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Educator Data Collection System (EDCS)
“Entering Staff Data; Part C”

(Add New Staff, Shared Staff, Exited Staff,
and Delete Data)

District Training!!
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Revisit the purpose of EDCS.

Revisit the EDCS timeline and deadlines.
Discuss the relationship between EDCS and other systems.
Recall how to access EDCS.

Help navigate the “Staff Data” drop down menu options. This will

Objectives of this training:

be divided into THREE PARTS; Part C covers Add New Staff,

S
S
S

Kansa

nared Staff, Exited Staff, and Delete Data.
nare additional/upcoming EDCS District Training Module topics.

nare KSDE contact information for help.
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<\, t\e .
o ﬁﬁ: .~y Purpose of EDCS:
 To collect professional and demographic information about all
district staff across the state of Kansas
« This data is used by: The Kansas State Board of Education
The US Department of Education

School Districts
Educational Researchers
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EDCS Timeline:

EDCS opens Fall Vacancy
Y- fo r Qnter/ng/ Report (FVR)

editing data is open for
Updates :

for current making

school year submissions

g FVR is DUE! LPR and Spring LPR and
(Specific due | Vacancy Report Sprin
. . - yEE - pring
Mid- date is posted Beginning  \NEIENeIsclaRis)s Beginning Vacan
September on EDCS of January making of March 9/
Welcome \ submissions \ Report are
screen.) DUE!
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System Relationship:

system
Educator License
Certification System
(Educator ID, Race,
& Ethnicity
laglelelar=leRigelsy
ELCS)

Output

Kansas Course
Code
Management
System (Local
courses are
mapped in
KCCMS)

EDCS

1. License
Lookup Data

2. Board Data

2

3. Federal Data

Assignment
Information

Pathways
System
(Pathways are
approved
during the
previous school
year.)
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How to access EDCS:

1. Go to www.ksde.org.

2. Select "Authenticated Applications”
3. Enter your “User Name” and “Password” if you are a returning user
OR click on “Register” if you are a new user.

4. Click "Login”

(5 https://www.ksde.org h 1

KAN SAS)K

STATE DEPARTMENT OF

EDUCATION Kansas leads the world in the success of each student. A 0 o @ |

Skip Navigation

Q  search..

subjectindex| 09| A| B| c| D| E| F| G| H| 1| J| K| L| M| N| o] P| @ R| s| T| u| v| w| x| Y|

Teaching & Leamning ‘ Policy & Funding + Programs & Services ‘ Data Central ‘ Agency = ‘ Board -

MAKE THE RIGHT

Keep Kansas Schools Safe

-
{

School Safety Hotline

Kansas School Safety Hotline

In these halls, you can be a hero! Stop School Violence.
Kansas School Safety Hotline

1-877-626-8203

Anonymous - Toll Free

Kansas State Department of Education

Popular Resources

1-877-626- 82032 -

Agency Wide Calendar
Authenticated Applications
Building Report Card
Career Interest Inventory
Commissioner
Data Central

¥ Directories
Employment
Kansas Career Navigator

Laws and Regulations
0 Licensure
Streaming Media

Student Data Collection
and Security

| www.ksde.org | #KansansCan

User Login for KSDE Web Applications

Commeon Authentication Login

User Name:

Joruton / 3. (for returning users)

Password:

\ Forgot password?

Need Assistance?

General Help KN-CLAIM Support KCCMS or Pathways Support
helpdesk@ksde org cnwapplications@ksde.org pathwayshelpdesk@ksde.org
(785) 296-7935 (785) 296-2276 (785) 296-4908
KESA Support KEEP Support
jnobo@ksde.org - Jeannetie Nobo ayates@ksde.org - Ann Yates
mmelton@ksde.org - Myron Melton jnobo@ksde.org - Jeannette Nobo
(785) 296-4946 - Jeannette Nobo (785) 296-5140 - Ann Yates
(785) 296-8110 - Myron Melton (785) 296-4348 - Jeannette Nobo

New User Registration

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

= 3. (for new users)

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

Kansas leads the world in the success of each student.


http://www.ksde.org/

5. Read the privacy legal notices. Click Accept to access KSDE Web Applications.

KSDE Web Applications - Legal Notice

Applications provided by the Kansas State Department of Education through this authentication website may include data which are
protected under the Kansas Student Data Privacy Act (SDPA), as authorized by K.S.A. 72-6312 through 72-6320, and amendments
thereto, and the federal Family Educational Rights and Privacy Act (FERPA), as authorized by 20 U.5.C. §1232g(b) and 34 CFR Part

99. By selecting Accept, you agree to comply with the provisions of these laws and regulations along with any amendments or other
relevant provisions.

=N N

’ N
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6. Select EDCS.
Note: If you don't have access to EDCS, select Manage My Account, check EDCS/district,

enter the “In Case You Forget Your Password” information at the bottom of the screen, and
Submit. You district administrator will give you access.

i" Kansans User Login for KSDE Web Applications

7 /1 CAN

<

My KSDE Web Applications

i EDCS,

2. EDCS - Special Access - User approve% pending or
application not active.

3. Educator Data Reports

4. Form 16 - Accreditation Licensure Waiver

5. IHE Portals - User approval pending or application not
active.

6. Kansas Education Systems Accreditation (KESA) -
User approval pending or application not active.

7. KLAS - Use only for Forms 2, 3a, or 8

8. License Application - Use for all other license
applications

9. License Application Special Access - User approval
pending or application not active.

10. Mentor Programs

11. Mentor Programs - Special Access - User approval
pending or application not active.
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/. The current school year will already be displayed. Click “Select Year”.

KaNsAs®  EDCS

- User: Leslie BEruton District: KSDE Building: 0000 Access Level: KSDE Internal
% Manage Applications
A | Welcome
= Logout

School Year: 2021-2022 v

Status of Licensed Personnel Report for the school year NOT YET STARTED
Status of Fall Vacancies for the school year MOT YET STARTED

s

When accessing the EDCS, the first step is to select the school year.

EDCS is now open. You may enter data for the 2021-2022 School Year Licensed Personnel Report.
The Fall Vacancy Report is now open for submission.

The Fall Vacancy Report is due September 27, 2021.
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EDCS Welcome page:

Once you click Select Year, you will have access to the options in the Side Bar Menu on the
left. Notice that “Staff Data”, “License Personnel Report”, and “Reports” can be expanded.

KANsAs  EDCS /
EDUCATION %

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

= Logout
School Year: 2021-2022 v Select Year

& Welcome

# Staff Data
Status of Licensed Personnel Report for the school year
BB s R Status of Fall Vacancies for the school year IN PROGRESS

I Reports

? User Manual Welcome to the Educator Data Collection System

EDCS is now open for the Submission of the Fall Vacancy Report.
Fall Vacancy Report is due 27 September 2021

Kansas leads the world in the success of each student. %
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@,

« When you expand “Staff
Data”, you will see seven
options which will be used
to edit/enter data for the
Licensed Personnel Report
due in March.

e |et'stake a closer look at
each of them.

Kansas State Department of Education | www.ksde.org | #KansansCan

A closer look at “Staff Data” options:

KANSASY EDCS
EDUCATION

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

A Welcome
=+ Logout
& Welcome School Year: 2021-2022 A4 SEIE!I:t Year
# Staff Data
Status of Licensed Personnel Report for the school year
Import Text Files / Status of Fall Vacancies for the school year IN PROGRESS
Roll Over Data
Fleee e Welcome to the Educator Data Collection System
Add New Staff
Shared Star EDCS is now open for the Submission of the Fall Vacancy Report.
Exted Sar Fall Vacancy Report is due 27 September 2021
Delete Data

Fall Vacancies

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



This EDCS District Training over “Entering Staff Data”
includes a lot of material,
so we are breaking it up into THREE PARTS.

Staft Data

|
Part C

Add New Staff
Import Text Files : Shared Staff
Find/Update Staff — _

Roll Over Data Exited Staff

Delete Data

Kansas State Department of Education | www.ksde.org | #KansansCan Kansas leads the world in the success OfGO'Ch student. - ; E E



Part C

« Add New Staff
« Shared Staff
« Exited Staff
« Delete Data
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“Add New Staff":

 If a staff member was not included in a “file
upload”, or was not “rolled over” from the
previous school year's EDCS, you can adad
him/her in this section.
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How to Add New Staff:

—_

Select the “Search By” SSN bullet.

2. Enter the new staff member’s social security number (with MOdashes or spaces)

in the “SSN” field.
3. (lick on “Search Staff”.

Kansas®  EDCS

EDUCATION

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

% Manage Applications
A | StaffData = Add New Staff

= Logout
District: D0259
@& Welcome
# Staff Data
SSN (000000000): 3332244444

Import Text Files

Roll Over Data ’

Find/Update Staff 2 E n te r th e
Add New Staff SS N WIth
Jeeese NO dashes or
Exited Staff S paces

Delete Data

Kansas State Department of Education | www.ksde.org | #KansansCan

Search By:

1.
o
3

O Educator ID

Educator ID:

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



Note: If the new staff member already has an Educator ID Number issued by
KSDE, it will automatically populate in the “Educator ID” field.

O®

Middle Name:

dddddddd

eeeeee

nnnnnnnnnnnn

Note: If there is an existing staff member recognized by that SSN, the “Profile
Details” will automatically populate.
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1. If no information fields auto-populate with the SSN entry, you will manually enter the
new staff member’s information.
2. Click on “Save” at the bottom of the screen.

User: Leslie Bruton District: D0253 Building: 0000 Access Level: District
A | StaffData  Add New Staft
@ Logout 1
District: D0259 Search By: @® ssn

V'
& Welcome O Educator ID
# Staff Data v
SSN (000000000 | 333445555 Educator ID
Import Text Files

Roll Over Data DOB(MM/DDIYYY™Y):

% Manage Applications

Find/Update Staff Email
Add New Staff
Shared Stafi First Name: Middle Name: Last Name:
Exited Staff
Delete Data Address: Address 2
Fall Vacancies
B License Personnel Report < City: State “ip Code:

None Selected ~
B Reports

7 User Manual Total Experience: USD Experience:
Base Salary (000000): Base w/Fringe (000000):

Gender

None Selected hd

2.

Entrance Code:
None Selected ~
Clear Form
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“Shared Staff":

Note: There is an EDCS District Training module titled “Shared Staff Data Entry” that covers

this topic at length. Click on the link below to access that training module, or access any/all
of the EDCS District Training modules at ksde.org.

Welcome to the X

Educator Data Collection System (EDCS)
“Shared S5taff Data Entry™
District Training!

IIIIII
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KaNsAs ™ EDCS
EDUCATION

% Manage Applications

& Logout

@& Welcome

# Staff Data
Import Text Files
Roll Over Data
Find/Update Staff
Add New Stafi
Shared Staff
Exited Staff

Delete Data

“Exited Staff":

11 h 1 1 h
- When you select the “Exited Staff” option, you wi
!
be able to vi ist (in table f ) of all the staff
members that have been deleted.
. .
« You can select which School Year to view
.
&
User: Leslie Bruton District: D025% Building: 0000 Access Level: District
M StafiData | Exited Staff
School Year: All Years v
Year SSN First Name Last Name Middle Name Exit Reason Exit Date ExitID
2010 4922 Lora Bob M Termination 713112009 8084
2010 3392 Chris Bob Termination Ti31/2009 8012
2010 2651 Bryan Bob Termination 7/31/2009 8118
2010 82z Joseph Bob Retirement Ti31/2009 7974
2010 8554 John Bob Mike Termination T/31/2009 3100
2010 6461 Janet Bob Termination 310/2009 8186
2010 5492 Gina Bob N Termination 713112009 8092
2010 7946 Marcy Bob Moved from Area Employment Unknown Ti31/2009 7993

Kansas State Department of Education | www.ksde.org | #KansansCan
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RN

How to Exit Staff:

. Select "Find/Update Staff”.

2. Either enter information in the search fields to find a specific staff member, or leave the

search fields blank to search from your entire staff listing. Click on “Search”.
. Click on the u (delete icon) on the right side of that staff member’s search results.

i~
KaNsAs®  EDCS
EDUCATION
User: Leslie Bruton  District: D0259 Building: 0000 Access Level: District
% Manage Applications
M | StaffiData = Find/Update Staff
& Logout
District: Building
LG D0259 - Wichita v None Selected
# Staff Data 1 s
Educator ID: DOB (MM/DDYYYY). Email:
Import Text Files 2
Roll Over Data / First Name: Middle Name: Last Name:
Find/Update Staft Barney
Add New Staff I
Shared Staff 3
(%] Hide Search Results *
Exited Staff
Building FTE Last Name First Name Middle Name DOB Educator 1D &
Delete Data
1614 0.50 Fife Barney 9131974 9723763923
@ [+] (<}
Fall Vacancies
Shared 025 Fife Barney 9131974 9723763923
W License Personnel Report

Kansas State Department of Education | www.ksde.org | #KansansCan

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



Note: If the staff member is assigned to only one building, you will be immediately
directed to this exit screen. If the staff member is assigned to multiple buildings, you will
not be directed to this exit screen until you remove him/her from the last building

assignment.

KANSAS®  EDCS

% Manage Applications

& Logout

@ Welcome

# Staff Data

s License Personnel Report

I Reporis

? User Manual

~N o U
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User: Leslie Bruton District: D0259 Building: 0000 Access Level: District
L]

District: D0259

SSN: 7676

Educator ID: 5496617731

DOB: 10/21/1982

Email: ErinAdriance@smsd.org
First Name: ERIN

Middle Name: B

Last Name: ADRIANCE

Exit Reason:

Make your choice

Exit Date:

/

5

C3e—¢

4.
l Deceased

Select the “Exit Reason” from the drop-down options.
Enter the exit date.
Click on "Delete”,

On the next screen, you will be asked to confirm the deletion by clicking on “OK”.

Exit Reason:

| IMake your choice

Make your choice

2016-2017 Reporting Re-Design
Academic Study
Administrative Error

CoviD

Health

In State USD (Leadership)
In State USD (Teaching)
Leave of Absence

Left Profession

Military

Moved from Area Employment Unknown
Out of State

Private School

Reduction in Force
Retirement

Termination

Kansas leads the world in the success of each student.
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“Delete Data":

Caution: This section allows you to delete all data from EDCS!

You will have the following “delete” options:

« Delete all assignment data

« Delete all FTE and assignment data

« Delete all staff, FTE and assignment data

« Delete all staff, FTE, assignment and “staff exit” data
« Delete all “staff exit” data only

Scenario of when you might choose to delete data: After a “Roll Over” of last year’s data,
you might want to delete last year’s assignment information because you plan to upload a
new assignment file in the “Import Text Files” section later.

Caution: This section allows you to delete all data from EDCS!

Kansas State Department of Education | www.ksde.org | #KansansCan Kansas leads the world in the success OfE?O’Ch student. X



How to Delete Data:

1. Select the appropriate “delete” option from the drop-down menui.

2. Click on “Delete Data".
3. (lick on "OK” to confirm the deletion, or “Cancel” to cancel the deletion.

appst.ksde.org says

KANSAST  EDCS
EDUCATION

Are you sure you wish to delste your data? By deleting this you will

remaove all educator demographic and assignment information, and

% Manage Applications User: Leslie Bruton District: D0259 Building: 0000 Access Level: District remove the educator links to the Evaluation system.

M StaffData = Delete Data

= Logout

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

# Stafi Data = Delete all assignment data Delete Data
Import Text Files Please wait for the delete to finish. ’
Roll Over Data 1

Find/Update Staff
Add New Staff
Shared Staff
Exited Staff

Delete Data

Caution. This section allows you to delete all data from EDCS!!
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Next “Training Modules” in the
EDCS District Training series:

. KSDE.org and EDCS Basics _
. Entering Staft Data (Part C) [
. Submitting the Fall Vacancy Report (FVR)

. Entering Career & Technical Ed (CTE) assignments

. Entering SPED/ESOL assignments

. Entering Shared Staff data

. Submitting the Spring Vacancy Report and Licensed
Personnel Report (LPR)

Wrap-Up, Troubleshooting, Questions

0 000008
~NOYUrT B~ WN —

o0
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Contact information:

If you have any questions, please contact:

Shane Carter Leslie Bruton

Assistant Director Teacher Licensure OR Coordinator Teacher Licensure
scarter@ksde.org [bruton@ksde.org

(785) 296-2289 (785) 296-8011
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