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Welcome
Welcome to the Single Record Student Database/Unique Identification Code
Application, hereafter referred to as the SRSD/UIC Application. The Center for
Educational Performance and Information (CEPI) collects and reports data about
Michigan's K-12 public schools. This application was developed for CEPI and interfaces
with the state's educational data warehouse system, the Michigan Education Information
System (MEIS), to assign each student a unique identifying code that will follow
student's from school to school and district to district within the state.
The SRSD/UIC Application ensures that each student has only one UIC record and that
the important information regarding each student is secure. The SRSD UIC Application
also allows you to generate accurate reports and export data.

The SRSD/UIC Application is a Web-based application that runs in your browser
window. Tip: As you move around the application, use the navigation provided within
the application instead of the Back  and Forward  buttons in your browser. If you use
your browser's navigation buttons, you may see a message telling you the page
cannot be displayed and instructing you to use the Refresh  button on your browser
toolbar.

The SRSD/UIC Application was developed by Enterprises Computing Services, Inc. ECS
is a leader in creative administrative software solutions for state and local education
agencies and school districts.
For more information about ECS, please visit http://www.ecs-eduk12.com or call 1-877-
ECS-8060.  

Copyright 2003

ECS, Inc.

November 14, 2003
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SRSD Batches

Uploading Batches

The process of uploading files consists of several steps. An input file with the core fields
is submitted and processed to search for existing UICs and assign new UICs. The user
can check the status of submissions by clicking a status option at the bottom of the menu.
If an exit status is included in the batch file, it must use the established Exit Status codes.

Viewing Uploaded Batches

1. Select the ISD and District whose batches you wish to view (your ISD may be
your only choice). Click the Search button.

2. The list of batches is displayed in the bottom of the Batch Status List.
3. Sort the columns in ascending or descending order by clicking on the arrow icons

at the top of a column.
4. Click on Detail link to open the Batch Status Detail window. The screen

contains the same information about the batch as that on the list; also contact
information and a Notes field that can be used by an administrator to add
comments about the batch.

5. Click on Batch ID number to open the Batch Summary screen.
6. The application analyzes the record and tries to match it to Breakdown of types of

matches: Positive Matches, Multiple Matches, Possible Matches. Click on the
number link of Positive Matches, Multiple Matches, or Possible Matches to go to
the next screen to resolve any discrepancies between records. Click here for more
information on how the system matches 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.

7. If there is a number following Positive Matches on the Batch Summary screen,
it is the number of matches that the application found within the system to the
submitted records. Click that number link to see a list of those positive matches in
the Match List  screen. This is a view only list since no action is required.
If there is a number following Multiple Matches on the Batch Summary screen,
it is the number of  records that the system found to have more than one match.
Click that number link to resolve those possible matches in the Match List
screen.
If there is a number following Possible Matches on the Batch Summary screen,
it is the number of possible matches that the application found to match uploaded
records. Click that number link to resolve those possible matches in the Match
List  screen.

8. Click on one of the student's names in the Match List screen to see that record in
detail in the Match Resolution screen.
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Batch Status List - Step 1

This screen is used to view uploaded batches. When you receive an email that the batch
you submitted has been processed, this is where you will come to view that batch and
begin resolving the records in the batch. The application uses a two phase process to
resolve all records that are submitted. In Phase I, the system matches the submitted
records against records already in the system.
Check to see the status of your batch:

  Pending - Submitted and waiting to be processed.
  Processing - Batch is being processed now. (Only one batch is processed

at a time.)
  Completed - Processing of the batch has 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.

  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.

  Failed - This batch failed during processing.
  Replaced - This batch was replaced by you.

1. Select the ISD and District whose batches you wish to view.
2. The list of batches is displayed in the Batch Status List.

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

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

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

The Batch Status Detail screen gives more details about the batches that were listed in
the Batch Status List. Click the Detail link to open the window that contains the detailed
information about this batch. The additional detail in this screen includes a notes field
and contact information for the person who submitted the record, including an email
address.

Batch Summary - Step 2

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 left of the divider is the
total number of records uploaded. To the right of the divider is the number of uploaded
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records to which the current user is granted 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 right of the divider).
The batch displays the outcome of  the system batch processes and shows you how many
records from the batch are:

  New UICs Created
  Positive Matches found
  Multiple Matches found
  Possible Matches found

The number of each of these is a link that you can use to drill down to see more detail
about the records in each category. When you click on that link, the Match List/Data
Errors  screen displays the first group of records in that category.

Matching Strategy

The Batch Summary screen shows the number and type of matches the system found
with submitted records. Submitted records are automatically compared against the Master
List and are given a score based on how closely the data in the submitted batch matches a
record already in the system.
The system makes a first pass through the Master Table matching just the UIC field;
processing time will be reduced if the system finds a match by UIC first. The system then
compares the Core fields in the record to find possible matches. The automated matching
cycle is complete at this point. There is another layer of Helper fields that can assist the
user in making decisions about possible matches, but is not considered by the system
during the automated matching.

Core fields
STUDENT'S LAST NAME - REQUIRED

STUDENT'S FIRST NAME - REQUIRED

DATE OF BIRTH - REQUIRED

GENDER - REQUIRED

UIC - IF AVAILABLE (NOT USED IN SCORE FOR MATCHING)

MIDDLE INITIAL - IF AVAILABLE

Helper fields
MULTIPLE BIRTH ORDER

EXIT STATUS

EXIT DATE

DATE OF ENROLLMENT

GRADE

ETHNICITY

LOCAL STUDENT ID
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GENERAL EDUCATION FTE

SPECIAL EDUCATION FTE

ADULT EDUCATION FTE

ISD CODE - MAY BE HIDDEN

DISTRICT CODE - MAY BE HIDDEN

SCHOOL CODE - MAY BE HIDDEN

Matching Scores

The system assigns each score a record ranging from 0 to 100 and categorizes the record
as one of several types of matches. These scores are set as thresholds by the system
administrator in the Maintenance screen where No Match is a score in the Lower
Threshold, a Possible Match is a score in the Middle Threshold, and a Positive Match is a
score in the Upper Threshold. Remember that the scores can be different if they have
been changed in the Maintenance screen by a system administrator. When this score is
calculated, some fields are weighted higher than others since experience has shown that
some of the core fields are more likely to be reported correctly. This weighting is also
assigned by the system administrator in the Maintenance screen.
No Match/New UIC Created - A score less than 85 means the system did not find
another record that was likely to be a match for this submitted record. The system will
assign a new UIC to this new student record.
Possible Match - The system has found a record with a score between 85 and 95 that
might be a match for the record you submitted. Verify by looking at the Core data and
Helper data and then resolve by deciding that your submitted record matches or does not
match the record in the system.
Multiple Possible Match - The system has found more than one record with a score
between 85 and 95. One of these records might be a match for the record you submitted.
Verify by looking at the Core fields and the Helper fields and then deciding whether your
submitted record matches or does not match these records in the system.
Positive Match - A score between 95 and 100 means that the system found a record that
matched exactly, or almost exactly, with a record in the system. No action is required
since the submitted record matches a record that already has a UIC assigned in the Master
Table.
Multiple Positive Match - The system found more than one record that matched your
record with a score above 95. One of these records is almost surely a match for the record
you submitted, but you must decide which one. Often with multiple exact matches, the
same record has accidentally been submitted more than once and the duplication must be
resolved.
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Match List / Data Errors - Step 3

Match List

This screen shows a list of records that have been assigned a UIC, or require some
resolution to generate a UIC. 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.

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

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 things such as an alphabetic character 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.
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2. The Match List/Data Errors  screen shows a list of the errors.

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 email address of the person who submitted the record.

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.
Click the student name link in the Match List/Data Errors  screen to open the Data
Errors Detail  screen.
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Match Resolution - Step 4

This screen is split into two sections. For those records that have been assigned a UIC,
the UIC appears in the top half of the screen with the bottom half hidden; since no further
resolution is required. The bottom half of the screen appears only for those records where
there are Multiple Positive Matches or Possible Matches. In those cases, the top half
shows an unresolved record to which a UIC has not been assigned.
In order to resolve the record, the Create New UIC and Use This UIC links are available
depending on the circumstances. If no resolution is required, these links will be invisible
and only the detail information on the record will display.

Create New UIC
Click this link to generate a new UIC and append it to the UIC Master Table. Once you
have created a new UIC for a student, you can use it to quickly find the student record in
Student Search.

Use This UIC
Click this link to assign the matching UIC to the record and update the UIC Master
Table. Clicking on Use This UIC actually links the two records and stores the
information about both records in the master UIC Table under the existing UIC. Since the
system does not delete either record, you could later decide that these two records
actually represent two separate and unique students and you could then unlink the records
so the students get back their original UICs.

1. Click the Student Name link in the Match List  to open the Match Resolution
screen.
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2. 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.

3. Click Create New UIC if you decide that this is a unique student whose
information just happens to be very similar to the submitted record.

4. Click Use This UIC if you decide that this is the same student as the submitted
record with more than one record in the system. If there are more than two records
for this student, select the UIC that has the most correct information.
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Duplicate UIC Resolution

Duplicate UIC Resolution

The SRSD/UIC Application uses a two phase process to resolve all doubtful records
submitted to the application. Resolving duplicates is Phase II.

Resolving Duplicates

The Duplicate UIC Resolution screen presents all UICs that have been assigned to more
than one student and allows the user to select a UIC to resolve in the Duplicate UIC
Resolution Details screen. This screen is split into two sections. The top half of the
screen shows the user's submitted record. For those records that have been assigned a
UIC, the UIC appears in the top half of the screen, and the bottom half is hidden since no
further resolution is required. The bottom half of the screen appears only for those
records where there are Multiple Positive Matches or Possible Matches; in those cases
the top half shows an unresolved record to which a UIC has not been assigned.
In order to resolve the record, the Create New UIC, Do Not Submit and Use This UIC
links are available depending on the circumstances. These options only appear after
Phase II has closed. If you have not yet been notified that Phase II is closed, Unconfirm
will be your only choice.

1. Click to open the Duplicate UIC Resolution screen. Select ISD and/or District
from the drop list and click on Search. The list of the first group of users who are
sharing UICs opens.
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2. Click on a UIC to see the record detail in the Duplicate UIC Resolution Detail
screen.

3. Click on one of these three options to resolve:
  Create new UIC - Select this option to create a new UIC and append it to

the UIC Master Table
  Do Not Submit - Select this option if your record was submitted by

mistake, or if a UIC was generated for a duplicate UIC. The record is
flagged in the UIC Staging Table to prevent an incorrect record from
being submitted to the Data Warehouse

  Confirm this UIC  - Select this option to verify the submitted record as
correct and send it to the Data Warehouse without further modification. If
two ISDs or Districts truly share a child, then they will both confirm the
record and the issue will be resolved by an FTE Auditor
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Student Information

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; click on
the name to bring up the Match Resolution screen.

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

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

3. Search by Core Data: Enter information in one or more of the data fields to
search for a student record that matches one or more of the fields. The Core Data
fields are:

  Last Name
  First Name
  Middle Initial
  Month, Day or Year of Birth
  Gender

Click the Search button.

Tip: If you make your search too broad (for example, search for all females) 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.
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4. The Results appear in a list in the lower part of the screen.

5. Sort the columns in ascending or descending order by clicking on 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.

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

basic search criteria.

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. Enter the Last Name and First Name, which are both required fields.

4. You may enter a Middle Initial , although it is not a required field.
5. Enter the Date of Birth by selecting a Month, a Day and a Year from the drop

lists. These are required fields.
6. Select the student's Gender from the drop list. This is a required field.
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7. Click the Search link to perform a search for this name in the UIC table. The
search results appear along with additional fields to complete the UIC record.

8. Enter any additional fields. None of the fields are required.
9. Click Create New UIC. The record is added and the screen shows the new UIC

master record as it has been added to the Master Table, including the new UIC
assigned to this student.

UIC Details

The UIC Details screen shows the student details that are maintained in the Master Table.
Find a student record in the Master Table by performing 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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Unlinking UICs

When a user chooses to Use this UIC in the Match Resolution step of batch processing,
they are making the decision that two records actually represent only one student. The
records are linked and stored in the Master Table under the chosen UIC. However, the
records are not deleted and a history of the UICs that have been assigned to this record is
maintained in the Master Table.
If an administrator later decides that those two records did indeed represent two unique
students, those 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.

If the screen reads "This record is linked by"  Student Name, the "linked by" record is the
secondary or student record, and the record in the top is the parent record that was
originally chosen by the user. If the screen reads "This record is linked to" Student Name,
the "linked to" record is the parent record that was originally chosen by the user as the
correct one, and the record above is the record saved in the system.
To unlink the records and store them separately again, click Unlink the UIC .
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FTE Auditor Resolution

FTE Auditor Resolution

If more than one ISD or District claims a student, and the ISDs cannot resolve between
where the student belongs, an FTE Auditor may need to review the record and make a
decision. This option is provided for the FTE Auditor to look at the student record. No
action can be taken in this screen affecting the record in the database. The Confirm/Un-
confirm links simply toggle back and forth so the FTE Auditor can mark the records as
they are reviewed.

1. Click on FTE Auditor Resolution to open the FTE Auditor View  screen.
2. Select ISD and/or District from the drop down list and click on Search. The first

group of records requiring FTE auditor intervention displays.
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3. Click on the UIC to open the FTE Auditor View Detail  for the UIC in question.

3. If you click on the Confirm This UIC  link, that record is marked as the one you
have chosen, although this information is not transmitted to the record in the
Master Table.

4. If you have previously marked a record by confirming it, the link will read "Un-
confirm" so you can change your mind and un-confirm the record by clicking on
the link.
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Upload for UIC Request

NonSRSD Batch

NonSRSD batches may be created for a number of reasons, but primarily to get a UIC
assigned to a student or group of students. This process does not affect the data
warehouse but will affect the Master table by assigning a UIC to each student and
returning those UICs back to the requester. The information is not a part of the data
warehouse since these students who are being assigned a UIC may not belong to a
district, or may not yet be part of a school's roster. The imported data layout must adhere
to certain requirements to be correctly imported by the system.

1. Click the NonSRSD Batch link to open the NonSRSD Batch Status List and see
a list of the NonSRSD batches that have been submitted.

  If there is a checkmark in the Detail column of a batch, you can click on it
to open a NonSRSD Batch Detail window where you can see the Batch
ID, ISD, District, Dates Uploaded and Completed and the Status. There is
a space to enter Notes and also the name and contact information of the
person who submitted this batch, in case you need to reach them to resolve
records in this batch. This is a view-only window; click the X in the upper
right corner to close it.
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  Click the Batch ID number link in the Batch Status List to open the
NonSRSD Batch Summary screen and view the summary details for that
batch.
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2. If you wish to upload a new file into the system, click on the Batch Upload
button. The Batch File Upload for UIC Request screen opens. If the upload
screen is not yet available, the message "NonSRSD uploads will be reopened on
(date)". The date is set by a system administrator in the SRSD/UIC Maintenance
screen.

3. Select the correct ISD from the drop down list, and then select a District  from the
resulting drop down list.

4. In the File to Upload field, click the Browse button to navigate to wherever you
save the files on your computer.

5. In the Notification Email  field, enter the email address to which notifications will
be sent when the batch is processed.

6. Click the Submit button to submit the batch. If you click the Pending link, you
should see it appear shortly on the list in the bottom of the screen.

7. The batch is now entered into the processing queue where you will be able to see
it listed until it is processed. If you don't see it in the Pending list the next time
you check for it, click the Processing link, the Completed link, or the Failed
link. You will also receive an email notifying you when the batch has been
processed, or that there is an error that is keeping the batch from being processed.
Depending on which of the links you click, you will see a list of the batches with
that status.

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

  New UICs Created
  Positive Matches found
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  Multiple Matches found
  Possible Matches found

The number displayed is a link that you can click on to drill down to see more detail
about the records in each category. When you click on that link, the Match List/Data
Errors  screen displays the first group of records in that category.

NonSRSD Batch File Layout

A NonSRSD Batch file must meet certain layout requirements to be successfully
uploaded into CEPI. This is a table of the required file structure. The fields in bold type
are required.

Start
POS

End
POS

Field
Length

Data Type Field Name Data Requirements

1 2 2Numeric ISD Number State Assigned ISD Number,
cannot be blank

3 7 5Numeric District
Number

State Assigned District Number,
cannot be blank

8 12 5Numeric School
Number

State Assigned School Number,
cannot be blank

13 37 25Alpha Last Name
38 52 15Alpha First Name
53 53 1Alpha Middle Initial Can be blank
54 54 1Alpha Gender 'M' = Male, 'F' = Female, cannot

be blank
55 56 2Numeric DOB month Date of birth '01' thru '12', cannot

be blank (must be 2 digits)
57 58 2Numeric DOB day Date of birth '01' thru '31', cannot

be blank (must be 2 digits)
59 62 4Numeric DOB year Cannot be blank (must be 4 digits)
63 68 6Numeric Ethnicity 6 char representation of student's

ethnicity (user SRSD standard) or
blank

69 70 2Numeric Exit Status Exit code for student. (From
SRSD file format) or blank

71 72 2Numeric Grade Length two representation of the
student's grade or blank.  See
SRSD standard

73 74 2Numeric Multiple Birth
Order

Can be blank

75 78 4Numeric General
Education
FTE

Numeric value, from 0.00 to 1 or
blank

79 82 4Numeric Special
Education

Numeric value, from 0.00 to 1 or
blank
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Start
POS

End
POS

Field
Length

Data Type Field Name Data Requirements

FTE
83 86 4Numeric Adult

Education
FTE

Numeric value, from 0.00 to 1 or
blank

87 94 8Numeric Enrollment
Date

Date Field (MMDDYYYY) or
blank

95 102 8Numeric Exit Date Date Field (MMDDYYYY) or
blank

103 122 20AlphaNum Student
Number

Local Student Number, or blank
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Users

Search for Users

You can search for a user by first name or last name, or any of the other available criteria.
You can also perform a search based on partial information, for example, part of a last
name. New users that you enter in the SRSD/UIC Application must first have been MEIS
users, so their MEIS ID is part of their record.

1. Click the User Management link to open the SRSD UIC Users List screen.

1. Enter all or part of the user's name, MEIS ID, or any of the other available criteria
(ISD, Role, etc.)

2. Click the Search button.
3. Any users found that meet the criteria display in the bottom part of the Users List.
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4. Click the Reset Criteria button to blank out all fields and erase the list of results
to perform a new search.

SRSD UIC Users List

Use the SRSD UIC Users List screen to search for users in the system and to enter a new
user into the system since new users that you enter in the SRSD/UIC Application must
first have been MEIS users.

From this screen you can:
  Search for a user in the SRSD/UIC Application.
  View the roles, ISDs, Districts and Schools that this user has permission to view.
  Create a New User .
  Edit an existing user.
  Go to the Roles List page.

SRSD UIC User Details

The SRSD UIC User Details screen displays user's detailed information.
1. Select a user by clicking the User Roles link in the bottom of the Users List.
2. The SRSD UIC User Details screen displays. From this screen you can:

  Create a New User
  Go to the Roles List page
  View detailed information about the user
  Set User Roles
  Assign a user to an ISD
  Assign a user to a District
  Assign a user to a School
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Setting User Roles

1. Search for a user so they display in the bottom of the Users List screen. Click the
radio button in front of  the user to select. Click on the Users Roles button.
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2. The SRSD UIC User Details ! Roles screen displays the user!s information in
the top of the screen and the roles that are available to them in the bottom of the
screen along with the roles they already belong to. (Users can belong to more than
one role.)

3. To assign a user to a new role, click to highlight the role in the Available Roles
window on the left of the screen, and then click the yellow right pointing arrow
button to move it to the Member Of window. Now this user is a member of this
role and has the rights that are assigned to that role.

4. To remove a role from a user, highlight the role in the Member Of window on
the right and then click the yellow left pointing arrow button to move it to the
Available Roles window. This user is no longer assigned to this role.

5. Click Save User to save these settings.
6. Click Users List to return to the Users List screen.

Setting User ISDs, Districts and Schools

1. With the user selected in the bottom of the User List, click the ISDs, Districts, or
Schools link.



Users

31

2. The SRSD UIC User Details screen displays for either ISD, District or School.
The user!s basic information displays in the top of the screen, and the bottom of
the screen contains two windows; The Available window shows which groups are
available to assign to this user, and the Member Of window lists the groups that
this user has already been assigned to.

  

3. To assign a user to a new ISD, District or School, click to highlight the selection
in the Available ISDs, Districts or Schools window on the left of the screen, and
then click the yellow right pointing arrow button to move it to the Member Of
window. Now this user belongs to the group you have selected.

4. To remove a user from a group, highlight the group in the Member Of window
on the right and then click the yellow left pointing arrow button to move it to the
Available ISDs, Districts or Schools window. This user is no longer assigned to
this group.

5. Click Save User to save these settings.
6. Click Users List to return to the Users List screen.

Create New User

New users that you enter in the SRSD/UIC Application must first be entered as users in
the MEIS. When you begin to create a new user, you start by entering the existing MEIS
ID. The SRSD/UIC Application connects with the MEIS application and pulls in the
user's basic information. The SRSD/UIC Application then adds roles, rights and
permissions for that user for the work they need to do in this application.
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1. Before you create a new user, perform a search to see if the user is already entered
in the application. Enter full or partial information into the fields in the top of the
Users List screen and click the Search button.

2. The application displays any users that match the search criteria in a list in the
bottom of the screen. If the user is not found in the database, you can add them
from the MEIS database. Click on Create New User link.

4. Enter the MEIS ID  of the user and click on the Request User link.
5. The UIC New User screen opens with that user's information displayed.
6. If this is the user you want to add to the database, click the Save User link.
7. You will see a message that states "Record Created. Please select "Users List"

above to continue."  
8. Click the Users List link and you will be back in the Users List screen with the

new user's information displayed.
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9. Click the Search button to perform a search and bring this new user into the
bottom of the window. There you can select that user from the list by clicking the
radio button in front of the name.

Edit User

1. Click the Users List link.
2. Before you can edit an existing user, you must first perform a search to find the

user in the application. Enter full or partial information into the fields in the top of
the Users List screen and click the Search button.

3. Any users that are found in the system to match the search criteria are displayed
in a list in the bottom of the screen. Click to select the radio button in front of the
user's name you wish to edit.

4. At this point you can click on any of the buttons to edit the information for this
user. Choose one of these and edit the information:

  Setting User Roles
  Setting ISDs
  Setting Districts
  Setting Schools
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Roles

SRSD UIC Roles List

The SRSD UIC Roles List screen displays to the administrator a list of available roles in
the application and each role type (State, ISD, District, or School). From this screen you
can:

  Create a New Role
  Edit the permissions of an existing role
  Select a role to delete
  Go to Users List page

Number of Records Displayed
The number of records displayed is determined by the records per page you choose in the
Show __ records per page field. Use the drop down list to choose how many records
will be displayed.
Click on the Next link to see the next group of records.

Edit an Existing Role
The existing roles display on the list in this screen; the role name is a link to the Role
Permissions screen. Click on the link to edit the role and its permissions.

Create a New Role
To create a new role that can be assigned to a user, click on the Create a New Role link.

Create a New Role

When you click the Create a New Role link from the Roles List screen, you have the
opportunity to add the name of the new role you are adding.

1. Open the Roles List screen.
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2. Click Create New Role link.
3. Enter the Role Name and select the Role Type from the drop list.
4. Click Save Role and SRSD UIC Role Permissions allows you to assign rights to

this role.
5. Click to select permissions for this role. See the next section on Setting Role

Permissions for more details on this step.
6. Click Save Role.
7. Click Back to Role List and the new role will appear on the list.

Edit Role

The existing roles display on the list in this screen; the role name is a link to the Role
Permissions screen. Click on the link to edit the role and its permissions.

1. Open the Roles List screen.
2. Click the Role Name link to open that role in the SRSD UIC Role Permissions

screen.
3. Click to select or un-select any of the check boxes available for this role.
4. Click Save Role to save these settings.
5. Click Back to Role List to return to the list.

SRSD/UIC Role Permissions

A role is a collection of rights and their permissions. The SRSD UIC Role Permissions
screen shows the role at the top of the screen and the rights the user is granted permission
to perform appears in a list in the bottom of the screen. This screen is used to add
permissions when creating a new role, or edit the permissions of an existing role. You
can also select a role here for deletion.
The role permissions are divided according to type of permission. The permissions listed
under Module 1 and 2 and 3 apply only to those phases in the application. General Rights
are differentiated from Page Rights.
If a User is assigned more than one role, they will have all rights granted to any of the
roles assigned.
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Assigning Permissions to a Role
Each permission listed in the Rights column has levels of access available that you can
select by clicking a checkbox.

1. Click the Role Name link in the SRSD UIC Roles List screen to open the SRSD
UIC Role Permissions screen.

2. Verify the Role Name and Role Type in the top of the screen.
3. Find an individual permission in the Rights column that you wish to assign to this

type of user.
4. In the row for that permission, you may have checkboxes in the columns marked

View, Add, Modify , Delete, or Execute. Wherever there is a checkbox, you can
click to place a checkmark in that box.

5. Click the Save Role link in the upper right corner to assign the permissions that
are checked to any user with this role.

6. Click the Return to the Roles List link to return to where all roles are displayed.

Delete a Role

1. Select a role from the Roles List and the Role Permissions screen opens with that
role's particulars displayed, along with the list of assigned permissions.

2. Click the Delete Role link on the toolbar and a validation message asks if you
want to delete this role. Click OK and the role will disappear from the screen.

3. Click the Return to Roles List link on the toolbar and that role no longer displays
on the list.
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Reports

Running a Report

1. Open the Report & Criteria Selection screen.

2. In the Select Report section of screen, click a radio button to select one of the
PDF List Reports or a Text Export Report.

3. In the Select Criteria section of the screen, choose an ISD from the drop-down
list.

4. Select a District  from the drop-down list if necessary.
5. 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
The Batch Summary Report gives the 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 Module 1 and Module 2 and gives the detail
of all Unresolved Possible Matches still existing for that student for the selected ISD, the
selected District and Batches. The report presents basic data about the student which
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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
This report presents a list of all the new generated UICs that were created in the batch
submission for the selected ISD, District and BatchID.

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 Module 2. This report presents a list of those UICs that
were generated by the application.

Text Export Reports

If the radio buttons for 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
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 the
record from position 871 to 880. Since this file is formatted exactly the same as the file
that was submitted, it can then overwrite the local file.

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

Export of all Matched UICs
The system generates a text file for all the matched UICs.
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System Maintenance

SRSD/UIC Maintenance

The SRSD UIC Maintenance screen allows state level administrators to perform several
maintenance functions including:

  Setting the comparison thresholds
  Maintaining the comparison weights
  Initiating the Submission Cycle
  Initiating Module 2 and System UIC generation

Click on the Maintenance link to access the SRSD UIC Maintenance screen. If that
link is grayed out on your screen, your role does not have permission to perform system
maintenance. Each part of the screen is described below.

Site Status

The current status is indicated at the top of the page under Site Status. The Status will be
either Module 1 or Module 2.

Text Reports will not be available until the date entered here. Enter a date and click Save
Text Report Available Date. If the reports are not available, the selection radio buttons
will not appear in the Text File Export and Download section of the Reports screen.
NonSRSD Upload will not be available until the date entered here. Enter a date and click
Save Text Report Available Date. If no batch file is available, the Batch File Upload
for UIC Request selection screen will be blank.

Setting Comparison Thresholds

Comparison thresholds determine if a match presented to the user is a positive match, a
possible match, or no match. As each submitted record is compared against an existing
record in the UIC Master Table, a score is assigned to the match. The three thresholds are
the levels that determine how a match will be presented to the user. The statements of the
threshold ranges below the colored bars simply restate in words the ranges you have
chosen with your settings.

  Upper Threshold - The upper end of the range is 100. Enter a score between
Upper and Middle Threshold to define the lower end of the Upper Threshold
range. Any scores within this range will be presented as a positive match.
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  Middle Threshold - The upper end of the range is whatever number you entered
above. Enter a score between Middle and Lower Threshold to define the lower
end of the Middle Threshold range. Any scores within this range will be presented
as a possible match that the you can resolve.

  Lower Threshold - The upper end of the range is whatever number you entered
above. The lower end of the range is 0. A score in this range will not be
considered a match and will not be included in the matches presented.

When you finish entering threshold ranges, click the Save Threshold Settings link to
save these settings. You will now see these ranges reflected in the threshold statements
below the colored bars. These settings will not take effect within the application until the
UIC Batch Service starts as indicated in the UIC Batch Service section below.

Request DeDuplication Process

Click here to begin the DeDuplication Process by opening the DeDuplication Batch
Status List screen.

Maintaining Comparison Fields and Weights

Comparison fields are those data fields which are used to compare records. Comparison
weights are assigned to each field as a number to indicate how much importance each
field has in determining the correct matching record. These are the comparison fields:

  Student's Last Name
  Student's First Name
  Student's Middle Initial
  Date of Birth
  Gender

For example, since last names are required and verified more often than many other
fields, the last name field is assigned a weight of 1. On the other hand, a student's middle
initial that is not used by all systems and not often verified is assigned a value of 7.
When you finish entering comparison fields and weights, click the Save Weight Settings
link to save these settings. These settings will not take effect within the application until
the UIC Batch Service starts as indicated in the UIC Batch Service section below.
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Email Settings

Various processes in the application send emails to notify users of the current status of
their submissions. All of these processes send their emails to a queue, which responds
based on the options set in this section.

1.  Select from the drop down list whether the Batch Service Email Option is set to:
  Queue and send - Emails are moved to the queue and automatically sent

out on a regular basis,
  Queue only - Emails are added to the queue but not sent until the "Queue

and send" option is chosen at some later time, or
  Do not queue or send - Emails are not queued or sent.

2. Enter the email address that will be the return address for all emails sent by the
application in the From Address for Application field.

3. If email cannot be sent to any other email address because of missing addresses or
technical failure, the application sends an email to the CEPI Administrator as a
last resort. Enter the address that should be used for that purpose in the Address
for CEPI Administrator  field.

4. The name of the email server that handles mail within the organization should be
entered in the Email Server Name field. Names can be a server on the domain, a
mail server, or a unique computer address.

5. Enter the method of authentication the application uses to connect to the email
server in the Email Server Authentication field. Three choices are available and
are used with SMTP-compliant mail servers:

  Anonymous
  Basic (clear text)
  NTLM

6. The Mailbox/Account Name, User Name and Password fields must be
completed if Basic or NTLM authentication is chosen; they can be left blank if
Anonymous is chosen. Passwords are saved in an encrypted form.
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Submission Cycle Dates

Each submission cycle has a separate record with a unique code and a description.

Initiating the Submission Cycle

These utilities delete unnecessary records from your system so that the SRSD/UIC
Application will run smoother and faster. Perform these tasks before the start of each
submission cycle:

  Delete Orphaned Records
  Clear Staging Tables
  Set Next Submission Cycle - select the next submission cycle from the drop down

list.

Initiating Module 2 and System UIC Generation

Module 2 Initiation happens inside of each Submission Cycle. Once Module 2 is
initiated, no new entries are allowed in Module 1.

This module resolves any unresolved records and generates new UICs for all records
without UICs. The state administrator has the additional option of manually initiating
UIC generation after Module 2 has been started in the event of late submissions. The
administrator can also launch the periodic DeDuplication check on the application.
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UIC Batch Service

UIC Batch Service performs most of the student data processing. If the UIC Batch
Service is not running, batches will not be processed. SRSD Batches are submitted at
scheduled times of the year and the System Administrator may choose to stop the UIC
Batch Service the rest of the year to conserve system resources. If SRSD Batches do not
show up in the Batch Status List, or if NonSRSD Batches in the NonSRSD Batch
Status List remain at a Pending status without ever processing, it may be because the
UIC Batch Service has been stopped. In addition, the UIC Batch Service must be
restarted before any of the above settings in this Maintenance screen will take effect.

To start or stop the UIC Batch Service:
1. The button is different depending on the current status of the service. If the

service is running, the button will read, "Stop the Service." If the service is
stopped, the button will read "Start the Service." Click the Start the Service or
Stop the Service button.

2. If the service is running when you click Stop the Service, it may take a few
minutes for it to stop. The status displays "in the process of stopping" and you
must check the service status by clicking the Refresh Service Status button until
the "Stopped" status is displayed.

To change the Batch Service Settings:
1. In the Service Polling Interval field, enter the number of minutes the application

waits before checking if there are any new batches submitted for processing.
During a busy submission time, this interval should be short. During a slow
submission time, a higher number will improve system performance by not using
unnecessary computer resources to check for batches that are not there.

2. Although batches are processed one at a time, you can set the Number of batches
to process at a time to determine how many batches will be processed before the
system checks for any "Stop Service" requests or any changes in initialization
settings. A higher number improves system speed and performance, but delays
any "Stop Service" requests or changes in initialization settings.

3. Enter the Number of records to process before checking if batch replaced to
set how many records within a batch the system will process before it stops to
check if this batch that is being processed has been replaced by the submitter. A
higher number improves system performance.

4. Click the Save Batch Service Settings in the upper right of the blue divider bar to
save all these settings.
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DeDuplication

DeDuplication allows system administrators to clean up their UIC Master Table by
eliminating duplicate student records. Although the normal Batch processing is designed
to eliminate duplicates, users can cause duplicate records to be created by mistakenly
choosing to Create a New UIC in the Match Resolution step of Batch processing. If,
over time, an administrator realizes that counts are off, or there are too many duplicates
to verify in batch processing, the administrator can choose a time when the system is not
occupied with normal submissions and run a DeDuplication process. This may take up to
several weeks, about the same amount of time it takes to process a regular submission.  
The DeDuplication process is performed by pulling records out of the UIC Master Table
in manageable "batches" and comparing each record in the batch to every other record in
the Master Table. Any positive matches found are presented for resolution in a similar
manner to the regular batch submission and resolution process. Only positive matches are
presented for resolution and you can only choose which record is correct from among the
duplicate records. Each duplicate record is presented to you in turn as you work through
your batches and each record needs to be resolved, so don't be alarmed if there is some
redundancy.

1. Select the DeDuplication option from Maintenance.
2. The DeDuplication Batch Status List screen will appear.

3. Enter the ISD and (optionally) the District that you would like to use to create
your batch. Click the Request DeDuplication link. After the application runs the
batch, search for your batch and click the Batch ID to open the Batch Summary
screen.
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4. The application has matched the records you submitted against the ones in the
Master Table. The Batch Summary screen shows you the number of multiple
matches and possible matches that the application found. Click the number link of
DeDup Positive Matches or DeDup Multiple Matches to open the Match List
which displays a list of those matches.

5. Click on the Student Name link of the first record to DeDuplicate. The Match
Resolution screen opens with all duplicate records displayed.
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6. Examine the records and the UICs to determine which is the correct record. Click
Use this UIC next to the correct record.

7. The other duplicate records disappear and the submitted record displays with the
correct UIC.

8. Click to go Back to DeDuplicate Records and continue down the list resolving
duplicates. When you finish this batch, you can click Back to Batch Status List
if you need to specify more batches to DeDuplicate.
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Glossary
Core Fields

Refers to fields in a student!s record that are used when compared against the master UIC
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!s the same student or not.

Comparison Thresholds

When a record is compared against the Master student table, a score between 0-100 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 considered not 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 the process where a set of records from the Master student table is compared
against the whole Master student table.  The purpose of this is to determine if there is more
than one record in the Master table that is a positive match.  This could indicate that the
record is in the master table more than once, and therefore, a duplicate.

Entities

This term refers to an ISD, District, or School.  These are educational entities and are
sometimes referred to as entities, for short.

FTE Auditor Resolution

When a UIC has 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!re the same student but with multiple claims.  If
the summation of the FTE!s conflict with the State!s business rules, then this is presented in
a screen that can be accessible by FTE Auditors.  They could then make a not of it and use
it as a helpful tool when doing their own validation process separate from this application.

Links

Records in the master student 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/ "referred" to
another one.  The record itself is not deleted, but during the following batch comparisons,
when the linked UIC is entered, it returns and uses the information of the linked to file for
the comparison.

Master UIC / Student 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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Matching Strategy / Resolution

The application matches a submitted record against the Master UIC table in the database.
 It directly matches the First Name, Last Name, Gender, Date of Birth fields and the Middle
Initial if available.  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 Master UIC table is updated and the UIC retrieved),
and a Possible Match.  A possible match returns the list of records in the master student
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!re 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 login to the SRSD UIC application.

Module 1 / Module 2

SRSD batches are processed in two steps, called Module 1 and Module 2.  The first step
(Module 1) consists of matching each individual record against the master student table in
the database.  During this phase user intervention might 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 (Module 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.  In these cases, a user is prompted to see
why this is so, in case there is a duplicate submission by a student!s old and new schools or
by the same school.

NonSRSD Batches

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
not updates are made in the master UIC list when a positive match is made. Batches must
be formatted according to the standard NonSRSD Batch File Layout

Positive Matches

A Positive match is one where the identification process has determined that there is a
direct match between the record submitted and a record in the Master UIC table.

Possible Matches

A Possible match is one that is not quite as good as a Positive match, but still good enough
that it warrants inspection to see if it matches any of the records in the Master Student
table.  SRSD and Non SRSD batches have an interface available where the user can pick
from a list of possible matches or create a new entry in the Master UIC table for the record
compared.

SRSD Batches

SRSD batches are those that are submitted through the regular SRSD submission three
times a year.  When no match is found a new record is created in the Master UIC table.
 When a Positive match is made, the data in the master table is updated with the new data
from the upload.  There is a resolution screen available for Possible matches that need
resolving.  There is an additional phase for SRSD batches where submissions from across
the state are compared once all records have been assigned a UIC. (See Module 1/ Module
2 in the glossary.)
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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 in
Module 1 before the initiation of Module 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 ten digit numeric code assigned to each student.
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