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How to Access the Kindergarten to Grade 3 Literacy Universal 
Screening Assessment (K3LA) Data System 
Prerequisite for accessing the K3LA Data System: 

• An account in Directory Manager (DM) with a K3LA role assigned.  
o Your username and password are sent in two separate emails when you are 

first added to Directory Manager by your LEA Security Manager.  
o Usernames and passwords should NOT be shared, as each is unique to the 

assigned individual.  

Step 1  
Using Microsoft Edge or Chrome, go to the https://csde.ct.gov website. The system displays the 
State of Connecticut Login screen (Figure 1). 

Figure 1. State of Connecticut Login 

 

Step 2 
Enter your Username and Password and select Login. 

 If you only have access to the K3LA application, the system displays the K–3 Literacy 
Universal Screening Assessment Data Collection Home screen - Go to Step 4. 

 If you have access to more than one application, the system displays the State 
Department of Education Home Page (Figure 2). 
 

  

https://csde.ct.gov/


Figure 2. State Department of Education Home Page 

 

Note: 

• If you do not have access to the K3LA Data Collection System or need to add an 
additional person, contact your LEA Security Manager. For a list of LEA Security 
Managers, please visit EdSight and filter on your district and the LEA Security 
Manager.  

• If you are the LEA Security Manager and you need access to K3LA you will need to 
contact the CSDE as you will not be able to assign yourself to this role. To facilitate 
the process, please request access via an email to Laura.Guerrera@ct.gov or 
Raymond.Martin@ct.gov and include (carbon copy) your Superintendent.  

Step 3 
Select K3LA from the Applications drop-down menu (Figure 2.) and click Continue. 

Step 4 
The system displays the K–3 Literacy Universal Screening Assessment (K3LA) System 
Acknowledgement page (Figure 3.), click Accept. 

Figure 3. K–3 Literacy Universal Screening Assessment (K3LA) System Acknowledgement page 

https://public-edsight.ct.gov/overview/find-contacts?language=en_US
mailto:Laura.Guerrera@ct.gov
mailto:raymond.martin@ct.gov


How to Upload the Data File 
Prerequisites for uploading student assessment data: 

• Ensure that testing has been completed within the CSDE-established assessment 
window and that all required information is ready to be entered into the upload file. 
Please note that one file should be uploaded per district. 

• Refer to the K-3 Literacy Universal Screening Assessment Data Submission Quick 
Guide for additional information and helpful tips related to this collection.  

• Districts should utilize the Excel workbook (below) that is associated with their 
assessment to compile student results in the data template (tab 1): 

o Acadience 
o aimswebPlus 
o DIBELS 8th Edition (paper) 
o mCLASS 

• The data template within the Excel workbook must be saved as a Comma Separated 
Value (CSV) file before submission. The naming convention for the file should be your 
DistrictName.csv. An MS Excel pop-up may appear when converting the file to alert 
you that the file type does not support workbooks with multiple sheets; click the OK 
button to accept this when saving the file as a CSV.  

Step 1 
Using the navigation menu at the top of the screen click the Upload option (Figure 4). 

Figure 4. Upload  

https://portal.ct.gov/-/media/sde/student-assessment/main-assessment/k3la-data-submission-quick-guide.pdf?rev=95f56b80a21040f78502f5ea2097128b
https://portal.ct.gov/-/media/sde/student-assessment/main-assessment/k3la-data-submission-quick-guide.pdf?rev=95f56b80a21040f78502f5ea2097128b
https://portal.ct.gov/-/media/sde/student-assessment/main-assessment/acadience_data_collection_workbook.xlsx?rev=1d85fb01b5264dba9d714f8be9ee7d24
https://portal.ct.gov/-/media/sde/student-assessment/main-assessment/aimsweb_data_collection_workbook.xlsx?rev=7e1086012bdd40b0998bcefab10d9ea1
https://portal.ct.gov/-/media/sde/student-assessment/main-assessment/dibels_8_paper_data_collection_workbook.xlsx?rev=b7f4e93051fb43499653bf0e4d309a2f
https://portal.ct.gov/-/media/sde/student-assessment/main-assessment/mclass_data_collection_workbook.xlsx?rev=8852f463ce934d859eb1b6fba75018df


Step 2 
On the Upload page click Choose File (Figure 5). 

Figure 5. Choose File 

 
Step 3 

Click Upload (Figure 6.) when the file appears. 

Figure 6. Upload 

 

Step 4 
A preview of the data file will be presented. You will be given two options: 

o This is a header row, please ignore it. 
o This is a row of data, please include it.  

If the first row in the file contains the field names, it is a header row. If it contains student data it 
is a row of data, not a header row. Select the appropriate response, then click Load Data for 
Validation (Figure 7.). 



Figure 7. Load Data for Validation 

 

When the file has been validated a green banner will present the message: File has been 
uploaded successfully (Figure 8.).  

Figure 8. File has been uploaded successfully 

 

Step 5 
Click the refresh button (circular arrow) on the page to see the status of the file in the Uploaded 
Files section. 

• If there are errors in the file proceed to Step 6. 
• If the data file upload was validated without errors the Status column will read Work 

table load complete (Figure 9.). This indicates that your data upload was successful, 
no further action is required. 

Figure 9. Uploaded Files Status 

 

Step 6  
Click Download Batch (Figure 10.) to open and review the error report and amend your data file 
as needed. Please note that the Don’t Convert option should be selected if you receive an MS 
Excel pop-up related to data conversions when opening the batch file.



Figure 10. Download Batch 

 

Step 7 
Repeat Steps 3 through 5 to submit the corrected data template file.  

• The Delete Batch link (Figure 11.) will remove the file in the associated row. 
• To Show all uploaded files click on the check box (Figure 11.) in the Uploaded Files 

section. 

Figure 11. The Delete Batch and the Show All Uploaded Files Options 
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