Process for providing Student and Classroom Data for
upload into the KEI System

STUDENT AND TEACHER DATA UPLOAD PROCESS

As a District or Building Administrator in the KEI System, you have the ability to create an
electronic file that contains Student and/or Classroom data that can be sent to the KEI team
for upload into the KEI Database. By taking advantage of this process, you will drastically cut
down the time it will take your teachers to manually enter this data into the KEI system.

In order to complete this process, you will need to be able to extract data from your district’s
Student Information System (SIS).

Once you have confirmed that you are able to extract this data from your SIS, you can begin
the process of creating an upload file for your Student and/or Classroom KEI Data.

KEI STUDENT DATA TEMPLATE

To begin the process of creating your Student data upload, you will need to download the KElI
Student Data Template from the KEI Website. The Student Data Template can be downloaded
by clicking on the following link:

Download the KEI Student Data Template

When you download and open the KEI Student Data Template, you will see a blank
spreadsheet with column headings showing what information you will need to add:
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https://www.kei-pa.org/wp-content/uploads/2025/08/2025-KEI-Student-Data-Template.xls

To complete this data template, export the data from your SIS and format it while matching up
your data with the data headers listed on the second row of the KEI Student Data Template
sheet.

In reviewing the KEI Student Data Template tab on the KEI Student Data Template, you will see
a red asterisk (*) next to the field values that are minimally required to successfully load a
student’s record into the KEI database. If any of the data values are missing for a student,
their record will not be loaded.

For your review, here is the list of the data fields that are minimally required in order to have a
student’s record loaded into the KEI database:

PA Secure ID (State Student ID)
Building ID

AUN ID

Birth Date

First Name

Last Name

Middle Name

Gender

Ethnicity ID

Pre-K Experience

Name of Child Care Provider
LEP/ELL Status

Is English Home Language (Yes/No)
IEP/504

School Entry Date

Classroom Name

To see examples of how the data in each of the fields should be formatted, use the Student
Data Field Requirements tab on the KEI Student Data Template.
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The Student Data Field Requirements tab will provide you with the names of each field,
whether or not that field is required, a definition or description of the field, and finally, an
example of what the data might look like in each field.

NOTE: Please be aware that there are conditions for some of the questions that may make
additional field required for some student data.

e For example, if you answer “Yes” for a student’s LEP/ELL Status, you will have to enter
data for the student’s Home Language.

It is also important to note that all of the listed fields in the KEI Student Data Template tab will
need to be entered in order for a Student's KEI Inventory to be successfully finalized.
Finalization happens after teachers have completed their assessments on their entire
classroom. If all of the data required to finalize a student's record is not entered with this
import, teachers will be required to enter this data during their data entry of the Inventory.

The final step is to securely upload your Student Data to KEI staff for processing. We have set
up a special Uploader page within the KEI database to accomplish this task while protecting
your student’s information. To get to the KEI data uploader site, you must log into the KEI
database and then click on the following link: https://data.kei-pa.org/uploader/upload/

If you should have any questions or concerns around how to create and submit KEI Student
data for upload, please feel free to contact Jeff Kay via email (jkay@csiu.org) or by phone at
570-246-5939.
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