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Recent Changes to User's Guide

Updated — May 2008

1. Updated CEPI contact information.
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Important Information

Blank UIC Submission

In order to move closer to identifying each student in Michigan with one unique student identifier,
beginning with the Spring 2006 submission, CEPI will no longer accept SRSD (Single Record Student
Database) files that contain more than 15 percent blank UICs (Unique Identification Codes). This does
not include those records submitted for kindergarten or early childhood. Beginning Spring 20086, files
containing 15 percent or more blank UICs will be rejected and, as a result, an FTE will not be reported.

SRSD/UIC resolvers are encouraged to complete the resolution process as required, and then utilize
appropriate UIC numbers in future SRSD submissions.

Fall 2006 MEAP and MI-Access Student Demographics

In order to minimize the redundant entry of student level demographic data, the Office of Educational
Accountability and Assessment (OEAA) will be obtaining student demographics from the SRSD
beginning with the fall 2006 SRSD submission. Questions or concerns regarding the student demographic
load of fall 2006 data can be directed to the OEAA office at 877-560-8378 or oeaa@michigan.gov.

FERPA Publication Available Online

The National Center for Education Statistics (NCES) has a new publication available online. The guide
was written to help school and local education agency staff to better understand and apply FERPA, a
federal law that protects privacy interests of parents and students in student education records.

http://nces.ed.gov/pubsearch/pubsinfo.asp?pubid=2006805
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Getting Started

UIC Help Resources

In addition to this User's Guide, there are additional resources available, such as the UIC FAQs and UIC
Timelines, to assist users during the resolution process. To access these documents, please go to the CEPI
Web site at www.michigan.gov/cepi. Click on "MEIS Data Services" on the left-side navigation bar. Then
click on "Single Record Student Database.” Under the section titled Help and Training Resources, click
on the "UIC Help" link to open a new screen that lists all of the current help documents available. Be sure
to check often, as you will always find the most up-to-date information here.
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Click here to
download application

Click here to enter the
application.

security agreements.
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Application Start-Up and Security

To become an authorized user of the SRSD/UIC Application, you must first obtain an MEIS account. If
you do not have an MEIS account, go to www.michigan.gov/meis. Click on the MEIS logo. On the
following screen, click on "Create an MEIS Account."

Once you have an MEIS account, you need to download a security agreement for the application. From
the SRSD home page, click on the "SRSD/UIC Security Agreements” link in the pink box. If you will be
using the application to resolve UIC issues, the form you want is located in the section titled "For
LEA/PSA/ISD District Users." If you will be using the application to upload to the SRSD, the form you
want is located in the section titled "For Intermediate School District Users Only."

For individuals who are replacing an authorized user, you will need to complete and return a Removal
Request Form to have that person's permissions to the SRSD/UIC and any other CEPI application
removed.

If you experience problems with your MEIS account or password while you are using the application,
please contact the Department of Information Technology (DIT) Client Service Center at 517-335-0505,
or by e-mail at Help-Desk@michigan.gov.

Access the SRSD/UIC Application from the SRSD home page by clicking on the "SRSD/UIC
Application" link in the pink box located in the bottom left-hand quadrant of the screen.

MEIS Login Screen. When you click on "SRSD/UIC Application," the following screen will be
displayed. The next step is to enter your MEIS login "User Name" and "Password":

To enter your password into the login screen: SRSDIUIC Application

1. Click in the Login box. Login

2. Type your Login User Name.

3. Press the Tab key to go to the Password box fiecese to publc EIE Repors (ro g reaties)
or put your cursor in the Password box. b ",“E'S”'—

4. Type your password. T

5. Click on the Login button. IGEIS =] _togin|

If you need more information, please contact the DIT
Client Service Center at 517-335-0505, or via e-mail
at Help-Desk@michigan.gov.

System Logs Out User. The login is needed to establish your identity and allow access rights to the
database information. Please remember that your session is tracked. Your login user name and password
are valid as long as you have been active on the screen within the last 20 minutes. If your connection has
been inactive for a period of 20 minutes, your access authorization ends, and you must log in again.

Entering the application for the first time. During each submission cycle of the SRSD, each authorized
user will be reminded to verify that his/her MEIS e-mail settings and personal information are correct. It
is important that this information is accurate to ensure that authorized users receive communications sent
by CEPI.

Only when the correct e-mail address is shown on the screen should users click on the button to "Verify
E-mail Address and Acceptance of FERPA and Privacy Act Regulations."
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o Tl Center for Educational Performance and Information
i E Single Record Student Database

SRSD/UIC Application Account
Marne: Walt Whitman

E-mail address: | Waltwhitan@nomail.com

Please verify the accuracy of your SRSD/UIC application e-mail address. If any changes are necessary, please make the corrections prior to selecting the werification
button.

® Your MEIS e-mail address is; waltwhitman@nomail.com

You are not required to have the same address for the SRSD/AUIC and MEIS user management systerns. This screen updates only your SRSD/ULC application e-mail
address.

[EE .. the sreo login page.

To uptate your MEIS e-mail settings and persanal information, click an the MEIS lnga (LAl

Prior to using the Single Record Student Database/Unique Identification Code application for the first time, CEPI requires that you agree to abide by the regulations that
govern the use of student data within the Family Educational Rights and Privacy Act (FERPA - 34 CFR Part 99) as well as the Privacy Act ar 1974 gowerning records
raintained on individuals (District User Management). Tou may access 2 copy of FERPA fram http:/fwww.ed.gov/legislation/FedReqgister/finrule/2000-3/070600a . html

and the Privacy Act from http/fwww.usdoj.gov/foia/privstat.htm.

By entering the SRSD/UIC application, I agree to comply with the requirements of the Family Educational Rights and Privacy Act and the Privacy Act of 1974,

‘ Click Here to Verify E-mail Address and Acceptance of FERPA and Privacy Act Regulations I

If the e-mail address listed is incorrect, or if your e-mail address changes during the collection, follow
these steps to update your address in MEIS:

1. Go to www.michigan.gov/meis.

2. Click on the MEIS logo.

3. Log in to the application.

4. Select "Edit Personal Information.”

5. Enter your new e-mail address in the specified field and click 'Save.'

Welcome screen. After logging in, a screen similar to the following will appear. The links that appear in
the gray toolbar will depend on your level of access. For example, those who also have permissions to
resolve UICs will see related links displayed. Those who do not have FTE Audit permissions will not see
the same links, only those links that pertain to their roles. UIC resolvers will see the screen below.

° & wl Center for Educational Performance and Information

Single Record Student Database

CEF| Horme
FTE Student UIC Upload for UIC Student uIcC Graduation and

il (Lot Reports Resolution Request Search Reports Dropout

Welcome to the SRSD/UIC Application UJE Resolver List UIC User's Guide

Click here to
download the current
User's Guide.

Click here for a list that
contains the contact

information of resolvers
across the state.

Below the toolbar, users will find links for additional help resources:

1. Click on the "UIC Resolver List" link to open a list containing the contact information of school
district resolvers across the state.

NOTE: If the resolver information for a district is not accurate (e.g., a resolver has left the
district), please contact the DIT Client Service Center. To update your MEIS e-mail settings and
personal information, follow the instructions in the previous section.

2. Click on the "UIC User's Guide" link to open a new window containing a PDF version of this
document. This link is useful for verifying that you have the most current version of the Guide.
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Browser and System Suggestions 21X

Backgrnundl Screen Saverl Appealancel wheh I Effects Settings |

Internet Explorer (6.0 or higher) is the preferred browser for
all CEPI applications. While it is possible to use a Netscape
browser to access CEPI applications, please be advised that
these applications do not function as well in Netscape as they
do in Internet Explorer. For example, many Netscape users
report pages format improperly or the appearance of data is
not preserved when using the back and forward buttons. The
problem is not with the application, but with the functionality Displey.

bullt inSide the Netscape bI’OWSGF. Default Monitar on Intel Carporation 810 Graphics Controller Hub
F:zm: s

1024 by 768 pixels

To upgrade to the most recent version of Internet Explorer, {
click on: http://mwww.microsoft.com/windows/ie/default.asp.

Troubleshoot...l Advanced... |

For best performance, view the application with a monitor o |
resolution of 800 X 600 or higher.

Cancel | Apply |

Windows users can change the resolution of their monitors by going to the START button, selecting
SETTINGS, then selecting CONTROL PANEL, and then selecting DISPLAY'. You may also place your
mouse pointer on the desktop (on the background, not on an icon), click the right mouse button and
choose PROPERTIES.

Go to the Desktop Area setting, and slide it over to 800 x 600. It is recommended that you do not try a
higher desktop resolution than this until you have read your monitor manual to see what maximum
resolution it supports.

Pop-Up Blockers

CEPI applications utilize pop-up windows to display information to users. If a pop-up blocker has been
installed on your computer, it may prevent these windows from opening. Many pop-up blockers provide a
configuration screen to allow pop-ups from certain Web sites. If your blocker does not have this feature,
you may want to disable it while accessing CEPI applications.

Given the large number of pop-up blocker packages available, it is impossible to provide instructions for
disabling each one. If you are unsure how to configure/disable your blocker, please check with the
software vendor or your technical staff.

One of the most common blockers is Microsoft’s Service Pack 2, in which pop-up blocking is directly
integrated into Internet Explorer. Note that by default, pop-up blocking is enabled.

2} CEPI - Microsoft Internet Explorer

To locate the pop-up controls in Internet
Explorer, select Tools from the toolbar and

: Mail and News Fln =

then Pop-up Blocker. D - [x I T o o

; Manage Add-ons... Pop-up Blocker Settings. .. H
) : Add 2] httpe rmichi )

Click on Turn Off Pop-up Blocker. Once s G e G 5yt !

Windows Update

this is done users should be able to view the Y o Afinns
program. Once finished, you can return to X K - ;\S:d;au:: f';z:lss:lll';ger __u_ 1al :
and to re-enable the Pop-Up Blocker. Feilln. 3 € TIormation

Internet Cptions... o e

File Edit Wiew Favorites [RaES Help
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The 7 Habits of Highly Successful Resolvers

The timeline for UIC resolution spans several months and involves two critical processes: resolving your
records in Phase 1 and Phase 2; and updating the UICs in your local student system. Both of these
processes must be included for resolution to be complete. This list breaks these tasks down, and is
intended to serve as an aid to resolvers. Specific information regarding each task is located in a
corresponding section of the User's Guide. Remember: the more resolution you do — the fewer records
you will be required to resolve in the future.

n 1. | Download and familiarize yourself with the timeline for the current submission period. This

document is available for download from the UIC Help section of the Web site as discussed in
the Getting Started section. Also, ensure that you have the most current version of the UIC
User's Guide.

E 2. | Obtain UICs for students who do not already have them. There are three ways this can be
done:

1. Perform an Upload for UIC Request. This is a separate upload used primarily
when a district has a large number of students who require UICs for the first time,
such as kindergarteners. Please refer to the Upload for UIC Request section of
the User's Guide.

2. Create New UICs through the Student Search function of the application. This is
used when a small number of new UICs are required, such as when an out-of-state
student moves into a district between count dates. Please refer to the Student
Search section of the User's Guide.

3. Submit these students in the SRSD file without UICs. The system will assign
them UICs at the close of Student UIC Resolution. Beginning in spring 2006, files
with more than 15 percent blank UICs will not be accepted. (This does not
include students in kindergarten, early childhood, or Early On®.)

Submit your SRSD file to your ISD. The ISD authorized user will then upload it to CEPI.

4. | Perform Student UIC Resolution (Phase 1) as discussed in the Student UIC Resolution
section and the Issues Facing Users in Phases 1 and 2 section of the UIC User's Guide.
Before beginning, resolvers should download a copy of their "Unresolved Possible Matches"
report from the application.

After you have completed Student UIC Resolution (Phase 1), submit a "Linking UICs" request
for those students who may have acquired multiple UICs. Be sure to refer to the Linking UICs
Guidelines located in Appendix A of the UIC User's Guide.

6. | Perform Duplicate UIC Confirmation (Phase 2) as discussed in the Duplicate UIC
Confirmation section and the Issues Facing Users in Phases 1 and 2 section of the UIC
User's Guide.

7. | When Text File Exports/Downloads become available (located under "UIC Reports" in the
Application), download a copy of your "Export File of all Submitted data with UICs" to
update your student information software. Text File Exports are available after all Phase 1
resolution for your district has been completed. Consult your vendor or student information
management software manual for assistance with this process. Refer to the UIC Reports
section of the UIC User's Guide for more information on this file.

O 0O 0O 0O
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Phase 1 (Student UIC Resolution)

The purpose of Student UIC Resolution (Phase 1) is to resolve student records that may or may not be
duplicates based upon Last Name, First Name, Date of Birth, and Gender. Remember: the UIC resolution
process does NOT determine "ownership™ of a student by a district. UIC resolution is only intended to
ensure that a particular UIC is correctly associated with a particular student.

Phase 1 lasts for a limited period (several weeks) and ends once Phase 2 is initiated by CEPI. Please go to
www.michigan.gov/cepi. Click on "MEIS Data Services" and then click on "Single Record Student
Database"” from the left navigation bar. In the section titled "Help and Training Resources,"” click on "UIC
Help" link. A new screen will appear where the UIC Timeline link can be found.

Step 1 — Batch Status List

The process of uploading files consists of several steps. An SRSD file is submitted as part of the regular
SRSD submission process. This file is then processed by the UIC Application to search for existing UICs
and assign new UICs. The Batch Status List screen is used to view uploaded batches. This is where you
will come to view your batch and begin resolving the records in the batch.

1. Click on "Student UIC Resolution™ in the toolbar menu to open the Batch Status List.

Center for Educational Performance and Information

Single Record Student Database

CEF| Horne
Main Logout FTE Reports | Student UIC Resolution Upload for UIC Request Student Search UIC Repors

Welcome to the SRSD/UIC Application District/PSA Resolver List ISD Resolver List UIC User's Guide

2. Select the ISD and District whose batches you wish to view from the drop-down menus. Click the
"Search" button.

3. The list of batches is displayed in the Batch Status List.

Batch Status List District/PSA Resolver List ISD Resolver List UIC User's Guide

Step 1! Select IS strict Step 2: Select Batch ID step 2! lect Murmeric Link Step 4: Select Student Step S: ords

Click the Batch ID to see a summary of the submitted batch. The summary includes information about matches found, new UICs
created, data ervors that may have been found as well as the number of records submitted in the batch.

L Geneses |S0D-26 = T g e el it borris Conscolidated Schools - 25040 =

z Mt Morrs Consolidated Schools - (250407 Werify 3710720058 2:50:12 PM 371172005 5:40:55 AM ~
Z\. Mt, Marris Consolidated Schoals - (25040) Verify 31172005 2:27:14 PM 371172005 2:32:31 PM/!
Click here to Showing 1-2/2 [Show I 2 v| records per pagy Click here to opeq the
open the Batch Batch Status Detail
Summary screen Page #1 of 1 window (Step 5).
(Step 6).
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4. Check to see the status of your batch:
e  Pending - Submitted and waiting to be processed.
e  Processing - Batch is being processed now.
e  Completed - Processing of the batch has been completed, and there is no verification required.
This means that all the records in the batch were either new and new UICs were assigned, or all

the UICs matched records already in the system.

e  Verify - This is the most common status for batches. It indicates that the batch has finished
processing, and that at least one record in the batch needs to be verified and resolved by you.

e  Failed - This batch failed during processing. Information regarding the failure may be obtained
through the "detail" link.

5. Sort the columns in ascending or descending order by clicking on arrow icons at the top of a column.

6. Click the "Detail" link to open a window that contains the detailed information about this batch.

Batch

Status District/PSA Resolver List 15D Resolver List UIC User's Guide
Detail

Batch ID: 510

ISD: 63

District: 63000

Status: Yerify

Date Uploaded: 372972005 10:12:50 AM

Date Completed: 32972005 10:20:39 AM

Motes:

The batch completed processing, there are records that need
verification.

Submitted by: System
Phone:

Email:

7.  Click the Batch ID number link to open the Batch Summary screen.

Step 2 — Batch Summary

The Batch Summary screen allows you to view the current status of a batch and also alerts you to any data
errors that were found in processing the batch.

The batch displays two numbers for Total Records in Batch. To the right of the divider is the total
number of records uploaded. To the left of the divider is the number of uploaded records to which the
current user has security access. (The user who uploaded the file may only view those districts to which
he or she has been granted access.) These numbers will typically be the same. The percentages on this
screen are computed only on those records to which the user has access (i.e., the number to the left of the
divider).
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Batch Summary District/PSA Resolver list ISD Resolver List U

ct Batch ID Step 3: Select Numeric Link st

Click on the summary numbers to view a list of students for whom new UICs were created, a list of students that fall into the match
category or a list of data errors. The sumimary numbers on this page will be updated as you resolve Multiple Positive Matches or
Possible Matches.

I5D: Genesee ISD - (25) District: Mt. Morris Consolidated Schools - (25040) oBack to list
Biatch ID: 2
Total Records in Batch: 4z746,4246
Batch Status: Verif .
. ! These are records that require

Process Start Time: 31142005 7:54:25 AM . . .

. resolution. Click here to view the
Process End Time: 31172005 §:40:55 AM . .

multiple and possible match screens.

tew UICs Crestes: ! These numbers will decrease as you
Positive Matches Found: 3608 84.,927% k . uti y
Multiple Matches Found: [ 0.141% Maxe progress In resolution.
Possible Matches Found: 634 14.932%

- |

Drata Errors:

The batch displays the outcome of the system batch processes and shows you how many records from the
batch are:

e New UICs Created

e Positive Matches Found

e Multiple Matches Found (more than one positive match)
e Possible Matches Found

The application analyzes the record and categorizes it according to the following types of matches:
Positive Matches or Possible Matches.

Positive Matches: In Phase 1, a Positive Match is one where the identification process has determined that
there is an exact match between the four core fields (see "core fields") of the record submitted and a
record in the UIC Master Table. (See "UIC Master Table" in Glossary.)

Possible Matches: In Phase 1, a Possible Match is one where one or more of the four core fields (see
"core fields" in Glossary) is different enough that it warrants inspection to see if it is indeed the same
student as a presumed match from the UIC Master Table.

8. Click on the number link to go to the next screen to resolve any discrepancies between records.

If the application found no matches, it assigns a new UIC to a student. The number following New
UICs Created is the number of UICs assigned. Click on the number link to see those students listed in
the New UICs Created screen. This is provided for the user's information. No resolution is required
for these records.

If there is a number following Positive Matches or Possible Matches on the Batch Summary screen, it
is the number of matches to the submitted records that the application found within the system. If
there were multiple records found that qualified for a Positive Match, those numbers are also listed.
Click on the number link to see a list of those matches in the Match List screen.

9. Click on one of the student's names in the Match List screen to see that record in detail in the Match
Resolution screen. See "Step 3 — Match List."
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Data Errors

If there are data errors, they will appear as the last item in the Batch Summary screen. These data errors
will be obvious issues, such as alphabetic characters in a date field or a school code that does not match

any in the ISD.

1. Click the Data Errors number link in the Batch Summary screen.

2. The Data Errors screen shows a list of the errors.

() Ba

Record ID A ¥ Student Name & ¥ District School & ¥

Grade
AV

Gender|

51687 seminger, Alyssa Bay City School District - 09010

E

[Error: School Entity ID not found(09-09010-0)

[
Showing 1-3/3 [Show | 3 7| records per page]

Page #1 of 1

3. The error message appears beneath the record describing the error. The error cannot be corrected
here, but must be corrected in the source database and resubmitted. If you need to contact the
person who submitted this record, click on the "Student Name" link and the Data Errors Detail
screen will show the name, phone number and e-mail address of the person who submitted the

record.

e Data Errors Detail: Although data error details cannot be corrected within the
program, users may want to view any errors that may cause a batch to stop
processing. The Data Errors Detail screen shows the same information as the Data
Errors screen, and also shows additional pertinent information that may assist in

correcting the error.

SRSD Data Errors Detail

Record ID: 51689

Help

| Student ID I Last Name I First Name I M.1. I Date of Birth I Gender I

ADZ04 sEMInger Alyssa 3 05/30/1992

Subrmitted by James Joyce
Phone:
Ermnail: [ovcejames@mailaccount com

Close Window Print Window

F

Last Updated May 2008
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Step 3 — Match List

The screen below shows a list of records that have been assigned UICs or that require resolution. The title
bar shows the number of issues needing to be resolved.

1. Click the number link in the Batch Summary screen to see the list of records that need resolving.

2. Sort the columns in ascending or descending order by clicking on the arrow icons at the top of a

column.

e At the bottom of the page, users can select the number of records displayed per page. For
example, setting the show records box below to 100" will display 100 records on one
scrollable screen.

3. Click the "Student Name" link to open the Match Resolution screen.

District/P5A Resolver List ISD Resolver List U

ect Nurneric Link Step 4: Select Student Step 5

Click on the name of a student to see additional information on that student. This link will enable you to view and resolve Multiple
Positive Matches or Possible Matches if there are any for that student. Otherwise, you will be shown nmore detailed information
about the student.

ISD: Genesee ISD - (25)

Batch ID: 2

4514514514
5175175175
0314051235

1235791113

20040070
20040729
20050314
20051133

20050770

Click here to open

the match resolution

screen for this
student (Item 3).

District: Mt. Morris Consolidated Schools - (25040}

Farmer, Phillip J Mt. Morris Consolidated (25040)
Bradbury, Ray Mt. Morris Consolidated (25040)
Rand, Ayn Mt. Morris Consolidated (25040)

Mitchell, Margaret Mt. Morris Consolidated (25040)

Asimov, Isaac Mt. Morris Consolidated (25040)

Z

Page #2Z of 127

o Back to Batch o Back to Batch

Status List

Central Elementary (02631)
Central Elementary (02631)
Central Elementary (02631)
Central Elementary (02631)

Central Elementary (02631)

Showing 6-10/634 [Shnwl 5 'I records per page]
Previous 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 HNext

Summary

03 M
04 M
04 F
02 F
03 M

Step 4 — Match Resolution

TIP: Before you begin resolution, it is recommended that you print the report titled "Unresolved Possible
Matches.” This can be found under the UIC Reports section in the application.

Matching Strategy. Click the "Student Name" link in the Match List (above) to open the Match
Resolution screen. The submitted student record is displayed along with any Possible Matches. The
student core fields and helper fields will allow you to determine if a record is a new unique student, or a
duplicate of the submitted student.

The system runs an initial check to determine whether the submitted record and the UIC Master Table
record match on the fields of UIC, district, and student ID. Submitted records are then compared against

Last Updated May 2008
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the UIC Master Table and are given a score based on how closely the four core fields (Last Name, First
Name, Date of Birth, and Gender) in the submitted batch match the four core fields for records already in
the system.

Records that remain questionable (with match scores below 85 percent) are presented for resolution as
possible matches. Those records that are determined by the system to be a strong match (match scores 95
percent and above) are automatically accepted as positive matches.

Example: A student who has always attended the same school district has recently been adopted and
his/her last name changed. If the student is submitted with the same UIC number, district code, student
ID, and core fields (other than last name), the record will be updated automatically. If there is a dramatic
difference in any of these fields, the record will be presented for resolution.

There is another layer of helper fields that are displayed visually to assist the user in making decisions
about Possible Matches. With the discussed exceptions (UIC, district, and student ID), helper fields are
not considered by the system during the automated matching. (See "Helper Fields™ in the Glossary.)

1. Core fields: Last Name, First Name, Date of Birth, and Gender.

2. Helper fields: Ethnicity, Middle Initial, Exit Status, Grade, Multiple Birth Order, Enroliment
Date, Exit Date, Student Number, ISD, District, School, and FTE.

3. Resolution History fields: These are special helper fields that are generated by the system in
order to assist resolvers by providing the resolution history of a record.

o Date Created — refers to the date when a UIC was first created in the system. This date does
not change.

o Created By — provides the name and contact information of the user who originally created the
UIC record. "System" will be displayed for records created automatically by the system.

o Date Modified — indicates the last date on which a change was made to the record by the
system or by a user through the resolution process, i.e., the date on which a user last selected
to "Keep" or "Use" that UIC.

¢ Modified By — provides the name and contact information of the user who last resolved the
UIC on the date indicated by the Date Modified field. "System" will be displayed for records
updated automatically by the system.

Possible UIC Matches:

STEINBECK, JOHN (75.68% Match) Use This UIC

uIC: StudentIDf Gender: Ethnicity:

0448122032 20050329 - i .
9/22/1988 M g : i??:n”i Core fields I;e

ISD: District: School: 0 - Black o

Plymouth-Cantan 0 - Mative Hawaiian or Other Pacific Islander
Wayne RESA - (82) Community  Schools - Canton High School - (062767 1- W_h'te ) .

(gz100% 0 - Hispanic or Lating
Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
11 1.00 0.00 0.00 1
Enrollment - . Exit Date . Date Modified Resolution fields
Date: Exit Date: Status: Created: Created By: Modified: By:

_ Systemn John Irving
8/26/2002 19 4,/9/2003 11/16/2004 517-329-2005
jirving@noemail.edu

The Exit Status, Exit Date, and Enrollment Date fields are now used as points of reference in updating the
UIC Master Table. For example, for a submitted record that uniquely matches a record on the UIC Master
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Table (that is, that matches the record CEPI currently has on file for that student), the record with the
most recent enrollment date, or a record where the exit status indicates that the student has left the K-12
system (e.g., graduated) will automatically update the UIC Master Table. Therefore, districts should
continue to focus on the accuracy of the enrollment date and exit status fields, as they are also used for
informing the calculation of the graduation and dropout rates.

Above the resolution screen is a series of navigational links. The resolution detail screen is split into
sections. Each section represents a record. The first record in Phase 1 is always the record that was
submitted with your district's batch, or file, for the current submission. Subsequent records listed are from
the UIC Master Table and may or may not have been submitted during the current submission.

Back to

; : : Possible ) Next Record
Status List Summary Matches

Batch ID: 2 0 Back to Batch o Back to Batch

Submitted Record:

DEBOER, NICHOLAS ] Keep This UIC Create New UIC
uIC: StudentID: Last Name: First Name: M.I.: Date Of Birth: Gender: Ethnicity:
3531150660 1107015 DEBOER MICHOLAS il 751992 M o- American In_dian or alaska Mative
0 - Asian American
1SD: District: School: 0 - Black or African American
Kent 1SD - (41) Grandville Public Schools - (41130)  Grandville Middle School - (01462) 8 e Hawalian or Other Paciic Lslander
Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder: 0 - Hispanic or Lating
o7 i.00 0.00 0.00 i
Enrollment Date: Exit Date: Exit Status:
6/8/2004 - 19

Possible UIC Matches:

I MC KINNEY, NICHOLAS 1 (75.68% Match) Use This UIC
uIC: StudentID: Last Name: First Name: M.I.: Date Of Birth: Gender: Ethnicity:
3531150660 1107015 MC KINMEY MICHOLAS 1 7/5/1992 ul 0 - American Indian or Alaska Native
N 0 - Asian American
1SD: District: School: o- Bla_cl-( ar Afrigan Arnerican -
Kent 15D - (41) Grandville=  Public  Schools - Prairie Yiew Junior Middle School - 0 - Native Hawaiian or Other Pacific Islander
{41130} (08462) 1 - white )
0 - Hispanic or Lating
Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
ul] 1.00 0.00 0.00 1
I[E)l;:g!lment Exit Date: Exit Status: Date Created: Created By: Date Modified: Ei:.dified
&/8/2004 - 19 4/9/2003 System 342172005 System

Possible UIC Matches:

DEBOER, NIGHOLAS 1 (100% Match) Use This UIC
uIC: StudentID: Last Mame: First Name: M.I.: Date Of Birth: Gender: Ethnicity:
G097 746506 1107015 DEBCER MICHOLAS 1 751992 [l 0 - American Indian or Alaska Mative
I 0 - Asian American

1SD: District: School: 0 - Black or african American

Grandville  Public  Schools - . . 0 - Mative Hawaiian or Other Pacific Islander
Kent ISD - {41) f41130) Grandwille Middle School - (01462) 1- Whlte . .

0 - Hispanic or Latino

Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
o7 1.00 .00 o0.00 1

Enrollment

Date Modified
Date: :

Exit Date: Exit Status: Date Created: Created By: Modified: By

Lednn Szymanski
6/8/2004 - 19 10/10/2005 616-254-6593
|szymanski@gpsk1z .net

Note: You may notice that your student has more than one UIC. If so, unless you have previously
downloaded your "Unresolved Possible Matches" report, print the screen. It is critical that these UICs
be linked. Resolve the UIC and make a note on your hard copy (printed page) regarding the UIC you

have chosen as primary. You can then use these pages for the linking UICs process. It is important to
print the screen before resolving because the screen will refresh upon making your selection.
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1. Keep This UIC (on submitted record): This option is only presented for records submitted
with a UIC. Select this link if you determine that your submitted record is accurate as submitted
and does not correspond to the Possible Match(es) presented. The submitted record will retain the
UIC and helper fields as submitted. (In the event that the UIC from the submitted record and a
UIC from a Possible Match are the same, selecting Keep this UIC will update the helper fields
associated with the Possible Match record.)

2. Create New UIC (on submitted record): Select this link if you determine that your submitted
student is in fact a different student from the student(s) displayed as a Possible Match(es). (See
Scenario #2 on page 21.) A new record will be created on the UIC Master Table.

3. Use This UIC (on UIC match record): Select this link if you determine that the student you
have submitted is the same as a Possible Match record. This will assign the UIC from the record
on the UIC Master Table to the record you have submitted in your file. This action will also
update the record on the UIC Master Table with the information (i.e., helper fields) from the
record you have submitted.

Note on Security: When e-mailing your questions to the Help Desk, please avoid sending personally

identifiable student data. Provide a general description of your issue only. Help Desk staff will contact
you for more detailed information such as student names, date of birth, and UIC.

Completion of Student UIC Resolution (Phase 1).

Resolution should continue until the number of Possible Matches Found and Multiple Possible Matches
Found on the Batch Summary Screen are both zero. The UIC resolver can verify completion by returning
to the Batch Status List. If the batch status now shows "Completed,"” then no other records require
resolution in Phase 1. This would be the time to submit a Linking UICs Request for any students you find
that have multiple UICs. See the Linking UICs Guidelines in Appendix A of this document.

Batch Status List District/PSA Resolver List 15D Resolver List UIC User's Guide
Step 1: Selact IS wict Step 2: Select Batch ID st

Click the Batch ID to see a summary of the submitted batch. The summary includes informiation about matches found, new UICs
created, data errors that may have been found as well as the number of records submitted in the batch.

e Macomb IS0 -50 et ol Macomb Academy - 50901

Macomb Acaderny - (50901) Completed 3/24/2005 1:43:10 PM 3/25/2005 3:34:30 AM

Showing 1-1/1 [Showl 1 'I records per page]

Page #1 of 1
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Phase 2 (Duplicate UIC Confirmation)

Once Phase 1 is completed, every record will have received a UIC. The purpose of the Duplicate UIC

Confirmation process (Phase 2) is to confirm student records that have been submitted with the same
UIC.

Where Phase 1 is about resolving the UIC for a particular student, in Phase 2 you are no longer resolving
UICs. Instead, you are confirming them. In other words, you are not resolving whether a particular UIC is

the correct UIC for your submitted student; instead you are confirming that this particular student is in
fact attending your district.

If a student is legitimately in attendance in two different districts, both districts should confirm their
submitted record. For example, if a student attends both the 1SD and the local district, both the 1SD and
the local district should confirm their submitted record. Confirmations are recorded by CEPI so that the
same student will not need to be confirmed in future submissions (until the student changes schools).

The Duplicate UIC Confirmation screen presents all UICs that have been submitted by more than one
district and allows the user to select a UIC to confirm in the Duplicate UIC Confirmation Detail screen.

1. Click on "Duplicate UIC Confirmation™ in the toolbar menu to open the Duplicate UIC
Confirmation screen.

2. Select your ISD and District from the drop-down list. Click the "Search" button.

Duplicate UIC Confirmation District /PS A Resolver List ISD Resolver List UIC User's Guide

G Wayne RESA- G2 v sty Grosse Pointe Fublic Schools - 82065+ ()] Arereh

District {(Code) & ¥ School (Code) & ¥

1533001536 2 Users Claiming this UIC. Click UIC to Confirm
ANNE BOLEYN Lake Shore Public Schools - (50120)

Lake Shore High School - (02089)

ANNE BOLEYN Grosse Pointe Public Schools - (82055) Grosse Pointe North High School - (05142)
1536001537 2 Users Claiming this UIC. Click UIC to Confirm

JANE SEYMOUR Lake Shore Public Schools - (50120) Lake Shore High School - (02089)
JANE SEYMOUR Grosse Pointe Public Schools - (82055) Grosse Pointe North High School - (05142)

Showing 7-8541 [Show 2 * | records per page]
Previous 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 HNext

Page #4 of 21

3. Click on a UIC to see the record detail in the Duplicate UIC Confirmation Detail screen. See the
example on the following page.

4. The first record is from the UIC Master Table." The records below this are all those records that
have been submitted with this UIC. The yellow highlighted fields show where a record has
differing information from the UIC Master Table.

! In Phase 1, your submitted record is the criterion against which all other records in the UIC Master Table are
compared. Therefore, the top record displayed in Phase 1 is your submitted record, below which appear the UIC
Master Table records. In Phase 2, the situation is reversed. The UIC Master Table record for a particular UIC is the
criterion against which other submitted records are compared. Therefore, the top record displayed in Phase 2 is the
UIC Master Table record, below which appears the submitted records.
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You will only be able to confirm UICs for those records that your district is currently claiming as
being in your district. Records being confirmed by another district will show either
"unconfirmed" (no Phase 2 confirmation has been performed by that district) or "confirmed"
(another district has confirmed this record in Duplicate UIC Confirmation).

Because Phase 2 of the UIC resolution process identifies those UICs potentially being confirmed
by multiple entities, it is recommended, whenever possible, that district resolvers contact one
another to determine if the two records represent the same student and, if not, to determine which
district should be responsible for creating a new UIC. If a mutual agreement cannot be reached,
the ISD auditors should be contacted to help reach a decision.

If you need the name and contact information for another district's UIC resolver, click on the
"District/PSA Resolver List" link located in the application.

BOLEYN, ANNE (UICMaster Information)
. . Last First . Date Of ) o
uIC: StudentID: Name: Name: M.I.: Birth: Gender: Ethnicity:
1533001536 246808642 BOLEYN ANNE 342371986 F 0 - American Indian or Alaska Mative
- 0 - Asian American
15D: District: School: 1 - Black or african American
Lake Share  Public . o- Nat_ive Hawaiian or Other Pacific Islander
Macomb IS0 - (50) Schools  (Macomb) - I(_Dagnesg)shore High  School - W_h'te . .
{501z0) 0 - Hispanic or Latino
Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
11 0.31 0.00 0.00 i
Enrollment . . E=xit Created . Date Modified
Date: Exibates Status: Date: Creatediby: Modified: By:
a/20/2004 19 4972003 Systemn 3FE5/2005 System
BOLEYN, ANNE Unconfirmed
; . Last First ) Date OF ) I
uIcC: StudentID: Name: Name: M.I.: Birth: Gender: Ethnicity:
1533001536 246808642 BOLEYN ANNE 372371986 F 0 - american Indian or Alaska Mative
- 0 - Asian American
15D: District: School: 1 - Black or African American
Lalke Share  Public X o- Nat_ive Hawaiian or Other Pacific Islander
Macomb ISD - (50) Zchools  {Macomb) - Lga;geag Shore  High  School o- W_h|te ) )
(501200 ! } 0 - Hispanic or Latino
Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
11 0.31 0.00 0.00 i
Enrollment - . Exit
Date: STISDETGE Status:
a/z20/2004 19
I BOLEYN, ANNE Create New UIC | Do Not Submit | Confirm This UIC
; . Last First ; Date Of ) I
uIcC: StudentID: Name: Name: M.I.: Birth: Gender: Ethnicity:
1533001536 1357997531 BOLYN ANN 3/EEM986 F 0 - american Indian or &laska Mative
- 0 - Asian American
ISD: District: School: 1 - Black or african American
) Grosse Pointe Public  Grosse Pointe Morth High School 0 - Mative Hawaiian or Other Pacific Islander
Wayne RESA - (82) Schoals - (52055) J(05142) 0 - White .
0 - Hispanic or Latino
Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
1z 0.26 0.43 0,00 1
Enrollment . . Exit
Date: Sl s(EELCE Status:
9/14,/1995 19
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NOTE: Records that have been resolved in Phase 1, Student UIC Resolution will not appear for
confirmation during Phase 2. It should not be assumed that a record from another district marked
as "unconfirmed" has also appeared for that other district to confirm.

5. Click on one of these three options to resolve:

e "Confirm This UIC" - Select this option to verify that the submitted record is correct. In
other words, the resolver is confirming this student attends his or her district and this is
the UIC s/he wants to associate with the submitted record. If two ISDs or districts truly
share a child in accordance with State Aid regulations, then they should both confirm the
record.

Using "Confirm This UIC" does not change anything on the UIC Master Table (top
record displayed). It simply sets a flag on the submitted record indicating that the record
has been seen and verified by the district.

When this option is selected the link will change to read, "Unconfirm This UIC." This
allows the resolver an opportunity to make a correction if a mistake has been made.
Clicking this link will undo the confirmation and cause the previous set of links to
appear. IMPORTANT: once the resolver leaves that particular screen, the record will no
longer appear.

o "Create New UIC" - Select this option to create a new UIC and insert a new record in the
UIC Master Table. Do this only if you are certain that your student is a different student
than has been submitted by the other district.

e "Do Not Submit" — Select this option only in those rare instances in which a record has
been submitted in error. The record is flagged to prevent an incorrect record from being
submitted to the data warehouse. NOTE: If Districts A and B have both submitted the
same UIC and District B selects "Do Not Submit™ for its submitted record, the student
will no longer be displayed for District A. Since the record was presumably submitted in
error by District B, confirmation by District A is no longer necessary.

Selecting "Do Not Submit™" marks the submitted record for withdrawal from the SRSD
submission process. (NOTE: FTEs are extracted prior to the UIC resolution process
and will therefore not be affected by clicking **"Do Not Submit.” If FTEs are involved,
these must be adjusted by your ISD Pupil Accounting Auditor. The record will no longer
be stored in the data warehouse, however, thus possibly affecting other future
calculations, e.g., headcount, graduation, dropout, etc.).

In most cases, resolvers will have no need to use select "Do Not Submit.” If you believe
that you may have a case where selection is appropriate but are unsure, contact the DIT
Client Service Center. A ticket will be created and CEPI staff will help evaluate whether
this is the most appropriate option.

Remember that in Phase 2, districts do not technically "resolve™ records in a way that updates
CEPI's UIC Master Table, as happens in Phase 1. The purpose of resolution in Phase 1 is intended
to answer the following question: "What information (name, district, school, exit status) should
be associated with this UIC in the UIC Master Table?"
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Instead, in Phase 2, where multiple records are submitted with the same UIC, the resolver from
each district is simply required to set a flag on his/her submitted record that confirms he or she
has viewed this record and that the student with this UIC was indeed submitted by his/her district.
This confirmation is then stored with the record in our warehouse. Where two districts have
confirmed the same UIC, for example, and the cumulative FTE is 1.00 or less, we know that this
is a shared student. Any other situation is suspect.

6. Note to ISD auditors: Once a district has completed Phase 2, the reason that records may continue
to be displayed for a district's Duplicate UIC Confirmation and then display for the Duplicate
UIC Auditor View is that records that have previously been resolved by a district resolver are no
longer displayed for resolution to that resolver. However, so that the information remains
available for auditing purposes, these records continue to display in the ISD Auditor View.

Note on Security: When e-mailing your questions to the Help Desk, please avoid sending personally

identifiable student data. Provide a general description of your issue only. Help Desk staff will contact
you for more detailed information such as student names, dates of birth, and UICs.

Completion of Duplicate UIC Confirmation (Phase 2)

In Phase 2, confirmation should continue until no further records are presented to the resolver under
Duplicate UIC Confirmation.

After Phase 2 resolution is completed, go to the UIC Reports function of the application. Use "Text
Export" to download a copy of your file for purposes of updating your student management system with
the most up-to-date UIC (See the UIC Reports section of this document.). Once the "Text Export" file has
been downloaded, virtually all vendors of Student Management Systems that accommodate the SRSD
provide automated means of importing the updated UICs. Please review your Student Management
System manual or contact your vendor for support.
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Issues Facing Users in Phases 1 and 2

PHASE 1 - COMMON SITUATIONS AND AVAILABLE OPTIONS

A record has been submitted and one or more Possible Matches or two or more Positive Matches are
found in the UIC Master Table based on Last Name, First Name, Date of Birth, and Gender.

Records submitted without a UIC

NOTE: Records submitted with a blank UIC for which a single Positive (i.e., exact) Match is found on the
UIC Master Table are assigned that UIC and will not come up for resolution. Records submitted with a
blank UIC for which no single Positive (i.e., exact) Match nor any Possible Matches are found are
automatically assigned new UICs.

SCENARIO #1

You submit a record without a UIC. During Phase 1 resolution, you discover that the submitted record is
actually the same student as a record that is presented to you as a Possible Match. For this student,
selecting "Use this UIC" from the Possible Match record will assign the UIC from the record on the UIC
Master Table to the record you have submitted in your file. It will also update the record on the UIC
Master Table with the information from the record in your file (that is, the fields from the record you have
submitted will replace those same fields in the UIC Master Table).

SCENARIO #2

You submit a record without a UIC. During Phase 1 resolution, you discover that the submitted record is
actually a different student from a record that is presented to you as a Possible Match. For this student,
selecting "Create a New UIC" will insert a new record in the UIC Master Table and generate a new UIC
for the student.

NOTE: If you submit a record without a UIC, and a possible match or multiple positive matches result,
and you do not resolve that student, a new UIC will be assigned to that student when Phase 2 is initiated.
For this reason, particularly when submitting blank UICs, it is critical that you perform the required
resolution.

Example: You submit a record without a UIC. During Phase 1 resolution, you discover that the
submitted record is the same student as a record that is presented to you as a Possible Match. This student,
however, is no longer enrolled in your district.

For this student, you must either select one of the displayed UICs or create a new one. If you fail to
resolve a record submitted with a blank UIC, this will result in the creation of a new UIC at the end of
Phase 1 resolution. The result could be an individual student with more than one UIC. Before resolving, it
is strongly suggested that you contact the new district and come to an agreeable course of action.
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Records submitted with a UIC
SCENARIO #3
You submit a record with a UIC. During Phase 1 resolution, you discover that the submitted record is

actually the same student as a record that is presented to you as a Possible Match. The UICs for these
students are different.

Selecting "Keep this UIC" for the submitted record will update the record associated with the submitted
record's UIC in the UIC Master Table with information from the recently submitted record.

Selecting "Use this UIC" for the possible UIC match record will update the record associated with the
Possible Match in the UIC Master Table with information from the submitted record.

Linking UICs — In cases such as the above, when a user finds more than one UIC for a student in the
district, print the screen. It is critical that these UICs be linked. Resolve the UIC and make note on your
hard copy (printed page) regarding the UIC you have chosen as primary. You can then use these pages for
the linking UICs process. It is important to print the screen before resolving because the screen will
refresh upon making your selection.

Please consult the Linking UICs Guidelines located in Appendix A of this document for instructions on
how to submit a linking request. When submitting linking requests to CEPI, the core information (Last
Name, First Name, Date of Birth, and Gender) associated with each UIC is required. This information can
be found by performing a student search. Please see the "Student Search" section of this document for
more information.

Unlinking UICs — When a UIC resolver chooses to "Use this UIC™ in the Match Resolution step of
batch processing, he/she is making the decision that two records actually represent only one student. The
records are linked and stored in the UIC Master Table under the chosen primary UIC. However, the
records are not deleted and a history of the UICs that have been assigned to this record is maintained in
the UIC Master Table.

If a UIC resolver later decides that those two records did indeed represent two unique students, the
records can be unlinked so that the students retain the UICs they were originally assigned.

Go to Student Search and search for the record that was linked. When you open the record, the linked
record also appears with an option to "Unlink this UIC." Please see the "Student Search" section of this
document for more information.

SCENARIO #4

You submit a record with a UIC. During Phase 1 resolution, you discover that the submitted record is
actually the same student as a record that is presented to you as a Possible Match. The UICs for these
students are the same.

In this case, since both UICs are the same, selecting "Keep this UIC" for the submitted record or "Use this
UIC" for the possible UIC match record will have the same result. It will update the record associated
with that UIC in the UIC Master Table with information from the submitted record.
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Example: You submit a record with a UIC. During Phase 1 resolution, you discover that the submitted
record is actually the same student as a record that is presented to you as a Possible Match. This student,
however, is no longer enrolled in your district.

In this case, the resolver can choose not to resolve the record. No updates will be made to the UIC Master
Table if neither district resolves the record. The resolver for the new district should have the same records
come up for resolution and will have the responsibility for resolving the records.

SCENARIO #5

You submit a record with a UIC. During Phase 1 resolution, you discover that the submitted record is
actually a different, student from a record that is presented to you as a Possible Match. The UICs for these
students are different.

In this case, selecting "Keep this UIC" for the submitted record is the proper choice.

SCENARIO #6

You submit a record with a UIC. During Phase 1 resolution, you discover that the submitted record is
actually a different, student from a record that is presented to you as a Possible Match. The UICs for these
students are the same.

In this case, selecting "Create New UIC" for the submitted record is the proper choice.

Following are several examples that incorporate aspects of the previous scenarios.

Submitted Record:
SMYTH, DOUG Keep This UIC | Create New UIC
uIc: StudentID: Last Names - FiestRae: M1 70770000 Date Ol gander: Ethnicity:
ceec®’ i Steee.,
4530945309 12355’1'321 SMYTH DOUG 81971993 M 0 - ameriedt ¢ndian or Alaska Mative
’ oo’ I i 0 - Asian American®e,
15D R District: School: 1 - Black or african P.n%esi.can
o Mt. Clermens  Montessori Mt, Clemens Montessori Academy - 0 - Mative Hawaiian or Ctheg Pacific Islander
Mscofllb 350 - (50) Academy - (S0908) (09204) 0 - whits ) .
. 0 - Hispanic or Lating .
Grad e Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder: o
.. ..
oo Se, 1.00 o0.00 0.00 1 o®
... .
Enrofment Date: Esii;[.).ate: Exit Status: ..-0".
Cea, cee®®
a/a0/g004 - 120eeen...., [UPPTTTLL AN
®ecee ®ecccee eesccoce esescsceoce?®
Possfle UIC Matches: Teteeese segeeceeetett :

Use This UIC

Date Of

Birth: Gender: Ethnicity:

IC: StudentID: Last Name: First Name: M.L.:
‘ 3090450140 123581321 SMITH DOUGLASS

2/19/1999 M 0 - Armerican Indian or Alaska Mative
I 0 - Asian American
District: School: 1 - Black ar african American
~ M. Clernens Montessori Mt Clernens $ontessori Acaderny - 0 - Native Hawaiian or Other Pacific Islander
Macarnb 1SD - {S0) Acaderny - (50908) [09234) o 0 - wehite .
0 - Hispanic ar Latino

Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
oo 0.00 0.00 0.00 1
Enrollment - R - . Date . Date Modified
Date: Exit Date: E=xit Status: Created: Created By: Modified: By:
8/30/2004 - 19 11/5/2004 System
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You have determined that the submitted record from your district, Doug Smyth (incorrect spelling), is one
and the same as student Douglass Smith (correct spelling). Because there was a positive match on the core
fields for Doug Smyth, UIC #4530945309 was returned from the UIC Master Table (in the above, there
would also be a 100 percent Possible Match record for Doug Smyth shown). You wish to retain
#3090450140 as the UIC for this student and correct the first and last name.

Option #1. Selecting Use this UIC from the Possible UIC Match record will attach the UIC from
Douglass Smith (#3090450140) to the submitted record (solid arrow). The information from the
submitted record will then update the selected Possible Match on the UIC Master Table (dashed arrow).
That is, the information for Douglass Smith, UIC #3090450140, will be replaced with the incoming
information for Doug Smyth. The UIC for Doug Smyth will now be #3090450140.

As a result, although you will have attached UIC #3090450140 to your submitted record, the last name
and first name associated with #3090450140 in the UIC Master Table will now be incorrect. In the next
submission, you will need to submit the correct spelling of the first and last name along with UIC
#3090450140, at which point you should be given another opportunity to resolve the record and correct
the spelling on the UIC Master Table. It is important that the UIC for this student in your local student
management system be changed to #3090450140 prior to submitting.

Because the record for #4530945309 (Doug Smyth) continues to exist on the UIC Master Table, you must
also submit a request to link UIC #4530945309 with UIC #3090450140, designating #3090450140 as the
primary UIC (see Linking UICs below).

Option #2. Selecting Keep This UIC allows the submitted record to pass through unchanged. You must
then submit a request to link #4530945309 and #3090450140, designating #3090450140 as the primary
UIC (see "Linking" below). As in Option #1, it is important that the data in your local management
system be corrected so that #3090450140 is submitted with the correct spelling in future submissions, or
this problem will reproduce itself.

Linking UICs - In cases such as the above, when a user finds more than one UIC for a student in the
district, print the screen. It is critical that these UICs be linked. Resolve the UIC and make a note on your
hard copy (printed page) regarding the UIC you have chosen as primary. You can then use these pages for
the linking UICs process. It is important to print the screen before resolving because the screen will
refresh upon making your selection.

Please consult the Linking UICs Guidelines located in Appendix A of this document for instructions on
how to submit a linking request. When submitting linking requests to CEPI, the core information (Last
Name, First Name, Date of Birth, and Gender) associated with each UIC is required. This information can
be found by performing a student search. Please see the "Student Search™ section of this document for
more information.
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Submitted Record:
CAPOTE, TRUMAN J Keep This UIC | Create New UIC

uIC: StudentID: Last Name: First Name: M.L: [B)iariﬁ_u Gender: Ethnicity:
2048233387 10101010 CAPOTE TRUMAN ] 1/12/1989 il 0 - American Indian or Alaska Mative

[ . 0 - Asian American
1SD: District: school: 0 - Black or african Armerican

Fraser Public Schools - . 0 - MNative Hawaiian or Other Pacific Islander
Macomb ISD - (507 {50100) Fraser High School - {01308} 1- Whlte . .
0 - Hispanic or Latino

Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
k] 0.77 0.23 0.00 1
Enrollment Date: Exit Date: Exit Status:
8/31/2004 - 19

Possible UIC Matches:

CAPOTEE, TRUMAN (86.47% Match) Use This UIC

uIC: StudentID: Last Name: First Name: M.I.: [B)iar'!::‘la'l'uf Gender: Ethnicity:
6538530737 20052903 CAPOTEE TRUMAN 1/20/1989 ™M 0 - american Indian or Alaska Mative

N 0 - Asian American
1SD: District: School: 0 - Black or African Armerican

. Clintondale Community . . } 0 - MNative Hawaiian or Other Pacific Islander
Macomb ISD - (507 Schoals - (50070) Clintondale Middle School - {05031 1- Whlte . .
0 - Hispanic or Latino

Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
03 0.00 0.00 0.00 1

Enrollment
Date:

Date Modified

Exit Date: Exit Status: Date Created: Created By: Modified: By:

7/17/2003 - 19 4/9/2003 Systern 7/1/2004 Systermn

Possible UIC Matches:

| CAPOTE, TRUMAN J (100% Match) Use This UIC

. . Last First . Date Of . S
uUIC: StudentID: Name: Name: M.I.: Birth: Gender: Ethnicity:
2048233387 10101010 CAPOTE TRUMAN 1 1/12/1989 ™ 0 - American Indian or Alaska Mative

N 0 - Asian American
15D: District: School: 0 - Black or african Armerican
Fraser Public Schoals - . 0 - Mative Hawailan or Other Pacific Islander
Macomb ISD - (507 {s0100) Fraser High Schoal - {01308} 1- Whlte . .
0 - Hispanic or Latino
Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
k] 0.53 047 0.00 1
Enrollment . . Exit Date . Date Modified
Date: Exit Date: Status: Created: Created By: Modified: By:
Arthur Miller

8/28/2000 - 13 11/16/2004 amiller@nomail.edu

517-329-2005

The above situation is triggered by the existence of the second displayed record, Truman Capotee
(#6538530737). Had this third record not existed, the UIC Application would have come up with a single
100 percent match for the submitted record from your district, no Possible Matches, and the record would
not have come up for resolution. The enrollment date of 8/31/2004 (first record) would have
automatically replaced the enrollment date of 8/28/2000 (third record).

Option #1. The first and third records displayed are recognized as the same student while the second
record is known to be a different student. In this case, because the UIC for the first and third displayed
records are the same, selecting Keep this UIC or Use this UIC accomplishes the same thing: the
information from the submitted record will replace the information for #2048233387 in the UIC Master
Table.

Option #2. The second record is verified to be the same student as the other displayed records. Some of
the information (such as date of birth, ethnicity, etc.) has been reported incorrectly. Selecting Use This
UIC from the second record will attach UIC #6538530737 to the submitted record from your district (top
record). The information from the submitted record will in turn replace the information for UIC
#6538530737 on the UIC Master Table. At this point, the same student will have two different UICs on
the UIC Master Table and linking of these UICs should occur.
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Print the screen and make a note on the page regarding the UIC you have chosen as primary. You can
then use this page for the linking UICs process. Consult the Linking UICs Guidelines located in Appendix
A of this document for instructions on how to submit a linking request. When submitting linking requests
to CEPI, the core information (Last Name, First Name, Date of Birth, and Gender) associated with each
UIC is required. This information can be found by performing a student search. Please see the "Student
Search™ section of this document for more information.

Example C

Submitted Record:

MARLOWE, PHILLIP Keep This UIC | Create New UIC

R . Last First . Date Of . P
uIC: StudentID: Name: Mame: M.I.: Birth: Gender: Ethnicity:
0151522505 1313169, /@ ILLIP [n] 12/30/19958 M 0 - Armerican Indian or Alaska Mative
1 - Asian Armerican
1SD: ' School: 0 - Black or African American
wdlt Ottawa Public _. 0 - Mative Hawaiian or Other Pacific Islander
Ottawa Area ISD - (700 Sciool  District - ?égglg;eek Elementary Schacl 0 - wihite )
(770 2 - Hispanic or Lating
Grade: Gen FTE: SplcFTE: AdultFTE: MultipleBirthOrder:
ulu] 1.00 0. o.00 1
Enrollment Date: Exit Date: EY
Stitus
Q22,2003 - 19
Possible UIC Matches:
CHANDLER, PHILLIP (75.68% ! atch) Use This UIC
. . Last First . Date Of ) I
uIcC: StudentID: Name: Name: M.I.: Birth: Gender: Ethnicity:
0151522505 1313169 CHANDLER PHILLIP D 12/30/1998 M 0 - American Indian or Alaska Mative
. 1 - &sian American
18D: District: School: 0 - Black or African American
. west  Ottawa  Public Pine Creek Elementary Schoal - 0 - Mative Hawaiian or Cther Pacific Islander
Ottawa Area ISD - (0] o 0| District - (70070) (07519 0 - idhite )
2 - Hispanic or Latino
Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
ulu] 0,00 0,00 0,00 1
Enrollment - . Exit Date . Date Modified
Date: Exit Date: Status: Created: Created Ey: Modified: By:
9/22/2003 - 18 11/8/2004  SYStEm

In this example, the submitted record has come up for resolution because the same student has been
submitted with two different last names. Because only one UIC exists for this student on the UIC Master
Table, it does not matter whether you select Keep This UIC from the first record or Use This UIC from
the second record. Either choice accomplishes the same thing. Information in the submitted record will
replace the information currently in the UIC Master Table for UIC #0151522505. [Create New UIC
would only be used were you to verify that the submitted record is NOT the same student as displayed in
the Possible UIC Matches record(s).]

Assuming that Last Name on the submitted record is correct and Last Name on the UIC Master Table is
incorrect (as reflected in the Possible UIC Matches record), resolving this record will correct the
information on the UIC Master Table. On the other hand, assuming the reverse (the submitted record
contains an incorrect Last Name), resolving this record means that the Last Name on the Master Table
will now be incorrect. During the next submission cycle, submitting this record with the correct Last
Name should bring the record up for resolution once more, at which time selecting either Keep This UIC
or Use This UIC will correct the information on the Master Table.
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Example D — Enrollment Date

In this example, you are presented with your submitted record and a possible match, both of which
possess the same UIC and have different enrollment dates. You recognize this as the same student who
left your district after count day.

The important difference between these two records is the enrollment date. When different districts both
use the same UIC to resolve a record, the record with the newer enrollment date, or where the exit status
indicates the student has left the K-12 system (e.g., graduated), will be used by the application to update
the UIC Master Table.

Submitted Record:
Faulkner, William Jr. Keep This UIC | Create New UIC

. . Last First . Date Of ) I
uIC: StudentID: Name: Name: M.I.: Birth: Gender: Ethnicity:
1459142337 07061962 Faulkner Jr. ~ William 1 5/13/1995 M 0 - American Indian ar Alaska Mative

I 0 - &sian American
ISD: District: school: o- Blapk ar Afrigan American B
) Lansing Public Schoal . 0 - Mative Hawaiian or Other Pacific Islander
Ingham ISD - (33) District - {33020) Reao School - {03181) 1 - W_hlte . .
0 - Hispanic or Latino
Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
03 0,00 0,00 0,00 1
Enrollment Date: Exit Date: CHit
Status:

4/76,/1999 11/22/2004 08
Possible UIC Matches:

Faulkner, William (92.7% Match) Use This UIC
. . Last First . Date Of . I

uIc: | StudentID: Mame: Name: M.I.: Birth: Gender: Ethnicity:

14591‘:2337 04182005 Faulkner William ] 5/13/1995 M 0 - Arnerican Indian or Alaska Mative
0 - &sian Armerican

ISD: District: School: g i
0 - Black or African American

1 - - -
: Ovid-Elsie Area Schools - E.E. Knight Elementary Schoal - 0 - Mative Hawaiian or Other Pacific Islander

Cl|nto|| County RESA - (19) {19120] (00935 1 - Wwhite
0 - Hispanic or Latino

Grad!: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:

03 1 1.00 0,00 0,00 1

Enrol'ment B . Exit Date . Date Modified

Date:] ExitiDS e Status: Created: Created By: Modified: By:

12/3/2004 = 19 4/9/200% SRl 3/s0/zons  Srstem

In this instance, selecting Keep This UIC or Use This UIC will result in attaching the history of this
student to UIC 1459142337 but will not update the UIC Master Table because the enrollment date of
4/26/1999 is older than the enrollment date of 12/3/2004 for Ovid-Elsie on the possible match. This is
intended to ensure that the UIC Master Table reflects the most up-to-date information about a student.

Since the Ovid-Elsie record contains the newer enroliment date, this is the information that is stored in the
UIC Master Table and, as a result, displayed when a student search is performed on this UIC. NOTE: The
information submitted for the record with the older enrollment date, in this case Lansing, will continue to
be stored.

The enrollment date should represent the first day a student enrolled in that district. If a student exits the
district and then re-enrolls, the date of re-enrollment should be reported. The enrollment date should not
change if a student is merely changing buildings within the same district, for example, moving from
elementary to junior high. Please refer to the SRSD Data Field Descriptions for more information.
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Example E — Low Percentage Match Score

In this scenario, you recognize that an error occurred which resulted in a student being submitted with a
UIC that in actuality belongs to a different student. During batch processing, the system generated two
possible matches. The first match was based on the core field information and the second match was
based on the UIC. Note that the possible match based on the UIC is only a 27 percent match. A score that
low is an indication that there is a significant difference between the match and submitted record and
close scrutiny is required before resolving.

Submitted Record:

Thurber, James Keep This UIC | Create New UIC

. . Last First . Date Of . R
uIC: StudentID: Name: Name: M.I.: Birth: Gender: Ethnicity:
3807062006 7895 Thurber James 12/8/1989 ™ 0 - American Indian ar Alaska Mative
: istrict: hool: 0 - &sian American
1sD: District: School: 1- Blapk or Afri_c_:an Arnerican B
. Detroit  City School . . 0 - Native Hawaiian ar Cther Pacific Islander
Wayne RESA - (82) District - (82010) Murmford High School - (02644) o- Whlte ) )
0 - Hispanic or Lating
Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
11 1.00 0.00 0.00 1
Enrollment Date: Exit Date: L¥IC
Status:
8/30/2005 S 19
Possible UIC Matches:
Thurber, James (95.95 % Match) Use This UIC
. . Last First . Date Of . R
uIC: StudentID: Name: Name: M.I.: Birth: Gender: Ethnicity:
0142003255 05561 Thurber James 12/8/1989 m 0 - american Indian or Alaska Mative
L 0 - Asian American
1sD: District: School: 1 - Black or African American
Weston Technical . 0 - Native Hawaiian ar Cther Pacific Islander
Wayne RESA - (82) Acaderny - (52943) Weston Technical Academny - (08641) o- Whlte . .
0 - Hispanic or Lating
Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
11 0.00 0.00 0.00 1
Enrollment - . E=it Date . Date Modified
Date: ExItDates Status: Created: ErestediBy: Modified: By:
Charlotte Hayden Systern
8/30/2004  8/24/2005 03 11/3/2005 313-387-6038 11/20/2005
chayden@westonacademy.com
Possible UIC Matches:
I Mitty, Walter (27.02 % Match) Use This UIC
. . Last - . . Date Of . R
uIC: StudentID: Name: First Name: M.IL.: Birth: Gender:  Ethnicity:
3807062006 5561 Mitty Walter 2/8/1989 M 0 - American Indian or Alaska Mative
Lo 0 - Asian American
1sD: District: School: 1- Blapk or Afri_c_:an Arnerican B
~ Weston Technical Academy Weston Technical Academy - 0 - Mative Hawaiian or Other Pacific Islander
Wayne RESA - (82) - (82943) (08641} 0 - white )
0 - Hispanic or Lating
Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
a9 0.00 0.00 0.00 1
Enrollment - . E=it Date . Date Modified
Date: ExItDates Status: Created: ErestediBy: Modified: By:
/30,2004 1/20/2006 08 4/9/2003 System 3/23/2006  SYStem

It is important in this instance that the resolver chooses to "Use This UIC" on the second record for James
Thurber as this is the student's true UIC. Selecting "Use This UIC" will update the UIC Master Table with
the information in the submitted record (top record) and UIC 0142003255. Afterwards, the resolver will
need to ensure that the correct UIC is located in his/her local student management system to ensure that
the student is submitted with the correct UIC in the future

If the resolver were to choose "Keep This UIC" on the top record or "Use This UIC" on the third record,
the system would update #3807062006 with the information in the submitted record. As a result, the
student Walter Mitty would be removed from the UIC Master Table. Such an error can be corrected but
not until the next collection cycle.
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Example F — Previously Resolved Low Percentage Match Score

Imagine that in the spring collection cycle a student was submitted with the wrong UIC but the error was
not caught until after resolution had been completed. The result was the student was resolved with the
incorrect UIC. Now in the end-of-year collection, the resolver has corrected his or her student
management system and submitted with the proper UIC for the student. The record comes up for
resolution as shown on the screen below.

Submitted Record:

Finch, Atticus L Keep This UIC | Use This UIC
uIC: StudentID: Last Name: First Name: M.I.: giar'i::‘la'l'uf Gender: Ethnicity:
3300106707 71206 Finch Atticus L 12/9/1991 I 0 - Armerican Indian or Alaska Mative
L 0 - Asian American
1SD: District: School: o- Blapk or Afri_c_:an Arnerican B
R Thornapple Kellogg Schoal District - Thornapple  Kellogg  High  School - 0 - Mative Hawaiian or Cther Pacific Islander
Kent ISD - {41} (080507 (04176) 1- Whlte ) )
0 - Hispanic or Latino

Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
o9 0.00 0.00 0.00 1
Enrollment Date: Exit Date: Exit Status:
8/23/200% S 19
Possible UIC Matches:
Harper, Lee (0 % Match) Use This UIC
uIC: StudentID: Last Name: First Name: M.I.: Date Of Birth: Gender: Ethnicity:
3300106707 06712 Lee Harper A 8/4/1989 F 0 - Armerican Indian or Alaska Mative

L 0 - Asian American
IsD: District: School: o- Bla_ck or nfrigan American »

R Thornapple kellogg Schoal District - Thornapple  kKellogg High  School - 0 - Mative Hawaiian or Cther Pacific Islander
LR e () (030509 (04176) 1 - ihite )
0 - Hispanic or Latino

Grade: Gen FTE: SpecFTE: AdultFTE: MultipleBirthOrder:
o9 0.00 0.00 0.00 1
Enrollment - . - . . . Date Modified
Date: Exit Date: Exit Status: Date Created: Created By: Modified: By:
8/25/2005 10/31/2005 0@ 4/9/2003 SR 7/12/2006 PRl

Remember that the enrollment date is used by the system to determine which record to place in the UIC
Master Table. Because the submitted record has an earlier enroliment date (8/23/05) than that on the
possible match record (8/25/06), the UIC Master Table will retain Harper Lee for UIC 3300106707.

In order for the UIC Master Table to be updated correctly when you resolve, Department of
Information Technology staff will need to manually correct the enrollment date on the possible
match record to match the enroliment date on the submitted record. The resolver in this scenario
should hold off on resolving the record. Contact CEPI Customer Support at 517-335-0505 or
cepi@michigan.gov indicating that he or she may have a case where an enrollment date needs to be
manually updated.

When contacting CEPI Customer Support, please avoid providing personally identifiable student data.
Provide a general description of your issue only. CEPI Customer Support staff will contact you for more
detailed information such as student names, date of birth, and UIC.

After the enrollment date has been changed to reflect the information in the submitted record, the resolver
can select "Keep This UIC" and the UIC Master Table will be updated appropriately.
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PHASE 2 - COMMON SITUATIONS AND AVAILABLE OPTIONS

Two records in the UIC Master Table are found to match exactly on UIC.
SCENARIO #7

Upon resolution in Phase 2, you discover that two or more records share the same UIC. You realize that
this is the same student.

Selecting "Confirm this UIC" simply flags the submitted record as confirmed in the submitted batch file
so that it does not come up for resolution again. In this case, the record in the UIC master (the first record
on the screen) remains untouched. When selecting the "Confirm this UIC" link, it changes to unconfirm in
the event you need to undo this action.

Selecting "Create New UIC" would not be a correct choice as it would create a duplicate record on the
UIC Master Table for this student.

Selecting "Do Not Submit" would mark the submitted record for withdrawal from the SRSD submission
process. (NOTE: FTE is extracted prior to the UIC resolution process and will therefore not be affected
by clicking "Do Not Submit." The record will no longer be stored in the data warehouse, however, thus
possibly affecting future calculations, e.g., headcount, graduation, dropout, etc.)

SCENARIO #8

Upon resolution in Phase 2, you discover that two or more records share the same UIC. You realize these
are different students.

The correct choice in this instance would be to select "Create New UIC" for the submitted record.
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Generate Reports/Download UICs

The SRSD/UIC Application allows users to download reports, in Portable Document Format

(PDF),

regarding the status of their UICs, as well as to download text file exports of UICs for import into local
student information systems. The downloaded UICs will reflect the amount of resolution that a district

has completed in Phases 1 and 2 up to the time of download.

1. Click on the "UIC Reports" link in the toolbar menu to open the Report & Criteria Selection

screen.

Report and Criteria Selection District/P5A Resolver List 15D Resolver List UIC Users Guide

Please select the report you would like to view by clicking the radio button to the left of the reporlt name. Then
select the criteria for your report. Items with red labels are required for report generation. The information
viewable on the reports and the options available to you in the criteria selection will be limited to your access

level and which ISD and Districts you have access to view information for.

Select Report

& Batch Summary Report

O Export file of all submitted data with UICs
O Unresalved Possible Matches

OList of all new UICS o Export file of all new UICs

(O List of Positive Matches

o MOI{E (O List of System Generated UICs ) Expart file of all matched UICs

O List of Changed UICs
(O List of Linked UICs

Select Criteria

ISD District (Batch #)

Batch - Time uploaded

Allegan 150D-03 | |ALL + | |MoBatches Located +

o Submit

Click to select either a "PDF List Report™ or a "Text File Export/Download.”
In the Select Criteria section of the screen, choose an ISD from the drop-down list.

Select a District from the drop-down list, if necessary.

a ~ w N

The Batch-Time Uploaded (Batch #) window will show the uploaded batches by batch number

and the date and time each one was uploaded. Click to highlight the batch to report on, or

highlight "Select All."
6. Click the "Submit" button.

PDF List Reports

Batch Summary: Gives a summary of all the uploaded SRSD Batches for the selected ISD and District.
The report can be filtered by district or may be viewed for every district in the ISD, if your permissions
allow. The report contains data on the current status of the batch, the date the batch was submitted, and

statistics showing the number of duplicate matches found and the number of UICs generated.

Unresolved Possible Matches: This report is presented to the user following Phase 1 and Phase 2 and
gives the detail of all Unresolved Possible Matches still existing for that student for the selected I1SD, the
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selected District, and Batches. The report presents basic data about the student which should allow you to
decide whether there is a match with a student already in the system or if this is a new record.

List of All New UICs: Presents a list of all the newly generated UICs created in the batch submission for
the selected ISD, District, and BatchlID.

List of Positive Matches: This report presents a list of the Positive Matches that the application found in
the batch submission for the selected ISD, District, and BatchID.

List of System Generated UICs: When users do not resolve duplicate UICs, the system automatically
generates UICs for those records at the initiation of Phase 2. This report presents a list of those UICs that
were generated by the application.

List of Changed UICs: This report provides a listing of students that were uploaded with a UIC and
matched with a different UIC during the batch processing. Many times, these are cases where a secondary
UIC is submitted rather than the primary. Illegitimate UICs, often the result of typographical errors, will
also be listed here. In these cases, the resolver should note the assigned UIC and update their student
management system accordingly.

List of Linked UICs: Provides a listing of all students in a district who have UICs that are currently
linked as either primary or secondary UICs.

Text File Export/Downloads

If the radio buttons for any of these reports do not appear, the report is not yet available. The available
date is set by a system administrator in the SRSD/UIC Maintenance screen.

Export File of all Submitted data with UICs: This file may be downloaded from the "UIC Reports
section" after all Phase 2 resolution has occurred. The system generates a text file that includes all the
same batch data that was submitted and adds the new 10-character UICs assigned to each record. The UIC
appears in position 871 to 880.

This file is provided as a means to assist districts in updating their local student management systems
with the most up-to-date UIC information, including any modifications to this code that occurred during
resolution. Downloading this information and using it to prepare for the next submission by importing the
most up-to-date UIC information will help to dramatically reduce the number of records that require
resolution. Resolvers should contact their software vendors or local information technology support staff
for assistance in importing UICs into their local systems. Typically, UICs are imported from this file by
linking on the local student ID number.

Export File of all new UICs: The system generates a text file of all the newly generated UICs.

Export File of all Matched UICs: The system generates a text file of all the positively matched records.

NOTE: The resolution process and any linking requests must be completed before executing a request for
a Text File Export/Download. If you have not completed the Duplicate UIC Confirmation process, the UIC
data in these exports may be inaccurate, as the Text File Export/Download reflects information held in the
UIC Master Table, current at the time of text file download.

If you attempt to open the downloaded file in Microsoft Excel, Excel's default settings will remove the
leading zero from any UICs that have a leading zero. Using the "Import Text File" function in Excel (under
"Data" menu, "Get External Data"), rather than simply double-clicking on the file itself, will allow you to
define the UIC as a text field. (Column headers are not included in the exported file.)
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Student Search

All users of the SRSD/UIC application will be able to perform a student search by completing one or
more core data fields or providing a known UIC. Users with permissions greater than "View Only" will
also be able to create a new UIC when the search reveals that a UIC does not already exist in the UIC
Master Table database.

Student Search

The Student Search screen displays various criteria to search for students in the UIC Master Table. A
search may be performed by entering a UIC or by entering the student's core information. Any records
that are Possible Matches in the search are listed.

1. Click the "Student Search" link to open the Student Search screen.

CEP| Home

M L FTE Student UIC Upload for UIC Student uIcC Graduation and
Reports Resolution Request Search Reports Dropout

2. Search by UIC: Enter student's UIC number in the UIC field and click the "Search" button.

Student Search UIC Resolver List UIC User's Guide
Choose to either Search by using partial core field data (First Name,Last Name, Date of Birth or Gender) or by entering a UIC. Click

on the 5earch link once your search parameters have been entered.

o Create New UIC o Reset o Search

* Search by UIC: |1234567830

Enter complete 10-digit code here to search by UIC.

O search by Core Data:

Last Name: First Name:

Date of Birth: Gender:| Either v

3. Searches can also be performed by any combination of the core fields: First Name, Last Name,
Date of Birth, and Gender. Please note that the Date of Birth field is in MM/DD/YYYY format

(i.e., 05/09/1986).

Selecting Search Criteria. Users can search by partial information in the Name fields. You may
therefore want to begin with a broad search to obtain the greatest likelihood of a hit.

For example, submitting "Christopher" for First Name will return only "Christopher," whereas
entering "Chris" will return instances both of "Chris" and of "Christopher."

Note: If you make your search too broad (for example, attempting to search for all females in the
state of Michigan) and the system has to return a large number of records, you may get an error
message asking you to narrow your search by adding more criteria.

The spelling of a student's name and date of birth can sometimes vary from district to district
depending upon how they are entered. For example, some districts do not use certain characters,
such as a dash between hyphenated names or apostrophes, whereas other districts will. If your
search does not produce the desired results, try performing another broader search utilizing select
fields. For example:
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e Astudent, Louis L'Amour, has recently enrolled from another district in Michigan but your
search for "L'Amour" produced no results. Another strategy to locate this student is to search
by Last Name "L", First Name "Louis", and then sorting the results by Date of Birth. This
would locate the student entered with the last name of "LAmour" (no apostrophe).

e A student, James Michener, was recently adopted and has enrolled from another district. You
are unsure if he has been entered under his old name or new name. Try performing a search
using first one and then the other.

4. Results appear in a list in the lower part of the screen.

Student Search

Click on the VIC link of any re ¢ for that student.

Enter full or partial
criteria to search by
student's core field
data.

o Create New UIC o Reset o Search

" Search by UIC:

% search by Core Data:

Last Name: W Eirst MName: IChris b
Date of Birth: I— Gender: m
I
[ucd¥ T cwdentnamed¥  [oate of sirth A¥Jeender A¥]150 A¥ Joistrict &¥ Jschool A7]
1234567890  Marlowe, Christopher 2/26/91 M 63 63260 07548
2345678901  Marlowe, Christine 5/30/95 F 76 76140 02385
3456789012  Marlowe, Chris 2/26/91 M 63 63260 07548

Click here to view the

UIC Details screen for ing 1-3/11 [Showl 3 'l records per page]
123 4 Next

this record. Page #1 of 4

5. Sort columns in ascending or descending order by clicking the arrow icons at the top of a column.

6. Click the UIC number link to open the UIC Details screen with this student's detailed
information. The detail reflected here is the information that is stored in the UIC Master Table.

UIC Details

UIC Master Table Detail for
MARLOWE, CHRISTOPHER

o Back to Search

uIC: LastName: FirstName: MI: DOB Gender: Ethnicity:
3162005914 Marlowe Christopher A2 1991 ] 0 - American Indian or
Alazka Mative
ISD: District: School: 0 - Aszian Armerican
_— y " _— ! " o 1 - Black ar African American
B Chandler FParl Academy - Chandler Park Acadermy-Hawverhill - o - Mative Hawaiian or Other
Wayne RESA - (62) (82323) (D8454) Pacific Islander
E n t Exit 0 - White
Grade: MultipleBirthOrder: nrolimen = Exnit Status: 0 - Hizpanic or Latino
Date: Date:
a7 1 /23 2004 19
Date Created Date . R
Created: By: Modified: Modified By:
4/9/2002 Systarn 11/4/2004 Systern

The UIC Details screen shows the student details that are maintained in the UIC Master Table.
Find a student record in the UIC Master Table by performing a Student Search and clicking on
the UIC number of the student whose detail you wish to see.

You can only view information in this screen. Click on the "Back to Search" button to return to
the list of search results.
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Linked UICs — In the event that two or more UICs are linked, it will be indicated on the search results
screen with the primary UIC listed first. Whenever a student has more than one UIC and these have been
appropriately linked, the primary UIC should always be used for this student.

® gearch by Core Data:

Last Name:|heming | First Name:|e |

Date of Birth: |:| Gender:

1357924680  Hemingway, Ernest (Primary) 7/6/1995 41 41040 05260

2468013579  Hemingway, Earnest (Secondary) 7/6/1995 M 41 41040 05260

When you click to view the details for a student who has multiple UIC numbers that have been linked, the
UIC Details screen will appear with the UIC Master Table information for the UIC selected and, directly
below that record, the UIC Master Table information for a UIC record(s) that has been linked to it.

UIC Details
Click "Unlink this WIC' to detach the secondary UIC connection. For a comparison between a particular secondary UIC and the

primary UIL, click on the secondary UIC.
UIC Master Table Detail for @ ek o search
HEMINGWAY, ERNEST L

uIC: LastMName: FirstName: MI: DOB Gender: Ethnicity:
1357924680 HEMINGWAY ERNEST L Flef1995 ] 0 - Arnerican Indian or Alaska
15D: District: School: Ea-tl;::ian Arnarican
ot e e e o RO SO A
(41040) (05260) Pacific Islander
i i 1 - whits

Grade: MultipleBirthOrder: [E)ralzg!lment [E)';Itte: E:altus: 0 - Hizpanic or Latino
04 1 3/26/2003 1%
l[:)l?::ted: g;l:aated I[“)Ilajtdeified: RodifiediBy:
4/9/2003 System 11/z/z004 System
The UIC below is linked to Primary UIC 1357924680
HEMMINGWAY, EARNEST L Unlink This UIC |
uIC: LastName: FirstName: MI: DOB Gender: Ethnicity:
2468013579 HEMMINGWAY EARNEST L Fie 1395 M 0 - American Indian or Alazka
1SD: District: School: Eaftl;::ian Arnerican

blic Schoaols - Marshall Elementary  Schoaol - g --Bqua;Euc;r ﬁ:;:?}:—.mz:ic;:her
Kant 150 - (41) (B:;-OUT‘U)CEnter " (05260) Pacific Islander

i i 1 - whits

Grade: MultipleBirthorder: Enrollment  Ewit - Ewit 0 - Hispanic or Lating
o4 1 2/26/2003 19
l[:)l?::ted: g;l:aated l[‘)llajtdeified: Modified By:
izfzzf2003 Systern 2/29/2005 Mike Zalewski

The record for the linked UIC will display a description of the relationship between the UICs:
e Primary UIC - "Below is the Primary UIC for the selected record."
e Secondary UIC —"The UIC below is linked to Primary UIC <UIC Number>."

Clicking on the UIC for the linked record will renew the UIC Details screen with the UIC Master Table
information for a different UIC record, if one exists, that is also linked to the record you initially searched
for.

Unless UICs have been mistakenly linked, use the indicated primary UIC to update your student
management system and for all future submissions. If a secondary UIC is submitted, the business rules of
batch processing will follow the linkage and assign the designated primary to the submitted record.
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If you find that a UIC number has been mistakenly linked to the wrong student, i.e., you are positive that
the UIC numbers belong to two separate individuals, send a message to cepi@michigan.gov stating that
you need a help-desk case number created to "Unlink UICs."

Create New UIC

The Student Search screen allows you to search for students in the UIC Master Table and is also the

starting point to create a new UIC.

1. Click the "Student Search" link to open the Student Search screen.

2. Click the "Create New UIC" link and the Create New UIC screen displays the search criteria.

Student Search

UIL Resolver list UIC User's Guide

Choose to either Search by using partial core field data (First Name,Last Name, Date of Birth or Gender) or by entering a UIC. Click

on the Search link once your search parameters have been entered.

o Search

o Reset

o Create New UIC

Click here to create a UIC
for an individual student.

3. The first step in creating a new UIC is to enter the required fields and perform a search to ensure
that the student is not already in the system. The information in these fields will be retained for

the next step when you create a new UIC for this student.

Create New UIC

Please enter all the required fields and click Search.

Please refer to the current SRSD Data Field Descriptions for the business rules for completing the fields in "Create a New UIC.”

Massinger

0170171935

ultiple Birth Order:|[1 =

ast Name*:

bate of Birth*:

Middle Initial:

Student Number:

Grade:

First Name*:

Gender#:

Enrollment Date: I

[Select]
[Optional] =
[Optional] =

District:

School:

Ethnicity:

0 x|asian American

0 = |white
0~ Hispanic or Latino

[* indicates a required field

0 >|american Indian or Alaska Native

0 > |Black or African American

0 > |Native Hawaiian or Other Pacific Islander

Enter the core field information
for this student and click "Search."
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4. Click the "Search" link to perform a search for this name in the UIC Master Table. The search
results appear along with additional fields to complete the UIC record.

Create MNew UIC

View the search results. If none of the results match the student, complete the necessary fields and click "Create New UIC' to generate anew UIC for the student.
Please refer to the current SR5D Data Field Descriptions for the buslness rules for completing the fields in "Create a New UILC.'

o Create New UIC

Last Name: Massinger First Name: Phillip Middle Initial:

Date of Birth: 9f2f1985 Gender: Male Student Number: I
Multiple Birth Order: |1 'l Enrollment Date: Grade: I j

15D: [Select] d|
District: [Optional] ~|

School: [Dptianal] x|

Ethnicity:

Enmerican Indian or Alaska Native
Ensian American

EBlack or African American

ENatiue Hawaiian or Other Pacific Islander
Ewhite

i vlHispanil: or Latino

Results

1019200400 Phillip Massinger 9/2/1985
2004101911 Phil Massinger 9/2/1985
1920041022 Phillip Massinger Jr 9/2/1985

Showing 1-3/3 [Showl 3 'l records per page]

Page #1 of 1

5. Enter any additional fields. Those fields without an asterisk are not required. Although not
required, it is suggested that users include an enrollment date whenever possible as this field is
now used as a point of reference to update the UIC Master Table.

Create New UIC

Complete all the necessary fields and click 'Create New UIL' to generate a new UIC for the student.

Please refer to the current SR5D Data Field Descriptions for the business rules for completing the fields in "Create a New UILC."

|

Last Mame: Massinger First Name: Phillip Middle Initial:
Date of Birth: 17171995 Gender: Male Student Number: |123456
Multiple Birth order: |1 v[ Enrollment Date: |u3,f1 5/2005  Grade: |th Grade d|
1SD: Allegan 15D - 03 |
District: Allegan Public Schools - 03030 j
School: Dawson Elementary School - 00881 j
Ethnicity: goooto

0 'IA ican Indi alaska Nati

03] merican Tndlan or Haska Tetive Use drop-down menus and text boxes to

T |Asian American . .- . .
0 %] Black or Africon American provide additional information for the
[0 =] Native Hawaiian ar Other Pacific Islander student's record. When satisfied, click the

[1 ~]white "Created New UIC" button to complete.

0 vlHispanil: or Latino
I* indicates a reiuired field I

Last Updated May 2008 Page 38 of 50



MEIS/Single Record Student Database/Unique Identification Code (SRSD/UIC) Application/User's Guide

6. Click "Create New UIC." The record is added and the screen shows the new UIC master record as
it has been added to the UIC Master Table, including the new UIC assigned to this student. Click
""Create New UIC" only if you do not find your student in the search results at the bottom

of the screen. Otherwise, you will be creating additional UICs for the same student.

UIC Details
New UIC has bean Successfully genarated for the student
UIC Master Table Detail for @ 5ok to search
Massinger , Phillip
uIcC: LastName: FirstName: MI: DOB Gender: Ethnicity:
2341906413 Massinger Phillip 17171995 0] 0 - Arnerican Indian or Alaska Mative
0 - Asian Arnerican
1sD: District: School: 0 - Black or African American
0 - Mative Hawaiian ar Other Pacific Izlander
Allegan IS0 - (02) Allegan Public Schools - [02020) Dawson Elernentary School - (00281) 1 - white
) . ) ) 0 - Hispanic or Lating
Grade: MultipleBirthOrder: Enrollment Date: Exit Date: Exit Status:
0s 1 3/15/2005
Date Created: Created By: Date Modified: Modified By:
3/15/2005

NOTE: In subsequent submissions, assuming you submit a standard SRSD record for the newly
created UIC as part of your regular SRSD submission, the additional fields in the UIC Master
Table will automatically be populated with this information (e.g., grade, district, school, and so
on).
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Upload for UIC Request

As an additional option, users may upload batch files to obtain an existing UIC for any student previously
assigned one, or to obtain new UICs. For example, districts may want to obtain UICs for students
identified during Kindergarten Roundup. Likewise, districts may have a number of new enrollees in the
fall arriving from another school district within Michigan who most likely have existing UICs.

Files must adhere to a fixed-length text file format that is specified in the NonSRSD Batch File Layout
located at the end of this section. Alternatively, new UICs for pre-school and kindergarten students may
be obtained in bulk by submitting these students during regular SRSD submission cycles and leaving the
UIC field blank.

NOTE: As of the spring 2006 submission, CEPI no longer accepts SRSD files that contain more than 15
percent blank UICs. This does not include those records submitted for kindergarten or early childhood.

The nonSRSD file must be fully resolved before a download of this file can occur. A limited period is
available for this resolution. For that reason, it is a good idea to check the posted UIC Timeline for
"Upload for UIC Request" and make sure that you allow yourself adequate time to resolve the file. Do not
try to accomplish an "Upload for UIC Request" with only a few days remaining in the Upload for UIC
Request period.

Step 1 — Creating the NonSRSD File

All nonSRSD file uploads must be plain text and conform to the ASCII record layout on the following
page; i.e., records must be 122 characters in length, with data variables conforming to the specifications
given below. If the file length does not conform to this format, the file will be rejected. Multiple districts
can be included in the file so long as you have permissions to resolve for each district. Please note the
Upload for UIC Request function will not accept files in ZIP format.

Many vendors have a special file export that accommodates this feature of the application. Check with
your vendor or information technology staff for specifics.

File Naming Convention — When you are preparing your file for upload to CEPI please be sure to follow
the naming convention for nonSRSD files. File names can be up to 20 characters long. However the first
eight characters should conform to the file naming convention:

N<ISD Code><District Code><Optional>.txt

The letter N in position one denotes a nonSRSD file. Positions 2 - 8 denote the ISD Code and District
Code respectively.

Positions 9 — 20 are optional and may or may not be used for the district's own purposes. Please note that
the characters \/: *? & " <> are illegal and not valid filename characters.

Therefore, ISD "28" and district *28050" would minimally submit a file named "N2828050.txt".
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NonSRSD Batch File Layout

All nonSRSD file uploads must be plain text and conform to the following ASCII record layout; i.e.,
records must be 122 characters in length, with data variables conforming to the specifications given
below. If the file length does not conform to this format, the file will be rejected. Please note the Upload
for UIC Request function will not accept files in ZIP format.

Start End Field Data Type Field Name Data Requirements (see SRSD Field
POS POS Length Descriptions for appropriate Codes)
1 2 2

Numeric ISD Number State Assigned ISD Number, cannot be blank
3 7 5 Numeric District Number State Assigned District Number, cannot be blank
8 12 5) Numeric School Number State Assigned School Number, cannot be blank
13 37 25 Alpha Last Name
38 52 15 Alpha First Name
53 53 1 Alpha Middle Initial Can be blank
54 54 1 Alpha Gender "M" = Male, "F" = Female, cannot be blank
55 56 2 Numeric DOB month Date of birth "01" through "12", cannot be blank
(must be two digits)
57 58 2 Numeric DOB day Date of birth "01" through "31", cannot be blank
(must be two digits)
59 62 4 Numeric DOB year Cannot be blank (must be four digits)
63 68 6 Numeric Ethnicity Six character representation of student's ethnicity

(user SRSD standard) or blank. See SRSD Field
Descriptions.

69 70 2 Numeric Exit Status Two character exit code for student (from SRSD
file format) or blank. See SRSD Field Descriptions.

71 72 2 Numeric Grade Two character code for the student's grade or
blank. See SRSD Field Descriptions.

73 74 2 Numeric Multiple Birth Order Can be blank
75 78 4 Numeric General Education FTE Numeric value, from 0.00 to 1.00 or blank
79 82 4 Numeric Special Education FTE Numeric value, from 0.00 to 1.00 or blank
83 86 4 Numeric Adult Education FTE Numeric value, from 0.00 to 1.00 or blank
87 94 8 Numeric Enrollment Date Date Field (MMDDYYYY) or blank
95 102 8 Numeric Exit Date Date Field (MMDDYYYY) or blank

103 122 20 AlphaNum Student Number Local Student Number, or blank

NOTES: Include as much information as possible in your file. Of particular importance are the
enrollment date, exit date, and exit status. Although not required, it is suggested that users include these
fields whenever possible, as they are now used as a point of reference to update the UIC Master Table.

When downloading the resolved nonSRSD file, the newly generated UIC will be contained in positions
123-132.
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Step 2 — Uploading the NonSRSD File

1. Click the "Upload for UIC Request" link to open the Upload for UIC Request screen.

Batch File Upload for UIC Request District/PSA Resolver Llist ISD Resolver list UIC User's Guide

Select the file you wish to upload. If you would like the e-mail notifications to go to an alternate e-mail address, enter thatin the
space provided.

o Batch Status List o Submit

ISD: Ingham IS0 - 33 + | District: | Lansing Public School District- 33020 v

File to Upload:

Notification Email: |Help-Desk@michigan.gov

Unless uploading a file that contains
multiple districts, select your specific
district from the drop-down menu.
"Any" is intended for ISD level users.

2. If you wish to upload a new file into the system, first select the correct ISD from the drop-down
list, and then select a District from the resulting drop-down list.

3. Inthe File to Upload field, click the "Browse" button to navigate to wherever you have saved the
file on your local computer.

4. Leave the Notification Email field empty as the application does not have the ability to generate
e-mail messages.

5. Click the "Submit" button to submit the batch.

Step 3 — Batch Status List

After your file has been uploaded to the application, the NonSRSD Batch Status List screen is used to
view your uploaded batches and begin resolving the records in the batch.

1. Click on "Batch Status List" in the bottom blue toolbar to open the Batch Status List.

Batch File Upload for UIC Request District/PSA Resolver List 15D Resolver List UIC User's Guide

Select the file you wish to upload. If you would like the email notifications to go to an altermate email address, enter thatin the
space provided.

° Batch Status List ° Submit

1SD: [Allegan 15D -03 =] pistrict: [ang =]
File to Upload: I Browse. . | C_IICk here to

view your
Notification Email: |rmyname@myaddress.edu Batch Status

File: TCAPS 28010 UIC.ixt with the batch ID: 873 has been successfully upload List.

2. Select the ISD and District whose batches you wish to view from the drop-down menus. Click the
"Search™ button.

3. The list of batches is displayed in the NonSRSD Batch Status List.
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MonSRSD Batch Status List District/PSA Resolver List ISD Resolver List ULC User's Guide

Step 2: Select Batch ID 5 ot Murneric Link

tlick the Batch 1D to see a summary of tha submittad batch. The summary includes information about matches found, naw UTCs created, data ervors that may have baen
found as well as the number of records submitted in the batch.

District: [Rkag ® Batch uplosd @ search

ALL District Werify 9/14/2005 1:35:21 PM 9/14/2005 1:36:37 PM

ggggg"a Learning Academy of Science - Werify 9/22/2005 3:10:38 PM  9/22/2005 3:12:41 PM

Beaverton Rural Schools - 26010 BadFile 9/22/2005 1:39:53 PM

Click here to view the Click here to view
nonSRSD Batch the nonSRSD Batch
Summary for each batch. Detail window.

4. Check to see the status of your batch:

o Verify — This is the most common status for batches. It indicates that the batch has finished
processing, and that at least one record in the batch needs to be verified and resolved by you.

o Completed — Processing of the batch has been completed, and there is no verification
required. This means that all the records in the batch were either new and new UICs were
assigned, or all the UICs matched records already in the system.

e Bad File — Indicates the file did not conform to the record layout. Review the Detail window
for specifics. Most commonly this occurs when a file length exceeds the maximum size.

e Failed — This batch failed during processing. Information regarding the failure may be
obtained through the "detail" link.

5. Click the Batch ID number link to open the Batch Summary screen.

Step 4 — Batch Summary

The NonSRSD Batch Summary screen allows you to view the current status of a batch and also alerts you
to any data errors that were found in the processing of the batch.

NonSRSD Batch Summary District/PS A Resolver List ISD Resolver List ser's Guide

step 1 ict 5 c Step 3: Select Numeric Link

tlick on the surmary numbers to view a list of students for whom new U1Cs ware created, a list of studants that fall into the match category or a list of data emors. The
summary numbers on this page will be updated as you resolve Multiple Positive Matches or Possible Matches.

ISD: Yan Buren ISD - (80)  District: ANY - (0) @it voload @ pack tolist

Batch ID: 840
Total Records in Batch: 111241112

These are records that require resolution. Click
here to view the multiple and possible match

Batch Status: Verify

Process Start Time: 5/21/2004 2:58:31 PM screens. These numbers will decrease as you
Process End Time: 9/21/2004 4:13:38 PM - -

MonSRSD New UICs Created: 98 G§.61295% make progress in reSOIUtlon

G6.57914%
0.800%
1.799%

MonSRSD Positive Matches Found:
MonSRSD Multiple Matches Found:
MonSRSD Fossible Matches Found:
MonSRSD Data Errars:

985

Dll\)l\n\n
el

The summary screen displays the outcome of the system batch processes and shows you how many
records from the batch are:
e New UICs Created e Multiple Positive Matches Found
e Positive Matches Found e Possible Matches Found
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Any multiple or possible matches found will need to be resolved as they would during Student UIC
Resolution. Refer to pages 10-14 of the Phase 1: Student UIC Resolution section for details on how to
complete this process.

If any records within the batch contain data errors, e.g., invalid school code, incorrect data type, missing
required files, etc., they will be indicated as data errors. The presence of data errors will not prevent you
from downloading the completed file; the UIC field for these records will remain blank. Errors cannot be
corrected through the application. Review the cause of the error, make the necessary correction, and re-
upload that specific record. Do not re-upload those records for which you obtained a UIC.

When the Batch Summary screen shows zero for Multiple Matches Found and Possible Matches Found,
click the "Back to List" button to return to the Batch Status List screen.

Step 5 — Downloading the Completed File

When resolution is completed, the file status will change from "verify" to "completed.” When the file is
completed, a link will appear under the Completed File column. Clicking on this link will allow the user
to download a copy of the nonSRSD file updated with the new UIC numbers. This file adheres to the
nonSRSD batch file format (see the following section). When downloading the resolved nonSRSD file,
the newly generated UIC will be contained in positions 123-132.

NonSRSD Batch Status List District /PSA Re r List ISD Resolver list UIC User's Guide

Step 1: Sel trict Step 2: Select Batch ID Ste ect Murmetric Link St tudent

tlick the Batch ID to see a summary of the submitted batch. The summary includes information about matches found, new UICs created data ervors that may have been
found as wall as tha number of racords submitted in the batch.

Tl /an Buren 150 - 80

Wl tarael Gobles Public School District- 80110 ©p.ech upload ) -

Gohbles Public School District - 80110 Li 9/21/2004 2:56:59 PM 972172004 4:13:38 PM
Gohbles Public School District - 50110 221/2004 2:59:46 PM 9/21/2004 5:17:51 FM

840 »
G41 L

Showing 1-2/2 [Showl 2 j I3

Click the link to download the
completed nonSRSD file. Contact the
Help Desk if the link is disabled.

Page #1 of 1

Note: Files are only available during the current collection cycle. When the application closes for
scheduled maintenance prior to the start of a new collection, all nonSRSD batches are deleted. Please
refer to the posted UIC timelines for specific scheduled maintenance dates.
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Glossary

Core Fields: Refers to fields in a student's record that are used when compared against the UIC Master
Table. The fields chosen for this application are First Name, Last Name, Date of Birth and Gender. The
fields in the input record are compared against the corresponding fields of the records in the master
student database to determine if it is the same student or not. Based on the four core fields, a score is
calculated that determines how closely one record matches another. Positive Matches are those records
whose scores are identical. Possible Matches are those records whose scores are close but not identical.

Comparison Thresholds: When a record is compared against the UIC Master Table, a score between 0
and 100 is returned, indicating how good a match it is. There are two score thresholds set that determine
if the score returned is a Possible Match or a Positive Match. For example, thresholds could be set so that
any comparison resulting with a score of 95 or above is considered a Positive Match, while a score of 85
to 95 is considered a Possible Match. In this scenario, any score below 85 is not considered a match at
all.

Data Error: This refers to an instance where the mandatory fields are missing or in an incorrect format.
For example, a date field might have letters in it.

DeDuplication: This is a process where a set of records from the UIC Master Table is compared against
the whole UIC Master Table. The purpose of this is to determine if there is more than one record in the
UIC Master Table that is a Positive Match. This could indicate that the record is in the UIC Master Table
more than once, and therefore, a duplicate. The resolver of a batch would be the individual performing
the resolution process. The execution of the batch would be done by CEPI.

Entities: This term refers to 1SDs, Districts, or Schools. These are educational entities and are
sometimes referred to as entities, for short.

FTE Auditor Resolution: When UICs have been assigned to all input records, they are compared to see
that their FTE rules do not present any possible conflict. All records that have the same UIC are
compared, under the assumption that they are the same student but with multiple claims. If the
summation of the FTEs conflict with the business rules, then this is presented in a screen that can be
accessible by FTE Auditors. They could then make a note of it and use it as a helpful tool when doing
their own validation processes, separate from this application.

Helper Fields: This refers to fields in the UIC Master Table that are displayed on the resolution screens
to help visually resolve matches. Unlike the core fields, these fields are not used to calculate the score by
which a record is determined to be a Possible Match. Helper fields include ethnicity, middle initial, exit
status, grade, multiple birth order, enrollment date, exit date, student number, 1SD, district, school, and
FTE.

Links: Records in the UIC Master Table can be linked to other records. What this means is that if a
record was created and assigned a new UIC by mistake, it can be linked to another one. The record itself
is not deleted, but during the following batch comparisons, when the linked UIC is entered, it returns the
linked records as well.
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Matching Strategy/Resolution: The application matches a submitted record against the UIC Master
Table in the database. It directly matches the First Name, Last Name, Gender, and Date of Birth fields.
Depending on the quality of the match, the comparison is determined to yield no match at all (in which
case a new UIC entry is entered in the UIC Master Table), a Positive Match (the information in the UIC
Master Table is updated and the UIC retrieved), and a Possible Match. A Possible Match returns the list
of records in the UIC Master Table that might match the compared record. A user interface is used to
resolve these Possible Matches. Once all the input records have UICs, they are all compared against each
other to see if they appear more than once. This could signify duplicate or multiple submissions.

MEIS: Michigan Education Information System. In the context of this document, MEIS is the outside
application that controls logging in to the SRSD/UIC Application.

NonSRSD Batches (Upload for UIC Request): This term refers to a batch that is submitted outside of
the SRSD submission process. These batches are processed using the same methodology as an SRSD
batch, although no updates are made in the UIC Master Table when a Positive Match is made. Batches
must be formatted according to the standard NonSRSD Batch File Layout.

Phase 1/Phase 2: SRSD batches are processed in two steps, called Phase 1 and Phase 2. The first step
(Phase 1) consists of matching each individual record against the UIC Master Table. During this phase,
user intervention may be required to resolve some issues where the match is not quite good enough to be
automatically determined a Positive Match, but still good enough to warrant inspection. The second step
(Phase 2) happens once all records have been assigned a UIC. It compares all records against each other
to check for instances where UICs appear more than once. User intervention is again required to resolve
these instances.

Positive Matches: In Phase 1, a Positive Match is one where the identification process has determined
that there is an exact match between the four core fields (see "core fields") of the record submitted and a
record in the UIC Master Table.

Possible Matches: In Phase 1, a Possible Match represents cases where one or more of the four core
fields (see "core fields") is different enough that it warrants inspection to see if it is indeed the same
student as a presumed match from the UIC Master Table.

SRSD Batches: SRSD batches are those files that are submitted through the regular SRSD submission
three times a year. When no match is found, a new record is created in the UIC Master Table. When a
Positive Match is made, the data in the UIC Master Table is updated with the new data from the upload.
Submitted Record: SRSD student record that is submitted as part of an SRSD batch.
System-Generated UIC: A system-generated UIC is one that was not directly created by an upload or
by direct user intervention, but by the application. These are generated for all unresolved records at the
end of Phase 1 before the initiation of Phase 2. System-generated UICs are flagged as such and will again
need to be resolved if submitted on the next upload.

UIC (Unique Identification Code): A 10-digit numeric code assigned to each student.

UIC Master Table: Table in the SRSD/UIC database that contains one unique entry for every UIC
created. This is the table that maintains the demographics that drive the unique identifier.
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Appendix A: Guidelines for Linking UICs
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Guidelines for Linking UICs

Questions arise when the authorized user for a district finds that the same student has apparently been
assigned more than one UIC. Multiple UICs may have occurred for two reasons. First, a student may have
been submitted with a blank UIC and has come up for resolution in Phase 1. Failure to resolve these
cases may result in new UICs being assigned. For this reason, it is very important that districts resolve
all records presented for resolution.

The second reason multiple UICs may occur is that the UIC Application itself may have automatically
interpreted significant differences in the four core fields (last name, first name, date of birth, and gender)
as constituting different students, and therefore replaced the current UIC with a new one. NOTE: This no
longer occurs. These records will be presented for resolution during Phase 1.

It is critical that districts submit a linking request when multiple UICs for the same student are
discovered (see WHY IS LINKING UICs IMPORANT? below). Linking requests should be placed
only after a district can verify that the same student has multiple UICs.

WHY IS LINKING UICs IMPORTANT?

When a single student is assigned multiple UICs, linking those UICs allows the history of that student to
be tied together. For instance, if you search by UIC in the Student Search function of the application, the
UIC Details screen in the application displays not only the record for that UIC but any UIC previously
linked to it as well.

Linking allows students to be appropriately tracked over time. The ability to accurately track
students over time is a central requirement for calculating the dropout/graduation report.

Linking UICs also reduces the efforts of UIC resolvers during Student UIC Resolution (Phase 1). When
the system scans the UIC Master Table for possible matches, it will only check the record of the primary
UIC of a set that is linked.

HOW DO | DECIDE WHICH UIC TO USE?

CEPI does not select the UIC you use. You, as a district UIC resolver, make the selection. However, in
the case of a name change or incorrect data, you may wish to select the UIC with the most current or
correct data. You would then use this UIC (also called the "primary"” UIC) for future submissions. It is
important to use the primary UIC in all subsequent submissions for a particular student. Failure to do so
could result in the assignment of even more UIC numbers.

Again, in cases where a district discovers that more than one UIC has been assigned to the same student,
it is suggested that the district's UIC resolver request that CEPI link the UICs for this student. The UIC
resolver will select one UIC as the primary UIC and mark the other(s) as secondary. If the UIC chosen as
primary is not associated with the school district, your linking request will not be processed.

WHEN SHOULD | PLACE A LINKING REQUEST?

Although you may place a linking request at any time, it is advisable to place a request after your district's
UIC resolver has completed Student UIC Resolution (Phase 1) for the current cycle. Resolution will often
clear up an issue that may initially appear to require linking (e.g., updating a UIC Record with the correct
date of birth).
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Please note that CEPI staff is unable to keep tickets open indefinitely and continue to manage customer
support issues effectively. As a result, tickets that have been open for 15 business days with no fax
request received by CEPI will be marked "resolved.” After that, you will need to contact CEPI
(cepi@michigan.gov) to have another ticket created.

WHAT IS THE PROCESS TO SUBMIT A LINKING REQUEST?

To request linking student UICs, the district's UIC resolver should follow the steps below.

Step 1 — Ticket Creation. Send a message to cepi@michigan.gov stating that you need a help-desk case
number created to "Link UICs."

Include your full name, district number, district name, and telephone number. Once you have been
notified by e-mail that the case has been created, you will have a DIT Remedy Help Desk Case humber
(e.g., DITHPDOOOXXXXXX) attached to the message you receive.

Note on Security: Please avoid sending personally identifiable student data in your Help Ticket. Provide
a general description of your issue only. If required, CEPI Customer Support staff will contact you for
more detailed information such as student names, date of birth, and UIC.

Step 2 — Sending the Request. You may then send CEPI a fax at 517-335-0488 to the attention of the
UIC Coordinator. In addition to the students to be linked, please include the DIT Remedy Help Desk Case
Number, district number, and district name.

For both the primary and secondary UICs, provide the Student Last Name, First Name, Date of Birth, and
Gender as they appear for that UIC. This information can be located by performing a student search by
UIC number in the application. Please see the Student Search section of the UIC User's Guide for details.

OPTIONAL.: Some districts choose to note on their requests why the UIC may have changed for a
student. Whether or not to include this information is at the district's discretion. It is not required.

The purpose of linking is to connect two different UICs. When compiling your linking UICs request, in
cases where you see two identical UICs, do not include them as part of your linking request. A primary
and a secondary UIC must be different numbers for the same (verified) student in order to require linking.

NOTE: Resolvers who submit linking requests that do not meet the basic requirements stated above will
be asked to revise their documentation and re-submit. It is important that the request contain complete
information to ensure that UICs are not mistakenly linked.

Step 3 — Processing. Once CEPI receives your fax with the specific UICs to be linked, we will verify
your request. Once CEPI has verified your request, we will forward the request to the Department of
Information Technology (DIT) for processing. When that has been done, the DIT Remedy Help Desk
case will be "resolved," and you will get an e-mail notification.

NOTE: Be sure to save either a hard copy or electronic copy of the linking request for your records.
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LINKING REQUEST EXAMPLE

Happy Valley Public Schools

123 Elementary Lane

Happy Valley, M1 48484

Phone: (517) 123-4567
Fax: (517) 456-0987

Subiject: Linking UICs Request
Help Desk Case Number: DITHPDOOO777777
District number: 12345
District name: Happy Valley Public Schools

Primary UIC
Secondary UIC

Primary UIC
Secondary UIC

Primary UIC
Secondary

Primary UIC
Secondary UIC

Thank you.

Jane Smith

Jane Smith
UIC Resolver

1122334455
2233445566

4455667788
5566778899

7788990011
8899001122

7744115599
9955114477

Irving, John
Steinbeck, John

Highsmith, Patricia
Highsmith, Patricia

Hamlet, Dashiel
Hamlett, Dasheil

Rand, Ayn
Rand, Ayn

01/10/1980
01/10/1980

11/22/1990
11/22/1990

03/15/1985
03/15/1985

09/27/1984
09/27/1985

<<Z

<m

<<Z
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