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KEDS CSV Data Submission User Guide
Introduction
This guide explains how to complete the CSV template files used to import student and school information into KEDS.
Please read this guide before entering data.
For all documents referred to in this document, they can be found on kedx.ksde.gov

Before You Begin
· Open the CSV file in Microsoft Excel.
· Do not rename any column headers.
· Do not delete any columns, even if you are not using them.
· Enter one record (one student, one school, etc.) per row unless instructed otherwise.
· Save the file as CSV (Comma Delimited) (*.csv) before submitting it.

Understanding the CSV
The first row contains column headers.
Example:
	studentUniqueId
	firstName
	lastSurname
	birthDate

	123456
	John
	Smith
	2015-05-15


Do not change the first row.
Enter your data beginning on the second row.

Required vs. Optional Fields
Some columns are required by KEDS.
These must always contain a value.
Other columns are optional and may be left blank.
If you are unsure whether a field is required, refer to the ‘2027 Mapping & Translation of KIDS to Ed-Fi_ODS’ document or the ‘KEDS CSV Data Submission Technical Reference Guide – v1.0’ document.

Dates
Always enter dates using the following format:
YYYY-MM-DD
Correct:
· 2026-08-15
· 2026/08/15
Incorrect:
· 8/15/2026
· 26/08/15
· August 15, 2026

Numbers
Only enter numbers.
Correct:
· 5
· 12
· 2026
Incorrect:
· Five
· 5 Days
· 2,026

Yes/No Values (Boolean Fields)
Some fields only accept true or false.
Examples:
	Correct
	Incorrect

	true
	Yes

	false
	No

	true
	Y

	false
	N


Always use lowercase true or false unless instructed otherwise.

Descriptor Fields
Many KEDS fields use descriptor values.
Examples:
· Grade Level Descriptor
· Race Descriptor
· Sex Descriptor
· Language Descriptor
These values must exactly match the values listed in the ‘2026-2027 KSDE EdFi ODS API Descriptors’ sheet and contain the namespace listed for that Descriptor type alongside a # symbol.
Example:
Correct:
· uri://ed-fi.org/GradeLevelDescriptor#Third grade
· uri://ed-fi.org/SexDescriptor#Female
· uri://ed-fi.org/RaceDescriptor#White
Incorrect:
· uri://ed-fi.org/GradeLevelDescriptorThird grade
· Female
· Caucasian

Multiple Values in One Cell
Some columns allow multiple values.
When this is allowed, separate each value using the pipe character.
The pipe character looks like this:
|
Do not use commas or semicolons.
Example:
Student Characteristics
Correct:
uri://ed-fi.org/StudentCharacteristicsDescriptor#Gifted| uri://ed-fi.org/StudentCharacteristicsDescriptor#Military Connected|Homeless
Incorrect:
Gifted, Military Connected, Homeless

Kansas At Risk
Correct:
uri://ksde.org/KSAtRiskEligibilityDescriptor#Academic Risk| uri://ksde.org/KSAtRiskEligibilityDescriptor#Behavioral Risk

PR At Risk
Correct:
uri://ksde.org/PRAtRiskEligibilityDescriptor#Priority 1| uri://ksde.org/PRAtRiskEligibilityDescriptor#Priority 2

Education Plans
Correct:
uri://ed-fi.org/EducationPlanDescriptor#IEP| uri://ed-fi.org/EducationPlanDescriptor#504 Plan

Languages
Correct:
uri://ed-fi.org/LanguageDescriptor#Eng| uri://ed-fi.org/LanguageDescriptor#Spa

Leaving Optional Fields Blank
If a field is optional and you do not have a value, simply leave the cell empty.
Do not enter:
· N/A
· None
· Unknown
· Blank
· 0 (unless the value is actually zero)

Student IDs
Student IDs should be entered exactly as provided by your Student Information System.
Do not add spaces before or after the ID.

[bookmark: _Toc239928803]Education Organization ID’s & School ID’s
The KSDE EducationOrganizationID/SchoolID is formatted as follows: ttdddbbbb, where:
· tt = corresponds to the letter alphabet that starts the organization number.
· A = 11
· C = 13
· D = 14
· E = 15
· I = 19
· J = 20
· M = 23
· P = 26
· S = 29
· T = 30
· U = 31
· X = 34
· Y = 35
· Z = 36
· ddd = last 3 digits of the district number.
· bbbb = four digits of the school number, 0000 for districts

This derivation translates to the following sample org numbers and building numbers:
	Education Organization ID
	School ID
	Derivation

	C0038 
	130380000
	C = 13, followed by 038 (last 3 digits) and 0000 signifying it as a district

	D0101 
	141010000
	D = 14, followed by 101 (last 3 digits) and 0000 signifying it as a district

	2161 
	142662161 
	2161 is a building(school) in the district D0266 (which translates to 142660000)

	2164 
	342552164 
	2164 is a building/school in the district X0255 (which translates to 342550000)



The KSDE EducationOrganizationID to generic Org. No/Building No relationship value is stored in Ed-Fi on the Ed-Fi EducationOrganizationIdentificationCodes collection and is surfaced via the Ed-Fi LocalEducationAgencies, Schools, and PostSecondaryEducation resource endpoints.

Common Mistakes to Avoid
Do not:
· Rename column headers.
· Delete columns.
· Insert extra columns.
· Change the order of columns.
· Merge cells.
· Color code cells to communicate information.
· Use formulas if possible.
· Use special formatting.

Saving the File
When finished:
1. Select File.
2. Select Save As.
3. Choose CSV (Comma Delimited).
4. Save the file.
5. Close Excel.
6. If prompted about CSV formatting, choose Yes to keep the CSV format.

Before Submitting
Review the file and verify:
✓ All required fields are completed.
✓ Dates use the format YYYY-MM-DD.
✓ True/False fields contain only true or false.
✓ Number fields contain only numbers.
✓ Multiple values are separated with the pipe (|) character.
✓ No column headers have been changed.
✓ The file is saved as a CSV.

Questions
If you have any questions,  concerns or feedback regarding the KEDS CSV Data Submission process, please contact:
Frederick Richter - Requirements Analyst
(785) 296-8438 - Freddy.richter@ksde.gov
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