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Introduction 
This user manual provides directions for states on how to get started with the Child Outcomes 
Summary Knowledge Check (COS-KC) system and how to produce reports within the COS-KC 
system. The main body of this document focuses on technical information and specific steps to 
get set up in the COS-KC system itself. The appendices offer additional information and tools 
for decision-making. See also the COS-KC webpage, including both pages with practitioner 
resources and state resources. Links to Frequently Asked Questions about the COS-KC for 
both practitioners and state administrators are available on the respective resource pages. 

Getting Started With Technical Set-Up in the COS-
KC System 
The technical set-up in the COS-KC system involves (1) designating state administrators 
(hereafter called “State Admins”) with permission to manage information and permissions within 
the system, (2) uploading local program locations, (3) and designating local administrators 
(hereafter called “Local Admins”) with permission to see practitioner information and run reports. 
The Big Picture Planning Worksheet, which is available on the DaSy website, walks you through 
planning for each of these aspects of the COS-KC.   

Designating State Admins 

General Information 
The state must designate one or more staff members to serve as State Admins. The State 
Admins will be responsible for entering required information on local programs into the COS-KC 
system and will be able to run state- and local-level reports. The DaSy Center recommends that 
a state identifies no more than four people to serve as State Admins. See Appendix B for more 
information on State and Local Admin roles and responsibilities.  
State Admins will:  

• Upload local program location names and identification numbers in the initial set-up 
within the COS-KC system. This set-up will be a one-time activity. If local programs 
merge or split after this information is entered, State Admins will need to reach out to 
DaSy for guidance on updating the local program information. 

• Upload the names and email addresses for any local staff designated as Local Admins 
and update the system with changes. 

• Run and review state and local program data reports. 
• Communicate with practitioners about taking the COS-KC or work with those designated 

to do so.  
• Coordinate with Local Admins to access the system. 

https://coskc.dasyonline.org/
https://dasycenter.org/cos-kc/
https://dasycenter.org/cos-kc/practitioners/resources/
https://dasycenter.org/cos-kc/practitioners/resources/
https://dasycenter.org/cos-kc/states/resources/
https://dasycenter.org/wp-content/uploads/2023/05/DaSyECTA_COS-KC_BigPicturePlanningWorksheet_Fillable_Acc.pdf
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How to Designate State Admins 
The COS-KC team recommends that each State Admin first register for an individual account on 
the COS-KC login page. Select the “Sign Up” tab, agree to the terms of use and privacy policy, 
and complete the sign-up information. The system will generate a confirmation email from 
DaSy. Click the link in the email to confirm your account and complete the registration process. 
Once registered, email the DaSy team at COS-KCinfo@sri.com and provide the following 
information for the person or persons who will serve as the State Admins: 

• Name  
• Email address  
• Permission level:   

1 = User management (able to add users, edit information, designate Local Admins) 
2 = Reporting (able to run reports, but limited access to user information) 
3 = Both user management and reporting (the default status assigned to most State 

Admins) 

If the state designates multiple persons as State Admins, at least one must be identified as a 
State Admin with permission Level 3.  
Within 3 business days, DaSy technical assistance (TA) staff will promote the designated 
user(s) to State Admin(s). State Admin permission can only be granted by DaSy TA staff. Send 
any additions or changes to State Admin status to COS-KCinfo@sri.com.  

What Happens Next 
Once DaSy TA staff promote a user to State Admin status, the COS-KC system will send an 
automated email message from DaSy to the State Admin. The email will:  

• Notify the State Admin that they have been added as a State Admin in the COS-KC 
system. 

• Direct the individual to their COS-KC account via a link embedded in the email. 

The link will take the users to their State Admin dashboard in the COS-KC system. The State 
Admin can also click on their name near in the top right section of the screen to access their 
user profile in the system. This user manual provides step-by-step instructions for navigating the 
system and accomplishing key tasks. 

Uploading Local Programs or Locations to the COS-KC 
System 

Deciding on a List of Locations 
The state identifies the list of local programs or locations that will be uploaded to the COS-KC 
system. This information populates the dropdown menu options (displayed in alphabetical order) 
from which practitioners select their answer to the registration question “Where is your work 
located?” A practitioner’s answer to this question associates them with the selected program 

https://coskc.dasyonline.org/
mailto:COS-KCinfo@sri.com
mailto:COS-KCinfo@sri.com
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location in reports and user management lists available to the Local Admins for that location and 
to State Admins. State education agencies might upload their list of school districts or local 
education agencies (LEAs). Early Intervention programs might upload the list of local programs 
or regional areas they use for Office of Special Education Programs (OSEP) monitoring and 
reporting. See Appendix A for additional information about deciding on the list of local programs 
locations for the COS-KC. 

Steps to Upload Local Programs/Locations to the COS-KC 
System 

The State Admin uploads the local program location names and identification (ID) numbers into 
the COS-KC system via the “bulkloader.” The steps for this process are listed below. State 
Admins also can access the COS-KC state resources page for more information about the 
bulkloading process.  

1. Prepare a CSV file using the template provided by DaSy. The file requires the state ID 
number (ID numbers are provided in the template as well as listed in Appendix C of this 
manual), location ID number, and location name for each program/location.  
Use a separate row for each program/location and make sure each location ID number 
and name is unique. The state ID number is the same for all local programs (see 
Appendix C). The location ID number can be whatever the state wants to assign to a 
program, but each location ID number must be unique. If the state already has a unique 
ID number assigned to each local program, use those as the local ID numbers.  
Only input the required data in the CSV file. Do not make any changes to the file 
itself, such as adding, deleting, or reordering columns or changing the column 
headers. These types of changes will prevent the COS-KC system from correctly 
reading and importing the data. 
A word of caution for Mac users: Pay close attention to the CSV file as you open it. It 
should open in Microsoft Excel. If it opens in any other program (e.g., Google Sheets or 
Apple Numbers), close the file. Select the CSV file, press “Command + i” (get info). 
Change “Open with” to Excel, click the “Change All” button. That should enable you to 
open the CSV in Excel. When saving, make sure the file has the “.csv” extension rather 
than the “.xls” extension. 

2. Log in to the COS-KC at https://coskc.dasyonline.org/.  
3. Click the “Bulkloader” tab on the navy blue navigation bar near the top of the page. 

 

https://dasycenter.org/cos-kc/states/resources/
https://coskc.dasyonline.org/
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4. On the Bulkloader page, click the blue “Create a Bulkload” button in the top right corner. 

 
5. Under “Choose the type of bulk load,” select “Program Locations” from the dropdown 

menu (if it is not already selected). 

 
6. Click the “Upload File” button. 
7. Find the CSV file that was created with the program location information. Make sure the 

file is a CSV file. Then click “Open.” 

 
8. Click the “Bulkload” button to upload the CSV file into the system. 
9. Review the results of the bulkload attempt on the Bulkloader table. In the “Status” 

column, a successful bulkload will show as “Complete.” An unsuccessful bulkload will 
show as “Error,” which means that the data did not upload to the system as intended. 
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The “Additions” column will display the number of newly added program locations. 
Finally, the “Updates” column will display the number program locations that already 
exist in the system, if any. 

 
DaSy recommends that State Admins save the CSV files after uploading them to the COS-KC 
system, to refer back to them in the future. 
Bulkloading the names and location ID numbers of local programs is a one-time activity that 
must be completed before the state starts to use the COS-KC. If program locations change in 
the future (e.g., multiple local programs merge into one, or one program splits into multiple 
programs), State Admins should contact DaSy for assistance in making changes in the COS-KC 
system.  

Designating or Changing Local Admins 
Most states will identify one or more individuals from each local program/location to serve as 
Local Admins. The State Admin can grant different levels of permissions to Local Admins. The 
choices are User Management permission (with no access to reports); Reporting permission 
(with no permission to troubleshoot user access); or both. Most Local Admins perform both 
functions, and assigning dual permissions to Local Admins is typical. A state may elect to 
handle user management and reporting for some or all local program locations at the state level, 
and to limit or not to grant local administrative permissions; either approach is fine. 
State Admins have multiple options for designating or changing Local Admin permissions. DaSy 
highly recommends having all users register individually for the COS-KC, and then either 
promoting them to Local Admins individually or promoting them via bulkload. This approach 
reduces errors and confusion for Local Admins and streamlines their access to the system. 
However, all options are detailed below. 
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Options for Adding COS-KC Users 

Recommended Option: Individual Registration  
Individuals who will be designated as Local Admins self-register individually for the COS-KC at 
https://coskc.dasyonline.org/. 

Alternate Recommended Option: Manually Adding Local Admins 
A State Admin manually adds each individual user to the COS-KC and assigns Local Admin 
permissions at the same time. 

Steps to Manually Create a New User With Local Admin Privileges 

1. On the main State Admin dashboard, click the blue “+ Add User” button in the top right 
corner. This will open the User Details page. 

 
2. Complete the required user information on the User Details page: first name, last name, 

email address, state/entity, and program location. Leave the default marks in place: “No” 
for “User Blocked” and checks for both the 0-3 and 3-5 boxes for “Age Groups Access.”  

 
 
 

https://coskc.dasyonline.org/
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3. Click the “Add Program Location Admin Privileges” button.   

 
4. Select the location where the user should have Local Admin privileges. Then click 

“Next.” 
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5. Check the boxes to indicate if you want the new Local Admin to have permissions for 
user management, reporting, or both. The default is for Local Admins to have permission 
for both. Then click “Save.” 
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Notice on the example User Details page below that the user’s account now lists the 
location “Alpine” under “Program Location Admin.” This indicates the user has 
permissions for that local program location as well as basic practitioner access. 

 
To grant a single user Local Admin access to more than one location, simply click “Add 
Program Location Admin Privileges” again and repeat Step 5 for the next location. 
Multiple locations will then be listed under “Program Location Admin.”  

6. Click the “Save” button to save all the information you entered in the profile as well as 
the administrative permissions assigned. 
Note: The system will not autosave the information. You must click “Save.” 
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Once the information is saved, the COS-KC system will send an automated administrator email 
message from “DaSy Center <noreply@dasyonline.org>.” See Appendix D for more information 
about the automated emails generated by the COS-KC system as well as sample email 
templates that State Admins can send. 

Additional Option: Bulk loading Users in the COS-KC System 
State Admins can elect to bulkload into the COS-KC those individuals who will be designated as 
Local Admins. This is the least recommended option because it can cause confusion and delay 
user access to the system. However, bulkloading is possible, and the associated steps are 
detailed below. 

1. Prepare a CSV file using the template provided by DaSy. The file requires state ID 
number, location ID number (primary program location), first name, last name, and email 
address for each individual who will be designated as a Local Admin.  
Use a separate row for each individual. Confirm that the program location ID number is 
correct for each individual user. The program location name is not included in the CSV 
file.   

2. Log in to the COS-KC system at https://coskc.dasyonline.org/. 
3. Click the “Bulkloader” tab on the navy blue navigation bar near the top of the page. 

https://coskc.dasyonline.org/
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4. On the Bulkloader page, click the blue “Create a Bulkload” button in the top right corner. 

 
5. Under “Choose the type of bulk load,” select “Users” from the dropdown menu. 

 
6. Click the “Upload File” button to select the CSV file. 
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7. Find the CSV file created with the Local Admin information. Make sure the file is in CSV 

format. Then click “Open.” 
8. Click the “Bulkload” button to upload the CSV file to the system. 

 
9. Review the results of the bulkload attempt on the Bulkloader table. In the “Status” 

column, a successful bulkload will show as “Complete.” An unsuccessful bulkload will 
show as “Error,” which means that the data did not upload to the system as intended. 
The “Additions” column will display the number of newly added individual users. The 
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“Updates” column will display the number of existing individual users included in the 
bulkload, if any. 

 
DaSy recommends that State Admins save the CSV files after uploading them to the COS-KC 
system, to refer back to them in the future. 
When individual users are bulkloaded into the COS-KC system, it will generate and send an 
email message from “DaSy Center <noreply@dasyonline.org>” to each individual, notifying 
them that they have been added as a user and providing a registration link for them to activate 
their account.  

Options for Promoting COS-KC Users to Local Admin Status  
Once users are in the COS-KC system, State Admins can assign Local Admin privileges. Local 
Admins will have access to user information and/or reports for their local programs only. A 
single user can be assigned as Local Admin for multiple local program locations.   
State Admins are encouraged to keep careful records about which users are assigned Local 
Admin permissions and for which program locations. State Admins can easily click on individual 
users to see what permissions are assigned. The User Status Report also provides data on all 
users, including program locations and Local Admin status. 
Options for promoting individual COS-KC users to Local Admins are similar to those above. 

Option 1: State Admin Promotes Individuals to Local Admin Status 
A State Admin promotes selected users to Local Admins (assigns local administrative 
privileges) individually using the same codes as those for State Admins: 1 = user management, 
2 = reporting, and 3 = both user management and reports (the default).  

Steps to Manually Promote Existing Users to Local Admin Status 

1. Click the “Users/Practitioners” tab in the navy blue navigation bar to view the “Users” 
page of the State Admin dashboard. Find the user and click the “Edit” button. This will 
open their “User Details” page. 
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2. Click the “Add Program Location Admin Privileges” button. Follow Steps 4–6 in the 

“Steps to Manually Create a New User with Local Admin Privileges” section above. 

 

DaSy recommends that State Admins document information about which individuals are 
assigned Local Admin privileges, whether manually or through bulkload (see below), so they 
can refer back to them in the future. 

Option 2: Bulk loading Local Admin Privileges 
A State Admin promotes selected users to Local Admins (assigns Local Admin privileges) via 
bulkload, using the same codes as those for State Admins: 1 = user management, 2 = reporting, 
and 3 = both user management and reports (the default). 
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1. Prepare a CSV file using the template provided by DaSy. The file requires first name, 
last name, email address, location ID number (“admin_location_id”), and permission 
level (1 = user management, 2 = reporting; 3 = both user management and reporting) for 
each individual being granted Local Admin privileges. 
Use a separate row for each individual user. Individual users may be granted Local 
Admin privileges for more than one program location. If assigning multiple program 
locations to the same user, use a separate row for each location assigned. 

2. Log into the COS-KC system at https://coskc.dasyonline.org/. 
3. Click the “Bulkloader” tab on the navy blue navigation bar near the top of the page. 

 
4. On the Bulkloader page, click the blue “Create a Bulkload” button in the top right corner. 

 

https://coskc.dasyonline.org/
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5. Under “Choose the type of bulk load,” select “Admin Promotion” from the dropdown 
menu.    

 
6. Click the “Upload File” button. 

 
7. Find the CSV file created with the Local Admin privileges information. Make sure the file 

is in CSV format. Then click “Open.” 
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8. Click “Bulkload” to upload the CSV file to the system. 

 

9. Review the results of the bulkload attempt on the Bulkloader table. In the “Status” 
column, a successful bulkload will show as “Complete.” An unsuccessful bulkload will 
show as “Error,” which means that the data did not upload to the system as intended. 
The “Additions” column will display the number of newly added admins. The “Updates” 
column will display the number of existing users who were promoted to admins in the 
bulkload.  

 
DaSy recommends that State Admins save the CSV files after uploading them to the COS-KC 
system, to refer back to them in the future. 
The COS-KC system will generate an email message to each Local Admin, notifying them that 
they have been added to the system as an administrator. The email sender will appear as 
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“DaSy Center <noreply@dasyonline.org>.” The automated email provides a link to the COS-KC 
system. This link for existing users takes them to the login page and then to their Local Admin 
dashboard. New users must click the link to authenticate their email. The link will bring new 
users to a screen where they must accept the privacy policy and terms of use, create a 
password, and then sign in to access their Local Admin dashboard.   

Troubleshooting Local Admin Registration 

Delayed Local Admin User Access to Account 
If the State Admin bulkloads or manually adds new users and immediately promotes them to 
Local Admins, the users will receive two (back-to-back) automated emails from the COS-KC 
system, each with a link to activate their account and complete the registration process. 
However, if a new Local Admin user navigates to the COS-KC platform without following the 
emailed link, they will not be able to log in. At that point, if they click “forgot password” or 
“resend email activation,” the system will issue an error message and delay (by one hour) 
sending an email with a new link to reset their password or activate their account. (This is to 
guard against unauthorized access to the system.) Local Admin users in this situation can either 
wait to receive the email with the new link or click the help desk link for further assistance. 

Incomplete Registration Questions 
Local Admin users who are added via bulkload or manually to the system may be able to 
bypass the registration questions as they are activating their account. These users may need to 
be reminded to complete the registration questions so that information will populate in the 
associated reports. 

User Management 
As states use the COS-KC, some practitioners and State and Local Admins will move locations 
or leave their roles. State Admins have permission to edit profiles, which is especially important 
if a user terminates employment. Local Admins also have editing privileges for the users in their 
jurisdiction and can make similar changes.  

Editing Local Admin Permissions 
Follow these steps to adjust or remove a Local Admin’s permissions:  

1. Click the “Users/Practitioners” tab in the navy blue navigation bar near the top. 
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2. On the “Users” page, find the Local Admin in the list and then click “Edit.” This opens the 
“User Details” page. 
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3. In the “Program Location Admin” section, click “Edit.” 

 
4. Check or uncheck boxes to select the permissions to be assigned to the Local Admin in 

the program location (both boxes are checked by default). Then click “Save.” 
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5. Click “Save” on the “User Details” page to confirm the changes. 

 

Deleting Local Admin Permissions 
Follow these steps to remove a Local Admin’s permissions for a program location:  

1. Click the “Users/Practitioners” tab in the navy blue navigation bar near the top of the 
page.  
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2. On the “Users” page, find the Local Admin in the list and click “Edit.” This opens the User 
Details page. 

 
3. In the “Program Location Admin” section, find the  “Delete” Button. 
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4. Confirm that you are sure you want to delete the Local Admin permissions for the 
program location by clicking “Delete.” Note that the user will remain in the system but will 
no longer have Local Admin access to the COS-KC for that program location. 

 
5. Review the “Program Location Admin” section to confirm changes to permissions. If the 

Local Admin had permissions for only the program location that was deleted, then the 
section will now list NA (not applicable). 
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6. Click “Save” to ensure changes to Local Admin permissions are saved in the profile. 

 
DaSy encourages State Admins to document status changes in their records to keep lists up to 
date. 

Managing Users Leaving the Program Location  
Users of all types are tied to a specific program location and will show up in reports for that 
location. 

Users Changing Their Own Profiles 
When a user leaves a program, they should be reminded to update their program location in 
their COS-KC account. To do so, they can change the “Program Location” in their profile either 
to the new program location in the state or to “unaffiliated,” and click “Save.” This step will allow 
the user to continue to sign in and access their history and certificates without continuing to 
show up in reports for their former program location. 
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State Admins Changing Users’ Profiles After Their Departure 
If a user does not change their program location in their own profile, a State Admin can make 
the change by opening the list of users under the “Users/Practitioners” tab on their dashboard. 
Next, they click “Edit” by the user’s name to open the “User Details” page shown above. The 
State Admin can change the program location to a new location or to “unaffiliated” and then click 
“Save.” Local Admins do not have permission to make this change unless the change involves a 
program location over which they have permission. State Admins can make these changes in 
any case.  

Local Admins Blocking Users After Their Departure 
Local Admins have the option to “block,” or deactivate, a user if they leave and their program 
location remains unchanged. Local Admins select the user from the list on their dashboard and 
click “Edit” to open the “User Details” page. They cannot change the user’s program location to 
a location outside their jurisdiction, but they can change the “User Blocked” button from “No” to 
“Yes.” After making the change, Local Admins must click on the “Save” button (see screenshot 
below).   
Blocking a user is not recommended as a first response when a user leaves. Blocking a user 
will remove the user from local program reports, but it also will disable the user’s login access 
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unless the help desk is contacted to restore it. See Appendix F for more information on blocking 
users in the COS-KC system. 

 

Troubleshooting User Access 

Viewing Registered Users 
State Admins can see all users in their state/program who have registered for the COS-KC. 
From the State Admin dashboard, click on “Users/Practitioners” in the navy blue navigation bar 
near the top of the screen. 
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All registered users for the State Admin’s jurisdiction appear on the screen. Note that the State 
Admin’s information will not appear on this list. State Admins can search for a specific user by 
typing all or a portion of that name in the search bar in the upper right corner of the “Users” screen.  

Missing Users 
If a user has registered for the COS-KC but does not appear in the user list, it is likely that they 
registered for the incorrect state (e.g., selecting Alaska 3-5 rather than Alaska 0-3). To correct 
this issue, a user can change their “state” in their registration, or they (or the State Admin) can 
reach out to the help desk (COS-KCinfo@sri.com) for assistance.  

Running Data Reports 
State Admins can run both state-level and local-level reports for any program location. Local 
Admins can run reports for any program location for which they have been assigned permission. 
The available reports are listed in the table below. 

Reports Available 
Report Name Contents 
State 

CPR: State and Location 

For each local program, total number and 
percentage of individuals who are in progress, 
completed and did not pass, and completed 
and passed. 

CPR: Practitioner Characteristics 

Total number and percentage of individuals 
who are in progress, completed and did not 
pass, and completed and passed by 
practitioner characteristics (role, length of time 
working with children with disabilities, etc.).  

Completion and Passing Status for Individuals 
List of individual users who have taken the 
assessment, their contact information and 
program location, email activation status, 
whether blocked or not, registration date, and 

mailto:COS-KCinfo@sri.com


 

COS-KC User Manual for State Administrators October 2025 28 

Report Name Contents 
their completion and passing status for each 
attempt at the COS-KC. 

All Data Report File for additional analysis that includes all 
data on each individual in the state.a 

User Status 

List of each individual who has registered for 
the COS-KC under the selected state, their 
contact information and local program 
location, State and Local Admin status, email 
activation status, whether blocked or not, 
COS-KC age group, registration date, 
certificate earned status, and each program 
location for which they have Local Admin 
status. 

Local 

CPR: State and Location 

Total number and percentage of individuals 
who are in progress, completed and did not 
pass, and completed and passed for that 
program location. 

CPR: Practitioner Characteristics 

Total number and percentage of individuals 
who are in progress, completed and did not 
pass, and completed and passed by 
practitioner characteristics (role, length of time 
working with children with disabilities, etc.) 

Completion and Passing Status for Individuals 

List of users who have taken the assessment, 
their contact information and program 
location, email activation status, whether 
blocked or not, registration date, and their 
completion and passing status, for each 
attempt at the COS-KC. 

All Data Report File for additional analysis that includes all 
data on each individual in the local program.a 

a Information about content and codes in the All Data Report is included in the “Data Key” file. Administrators can find 
the Data Key file by clicking the “Data Key” button, which is located next to the “Request a New Report” button on the 
“Reports” tab of the administrator dashboard.  
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Running Reports 
Follow these steps to run a report: 

1. Click the “Reports” tab on the navy blue navigation bar near the top of the page.  

 
2. Click “Request a New Report” and select the type of report from the dropdown menu.  

 
3. Select the parameters for the report and then click “Request Report.” The report will 

show up as a row in the list on the “Reports” page. 
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4. Click “Download” to open the report.   

 

Conclusion 
This user manual has provided the information State Admins need to accomplish key tasks in 
the COS-KC system. If you have further questions or would like to share feedback that can 
improve this manual for future users, please contact the DaSy team at COS-KCinfo@sri.com. 
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Content in Appendices 
• Appendix A. Decisions About Locations in the COS-KC 
• Appendix B. State and Local Admin Roles and Responsibilities 
• Appendix C. State ID List  
• Appendix D. Sample Email Communications  
• Appendix E. Reports in the COS-KC System 
• Appendix F. Blocking Users in the COS-KC System 
• Appendix G. Links to COS-KC Webpages and Resources 
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Appendix A. Decisions About Locations in the  
COS-KC 

Program Location Structure in the COS-KC 
The COS-KC collects data from individual practitioners who sign up for accounts. However, the 
system is set up so that information can be reviewed as:  

• statewide data, 
• data at the level of some kind of local program location identified by the state, or  
• individual user data.   

Once the state determines the breakdown of meaningful programs or location units, users 
who sign up for an account will select one location from a dropdown menu of choices in 
response to the question “Where is your work located?” These locations also become the 
options that can be selected in reports or provide the segments for grouping the practitioner 
records that a particular admin has permission to see within the system.   

Each state chooses how big or small to partition the program locations within the COS-KC. 
These levels could be, for example, the program, school district, local educational agency 
(LEA), county, regional area, or some other meaningful unit.  

Importance of Program Location Decisions 
Defining the most appropriate level of local programs to include in the dropdown menu is 

important because: 
a. The local program locations listed are the smallest unit available to determine which 

reports administrators have permission to view about practitioner progress toward and 
completion of the COS-KC. The program locations determine the grouping of 
practitioners included in reports and which practitioner data the administrators can see. 
Program locations are the smallest unit that users can easily view in the system-
produced reports.1 Administrators can compare which local program locations need 
more technical assistance to help practitioners understand COS-KC concepts.  

b. Practitioners signing up can affiliate with only one local program. 
c. Changing the list of local program locations in the COS-KC system once it is in place is 

challenging, and making changes may mean losing some historical data.  

Considerations for Making Decisions 
States have the option to identify program locations that are as big or small as they wish. 

Most states end up using the same groups of program locations that are used for monitoring or 
in federal reporting. There is no single “right” or “wrong” answer. Some considerations for teams 
to discuss as they select the locations to include in the COS-KC include: 

 
1 Admins in the state will have access to download a CSV file with key information about the local programs with which they are 

affiliated. For example, if there are 21 local programs in a region, individuals could download this file and cluster the 21 programs 
based on their program IDs or names and combine data from all these programs in Microsoft Excel to look at regional data. 
However, this requires more comfort with data analysis than running the system-produced reports about the data in each of the 21 
programs individually. 
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• How many locations are reasonable for state staff to monitor or review carefully? The 
smaller the partitions, the more distinct units to track. 

• Does the location unit make sense for determining how to take action with the findings? 
For instance, if one discovers that practitioners in that location have a knowledge gap, 
do you have enough information to know where to provide more professional 
development or coaching? Or is the region too broad to know how to target supports? 

• If reports show results from practitioners who take the COS-KC in that location, will there 
be enough people represented in the report to make the report useful? Smaller 
programs or regions may have reports with very few people in them. 

• Do the location units match partitions where one might give a specific person 
administrative permission to see information about all the people in that group? If 
location units are larger, assigning an admin may mean that a coordinator has access to 
practitioner information about staff or related service providers outside their own 
program. 

• Are the location units so small that when people sign up for a COS-KC account and are 
asked to select just one unit, many will find it difficult to only select one location? 

• If the state has any requirements, recommendations, or policies that are associated with 
the COS-KC, is everyone in the local program or location unit expected to implement the 
COS-KC at the same time or subject to the same expectations? 

• Are the units selected consistent with units used for other things (e.g., federal reporting 
LEAs, State Systemic Improvement Plan sites, units for professional development 
regions)? 

Once each state has determined the program location units that make the most sense for 
the COS-KC, then these locations and their respective identification (ID) numbers are 
entered into the CSV template. State Admins then work with DaSy Center or ECTA Center 
TA staff to upload the information into the COS-KC system.  
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Appendix B. State and Local Administrator Roles 
and Responsibilities 

Administrator Structure in the COS-KC 
Participation in the COS-KC will require the leadership of at least one administrator at the 

state level (called a “State Admin”) who can upload into the COS-KC system the names of all 
local programs and access reports and information in the system. Most states also designate 
local administrators (called “Local Admins”) who monitor participation among practitioners 
affiliated with their own program locations and run reports about performance in their locations. 
Identifying which individuals are best suited to these roles is important both protect the 
information in the COS-KC system and to ensure that information is actually used to guide 
program improvement. 

Considerations for Designating State Admins 
Individuals with State Admin permissions should be designated after the state considers 

how it plans to implement the COS-KC and who will need access to the system. Examples of 
individuals often identified as State Admins are Part C or Part B 619 state coordinators, the data 
manager for the state program, state staff responsible for professional development or 
coaching, and state staff responsible for monitoring activities. The DaSy Center recommends 
that no more than four State Admins are designated for a state. Some considerations for 
designating individuals to be State Admins include:  

• Will this person need to look at statewide information in the COS-KC system? How will 
they use that information to perform their expected role? How frequently will they need to 
access the information? Are there other ways they can get the same information? 

• Is it appropriate for this person to have access to user-level detail about all people who 
take the COS-KC statewide? Consider this question especially if the person is a staff 
member or contractor and agreements are in place about confidentiality. 

• Does this person have the data skills to effectively upload CSV information into the 
system? (At least one State Admin will need to upload this information.) Does this 
person have skills to pull Microsoft Excel reports out of the system for interpretation?  

• Will this person run and use reports that include statewide information about the COS-
KC? Is it important that they have access to run the reports themselves? Or might they 
be on a team that meets regularly to interpret reports pulled by someone else? 

• How does the State Admin designation fit with other expectations for that person’s 
everyday role? 

About Local Admins 
One or more State Admins can designate one or more Local Admins for each program 

location entered in the COS-KC system. While a state may choose to coordinate things entirely 
from the state level without providing local access to the user management and reporting 
features, most states find it is helpful to provide access to more detailed information at the local 
level. Usually, Local Admins play an important role in encouraging practitioners in their locations 
to sign up for the COS-KC, deactivating participants as they leave the program, monitoring 
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participant completion and passing rates, periodically running reports, and using reports to 
inform program improvement and training activities. This role is especially helpful in states with 
a strong culture of local control in which local coordinators bear much responsibility for training, 
coaching, and support on the COS process. 

Considerations for Designating Local Admins 
Often, individuals designated as Local Admins already coordinate personnel activities and 

services in place at their program locations. State Admins determine who to designate as Local 
Admins and how many Local Admins are appropriate for each location, based on the size of the 
location and structure of what the state expects for the Local Admin role. A few considerations 
in designating individuals to be Local Admins include: 

• Will this person need to look at information about the specific locations in the COS-KC 
system? How will they use that information to perform their expected role? How 
frequently will they need to access the information? Are there other ways they can get 
the same information? 

• Is it appropriate for this person to have access to user-level detail about all people who 
take the COS-KC in the assigned locations? Consider this question especially if the 
person is a staff member or contractor and agreements are in place about confidentiality. 

• Does this person have skills to pull Microsoft Excel reports out of the system and use 
them for interpretation?  

• Will this person run and use reports that include local information about the COS-KC? Is 
it important that they have access to run the reports themselves? Or might they be on a 
team that meets regularly to interpret reports pulled by someone else? 

• How does the Local Admin designation fit with other expectations for that person’s 
everyday role? 

• If the COS-KC is required for staff and/or contractors, is the Local Admin the person who 
needs to monitor whether that requirement is met? 

• How will the state coordinate with and support the Local Admin in responsibilities related 
to the COS-KC so that communication is smooth and activities are even across the 
state? Does the number of Local Admins to be designated ensure that supporting them 
effectively at the state level will be manageable? 

Designating State and Local Admins is not necessarily a one-time activity. Although it may be 
easy to upload the names of Local Admins at the same time (called “bulkloading”), Local Admin 
permissions can be added or removed easily within the COS-KC system as needs change. 
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Appendix C. State ID List 
This appendix provides the list of state identification (ID) numbers used in CSV files for 

uploading information to the COS-KC system, a process is called “bulkloading.” It is essential 
that the state ID number is correct when information is bulkloaded into the COS-KC system. 
Contact DaSy Center TA staff at COS-KCinfo@sri.com to request the CSV templates with 
all the relevant fields and formatting needed for bulkloading. DaSy staff will provide three files 
for bulkloading: one for program locations, one to promote users to Local Admins, and one to 
assign permissions to Local Admins. DaSy staff will connect virtually with you during the 
bulkloading process to help ensure the process goes smoothly.  

State/Entity and Program 
State 
ID 

Alabama 0-3 101 
Alabama 3-5 201 
Alaska 0-3 102 
Alaska 3-5 202 
American Samoa 0-3 103 
American Samoa 3-5 203 
Arizona 0-3 104 
Arizona 3-5 204 
Arkansas 0-3 105 
Arkansas 3-5 205 
California 0-3 106 
California 3-5 206 
Colorado 0-3 107 
Colorado 3-5 207 
Connecticut 0-3 108 
Connecticut 3-5 208 
Delaware 0-3 109 
Delaware 3-5 209 
District of Columbia 0-3 110 
District of Columbia 3-5 210 
Fed. States of Micronesia 3-5 211 
Florida 0-3 112 
Florida 3-5 212 
Georgia 0-3 113 
Georgia 3-5 213 
Guam 0-3 114 
Guam 3-5 214 
Hawaii 0-3 115 
Hawaii 3-5 215 
Idaho 0-3 116 
Idaho 3-5 216 
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State/Entity and Program 
State 
ID 

Illinois 0-3 117 
Illinois 3-5 217 
Indiana 0-3 118 
Indiana 3-5 218 
Iowa 0-3 119 
Iowa 3-5 219 
Kansas 0-3 120 
Kansas 3-5 220 
Kentucky 0-3 121 
Kentucky 3-5 221 
Louisiana 0-3 122 
Louisiana 3-5 222 
Maine 0-3 123 
Maine 3-5 223 
Marshall Islands 3-5 224 
Maryland 0-5 301 
Massachusetts 0-3 125 
Massachusetts 3-5 225 
Michigan 0-3 126 
Michigan 3-5 226 
Minnesota 0-5 302 
Mississippi 0-3 127 
Mississippi 3-5 227 
Missouri 0-3 128 
Missouri 3-5 228 
Montana 0-3 129 
Montana 3-5 229 
Nebraska 0-3 130 
Nebraska 3-5 230 
Nevada 0-3 131 
Nevada 3-5 231 
New Hampshire 0-3 132 
New Hampshire 3-5 232 
New Jersey 0-3 133 
New Jersey 3-5 233 
New Mexico 0-3 134 
New Mexico 3-5 234 
New York 0-3 135 
New York 3-5 235 



 

COS-KC User Manual for State Administrators October 2025 38 

State/Entity and Program 
State 
ID 

North Carolina 0-3 136 
North Carolina 3-5 236 
North Dakota 0-3 137 
North Dakota 3-5 237 
Northern Mariana Islands 0-3 138 
Northern Mariana Islands 3-5 238 
Ohio 0-3 139 
Ohio 3-5 239 
Oklahoma 0-3 140 
Oklahoma 3-5 240 
Oregon 0-3 141 
Oregon 3-5 241 
Palau 3-5 242 
Pennsylvania 0-5 303 
Puerto Rico 0-3 143 
Puerto Rico 3-5 243 
Rhode Island 0-3 144 
Rhode Island 3-5 244 
South Carolina 0-3 145 
South Carolina 3-5 245 
South Dakota 0-3 146 
South Dakota 3-5 246 
Tennessee 0-3 147 
Tennessee 3-5 247 
Texas 0-3 148 
Texas 3-5 248 
Utah 0-3 149 
Utah 3-5 249 
Vermont 0-3 150 
Vermont 3-5 250 
Virgin Islands 0-3 151 
Virgin Islands 3-5 251 
Virginia 0-3 152 
Virginia 3-5 252 
Washington 0-3 153 
Washington 3-5 253 
West Virginia 0-3 154 
West Virginia 3-5 254 
Wisconsin 0-3 155 
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State/Entity and Program 
State 
ID 

Wisconsin 3-5 255 
Wyoming 0-3 156 
Wyoming 3-5 256 
International 0-3 157 
International 3-5 257 

Note. States in gray have been set up as Birth to Five programs. Contact DaSy Center TA staff at COS-
KCinfo@sri.com if you represent one of these states and want to discuss using a different designation from Birth to 
Five for this purpose. 
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Appendix D. Sample Email Communications  

Automated Messages Sent by the COS-KC System 
It is important for states to communicate with practitioners and local administrators (“Local 
Admins”) about what to expect with the COS-KC system. The system sends automated 
messages to users, with the sender as “DaSy Center <noreply@dasyonline.org>.” The following 
key automated emails are sent:  

• New account emails. When a user signs up for a new COS-KC account, a follow-up 
email is sent that welcomes them and says, “Thank you for creating a new account with 
the Child Outcomes Summary Knowledge Check (COS-KC).” The email includes a link 
for the user to finish activating their account with the message, “Once your account has 
been activated, you will be able to use your username and password to sign in to your 
account.”  

• Practitioner added emails. When a new user is uploaded (or “bulkloaded”) to the COS-
KC system or manually entered and saved, the system will send an automated 
practitioner email message. The follow-up email welcomes them and says, “You have 
been added as a practitioner. To finish activating your account click on the following link 
[it is a specific link for each user]. Once your account has been activated, you must 
accept our terms and conditions and set your password so you can sign in to the COS-
KC. Regards, The COS-KC team.”  

• Local Admin added emails. When either a bulkload goes through to add administrative 
permissions or a user profile is manually created or edited to include Local Admin 
permissions and saved, the COS-KC system will send an automated administrator email 
message. The follow-up email for a manually created Local Admin profile welcomes 
them and says, “You have been added as an administrator. To finish activating your 
account click on the following link (it is a specific link for each user). Once your account 
has been activated, you must accept our terms and conditions and set your password so 
you can sign in to the COS-KC. Regards, The COS-KC team.”  

Sample State Email Message Providing Background About the 
COS-KC  
Below is a sample email for states to send to local program coordinators to let them know that 
the state is beginning to use the COS-KC as well as when and how the state will provide more 
details about what that means. This message is phrased in terms of encouraging a “selected” 
program location to get involved. In this version, the recipient will be identified as a Local Admin 
unless they reach out with questions or concerns, rather than waiting for the recipient to actively 
respond and request Local Admin status.  
States are encouraged to customize the email message for their audience and policy decisions. 
For example, changes to the content would be expected if a state is requiring participation in the 
COS-KC statewide. Final versions of this email might also include additional details, such as 
sharing more about the timing of the launch or the level of expected effort.  
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Suggested subject: Early adoption of the COS-KC starts now! OR Launching Use of the COS-
KC in [state]! 
  
Dear [Local Administrator]:  

The Child Outcomes Summary Knowledge Check (COS-KC) has just launched, and we 
want [program location name] to be a part of our state's early adoption of the tool! 

You may recall that the COS-KC was developed by the Center for IDEA Early Childhood 
Data Systems (DaSy) and the Early Childhood Technical Assistance Center (ECTA) as a free, 
online, open-book assessment with 30 multiple choice items. The COS-KC assesses 
practitioners’ basic knowledge essential to participating effectively in the COS process and 
provides state and local program administrators with the results. Our state has agreed to 
participate in its early adoption. That means it’s time for us to start using the COS-KC in local 
programs. We need your help!   

Why early adoption? The COS-KC is an important tool for helping our state target 
professional development to areas where it is most needed and ensuring that our state has 
high-quality outcomes data for program improvement. Our early adoption of the COS-KC will 
give us validated pass/fail results for our practitioners after they answer just 30 multiple-choice 
questions. We’ll have early access to the COS-KC assessment, receive support from the team 
who developed it, and be able to provide important feedback about our state’s experience with 
the tool and how we use the data reports it generates.  

What are we asking you to do? [Program location name] has been selected as an 
important location to begin rolling out the COS-KC. We are now finalizing local program 
administrators [or their designees] who will be a point of contact to support practitioners as they 
take the COS-KC. Those identified as a “Local Admins” will need to communicate with 
practitioners in your program about the COS-KC and monitor their registration and completion of 
the assessment. COS-KC Local Admins will have access to the COS-KC data reports showing 
pass/fail results for the practitioners in your program and how those relate to key practitioner 
characteristics. You also will have the opportunity to share feedback about guidance materials 
referenced and your experience with the COS-KC. 

What are next steps? No action is required right now to move ahead as a COS-KC 
Local Admin. Soon, you will receive one or two automated emails from the DaSy Center that 
say, “You have been added as an administrator.” Click on the link in that email to activate your 
account and set up a password. We also will send another email around the time those 
automated emails are sent and include additional resources. If you want to discuss the COS-KC 
further and learn more about what is involved in this exciting opportunity, then [Customize this 
section with your process—for example, you might invite them to join a webinar with details 
about when, attend office hours if they have questions, see a flyer for more information, etc.].  
Many thanks!  
[sign] 
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Sample State Email Message to Local Admins 
Suggested subject: Activate and sign into the COS-KC as a Local Admin 

Dear [Local Admin name]:  
The Child Outcomes Summary Knowledge Check (COS-KC) has just launched in [state], and 
we have updated the system to give you Local Admin access to [program location(s)] 
information. This access will allow you to see who in the [program location] has set up an 
account, submitted answers, and passed the COS-KC. It also will give you access to reports.   
Next steps: 

• Look in your email for one or two automated emails from “DaSy Center 
<noreply@dasyonline.org>.” If you do not see the emails, please check your spam 
folder. 

• Click on the link in the email. If you receive two emails, click on the link in the email that 
says, “You have been added as an administrator.” Then, follow the directions to review 
and accept the terms and conditions, create a password, and sign in to your COS-KC 
account.  

• As you enter the COS-KC system, familiarize yourself with the Local Admin dashboard 
where users will show up and reports can be selected and run.  

• Click on the three horizontal lines in the top right corner of the Local Admin dashboard to 
complete all the information in the "User Details” page. Also, if appropriate, go to the 
practitioner dashboard take the 30-item, open-book COS-KC assessment yourself. 
Please note that all data entered into this system is live. So, if you complete the 
assessment, please provide genuine answers rather than placeholders. 

• Please review the attached COS-KC User Manual for Local Administrators. Do not be 
intimidated by having a user manual. Most admins find using the COS-KC system to be 
fairly intuitive. However, the manual is a reference that provides step-by-step instructions 
and screenshots about how to navigate the system and perform common tasks.   

Practitioners are scheduled to receive emails inviting them to sign up for accounts on [date]. 
[For more information, contact the state or attend office hours or meeting.]  
Thank you again for your important role in monitoring practitioner completion and performance 
on the COS-KC, as well as running reports to improve our outcomes data collection and 
program. 
[sign] 
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Sample State Email Message to Practitioners 
Suggested subject: Please register for the Child Outcomes Summary Knowledge Check (COS-
KC)!  

Dear [Practitioner]:  
It’s time for us to start using a great new tool to help us understand if practitioners have the 
background information they need to implement a high-quality Child Outcomes Summary (COS) 
process. We need your help! Answering some brief multiple-choice questions will help us plan 
and better support practitioners. 
The Child Outcomes Summary Knowledge Check (COS-KC) is a national tool being launched 
by the Center for IDEA Early Childhood Data Systems Center (DaSy) and the Early Childhood 
Technical Assistance Center (ECTA). As you may know, the COS-KC is a free, online, open-
book assessment with 30 multiple-choice items developed as a way for states and local 
programs to assess basic knowledge essential to participating effectively in the COS process.   
All practitioners working with [local program location name] are being asked to complete the 
COS-KC.  Before you start the assessment, we’ve summarized some key points so you know 
what to expect:  

• You will be asked to create an account in order to access the assessment. Please sign 
up with and verify your email address to do so.  

• The online assessment includes 30 multiple-choice items. We anticipate that 
participation will take around 45 minutes. Progress will be saved if you need to pause 
the assessment and return later.  

• The assessment is “open book,” so feel free to use any helpful resources or tools during 
the assessment. This link https://dasycenter.org/cos-kc/practitioners/resources/ provides 
recommended resources you can use while taking the COS-KC, as well as other 
resources for practitioners.   

• Upon completion of the COS-KC, you will receive immediate feedback as to whether you 
passed the assessment. For those who pass, the system generates a Certificate of 
Achievement. Those who do not yet pass the first time may retake the COS-KC after a 
waiting period of 24 hours.  

• Finally, when you are ready, you can access the COS-KC at 
https://coskc.dasyonline.org/. 

Thank you so much for your time and participation. If you have any questions or concerns, 
please contact [fill in who and how to contact].  
[sign] 
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Appendix E. Reports in the COS-KC System 
This appendix is a supplement to the instructions for running reports found in the main body of 
this manual. The purpose of this appendix is to explain what some of the choices mean when 
selecting parameters for reports.  

Selection Parameters for Reports 
Familiarize yourself with the “Running Data Reports” section of this user manual, which 
illustrates how to select a report.  
First, state administrators (“State Admins”) click the “Reports” tab on the navy blue navigation 
bar near the top of their dashboard. Next, they click the “Request a New Report” button and 
select the type of report from the dropdown menu. They will then see a page that looks like the 
screenshot below.  

 

 
Choose a State/Entity and Program. This option will be pre-populated with the state and the 
age group of the program (e.g., California 0-3). State Admins confirm that the information is 
correct and move on to the next field.  
Program Locations. State Admins have the option to select “All Program Locations” or 
“Custom Locations” using a radio button.  

• All Program Locations. This option will produce a report that provides information 
about all program locations in the state, with minor variations in how that information 
looks depending on the type of report. 
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– On the Completion and Passing Report (CPR): State and Location: Each program 
location will show up as one row of data, so State Admins can scan them and look 
for patterns.  

– On the CPR: Practitioner Characteristics: Data from all program locations will be 
totaled, so State Admins can, for instance, see how many of the speech pathologists 
from all locations in the state have a status of “in progress,” “completed and not yet 
passed,” or “completed and passed” for the COS-KC. 

– On the Completion and Passing Status for Individuals report: Each individual user 
from all programs in the state is listed as one row of data.  

– On the All Data Report: Each individual user from all programs in the state is listed 
as one row of data. 

• Custom Locations. Selecting this ratio button opens a widget where the names of all 
program locations in the state are listed in a box on the left side. The State Admin 
highlights the names of programs of interest and uses the arrows to move the names of 
selected programs of interest into a box on the right side. The same kinds of reports are 
run; however, the report only includes data from the program locations selected. 

Timespan. State Admins complete the “Start date” and “End date” for the report by clicking on 
the little calendar image and clicking on the appropriate date. They must include both a start 
date and an end date.  Reports will only include data from users with accounts active during 
those dates. This option is especially useful for reports to consider performance on the COS-KC 
during a specific period (e.g., after a major training activity) or to select dates for a particular 
school year or period when practitioners were expected to take the COS-KC as a requirement.  
COS-KC Version (Age Group). The recommended setting for reports is to select both 0-3 and 
3-5 in this field. This is because the report is already restricted to only those people associat
with the program (e.g., California 0-3 or California 3-5). Forms across age groups are 
equivalent, and some practitioners may take a form with a different age group. For instance, if a 
related service provider contracted with a Part C program indicates that she works with children 
ages 0-8, she will be asked to select which version of the COS-KC she wants to take. She could 
select 3-5 and take the assessment using that version. However, her data will not be visible in 
the Part C program data unless both age group buttons are selected on this screen. Generally, 
State Admins would only generate reports limited to one or the other age group if they work in a 
state with a 0-5 program and want to restrict the data to only the subgroup of practitioners 
working primarily with children ages 0-3 or 3-5.   
Practitioner Status. The default excludes blocked practitioners in reports. However, State 
Admins can change this radio button and include them, if desired. This would mean that the 
report includes information about people who are no longer associated with the program (e.g., 
who have moved or are no longer employed/contracted with the program location). Ideally, the 
system will have few blocked practitioners because the users themselves or State Admins will 
simply shift their program location to a new program or to “unaffiliated” when they leave a 
specific program location. However, sometimes Local Admins may block a user from their 
program as their only way to deactivate a user who leaves from their specific program location. 
This group of individuals is included or excluded from the report in this situation.  
After identifying the detailed parameters of interest in the report, State Admins should click 
“Request Report.” 
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Appropriate Uses of Report Information 
Reports have been designed to provide information for program improvement and to help target 
professional development activities effectively. Information from the COS-KC is not intended to 
be used punitively or as the basis for performance reviews. 

Information Sources and Limited Historical User Information   
Note that in all reports, information is based on the most recent characteristics noted in the user 
profile and registration information. So, for instance, a practitioner starts in the Alpine program 
location in 2021, moves from the Alpine to the Alameda program location in 2022, and changes 
their program location information in the COS-KC system before leaving. For reports run with 
dates selected after the practitioner’s transition date in 2022, all of that practitioner’s historical 
data will be tied to the new program location and show up in the new program’s reports. 
Likewise, if a practitioner changes her last name and updates the new name in the “User 
Details” section of the system, then all of the assessment history and historical data for that 
person will show up under the new name. Only the new name will show up on the all data 
report. Admins at all levels are encouraged to document status changes in their records to keep 
lists up to date if more historical information is needed. 

Source of COS-KC Status Information  
The completion and status report for individuals shows the dates and outcomes of various COS-
KC submissions for each individual. This allows Local Admins to see the progression of 
attempts and outcomes on the COS-KC for each practitioner across time. However, the two 
other completion and passing reports (the state and location one and the practitioner 
characteristics one) only count one status per individual. These reports show counts based 
on the last outcome for that person within the dates set when the report was requested. 
For example, consider a practitioner completes the COS-KC on March 14, 2023, and does not 
yet pass, and then studies and retakes the assessment on March 20 and passes. This 
practitioner will be represented in the completion and passing report for the period that includes 
March 10–31, 2023, as one person who completed and passed the COS-KC.  

Additional Information 
For more information about reports, contact your DaSy TA provider. TA staff will provide support 
and use the questions you ask and feedback you share to improve the user manual and 
guidance available to COS-KC system users. 
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Appendix F. Blocking Users in the COS-KC System 
While “blocking,” or deactivating, users from being tied to a program location is an available 
feature in the COS-KC system, it should be used infrequently. Blocking removes users who are 
no longer affiliated with the program from reports, but it also disrupts practitioner access to log 
into the COS-KC system without contacting the help desk. State and Local Admins can “block” 
any user that they have permission to see on lists. However, blocking users should be a last 
resort undertaken only after less extreme actions have been attempted or if a practitioner is 
deemed to be a security threat.   
Given the system defaults around blocking users, the following approach is recommended: 

• If a practitioner knows that they are leaving a position and going to work in a different 
program location within the state, encourage the practitioner to log into their COS-KC 
account, click on their name in the navigation bar to open their user profile, and change 
their program location to the new program location name. This action effectively moves 
all of their data to appear in the new program’s reports and records. The data will no 
longer show up in the old program’s records.  

• If the practitioner is not hired by the new program before leaving the old program, any 
State Admin can update the practitioner’s program location as well. This approach will 
also move the data to the new program without blocking the practitioner.  

• If after a period, neither the practitioner nor any State Admin updates the program 
location, a Local Admin may block the user. (The Local Admin does not have permission 
to change a practitioner’s program location status unless they have administrative 
permissions for both the old and the new locations.) Once a practitioner is blocked, their 
data remain archived but are not tied to a specific program. If the practitioner attempts to 
sign in, they will receive the error message, “Your account has been blocked. Contact 
the help desk.” Upon contacting the help desk, the practitioner can be associated with 
the proper new program location or provided with any certificates they earned via email.   

DaSy Center TA providers at the help desk will assist practitioners who move across state lines 
and want their accounts to move with them. Admins at all levels are encouraged to document 
status changes in their records to keep lists up to date. 
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Appendix G. COS-KC Webpages and Resources 

For more information about the COS-KC: 
See https://dasycenter.org/cos-kc/ or contact COS-KCinfo@sri.com. 

Key COS-KC resources are available at:  
https://dasycenter.org/cos-kc/practitioners/resources/ 

https://dasycenter.org/cos-kc/states/resources/ 

Questions about accessibility of the COS-KC: 
For assistance with accessible use of the COS-KC, please reach out to COS-KCinfo@sri.com. 

https://dasycenter.org/cos-kc/
mailto:COS-KCinfo@sri.com
https://dasycenter.org/cos-kc/practitioners/resources/
https://dasycenter.org/cos-kc/states/resources/
mailto:COS-KCinfo@sri.com


   

 

 

  

About Us 
The contents of this document were developed under a grant, #H373Z240001, and a cooperative 
agreement, #H326P220002, from the Office of Special Education Programs, U.S. Department of Education. 
However, the content does not necessarily represent the policy of the U.S. Department of Education, and 
you should not assume endorsement by the Federal Government. DaSy Center Project Officers: Meredith 
Miceli and Alexis Lessans. ECTA Center Project Officer: Julia Martin Eile. 

 

Find out more at dasycenter.org/ and ectacenter.org. 

https://dasycenter.org/
https://ectacenter.org/

	Child Outcomes Summary Knowledge Check (COS-KC) User Manual for State Administrators
	Contents
	Introduction
	Getting Started With Technical Set-Up in the COS-KC System
	Designating State Admins
	General Information
	How to Designate State Admins
	What Happens Next

	Uploading Local Programs or Locations to the COS-KC System
	Deciding on a List of Locations
	Steps to Upload Local Programs/Locations to the COS-KC System

	Designating or Changing Local Admins
	Options for Adding COS-KC Users
	Recommended Option: Individual Registration
	Alternate Recommended Option: Manually Adding Local Admins
	Additional Option: Bulkloading Users in the COS-KC System

	Options for Promoting COS-KC Users to Local Admin Status
	Option 1: State Admin Promotes Individuals to Local Admin Status
	Option 2: Bulkloading Local Admin Privileges


	Troubleshooting Local Admin Registration
	Delayed Local Admin User Access to Account
	Incomplete Registration Questions


	User Management
	Editing Local Admin Permissions
	Deleting Local Admin Permissions
	Managing Users Leaving the Program Location
	Users Changing Their Own Profiles
	State Admins Changing Users’ Profiles After Their Departure
	Local Admins Blocking Users After Their Departure

	Troubleshooting User Access
	Viewing Registered Users
	Missing Users


	Running Data Reports
	Reports Available
	Running Reports

	Conclusion
	Content in Appendices
	Appendix A. Decisions About Locations in the COS-KC
	Program Location Structure in the COS-KC
	Importance of Program Location Decisions
	Considerations for Making Decisions

	Appendix B. State and Local Administrator Roles and Responsibilities
	Administrator Structure in the COS-KC
	Considerations for Designating State Admins
	About Local Admins
	Considerations for Designating Local Admins

	Appendix C. State ID List
	Appendix D. Sample Email Communications
	Automated Messages Sent by the COS-KC System
	Sample State Email Message Providing Background About the COS-KC
	Sample State Email Message to Local Admins
	Sample State Email Message to Practitioners

	Appendix E. Reports in the COS-KC System
	Selection Parameters for Reports
	Appropriate Uses of Report Information
	Information Sources and Limited Historical User Information
	Source of COS-KC Status Information
	Additional Information


	Appendix F. Blocking Users in the COS-KC System
	Appendix G. COS-KC Webpages and Resources
	For more information about the COS-KC:
	Key COS-KC resources are available at:
	Questions about accessibility of the COS-KC:




<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Warning

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /LeaveColorUnchanged

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

    /AgencyFB-Bold

    /AgencyFB-Reg

    /Algerian

    /Arial-Black

    /Arial-BoldItalicMT

    /Arial-BoldMT

    /Arial-ItalicMT

    /ArialMT

    /ArialNarrow

    /ArialNarrow-Bold

    /ArialNarrow-BoldItalic

    /ArialNarrow-Italic

    /ArialRoundedMTBold

    /Bahnschrift

    /BaskOldFace

    /Bauhaus93

    /BellMT

    /BellMTBold

    /BellMTItalic

    /BerlinSansFB-Bold

    /BerlinSansFBDemi-Bold

    /BerlinSansFB-Reg

    /BernardMT-Condensed

    /BlackadderITC-Regular

    /BodoniMT

    /BodoniMTBlack

    /BodoniMTBlack-Italic

    /BodoniMT-Bold

    /BodoniMT-BoldItalic

    /BodoniMTCondensed

    /BodoniMTCondensed-Bold

    /BodoniMTCondensed-BoldItalic

    /BodoniMTCondensed-Italic

    /BodoniMT-Italic

    /BodoniMTPosterCompressed

    /BookAntiqua

    /BookAntiqua-Bold

    /BookAntiqua-BoldItalic

    /BookAntiqua-Italic

    /BookmanOldStyle

    /BookmanOldStyle-Bold

    /BookmanOldStyle-BoldItalic

    /BookmanOldStyle-Italic

    /BookshelfSymbolSeven

    /BradleyHandITC

    /BritannicBold

    /Broadway

    /BrushScriptMT

    /Calibri

    /Calibri-Bold

    /Calibri-BoldItalic

    /Calibri-Italic

    /Calibri-Light

    /Calibri-LightItalic

    /CalifornianFB-Bold

    /CalifornianFB-Italic

    /CalifornianFB-Reg

    /CalisMTBol

    /CalistoMT

    /CalistoMT-BoldItalic

    /CalistoMT-Italic

    /Cambria

    /Cambria-Bold

    /Cambria-BoldItalic

    /Cambria-Italic

    /CambriaMath

    /Candara

    /Candara-Bold

    /Candara-BoldItalic

    /Candara-Italic

    /Candara-Light

    /Candara-LightItalic

    /Castellar

    /Centaur

    /Century

    /CenturyGothic

    /CenturyGothic-Bold

    /CenturyGothic-BoldItalic

    /CenturyGothic-Italic

    /CenturySchoolbook

    /CenturySchoolbook-Bold

    /CenturySchoolbook-BoldItalic

    /CenturySchoolbook-Italic

    /Chiller-Regular

    /ColonnaMT

    /ComicSansMS

    /ComicSansMS-Bold

    /ComicSansMS-BoldItalic

    /ComicSansMS-Italic

    /Consolas

    /Consolas-Bold

    /Consolas-BoldItalic

    /Consolas-Italic

    /Constantia

    /Constantia-Bold

    /Constantia-BoldItalic

    /Constantia-Italic

    /CooperBlack

    /CopperplateGothic-Bold

    /CopperplateGothic-Light

    /Corbel

    /Corbel-Bold

    /Corbel-BoldItalic

    /Corbel-Italic

    /CorbelLight

    /CorbelLight-Italic

    /CourierNewPS-BoldItalicMT

    /CourierNewPS-BoldMT

    /CourierNewPS-ItalicMT

    /CourierNewPSMT

    /CurlzMT

    /Dubai-Bold

    /Dubai-Light

    /Dubai-Medium

    /Dubai-Regular

    /Ebrima

    /Ebrima-Bold

    /EdwardianScriptITC

    /Elephant-Italic

    /Elephant-Regular

    /EngraversMT

    /ErasITC-Bold

    /ErasITC-Demi

    /ErasITC-Light

    /ErasITC-Medium

    /FelixTitlingMT

    /FootlightMTLight

    /ForteMT

    /FranklinGothic-Book

    /FranklinGothic-BookItalic

    /FranklinGothic-Demi

    /FranklinGothic-DemiCond

    /FranklinGothic-DemiItalic

    /FranklinGothic-Heavy

    /FranklinGothic-HeavyItalic

    /FranklinGothic-Medium

    /FranklinGothic-MediumCond

    /FranklinGothic-MediumItalic

    /FreestyleScript-Regular

    /FrenchScriptMT

    /Gabriola

    /Gadugi

    /Gadugi-Bold

    /Garamond

    /Garamond-Bold

    /Garamond-Italic

    /Georgia

    /Georgia-Bold

    /Georgia-BoldItalic

    /Georgia-Italic

    /Gigi-Regular

    /GillSansMT

    /GillSansMT-Bold

    /GillSansMT-BoldItalic

    /GillSansMT-Condensed

    /GillSansMT-ExtraCondensedBold

    /GillSansMT-Italic

    /GillSans-UltraBold

    /GillSans-UltraBoldCondensed

    /GloucesterMT-ExtraCondensed

    /GoudyOldStyleT-Bold

    /GoudyOldStyleT-Italic

    /GoudyOldStyleT-Regular

    /GoudyStout

    /Haettenschweiler

    /HarlowSolid

    /Harrington

    /HighTowerText-Italic

    /HighTowerText-Reg

    /HoloLensMDL2Assets

    /Impact

    /ImprintMT-Shadow

    /InformalRoman-Regular

    /InkFree

    /JavaneseText

    /Jokerman-Regular

    /JuiceITC-Regular

    /KristenITC-Regular

    /KunstlerScript

    /LatinWide

    /Leelawadee

    /LeelawadeeBold

    /Leelawadee-Bold

    /LeelawadeeUI

    /LeelawadeeUI-Bold

    /LeelawadeeUI-Semilight

    /LucidaBright

    /LucidaBright-Demi

    /LucidaBright-DemiItalic

    /LucidaBright-Italic

    /LucidaCalligraphy-Italic

    /LucidaConsole

    /LucidaFax

    /LucidaFax-Demi

    /LucidaFax-DemiItalic

    /LucidaFax-Italic

    /LucidaHandwriting-Italic

    /LucidaSans

    /LucidaSans-Demi

    /LucidaSans-DemiItalic

    /LucidaSans-Italic

    /LucidaSans-Typewriter

    /LucidaSans-TypewriterBold

    /LucidaSans-TypewriterBoldOblique

    /LucidaSans-TypewriterOblique

    /LucidaSansUnicode

    /Magneto-Bold

    /MaiandraGD-Regular

    /MalgunGothic

    /MalgunGothicBold

    /MalgunGothic-Semilight

    /Marlett

    /MaturaMTScriptCapitals

    /MicrosoftHimalaya

    /MicrosoftJhengHeiBold

    /MicrosoftJhengHeiLight

    /MicrosoftJhengHeiRegular

    /MicrosoftJhengHeiUIBold

    /MicrosoftJhengHeiUILight

    /MicrosoftJhengHeiUIRegular

    /MicrosoftNewTaiLue

    /MicrosoftNewTaiLue-Bold

    /MicrosoftPhagsPa

    /MicrosoftPhagsPa-Bold

    /MicrosoftSansSerif

    /MicrosoftTaiLe

    /MicrosoftTaiLe-Bold

    /MicrosoftUighur

    /MicrosoftUighur-Bold

    /MicrosoftYaHei

    /MicrosoftYaHei-Bold

    /MicrosoftYaHeiLight

    /MicrosoftYaHeiUI

    /MicrosoftYaHeiUI-Bold

    /MicrosoftYaHeiUILight

    /Microsoft-Yi-Baiti

    /MingLiU-ExtB

    /Ming-Lt-HKSCS-ExtB

    /Mistral

    /Modern-Regular

    /MongolianBaiti

    /MonotypeCorsiva

    /MS-Gothic

    /MSOutlook

    /MS-PGothic

    /MSReferenceSansSerif

    /MSReferenceSpecialty

    /MS-UIGothic

    /MT-Extra

    /MVBoli

    /MyanmarText

    /MyanmarText-Bold

    /NiagaraEngraved-Reg

    /NiagaraSolid-Reg

    /NirmalaUI

    /NirmalaUI-Bold

    /NirmalaUI-Semilight

    /NSimSun

    /OCRAExtended

    /OldEnglishTextMT

    /Onyx

    /PalaceScriptMT

    /PalatinoLinotype-Bold

    /PalatinoLinotype-BoldItalic

    /PalatinoLinotype-Italic

    /PalatinoLinotype-Roman

    /Papyrus-Regular

    /Parchment-Regular

    /Perpetua

    /Perpetua-Bold

    /Perpetua-BoldItalic

    /Perpetua-Italic

    /PerpetuaTitlingMT-Bold

    /PerpetuaTitlingMT-Light

    /Playbill

    /PMingLiU-ExtB

    /PoorRichard-Regular

    /Pristina-Regular

    /RageItalic

    /Ravie

    /Rockwell

    /Rockwell-Bold

    /Rockwell-BoldItalic

    /Rockwell-Condensed

    /Rockwell-CondensedBold

    /Rockwell-ExtraBold

    /Rockwell-Italic

    /SansSerifCollection

    /ScriptMTBold

    /SegoeFluentIcons

    /SegoeMDL2Assets

    /SegoePrint

    /SegoePrint-Bold

    /SegoeScript

    /SegoeScript-Bold

    /SegoeUI

    /SegoeUIBlack

    /SegoeUIBlack-Italic

    /SegoeUI-Bold

    /SegoeUI-BoldItalic

    /SegoeUIEmoji

    /SegoeUIHistoric

    /SegoeUI-Italic

    /SegoeUI-Light

    /SegoeUI-LightItalic

    /SegoeUI-Semibold

    /SegoeUI-SemiboldItalic

    /SegoeUI-Semilight

    /SegoeUI-SemilightItalic

    /SegoeUISymbol

    /SegoeUIVariable

    /ShowcardGothic-Reg

    /SimSun

    /SimSun-ExtB

    /SimSun-ExtG

    /SitkaText

    /SitkaTextItalic

    /SnapITC-Regular

    /Stencil

    /Sylfaen

    /SymbolMT

    /Tahoma

    /Tahoma-Bold

    /TempusSansITC

    /TimesNewRomanPS-BoldItalicMT

    /TimesNewRomanPS-BoldMT

    /TimesNewRomanPS-ItalicMT

    /TimesNewRomanPSMT

    /Trebuchet-BoldItalic

    /TrebuchetMS

    /TrebuchetMS-Bold

    /TrebuchetMS-Italic

    /TwCenMT-Bold

    /TwCenMT-BoldItalic

    /TwCenMT-Condensed

    /TwCenMT-CondensedBold

    /TwCenMT-CondensedExtraBold

    /TwCenMT-Italic

    /TwCenMT-Regular

    /Verdana

    /Verdana-Bold

    /Verdana-BoldItalic

    /Verdana-Italic

    /VinerHandITC

    /Vivaldii

    /VladimirScript

    /Webdings

    /Wingdings2

    /Wingdings3

    /Wingdings-Regular

    /YuGothic-Bold

    /YuGothic-Light

    /YuGothic-Medium

    /YuGothic-Regular

    /YuGothicUI-Bold

    /YuGothicUI-Light

    /YuGothicUI-Regular

    /YuGothicUI-Semibold

    /YuGothicUI-Semilight

    /ZWAdobeF

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile (None)

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV <>

    /HUN <>

    /ITA <>

    /JPN <>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /NoConversion

      /DestinationProfileName ()

      /DestinationProfileSelector /NA

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure true

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles true

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /NA

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /LeaveUntagged

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice





