KCMP Technical Instructions

Rev. 07/06/07


KCMP Technical Instructions

 (MAC users – if you have difficulty with these instructions, contact Chris Thacker for assistance.)

Please Note:  The 2006-07 Monitoring Document has undergone a major change this year. Though the individual pages will look the same the file is now a Microsoft Excel spreadsheet. You will receive this file via email with the state provided data completed. You no longer have to merge two documents. 

 1.  Create a new folder

· Right-click in a blank area of the desktop.  (The desktop is the area of your computer screen with the icons that represent your programs.)

· Click on:  New
· Click on:  Folder
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· You will now see a yellow folder with the words:  New Folder beneath it.  In place of the words New Folder, Type: 2006-07 KCMP.
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2.  Save documents in 2006-07 KCMP Folder
· Open your email labeled “2006-07 Monitoring Document”

· Click and drag the attached file to the 2006-07 KCMP folder you just created.
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· Double-click on your 2006-07 KCMP folder.  Inside, you should see 1 excel file.

· Excel Documents
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  2006-07 Monitoring Document
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3.  Open KCMP Data file

· Prior to opening the 2006-07 Monitoring Document you must change the macros security level. Begin by opening Excel, click on the Tools menu, then Macros, and last Security. In the window that appears select the medium security level. Close your Excel program. You are now ready to open your document.

· Double-click on the [image: image6.png]


  2006-07 Monitoring Document inside the 2006-07 KCMP folder on your desktop.  (This is an Excel file.  It will have a green X on the icon [image: image7.png]


.)

· Click “Enable Macros” on the pop-up window that appears. On some versions of Excel it may ask a “yes/no” question rather than asking to enable. In that case, click yes.

· This is where you will enter all of your data.  

· Enter your district name and number on the Menu screen.

· To navigate through the pages of this file, click on the buttons at the bottom of the spreadsheet.  There are buttons for each section of the document.
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Kentucky Department of Education - Division of Exceptional Children Services
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Individuals with Disabilities Education Act

Kentucky Continuous Monitoring Process
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?
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Cover Sheet ‘
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SUBMIT THIS FILE TO KDE VIA THE SECURE FILE UPLOAD OPTION

14113 [\ Menu { Cover Shest {EC 1.1 {PI 1.1 { FAPE 1.1 { FAPE 1.2 {FAPE 2.1 ] FAPE 2.2 / FAPE 3.1 { FAPE 3.2 KR Data { KPR Trend Data {FAPE 4.1 { | «|





· There is also a button to “Print Document” that will print the entire workbook. Individual worksheets can be printed through the File-Print option found on all Windows programs.

· To navigate from one indicator to another click the button labeled “Menu” located in the upper right corner of each sheet. This will display the Menu screen where you can select the specific indicator desired from the list above. Different sheets may also be accessed by clicking the tabs of the same name at the bottom of each window.  You must hit enter or tab after entering data before the menu buttons will work.  This is true throughout the entire document.

[image: image9.png]B e - 0.

arial

-0 -

islx]
EREC TN

District Number:
District Name:

Kentucky Continuous Monitoring Process

District Self-Assessment
Reporting Instrument

Reporting SY 2006-07 Data

Date:

Name

Title

Names and Titles of the People who served on the District Review Team: (Including at least one parent of a student with disabil

Name

Title

Readly

14113 i1\ Merir ) Cover Sheet (EC 1.1 {PI 1.1 { FAPE 1.1 { FAPE 1.2 { FAPE 2.1  FAPE 2.2 { FAPE 3.1 { FAPE 3.2 { KPR Data { KPR Trend Data {FAPE 4.1/ |«





If you don’t see the tabs at the bottom, your window is probably too small.  To adjust this window, click on the Maximize button in the top right corner of the window.  (The maximize button is the square in between the – and the x.)

· You will enter data only in green fields.

· Calculations will be made for you and will appear in the orange fields.

· Use the tab key to move from green field to green field.

· Click on the Save button (the one at the top that looks like a floppy disk) or click “File” and then “Save” often to save your work.  Do NOT rename the document.

4. Entering information in the document.

· Begin by entering the date on page 1.  Tab from field to field to enter team members and their titles. To enter responses in A and B you MUST click in the appropriate box using your mouse.
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Explanation of Data field

 

Plan for Maintenance or

 

 Improvement field

 


· If you wish you may type your responses in Word and copy and paste into the green fields. If the response entered into the text boxes for A and B is not displayed on the screen when you click on a new cell, you will need to add an additional page and cut and paste the portion of the response not displayed to the additional page.

· If additional space is needed for explanation click on the “Add an Additional Page for Responses to Items A and B” button to add a page.  If further space is needed click on “Add a 2nd Additional Page for Response to Items A and B.” There is the option to add a 3rd page also.

· To remove an additional page that is not needed, click on the button labeled, “Remove this Additional Page of Responses.” Note: If you provided information for Either A or B on an additional page, DO NOT remove the page.
· Throughout the rest of the spreadsheet, you will enter your explanation of data and description plan for improvement or maintenance for each indicator.

· Save your work frequently.

5. Printing the document
· From the Menu screen, click the button labeled, “Print Document.”
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6. Specific Instructions for uploading files via website.
 
1. Open the web browser (Internet Explorer or Netscape) 

 

2. In the location bar of the browser, type in http://apps.kde.state.ky.us/login 

 

Below is a screen shot of this window.  This is where you enter the user ID and password obtained from your Web Application Administrator Point of Contact (WAAPOC).
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3. In the login box, 

· Type in the USERID 

· Type in the PASSWORD 

· Click on GO button. 

On the following page is a screen shot of this window after you click on the ‘Go’ button.  Your screen may look somewhat different based on your access to various web applications.
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4. After successful login, click on the link “Secure File Transfer (DoSE Upload). 

On the following page is a screen shot of the window that will appear after you click the ‘Secure File Transfer (DoSE upload) link.
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5. Click on the “Browse” button to locate the file on your computer. After you locate and select the file that you wish to upload, click on the  “Upload your file” button. 

 

 
6. A message will appear when the file is successfully uploaded. Close the window to exit the upload process.   This completes your data submission and you will receive an email confirmation automatically that the file has been submitted and received. This also provides an official time and date stamp of your submission.

This file with completed data is due November 15, 2007 and the finished document is due January 30, 2008.  In addition, please send a copy of both submissions via email to your regional co-op director.

Click on this link for ‘Secure File Transfer (DoSE upload).





Click this button after you have selected the file above you wish to upload.





Click this button to locate the file to be uploaded
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Explanation of Data and Description of Plan for Inprovement or Maintenance

Questions to consider:

~ Describe how the district paticipates in a community interagency process with First Steps representatives.

~ How does the district routinely communicate with First Steps?

~ How does the district participate in your District Early Intervention Committee (DEIC)?

~ Did the district use the identifying information provided by KDE to assist in the tracking of students who may be transitioning
to preschool?

~ Does the district use surveys to seek feedback from parents?

A. Address the following: Add an Ad
~ Analyze the data
~ Describe any additional data used to reach the tearn's conclusions,
~ According to the District Review Team, what are the root causes for the district’s performance?

onal Page for Response to Items A and B.

Enter Text Here for A,

B. If the standard was met, describe a plan for maintenance; OR if the standard was not met, describe a plan for improvement:

Enter Text Here for B
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