KDE Contact
(Data Steward)

Data steward contacts provided throughout document by content area September 2016

Description

To provide instruction on transferring student records from one district to another using Infinite
Campus.

Definitions
Former District  District from which student is transferring; student was previously enrolled
in this district
New District District to which student is transferring ; student is enrolling in this district

ITEMS TO NOTE:

e Partial/Secondary and No Show enrollments will not transfer.

e The National Records Exchange will only import basic demographic information, NOT state
specific data. State-specific data such as Gifted & Talented records will not be included
through National Records Exchange.

e Be aware that running import wizards multiple times for a student can result in duplicate
records.

Data Standard
Reg sites, data
use, etc.

e Student identification - identifying students and being able to track students as they transfer
from one district or another is important for tracking a student’s progress.

e Student Records Transfer - the locator function allows Kentucky districts to transfer education
records with the students. This helps teachers see the student’s background to better meet the
student’s educational needs.

e Prevents Duplicate Students — failure to link prior education records to a new enrollment
creates duplicate students in Infinite Campus. Fixing these duplicates is much more difficult
than setting the student up correctly initially; there can also be costs associated with data
clean-up.

e 704 KAR 3:285, KRS 159.170, 702 KAR 7:125, 704 KAR 7:090, OAG 82-44

How is data
used

¢ National Reporting

e Federal Reporting

e State Reporting

e School District Funding

e Data sharing between systems: CIITS; Kentucky Longitudinal Data System

Noted Changes
for current year

New data standard for 2016-17

Available Ad-

Hoc & Reports

Available Campus Community
Training Data Standards
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https://community.infinitecampus.com/knowledge-base/?tool=student.RecordsTransfer
http://education.ky.gov/districts/tech/sis/pages/ksis-data-standards.aspx

Campus Path:
Student Information > Student Locator

Data Steward:

Cheri Meadows

Former (Originating) District: Preparation for transfer
a. The former (originating) district must end-date the enrollment of the student before releasing the records for
attendance data to transfer and all other transfer functionality to work correctly.
b. Any completed IEP must be locked by the former district before release.
c. An ILPA must be locked by the former district before release.

New District enrolls student and initiates student records transfer
1. Look for the student in the Student Locator
a. Student Information > Student Locator > Enter last name, first name and gender
b. Click Search

Last Name Name | State ID| Gender| Birth Date| %|
First Name Potter, Harry J 1949324381 M 0811612001
Gender

Middle Namel:l

sve [ )]

State ID

< >

2. Select appropriate student; if you hover over student’s name, you will see the student’s most recent enrollment in
the state.

3. Enter required fields

Last Name will populate from student’s previous enrollment

First Name will populate from student’s previous enrollment

Gender will populate from student’s previous enrollment

Birth Date will populate from student’s previous enrollment

Race/Ethnicity: Select student’s race from drop list

Calendar will default to School Year and School selected

Schedule: Select appropriate schedule

Grade: Select student’s current grade

Start Date: Enter date student enrolls in your school (first day of attendance)
Start Status: Select R21: Transfer from a KY school outside of district or other appropriate status
Start Comments: Type note naming prior school (Optional)

Service Type: Select appropriate Service Type from drop list

o

—FET T S®E 0 Q00T

4. Click Save. Student Records Transfer will show former district enrollment information
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NOTE: The Records Transfer screen will not automatically populate when attempting to enroll a student who was
previously enrolled in the New District. There will also be other rare occasions the Student Records Transfer
screen simply does not appear. In both these situations, you must manually request the student’s records. (See
Manual Records Request on next page)

Student: Enrollment Type: Primary

Last Name Potter First Name Harry Middle Name J

Gender M Birthdate 08/16/2001 SSN

Grade 10 Schoal 16-17 N High School Start Date 08192016

Requesting District & User

District 301 lll County Name System Administrator Username  KDEadmin
Request Date 08/19/2016 Work Phone Email administrator@knox.kyschools.us
Comments

Submit Request

5. Click Submit Request

Status will then appear on screen

Status: Waiting for former district to release records.

The New District’s Process Inbox and the student’s Records Transfer tab will both display a waiting status until the
Former District responds. At this stage of the transfer, the New District will not be able to tell what district the student
previously attended based on the information in the Process Inbox.

Process Alerts

Date Range| | t0| | D|5play|AII Processes VH Find Messages |

| Delete Selected Messages |

I:I 1O |Pracess |Name ‘Posted Date|Due Date
(] "'131;’ Records Transfer Waiting: Potter, Harry Iiiuiaiiiie 0871972016

Potter, Harry J

# NN DOB:08/16/2001 Gender: M

Summary Enroliments Schedule Attendance Flags Grades Transcript

Credit Summary Assessment Behavior Transportation Fees Lockers Graduation

Title 1 Services Early Learning/Prior Settings ESS Attendance Group TEDS Records Request
District Info Report Comments Tier 1 Documentation DPP Restraint and Seclusion Intervention

Athletics AdHoc Letters Waiver Records Transfer Gifted & Talented FRYSC Pre-School

New State Transfer Request

Request Da@ Name | Status | Requesting District Releasing District
08/19/2016  Potter, Harry request [ County

Manual Records Request
Search for the student, then go to Student Information > General > Records Transfer tab. Click New State Transfer
Request then click Submit Request.

Mew State Transfer Request
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Former District responds to the records request
Process Inbox will display a Request to release records

Process Alerts

Date Range‘ | Io| | Display|AI\ Processes v‘

| Delete Selected Messages |

C1]¢

[ ? Records Transfer Request for you to release: Potter. Harry Sl 08/19/2016

1. Select the link (Request for you to release: Student’s Name)

0 |Process |Name |Posled Date| Due Date

2. Click Release Records

NOTE: The Overlap indicator appears if a student’s enrollment in his/her former district has not been ended. Overlaps
can be resolved by selecting the Edit link located in the Overlap field. The user will be redirected to the student’s
enrollment tab where the enrollment can be properly end-dated before the records are released. Return to step 1.

Records Transfer Potter, Harry #

Student: Enroliment Type: Primary
Last Name  Potter First Name Harry Middle Name James
Gender M Birthdate 1212711999 58N
Grade 10 School 15-16 IS High School
< Overlap Edit (08/05/2015-05/15/2016) 15-16 INSWRENGN COUNTY HIGH SCH Grade: 1i>
Requesting District & User
District 301 N County Name System Administrator Usermname  KDEadmin
Request Date 08/19/2016 Work Phone Email administrator@knox kyschools.us
Comments
None.

Releasing District & User

District 151 I County Name System Administrator Username  KDEadmin
Release Date 08/19/2016 Work Phene Email
Comments

[| Release Recordsl] Reject Request | Ignore Request

3. Click OK

Message from webpage @

. Several reports will now be generated and sent. Please be
i ! ", patient while this occurs.
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The available information that will transfer for the student will appear.

Releasing District & User

District _ SCHOOLS Name System Adminiirator Usemame  admin
Redease Dote NN Wik Phone Emall

Cornmants

Norg

Status Records releassd to requesting district. Proce ss Complets.
Transfer umen
Elrlﬂkﬂﬂ: E‘H‘C-H SCHOOL REPORT CARD
E Consus Contact Summary S Potal Regont Card
alﬁnmd Cangus Summary &E P

Bf_mglmug Hintary &Sp-h:ul Ed Evaluation
Schadie D s pacial Ed Documents
Attendanco Perod Detad 5 far

gﬁuﬁim Surmmany S FAE Semmaste

O pensian Surnmany er

Health Condition Summarny elEP Sendces
&Hﬂlrh Scrooning Summarny &lEPM:mmdaTm
arm Immunization Summary

NOTE: The former district cannot preview or control which records are sent in the transfer. In addition, after a record is
requested or released, it cannot be canceled.

New District receives released records from former district

Records transfers can be accessed in two areas of IC:
e Process Inbox - New District will receive notice of released records in the Process Inbox
e Student Information > General > Records Transfer

NOTE: User group tool rights must be given to allow access to both of these areas. See Campus Community for more
information on the suggested tool rights.

Select the link from the Process Inbox or Records Transfer tab to see available transfer documents and import wizards.

Process Alerts

Date Range| |to| | Display | All Processes || Find Messages

| Delete Selected Messages |

I:‘ |!|D ‘F’rocez.s |Name ‘Posted Date|Due Date

[ '.‘!j"’ Records Transfer Transfer Released: Potter, Harry S D&/19/2016

Transfer Documents are PDF documents available for download, saving and/or printing.

Data Imports are wizards that can be run to transfer data directly from the former district database to the new district
database.
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https://content.infinitecampus.com/sis/1637/documentation/student-records-transfer/#StudentRecordsTransfer-UserGroupToolRights

Status: Records released.

Transfer Documents Data imports
= = <= 0 A
Transcn'pl HIGH SCHOOL REPORT CARD E'ﬁanﬁcnm Import Wizard

Census Contact Summary 5Pi:rlal Report Card :J:I;Extended Census Impert Wizard
=7 =3 ; .
Exlended Census Summary IEP :;l;‘Enrollment ooz

o "

&Enmllmenl History &Special Ed Evaluation %;Asses?me-nt i Wlfard
) 3 Immunization Import Wizard

Schedule Special Ed Documents =) . .
5,&.[[ : beriod Detail PLR :;l;Health Condition Import Wizard
= endance renod Letal = pLpp : 3 Health Screening Import Wizard
Assessmenl Summary :é?l IEP Import Wizard
eehavior Summary Sier + Special Ed Evaluation Import Wizard
Ik =i =t =
Heallh Condition Summary LEP Senices -é':' Special Ed Documents Import Wizard

Health Screening Summary &LEP Accommodations

PtP-mpert-hizard
PEP-Beetumentstmport-Wizard

1 KY State Reporting Import Wizard
LEP Import Wizard

Lok
Health Immunization Summary

45 ol o

L

L

NOTE:
e If anitem has been crossed out such as PEP-mpert-\AWizard above, then the student’s record did not contain this
item in the former district.
e Be aware that running import wizards multiple times for a student can result in duplicate records.
e Student records can be transferred to a partial enrollment without the student’s withdrawal from the original
(primary) enrollment.

Campus Path: Process Inbox | Transfer Released link
Student Information > General > Records Transfer

Data Steward:

Cheri Meadows, Kathie Anderson, Joseph McCowan

This import wizard will import student data elements from the former district found on the Enrollment Tab |State
Reporting Section, Gifted and Talented Section and Attendance from the Former District into the new district
database. Elements included in this wizard are:

KY State Reporting Fields

State Exclude Special Ed Status Date Eligible but Refused
Resident District Primary Disability Part CID

Home Language Secondary Disability Special Ed Exit Status
Homeless Setting Special Ed Exit Reason

Step 1: Click on the KY State Reporting Import Wizard.
The user will need to import all records from this wizard.
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Status: Records released.

Transfer Documents Data imports
Lok L4 . .
Transcn'pl HIGH SCHOOL REPORT CARD ETTBHSCHPI Import Wizard

Census Contact Summary @Puﬂal Report Card :il:,Ex‘lended Census Import Wizard
Ik L4 . ..
Exlended TS HmwEy IEP __::’Enrollment History Import Wizard

o "

5EnrlJIImerrl History 5Spet:ial Ed Evaluation q:JAssessment pmpotibizad
3 Immunization Import Wizard
S chedule - Special Ed Documents =) . .
& ) ) pLp 8 Health Condition Import Wizard
— Attendance Period Detail = PLAD ?Heaﬂh Screening Import Wizard
Assessmerﬂ Summary 3-1_1:, IEP Import Wizard
eehavior Summary Sier + Special Ed Evaluation Import Wizard
Ik =i
Health Condition Summary LEP Senices q_l:J Special Ed Documents Import Wizard

Health Screening Summary éLEP Accommodations

Lok
Health Immunization Summary

:'ll: KY State Reporting Import Wizard
: lis

= DOIL VU2

After clicking on the KY State Reporting Import Wizard, the users will be able to review the following screens:

Student Records Transfer - KY State Reporting Import

Import KY 5State reporting records from I C ounty
Enter the transferred data from the relessing disirict into your own local database. This dats will be loaded into your mos

Enrollment 5State Reporting Elements

State Exclude Perkins Only

L L]

Migrant

I:I Innmnigrant I:I Refuges

[ ot o State [ Extra vearin Frimary

I:l Program 504 School Choice [ |

|:| Homeless Living Status Unaccompanied “outh
I v v

I:I Faoreign Exchange
D ut Questionnaire

Resident District

4
School of Accountability District of Accountability
I v I v
HEES Dverids I—VI I:I Underage Waiver

Primnary Disahility

I v

Sedfing

| w

Diste Eligible but Refused Special Ed Exit Status Special Ed Exit Date
] | L o

ParC ID
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Using this wizard, the receiving district can change the special education status to “Active” in the Special Education

section of the Enrollments tab. Receiving districts can also remove the Special Ed Exit Status and Special Ed Exit Date as
well.

The KY State Reporting Import Wizard will populate the Homeless indicator, Living Status and Unaccompanied Youth
indicator from the former district’s database to the new district’s database. The values from when the student was
identified as homeless should be used for the entire school year.

e If a student transfers school to school in the same district within the same academic year, the Homeless indicator,
Living Status and Unaccompanied Youth indicator must be manually entered in the new enrollment.

Gifted and Talented Status

Gifted & Talented Status

*Gified Category *vesr |dentified *Stari Date End Date
0% Specific Academic Aptitude-Math - 2007 08/01/2007 3 3
Gifted Declined Services Gifted Undesrachieving

i sl
Service Delivery Options:
P

arious Acceleration Options

| Earty exit fram Primary _] Grade skipping [Fl Subject Ares Higher Grade Level

["] Dusl Enroliment Courses || Dual Credit Courses || Eary exit from high schoal
[7] Advanced Flacament and Hanors Courses
e ive Teaching and C ion S
|| Specisl Counseling Services

ifferentiated study experiences in the classroom

| Differentisted individual study | | Differentisted for Cluster groups

[ pistance learning
: _imm ' Vides courses || Other online course
[¥] Enrichmant senvices [scheol dsy)
[l independent study
[l Meniorships
| Pull-out setting /| Appropriate instructional setting || Consortium
[7] seminars

| Travel study options

[7] spacial schoots, +-12

[T] Seit-contsined dassrooms, 4-12

Attendance Transferred Summary from Last Enrolled District

Attendance Transferred Summary From Last Enrolled District

Present Absences Unexcused Absences Excused Absences
175.00 1.0 00 10

Tardies Unexcused Tardies Excused Tardies

2 1 1

Absent Events Unexcused Absent Events Excused

0 2

EHO Absence AFD Absence AFR Absence ATA Absence

0.00 0.00 0.00 0.00

Step 2: Click “Save” to import

The ky reporting records have been imported into the database.
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Step 3: If Gifted & Talented (GT) data was populated, confirm the GT data imported correctly to the Gifted
& Talented tab found under Student Information>General.

Graduation Athletics AdHoc Letters Waiver Records Transfer Gifted & Talented FRYSC

Attendance Group TEDS Records Request District Info Report Comments Tier 1 Documentatio

Summary Enroliments Schedule Attendance Flags Grades Transcript Credit Sum
Person Summary Report Person Summary Report w/ Picture Print Mailing Label Print Envelope

¢ Notify the GT Coordinator so he/she can review the student’s GT record. The services in the record
should be reviewed and changed if the services from the former district are not offered in the
student’s new (current) district.

The GT Coordinator should notify all personnel working with the student so appropriate services can be
offered to the student and a Gifted Student Service Plan (GSSP) can be created. The GSSP should then be
given to the parents/guardian to notify them of the services being offered to the student.

Campus Path: Process Inbox | Transfer Released link
Student Information > General > Records Transfer

Data Steward:
Cheri Meadows

This import wizard allows a user to select any of a student’s previous enrollments for import to ensure proper
tracking of prior enrollment history which has a direct effect on state reporting. Enrollment History is
necessary to verify school entry information on the Demographics tab, 9th grade entry on the Graduation tab,
number of days enrolled in a KY school for KEES and number of days enrolled for school accountability.

Status: Records released.

Transfer Documents Data imports
Transcn'pl &HIGH SCHOOL REPORT CARD E'ﬁanscn‘pt Import Wizard

Census Contact Summary épcﬂal Report Card

= ==
Exlended Census Summary &' IEP

2 Enrollment History Import Wizard

5 -
5Enn:.!llmenl History 5Spec:ial Ed Evaluation e i W
&, 3 Immunization Import Wizard
S chedule Special Ed Documents == . )
8 Health Condition Import Wizard
= =
Attendance Period Detail

= 3 Health Screening Import Wizard
Assessmenl Summary & IEP Import Wizard

EBeha\ior Summary ELEP Special Ed Evaluation Import Wizard
Ik
Heallh Condition Summary &LEP Senices

i off o off o of

Special Ed Documents Import Wizard
EHeallh Screening Summary &'LEP Accommodations

"

PtP-mper-hizard
PEP-Bectmentstmport-Wizard

1 KY State Reporting Import Wizard
LEP Import Wizard

L=k
Health Immunization Summary

4o o

L

L

NOTE: It is easy to create duplicates with this import wizard, therefore, pay close attention to the data that is
imported. Review the data carefully before clicking SAVE.

Fields imported using this wizard include:
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Enrollment History Fields

Calendar Name End Status
District Name Grade Start Date
End Comments Service Type Start Status
End Date Start Comments

Campus Path: Process Inbox | Transfer Released link

Student Information > General > Records Transfer

Data Steward:

Joseph McCowan

This wizard will import the student’s most recent locked Evaluation/Eligibility Determination from the former district to
the new district database. When complete, the Evaluation/Eligibility Determination will be available as an editor-based
document in the student record: Student Information > Special Ed > General > Documents tab.

Status: Records released.

Transfer Documents Data imports
=7 =7 = . .
Transcripl HIGH SCHOOL REPORT CARD -_J:':_JTIHHSCHPI Import Wizard

Census Contact Summary 5Pc:rlal Report Card :EI;Extended Census Import Wizard
Extended T S IEP 3 Enroliment Histery Import Wizard

o .
&Enmllmenl History &Special Ed Evaluation AR T T
8 Immunization Import Wizard
s chedule Special Ed Documents =] . .
pLp 3 Health Condition Import Wizard

p Attendance Period Detail s -'lil"Health Screening Import Wizard
PHP-Beeuments =T
Assessmenl Summary 21 IEP Import Wizard

q oy

Seenavior Summary Oier 5 Special Ed Evaluation Import Wizard
L=k =3

Health Condition Summary LEP Senices Special Ed Documents Import Wizard

Health Screening Summary &LEP Accommodations o
3 PLP-import Wizerd
37 PLP-Boctments-import Wizerd

=]

Lok
Heallh Immunization Summary

T

8 KY State Reporting Import Wizard
8 LEP Import Wizard

T

NOTE: If no KY Evaluation/Eligibility Determination exists, the most recently locked historical evaluation-type document
will be transferred as a locked, editor-based document in the following order of priority:

KY Evaluation (2015) or

Conference Summary (2014) or

Conference Summary (2013) or

Conference Summary (Pre-2013) or

KY ESR

uhwnNeE

% Import as POF only
@ect Import as PDFonly. ) Ed Evaluation Import

KY Evaluation/Eligibility Determination 08/15/2015
ARC Date
08132015 H Locked |9

| Back || Next |

Note: Do NOT select “Import as PDF only”.
1) Select the Locked indicator
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2) Click Next
3) Click OK on dialog box

Windows Internet Explorer

! E The Special BEd evaluation record has been imported into the database.

4) Path: Student Information > Special Education > General > Documents
Verify in student record that the Evaluation/Eligibility Determination is now available as an editor-based
document.

-1 () 2015-2016 (2)
- Yy Plans (1)
=8 [Ej Conference Summary/Evaluation (1)

----- B K Evaluation/Eligibility Determination (08/15/2015) Initial

Note: If “Import as PDF only” was selected, the document will be imported as a PDF, not as an editor-based document.

Campus Path: Process Inbox | Transfer Released link
Student Information > General > Records Transfer

Data Steward:

Joseph McCowan

Status: Records released.

Transfer Documents Data imports
= Lok . .
Transcripl HIGH SCHOOL REPORT CARD E'ﬁanscnpl Import Wizard
5Census Contact Summary 5Pc:rlal Report Card q—I;Extended Census Import Wizard
L=k =i . "
Extended Census Summary IEP q_l;Enrollment sy (e e
o .
éEnrollmenl History &Special Ed Evaluation q;,:«ssessmem I:npurl V:\flzarfd
= =2 A Immunization Import Wizar
Schedule Special Ed Documents = . p .
. . 5 ALp 8 Health Condition Import Wizard

oA P L q_I;HeaIth Screening Import Wizard
= PLP-Beedments
Assessmenl Summary 5 %_’;’ IEP Import Wizard

4

EBehau’or Summary 5LEP =] i i I
L=k L4
Health Condition Summary LEP Senices I _l! Special Ed Documents Import Wizard I

éHealth Screening Summary E'LEP Accommodations

el

PLP mperttitizard

25 PP BeeumentsimportWizard
O KY State Repoerting Import Wizard
8 LEP Import Wizard

Lok
Health Immunization Summary

L

el

This import wizard will import any special education FDF (non-editor-based) documents attached to the student record
from the former district to the new district database. When complete, the documents will be available as PDFs in the
student record: Student Information > Special Ed > General > Documents tab.

1) Select any documents that do not need to be imported by selecting the “Do not import the following document”
indicator
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|:| Do not import the following document.
Mame: Archive
Wild Mental Dizability Eligit:l

|:| Do not import the following document.
MName: Archive

Test |

2) Deselect the “Archive” indicator if the document does not need to be archived when imported.
3) Click “Save”
4) Click “OK” on dialog box

Windows Internet Explorer EI

! } The Sperial Ed Document record has been imported into the database.

5) Path: Student Information > Special Education > General > Documents
Verify in the student record that the requested documents are now available.

=[] Uploaded Forms (5)
F-IER 14
Mild Mental Dizakility Eligiti
K" -IEP 14 Progrezs Report
K" -IEP 14 Progrezs Report
K" -IEP 14 Progrezs Report

Note: These documents will open as a PDF in Adobe outside the IC system. Changes cannot be made to the documents.

Process Inbox | Transfer Released link

RS FEi: Student Information > General > Records Transfer

Data Steward: Joseph McCowan

This wizard will import the student’s most recent locked KY IEP from the former district to the new district database.
When complete, the KY IEP will be available as an editor-based document on the Special Education Documents tab.

Status: Records released.

Transfer Documents Data imports
=7 =3 et . .
Transcripl HIGH SCHOOL REPORT CARD = Transcript Import Wizard

Census Contact Summary &P{mal Report Card 3 Extended Census Import Wizard
Exlended EreTE S &IEP 8 Enroliment History Import Wizard

o "
5Enrc:llmenl History &Special Ed Evaluation ) eseme i W
. 3 Immunization Import Wizard
I schedule Special Ed Documents =) . .
PLP & Health Condition Import Wizard

&Allendance Period Detail ey

ealth Sereaning Imoart Wizard
&5 5 PP Boeuments
.Assessmenl Summary

&Beha\ior Summary 5LEP 1 “Special Ed Evaluation Import Wizard

= =3 -
Health Condition Summary LEP Senices 411:‘ Special Ed Documents Import Wizard
&'Health Screening Summary &LEP Accommodations

PEP-mpert-Hzard
9 KY State Reporting Import Wizard
LEP Import Wizard

Lok
Health Immunization Summary

e o o
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Import as PQFE only

IEP Plan Import \ Do not select Import as PDF onlv ]
“Flan Typs: KY 1EP 08/17/2015 - 08M16/2016

Start Date End Date

[D8/15/2015 E |D8/14/2016 E Lockad &

IEP Services Import

Do not import the following service.

*Senvice:

Special Education v
Senice Provider: ]
smm
Service Position: SPECIAL EDUCATION TEACHER Display on Print
Special Ed Teacher T |

Do not import the following senvice.
“Senvice: Social Skills Instruction ]
Social Skills Instruction v |
Senvice Provider:

T 1
Service Position: SPECIAL EDUCATION TEACHER Display on Print
SF'_E_EI & General E!II T&a_nhers v v

| Back .| | Next .|

Note: Do not select “Import as PDF only”

1) The services related to the IEP being imported will be listed
2) Select “Locked”

3) Each Service must be mapped to a service within the receiving district by selecting the appropriate item from the
drop list

4) Each Position can be mapped to a provider or position within the receiving district by selecting the appropriate
item from the drop list

5) Click “Next” to import the IEP

6) Select “OK”

Windows Internet Explorer

! \_, The IEF plan record has been imported into the database.

7) Path: Student Information > Special Education > General > Documents
Verify in student record that the KY IEP is now available as an editor-based document

55 2015-2016 (2)
: El@ Plans (1)
@ KY IEP (08/15/2015-08/14/2018)
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Campus Path: Process Inbox | Transfer Released link
Student Information > General > Records Transfer

Data Steward:

Gary Martin

Former (Originating) District: preparing for transfer

a. The former (originating) district must end-date the enrollment of the student before releasing the record for all
transfer functionality to work correctly.

b. The former (originating) district must end-date LEP Accommodations and LEP Services. See section 1D and 1E in
the LEP Data Standard for instructions on how to end-date LEP Services and Accommodations.

Receiving District Runs Import Wizards
User clicks on LEP Import Wizard

Status: Records released.

Transfer Documents Data imports

=2 1=, H5 ) .

Transcn'pl HIGH SCHOOL REPORT CARD g'ﬁanscnlﬁ Import Wizard

ECensus Contact Summary '-5-"Pnrlal Report Card __'?;Exlended Census Import Wizard

= ” .
Extended Census Summary CJEP :;;Enmllment History Import Wizard
= .

5Enrollmenl History ESpeciaI Ed Evaluation :';;Assessment e fieend

. 3 Immunization Import Wizard
Schedule Special Ed Documents =] . .

'9 ) : 5 PLR 8 Health Condition Import Wizard
Attendance Period Detail = EHeahh Screening Import Wizard

Assessment Summary 3 |EP Import Wizard

éBehador Summary 5LEP Special Ed Evaluation Import Wizard

o e

&
Health Condition Summary JLEP Senices Special Ed Documents Import Wizard

Health Screening Summary &'LEP Accommodations
PHPmport-izard

3 KY State Reporting Import Wizard
I _I! LEP Import Wizard '

o

Health Immunization Summary

(B

4

NOTE:
e Ifanitem has been crossed out such as PEPdmperiWizard above, then the student’s record did not contain this
item in the former district.
e Be aware that running import wizards multiple times for a student can result in duplicate records.
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Student Records Transfer - LEP Import

Import LEP record from I <C!OOL S

Enter the transferred data from the releasing district into your own local database

*Program Status |_F_p7v
Identified Date g/13/2003
Expected Exit Date gg/01/2013
Program Exit Date
Parent Notified 08/13/2007
Parent Declined [

Interrupted Schooling

Comments

imported from [ SCHOOLS :

_ Save

a. Once user has verified information is correct, they choose “Save”. A confirmation pops up:

i )

Message from webpage . : 52

l _ The LEP record has been imported into the database,

QK

b. An additional box pops up confirming the user wants to close the save dialog; click yes.

"

Windows Internet Explorer = 2

o The webpage you are viewing is trying to close the tab.

Do you want to close this tab?

Yes | [ Mo

c. User is now redirected back to the summary/import screen.
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Campus Path:

Process Inbox | Transfer Released link
Student Information > General > Records Transfer

Data Steward:

Cheri Meadows

The Extended Census Import Wizard populates First US School and other key demographic information such as Primary
Home Language. If the home language is NOT English, the Extended Census import is relevant to LEP.

Status: Records released.

Transfer Documents Data imports

5 ¥
Transcript CJHIGH SCHOOL REPORT CA =]
Census Contact Summary Bporal Report Card 3 Extended Census Import Wizard

= ” .
Extended Census Summary IEP =l (Emliwa st g
o .

Enroliment History E'Special Ed Evaluation el v

i 3 Immunization Import Wizard
/S chedule - Special Ed Documents BE . .
PLR 8 Health Condition Import Wizard

Attendance Period Detail F Health Screening Import Wizard

Assessment Summary & P Bocuments "51’1 IEP Import Wizard
éBehavjor Summary ELEP '_1' Special Ed Evaluation Import Wizard
Heallh Condition Summary LEP Sendces '_I' Special Ed Documents Import Wizard
Health Screening Summary éLEP Accommodations i .
Heallh Immunization Summary -.éf
<= PLP-Documents-import Wizard
B

1 KY State Reporting Import Wizard
LEP Import Wizard

o

Note that the user has the ability here to view the value in the receiving district (current value) as well as the imported
value (from former district) and to choose one of these values.

Student Records Transfer - Extended Census Import

Import Census records from I  H OO 5
Enter the transferred data from the releasing district into your own lecal database
Values entered in the Value to Save’ column will be saved into the student’s current identity record

Current Value Imported Value Value to Save
Birth Country Antarctica B0: Antarctica b
Date Entered US -_]
Date Entered US School  08/14/2003 08/23/2001 m:]
Home Pnmary Language  Spanish Spanish Spanish -
Mative American Language -
Birth Venfication -
NickNama FERMAMDA FERNANDA,

[Save
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Campus Path: Process Inbox | Transfer Released link
Student Information > General > Records Transfer

Data Steward:

Jessi Carlton

Not all schools transcript the same classes —i.e. some schools transcript non-high school classes while others do not.

Transfer Documents

. . . L. . Ti ipt
Best practice would be to view the transcript by clicking the Transcript button — [ansee before

running the Transcript Import Wizard to determine which records you want to import. Each transcript entry will need to
be evaluated individually to determine if it should be imported and what credit group should be assigned.

When you are ready to begin, click Transcript Import Wizard.

Student Records Transfer - Transcript Import

Impert Transcript records from 015 Ballard County
Enter the transferred data from the releasing district into your own local database. Transcript Course information can be stored as numbers and names from the releasing district, or it can
be translated into local course numbers/names. Credit types will need to be mapped to local credit types. Use the credit mass adjuster to translate releasing district credit amounts info
the equivalent local amounts.

Credit Multiplic stion Factor

Don't Import *Schocl Year *Grade District Mo. School Mo. School Name *Course Number Course Name

] 2015-2016 v | [10 [ | | [JcPsesthoal |_1} [ Spanish 11 4 |
*Score GPA Weight GPA Value Percent GPA Max Unweighted GPA Value *Earmed  *Aftempted *Transcript Credit: HS CREDITS=FOREIGN LANGUAGE
lvee | | [4 Il |[4 | (4 | 05 [les || v
Bonus Points Standard Number Standard Mame Date Actual Term Start Term End Term  Terms Long State Code
| || ) | | || Il
Comments

Imported from 015 Ballard County Records Transfer. Summer Academy through JCPSeSchool

Many fields must be considered on each entry imported to the transcript. Adjustments may be made to align entries to
the new school’s policies:

e Credit Multiplication Factor — RARELY USED - If credits issued by former district are not on the same scale as
credits issued by the new district, this field can be used to change credits en mass.

e Don’t Import — If checked, entry will not be imported.

e Grade — Should not be edited, but used to determine whether to import entry.

e Course Number — If using Multi-Year Academic Planning (MYAP), change course number to appropriate local
school course number.

e Score — Adjustment can be made to match local score group.

o GPA Weight — KHEAA requires GPA Weight equal credits attempted for KEES.

e GPA Value — Weighted GPA value - Adjustments may be needed based on the school’s grading policies.

e GPA Max — If GPA Value was adjusted, an adjustment may be necessary.

e Unweighted GPA Value — KHEAA requires a standard 4.0 scale.

e Earned — Adjustments may be needed based on your school’s policies.

e Attempted — Adjustments may be needed based on your school’s policies.

e Transcript Credit — Select the appropriate credit group. This must be selected on each imported entry.
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NOTE: If a student transfers during the school year with an AP or DC course, the receiving district will need to manually

add this difficulity level to the transcript entry for the current school year to ensure KEES money is calculated correctly.

Campus Path: Process Inbox | Transfer Released link
Student Information > General > Records Transfer

Data Steward:

Raymond Carter

A new district can import national, state and local tests from a student’s former district. National and state assessment

records created by KDE will not need mapping or additional setup. A former district’s local assessments may require

additional setup by the new district.

Status: Records released.

Transfer Documents Data imports
I=F =il 3 .
Transcn'pl éH\GH SCHOOL REPORT CARD = Transcript Import Wizard

Census Contact Summary 5F‘c:rtal Report Card 9 Extended Census Import Wizard
= =R ; .
Exlended Census Summary \EP 2

o 3

éEnmIlmenl History 5Spei:ial Ed Evaluation assessmentlimpotiizard
i 2 Immunization Import Wizard
/S chedule - Special Ed Documents EE . .

5 PLP &8 Health Condition Import Wizard
éAllendance Period Detail ~= . -
PR 3 Health Screening Import Wizard
(J Assessment Summary - '_éi-'" IEP Import Wizard
'E?Behavim Summary Eer 2 Special Ed Evaluation Import Wizard
= =
Heallh Condition Summary 5LEP Seanices O Special Ed Documents Import Wizard

Health Screening Summary éLEP Accommodations B
PLP mpertiizard
Health Immunization Summary _"_ .
3 PP -Documents-import Wizard
-éi_'JKY State Reporting Import Wizard

4

A LEP Import Wizard

Student Recerds Transfer - Assessment Import

Import Assessmant roconds from ity
Enter the transferred data from the releasing distnct ime your ovmn local database. Test Scores musl be mapped 1o an assesament definad in your local database. This 18 eadesr for National tests and S1ate
standard tests, but local district tests may be dficult to bang in. Test scores of strands: that are not mappad ta a local test will not be importad

Test Date Scale Score  Raw Score  Percant Percentile  Question Court  Nomal Curve Equivalent
Het imparted v 03012015 [Te]
Result ()
-
Comments
Impeeted oo T

Courtly Records Transfer

Strand: ACT Composite (ACT-C)

Tast Diste Scale Score  Raw Score Pancant Percentile  Question Coumt  Mormad Curve Equivalent
et kmparted . ovmems 5 28

Result {)

Comments

imported form I

County Records Transfer.

Strand: ACT English (ACT-E]

Test Date Scale Score  Raw Score  Parcent Parcentile  Question Court  Nonmal Curve Equivalent
Net bmpaited . ovrzeis 75
Result )
-
Comments
Imported Eoen IR

Couly Records Transfer

Strond: 1 Usage-Mechanics (ACT.UM)

Test Date Scale Score  Raw Score  Percent Percentile  Question Court  Mormal Curve Equivalent
Net bmported » 030472015 "‘_ 16
Resul ()

-
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For each assessment, the new district will need to select the test name for each score. Make sure to select the same
name in order to transfer only state test to state test and national test to national test. Select the test name to import
for each of the student’s assessments. The list may be lengthy depending on the number of tests the student has taken.
The new district SHOULD NOT alter the Date, Scale Score, or any other variable of the test.

| ACT (kDE)
Test
ACT (KDE) v

|
Not imported
10-11 PLAN (KDE-PLAN-10-11) -
ACC [ACC) =
ALCT (KDE_Reparted_NATL)
ACT (K _Official_Jr)
ACT (ACT)
| ACT-M (K _State-allowed_Jr)

Advanced Placament (AP)

ALT ACCESS (KDE-ACCESS-T)

ASVAB (CR-A)

CATI0 [CATID)

CAT1 (CAT11)
| CAT12 (CAT12) -
rpered fram

County Records Trangter,

L]

Date Scale Score Raw Score Percent

002015 7o

Date Scale Score Raw Score Percent

032015 EI 28

Percentie  Question Count  Mormal Curve Equivalent

Percentle  Question Count  Normal Curve Equivalent

Note: Once you select the parent test, the droplist will only contain the applicable child test or sub-test.

ACT (KDE)
Test
ALT (KDE) .
Resut ()
-
Comments

Imported from 291 Kenton
County Records Transfer,

Strand: ACT Composite (ACT-C)
Test
ACT Composie v |
| o,
Hot imporied
'
ACT English
ACT Mathemalics
ACT Reading
ACT Scence

Imported from
County Records Transfer.

Date Scake Score Raw Score Percent
0312015 TR

Date Scake Score Raw Score Percent
002015 .-_"l 28

Date Scale Score Raw Score Parcent
032015 5] ¥

Question Count  Mormal Curve Equivalent

Percentile

Percentile  Question Cownt  Mormal Curve Equivalent

Percentile  Question Cownt  Mormal Curve Equivalent

When you have finished selecting all the tests you would like to import, click Save.
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Test Date Scole Score Raw Score Percent Percentle  Question Count  Mormal Curve Equivalent
Hot imporiad . 3 242
Resul (H
No Result List »
Commenis

impaorted from [

County Records Transfer HI

Campus Path: Process Inbox | Transfer Released link
Student Information > General > Records Transfer

Data Steward: .
Karen Erwin

School nurses may not have access to import immunization records, therefore it is important all health-related imports
be processed. Click on the Wizard, review the data and click Save.

Student Records Transfer - Immunization Import

Impeort Vaccine Shot data from T o unty
Enter the transferred data from the releasing district into your own local database. “accines and Immunization Exemptions will need to be mapped to locally named
data in order fo bring in the data. Wherever data is named the same in the releasing data, thiz will already be done for you. Running an import more than onee could
duplicate data.

Immunization Certificate
Cerlificate Date Expiration Date Type

07/20/2011 07/20/2021 | |Standarc |

Vaccine Name

| Diphtheria-tetanus-pertussis, cembined [DTaP, DTP] | [03/06/2000 |75 [05/19/2000 | 75| [07/20/2000 [T [04s17/2001 |7 [o2v23iz004 |75

Diphtheria-tetanus-pertussis, combined [DTaR, DTF] | v| | v| | v| | v| | v|
[Fotio pPv, 0PI | |03/6/2000 [7E] [psr1si2000 [T5| [o7s20i2000 [TH) (0202372004 [TH]

Polio [IPY, OPV] | v| | vl | vl | v|

[ MeasleshMumps Rubslia [MMR] ~| (04172001 |7E] [p2r23/2004 |7E

Meazles-Mumps Rubella [MMR] | v| | v|

[Hepatitis B [Hep B] ~| |03/062000 |7E| [psr1sizo000 [7E| (122772000 [T (02232004 |TE

Hepatitis B [Hep B] | v v v | v |
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Campus Path: Process Inbox | Transfer Released link

Student Information > General > Records Transfer

Data Steward:

Karen Erwin

School nurses may not have access to import health condition records, therefore it is important all health-related
imports be processed. Click on the Wizard, review the data and click Save.

Import Health Condition records from I ounty
Enter the transferred data from the releasing district into your own local database. Wherever data is named the same in the releasing data, this will already be done for you

Health Condition
“Code *Description *Start Date End Date *Status (U: ) *Initials
995.30 [Allergy, unspecified | (08102011 |75 [75][U: Unknown | [jpr
Doctor Name Doctor Phone Auto Accident  Auto Accident  Employment Related Other Accident Related
| { |, I" Related State ] ]
(]
Comments

Imported from 281 Jessamine County

Save

Process Inbox | Transfer Released link
Student Information > General > Records Transfer

Campus Path:

Data Steward: Karen Erwin

School nurses may not have access to import health screening records, therefore it is important all health-related
imports be processed. Click on the Wizard, review the data and click Save.

Student Records Transfer - Health Screening Import

Import Health Screening records from T County
Enter the transferred data from the releasing district into your own local database. Wherever data is named the same in the releasing data, this will already
be done for you

Don't Impaort *‘Date “Type

08/14/2003 '_] VisionHearing -
Comments
imported from I County

Health ScreeningVision visionDate=08/14/2003 acuityR=20.0 acuityl=20.0 corLens=HO visionTest=E
Health ScreeningDental religiousObjection=false proofOfappointment=false

Den't Import *Date “Type

11/09/2005 -_] Vision/Hearing -
Comments
Imported from IR C ounty

HealthScreeningVision visionDate=11/09/2005 vision3tatus=P corLens=MN0 visionTest=3
HealthScreeningDental religiousObjection=false proofOfappointment=false
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PLP Import Wizard

Guidance Coming Soon!

PLP Documents Import Wizard

Guidance Coming Soon!
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