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1) Create a Program Flag for district use 
From the Index Tab, under System Administration select: 
 

 Student 
 Programs 
 
 
 

 Under Program tab select ‘New’ 
 

In the Program Detail window enter this data: 
Name = CEIS Code = CEIS 
Description = Coordinated Early Intervening 
Service 
State Reported = Selected  
Flagged = Selected Flag Image = flag 
 

 
 

Click ‘Save’  

Guidance for Tracking and Reporting 
Coordinated Early Intervening Services (CEIS) 
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2) Apply flag to a single student 
Select student  
Year = 10-11 School = Select student’s current enrollment 
 

 
From the Index Tab, under Student Information select General 
 

Select Programs Tab  
 

Select ‘New’  
Program = CEIS: CEIS (Select from drop list) 
Start Date = Date Services Began 
User Warning = Coordinated Early Intervening Services 
 

 
Click ‘Save’ 

 
 

Student now has flag demonstrating CEIS on record 

 
 

If the student is later determined eligible for Special Education Services, 
return to this Program Participation Detail and enter the date the student 
was determined eligible for services in the End Date fields.  This will remove 
the CEIS flag from the student record but will still allow the ad-hoc query to 
report the child. 
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3) Apply flag to a group of students 
From the Index Tab, under System Administration select: 
 

 Student 
 Program Participation 
 

 

 

Mode = Add Program Participation (Select using radio button) 
Select Program for Participation =CEIS (Select from drop list) 
Enter Start Date = Date these students began receiving services 
Select Grades = Check grade of students 
Select Additional Method to Filter Students = Check if you would 
like to apply the flag to a team or filter of students 
Click Next if you check ‘Filter on team or ad hoc set and select your 
filter 
Click RUN 
Once this is ran, all students in the selected group will have the CEIS 
flag.   
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NOTE: If applied to a grade, team or ad hoc set, user must search and 
find students that are special education within that group and remove 
the flag from the student record.  Follow steps below to perform this 
task: 
 

Search Tab | Advanced Search   

Select the grade or the filter in which you applied the program and 
select Status = Active 

 

Click Search 

Students meeting this criterion will be 
listed on the left hand side of the screen. 

Open each student record | Programs Tab 
| highlight and delete the CEIS program 



 

5 

 

assigned to this student. 

 

4) Create Ad-Hoc Report 

From the Index Tab, under Ad Hoc Reporting select:  
 Filter Designer 
Select ‘Create a new Filter using the Query Wizard’ (radio button) 
Select ‘Student’ (radio button) 
 

 
 

Click Next 
Query Name = CEIS 

Expand Demographics, select: 
State ID 
Last Name 
First Name 
Middle Name 
Grade 



 

6 

 

Expand Learner | Programs, select: 
Code 
Start Date 

 
Click Next 

 

To set criteria for this query, set the Operator and Value for these fields” 
 spProgram.code: Operator = ‘=’ Value = CEIS; Output = deselected 
 spProgram.startDate: Operator = ‘>’; Value = ‘6/30/09’ 

 

 
 
Click Save 
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5) Export query into Excel for submission to KDE, due July 31st of the 
reporting year. 

Calendar selection MUST be 09-10 as to report students that were 
served CEIS in 09-10 and 10-11 

 
 
From the Index Tab, under Ad Hoc Reporting select:  

Data Export 
Saved Query Wizard Filters = Select student CEIS Query) 
Pick an Export Format = Comma Separated Values (CSV) 

 

 
 

Click Export 
 
Clicking Export extracts the data into a CSV file format readable by MS 
Excel ready for submission to KDE via the Secure File Transfer (DoSE 
Upload) web application.  Please review the file for errors prior to 
submission.   
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