, otheryis®, choose one of the testing/debugging formats.

Index Search Help

Claude Christian

Student Information

Ad Hoc Reporting

System Administratiog

Extract Options

Select Calendars
Which calendar(s) would you like to include in the report?

Date Range |pg/12/2014 [T8]— |o7/07/2015 T8 () cines e
* KY State Reporting
! = Extract Type | Enroliment - list by school
TED S Report Format State Format (Fixed width) ¥ list by year

Transition Report ey -

f 14-15 Boone County High School
14-15 Bosten Elementary School
14-15 BOSTOMN SCHOOL

Set Date Range — Enter dates in DD/MM/YYYY format OR click on picture of calendar next
to each date to select date.

Enter[Start Date)as July 1 of the current school year (e.g., 07/01/2015).
Enter End Date as June 30 of the current school year (e.g., 06/30/2016)

TEDS Report

This tool can extract data to complets the TEDS Report. Choose the District Format to get the file in the state defined csw
format, otherwise, choose one of the testing/debugging formats.

Account Settings Generate Extract

Step 2.

Index Search

Claude Christian

Student Information

Select Calendars
Which calendar(s) would you like to include in the report?

OT/OT/201S [Ta -
=1

Extract Options

Date R
SN D active year

¥ State Reporting Estract list by school
TED S Report = = _— list by year
Transition Report '3 4 5 &5 7 8 9 14-15 Boone Co =~
Account Settings 10 11[12] 13 14 15 16 14-15 Boston
= 17 18 19 20 21 22 23 14-15 BOSTOr

24 25 26 27 28 29 30 14-15 Botts Ele
31 2 3 a4 5 6

3 ENTRAL ELE
Today

14-15 BOURBOM W HIGH
14-15 BOURBOM v MIDE

Step 3. Set Extract Type - You will need to do one for Enrollment and one for Demographic.
This example will be for ENROLLMENT.

TEDS Report I

This tecl can extract data to complete the TEDS Report. Choose the District Format to get the file in the state defined cev

Index Search Help

Claude Christian
Student Information
Ad Hoc Reporting
System Administration

v kY State Reporting

TEDS Report
Transition Report

Account Setlings

format, otherwise, choose one of the testing/debugging formats.

Extract Options

Date Range pg/12/2014 [Ta] -

Demographic d width)

Exract Type
Enroliment

Generate Extract

0T/07i2015 [7H

Select Calendars
Which calendar(s) would you like to include in the report?
®! active year
list by school
list by year
14-18 Boone County High School &
14-1& Boston Elementary School
14-15 BOSTOMN SCHOOL
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mailto:Claude.Christian@education.ky.gov

Step 4. Set Format — Change the format toHTML,

Index Search Help QUESEr eyt

This tool can extract data to complete the TEDS Report. Choose the District Format to get the file in the state defined csv
Claude Christian formst, otherwise, choose one of the testing/debugging formsts.

Student Information

Ad Hoo Reporting Extract Options Select Calendars
_ __ Which calendar(s) would you like to include in the report?
System Administration Date Range [10/052015 [78| — 10052015 [75] e
v K¥ State Reporting Bxtract Typ= | Enroliment x list by school
15-16

Transition Report 15-15 Anne Mason Elementary Sc

lementary Schoo

Account Settings 15-15 Bk ossing Schoal
15-18 Garth Elemantary Schoo
15-15 Georgetown Middle School

Generste Extract

Step 5. Click “Generate Extract” and you will receive a report that looks like the data report below.
This format contains column headings, which help to determine missing data

KY TEDS Report Records: 563

recordType] _SSID | SSN | lasiName |earollmentDaielinstit
. OO0 2 OCDCHTHD e 080G 20E 0613 Bl 011 11 5
E 080G 200E By 2010-2011 11 ]
E ™ 2080-2011 |1 4
E ) ™ 010-2011 |1 ]
E 0806 2000 'l 010-2011 1 4
E 1 1A0E 206000 ™ 2080-2011 11 4
E 08 2 [ OO0 080G 2008 ™ 2000-2011 11 L
E 082 {00000 080G 200E i 2010-2011 {1 -
E 02062008 N 2010-2011 |1 5
E 0206 2008 ™ 2010-2011 11 5
E 0206 2009 ™ 2010-2011 |1 4
E 0806 2009 b 2010-2011 11 4
E 0206 2008 ~ 2010-2011 |1 5
£ 05062008 N 2010-2011 |1 &
E 0506 2008 k' 2010-2011 11 ]
E J 0 ke 2010-2011 11 4
E 00000 0E/ 04 2002 061301410 N 010-2011 |1 4
E ORI 2 39 OO 117052008 061301410 N M010-2011 1

E WD 0 2T 3 OO0 0206 2008 061301410 N 1010-2011 1 5
E 02 1o 5 051301410 N 2010-2011 {1 3
E QR0 2T 4 [ DOD0DDe0 032 051501410 B 2010-2011 |1 4

L 1 -

Step 6. Open a new file in Microsoft Excel
Step 7. Click anywhere in the webpage where the export file loaded
Step 8. Click “CTRL + A” then Click “CTRL + C”.

Step 9. Go to the new excel sheet, click in the first cell (1A) and click “CTRL + V”
You now have a file with headers and line numbers which will help you identify the specific
student and the data that needs to be corrected.

Step 10. Once you have identified the student(s), go back to Infinite Campus make the required
corrections on your TEDS tab.
DON'T FORGET TO CLICK SAVE AFTER EACH RECORD IS UPDATED

Step 11. Re-run your export to verify that you have corrected all errors.
a. Remember to change your format back to State Format (Fixed Width)
b. Refer to “How to Export from Infinite Campus” for full instructions
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How to Add or Change the Federal Indicator

2015-2016 is a DATA CLEANUP YEAR ** (see next page for details)

REMEMBER

» Every student must have one and only one federal indicator

» If another record is already marked, you must uncheck that enroliment before
checking a new enrollment.

» If you do not click save, it never happened

» You cannot run a report to check your changes until the next day

1. Loginto TEDS

2. Select your school and the CURRENT SCHOOL YEAR

3. Click on Schoolwide Enroliments

TEDS

Home (System Messages))
= School Administration
Select School

I School Wide Enrollments I
lent Seard

Career Readiness
= Program Sections
Accounting 52.0301.00

Administration Support
52.0401.00

Agribiotechnology
26.1200.00

Allied Health 51.0000.01
Business Management
52.0201.01

Cellision Repair Painter
Entry Level 47.0603.01

Messages

POSTSECONDARY SCHOOLS ONLY - TEDS Update training has been scheduled for

following dates: July 29, September 9, October 21 and December 9. Anyone who nee
postsecondary TEDS training must register by emailing your choice of training dates t¢
sarah.galliher@education.ky.gov. New userid assignments will be inactive until the use
completed a TEDS training. These classes will be beginner level as we did training for

current TEDS users within the past year. Anyone working at a postsecondary school i
welcome to attend one of the training sessions if you need a review of TEDS basic fun

Be sure to scroll down this screen to see all of the posted messages. Messages will be added or remove

4. Make any necessary changes to federal indicators by checking the box next to the
pathway for which you want the student counted for Federal Reporting.

Federal B select All
P ram
“mm--. (Delete/Copy)
404-35-

Whitaker Kiley 1115 1751456891 Accounting Demographics Enrollment CATS
Seider Debbie 999-52- r .
Ann 3544 Accounting Demographics Enrollment CATS o o

. 999-58- . .
Whitaker CJ 7432 Accounting Demographics Enrollment CATS (W] (8]

A 147-25- c c
Christian Claude 8360 Accounting Demographics Enrollment CATS %] o
Whitaker 999-22- . . P

. ] [

Chloejade 0564 3195369875 Accounting Demographics Enrol