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Accessing KCCMS/EDCS/KCAN/Pathway

Application Login

Website: Authenticated Applications (https://apps.ksde.org/authentication/login.aspx).

e Authenticated Applications isn't supported for mobile devices, cell phones and tablets, etc.
e Edge, Firefox or Chrome should work for PC.

e Chrome, Firefox, Safari or Opera should work for Mac.

Jpans User Login for KSDE Web Applications

Common Authentication Login

User Name:

Password:

- Forgot password?
e

Need Assistance?

General Help KN-CLAIM Support KCCMS or Pathways Support
nelpdesk@ksde org cnwapplications@ksde org pathwayshel
(785) 296-7935 (785) 296-2276

KESA Support KEEF Support
X ) org - Ann Yates

eannetie Nobo

948 -
(785) 296-8110 - Myron Melion (785) 296-4948 - Jeannetie Nobo

ew User Registration

If you have not yet registered o have an individual Usemname and Password for accessing KSDE web applications, click here to register

If you need assistance in registering for a new account please visit this link. New User Registration Help

KCCMS, EDCS, KIDS and the Pathways application are all accessed via the Kansas State Department of
Education’s web applications log in page.

Potential users should be aware that their superintendent will need to give approval for access to each
of the web applications. An email is sent to the superintendent at the time of Registration or the user's
request for access. The following steps are common for all applications:

1 Kansas State Department of Education | www.ksde.org


https://apps.ksde.org/authentication/login.aspx

ACCESSING KCCMS/EDCS/KCAN/ PATHWAY | KANSAS COURSE CODE MANAGEMENT SYSTEM USER GUIDE

New Users

o vk W

Click “Register” - follow directions

Select the relevant application

Select desired role

District Level ("All Buildings") - ability to add, edit and upload local course data
School Level - read only access

Click “submit”

Existing Users

Requesting Different Role and/or Access

1.

vk W N

NOTE:

Log-on and click “Manage My Account”

Select relevant application

Select desired role

District Level ("All Buildings")- ability to add, edit and upload local course data
School Level - read only access

Click "submit”

If you are an existing user requesting a different role access you must follow new user
directions. You can use the same password, but must select a different user name.

Private Schools Only

1.
2.
3.
4.
NOTE:

Log-on process the same as for New User or Existing User
Select Organization, then building name

Access as “School Read Only”

Click “Submit”

Private schools are considered their own district, so “School Read Only” status will provide them
with the same rights as that for district access. Select Organization, then Building Name, then
access as “School Read-Only”. Example, Organization: Z0029 - Kansas City Catholic Diocese,
Building: St Thomas Aquinas High School. Select “KCC”, the desired role, and then click “Submit”
after filling in User Name and Password information. They will then be able to upload their
Course Codes.
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Superintendent Approval

New Users; Existing Users Requesting New Role or Access

As previously stated, after this information is received at KSDE, an approval request email is sent to the
superintendent. When the approval request form is completed and returned to KSDE from the
superintendent, the user information is entered into the system and a confirmation email is sent. Then
the relevant application will be accessible on the menu of available applications. Please call the KIDS
Help Desk at (785) 296-7935 with questions or refer to the help tutorial on the login page.
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The Kansas Course Code Management System

What is the KCCMS?

The Kansas Course Code Management System (KCCMS) is an authenticated web application for
“mapping” or connecting local district course codes to State course codes. The KCCMS will serve as the
master data management source for all of the Kansas course records. The district courses, mapped
within KCCMS, will be available in the following systems:

1. The Educator Data Collection System (EDCS).
2. The Kansas Individual Data on Students (KIDS).

3. The Career and Technical Education (CTE) Pathways application called the Career Pathways
Program of Study Application (CPPSA).

School districts are asked to upload or otherwise enter their local course data (pre-K-12) into the KCCMS
and complete the course mapping sequence (connecting the local courses to State courses). Once a
district has mapped all its courses, it will only need to use KCCMS to enter and map any new local
courses, or to map new course numbers that the state has identified.
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Secondary School Course Classification System
(SCED) and National Center for Education
Statistics (NCES)

The following section is to give the new user an idea of how course codes were developed and the
function they play.

Course Classification - Unique Course |dentifiers

In order to allow for uniformity across systems, all courses are given a series of codes thus producing a
unigue identifier.

The basis for the Kansas state course codes is the Secondary School Course Classification System:
School Codes for the Exchange of Data (SCED) developed and published by the National Center for
Education Statistics (NCES): National Forum on Education Statistics - School Courses for the Exchange of
Data (SCED)*. Utilizing the SCED provides state and national standardization. It makes transcripts more
understandable across districts and between high schools and postsecondary institutions.

Here are two examples following the National Course Code Structure:

AVAILABLE
COURSE DESCRIPTION COURSE LEVEL CREDIT SEQUENCE
04 151 H 1.00 11
Social Sciences U.S. Government  Honors One Carnegie "1 of 1" - not part
and History - Comprehensive unit of a sequence
AVAILABLE
COURSE DESCRIPTION COURSE LEVEL CREDIT SEQUENCE
04 151 R 0.50 12
Social Sciences U.S. Government  Regular One-half "1 of 2" - first
and History - Comprehensive Carnegie unit part of a two-

course sequence

" https://nces.ed.gov/forum/sced.asp
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Elements of the NCES Coding Structure

Prior-to-secondary course codes and the secondary course code frameworks consist of four basic
elements. These elements create a unique identification code for any course. The 4 component
elements are as follows:

1.

Course description code - This consists of two parts: a “Subject Area code” and a “Course
|dentifier code” within the Subject Area.

Course level (rigor) code - The majority of courses that schools offer are coded general. They
are intended for any student in the proper grade-level range. However, some courses are
distinguished by having more or less rigorous requirements in contrast to a “regular” course and
are designated as enriched/advanced, honors, or basic/remedial.

Available credit (for secondary) or grade span (for prior-to-secondary) code.

Sequence code - a two-character element that should be interpreted as “part N of M parts.”)
Sequence describes the manner in which school systems may “break up” increasingly difficult or
more complex content. School districts operating on a semester or trimester schedule
frequently offer consecutive courses fitting into one “Course Description”.

Sources:  Prior-to-Secondary School Course Classification System: School Codes for the Exchange of

Data (SCED) http://nces.ed.gov/pubs2011/2011801.pdf and Secondary School Course
Classification System: School Codes for the Exchange of Data (SCED) developed and
published by the National Center for Education Statistics (NCES): _
http://nces.ed.gov/pubsearch/pubsinfo.asp?pubid=2007341 .
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Kansas Course Codes Management System and
NCES Coding Structure Terminology

This section contains terms that will be utilized frequently throughout the manual.

Local district course records are entered into KCCMS and “mapped” to the most appropriate Kansas
State Course, and its accompanying Course Description Code, from a pre-set listing made available in
KCCMS (See “Reports”, then “State Course Codes” in the KCCMS application.)

The Kansas Course Code Management System reflects the NCES coding structure to a degree. In
addition, the following information is maintained:

Terminology Description

Course Title The Local course title is not regulated and is determined by the local district. This
is not a locked field.

Course In addition to the “Course Description Code” described by NCES, the district is

Description/
Descriptors

Course (Rigor)
Level

(High School)
Credit
Sequence

(Course)
Grade Level

Targeted
Program

asked to enter a written course description as a part of their local course
information. In theory, the chosen State Course should have a similar description.
If left blank, the system will populate.

KCCMS follows NCES descriptions. As it states in the previous section, the majority
of courses that schools offer are general. They are intended for any student in the
proper grade-level range. However, some courses are distinguished by having
more or less rigorous requirements in contrast to a “regular” course. KCCMS has
the follows levels of rigor to choose from:

General or regular

Basic or remedial
Enriched or advance
Honors

No specified level of rigor

X I MW@

Definitions are supplied later in this manual.

Follows the same definition as found in the NCES structure; however, for practical
purposes may reflect the reporting pattern for KCAN (i.e. If a district reports twice
a year for two semesters they would sequence a 1 of 2, and 2 of 2 set of courses).

This is the primary instructional level of a course in a school or an educational
institution during a given academic session. In general, if the course has mixed
grade levels the user should select the lowest grade applicable.

This is an indicator that the course is funded specifically for the benefit of the
subgroup indicated (e.g. SPED, ESOL) and the majority of students in the course
are members of the subgroup. In some instances, other students may also
participate in the course. This field is primarily used by KSDE auditors. It is also
utilized in relation to DLM testing; courses must be designated “Special
Education” in order to allow for functional teachers access to the DLM testing.
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Terminology Description

Delivery Type The primary mode of delivery used for the course.

College/Career KCCMS asks for an indicator of whether the course is approved by Kansas for
“Career and Technical Education” (CTE) credit and/or dual credit. CTE
program/pathways are organized around specific knowledge and skills and based
on a group of occupations. They are a coherent, articulated sequence of rigorous
academic and career related courses, commencing in eighth or ninth grade and
leading to an associate degree, an industry-recognized certificate or licensure,
and/or a baccalaureate degree. All newly entered CTE courses will go into
“pending” status upon entry, awaiting approval by a CTE staff reviewer; and will
not be available for use in EDCS until it is approved.

Qualified The Qualified Admissions field is not a part of the Unique Identifier/Duplication

Admissions Rule KCCMS fields (see next page) , and cannot be edited by the district. This
information comes from the Kansas Board of Regents. The Kansas Board of
Regents works with the Kansas State Department of Education to use the Kansas
Course Code system to identify courses that meet the Qualified Admissions
precollege curriculum requirements. Qualified Admissions criteria for those
pursuing postsecondary admission at a Kansas public university summer 2021 or
later focuses on cumulative GPA and/or ACT score. GPA and ACT score criteria
vary across institutions and are outlined below. The curriculum units previously
required and considered in the Qualified Admissions criteria will no longer be
required. See: http://www.kansasregents.org/qualified admissions for more
information.

The codes that appear in this field are:

E This course meets the standards for an “Elective” Qualified Admissions
course.

Q  This course meets the standards for Qualified Admissions.

N No, this course does not meet the standards for any Qualified
Admissions or Elective courses.

Note: KCCMS allows the user to export only a selected year's Qualified
Admissions (QA) status rather than duplicating the same course QA per
year.

8 Kansas State Department of Education | www.ksde.org
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KCCMS Unique Identifier/Duplication Rule Fields

It is particularly important for the user to become aware of the Unique Identifier/Duplication Rule Fields
in KCCMS and their uses. Many of the concepts explained above will be repeated in this section with
additional details being supplied.

The “Unique Identifier” fields, as their name suggests, keep a course unique in KCCMS. The fields
comprise the “identity” of each course, and one difference in any of the fields, when reporting,
will cause the system to think the report is talking about a different, or not present, course. The
Unique Identifier fields also play a role as “Duplication Rule Fields”. During a district upload the
system looks at these fields to determine if the course is an update of an existing course or an
entirely new course.

e local Subject Area

e *Local Course Identifier

LOCAL COURSE DATA

e The entire KCC ID comprised of the

Local Subject Arca: * Local Subject Area Code: * Local Descriptor: *

fO | |OW| ng | m pO rt ﬂe | dS Hoalth Science — KS et [Ehecking for Bamp; 239;R&amp;#39;
[Emerg Med Technician B (1 o7 1) | 15017 :
o State Subject Area Code L - e
General (G) v
o State Course Identifier P socarnt e .
o Course Level o o TE 4
(@] C re d |tS l;?ucu::l:f;{z::;::p.um part of an approved Program or Pathway (R) ~

° Se q Uence | ;?E:E:T?'n Date: * Local Expiration Date:

o Sequence TOtal STATE COURSE DATA
_bi""E Sui;)g(i Area: ___ |state Subject Area Group:
S Vil W
o Grade Level R —
© Ta rgete d P rogra m State Course Title: State Kansas Course Code:
055: Emergency Medical Technology B | 6055
o Delive ry Type tate Qualified Admissions: E

o College Career

o Effective Date

*Important Note: Local Course Identifier - The Local Course Identifier is determined/created solely by the
school. Many schools choose to use the State Course ID, which is allowable. The Local ID that is
reported with a KCC ID in an KCAN report must match exactly the Local ID associated with that
KCCID, as previously entered into KCCMS.

The “Expiration Date"” field is NOT included as a Unique Identifier, so if the district retires a course
but creates a new course with exactly the same information in the Unique Identifier fields as the retired
version, the system will tell the user the course already exists.

9 Kansas State Department of Education | www.ksde.org
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The Kansas Course Code Identifier (KCC
Identifier or KCC ID)

Various components of the course classification codes are put together to form what the Kansas State
Department of Education calls the “Kansas Course Code Identifier”. This unique code is an
alphanumeric string attached to each course a school enters into the KCCMS. The identifier includes all
the course attributes indicated for the individual course during the mapping process in KCCMS.

The Ten Kansas Course Code Fields Comprising the KCC ID

Course Code

Description

1. State Subject
Area Code

2. State Course
Identifier

One of the defined Kansas subject areas

Keep in mind that the “Course Identifier” field in the KCC ID is the State course
identifier. The local district/school also has its own local course identifier.
Schools may choose any local course identifier they wish but must use the
exact same local identifier when reporting as what they have entered previously
into KCCMS. This is due to the fact that the district/school Local Identifier is now
a part of the Unique Course Identifier/Duplication Rule fields and is validated
against by KCAN. Always make sure the Local ID in the local school information
system (SIS) is the same as what the district has entered into KCCMS before
uploading an KCAN report. Using the Pathway Courses report to verify local
course data yearly is a good practice.

10 Kansas State Department of Education | www.ksde.org
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Course Code Description
3. Course Level
(Rigor)

Course Level: *

General (G)
Basic/Remedial (B)
Honors (H)
Enriched/Advanced (E)
No Specified Rigor (X)

-

G  Generalor regular - a course providing instruction in a given subject
area that focuses primarily on general concepts appropriate for the
grade level. General courses typically meet the state's or district's
expectations of scope and difficulty for mastery of the content.

B Basic or remedial - a course focusing primarily on skills development,
including literacy in language, mathematics, and the physical and social
sciences. These courses are typically less rigorous than standard
courses and may be intended to prepare a student for a general
course.

E Enriched or advance - a course that augments the content and/or rigor
of a general course, but does not carry an honors designation.

H  Honors - a course carrying an honors status according to educational
requirements. These courses typically include additional content and/or
a higher level of rigor than that found in general courses, and they are
formally designated as honors courses.

X No specified level of rigor -- The notion of rigor may not be appropriate
for some courses at the elementary and middle levels; survey or
interest courses that expose students to a variety of subjects are
examples.

4. Credits This field is for the number of credits a student earns for completing the
course. Courses that have no credits should be entered as “0.00".
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Course Code

Description

5. Seguence

6. Sequence total

7. (Course) Grade
Level

8. Targeted
program

The “Sequence” field, combined with the next field, “Sequence Total", describes
the manner in which school systems may deliver more complex course
information. An example would be a two-semester year-long course, a course
for which the first semester is a pre-requisite for the second semester because
the content of that course builds on the foundations taught from the first
semester. It assumes that a student who takes only the second semester may
not be successful in that course because of not having some of the first
semester content.

In practical terms, if a district reports grades and/or credits for courses
more than once in a school year the course will typically need to be
sequenced, so that the second KCAN reporting row does not overwrite the
preceding one.

This means that typically a full year course, for which semester grades and
credits are offered, will be sequenced according to their semesters and not be
sequenced as a "1 of 1". The sequencing protocol applies to all courses,
whether general or CTE. The sequence fields themselves can be enough to
distinguish one sequence of a course from another sequence.

The total number of classes offered in a series of classes. Valid range: 1-9.

The primary instructional level of a course in a Local Grade Level:™

school or an educational institution during a given
: : IT) Special Education Infant/Toddler

academic session. PR) 3-¥r-Old Preschooler

PR) 4-Yr-Old Preschooler

PR) 5-¥r-Old Preschooler

PR) Four-Year-Old At-Risk

KG) Kindergarten

1(01) 1st Grade

+{02) 2nd Grade

03) 3rd Grade

04) 4th Grade

05) 5th Grade

06) 6th Grade

07) 7th Grade

08) 8th Grade

1(09) 9th Grade

10) 10th Grade

11) 11th Grade

1(12) 12th Grade

Note: For C13: Delivery Type - M = Self-contained |

Multi Grade classrooms, the grade level to select
would be for the lowest grade.

In general, if the course has mixed grade levels, the
user should select the lowest grade applicable. |

This is an indicator that the course is funded Tarpeted Progrem: =
specifically for the benefit of the subgroup indicated
(e.g., SPED, ESOL) and the majority of students in the

General (G)
course are members of the subgroup. In some Special Education (S)
instances, other students may also participate in the ESOL (E)

Migrant (M)
course.

IAtRisk (A)
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9. Delivery type

Delivery Type: *

|General (G)

| Distance Learning (D)
|Virtual (V)

| Self-contained Single (S)

|Self-contained Multi (M)

The primary mode of delivery used for the course. Valid values are:

G  General or regular - default for secondary school; course taught by a
teacher who is in a classroom with students.

D  Distance Learning —courses taught by a teacher in a classroom, but the
student(s) are located in a different classroom with instruction that
occurs at a set time and place.

V  Virtual - taken online; courses where the method of learning uses
online learning resources to facilitate information sharing outside the
constraints of time and place (includes Virtual courses offered by
service centers).

EDCS Distinction between Virtual Course Monitor and Distance Learning:

Virtual Software; and

Course

Monitor

Distance Course taught by an individual.
Learning

EDCS Virtual course monitor.

In EDCS, if the course is taught by software, the user should add the following
assignment to the educator who is assigned as the virtual course monitor:

Educator Type Subject Area | Course Name

School Support 93003 Virtual Course Monitor

Districts no longer add a virtual course monitor assignment for each
content area. Enter the assignment above. For the class numbers, enter
the number of hours out of day the individual serves as a virtual course
monitor.

The Virtual Course Monitor box was removed from EDCS as it is no longer
needed.

Screenshot in EDCS:

New Assignment Entry

T e
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Course Code Description

EDCS - The “Distance Learning” check box was removed from EDCS. If
Distance students receive instruction from an individual either over the
Learning Internet or through other technology, the instructor must be

added to the staff, and he or she must be licensed with the
appropriate endorsement and licenses. Distance Learning does
not need to be specified within the EDCS system.

EDCS - The Dual Credit check box was removed from EDCS. If a course
Dual Credit is “dual credit” and taught by a college professor, the

assignment does not need to be reported as dual credit. If a
course is taught by a district staff member, and the district has
an agreement with a college or university to award credit, the
district will add the assignment to the staff member within
EDCS based on the five-digit Subject Area associated with the
course.

S Self-contained single course taught to only one grade, primarily
used at elementary level

M Self-contained multi-course taught to more than one grade
level, primarily used at elementary level

Definition Self-contained classrooms are not usually found at the high
of Self- school level. However, there may be instances where the same
contained students are taught by only one teacher most of the day.
for High
School:
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Course Code

Description

10. College/Career

An indicator of whether the course is approved by the state for CTE credit or
dual credit. CTE program/pathways are organized around specific knowledge
and skills and based on a group of occupations. They are a coherent, articulated
sequence of rigorous academic and career related courses, commencing in
eighth or ninth grade and leading to an associate degree, an industry-
recognized certificate or licensure, and/or a baccalaureate degree. The field
defaults to “N” which means “Not dual credit”; if the course is not a part of a
pathway or for college credit the user may leave this field as “N". The selection
of “D" would indicate Dual Credit. In addition, the user may select these
designations:

The codes available are as follows:

N Not dual credit, not in a pathway
X CTE course not funded but in an approved program/pathway

T CTE course not part of an approved program or pathway

L*  CTE course not funded by .5 funding (can receive funding based on

Excel in CTE) and is in an approved program/pathway and college credit

D dual credit (high school/college)

-

CTE credit funding eligible if in an approved program/ pathway

C CTE credit funding eligible if in an approved program/ pathway AND

dual credit

R*  Dual credit not part of an approved program or pathway (can receive
funding based on Excel in CTE only)

Approved in Earns College
Designation .5 Funding Pathway Credit
N No No No
X No Yes No
T No No No
L* No* Yes Yes
D No No Yes
F Yes Yes No
C Yes Yes Yes
R* No* No Yes

*colleges can receive funding as per legislation. See: Excelin CTE Initiative

(5B155)

(https://www.kansasregents.org/workforce _development/excel in_career techni

cal education initiative senate bill 155)
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Course Code Description
11. Qualified The Qualified Admissions field is not a part of the Unique Identifier fields, and
Admissions cannot be uploaded or edited by the district. The codes that appear in this field
are:

E This course meets the standards for an “Elective” Qualified
Admissions course.

N No, this course does not meet the standards for any Qualified
Admissions or Elective courses.
Q  This course meets the standards for Qualified Admissions.

Qualified Admissions criteria for those pursuing postsecondary admission at a
Kansas public university summer 2021 or later focuses on cumulative GPA
and/or ACT score. GPA and ACT score criteria vary across institutions and are
outlined below. The curriculum units previously required and considered in the
Qualified Admissions criteria will no longer be required.

See: http://www.kansasregents.org/qualified admissions for more information.

State universities in Kansas follow Qualified Admissions (QA) criteria when
admitting undergraduate students. These criteria are set by the Kansas Board
of Regents, the governing body for the six state universities. The purpose of
Qualified Admissions is to enhance success at the university level by ensuring
students are prepared for the rigors of a university education. The institutions
that use QA for admission are: Emporia State University, Fort Hays State
University, Kansas State University, Pittsburg State University, University of
Kansas, and Wichita State University.

See:

e http://www.kansasregents.org/qualified admissions

e http://www.kansasregents.org/academic affairs/qualified admissions/3
17-approved-qualified-admissions-curricula-at-high-schools
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KCC ID Example

The follow is an example of a KCC Identifier:

(State)

Subject [(State) *Course Grade

Area Course Level Sequence |Level *Targeted |*Delivery |College/
Code Identifier  |(Rigor) Credits |Sequence [Total (Course) |Program Type Career
02 052 G 0.50 1 2 09 G G N

In the example above, the Subject Area Code of “02" indicates that it is a mathematics (secondary)
course in the State Courses.

The next field is the State Course Identifier, which shows that this specific course is State course “Algebra

|H

The next field in the KCC ID is Course Level and in the example is “G" for “General”.
The Credits field shows that a student will receive 0.5 credit for successful completion of this course.

The Sequence field says “1”, telling us that it is the first, or only, sequence in a sequence of 1 of 1, 1 of 2,
or more. The “Sequence Total” says “2" indicating that there is a total of 2 sequences in this instance.

The Grade Level (Course) field with “09" indicates that the primary instructional level for this course is
for 9th grade. (Note: If the Delivery Type was “M" for “Self-Contained Multi-grade” the Grade Level should
indicate the lowest grade level in that course.)

The Targeted Program field is “G” which means “General”, the default value, indicating this course is not
funded by any program.

The Delivery Type is also “G", the default value indicating a course taught by a teacher who is in a
classroom with students.

The College/Career is “N”, indicating the course is not a CTE course or Pathways course, and is not “dual
credit”.
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Navigating KCCMS

KCCMS This Welcome page is the entry into the Kansas Course Code Management System
Welcome (KCCMS). It contains the user information and logout capability. From this page the
Page/Tab user can access the layout specifications for the import file; a “definitions” file, and

the user guide.

Screen Navigating within KCCMS is accomplished primarily by the tabs at the top of the

Navigation screen. Each navigation tab represents a different aspect of the system and will be
covered within this manual. The “Side Bar Menu” has clickable links for different
options or views within that navigation tab.

Welcome | State Courses = Local Course Mapping = Reports

Welcome

Welcome!

ﬂ] Logout

= Applications
Welcome to the Kansas Course Code Management System (KCCMS)
[Z) user Guide

| Import File Layout
Specifications

[Z] Definitions
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Uploading New Courses to KCCMS

The mapping process can start when an individual from a district, with a district level access account,
uploads the local course information into the Kansas Course Code Management System. The file
uploaded is either a file generated from the local course Student Information System (SIS) or is a file that
has been created by hand. A link to the format for the local course file can be found on the KCCMS
Welcome page inside the KCCMS authenticated application (File Specifications). The user should always
check the web site to make sure they have the most current information available. For questions
regarding this file, please contact your Student Information System (SIS) vendor or see Kansas Course

Codes (KCCMS).

To upload the file, select the “Local Course Mapping” Navigation tab and find the file to upload using the
“Browse” button. Once the file has been found, select the “Open” button. To initiate the upload, select
the “Upload File” button.

Welcome | State Courses | | gcgl Course Mapping | Reports

Local Course Mapping = Upload Courses

Upload Courses

ﬂ] Logout

H;!‘lAppIications
Select a data file to upload:

w Browse._. Upload File

[2 Upload Courses

[=] Add/Maodify/Map
Courses

[Z] Definitions

The following banner will appear under the “Local Course Mapping” navigation tab when a file is
successfully uploaded. The number of records that were loaded or updated will be displayed on the
banner.

« Successfully loaded course data!
0 records were inserted; 5 records were updated.
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Trouble Shooting Uploading

If the green bar does not show up (indicating successful upload) make sure the correct browser type is
being used. (Another possibility might be a setting on the computer being utilized prevents the upload,
in which case utilizing another computer is often the most expedient method of uploading.

Error Messages - Uploading
In KCCMS, when errors are encountered in the upload file, an error alert will appear

Local Course Mapping » Upload Courses

Upload Courses

Select a data file to upload:

Browse.__ Upload File

i Failed to load course data!
40 records were in error.

In the case of a KCCMS upload error, NO records will be accepted. The error needs to be corrected
and all courses in that batch need to be uploaded again.

To review the errors, click on “View" to bring up the error messages.

Error Messages:

Error Message

Record format is invalid. Expecting 19 fields. Found 23.

Errored Records:
Error

Errors Line Data

Messages

1 1 DO |Communications and Audio/Visual T¢
Independent Study|The Local Subject is: Ct

DO____000884 The KCC Identifier is: 1109
nz/n1/20nalGi nnl1h alcIGINIFICAmm

The error messages will detail all errors that were encountered within each record.

The user will need to correct the errors in their local school information system, re-export the file, and
upload the file into KCCMS again. (OR they could manipulate the data in the exported text file to correct
it before upload.)

Primary Upload Error - Expecting 19 fields, found 23

The KCCMS exports 23 fields but only imports 19.
biowsv. || wpas s

@ Failed to load course data!
1 record was in error.

Error Messages:

Error Message
Record format is invalid. Expecting 19 fields. Found 23.

Erennad Darnedes

The discrepancy is due to the fact that Qualified Admissions information as well as State Course
information is exported for use in the user’s School Information System, but it is already in the KCCMS.
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Therefore, the user will have to keep a blank cell right after “College/Career” by removing the Qualified
Admissions Year information; and delete the Qualified Admissions, State Subject Area, State Course Title
and State Course Descriptor fields before uploading a file into KCCMS.

IMPORT e Organizaton ldentifi itaonn Mumbes 2 local Subjeet Area | C3 Local Subjoct Area Code  |C4 Local Coue idertifier €5 Local Couwne Tithe C6 Lecal Course  |[C7 Conrue Livel (C8 Creis|
D riptos
EXPORT [01 Organizaton Identific stasn Number T2 local Subject Area | O3 Local Subject Area Code  [C4 Local Cowe Idertifier 5 Local Cowne Title O Lecal Course  [C7 Courve Level 8 Credits,
Dhencriplcr
C9 Sequesce C10 Sequence Total €11 Grade Level C12 Targeted Program C13 Delrvery Type C14 College/Career C15 KSDE Lise Only €16 State Sebject Area Code
IMBORT
L9 Sequence C10 Sequence Total C11 Grade Level L1} Targeted Program C13 Delhvery Type C14 College/Career C1% Cuanified Admisions e [C18 Qualified Admissions
EXPOR1
Keepas a * delete
blank cell ;
(17 Srate Course Identifier C18 Effective Date 19 Expliration Date ! ! !
TRPORT i i i
i i i i
17 State Subject Arca C18 State Subject Area Code |C19 State Course IdentififC20 State Course Title |-:21 State Course n-.-.l::u Effective Date |c2.1 Expiration Date |
EXPORT ' i
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Mapping an Uploaded Local Course (Connecting
Local Course to State Course)

Check Teacher Endorsements

Before a user connects an unmapped Local course to a State course in KCCMS they should be mindful
of the endorsements required for the State course. This will save the school time and difficulty later
when connecting a teacher to the course in the EDCS report. Please see the “Licensed Personnel -
Endorsements” available via the EDCS web page. A link for this page can always be found on the public
Kansas Course Codes (KCCMS)? - look on the right hand side but is provided here for your convenience
Licensed Personnel2.

Note, this is not a required additional step in KCCMS, KSDE suggests this so you avoid connecting
personnel to a course that they are not endorsed to teach. KCCMS will accept the course regardless;
however, difficulty may occur later in the EDCS system.

Mapping local course data to a state course code is accomplished using the “Local Course Mapping”
navigation tab; then utilizing the “Add/Modify/Map Courses” link on the left side under the orange “Local
Courses"” heading;

Welcome = State Courses ‘ Local Course Mapping | Reports

Local Course Mapping = Add/Modify/Map Courses

Add/Modify/Map Courses

ﬁJ Logout

= applications

Organization: Local Course Title Keyword(s): KCC ID:

Eh— v | |

Lé UrrerlEnrmes State Subject Area: Local Course Identifier:

[ Add/Modify/Map [ v| | |

Courses

. o Effective Date Range: Expiration Date Range:
ed [ ] ed [ ]
Course Status: |Active V‘

Course Data Status:

Cmapped Flunmapped

Local Courses: 0 record(s) found Add New Course ‘ Mass Expire Courses |

NOTE: This button expires only those selected courses

currently displayed on this page.
Qualified Admissions: | All Years v T
Expiration Date; |09/10/2015

[Iselect All Courses (on this page) to Expire [ De-Select All Courses (on this page) to Expire

2 https://www.ksde.org/Default.aspx?tabid=444
3 https://www.ksde.org/Default.aspx?tabid=812
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Using the check boxes under “Course Data Status”, the user can filter for only “Unmapped Courses” (or
“Mapped Courses” for when the user wants to edit previously mapped courses) then clicking “View
Courses”. Users may change the number of courses displayed by changing the “Items Per Page”:

Items Per Page (at the bottom right of the screen)

| | | | | vap e | | |

| |
| b oH Items Per Page: |

Navigate between Pages (at the bottom left of the screen)

Users may also navigate between pages using the navigation function at the bottom left of the screen
utilizing the page forward/backward arrows or by selecting a page number from the dropdown menu.

Selecting “Edit” beside a course will begin the mapping process.

Course Status: |Acive ™

Course Data Status:

[mapped  Flunmapped

Local Courses: 1 record(s) found | Add New Course || Download Export File |

Qualified Admissions: | All Years v

Local Local KCC

Local Effective Local Expiration
Date Date

Edit || coMM 099 Math 7/1/2013 7/30/2014 m
[Eat] o |eas

Communications course

| Ttems Per Page:

Local Subj’ fea Tdentifier Identifier Local Title/Descriptor Last Edited On

A screen similar to the one below should appear containing the local data the user uploaded:

LOCAL COURSE DATA

Local Subject Area: * Local Subject Area Code: * Local Descriptor: *

‘Eng | ‘01 ‘ English/Language Arts I (9th grade) courses build upon students” prior
knowledge of grammar, vocabulary, word usage, and the mechanics of

Local Course Title: Local Course Identifier: * writing and usually indlude the four aspects of language

‘Enghsh Language Arts | | ‘010013 use: reading, writing, speaking, and listening. Typically, these courses
introduce and define various genres of [iterature, with writing exercises

Local Course Level: * Local Credits:* often linked to reading selections.|

General (G) v

Local Sequence:* Local Grade Level:*

of [sth Grade (14) v

Local Targeted Program: * Local Delivery Type: *

General (G) v General (G) v

Local College/Career: ¥

[ Mot dual credit () v

Local Effective Date: * Local Expiration Date:

07/01/2015

STATE COURSE DATA
State Subject Area: State Subject Area Group:
Vl ‘- select group - Vv

State Course Title: State Kansas Course Code:

state Qualified Admissions:

Update | Cancel * = = = Update/Duplicate
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Review all of the required fields (marked with an asterisk) for accuracy and then scroll down to “State
Course Data” and begin mapping (or connecting) the Local Course to a State Course by utilizing the
drop-down menus under “State Course Data”. The State Subject Area Group may need to be left blank:

STATE COURSE DATA

State Subject Area: State Subject Area Group:
01: English Language and Literature (secondary) W |- select group - hd

State Course Title: State Kansas Course Code:
| 001: English/Language Arts I (9th grade) W 01001

State Qualified Admissions: Q

Descriptor:

English/Language Arts I (9th grade) courses build upon students’ prior knowledge of grammar, vocabulary, word usage, and the mechanics of writing
and usually include the four aspects of language use: reading, writing, speaking, and listening. Typically, these courses introduce and define various
genres of literature, with writing exercises often linked to reading selections.

* Required Information Update/Duplicate

Local Courses: 91 record(s) found Add Mew Course | ‘ Download Export File | | Mass Expire Courses

NOTE: This button expires only those salected courses

currently displayed on this page.
Qualified Admissions: |All Years Vv o
Expiration Date: [09/10/2015

Selecting State Course

Note: The user should have a good idea of the State course they wish to map to before this point. The
user can view and/or export the entire State Course file under “Reports” in KCCMS. In addition, as
mentioned earlier, the user should be aware of whether or not they have appropriately endorsed staff
to teach the State course they wish to select. Another good resource for Pathway course codes would
be the current Career Cluster Handbook.

See: CTE Table of Contents?

To map to the State Course Data, select the appropriate State Subject Area in the dropdown menu. To
narrow the courses further the user MAY choose the State Subject Area Group that best fits from that
dropdown menu. That field may also need to be left blank. Using the dropdown menu from the State
Course Title box, select the title that seems to best align with the local course title.

4 https://www.ksde.org/Default.aspx?tabid=1030

24 Kansas State Department of Education | www.ksde.org


https://www.ksde.org/Default.aspx?tabid=1030

MAPPING AN UPLOADED LOCAL COURSE (CONNECTING LOCAL COURSE TO STATE COURSE) | KANSAS COURSE CODE
MANAGEMENT SYSTEM USER GUIDE

Once all of these elements are selected click “Update” in the bottom left lower side of the screen:

STATE COURSE DATA

State Subject Area: State Subject Area Group:
01: English Language and Literature (secondary) | |- select group - v

State Course Title: State Kansas Course Code:
001: English/Language Arts I (9th grade) v 01001

State Qualified Admissions: Q

Descriptor:
English/Lan
and usually,
|genres of

Arts I (9th grade) courses build upon students’ prior knowledge of grammar, vocabulary, word usage, and the mechanics of writing

de the four aspects of language use: reading, writing, speaking, and listening. Typically, these courses introduce and define various
ture, with writing exercises often linked to reading selections.

| Update l Cancel * Re | Information Update/Duplicate

A screen similar to the one below should appear showing the user the course has been successfully

mapped! If the user does not see the green bar stating the “course has been saved” then the course was
not successfully mapped and saved.

wWalcems | State Cournas

al pe— T
B gt wzeni Courmn Magperg = Sl Moafy
Add/Modify/Map Courses
= agpplicanany
m Duganiastion. Loesl Cowrye Tikle Bayword{s)

l
2 Uglosd Courney
i s rom Loral Casrse Tdenbifie
w Addiodify/Map [ ]
Crursas ey R~
EFfective Date Risge:

\ Eaprsstaon Dale Rage
L View Expen I I
Caursa Map Seam| ! Start|
End | | End |
o Dakaition L r— L
i Course Status: | Ao w|

Course Dats Stetus:

Oistappad [ amappad

" The course has been saved,

F——
Losl Coursesi O recoed(s) bowng | 59 N Coona

Note: If nothing happens after “Update” is clicked the user should make sure they have entered
information into every cell with a red asterisk.
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The newly mapped can now be found under the “Local Course Mapping” tab;

+ The course has been saved.

Local Courses: 91 record(s) found Add New Course | ‘ Download Export File | | Mass Expire Courses |
NOTE: This button expires only those selected courses

tly displayed on this page.
ualified Admissi All ears w| “™="
@ Expiration Date: [09/10/2015

[ select all Courses (on this page) to Expire =-Select All Courses (on this page) to Expire
Select - Local Local . -
Local Subject Local 5 Local 5 - .. Last Edited Used in
to - Local KCC Identifier 5 = Effective | Expiration
S Area Identifier Title/Descriptor Date Date On Pathways?
| Eng 01001a D1001G0.501214GGN English Language 7/1/2015 9/10/2015 No
Arts I 2:11:20 PM

English/Language
Arts T (9th arade)

Mapped courses will no longer appear in the “Unmapped Courses” list. To see which local courses have
been mapped, the user can either access the “Reports” navigation tab or use “Add / Modify /Map
Courses” in the side bar menu of the “Local Course Mapping” navigation tab.
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Editing

Editing/Editing Existing Courses (Mapped or Unmapped)

The edit function for courses is available under the “Local Course Mapping” tab, then “Add/Modify/Map
Courses”.

The user can modify either mapped or unmapped courses in the same place, utilizing the available
filters. In addition, they can search for the courses using the local course ID, the course title or the KCC
ID (in whole or in part).

Editing Restrictions

The Unique Course Identifier fields in a course CANNOT be changed during the school year for any
courses that:

e Have already been used for reporting purposes (in other words
only new unused courses can be edited).

e Have already been assigned to educators in EDCS in a previous
year.

o  This includes the courses used in a KCAN report.

e Orare a part of a current approved pathway application.

o If pathways courses need to be edited, please contact the
Pathways Help Desk.
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Update/Duplicate

These course records that say they are locked must be expired as of the end of the last school year or
the end of the current school year. The expiration date is a field that can be edited. After entering the
exp. Date, click the Update/Duplicate button at the bottom of the EDIT screen. This function will create a
new, duplicated course record in which to make your changes. Make sure your browser is not set to
block pop-ups.

If the user needs to expire a course that is in an approved Pathway in the current year, the expiration
date must be after the end of the current Pathway school year. The course CAN NOT be expired in
the current school year if it is an approved application.

Used in Pathways Column

This column was added under the “Add/Modify/Map Courses” screen, which is located under “the Local
Course Mapping” tab. The new column is entitled “Used in Pathways?" Users may check this column to
ascertain whether the course was included in a KSDE Approved Pathway for the current year. (If they
feel the indication is not correct they should contact the Pathways Help Desk.) The CTE Status column
must say Approved. If CTE course is still “pending” or if it is marked Incorrect during review, it will not
show up for use in a Pathways application.

[ 5elect &l Courses [on this page) to Expire [ De-Select All Courses (on this page) to Expire

Select | ol Subject  Local Local Local | _; pdited Usedin  CITE

e Local = S
Ex:)nire Area Identifier Local KCC Identifier Title/ Descriptor Eﬁlf:::e E";‘.:r“ On Pathways? Status

eqit || ] math 12055a |12055G0.501213GGF |Business 6/21/2017 6/21/2017 |Ne Pending

Typically, districts must place courses in a Pathways application before March 1st (ideally no later than
February 1s ) PRECEDING the beginning of a school year. After March 1st, once the Pathways
application has been approved, the application and the courses included are essentially locked down.
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Users can check the Pathways status by:

A. Clicking “Local Course Mapping” tab.

Welcome State Courses Local Course Mapping Rept

Local Course Mapping = Up| ours:

Upload Cours

ﬂ Logout

"%Applications

[2 upload Courses

[ Add/Madify/Map
Courses

Select a data file to uplo

| Definitions

B. Clicking “Add/Modify/Map Courses.”

Welcome | State Courses | | pcal Course Mapping | Reports

Local Course Mapping = Upload Courses

Upload Courses

&l Logout

"% Applications
Select a data file to upload:

@ Upload Courses

(=] Add/Modify/Map
Courses
[2) pefinitions

The “Used in Pathways"” feature should appear on the right-hand side of the screen in the resulting
course listing.

[15elect All Courses {on this page) to Expire [ ] De-Select All Courses (on this page) to Expire

Local LOou... A
Local Subject Area :Il_:i):::iﬁer Local KCC Identifier  Local Title/Descriptor Effective Expiratior Used in

Date Date ~ned On Pathways?

Career & Technical 000-CTG110 17002G0.502214GGF | Residential Carpentry 3 | 7/1/2013|2/11/2017 8/19/2015 |Yes
Education B

This hands-on course

instructs students in the

knowledge and skilfs to

repair common household

If this field indicates “Yes"” then the course cannot be deleted and the only fields that may be edited
are the “Local Course Title” field and the “Expiration Date"” field (only IF the expiration date is after
the current school year).

Pathways Help Desk assistance: Career Clusters and Pathway information

Email: pathwayshelpdesk@ksde.org Webpage: Career Clusters and Pathways

(https://www.ksde.org/Default.aspx?tabid=134)
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After the Pathways application has been Approved by KSDE, users can not add courses to the
application without the intervention of the Pathways Help Desk. If the user adds a CTE course
intended for a Pathway into KCCMS it will not automatically be included in the approved application.
Adding courses after March 1st and marking them with an X, L, F, or C in the Local College/Career field
will result in those courses not being visible in the EDCS system where teachers are assigned to courses.

LOCAL COURSE DATA

some fields may not be edited because this course has already been approved by CTE

some fields may not be edited because this course has already been assigned to a teacher in the Educator Data Collection System (EDCS) in a
wrevious school year. (Removing current school year educators in EDCS from this course will not allow you to make changes to this course). If this
course is new to your district this year, you may edit it by un-assigning the course from educators in EDCS.

Local Subject Area: * Local Subject Area Code: * Local Descriptor: *

Local Course Title: * Local Course Identifier: ¥

Residential Carpentry 3

Local Course Level: * Local Credits:*
e "
Local Sequence: ¥ Local Grade Level: ¥
V| of v oth Grade (14 )
Local Targeted Program: ¥ Local Delivery Type: ¥
- v “enera v

Local College/Career:*
Lecal Effective Date: * Local Expiration Date:

07/31/2015

Expiration Date cannot be before 6/320/2016 because it
N iy et wppwvad oo putivasy Tue this
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Course Editing

Manual Edit Method

Manually editing a course is the only way to change any of the Unique Course Identifier Fields
which comprise the unique identity for each course in KCCMS:

C2 Local Subject Area

C4 Local Course Identifier

The entire KCC ID comprised of following Import fields: C16 (State) Subject Area Code;
C17 State Course |dentifier; C7 Course Level;

C8 Credits; C9 Sequence;

C10 Sequence Total C11 Grade Level

C12 Targeted Program C13 Delivery Type and C14 College Career AND

C18 Effective Date

Any attempt to update the fields above via the Upload/Import File process would just create a new
course record instead of updating the old one already in KCCMS.

To manually edit a course:
1. Signinto KCCMS.
2. Click "Local Course Mapping" tab.

Welcome = State Courses [ Local Course Map Reports
I d

3. click"Add/Modify/Map Courses."

Welcome = State Cours

ﬂ.] Logout
= Applications
[Z Upload Courses

E[ Add/Madify/Map
Courses

View/Export
Course Map

[Z) Definitions
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4. Search for the relevant course by entering search criteria in the available fields:

° Loca | CO urse Welcome | State Courses | yacal Course Mapping | Reports

. ﬁ] 1 . Local Course Mapping » Add/Madify/Mag Coursas
Title :':" Add/Modify/Map Courses
KeyWO rd(S) : - |l:: i Organization: Local Course Title Keyward(s): : KO TD:

3 Upload Courses

o LocalCourse (gl | [l

Local Course Identifier:

. Courses =
El L1 Date K. i E: 11 Date K 0
|de ntlﬂ er e o fective Date Range: » xpiration Date Range
Staut | | Start |
End End
o KCC | D Ot h er Course Status; | Actve v
3 . Course Data Status:
filter fields Fitiasiad | Clonmapad
include:
. Local Courses: 097 record(s) found Add New Course | I Download Export File Mass Expire Courses
State Subject OIS i s s S e e
g . (A venrs w| Crren thy displayed an ..
Area . Qualified Admissions; | A8 Years v. Expiration Ciabe: %0015
!

Effective Date Range; Expiration Date
e Range

e Course Status (defaults to “Active”; choosing "All” will include active, expired, and courses set
to be active in the future.) and Course Data Status: Mapped and Unmapped (defaults to
Mapped)

5. Click "Edit" next to the selected course.

English |1211v 01001G0.501209GVN |English 1 7/1/2015 7/26/2021 (No NfA

Language 4:00:22 PM
and In this course, students
Literature will refine close reading,

writing, speaking, and
listening skills. They will
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6. The following screen will appear with the fields available for editing;

Local Course Title: * Local Course Identifier: * In this course, students will refine close reading, writing,

|English 1 | | 1211 | speaking, and listening skills. They will write narrative,
informative/explanatory, and argumentative essays for various

tasks, audiences, and purposes. These writing pieces will

Local Course Level: * Local Credits: ™ : ;
include well-chosen and properly integrated support from texts.
(G) General b The class provides multiple epportunities to read, comprehend,

and write about multi-cultural literary and informational texts.
Local Sequence:* Local Grade Level:*

of [(09) sth Grade v

Local Targeted Program: & Local Delivery Type: *
(G) General hd | (G) General hd

Local College/Career: *
|(N) Not dual credit/Regular course v

Local Effective Date: * Local Expiration Date:
[07/01/2014

—5TATE COouRsE DATA

State Subject Area: State Subject Area Group:

|01: English Language and Literature (secondary) V‘ | A
State Course Title: State Kansas Course Code:

[001: English/Language Arts I (9th grade) e 01001

State Qualified Admissions: Q

Descriptor:

English/Language Arts T (9th grade) courses build upon students’ prior knowledge of grammar, vocabulary, word usage, and the mechanics of writing and
usually include the four aspects of language use: reading, writing, speaking, and listening. Typically, these courses introduce and define various genres of
literature, with writing exercises often linked to reading selections.

* Required Informati Update/Duplicate

Local Co' - 86 record(s) found | Add New Course | | Download Export File | ‘ Expire Selected Courses |

7. Make changes to the relevant fields and click “Update” on bottom left (this makes changes to the
current course).
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Adding New Course to KCCMS

Check Teacher Endorsements

Before a user connects an unmapped Local course to a State course in KCCMS they should be mindful
of the endorsements required for the State course. This will save the school time and difficulty later
when connecting a teacher to the course in the EDCS report. Please see the “Licensed Personnel -
Endorsements” available via the EDCS web page. A link for this page can always be found on the public
Kansas Course Codes (KCCMS) - look on the right hand side but is provided here for your convenience
Licensed Personnel.

Note, this is not a required additional step in KCCMS, KSDE suggests this so you avoid connecting
personnel to a course that they are not endorsed to teach. KCCMS will accept the course regardless;
however, difficulty may occur later in the EDCS system.

Manual Method

Welcome State Courses | Local Course Mappi rts
& L Local Course Mapping » Ad p Courses
Add/Modify/Map COurses

= applications

Organization: Local Course Title Keyword(s): KCC ID:
[2 Upload Courses State Subject Area: Local Course Identifier:
2 gty | |

Courses
ctive Date Range: Expiration Date Range:

Start
L 1] ed [ ]

Course Status: ‘Active Vl

2 pefinitions

Course Data Status:

@mapoed []unmspped

Local Courses: 898 record(s) found | Add New Course ‘ | Download Export File ‘ | Mass Expire Courses

NOTE: This button expires only those selected courses

currently displayed on this page.
Qualified Admissions: |All Years v
e Expiration Date: [09/10/2015

To add courses manually:
1. Go to “Local Course Mapping.”
2. Then “Add/Modify/Map Courses.

3. Click“Add New Course” (just under the tan area of the screen as illustrated above).
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4. Ascreen should appear divided into the “Local Course Data” section and the lower “State
Course Data” Section with blank cells and/or dropdowns in each, as illustrated below.

5. The user may complete only the Local Course Data, or if they are ready to “map” (connect) their
Local Course to a pre-existing State Course they may also complete the State Course Data.
(Available State Courses may be reviewed under “Reports” then “State Course Codes” if the user
wishes to pre-determine the State Course.) At a minimum the user must complete the cells
with a red asterisk to create the Local Course.

™ Applications

[# Upload Gourses

. LoCAL COURSE DATA
! Add/Modify/'Map

Courses

| Definitions

= Local Subject Area: ¥ Local Subject Area Code: Local Descriptors *
oLﬁcal Course Title: * Local Course Identifier: *
Local Course Level: * Local Credits:®
Local Sequence:* Local Grade Level:*
of [ v

Local Targeted Program: Local Delivery Type: ¥
P L v

Local College/ Career:

N
Local Effective Date: * Local Expiration Date:
7012015 I
STATE COURSE DATA
State Subject Area; State Subject Area Group:
v [ v
State Course Title: State Kansas Course Code:

State Qualified Admissions;

o * Required Information

Local :  BO7F record(s) found | Add Mew Course | Diownload Export File | Mas s Expire Courses |
MOTE: This buthbion excpires only thogse selected cours

currently displayed on this page,
lified Admissi : _AJI‘I'ears 4
Quetified Adrmissians: [l ears V] Expiration Date: (021102015

6. Once complete, the user should click “Insert” on the lower left of the screen. (Add/Duplicate is
only if the user wants to insert and then create a duplicate template for another course.)
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Unmapped Filter option

Local Courses that are created but not “mapped” (or connected) to a State Course will only be available
using the “unmapped" filter under “Local Course Mapping” and “Add/Modify/Map Courses":

Add/Madify/Map Courses
Organization:

State Subject Area:

v
Effective Date Range:
Start
:
Course D, us:

[IMapped Unmapped View Courses

The KCCMS Course Duplication Feature

1. Click on “Local Course Mapping” tab

Welcome = State Courses | | gcal Course Mapping | Reports

[— o

2. Locate "Add/Modify/Map Courses” on the left side under the orange “Local Courses” bar and
click it.

Welcome = State Cours

8l Logout

Eﬁ Applications

[ upload Courses
(& Add/Modify/Map
Courses

View/Export
Course Map

[Z] Definitions
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3. The screen pictured below should appear. The user may search for the particular course they
wish to duplicate by entering information in the Local Course Identifier, Local Course Title
Keyword(s), or KCC ID and clicking “View Courses”.

Welcome @ State Courses ‘ Local Course Mapping | Reports

Local Course Mapping » Add/Madify/Map Courses

Add/Modify/Map Courses

-1 Logout

B Applications

Organization:
;

|2 upload Courses

State Subject Area:
(& Add/modify/Map [ v|
Courses
- Effective Date Range:
ed [ ]

Local Course Title Keyword(s):
v | |

KCC ID:

Local Course Identifier:
Expiration Date Range:
Start

[ ]
ed ]

Course Status: | Active

v

Course Data Status:

MIMapped [lUnmapped 3

Local Courses: 2421 record(s) found

Add New Course

‘ ‘ Download Export File | ‘ Mass Expire Courses |

NOTE: This button expires only those selected courses

tly displayed on this page.
Qualified Admissions: __A" Years VvV c""é" i
Expiration Date: |08/26/2015

In the following example we searched for “Local Course Identifier” 1100.

In this instance, the courseis a 1 of 1 sequence, yearlong, and one credit. However, the district teaches
this course in two semesters and reports to KCAN twice a year, once for each semester; so, they want to
change the sequence to a1 of 2" and “2 of 2", 0.50 credit each. So first the user would click on “Edit”
button which they can find next to the “Local Subject Area” column:

N LR Sl ROy o el mcaiety g Cowsee
. Add/Modify/Map Courses
A o wr
m L e e | il € e B By ] 10
W KCC H
B Vel Conarven |
Hae Sl Arra: Lol bt
- Bt ARy Sl e (L
Lo
= Bt brpm: Cigbon Basmpn ¥ ager alans Ciats Bamps
o vera N apadt
i A LR s ' _— -
(L] T
o Dl
Comnae Slalus: | Ao W
Coarus Cols W%k
+ Magpad ad I Werm L

ol L m———

1 oy iy

[y —) Aok Vo Cimapa

Copmrrand I ngoees ¥ e

Lm sl KL C Dlrwdifie Lol 1 90ie ) Cornarigitest

LR Lehi=l Wl BREiev g Bs t ) e W
12T 3T
Pl dinsi il P WO
B afudly of Bedafiow mids
AT L
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After the user clicks on “Edit” they should see a screen similar to the following screen. It shows the
details of the original course.

Walcome = State Courses | Lsesl Course Mapping | Reparts

8l Local Courss Mapping » Ada/Madily/Map Courses
Add/Modify/Map Courses

B Applications
3 Edit Existing Course

Local Courses
o

Crested On: 1/29/2014 10:21:40 AM 1y

& Upload Courses District: Edited On: 1/29/2014 10:23:27 AM by

& Add/Modify/Map

Courses LocaL CouRsE DATA

View/ Export

Course Map MMthﬁMhﬂmﬁbcmMMhﬂnwhimhhf‘mwmhmmm[m)

S Locsl Subject Ares: *  Locsl Subject Ares Code: * Local Descriptor: *

il Englsh Langusge and Losmiurs | This course will incorporate the study of inerature with grammar, wsage,
- o = and vocabulany, Composition will also be taught using the ss-trait model a5~
Locsl Course Titles * Locsl Course Identifier: * an evaiuative al, In addition, students will study the slements of the
FRESHMAN ENGLISH short gory and be introduced w0 poetry, drama, and ficion, Oral

prazeniztions may be required o help sudents develop communication

Local Course Level: * Loest Credita:® siills |
General (6 w | 1.00
Local Sequence:” Locsl Grade Level.™
L w| of |1 W Fth Grede {14 w
Local Targeted Program: * Local Delivery Type: *
General (G £ Genersi (5 w

ot dual credi (N o

Local Effeckive Dats: * Locsl Expirstion Date:

STATE COURSE DaTa

m:sub,actnru: ) State Subject Area Group:
011 Erglsh langusce and Lesratew W | v

Stte Course Tite . . State Kansas Course Code:

0 th grade) e 01001

State Qualified Admisaions: Q

Descriptors

English/Language Arts I (9th grade) courses build upon studants’ prior knowledge of grammar, vocabulary, word usage, and the mechanics of
writing 2nd usually include the four aspects of language use: reading, writing, speaking, 2nd listening. Typically, these courses introduce and
define various genres of literature, with writing exercises often linked to reading selections.

In the above instance, this course has already had teachers assigned to it in EDCS in prior years, and it
prevents editing in most of the fields. However, the user should still be able to duplicate the course by
adding the Expiration date that will expire this original record then clicking “Update/Duplicate” on the
bottom right of the screen to create the duplicate pop-up record.
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When the user clicks on the “Update/Duplicate” button it will duplicate most of the original course on the
screen, while removing the course identifier (local), credits, sequence numbers and expiration
date, thus providing a template ready for the user to complete as in the following picture:

1d: NEW  District:

LOCAL COURSsE DATA

Local Subject Ares: * Local Subiect Ares Code: * Local Descriptor: ot

English Language and Literatue M This course will incorporate the study
3 L of iterature with grammar, usage, and

- & . &
Local Course Title: Local Course Identifier: vocabulary, Compastion vall aiso be
FRESHMAN ENGLISH thught usng the sor-tralt model as an
Local Course Level: * it ® evaiuatve 1ol In addtion, studerds
Foe Sonmt e XOCH Credive will study the elements of the short
Genersl (G) b story and be introduced 10 poetry,
drama, and ficion. Oral presentations

Locsl Sequence:™ Local Grade Lewel:® may be required to help Students

~| of ~ gth Grade {14) v develop comemumication sille,
- . = {14)

Local Targeted P,
General (G)

Local Delivery Type: =
General (G) ~

Loeal College/ Career:™ )
Nk dual credit (N) v

Effective Date; * Local Expiration Date:
_E.‘ 012013

STATE COURSE DATA
State Subject Areas: State Subject Ares Group:

State Course Title: State Kansss Course Codes
DD1: Englshilanguage Arts I (9th grade N 01001

Deaacrigtor
Engizh/Langzags drtw | [9th oreds] czurses buld upzn 4 "pnar dedze of grammar. Imry, wars uxsge, ans the m

writing and ysualy Inchide the frur sapects of ianguage uzes mading, wridng. spessdng, and lizseniag, Typically, thess courses inr
duling vanaus genres of Suerdtare. with eriting e ssus oftee linked Lo reading ..,h,;u,n:.__

In the preceding example, the user now has a template ready to create a new “1 of 2" sequence. They
will eventually also create a “2 of 2" using the same method. To create the “1 of 2" they fill in the new
sequence using the drop-down fields provided. They will then enter an amount in the “Credits” field, and
perhaps change the Local Course Identifier by adding an “a” on the end. Local Identifiers do not have to
be different between two sequences, as the change in sequence is sufficient to maintain uniqueness of
the two course halves.

Note: The user should always be aware of how the district's “school information system” (SIS) operates
and all the course record data that needs to match. When it exports a file to be used to upload
to an KCAN report, does the SIS change the local course ID? Whatever KCC ID and attached
Local Identifier the district uses to report with, must match exactly what the district has already
entered into KCCMS or they will get KSDE system errors. In fact, only one difference in any of the
applicable Unique Identifier Fields is enough to cause an error in the EDCS or KIDS KCAN report.
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After completing the empty fields and updates needed in the duplicate course, it is not yet added to the
KCCMS system.

The user has two choices as follows:

1.

OR

Click “Add”

If you won't be creating an additional course record, to make a “2 of 2" for example, this simply
saves the new "1 of 2" or “1 of 1" course record.

Note: A green bar appears stating “This course has been saved” after a successful entry.

[Asa][ cancel |« Required tafor | AddDuplicate |

+ The course has been saved.

T
Local Courses: 1 record(s) found Add New Course |I Download Export File

If this bar does not appear then there is a problem and the newly sequenced course was
likely not saved to KCCMS.

Click “Add/Duplicate so that the system saves the new sequence of “1 of 2" course record to
KCCMS (as illustrated above), and then it creates a new duplicate template ready for the “2 of 2"
information to be added. A screen similar to the example below should appear once the
“Add/Duplicate” button is clicked; (once again with Local Course Identifier, Credits and Sequence
removed).

Once the user has created the new “2 of 2" sequence, if they do not wish to create another
sequence of this course, they would click “Add” and not “Add/Duplicate”. The green bar stating
“The course has been saved” should appear and the user should be returned to the
"Add/Modify/Map Courses” screen:

v

+ The course has been saved.

¥
Local Courses: 1 record(s) found Add New Course \I Download Export File
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Expiring Multiple Courses

Users have the ability to expire multiple courses (up to 50 courses at a time per page) under the “Local
Course Mapping"” tab, which is found on the left-hand side of the page.

Steps:

1. Go to the “Local Course Mapping” tab;

Welcome | State Courses | Local Course Mapping = Reports

Welcg)

-1 Logout
%Applications

Welcome!

[Z] User Guide

e to the Kansas Ca

nsas Course Code Management Sy
for tMapping your local course codes to st
master data management source for all o
mapped for yvour district will determine thi
Q Definitions Personnel Report and the Career and Tec

- As you "map” a local course to a state
endorsed personnel to teach the selecte

Q Impaort File Layout
Specifications

2. then to “Add/Modify/Map Courses” found on the left-hand side.

Welcome | State Courses ‘ Local Course Mapping | Reports

i] Logout Local Course Mapping » Upload Courses
Upload Courses

%Applications

[ upload Courses

[ Add/Modify/Map
Courses

Select a data file to upload:

[Z] Definitions

3. Users MUST expire courses PER PAGE. The program doesn't have the ability to select all

courses beyond the page. If wishing to expire as many courses as possible per page change the
“ltems Per Page” option, found at the bottom right corner of the page, to “50".

Items Per Page:

7/1/2014 12/18/2014 | No

7/1/2014
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4. Click “Select All Courses (on this page) to Expire.”

Welcome State Courses | Local Course Mapping | Reports

8l Logout

l%Ar::rm'::ation

Local Course Mapping » Add/Modify/Map Courses

Add/Modify/Map Courses

=3

Organization: Local Course Title Keyword(s): KCC ID:
DO vl | |

@ Upload Courses

State Subject Area: Local Course Identifier:
[ Add/Modify/Map v \ |

Courses

[Z] pefinitions

OR

Effective Date Range: Expiration Date Range:
Start Start
Course Status: |ACWE-‘ v‘

Course Data Status:

@mapped  Clunmapped

Local : 2421 record(s) found ‘ Add New Course | | Download Export File | ‘ Mass Expire Courses |

NOTE: This button expires only those selected courses

currently displayed on this page.
Qualified Admissions: _m o
Expiration Date: |08/26/2015

[[]select All Courses {on this page) to Expire [ De-Select All Courses {on this page) to Expire

Local Local
Local KCC Identifier Local Title/Descriptor Effective Expiration
Date Date

English Language 01001G0.501214GGN | English/Language Arts 1 9/16/2014 |No
and Literature (ath arade)

Last Edited Used in
on Pathways?

|
tifier

. Loca
Local Subject Area Tden

Individually select courses by checking the boxes in the “Select to Expire” column.

Local Courses: 2421 record(s) found | Add Mew Course | | Download Export File | | Mass Expire Courses |

NOTE: This button expires only those selected courses
currently displayed on this page.

Qualified Admissi All Years
Expiration Date: |08/26/2015

[]select All Courses (gg s page) to Expire [ De-Select All Courses (on this page) to Expire
Local Local - -
subject Area Local_ Local KCC Identifier Local Title/Descriptor Effective Expiration Last Edited Used in
Identifier On Pathways?
Date Date
O English Language 001 01001G0.501214GGN |English/Language Arts I | 7/1/2014 a/16/2014 |Neo
and Literature (oth grade) 9:28:55 AM

English/Language Arts T
(oth grade) courses build
upon students” prior
knowledge of grammar,
vocabulary, word usage,
and the mechanics of
wiriting and usually include
the four aspects of
language use: reading,
writing, speaking, and
listening. Typically, these
courses introduce and
define various genres of
literature, with writing
exercises often linked to
reading selections.

English Lang/Lit 0020a 81110G0.001206GGN | Grade 1 Reading 7/1/2014 12/18/2014 | No
1:47:21 PM
Grade 1 Reading
English Lang/Lit 0020b 81110G0.002206GGN | Grade 1 Reading 7/1/2014 12/18/2014 | No
1:47:21 PM
Grade 1 Reading
0021a 88001G0.001206GGN | Grade 1 PE 7/1/2014 12/18/2014 | No
1:47:21 PM
Grade 1 PE
ealth/Safety 0021b 88001G0.002206GGN | Grade 1 PE 7/1/2014 12/18/2014 | No
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5. Verify the selection of the current date for expiration (per autofill) or change the expiration date.

Local Courses: 2421 record(s) found Add New Course | | Download Export File | | Mass Expire Courses |

NOTE: This button expires only those selected courses

tly displayed on this page.
ualified Admissi All Years | <="
* Expiration Date: |08/26/2015

[ select all Courses (on this page) to Expire [ | De-Select All Courses (on this page) to Expire

P Local 5 .
= - = 5 - _..  Last Edited Used in
Local Subject Area Tdentifier Local KCC Identifier Local Title/Descriptor ba::lwe E);;tl:ation on Pathways?

Local

O English Language 01001G0.501214GGN | English/Language Arts I | 7/1/2014 9/16/2014 |No Dele
and Literature (9th grade) 9:28:55 AM
English/lLanguage Arts T
(9th grade) courses build
semmm b el e i

6. Click Mass Expire Courses. The user should ALWAYS click “Mass Expire Courses” before going
on to the next page.

Note: This button may be used to expire multiple courses or a single course.

e B 1

2 | Mass Expire Courses |

MOTE: This button expires only those selected courses
currently displayed on this page.

Expiration Date: |08/26/2015

Add New Cou

Local Courses: 2421 record(s) found

Qualified Admi

[[Jselect all Courses (on this page) to Expire [ ] De-Select All Courses (on this page) to Expire

Local Subject ol ol Last Edited Used in

Local Identifier Local KCC Identifier Local Title/Descriptor Ef:;::lwe E:g;rallon on Pathways?|

O English Language 01001G0.501214GGN | English/Language Arts 1|7/1/2014 9/16/2014 |No
and Literature (oth grade) 9:28:55 AM

NOTE: The expiration feature will always disregard selected courses currently in an

approved Pathways application (indicated in the last column above with a “Yes” or “No”).
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7. If the expiration is successful a box will pop up notifying the user how many courses were
expired:

Reports

ify/Map Cou

ourses

’"E\E Mumber of rows expired: 3

The user may then move onto the next page and repeat the procedure until done.
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Exporting a Course from KCCMS

Users can access the export feature as follows:
1. Click “Local Course Mapping”
2. Click "Add/Modify/Map Courses” under “Local Courses” on the left

3. Enter which courses are desired (Note: It automatically calls up the defaults of Active and
Mapped courses)

Local Courses: 2421 record(s) found |  Add New Course Download Export File | Mass Expire Courses
4. Click “Download Export File” at the bottom of the screen.

A text file will be downloaded which can then be imported into the user’s school information system
(SIS).
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KCCMS Reports

Varieties of reports are available under the “Reports” tab to assist the user and can be found in the left-
side menu:

Welcome | State Courses | Local Course Mapping | reports

Reports

Reports

ﬂ Logout

% Applications

{=| state Course
Codes

i@ Please select a report from the left navigation menu...

1=/ Local-to-state
Course Map

35 Unmapped
Courses

1=/ Local Mapped
Courses-Details

1=/ Miscellaneous
Codes

1=/ Miscellaneous
Codes Summary

§E Mapping Status
|

[—] Definitions

Pathways Courses
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State Course Code Report

The State Course Codes report will show a catalog of all State Courses, including their descriptions. This
report is helpful for choosing the state courses to which the user will wish to map their local courses.

This report, as well as all others, can be exported by utilizing the drop-down menu on the right-hand top
side of the screen:

Find | Next b -

Wk ome | State Courses | Local Courve Macgmng | Reports |

. " Reperts = Stale Covrse Codes

= View Report: State Course Codes

= apoications
) M4 e M+ [m v Jrndines Mo &
[* state Course

Cadas

|* Localto-State State Course Codes

Courta Hap

Coursas High Schoo

[ Local Mappeed Subject Area 01: English Language and Literature

Courses Detads . o 5

|* Msscelarecus

Codes 01091 . English/Language Asts | (9th grade)

[ Miscelanecus Engish/Language Ants | (3 grade] courses buld wpon stedents’ pnod knowiedge of gramea, vorabulary
Codes Summary i wibe. 0 the mechanes of witng and ususlly nchoss the ks Sapbcts of Iguage cbe rening
|* Mapping Status weleng spedlong and ktenng Typecally thede (ourset mirotuce and delne antus gennes of iterature

walh wiiting exerceied oflin bnked 13 reading sslechiens
[* pathways Courses
‘“M‘f"_ —=! 01062 - English/Lasgusge Arts || (1 grade)
Facabhll anminne Bote B ITASE avndal rooeas small. sller o balansod e s mn commensdoon s Loy on

Local to State Course Map Report

The Local to State Course Map report is a two-column report representing the local course and the state
course to which it is mapped. Only the local courses that have been mapped will be shown in this report.

Reports 1

Welcome | State Courses = Local Course Mapping

Reports = Local-to-State Course Map

View Report: Local-to-State Course Map

lﬂ Logout

= B
= Applications

Reports 4 41 Jofazz b Ml & [100% v [Find | next Wby @)
i state Course Kansas = Code Managemen! Sysfe 01
Codes
I= Locakto-state Local-to-State Course Map
Course Map
= U d English L and Literature (secondary)
S e O1: Eng (
= Local Mapped Local Course State Course
Sadgitens Course Title: English/Language Arts I (9th grade) | English/Composition |
{= Miscellaneous | |m)
Cod
— Course Identifier: 001 1101
I" Miscellaneous |
Codes Summary Course | English/Language Arts I (9th grade | English/Compotition (ft
I~ Mapping Status Descriptor: | courses build upon students? poor !wphonmu' courses are
- | knowledge of grammas, vocabulary, | freshmen and/or sophon
2 o e [word usage, and the mechanics of |spon previous writing sk
=] Definitions |wnting and usually include the four | cousses seek to develop !

Latmacts Af linsiios 1tia rasdine mntne | Arecstist and aciehess ¢
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Unmapped Courses Report

The Unmapped Courses report shows the local courses that have been entered into KCCMS but have

not yet been “mapped” or connected to a State course.

Welcome | State Courses | Local Course Mapping | Reports |

.-Logm.t th:.vmtes Unmapped Courses
View Report: Unmapped Courses

,%Applirah’nns

T -il:[ull T e |Fod bvet s

[#| state Course Kartsas ook Miriagement Systern - Genersled on 77312014 35

Codes

[7 Local-to-State Unmapped Courses

Course Map Cnghah Language and Literanare |1 i) |

I._; Unmapped w Eﬂ!lﬂ Lanpuge A T (10w Esgputiz Lasyruage 4t 0 10k pade

ECiRens e umaalh efer o balanced focus on
mm':uu:m'ruu

[. Local MiHI_}Ed wﬂr—_&uw:‘:nh

Courses-Datails mpi:;::-l'l-mﬂml

['.:. M et Tw.tuw.lrr:t-rmmlt

Codes Iratag 1% ane corpREhanLas s IR
e whally B0 debromene S Fofiod*y mhe

S el Pt el
l[::d:‘gmmus T T T "mrmmmmm' ]
[l.:. Mapping g wap ::ll Lasgaage At OT (1110 l::hmq:'khw |1=m

[*| Pathways Courses
[Z] pefinitions

Tt B TRLAG GG papEn
Sty
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Local Mapped Courses-Details Report

This report can be used for customized detailed information. This report can have as many filters
selected as needed. The user should note that by default, expired courses will not show up in this
report. To run a report for just expired courses under Local Mapped Courses Details, simply click the

“Inactive Courses Only” option next to “Run/Filter Report.

Sort the report by Local Course Title (default), Local Course Identifier, or College/Career Status
using the “Sort Order” drop down at the bottom of the tan screen. This report is good for
troubleshooting course errors in KSDE systems.

State Subject Area
[ v

Delivery Type:
[JGeneral (G) []Distance Learning (D) []virtual (v) []Self-contained Single (5) [ Self-contained Multi (M)

Targeted Program:
[JGeneral (G) [|Special Education () [1ESOL (E) [IMigrant (M) []At-Risk (A)

College/Career:

[INot dual credit (N) [C] CTE credit NOT funded in an approved program/pathway (X)

[]CTE course NOT part of an approved Program or Pathway (T) EIZ;E E:g:; (NL?T funded in an approved program/pathway and

[ CTE credit funded in an approved program/pathway (F)

[[] CTE credit funded in an approved program/pathway and college
credit (C)

[[JDual credit (college/high schoal) (D)

[[] cTE Exploratory course NOT funded in an approved program/pathway (No
longer used) (E)
[]CTE dual credit course NOT part of an approved Program or Pathway (R)

CTE Course Mapping Status:
[Jrending [Incorrect [ Correct

Display Qualified Admissions:
[[]This course does not meet the standards for any Qualified Admissions or Elective courses. (N)

[[IThis course meets the standards for Qualified Admissions (Q)

[[]This course meets the standards for an Elective Qualified Admissions course (E)

Expiration Date Range:

Effective Date Range:

start | | Start | |
End | | End | |
Sort Order: | Local Course Title V|

| Run/Filter Report | [JInactive Courses Only

MOTE: If you do not select any specific filters, the report will return ALL courses that have been mapped for the specified organization.
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Miscellaneous Codes Report

The Miscellaneous Codes report shows the courses that have been mapped to a state course code
having at least one of the following characteristics:

1. State Subject Area containing the word “Miscellaneous”
2. State Course Title containing the word “Other” or “Miscellaneous”

Several options are available to search the miscellaneous codes for the district. The searches can be
filtered by “Subject Area”, “Subject Area Group”, and “Keyword”. The options in the “Subject Area Group
will vary depending on the subject area selected. Select “Run/Filter Report” to view the report.

n

wWelcome | State Courses = Local Course Mapping | Reports

Reports » Mizosllanecws Codes

mLogout i ]
View Report: Miscellaneous Codes

= Applications
Repori=

|5/ state Course K rd: Subject Area Graups
Codes

I Local-to-State Run/Filter Repaort

Course Map

Organization: Subject Area;

£
<

= L d
E:OUFI;::FIPE T iDcﬂzz bl 3 100% vl | Fint | hest b

= Local Mapped
Courses-Details

Miscellaneous Codes

Iz Miscellaneous

Codes 01: English Language and Literature
] =| Miscellaneous - Literature—Other (Subject Area Group: Literature/Reading)
Codes Summary
District Local Course Local Course Title Local Course Descriptor
]' Mapping 5tatus Identifier
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Miscellaneous Codes Summary Report

The Miscellaneous Summary report shows a count, by subject area, of all the local courses mapped to
miscellaneous state course codes.

welcame = State Courses Lacal Course Mapping Reports

&l Logout

= Applications

] State Course
Codes

1= Local-to-State
Course Map

1= Unmapped
Courses

1= Local Mapped
Courses-Details

1=/ Miscellansous
Codes

1=/ Miscellansous
Codes Summary

] Mapping Status

1= Pathways
Courses

| Definitions

Reports = Miscellanzous Codes Summany

View Report: Miscellaneous Codes Summary

Reports

H 4L otz » 2 100% ~ | | Fin g et -

Miscellaneous Codes Summary

01: English Language and Literaturs 4

02: Mathematics (secondary) ]

03: Life and Physical Sciences (secondany) 5

04: Social Sciences and History {secondany) B

05: Fine and Parforming Arts {secondany) 5

05: World Language and Literature {secondany) 7

07 Religious Education and Theology (secondany) |

08: Physical, Health, and Safety Edecation (secondany) 4

Mapping Status Report

The Mapping Status report shows the status of the district's mapping progress at a glance. It includes
the following indicators: The total number of courses mapped, the total number of courses unmapped,
the number of courses mapped by subject area, and the total number of courses.

Welcome State Courses Local Course Mapping Reports

a Logout

= Applications

] State Course
Codes

= Local-to-State
Course Map

= Unmapped
Courses

= Local Mapped
Caourses-Details

= Miscellaneous
Caodes

= Miscellaneous
Codes Summary

] Mapping Status

1= Pathways
Courses

| Definitions

Reports = Mapping Status

View Report: Mapping Status

[Reponts

H 4t Jerz b Bl & [100m vl |Fina | text L - &

Mapping Status

01:English Langusge and Literaturs iz}

0iZ:Msthematics {s=condany) T

03:Life and Fhysical Sciences (secondany) i}

04:Socis| Sciences and History {secondany) 104

05:Fine and Performing Arts {secondary) T4

05 World Langusge and Literature (secondany) 34z

07:Religious Education and Theology (secondany) 20

0E:Fhysical, Heslth, and Safety Education (secondany) 43
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Pathways Courses Report

Users can get a summary report of the courses which have been included in an approved Pathway
application for the current year. (This is helpful for troubleshooting if courses do not show up in EDCS or
errors in KIDS reporting). Users are recommended to match the contents of this report to their local SIS
at the beginning of every school year to alleviate errors in KSDE reporting.

View Report: Pathways Courses Report

Program Year: Organization:
W
Building: State Pathway:
vi v
Run/Filter Report
| 4 4 i ]uru ] a 100% vi Find | nexe v

'Pathway Courses Report

District Name | Building No | Building Name | School Year | Pathway CIP Code i £ e Code ective Date | Expiration Date | Local Course Identifi
| T | |
2011 Design & 15.1303 Engine 40219G1 001114GGN 07/01/2009 001571
Pre mechanical Repair
construction Gas &or Diesel (1
of 1)
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Across Systems Topics

Course
Summer School

KCCMS
Summer school courses
should be mapped.

EDCS

Teachers must be
assigned to the summer
school courses AFTER the
LPR snapshot is
submitted in March but
before the KCAN record
has been submitted, if
applicable.

CENEVS

Self-Contained or Subject
Specific Elementary
Courses

e |fone overall course
outcome is reported,
map as a self-
contained classroom.

e If grades are reported
for each subject area
(math, reading, etc.),
map each subject
taught as a separate
course.

e Ifoneoverall grade is
reported, report the
assignment as self-
contained classroom
(use class count of 1).

e If grades are reported
for each subject area
(math, reading, etc.),
report each subject
taught as a separate
assignment.
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Course

Dual Credit

Reporting Dual Credit
Course (applies to KAMS,
JAG and CTE courses).

KCCMS

Each course code should

be chosen according to
course code descriptor or
Pathway Course
Competencies. They
should be mapped in
KCCMS and marked as
dual credit in the
college/career field. If the
course is a dual credit CTE
and/or pathways course,
then it should have the
appropriate dual credit
pathway code (L, C or R).
Non-CTE dual credit
courses are “D".

See:

o KCCMS CTE Course
Mapping®

e 16 Career Clusters
Web Links® (ksde.org)

EDCS

Only assign courses that
are taught by a district
staff member. Dual credit
is not specified in EDCS.
Assign the five-digit
subject area course to the
staff member.

Do not report dual credit
courses taught by a
college professor.

Pathways

Students in another
building

Courses which students
take at another building
should be included in the
district's KCCMS course
entries.

Drivers’ Education
Drivers’' Education course
should be reported if the
course will be included on
the student’s transcript.

e (08152: Drivers'
Education -
Classroom Only

e 08152 Drivers'
Education -
Classroom and
Laboratory

e 08197: Drivers'
Education -
Independent Study

e 08198: Drivers'
Education -
Workplace Experience

e 08199: Drivers'
Education - Other

> https://www.ksde.org/LinkClick.aspx?fileticket=]38zBe5uptM%3d&tabid=444&portalid=0&mid=1395
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Course KCCMS EDCS Pathways
Seminar, Study Hall and | Courses may be marked e If the course outcome | Report seminarin
Teacher/Office Aides with the course level of is determined by a High School
Course should be “no rigor” and will be teacher certified ina | Principal’s Building
reported if the student mapped using one of the content area in that Report (PBR).

earns a credit for the

miscellaneous codes. same building, then
course, and the outcome

i< included on the assign the course to

student’s transcript or that teacher.
student record. e [fthe course outcome

is determined in a
different manner, the
school counselor or
administrator
appointed to oversee
the student aide
courses should be
assigned

6 https://www.ksde.org/Portals/0/CSAS/CSAS Home/CTE Home/Career_Cluster_Pathway/16 Career Clusters Web Links
102418.pdf?ver=2021-01-20-144135-880

55 Kansas State Department of Education | www.ksde.org



ACROSS SYSTEMS TOPICS | KANSAS COURSE CODE MANAGEMENT SYSTEM USER GUIDE

Additional Educator Types

Explanation: There are several additional educator types that represent an indication of a specific role
an educator has and are not representative of a course that provides an outcome.

KCCMS: The role-based Subject Area Codes are not available to be mapped in KCCMS.

EDCS/LPR: These are unique to EDCS and all educator types are available to all districts.

Special Education Teachers EDCS/LPR

Any district that has an educator physically working in the district will need to report that educator in
EDCS/LPR.

HIGH INCIDENCE SPECIAL EDUCATION TEACHERS

e Teachers must be licensed in a content area if they are going to be assigned to a content specific
course.

e High Incidence special education means that the curriculum may be adapted to fit the needs of a
student. Students in this category generally have mild to moderate disabilities.

e Asfaras reporting in EDCS, if a high incidence special education teacher is teaching a content area
to a special education student, he or she must hold the endorsement for the general content area
as well as the high incidence SPED endorsement.

LOW INCIDENCE SPECIAL EDUCATION TEACHERS

e Teachers may provide support services and teach content to students who require low incidence
support.

e The educator must hold an endorsement for low incidence at the appropriate grade level to be
considered appropriately licensed.

e Low Incidence special education means that the student requires a different curriculum altogether.
Students in this category generally have severe to profound disabilities.

e Alow incidence special education teacher may teach all content areas to students who require low
incidence support without holding the general content endorsement.
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If the SPED (or ESOL) teacher is issuing grades for CONTENT area:
1. Select Educator type 4: SPED/ESOL
2. Select the specific subject teacher is teaching (ex: mathematics)
3. Select the course (ex: general math)*

*Course must be mapped appropriately in KCCMS to display in SPED/ESOL educator type. Screenshot in
EDCS:

New Assignment Entry

EducatorType: | gpED/ESOL Teacher v

SubjectArea | ool Education/English to Speakers of Other Lanauages v

Support Services v

SPED/ESOL Type Low Incidence Special Education v

JAG Course

Number of Classes OPrek Ok h 2 )
None Selected v Ca Os =) O Cs
Do Cho O Cha

[eoTeacher CoTeacher with:

Save Assignment Clear Assignment Data

If the SPED (or ESOL) teacher is providing support services and NOT issuing grades:

1. Select Educator Type: SPED/ESOL
2. Select Subject Area: SPED/ESOL

3. Select the appropriate course
4

Select additional SPED/ESOL code if drop box appears
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Seventh and Eighth Grade CTE Introductory Courses: High
School Credit

courses

In KCCMS In KCCMS
Code College/Carzer fisld: Code College/Car=er field:
X T

[part of an approved pathway, not funded

1. Map enly to a high school
number use for mapping?

2. and select grade level 13 (8th) ? %
In EDCS @
1. Add teacher te the high school y Only 1is available %

bakdine; Select either the Middle
2. Select Educator Type: Career Map to the Schoel or High School course
and Technical Education one available and map to it (High School is

ferred).
3. Select appropriate pathway and % y preferred)

4. Select Grade Level 8 NO (: high school course? [—> YES
Warning! L D
| Do net change any of the unique identifier fields in courses thatareal- In EDCS InEDCS
! - - 1. Find thi d
i ready in a Pathway Application mid— year. Also, make any changes i In this case, you would add the ATH S CEMTEE WTies,
i : L £ 5 Educator T : S |
| in KCCMS before you assign teachers in EDCS; these fields can not be ! assignment like any other middia | P se Oy
| changed after teacher assignment \ school course. The district will be 2. SelectGrade Level 3

7th & 8th grade CTE Introductory Courses
YES {1 Isit part of a Pathway, not funded? —> NO

!

{not part of an approved pathway)

IN KCCMS In KCCMS

Is a Middle School and High School Course available to

NO YES

Did you map to a

able to select 5-8 for grade level. {current workaround)

7th and 8th graders are able to take CTE Introductory courses and can earn high schoaol credit, which is
a locally decided option. Users may select a MS code (if available) or HS code in KCCMS. It would be the
school's decision whether to split student enrollment to separate course numbers for reasons such as
accountability; but it is not a KSDE requirement that they do so.
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The College Career Field in KCCMS for Seventh and Eighth Grade CTE
Introductory Courses

In order to ensure proper coding of any CTE course, whether in an approved CTE pathway or not, the
following instructions on coding middle school introductory CTE courses are being provided. Please
remember that the Kansas Course Codes Management System (KCCMS), the Educator Data Collection
System (EDCS), the Career and Technical Education (CTE) Pathway application, and the Student Teacher
Courses (KCAN) system all communicate with each other. When implementing the following changes, it is
important that the EDCS report for your district/school has not been completed yet.

Middle School Introductory CTE Course NOT Part of a Pathway

If your district has a middle school introductory Career and Technical Education (CTE) course that is NOT
going to be part of a pathway, then that course should be coded with a “T" in the College/Career field in
the Kansas Course codes Management System (KCCMS). This course should have a middle school
course number. Coding of CTE courses with a “T" indicates that the course is a CTE course that is not
part of an approved pathway.

Please make any necessary changes to these courses in the KCCMS before your Educator Data
Collection System (EDCS) report is completed for your school/district. Any course coded with a "T"
should be found under secondary teacher in EDCS. It is okay to make changes directly to a course
record in KCCMS that is not part of an approved pathway for this purpose.

EDCS Instructions:

If a course is not part of a pathway and is mapped under the secondary course code i.e. “12XXX" (for a
business course), the district may add the assignment to a middle school teacher by selecting Educator
Type “"Secondary”. EDCS will not allow a district to select “8" for the grade level. EDCS will allow selections
of grades “9-12" only. The district may select “9" for the grade level in this instance though the course is
at the middle school. EDCS does not allow grades under “9” for selection if the Educator Type is
“Secondary”.

Middle School Introductory CTE Course Part of a Pathway, Not Funded

Any course in your middle school that will be used as an introductory course (not funded and in an
approved pathway) needs to be coded to a high school course number. The Kansas course code still
needs to indicate the 8th grade level (code 08).

EDCS Instructions:

The district would need to add the teacher to the High School building, select the Educator Type “Career
and Technical Education”, select the appropriate pathway and course, and select “8" for grade level. This
is a work around since EDCS will not allow a user the option to select pathways in a middle school
building.
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Trouble Shooting

If a course does not appear in EDCS, KCAN and/or the pathways CPPSA it is often due to one of the
following:

e Thelocal course was never entered and/or mapped to a State course.
e The course is still pending approval in the KCCMS system.
e The course was rejected as incorrect in the KCCMS system.

e Aninternal program requirement prohibits it (for example there may be an internal rule not allowing
a selected program type at a certain grade level).

Timing of Log-Out - KCCMS when opening other applications

KCCMS, KIDS, EDCS, and all other KSDE applications that require a login have the same timeout process
where time is extended due to activity. If the user is only using a single application at a time, the timeout
should behave the same based on activity.

One issue that is likely to occur, if the user switches between browser tabs, is that switching can cause
an application to close for various security or functional reasons, if the browser shares session variables
between tabs. This is even more likely if the user has different logins for each application, since the
applications share the same Authentication process.

This problem can be avoided by only have one KSDE application open at a time, and switching between
them using the “Return to App List” link:

|
=4Return to App List

# |Logout

EDCS - Course Not Appearing
Does the course actually exist in KCCMS?

Verify the course actually exists in KCCMS with the same Unique Identifier fields of the course you are
looking for. One method of looking at existing KCCMS course data is to run a “Local Mapped Courses
Details” report for the district courses under the “Reports” tab.

Is it a CTE course?

Check the course status. One method to do this is to run the report mentioned above. Any CTE courses
marked “pending” or “incorrect” will not appear in EDCS.
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Is it a CTE Pathways course?

Pathways courses must not only be approved by a CTE reviewer, they must also actually be included in
the current year's Pathway application; if they are not included, then regardless of whether or not a CTE
reviewer approves a CTE course that the user indicates is in an approved Pathways application, it will not
appear in EDCS.

Any course with a code in the College/Career field that indicates the course is in a Pathway is also
indicating the course was included in the current year's Pathway application. Users should not create
new courses after their current year's application has been approved and then indicate the new course
is in the application (with the exception of creating new courses to put into the Pathway application for
the next year). Only the original courses in an approved application will show up in EDCS .
Pathways courses in an approved application have a unique background ID assigned to them by the
system. New courses created mid-year, even if approved by a CTE reviewer, will not have that
background ID. If the user feels they must change the original course, and/or have a new course added
to the original (for example perhaps they want to change a sequence mid-year by changing the original
to a 1 of 2 and then adding a new 2 of 2 sequence) they should contact the Pathways Help Desk:
pathwayshelpdesk@ksde.org, (785)-296-4908.

Are you looking under the right State course in EDCS? Check to see what State course you mapped the
local course to in KCCMS.

KIDS KCAN Error

The most common errors involving KCAN is as follows:

The Unique Identifier fields reported in the upload do not match EXACTLY with every single Unique
Identifier fields already created in KCCMS by the district. Sometimes a change was made in the district's
school information system (SIS) but the corresponding change was not made in KCCMS. Then when a
district does their KCAN report with data from their SIS, they get back errors. Always make sure you have
updated the courses in your local school information system (SIS) to align with what your district has
already entered into KCCMS before you upload your SIS information into KCAN. Many error reports
occur simply from the fact that KCCMS and your local SIS do not have the same information. Using the
Pathway Courses report may help to alleviate errors.

Updating Courses - Errors
KCCMS says course already exists.

Check to make sure that a course with the same exact Unique Identifier/Duplication Rule fields doesn't
already exist among your previously entered district KCCMS courses. Even if a course is expired, if it
has the same exact Unique Identifier/Duplication Rule fields KCCMS will not allow a duplicate to be
created, this is because the expiration field is not a unique identifier. Using the Local Mapped Courses -
Details report may help.

KCCMS will not update.

If you have gone in and manually edited an original course and then clicked “Update” but nothing
happens (not even an error message) then you should check to see if you are using a compatible
browser. Chrome, for example is not as compatible with KCCMS.
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Appendix

Systems Contact and Web Page Information

Kansas Course Codes Management System (KCCMS)
KCCMS Help Desk

Email: kccms@ksde.org

KCCMS website: https://www.ksde.org/Agency/Division-of-Learning-Services/Career-Standards-
and-Assessment-Services/Content-Area-F-L/Kansas-Course-Codes-KCCMS

Career and Technical Education (CTE )/ Pathways
Pathways Help Desk:
Email: pathwayshelpdesk@ksde.org

Career Clusters and Pathways website: https://www.ksde.org/Default.aspx?tabid=134

Educator Data Collection System (EDCS)
Licensed Personnel Report (LPR) EDCS

See the most current “LPR-EDCS User Manual”

Teacher Endorsements - Check the most current “Licensed Personnel Guide” which has the
endorsements that schools review prior to their course selections in KCCMS.

Teacher Education and Licensure
Phone: (785) 296-8011

Email: scarter@ksde.org

Website: https://www.ksde.org/Default.aspx?tabid=812

KIDS

The link below has the KIDS File Specs and the Submission Detail Document for KCAN.
https://kidsweb.ksde.org/Documents

KIDS - Kansas Individual Data on Students KIDS Help Desk
Phone: (785) 296-7935

Email: KIDS@ksde.org
Website: https://kidsweb.ksde.org/Training
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Kansas Academy of Mathematics and Science (KAMS)

The Kansas Academy of Mathematics and Science (KAMS) is a two-year residential academy for 11th and
12th grade students talented in mathematics and science. KAMS students enroll in college courses
taught by the faculty of a post- secondary educational institution. Over the course of their time in the
Academy, students earn a high school diploma and college credits that meet the requirements for an
associate of arts or associate of science degree.

KAMS-KCCMS Table: https://www.ksde.org/Portals/0/CSAS/CSAS Home/Kansas Course
Codes/kams _2015v3.pdf

Website: https://www.fhsu.edu/kams

Course syllabus search: http://webapps.fhsu.edu/OnlineSyllabus/

Course schedule: https://tigertracks.fhsu.edu (click “Course Schedule” tab)

Jobs for America’s Graduates (JAG)

Website: http://www.jag.org/

If credit is being offered to students for courses in the JAG program, the following is a list of courses that
the state has identified as aligned with the JAG program. These state courses were identified after
conversation with JAG:

e 22204 - Dropout Prevention Program;
e 22151 - Career Exploration;

e 22151 - Employability Skill
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KSDE System Data Flow Summary
1. KCCMS (Course Catalog)

Local course data that is entered into KCCMS course records are linked to State Course codes.

2. Pathways - CTE Program of Study

After course records are entered, if they are CTE (Pathway) courses, they are reviewed for
accuracy and completeness. (Common problems are missing course descriptions; inappropriate
state course code selection; and sequencing issues.)

CTE course records, when submitted by a district, immediately go into “pending” status, awaiting
review by the relevant cluster contact, and in that status will not be available in EDCS or
Pathways

Any course data updates need to be made by expiring the original record and using the
Update/Duplicate function. Any attempt to update CTE courses will also send the course into
pending status (with the exception of changes to the course Title and Expiration Date).

CTE review time varies depending on the schedule and work load of the relevant Cluster
reviewer. Districts may contact the relevant Cluster contact, see listing at KSDE Secondary-Leve|
CTE Contacts

(https://www.ksde.org/Portals/0/CSAS/CSAS%20Home/CTE%20Home/2021-
2022%20KSDE%20Secondary-Level%20CTE%20Contacts.pdf?ver=2021-09-09-145126-577)

Alternatively users may consult the contact information within the most current Clusters
Guidance Handbook available on the Career, Clusters and Pathways page: Career Clusters and
Pathways (https://www.ksde.org/Default.aspx?tabid=134)
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3. Pathway Application - Career Pathways Program of Study Application (CPPSA)

Courses are only available in Section Ill of the CPPSA if submitted in KCCMS, reviewed, and
approved by the appropriate Cluster Contact (see above). Courses will not show up in the
Pathway application if they have not been submitted and approved in KCCMS; if they are still
pending review; or if they were marked as Incorrect by the reviewer. An automatic email
message is sent whenever a course record is marked as Incorrect.

Users should be aware that courses that have been included in an approved pathway
application have a unique background identifier assigned to them. Creating or updating
courses “after the fact” in KCCMS, such as in mid-year, and then indicating in the College Career
field that they are in a pathway (funded or otherwise) will cause the EDCS system to look in the
approved pathway application for the current school year, and it will only find the original course
in that application, the one with the background ID assigned to it; therefore the new course data
will not appear in EDCS. Unless absolutely necessary schools are asked to leave the KCCMS
courses that are used in an approved pathway application for the current school year alone.
Further guidance may be obtained from the Pathways Help desk at
pathwayshelpdesk@ksde.org.

PATHWAYS COURSES REPORT! Users should note the availability of the “Pathways Courses”
report available under the “Reports” tab in the KCCMS program. Please use this report every Fall
to ensure that the course data matches your local SIS.

Additionally, the last column under “Local Course Mapping” then “Add/Modify/Map Courses”,
titled “Used in Pathways"” will indicate by a “Yes” or “No” if the course was actually included in the
current year's Pathways application.

4. Educator Data Collection System (EDCS) (Connecting Courses to educators)

NOTE:

KSDE Approved pathways only will be available for selection in EDCS.
Educators are assigned to approved pathway courses in EDCS.

The Licensed Personnel Report is a submission of the data entered in the Educator Data
Collection System. All positions requiring a licensed staff member should be reported with the
assignment(s) from the Educator Data Collection System.
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5. KIDS KCAN (Connecting Courses to Students)
This KIDS record type collects course information to support the Kansas State
Board of Education Kansans Can initiatives for the following student populations
only:

Course enrollments and outcomes for Migrant Students to populate the Migrant application.
Migrant Services provided during Summer term.

Course outcomes for Career and Technical Education (CTE) students to populate the Pathways
application.

CTE Certifications earned by students.
Course outcomes for virtual students 20 and over to verify funding amounts.
Course outcomes for students receiving dual credit on high school courses.

Course outcomes for students in a Work-based Learning experience within the content of a
high school course.

Data should be current as of the last day of the course-grading period.

The Use of KCAN Record Submissions

Populate data in the pathways application.

Provide verification of course completion for virtual students 19 and over.
Provide the course enrollment and course outcomes of migrant students.
Populate CTE certifications earned while student is in high school.
Collection of dual college credit courses completed in high school.
Collection of work-based learning courses completed in high school.
Provide data through the Student Record Exchange for students that move.

Support the Kansas State Board of Education initiative.
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For more information, contact:

Kansas State Department of Education
900 S.W. Jackson Street, Suite 102
Topeka, Kansas 66612-1212

Amanda L. Williams

Public Service Administrator
Career, Standards and Assessment
Services

(785) 296-0979
awilliams@ksde.org chz%ns

www.ksde.org
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