October Count 
Using the Record Checker Tool (RCT)

Record Checker Tool (RCT) – Schools are expected to run files using the RCT and resolve and identified errors PRIOR to the initial file submission and throughout the submission process.

FIRST: Download the RCT from the CSI Resource Website: 
https://resources.csi.state.co.us/october-count/
1) Go to: “Data Validation Resources” Section,
2) Then: “October Count Record Checker Tool”,
3) Select One of Two Tools: “For CSV – No Leading Zeros” tool is for files without leading zeros OR
“For Excel – Includes Leading Zeros tool is for files with leading zeros. 
Note:If one does not work and generates complete columns of data error, try to run the file using the other tool.
View instructions and webinar for more detailed information.
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SECOND: Read Instruction Tab
4) Select: “Raw SD Data” or “Raw SSA Data” Tab on the RCT.
NOTE: You may need to click the “Enable Editing” and/or “Enable Content” button to use the RCT.
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THIRD: Extract SD and/or SSA files from your SIS: See Quick Reference Guides for instructions on extracting SD and SSA files. 
5) Open Downloaded SD and/or SSA File,
6) Select All Cells of the Excel Spreadsheet: Use “Ctrl + A” or Click Corner to the Left of “A” Column,
7) Copy all data: Use “Ctrl + C” on Keyboard or Right Click Mouse and Select “Copy”.
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Fourth: Return to the RCT File
8) Click: Cell A:1,
9) Paste All Data: Use “Ctrl + V” on Keyboard or Right Click Mouse and Select “Paste”,
10) Notice: Highlighted Cells flag possible issues.
IMPORTANT: Fix flagged issues within your Student Information System (SIS), not on the file itself! You will then extract a new file and run it again through the RCT. Repeat this as many times as necessary.
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11) Use the RCT Instruction Tab: Gives guidance to help correct flagged issues. 
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When highlighted cells have been resolved in the RCT, submit a new file to CSI.
Remember: When submitting files to CSI, send newly extracted files not used for the RCT. It is required that all submissions to CSI include leading zeros.

Submission Steps:
· Extract new file from your SIS,
· Save file using the following format: SchoolCode_SchoolAbbreviation_FileAbbreviation_MMDDYYYY (no spaces),
· Upload to: G-Drive>Submissions>October Count>(Choose Year)>Files to Run,
· Notify the Data Team of the submission by emailing: Submissions_CSI@csi.state.co.us.  

*See resources: 
· For more on naming files:https://resources.csi.state.co.us/data-submissions-library/: 
· Training Submissions Process / “Step 3: Extracting the Files and Submitting to CSI”
· For SD details: https://resources.csi.state.co.us/october-count/: “Student Demographic File Layout”
· For SSA details: https://resources.csi.state.co.us/october-count/: “Student School Association File Layout”
· For RCT: https://resources.csi.state.co.us/october-count/:“October Count Record Checker Tool”
· For converting CSV to Excel, Excel Filters, etc: https://resources.csi.state.co.us/data-submissions-library/: “Excel for Data Submissions Contacts (Part 1)”
	
For More Quick Guides:
https://resources.csi.state.co.us/october-count/
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· 
Last updated August 2025

· October Count – Extracting SD Files in IC 
· October Count – Extracting SSA Files in IC
· October Count – Extracting TitleI in IC
		
· October Count – Extracting SD Files in PS
· October Count – Extracting SSA Files in PS
· October Count – Extracting TitleI in PS
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1) October Count Data Collection |

File Layouts

File layouts provide guidance on the valid coding and definitions for
each data element being colected and includes notes specific to CSI
schools.

« Student Demographic File Layout [docx] 25-26

« Student School Association File Layout [docx] 25-26
File Layout [docx] 2526

« Tille| Fle Layout [docx] 25-26 “only for identified schools

2IData Valdation Resources

Data validation resources should be utiized prior to submitting inital
files to CS! and throughout the collection to ensure data is
comprehensive and accurate.

« October Count Validations Toolkit [Coming Soon]
« Finding District of Residence [docx]
« Record Checker Tool[instructions] [webinar]

« Tool Versions:

3)

Submissions Training

All school submissions contacts should review relevant training prior to
Starting the data collection. The New This Year training includes
important reminders and changes to be aware of.

« October Count - General Overview [coming soon)] [webinar]

« October Count — New This Year [coming soon] [webinar]

« October Count - At-Risk Measure — New This Year [coming soon]
[webinar]

« English Learning Coding for State Reporting [sldes] [webinar]
« Homeless Coding for State Reporting [sides] [webinar]

Field-Specific Resources

- English Leamer Coding Tookit (isx]
« Free-and Reduced-Price Lunch
« Migrant Education Survey.

« Witary Connected Sample Form [pdf]

« SIS Field-Specific Data Mapping [infinite Campus] [PowerSchool]
« SPED Transition Services Coding [pdf]
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