Using the Secure File Transfer (Dir of Spec Ed Upload) Web Application

General Instructions

DLS uses the KDE Web Application site for submission of data files for most reports
Data are to be submitted online via the Department of Education’s secure web application portal to: 
a)
ensure confidentially of student information when necessary; provide immediate confirmation the file has been received at KDE;
b)
create a date and time stamp of when the file was received; and
c)
to make sure the file is submitted by the appropriate local district staff.
This application is the same portal used by the KDE for other web applications and does not require a separate User ID and password if the DoSE already has a User ID assigned locally by your district’s web application administrator point of contact (WAAPOC).  Access to this particular application is limited to persons who are a Director of Special Education (DoSE) at a local school district.  The active DoSE is the only person in the district who will be granted access to upload data files through this application.  If you are the DoSE for a district and do not have a ‘User ID’ and ‘Password’ for KDE web applications, please have your local WAAPOC assign these or contact Chris Thacker in the Division of Learning Services (DLS).  Directors of Special Education are granted access to the upload site based upon notification of their role as the Director to DLS.   Rights for other KDE web applications must be granted locally.  It is important to make sure that DLS has been notified when there is a new DoSE in the district to assure access to this application.

Specific Instructions for uploading files via website:
1. Open the web browser (Internet Explorer, Mozilla/Firefox, Chrome, etc.)

2. In the location bar of the browser, type  https://applications.education.ky.gov/login/
Below is a screen shot of this window.  This is where the User ID and password obtained from your WAAPOC or from DLS is entered.
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Welcome! Registered Users
Please use your user name and password User Name: |

If you are having trouble accessing EPSB applications, please contact Password:
the EPSB Help Desk via e-mail at EPSBHelp@ky.qov. .

Quick Links Sign In

Kentucky Department of Education If you do not have a KDE web user name, click here to register.
KDE Open House

School Report Card Archive

Kentucky Testing Reports

Technology Readiness Survey Reports

Before your third try, click here if you have forgotten your user
name and/or password

If you think your account has been disabled, or for technical
support and content issues, please use our KDE User Help
System

Security Disclaimer!
While we take every precaution to protect all information and data
you share with us, there are ways you can protect yourself. Always
keep your password to yourself and never allow anyone to log in
under your user name and password. If you must leave your
computer, be sure to save your work and log out of the system
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3. Under the ‘Registered Users’ area:
· In the User Name box, type in your USERID
· In the Password box, type in your PASSWORD
· Click the Sign In button.

On the following page is a screen shot of this window after you click the ‘Sign In’ button.  Your screen may look somewhat different based on your access to various web applications.
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4. After successful login, click on the link “Secure File Transfer (Dir of Spec Ed Upload)”.

On the following page is a screen shot of the window that will appear after clicking the “Secure File Transfer (Dir of Spec Ed upload)” link.
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Browse.

After clicking the "Browse" button:
N 1. Select the location you have saved the file to on your computer from the drop-down list.
2. Double-click on the file's name
3. Click on the "Upload Your File" button.
o ** Files that are larger than SOMB may time out while being uploaded
*Any data previously submitted under the name of the file chosen wil be over-written.
N Upload Your File
i opyright © 2013 Kentucky Department of Education
N Click this button after you have selected the file above you wish to upload
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5. Click ‘Yes’ or ‘No’ to indicate whether the file you are about to upload will be for a Special Education Waiver.

6. Click on the “Browse” button to locate the file to be submitted. After locating and selecting the appropriate file to be transmitted.

7. Click on the “Upload Your File” button to complete the submission.

8. A message will appear when the file is successfully uploaded. Close the window to exit the upload process.   This completes the data submission.  An email confirmation that the file has been submitted and received will automatically be sent to the user and DLS.  (If this process has been completed and the user does not receive an email confirmation this probably means the email address on file for the user is not correct.  Please contact Chris Thacker using the information below to make sure the correct email is used.)

If you require additional information about the Secure File Transfer (Director of Special Education Upload) web application, please contact either Chris Thacker at chris.thacker@education.ky.gov or Dr. Nick Easter a nick.easter@education.ky.gov.  Either may be called at (502) 564-4970.

Click on this link for ‘Secure File Transfer (Dir of Spec Ed upload).








