KENTUCKY EDUCATION CABINET

DEPARTMENT FOR WORKFORCE INVESTMENT

OFFICE OF CAREER AND TECHNICAL EDUCATION

INSTRUCTIONS FOR REPORTING EARLY COMPLETERS WHO GRADUATE


Data is entered into TEDS only for those postsecondary students who are taking at least one technical course during the school year.  Students who are still enrolled but are taking only academic courses must be given a termination status whenever they are no longer taking technical courses.  

These students are given the termination status ‘completed tech/finishing acad’ the school year in which they have finished the technical courses required for their credentials.  This report will be used to identify those students who were given the termination status ‘completed tech/finishing acad’ in the technical program during the previous school year.  Upon completion of the credential, these students may be counted as a ‘completer’ for federal Perkins reporting even though these students will not have an enrollment record in TEDS for the year that they finish the required academic courses.  To be included in this report, students must have an education level of ‘postsecondary’ and must have a termination status of ‘completed tech/finishing acad’ for the previous school year.
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Reports/Institution Reports

Select the school year that the student had the termination status ‘completer and not hs grad’ assigned.   

Click ‘Next’.
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Class List Report Options Screen

Select the values shown in the above printscreen for the drop-down boxes at the top of the screen.

The boxes on the lower portion of the screen are used to designate what data fields will be printed on the report and in what order the records will be sorted.  Data fields that may be printed are listed in the box ‘Available Report Columns’.  Data fields that will be printed on the report are listed in the box ‘Selected Report Columns’.  The data fields will print in order beginning with the first field listed.  Up to 14 data fields may be printed on the report, depending on the length of the data fields.

Click on the name of a data field to move it from one box to another.  To remove unwanted data fields from the ‘Selected Report Columns’ box, highlight the name(s) of the unwanted datafields, then click the arrow pointing left.  To add the name of a datafield to the ‘Selected Report Columns’ highlight the name in the ‘Available Report Columns’ box and click the right arrow.  You may choose any data fields to be printed on the report.  The data fields shown in the ‘Selected Report Columns’ box are recommended.  You may add additional data fields, including the SSN field if preferred.

To designate the order in which the information printed on the report will be sorted, highlight the name of the data field and click the right arrow button.  Institution and program (as shown) are recommended.  Section may be added if wanted.

Select ‘Excel’ as the Report Format.

Click ‘Build Report’.  The report will be displayed on screen.

Click on ‘File’ at the top of the screen.  Select ‘Save As’.  Key a name for the report and save it to disk.  

Once the report has been saved to disk, you may close the report and exit the reports screens.  You may also send the report to print on your local printer by clicking the printer icon at the top of the screen.
A sample of the report is attached.

The report will list each student who was given the termination status ‘completed tech/finishing acad’.  Check the list of graduates for the current school year.  Verify that each student listed did receive a credential.
If any student listed on the report did not receive a credential, delete the student from the saved Excel document/report. 

Send an electronic copy of the report to SarahE.Galliher@ky.gov.  

