KTS Data
Exchange 2016

Course Setup

This document provides instructions on how both home high schools and
technical schools will schedule courses. The document also provides
descriptions of the new technical course codes.



KTS Data Exchange - Introduction

The Kentucky Tech System (KTS) data exchange is a secure transfer of student enrollments between the
student's high school and technical center. The data exchange streamlines processes, eliminates the need for
email and paper reports, and minimizes dual data entry.

Participating technical schools can fully utilize both KSIS and the Continuous Instructional Improvement
Technical System (CIITS) in their classrooms.

Home high schools can run real-time attendance reports that reflect attendance entered by the technical school
into KSIS. There is an optional unknown attendance sync feature that will allow unknown attendance at the
technical school to sync back to the home high schools the next day. Attendance clerks at the home high
schools would then resolve the unknown attendance the following morning. Additionally, the nightly data
exchange process posts students’ technical school grades to the appropriate high schools, allowing for athletic
eligibility determinations, and posting of both high school and tech school grades on students’ report cards and
transcripts.

The key to being able to match students between the high schools and the technical schools is the NEW course

number; the importance of this number must be emphasized. Instructions on how high schools will schedule
courses and the description of the new technical course code are provided within this document.
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Step 1: Connecting to the NEW

KTS Course Catalog

In order to pull the courses necessary for the KTS Automated Project into your district edition database, select
the proper course catalog designated by the school year in which you are working. (i.e. 15-16 KTS Course

Catalog, 16-17 KTS Course Catalog) Note: The ability to change the Course Catalog Master List must be given in a
tool right by the system administrator. Home high schools & CTCs, contact your system admin for this temporary
tool right or have your system admin make this temporary change themselves. For ATCs, your Course Catalog
Master designation will be maintained by OCTE.

School

| save Sehool

Drelate Schoal

School data s divided inbo bwo areas: School Detail and School History, School Histary records contain information relabed to a school
historically. By crealing a new School History, the new information is tracked as of a specific dabe while the previous valses are presd
new School History record, select an existing School History and clck the New School Hstory bution. This will creabe a new Schoal K
gn the currend information, which can be modified as needed and saved

Schood Editor

Path: Index > System Administration >
Resources > School

®

1. Select your school from the School

-

B Brodhead Elementary Sehasl

. Uy Vernon Elementary

B9 Rockeastie Acodemy for Academic Ach
- Rockcasike County Detrict Oifice

— Rockcastle County High Schod
R Rockeastis County Middle School
+ - Roundsione Elementary Schoal

School Detail

“Hame *Location Hur
MCES School Humber Type
2105070 - 252 1: Re
Standard Code (3F StabePrid) CEEB Numbsar

181910
Stabe Classifcabion

=dd [E3CNET -

. . Course Catalog - Master List
Editor selection.

. Click on the dropdown box for
Course Catalog - Master List and

Calalog (H )
16-17 KTS Course Catalsg (HIGH SCHOOLS OHLY)

District Catalog
. Elmeritary
select the KTS Project Course st
Catalog Middle Schaol
URL

3. Save School

Explanation of Course Codes for KTS — Campus Data Exchange

Course codes are a critical element used in the data exchange between technical centers and home high schools.
As courses and sections are set up in the technical centers, the automated process adds identifiers to the course
code and uploads each course to the KTS Course Catalog in the home high schools. A prefix and suffix are added
to the state course code to create a unique 13-digit number that identifies the technical school, period and
section of the course being taught. Example:

Technical school ID* + State Course Code + Technical School Period Number + Technical School Section Number

714480503P103

The above technical course code represents a course that is being taught at Jessamine County ATC and is
indicated by using the *Technical Center ID: (714). The name of the course is Basic Welding and indicated by the
state course code 480503. The period the course will be taught is period one, and indicated by P1. The section in
which the course is taught is section three, and indicated by (03).

Then a course is used for variable credit purposes, the P will be replaced with an X.

*Technical Center ID List found here. 2
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http://education.ky.gov/districts/tech/sis/Documents/TechnicalSchools%20IDs.pdf

Two options for loading new course codes

All schools can add course codes to their existing course master individually or as a group.

1) Single Course Creation
Add the courses you need from
the appropriate KTS Project
Course Catalog into your district
edition database

Path: Index > Scheduling > Add Course

1. Select the Course from the list on
the left.

2. Click the Select This Course
Master button and you will be
taken to the course master
screen.

3. Select Save.

v Sche

ling

Course Creation

Coursas

Your district has defined a district-wide Course Catalog for your school fo use, To create a Course,

Add Course

Schedule W

Fill Counselar

CTRL-clck and SHFT-chck for malipis

Fill Teams

110405037101 - Basic Weiding

| 110480503P601 -
| 71402021 1Ps502 -
| - Satety snd First Aid
| T14170142P303 -
| 144805020101 -
| T14480503P201 -
| T14480503R301 -
| T144B0503P601 -
| 7145803109103 -
| 145803109201 -
I T14€AA ABRAE

| T141 701429101

Lunches E

Scheduling Group

Mizgard | 110420503301 -

Basic Weiding
Basic Weiting
Animal Technology

Safety and Firs? Aid
Basic Weiding
Basic Wekfing
Basic Weidng
Basic Wekiing
Navy ROTC

Navy ROTC

Hanra BOYEF

fo creabe & course that does nol exist in the Catalog, speak with your district administration

Select Course @

Course Msster Record

Hurmber Narme
1104805039101 Easic Welding
HCES Code Department

State Code Transeript Posted
40503 Yes

GPA Wieight Activity

1.0
Type Honars

| Select this Course Master

Helpful tip for home high schools: Due to courses being sorted by course number, users will find all courses for one
*Technical Center grouped together. If your home high school sends students to a single Technical Center, take advantage

the Multiple Course Creation option.

Additional Note: Home high schools will see a 13-digit course number in their catalog. Technical schools will see a 6-digit

state course code number.

2) Multiple Course Creation (as a group)
Select multiple courses using the batch
add feature.

Path: Index > Scheduling > Add Course

1. Select CTRL-click or SHIFT-click to
highlight multiple courses.

2. Click Batch Add these Course
Masters.

Course Creation

our district has defined a district-wide Course Catalog for your school to use. To creale a Course, you m
fo create & course that does not exist in the Catalog, speak with your disirict administration.

Select Course :

CTRL-chck and SHFT-chck for multiple

110480503P101 - Basic Welding
110480503P301 - Basic Welding
110480503P601 - Basic Welding
T14020211P502 - Animal Technology
T14170142P 101 - Safety and First Aid
T14170142P°303 - Safety and First Aid
T14480503P101 - Basic Welding
T14480503F201 - Basic Welding

T14480503F301 - Basic Welding
T14430503P601 - Basic Weldng
714530310103 - Kavy ROTC
T14580310F201 - Navy ROTC

7145803 10P801 - Navy ROTC

Course Master Record
Number Hame
(muRiple) (muRiple]
NCES Code Department
[ muRiple ) (mukipla)
State Code Transcript Posted
([ muilipde ) (muliple)
GPA Weight Activity
(mutiple) (muiple) @
Type Honors
(mustiple ) {muiple)
Batch Add these Course Mastars ]
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Step 2: Course Section Setup

Once the new course codes are added from the course master, the courses must be set up using the new course

codes. Course codes include section details from the technical school, and should be set up at the high school

using only one section per course. Technical schools are allowed to use more than one section per course. Refer

to the Course Creation Flow chart for a visual explanation.* Home High Schools: Do not attach more than one

section to these technical courses unless you consult with KTS Support for prior approval.*

Index

CoursefSection

Path: Search > Course/Section

1. Search for the Course you will @
need to create the section and

click Go, or leave the Search field
blank and click Go to pull in a list
of all courses.

2. Select the Course.

3. Click on the Sections tab

4. Select Add a Section

Help

[x]

Advanced Search

Search Results: 11 Courses

T14020211P502 Animal Technology
T141T0142P101 Safely and First Aid
T14170142P303 Safety and First Ald
714430503P101 Basic Welding

714480503P201 Basic Welding

T14480503F301 Basic Welding
T14430502PE01 Basic Welding

714580210P103 Nawy ROTC
714530310P201 Maw ROTC
T14R80310PANT Naw ROTC

/Helpful tip for home high schools

Section Placement does not need

to match the Technical Centers

period schedule. Place the sections
Q/here they fit for your district. /

Path: Scheduling > Courses > Courses

Sections

1.

Enter the Section Number for the new
section. It may be helpful to use the
same number linked to the technical
course code. (e.g. 03.)

Select if the teacher is Highly
Qualified, Not Highly Qualified, or Not
Applicable.

Select the appropriate check boxes
for Section Schedule Placement.

4. Click Create Section

714480503P101 Basic Welding

Course Sections g Tasks ]

Add a Section

Create a new Section
This tool will create a new section.
Section Edito)
*Section Number  Teacher Display Name
Max Students Lunch Count Milk Count Adutt Count
0 [ [ [
Room Skinny Seq Team Homeroom
- o\

Instructional Setting
*Highly Qualified
Primary Teacher
Special Type
01: None

Population ID

Core Content

There i2 no active primary teacher for this section.

(Override}
v (01}

- @

-

Section Schedule Placement|

Create Section @
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http://education.ky.gov/districts/tech/sis/Documents/Course_Creation_Flow.pdf
mailto:%20ktssupport@education.ky.gov

Grading Tasks & Score Groups

Once the Course and Section have been created, do not forget to set up the Grading Tasks for each Course.
Posted grades from the technical school will be transferred to the home high school of the student through an
automated process. Grading tasks and score groups must be set up correctly for this process to work. Setup
instructions are provided in the KTS Grading Task Setup document.

Step 3: Scheduling Students

Home high schools can now schedule students as normal, using the appropriate new course code that
correspond to the technical school. Technical schools will see the roster of students the day AFTER the high
school completes the scheduling process for the Course.

Note: The nightly automated process runs nightly, 7-days a week. It begins at approximately 11:00 p.m. eastern
time and runs until approximately 5:00 p.m. eastern time.
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http://education.ky.gov/districts/tech/sis/Documents/KSIS-KTSGradingTaskSetup_Draft.pdf
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