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Purpose of the Educator Data Collection
System and Reports

The purpose of the Educator Data Collection System (EDCS) is to gather information about the professional and
demographic characteristics of educators across the state of Kansas. This data is compiled in aggregate form for
use by multiple stakeholders, including educational researchers, school systems, and the Kansas State Board of
Education.

There are three reports generated from data submitted through EDCS:

e Fall Vacancy Report

e Spring Vacancy Report

e Licensed Personnel Report (LPR)
The data collected from the Licensed Personnel Report is released to the public in aggregate form on the building
and district report cards each fall.

For all positions requiring a licensed educator, vacancies are entered in both the Fall Vacancy Reports and Spring
Vacancy Reports. The Licensed Personnel Report includes comprehensive information about all individuals

in assignments requiring a licensed educator. These reports provide information used by the Kansas State
Department of Education (KSDE) to evaluate licensed staff and to fulfill statutory and regulatory requirements.

This user manual has been developed to assist school systems in navigating the web application and understanding
the reporting process.

For further assistance regarding EDCS and its reports, please contact:
EDCS Content Questions

Sarah Eaverson

Coordinator

Teacher Licensure

Phone: (785) 296-6712
Email: sarah.eaverson@ksde.gov

Shane Carter

Director

Teacher Licensure

Email: shane.carter@ksde.gov

Web Application Access Questions

KSDE Information Technology Helpdesk
Phone: (785) 296-7935
Email: helpdesk@ksde.gov

KSDE.gov | Kansas State Department of Education 7
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Before You Access EDCS

Browser Recommendations

PC Users

Use one of the following browsers:

e Microsoft Edge
e Mozilla Firefox
e Safari
Do not use Internet Explorer or Google Chrome.

8 Kansas State Department of Education | KSDE.gov

Macintosh Users

Ensure JavaScript and cookies are enabled in your
browser for full functionality.

Recommended browser:

e Mozilla Firefox
Other supported browsers:

e (Google Chrome
e Safari
e Microsoft Edge
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PREPARATION FOR ACCESSING EDCS

Accessing EDCS

Internet Terms

Browser
A software application used to access and navigate the Internet.
Examples include:

e Microsoft Edge
e Google Chrome
e Mozilla Firefox

e Safari

Bookmarking

Allows you to save a website address so you can easily return to it without retyping the URL. Some browsers refer
to bookmarks as Favorites.

Help

Provides information and assistance related to the browser's menu options and functionality.

Navigating to a Website

To visit a website, type the web address (URL) into the address bar at the top of your browser window. Depending
on the browser, this field may be labeled Address, Location or Go to.

After entering the web address, press Enter on your keyboard to open the website.

Saving Your Data

A timeout will occur after 45 minutes of inactivity or if data is not saved. If this happens, any information entered
since the last save will be lost.

Data may be lost if the user:

e Exceed 45 minutes without saving. Each time you click Save, the 45-minute timer resets.
e Navigate to another page without saving.

Note: To avoid data loss, save frequently and before moving to a new section or staff record.

KSDE.gov | Kansas State Department of Education 9
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User Login for KSDE Web Applications

Common Authentication Login

1. Visit the Kansas State Department of Education (KSDE) website at https://www.ksde.gov.

Hover over Data & Reporting at the top of the homepage.
Click Authenticated Applications.

Student Success  Licensure  Training & Events  Policy & Funding D ng News Center

Annual Report Authenticated Applications
Statuwice cta. pregres. eals. more.

Data Central Dropout Graduation Summary Report
(DGSR)

Gradustion and dropout data reparting,

Directeries Discipline Data Collection

Contact infoemation, superincendent tngs. mes,. Diats reporting. incient reporting requirements. Mmone...
Emergency Safety Intervention Kansas Education Data System (KEDS) .

pancy safety in (EST reparting and
e of Education

KIDSWEB MIS and Student Data
SPH0R #EHUSN MIS Gtk SPEDPS rgOrtag. mene,

Request for Data State Performance Plan and Annual
SUBTITIN BrocelL, timelines. ML mere. Performance Report
Performance reports, indicators. compllance, more...

New Users

1. Click Register under New User Registration.
Complete all required fields.

Click Submit to create your account.

T L e ——

User Login for KSDE Web Applications

Common Authentication Login
Usar Name:
Password:
Logn Fooepot passwont?
Nesd Assistance?
General Help KN-CLAM Support KECMS or Pathways Support
hefpoesiikede gov mwEpplcasensiksde v pattwayshelpassiiksde. gov
(T85) 796-7935 (T8S) 206-2276 (T8%) 295-4908
KESA Support HEEP Support
yron meong@isce gov - Myron hielion evaluation Fhede gov - Sansh Esverson
(TBS} 2965110 - Myroe bickon (78S 296-6712 - Sarah Eave
Harw Lisor Rogmsirabon
\ It yeu harve not et regisiered 10 Nave an indvicual Usemame and Passwond for accessng KSDE web applicalions, chok Nere 1o register.
=
1 YO0 N0 EREEANCE I rEQIESENng fOF @ New ACCOUNS Please VISR I Nk, New Liser REQISraton Heig

10 Kansas State Department of Education | KSDE.gov
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USER LOGIN FOR KSDE WEB APPLICATIONS

Returning Users

1. Enter your district-access username and password.
2. C(lick Login.

User Login for KSDE Web Applications

Common Authentication Login

User Name:

Password:

m Forgot password?

KSDE Web Applications Legal Notice

3. Read the Kansas Student Data Privacy Act (SDPA) and the Family Educational Rights and Privacy Act (FERPA)

legal notices.
4. C(lick Accept.

User Login for KSDE Web Applications

KSDE Weab Applications - Legal Notice

Applications provided by the Kansas State Depariment of Education through this authentication website may include data which are

under the Kansas Student Data Privacy Act (SDPA), as authorized by K.5.A. 72-6312 th 72-6320, and amendments
, and the federal Family Educational Rights and Privacy Act (FERPA), as authoriz
89, By selecting Accept, you agree to comply with the provisions of these laws and regulations along with any amendments or other

relevant provisions.

= =
Ve

5.C. §1232g(b) and 34 CFR Part

KSDE.gov | Kansas State Department of Education
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USER LOGIN FOR KSDE WEB APPLICATIONS

My KSDE Web Applications

After logging in, you will see a personalized menu based on your authorized KSDE web applications.

1. Click EDCS.

User Login for KSDE Web Applications

My KSDE Web Applications.

1. EDCS /

2, Form 16 - Accreditation Licensure Waiver
3. KLAS - Kansas Licensure Application System
Use to apply for:
« Initial Kansas license
« Initial out-of-state license
+ Renewal of initial or professional license
» Provisional license
+ Initial or renewal of a substitute license
+ Upgrade of initial license
= Adding an endorsement to an existing license
4. License Application
Use for all other online applications
5. Mentor Stipends

If you have not yet registered for district access to EDCS:

1. Click Manage My Account.

User Login for KSDE Web Applications

/ My KSDE Web Applications

12 Kansas State Department of Education | KSDE.gov
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USER LOGIN FOR KSDE WEB APPLICATIONS

Create a New User Account

1. Enter the required user account information (look for red asterisks).

User Login for KSDE Web Applications

KSDE User Account Management

Back to Login Page

* Indicates required field.

Manage KSDE User Account for User Name Ibruton

First Name:*
Last Name:*
Phone #:*

Email Address:*

2. Scroll down and select the EDCS checkbox.

o Public schools should select District from the dropdown menu to the right.
o Private schools should select Building from the dropdown menu to the right.

tEaHy Childhood Foundations For School Success District/Org Read Only
District/Org Update v
ocs
| JEnd of Year Checklist District Administrator
District Data Entry =

3. Scroll to the bottom of the page and complete the In Case You Forget Your Password section (look for red
asterisks).

4. Click Submit.

IN CASE YOU FORGET YOUR PASSWORD:

Enier your Dirmadal W0GSE @ QUESHIC 10 WICh only YOU know (e answes and which has nothing 10 9o with your password. 11 you foIget your password, well verify your igentity

birthdate and the answer 1o this guestion.

king
Birtheate (MMWDDYYYY)"

Jesion”

Answar (Ihis fiald is casa-sensiive)

o R

Your district's system administrator will be notified to process your access request.

Once approved, EDCS will appear in your Web Applications list.

KSDE.gov | Kansas State Department of Education 13
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Welcome to EDCS

EDCS is reviewed every school year and is updated as needed to provide more customizable options for Local
Education Agencies (LEAs) when completing reports. Only the current school year reports can be entered or
edited within EDCS. Previous years' reports can be viewed only.

EDCS Welcome Screen Overview
Status

e The Fall Vacancy Report (FVR) status will show Not Yet Started or In Progress until submitted. If you return
to the welcome screen after submitting the FVR, the status will say Submitted.

e The Licensed Personnel Report/Spring Vacancy Report (LPR/SVR) status will display Not Yet Started or In
Progress until submitted. After submission, the status will display Submitted.

Report Due Dates

Displays all deadlines for the current school year.

Contact Information

Displays contact information for the designated KSDE contact person.

STATUS o
The
Educator Data Collection System (EDCS)
i1s OPEN
for the 2025-2026 school year.
The Fall Vacancy Report is due on
September 25 at 5:00 p.m. CST.
REPORT
DUE At this time, the FVR is accessible for
DATES entering and submitting fall vacancies.
At this time, the Licensed Personnel Report (LPR)
is accessible for entering data only.
The LPR will open for submitting on January 1, 2026,
The LPR is duc on March 1. 2026, at 5:00 p.m. CST.
CONTACT
INFORMATION
N SECECAOGS 45804 UNHDRTE.

14 Kansas State Department of Education | KSDE.gov
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WELCOME TO EDCS

The current school year is displayed in the School Year dropdown menu. To enable data entry, click Select Year.
After the current school year is selected, the left sidebar expands to display navigation options.

The following navigation links (look for the < symbol) can be expanded to reveal additional submenu options:

o Staff Data

e Vacancy Report

e Structured Literacy

e Licensed Personnel Report

e Reports
The data collected through the Licensed Personnel Report is released to the public in aggregate form on building
and district report cards each fall.

kansas®  EDCS
EDUCATION

Uiser: Lazhie Brudon  District: DO253  Budding: 0000 Access Level Dsinct

A Wekorre

School Year: 2025-2026 Select Year

Statws of Licensed Personngl Repor for the school year
Status of Fall Vacancies for the school year |

The
Educator Data Collection System (EDCS)
is OPEN
for the 2025-2026 school year.

KSDE.gov | Kansas State Department of Education 15
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Staff Data

Import Text Files

Local Education Agencies (LEAs) may upload personnel and/or vacancy data directly into EDCS.

If you choose to import data files, please follow the guidelines outlined below.

File Format Requirements
Files must be formatted as either:

e Text files (txt)
e Comma-separated values files (.csv)
Common file-editing applications include:

e Notepad for .txt files
e Microsoft Excel for .csv files

Upload Sequence Requirements
Data must be separated into individual files and uploaded in the following order:
1. Exited Staff Data
Note: Importing data does not delete staff records. Staff deletions must be completed manually.
Staff Data
FTE Data
Assignment Data
Shared Staff - Hiring District
Upload information for educators shared with other districts or private schools.
Shared Staff - Receiving District

© N o~ W N

Upload assignment information for educators received from other districts or private schools.

Note: Receiving districts must wait until after the hiring district has shared educators. Adding assignments before
educators have been shared may create errors for both districts or school systems.

9. Vacancy Data

10. Refer to Vacancy Report Information, Definitions and Examples > Have Vacancies > Importing a Text
File (page 54) in this user guide for additional information.

File Specifications
Refer to Appendix C: Data Import for complete file specifications required for data imports.

Note: Because file specifications are detailed and highly specific, smaller districts and private schools may prefer to
use the Roll Over Data option instead of importing text files.

16 Kansas State Department of Education | KSDE.gov
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STAFF DATA

Import Staff Data Files

1. Inthe EDCS left sidebar, click Staff Data.
2. Click Import Text Files.

3. Under Staff Data, click Choose File.

4. Locate the saved .txt or .csv file.

5. C(lick Upload.

KANSAS®  EDCS

EDUCATION

User: Leslie Bruton District: D0259 Building: 0000 Access Level: District
% Manage Applications

&  StaffData  Impori Text Files
& Logout

@ Welcome Staff Data

# Staff Data = Upload file: /
Import Text Files (o1 R 10 No file chosen

Roll Over Data /

Find/Update Siafl

Add New Staff
2025-2026 v Export Stalm
Shared Staff
Exited Staf 2025-2026 v Export FTE
Delete Data 2025-2026 v Export Assignments
B Vacancy Report
Vacancy Data
B Structured Literacy
Upload file:

B License Personnel Report . No file chosen
W Reports :

? User Manual

Import Vacancy Data Files

Refer to Vacancy Report Information, Definitions and Examples > Have Vacancies > Importing a Text File
(page 54) in this user guide for additional instructions.

KSDE.gov | Kansas State Department of Education
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STAFF DATA

Roll Over Data

School systems may roll over selected data from the previous school year's Licensed Personnel Report (LPR) into
the current year's LPR.

Roll Over Options

e Assignment, FTE and Staff Data

e FTE and Staff Data

e Staff Data Only

e Shared Staff

e Important: Receiving districts should not use this option.
e Shared Staff and Assignments

e Important: Receiving districts must wait until after the hiring district has shared educators. Adding
assignments before educators have been shared may create errors for both districts.

Data That Rolls Over

The following information rolls over for every educator reported during the previous year:

Staff data, including educator identification number, date of birth and address
Full-Time Equivalency (FTE)

Assignment information, including courses, number of classes and grade levels taught

Total experience and current USD experience, automatically increased by one year
e Gender, automatically set to the prior year's selection
e Entrance code, automatically set to Returning Staff

Note: Educators who are no longer employed must be deleted. New educators must be added manually or
through a data import. Any changes to FTE or assignment information must be updated manually or through a data
import.

Data That Does Not Roll Over

The following information must be entered manually or imported from a data file:

e Base Salary and Base Salary with Fringe

e Pathways assignments
Note: If you roll over data, make edits and then roll over the same data again, all information reverts to the
previous year's data.

Note: Because every educator record requires review and updates after a rollover, larger districts and private
schools may prefer the Import Text Files option rather than Roll Over Data.

18 Kansas State Department of Education | KSDE.gov
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STAFF DATA

Roll Over Data Steps
1. Inthe EDCS left sidebar, click Staff Data. Click Roll Over Data

2. From the dropdown menu, select the data set(s) you wish to roll over from the prior school year

3. Click Roll Over

x ~
KANSAS EDCS
Usar: Leste Broton  Distric: 00250 Building: 0000 Access Level: Disirict

ool ower dats from the prior school year. Yeurs expenence asd USD experence for ach stall person will atomatcally be increased by one. Entrince status will be set I “returning toacher. Saf salanes will not

8 Visicons o -
P I(D!mass@lﬂell.FTl:mdshltHa 1 e Find Staff page to view e data rolled over
o Taecl P E ar

e T and staff data

4. Click OK to confirm.

appst.ksde.gov says

Roll over FTE and staff data complete \

Hybrid Data Entry Option

School systems may choose a hybrid data-entry approach that combines imported files, rolled-over data and
manual data entry.

Example Hybrid Data-Entry Process

1. Roll Over FTE and Staff Data.
a. Atthe beginning of the reporting cycle, roll over FTE and Staff Data from the previous school year's
Licensed Personnel Report (LPR).
2. Review and Edit Data.
a. Review the rolled-over records.
b. Delete educators who are no longer employed.
¢. Add new educators as needed.

3. Import Assignment Data.
a. Import an Assighment Data file to ensure course, class count and grade-level information is accurate for
the current reporting year.
4. Enter Remaining Data.
a. Manually enter or edit any information that was not rolled over or imported, such as salary data.

KSDE.gov | Kansas State Department of Education 19
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STAFF DATA

Find/Update Staff

e Licensure files are stored in the KSDE Educator Licensure database using Social Security numbers (SSNs).
e When an educator receives a first Kansas license, an Educator Identification Number (EID) is assigned. The

EID also serves as the educator’s license number.

e The SSN entered in EDCS must match the SSN in the licensure database. If the SSNs do not match, the EID
will not populate in EDCS and licensure and endorsement information cannot be verified.

Search Options

Search for a specific educator using one or more of the following fields:

e EID

e Date of Birth (DOB)
Email Address

First Name

Middle Name

e [ast Name

Leave all search fields blank and click Search to generate a complete staff list.

Click Clear Form to remove all entered search criteria.

'J’{} EDCS

,*f

st Mame Midchn Name

kg

5 Show Search Hesulls

i Show Recening Disirictis)

5 Show FTE-Assignmeats

Each educator record contains four subcategories:

e Search Results
e Profile Details
e Receiving Districts
e FTE/Assignments

20 Kansas State Department of Education | KSDE.gov
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STAFF DATA

Search Results

Locate an Educator

1. Inthe EDCS left sidebar, click Staff Data.

2. C(lick Find/Update Staff.

3. Enter one or more search criteria and click Search.
4

. Toview all educators, leave all search fields blank and click Search.
Matching records appear in the Search Results section.

Available Actions

View

Click the View icon [ to review or update an educator’s profile information.

Add

Click the Add icon [ to assign an educator to an additional building.

n Delete

Click the Delete icon B to remove an educator from a building or from the district’s staff.

kansas®  EDCS
EDUCATION
User-Loshe Baston  District: DI2SS  Buiding: 0000 Access Lewet: Disic

V4 //
u e | o u.E-r:.\ s0n

Total FTE: 0.00

& Show Profik Detsis

d Show Rrcening Datictiv

§ ShowFTE-Assigrmants

Note: Do not delete educators who leave on or after Sept. 20 (Count Day). Remove those educators from the

following year's LPR. Educators who leave before Sept. 20 should not be reported.

KSDE.gov | Kansas State Department of Education
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STAFF DATA

Remove an Educator From a Building

1. Click the Delete icon B next to the building assignment.

wansas?  EDCS &
EDUCATION
o i Rt ners Losee B Dt USSS0 Suwkig: 00U Access Levet sy
~ -
= Ligst
e [,
£ hunt D24 - chas - Hore Sedactadd -
# ROl Bt W D08 ARACC Ema
[E———
et e Dol ool e Wi e Lo M
Pt s 0
-
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B ]
Fma st
=l ey ™ 1t M Foret M | s L] Ll o
e n( :)u“ n [ [ae [eamen [ Somrece n
] s . - S 1 — ]
n wis | om n [ o s [e——n n
i St Liacy A
o i P et a- [om In.um - T P n
- Fapom o . - - -
r——
e ot Gotata
‘thow Recerming Detnctis)
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STAFF DATA

Remove an Educator From District Staff

e (lickthe Delete icon B in every row of the educator’s search results.
e C(lick Yes to confirm each deletion.

e After the final deletion:

o Select an Exit Reason from the dropdown menu.
o Enter an Exit Date (on or before June 30 of the current year) in MM/DD/YYYY format. Slashes are added

automatically.

o (lick Delete.
Kansas®  EDCS
EDUCATION

% Manage Applications

# Logout

& Welcome

# Staff Data <

I Vacancy Report <

B Struciured Literacy ¢
I License Personnel Report <
I Reports

? User Manual

User: Leslie Bruton District: D0259 Building: 0000 Access Level: District
[,

District: D0259

SSN: 9176

Educator ID: 7486297124

DOB: 06/22/1946

Email: leslie.bruton@ksde.gov
First Name: Jon

Middle Name:

Last Name: Bon Jovi

Exit Reason: /

Leave of Absence

Exit Date: /

12/25/2025

Date must be on or before 06/30/2025

=3

o If the date is after June 30, you will be prompted to enter an earlier date.
o Update the date and click Delete again.

I License Personnel Report

I Reports

7 User Manual

Exit Reason:

Leave of Absence

Exit Date:

KSDE.gov | Kansas State Department of Education
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STAFF DATA

e (lick OK to confirm.

KANSAS T EDCS appstksde.gov says
= Lisless Are you sure you wish to delete your data? By deleting this staff

F User: Leslie Bruton District: D0259 Buildir member you will remove the educator(s) link to the Evaluation System.
% Manage Applications

N

& Logout

District: D0259 Cancel
& Welcome SSN: 9176 .

. Educator ID: 7486297124 /

i DOB: 06/22/1946
@ Vacancy Repart ¢ Email: leslie.bruton@ksde.gov

First Name: Jon
B Structured Literacy ¢ Middle Name:

Last Name: Bon Jovi
B8 License Personnel Report

Exit Reason:
B Reporis ¢
Leave of Absence
? User Manual
Exit Date:
06/30/2025

Profile Details

Note: You must add a new educator to a building before accessing their Profile Details.

Add a Building

1. Inthe EDCS left sidebar, click Staff Data.
2. C(lick Find/Update Staff.
3. Enter information in any search field and click Search to locate a specific educator.
4. To view all educators, leave all search fields blank and click Search.
5. Inthe Search Results section, click the Add Building icon [E next to the educator's name.
kansas'  EDCS X
u .n.Eo'J:« .Jw I AO2188
Total FTE: \
e et 4 Shw Rorcatviag Districais)
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6. Select a building from the dropdown menu.
7. Click Add Staff to Building.

— | [ e—

8. C(lick OK to confirm.

appst.ksde.gov says
Staff member was added to building.

™
[ ]

9. C(lick Return to return to the Search Results section.

Sttt Membeer. Jon Bon Jovi
SRS Buitfeng Marhi
e Adans Elem
Seiact buding: Agams Elem 3

10. The building number will now appear, and you can view and update Profile Details.

x al
EDUCATION
A U480 Leshe (YU DRSINCE DS BOBIME 0009 ACCHSS Lot Dot
P T Ap——
Logens
[ ——
e U259 - Wichita Mo Seicded
Edwcator IO DOB (MMDOYYYY] Erat
THSETITITA BTG Iesing Brusos @i gov
adetia Mame
o Asowss
aciso 00 SW Jackso
‘Sharst tat
. = Code
Tepeic KANSAS - 66612
C T
First Mams e Hane EducaieniD & | 0
don Tam2eTIA n
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Update Profile Details

1. Inthe EDCS left sidebar, click Staff Data.
2. (Click Find/Update Staff.
3. Enter information in any search field and click Search to locate a specific educator.
4. Toview all educators, leave all search fields blank and click Search.
5. In the Search Results section, click the View icon B next to the educator’'s name to expand the additional
subcategories.
ransas . EDCS o
EDUCATION
ek T 08 KDY YT Emat
o u 1694 LF u Bon on Y201 TABERFTII n
Wotal FTE:

- L \:. $how Profie Detain.
s z. Hcrw Recrivieg Districais]
! 5 $how FTE-Assgnments

6. Scroll to the Profile Details section.
/] Made Profile Details
USD #D0259 BLD # 1614 Jon Bon Jowi, 9176

Tolal Experence. O Curtent USD Expenence @

Ease Salary (0000001 © Base wiFnngs (000000 ©

Male v
Entrarce Code: ©
Returning Staff -
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7. Provide the following information for each licensed educator:
TOTAL EXPERIENCE
o The educator’s total number of completed years of teaching and administrative experience.
o Enter experience to the nearest whole number.
o Do not include the current school year.

o Enter zero (0) for all first-year educators.

CURRENT USD EXPERIENCE

The number of consecutive completed years of teaching and administrative experience the educator has
in the current private school system or district.

o Private schools should report consecutive years served in any building within the private school system.
Moving from one building to another within the same private school system does not restart Current USD
Experience.

o Do not include the current school year.

o Enter zero (0) for all first-year educators.
BASE SALARY
The educator’s base contract salary only.

o Do not include supplemental contracts or fringe benefits.
o This field does not roll over from the previous year.

o If current-year salaries have not yet been determined, enter the previous year's salary and update it once
finalized.

o Enter the amount as a whole number without commas or decimals.
BASE W/ FRINGE
Base contract salary plus additional pay for supplemental contracts and board-paid fringe benefits.

o Board-paid fringe benefits include employer-paid group life, group health, disability income, accidental
death and dismemberment, and hospital/medical insurance.

Include employer contributions to a 403(b) retirement savings plan.
Do not include employee contributions deducted from pay before taxes.
Do not include Social Security, workers' compensation, or unemployment insurance.

O O O O

Enter the amount as a whole number without commas or decimals.
GENDER

o Select Male or Female from the dropdown menu.
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ENTRANCE CODE
Select the most appropriate option from the dropdown menu:

First Year Transitioning to Teaching: First-year educator who holds a nontraditional license.

o

From a Private School: Experienced educator coming from a private school.

From an In-State Public School: Experienced educator coming from a Kansas public school.
From an Out-of-State Public School: Experienced educator coming from a public school
outside Kansas.

o From Business and Industry: Educator entering or returning to education after working in
another field (business, industry, government, raising a family, etc.).

o

o

o From Retirement - Currently Receiving KPERS: Experienced educator returning to
education after retirement. Note: Private schools should select this option even though
educators do not collect KPERS.

New Educator from In-State College: First-year educator from a Kansas college or university.

New Educator from Out-of-State College: First-year educator from a college or university
outside Kansas.

o Returning Staff: Educator employed in this district or private school system during the
previous school year.

o Substitute: Educator holds a substitute license and is serving as the educator of record.

o Out-of-Country: District or private school system sponsoring an out-of-country educator’s
work visa.

Entrance Code: @

‘ None Selected B

None Selected

First Year Transitioning to Teaching

From a Private School

Starting in the 2026-2027
school year, an additional
entrance code will be available:

From an In-State Public School
From an Out-of-State Public School
From Business and Industry

| From Retirement — Currently Receiving KPERS Out-of—Country
New Teacher from In-State College
New Teacher from Out-of-State College
Returning Staff
Substitute

8. C(lick Save to save the educator’s updated profile details.
Note: You must click Save for each educator whose Profile Details have been updated.
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Receiving District(s)

Table: Shared Staff Reporting Responsibilities

Shared Staff
Who are the respective
districts?

What does each district do
in EDCS?

When does this work
happen?

Where does each district do
their work in EDCS?

Hiring District

This is the district that has the
teachers who do the teaching.

The Hiring District enters profile,
salary, experience and FTE
information. If the teacher also
serves students in the Hiring
District, the district enters
assignment information as well.
The Hiring District then shares
the teacher with the Receiving
District.

The Hiring District should share
its teachers with the Receiving
District as soon as possible to
allow the Receiving District time to
complete its LPR.

Find/Update Staff

Receiving District

This is the district that has the
students who do the learning.

The Receiving District accepts
the shared teacher, places the
teacher in a building and assigns
the teacher to classes.

The Receiving District cannot
complete its work until the Hiring
District has shared its teachers.

Shared Staff

Note: The Receiving District cannot complete its portion of shared staff reporting until the Hiring District shares

educators through Find/Update Staff.

Note: The Hiring District cannot complete its portion of shared staff reporting if the Receiving District enters shared
staff, either by rolling over data or by adding educators in the New Shared Staff Entry section of the Shared Staff
page, before the Hiring District enters those educators in its own staff list.

KSDE.gov | Kansas State Department of Education
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Steps for Hiring Districts to Share Educators With Receiving Districts

1. Inthe EDCS left sidebar, click Staff Data.

2. (Click Find/Update Staff.

3. Enter any search field and click Search to locate a specific educator.

4. Toview all educators, leave all search fields blank and click Search.

5. Click the View icon [ next to an educator’'s name to expand the additional subcategories.
xausas®  EDCS 21
R - [ - I : -

6. Scroll to the Receiving District section.
7. Click Add New Shared District.

| Hide Recelving Destrica(s)
| Shared Only

Mot chanad 1o any detricts

To sccent, anker 8 FTE valon To unsccest, chok Delale busion
11 ihe “Fiecewing DEstrict ACCapted” (s “Yes™ (han ihe "Hinng Disict Accepted™ wil changs 1o “Nor
1fihe “Riscanng Destrict Aocepted” is "No® Fien Tee share Wil be cleleted

e

8. From the District dropdown menu, select the Receiving District where the educator serves students.

9. Enter the educator’s FTE for service provided to that district.
Note: The combined FTE for the Hiring District and all Receiving Districts may not exceed 1.00.

7] Hide Receiving District(s)
[J shared Only

Not shared to any districts

To accept, enter a FTE value. To unaccept, click Delete button.
If the "Receiving District Accepted™ is "Yes" then the "Hiring District Accepted™ will change to "No".
If the "Receiving District Accepted” is "No" then the share will be deleted

Save Shared District

\ District: DO0101 - Erie-Galesburg o

N

FTE: 5
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10. Click Save Shared District.

(2] Hide Receiving Disfrict(s)
] shared Only

Not shared to any districts

To accept, enter a FTE value. To unaccept, click Delete button.
If the "Receiving District Accepted” is "Yes" then the "Hiring District Accepted” will change o "No".
If the "Receiving District Accepted” is "No" then the share will be deleted.

Save Shared District g—

District: DO0101 - Erie-Galesburg

11. Click OK to confirm.

appst.ksde.gov says

Shared district/bldg was saved. \

e To share the educator with additional Receiving Districts, repeat these steps.
e Saved Receiving Districts appear in a fixed table.
e C(lick Save Shared District after adding each district.

Steps for Hiring District to Edit or Delete Educators Shared With Receiving District(s)

1. Inthe EDCS left sidebar, click Staff Data.

2. C(lick Find/Update Staff.
3. Click the View icon B3 next to an educator’'s name to expand the additional subcategories.

xansas”  EDCS
EDUCATION

Ugar: Loshe Sruton Deirct: 0299 BuBleg= 2000 Accian Lived: Ostnct

= icing

- Hone Sekected

(=

Hide Seaich Reswits
|||||||| FIE Lant hame e Muckig b Do o O
u Wi [F.] n Ben Jovt ot Ll ST n
Tokad FTE: 856
Shorws Prisiis Detaily
Show Receiving Dincis)
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4. Scroll to the Receiving District section.
5. Click the Edit icon [# next to the shared educator to modify the FTE only.

z H-é Receiving Districtis) I
Shared Onty
Hiring Recatving
District District
FTE Accopted  Recaiing District Building Accepted
r3 020 Yos D0101 - Erie-Galesturg Ne n
\ To accept. entsr & FTE vaius. To unasn bution
i the Recaning Distrect Acteoled is Y ring Distect Accepted” wil change te “Ne™
it the Recening Driect Acceoted” s " are will ba deleted
Save Shared Disirict
Dutct None Selected
FIE

Enter the updated FTE.
Click the Save icon Bl

Click the Delete icon 3.

0. Re-share the educator with the correct Receiving District using the instructions in Staff Data > Find/Update
Staff > Receiving District(s). (page 29)

6
7
8. To change the Receiving District:
9
1

% Hade Resceiving Districes)

Hiring Receting
District District
FTE Acceptnd  Recetving District Building Acceptsd

@ Yes DO101 - Exie-Galestury Ho n

/

FTE

11. Click Yes to confirm.

Are you sure you wish to removefunaccept the shared district?

ves J o |

Shared educators may work exclusively with students in the Receiving District(s) or may work with students in both
the Hiring District and the Receiving District(s).
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Educators Working Only in Receiving Districts

If an educator works exclusively with students in Receiving Districts:

1. In the Receiving District(s) section of Find/Update Staff, select the Shared Only checkbox.
2. This selection indicates that no assignments will be entered for the Hiring District.

3. Once Shared Only is selected, the FTE-Assignments section collapses because it is no longer required.

Note: If Shared Only is not selected, a STOP error will occur when you attempt to submit the Licensed Personnel
Report (LPR).

% Hide Recerving Districiish /
shaivd Only

% Show FTE

Educators Working in Both the Hiring District and Receiving Districts

If an educator works with students in both the hiring district and one or more receiving districts:

1. Enter the educator’s assignments for the hiring district in the same manner used for all licensed educators in
your district.

2. Share the educator with the receiving district or districts using the directions in Staff Data > Find/Update
Staff > Receiving District(s). (page 29)

Status of Hiring District and Receiving District work in EDCS
The acceptance status columns in EDCS indicate where reporting has been completed:

e AYes in the Hiring District Accepted column indicates that the educator has been successfully reported in
the Hiring District's staff
e ANointhe Hiring District Accepted column indicates that the educator has not yet been reported in the
Hiring District's staff
This typically occurs when the Receiving District enters shared staff (either by rolling them over or by adding
them in the New Shared Staff Entry section on the Shared Staff page) before the Hiring District has
entered the educators in their own staff list.
Note: To avoid errors, Hiring Districts should share educators with Receiving Districts by Feb. 1, allowing
sufficient time for Receiving Districts to complete their reporting.

e AYes in the Receiving District Accepted column indicates that the Receiving District has completed its
portion of reporting the shared educator.

e A Noin the Receiving District Accepted column indicates that the Receiving District has not yet completed
its portion of reporting the shared educator.

Note: The Hiring District does not need to wait for receiving districts to accept shared staff before submitting the
LPR.
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Full-Time Equivalency (FTE) - Assignments
Note: FTE represents the portion of a workday an educator works, not the portion of a school year.
Examples:

e An educator who works full days for only one semester has an FTE of 1.0.
e An educator who works half-days for the entire school year has an FTE of 0.5.
FTE is assigned by building, per district. If an educator works in more than one building in a district and/or more
than one district, the FTE must be prorated.
Examples:
e An educator who works one quarter of the day at the middle school and three quarters of the day at the high
school has an FTE of 0.25 at the middle school and 0.75 at the high school.

e An educator who works half the day across two buildings in District A and half the day across three buildings
in District B has an FTE of 0.25 in each building in District A and approximately 0.17 in each building in
District B (you may round as needed so the total FTE equals 1.0).

Entering or Editing FTE

1. Inthe EDCS left sidebar, click Staff Data.
2. C(lick Find/Update Staff.
3. Enter any search field and click Search to locate a specific educator.
4. Leave all search fields blank and click Search to see all educators.
5. Click the View icon B next to an educator's name to expand the additional subcategories.
S —
o [ sewn ] coursom |
E2 Ll 2

¥ Show ool Detaits

% Show Recstwiag Diskictis)

% Show FTE-Assignments

34 Kansas State Department of Education | KSDE.gov



EDCS USER MANUAL
STAFF DATA

6. Scroll down to the FTE-Assignment section.
7. Enter the FTE in the freeform cell.
8. Click Save FTE.

)| Hide FTE-Assignments |
USD #D0259 BLD # 1614 Jon Bon Jovi, 9176 \

Assignments @

‘ No Assignments

Co-Teacher Assignments

No Co-Teacher Assignments

9. C(lick OK to confirm.

appst.ksde.gov says

FTE was saved.

KSDE.gov | Kansas State Department of Education
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Adding Assignments Manually

1. Click New Assignment to expand the New Assignment Entry section at the bottom of the screen.

T R FTE
USD & D0259 BLD # 1614 Jon Bon Jov, 8176

Assignments O

‘ Mo Assignments

=

Co-Teacher Assignments

No Co-Teacher Assignments

New Assignment Entry
' N
None Sehe

Educstor Ty

Nambe of Classes Pres K B 2 3

Hone Selected - 4 5 & T 8

\; L 10 L] 12 _)

Sarve Assigremen! Clear Assignment Data

Note: If the educator has not been assigned to a building, you will be redirected. Add the educator to a building
using the directions from the Staff Data > Find/Update Staff > Profile Details (page 24) section.

You can refer to the Licensed Personnel Guide (available under Licensed Personnel Report in the left side bar
in EDCS) for a list of Kansas courses, subject codes, grade levels, and endorsements required for appropriate
licensure by assignment.

¥ o s
Kansas’  EDCS
EDUCATION
R bars s Britin Diatrict DS00H bcing: 0003 Astuss Lavet skt
Buktng
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Select the Educator Type, Subject Area, and Course from the dropdown options.

3. Select the Number of Classes from the dropdown options. This represents the number of student groups the
educator serves in this assignment. Select the following:

a. Elementary self contained classroom educators: One class

b. Middle school and secondary educators: Number of sections/hours/class periods taught for the
assignment

c. School specialists, school support educators, and building administrators: One class per building
d. District administrators: One class per district

4. Checkthe appropriate Grade Level boxes for the assignment. Check all grades that apply. Availability of grade
levels depends on the selected educator type.
5. Click Save Assignment.

Note: The co-educator function is expected to be removed in a future system update and is therefore hidden in
the screenshot below. If you have co-educators, simply add the same assignment separately for each educator.

# Hide FTE-Assignmeats
UsSD # D059 BLD # 1614 Jon Bon Jow, D176

Assignments O

reacher Type whject Area uikding
n Sacnndary Fnachar a3 Mathemates (secandry 054 igates i Adaras Em n

Note: If a course is not available in EDCS, it is typically because it has not been mapped in the Kansas Course Code
Management System (KCCMS). Refer to Kansas Course Codes' or contact the KCCMS Helpdesk at

KCCMS@ksde.gov or (785) 296-4908 for additional assistance.

6. Click OK to confirm.

appst.ksde.gov says

Assignment saved.

Nt

7. Once saved, the assignment will appear in the Assignments table.

£ Hide FTE-Assignments
USD £ DO25SY BLD £ 1614 Jon Bon Jowi, 3176
Assignments O
Teacher Type Subject Area State Course Buileng L2
n Secondary Taachar a7 Mathemates sacandary [ s
1 Kansas State Department of Education, Kansas Course Codes, https://www.ksde.gov/student-success/cte/career-pathways/kansas-course-codes
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e To add additional assignments, repeat the steps above.
e You must click Save Assignment after each additional assignment.

[TE ide FTEAasgnmeinis
USD # D0258 BLD # 1614 Jon Bon Jovi, 8176
FIE © 020 Save FTE
Assignments O
Teacher Type Subject Ares Sate Cowse Buitding L]
n Secondary Teather 02 Mathemancs (secondary) 054 Agetra I Adams Eler n
n Secondary Teacher 0 Mathemascs isecondary 124 AP Cailcifus AB Asams Elem n
n Sacondary Teschar 0 Mathemascs (secondany) 125 AP Calcuis BC Adams Elerr n
Editing an Existing Assignment
Only the Number of Classes and Grade Level(s) fields can be edited:
1. Inthe Assignments table, click the View icon B3 next to the assignment you want to edit
2. Make changes to the Number of Classes and/or Grade Level(s) fields.
3. C(lick Save Assignment.
Assignments @
/ Teache Tyoe Subject Arwa State Courve Building L
nf Secondary Teacher 02 Mathernahcs ($econdary) 055 Algetea Il Agsrs Emm n
n Secondary Teacher 02 Mathematcs (secandary] 124 AP Catulus AB Adlaeme; Elam n
n Secondary Teacher 02 Mathematcs (secondary) 126 AP Caculus BC Adarmi Evem n
Co-Teacher Assignments
No Co-Teacher Assignments

Assignment Detalls
Educator Type  Secondary Teache:

SusiectAres 02 Msnematics (secondary)

Course 085 Aljabea Il

Humber of Classes Prek ® 1
3 - - 5 L] T L]
(=] G Cn O

4. Click OK to confirm.

appst.ksde.gov says

Assignment saved.,
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The Educator Type, Subject Area, and Course fields cannot be edited. To change any of these fields, you must

delete the assignment and create a new one.

5. Click the Delete icon B next to the assignment that needs to be deleted.

6. Re-enter the new assignment using the directions from the Staff Data > Find/Update Staff > Full-Time

Equivalency (FTE) Assignments (page 34) section.

Assignmenis ©

Teacher Type Subyect Area Stabe Course

Adars Einm

n Sacondary Teacher 2 Mathematics {econdary) 058 Algabes |
hary Vo 24 AP Catcuus

Asarre Em

n Sacondary Teache: 2 Mathersubics {sbcondary) 125. AP Cakculus BC

Adarce Elem

gan-

Add New Staff

Follow the instructions below to enter a new educator.

In the EDCS left sidebar, click Staff Data.
Click on Add New Staff.

1.
2
3. Enter the new educator’s Social Security Number. Do not include dashes or spaces.
4

Click Search Staff.

KaNsAs™  EDCS

User: Leslie Bruton District: D0259 Building: 0000 Access Level: District

A SiaffData  Add New Stafl

District D0259
SSN (000000000): | 123456789
Impart Text Files /
Roil Over Dala

FindfUpdate Staff

Add New Staff

Shared Staff

Exited Staft

Delete Data
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Enter the following information for the new educator:
PERSONAL INFORMATION

e Date of Birth (DOB): MM/DD/YYYY

e Email: School email address

e First Name: Legal first name

e Middle Name: (Optional)

e Last Name: Legal last name

e Address: Home address

e Address 2: (Optional)

e City

e State

e Zip Code
Note: If an educator has previously been entered in EDCS for this school system, some personal information fields
may be automatically populated.
EXPERIENCE INFORMATION

e Total Experience: Total years of accredited teaching and administrative experience.

o Enter the nearest whole number.
o Do not include the current school year.
o Use 0 for first-year educators.
e Current USD Experience: Total years of accredited teaching and administrative experience in this district or
private school only.
o Enter the nearest whole number.

If an educator worked in the district, left for at least one school year, and then returned, restart the
experience count.

If an educator in a private school moves from one school to another within the same system or
diocese, do not restart the experience count.

o Do not include the current school year.
o Use 0 for first-year educators.

SALARY INFORMATION
Base Salary

Enter the amount listed on the salary schedule.
Do not include supplemental contracts and fringe benefits
If the current year's salaries are not finalized, use the previous year's salary and update it later.

Enter as a whole number with no commas, decimals, or dollar signs.
Base Salary With Fringe Benefits
Total compensation consisting of:

Base salary
Supplemental contracts (coaching, sponsoring, etc.)
Board-paid fringe benefits

Enter as a whole number with no commas, decimals, or dollar signs.
Include:

Group life insurance
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Health insurance

Disability insurance

Accidental death and dismemberment insurance

Hospital and medical insurance

Employer-paid retirement savings plans (for example, 403(b) plans)

Other board-paid incentives
Do not include:

Social Security

Workers' compensation

Unemployment insurance

Section 125 employee reduction benefits

DEMOGRAPHIC INFORMATION

Gender:
Select Male or Female

ENTRANCE CODE
Select the most appropriate option from the drop-down menu:

First Year Transitioning to Teaching: First year educator who holds a nontraditional license.
From a Private School: Experienced educator coming from a private school.
From an In-State Public School: Experienced educator coming from a Kansas public school.
From an Out-of-State Public School: Experienced educator coming from a public school outside of Kansas.
From Business and Industry: Educator entering or returning to the education field after working in another
field (e.g., business, industry, government, or raising a family)
From Retirement - Currently Receiving KPERS: Experienced educator returning to the education field after
retirement.

o Private schools should select this option even though educators do not collect KPERS.
New Educator from In-State College: First year educator from a Kansas college or university.
New Educator from Out-of-State College: First year educator from an out-of-state college or university.
Returning Staff: Educator employed in this district during the previous school year
Substitute: Educator holds a substitute license and is serving as a educator of record
Out-of-Country: District sponsoring an out-of-country educator's work visa
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You must click Save for each added educator.

wansas®  EDCS
EDUCATEOM

« Fr o ®®

mp

Shared Staff

Definitions
e The hiring district is the district or private school that employs the educator.
e The hiring district is responsible for reporting the educator who provides instruction.
e The receiving district is the district or private school in which the students are enrolled.
e The receiving district is responsible for reporting the students receiving instruction.

Location of Instruction
The location of instruction does not affect the reporting of shared staff. Teaching and learning may occur in any of
the following ways:

e The educator travels to the students’ district or private school.

e The students travel to the educator’s district or private school.

e The educator and students meet at another location.

e The educator and students remain in their respective districts or private schools, and instruction occurs

online.

Where Reporting Is Completed in EDCS

e The Shared Staff screen is where the receiving district completes all reporting related to shared staff.

e The Find/Update Staff screen is where the hiring district completes all reporting related to shared staff.
See Staff Data > Find/Update Staff > Receiving District(s) (page 29) for additional instructions.
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Steps for the Receiving District to Report Shared Staff

1. Inthe EDCS left sidebar, click Staff Data.
2. C(Click Shared Staff.

3. Onthe Shared Staff screen, scroll to the Receiving District table.
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4. Click the View icon B next to the educator's name.

5. Select either Yes - Educator Is Accepted or No - Educator Is Declined.

6. Click Save.

0259 Receiving District| ©

|2 Hide Shared from “Hiring Districts”

Receiving
Distriet Number of
Accepted  Assi Ed D
Yes 2 2868346766
Yes 1 4207658316
o= No o 5524828347
Yes ] 8688937558
-
1w

Prince

Just Testing

Frank Smatra

Travis Kelce

Hiring District Shared From Hiring Building Shared From

DO200 - Greedey County Schools

DO242 - Weskan

DO3A0 - Jeferson West

DO418 - McPherson

Edueater
Exists

Page Size [ 10 v|

2>
@ VYee - Educator is accepted
) Mo - Educator is declined

() Show New Shared Staff Entry

KSDE.gov | Kansas State Department of Education
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7. Click OK to confirm.

appst.ksde.gov says

Shared staff accepted saved.

~
=

8. Scroll to the Assignments section of the Receiving District table.

9. C(lick New Assignment.

Assignments

No Assignments

oo Ll

10. Scroll to the New Assignment Entry section at the bottom of the screen.

11. Select a Building from the drop-down menu.

Note: If instruction does not occur in the receiving district, select the building in which the students would be
located if instruction occurred in their district.

New Assignment Entry

Buldng /

None Selecled v

[ Show Kew Shared Staff Entry

12. After a building is selected, the New Assignment Entry fields become available.

13. Enter the assignment information exactly as you would for educators employed by your district. See Staff
Data > Find/Update Staff > Full-Time Equivalency (FTE) Assignments (page 34) for instructions.

14. Click Save Assignment.

New Assignment Entry
Gulkding 1614 - Adams Elem v
Educaior Type: None Selected v /
Subject Area None Selected -
s None Selected v
Numbes of Classes: PreK K 1 2 3
None Selected v 4 5 [ 7 ]
3 10 1 12
Save Assignment Clear Assignment Data
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15. Click OK to confirm.

appst.ksde.gov says

Shared staff assignment saved.

Note: If educators shared with your district from another district appear on your Find/Update Staff screen, delete
those records to ensure accurate reporting. Deleting the record does not indicate that the educator left their

position. It reflects a change in how shared staff have been reported since the 2016-17 school year. See Staff Data
> Find/Update Staff > Search Results (page 27) for instructions on deleting an educator.

Exited Staff

The Exited Staff screen is not used to exit (delete) educators. Instead, it provides a list of educators who have
already been deleted. Exited staff records are displayed in a table format.

To view Exited Staff:

1. Inthe EDCS left sidebar, click Staff Data.
2. (lick Exited Staff.

3. Select a School Year from the dropdown menu.

If no school year is selected, the default is All Years. All columns in the table can be sorted in ascending or
descending order by clicking the column headers.

wansas’  EDC |
EDUCATION
S R T "
~
/
s /
# vt e
B 3
' [z
Ll .
e 0354
- 54
"
?
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If you select a previous school year, you will not have access to edit any Exited Staff information.

User: Leshe Broton Disirict: D03%5 Building: 0000 Access Lavet: Dstncl
A SuRDss | Exied Sl /
SchooiYesr | 3025 v
Year SSN Fast Mame Last Hame Micdl Naese Exnt Reason Exit Date ExitiD
Q 028 20 Fredty Mercury Mty 002 w2

If you select the current school year before the Licensed Personnel Report closes (March 1), you may edit the Exit
Reason and/or Exit Date information.

1. Click the Edit icon [# next to the educator whose exit information you need to edit
2. Make changes to the Exit Reason and/or Exit Date fields below the table

3. Click Save

Uiser; Lesse Brulon  Disarict: [N259 Building: 0000 Access Lavet: Disincl

Yea S5 First Maime
| u [ 2005 [ 0669 Boa
n | 2008 e Junl
[ 2028 L] Jos
| ™ M Lacis
| [ s B4 Logis
| 2008 [ ass Big
u / 02 [ a7 | Big
@ [ 2028 nn | oeorpe
n | 200 | o7 Fomgis

Disrict: DOXG

Edecator 100 118128

First Name: Gaorge

Last Name

Tast

Kaddng

McDanaid

Schoo! Year

Mickdse Name

SEN. 8220

DOB: 42211908

Moidis Name

7

026 v

Exit Feason

| Acidemic Sty
Wioved b an Oul-of-Sate Pubic o Privale Schosl
| Deceased
| E——
| Leave of Absence
| acmesstrates Ene
R S———
| Admistratve Efor

Laft Profection Duin Rerrs

Last Mame: Hamison

Exit Diste

[ S0R02S
[ N0
I 112025

[ 112028

[ 302025
| R0
[ S0P
[ S002025

100024

Ext Ramson Administratve Error

v ExtDate | proeozs
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Delete Data

CAUTION: This action allows the user to delete all data from the EDCS! Deleted data cannot be recovered. It
must be re-entered.

1. Inthe EDCS left sidebar, click Staff Data
2. C(lick Delete Data.

KANSAS®  EDCS
EDUCATION

vianage Applications g i a: ccess Level: Distnct
% Manage Ap a User: Leshe Bruion District: D0259 Building: 0000 A Level: D
A StaffData = Delete Data

# Logout

& Welcome

# Staff Data = Delete all assignment data v Delete Data

Delete Licensed (Certified) Personnel Data for current year for district D0259. /

Import Text Fies M Delete all assignment data

Delete all FTE and assignment data
Roll Over Data Delete all staff, FTE and assignment data
Delete all staff, FTE, assignment and "staff exit" data
Delete all "staff exit” data only

FindUpdate Stall

Add New Staff

Shared Staff

Exited Staff

Detete Data

3. From the dropdown menu, select the data set(s) you wish to delete.
a. All assignment data.
b. All FTE and assignment data.
c. All staff, FTE and assignment data.
d. All staff, FTE, assignment and staff exit data.
e. All staff exit data only.
4. C(lick Delete Data.

5. Click OK to confirm.
CAUTION: Deleted data cannot be recovered. It must be re-entered.

KANSAST  EDCS appst.ksde.gov says

EDUCATION Are you sure you wish to delete your data?

9% Manage Appications User: Leshe Bruton District: D0259 Buildi

A StaffData  Delete Data

& Wacome Delete Li 1 (Certified) P 1 Data \\O -
& Staff Data v Delete all assignment data - M

Impart Text Files Please wait for the delete to finish

B+ Logout

Note: The Delete Data option removes all data in the selected category (i.e., “all or nothing"). To delete specific
records only, you must remove them manually.
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Vacancy Report Information, Definitions
and Examples

All accredited Local Education Agencies (LEAs) must submit a Fall Vacancy Report (FVR) by Sept. 25 of the current
school year and a Spring Vacancy Report (SVR) by March 1 of the current school year. These dates are posted on
the EDCS Welcome page.

The FVR is submitted independently of the Licensed Personnel Report (LPR). The SVR is saved and submitted as
part of the LPR.

Note: You must submit a vacancy report even if your district currently has no vacancies.

Both the FVR and SVR collect vacancy information in the following nine categories:

Elementary/Early Childhood

Middle Level

Secondary

Special Education/English for Speakers of Other Languages (SPED/ESOL)
CTE Assignments

School Specialist

School Support

© N o v WD

Leadership/Administration
9. All-Level Endorsements (Pre-K-12 endorsements regardless of educator type)
Reasons for vacancies may include:
e Budget constraints
e No applicants
e No fully qualified applicants based on endorsement area
e No fully qualified applicants based on professional qualifications
e Preference for a specific non-fully qualified applicant over fully qualified applicant(s)
e Qualified applicant declined the position

Definition of a Vacancy

Avacancy is any assignment that requires KSDE licensure and is either:

e Unfilled, resulting in the course or service not being offered during the current semester, or
e Filled by an individual who is not appropriately licensed and/or endorsed.
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Examples of Vacancies That Must Be Reported

e Asubstitute educator is the educator of record for a third-grade class this year because a qualified

applicant did not accept the job offer. Enter an elementary self-contained vacancy.

The principal’'s mother (who is unlicensed) is the librarian at the middle school this year because you could
not find a library media specialist. Enter a library media school specialist vacancy. (Level doesn't matter for
Pre-K-12 endorsements.)

A high school math educator (with only a math endorsement) is teaching one section of chemistry this year
because your secondary science educator’s schedule was full. Enter a secondary life and physical science
vacancy.

The high school vocal music program was cut because of budget cuts and is not being offered this year.
Enter a vocal music vacancy. (Level doesn't matter for Pre-K-12 endorsements.)

Note: You must submit a vacancy report even if your district currently has no vacancies.

Definition of “Not a Vacancy”

Assignments that do not require KSDE licensure are not vacancies and do not need to be reported in EDCS.

In addition, assignments filled by educators holding approved non-standard transition-to-teaching licenses are not
considered vacancies and should not be included in the vacancy report.

Examples of Assignments That Are Not Vacancies

The following positions are not reported in EDCS:

School nurse

Social worker
Speech-language pathologist
Occupational therapist
Paraprofessional
Athletic/activities director
Coach

Bus driver

Non-Standard Licenses That Do Not Create a Vacancy

Assignments filled by educators holding any of the following licenses are not vacancies:

Waiver for Added Endorsement

Provisional License (completing a new program)

Restricted License (completing professional education coursework)

Transitional License (reinstating an expired license)

Temporary Non-Renewable License (completing content examinations)

Limited Residency License (enrolled in a High-Incidence SPED program)

Limited Educator Apprentice Program License (enrolled in an early childhood or elementary education
program)

Limited Elementary Residency Program License (enrolled in an elementary education program)
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Do Not Have Vacancies

Note: You must submit a vacancy report even if your district currently has no vacancies.

1. Inthe EDCS left navigation menu, select Vacancy Report.

2. Select Fall Vacancies or Spring Vacancies, depending on the reporting period.
Note: The process is the same for both the Fall Vacancy Report (FVR) and Spring Vacancy Report (SVR).

3. Select the Do Not Have Vacancies radio button.

KANSAS®  EDCS
EDUCATION

User: Leslie Bruton District: D0259 Building: 0000 Access Level: District
% Manage Applications

M Vacancy Report = Spring Vacancies
= Logout
Status of Fall Vacancies for the school year
& Welcome
Status of Spring Vacancies for the school year:
# Staff Data <
Fall Vacancies © Spring Vacancies
M Vacancy Report v Do Not Have Vacancies @®Dpo Not Have Vacancies
Have Vacancies OHave Vacancies
Fall Vacancies
LB Elementary Vacancies ©

I Structured Literacy <
hla Elarmantan: \Winannaise

4. Scroll to the bottom of the page and select:
a. Submit Vacancy Entries (FVR), or

b. Save Spring Vacancies for LPR (SVR).
-]

CTE Vacancies &

No CTE Vacancies

Add CTE Vacancy Entry

Note: When saving Spring Vacancies for the LPR, no confirmation message appears. You can verify completion if
no vacancy-related STOP error occurs when submitting the LPR.

BN Kaneae State Nenartment of Edieatinn All Binhte Beeaned

Vacancies may be entered either manually or by importing a text file.
e Manual entry is user-friendly but may be inefficient for districts with numerous vacancies.
e Importing a text file is efficient for large numbers of vacancies but requires strict adherence to file
specifications.
e Districts may also use a hybrid approach by importing most vacancies and manually adding additional
entries later.
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Have Vacancies

Adding Vacancy Data
1. Inthe EDCS left sidebar menu, click Vacancy Report.

2. Select Fall Vacancies or Spring Vacancies, based on the reporting period.
Note: Entering Have Vacancies is the same process for both the Fall Vacancy Report (FVR) and Spring Vacancy
Report (SVR).

3. Select the Have Vacancies radio button.

4. C(lick the Add [...] Vacancy Entry button under the appropriate vacancy category.
Note: Entering Have Vacancies is the same process for each of the nine vacancy categories.

KANsAS™  EDCS

EDUCATION

i User: Leslie Bruton District: D0259 Building: 0000 Access Level: District
% Manage Applications

#  Vacancy Report = Fall Viacancies
# Logout
Status of Fall Vacancies for the schoaol year
& Welcome
# Staff Data <
Fall Vacancies @
Im Vacancy Report o ODo Not Have Vacancies

@Have Vacancies
Fall Vacancies

Spring Vacancies Elementary Vacancies @
I Structured Literacy "
No Elementary Vacancies

m License Personnel Report .

s Reports < \
7 llcad Marrial Add Elementary Vacancy Entry

5. Click the Edit icon [#] in the new highlighted row to activate two drop-down menus.

Middle Level Vacancies

Subpect Ares Vecancy Heason

n - Sabect Subyect Area - - Selict Vachecy Raaion - n
Add Epring Middie Yacancy Entry
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From the first drop-down menu, select the appropriate option based on the vacancy category (Elementary

6.
Type, Subject Area, Endorsement, Specialist Type, Support Type, Leadership/Administration Type or Industry).

From the second drop-down menu, select the most appropriate Vacancy Reason.

Click the Save icon [E in the row to save the vacancy entry.

Middis Level Vacancies
/ | Suwbjed Area Vacancy Reassn |
B n | Maihemaiics jmsji. high) v . Qualified appicant refused offer for position g | n
9. Once saved, the selected options will move to a fixed table.
Medidie Level \m:.unn:meu — / P /
o

Repeat this process for each vacancy you need to report.

Edit Vacancy Data
1. Locate the saved vacancy entry you want to change.

2. Click the Edit icon [# in that row.

Middle Level Vacancies
/ Subject Area Vacancy Reason
n Mathamatics imesr high! Cuaitied anpicant redoted offer for position n
Anid Spring Middie Vacancy Entry

3. Make edits to one or both drop-down menus.

Middie Level Vacancies
Sabject Area Vacancy Reason
E n Mathematics (msfy. high) w Cualfies applicant refused offer 1oF positon w n
- I Select Vacancy Reason E ¥
Buage!
Add Spring Mdde Vacancy Entry
N Applcants
N hilly-gualifiexd aoplicants based on endonsement ama
2 fhod 3 e
Sscondary Level Vacancies P alified applicant over fully-gualited applicantis)
for position

4. C(lick the Save icon [E to save changes OR click the Back icon if no changes are needed.
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Delete Vacancy Data
1. Locate the saved vacancy entry you want to delete.
2. C(lick the Delete icon B in that row.

Middle Level Vacancies
Saubpet Area Vacancy Reason -
Mathermatics [medr. high Cuakied apphcant rafused offar for potion
s,
Add Spring WickBe Vacancy Enlry

Submit a Vacancy Report
e Regardless of the method used to enter vacancies (manually or by importing a text file), the process for
submitting vacancy reports is the same.
e After all vacancies have been entered, edited and deleted as needed, scroll to the bottom of the page and
click either:
o Submit Fall Vacancy Entries (FVR), or

o Save Spring Vacancies for LPR (SVR)
Note: When you select Save Spring Vacancies for LPR, there is no visible confirmation. However, you can confirm

the SVR is complete if no vacancy STOP error appears during submission of the LPR.

CTE Vacancies ©

Industry Vacancy Reason

Design, Production and Repair
Add CTE Vacancy Entry
p—tr———

Mo fully-qualified applicants based on professional attnbutes

&2026 Kansas State Departiment of Fducation, All Rights Reserved
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Update a Submitted Vacancy Report
Updating vacancies after submitting the FVR:

1. Navigate back to the FVR.

2. Scroll to the bottom of the page and click Allow ReSubmit.

3. Enter, edit, or delete vacancies as needed before resubmitting.

CTE Vacancies ©

Industry Vacancy Reason

Dezign, Production and Repair No fully-qualified applicants based on professional atinbutes

Allow ReSubmit

B 76 Kaneas State Nenardment of Fducation All Rinhis Reserved |

Updating vacancies after saving the SVR:
1. Navigate back to the SVR.

2. Enter, edit or delete vacancies as needed before saving again.

Importing a Text File
Create the Vacancy Data File for Importing
There are two types of files that can be imported into EDCS.

e csv files contain comma-separated values and can be created in Excel.
e .txt files are text documents and can be created in Notepad.
To create a .csv or .txt file, you must follow the specifications exactly.

See Appendix C for data file specifications and examples of both file types.
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Upload the Vacancy Data File

1. Inthe EDCS left sidebar, click Staff Data.

2. Click Import Text Files.
Note: Until further notice, follow the directions at the bottom of the screen.

Create a file with table code 8 and upload it under Staff Data.

Locate the saved text file (.txt) or comma-separated values file (.csv) on your computer.

3
4. On the Import Text Files page, under Staff Data, click Choose File.
5
6

Click Upload.

KaNsAS T EDCS
EDUCATION

% Manage Appications User: Leslie Brulon District: 00258 Bailding: 0000 Access Level: District

M  StafiData  Impaort Text Files
& Logout

& Welcome Staff Data

Stafl D =
# Staff Data Upload file /
Import Text Flles No file chosen

Roll Over Dala /

Find/Update Staff

Add Mew Staff
2025-2026 - Export Stafl
Shared Staff

2025-2026 Export FTE
Exited Staff ¥

Delete Data 2025-2026 v Export Assignments

B Vacancy Report *

Vacancy Data

B Structured Literacy <

Upload fall vacancy file:
W License Personnel Report B i o

B Reports * Create file with table code 8§ and upload under Staff Data.

? User Manual

KSDE.gov | Kansas State Department of Education
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Resolve Errors in the Vacancy Data File

Any file upload errors will be displayed on the Import Text Files page. You must resolve all errors before you can
submit the vacancy report.

Kau:s_as'r EDCS
EDUCATION

% Manage Applications User: Leslie Bruton  District: 00259 Building: 0000 Access Level: District
Manage Applicatior

M SaffData | Import Text Files
i Logoid
& Welcome Slaﬂ Data
«Slak Data B Upload file:

Impart Text Files No file chosen
Roll Ower Data
Upload Export Erors to Excel

Find/Update Staff

glesfnnnnonz
Add New Staff hne 1 Invahd Educator Type
Shared Staff BUS2UNNNNONS

line 2: Invalid Vacancy Reascn
Exited Staff

Bllzustiunnins
Delete Data

ne 3: Invahd Semester.

W Vacancy Repon
B||4]184 00| | O] 2

I Structured Literacy 4 line 5 Courge (SPEDVESOL Type) is invahd for Subject Area 94

Adding, Editing and Deleting Vacancy Data

Vacancies can be added, edited or deleted manually, even if they were originally imported from a data file. Manual
updates are recommended unless you have many changes.

See instructions in the Vacancy Report Information, Definitions and Examples > Have Vacancies > Adding
Assignments Manually (page 36) section for adding, editing or deleting vacancies manually.

If you import a new data file to add, edit or delete vacancies, all previously imported data will remain unchanged.
To avoid duplicate entries, you must delete any outdated original data before importing newly edited data.
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Submitting a Vacancy Report

Regardless of how vacancies were entered (either manually or by importing a text file), the process for submitting

vacancy reports is the same.

After all vacancies have been entered, edited and deleted as needed, scroll to the bottom of the page and click

either:

e Submit Vacancy Entries (FVR), or
e Save Spring Vacancies for LPR (SVR)

Note: When you Save Spring Vacancies for LPR, there will be no visible confirmation. However, you can confirm

that the SVR is complete if no vacancy STOP error appears during submission of the LPR.

CTE Vacancies ©
Industry Vacancy Reason

n Dezign, Production and Repair Mo fully-qualifiad applicants based on profezsional attributes

sam ey

2026 Kansas State | 4 £l tion Al FRights Hes 4

Updating After Submitting a Vacancy Report

Updating vacancies after submitting the FVR:

1. Navigate back to the FVR.

2. Scroll to the bottom of the page and click Allow ReSubmit.

3. Enter, edit or delete vacancies as needed before resubmitting.
Updating vacancies after saving the SVR:

1. Navigate back to the SVR.

2. Enter, edit or delete vacancies as needed before saving again.

CTE Vacancies ©
Industry Vacancy Reason

Diesign, Production and Repair Mo fully qualified applicants based on professional anributes

Submit Viacancy Entries Allow ReSubmit

KSDE.gov | Kansas State Department of Education
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Beginning July 1, 2028, Kansas veteran educators serving in the positions listed below will be required to
demonstrate knowledge of the Science of Reading to renew their professional licenses.

Elementary reading/English language arts educator
Elementary history, government and social studies educator
Elementary special education educator

Elementary school psychologist

Elementary reading specialist

Elementary administrator

Note: This does not mean educators must earn the Seal of Literacy before July 1, 2028. It means educators must
earn the Seal of Literacy by their first professional license renewal after July 1, 2028.

Reporting Requirements

Although not required for licensure renewal until the 2028-29 school year, Structured Literacy data reporting
begins earlier.

Starting in the 2026-27 school year, all accredited Local Education Agencies (LEAs) must submit a Structured
Literacy Report (SLR).
LEAs are responsible for:
o Tracking educator enrollment in and completion of approved Science of Reading training programs.
o Tracking educator completion of approved Science of Reading exams.
Submitting the SLR in EDCS for educators who have earned the Seal of Literacy as well as those who
are currently enrolled in a training program.
o The KSDE Teacher Licensure team will track educator assignments through submission of the LPR to
identify all educators who are required to complete Structured Literacy training.

Purpose of the Structured Literacy Report

58

Provide a consistent statewide process for annually tracking educators’ progress toward earning the Seal of
Literacy.

Ensure educators who qualify for the Seal of Literacy are accurately identified by comparing district records
with state data.

Recognize and celebrate educators’ efforts to help Kansas students become strong, confident readers.
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Data Entry Options
Structured Literacy data can be entered either manually or by importing a text file.

e Entering Structured Literacy data manually is user-friendly but is not efficient when there is a lot of data to
enter.
e Entering Structured Literacy data by importing a text file lends itself well to entering a lot of data, but errors
can occur if formatting rules are not followed exactly.
e You may also choose a hybrid approach. You can import a text file for the bulk of your Structured Literacy
data, then later add any additional data manually.
Additional Information

For more information, including frequently asked questions, visit Science of Reading Licensure Requirements.?

No Training Status to Report

Note: You must submit the Structured Literacy Report (SLR) even if you have no educators who have earned the
Seal of Literacy and are not currently enrolled in a training program.

1. Inthe EDCS left sidebar, click Structured Literacy Report.
2. C(lick Structured Literacy Data.

kansas®  EDCS
EDUCATION

Wser: Lesie Bruton  District: 00340 Building: 0000 Access Level: Districl

School Yenr: 2025-2026 w Select Year

Status of Licensed Personnel Report far the school year

Status of Fall Vacancies 1or the school year (N

3. Select the No Training Status to Report radio button.

4. Click Submit.
After submitting the SLR, confirm the Submitted status at the top of the page.

kansas®  EDCS
EDUCATION

% Manage Appications

* Logeit
I Status of Structured Literacy fof the School year I

& VWalcoma
No Training Status to Report

# Stafl Daia Training Status to Repon

The Structured Literacy Report (SLR) will be saved as part of your Licensed Personnel Report (LPR) and
submitted with the LPR in March.

2 Kansas State Department of Education, Science of Reading Licensure Requirements:
https://www.ksde.gov/licensure/teacher-licensure/science-of-reading-licensure-requirements
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Training Status to Report
Entering Structured Literacy Data Manually

ADDING Structured Literacy Report Data.

In the EDCS left sidebar, click Structured Literacy Report.
Click Structured Literacy Data.

Select the Training Status to Report radio button.

M w N~

Enter Educator ID, first name and last name regardless of the method used to earn the Seal of Literacy.

kansas®  EDCS
EDUCATION

User: Leskie Bruton  District: D340 Bullding: 0000 Access Level: Desfrict
% Manage Applcations

M Sirechured Litesacy Reperl - Siruchared Liwracy Data
Status of Structured Literacy Report

COmo Training Status to Repert

: ®Training Status to Report

W Vacancy Raport

Completion Diate or Projected Completion date if enroBed. MMDDAYYYY | mmddd vy "'1'
B Siuchured Literacy Report a T
[ ‘osibon
First Name: | Axd

Structured Lieracy Data A ~

Lt Name: |
W e e Przuimed Repod Lot Mo | Hotm

Training Program complsted of enrolied

- Fapnes < Has the aducater comeiabed of i the sdurainr enrollad in & state approved Lileracy training? (IF WA -

‘Yes. il in dals. position and kraining orogram. B Mo. bress Add Structured Lieracy 10 SAVE

Add Structured Literacy Browse to Upload File (comma delimied only)
G P | Mo e choswn

Upload File

5. Answer the question, “Has the educator completed or is the educator enrolled in a state-approved literacy
training?”

User: Leshe Brulon  District: D0340 Building: 0000 Access Level: Disinict

M | Stuclured Literacy Reporl | Struclured Lileracy Data
Status of Structured Literacy Report: IN PROGRESS

/Ho Training Status to Report

(@ Training Status to Report

Educator ID: | 2117687962 Completion Date or Projected Completion date if enrolied- MM/DDVYYY'Y | mm./ ddivyyy -‘-E“

r Pasition
First Name: | Ax1 |
L MIA -

Last Name: | Rose |

Training Program compieted or enrolled

Gas the educator completed or is the educator enrolled in a state approved Literacy training? (if
Yes, fill in date, position and training program. If Mo, press Add Structured Literacy fo SAVE.)

k Yes
ADD STuciured Lieracy Browse to Upload File {comma delimited only)

[ Choose File | No file chosen

MNIA v

Upload File
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If you answered Yes:

1. Enter a Completion Date (or projected completion date if currently enrolled).
2. Select a Position.

3. Select a Training Program.

ser: Leshe in  Distnch uilding: ccess Level: Disincl

M Stuctured Literscy Reporl | Shuctured Literacy Data
Status of Structured Literacy Report: IN PROGRESS

(OMNo Training Status to Report
®Training Status to Report

Educatne 10 | Completion Date or Projected Completion date if enrolled: MMDDIYYYY |05/30/2024 @
Position
Elementary Administrator v

Last Name: | Rose |
e Training Program complcted or enrolied

Has the educator completed or ks the educator enralled in 3 state approved Literacy training? (H LETRS for Administrators ~

F ———— )

Yes, fill in date, position and training pregram. If No, press Add Structured Liferacy to SAVE.) \ g J

Yes dHiem— v

Add Struchured Lieracy

4. C(lick Add Structured Literacy to save the educator’s information to the Structured Literacy table.

Tala O el evacy Repan 0

o Training $astes o Heport
®iramng suns 0 Meport

Cowctor i

Compistion Dale or Projecied Cormplefion date f envoled MMDONYYY |meiddipyy B
Foamon
Pt e
ERprantary Adevmnis at -,
Lt N
Tramng Program comainted o ervaled
i) o A COmpinted & i T UL SPTIS W b SUAN BECRDved LBy a1 LETRS for AGmmnisymion -

Yirn 88 flate, pouiion e raveng prooram If No, preas ASS Stuctored Liwacy i SAVE §

Yes -

m Eirowse b Uipkoad Fik jComema deliented oody)

-M" o ";-I’\h!ﬂ chacen

ducator 10 |uuuun- | Lant mama
+

4
anireareed | A | Rose

Han T $OUCIIOH COMEiFIES of 14 T BScancd Completion Date of Propcied Compltion date IT snrobed Posinon | Trasming Progeam compieted of sncobed
enrodied in & stase snoeoved Lieracy raining?

- 4
vES 500002 120000 AM Ementary Admeistaio LETRS for Admansiration n
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If you answered No:

1. Leave Completion Date blank.
2. Select N/A for Position.
3. Select N/A for Training Program.

Status of Structured Literacy Report [N PR

(CHo Training Status to Report

®1raining Statws 1o Report

Educator |07 | 1241779651 Completion Date of Projected Compietion date if enrolied. MMODDAYYY | mmiddlyyyy @
- Position

First Mame: | John

NIA v
Last Name: | Denver

Training Program completed or enrolied

Has the educafor completed or is the educalor enrolled in a state approved Literacy training? (if MiA W
¥es, fill in date, position and training program. If No, press Add Structured Literacy to SAVE ) >

NU‘_ -

Add Structured Literacy

4. C(lick Add Structured Literacy to save the educator’s information to the Structured Literacy table.

it Siractured Lty Mgt
Mo Traimeng Status to Regont
[ ST p———
Educater 1D Campiuton Dute o Prajecisd Compiaban dibs ¥ sovsted WANDBNYYY | mmisdioyy 8
First Mame
s s st
— w
e
iromesa b5 11pnad 80 (- mms delimad saby|
Chrosun Fin -
Uit e
Structuras Lasracy
Eucator M) | Pt Mame | Laut Biirms | M oo schucabor complaind or b fhe wdut stor Completica Daks o1 Meviecied Completion dabs  snrolled Rouibion Traiming Program complated or sarched
smsniied w8 ulate sppecved Lieracy rainng ¥
ireareey | Asl Eroun vEg IR 12,00 00 AM Lmrmmrtary Atmemtrator LETES for Admpesrators | n
( n 10T | Juin e o | n
. 1

Note: The Yes and No values displayed in the report do not indicate whether an educator has earned the Seal of
Literacy. The Yes/No indicator identifies the method of earning the Seal of Literacy.

e Yes = The educator completed or is enrolled in a state-approved Structured Literacy training program.
e No = The educator demonstrated knowledge through a state-approved Structured Literacy exam.
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Entering Structured Literacy Data by Importing a Data File
CREATE the Structured Literacy Data File

e The file must be a comma-separated values (.csv) file.
e See Appendix C for file specifications, codes and samples.

UPLOAD the Structured Literacy Data File

In the EDCS left sidebar, click Structured Literacy Report.
Click Structured Literacy Data.

Select the Training Status to Report radio button.

Click Choose File.

Browse to locate the saved file on your computer.

Click Upload File.

AL

M Stwchwed Literacy Reporl  Stiuctured Literacy Data

Status of Structured Literacy for the school year. |f

No Training Status to Report ]/

-

'-.!_U\lll'lll'lﬂ Status 1o Report

\
Egucator 10 Compilation Date or Projectad Compilation date if enrodled: MMDODAYYYY | mmiddiyyyy 8
Positian
First Name
Elementary Teacher hd
Last Nama
Training Program completed or enrolled
Has the aducator completed of is the educator enrolied in 2 state approved Literacy training? (i LETRS for Elementary Educalors w

Yes. fill in dale. position and training program. If No, press Add Structured Literacy to SAVE.)

ves v

Chonsa Fila | Tect Staff Fi  r D050 rav

Upload Fiie
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If the file upload is successful:

e A confirmation message will display.
e The educator records from the file will populate in the Structured Literacy table.

Burana 10 Upicad File (comma delimsed cnly)

| Choose Fie | o fie chasen

Fim upiaadeq succerTuly
Pie Harme . (G0od Teal SO Mie faf DO340 o

g

Stictined Liiscy

Eoecator @ | FirsNome | LatMame | s e etucaten completed of s the srucator ompletion Cate or Projectss Compieton Sate if soroted Fotion Traimig Frogram sempe e an Feose
| et in & atale apgeoved Liteiney Waining T
SIITIR54S Lease el i YES AZAIDAPE 120000 AM Esmerilary Tascher LETRS for Elermmnbary Educaton n
u MBI | Prelend [ ™) Hh o n
|
2153484657 Test Teacher | vEs AL 120000 AM Eimssrlary Adminaiia Watirays 1o ProSeien Fosdebing Secendary n
AT M Gy YES PR 1200 00 AM Eanty Chakhood Teachss Hatmeays b Literacy Leadenhy n
n s | Seey [ | ves MR 12,00 00 AM Esmmeriary Tescher Faundbions of thy Scsance of Rasdng Coume n
SEHIEEIT [ Muts [E] A ik,
|
n SEMRINET | Frask Saslin 'lrss SOI0026 1200 00 24 Erementiiy Lo Py biop| READ Redelned n
S0008 Kamn Giate D A8 oy Bearrved

If the file upload is not successful:

e FError messages will display explaining the specific errors in the file.
e FEducator records on affected lines will not be added to the Structured Literacy table.

Erwraa 1o Upoad File |comims delimited cnly)

[ Ehnagee Fie | o fie chosen

N

P Plirrae Bl Tl S0L Fil hew D188 5

Line 2 s vk Lt ekt vt b 8
Line 38, 1ZH56705, Judy. Gartand. 1. 03012024, 4. 4, -ha an invald ducalor 10 Mt b 10 658 i leagh
Line 4 5, B4T1G4B852, Coine, Dion, 2, /50027, 5, 11, imeai Traming Approved fiekd

Line 5 5 7456257124, Jon Bondo, 1 DTOT2024, 1, . Compsetion Date vk

Roecoids wilh enors dad ot Leiosd

-

Structured Literacy

Eaecator IO Firnt W Lant Mame 1w the sdwcaton compieted or 1n The sducaton Compieticn Date or Propected Completon date & sneotied Ponition . Trmning Progeam compieied o sreolisd
ereiled in @ alate spprove Literacy traineg?

n ELTLATEEREY By Prasiey w3 Btk | ms

n ITHATSE Fraaty Mesisty VES BB010 120000 40 et | READ Aasetasd
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EDITING Structured Literacy Data

1. Click the Edit icon [ in the row for the educator record that needs to be updated.

2. Update the necessary information.

3. C(lick the Save icon E. Changes will be saved in the Structured Literacy table.

arusctund L ieracy

DELETING Structured Literacy Data

1. Click the Delete icon B in the row for the educator record that needs to be removed.

Brvstennd Lasiay

3 | vt | o | . e e o i o
st .8 st e | e g |

SUBMITTING a Structured Literacy Report

1. After all data has been entered, reviewed and edited as needed, click Submit.

KSDE.gov | Kansas State Department of Education
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Note: If the Training Status to Report selection does not match the information in the Structured Literacy table, an
error message will be displayed.

THr Loles i DNEnct LHT Eiaing: (000 BEC#ss Lawel: Ditrel

A Swoo

Staurs of Sinachurad | derncy Roport 14
®o Training Status to Report
bﬂnn Status fo Report

L )
.
.
»
L]
Stru ﬂur!.d Literacy

L]
Educator g | First Last Has the sdusator completed or in the Bate or Proj wletion date if Pasition | Training Program completed or
o #| Hame Hame sducator wnrolled enrokied
L] enrolied in.a $tate approved Literacy
B Sy
IHMMEGR | Fhas Prarsdiry N0 A MNA
Libeency Training daln o tepert fing must be -

2. Make the necessary corrections and click Submit again.

CONFIRMING Submission

To confirm that the Structured Literacy Report has been successfully submitted and saved to the LPR:
3. Thereport status will change to SUBMITTED.
4. The Edit and Delete icons in the Structured Literacy table will not be accessible.

5. The Submit button will change to Allow ReSubmit (until EDCS closes for the year).

User: Loslis fingdon  Césbict D030 Bullding: 0000 Access Level: Distric
A s

vy gt ] F’

Mo Training Status 1o Hepon

Training Status 1o Repon

Structured Literacy

Fduestar | First Last Has Bha sducator complated or is the Camplation Dats o Projectsd Completian date it Pasiian | Tralning Pragram eampiated ar
o s Marre chacalon wvilled aeilled
enrolled in a state approved Literacy

training?
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UPDATING a Submitted Structured Literacy Report

If changes are needed after the Structured Literacy Report has been submitted:

1. Click Allow ReSubmit.

o The report status will change back to IN PROGRESS.

o The Edit and Delete icons in the Structured Literacy table will be accessible.

o The Allow ReSubmit button will change back to Submit (until EDCS closes for the year).
2. Make the necessary corrections.

Click Submit again.

M Structured Literacy Report - Structured Literacy Data

Status of Siructured Literacy Report — |N PRDG RESS

Mo Training Status to Report

Training Status to Report

Structured Literacy

Educator First Last Has the educator completed or is the Completion Date or Projected Completion date if Position | Training Program completed or
[a] Mame Nams educator enrclled anrolled

enrolled in a state approved Literacy

training?
3312193168 | Ewis Preslay NO MNA MNIA

B | — o
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LPR Guide

The Licensed Personnel Guide (LPG) is a key resource used to:

e Verify educator assignments entered in EDCS.
e Ensure licensure requirements are met.

The LPG provides detailed information for each Kansas course, including educator type, five-digit Kansas course
code, subject area and required endorsements/certifications.

New Assignment Entry From EDCS

53: Life and Physical Sciences (ms/jr. high L%
" 001: Science (Middle)

Educator Type

Subject Hfea

OREEL GUIDE From LPG
EDUCATOR TYPE 2: MIPDLE SCHOOL TEACHER (GRADES 5-8)

MATHEMATIC

Subject Area 52 alammmcs / ENDORSEMENT(S)

Advanced Mathematics or Mathematics or Middle Level
Generalist (5-8) or Elementary endorsements through the

52157 | fonsumer Math

grade level
52991-529939)| Other Mathefhatics Advanced Mathematics or Mathematics or Middle Level
Generalist (5-8) or Flementary endorsements through the
grade laval
LIFE AND PHYSIC})I./SCIENCE
SUBJECT AREA 53 LIFEﬁH D PHYSICAL SCIENCE ENDORSEMENT(S)
53001 | Science Science or General Science or Physical Science or Biclogy or

Chemistry or Phyzics or Earth/Space Science or Middle Level
Generalist (5-8) or Elementary endorcements through the
grace level

53002 | Developmental Science Science or General Science or Physical Science or Diclogy or
Chemistry or Physics or Earth/Space Science or Middle Level
Generalist (5-8) or Elementary endorsements through the
grade leyel
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LICENSED PERSONNEL REPORT

Access the LPG in EDCS:
1. Inthe EDCS left sidebar, click Licensed Personnel Report.
2. Click LPR Guide.

kansas®  EDCS
EDUCATION

G-t N User: Lesiic Bruton  Distriet: D0259  Bullding: 0000 Aeesss Level: District
Manage Apphcalions
A weicome

= Logoul
School Year: 2025.2026 ~

& Welcome
# Staff Data

Status of Licensed Personnel Report for the school year

M Vacancy Report - e
Status of Fall Vacaneies for the sehoal year SUBMITTED
B Structured Literacy

W License Personnel Report

Check Submit Status

LPR Guide

B Reports

7 User Manua

Access the LPG on the KSDE website:

1. Visit https://www.ksde.gov and navigate to Licensure > Licensed Personnel Report > District Resources.?

2. Select Licensed Personnel Guide.*

Check Submit Status

The Check Submit Status tab becomes available after the EDCS spring submission window opens Jan. 1.

It does not submit the LPR. It provides status feedback.

1. Click Licensed Personnel Report in the EDCS left sidebar.
2. C(lick Check Submit Status.

kansas®  EDCS
EDUCATION
& b N User: Leslic Bruton  Distriet: 0259 Bullding: 0000 Access Level: District
Manage Apphcalions
A weicome

# Logoul

School Year: 2025.2026 v
& Welcome
# Staffl Data

Status of Licensed Personnel Report for the school year
I Vacancy Report
f Status of Fall Vacancies for the schoal year SUBMITTED

B Structured Litéracy

W License Personnel Report

Check Submit Status

LPR Guide

B Reports

7 User Manual

3 https://www.ksde.gov/licensure/licensed-personnel-report/district-resources
4 Kansas State Department of Education, Licensed Personnel Guide, https://www.ksde.gov/docs/default-source/licensure/2026-2027-licensed-personnel-guide.pdf
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Review Status Results

If EDCS detects invalid or incomplete data in the LPR, issues will appear in the Check of Completeness table with
one of two statuses: Stop or Warning.

Stop (must be fixed before submission)

Stops prevent submission. Click See Details to view specific issues.

Stops include:

e Report contact person must be filled in
e Vacancy data must be completed
e Invalid or incomplete Staff data has been detected
e Invalid or incomplete FTE data has been detected
e Invalid or incomplete Assignment data has been detected
e Invalid or incomplete Deleted Staff data has been detected
e Invalid or incomplete Shared Staff data has been detected
e Shared Staff accepted but has no assignments
If a Stop remains after review, contact Educator Licensure. Only KSDE can override stops.

Warning (does not prevent submission)

Warnings should be reviewed before submission. Click See Details to view specific issues.

Warnings include:
e Possible invalid Staff data has been detected (always related to salary information).
e Base Salary is the same amount as Salary + Fringe.
e Salary may be incorrect (too high).
e Salary, including fringe, is under $20,000.
e Fringe benefits are more than $30,000 higher than base salary.

kansas ' ECS
EDUCATION
& Manage A User: Leshe Bruton District: UUZ50  Building: 0000 Access Level: Disinct
™ ' .

W

Sestus of Licensed Personnel Hapen for the seheel yasr
s

Clwch of Completenrss Faruw K3IDE Cverride O
-

Urvaied o incompiete Stafl data hars been detected
m s

incompiste o data has Bsen defectod

L el Rep Postible invabd S1aif data has besn detectsd Warring

Pisase nose; You are able 10 review ssignment Repor (SAR) for the our
-
| s

el - L
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Submitting the LPR

When all stops have been resolved:

1. Status will show GO (you may submit).

2. Review the Staff Assignment Report (SAR) before submitting. (See Reports > SAR Report > Staff

Assignment Report Flags (page 75)).
3. Click Submit at the bottom of the page.

Kansas®  EDCS

EDUCATION
™ g Anplcation User: Losfia Bston Distriet: D0250 Bullding: 0000 Access Lawal: District
L]
a W
Seatus of Licented Persannal Repor for the Schoal year: i
# St Dt P
Chack of Camplatansae Seatue KSOF Dvarrids 1
-
i 1

Powsbie Fvai Stail dats furs been detecied Wiy
W Structund Litciacy
Al forms comoketed

Please nete; You are able fo review your Staf Assignment Report (SAR) flor the curnent school year prcr bo submitting

Yo have wnings sdiating poasible rwabd dota ©

4. C(lick OK to confirm.

KAH_SASI ’rl E DC S appst.ksde.gov says
—— Submit successful

aslie Bruton  Disiri 55 Buildi
e Dashboard User: Leslie Bruton  District: D0259  Buildi

L]
OK

# Logout

5. Confirm successful submission by checking the LPR status at the top of the page.

kansas®  EDCS
EDUCATION

% Manage Applical User: Leshe Bouton Distriet. 00255 Building: 0000 Acerss Lavel. Dt

# Logout /
- e ——
- C;Ia!ut of Liconead Partonnel Repert for the schesl year: sunmrric._>
e eee——

Chech of Compluiemeas
Possibl invalid Stalf data has been detected Wasming

At forms completed

# Siafl Dala
St K3DE Qwverride O

KSDE.gov | Kansas State Department of Education
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Editing After Submission
If updates are needed after submitting the LPR:

1. Click Licensed Personnel Report in the left sidebar.

2. Click Check Submit Status.
3. Click Reset Submit Status.

xansas®  EDCS
EDUCATION

A s Ay Vsar, Losho Bruton Diswies 00259 Buiiding: 0000 Access Level Drwicl
™ "
- : :
Seatud of Licenae d Peraennel Repan for the achesl year: SUBMITTED

£ 5t

Check of Complewness
L

PMoasdle avaled Stafl data has been detecied
-

A forms compieted
-

Plaass note: You are able to roview your Stall Assignmont Repor (SAR) fer the current scheol year prar to submitting

S

KSDE Override ¢

4. Make edits.
5. ReSubmit the report.
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Summary Reports

Summary Reports allow Local Education Agencies (LEAS) to generate and view reports on demographic and
qualification data.

e Staff Demographics Summary Report includes gender, entrance code, race, educator type, age groupings
and total years of experience.

e Qualification Summary Report includes the number of assignments by broad subject category, the number
and percentage of fully qualified assignments, and the number and percentage of assignments by Staff
Assignment Report (SAR) potential flag category.

Run a Summary Report
1. Select School Year.
2. Choose Report for District or Report for Building (then select Building).
3. Select a format (Excel or PDF).
4. C(lick Run Report.

Kansas®  EDCS
EDUCATION
L User: Leshie Bruton District: D0259 Building: 0000 Access Level: Dislrict
‘% Manage Applications
#  Repwts  Summary Reports
# Logout (——-———\
School Years: HIFRIIE T
& Weicome
# Staf Data Reports for District: None Selected o
[ ] Vacancy Repon
Reports Tor Bullding. Qualification Summary Data for one building v

W Structured Litaracy
M License Personnel Report hoose Brlom: 1614 Adams Elem ~
I Reports v I:.r.port o Excel (Detaull is PDF)

8 ary Reports

ummary Repo |

EDCS Data Reports \

SAR Heport

LPR Data Repons
7 User Mmanual
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EDCS Data Reports

EDCS Data Reports provide current-year data on staff, FTE and assignments.

e Staff Data includes educator ID, name, salary, gender, experience, entrance code, email address, date of
birth and address for each educator.
e Staff and FTE Data includes staff data and Full-Time Equivalency for each educator.

e Assignment Data includes educator ID, name, building, course code, course, grade levels, class count and
SPED/ESOL type for each educator assignment.

e No Assignment Data includes educator ID and name for each educator with no assignments reported.

Note: Selecting Assignment Data (for either district or building) enables the Course Code field to filter results. This
provides a list of all educators with an assignment for a specific course code.

Run an EDCS Data Report
Select School Year.
Choose Report for District or Report for Building (then select Building).

Select a format (Excel or PDF).

M w N~

Click Run Report.

KANsAST  EDCS

EDUCATION
User: Leslie Bruton District: D0258 Building: 0000 Access Level: District
% Manage Applications
M  Reporis  EDCS Dala Reporis
= Logout (/—\\
Repaorts for a District: None Selected o
& Welcoma
# Staff Data : .
Reglons oe & Bagain(e Assignment Dala for one building hd
B Vacancy Report
Chi Building: S o e
i 1622 - Benlon Elem v
W Structured Literacy
Course Code: T
i
B License Personne Report 02056
W Reporis . BExport to Excel (Defaull is PDF)

SUmmary Kepors
mmary Repo p—

EDCS Data Repors [ \

SAR Report

LFR Data Repons

7 User Manual
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Staff Assignment Report (SAR)

The SAR identifies educators who are not properly licensed or who hold nonstandard licenses.

The SAR is also known as the “kick-out” report and should be reviewed before submitting the LPR.

Review the SAR for data-entry errors (Social Security number and grade levels).
Do not alter data entry to avoid SAR flags. The SAR is not punitive. It is informative.

If an assignment appears on the SAR because an educator is not appropriately licensed and/or endorsed, the
assignment must be entered in the Spring Vacancy Report (SVR).

Staff Assignment Report Flags

Expired License: The educator has an expired certificate or license. This may be resolved if the license is
renewed before the LPR is submitted.

Never Licensed: The educator’s Social Security number (SSN) was not found in the licensure system. Data-
entry errors can be corrected.

Not a Valid Course Code: The course code entered for the assignment was not recognized by EDCS. If the
course code is valid, contact Teacher Licensure.

Nonstandard License - Qualified: The educator holds a nonstandard license or certificate with the
appropriate subject and grade-level endorsement for the listed assignment. The educator is qualified for the
assignment.

Licensed With Waiver: The LEA has been granted a waiver allowing the individual to serve in the reported
subject area and grade level. The educator is qualified for the assignment.

Licensed - Unqualified: The educator holds a certificate or license but does not have the correct subject
and/or grade-level endorsement for the assignment. The educator is not qualified for the assignment. The
assignment must be included on the SVR.

Substitute: The educator holds a substitute license and is not qualified for the assignment. The assignment
must be included on the SVR.

| Subject Class SPEDESOL |[SPEDESOL
(Number |Subject Name Levels | Count glag #] Type Name g 52
191013 District Level Supervisor - Prek-12 1 |Espired License
Special Education
| 03008 Earth and Space Science 10.12 1 JLicensed - Unqualified
194007 Gifted Kind-3 1 [Licensed with Waiver
86001 Early Childhood / Pre-School |Prek- 1 |Licensed with Waiver
Prek
122102 School Orientation 9-12 1  [|Never Licensed
194002 Early Childhood Special Prek- 2 |Non-Standard License -
Education {Prek Qualified
191004 Curriculum Director or Kind-12 1 |Not a Valid Course Code|
Coordinator
101156 Applied English and 9-12 1 |Please Check Flag =2 001 High Incidence |Licensed
Communications Special with Waiver
Education
101002 EnglishLanguage Arts II (10th |10-12 1 Substitute 001 High Incidence
grade) Special
R il Education L
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LPR Data Reports

LPR Data Reports are the same as EDCS Data Reports but include current and prior school years.

e Staff Data includes educator ID, name, salary, gender, experience, entrance code, email address, date of
birth and address for each educator.

e Staff and FTE Data includes staff data and Full-Time Equivalency for each educator.

e Assignment Data includes educator ID, name, building, course code, course, grade levels, class count and
SPED/ESOL type for each educator assignment.

Note: Selecting Assignment Data (for either district or building) enables the Course Code field to filter results. This
provides a list of all educators with an assignment for a specific course code.

Run an LPR Data Report

Select School Year.
Choose Report for District or Report for Building (then select Building).

wnN =

Select a format (Excel or PDF).

4. Click Run Report.

Kansas®  EDCS

EDUCATION
. SEes Usor: Losho Bruton District: D0259 Building: 0000 Accoss Lovel: District
b Manaae Applications
A Reporde  LPR Data Reporis

& Logout

Scwoal Yoary: None Selected v
& Welcome
7 Stann Reports for District: Assignment Data for district ~

Reports for Building: None Selected
None Selected

Choose Building: None Selected

B Reports v Course Code:

Summary Reports
= i Eexpor 1o Excel (Default is PDF)
EDCS Data Reports

Run Report

SAR Report

LPR Data Reports I

T User Manual
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User Manual

The EDCS User Manual is available through the left sidebar in EDCS and on the KSDE Licensure webpage.

Access the EDCS User Manual in EDCS

1. Inthe EDCS left sidebar, click User Manual.

KANSAS™  EDCS
EDUCATION

1 o User: Leslie Bruton  Distriet: D0259  Building: 0000 Access Level: District
% Manage Applications

M Welcome

» Logout
School Year: 2025-2026 v Select Year

& Welcome
# Staff Data ¢

Status of Licensed Personnel Report for the school year
B Vacancy Report : BMITTE

e s Status of Fall Vacancles for the school year SUEMITTED

B Structured Literacy 4

I License Personnel Reporn

I Reports

?IUSL'-! Manual I

Access the EDCS User Manual on the KSDE Website

1. Visit https://www.ksde.gov and navigate to Licensure > Licensed Personnel Report > District Resources.?

2. Select District Resources.3?
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Frequently Asked Questions (FAQS)

Reporting Staff

What educators are reported in EDCS?

Report only personnel in assignments that require licensure by the Kansas State Department of Education.

Do not include positions such as school nurses, audiologists, social workers, speech-language pathologists,

occupational therapists, physical therapists, athletic directors or paraprofessionals.

How do I report substitute teachers?

Reporting Substitute Teachers

Teacher of

District

Current USD

Record

Yes. The
substitute’s
name is on
grade reports
and student
transcripts.

No

No

Contract?

Yes. The
district
provides a
contract and
may provide
benefits as
well.

Yes. The
district
provides a
contract and
may provide
benefits as
well.

No

FENE

The district
couldn't find
a third-grade
teacher so

a substitute
teacheris
teaching the
class.

The substitute
teacher covers
intermittently
and reports
to the district
every day.

The substitute
teacher covers
intermittently
and does not
report to the
district every
day.

Entrance Code
10 -
Substitute

10 -
Substitute

Do not report
in EDCS.

Experience

0. Experience
on substitute
license is not
accredited
experience.

0. Experience
on substitute
license is not
accredited
experience.

Do not report
in EDCS.

Assignment

Assign the
course for
which the
substitute
iS serving as
the teacher
of record
(for example,
third-grade
elementary
teacher).

School
Support >
Substitute -
Contracted

Do not report
in EDCS.

Vacancy

Report a
spring vacancy
for the
assignment

in which the
substitute

iS serving as
the teacher
of record

(for example,
elementary
vacancy).

Do not report
avacancy.

Do not report
in EDCS.
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How do | report educators working in more than one district or private school?

e Hiring District: Instructions can be found in the Staff Data > Find/Update Staff > Receiving District section
(page 29).
e Receiving District: Instructions can be found in the Staff Data > Shared Staff section (page 42).

How are co-op or interlocal educators reported?

e Hiring District: Instructions can be found in the Staff Data > Find/Update Staff > Receiving District section
(page 29).
e Receiving District: Instructions can be found in the Staff Data > Shared Staff section (page 42).

Do [ exit educators that leave during this school year?

e Ifan educator leaves after Sept. 20 (Count Day), do not exit the educator until next year's LPR.
e Ifan educator leaves before Sept. 20, do not report the educator for the current school year.

If an educator left the district for several years and then returned, is the entrance code
returning staff?

e No. Enter 0 for Current USD Experience and use the appropriate entrance code (for example, From Business
and Industry, From an In-State USD or From an Out-of-State Public School). The experience fields do not
include the current school year, so enter 0 for returning and new educators.

Reporting Salary
What is included in the salary fields?

e Base Salary is the amount on the salary schedule without supplemental contracts or board-paid fringe
benefits. Base Salary With Fringe is the base salary plus pay for supplemental contracts and board-paid
fringe benefits.

Note: Board-paid fringe benefits include insurance benefits (life, health, disability, accidental death and
dismemberment, hospital, surgical and medical expense insurance, etc.). Do not include employee reduction
benefits (Social Security, workers' compensation, unemployment insurance or employee-paid Section 125 benefits).

Do we have to complete the salary section if we are still in negotiations and salaries
have not been finalized?

e Yes. If salaries have not been determined for the current school year, use last year's salaries. If salaries are
finalized before the LPR is due, update them at that time.

How do | report hourly-rate staff?

e Report an estimated annual salary.

Should salaries be prorated for personnel who teach in more than one building?

e No. Salary information is reported by district and does not need to be divided among buildings.
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If an educator leaves during the school year, should | prorate salary?

e No. Report the full salary listed on the educator’s contract. If a replacement is hired midyear, report the salary
listed on the replacement educator’s contract, which is typically prorated.

Reporting Assignments and Classes
Should study hall or activity periods be reported?

e Only if students receive a grade for the class.

How do | enter someone who supervises students taking online courses?
e Use Virtual Course Monitor (under Educator Type 7, School Support).

How do | report an at-risk educator?

e Report the subject taught, not the student group. If an educator is teaching math to at-risk students, enter
the math assignment.

How do | count Number of Classes?

e FElementary self-contained classrooms =1
e Elementary “specials” (music, art and physical education) = 1 per building
e Middle school and secondary assignments = sections, periods or hours taught per assignment

e School specialists (counselors, librarians, reading specialists and school psychologists) and administrators = 1
per building (or 1 per district or private school system for superintendents)

If an educator has multiple sections of the same class, do | need to duplicate
assignments?

e No. Enter the course only once and use Number of Classes to indicate how many sections, periods or hours
of the course are taught.

Does part-year work affect Full-Time Equivalency (FTE)?

e No. FTE is a measure of a school day, not a measure of a school year.
e Full-time daily (half year)=1.0
e Half-time daily (full year) = 0.5

What grade levels should be listed for administrators and school specialists?

e Select all grade levels served in the building, district or private school system.

What grade levels should be listed for preschool/early childhood assignments?

e Include the Pre-K grade level for these assignments.

What if | can’t find the CTE pathways or courses | need to assign?
This is most likely a mapping issue. For additional information, contact:

e Email KCCMS@ksde.gov for the Kansas Course Code Management System (KCCMS)
e Email pathwayshelpdesk@ksde.gov for Career and Technical Education (CTE) Pathways.
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Appendix A: Educator Type and Subject Areas

For a complete list of educator assignments, please refer to the Licensed Personnel Guide available in the left side-

bar menu of EDCS or online at Licensed Personnel Guide.*

Educator Type 1: Elementary/Pre-School
Pre-K - Grade 6 (PRK-6)

Subject Area 80:
Subject Area 81:
Subject Area 82:
Subject Area 83:
Subject Area 84:
Subject Area 85:
Subject Area 86:
Subject Area 87:
Subject Area 88:
Subject Area 89:
Subject Area 90:
Subject Area 92:

Elementary Self-Contained

English Language and Literature (Elementary)
Mathematics (Elementary)

Life and Physical Science (Elementary)

Social Sciences and History (Elementary)

Fine and Performing Arts (Elementary)

World Language and Fine Arts (Elementary)
Religious Education and Theology (Elementary)
Physical, Health, and Safety Education (Elementary)
Early Childhood

Computer and Information Science (Elementary)
Miscellaneous (Elementary)

Educator Type 2: Middle School Teacher
Grades 5-8

82

Subject Area 51:
Subject Area 52:
Subject Area 53:
Subject Area 54:
Subject Area 55:
Subject Area 56:
Subject Area 57:
Subject Area 58:
Subject Area 59:
Subject Area 60:
Subject Area 61:
Subject Area 62:
Subject Area 63:
Subject Area 64:
Subject Area 65:
Subject Area 66:
Subject Area 67:
Subject Area 68:
Subject Area 69:
Subject Area 70:
Subject Area 71:
Subject Area 72:

English Language and Literature (Middle)
Mathematics (Middle)

Life and Physical Science (Middle)

Social Sciences and History (Middle)

Fine and Performing Arts (Middle)

World Language and Literature (Middle)

Religious Education and Theology

Physical, Health, and Safety Education (Middle)
Military Science (Middle)

Computer and Information Science (Middle)
Communication and Audio/Visual Technology (Middle)
Business and Marketing (Middle)

Manufacturing (Middle)

Health Care Sciences (Middle)

Public, Protective, and Government Services (Middle)
Hospitality and Tourism (Middle)

Architecture and Construction (Middle)
Agriculture, Food, and Natural Resources (Middle)
Human Services (Middle)

Transportation, Distribution, and Logistics (Middle)
Engineering and Technology (Middle)
Miscellaneous (Middle)
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Educator Type 3: Secondary Teacher

Grades 9-12

e Subject Area 01:
bject Area 02:

Subj
Subj
Subj
Subj
Subj
Subj
Subj
Subj
Subj
Subj
e Subj
Subj
Subj
Subj
Subj
Subj
Subj
Subj
Subj
Subj

bject Area 21

bject Area 03:
bject Area 04:
bject Area 05:
bject Area 06:
bject Area 07:
bject Area 08:
bject Area 09:
bject Area 10:
ect Area 11:
bject Area 12:
bject Area 13:
bject Area 14:
bject Area 15:
bject Area 16:
bject Area 17:
bject Area 18:
bject Area 19:
bject Area 20:

English Language and Literature
Mathematics

Life and Physical Sciences

Social Sciences and History

Fine and Performing Arts

World Language and Literature

Religious Education and Theology

Physical, Health, and Safety Education
Military Science

Computer and Information Sciences
Communication and Audio/Visual Technology
Business and Marketing

Manufacturing

Health Care Sciences

Public, Protective, and Government Services
Hospitality and Tourism

Architecture and Construction

Agriculture, Food, and Natural Resources
Human Services

Transportation, Distribution, and Logistics

: Engineering and Technology
e Subject Area 22:

Miscellaneous
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Additional Educator Types

Educator Type 4: SPED/ESOL

Pre-K-12
e Subject Area 94: Special Education/English to Speakers of Other Languages
e Subject Area 95: SPED/ESOL - 2nd Assignment

Educator Type 5: Career and Technical Education
Grades 9-12

Educator Type 6: School Specialist
Pre-K-12
e Subject Area 96: School Specialist
Educator Type 7: School Support
Pre-K-12
e Subject Area 93: School Support
Educator Type 8: Leadership / Administration
Pre-K-12
e Subject Area 91: Leadership / Administration
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Appendix B: Exit Reasons

Administrative Error Mistakenly entered data or a data-entry error that requires deleting
the record and starting over.

Academic Study Sabbatical for academic study and/or professional development.

Deceased Educator died. Enter the date of death.

Health Unable to work because of iliness.

In-State USD (Leadership) Accepted a licensed leadership position in a Kansas public school
district.

In-State USD (Teaching) Accepted a licensed teaching position in another Kansas public
school district.

Leave of Absence Not employed during the current school year but plans to return.

Left the Profession Accepted employment in a field other than education.

Military Left a position to serve in the military.

Moved From Area Employment Unknown | Relocated and future employment is unknown at this time.

Out-of-State Accepted a licensed position in another state.

Private School Accepted a licensed position in a private school.

Reduction in Force Leaving a position because of a reduction in staff.

Retirement Retiring from a licensed position.

Termination Terminated by the district or private school system.

2016-17 Reporting Redesign Use this exit code to remove shared staff employed by another

district or private school system but appearing in your staff listing.
Instructions for reporting these educators can be found in Staff
Data > Shared Staff (page 42).
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Appendix C: Data Import File Specifications

File Format Requirements
Local Education Agencies (LEAs) may upload data into EDCS using files.
e Files must be formatted as either:

o Comma-separated value (.csv) files (for example, Excel)

o Text (.txt) files (for example, Notepad)
e Data must be divided into separate files and uploaded in the following order:

1. Exited Staff (Note: Importing Exited Staff does not remove staff; manual exit is required.)
Staff data

FTE data

Assignment data

Shared Staff (Hiring District), if applicable

Shared Staff (Receiving District), if applicable

o vk~ W N

Importing Instructions

1. Inthe EDCS left sidebar, click Staff Data.

Click Import Text Files.

Click Choose File and navigate to the location of the saved file.
Click Upload.

A W

After the upload, you will receive one of the following messages:

e Upload successful

e [#]: Invalid Table Code: This occurs when the system reads the first empty row of data and detects a blank
table code. If this is the only error message, your upload was successful.

e One or more error messages consisting of coding information, a line number and a description of the error.
These errors must be corrected before the affected records can be uploaded successfully.
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Common Import Errors

Import Error Type
Type mismatch

Cannot insert the value
NULL

Violation of unique key
constraint

| Description
Indicates an invalid field
format or content.

Indicates a missing
required data relationship.

Indicates a duplicate
record.

| Example(s)

Importing a file that
contains column headings.

Importing FTE data for an
educator who has not yet
been entered. Importing
Assignment data for an
educator who does not yet
have FTE data.

Importing Staff data that
includes an SSN/Name/
Date of Birth combination
already entered. Importing
Assignment data that
includes an SSN/Building
Number/Subject Number
combination already
entered.

| Note

Note: This is why the
order of imports is critical.

Table Codes

Each line of data must begin with a numeric table code that indicates the type of data contained in the record.

Code Number | Type of Data

1 Staff data
FTE data

O 00 O U1 h W N

Assignment data
Exited Staff data
Shared Staff data (uploaded by the Receiving District)
Shared Staff data (uploaded by the Hiring District)
Vacancy data
Structured Literacy data
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Note: The file specifications that follow are presented in the same order in which files should be uploaded.

Exited Staff Data

One record, consisting of 5 columns, for each exited educator.

Data Item Maximum # of Characters
Table Code 1

SSN 9

Exit Code 2

Exit Date 10

Educator ID (EID) 10

Description

The code indicates this is Exited Staff data. This code
must be a 4.

The Social Security Number (SSN) of the educator in the
format 999999999. Do not enter hyphens.

See table below for Exit Codes and Descriptions.

Date the educator left the LEA in the format MM/DD/
YYYY.

Unique EID assigned by KSDE. Not required if SSN is
entered. Enter a single space if leaving entry blank.

Exit Codes and Descriptions

Exit Code | Description

98

Out-of-State

Retirement

Termination

Private School

Left Profession

Reduction in Force

Deceased

Military

Leave of Absence

Moved from Area Employment Unknown
Administrative Error

Health

Academic Study

In State USD (Teaching)

In State USD (Leadership)
2016-2017 Reporting Redesign

Example of Exited Staff files:
4777777777 6 01/02/2001

OR

4,777777777,6,01/02/2001,
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Staff Data

One record, consisting of 19 columns, for each educator in a position that requires licensure through KSDE.

Data item
Table Code
SSN

First Name
Middle Name

Last Name

Salary + Supplemental &
Fringe Benefits

Base Salary

Gender

Total Experience

Current School
Experience

Entrance Code
Email Address
Date of Birth
Address1
Address2

City

State

Zip Code
Educator ID (EID)

Maximum #
of Characters | Description

1
9

45
45

45

100
10
30
30
25

2
10
10

The code indicates this is Staff data. This code must be a 1.

The SSN of the educator in the format 999999999. Do not enter
hyphens. Enter leading Os with “0" in Excel.

The first name of the educator.

The middle name or initial of the educator. Not required. Enter a
single space if leaving entry blank.

The last name of the educator.

The salary of the educator plus supplemental contracts and board
paid fringe benefits.* Do not enter cents or commas.

The base salary of the educator. Do not include supplemental
contracts or board-paid fringe benefits.* Do not enter cents or
commas.

The gender of the educator. Enter 1 for Male, 2 for Female.

The total years of experience of the educator. Do not include the
current year. Enter 0 for first year educators.

The years of experience in this current school system. Do not
include the current year. Enter 0 for first year educators.

See table below for Entrance Codes and Descriptions.

The E-mail address of the educator.

Must be in MM/DD/YYYY format. Enter leading Os with 0" in Excel.
Address Line 1

Address Line 2 Enter space if left blank.

City

State Use capital letters.

Zip Code

Unigue EID assigned by KSDE. Not required if SSN is entered.

* Board paid fringe benefits include employer paid group life, group health, disability income, accidental death and

dismemberment, and hospital/medical insurance. Also include employer contributions to a 403(b)-retirement
savings plan. Do not include employee contributions deducted from pay before taxes. Do not include Social
Security, workers' compensation, or unemployment insurance.
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Entrance Codes and Descriptions

Entrance Code | Description

1 In-State USD

Out-of-State

Returning Staff

New Educator from In-State College
Private School

New Educator from Out-of-State College
From Business and Industry
Retired - Currently Receiving KPERS
First Year Transitioning to Teaching
Substitute - Educator of Record
Out-of-Country

- O VW 0o N O Ul M WN

_

Examples of Staff files:

1999999999 John William Smith 11000 10500 2 13 0 1 jsmith@ksbe.state.ks.us 05/01/1960 120 SE 10th Avenue
Topeka KS 66612 1234567890

OR

1,999999999 John,William,Smith,11000,10500,2,13,0,1,jsmith@ksbe.state.ks.us,05/01/1960,120 SE 10th
Avenue, Topeka,KS,66612,1234567890

1 888888888 Jane Smith 31524 30524 1 2 2 3 jdoe@ksbe.state.ks.us 05/01/1962 120 SE 10th Avenue Apt. 1
Topeka KS 66612 0987654321

OR
1,888888888 Jane, Smith,31524,30524,1,2,2,3 jdoe@ksbe.state ks.us,05/01/1962,120 SE 10th Avenue,Apt. 1,
Topeka,KS,66612,0987654321
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FTE (Full-Time Equivalency) Data

One record, consisting of 5 columns, for each educator for each building.

Data Item Maximum # Description
of Characters
Table Code 1 The code indicates this is FTE data. This code must be a 2.
SSN 9 The SSN of the educator in the format 999999999. Do NOT enter
hyphens.
Building # 4 A unique four-digit number assigned to the building by the KSDE.
Full Time Equivalency 4 FTE of the educator in the format 0.50. Include the decimal point.
(FTE)
Educator ID (EID) 10 Unique EID assigned by KSDE. Not required if SSN is entered. Enter a
single space if leaving entry blank.

Examples of FTE file:
2999999999 1234 0.5
OR
2,999999999,1234,0.5,

2 888888888 5678 0.25 1234567890
OR
2,888888888,5678,0.25,1234567890

2777777777 2468 1.0

OR
2,777777777,2468,1.0,
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Assignment Data

One record, consisting of 25 columns, for each assignment for each educator for each building.

Data Item

Table Code
SSN
Building #
Educator Type
Subject #

Pre-Kindergarten

Kindergarten

Grade 1

Grade 2

Grade 3

Grade 4

Grade 5

Grade 6

Grade 7

Grade 8

Grade 9

Grade 10

Grade 11

Grade 12

Class Count
SPED/ESOL Type

92

Maximum #
of Characters

1
9
4

Description

The code indicates this is Assignment data. This code must be a 3.

The SSN of the educator in the format 999999999. Do not enter hyphens.
A unique four-digit number assigned to the building by the KSDE.

See table below for Educator Type Codes and Descriptions.

The five digit Kansas Course Code for the educator’s assignment. A list of
subject numbers is available in the License Personnel Guide.

Indicates whether the educator is teaching students at this grade level in this
assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade level in this
assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade level in this
assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade level in this
assignment. Enter 0 = No or 1 =Yes.

Indicates whether the educator is teaching students at this grade level in this
assignment. Enter 0 = No or 1 =Yes.

Indicates whether the educator is teaching students at this grade level in this
assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade level in this
assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade level in this
assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade level in this
assignment. Enter 0 = No or 1 =Yes.

Indicates whether the educator is teaching students at this grade level in this
assignment. Enter 0 = No or 1 =Yes.

Indicates whether the educator is teaching students at this grade level in this
assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade level in this
assignment. Enter 0 = No or 1 =Yes.

Indicates whether the educator is teaching students at this grade level in this
assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade level in this
assignment. Enter 0 = No or 1 =Yes.

The number of classes taught in this assignment.

See table below for SPED/ESOL Type Codes and Descriptions. Enter a single
space if leaving entry blank.
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Data Item Maximum # | Description
of Characters

Pathway 7 The CIP Code found in the Kansas Career Cluster Guidance Handbook and/
or Licensed Personnel Guide in the format of XX.XXXX. Enter a single space if
leaving entry blank.

JAG Course 1 KSDE IS NO LONGER COLLECTING THIS DATA. LEAVE BLANK. Enter a
single space to leave entry blank.

Educator ID (EID) 10 Unique EID assigned by KSDE. Not required if SSN is entered. Enter a single
space if leaving entry blank.

Co-Educator EID 10 Unique EID assigned by KSDE. Leave blank if not applicable. Enter a single
space if leaving entry blank.

Note: SPED course numbers enter in Subject # column. SPED type codes enter in SPED/ESOL Type column.

Educator Type and Description

Educator Type Description
Code
1 Elementary/Preschool (Grades Pre-K-6)
2 Middle School (Grades 5-8)
3 Secondary (Grades 9-12)
4 Special Education/English to Speakers of Other Languages (Grades Pre-K-12)
5 Career and Technical Education (Grades 7-12)
6 School Specialist (Library Media Specialist, Reading Specialist, School Counselor, School
Psychologist) (Grades Pre-K-12)
7 School Support (Virtual Course Monitor, Career Exploration or Character Education,
Homebound, Substitute-Contracted, Educator Leader, Academic Coach)
8 Leadership/Administration (Grades Pre-K-12)

Special Education Type and Description

Special Education | Description

Type Code
001 High Incidence (Adaptive) Special Education
002 Deaf or Hard-of-Hearing
003 Visually Impaired
004 English to Speakers of Other Languages (ESOL)
005 Low Incidence (Functional) Special Education
006 Gifted
007 Adaptive PE
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Examples of Assignments files:

3123121234 9876 180001000010000000001

OR

3,123121234,9876,1,80001,0,0,0,0,1,0,0,0,0,0,0,0,0,0,1,,,,.,

3999999999 8888 4 02001 00000000001 1004002 1234567890

OR

3,999999999,8888,4,02001,0,0,0,0,0,0,0,0,0,0,1,1,0,0,4,002,,,1234567890,

31231212343579521006 0000000000001 13 14.0101 2468013579

OR

3,123121234,3579,5,21006,0,0,0,0,0,0,0,0,0,0,0,0,1,1,3,,14.0101,,2468013579

Shared Staff FTE data (uploaded by Hiring District)

One record, consisting of 7 columns, for each educator for each building.

Data Item Maximum # Description

of Characters

Table Code 1 The code indicates this is Shared Staff FTE data. This code must be a 6.

SSN 9 The SSN of the educator in the format 999999999. Do not enter
hyphens.

Receiving District # 5 A unique five-digit number assigned to the receiving district by the KSDE
in the format DO###.

Receiving Building # 4 A unique four-digit number assigned to the building by the KSDE.
Required only for private schools. Leave blank for public schools.
Enter a single space if leaving entry blank.

FTE 4 The Full-time Equivalency of the individual in the format of 9.99 (include
the decimal point)

Educator ID (EID) 10 Unique EID assigned by KSDE. Not required if SSN is entered. Enter a
single space if leaving entry blank.

Shared Only 1 Educator is shared with other districts only and does not have an
assignment in hiring district (single space = No, 1=Yes) Enter a single
space if leaving entry blank.
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Examples of Shared Staff FTE files:

6999999999 D0340 0.5 1
OR
6,999999999,00340,,0.5,1

6 123121234 Z0039 8572 0.25
OR
6,123121234,70029,8572,0.25,

Shared Staff Assignment Data (uploaded by Receiving District)

One record, consisting of 28 columns, for each assignment for each educator for each building.

Data Item

Table Code
SSN

Building #
Educator Type
Subject #
Pre-Kindergarten
Kindergarten
Grade 1
Grade 2
Grade 3
Grade 4
Grade 5
Grade 6
Grade 7

Grade 8

KSDE.gov | Kansas State Department of Education

Maximum #
of Characters

1

Description

The code indicates this is Shared Staff Assignment data. This
code must be a 5.

The SSN of the educator in the format 999999999. Do not enter
hyphens.

A unigue four-digit number assigned to the building by the KSDE.
See table below for Educator Type Codes and Descriptions.
The five digit Kansas Course Code for the educator's assignment.
A list of subject numbers is available in the License Personnel
Guide.

Indicates whether the educator is teaching students at this grade
level in this assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade
level in this assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade
level in this assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade
level in this assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade
level in this assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade
level in this assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade
level in this assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade
level in this assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade
level in this assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade
level in this assignment. Enter 0 = No or 1 = Yes.
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Data Item

Grade 9

Grade 10
Grade 11
Grade 12

Class Count
SPED/ESOL Type

Pathway

JAG Course
Educator ID (EID)
Co-Educator EID
Hiring District

Hiring Building

Name

Maximum #
of Characters

1

10

10

30

Description

Indicates whether the educator is teaching students at this grade
level in this assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade
level in this assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade
level in this assignment. Enter 0 = No or 1 = Yes.

Indicates whether the educator is teaching students at this grade
level in this assignment. Enter 0 = No or 1 = Yes.

The number of classes taught in the current subject.

See table below for SPED/ESOL Type Codes and Descriptions.
Enter a single space if leaving entry blank.

The CIP Code found in the Career Cluster Guidance Handbook or
Licensed Personnel Guide. The CIP Code should be a numerical
code in the format of XX XXXX. Leave blank if not applicable.
Enter a single space if leaving entry blank.

KSDE IS NO LONGER COLLECTING THIS DATA. LEAVE BLANK.
Enter a single space to leave entry blank

Unique EID assigned by KSDE. Not required if SSN is entered.
Enter a single space if leaving entry blank.

Unigue EID assigned by KSDE. Leave blank if not applicable.
Enter a single space if leaving entry blank..

A unique five-digit number assigned to the Hiring district by
KSDE.

A unique four-digit number assigned to the Hiring building by
KSDE. The building number is only needed if the building is a
private building. If the hiring district/building is public, the field can
be left blank. Enter a single space if leaving entry blank.

Name of the educator. Enter a single space if leaving entry
blank.
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Educator Type and Description
1 Elementary/Preschool (Grades EC-6)

Middle School (Grades 5-8)

Secondary (Grades 9-12)

Special Education/English to Speakers of Other Languages (Grades Pre-K-12)

Career and Technical Education (Grades 7-12)

o U~ WN

School Specialist (Library Media Specialist, Reading Specialist, School Counselor, School
Psychologist)

7 School Support (Career Exploration or Character Education, Virtual Course Monitor,
Homebound, In-School Suspension, Substitute-Contracted, Staff Development, Educator
Leader, Academic Coach, Full Release Mentor Educator)

8 Leadership/Administration

Special Education Type and Description

Special Education Type Code | Description

001 High Incidence (Adaptive) Special Education
002 Deaf or Hard-of-Hearing

003 Visually Impaired

004 English to Speakers of Other Languages (ESOL)
005 Low Incidence (Functional) Special Education
006 Gifted

007 Adaptive PE

Examples of Shared Staff files:

5999999999 8888 302001 0000000000000 1 41234567890 2468013579 D0608 John Smith
OR

5,999999999,8888,3,02001,0,0,0,0,0,0,0,0,0,0,0,0,0,1,4,,,1234567890,2468013579,D0608, John Smith
5123121234 2468 49400111111111000000 1001 Z0029 8566

OR

5,123121234,2468,4,94001,1,1,1,1,1,1,1,1,0,0,0,0,0,0,1,001,,,20029,8566,
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Vacancy Data

One record, consisting of 8 columns, for each vacant assignment.

Data Item

Table Code
Educator Type

Subject Area

Course or SPED/ESOL Type

All Level Endorsement

CTE Industry

Semester

Vacancy Reason

Maximum #
of Characters

1
2

Description

The code indicates this is Vacancy data. This code must be an 8.

Educator Type of the vacant position. See table below for Educator
Type Codes and Descriptions.

Two-digit subject area number of the vacant position. A list of
subject area numbers is available in the License Personnel
Guide. See table below for subject area ranges. Enter a single
space if leaving entry blank.

Three-digit course number or SPED/ESOL type for the vacant
position. A list of course numbers is available in the License
Personnel Guide. See table below for SPED/ESOL Codes and
Descriptions. Enter a single space if leaving entry blank.

Indicates a PRK-12 endorsement (without regard to a specific
educator type). See table below for All Level Endorsement
Codes and Descriptions. Enter a single space if leaving entry
blank.

Indicates there is a CTE Industry vacancy. See table below for CTE
Industry Codes and Descriptions. Enter a single space if leaving
entry blank.

The semester of the vacancy report. Enter 0 for Fall, 1 for Spring.

See table below for Vacancy Reason Codes and Descriptions.

Some of the columns in the Vacancy data file will remain blank. Enter a single space if leaving entry blank.

Data Iltem

The table below shows which columns will have an entry, based on the Data Item.

Data Item Enter Data Item for:

Table Code

Educator Type

Subject Area

Course or SPED/ESOL Type
All Level Endorsement

CTE Industry

Semester

Vacancy Reason

ALL Educator Types
ALL Educator Types

ONLY Educator Types 2,3,4,6,7,8
ONLY Educator Types 4,6,7,8
ONLY Educator Type 99

ONLY Educator Type 5

ALL Educator Types

ALL Educator Types
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Educator Types and Descriptions

Educator Type Code | Description

91
92

0 N4 oo U1 M WN

99

Elementary
Preschool
Middle School
Secondary
SPED/ESOL

CTE

School Specialist

School Support

All Level Endorsement

Leadership/Administration

Educator Type Codes and Subject Area Codes

Educator Type Code | Subject Area Code Ranges

Leave Subject column blank

91
92

0 N oo U1 M WN

99

51-72
01-22
94

96
91,93
91

Leave Subject column blank

Leave Subject column blank

Leave Subject column blank

SPED/ESOL Type Codes and Description

Type Code | Description

001
002
003
004
005
006
007

High Incidence SPED
Deaf or Hard-of-Hearing
Visually Impaired

ESOL

Low Incidence SPED
Gifted

Adaptive PE

KSDE.gov | Kansas State Department of Education
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All-Level Endorsement Codes and Descriptions

All-Level Endorsement Code | Description

1 Art
Health
Instrumental Music

Music

Physical Education
Vocal Music

7 World Languages

o U1 A WN

CTE Industry Codes and Descriptions

1 Agriculture

2 Business

3 Design, Production and Repair
5 Health and Human Services

6 Media and Technology

7 Public Services

Vacancy Reason Codes and Descriptions

2 Budget

4 No applicants

5 No fully qualified applicants based on endorsement area

6 No fully qualified applicants based on professional attributes

7 Preferred a specific non-fully qualified applicant over fully qualified applicant
8 Qualified applicant refused offer for position

Examples of Vacancy files:

89118 Elem spring vacancy because qualified applicant refused offer for position

OR

891,18

830525 HS fine and performing arts fall vacancy because no applicants had the endorsement
OR

8,3,05,,25

8494002 14 SPED/ESOL deaf or hard-of-hearing spring vacancy because there were no applicants
OR

8,4,94,002,,1,4

85612 CTE spring vacancy in the media and technology industry because of budget

OR

85,612

889101026 Lead/Adm supt fall vacancy because no applicants had appropriate professional attributes
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OR

8,8,91,010,,2,6

899127 All Level Endorsement art fall vacancy because preferred a non-qualified applicant
OR

899,,1,2.7
Structured Literacy Data

One record, consisting of 8 columns, for each educator who has either earned the Seal of Literacy or is currently
enrolled in a state approved training program.

Data Item Maximum # Description:

of Characters

Table Code 1 The code indicates this is Structured Literacy data.
This code must be a 9.

Educator ID (EID) 10 Unique EID assigned by KSDE.

First Name 45 The first name of the educator.

Last Name 45 The last name of the educator.

Structured Literacy Training Program 1 Is the educator enrolled in or has completed a

(SLTP) Structured Literacy Training Program (SLTP)? Enter 0O
for No, 1 for Yes.

Completion or Projected Completion 10 SLTP completion date (or projected date if currently

Date enrolled) in MM/DD/YYYY format. If No is entered
for SLTP, leave blank.

Educator Position 1 See table for Educator Position Codes and
Descriptions. If No is entered for SLTP, use 0.

Educator Training Program 2 See table for Training Program Codes and
Descriptions. If No is entered for SLTP, use 0.

Examples of Structured Literacy files:
95321246347 Dean Martin 000

OR

9,5321246347,Dean,Martin,0,,0,0

9 5524828347 Frank Sinatra 1 09/10/2025 3 10
OR

9,5524828347,Frank,Sinatra,1,09/10/2025,3,10
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Educator Position Codes
0 N/A

1 Elementary Teacher
Elementary SPED Teacher
Elementary School Psychologist
Elementary Reading Specialist
Elementary Administrator

Early Childhood Teacher

Other

N o o AN

Educator Training Codes

Educator Training Program Code | Training Program

0 N/A

—_

LETRS for Elementary Educators

LETRS for Early Childhood Educators

LETRS for Administrators

Pathways to Proficient Reading

Pathways to Proficient Reading Secondary
Pathways to Literacy Leadership

Keys to Beginning Reading

Foundations of the Science of Reading Course

Structured Literacy Intervention Specialist Course
R.E.A.D. Redefined

O VW 00 NN oo 1 M W N

N
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District 1 District 2 District 3 District 4

Vision
Kansas leads the world in the
success of each student.

- k n; |

lice Chair i i hr ie O'Bri
SUCCESS DEFINED Danny Zﬁck. Vice Chai Melcfmle Haas MI|.ch.e||e Dor_‘nb ?sky Fon_mg 0 Br‘l.en
danny.2eck@ksde gov melanie haas@ksde, gov nichelle.dombrosky@ksde.gov connie.obrien@ksde gov
A successful Kansas high
school graduate has the District 5 District 6 District 7 District 8

e Academic preparation,
e Cognitive preparation,
e Technical skills,

¢ Employability skills and
e Civic engagement

Cathy Hopkins, Chair Dr. Beryl A, New Dennis Hershberger Betty Arnold

to be successful in cathy hapkins@ksde.gov beryl.new@ksde gov dennis hershherger@ksde.gov betty.arnald@ksde gov

postsecondary education, in
the attainment of an industry District 9 District 10
recognized certification or in -
the warkforce, without the
need for remediation.

Jim Porter Debby Potter

" Kansas divided into the ten State Board of Education districts.
Jim,porter@ksde.gov debbie.potler@ksde.gov

—— - 900 SW. Jackson Street, Suite 102 | Topeka, Kansas 66612-1212 | (785) 296-3201 | www.ksde gov
STATE DEPARTMENT OF Kansas Commissioner Deputy Commissioner Deputy Commissioner Deputy Commissioner

E DUCATION of Education Division of Fiscal and Division of Learning Services Division of Accountability
Mministrative Services and Technology

o i | ™
Dr. Jake Steel Dr. Frank Harwood Dr. Renee Nugent Dr. Zach Conrad
jake steel@ksde gov frank.harwood@ksde.gov rengenugent@ksde.gov zach.conrad@ksde.gov

The Kansas State Board of Education does nat discriminate on the basis of race, color, religion, national origin, sex, disability or age in iis programs and activities and provides equal access Lo the Boy Scouts and other designated youth
groups. The following person has been designated to handle inquiries regarding the nondiscrimination polides: KSOE General Counsel, Office of General Counsel, KSDE, Landon State Office Building, 900 SW. Jackson, Suite 102,

lopeka, KS 66612, (/83) 296-3201.
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