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. Section
1 Introduction

elcome to the Statewide Student Identifier (SSID)

System. The SSID system is designed to create, disseminate to districts, and to identify,
store and assiga unique student identifier code to each student. The end result of
successful implementation and ultimate integration with the EMIS will be the ability to
track personally unidentifiable student progress across time and schools, and to determine
the impats of Ohio public school programs on student success.

The SSID application will allow authorized userdTas (Information Technology
Centersand School Districts to access the system thrauggcure Socket Layer (SSL)
secured website https://www.ohiossid.comThe application will facilitate the
assignment of individual Student Identifiers (SID) through online web forms or mass

assignment of SID6s through batch @dgrocessin
from the userds perspective to include al/|l

role effectively and efficiently.

=
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1.1 Using This Manual

The SSID User Manual introduces the user to the SSID system and provides the
instruction to enable the user utilize the system effectively in a short period of time. It
explains how to accomplish the most common tasks and utilize the special SSID features
within the SSID application.

The SSID User Manual is constructed in a manner to allow the user thdiashswers to
application questions easily. It uses specific language found in the SSID system, as well
as application pictures to create direct references between the application and the
supporting section of the manual.

For ease of use, the manuabrganized as follows:

i1 The manual is divided into multiple sections, with each section separated with
numbered tabs.

9 Each section of the manual is divided into subsections with a hierarchical section
number. For example, sections 2.5.1 and 2.5.2 wouldlmsubsets of section
2.57 The Main Menu. When making references between subsections, the section
number will be referenced in lieu of a page number.
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Section

2 SSID Overview

his section provides an overview of the SSID application

and the majorystem functions within the SSID application. In addition, the user will
become more familiar with the different data access levels within the application as well
as the system functions that one can operate based on a particular SSID user role. The
SSIDmatching logic used in the system functions will also be described in this section.
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2.1 System Functions

The SSID application will facilitate onlineéatch modeand SIFgeneration of Student

IDs. In the online mode, users can enter the desired studenitatirdnd request the
Student ID or the users can provide the student ID and update any of the student
information. In the batch mode, users can send the student data to the application and
receive the feedback from the application as to whether the ndenss have been added
or the data requires any investigation and rectification.

In the SIF mode, the local Student Information System will make an automatic request to
the system for a unique SSID for a student. If the system is able to uniqueifyy ident
create a new SSID for the student, the SSID system will return the SSID and the number
will be automatically stored in the local Student Information Systiéithe request

requires any investigation, the user will utilize the SSID system as theyntiy do to

resolve the potential match.

The major functions within the SSID application are listed below:
1 Create a New SID
U Allows a user to generate a new student ID
1 View an SID
U Allows a user to search for an existing SID record
1 Batch Process
U Upload Batch Files to SSID
- Allows a user to upload a Batch Input text file for batch generation of
student IDs.
U Download Completed Batch Files from SSID
- Allows a user to download a Batch Output text file
U Reverse Batch Files
- Allows a user back out the results ofyasingle batch run.
1 Maintenance
U Validate SID
- Allows a user to verify the status of an SID (active or inactive) and
retrieve the active SID if the SID is inactive
U Modify Student Information
- Allows a user to modifgtudent information
U Delete arinvalid SID Record
- Allows a user to delete an invalid SID record

In addition to the online Batch process, Administrators may also send Batch files via
email if transmission of the email is secured throunghuse off ransport Layer Security
(TLS).
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TheSSIDappliat i on al so of fers usHelpps aNe®Mi f ri endl vy
fiHelpd wi | | provide users with troubleshooting
Questions (NMeALsWi, | whdéecimi be to users such
enhancements or announcensent

The following figure illustrates the SSID ap
Site Map.
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Figure 2-1: System Site Map

Read- . App.
only Admin Admin.
Weekly
Mainten
School ance
Site Activities
k. Monthly
Mainten
ance
SSID System
Activities
(User View)
Yearly
Mainten
ance
Activities
User Login Screen
v v ,L
1
On-line Create
Batch Batch Upload
Input File Input Process Flle Screen ew SID
Records
¢ On-line View
an SID Record
SIF (Zone
Integration ~  » EditChecks
Server)
v
v
On-line Create On-line View an
New SID SID Record
Matching Entries
% v 4 v
¥ i Delete an Batch Job
Vas' ate SID Invalid SID Reversal
On-line Request Display creen Screen Screen

SID Processing

k2

Batch
Download File
Screen

Output Process

l

On-line Edit
Checks

v

On-line Matching
Entries

Display On-line
Records
Created

Display On-line
Records
Modified

Matching
Results

Request SID

Display Edit
Check Errors

Display On-line

!

l

Validation Process

Deletion Process

Batch Job
Reversal

Record Audit

History

Modify Student
Information
Screen

Modify Student
Information




Statewide Student Identifier (SSID) Syste

Statewide User Manual

Version 6.0

2.2 Access Levels

The SSID system allows fdive types of user roles to be assigned to individukksch
SSID user role has certain access rights to system functions that one can diersee.
roles include:

1 ReadOnly
U The ReadOnly role will only have access to view an SID for a student. The
ReadOnly users will have readnly access to all student information.

The system functions available to the Data Entry web users are listed below:
i View an SID

1 Data Entry
U The Data Entry role will have access to functions that request a new SID for an
individud studentandview an SID for a studentThe Cata Entry user must enter
at minimum all key student attributes when requesting a SID.SHtie
application will ensure that Data Entry users have-medg access to key student
attributes.

The system funains available to the Data Entry web users are listed below:
1 Create a New SID
1 View anSID Record

1 Data Entry Administrator
U The Data Entry Administrator role will include at minimum all of the attributes of
the Data Entry role plus the ability to changg k&udent attributes after an SID
has been assigned well as delete an invalid SID

The system functions available to the Data Entry Administrator web users are listed
below:
1 Create a New SID
1 View an SID
1 Maintenance
U Validate SID
U Modify Student Informaon
U Delete arinvalid SID Record
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1 Administrator
U The Administrator role will include at minimum all of the attributes of the Data
Entry Administrator role plus the ability to conduct the Batch Process.

The system functions available to the Administratebwsers are listed below:
1 Create a New SID
i View an SID
 Maintenance
U Validate SID
U Modify Student Information
U Delete arinvalid SID Record
i Batch Process
U Batch File Upload
U Batch File Download
U Batch Job Reversal

1 Application Security Administrator

U A trusted nember of the ASP who has been approved by ODE will execute the
Application Security Administrator role. The application security administrator
role will include at minimum all of the attributes of the Administrator role plus
ability to execute any contied procedures such as administrative deletion of
invalid SID records, archival of outdated SSID records that have exceeded their
useful life, access to SID audit records, or activating and deactivating application
login accounts.
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2.3 SSID Matching Logic

The SSID application uses matching logicgearch for records that match identifying
student attributes before creating a new SID or to sear@nfexisting SID record a user
wishes to modify.Both the online and batch processes use this matching logic.

In addition, he system will use SoundEX techniques where appropriate to search for
existing records.The SoundEX function searches for simg@munding words or names
in the database to identify records that match the criteria input. For example, the
following record in the database exists:

John Smith Male 1/1/1990
A user inputs the following information:
Jon  Smith Male 1/1/1990

Using SoundEx techniques, the system will recognize that although the first name is
spelled differently, this is actliga matching field.

Several factors weigh in the student match process. The system first searches on the
following eight mandatory elements:

Legal First Name,

Legal Last Name,

Gender,

Date of Birth,

Middle Name,

Birth Place City,

Ethnicity, and

Native Language

= =4 =4 -8 _9_9_°5_--°

If multiple records are located, the matching logic will then search basadddronal
student attributes to narrow the search. The sequence of the additiboahl elements
used to decide the outcome of the matching process is as follows:

1. Social Security Number

2. Mot her 6s Mai den Name

Based on the combination of these factors, the logic will determine the outcome of the
Matching Entries Process, which will be one of the following three:
1 100% Match, same student exists in table
1 No match foundnew SID will be assigned
1 Potential Duplicate, user will be prompted to modify the entered information or
add additional information to determine uniqueness.
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2.4 SSID Audit Functions

The SSID application generates audit trail entries for allmmand batclprocesses. An
audit trail is maintained when the user requests the creation of a new SID or validates and
modifies identifying student attributes.

The following audit information will be kept for all additions, modifications, and
deletions to the ddbase records:

Date / time of change

Old value

New value

Batch Job ID; blank if change made through the online process

User ID of agent making the modification

District IRN of user making modification

Building IRN of user making modification

Change Type Caldesignating: Creation, Modification, or Deletion

=4 =4 =4 -8 _8_9_95_2

The SSID application will retain at least the last three audit records ffethiying
student attributesn each SID recordAll audit records in excess of the 3 most recent
entries will be archivedt least weekly.

10
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2.5 SSID Edit Checks

The SSID application will perform edit checks on the student attributes for the online and
batch processes. If one or more edit checks fail during the batch process, the record will
be assigned a R d¢he usermusCeorced theerrorsiardoreszbmitithe
batch file or use the online process.

Through the online process, the users mtleive interactive error messages when one or
more validation checks fail. The user will then have the opportunity teat@ny errors
on the screen and-sabmit the transaction.

The SSID application will perform the following edit checks:
1 Validate that the following mandatory fields are not blank:

U Legal Last Name

Legal First Name

Date of Birth

Gender

LegalMiddle Name

Birth Place City

Ethnicity

Native Language

Admission Reason Code

[ et eI e ent- et an-R an-RN enH

*If the user is associated with Board of Regents (BOR), the Legal Middle Name,
Birth Place City, and Native Language are not mandatory.

1 Validate that the following fields are case sensiti
U UserID
i Password
u SID

1 Validate that the following fields are a correct date format (mm/dd/yyyy or
mmddyyyy):
U Date of Birth
U Polio Immunization Date
U MMR Immunization Date
U DTaP Immunization Date

1 Validate that the following date field is within the propete range:
U Oyears < Date of Birth < 30 yedrs
* |f the user is associated with the Board or Regents (BOR), there is niondéige

1 Validate that the following field is in the correct format:

11
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U Social Security Number (XX¥XX-XXXX OF XXXXXXXXX OF XXXX)

1 Validate that the following fields are numeric:
U Social Security Number (Validate 9 or 4 digits)
U Street Number
i Home Phone Number
U Other Phone Number

1 Validate that the following fields are text:
1 First Name (Legal and other names)
T Middle Name
1 Last Name (Legal another names)
f Mot her 6s Mai den Name
1 Birth Place City
1 City
1 State
1 County
1 Country

Al'l name fields -Wwil lanadcapimsthypphenss, An

In addition to these validations, the following fields on the online web form will be drop
down boxes to emnge that a valid value is input:

1 Gender

1 Native Language

1 Ethnicity

The SSID Application will use the codes provided by ODE to validate Native Language,
Ethnicity, Admission Reason CodBuilding and Distict IRNs. The Native Language,
Ethnicity, and Admision ReasofDs and descriptions are provided in the tables below.
The IDs are what will be used in the Batch Process for the respective fields, while the
drop down boxes on the online screens display the description.

Native Language
U Refers to the primgror home language of the student.

Table 2-1: Native Language Code Set

Native Language ID | Description
ENG English
ALB Albanian
AMH Ambharic
ARA Arabic
CAM Cambodian
CAN Cantonese

12
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Native Language ID | Description
CRE Creole (French)
GER German
HMG Hmong
JPN Japanese
KOR Korean
LAO Laotian
NAV Navajo
PTG Portuguese
ROM Romanian
RUS Russian
SBC Serbo Croat
SOM Somali
SPN Spanish
TAG Tagalog
TRI Tigrinya
UKR Ukrainian
VTM Viethamese
OTH Other
Racial/Ethnicity
U Racial/ethnt group to which the student belongs or with which the student
identifies.
Table 2-2: Racial/Ethnicity Code Set
Ethnicity 1D Description
W White: People who have origins in any of the original peoj
of Eurgpe, North Africa, or the Middle East
B Black or African American: Persons having origins in any
of the black racial groups in Africa
A Asian: Persons having origins in any of the original people
of the Far East, Southeast Asia, or the Indian subcomtinen
This area includes, for edmple, Cambodia, China, India,
Japan, Korea, Malaysia, Pakistan, the Philippine Islands,
Thailand, and Vietnam
American Indian or Alaskan Native: Persons having origin
in any of the original peoples of North and South Anze
(including Central America) and who maintain tribal
affiliation or community attachment
P Native Hawaiian or Other Pacific Islander: Persons having

origins in any of the original peoples of Hawaii, Guam,
Samoa, or other Pacific Islands

13
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Ethnicity 1D Description
H Hispanic: Persons of Mexican, Puerto Rican, Cuban, Cent
or South American, or other Spanish culture or origin
regardless of race.
M Multiracial: Persons having origins in two or more of the

above options.

Admission Reason

U The reason the district is requestimg&iD be issued for a newly enrolled

student.
Table 2-3: Admission Reason Code Set
Reason ID Description

1 Student Transferred from Home School in Ohio

2 Student transferred from out of state/out of country

3 Student transferred from a nonpublic school in Ohio

4 Student enrolling for first time in Ohio public
school/community school because of age
(Preschool/Kindergarten)

5 Not enrolled in an Ohio public district or community schoo
since 2003 for a reasather than listen above

6 Transferred from another Ohio public district / community
school

7 Not newly enrolled in this school district

8 Early Childhood (Only used by state agencies for children
early childhood programs)

9 Student previously enreld in an Ohio Early Childhood
program administered by a state agency

A Board of Regents

B Ohio Student ID exists due to prienrollmentin Ohio Early
Childhoodi 12 Education System

C Ohio Student ID Exists due to prienrollmentin Ohio higher
Eduation System

Note:

1) BOR users may only use Admission Reason Codes A, B, or C. Admission Reason

Codes 19 will not display to a BOR user onlirmad if submitted in batch the record

will fail.

2) Non-BOR users magnly use Admission Reason CodkeS and C.Admission
Reason CodeA andB will not display to a nofBOR user online and if submitted in
batch the record will fail.

14
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Section

3 Accessing the Application

his section provides an overview of accessing the SSID

system as well systemavigating techniges. The user will become more familiar with
connecting to the SSL secured website, logging into the SSID application, and viewing
the various functions of the SSID application.

15
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3.1 Connecting to the SecurdVebsite

The SSID Application can be accessed tigiothe secured SSL encrypted webkite
https://www.ohiossid.com

The browsers used to access the website must be Internet Explorer 4.x or higher or
Netscape Navigator 4.75 or higher.

Only personal computers (P@nd Apple Macintosh computers, with valid IP addresses
will be able to connect to the application over existing links affts and School

Districts. The verification of IP addresses by the SSID System will only allow users to
access the SSID applicati from an approved school districtldC. The user will not

be able to access the SSID application from a home computer or from a computer at an
unapproved location.

16
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3.2 Logging Into SSID

Once the IP Address of the user is validated and the user corm#es3SID web site,

the SSIDLogin Screemwill be displayedand the SSL security will be activated. This
screen allows an authorized useaatTC or School District to login into the SSID
system. The user will be granted the level of access bases antter login profile. An
individual user will participate in only one role and will be granted one login account of
the highest level of access that the user is permitted. The Login ID and password
accounts will protect access to SSID functionality.

TheLogin Screerenables a user to type in their assigned User ID and password in order
to gain access to the SSID system.

To log in to the SSID system the user must enter the following information and press the
Login button:

1. User 6s | D (aSigntnNanmef erred to as

2. Password.

Below is an illustration of the SSIDogin Screen
Figure 3-1: SSID Login Screen

M O

Welcome:
Sign-In Name:

Password:

Forgot Your Sign-ln Name Or Password?

17
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If a user has forgotten their User ID or Password, there is eHamrgpt Your Sigrin

Name Or Pasword?pelow the Login Screen that enables the user to receive their Login
information via email. When the user clicks on the link the following web page is
displayed:

Figure 3-2: Forgot Your Sign-In Name or Password? Screen

Forgot Your Sign-In Name Or Password?

“Last Mame (Legal) “First Name (Legal)

*Email Address

“Mandatory Fields

Link To Login

If you have questions, please email your concerns to:
ssidquestions@us.ibm.com

The user must supply all of the following information to receive their User ID and
Password via email:

1 LegalLast Name
1 Legal First Name
1 Email Address

Once the information is validated, the user will be emailed their User Account
information.

18
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The SSID Application includes the following features that aid in the prevention of
unauthorized access and use of the system.

1 Invalid User
U If the user does not type in the correct User ID or password, the user will not
be granted access intee SSID application. Theogin Screerwill still be
displayed for the user to-enter a correct User ID and password.

1 Change Password
U If itis the first time that a user logs in to the SSID system, the user will be
prompted to change their passworcheThange Passworsicreen enables a
user to change his or her password in order to gain access into the system.

1 Password Expiration
0 User passwords will expire every 90 days after the password has been
changed. If a user attempts to login with an expisbword they will be
prompted to change their password upon login.

1 Session Timeout
ot I'f the user remains on a web page for 2
timeout and the user will be automatically logged off of the SSID Application.
The user will therbe presented the option to return toltlogin Screerto
login back into the SSID Application.

1 Back Button Disabled
U The SSID Application is designed in a manner where the user will be
permitted to view the current web page without returning to a prepages.

1 Auto Complete Disabled
U The SSID Application is designed in a manner where the text boxes on all
web pages will not display previously entered information in the form of auto
complete drop down boxes.

19
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3.3 Home Page and Navigation

Once the user succHally logs into the SSID Application, the SSID home page will be
displayed. The home page allows the user to navigate throughout the entire SSID

application.

Below is an illustration of the SSIBome Page.

Figure 3-3: SSID Home Page Screen

R Statewide Student 5
- Identifier (SSID) System ﬂi.

s Welcome to the Statewide Student ID
| system. To register with the student
ID system. Please navigate to the

8 action you would like to perform by
clicking the links above

Release 1.10

All of the major functions of the SSID application can be accessed through the links on
the homepage. The system functions that a particular user can access will depend on his
or her data access role. The major systienctions will be discussed in detail in the

following sections of the User Manual.

In addition, the navigation links will appear at the top of all SSID online screens. A user
will be able to access the major system functions from any page withipgheasion.

20
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Section

4 ReadOnly Functions

his section provides information related to all functions

available for the Rea®nly role. The Rea€®nly role has access to functions to search
for an existing SID record. lllustrated are the SSID screemsvédong with the
supporting information necessary to perform the system functions. This section covers
the one function available for a Data Entry role user:

1 View an SID

The Data Entryole, Data Entry Administrator role, and the Administrator role will
include at minimum all of the functions of the Re@dly plus additional functionality
that will be described in later sections.
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4.1 View an SID

If a user clicks on th¥iew an SIDlink, theView an SIDScreen will be displayed. The

SSID applicationallowa user to search for a studentos S
The student information is non modifiable through this screen; however, an authorized

user may link to thdlodify Student Informatiofunction through this screen.

The user may input theID and the Legal Last Name or githe four mandatory
elementsl{egal Last Name, Legal First Name, Gender, and Date of Birth) to search for

an existing student record. If the user inputs the SID of the student, the user may input at
a minimum the studedts L e g a | Last Name.

To search for an existing SID record the user must enter the following student attributes
and then press ti&earchbutton:

1. SID of the student

2. Legal Last Name

OR

Legal Last Name

Legal First Name

Gender

Date of Birth (mm/dd/yyyy or madyyyy format)

el

TheotherOptional StudentAttributes are not mandatory to be input, however, are
important in determining the uniqueness of a student when a potential match exists. The
user is encouraged to input these elements, as they are availableptional elements
include:

Middle Name,

Birth Place City,

Ethnicity,

Native Language,

Social Security Number, and

Mot her 6s Mai den Name.

OuhsWNE

Below is an illustration of the SSIBiew an SID Recor&creen
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e Statewide Student =
%g» Identifier (SSID) System 3

Release 1.10

*Last Name (Legal) *First Name (Legal)

*Gender “Date of Birth

A4
Middle Name Birth Place City
Ethnicity ___ Mative Language

A w

Optional Student Attributes

Social Security # Mother's Maiden Name

*Mandatory Fields

Once theSearchbutton is pressed, the system will perform edit checks on the fields
input. If all validations pass, the SSID system will use the additional information input to
narrow the search and verify if an Si@r the student exists.

Thesearchprocess will return one of the following results:
1. No Match
2. One Exact Match
3. Two to TenPotential Matchs
4. More than Ten Potential Matches

1. No Matching Records

If there are no existing records that match the student iatiwminput, the user will be
notified that no there are no existing records. The user may tegmereor correct the
elements input and perform the search again.
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2. One Exact Match

If one exact matching record is located based on the elements irpfut]] tiecord will
be displayed.

Thestudent information is non modifiable through this screen; however, an authorized
user may link to th&lodify Student Informatiofunction through the button at the top of
the page. A user must have the Data Enttyniistrator or Administrators access level
to modify student information.

Below is an illustration of the SSIRiew anSID RecordAdditional Student
Information)Screen
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Figure 4-2: View an SID Record (Adlitional Student Information) Screen
~ ,mn(_ L ]

= 5 Statewide Student 0} : I : !ll ~
Identifier (SSID) System S L A

Release 1.10

# Home | Create a new SID | View an SID | Balch Process | Maintenance | News | Help

One Matching Record Found

View An 51D Record

SID ND5848416 [ Madify Studert Information |
*Last Name *First Mame *Date of Birth *Gender

Smith John 17171990 Male

“Middle Mame *Birth Place City *Ethnicity *Language

* Columbus White, Non-Hispanic English

*Admission Reason
Student transferred from out of state/out of country

Optional Student Attributes

Social Security # Mother's Maiden Name

Additional Student Infor

District IRN Called Name Given Mame

999999

Mother's First Name Mothers Last Name Father's First Mame Fathers Last Name

Polio Immunization Date MMR Immunization Date  Ditap Immunization Date

Current Address

Street Number Apartment Character

Street Name Street Type

City State Zip Code County

Country Home Phone Other Phone

Full Address 1 Full Address 2

*Mandatory Fields
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3. Two to Ten Potential Matches

If ten or fewelexistingrecords matchthe student attributes inpuke systemwill display
the list of potential matches and the user may view the exigtoogd.Below is an

illustration of SSIDView an SID Recor8creerfor the ten or fewepotential match
scenario.

Figure 4-3: View an SID Results (Two to Ten Potential Matches)

3 : Statewide Student CT
% Identifier (SSID) System E

Create a new SID | View an SID | Batch Process

_ st Namo (L ogal)| First Name (Logal)| D| of Birth | Middle Name | Birth Plac (ly
o

3/1712002 ENG

[ View/Edt Record |

Sami Dani Male 31712002 Aurora w ENG

m Sami Dani Male |3/17/2002 Aurora w ENG

The user will be given the @ipn to view the existing records. If the user selects the
View/Edi Recordbutton, then the existing record in the SSID System will be displayed to
the user. The student information is non modifiable through this screen; however, an
authorized user maynk to theModify Student Informatiofunction through the button at
the top of the page. A user must have the Data Entry Administrator or Administrators
access level to modify student information. Refer to Figt2dar anillustration of the
SSIDRequst an SID Recor¢Additional Student Informatior§creen

4. More than Ten Potential Matches

If more than temxisting records match the student attributes irthetsystem will

display a list of the first tepotential matches anlill also display the ftbowing message
AYour search yielded more than ten records. Only the first ten records are sho@n here.
Below is an illustration of SSIView an SID Recor&creerfor themore than ten

potential match scenario.
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Figure 4-4: View an SID Results (More than 10 Potential Matches)

= 1 —_ 5 =
3 Statewide Student C.)- e Jl | - B 110 I
:-% Identifier (SSID) System 3 m < 8 =Y i [

Release 1.10

Your search yielded more than ten records.
O

nly the first ten records are shown here.

_ Last Name (Legal) | First Name {Legal) Date of Birth | Middle Name | Birth Place City
Jien/Edt Record

View/Edt Fecord | | Kateb Hani Male | 5/1772007 Aurora w ENG
Kateb Hani Male |517/2007  |Dani Columbus w ENG
Kateb Hani Male 51772007  |H Aurora w ENG
Kateb Hani Male (51772007  |Hisham Aurora w ENG

View/Edt Fecord | | Kateb Hani Male | 5/1772007 Aurora w ENG
Kateb Hani Male |5/17/2007 Aurora w ENG
Kateb Hani Male  |5/17/2007 Said NY w ENG
Kateeb Hani Male (51772007 |H CcA w ENG

View/Edt Fecord | | Kateb Hani Male | 5/1772007 Aurora w SPN
Kateb Hani Male 51772007 |H Columbus B ENG

The user will be given the option to view the existing records. If the user selects the
View/Edi Recordbutton, then the existing record in the SSID System will be displayed to
the ugr. The student information is non modifiable through this screen; however, an
authorized user may link to tivodify Student Informatiofunction through the button at
the top of the page. A user must have the Data Entry Administrator or Administrators
access level to modify student information. Refer to Figt2dar anillustration of the
SSIDRequest an SID Reco(Addditional Student Informatior§creen

27




Statewide Student Identifier (SSID) Syste

Statewide User Manual Version 6.0

Section
5 Data Entry Functions

his section provides information related to all functions

avalable for the Data Entry roleThe Data Entry role will include at minimum all of the
attributes of the Rea@nly role plus the ability toequest a new SID for an individual
student. lllustrated are the SSID screen views along with the supportingatiform
necessary to perform the system functions. This sectieers the functioavailable for
a Data Entry role user:

1 Create an SID

The Data Entry Administrator role and the Administrator role will include at minimum
all of the functions of th®eadOnly andData Entry role plus additional functionality
that will be described in later sections.
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5.1 Create a New SID

TheCreate a New SliBcreen allows an authorized userdquest a unigue nine
character, alphanumeric student identifier (SID) for a studén SID will never be
reused or reassigned to another stud&he user must enter all mandataagntifying
student attributes fa new student ID to be generated

To create a New SID for a student the user must enter at minimum the following studen
attributes and then press tGesate SIDbutton:

Legal Last Name

Legal First Name

Gender

Date of Birth (mm/dd/yyyy or mmddyyyy format)
Legal Middle Namg

Birth Place City

Ethnicity

Native Language

Admission Reason Code

©CoNoh,rwNE

*If the user is associated witBoard of Regents (BOR), the Legal Middle Name, Birth
Place City, and Native Language are not mandatory.

If a studentdoes not have lagal Middle Namea n asteri sk fA*0 should b
Middle Name field to indicate that the student does not haveldl®Name. The system
will not allow the Middle name field to H#ank unless the user is associated with BOR.

The two Optional Student AttributésS o c i a | Security Number and M
Name are not mandatory to be input, however, are importaetémmining the

uniqueness of a student when a potential match exists. The user is encouraged to input

these elements, as they are available.

Below is an illustration of the SSIDreate a New SI3creen
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Figure 5-1: Create a new SID Screen

- b 4 I'be= . B =l =
e Statewide Student 5= I;u. @i%i AT (
%Ly Identifier (SSID) System * g jb 2 el | E‘,‘. N

Release 1.10
# Home | Creale a new SID | Wiew an $ID | Baich Process | Maintenance | News | Help

This function allows you to Create new SID numbers.
If you would like to modify the student information for an existing SID
please go to the Modify SID function under the Maintenance menu.

Create a New Student ID (On-Line Form)

*Last Name (Legal) *First Name (Legal)

*Gender *Date of Birth
w

*Middle Name *Birth Place City

*Ethnicity o “Native Language
A A

*Admission Reason

Optional Student Attributes

Social Security # Mother's Maiden Name
“Mandslory Fields

Once theCreate SIDbutton is pressed, the system will perform the edit checks on the
mandatory fields. If all validations pass, the system will then check for any existing
records that mah the mandatory elements input before creating a new SID.

There are three possible scenarios that could occur with this search:
1. No Match
2. Two to Ten Potentidlatches
3. More than TerPotential Matchs

1. No Matching Records

If there are no existing recortizat match the mandatory elements, the user will be
prompted to confirm the creatiai a new SID for the student.

If an Admission Reason Code arfie of the following reasons selected and no

matching records are found, the user will be notifrelAdmission Reasoselected

indicates that thetucent should have an existing SID:

1 Admission Reason Code-@ransferred from another Ohio public district /
community scholo

1 Admission Reason Code-'Not newly enrolled in this school district
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1 Admission Reasofode 9 Student previously enrolled in an Ohio Early Childhood
program administered by a state agency

1 Admission Reason Code ofiBOhio Student ID exists due to prior enrollment in
Ohio Early Childhood 12 Education System

1 Admission Reason Code ofiGOhio Student ID Exists due to prior enroliment in
Ohio higher Education System

The user will need teerify the information input and make any necessary corrections.

Below is an illustration of the SSIRequest a New Sl€nfirmation Screen.

Figure 5-2: Request a New SID Confirmation Screen
| 7

e e Statewide Student :-L I;u. 'Q‘ﬂ il
h i Identifier (SSID) System l'f lb [ i"‘. i

Release 1.10
+# Home | Creale a new SID | Wiew an SID | Baich Process | Maintenance | News | Help

You are about to create a new SID for this student. Do you want to continue?

*Last Name (Legal) *First Name (Legal)
Smith John

Create a New Student ID (On-Line Form)

*Gender *Date of Birth
Male 01/01/1991

*Middle Name *Birth Place City
* Columbus

*Ethnicity *Mative Language
White, Non-Hispanic English

*Admission Reason
Student transferred from out of statefout of country

Optional Student Attributes

Social Security # Maother's Maiden Name

*Mandatory Fields

If the user confirms the creation of the SID, the SSID application will assign a new SID
for the student, diay the newly assigned SID, and allowaarthorized useto add
additional information about a student after a new SID is created.

Below is an illustration of the SSIBdd Additional Student Informatid®creen
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Figure 5-3: Add Additional Student Information Screen

. . I B m Sy -
< Statewide Student .-0}_ I;u. @\%i shd & (
. Identifier (SSID) System 7 !‘D [ ,.._1,.;"_ );.'.f. 4 h "N

|
Release 1.10
# Home | Create anew SID | View an SID | Balch Process | Maintenance | News | Help

A new SID has been created and assigned to John Smith
You can now add additional information

Add Additional Student Information

SID ND5849209 | Update | | Madify Student Information |
*Last Name “First Name *Date of Birth *Gender

Smith John 1711991 Male

*Middle Name *Birth Place City *Ethnicity *Language

* Columbus White, Non-Hispanic English

*Admission Reason
Student transferred from out of statefout of country

Optional Student Attributes

Social Security # Mother's Maiden Name

Additional Student Infor:

District IRN Called Name Given Name

999999

Mother's First Name Mother's Last Name Father's First Name Father's Last Name

Polio Immunization Date MMR Immunization Date  Ditap Immunization Date

Current Address

Street Number Apartrment Character

Street Name Street Type

City State Zip Code County

Country Home Phone Other Phone

Full Address 1 Full Address 2

*Mandatory Fields

The SID and the mandatory elements are not modifiable through this screen after the new
SID is assigned. An authorized user may maintain the key attributes througbodtfig

Student Informatiomaintenance@een. A bubn is provided at the top of the page to

link to theModify Student Informatiofunction. A user must have the Data Entry
Administrator or Administrators access level to modify student informa#dirother

fields displayed are optional fields availalor storing additionahformation about the
student.
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The user may add additional student information as desired. Once all information is

input, press th&Jpdatebutton to update the database with the additional student
information.

2. Two to Ten Potental Matches

If two to tenexistingrecords matchthe mandatory student attributes plus the additional
student attributes inputie system will displayhie Potential Match Summary Screen

with up to ten matche3he wser will be notified that an SID for tlstudent potentially
exists.

Below is an illustration of the SSIRequest a New SIBotential Match Screefior two
to ten records

Figure 5-4: Request a New SID Potential Match Screen (Two to Ten Records)

P E I _. g™ n — ¥
; Statewide Student fo— I;“I @\“‘i Y Jaﬂj (
. Identifier (SSID) System g Ib - QI | TR R

Release 1.10
+# Home | Creale a new SID | Wiew an SID | Baich Process | Maintenance | News | Help

An SID for the student potentially exists. Do you want to create a new SID or edit existing record?

| [LastName (Lega) First Name (Legal) Date of Birth | Middle Name Birth Place City
w

Srmith John Male owoi19s0 || Columbus ENG

Smith John Male 1/1/1990 * Columbus w ENG

The user will begiven the optiorio Create a New Slfor the studenor Edit the Existing

Record The user is still given the option to create a new SID record if they believe this

is a unique student. Tl&reate SIDbutton will not be displayed if theser selectedne

of the followingAdmission Reason Code

1 Admission Reason Code-@ransferred from another Ohio public district /
community scholo

1 Admission Reason Code-Not newly enrolled in this school district

1 Admission Reason Code-$tudent peviously enrolled in an Ohio Early Childhood
program administered by a state agency

1 Admission Reason Code ofiBOhio Student ID exists due to prior enrollment in
Ohio Early Childhood 12 Education System
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1 Admission Reason Code ofiGOhio Student ID Exis due to prior enroliment in
Ohio higher Education System

The user will need teerify the information input and make any necessary corrections.

If the user selects theéreateSID button the system will displagn email fornfor the

user to providdis or her contact informationThe submitted form will generate an email
to SSID Questions and the user will be contacted after revAeuser will not be allowed
to force the system to create a new SID without the review of the help desk.

Below is an ilustration of the SSIIRequest a New SlDontact Information Screen

Figure 5-5: Request a New SID Contact Information Screen

If the user selects tHedit the Existing Recordutton, then the existing reabin the
SSID Systenwill be displayed to the useilhe student information is non modifiable
through this screen; however, an authorized user may link tddabddy Student
Informationfunction through the button at the top of the page. A user mustthe\Data
Entry Administrator or Administrators access level to modify student information.

Below is an illustration of the SSIRequest aisID Record Additional Student
Information)Screen
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