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Kentucky School Report Card Suite 

Collection Tool: Submit Collection Data 
NOTE: Images provided in the system guides are from the test system, use 

dummy data, and might not exactly match what you see on your screen 

depending on your role(s) and permissions. 

 

After logging into the Kentucky School Report Card (SRC) Suite Collection 

and Approval Tool, you will be directed to the system’s Home page. To access 

the Submit Collection Data page, click on Collection from the top navigation 

bar, and then select Submit Collection Data. 

 

After clicking on Submit Collection Data, you will be redirected to the Submit 

Collection Data page. On the top of the page, you will see drop-downs for the 

Year, District, and if a District is selected, School. Beneath these is the Filter by 

Form dropdown. 

https://portal.kde.otised.net/Account/Login
https://portal.kde.otised.net/Account/Login
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The Year drop-down defaults to the current school year; new data can only be 

entered for the current reporting year. District and School filter by 

organizations for which you have corresponding permissions for. Filtering by 

form allows you to see statuses and information based on each collector Form 

Name. 

 

At the state and district organizational levels, a table with the following 

columns displays below the domain heading: 

 

● Organization: Organization(s) associated with role(s) 

● Not Started: No data has been entered for the domain or form 

● In Progress: Data has been added to the domain or form and 

submitted/updated 

● Completed: Data collection has been marked complete 

● Finalized: Data collection has been marked final 

● Total: Number of forms for organization or form type 

 

The Export Summary button downloads a dataset listing the domain’s status 

for the selected organization(s). 

 

NOTE: Arrows next to each column header allow you to sort the table’s data in 

ascending or descending order. 
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Selecting a School from the School dropdown at the top of the page displays 

forms and their statuses for that school. 
 

 

To enter new data, or update existing data, click the form’s Edit icon (  ), and 

you will be redirected to the fillable form. Please note that form fields may 

have certain requirements, such as only allowing numeric or text values; while 

some fields may be required or optional. 

 

 

Once the data has been added, reviewed, and/or edited, you have the 

following options at the bottom of the page: 

 

● Cancel: Button discards information entered and the form’s status will 

remain unchanged 
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● Save: Button available on the form when the domain’s Status is “In 

Progress” or “Completed”; saves the data entered/updated and 

documents a Status of “In Progress” 

● Submit: Button available on the form when the domain’s Status is “Not 

Started”; saves the data entered and updates the Status to “In Progress” 

 

A School Profile Report can be downloaded for each applicable school by 

clicking on the Download School Profile Report button. Clicking the 

Download School Profile Report button will generate a pdf version of the 

document in a separate window. 

 

 

 

Uploading Collection Data in Bulk 

At the district organizational level, applicable forms include a Bulk Upload 

icon next to the domain name. Click the  icon to open the Bulk Upload 

Responses window for the selected Domain, year, and form version. 

 

 

On the Bulk Upload Responses window, click Download example template 

to download a preformatted CSV file. The template includes prefilled School 

Id and Name columns for each applicable school. Do not remove or modify 

these values. The remaining columns correspond to the questions in the 

selected form. 
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Use the icons next to Responses CSV file to review: 

 

● Question Mark icon  : Detailed file-formatting, answer-entry, and 

validation instructions 

● Valid Answers icon  : Accepted response values for the form’s 

questions 

In the template, enter responses in the applicable question columns, save the 

file in CSV format, and then click Browse to select the saved file. Click Upload 

to import the responses. 

The entire file is validated before any data is saved. If any row contains an 

error, no responses are imported, and an error report identifies the rows that 

must be corrected. When all rows are valid, the uploaded responses are saved 

with a status of Completed. 

 

 

NOTE: Bulk-uploaded responses supersede data already entered for the 

applicable schools and form(s). Finalized responses are locked and cannot be 

replaced through a bulk upload. 

 

 

 

 

 

 
This document was created by AnLar on behalf of the Kentucky Department of Education. 


