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Introduction 

Data Submission Guide Purpose and Statute 
 

Purpose of Guide 

This guide is designed to help local education providers (LEPs), also referred to as districts, prepare for and 
complete the annual Kindergarten School Readiness (KSR) Data Collection. This is a document that will be 
updated and added to annually and serves as your “one-stop-shop” for reminders, resources, tutorials, and 
guidance on the KSR Data Collection. 

Please also utilize the KSR data collections website linked here. 

 
Statute Relating to Data Collection 
This collection is supported by a few key bills and sections of statute, including C.R.S. 22-7-1002 and C.R.S. 

22-7-1014. 

 

KSR Data Collection General Guidelines 

Prior to Collection Window Checklist 
 

There are some steps that a district data respondent may want to take in order to ensure a smooth 

collection for their district. The following steps can occur before the collection opens: 

1. Please ensure that the district data respondent is assigned to the collection in CDE’s Access Management/IdM 
system. This will ensure the district data respondent receives all communications from the data collection lead 
around the collection. Please also note that it is the district’s local access manager (LAM) must assign the role. 

2. There are three roles available viewer, user, and approver.  Every district must have one person with the 
approver role to complete the collection. 

 

 

During Collection Window Checklist 

After the collection opens and during the collection window, please take the following steps: 
 

1. Get an extract of the KSR results from the assessment tool used by the district/school. 

a. Some vendors provide a Colorado specific report that meets the requirements of 

2. If the KSR assessment vendor used doesn’t provide a Colorado specific report, aggregate the data at the school 
level matching the file layout found at the  KSR collection website. 
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Collection Completion Steps in Data Pipeline 

 

 

Step 1: Uploading a File 

Once your file meets the file layout specifications, please follow the directions below to complete an 

upload: 

 

1. Login to Data Pipeline 

2. Select File Upload → Data File Upload 

a. Dataset = School Readiness 

b. File type = School Readiness Collection 

c. School Year = Select current year 

d. Organization/LEA = Select your organization 

3. Select your file to upload 

4. Select Replace 
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Step 2: Check Data Pipeline Error Report 

After uploading, Pipeline will send an automated email that will state how many errors exist in your file. 

After receiving this email, you can check your error report in Data Pipeline. Your error report will detail 

what corrections need to be made in your file. The error report will provide you the record that is triggering 

the business rule and the error message should provide enough information to fix the record. If it does not 

or if you believe that you are hitting the business rule in error, please reach out to the KSR data collection 

lead at KSRData@cde.state.co.us. In order to view your error report, please follow these steps: 

• First, find the gray box labeled “Pipeline Reports”. Clicking on this will open a submenu that will provide an 
option of “Error Report”. Click on this. 

• After selecting this option, a new screen should load. On that screen, please make the following selections: 
o Dataset: School Readiness 
o File Type: School Readiness Collection 
o School Year: Select the year for which you are submitting 
o Organization/LEA: Select your district 
o Error Type: Select “Errors and Warnings” in order to see both types of edits. 

▪ NOTE: Errors will need to be fixed, as they prohibit your file submission from being locked and 
officially submitted. Warnings do not prohibit locking but are there to ensure data accuracy. 
Please see the screenshot below. 

o After making these selections, click on “Search”. 
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Step 3: Correct Errors and Reupload 

Please continue this process of uploading and checking your error report (Steps 1 and 2) until you reach zero 

errors.  

 

For error SR070 – “No kindergartners are reported at this school. If no kindergartners are presently enrolled 

at a school, please request an exception.” 

• Request an exception – Email KSRData@cde.state.co.us requesting an exception 

• Once exception is granted, resubmit your file and SR070 should no longer be returned 
 

 

 

 

Step 4: Lock District Submission 

After you have reached zero errors and have reviewed your data for accuracy, please lock your submission in 

Data Pipeline. This will ensure that no further changes are made to your file. Your submission is not 

considered complete until this step is taken. 

This can be done through the Status Dashboard: 

• In Data Pipeline select School Readiness – Status Dashboard 

• Select Submit to CDE 
o Must have LEA approver role 

• Select Download Sign Off Form 

• Sign and return form to KSRData@cde.state.co.us 
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Helpful Links and Resources 
If you are unfamiliar with or new to Data Pipeline, we recommend visiting the Data Pipeline User Manual 

before using this guide. Individuals who are familiar with Data Pipeline will have the technical background 

they need for this collection. 

Please also visit the file layout for additional field explanations and the business rules document for 

information on how your data will be processed and what errors might arise when uploading. 

• KSR Data Collection 

Information updates are also provided on a weekly basis during the collection window at CDE’s Data Pipeline 

Town Hall. Information around Data Pipeline Town Hall can be found here. 

Lastly, please do not hesitate to reach out to the READ data collection lead by emailing 

KSRData@cde.state.co.us 
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