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. Introduction

Student Record Exchange (SRE) is available to all public school districts and accredited
private schools. SRE provides a secure and efficient electronic exchange of student
records as students move between schools in Kansas. SRE takes advantage of KSDE's
common authentication system and secure socket layer technology to provide a safe
and secure way to send and receive student records.

When there has been activity in SRE for a building, an email is sent to the email
address indicated as the SRE Contact in the Directory Updates system. For more
information about this SRE contact, see the SRE Contact in Directory Updates section
of this guide.

The SRE system provides two schools a system to request, fulfill, send, and receive
student records electronically.

School A logs in to SRE and initiates request

School A and B both receive an email indicating SRE activity

School B logs in to SRE and responds to request and updates status

School A and School B both receive an email indicating SRE activity

School A logs in to SRE to download records and updates status

School A and School B both receive an email indicating SRE activity

Records Requst Complete

Whether you have been involved with SRE since its pilot stage or are brand-new to the
SRE system, the Kansas State Department of Education (KSDE) wants to be sure that
you have information and resources to make the request and submission of students’
records run smoothly.

If you are a “veteran” SRE user, then this manual will serve as a reference that you can
use to review the increased functionality of the SRE system.

If you are a new SRE user, then this manual will give you a jump-start on the basics of
the software system before you begin submitting or fulfilling requests for student records
at your school or district.



II. About this Manual

This User’s Guide will describe how to:

. Initiate a request for students’ records in the SRE System;

Respond to requests for students’ records and upload records in the SRE
System,;

Monitor the SRE System for records status;

Update status of students’ records in the SRE System,;

Find the SRE Contact at any building that is eligible to use SRE;

Search for a student’s prior school and district contact information;

Search for a student;

View previous records requests; and

Generate reports that display information submitted to the KIDS System.

We have also included some notes and tips that highlight important topics.

INOTE: The “Notes” box will mention items that require special attention.

TIP: The “Tip” box will contain recommendations and/or “shortcuts” as the user
works through SRE.




[ll.  Important Terms

Are you new to the vocabulary of SRE? If so, don’t worry—KSDE has created a
glossary of terms to help clarify words and phrases that may be unfamiliar to you.
Please take a minute to review these important terms before continuing:

Term

Meaning

Building Data Screen

Screen listing SRE contact and other information regarding
that school.

Dashboard

Page listing five most recent request made by the enrolling
school or the prior school.

FERPA

FERPA (Family Educational Rights and Privacy Act) protects
the privacy of student education records and applies to all
schools or education agencies or institutions that receive
funds under an applicable program of the U.S. Department of
Education.

Opt Out

Option allowing districts and buildings to notify student record
requesters that responders are out for a period of time and
requests will be replied to at a later date or that SRE is not
being used for records requests.

Request Completed

Enrolling school downloaded or received the student records.

Request Responded

Prior school attached requested records or sent them by fax
or mail.

Request Submitted

Enrolling school submitted a request for student records.

Request Updated

Enrolling school updated the student records request.

School/District Access level for school or district with the authority to receive

Receive student record requests only.

School/District Send Access level for school or district with the authority to respond
to student record requests only.

School/District Access level for school or district with the authority to request

Send/Receive student records and respond to student record requests.

SRE Contact

The designated staff member(s) at a school authorized to
send and receive student records.




V. SRE Contact in Directory Updates

The Directory Updates system contains an SRE Contact for each building in each
district. This contact information contains a name and email address. It is displayed in
SRE as a point of contact for a district requesting students’ records. The email for the
SRE Contact is where an alert is sent indicating that activity has occurred in SRE for
that building.

The Student Record Exchange Contact is located on the Building Data screen of the
Directory Updates system. Unless these fields have been edited, the default data are
the principal for the building. We recommend that the person responsible for sending
and/or receiving students’ records for each building replace the building principal’s
contact information in the Student Record Exchange Contact fields in the Directory
Updates system.

w4, On-Line Software - User Logon

@b School: U
- ools ser

User Org# | Bldg# Status: Active
Goto ﬁg’. -

Street Address City State Zip Code

Building Address:

Mailing Address:

Email Address:

Homepage Address:

Phone Number: ( | - Fax Number: ( )
Year Built:

KIDS Student Transfer Email Contacts:
Email Contact # 1:
Email Contact # 2:

First Name Last Name Email Address K
Student Record Exchange Contact:

Please select all grades that this school offers:
Sp. Ed.
3&4- Non- 4 YrOld Pre- Day
VIK|[VI1|[¥2|[¥13|[v14|[¥]5| 6| ¥I7|[vI8 |9 [¥/10| ¥]11|[¥]12| [v|¥r Olds| | Graded | [ | At Risk [ |Kind | ["|Care

Note: Because there may be multiple people responsible for students’ records, it is our
best practice recommendation that a group email or distribution email be used
rather than one individual email in the Email Address field.




V. Registering for Access to SRE

A. Gaining Access to SRE—new login:

Individuals who do not have access to KSDE web applications need to register. Use the

following web address: https://online.ksde.org/authentication/login.aspx. At this
website, click on the Register button, as shown below:

for access to SRE.

NOTE: Skip this section if you have used SRE before, or if you already registered

nen Education

Abplications

UserName:[ |
Password: [ ]

KSDE applications support the following browsers: for Microsoft Windows - Internet Explorer (IE) 8, IE 9, and IE 10 when run in compatibility
mode; for Macintosh - Firefox up to v26.0.

MNeed help? Click on the help icon for a series of Flash tutorials about the User Login.

Forgot Your Password?

If you havesnot yet registered to have an individual login and password for accessing
2 KSDE well applications, click here to register.

On the Registration page, enter your business contact information (First Name, Last

Name, Phone #, and Email Address). Next, select your organization from the

“Organization” drop-down list. From the “Building” drop-down list, select “All Buildings”

for district-level access or select your specific building for school-level access.

KSDE User Registration Form
Back to Login Page

* Indicates required field.

Please enter your business contact information:

First Name:* Last Name:*
Phone #* Email Address:*
Organization | Building

Please select the organization and building that . y
Organization: USD 203 Fiper-Kansas City ~ Building: " Please select a building

**** Please select a building
All Buildings

Piper East Elementary School
Piper Elementary School

Piper High

¥
i
&
i

Please enter a user name and password.



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

Application Access Level

A list of available applications is now displayed. Scroll down to “Student Record
Exchange” and select the checkbox in the first column to choose that application. From
the Application Access Level column, select the level that is appropriate for you (see the
User Access Levels section found later in this document). The following example

displays the district-level option since “All Buildings” was selected from the “Building”
drop-down list.

Please select the applications that you would like to access:*

Application Name Application Access Level
[ ] Accreditation System ‘Digtrict Update ‘

District Approve

L Staté Form. District

Student Record Exchange

District Send Receive Recordsfi!

District Receive Records Only W
District/Org Read Only

[] Superintendent’s Organization Report (S066)

Login ID

Enter a user name (login ID) and password. You determine your login ID. Do not use

spaces. You will also determine your password, but be sure to follow the password
requirements that are shown on the screen.

TIP: Do not use spaces when defining your login ID. When creating your
password keep in mind the password requirements shown on the screen.
You will need to remember the Login ID, password, security

question/answer, and birth date that you entered. KSDE does not store this
information for you.

Please enter a user name and password.
User Name:* Password:*

Please reenter your password:*

Password requirements

Please enter a password that contains at least 8 characters and at least cne uppercase letter, one lowercase letter, and one number or special character. Do not use the characters "&", "#", "<" or ">




Security Questions

When registering for any application you are required to provide two pieces of security
information. These are used to help retrieve your password if you forget it, or to make
any subsequent changes to your login once it has been established. First, enter your
birthdate following the format shown on screen. Second, enter a security question and
answer. When you have completed all required information on the registration form,
click the “Submit” button at the bottom of the screen.

IN CASE YOU FORGET YOUR PASSWORD:
Enter your birthdate, then choose a guestion to which only you know the answer and which has nothing to do with your password
we'll verify your identity by asking you to enter your birthdate and the answer to this question

Birthdate (MM/DDIYYYY):"
Birthdate
Question:*
Question and Answer |

Answer (this field is case-sensitive):*

If all data are valid, you will get a message that says “Thank You for Registering.” The
registration request will be forwarded to the district superintendent for approval. You will
receive an email when your access request is approved and your username and
password are ready for use. Approval may take several business days. The application
will appear in the list of available applications, but will gray out and will be inaccessible
until approval has been granted.

NOTE: If you do not receive the email announcing you are approved within three
business days, check to see if the email was sent to your spam or junk folder. If
not, contact the superintendent for verification that approval was granted. Contact
KSDE Help Desk at 785-249-7935 if the superintendent has sent the email reply,
but you have not received the confirmation email.

B. Gaining Access to SRE—existing login:

Individuals who already have access to KSDE web applications can use the Manage My
Account option to add the SRE to their list of applications. If the existing username is at
a different access level than what is required for SRE, a new registration will need to be
created (see the previous section for guidance on creating a new login). Your request
will be sent to the district superintendent for approval. When approved, you will receive
an email indicating that you can access SRE.

To add SRE to your list of available KSDE web applications...
= Login on the KSDE Web Applications page
= Click the “Manage My Account” link




Click a link below.

2 KIDS Collection 2013
3.System for the Education Enterprise in Kansas (SEEK)

‘ Manage My Accoun

KSDE Web Applications

Check the box in front of Student Record Exchange

Select your access level

Scroll down and answer the security question exactly the way you did
when you registered

Click “Submit”

Please select the applications that you would like to access:™

Application Name Application Access Level
[] Accreditation System District Update
District Approve

N ST Y PV N L L e

| | Stats Form. T[)_isma

ptudent Record Exchange District Send Receive RecordsFa
District Receive Records Only W

[ ] Superintendent's Organization Report (SO66) District/Org Read Only

Your request will be sent to the district superintendent for approval. When approved,
you will receive an email indicating that you can access Student Record Exchange.

TIP:

If you forget your KSDE web applications password, click on the link that
says “Forgot Your Password?” on the Authentication screen. You will be
prompted to supply the answer to a security question (you entered it when
you originally registered), type in your birth date, and enter a new
password. If your security question answer and birthday match what you
originally entered when you registered for KSDE web application access,
then your new password will be activated. Keep in mind that KSDE does
not know your password, so you are responsible for managing and
remembering it.




VI. User Levels

Search Submit Student Run Send
Role School
Request | Search | Reports | Records
Contact
School
School Send/ Receive X X X X X
School Receive X X X X
School Send X X
District/Organization
District/ Send/ Receive X X X X X
District/ Receive X X X X
District/ Send X X

VIl. Logging into SRE

SRE, like the other KSDE web applications, is available on the KSDE Authentication
page. To access SRE, enter your KSDE username and password to the KSDE Web
Applications page (https://online.ksde.org/authentication/login.aspx). The user will see

SRE on his/her list of approved KSDE applications (example list shown below), and

he/she will need to click on Student Record Exchange to open it.

Click a link below.

1.Student Record Exchange

Manage My Account
Logoff

System Maintenance Motices

KSDE Web Applications

IT Help Desk: (785) 296-7935
900 SW Jackson, Suite 106
Topeka, KS 66612

@ 2013 Kansas State Department of Education, All Rights Reserved.
Teacher Licensure and Accreditation: (785) 296-2288

All sessions with this server are subject to the KSDE Use Policy and will be monitored and logged. Disconnect now if you do not consent to having your actions
monitored and logged, or if you do not agree to comply with the KSDE Use Policy.

NOTE: Some of the applications may be grayed out. This means that they are
either not active applications, or that you have not yet been approved for
access to those applications.



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

VIII.

“Tour” of SRE

A. Dashboard

This will be the first screen the user sees. It will display the five most recent requests
sent and/or received, depending on your access level.

& httpsi/testap.ksde.org/SRE/Dashboard.aspx O ~ @ C || @ testap.ksde.org & 3
File Edit View Favorites Tools Help
\hf ~
Student Record Exchange ° (' Ao
User: SRED1015510105 District: DO101 Building: 0105 Access Level: 1 Requests can be
y “ 1
filter R t
e Welcome to the Student Record Exchange € ed by eques
% Manage Applications Or “Status,,
& Logout
My Recent Requests
Dashboard I
[Al Requests | [Al Statuses ~
Request ID|Last Name|First Name|State Student ID|Prior DistrictPrior Building|Date Requested |User IRequest Status Last Modified
i [Test New 2222227272 |puini pios [3/1172015 8:08 AM |pcavner ubmitted 372512015 3:1451 PM |
[Test [Brian 1111111111 __|poiot piii [3/2372015 10:12 AM[SRED101sro0105{Submitted 372372015 10:12:29 AM|
[Test [Brian 1111111111 ___|po1o1 p111 [3/23/2015 10:02 AM[SRED101sr00105[Completed/Cancelied3/23/201 27 AM
[Test [Brian 1111111111 |po101 111 [3/6/2015 5:18 AM_pcavner ompleted/Cancelled3/23/2015 8:50.25 AM
[2343243 |Do200 1] 211912015 7.07 AM lbcavner |
View any request by
H “y\ s " H
selecting the “View” link.
Henor: Recently Received Requests
ot Out [Al Requests ] [All Staluses v
Request ID[Last Name[First Name State Student ID[Enrolling DistrictEnrolling Building] [user [Request Status]_ast Modified |
side mr |po230 fo790 [319/2015 8:59 AM [Tester0230 |Submitted [3/25/2015 4:04:46 PM|
e o101 [3/11/2015 8:08 AM 312512015 3:14:51 PM o
1312015 8:02 A 3M3/2015 8:02:35 AM|
| - — ) |

NOTE:

The request rows will change to a blue color for requests that are over 7

days old. A request becomes inactive after 30 days from the last day a file

was uploaded.

Depending on your access level, you may see different options in the left navigation

pane.

Opt Qut

This screen is for a school
send only user. The menu
choices are limited.




B. Search School Contact Info

The Search School Contact Info screen is where you will look for the SRE Contact
information for any building that is eliegile to use SRE:

% Manage Applications

& Logout Search School Contact Info
Dashboand

Soarch Schoot Contact ko i

Submit Requost

Select the student’s prior district from the district dropdown list. A list of buildings for that
distrcit is displayed in the table.

Search School Contact Info

Districts
v
Building(s)

With the list of buildings displayed, click on the ‘Request Records’ link for the building
where you would like to send the request.

Search School Contact Info

Districts Click on “Request
Records” to send a

[DO101 - Erie-Galesburg v .
request to that building.

Building(s)

NumberName Address City StatelZip |Phone Fax Contact Name[Email Contact

0105  |Erie High Charter School[1400 N Main Street Erie K5 |66733(620)244-3287|(620)244-3290Jordon, Mike  |miordan@ksde. org|Request Records|

0111 Erie Elementary 410 West Second StreefErie KS |B6733(620)244-5191|(520)244-3560ardon, Mike  |mjordan(@k: iest Records

0112 |Galesburg Middle SchoolBox 147 GalesburglKS  [66740(620)763-2470(620)763-2224}Jordan, Mike  |mjordan{@ksde.org|Reguest Records
TIP: If the SRE Contact that is displayed for your building is not correct, the data

needs to be updated in the Directory Updates system. Please see the SRE
Contact in Directory Updates or the “SRE Contact in Directory Updates”
guidance document available on the SRE webpage for more information.




C. Submit Requests
This section provides information on where you submit requests for records from

another building.

% Manage Applications
= Logout
Dashboard

Search School Contact Info

I Submit Request I

My Requests

ests District Bu||d|ng
Student Search Select a District and a Building |
Reports [DO1D1 - Erie-Galesburg _v| N
0105 - Erie High Charter School
0111 - Erie Elementary
Opt Out 0112 - Galesburg Middle Schoo!
TIP: Depending on whether you reached the Submit a Request page by

selecting the link in the left navigation pane or if you used the “Request

Records” link from the Search School Contact” screen, you may need to
select a district and school before selecting the enrolling building or you
may be able to immediately begin selecting documents.




Select all of the requested Documents that you would like to have from the prior district.

Submit a Request
District and Building

Select a District and a Building \ /
v
[DO707 - Erie-Galesburg | [0111 - Erie Elementary -

Select the enrolling building:

[@111 - Erie Elementary W

Student Information

First Name(Required)  Middle Name Last Mame(Required)
|Jarr'es | |Carbe’
State Student ID Date of Birth Grade Level

| Enter Student
Gender Motes - Information.

As so0n as possible
™ W please for Direct
Certification purpases.

Requested Documents

[lselect AliMone

Mimmunization Records  MiAttendance

Check the boxes for the
documents you would
like to request.

MBirth Certificate Mstudent Plan to Graduate
MHealth RecordsiPhysical504 Plan
Ebisciplina.lBehavinr MiHomeless Status
Eheportt:ardsf‘ﬁmdes MELL Program

Mlcurrent Schedule Special Education RecordsAEP
MiTranseri pt Mother
MAssessment Scores

Describe the document:

iz need before and after schoal care Clicking on the “Other” box under “Requested
normton. | Documents” opens another text box descriptor.

School Information

Diistrict Buikfing
D101 Erie-Galesburg 0111 Erie Elementary
Contact Email

) " School Contact Information
Jardon, Mike rdan@ksd .
Address i Required FERPA

410 West Second Streat/B20)244-5101 ! | “Certification”
Erig, K5 Fax
86733 (E20)244-2580 . checkbox

| certify that | am requesting the disclosure of education records of the student incleded in this rec]ﬁg-s] because the student seeks or intends to enrall in the receiing scrml;‘

school systern, or the student is already enrolled and the disclosurs is for purpeses related to the student's enrollment or transfer.

w Select “Submit” when the requested information is complete. |

After selecting the Submit button, the follow screen appears. You can view the request
via filtering for the district and school or using the My Requests link.

Submit a Request

Select a District and a Building

[Select a District.. e

Your request has been sent.




Once the request has been sent, an email, similar to the one below, is sent to the
person listed as the SRE Contact in the Directory Updates system for both the sending
and the receiving building.

Mike Jordon: There have been student records request activity for vour school. Please log into the
Student Record Exchange application to see the detailed information about the request(s).
https:/online ksde org/authenticationlogin.aspx

Request ID | Current Status
176 Submitted

NOTE: When there has been activity in SRE for a building, the system sends out an email
notification approximately every two hours during the work day indicating that
activity has occurred in a records request in SRE.

D. My Requests

This screen displays the same information that is displayed in the “My Requests” table
on the “Dashboard.” It contains a list of all the records requests you have sent.

% Manage Applications

(= Logout

Dashboard

Search School Contact Info
Submit Request

I My Requests I

Received Requests

Student Search

Reports

Opt Out

View any of the requests by selecting the “View” link in the left column. You can also
filter by the request (All, Active, or Inactive) or by the status of the request (All Statuses,
Submitted, Responded, Completed/Cancelled, or Updated).

Request filters Monitor requests via
My Requests ™2 _ the “Request Status”
column.

Cawer

N T N e T —
e L
Som Cosle ot ssisssn e onnos ooiotoiosyannis Loow sumtet sonie

Select “View” to see outstanding request details.




When you select a request, you will see the detail information. The optional text box

allows the requester to specify documents outside those in the list.

Request Status

1D GRTESAALETRD

Student Informatan

FirstNamé Mgk NambLast Mamo
st A Shuoent
State Student D00 of Bith Grade Level
D8TRS445ATEY 12012010 14

GEnder

]

Requested Documents

“Immunization Records + Attendance
o Harth Certificate o Shadent Plan 10 Graduate
+ Health Records/Physical +'504 Plan
 Descipline Rohavior “ Homeless. Status
“ Report Cards/Grades “ELL Program
W Curment Schedule o Spacial Fducation Records1ER
¥ Transcript ' Other
A Smant S

— “Other d " detail
Ottver documents ther documents” details
Favorite recipe

w% Add/View Documents tab.

A notes text box allows for further details regarding the request, while the rest of the

page provides more information about the buildings.

I e I e B o el e S
Pigase rushi
\ Special notes/instruction for
student records request
Enroliing School
Dsinet Buidng
D01 Ene-Galestury Q105 Ere High Charer School
Contact Emad
Joraon, Mg pordangiede oy
Address Phrone
1400 N Main Sireet (62001244-3257
Erd KS
AT BA00248-2090
Prior School
Dstnet Butting
D437 Aubum Washtusn 6532 Wasnbum Rural High
Cantact Emat
Jordan, Mg M dani@esde oy
ASFeLS Phong
S0 EWEIs (12513304100
Topeka, KS Fax

Student Record Exchange (SRE) 2014-2015 User’s Guide Version 1.01



To view documents requested, select the Add/View Documents button (above).

Lal
l-.-‘lanage Documents
Link to download files

Aftacheg=Eies

Select Other5.zip Immunization Records beawner 3M8/2015 8:57:24 AM Delet=

Selact Otherd.docx Immunization Records beavner Deletz

Select OtherT xlsx Immunization Records beawnar 3182015 7-01:33 AM Delets
Attach a New File

Please provide only pdf, doc, docx, b, xls, xdse, zip format document

A file will not upload if it exceeds 30mb or i the file name is longer than 25 characters and contains any characters other than letters, numbers, and spaces.
Choose a record type:

Clmmunization Records Chttendance C::r documents

5

OBirth Certificate Cstudent Plan to Graduate

(CHealth Records/Physical /504 Plan

CDiscipline/Behavior CHomeless Status

CReport Cards/Grades (CELL Pragram

CCurrent Schedule () $pecial Education Records/IEP

OTranscript Clother

OAssessment Scores e

E. Received Requests

This screen contains the same information displayed in the “Received Requests” table
on the “Dashboard.” It contains a list of all the records requests that have been sent by
another building.

% Manage Applications

@ Logout

Dashboard

Se

[4s]
b5

chool Contact Info

m
g

Submit Request

My Requests

I Received Requests I

Student Search

Reporis

Opt Cut




View any of the requests by selecting the “View” link in the left column. You can also
filter by the request (All, Active, or Inactive) or by the status of the request (All Statuses,
Submitted, Responded, Completed/Cancelled, or Updated).

°|f= :\w‘@ https://testap.ksde.org/SRE/sre/ReceivedRequ O ~ @ C H & testap ksde.org
File Edit View Favorites Tools Help

Student Record Exchange ,‘L )

User: SREC101ssr0105 Request filters : Monitor requests via
Received Request.e- the “Request Status”
column.

Dashboard IRequest |First Middle Last State Student GdeDale of Enrolling Enrolling Request

18] IName IName IName D Birth District Building Status
Search School Contact Info =R 157 immy WO 0es 3/5/2005 D0230 0787 3/5/2015 8:44 AM |Updated 3/5/2015 9:27:16 AM
[3/25/2015 4:04°46
PM
=159 Personal 121242003 |D0230 0790 3/9/2015 9:09 AM |Submitted 3/9/2015 9:09:09 AM

ey Sua Cosse o S i bnuros oyl 0105 3001 10w Suamiies 92015 116277

My Requests 3 "5
’ fewltes  [New est 222222222 B [111970  [DO1DY o105 HIRDIEE0E o pmieg  [2125/2018 31451

M
3372 L - 3) 5 8:02:
Received Requests E“'ﬁﬁ }Tum F"h Pmﬁ #24775-4579 |15 Fmﬁgm |D{!23(! *Hgﬂ t:ﬂﬁmﬁﬂ[lZ Submitleg /1372015 80235

% Manage Applications

& Logout [Active Requests ][l Statuses

Date Requested Last Modified

fiew|158 Mr Bright Side =] 11112006 D0230 0790 3/9/2015 859 AM[Submitted
Submit Regquest

M

Student Search

Select “View” to see outstanding request details.

Reports

Opt Qut

Requested Documents

immuriaaton Ressrds +Amendanse

Birth Cembaate + Susdent Plan 19 Graduate
¥iieamn Hacontary sicat Wt e
¥inepinsttehneo: Hilomstens aten

SRt Carda G WELL Prigram

Wi urmet Sclwdule S Semreial Edcation ReventhaHEF
#Transergt Fiomer

s Required FERPA

e searanty

—— : “Certification”
P If the certification box is not checked a red checkbox
<‘ error reminder displays.

[rstvomiion

\ Select Add/View Notes
to edit appropriately.




The Manage Documents screen allows you to upload files if you are the prior school.

~
Manage Documents

Close

Attached Files Link to download files

R | |

Select Homeless Status.doc Homeless Status SRE0101ss00111 312372015 10:07:30 AM Delete

Attach a New File File restrictions

Flease provide only pdf, .doc, .docx, .txt xis, #8x, or zip format document.
A file will not upload if it exceads 30mb or if the file name is longer than 25 characters and contains any characters other than letters, numbers, and spaces.

BChoose a record type:

Cimmunization Records Oattendance Other documents:
All that and more
(_Birth Certificate (_Student Plan to Graduate

(OHealth Records/Physical (0504 Plan

Cniscipline/Behavior CHomeless Status

CReport Cards/Grades CELL Program

Ocurrent Schedule (Ospecial Education Records/IEP

CrTranscript Cother

(OAssessment Scores

Select a file to upload:

NOTE: See the file restrictions above for accepted file formats, file size, and file
name limitations.

Click “Select File” to browse file to upload to send to the requesting school. Select
“Finished” once all files are uploaded.

Select a file to upload:

T skcrie Browse file to upload Select “Finished”

.

The system sends out an error message if anything other than alpha characters is used.

Restricted characters were used. File name can only contain letters, numbers, and s

| | ™ select File




F.  Student Search
The Student Search screen is where you will search for a student to submit a request.

% Manage Applications

= Logout

Dashboard

Search School Contact Info Search Student

Submit Request

My Reguests

This screen provides the ability to search for a student and view data submitted in the
KIDS system. The student search feature requires you to have a few basic pieces of
information about the student to complete the search.

Student Search

NOTE: If a KIDS ID is entered, all other fields are ignored.

State Student ID (KIDS ID): 5133513149

Student's Legal First Name:

Student's Legal Middle Name:|

Student's Legal Last Name:
Generation Cude‘l:Fellder“ | Date of Birth{ ]

Organization{ All Organizaticns M

Building: All Buildings v Grade Level: 00: Birth - 2 years old v
Student's Race

[Camerican Indian or Alaska Native

Clasian

Clatack or Afican American After the student data
Ehr;ative Hawaiian or other Pacific Islander is entered select the

e “Find Now” button.
Student's Ethnicity —
| ces | Required FERPA
Certification “Certiﬁcation”

checkbox
TIP: Remember to select the required FERPA “Certification” checkbox or you

will get an error message.




G. Reports

This screen helps generate reports that display information submitted to the KIDS
system. The data may be useful for you when determining where the student was
previously attending, what courses the student took, and if there are services that the
student received or programs the student attended while attending a prior school.

Select a Report

% Manage Applications ®student Reports Remember to ChECk the

required FERPA
Select Report e « o . "
& Logout Certification” checkbox.
Dashboard - .
Certification
Search School Contact Info |Z| | certify that | am requesting the disclosure of education records of the student included in this request because the student seeks or intends to enroll in the receivin
school or schogl system, or the student is already enrolled and the disclosure is for purposes related to the student’s enroliment or transfer

Submit Request

My Requests

Received Requests

Student Search

Reports

From the dropdown list reports can be selected to find out more about students.

Select a Report

@®student Reports

Enroliment History
Student Courses
Student Records
Assessment History

Certification

The Enrollment History report shows all the schools where the student was reported as
having attended in the past and the dates of attendance.

Select a Report
@®student Reports Select the report export

Enroliment History  w| type.
Select a Filter

Export Type: @excel@pdf

Student ID4131377829
Get Report

Certification

| certify that | am requesting the disclosure of education records of the student included in this request because the student seeks or intends to enroll in the receiving

school or schoal system, or the student is already enrclled and the disclosure is for purposes related to the student's enrollment or transfer




The Enrollment History displays in either an Excel or PDF document. All reports will
have this option. All student data are from KIDS uploads.

A ] B [ i [ D [ E [ F [ G [ H [ J
1 |Enrollment History
2 StudentID: 4131377829 | gchools attended Scroll to the right to see more information.
3
School State Grade Exit Date Exit
Entry Date Entry Level Wi Withdrawal
gcription
4
5 |D0259  |Wichita Southeast High 9/1/2012 9/1/2012
50319  |Lawrence Gardner (8574 Lawrence Gardner High 8/20/2011 6/29/1996
6 High School School

The Student Courses report shows all of the courses that have been reported for the
student in the KIDS Collection System.

Select a Report
®student Reports

| Student Courses v

Select a Filter

Export Type: ®excelOpdf

Student ID:[4131377829 |

Get Report

| certify that | am requesting the disclosure of education records of the student included in this request because the student seeks or intends to enroll in the receivin

school or school system, or the student is already enrolled and the disclosure is for purposes related to the student’s enrollment or transfer.

The column headings are the same, however the rows may vary depending on the
student course upload history.
D E

A B C F G H J K|l L M
1 |Cou|'se Records
3 Student Name: Maverick M Christmann Sample Dato
& Student ID: 4131377829
5 Date of Birth: 6/28/1996
T Current Grade Level:14
g Date of Report: 5/9/2014 10:49 AM Beginning of Student Course information.
School School State State KO Identifier Local Course  Section State Course Title Credits  Course  Letter
Wear  Identifier Subject  Course Tdentifier Status ~ Grade
Area  Identifier
Code
012 8574 0z 106 0210651 [Trigonemetry Migebra 0
001113
13 | | | | Gax | | |
14 [ 18 141516 1 |Medical Cerical Assisting [
001114
L { ! { { GEN { L 4
Fwr [ ooz 170036 1 | Corstrucbon—Comprehensre a
001116
15 | | Gec | | | | |
™13 (1823 T 17 [ ool [17001GLO0LIISG[ 17001 Corstruc |Construction Careers Explwation| | 1 a7
oF bon
16 | | | 46,0000 | | | | |
014 a4 F 12 F o0 1050610011156 S 120500 Friance |Busress Exzerbals 1 1 a7



The Student Records report shows the final version of some of the data submitted on
ENRL, TITL, MILT, TEST, EXIT, and EOYA

Select a Report
®student Reports

Student Records v

Select a Filter

Export Type: ®@excelOpdf

Student ID{4131377829 |
Get Report

fian

| certify that | am requesting the disclosure of education records of the student included in this request because the student seeks or intends to enroll in the receiving

school or school system, or the student is already enrolled and the disclosure is for purposes related to the student’s enroliment or transfer.

The data displayed is from the most recent information on the student submitted via
KIDS.

A B i o E F - " i K L 1 I
Student Ripcords (Most Recent) Data fields
3 Student 1D 4131377829 wave 0l RepOft 372972015 710709 P

4 Student Narsz.asavenck Christrmann
abi 1842 ETTT] T ETTY]

Foeaz Fomaz Y] Fosaz Fogaz Fogaz

]
o059 D059 D0350 0050 00250 D059 D350 00250 D050 00259
10 Juf u]
11 Christmann Christmann Christmann Christmann Christmann Chriztmann Christmann Christmann Christmann Christmann
Li Fir: hawerick g werick hiawverick hiaverick hiaverick hiawerick hiawverick hiaverick hiaverick hiawerick
12
13
14
15 1 1 1 1 1 1 1 1 1 1
16 17271008 172741008 142741008 142711008 142711008 142741008 14271008 142711008 152711008 172711008
d 14 F 14 F 14 F 14 F 14 r 14 F 14 F 14 F 14 r 14
17
18 " ozteo0r Fozteoior Pt oot Fosteoi Fomemor Tomeim Fozeoi Fomemor Fo3ve0im
i il il i i il il i i i
19
a0 Fooanis Foanis Fooas Fooos Foos Foanis Fooos Foos Fooams
20
] T Foo1ga2 Y] Foo1gaz T Foo1gaz Foo1ga2 Foo1ea Foo1ea T
R T Fooiga Fooig4e Fooqede Fooip4z Fooigaz Footg4e Fooia4z Fooigaz Fooigaz
22
i il i
23
947152012 21142012 21152012 91152m2 902012 90142012 21/2m2 91152012 912012 90142012
24
2142012 24142012 2152012 25152012 90142012 01142012 20152012 21152012 9142012 0142012
25
25 07152012 0142012 24172012 0414202 00142012 07142012 941522 04142012 00142012 00142012
180
e
180
28
NOTE: More information on the various collections see the Submission Overview

document located on the “Documents” tab of the KIDS website:
Kidsweb.ksde.org.




The Assessment History report shows the last state assessments ordered for each
student.

Select a Report
®student Reports

| Assessment History v

Select a Filter
Export Type: @excelOpdf
Student ID/4131377829 | Remember to check the
required FERPA
“Certification” checkbox.
Certification —

| certify that | am requesting the disclosure of education records of the student included in this request because the student seeks or intends to enroll in the receiving

school or school system, or the student is already enrclled and the disclosure is for purposes related to the student’s enrollment or transfer.

i A I B I 5 D

1 [Assessment History Assessments
3 Student Name: Maverick Christmann
5 Student ID: 4131377829

§ Date of Report: 3/29/2015 10:19 PM

Year Grade Level Subject Area ID | Subject Area Performance | Performance Category
Category ID

9 2006
1 1

Tenth Grade Math Meets standard (pmﬁclent)

Eleventh Grade 1 Math 3 Meets standard (proficient )
1 3 Eleventh Grade Writing 5 Exemplary

26 Student Record Exchange (SRE) 2014-2015 User’s Guide Version 1.01



H.  Opt Out Option

This option allows users to select an “Out of Office” option where no staff will be able to
respond to requests for records due to winter, spring, or summer breaks and other
school events. Users will be able to select their district and schools depending on their
access levels. Additionally users can select a date when staff is available to receive
requests.

Opt out of participation

Make a Selection...

0105 - Erie High Charter School

0111 - Erie Elementary

0112 - Galesburg Middle School

&1 This bullding 15 currently not participating in the Student Records Exchange application. Please submit your request to the address and/or
phone number listed in the Search School Contact Info section of this application.

M There is currently no person available at this building to respond to this request. We will return on (enter or select date from calendar) and will
respond to your request at that time
< March 2015 >
Sun Mon Tue WedThu Fri  Sat
22 23 24 25 26 27 28
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31 1 2 3 4

When a school or district is in the process of sending a records request to another
school or district that has opted out of SRE a message similar to the following will be
displayed on the Submit Request window before the “Submit” button is clicked.

There is currently no person available at this building to respond to this request. We will return on 02/21/2015 and will respond fo your request at that time

IX. Help Resources

If you have difficulty working with the SRE system, please contact the KSDE Help Desk
during regular business hours at (785) 296-7935. By contacting the Help Desk, your
guestions will be directed to the appropriate staff member.

If you need assistance or guidance on how to report a specific data element for a
student, submit your questions via email to sre@ksde.org or visit the SRE Project
website at http://www.ksde.org/Default.aspx?tabid=884 for more information.

For more information on FERPA refer to the Privacy Technical Assistance Center
(PTAC) on the National Center for Education Statistics website
(http://nces.ed.qov/programs/ptac/).



mailto:sre@ksde.org
http://www.ksde.org/Default.aspx?tabid=884
http://nces.ed.gov/programs/ptac/
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