SSID User Manual
Version 10.2

Statewide
Student
Identifier System

-1 Department of
C@ﬁ(ﬂ’ Education &
oy

Workforce

)]
H:u:ll
&

L
&

On behalf of the
Ohio Department of Education and Workforce

Information Technology Office
25 S. Front St.
Columbus, OH 43215-4183




Statewide Student Identifier (SSID) System
Version 10.1
Statewide User Manual

TABLE OF CONTENTS
I INEFOAUCTION ..ttt sttt sb et ettt et eaeenes 1
1.1 Using This Manual...........ccoouiiiiiiiiiiiieciiece e e 2
2 SSID OVEIVIEW ..eutiiieniiiieeiiestteie ettt ettt et b ettt st e bt et esbt e e et e saeenbeenneeaeenees 3
2.1 SYStEM FUNCHONS ....ccvviieiiiieciie ettt ettt e e eibe e e sareesnaeeens 4
2.2 ACCESS LOVEIS. ...ttt s 7
2.3 SSID Matching LOZIC ...ccvvieiiiieciieeeiee ettt et e e e e eareeseaeeens 9
2.4 SSID Audit FUNCHONS ..ocuveiiiiiiieiieieeiiestteteete ettt sttt s 11
2.5 SSID Edit CRECKS ....ceivieiieiieiieie ettt 12
3 AccesSing the APPLICAION ....c.ecoviieiiiiieeiieieeiceree et e aeeesee e 17
3.1 Connecting to the Secure WebSite ..........cocveviriiiiiiniiiiniiiiicceececeees 18
3.2 LoggIng iNt0 SSID .....ooiiiiiiieiieiieete ettt s 19
33 Home Page and Navigation ...........cccooieiiiiiiiiiieieneeieesee e 22
4 Read-Only FUNCLIONS ......cocuviiiieiiiieiieeie ettt ettt saee b esaeesseessaesnsaens 23
4.1 SEATCH STD ...t e e e eaaeas 24
5 Data Entry FUNCHONS ....eiiiiiiiiiiiiciieiie ettt et eae e enne 29
5.1 CTEALE SID ....iiiieeiiiee ettt e st e e e s e e e e tae e e s e saaeeeennnaaeens 30
6  Data Entry Administrator FUNCHONS ..........oovieiiieriiiiieiecicecie e 39
6.1 Validate SID.......oiiiiiieciiie ettt e e e e e e eraaeen 41
6.2 MOAIfY SID .o 45
6.3 Delete SID RECOTA .....ccviiieiiieciiecce ettt e 48
7 Administrator FUNCHONS .....cocueiiiiiiiiiiiiiiieieeeee e 51
7.1 BatCh ProCeSS ...eoniieiieeieeeee e e 52
7.1.1 Batch via Online ........coooiiiiiiiiiiiiee e 59
7.1.1.1  Batch File Upload ........cccccoeiiiriiniiiiiiiiceececceeceee e 59
7.1.1.2  Batch File Download ...........ccccooiiiiiiiniiiiiiiccceeeee e 60
7.1.1.3  Batch via SFTP ..o 61
I = (<] o ORI 62
8.1 SSID Point of Contacts (POCS) ......ccueeiiieiiieiieieeieee ettt 63
8.2 SSID USETS ..ttt ettt ettt ettt et st e bt st e bt e eabeenbeeeaeeens 64
8.3 Help DOCUMENLS. .......eeiiiieiieiiieiieee et 65
O Other FUNCHONS . ....ooiuiiiiiiiieieetee et s 66
9.1 SSID Help Desk SUPPOTT .....coveriiriiiiiiiinieieeeciteeeeeee et 67
9.2 Schools Interoperability Framework (SIF) ........ccccoevviiiiiienciieieeeeeeee e, 68

<1 Department of T=3=
66 ¥ Education & i ===°=.

“v"  Workforce



Statewide Student Identifier (SSID) System
Version 10.1
Statewide User Manual

TABLE OF FIGURES

Figure 2-1: System Sit€ IMAP ......cccouiiiiiiiieeiieeciieeee ettt e e eeaae e eeaeeens 6
Figure 3-1: SSID LOZIN SCIEEN......cc.eeruiiiiriietieieiiesitete ettt sttt sttt 19
Figure 3-2: Forgot Your Sign-In Name or Password? Screen.........ccocceeeevveeeieeccveeenneen. 20
Figure 3-3: SSID Home Page SCIEeN........cccovuieiiriiriiiiiiieiieieeeeseeeee e 22
Figure 4-1: Search SID Record SCIreen.........occviieeiiieciieeciieecee e 25
Figure 4-2: Search SID Record (Additional Student Information) Screen....................... 26
Figure 4-3: Search SID Results (Two to Ten Potential Matches) .........cccccceeeeiieeciveenneen. 27
Figure 4-4: Search SID Results (More than 10 Potential Matches).........ccccoeeevverieneeenene 28
Figure 5-1: Create SID SCIEEM .....cccuiieiiiieciieeeiie ettt eeaees 31
Figure 5-2: Create SID Confirmation SCTEEN .........c.ccevueeieriierieniienieiieiesierie e 32
Figure 5-3: Add Additional Student Information Screen .........c..ccocevevvienieneincnieeneennn 33
Figure 5-5: Create SID Help Desk Ticket SCreen..........cooevieririienieniniiiiieeeeseeeee 35
Figure 5-6: Create SID Record (View Student Information) Screen...........cccccecueeveennnenn. 36
Figure 5-7: Create SID Potential Match Screen (More than ten Records) ....................... 37
Figure 6-1: Maintain SID Sub-Menu...........ccccociriiiiiiiniinincecececeee e 40
Figure 6-2: Validate SID SCIEEMN.......cc.eeiuiriiriieiiiieriteieeieeteee ettt 41
Figure 6-3: Validate SID Screen - SID 1S ACHVE....cc.eevueeiirieiiiniinicieeieeeeie e 42
Figure 6-4: Validate SID Screen - SID Active and Mismatch of One of Four Attributes 43
Figure 6-5: Validate SID Screen - SID Inactive and Active SID ........cccovveviiiiniinennens 44
Figure 6-6: Validate SID Screen - SID Inactive and No Active SID ........ccccceevevieneenen. 44
Figure 6-7: Modify SID SCIEEN .......ccoiiiiiiiiriiiiiiiiniteeetceece sttt 45
Figure 6-8: Modify SID Edit SCIeen.........ccocuiiiiiiiiiiiiiiiiienieeteeeeeeeeeeee e 47
Figure 6-9: Delete SID ReCOTd .........ooeiiiiiiiiiiiiniiiieieeicceeeeeeee e 48
Figure 6-10: Delete SID Attributes SCIreen .........cocueiiiiiiiiiiiiiiiiiiceieeecceeceeeee e 50
Figure 7-1: Batch File SUb-Menu .........ccccoceiiiiiiniiniiiiiiiceeceeeeeee e 59
Figure 7-2: Batch File Upload .........ccoooiiiiiiiiiteeeeeee e 60
Figure 7-3: Batch File Download Screen............coccoviiiiriiniiiiniieniiiiccnceccneeiee 61
Figure 8-1: SSID Help Sub-Menu ........c.cccoooiiiiiiiiiiiiitceeeeeeeeee e 62
Figure 8-2: SSID Point of Contacts (POCS) SCTeen .........cccceevuieviiieiiienieiiieieeieesie e 63
Figure 8-3: SSID USETS SCIEEIM ........eevuiiiiiiniiiiiieiieeieeeeet ettt 64
Figure 8-4: SSID Help Documents SCIEen .........cocuevueevuerierieiierieneeieeieseenie et 65
Figure 9-1: SSID Contact SUPPOTIt SCIEEN .....ccuvieriieeeiieeriie et 67

<1 Department of T=3=
cza ¥ Education & ii ===°=.

“v"  Workforce



Statewide Student Identifier (SSID) System

Statewide User Manual

Version 10.1

TABLE OF TABLES

Table 2-1: Native Language Code Set........oooviiiiiiiieiiieeiieeie et 14
Table 2-2: Racial/Ethnicity Code Set ........cceeviiriieiiiiiiiiiieieceee e 15
Table 2-3: Admission Reason Code Set .........coeeviiieiiieeiiiecieeeie e 16
Table 7-1: Result codes returned when requesting a SID .........cccoovvieiieniienieenieeieeee 54
Table 7-2: Result codes returned when updating a SID record (SID provided in file) .... 55
Table 7-3: Result codes returned when validating a SID .........cccoocviviieniieiieiieeee 55
Table 7-4: Batch File Header ROW ........cccciiiiiiieiiiiceeceeee e 57

7]

Chior

Department of
¥ Education &
v Workforce

L4

i1




Statewide Student Identifier (SSID) System
Version 10.1

Statewide User Manual

. 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 assign a unique student identifier code to each student. The integration with the
EMIS provides the ability to track personally unidentifiable student progress across time
and schools, and to determine the impacts of Ohio public school programs on student
success.

The SSID application will allow authorized users at ITCs (Information Technology
Centers) and School Districts to access the system through a Secure Socket Layer (SSL)
secured website — https://www.ohiossid.com. The application will facilitate the
assignment of individual Student Identifiers (SID) through online web forms or SIF as
well as mass assignment of SID’s through batch processing. The SSID web application
is designed from the user’s perspective to include all the functionality necessary to
perform the user’s role effectively and efficiently.

L4

T~~~ Department of
c@ ¥ Education & 1
“v"  Workforce


https://www.ohiossid.com/

Statewide Student Identifier (SSID) System

Statewide User Manual

Version 10.1

1.1 Using This Manual

The SSID User Manual introduces the user to the SSID system and provides the
instruction to enable the user to 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 to find the answers 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 manual is organized as follows:

® The manual is divided into multiple sections, with each section separated with

numbered tabs.

e Each section of the manual is divided into subsections with a hierarchical section
number. For example, sections 2.5.1 and 2.5.2 would both be subsets of section
2.5 — 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 major system 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
SSID matching 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 online, batch mode, and SIF generation of Student
IDs. In the online mode, users can enter the desired student attributes and 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 new students 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 uniquely identify or
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 System. If the request
requires any investigation, the user will utilize the SSID system as they currently do to
resolve the potential match.

The major functions within the SSID application are listed below:

Create SID
» Allows a user to generate a new student ID

Search SID
» Allows a user to search for an existing SID record

Maintenance SID
» 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
» Modify SID
- Allows a user to modify student information
» Delete SID
- Allows a user to delete an invalid SID record

Batch Process
» Batch File Upload
- Allows a user to upload a Batch Input text file for batch generation of
student IDs.
» Batch File Download
- Allows a user to download a Batch Output text file

Help
» SSID Point of Contacts (POC)
- Provides a list of the Point of Contact (POC) for ITCs and Districts

c@‘*/_] Department of
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> SSID Users

- Provides a list of the SSID system users by IRN

» Help Documents

- Provides links to user documentation including:

o SSID FAQs
SSID File Format Layout

o O O

SSID User Manual

SSID Help Desk Functionality User Guide

In addition to the online Batch process, Administrators may also send Batch files through

the system is an automated transmission through Secure FTP (SFTP).

The following figure illustrates the SSID application’s system functions through System

Site Map.
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Figure 2-1: System Site Map
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2.2 Access Levels

The SSID system allows for five types of user roles to be assigned to individuals. Each
SSID user role has certain access rights to system functions that one can operate. These
roles include:

Read-Only
» The Read-Only role will only have access to Search SID for a student. The Read-
Only users will have read-only access to all student information.

The system functions available to the Data Entry web users are listed below:
e Search SID

Data Entry

» The Data Entry role will have access to functions that request a new SID for an
individual student and view an SID for a student. The Data Entry user must enter
at minimum all key student attributes when requesting a SID. The SSID
application will ensure that Data Entry users have read-only access to key student
attributes.

The system functions available to the Data Entry web users are listed below:
e Search SID
e C(Create SID

Data Entry Administrator

» The Data Entry Administrator role will include at minimum all of the attributes of
the Data Entry role plus the ability to change key student attributes after an SID
has been assigned as well as delete an invalid SID.

The system functions available to the Data Entry Administrator web users are listed
below:
e Search SID
e C(Create SID
e Maintenance
» Validate SID
» Modify SID
» Delete Invalid SID
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Administrator

» 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 Administrator web users are listed below:

Search SID

Create SID

Maintenance

> Validate SID

» Modify SID

> Delete Invalid SID
Batch Process

» Batch File Upload

» Batch File Download

Application Security Administrator

» A trusted member of the ASP who has been approved by ODEW 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 controlled 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 logic to search for records that match identifying
student attributes before creating a new SID or to search for an existing SID record a user
wishes to modify. Both the online and batch processes use this matching logic.

In addition, the system will use SoundEX techniques where appropriate to search for
existing records. The SoundEX function searches for similar-sounding 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 actually a matching field.

Several factors weigh in the student match process. The system first searches on the
following mandatory elements:
e Legal First Name,
Legal Last Name,
Gender,
Date of Birth,

If one or more records is located, the matching logic will then search based on additional
student attributes to narrow the search. The sequence of the additional mandatory
elements used to decide the outcome of the matching process is as follows:

1. Middle Name

2. Birth Place City

3. Ethnicity, and

4. Native Language

If multiple records still exist, the matching logic will then search based on the optional
student attributes to narrow the search in the following order. The sequence of the
additional optional elements used to decide the outcome of the matching process is as
follows:

1. Social Security Number

2. Mother’s Maiden 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:
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e 100% Match, same student exists in table

e No match found, new SID will be assigned

e Potential Duplicate, user will notified and will be required to modify the entered
information or add additional information to determine uniqueness.

o In the case of at potential duplicate found in the batch process, a user will
receive a result Code of 'C'. The user will need to utilize the online user
interface to view the potential matches.

o In the case of potential duplicates found through the online process, the
system will display a grid of potential matches for the user to review.

| Department of
623 ¥ Education & 10

"  Workforce

L4




Statewide Student Identifier (SSID) System

Statewide User Manual Version 10.1

2.4 SSID Audit Functions

The SSID application generates audit trail entries for all on-line and batch processes. 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 database records:
e 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 Code designating: Creation, Modification, or Deletion

The SSID application will retain at least the last three audit records for the identifying
student attributes on each SID record. All audit records in excess of the 3 most recent
entries will be archived at least weekly.
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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 Result Code of “F” and the user must correct the errors and resubmit the

batch file or use the online process.

Through the online process, the users will receive interactive error messages when one or
more validation checks fail. The user will then have the opportunity to correct any errors

on the screen and re-submit the transaction.

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

Legal Last Name

Legal First Name

Date of Birth

Gender

Legal Middle Name*
Birth Place City*
Ethnicity**

Native Language*
Admission Reason Code

VVVVVVVYVYY

*If the user is associated with Department of Higher Education (DHE),
Department of Developmental Disabilities (DODD) or Ohio Department of
Health (ODH), the Legal Middle Name, Birth Place City, and Native Language

are not mandatory.

**[f the user is associated with Ohio Department of Job and Family Services
(ODJFS), the Legal Middle Name, Birth Place City, and Ethnicity are not

mandatory.

e Validate that the following fields are case sensitive:

> UserID
» Password
> SID

e Validate that the following fields are a correct date format (mm/dd/yyyy or

mmddyyyy):
> Date of Birth

> Polio Immunization Date
>» MMR Immunization Date
> DTaP Immunization Date

| Department of
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e Validate that the following date field is within the proper date range:
» 0 years < Date of Birth < 30 years*
* If the user is associated with the Department of Higher Education (DHE) or
Department of Developmental Disabilities (DODD, there is no age limit
* If the user is associated with the Ohio Department of Education and Workforce
(ODEW) and the Admission Reason Code of D is submitted, there is no age limit

e Validate that the following field is in the correct format:
» Social Security Number (XXX-XX-XXXX OF XXXXXXXXX OI XXXX)

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

Validate that the following fields are text:
First Name (Legal and other names)
Middle Name

Last Name (Legal and other names)
Mother’s Maiden Name

Birth Place City

City

State

County

Country

w99

All name fields will accept hyphens, “ - , and apostrophes, .

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

e Gender

e Native Language

e Ethnicity

The SSID Application will use the codes provided by DEW to validate Native Language,
Ethnicity, Admission Reason Code, Building and District IRNs. The Native Language,
Ethnicity, and Admission Reason IDs 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.
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Native Language
» Refers to the primary or 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
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 Vietnamese
OTH Other
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Racial/Ethnicity
» Racial/ethnic group to which the student belongs or with which the student
identifies.
Table 2-2: Racial/Ethnicity Code Set
Ethnicity ID Description

W White: People who have origins in any of the original peoples
of Europe, 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 peoples
of the Far East, Southeast Asia, or the Indian subcontinent.
This area includes, for ex-ample, Cambodia, China, India,
Japan, Korea, Malaysia, Pakistan, the Philippine Islands,
Thailand, and Vietnam

I American Indian or Alaskan Native: Persons having origins
in any of the original peoples of North and South America
(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

H Hispanic: Persons of Mexican, Puerto Rican, Cuban, Central
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.
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Admission Reason
» The reason the district is requesting an SID 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 school
since 2003 for a reason other 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 in
early childhood programs)

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

A Board of Regents

B Ohio Student ID exists due to prior enrollment in Ohio Early
Childhood — 12 Education System

C Ohio Student ID Exists due to prior enrollment in Ohio higher
Education System

D Student 22 years or older

Note:

1) DHE users may only use Admission Reason Codes A, B, or C. Admission Reason
Codes 1-9 will not display to a DHE user online and if submitted in batch the record

will

fail.

2) ODIJFS, DODD, and ODH users may only use Admission Reason Codes 8 or 9.
Admission Reason Codes 1-7 and A-C will not display to a ODJFS, DODD, or ODH
user online and if submitted in batch the record will fail

3) All other users may only use Admission Reason Codes 1-9 and C. Admission Reason
Codes A and B will not display to a user online and if submitted in batch the record

will

fail.

4) Admission Reason Code D will not display to a non-ODEW user online and if
submitted in batch the record will fail.
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3 Accessing the Application

his section provides an overview of accessing the SSID

Section

system as well system-navigating techniques. 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.
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3.1 Connecting to the Secure Website

The SSID Application can be accessed through the secured SSL encrypted website —
https://www.ohiossid.com.

Only personal computers (PC) and Apple Macintosh computers, with valid IP addresses
will be able to connect to the application over existing links at the ITCs and School
Districts. The verification of IP addresses by the SSID System will only allow users to
access the SSID application from an approved school district or ITC. The user will not
be able to access the SSID application from a home computer or from a computer at an
unapproved location.
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3.2 Logging into SSID

Once the IP Address of the user is validated and the user connects to the SSID web site,
the SSID Login Screen will be displayed, and the SSL security will be activated. This
screen allows an authorized user at an ITC or School District to login into the SSID
system. The user will be granted the level of access based on his or her 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.

The Login Screen enables 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’s ID (also referred to as Sign-In Name).

2. Password.

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

-1 Department of Statewide
o’ Education & SSID Student
"_\,, Identifier System

Workforce

Username:

Password:

Forgot Password?
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If a user has forgotten their User ID or Password, there is a link, Forgot Your Sign-In
Name Or Password?, below 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 Name (Legal): *Flrst Name (Legal):
Enter last name Enter tirst name
*Email Address:

Frrer 2mail add-sss

* Mandatory Fleld
i

Link Lo Login

If you have any question, please email your concerns to: ssidhelp@us.ibm.com

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

e Legal Last Name
e Legal First Name
e Email Address

Once the information is validated, the user will be emailed their User Account
information.
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The SSID Application includes the following features that aid in the prevention of
unauthorized access and use of the system.

e Invalid User
» If the user does not type in the correct User ID or password, the user will not
be granted access into the SSID application. The Login Screen will still be
displayed for the user to re-enter a correct User ID and password.

e (Change Password
» If it is the first time that a user logs in to the SSID system, the user will be
prompted to change their password. The Change Password screen enables a
user to change his or her password in order to gain access into the system.

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

e Session Timeout
» If the user remains on a web page for 20 minutes, the user’s session will
timeout and the user will be automatically logged off of the SSID Application.
The user will then be presented the option to return to the Login Screen to
login back into the SSID Application.
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3.3 Home Page and Navigation

Once the user successfully 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 SSID Home Page.
Figure 3-3: SSID Home Page Screen

<1 Department of Statowide
caﬁlo’ Education & SSID Studont
s’  Workforce Identifier System

# Home Q Search SID © Create SID EMaintain SID ~ M Batch Process ~ @ Help ~ R Contact Support ~

Welcome to the Statewide Student ID System!

Your tool to create and navigate Ohio state students unique identification numbers.

All of the major functions of the SSID application can be accessed through the menu
items on the homepage. The system functions that a particular user can access will
depend on his or her data access role. The major system functions will be discussed in
detail in the following sections of the User Manual.

In addition, the navigation menu items will appear at the top of all SSID online screens.
A user will be able to access the major system functions from any page within the
application.
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Section

4 Read-Only Functions

his section provides information related to all functions

available for the Read-Only role. The Read-Only role has access to functions to search
for an existing SID record. Illustrated are the SSID screen views along with the
supporting information necessary to perform the system functions. This section covers
the one function available for a Data Entry role user:

e Search SID

The Data Entry role, Data Entry Administrator role, and the Administrator role will
include at minimum all of the functions of the Read-Only plus additional functionality
that will be described in later sections.
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4.1 Search SID

If a user clicks on the Search SID menu item, the Search SID Screen will be displayed.
The SSID application allows a user to search for a student’s SID number through this
process. The student information is non modifiable through this screen; however, an
authorized user may link to the Modify SID function through this screen.

The user may input the SID and the Legal Last Name or only the four mandatory
elements (Legal 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 student’s Legal Last Name.

To search for an existing SID, record the user must enter the following student attributes
and then press the Search button:

1. SID of the student

2. Legal Last Name

OR
1. Legal Last Name
2. Legal First Name
3. Gender
4. Date of Birth (mm/dd/yyyy or mmddyyyy format)

The other Optional Student Attributes 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 available. The optional elements
include:

1. Middle Name,
Birth Place City,
Ethnicity,
Native Language,
Social Security Number, and
Mother’s Maiden Name.

AT

Below is an illustration of the Search SID Record Screen.
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Figure 4-1: Search SID Record Screen

@& Home O SearchSID @Creae 5D EMainainSiD +  WBawhProcess ~ @ Help ~ I Contact Support ~

Search SID Record

(‘s )
Friter s
Last Namz (Legalk First Name [Legall:
[nter Last Name nter FlFst Mame
Gender: Date of Sirth: Middle Narne:
Choose Gencer.. + Ertar Date of Birth Ermcer Middlz Yame
Birth Place City: Cthnicley: Matlve Language:

Enter Birth Place City e Brt R B SelecT | angUAZR.. B

Optional Student Atcributes
Sorial Security #: Mather's Maiden Name:

Erter S5k Enter Mothar's Maiden Mama

. A

Once the Search button 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 SID for the student exists.

The search process will return one of the following results:
No Match

One Exact Match

Two to Ten Potential Matches

More than Ten Potential Matches

b

1. No Matching Records

If there are no existing records that match the student information input, the user will be
notified that no there are no existing records. The user may then re-enter or 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 input, the full record will
be displayed.

The student information is non modifiable through this screen; however, an authorized
user may link to the Modify SID function through the Modify Student Information button
at the top of the page. A user must have the Data Entry Administrator or Administrators
access level to modify student information.

Below is an illustration of the Search SID Record (Additional Student Information)
Screen.

Figure 4-2: Search SID Record (Additional Student Information) Screen

#Home  QoearchSID DCresesiD  [EMainesinsiD ~ [l Batch Process -

© Help ~

CONESCE SUPPOIE ~

One Matching Record Found

Search SID Record

~

+ Last Name + First Name:
Smith lohn

* Middle Name: = Birth Place City,
= Calumbis
=Admissian Reason:

eroling for first ume in Chio publicicommunity schoal bacausc of age

4
SiD:

+Date uf Birti: * Gender:
1172010 Mae

* Ethnicity: = Language:
“ihits, Mon-Hispanic Frglisn

Optional Stucent Allributes
Sodal Security #:

Motners Maiden Name

Additienal Student nformation
Distrizt IRN

030735

Mother's First Name:

Palic Immunization Date:

Callec Name:

Mather's Last Narme:

MMR Immunization Date:

Given Name:
Father's Last Name:

Father's First Narme:

Dita Immunizaticn Date:

Currenit Address:

Stree: Number;

Apartment Character:

Street Name: Street Type:

City: Stata: Zip Code: County:

Country: Home Phone: Other Phone:

Full Address 1: Full Address 2:

*Mandatory Field m
. vy
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3. Two to Ten Potential Matches

If ten or fewer existing records match the student attributes input, the system will display
the list of potential matches, and the user may view the existing record. Below is an
illustration of Search Record Screen for the ten or fewer potential match scenario.

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

#Home  QSearchsSD  @CreateSID ElMaintain SID =~ MBatch Process ~ @ Help ~ M Comtact Support ~

An SID for the student potentially exists.
Please provide additional optional student attributes
to narrow down search and verify
If an SID for this student exists

*\
\
Last Name (Legal)  First Name (Legal) Gender Date of Birth Middle Name Birth Place City Ethnicity Language SID Create Date
- smith Jahn Male 17142010 * Columbus w ENG WVE094473  11/5/2020
ViewEdit Record
- smith Jahn Male 17142010 lay Columbus w ENG RK3384599  11/5/2020
ViewEdit Record
- smith Jahn Male 17172010 1 Columbus w ENG VUSETe214  11/5/2020
ViewEdit Record
. >
. S

The user will be given the option to view the existing records. If the user selects the
View/Edi Record button, 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 may link to the Modify SID function through the Modify Student
Information 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 Figure 4-2 for an
illustration of the SSID Search SID Record (Additional Student Information) Screen.

4. More than Ten Potential Matches

If more than ten existing records match the student attributes input, the system will
display a list of the first ten potential matches and will also display the following message
“Your search yielded more than ten records. Only the first ten records are shown here.”
Below is an illustration of Search SID Record Screen for the more than ten potential
match scenario.
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Figure 4-4: Search SID Results (More than 10 Potential Matches)

4 Home Q Search SID © Create SID (& Maintain SID - B Batch Process ~ & Help - £ Contact Support ~

AN SID for the student potentially exists.
Please provide additional optional student attributes
to narrow down search and verify
if an SID for this student exists
‘Your search yielded more than ten records.
Only the first ten records are shown here.

'd ™
e ™\
Last Name Arst Name Gender Date of Middle Birth Place Ethnicity Language SID Create
(Legal) (Legal) Birth Name City Date
- Smith John Male 14172010 * Columbus W ENG WVS094473  11/5/2020
View/Edit Record
- Smith John Male 17172010 Jay Columbus w ENG RK3384599 11/5/2020
View/Edit Record
- Smith John Male 14172010 1 Columbus w ENG VU5676214 11/5/2020
View/Edit Record
- Smith John Male 1172010 Jasan Columbus W ENG AF8795941 11/5/2020
View/Edit Record
- Smith John Male 1/1/2010 * Dayton W ENG UB4939565  11/5/2020
View/Edit Record
- Smith John Male 1/1/2010 * Dublin w ENG WU9555282  11/5/2020
View/Edit Record
- Smith John Male 1/1/2010 * Cincinnati w ENG BF4816797  11/5/2020
View/Edit Record
Smith John Male 1172010 * Columbus M ENG PS6470862 11/5/2020
View/Edit Record
Smith John Male 1172010 Jay Columbus M ENG NC2962951 11/5/2020
View/Edit Record
Smith John Male 1/1/2010 I Columbus M ENG LS3064700  11/5/2020
Wiew/Edit Record
N vy
. v

The user will be given the option to view the existing records. If the user selects the
View/Edi Record button, 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 may link to the Modify SID function through the Modify Student
Information 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 Figure 4-2 for an
illustration of the SSID View SID Record (Additional Student Information) Screen.
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Section
5 Data Entry Functions

his section provides information related to all functions

available for the Data Entry role. The Data Entry role will include at minimum all of the
attributes of the Read-Only role plus the ability to request a new SID for an individual
student. Illustrated are the SSID screen views along with the supporting information
necessary to perform the system functions. This section covers the function available for
a Data Entry role user:

e Create SID

The Data Entry Administrator role and the Administrator role will include at minimum
all of the functions of the Read-Only and Data Entry role plus additional functionality
that will be described in later sections.
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5.1 Create SID

If a user clicks on the Create SID menu item, the Create SID Screen will be displayed.
The Create SID screen allows an authorized user to request a unique nine character,
alphanumeric student identifier (SID) for a student. An SID will never be reused or
reassigned to another student. The user must enter all mandatory identifying student
attributes for a new student ID to be generated.

To create a new SID for a student the user must enter at minimum the following student
attributes and then press the Create SID button:
1. Legal Last Name

2. Legal First Name

3. Gender

4. Date of Birth (mm/dd/yyyy or mmddyyyy format)
5. Legal Middle Name*

6. Birth Place City*

7. Ethnicity**

8. Native Language*

9. Admission Reason Code

*If the user is associated with Department of Higher Education (DHE), Department of
Developmental Disabilities (DODD) or Ohio Department of Health (ODH), the Legal
Middle Name, Birth Place City, and Native Language are not mandatory.

**[f the user is associated with Ohio Department of Job and Family Services (ODJFS),
the Legal Middle Name, Birth Place City, and Ethnicity are not mandatory.

If a student does not have a legal Middle Name, an asterisk “*” should be left in the
Middle Name field to indicate that the student does not have a Middle Name. The system
will not allow the Middle name field to be blank unless the user is associated with DHE,
DODD, or ODH.

The two Optional Student Attributes — Social Security Number and Mother’s Maiden
Name 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 available.

Below is an illustration of the Create SID Screen.
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Figure 5-1: Create SID Screen

#Home  QSearchSiD  @Crea=3D [ Maintaln 5D ~ M Batch Process ~ T~  MRContact Support ~

¥ou are ahout to create a new SID for this student. Do you warnt to continue?

n

Create a New Student ID

(- Lest Name (Lagal) *First Name (Legal) 3

Smith John

*Gender *Date of Eirh *Midd'2 Name
Male 01/E1/2910

* Biren Place Ciry = Ethniciy * Mative Language

Calumbus White, Mon-Hisparic English

Enral ing for first L me in Chic pub ic/comm iz school bezauss of age

Cptional Student Attributes
Soclal Security # Mathers Maiden Name

\ adatory Siel p

Once the Create SID button 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 match 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 Potential Matches
3. More than Ten Potential Matches

1. No Matching Records

If there are no existing records that match the mandatory elements, the user will be
prompted to confirm the creation of a new SID for the student.

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

matching records are found, the user will be notified the Admission Reason selected

indicates that the student should have an existing SID:

e Admission Reason Code 6 — Transferred from another Ohio public/community school

e Admission Reason Code 7 — Not newly enrolled in this school district

e Admission Reason Code 9 — Student previously enrolled in an Ohio Early Childhood
(Pre-Preschool < 3 years of age) program administered by a state agency

e Admission Reason Code of B — Ohio Student ID exists due to prior enrollment in
Ohio Early Childhood — 12 Education System

e Admission Reason Code of C — ODHE student previously enrolled in an Ohio higher
education program

e Admission Reason Code D — Student 22 years or older

The user will need to verify the information input and make any necessary corrections.
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Below is an illustration of the Create SID confirmation Screen.

Figure 5-2: Create SID Confirmation Screen

#i Home Q Search SID © Create 5D (E Maintain SID - i Batch Process - 8 Help - = Contact Support =

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

B 8

Create a New Student ID

(* Last Name (Legal) * First Name (Legal) N
Smith lzhn
+Gender +Date of Birth +Middle Name
Male 01/07/20° 0
*Birth Place City *Ethnicity *Native Language

Columbus Wite, Nzn-Hispanic English
*Admissian Reasan

Earolling for first ima n Ohio public/cammunity school because of age

Optional Student Aluibules
Sooal security # Mothers Malden Name

* Manratary Fleld

\. >y

If the user confirms the creation of the SID, the SSID application will assign a new SID
for the student, display the newly assigned SID, and allow an authorized user to add
additional information about a student after a new SID is created.

Below is an illustration of the Create SID Add Additional Student Information Screen.
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Figure 5-3: Add Additional Student Information Screen

& Home Q Search SID @ Create SID Maintain 5ID - [ Batch Process - @ Help - Contact Support ~

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

Add Additional Student Information

(s )
Update
WE094473
*Last Name: *First Name: # Date cf Birth: *Gender;
smith arn 14172010 Wale
*Middle Name: “Birth Place City: *Ethnicity: “Language:
= o umbus = =

* AgMIssion Reason:

Optional Stucent Attributes
Sodal Security # Mother's Maiden Name:

Optional Student Attributes
Social Security # Mother's Meiden Marme:

Additional Studert Informaticn

District IRN: Called Name: Given Nams:

0SC7EE
Wother's First Name: Mother's Last Narme: Father's First Marme: Fathar's Last Narme:
Palia Immurization Date: MMR Immunizaticn Date: Ditap Immunization Date;

Current Address

Street Number: Apartmen: Character:
Street Hama: Screet Type:
City: State: 7ip Codle: County:
Country: Home Phiane: Other Phone;
Full Address 1: Full Address 2.
p Iy

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 through the Modify
SID maintenance screen. A button is provided at the top of the page to link to the Modify
SID function. A user must have the Data Entry Administrator or Administrators access
level to modify student information. All other fields displayed are optional fields
available for storing additional information about the student.

The user may add additional student information as desired. Once all information is
input, press the Update button to update the database with the additional student
information.
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2. Two to Ten Potential Matches

If two to ten existing records match the mandatory student attributes plus the additional
student attributes input, the system will display the Potential Match Summary Screen
with up to ten matches. The user will be notified that an SID for the student potentially
exists.

Below is an illustration of the Create SID Potential Match Screen for two to ten records.

e QSearch§iD  OCreatesid EMaintainsiD - KBatchProcess - @Help - B Contact Support ~

An SID for the student polentially exisls. Do you want Lo creale a new SID or edil existing record?

r ™
s n
Last Name (Legal)  Flrst Name (Legal) Gender Date of Birth Middle Name Birth Place City Ethnidty Language SID Create Date
Smith John M 01/01/2010 * Columbus w ENG
Smith John M 14172010 Jay Columbus w ENG RK3384599  11/5/2020
Smith John M 11172010 1 Columbus w ENG VUS676214  11/5/2020
@ Smith John M 17172010 Columbus w ENG WVB094473  11/5/2020
\. J
. v

The user will be given the option to Create a New SID for the student or 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. The Create SID button will not be displayed if the user selected one

of the following Admission Reason Codes:

e Admission Reason Code 6 — Transferred from another Ohio public/community school

e Admission Reason Code 7 — Not newly enrolled in this school district

e Admission Reason Code 9 — Student previously enrolled in an Ohio Early Childhood
(Pre-Preschool < 3 years of age) program administered by a state agency

e Admission Reason Code of B — Ohio Student ID exists due to prior enrollment in
Ohio Early Childhood — 12 Education System

e Admission Reason Code of C — ODHE student previously enrolled in an Ohio higher
education program

e Admission Reason Code D - Student 22 years or older

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

If the user selects the Create SID button, the system will display an email form for the

user to provide his or her contact information. The submitted form will generate a help
desk ticket, and the user will be contacted after review. A user will not be allowed to

force the system to create a new SID without the review of the help desk.

Below is an illustration of the Create SSID Help Desk Ticket Screen.
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Figure 5-4: Create SID Help Desk Ticket Screen

# Home % Search SID O Creste 5D EMzintzin S0 - M Batch Process ~ @ Help ~ R Contact Suppert ™

# Log OFF

There are potential matching SI0s for the student attributes that yau entered.
The Help Desk must first review your request prior Lo crealing a new SID.
Fleasze provide your contact information so that we may contact you upon review.

Create 551D Help Desk Ticket

“User LastHzme *User First Heme
teduin Jaimie
*Phore Number +ITC
None
*Email Acdress

Jzimiz M= s em.com

¥ Mandatory Field
Reset

If the user selects the Edit the Existing Record button, 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 may link to the Modify SID function
through the Modify Student Information button at the top of the page. A user must have

the Data Entry Administrator or Administrators access level to modify student
information.

Below is an illustration of the Create SID Record (View Student Information)

Screen.
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Figure 5-5: Create SID Record (View Student Information) Screen

4 Home Q search SID © Create SID B Maincain SID ~ [l Batch Process - @ Help ~ CONEACT SUPPOIt ~

One Matching Record Found

Search SID Record

7
03 N
| e =

W03 4T3

* Last Narne: *First Narme: *Datz of Birth: *Gender:

Smith Iohn 11172010 Wae

* Middle Name; *Birth Place City *Ethnicity: *Language:

& Colurnbis wikits, Mon-ispanic Frglisa

=Admission Reason:

eroling for first ume in Chio publicicommunity schoal bacausc of age

Optional Stucent Attributes
S0aa Security # Motner's Makien Name

Additienal Student information

District IRN Called Name: Given Name:

030735
Mother's First Name: Mather's Last Narne: Father's First Narme: Fathar's Last Nam:
Palio Immunization Date: MMR Immunization Date: Ditan Immunizaticn Date:

Current Address:

Stree: Number: Apartment Character:
Srreet Name: Smeet Type:
City: State: Zip Code: County:
Country: Home Phone: Other Phone:
Full Address 1: Full Address 2:
= Mandatary Field m
. vy

3. More than Ten Potential Matches

If more than ten existing records match the mandatory student attributes plus the
additional student attributes input, the system will display the Potential Match Summary
Screen with up to ten matches. The user will be notified that an SID for the student
potentially exists. The user will also be notified that more than ten matches exist. The
system will display the following message “Your search yielded more than ten records.
Only the first ten records are shown here.”

Below is an illustration of the Create SID Potential Match Screen for more than ten
records.
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Figure 5-6: Create SID Potential Match Screen (More than ten Records)

& Home Q Search SID © Create SID [& Maintain SID - I Batch Process - @ Help - &= Contact Support -

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

Your search yielded more than ten records.
Dnly the first ten records are shown here.

Last Name (Legal) First Name (Legal) Gender Date of Birth Middle Name Birth Place City Fthnicity Language Create Date

Smith John M 01/01/2010  * Columbus W ENG
W Smith John M 14142010 Jason Columbus W ENG AF8795941  11/5/2020
Smilth John M 14142010 Columbus w ENG BF4816797  11/5/2020
Smilth John M 14142010 1] Columbus w ENG LS3064700  11/5/2020
Smith John M 14142010 lay Columbus w ENG NC2962951  11/5/2020
Smith John M 14142010 Columbus w ENG PS6470862  11/5/2020
Smith John M 1/1/2010 Ji} Columbus w ENG PZ5799343  11/5/2020

ViewrsditRecors LI John M 1/1/2010 Jay Columbus w ENG RK3384539  11/5/2020

ViewsecieRecors  JSILG) John M 1/1/2010 Columbus w ENG UB4939565  11/5/2020
smith John M 17142010 1l Columbus w ENG VUS676214  11/5/2020
Smith John M 17142010 Columbus w ENG WU9595282  11/5/2020

\} JJ

The user will be given the option to Create a New SID for the student or 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. The Create SID button will not be displayed if the user selected one

of the following Admission Reason Codes:

e Admission Reason Code 6 — Transferred from another Ohio public/community school

e Admission Reason Code 7 — Not newly enrolled in this school district

e Admission Reason Code 9 — Student previously enrolled in an Ohio Early Childhood
(Pre-Preschool < 3 years of age) program administered by a state agency

e Admission Reason Code of B — Ohio Student ID exists due to prior enrollment in
Ohio Early Childhood — 12 Education System

e Admission Reason Code of C — ODHE student previously enrolled in an Ohio higher
education program

e Admission Reason Code D - Student 22 years or older

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

If the user selects the Create SID button, the system will display an email form for the

user to provide his or her contact information. The submitted form will generate a help
desk ticket, and the user will be contacted after review. A user will not be allowed to

force the system to create a new SID without the review of the help desk.

Refer to Figure 5-5 for an illustration of the Create SID Help Desk Ticket Screen.
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If the user selects the Edit the Existing Record button, 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 may link to the Modify SID function
through the Modify Student Information 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 Figure 5-6 for an illustration of the Create SID Record (View Student
Information) Screen
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Section

6 Data Entry Administrator
Functions

his section provides an overview of the functions available to the Data Entry

Administrator to aid in maintaining the data within the system. Illustrated are the SSID
screen views along with the supporting information necessary to perform the system
functions. The Data Entry Administrator role will include at minimum all of the
attributes of the Read-Only role and Data Entry role plus the ability to change student
attributes after an SID has been assigned.

This section is separated into the three functions available for a Data Entry Administrator
Role user:

e Validate SID
e Modify SID, and
e Delete SID.

If the user clicks on the Maintain SID menu item on the SSID Home Page, the SSID
maintenance sub-menu will be displayed. This sub-menu provides a user access to the

available maintenance functions.

Below is an illustration of the Maintain SID Sub-Menu.
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Figure 6-1: Maintain SID Sub-Menu
o g SSIDE..

s~  Workforce

#Home QSearchSID  © CreateSID MBatchProcess ~  ©Help - M Contact Support ~

Validate SSID
Modify SID
Delete Invalid SID

Welcome to the Statewide Student ID System!

Your tool to create and navigate Ohio state students unique identification numbers.
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6.1 Validate SID

If the user clicks on the Validate SID sub-menu item, the SSID Validate SID Screen will
be displayed. This screen allows an authorized user to validate the status of an SID
(active or inactive) and retrieve the active SID if the SID is inactive.

The SID and the four mandatory elements (Legal Last Name, Legal First Name, Gender,
and Date of Birth) must be input to validate the status of an SID.

To validate an SID in the SSID system the user must enter the following information and
press the Search button:
1. Student’s SID

2. Legal Last Name

3. Legal First Name.

4. Gender

5. Date of Birth (mm/dd/yyyy or mmddyyyy format)

Below is an illustration of the Validate SID Screen.

Figure 6-2: Validate SID Screen

& Home & Search SID O Create SID ElMaintain SID ~ B Batch Process - @ Help ~ R Contact Suppert ™ & Log Off

Validate SID Record

*First Name (Legal):
ries Cirst Name
*Date of Sirth:

* sreer ate of tirth

* Mandatory Field
‘Validate SID Reset

Once the Search button 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 search for the SID record.
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There are five scenarios that could occur with this search:
1. No Matching Records
One Perfect Match — SID is Active
One Perfect Match — SID is Active but one more of 4 attributes do not match
One Perfect Match — SID is Inactive and there is an existing active SID
One Perfect Match — SID is Inactive and there are no existing active SIDs

Pl

There will never be a case where there is more than one matching record since the
Student ID is always unique.

1. No Match

If there are no existing records that match the SID and the four mandatory elements input,
the user will be notified that there are no existing records. The user may then re-enter or
correct the SID and four mandatory elements input and perform the search again.

2. Perfect Match — SID is Active

If one exact record is located based on the SID and the four mandatory elements input,
and the SID is active the Validate SID Results Screen will be displayed with the message
notifying the SID is Active.

Below is an illustration of the Validate SID Screen after the SID has been validated in the
SSID System.

Figure 6-3: Validate SID Screen - SID is Active

# Home Q Search SID © Create SID EMaintain SID ~ B Batch Process ~ @ Help ~ R Contact Support ~ € Log Off

SID is Active

Validate an SID
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3. Perfect Match — SID is Active, but one or more of the 4 attributes do not match

If one exact record is located based on the SID and the four mandatory elements input,
and the SID is active the Validate SID Results Screen will be displayed; however, if one
or more of the four attributes input (Last Name, First Name, Date of Birth, and Gender)
do not match the four attributes associated with the Active SID the user will receive a
message. Below is an example of this scenario:

The user input the following information:
SID: AA123457

First Name: John

Last Name: Roberts

DoB: 01/01/1990

Gender: Male

The information in the database for the matching SID is as follows:
SID: AA123457

First Name: John

Last Name: Smith

DoB: 01/01/1990

Gender: Male

In this scenario the last name input — Roberts does not match the last name in the
database for this SID — Smith. The user may validate the attributes for the SID through
the Search SID Screen.

Below is an illustration of the Validate SID Screen after the SID has been validated in the
SSID System.

Figure 6-4: Validate SID Screen - SID Active and Mismatch of One of Four Attributes

AHome OSearchSD  ©CreateSD  [MainminSD - EBaichProcess - € Help - B Comtact Support -

The SID is an Active SID. However ane or mare cf the four attributes {Last name, First name, Date of Birth and gender) do not match.Please validate the attributes on the page. For additional
help, please cantact your POC at your ITC and request they contact SSI0 Help Desk

Validate an SID

sim; St
MC2962951 ACTIVE

Last Name (Legal): First Name {Legal]

Gender: Date of 3Irth;
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4. Perfect Match — SID is Inactive and there is an active SID

If one exact record is located based on the SID and the four mandatory elements input,
and the SID is inactive the Validate SID Results Screen will be displayed with the Active
SID.

Below is an illustration of the Validate SID Screen after the SID has been validated in the
SSID System.

Figure 6-5: Validate SID Screen - SID Inactive and Active SID

# Home Q, Search SID O Create SID EMaintain SID ~ | Batch Process ~ @ Help ~ R Contact Support ~

The SID is Inactive. The associated active Valid SID is listed below

Validate an SID

(smz Status: B
NT2962951 NACTIVG
Valid SID:
RK3364399
Last Name (Legal): First Name {Legal)
Smith chn
Gender: Date of Sirth:
Male 112000
J/

5. Perfect Match — SID is Inactive and there are no existing Active SIDs

If one exact record is located based on the SID and the four mandatory elements input,
the Validate SID Results Screen will be displayed; however, if the SID is Inactive and
there are no existing active SIDs the user will receive a message. The user may verify if
another SID exists for the student through the Search SID Screen.

Below is an illustration of the Validate SID Screen after the SID has been validated in the
SSID System.

Figure 6-6: Validate SID Screen - SID Inactive and No Active SID

& Home Q search SID ©Q Create SID Emaintain SID - [ Batch Process. - @ Help - = Contact SUpport - B Log Off

The SI0 is Inactive, However, there is not an assotiated Valid SID, Please verily If another SID exists for this student prior Lo creating & new SID. You may guery for an 51D through the € Modify
an SID4 or @ View an SID4 screens

Validate an SID
Siy Status:
Ew4324338 NACTIVE
Laasl Nawmie: [Legzall Firsl Nawne (Legal)
Gemiers Dale of Rirth;
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6.2 Modify SID

If the user clicks on the Modify SID sub-menu item, the SSID Modify SID Screen will be
displayed. This screen allows an authorized user to modify the SID attributes including
the key attributes of Legal First Name, Legal Last Name, Gender, Date of Birth, Legal
Middle Name, Birth Place City, Ethnicity, and Native Language. The SID is non-
modifiable throughout the entire SSID application.

The SID and the four mandatory elements (Legal Last Name, Legal First Name, Gender,
and Date of Birth) must be input to search for an existing SID record that you wish to
modify. One exact SID record must be located before the record is displayed and
modified.

To search for an SID record in the SSID system the user must enter the following
information and press the Search button:

1. Student’s SID

2. Legal Last Name
3. Legal First Name
4. Gender

5.

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

Below is an illustration of the Modify SID Screen.
Figure 6-7: Modify SID Screen

# Home QR SearchSID  OcCreateSlD  EMain@nSID -  MBaichProcess = @ Help - B Contact Suppert ~

Modify 51D Record

*Last Name [Legal)
nter Lzt Namme
= Gender:

Cluwee,

*First Name {Legal):
e Cirst Name
*Date of Sirth:

rte Uatz of Birth

Optional Studant Attributes
Sods! Security &

nuar 55N

*andatory Fleld

Mather's Maiden Nama:

e Wothe's Maider Name

Once the Search button 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 search for the SID record.

There are two scenarios that could occur with this search:

1. No Match
2. One Perfect Match
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There will never be a case where there is more than one matching record since the
Student ID is always unique.

1. No Match

If there are no existing records that match the SID and the four mandatory elements input,
the user will be notified that there are no existing records. The user may then re-enter or
correct the SID and four mandatory elements input and perform the search again.

2. Perfect Match

If one exact record is located based on the SID and the four mandatory elements input,
the Modify SID Screen will be displayed with the information located in the SSID
System.

The user may then update any of the information including the mandatory elements. The
SID is non-modifiable throughout the entire SSID application. Once all information is
input, the user must press the Update button to update the database with the changed key
student information.

Once the user presses the Update button, the system will verify that the changes did not
potentially create a duplicate record. If so, the user will be prompted that the changes
may create a duplicate record and will be prompted to confirm that the information is
valid prior to updating the SID record with the information.

Below is an illustration of the Modify SID Screen after the student information has been
located in the SSID System.
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Figure 6-8: Modify SID Edit Screen

Home QSearchSID  @CreaeSiD  EMaintain SID Baich Process 8 Help ontact Support ~ & Log OFf
One Matching Record Found
Modify Student Information
/;\n. )
todre m
RK3384599
*Last Name: “First Name: *Date of Birth; *Gender:
Smith ahn 10 Male *
*Middle Name: *Birth Place City: + Cthnicity: +MNative Language:
Jey Zolumzus wihite. Mon-Hispan © s Enzlish +
*Admission Reason:
Stuckent sransforeed fram 3 nonpublic s
Optional Stugen: Attrbutes
Sp0al security #: Mather's Malden Name:
Additional Student Informatian
Disiriz: IRN: Called Name: Givan Name:
Uall fis
Mother's First Name, Mother's Las| Name: Father's First Narme: Father's Lest Name:
Palio Immunization Date: MMR Immunization Date: Ditap Immunization Date;

Current Address

Street Number: Apartment Character:

Strees Name: Sureet Type:

City: State: Zip Code: County:

Country: Home Phone: Other Phone:

Full Adfdress 1; Full Address 2;

e m m

L. vy
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6.3 Delete SID Record

If the user clicks on the Delete SID Record sub-menu item, the SSID Delete SID Record
Screen will be displayed. This screen allows an authorized user to delete invalid SID
records from the system; however, in order for an SID to be deleted from the system, the
associated active Valid SID and deactivation reason will be required to be input. The
authorized user will only be able to logically delete invalid SID records. The record will
be marked as deleted in the SSID database and will be excluded from being displayed in
the SSID system. The Application Security Administrator Role will be the only user that
can physically delete SID records from the SSID System.

To search for an SID record in the SSID system the user must enter the following
information and press the Search button:

Date of Birth (mm/dd/yyyy or mmddyyyy format)
Deactivation Reason

1. Student’s SID
2. Legal Last Name
3. Legal First Name
4. Gender

5.

6.

Additionally, the user may enter the following optional elements:
e Social Security #
e Mother’s Maiden Name

Below is an illustration of the Delete SID Record Screen.

Figure 6-9: Delete SID Record

A Homa O, Search S @ Create 5ID Bmaintain SID - [ Batch Process - @ Help - R Contact SUppert -

Delete Invalid SID Record

*Rrst Name {Legal)
rie First Mame
*Date of Birtf;

rier Data of Birth

b zaga nalect..

Optonal Student Attribunes

Sociat! Securily Mather's Maieden Mames

nezr hs =riee Mathes Maider Mame

S m n

Once the Search button 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 search for the SID record.
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There are two scenarios that could occur with this search:
1. No Match
2. One Perfect Match

There will never be a case where there is more than one matching record since the
Student ID is always unique.

1. No Match

If there are no existing records that match the SID and the mandatory student attributes
input, the user will be notified that there are no existing records. The user may then re-
enter or correct the SID and student attributes input and perform the search again.

2. Perfect Match

If one exact record is located based on the SID and the mandatory student attributes
input, the Delete SID Screen will be displayed.

Below is an illustration of the Delete SID Attributes Screen after the student information
has been located in the SSID System.
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Figure 6-10: Delete SID Attributes Screen

A Home QSearchSID  (CreaesiD  EMaintainSD -  WBatchProcess -~ @Help - B8 Contact Support - ® Log O

One Matching Record Found

Delete an Invalid SID Record - Delete

-
*5I0 #VALID SID: N
NE286205 1
*Last Name: *First Name: *Date of Birth: *Gender:
smith ahn 1172000 Wale
+ Middle Name: “Birth Flace Clty: #Ethniclty: #Matlve Language:
Jey Columzus White, Non lispanic Cnglish
*Deactivaticn Reason:
Stucent has 2 zr mere 5510s raported to state In clesed reporting perlods currantly 1ot reparted to state
Optional Stucen: Attributss
Sodal Security # Mother's Maiden Neme:
Additional Student Information
DISLrIZT IRN: Called Mame: Given Name:
030735
Palio Immunization Date: MMR Immunization Date: Ditap Immunization Date:
Current Address
Stree: Number: Apartment Charactsr:
Stree: Name: Street Type:
City: State: Zip Code: Caunty:
Country: Home Phons: Orher Phone:
Full Address 1; Full Agdress 2;
* Mandatory Fleld
Delete Cancel
\. v

To delete an SID record in the SSID system:

1. Verify this is the correct student record to Delete
2. Insert the associated active Valid SID
3. Press the Delete button to delete the record

The user must enter the valid SID for the SID they are deleting. The active Valid SID is
the existing SID associated with the SID that is going to be deleted. At least one of the
four attributes (First name, Last name, Gender, and DoB) of the inactivated SID must
match one of the four attributes of the Valid SID input. If one of the four attributes do
not match the valid SID, the user will receive an error message. This edit check prevents
a user from entering any valid SID during the deletion process.
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o . Section
7 Administrator Functions

his section provides an overview of the functions

available to the Administrator to aid in maintaining the data within the system.
[ustrated are the SSID screen views along with the supporting information necessary to
perform the system functions. 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. This section will detail the Batch Process functions available for an
Administrator Role user.

If the user clicks on the Batch Process menu item on the SSID Home Page, the SSID
Batch Process sub-menu will be displayed. This sub-menu provides a user access to the
available Batch Process functions.
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7.1 Batch Process

The SSID Batch Process will facilitate:
e Mass assignment of unique Student Ids (SID),
e Updates to the student information, including the mandatory elements, and
» However, if the user desires to update the four mandatory elements, the
minimum required are the SID and at least one of the four mandatory
elements remaining in the original state.
e Validation of the Status of the SID (Active or Inactive) and retrieval of the active
SID for those that have been inactivated.

As a reminder, when updating student records through the Batch Process, the SID plus
the nine mandatory elements are required. If the user is associated with the Board of
Regents or Ohio Department of Job and Family Services (ODJFS), Department of Higher
Education (DHE), Department of Developmental Disabilities (DODD) or Ohio
Department of Health (ODH), only six mandatory elements are required. All of the
student elements may also be modified online, however, should only be updated after the
information is updated in the user’s Student Software System.

Existing Student Code

The Existing Student Code in the Batch Input File is used to indicate if the user presumes
that the student has already been enrolled in an Ohio public school and likely has an
existing SID. If the field contains ‘Y, the record will be used only to query for the SID
and the information will not be updated in the SSID application. This will assist SSID
users, such as those at JV Schools, from generating a new SID for that student when the
student information may be unreliable. The ‘Y’ records should be placed at the end of
each batch file if submitted with other ‘N’ records. This is to ensure that the ‘Y’ records
will be returned with SIDs in the event that the matching ‘N’ record is within the same
file.

If the Existing Student Code is null (the default will be ‘No’) or ‘N’, all nine mandatory
fields must be submitted, and the information will be updated in the SSID System, or a
new SID record may be created.

If the Existing Student Code field contains ‘B’, the system will only require six
mandatory elements (Last Name, First Name, Date of Birth, Gender, Ethnicity, and
Admission Reason Code) and the information will be updated in the SSID System or a
new SID record may be created. The ‘B’ code only may be used by the Board of
Regents.

If the Existing Student Code field contains ‘J’, the system will only require six mandatory
elements (Last Name, First Name, Date of Birth, Gender, Native Language, and
Admission Reason Code) and the information will be updated in the SSID System or a
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new SID record may be created. The ‘J’ code may only be used by Ohio Department of
Job and Family Services (ODJFS)

If the IRN in the header row contains ‘069617°, the system will only require six
mandatory elements (Last Name, First Name, Date of Birth, Gender, Ethnicity, and
Admission Reason Code) and the information will be updated in the SSID System or a
new SID record may be created. The IRN is associated with the Department of
Developmental Disabilities (DODD).

If the IRN in the header row contains ‘094714°, the system will only require six
mandatory elements (Last Name, First Name, Date of Birth, Gender, Ethnicity, and
Admission Reason Code) and the information will be updated in the SSID System or a
new SID record may be created. The IRN is associated with the Ohio Department of
Health (ODH).

Admission Reason Code

The Admission Reason Code in the Batch Input File is used to capture reason the district

is requesting an SID be issued for a newly enrolled student. Additionally, the code helps

minimize the creation of duplicate identifiers. If one of the following Admission Reason

Codes is provided and no matching records are found, no SID will be created:

e Admission Reason Code 6 - Transferred from another Ohio public/community school

e Admission Reason Code 7 - Not newly enrolled in this school district

e Admission Reason Code 9 — Student previously enrolled in an Ohio Early Childhood
(Pre-Preschool < 3 years of age) program administered by a state agency

e Admission Reason Code B — Ohio Student ID exists due to prior enrollment in Ohio
Early Childhood — 12 Education System

e Admission Reason Code C — ODHE student previously enrolled in an Ohio higher
education program

e Admission Reason Code D - Student 22 years or older

The user will be notified the Admission Reason provided indicates that the student should
have an existing SID.

The DHE users may only use Admission Reason Codes A, B, or C. The ODJFS, DODD,
and ODH users may only use Admission Reason Code 8 or 9. All other users may only
submit Admission Reason Code 1-9 as well as C. Admission Reason Code D will not
display to a non-ODEW user online and if submitted in batch the record will fail.
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Batch Processing

The batch process will first validate the identifying student attributes contained in the
Batch Input File. If all edit checks pass, the system will search for any existing records
that match the identifying attributes before creating a new SID. Based on the results of
this search, a code will be assigned to each record indicating the result of the batch
processing (Created SID, Modified, Invalid, etc.). The result codes are listed below
categorized by the processing type.

Result codes returned when requesting a SID

Conditions:
First Position of Header row is equal to null or ‘B’
Existing Student Code is equal to null, ‘N’, Y’, ‘B’, or °J’

e SIDisnull
Table 7-1: Result codes returned when requesting a SID
Result Code | Description Possible Reason for Outcome
A No Match Exists — New SID Attributes provided do not match
Assigned existing record.
B One Match Exists — SID Returned | Attributes provided match one
existing record.
C Multiple Matches Exist — New SID | Attributes provided match two or
Not Assigned more existing records and
uniqueness cannot be determined.
F Missing or Invalid Data One or more edit check failures.
P No Match Exists — SID Not Attributes provided do not match
Returned existing record for those records
with an Existing Student Code of
HY"'
R New SID not assigned — Invalid Attributes provided do not match

Admission Reason Code.

existing record; however,
Admission Reason Code
submitted (6, 7, 9, B, or C)
indicates an SID should exist.

Result codes returned when updating a SID record (SID provided in file)

Conditions:
First Position of Header row is equal to null or ‘B’
Existing Student Code is equal to null, ‘N’, ‘Y’, ‘B’, or ‘J’
SID is provided

Chivr
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Table 7-2: Result codes returned when updating a SID record (SID provided in file)

Result Code | Description Possible Reason for Qutcome

D SID and 4 attributes Do Not Exist | Attributes provided do not match
— No Records Updated existing record.

E One Match Exists — SID Record Attributes provided match one
Updated (optional only) existing record and optional

attributes are updated.

F Missing or Invalid Data One or more edit check failures.

Y Existing Student Code of Y —No | No update made for record with
records updated an Existing Student Code of “Y”

Result codes returned when validating a SID

Conditions:

e First Position of Header row is equal to ‘V’

e Existing Student Code is equal to null, ‘N’, °Y’, ‘B’, or ‘J’
e SID is provided

Table 7-3: Result codes returned when validating a SID

Result Code | Description Possible Reason for Qutcome
F Missing or Invalid Data One or more edit check failures.
G Submitted SID is invalid - SID submitted is invalid, but
Existing valid SID returned attributes match one existing
record and valid SID is returned
H Submitted SID is invalid - SID submitted is invalid,
Multiple matches exist and attributes provided match two or
existing valid SID not returned more existing records and
uniqueness cannot be determined
I Submitted SID is invalid — No SID submitted is invalid and
matches exist, and existing valid attributes do not match any
SID not returned existing records. No valid SID is
returned
M SID Inactive — Correct SID SID submitted is inactive and
Returned valid SID is returned.
N Attributes of the Valid SID do not | SID submitted is inactive and
match the Inactive SID valid SID exists; however, last
name, first name, date of birth or
gender in the file do not match the
attributes of the active (Valid
SID).

7]
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The SSID system will only allow Administrators and Application Security
Administrators to process Batch files. Each authorized user can submit as many Batch
files as desired. Also, the authorized user may consolidate the student information from
multiple Schools and Districts and submit one Batch file with all of the data to be
processed, which this method is preferred by the SSID application.

The Administrators will have the ability to send Batch files through the online batch
process using the SSL secured SSID website. Additionally, users may schedule batch
files to be transmitted through Secure FTP (SFTP).

A standard file format must be followed to import/export data to the batch process. The
input and output files should meet the following standards and requirements:
e File should conform to the order and data type of the file layout in Attachment 2
e Basic ASCII standard with a “.txt” extension
e The input and output files should follow the following file name formats:
» Input File Name Format:
ITC / School District + Date (yyyymmdd)
e.g. NWOCA20020603.txt
» Output File Name Format:
ITC / School District + Date (yyyymmdd) + Job ID
e.g. NWOCA20020603 JobID 100.txt
e Commas should separate fields within a record
e All fields containing data should be enclosed in quotes
e Blank fields should contain no white space and no quotes, but all fields should be
represented with a comma
e Records should be delimited by a carriage return
e Header Row should be only the first row of the input file and consist of:
» UserID
» DateTimeCreated
» SourceBuilding IRN
» SourceDistrict IRN
e Batch Output File will contain new SIDs assigned and the Result Code

The Batch Output File is returned with the same data that was provided plus any new or
returned SID’s and the Result Code for each record. This output file may not be in the
same order as the Batch Input File depending on if there are failed records. The reason
for this is that failed records with the Result Code of "F" are placed at the end of the file.

Header Row

The input file should contain a header as the first row of the ASCII batch input file. The
header row will have the same format as all of the other rows in the file; however, only
four of the fields will be populated with information. These four fields will be mandatory
to process the batch input file. The information provided should be for the User
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submitting the Batch Input File. For instance, the District IRN and the Building IRN
fields should be populated with the location of that user or that User’s primary
responsibility. This should be the same data that is initially collected when creating the
User’s Account profile for the SSID Application. The header row will contain the
following fields:

Table 7-4: Batch File Header Row

Position # |Field Mapping Header Field Example
1 SID Batch File Type “B” or “V”
2 FirstName UserID "JDoe001"
4 DoB DateTimeCreated "02/13/2002 04:18:31"
9 Building IRN SourceBuilding IRN  |"016436”
10 IRN CurrentDistrict [SourceDistrict IRN  |"050633"

The first position indicates the type of batch file being submitted. The first position is
optional and if left blank the value defaults to “B” for the normal batch processing and
assignment of SIDs. If the value of “V” is in the first position, the system will validate
the SIDs provided in the file and will return a result code indicating if the SID is valid or
if the SID is inactive, the associated active SID will be returned in the file.

The following is an example of a header row:

,"JDoe001",,"02/13/2002 04:18:31",,,,,"016436","050633",,,,,,.,1,15555555303535351555 <CR><LF>

Input File Example

The following is an example of two student records separated by a carriage return.

’Q’John”’Q’Doe”,,’O 1/0 1/1 997”’7,M”’7,0 1 22345 67”’7’Sharp7,”’Y””71 98’7’” 1 23”’9’ 1 229’,” 1 229’,”
3”7 ”ENG”,”W”,”Columbus”,”423231234,701/01/1999,,01/01/1999”*,”Robert”,”Johnn
y”,”Johnboy”,” Alexandria”,”Doe”,”Clint”,”Doe”,”123”,,” Anywhere”,”Rd”,,,”Columbus
””0OH”,7432321234”,”Franklin”,”USA”,”6145551234,761455543217,71€98223”<CR><
LF>
,Jane”,”Doe”,”01/01/1995”,°F”,7012237654”,”Sharp”,”N”,”198”,°123”,7122”,7122”,76
” ”ENG”,”W?”,”Columbus”,”423231234”,°01/01/2001”,°01/01/2001,01/01/2001”,”Ma
rie”,”Jane”,”JayJay”,” Alexandria”,”Doe”,”Clint”,”Doe”,”123”,,” Anywhere”,”Rd”,,,”Col
umbus”,”OH”,”432321234”,”Franklin”,”USA”,’6145551234”,°6145554321”,71€98532”
<CR><LF>
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Output File Example
The following is an example of two records separated by a carriage return.

“BB1234569”,”John”,”Doe”,”01/01/1997”,”"M”,”012234567”,”Sharp”,”Y”*,”198”,7123”,
?1227,°1227,°37,”ENG”,”W”,”Columbus”,”423231234”,°01/01/1999”,,°01/01/1999”,”R
obert”,”Johnny”,”Johnboy”,”Alexandria”,”Doe”,”Clint”,”Doe”,”123”,,” Anywhere”,”Rd”
., Columbus”,”OH”,”432321234”,”Franklin”,”USA”,’6145551234,76145554321”,”1e9
8223”7’ A”<CR><LF>
“AA1234144”,Jane”,”Doe”,”01/01/1995”,°F”,”012237654”,”Sharp”,”N”,”198”,7123”,”
1227,7122”,°6”,”ENG”,”W”,”Columbus”,”423231234”,701/01/2001”,”01/01/2001,”01/
01/20017,"Marie”,”Jane”,”JayJay”,” Alexandria”,”Doe”,”Clint”,”Doe”,”123”,,” Anywher
e”,”’Rd”,,,”Columbus”,”OH”,”432321234”,”Franklin”,”USA”,”6145551234,761455543
217,71€98532” ,”"B”’<CR><LF>

The process for submitting batch files online through the secured website or Secure FTP,
will be discussed in the following sections.

Prior to the Batch Job submission, the Administrator should review the data for following
edit checks:

e Research potentially duplicate records (run a query using First Name, Last Name,
Date of Birth, and Gender as a minimum and then adding optional attributes such
as SSN) before submitting them to the Batch file

e Check that all Mandatory fields are populated

e Ensure that Gender is “M” or “F”

e Provide the full Social Security Number for the initial load and do not include
dashes just the 9 digit number

e Look for Social Security Numbers that appear to be invalid (i.e., 000000000 or
999999999)

e Validate all lookup fields which include: Ethnicity, Native Language, Admission
Reason Code, Building IRNs, and District IRNs

e Ensure that all date data type fields contain data that are valid

e Validate that dates are less than the current date

o Verify that the Date of Birth is between a defined reasonable age range (ex.
between 0 and 30 years old)

e Remove all junk, dummy, or test data prior to creating the Batch file

e Strip quotes from all the data fields before adding quotes around data in the Batch
file
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7.1.1 Batch via Online

This section provides an overview of the online batch process. Illustrated are the SSID
screen views along with the supporting information necessary to perform the online batch
process functions. This section is separated into the three functions available for an
online batch process:

e Batch File Upload, and

e Batch File Download.

The user will have the ability to transfer Batch files with student information through a
user interface in the SSID web application. The user will upload the ASCII file with
student information via a web form and download the output file via a web form. The
input and output files will be encrypted utilizing SSL security during transmission.

If the user clicks on the Batch Process menu item, the Batch Process sub-menu will be
displayed. The sub-menus to the two functions will be displayed. These online batch

functions will be discussed in detail in the following three sections of the User Manual.

Below is an illustration of the Batch Process Sub-Menu.

Figure 7-1: Batch File Sub-Menu

G Lo SSID =5

Workforce

#Home QSearchSID ©CreatesiD EMaintainSID ~  MBatchProcess -  @Help - M8 Contact Support ~

Welcome to the Statewide Student ID System!

Your tool to create and navigate Ohio state students unique identification numbers.

7.1.1.1 Batch File Upload

Once the user clicks on the Batch File Upload sub-menu item, the SSID Batch File
Upload Screen will be displayed. This screen allows an authorized user to upload a batch
text data file for processing via a secure SSL connection.
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To upload a batch data file into the SSID system:
1. Press the Browse button
2. Select the “.txt” file that you wish to upload
3. Press the Upload button

Below is an illustration of the Batch File Upload Screen.
Figure 7-2: Batch File Upload

#* Home Q Search SID: Q Create SID Emaintain S - [ Batch Process - @ Help - B Contact Support ~

Batch File Upload

Upload Ale Name:

Chnose e Nofile chaser

If a file other than a “.txt” file is selected, the system will display an error message, and
the user must select a file with a “.txt” extension. Additionally, the system will validate
the format of the file to ensure that the correct number of fields is represented and there
are no extra quotes within the value of the field. If the file format is incorrect, the system
will display the error messages associated with the format problems. The user must
correct the errors prior to being allowed to upload the file to the system.

7.1.1.2 Batch File Download

Once the user clicks on the Batch File Download sub-menu item, the Batch File
Download Screen will be displayed. This screen allows an authorized user to download
an output batch text data file processed by the SSID application.

Any Administrator with the same District IRN as the Administrator that uploaded a
particular batch input data file would be allowed to download the associated Batch

Output file.

Below is an illustration of the Batch File Download Screen.
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Figure 7-3: Batch File Download Screen

4 Home Q,Search SID OcCreatesiD  EMaintainSI ~  EBawchProcess =  @Help ~ = Contact Support ~

Batch File Download

Test_2020_07.txt 3 811472020 8:44:27 AM

BatchFileTest_2020_01.txt 5/8/2020 1:08:37 PM

O+ Log Off

7.1.1.3 Batch via SFTP

The users will also have the ability to transfer Batch files through Secure FTP (SFTP).
Before a user may access the IBM SFTP site, IBM must create a user home directory and
user account information as well as open up access to the site for the designated user [P

address.

The user will push a Batch file to the IBM SFTP site in the designated entity home
directory. A job will run on the system to check the IBM SFTP site for new files. The
process will run initial file format and header checks. If the file format or header is
incorrect, the job will create an error file named filename_Error.txt and will place the file

in the “export” subdirectory under the designated entity home directory.

If the header and file format are valid, the file will be added into the queue and will be
processed through the normal batch process. At the end of the batch process the file will
be put back on the IBM SFTP server at the proper home directory for that user in the
“export” subdirectory, the output file name will be named xxx JOBIDnnnn.txt where xxx
is the original file name and nnnn is the batch job id that processed the file. It is the
responsibility of the user to pull down the file from the IBM SFTP server for local
processing. A copy of the original file will be placed in the sub directory “complete”

under the user home directory.
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Section

8 Help

his section provides an overview of the Help functions

available to a user to aid in using the system. Illustrated are the SSID screen views along
with the supporting information necessary to perform the system functions.

This section is separated into the three Help functions available for a user:
e SSID Point of Contacts (POCs)
e SSID Users, and
e Help Documents.

If the user clicks on the Help menu item on the SSID Home Page, the Help sub-menu will
be displayed. This sub-menu provides a user access to the available help functions.

Below is an illustration of the SSID Help Sub-Menu.

Figure 8-1: SSID Help Sub-Menu

571 Department of Statewide
W Education & S S m Student
<  Workforce Identifier System

#Home QSearchSID OCreateSD  EHMaintainSID ~  WBatchProcess ~  @Help ~ MR Contact Support ~

SSID Point of Contacts (POCs)
SSID Users

Welcome to the Statewide Student ID System!

Your tool to create and navigate Ohio state students unique identification numbers.

71 Department of
C6 ¥ Education & 62
"  Workforce




Statewide Student Identifier (SSID) System

Statewide User Manual

Version 10.1

8.1 SSID Point of Contacts (POCs)

If the user clicks on the SSID Point of Contacts (POCs) sub-menu item, the SSID Point
of Contacts (POCs) Screen will be displayed. This screen allows an authorized user to
find the Point of Contact for a District or IRN. The POC has such high-level
responsibilities as:
e Delivering Batch File data for their ITC or School District(s) they are responsible
for servicing.
e Providing SSID User Account information for their ITC or School District(s) they
are responsible for servicing.
e Providing Tier-1 Help Desk Support
e Submitting questions related to the SSID functionality to IBM and distribute the
answers to the appropriate party.

Below is an illustration of the SSID Point of Contacts (POCs) Screen.

Figure 8-2: SSID Point of Contacts (POCs) Screen

# Home Q, Search SID O Create SID & Malntzin SID ~ W Batch Process = @ Help ~ B Comact Support ~ @ Log Off

SSID Point of Contacts (POCs)

I ~\
Flrst Name: Last Name: District IRM:
=s
\:mb Last ’P 58 rerord(s)
Email Address District IRN
Clana Fzblan ACCESS rabian@ accass-k1Z.arg 085563
Bonnig Marchester ACCESS Manchestzn@access-ki2.0m 036662
Becky Sabing ACCESS sabinngascess-k 2 org 035563
Jarn Rlllard Akron City Jmillardi@akron k12 oh.us 012488
Adnsnna hoel Clevaland Municiaal Schocls Adrignne Noali@omsdnat net 043786
Jay Younglzss Clevaland Municizal Schocls javyoungless@em sdnet.net 043786
Lindz Flalscher Columsus Clty e schan@ea umous k12 oh.us 013802
Guinnig Conger HICCA Guinniag@mail hecans: ong 095863
Jerty Fiy AR jestylac g AREAT T
IWary Knizety LACA mknicelyigilaca.org 1E69T1
. J/
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8.2 SSID Users

If the user clicks on the SSID Users sub-menu item, the SSID Users Screen will be
displayed. This screen allows an authorized user to find contact information for a user by
District or Building IRN.

Below is an illustration of the SSID Users Screen.

Figure 8-3: SSID Users Screen

A Home QSearchSID  @CreatsSID  EMaintsinSD -  MBatchPracess - @Help - [ Contact Support =

SSID Users
("~ First Hame: Last Nama: District IRN: m -‘\
Clear
Next b, Last ’ > 2466 record(s)

First Name Last Nama Email Addrass District IRN Building IRN
Rugars Matliayen s Fntger sEUsasacaemiEs Lom
Timoihy Wuiiheop TWuleop@wellinglon.«12.0n us
Kristiz Chandler kristicchandleri@sismail net 000026 000025
EBzrbara Sbrignt barb ebr ghtgtps org 000 25 000125
Christian ALbry chriztian.aubry@ips.org 000130 000132
Tracey Danelski tracey.danielskig phoenixoledo arg 000130 0001371
Elzabat Spesiman 12 5peaIMan @ pioenixonds.org SRR [ESRN]
SLe Rose Qoa_SIE@nwoca.on o0 000131
Jessica Ardrews jandrews@hertageacadomics com 20130 000139
Argela CuMas adumasid herilegeacademizs.com 200139 0oe139
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8.3 Help Documents

If the user clicks on the Help Documents sub-menu item, the SSID Help Documents
Screen will be displayed. This screen provides links to the following user
documentation:

e SSID FAQs

e SSID File Format Layout

e SSID Help Desk Functionality User Guide, and

e SSID Users Manual.

Below is an illustration of the SSID Help Documents Screen.
Figure 8-4: SSID Help Documents Screen

& Home Qi Search S0 @ Create SID EMaintain SID - W Batch Process = @Help - MR Contact Support ~

SSID Help Documents

* 551D FAQS
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* 55D User Manual
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9 Other Functions

he SSID application provides users with additional

functions in the SSID system, including contacting SSID support and Student

Section

Interoperability Framework (SIF). These System Functions are described in further detail

below.
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9.1 SSID Help Desk Support

The Help Desk functionality enables the support desk to receive, process, and respond to
service requests from SSID system users. This Functionality is carried out by a powerful
ticket-management platform that allows better and secured conversations between the
help desk and users.

Users can access the Help Desk Functionality from the Contact Support tab on the main
menu in SSID system. Access to the Contact Support menu and functionality is only
available to authorized users.

If the user clicks on the Contact Support menu on the SSID Home Page, the Contact
Support sub-menu will be displayed. This sub-menu provides a user access to the
following functions:

e Create New Ticket, and

e Edit/ Search Tickets.

Below is an illustration of the SSID Contact Support Sub-Menu.

Figure 9-1: SSID Contact Support Screen
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# Home Q Search SID OCreateSID [ Maintain SID ~ [ Batch Process ~

Welcome to the Statewide Student ID System!

Your tool to create and navigate Ohio state students unique identification numbers.
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Refer to the SSID Help Desk Functionality User Guide for more information.
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9.2 Schools Interoperability Framework (SIF)

SIF helps to facilitates School Districts with obtaining students’ SSIDs from the State’s
SSID System and then updates the local student information system (SIS). This is done
automatically as students are added to the district or school SIS.

The local Student Information System will make a request for a State ID from the SSID
system through the SIF technology configured at the ITC. The student information will
be passed to the SSID system via SIF. The SSID system will then execute the matching
logic and attempt to locate and SSID for the student. If no match exists, and the criteria
are met, a new SSID will be assigned. If the system locates one exact match, the SSID
will be returned. After the SSID has been assigned or located, the SSID is passed back
and added to the local student information system.

If the system was not able to determine a unique match or another error exists, the SSID
system will pass a message through SIF to the School District. The user must then go to
the SSID website to resolve the potential match as they would for the batch process.
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