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March 21, 2014 

PHASE 2 END-OF-COURSE (EOC) ENROLLMENT DATA AVAILABLE FOR DISTRICT ACTION 

BACKGROUND
During the February DAC meetings, OAA emphasized the importance of “getting your rosters right” as part of data quality. To support this work with EOC rosters, OAA has created a two-phase process to identify, by school, which courses are used for the required graduation credit and EOC testing requirement for Algebra II, English II, Biology and U.S. History. 

The goal for the process is to load into the EOC roster, in the Student Data Review and Rosters (SDRR) application, students enrolled only in the appropriate course codes for a school. 

The two-phase process was discussed specifically during the February DAC meetings. A video recording of the appropriate section of the DAC meeting is available here. The discussion begins on the video at 19:00 minutes and concludes at 29:00. Test Security and Data Quality PowerPoint slides may be downloaded here. 

1. Phase 1 (now complete): Show enrollment counts by state course code so districts have an opportunity to fix their course codes in Infinite Campus (IC).  Phase 1 was completed February 24-March 7. Changes made in IC by March 7 should be reflected in the Phase 2 collection process. 

1. Phase 2:  Collect for each school which EOC courses to load into SDRR for rosters. The DAC will have the opportunity to indicate exact courses to load into SDRR for EOC testing rosters. Deadline for Phase 2 is Friday, April 4, 5:00 p.m. ET.

[bookmark: _GoBack]Phase 2 District Spreadsheets Available Now
Each district will have two zip files available to download from the secure KDE web applications site. 

The two zip files are:
1. EOC Roster ZIP folder containing spreadsheets for each school and the district. The spreadsheets include courses and student counts in the courses. The spreadsheets are like those shared in Phase 1, with the addition on the district spreadsheet of Column H. Below is an EOC Rosters district level spreadsheet heading.
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DAC ACTION REQUIRED
For Phase 2, the DAC needs to communicate with OAA which courses should be loaded for each school into the EOC rosters in SDRR. The DAC must select YES or NO in COLUMN H for each course included on the district level spreadsheet. 
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Then, the DAC will upload the single district spreadsheet to OAA.  DO NOT CHANGE THE SPREADSHEET IN ANY MANNER including the name. See Upload instructions below.

CRITICAL WARNING
If a district fails to submit a spreadsheet, no students will be pre-loaded into SDRR.  This means every student will need to be loaded individually by school or district staff.

1. EOC Listing ZIP folder containing spreadsheets with additional information for DACs and school-level staff.  During Phase 1, several DACs asked to know the specific students associated with the counts displayed. The EOC Listings do NOT require any action.  The EOC listings provide the student data (name, birthdate and SSID) for students imported from two sources 1) Infinite Campus  enrollment in state EOC courses, and 2) QualityCore system roster showing students scheduled for future tests or already tested. You can sort by selecting the course, QualityCore Roster or QualityCore Tested with the dropdown arrow on Column H (State Course Name).  Also included is the associated local district course code (column I) and district course name (column J).  

Example of EOC Listing spreadsheet heading is below. 
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See the example below of the sort menu for Column H. In the sort menu, IC enrolled students display as the name of the course (i.e., English 2), students scheduled in Vantage for future test show as QualityCore Roster and students already tested show as QualityCore Tested.
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Note:  OAA received from ACT lists of students who had taken EOC exams this academic year or had been placed on rosters in the QualityCore system.  The EOC student listing spreadsheets are based on EOC windows 1-3.  For the final load to SDRR, all students from EOC windows 1-4 will automatically be loaded into the EOC testing roster in SDRR.

Accessing the Phase 2 District Spreadsheets
DACs may download the district spreadsheets at https://applications.education.ky.gov/login.

Choose Student Data Detail (Excel and PDF) to access the student level data. 

There are two district ZIP files posted. 
1. SD14_Dist#_EOC_Course_Enrollments_ DistrictName_20140319.ZIP (File name includes the file creation date [3/19/2014].)

0. Inside the zip file is an EXCEL district file (SD14_District Number at beginning of file name) and individual school files (SCH at beginning of file name).

0. The district spreadsheet (SD14_Dist#_EOC_Course_Enrollments_ DistrictName_20140319.XLS) must be returned to OAA following the upload instructions below. 

1. SD14_Dist#_EOC_Student Listing_ DistrictName_20140319.ZIP (File name includes the file creation date [3/19/2014].)

0. Inside the zip file is a district file (DST at beginning of file name) and individual school files (SCH at beginning of file name).

Returning the Phase 2 District Spreadsheets to OAA
Deadline for submitting the district spreadsheet is Friday, April 4, 5:00 p.m. ET.  Please upload only the district spreadsheet with Column H completed. If a district spreadsheet is submitted with a modified format, it cannot be processed.

To Upload the EOC Course Enrollments Spreadsheet, follow the instructions below.
1. Login to KDE’s Secure Upload Portal https://applications.education.ky.gov/WebUpload/login.aspx 
1. Username is KCCTFILE (all in capital letters) Password is UPLOAD (all in capital letters)
1. Enter District Information (3-Digit District Code, DAC Name, DAC E-mail Address)
1. Click Continue button
1. Confirm DAC Information Entered Correctly. Click Yes or No.
1. Browse button to search for a file to Upload
1. Navigate to file
1. Choose filename
1. Click on Open button 
1. Click Upload button
1. Click Logout to complete the process 
If the District Number is missing from the filename, an error message will appear.
 
Questions about the two-phase process may be addressed to the Division of Support and Research at 502-564-4394 or dacinfo@education.ky.gov.
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