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Removing a student from the district Department of Education

Instructions for Removing Students from the District in KITE Educator Portal

The Test, Exit and Clear (TEC) File allows students to be unenrolled from a district.

1. Download the template from the dynamiclearningmaps.org/colorado.

\ Test Administration Manual (pdf)
supports Test Administrators in preparing themselves and students for the DLM assessment Updated 5/6

Test, Exit, and Clear (TEC) Template {csv)

remove students from Educator Portal

Test Updates Page

2. Open the file in EXCEL or similar program.
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3. Use a new row for each student and complete the information.
(Note: if the school and district code begin with a “0” the cell will need to be a “text” field
so the “0” stays.)
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| 1 Record_Type State_Student_ldentifier Attendance_School_Program_ldentifier Exit_Reason Exit_Date Test_Type Subject  School_Year
| 2 Exit 1234567890 200301" 02 1/1/2015 2015
[ - | . Must be after blank I

s | 10 digit number 8 digit code Current

indicates DDDDSSSS Reason removed from School_Entry_Date

| & | the enrollment: on Enrollment file year
| 7 | student is 01 = new school same

8 | nolonger district
| 9 | enrolled in 02 = new district :
| 10 | the school 03 = out of state

11 04 = private school
| 12 06 = home school
| 13 08 = graduated
| 14 10 = student death
| 15 12 = expulsion
I 16 14 = Dropped-out

17 17 = Unknown

18 = Data error
18
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File name: I Sampleschool_051815_JonesRemove

4, Save As a CSV file.

Save as type: ICSV (Comma delimited)

5. Sign in to Educator Portal.

6. Select the Configuration tab.

Sign Out

K I | E jged in as Mira Monro State essment Administrator - Colorado ¥

EDUCATOR PORTAL

Test Management Professional Development Configuration Site Map

7. Select the Students tab.
Remember in KITE Educator Portal the active tab is white.
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Configyration: Students

N i

Select Action™: | Select v

8. Select Upload TEC from the drop-down menu.

Configuration: Students

m Students ‘Organization Roles

Select Action™ | select v
Select
View Students
Upload Enroliment
Upload TEC
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9. Complete the fields from the drop-down menus.
Selecting the CSV icon will allow for a search of the saved file from step 4.

Select Action™ | Upload TEC v

SELECT ORGANIZATION
5 ization level and file, click on

STATE
‘ Colorado ‘
DISTRICT:
‘ Select ‘
SCHOOL:
‘ Select ‘
FILE /
| =l
10. Select Upload.
11. Verify that the correct number of records was updated.
SELECT ORGANIZATION Upload Completed Successfully
) ) Records Created: 0 Rejected: 0 Updated: 1 View Details
STATE:*




