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KTS Attendance Report 
PATH:  KY State Reporting > Edit Reports > KTS Attendance 

Introduction 

The KTS Attendance Report is available in all pilot home high school district databases. 
Technical school and home high school staff can generate the report.   

• The report will provide the home high school a real-time view of attendance reported by 
the technical school.   

• Using the information contained in the report, the home high school attendance clerk 
will manually update attendance in the home high school database. 

• Technical and home high schools can both run the report and see daily attendance 
entered by either school. 

Assigning User Tool Rights for the KTS Attendance Report 

The home high school’s district system administrator must first grant user tool rights.  It is 
recommended to assign the KTS Attendance tool rights in the KTS Data Exchange user group.  
*Any staff member working with the KTS project should be assigned to the KTS Data Exchange 
user group.   

NOTE:  Technical Schools do not have to follow steps 1- 6. KDE has completed this portion and the report should be 
in your Index. 

PATH:  Search > Group 

1. Locate the KTS Data Exchange user group. 
2. Select the Tool Rights tab. 
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Assigning User Tool Rights for the KTS Attendance Report – cont. 

 

3. Click on the plus sign next to KY State Reporting. 
4. Click on the plus sign next to Edit Reports. 
5. Select the RWA check boxes next to KTS Attendance. 
6. Click Save. 

 

 

7. The user will need to log out of IC and back in before the report will populate in their 
Index. 
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Generating the KTS Attendance Report 

1. Select “I am a Home District”. 
2. Select Technical School. 
3. Select a Start Date and an End Date.  Be sure to choose a small date range. 
4. Select Sort order 
5. Click Generate Report.  Do not click Generate Report more than once. 
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Using the KTS Attendance Report 

1. The home high school will use this report to manually enter technical school student 
attendance information into their district database. 

2. Once the home high school enters attendance, both the technical school and the home 
high school can run the KTS Attendance report to see results under both the Home 
School Attendance and the Technical School Attendance sections. 

3. Note the period schedule for each school is listed under each section to assist with 
accurate data entry at the home high school.  
 

 

 

For more information: 
Please submit any questions about the KTS automated data exchange by email. 

 

mailto:ktssupport@education.ky.gov
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