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1 INTRODUCTION

The Auditor File Exchange application is a method for school districts and the KSDE Auditors to share
information needed for Auditing purposes in a safe, secure environment. Users will be able to upload
various types of documents for a specific district and have that data available to the KSDE Auditors and
school district personnel only.

1.1 Available User Access Levels

This table shows the available access levels and the functions available for each.

Access Level Upload Files Download Files Delete Files Run Reports
District Level X X

CNW Consultant X

State Auditor Entry X X X X
KSDE Admin X X X X

2 REGISTERING FOR ACCESS TO AUDITOR FILE EXCHANGE

Individuals who do not have access to KSDE web applications need to register via KSDE
Common Authentication. Use the following web address:
https://online.ksde.org/authentication/login.aspx. At this website, click on the “Register” button.

NOTE: You may want to skip this section if you have used Auditor File Exchange before, or if you
already registered for access to Auditor File Exchange.

,/
User Name:
Password:
Login
KSDE applications support Internet Explorer 8 and 9 for Windows and Firefox 10.x and higher for
Macintosh.
=)

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

Forgot Your Password?

R If youfhave not yet registered to have an individual login and password for accessing
egister A " .
K web applications, click here to register.
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https://online.ksde.org/authentication/login.aspx

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. This is a State
Level or District Level application only. If you will be a user at the district-level, select the “All Buildings”
option under the “Building” field. If you will be a state-level user, select “KSDE” as the Organization. No
building will be available to be selected.

KSDE User Registration Form
Back to Login Page

* Indicates required field.

Please enter your business contact information:
First Name:* Last Name:"

Phone #:* Email Address:*

Please select the organization and building that you belong to:*
Organization: USD 234 Fort Scott ~ Building:

= Please select a building
All Buildings
Eugene Ware Elem
Please enter a user name and password. Fort Scott Middle School

Fort Scott Preschool Center
User Name:* Password:* Fort Scott Sr High
USD 234 - K Time Program W/O SPED
USD 234 - Private/Parochial Non-Accredited
Please reenter your password:* Winfield Scott Elem

NOTE: Multi-district access is not an option with the Auditor File Exchange. A separate
username and password is required for each district.

A list of available applications for the organization you selected is now displayed. Scroll down to
“Auditor File 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. The following example
displays district-level options since “All Buildings” was selected from the “Building” drop-down list.

[] Assessment and Accountability Communications ‘District
Auditor File Exchange @
[] AYP/QPA Accountability ‘District

State Update
State_Admin

State Auditor Ent
'@lﬂﬁ

Login ID
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Enter a user name and password (login ID). You determine your login ID, but you should not use spaces.
You will also determine your password, but be sure to follow the password requirements that are shown
on the screen.

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

Please reenter your password:*

Flease enter o password that contsins st least 8 characters and at lesst one uppercase letter, one lowercase letter, and cne number or specisl charscter. Do not use the cherscters "&", "#", "< or "»".

TIP: 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.

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.

IN CASE YOU FORGET YOUR PASSWORD:
Enter your birthdate, then choose a question 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 birthgate and the answer to this question

Birthdate (MM/DD/YYYY):"

Birthdate

Question:*

Question and Answer

Answer (this field is case-sensitive):”

When you have completed all required information on the registration form, click the “Submit” button
at the bottom of the screen.

If all data on the registration form is 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.

J

Existing Login ID: Individuals who already have access to KSDE web applications can use the Manage
My Account option to add the Auditor File Exchange to their list of applications. As with all KSDE web
applications, the district superintendent will receive a request for approval before access is granted.

To add the Auditor File Exchange to your list of available KSDE web applications...
= Login on the KSDE Web Applications page
= (Click the “Manage My Account” link
=  Check the box in front of Auditor File Exchange
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= Select your access level (school or district and update or read-only)
= Click Submit

KSDE Web Applications

Click a link below.

1.Early Childhood Success In Schoal
2 KIDS Assignment System

‘ Manage My Account

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

TIP: If you forget your KSDE web applications password, click on the link that says “Forgot
Your Password?” on the Authentication screen. Supply the correct answers to the
security questions and enter a new password. Keep in mind that KSDE does not know
your password, so you are responsible for managing and remembering it.

3 LOGGING INTO THE AUDITOR FILE EXCHANGE

The Auditor File Exchange, like other KSDE web applications, is available on the KSDE Common
Authentication page. To access the KIDS System, enter your KSDE username and password to
https://online.ksde.org/authentication/login.aspx. You will see the Auditor File Exchange on your list of
approved KSDE applications (example list shown below), and you will need to click on the application to

open it.
KSDE Web Applications
(N 1.Auditor File Exchange
N SiawP~ eScholar 8 Testing
Manage My Account
Logoff
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.

After clicking on the link for the Auditor File Exchange, you will see the Auditor File Exchange Manage
Files page.
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4 DISTRICT ENTRY USER ACCESS LEVEL

4.1 Uploading Files

Manage Files A

B c D
@Upload: [FY: 2011-2012 ~|[District: _~] (| Upload

1. Navigate to the “Manage Files” page in the application menu.
2. Select file to upload by locating the file on your computer (box “A”).
e Currently allowed file extensions are .doc, docx, .pdf, .xIsx, .xIsm, .xIs, .accdb,
.csv, and .txt.

3. Select the Fiscal Year for the file being uploaded. The current and previous 2 fiscal years
will be selectable from the dropdown (box “B”).

4. Select the district for the file being uploaded. For a district level user, this will be
populated with your district only (box “C”).

5. Click the “Upload” button (box “D”) once. Your file will be uploaded and you will receive
confirmation once it is complete.

4.2 View/Download Files

Filter A B
District: Al Disticts_~] [Fiscal Year: AllYears ~ |
c

Filename District Uploaded By Date Added
UndueBurdenFinal v4.nde5D 489 - Hays | 2010 - 2011 |Linda Smith  |6/2/2011 4:31:49 PM

1. Navigate to the “Manage Files” page in the application menu

2. *Optional* - Select Fiscal Year to filter from the dropdown box (box “B”). Page will
update after making a selection to apply the filter to the results.

3. Click the “Filename” link for the file you wish to see (box “C”). A prompt will appear for
you to save the file. Note: the filename will change to: <District #>_FY<fiscal year>_<File
Name>_(<Current date>). You can change this to whatever you wish to call the file on
your computer.

Note: If you are viewing or downloading a Word or Excel document, you may receive some
additional messages. Here is what you might see:
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From Microsoft Word:

Microsoft Word P | 2

The file Waord-Test cannot be opened because there are problems with the
contents.

Ok ] [ Details >3 ]

[

Click OK. There is nothing wrong with the file. You may then get this message:

Microsoft Ward e

! L Word found unreadable content in Word-Test, Do you want to recover the contents of this document? If you trust the source of this document, dick Yes.

o) e [

Click Yes, there is no problem with the file. The file will then open in Word in Protected View.

0 Protected View  This file originated from an Internet location and might be unsafe, Click for more details, Enable Editing

In order to save or modify the document, you will need to click the “Enable Editing” button.

From Microsoft Excel:

Microsoft Excel PS

Excel found unreadable content in 'D0501_FY15_Excel-Test_(12-05-14).xlsx’. Do you want to recover the contents of this workbook? If you trust the source of
this workbook, dick Yes.

Click Yes, there is no problem with the file. The file will then open in Excel in Protected View.

0 Protected View  This file originated from an Internet location and might be unsafe, Click for more details, Enable Editing

In order to save or modify the document, you will need to click the “Enable Editing” button.

5 CNW CONSULTANT USER ACCESS LEVEL

5.1 Uploading Files

Manage Files A

B C D
@Upload: [FY: 2011-2012 ~][District: ] {| Upload
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1. Navigate to the “Manage Files” page in the application menu.
2. Select file to upload by locating the file on your computer (box “A”).
e Currently allowed file extensions are .doc, docx, .pdf, .xIsx, .xIsm, .xls, .accdb,
.csv, and .txt.

3. Select the Fiscal Year for the file being uploaded. The current and previous 2 fiscal years
will be selectable from the dropdown (box “B”).

4. Select the district for the file being uploaded. For a district level user, this will be
populated with your district only (box “C”).

5. Click the “Upload” button (box “D”) once. Your file will be uploaded and you will receive
confirmation once it is complete.

5.2 View/Download Files

Filter A B
[District: All Districts_~] [Fiscal Year: AllYears ~ |

C

Filename District Uploaded By Date Added
UndueBurdenFinal v4.nde5D 489 - Hays | 2010 - 2011 |Linda Smith  |6/2/2011 4:31:49 PM

1. Navigate to the “Manage Files” page in the application menu

2. *Optional* - Select District to filter from the dropdown box (box “A”). Page will update
after making a selection to apply the filter to the results.

3. *Optional* - Select Fiscal Year to filter from the dropdown box (box “B”). Page will
update after making a selection to apply the filter to the results.

4. Click the “Filename” link for the file you wish to see (box “C”). A prompt will appear for
you to save the file. Note: the filename will change to: <District #>_FY<fiscal year>_<File
Name>_(<Current date>). You can change this to whatever you wish to call the file on
your computer.

Note: If you are viewing or downloading a Word or Excel document, you may receive some
additional messages. Here is what you might see:

From Microsoft Word:

"

Microsoft Word | 2] X |

The file Ward-Test cannot be opened because there are problems with the
contents.

ok | | Detais >>> |

[

Click OK. There is nothing wrong with the file. You may then get this message:
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Microsoft Word @

! L Word found unreadable content in Word-Test, Do you want to recover the contents of this document? If you trust the source of this document, dick Yes.

’ Yes ] [ Mo ] [ Help ]

Click Yes, there is no problem with the file. The file will then open in Word in Protected View.

o Protected View  This file originated from an Internet location and might be unsafe. Click far maore details. Enable Editing

In order to save or modify the document, you will need to click the “Enable Editing” button.

From Microsoft Excel:

Microsoft Excel P

Excel found unreadable content in 'D0501_FY15_Excel-Test_(12-05-14).xlsx’. Do you want to recover the contents of this workbook? If you trust the source of
this workboak, dick Yes.

’Yes ][ Mo ]

Click Yes, there is no problem with the file. The file will then open in Excel in Protected View.

0 Protected View  This file originated from an Internet location and might be unsafe. Click for maore details. Enable Editing

In order to save or modify the document, you will need to click the “Enable Editing” button.

6 STATE AUDITOR ENTRY USER ACCESS LEVEL

6.1 Uploading Files

Manage Files A

B C D
@Upload: [FY: 2011-2012 ~|[District: _~] (| Upload

1. Navigate to the “Manage Files” page in the application menu.
2. Select file to upload by locating the file on your computer (box “A”).
e Currently allowed file extensions are .doc, docx, .pdf, .xIsx, .xIsm, .xls, .accdb,
.csv, and .txt.

3. Select the Fiscal Year for the file being uploaded. The current and previous 3 fiscal years
will be selectable from the dropdown (box “B”).

4. Select the district for the file being uploaded. Only districts for which you have received
authorization will be displayed in this dropdown (box “C”).
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5. Click the “Upload” button (box “D”) once. Your file will be uploaded and you will receive
confirmation once it is complete.

6.2 View/Download Files

Filter A B
[District: All Districts_~] [Fiscal Year: AllYears ~ |

C

Filename District Uploaded By Date Added
UndueBurdenFinal v4.nde5D 489 - Hays | 2010 - 2011 |Linda Smith  |6/2/2011 4:31:49 PM

1. Navigate to the “Manage Files” page in the application menu

2. *Optional* - Select District to filter from the dropdown box (box “A”). Page will update
after making a selection to apply the filter to the results.

3. *Optional* - Select Fiscal Year to filter from the dropdown box (box “B”). Page will
update after making a selection to apply the filter to the results.

4. Click the “Filename” link for the file you wish to see (box “C”). A prompt will appear for
you to save the file. Note: the filename will change to: <District #>_FY<fiscal
year>_<File Name>_(<Current date>). You can change this to whatever you wish to call
the file on your computer.

I
Note: If you are viewing or downloading a Word or Excel document, you may receive some
additional messages. Here is what you might see:

From Microsoft Word:

"

Microsaft Wood 2| = |

The file Weord-Test cannot be opened because there are problems with the
contents.

ok | | petais =>> |

[

Click OK. There is nothing wrong with the file. You may then get this message:

Microsoft Ward [

I'_\ Word found unreadable content in Word-Test. Do you want to recover the contents of this document? If you trust the source of this document, dick Yes.

’ fes ] [ Mo ] [ Help ]

Click Yes, there is no problem with the file. The file will then open in Word in Protected View.

o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing
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In order to save or modify the document, you will need to click the “Enable Editing” button.

From Microsoft Excel:

[ = ]

Microsoft Excel

Excel found unreadable contentin 'D0501_FY15_Excel-Test_(12-05-14).xlsx’. Do you want to recover the contents of this workbook? If you trust the source of
this workbook, dick Yes.

Click Yes, there is no problem with the file. The file will then open in Excel in Protected View.

0 Protected View  This file originated from an Internet location and might be unsafe. Click for maore details. | Enable Editing

In order to save or modify the document, you will need to click the “Enable Editing” button.

6.3 Delete Files

Filter
@stri::t: All Districts a@cal Year: AllYears a
A B
Delete Filename Uploaded By Date Added
1 || UndueBurdenFinal v4.pdf [ USD 489 - Hays | 2010 - 2011 |Linda Smith  |6/2/2011 4:31:49 PM
(—

c 0

1. Navigate to the “Manage Files” page in the application menu

2. *Optional* - Select District to filter from the dropdown box (box “A”). Page will update
after making a selection to apply the filter to the results.

3. *Optional* - Select Fiscal Year to filter from the dropdown box (box “B”). Page will
update after making a selection to apply the filter to the results.

4. Select the checkbox under “Delete” for the files you wish to delete (box “C”). Note: you
can select more than 1 to delete at once.

5. Click the “Delete” button (box “D"). A popup box will appear and ask you to verify that
you wish to delete the files. Selecting OK will delete the files you checked.
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6.4 Create User Report

User report

B

|4

JE Generate ]|

@er: Linda Smith ﬂ Start Date:
A

1. Navigate to the “Create Report” page in the application menu.

4 June, 2011
Su Mo Tu We Th
3 31 1 2
6 7 8 9
13 14 15 16
20 21 22 23
27 28 29 30
4 5 6 7

Eﬁll—tl—t 5]
L wopa oo

Today: June 7, 2011

j End Date:
3

Fr 5a
I 4
0 11
17 18
24 25
1 2
g 9

D

2. Select a user from the dropdown menu (box “A”). Note: only users that have activity for
a district you are authorized for will appear in the dropdown.

3. Select a starting date by either typing it in (MM/DD/YYYY) or selecting it from the

calendar popup tool (box “B”).
4. Select a ending date by either typing it in (MM/DD/YYYY) or selecting it from the
calendar popup tool (box “C”).
5. Click the “Generate” button (box “D”). Data in the report will appear in a table:

District
USD 104 - White Rock

Fiscal Year
2009 - 2010

Filename

bigdoc.docx

6/2/2011 4:33:26 PM

Delete

D0725 - Cowley County Spedial Services Cooperative | 2010 - 2011

PIX-VPN Config.pdf

6/2/2011 4:33:26 PM

Delete

USD 489 - Hays

2011 - 2012

Undue Burden Form.docx

6/2/2011 4:33:35 PM

Delete

1~ |

Page Size: 10 ~« ‘

@portto Excel ] ’ Exportto F’[ﬂ E

6. Click the export type (Excel or PDF) to save a copy of the report to your computer (box

“E”).
6.5 Create District Report

District Report

[District: Do104 [+ ]|(Fiscal Year: 2011-2012 ~]|[ Generate ||
A B C

1. Navigate to the “Create Report” page in the application menu.

2. Select a district from the dropdown box (box “A”). Note: only districts for which you
have been authorized will appear in this dropdown.

w

Select a fiscal year from the dropdown box (box “B”).

4. Click the “Generate” button (box “C”). Data in the report will appear in a table:
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User Filename Date Action
Linda Smith | Undue Burden Form.docx |6/2/2011 4:26:54 PM | Upload
Linda Smith | Undue Burden Form.docx |6/2/2011 4:33:35 PM | Delete

@pcnm Excel | [ Exportto p@ D

5. Click the export type (Excel or PDF) to save a copy of the report to your computer (box
”D”).

7 KSDE ADMIN USER ACCESS LEVEL

7.1 Uploading Files

Manage Files A

B C D
@Upload: [FY: 2011-2012 ~|[District: ] {| Upload

1. Navigate to the “Manage Files” page in the application menu.
2. Select file to upload by locating the file on your computer (box “A”).
e Currently allowed file extensions are .doc, docx, .pdf, .xIsx, .xIsm, .xls, .accdb,
.csv, and .txt.

3. Select the Fiscal Year for the file being uploaded. The current and previous 2 fiscal years
will be selectable from the dropdown (box “B”).

4. Select the district for the file being uploaded. For a district level user, this will be
populated with your district only (box “C”).

5. Click the “Upload” button (box “D”) once. Your file will be uploaded and you will receive
confirmation once it is complete.

7.2 View/Download Files

Filter A B

District: Al Disticts_~] [Fiscal Year: AllYears ~ |
C

Filename District Uploaded By Date Added
UndueBurdenFinal v4.nde5D 489 - Hays [ 2010 - 2011 |Linda Smith  |6/2/2011 4:31:49 PM

5. Navigate to the “Manage Files” page in the application menu

6. *Optional* - Select District to filter from the dropdown box (box “A”). Page will update
after making a selection to apply the filter to the results.

7. *Optional* - Select Fiscal Year to filter from the dropdown box (box “B”). Page will
update after making a selection to apply the filter to the results.
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8. Click the “Filename” link for the file you wish to see (box “C”). A prompt will appear for
you to save the file. Note: the filename will change to: <District #>_FY<fiscal year>_<File
Name>_(<Current date>). You can change this to whatever you wish to call the file on
your computer.

Note: If you are viewing or downloading a Word or Excel document, you may receive some
additional messages. Here is what you might see:

From Microsoft Word:

s )

Micrasoft Word L7 E

The file Ward-Test cannot be opened because there are problems with the
contents.

oK ] [ Details >3 ]

[

Click OK. There is nothing wrong with the file. You may then get this message:

Microsoft Word =

! L Word found unreadable content in Word-Test, Do you want to recover the contents of this document? If you trust the source of this document, dlick Yes.

o) e [

Click Yes, there is no problem with the file. The file will then open in Word in Protected View.

0 Protected View  This file originated from an Internet location and might be unsafe. Click for more details, Enable Editing

In order to save or modify the document, you will need to click the “Enable Editing” button.

From Microsoft Excel:

~

Microsoft Excel PS

Excel found unreadable content in 'D0501_FY15_Excel-Test_(12-05-14).xlsx’. Do you want to recover the contents of this workbook? If you trust the source of
this workbook, didk Yes.

Click Yes, there is no problem with the file. The file will then open in Excel in Protected View.

o Protected View  This file originated from an Internet location and might be unsafe, Click for maore details, Enable Editing

In order to save or modify the document, you will need to click the “Enable Editing” button.
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7.3 Delete Files

Filter
@strict: All Districts ﬂ@cal Year: Al Years :_]
A B
Delete Filename District Uploaded By Date Added
) ||undueBurdenFinal v4.pdf|USD 489 - Hays|2010 - 2011 |Linda Smith  |6/2/2011 4:31:49 PM
L

c 0

1. Navigate to the “Manage Files” page in the application menu

2. *Optional* - Select District to filter from the dropdown box (box “A”). Page will update
after making a selection to apply the filter to the results.

3. *QOptional* - Select Fiscal Year to filter from the dropdown box (box “B”). Page will
update after making a selection to apply the filter to the results.

4. Select the checkbox under “Delete” for the files you wish to delete (box “C”). Note: you
can select more than 1 to delete at once.

5. Click the “Delete” button (box “D”). A popup box will appear and ask you to verify that
you wish to delete the files. Selecting OK will delete the files you checked.

7.4 Create User Report

User report B
[User: Linda Smit ] @r’[ Date: | /_/___ ~||[End Date: JE Generate |
A 4 June, 2011 » C D

Su Mo Tu We Th Fr Sa
3 31 1 2 3 4
& 7 8 9 10 11
13 14 15 16 17 18
20 21 22 23 24 25
27 28 29 30 1 2
4 5 & 7 & 9

E#I—ll—l- e
L o oo

Today: June 7, 2011

1. Navigate to the “Create Report” page in the application menu

Select a user from the dropdown menu (box “A”).

3. Select a starting date by either typing it in (MM/DD/YYYY) or selecting it from the
calendar popup tool (box “B”)

4. Select a ending date by either typing it in (MM/DD/YYYY) or selecting it from the
calendar popup tool (box “C”)

5. Click the “Generate” button (box “D”). Data in the report will appear in a table:

N
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Fiscal Year Filename

USD 104 - White Rock 2009 - 2010 |bigdoc.docx 6/2/2011 4:33:26 PM | Delete

D0725 - Cowley County Special Services Cooperative| 2010 - 2011 | PIX-VPN Config.pdf 6/2/2011 4:33:26 PM | Delete

USD 489 - Hays 2011 - 2012 |Undue Burden Form.docx|6/2/2011 4:33:35 PM | Delete
1~ ‘ Page Size: 10 ~ ‘

Exportto Excel ] ’ Exportto F‘Iﬂ E

6. Click the export type (Excel or PDF) to save a copy of the report to your computer (box
IIEII).

7.5 Create District Report

District Report

[District: Do104 [ »]|(Fiscal Year:  2011-2012 ~]|[ Generate ||
A B C

1. Navigate to the “Create Report” page in the application menu

2. Select a district from the dropdown box (box “A”). Note: only districts for which you
have been authorized will appear in this dropdown.

3. Select a fiscal year from the dropdown box (box “B”).

4. Click the “Generate” button (box “C”). Data in the report will appear in a table:

User Filename Date Action
Linda Smith | Undue Burden Form.docx |6/2/2011 4:26:54 PM | Upload
Linda Smith | Undue Burden Form.docx |6/2/2011 4:33:35 PM | Delete

Eﬁpartm Excel ] [ Exportto F‘Eﬂ D

5. Click the export type (Excel or PDF) to save a copy of the report to your computer (box
”D”).
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