
Welcome to the EDCS 
District Training series
#3B Submitting a Vacancy Report:

IMPORTING A VACANCIES DATA FILE



Objectives of this training:
By the end of this training, you will . . .

• Know what EDCS, FVR, and SVR stand for and where to find them

• Understand how the data you submit is used

• Be aware of the EDCS timeline and due dates

• Know the difference between “Vacancy” and “No Vacancy”

• Learn about the nine different categories in which to add vacancies

• Have step-by-step directions for: 

o how to CREATE a vacancy data file

o how to ENTER vacancies by importing a data file

o how to SUBMIT vacancies/no vacancies 

o for how to EDIT vacancies

• Get to see EDCS working in real time

• Learn about additional EDCS District Training topics

• Learn where to access EDCS training resources

• Get KSDE contact information for getting help with EDCS



Purpose of EDCS:

• It is a state regulation that every public and accredited private 
school in Kansas submit personnel data and assignment data 
annually.

• This data is used by:  The Kansas State Board of Education

       The US Department of Education

       School Districts

       Colleges/Universities

       Educational Researchers

       . . . to name just a few!



Example of how vacancy data is used:
Vacancy Assignment 
Top 5 – Spring 2025

Board District
Total Δ 

#1 #2 #3 #4 #5 #6 #7 #8 #9 #10

Special Education 59 47 22 53 123 53 34 37 74 55 557 14%

Elementary 24 35 3 20 199 47 61 13 34 23 459 2%

Math 8 15 2 4 45 20 11 1 14 14 134 11%

Science 3 20 7 5 53 9 12 4 16 4 133 14%

English Language Arts 7 5 3 6 56 10 7 5 19 9 127 9%

Total – TOP 5
reported Vacancies

101 122 37 88 476 139 125 60 157 105 1410 9%

Percent Change (Δ)
from Fall Vacancies

3% 44% 38% 3% 7% 14% 8% 20% 10% 35% 9%



EDCS Timeline:

July

EDCS Updates

August 1

EDCS opens for the new school year

FVR open for data entry and submission

LPR/SVR open for data entry only

September 25

FVR is DUE!

January 1

LPR/SVR opens for 
submissions 

March 1

LPR/SVR is DUE!



• The Fall Vacancy Report (FVR) and Spring Vacancy Report are completed in EDCS.

• The FVR is submitted independently of the Licensed Personnel Report (LPR).                                              
Whereas the SVR is submitted as part of the LPR.

• All accredited systems are required to submit the FVR by September 25 (regardless of the day of 
week) and the SVR by March 1 (regardless of the day of week).

• There are NO negative ramifications for having vacancies.  Please report all vacancies as accurately 
as possible.

• KESA compliance is tied to submitting vacancy reports on time . . . not the number of vacancies.

Vacancy report information:



• Any position that is not filled (and therefore does not exist this year)

OR

• Any position that is filled with an individual who does not hold an 
appropriate teaching license for the assignment

 - no license

 - an expired license 

 - a substitute license (standard or emergency)

 - licensed, but unqualified for the specific assignment                         
(doesn’t hold the correct endorsement for the assignment)

What IS a Vacancy?



What IS NOT a Vacancy?
• Any position taught by an individual who has:

 - a Waiver (for added endorsement)

 - a Provisional License (to complete a new content program)

 - a Restricted License (to finish professional education coursework) 

 - a Transitional License (to reinstate an expired license)

 - a Temporary Non-Renewable License (to pass content tests)

 - a Limited Residency License (LRL) (the individual is currently enrolled in a High-Incidence 
SPED program)

 - a Limited Teacher Apprentice Program (LTAP) License (the individual is currently enrolled at 
WSU in an early childhood education/elementary education program to complete 
professional education pedagogy and become fully licensed)

 - a Limited Elementary Residency Program (LERP) License (the individual is currently enrolled in     
an elementary program to complete professional education pedagogy and become fully licensed)



Different Vacancy Categories:

There are NINE categories in which to add vacancy data.  
The process of entering/editing vacancy data is the same for all nine types of vacancies.

CTE

School Specialist

School Support

Leadership/Administration

Elementary

Middle Level 

Secondary

SPED/ESOL

All Level Endorsements



• How do I get to EDCS?
1. Go to https://www.ksde.gov/
2. Select Authenticated Applications under Popular Resources.
3. Enter your district access username and password (or register as a new user).
4. Login.
5. Read and Accept the Legal Notice.
6. Select EDCS from the list of My KSDE Web Applications.

• What if I don’t see EDCS in the list of My KSDE Web Applications?
1. Click on Manage My Account.
2. At the top of the page, enter User Account information.
3. Check the box beside EDCS and select District from the dropdown.
4. At the bottom of the page, enter In Case You Forget Your Password information.
5. Submit.
6. Your district’s system administrator will receive your request for EDCS access.

Getting Started:

https://www.ksde.gov/


Post it note image provides link so presenter can do a real time demonstration.

https://appst.ksde.org/authentication/login.aspx


CREATING a file for importing Vacancies: 



Spec sheets for vacancy data files:



Sample .txt file:



Sample .csv file:



Post it note image provides link so presenter can do a real time demonstration.

https://appst.ksde.org/authentication/login.aspx


ENTERING Vacancies by importing a data file:

Once you are in EDCS:
1. The current school year will be visible in the dropdown menu.  Click on Select Year.



2. Expand Staff Data in the left side bar menu.
3. Select Import Text Files.



4.  Scroll down to Vacancies at the bottom of the page and click Choose File.



5.  Once you’ve selected the file, click on Upload Fall/Spring Vacancies.



If there are NO errors, you will receive confirmation that the file uploaded successfully.



If there ARE errors that need to be resolved, they will be displayed with line number and details 
of the error. 



Post it note image provides link so presenter can do a real time demonstration.

https://appst.ksde.org/authentication/login.aspx


SUBMITTING Vacancies after importing a vacancy data file:

Note:  SUBMITTING the vacancy report will be the same process, regardless of how you 
entered the vacancies. 

1. Expand Vacancy Report in the left side bar menu.
2. Select Fall Vacancies/Spring Vacancies.



Note:  After importing the text file(s):
• the system will have selected the Have Vacancies radio button. 
• all vacancy entries will be visible on the Fall/Spring Vacancies page.



3. You must scroll to the bottom of the screen and click on 
the “Submit Vacancy Entries” button.



Any errors that need to be resolved will be displayed at the 
bottom of the page when you try to submit your vacancies. 

Your FVR has not been submitted until: 
• all errors have been fixed, 
• you click on Submit Vacancy Entries again, 
• and you see the SUBMITTED status at the top of the page.



You will get a confirmation of successful submission at the top of 
the page next to Status of Fall/Spring Vacancies for the school year.

The status will say NOT YET STARTED or IN PROGRESS until you 
get the confirmation of SUBMITTED.



EDITING Vacancies after importing a text file:

ADDING additional vacancies
• If there are not many vacancies to add, enter them manually on the Fall/Spring 

Vacancies page.
• If there are a lot of vacancies to add, create a new file for the additions.
CHANGING vacancies
• If there are not many vacancies to change, make changes manually on the Fall/Spring 

Vacancies page.
• If there are a lot of vacancies to change, you’ll need to delete the entries with errors, 

then create a new file for the entries that need to be altered.
DELETING
• Regardless of the number of vacancies to delete, delete them manually on the 

Fall/Spring Vacancies page.



Note:  If you submit your 
vacancy report and then 
realize you made a mistake 
or missed something, you 
can scroll to the bottom of 
the screen and click on 
Allow ReSubmit to go back 
and enter/edit/delete 
information.  Don’t forget to 
Submit Vacancy Entries
again!

What if our report has been submitted, but I need to make a change?



Post it note image provides link so presenter can do a real time demonstration.

https://appst.ksde.org/authentication/login.aspx


NO Vacancies:  What if we don’t have any vacancies to report?

Note:  If you have NO Vacancies, you MUST still submit a vacancy report.
You will do all work in the Fall/Spring Vacancies page.

1. Select the Do Not Have Vacancies bullet.



Submitting NO Vacancies:

2.  Scroll to the bottom of the screen and click on Submit Vacancy Entries.



• KSDE.gov and EDCS Basics

• Entering Staff Data (Parts A,B,C)

• Submitting the Fall/Spring Vacancy Report (Parts A,B)

• Entering CTE assignments

• Entering SPED/ESOL assignments

• Entering Shared Staff information (Parts A,B)

• Structured Literacy reporting

• Submitting the LPR/SVR

Training modules in the EDCS District Training series:



•Go to www.ksde.gov

• Select Licensure under Popular Resources

• Select Licensed Personnel Report under Licensure

• You’ll find content specific PDFs and training videos under EDCS 
District Training Resources 

Where are EDCS District Training resources?

http://www.ksde.gov/


Where is the EDCS/LPR user manual?

•Go to www.ksde.gov

• Select Licensure under Popular Resources

• Select Licensed Personnel Report under Licensure

• Select LPR-EDCS User Manual under Licensed Personnel Report

OR

• Select ? User Manual in the left side bar menu of the EDCS page

http://www.ksde.gov/


Contact information:

Leslie Bruton

Systems Coordinator, Teacher Licensure

leslie.bruton@ksde.gov

(785) 296-8011



The Kansas State Department of Education does not discriminate on the basis of race, color, religion, national origin, sex, disability or age in its programs and activities and provides equal 
access to the Boy Scouts and other designated youth groups. The following person has been designated to handle inquiries regarding the nondiscrimination policies: KSDE General 
Counsel, Office of General Counsel, KSDE, Landon State Office Building, 900 S.W. Jackson, Suite 102, Topeka, KS 66612, (785) 296-3201.

Leslie Bruton
Data Systems Coordinator
Teacher Licensure
(785) 296-8011
leslie.bruton@ksde.gov

Shane Carter
Director
Teacher Licensure
(785) 296-2289
shane.carter@ksde.gov

mailto:leslie.bruton@ksde.gov
mailto:shane.carter@ksde.gov
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