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A.

C.

D.

Introduction

Purpose of this Document

This guide describes how to use the South Carolina Department of Education’s (SCDE)
Student Unique Numbering System (SUNS) to manually upload record batches to the
SUNS application. SUNS is designed to assign and maintain unique statewide person
identifiers (also referred to as “SUNS numbers”). The term “person” is inclusive of
Students, Staff Members, and other Person categories.

This guide has been created using the eScholar User Guide for Unig-ID® Version 11 for
guidance and, unless otherwise noted, all screenshots are copyrights of eScholar LLC
© 2020 All Rights Reserved by eScholar LLC and were produced using demonstration
data.

Points of Contact

For questions or issues, please use the following contact information:

e Logins—
1. Ifanaccountis needed - see Logging into SUNS - Create an Account
2. If apassword is forgotten —see Logging into SUNS - Forgot Password
e Support-see Appendix G — Creating a SUNS e-Services Ticket

Requirements

e Excel
e Notepad

Version Control

Version # | Date Changes
8.0 11/21/2025 Updated to be consistent with Agency branding
7.0 05/21/2024 Restructured User Guide to move Create a Batch from Appendix F to

be the first part of the guide.

Updated Using the SUNS Application Section B Search > Batch for
clarity.

Updated Appendix F to be only the reversing the batch creation
process

Updated Appendix G — Creating an eSupport ticket to include
instructions on submitting an eSupport request via email.

6.0 03/02/2023 Removed sample SSN data and updated with new administration
rules for report templates.

5.0 09/29/2022 Updated Introduction A to specify that this guide is for users who are
manually uploading batches to SUNS.
Updated Section C Steps 3 and 4 for clarity

Updated some of the process flow in Appendix F for clarity

SUNS User Guide ID Assignment Process Page 1
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Version # | Date Changes

4.0 01/05/2022 Updated Using the SUNS System Section B added info re: what to do
with the search batch results under search batch.

Updated Appendix A—Added Upper and Lower Near Match
Thresholds definition

Updated Appendix E - Header Layout table for clarity.

Updated Appendix F — Added Requirements section and included
notes and tips. Added Alternate Last name in Detail Layout. Added
Batch Indicator to Header Layout. Added Section E Reversing the
Batch Creation Process

Added Appendix H - SUNS Matching Logic

3.0 10/27/2021 Updated Appendix F to include batch downloads.
Updated Appendix G due to changes in the eServices system.
2.0 09/20/2021 Reviewed and edited based on test server set-up and batch testing.
1.0 07/27/2020 Original document
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A.

Create a Batch File

Introduction

The foundation for anyone manually assigning SUNS numbers using the SUNS
application is creating a batch file that follows the Batch File Format v3.0 template.
(See Appendix E - Batch File Format v3.0 for details about each field.)

A Master Batch template has been created in Excel for use in creating the batches used
to upload into the SUNS system. The template workbook consists of three tabs -
Details, Header, and Trailer.

B. Requirements

e Excel

e Notepad.

C. Complete the Detail tab

A batch will consist of all records for a single District/School (County/Facility). The

Detail tab is where users will enter multiple records for the selected District/School

(County/Facility) combination.

1. Openthe Master Batch Template file and use File > Save As to save it with a new
name. It will be beneficial to each agency to come up with a method of tracking their
batches. An example would be to use a combination of District/Agency Code,
Source, and Date but not mandatory.

Example:
= District/County Code = 0195
= Source =FSPS
= Date=12/02/2020
Filename would be 0195FSPSBatch20201202
File name: | 0193F5P520201202
Save as type: | Excel Workbook

2. Enter datainto the following fields in the file just created. All fields listed are

mandatory unless only marked with Used for matching, if available.
NOTE: The template was saved with the Detail columns that are not required hidden
for ease of use.
e Record Type — Required; Type code to use is ID
e Building (School/Facility) - Required
SUNS User Guide ID Assignment Process Page 3
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e Resident Location (Resident District/Agency Code) — Required

e Last Name - Required and used for matching

e First Name - Required and used for matching

e Middle Name - Used for matching, if available

e Gender-Required and used for matching; Gender codes to use are:

M = Male
F = Female

e Date of Birth - Required and used for matching; MM/DD/YYYY.

NOTE: The template is set up with a custom date format; if Excel is
automatically truncating the YYYY to YY reformat the field with the Custom
setting of MM/DD/YYYY.

e Grade - Required; Code to use is PK
e LocalPersonID - Required
e Social Security Number — Used for matching if available

e Race-Required; Race codes to use are -

W -White

B - Black

A - Asian

I — Native American

H - Hawaiian, Pacific Islander

e Location (District) - Required

e EnrollmentYear (School Year) — Required; YYYY

e Alternate Last Name - Used for matching if available
e Ethnicity Indicator (Hispanic) — Required

01 =Yes
02= No

e Submission Purpose — Required; Purpose Code to use is 001 — Assignment
e Person Type — Required; Type code touseis 01 =EC

e Active/lnactive Indicator — Required and used for matching; Indicator codes to
use are -

0 =Inactive
1 =Active

SUNS User Guide ID Assignment Process Page 4
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3. Double checkthat all required fields are completed and that the correct data has

been entered.

Detail Record Layout matching matching matchingif available  matching matching
Record  Building ResidentLocation LastName  FirstName  Middle Name Gender Date of Birth  Grade Local
Type (School})  (Resident District) Person ID
required required required required required required required required required
Type = 1D M = Male MM/DD/YYYY EC Grade = PK
F = Female
1D 101 0195 Alexander  Jamil M 05/12/2017 PK 39078
matching if available
Social Security Mo. Race Location EnrollmentYear Ethnicity Submission Person  Active/Inactive
(District) (School Year) Indicator  Purpose Type Indicator

reguired required required required required required required

W -white Hispanic 001 — Assignment 01 =EC 0 = inactive

B - black 01 =Yes 1= Active

A - asian 02= No

I - native american

H - hawaiian, pacific islander

B 0195 2021 02 001 01 1

4. Save thefile.

D. Complete Header tab

The Header record will be the first record when creating the batch file but it needs to be
completed on the Header tab first. Do not do this step until Step A - Complete the
Detail tab has been completed and the user is ready to create the batch file for

uploading.

1. Ifthe Detail tab has been completed and ready to file, click on the Header tab.

2. Several of the columns have been pre-filled, complete the columns that are not by
following the requirements.

NOTE: The template may have been saved with the Header columns that are not

required hidden for ease of use. You must unhide them before saving as a CSV file.

e Record Type — Required must be TH so it is pre-filled

e Extract Date — Required; use date format mm/dd/yyyy. NOTE: The template is set
up with a custom date format; if Excel is automatically truncating the YYYY to YY
reformat the field with the Custom setting of mm/dd/yyyy

e Extract Time — Required; use time format hh:mm:ss. NOTE: The template is set
up with a custom time format; if Excel is automatically adding an AM, reformat
the field with the Custom setting of hh:mm:ss

e Transmission ID - Required; this number can be utilized by the submitter for

auditing as an identifier for the submission. As an example, the transmission ID

SUNS User Guide ID Assignment Process
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could be 1010195 which is a combination of the facility/building # of 101 and the
district/agency # of 0195

e Version - Required; 3.0 for this template.

e Delimiter— Required; delimiter=0X2C (this is the hex code for a comma since we
will be saving this as a CSV file.

e Source Name - Required; source=

e Batch Indicator — Required only if using Automatic Feed and submitting multiple
schools or districts; batch_indicator=M. Not required when loading batches
manually.

3. Double checkthat all required fields are completed and that the correct data has
been entered.

Header Record Layout
Record Type Extract Date Extract Time Transmission ID  Version Delimiter Source Name  Text Qualifier Batch Indicator
required required required reguired required required required not required; not required uniess
must be TH MM/DDAYYYY hh:mm:ss FSPS for First Steps  gualifier= Automatic File
Private School Processing is used
FSCP for First Steps Batch Indicator
County Partner must=M [f multiple
district or school codes
are used.
batch_indicator=
TH 3.0 delimiter=0X2C source= batch_indicator=M

4. Save thefile.

E. Complete Trailer Tab

The Trailer record will be the last record when creating the batch file but it needs to be
completed on the Trailer tab first.

NOTE: Do not do this step until Step A - Complete the Detail tab and Step B— Complete
the Header tab have been completed and the user is ready to create the batch file for
uploading.

1. Ifthe Detail and Header tabs have been completed and ready to file, click on the
Trailer tab.

2. Complete the following fields:

e Record Type — Required: must be TT so it is pre-filled

e Transmission ID — Required; must be the same Transmission ID as entered on
the Header tab. For this example, the Transmission ID on the Header tab is
1010195 so the Transmission ID on the Trailer tab would be 1010195.

e Number of Records — Required; enter the number of records being uploaded
with the batch. This number should include the Header row and the Trailer row
in the count.

SUNS User Guide ID Assignment Process Page 6
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Example: 13 student records being uploaded plus a Header row and a Trailer
row would be 15 records.

Double check that all required fields are completed and that the correct data has
been entered.

Trailer Record Layout

Record Type Transmission ID
required required
TT 1010195

Number of Records
required
15

4. Save thefile.

F. Creatingthe Batch File

The batch file is created from the Excel spreadsheet by converting the Excel
spreadsheet into a Comma Separated Value (CSV) file. A CSV file is a delimited text file
that uses a comma to separate values. Each line of the file is a data record. Each
record consists of one or more fields, separated by commas. Creating the batch as a
CSV file allows the SUNS system to read the file when it is uploaded.

1. Delete rows 1-3 on the Details tab by highlighting the rows and clicking Delete.

A B L D E F H J K L

1 |Detail Record Layout hir i hing if hir hir matching if ay

Record Building Residentlocation LastName First Name Middle Name Gender Date of Birth Grade Local Social Secur
2 |Type (School)  (Resident District) Person ID

gl i f required required q q f
Type = 1D M = Male EC Grode = PK
F = Female

3
4 |ID 101 | 0195 Alexander Jamil M 05/12/17 PK 39078

Note: Depending on preference, a user could add the Header and Trailer rows here

and then proceed to Step 2.

2. Save the file as a CSV file by selecting CSV (Comma Delimited) from the Save as

type dropdown.

File name:

Save as type:

1010195F5P5Batch20201202

C5V (Comma delimited)

Authors:  Vidal, Adriana Tags:

» Hide Folders

Add a tag

Cancel

Tools = Save

3. Onsave, Excel will show a warning pop-up Click OK because only the Details tab

needs to be saved as a CSV file.

SUNS User Guide ID Assignment Process
November 2025
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Microsoft Excel

! + To save only the active sheet, click OK,
+To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets,

Cancel

The selected file type does not support workbooks that contain multiple sheets.

4. Asecondwarning will pop-up —click Yes

Microsoft Excel

Do you want to keep using that format?

Yes Mo

o Some features in your workbook might be lost if you save it as C5V [Comma delimited).

Help

pod

Note: You may have to go through the save process more than once.

5. Re-open the Excel document after creating the CSV file to have access to the
Header and Footer data unless the option of adding them to the CSV file was used.

6. Create a.txt file from the .csvfile. There are two methods of doing this:

a. Open Notepad and click File > Open.

MJ Untitled - Motepad

File Edit Format View Help
Mew Ctrl+N
New Window Ctrl+5Shift+MN
Open... Ctrl+Q
Save Ctrl+5
Save As... Ctrl+Shift+5
Page Setup...
Print... Ctrl+P
Exit

i. Nexttothe Filename field, change Text Documents (*.txt) to All Files using

SUNS User Guide ID Assignment Process

the dropdown.

= Publc (WsTprdfe
== shared (\s1prdf

= sasent (\imsfs0d

File name:

Encoding: | Auto-Detect

| | Text Documents (*txt) v
|| |

Text Documents (*.txt) |

Find the CSV file just saved and openit.

November 2025
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File name: | 1010195FSPSTrainingFullBatch v| All Files

Encoding: | Auto-Detect ~ Cancel

Converting the Excel file to a CSV file adds commas between each column
including all the hidden columns so the Notepad file should look like the
example below.

mj *1010195F5P5Batch20201202 - Notepad — O .

File Edit Format View Help
lID,lEii,E]lEaS,ﬁlexander‘, Jamil,,,M,85/12/2017,PK,39878,,B8,,8195, ~

2821!1JJJJJJJJJJJJJEEJJJJJJJJJJJJJJJJJJJJJJJJEE1181!11JJJJJJJ

FRXXRRRIRRIINRRRIRRRDNDRD

1D,101,0195,Martinez,Rosamond, , ,F,05/26/2016,PK, 39089, ,W, 019
51282111J1JJ1J1JJ1J1Jall1J1JJJJ1J1JJ11131311113881181]1111311

FRYIRRRFIRRIIRNRIBIRIRRIRNIRIRD

ID,181,8195,Bouvier,Dorcas
JJJFJBEIIEIEBI?JPKJSBESEJijJBlgSJzazlJJJJJJJJJJJJJJJBEJJJJJJ

JJJJJJJJJJJJJJJJJJaallalllljJJJJJJJJJJJJJJJJJJJJJJJJJJJJ

b. Alternatively, right click the filename in File Explorer and select Open with >

Notepad
Open
Print i O X
Edit ®
©) Share with Skype
1 pen ~ I Select all
o x | ) Convert to Adobe PDF =2
it Select none
Copy  Delete R Ea] Create and Share Adobe PDF =
to~ - story 57 Invert selection
Organize £ Scan with Microsoft Defender... Select
& Share
Home) (H:) » SLC .
) (H) Open with > Excel 2016
Name Restore previous versions 1| Notepad
=
202110 Bat|  Sendto ) {0 WordPed
202110 Batc¢ Cut [+] Search the Microsoft Store
2021110 Ba Copy Choose another app
Draft Data FITE ToTder
Successfully Sl File folder
@-| Appendix F et | Microsoft Word D...
@' Day 2 Traini Rename Microsoft Word D... 2 KB
@ First Steps U Properties 1 Microsoft Word D... 13KB
£l | FSDay3Createsarcry T TZrZoZT oI an Microsoft Excel C... 2KB
'] FSDay3CreateBatch 11/12/2021 9:41 AM Microsoft Excel W... 29KB

As mentioned above in Step 6a, converting the Excel file to a CSV file adds
commas between each column including all the hidden columns so the
Notepad file should look like the example in Gaii.

SUNS User Guide ID Assignment Process Page 9
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7. Addthe Header datain.
a. Putthe cursor next to the first record and click enter to make space.
b. Typeinthe datain each column with a space in between each.
In the example below, the following is entered:

TH 12/02/2020 10:48:00 1010195 3.0 delimiter=0X2C source=Default

MJ *1010195F5P5Batch20210210 - Notepad — O

File Edit Format View Help
TH 12/2/20260 10:48:80 1018195 3.8 delimiter=0X2C source=Default
ID,181,8185,Alexander,Jamil, , ,M,085/12/2017 ,PK,39078, ,B,,0195,2021, ,,,,,55235252382,55133

JJJJJJJJJJJJJJJJJJBBl,Bl,iJJJJJJJJJJJJJJJJJJJJJ

8. Add the Trailer datain.
a. Scrollto the bottom of the list of records.
b. Typeinthe datain each column with a space in between each.
In the example below, the following is entered:

TT 1010195 15

ID,101,8195, Jones, Cherry, , ,F,11/15/2016,PK,39072, ,W, ,8195,2021, ,, ., 1222252229251 252222

3]3]3]JEJ3]3]3]861]811113]3]3]3]3]3]13]3]3]3

TT 181155 15

Ln 15, Col 14 100%  Windows (CRLF) UTF-8

9. Click File > Save As to save the file as a .txt file to be used when uploading the batch
to the SUNS system. Note: Add .txt to the end of the filename.

ZIN O N1 010195F5P5Bat ch20201202) e |
Save as type: | Text Documents ("ixt) ~
~ Hide Folders Encoding: |UTF-& w Cancel

Note: File naming and saving conventions are up to a user’s preference.

To learn how to reverse a batch from text to CSV and Excel, see Appendix F - Reversing the
Batch Creation Process

SUNS User Guide ID Assignment Process Page 10
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A. Header

SUNS Features

In addition to the Main Menu, the page Header also includes the following:

1. Application Name - displayed on every page next to the Main Menu link.

2. Page Name - The Page Name is displayed on every page under the Main Menu link

and the Application Name.

3. CurrentLocation - The user’s location will always be displayed in the top right hand
corner of every page, above the Help (?) icon.

4. Help - The Help (?) icon will always be displayed in the top right hand corner of every
page, under the Current Location, if the page has help content available.

I = SUNSID << Application Name

<< Page Name

User Name, Current Location >>

$C_dhsirict, Disiriot 1

B. Main Menu

The main menu contains links that allow users to access SUNS features. The menu
options are based on system roles and assigned privileges. Some of the menu items
described throughout this manual may not be available for all users. It can be
accessed by clicking the 3 horizontal lines next to the Application Name on every

screen.

ASSIGN MORE

DOWNLOAD
Batc

SEARCH
Bat

Student

ENROLLMENT EVENT

STATE ID HOME

SUNS User Guide ID Assignment Process
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NOTE: Users should not use the REFRESH, BACK, or FORWARD browser buttons with
SUNS. There are links on every page directing users to other screens and the Main
Menu is available on every screen as well.

1. Assign-accessed through the Main Menu and used to enter a single submission or
upload a batch.

a. Enter Online - provides users the ability to input the information for one person
at atime online and assign an ID.

b. Upload File - allows users to upload a Person Batch File into SUNS for ID
assignment.

2. Download - accessed through the Main Menu used for downloading various types
of output files.

a. Batch - provides users with the ability to extract and download seven different
types of output files from SUNS:

e |Ds Assigned

e Errorsto Fix

e Near Matches/Duplicates to Resolve
e Canceled

e Rejected

e Fixed Records

e Near Match Details

b. Location - provides users with the ability to download person records for a
specific location and allows the user to select options during the download
process. These options include the field delimiter, field qualifier, date format,
and whether or not to include the header/footer.

3. Search

a. Person - allows a userto search for person records through an online interface.
This function can be used to verify the details of a person already in SUNS.

b. Batch - allows a user to search for person records with a batch file.

4. Enrollment Event - An enrollment occurs when students start new programs or
have a significant change in cohort identificationi.e., a grade-level change

5. Change District — Multi-district users need to change the district before each
upload.

SUNS User Guide ID Assignment Process Page 12
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6. Log Out - allows users to log out of the application. By using the Log Out link, all
sessions for the user are closed.

C. Home Page

Once a user successfully logs into SUNS, the Home Page will be displayed. The Home
Page is also accessible from every page by clicking the “Main Menu” icon, and then
selecting the “<< Back to Home” link at the top.

= SUNSID SC_district, District 1

District 1 0009] hd

All hd All hd 12142019 E 06/12/2020 E Upload Date Desc hd FILTER RESULTS

06/04/2020 13:52 Edit 595 0009 0000 P35 ID(s) Assigned 1of1 | DOWNLOAD SUNSID |
06/04/2020 10:11 Edit 995 0009 0000 PS ID(s) Assigned. 1of1 | DOWNLOAD SUNSID |
05/28/2020 09:26 File 993 0009 0000 SIS Batch does not contain any records to process 0Dof1

05/27/2020 15:02 File 989 0009 0000 PS ID(s) Assigned. 10f1 | DOWNLOAD SUNSID |
05/26/2020 12:16 File ags 000e 0000 PS MNear Matches / Duplicates Found 10of1
05/26/2020 11:36 File 984 0009 0000 PS ID(s) Assigned. 10of1 | DOWNLOAD SUNSID |
05/26/2020 11:28 File as3 0009 0000 Ps Mear Matches / Duplicates Found 10of1

The Home Page allows users to:

1. View Previously Submitted Batches - The bottom section of the Home Page
provides users with a list of submissions to SUNS that have been uploaded via a
batch file, entered online, submitted using SIF or Web Services, edited online, or
were processed via Automatic File Processing (AFP). This list displays the following
columns:

e Upload Date — the date and time the file was uploaded

e Submission Type — Displays the type of submission. (i.e., Online or Web
services)

e Batch Info - Batch Number as a hyperlink
e District - District/County code
e School-School/Facility code as a hyperlink
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e Source System - Selected by the User when using the Advanced Upload feature.
If Basic is used, there is a system default configured in the source system table
by an admin.

e Status - Any Status messages will be displayed here

e Record Count-for a successful batch upload it will display the total number of
records (i.e., 22 of 22). An unsuccessful batch will show the number of
unsuccessful records in the batch (i.e., 2 of 22)

e Next Action —displays a button to take the User to the next step to be
completed.

The Results only display batches the user has access to for their current location.
The button in the Next Action column allows the user to continue where they left off
in the ID assignment process. Each action correlates to a step in the ID Assignment
process.

NOTE: The status column always displays the current status of the batch being
processed and guides the user to the next action to be performed. The NEXT
ACTION column has a button that enables the user to initiate the next action. For
AFP batches there will be no Fix Errors Next Action button. These batches will
include Resolve Near Matches and Download IDs.

2. Filter Batches - Users have the ability to narrow down the batch list by utilizing the
batch filters.

SUNSID SC_district, District 1

District 1] 0009 ] A

Al v Al v 1211412019 =) 06/1212020 =) Upload Date Desc v FILTER RESULTS

The Home page includes the following filters:

a. LEA/County: The application will display all of the LEAs/Counties that a user
has access to so that the page can be filtered by a specific district/county.

b. School/Facility: A school/facility code for the selected district/county can be
entered to filter by district/county and school/facility.

c. Batch Number: Entering a Batch ID in the filter allows users to view and work on
a specific batch, independent of the other filter options. This Batch ID is unique
to the batch and can be used for finding a batch.
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d. Submission Type: The options are All, File, Online, SLF, Edit, WebService, and
Automation.

e. Processing Stage: The options are All, Validate Data, Fix Errors, Assign State ID,
Resolve Near Matches, Download State ID, Canceled, Validation in Progress,
Assignment in Progress, Continue Validation, or Continue Assignment.

f. Submission Date: Expects valid date ranges.
g. Sort: Users can sort by Upload Date, Batch Number, or Batch Status.

NOTE: Searching for a specific Batch using the Batch Number filter will ignore all
other filter options.

3. Results from Filtering - The application displays the following possible results
after filtering.

a. Found Batch - If the application finds a matching batch, the application will
display the page listing only that batch in the Batch List.

b. No Batch Found - If the application cannot find the batch the user specifies, the
application will display a message stating that no batches were found.

c. User Not Authorized - If the user enters a Batch ID and the application finds the
batch the user specifies but the user does not have the appropriate rights to
view the batch, the application will display a message stating the user is not
authorized to view the batch.

d. Multiple District/Counties - For those users who have access to more than one
district, entering the Batch Number to find a specific batch has an additional
feature. If the batch number submitted is for a district other than the user’s
current district and the user has access to that other district, the application will
display a message stating that the user should change their current district
setting.

Example: The useris searching for a batch in another district/county. If that user
is authorized to access that other district/county, they will get a message that
states — “Click here to change your current district/county to: (district/county
the batchisin) and go to batch: (batch number being searched for)”. Users can
switch to that other district/county automatically by clicking on the here link in
the message. Upon doing so, the application will change the user’s district and
also display the batch list for that district.

4. Next Action Buttons - These buttons walk a user through the steps of the ID
Assignment process. They will each display the next step to be completed for the
particular batch and will navigate the user to the page that needs to be completed.
The steps include the following:
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e Submitting a batch

o Validating the data

e Fixing data errors

e AssigningIDs

e Resolving near matches/matches
e Downloading IDs.

NOTE: SUNS contains many pages that display lists of items. All lists are page
loaded and may not show all records on one page. Users can navigate to other
pages in alist using the FIRST, PREV, NEXT, and LAST buttons on the bottom of each
list.

Using the SUNS System

A. Logginginto SUNS

To access the SUNS System, users must first log in to the SCDE Member Center

1. Gotothe SCDE website and click Login on the right side of the top Navigation bar.

oa Adobe Acrobat [ DEMS & ECDGWG O\ GowdA - SCDOE & MyDrve g SCDEeSupport 8 Work Drive @@ SCDE = intranet » [ AW EBookmari:
Home About Data& Reports StateBoardof Education Newsroom Contact Selact Language VI Login I
) SOUTH CAROLINA
= DEPARTMENT OF EDUCATION Districts & Schools  Educators = Family & Community ~

2. This opens the Application Web Portal page. Use the login information provided to
log in to the Member Center and access the SUNS application.

®

Application Web Portal

Username

Password

| |

Forgot your password? Reset it

Don't have an account? Create it
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a. Create an Account - User information is gathered for Early Childhood partners
prior to training and accounts will be created after training has been completed
and trainees are given their certificates.

b. Lost Password - If the password provided is forgotten or lost, click the Reset It
link next to “Forgot your password?”

3. Once logged on, all available applications and resources will be listed. Locate the
SUNS link and click it to open the SUNS login page.

LOGIN TO YOUR ACCOUNT

Enter a valid Login ID/Password to continue

4. Enter assigned Login ID
5. Enter assigned Password
6. Click the Login button to go to the Home Page

B. Search > Batch

Batch Search can be used to find potential matches without creating a new ID when
there are no matches. It enables a user to pre-run a file that will be uploaded through
the file upload/matching process or do a more general person search without assigning
anID. Forinstance, a user may want to match assessment data to IDs without creating
new IDs.

1. Batch Search - The Batch Search feature requires that a batch file is uploaded into
the application. The format/structure of the search file is exactly the same as the
Person Batch File format, but not all fields are required. Batch Search includes
Basic and Advanced search capability, along with the ability to extract and
download the results.
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STATE ID HOME

<< Back to Home

ASSIGN MORE
Enter Online a. Change District
Upload File

DOWNLOAD
Batch

Location
SEARCH
Batch b.

Student

a. IfaUserhas more than one District/Agency assigned to them, they will need to
click Change District to select the district/agency being searched before doing
anything else.

b. Click the Search > Batch link on the Main Menu.

c. Clickthe Upload Batch File button.

UFLOALD BATCOH FILE EXTRALCT & DOWNLOAD BATCH

d. Use the Basic tab, since the batch file created includes a header record, person
details, and a trailer record. The input file header record defines the extraction
date, import type and other file information. More details on the specific file
requirements can be found in the File Format document (See Appendix E — Batch
File Format v3.0)

BASIC ~ ADVANCED

File to Upload ~ Choose File

UPLOAD

e. Browse for the file and open it so that it shows in the Browse field.
f. Click the Upload button.
i. The application will analyze the batch information and display any file errors.

ii. If abatch erroris found during the processing, the user should correct the
file and then click the Upload New File button to submit the revised file.
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g. Afterclicking Upload, the application will go back to the batch search page. The
top record will be the batch that was just uploaded. The display shows:

i. Date: The date and time the batch was uploaded.

ii. Submission Type: This will always be Search when you are searching a
batch

iii. Batch Info: The number assigned to this batch by the system

iv. District: The District or Agency code
V. School: The School or Facility code
vi. Source System: The Source code

vii. Status: File Uploaded. Begin Validation Stage

viii. Record Count: This will display how many records of the records
uploaded are being validated. For example, 4 of 4

iX. Next Action button: Validate.

h. Inthe Next Action column, click the Validate button to validate the data
included in the batch search submission. At this point the application is
validating all the records to make sure there are no fatal errors or near matches.
The Display will show a different status — Search Validation is in progress.
Record Count will state In Progress of #.

i. If any data errors are found during validation, the records containing the data
errors are auto-canceled. Those records will not be included in the rest of
the search process.

ii. Therecordsinthe batch will also auto-cancel if they include the ID.

i. Clickthe Filter Results button to refresh the page. The Display will show a
different status — Search validation complete. Ready to begin search. Record
Count will state # of #. The Next Action button will say Search.

07/09/2020 08:09 Search 013 0009 0000 S5 Search validation complete. Ready to begin search. 20f2 “

j. Click the Search button to perform the search. After clicking the Search button,
the Display will show a different status — Search is in progress. Record Count
will state In Progress of #.
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k. Click the Filter Results button to refresh the page. The Display will show a
different status — Download search results. Record Count will state # of #. The
Next Action button will say Download.

i. Ifthere were any Near Matches found those records will be cancelled out of
the batch.

ii. The Search results file will not include any cancelled records.
iii. The Record Count will reflect that some records were cancelled.

Any cancelled records will not show in the Search results file. To view them, use
the Extract & Download process and select IDs Cancelled — Search under the
Extract Type filter.

NOTE: Clicking on the Batch Info link will display the Batch Information pop up.
Under the Statistics tab the application will display one or more of the following
Search messages for the batch:

i. No Matching Record Found — Search. The State ID column will be blank for
these types of records in the downloaded file.

ii. Matching Record Found —Search. The State ID column will contain the State
ID of the matching person for these types of records in the downloaded file.

iii. Canceled During ID Search Stage — Near Match(es) Found. The record will be
auto-canceled and will not be listed in the downloaded file.

. Click the Download button to generate the file for download.

07/09/2020 03-09 Search 013 0009 0000 SIS Download Search results 1o0f2 DOWNLOAD

m. The Batch Search — Download ID Batch page will open. Click the Download
button in the Next Action column to download the file. How this occurs depends
on the User’s browser and browser settings.

Batch

07/09/2020 0509 1013 File Exdract Complete 1 DOWNLOAD

BACK TO BATCH SEARCH

iv. The downloaded file will be a .TXT file and will end in se.txt which is how to
differentiate a Search Results file from an id assigned results file.

The Search Results file is different from the uploaded file because each
record will include a message and a few other columns such as the record
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number, the ID number of the User, and the date the file was uploaded at the
end of the record row.

Another difference is that the results file will have the actual date and time
that the batch was submitted in the Header row.

2. View Previous Batch Searches - All batch searches submitted by the user will be
visible on the Batch Search home page. The page can be filtered by a specific date
range or processing stage to narrow down the results list. To filter the results, users
should select the appropriate date range and/or processing stage. Once the selections
are made, the button should be clicked.

UPLOAD BATCH FILE EXTRACT & DOWNLOAD BATCH

0111012020 [T 07/08/2020 [T FILTER RESULTS

07/09/2020 08:09 Search 1013 0009 0000 SIS Download Search results 1of2 DOWNLOAD

If more than ten batch searches have been submitted, navigation buttons will be
available to access the additional pages.

3. Extracting & Downloading Batch Search Files - If needed, Users can also extract
and download batches using the Extract & Download function that can be accessed
on the Batch Search page. This feature is useful if a User would like to view the
cancelled records from a search.

a. Clickthe Extract & Download button at the top of the Batch Search page.

UFLOAL BATCH FILE EXTRALCT & DOWNLOAD BATCH

b. Use the filter function to find batches to extract and download. The filters
specific to the Batch Search are:

e Submission Type: The only option for this is Search.

e Extract Type: The options are IDs Found — Search, IDs Cancelled — Search,
Near Match Details - Search, or Rejected

e Sort: Users can sort by Upload Date or Batch Number

e Batch Search Date: Users can enter a specific date range to filter the results.
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Batch Search - Extract and Download Batch ?
FILTER o
SUBMISSION TYPE EXTRACT TYPE
Search - IDs Found - Search %
FROM TO CONTENT STATUS SORT
121262019 E 06/24/2020 E Active ~ Upload Date Desc A
UPLOAD DATE BATCH INFO STATUS RECORD COUNT NEXT ACTION
02/28/2020 12:54 860 IDs Found - Search 2
02/28/2020 12:46 858 IDs Found - Search 2
02/28/2020 12:42 857 1Ds Found - Search 2
02/28/2020 12:39 856 IDs Found - Search 2
02/28/2020 12:35 855 IDs Found - Search 2
02/28/2020 12:27 854 IDs Found - Search 2
02/28/2020 12:23 853 IDs Found - Search 1
02/28/2020 12:19 852 IDs Found - Search 2
Displaying 1 -8 of 8 PAGE 1 OF 1

c. After setting the filters, click the Filter Results button to apply the filter. The page
will display the Upload Date, Batch Info link, Status, Record Count, and an
Extract Records button and Add to Download Cart button in the Next Actions
column

d. Users can download a file for a single batch by clicking Extract Records. When
the Extract Records button is clicked, the application will display the file
download page allowing the user to download the file.

Extract and Download Batch - Batch

07/08/2020 16:28

=
i}

DOWNLOAD

EXTRACT ANOTHER BATCH

File Exdract Complete

e. Users can combine multiple files together by using the Download Cart feature.
Each file must be added to the download cart separately by going back to
Extract & Download after each file.

art - IDs Assigned Extract Type
AD DATE BATCH INFO RECORD COUNT
O 06192020 0823 1005 2

[0 oer1e/2020 08:27 1008 2

| BACK TO EXTRACT & DOWNLOAD | | CLEAR CART | m DOWNLOAD WITH OFTION S DOWNLOAD CART

Using the Download Cartis covered in Section J Step 3c.
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C. Assign-Upload File

Users can process a batch file for ID Assignment by clicking the Upload File link under
ASSIGN from the Main Menu. This feature allows users to:

e Upload a person batch file.

e Validate data.

e Fixvalidation errors.

e AssignIDs.

e Resolve Near Matches.

e Download IDs.

=< Back to Home

ASSIGN

Enter Online

Upload File

The Upload File component allows users to select Basic or Advanced file upload. Only
Basic Upload should be used.

1. Change District - Change District to the district being searched using the Change
District function on the Main Menu.

2. Basic Upload - The Basic upload option requires that the input file includes a
header record, person details, and a trailer record. The input file header record
defines the extraction date, import type and other file information. More details on
the specific file requirements can be found in the File Format document (See
Appendix E — Batch File Format v3.0).

= SUNSID SC_district, District 1

BASIC | ADWVANCED

File to Upload *: Choose File BROWSE

To upload a file using the Basic upload option, users should follow these steps:

a. Click Upload File under Assign in the Main Menu.
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b. SUNS should default to the Basic tab but if not, click on the Basic tab to access
this upload option.

c. Clickthe BROWSE button next to the File to Upload field to view the local
computer system directory structure. The file must be located on the local
computer system in order to upload the file.

d. Browse through the directory structure and choose the directory/folder where
the batch file is stored. Select the appropriate file from the local system and
click the Open button.

e. Clickthe UPLOAD button. This uploads the file listed in the “File to Upload” field
to the SUNS server for subsequent processing.

3. File Upload Results — Once the file is uploaded, the file passes through file
validation. The application performs a review of the file for issues in format and
layout and will produce a File Upload Failure or File Upload Successful status.

a. File Upload Failure - If the application encounters any file errors while
attempting to upload the Batch File, an Error page will be displayed that
provides details about the error(s) with the reasons why the file failed to upload.

[omoorannc ]

The application stores all rejected Person Batch Files in the database when
there is a fatal file error. Users can download these files with the Download By
Batch module. The Error page will provide a batch number that can be used to
find the file in Download Batch. The user can upload a new file by clicking on the
Upload New File button.

b. File Upload Successful - If a batch does not encounter any file issues, the
application will display the batch information with a Batch Number and a status
of Data Validation is in Progress. The User can click the Back to Home Button in
the Next Action column.
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SUNSID

Walidate Data

Clicking Back to Home takes the user to the batch display list on the home
screen and they can view details about the batch and to proceed to the next
step by clicking the Assign SUNSID button in the Next Action column.

c. Batch Information - Once a batch has been submitted, users can click the link
in the Batch Info column to display the status of the batch file. This link will
display the batch number for that batch. This information can be displayed at
any point during the batch process. A pop-up window as seen in Appendix B -

Batch Info Window will be displayed when the button is clicked.

4. Validate Data - Click the Validate Data button in Next Actions.

NOTE: If the system administrator has set the “Auto Start Validation” system
property to Yes, the batch upload may proceed through the “Validate Data” step
without interaction from the user.

5. Fix Validation Errors - If the batch file contained one or more records that failed
validation, the Home Page display a Fix Errors button in the Next Action column. All
records with a data error must be fixed or canceled before the user can submit the
batch for ID Assignment.

a. Clickthe Fix Errors button in the Next Action column to open the Fix Errors page

with the batch number to be fixed displayed next to the page header.

b. The Fix Errors page displays all of the records to be fixed with the following
column headers.

Check Box

Last Name

First Name

Middle Name

Alt Last Name

Suffix

Date of Birth

Gender

District (District/County)

SUNS User Guide ID Assignment Process
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e School (School/Facility)
e LocallD

e Next Action

In addition to fixing errors, users can cancel records (See Section C — Assign —
Upload File Step 6 Cancelling Records). To fix errors, check the box next to the
record to be fixed and click the Edit button in the Next Actions column to open
the Fix Error Details page.

Batch 893

D: - : il s &
Displaying 1 - 1 of 4

| CANCEL ALL ERROR RECORDS FOR THIS BATCH CANCEL ALL CHECKED RECORDS

c. The Fix Errors details page will display the person information along with the
error message(s) at the top of the page. In addition, a list of any original data
errors (when the record first went through data validation) will display at the
bottom of the page. The fields displayed on the Fix Errors page is dependent
upon the Default Upload Template configuration.

- Batch 893
I'.'::.-..\'. 1 Errars : GENDER | v I
Edil Person Record - Any TeliOnd I clad

Jehse ° Grade 4 w

M T 01

Bian x 004
008

2 ! 18

I o I : i
oz » I 2 w» 1R » z WDE w

Mon-Hispanic, Native Hawalian or Other Pacific w

BACK TO FIX ERROR LIST CANCEL PERSON RECORD UPDATE PERS0OM RECORD |

d. Correctall of the error fields listed by entering valid values.
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e. Clickthe Update Person Record button.

e [fthe error was fixed, the application will display a confirmation page
indicating that the error was successfully fixed.

Person Record Successfully Updated

PROCEED TO I ASSIGHMENT

o Ifallerrors are not fixed, the application will return the user to the Fix Errors
detail form and the user should repeat the above Steps 5d thru f until all
issues are resolved.

f. If the error was fixed, the User can either return to the list of records with data
errors by clicking the Back to Fix Error List button or can navigate to the next data
error record by clicking the Next Error Record button.

g. Repeat as necessary to resolve each record.

h. Once all the records have been reviewed and fixed, the button on the
confirmation page will change to Proceed to ID Assignment. Click this button to
proceed. (See Section E — Assign IDs - Batch)

03/03/2020 13:16 803 Data Validation Complete. Ready to Assign State IDs 3 m

6. Cancelling Records - Records can be cancelled on the Fix Errors details page or
the Fix Errors list page. When a record is cancelled, the record is removed from the
batch and cannot be assigned an identifier within that batch. The corrected records
need to be resubmitted in a new batch file in order to be processed. Records from
the Fix Errors list can be cancelled, either by specific record, multiple records, all
records on a page, or by all errors in the batch.

Batch 893

= SR P
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a. Specific Records —to cancel a specific record on the Fix Errors list page, users
can check the box to the left of the record to be cancelled and then click the
Cancel All Checked Records button at the bottom of the Fix Errors list page.

b. Multiple Records —to cancel multiple records on the Fix Errors list page, users
can check the box next to more than one record on this page and then click the
Cancel All Checked Records button at the bottom of the Fix Errors list page.

c. AllRecords on Page —to cancel all the records on the Fix Errors list page, users
can check the Select All in Page checkbox found above the list to select all
records on the page and then click the Cancel All Checked Records button at
the bottom of the Fix Errors list page.

d. All Records in Batch - To cancel all error records in the batch, users should click
the Cancel All Error Records for this Batch button at the bottom of the Fix Errors
list page. This will cancel all errors in a batch that spans more than one page.

e. Tocancelrecords from Fix Errors details page, users should click the Cancel
Person Record button.

BACK TO FIX ERROR LIST I CAMCEL PERSON RECORD I UPDATE PERSON RECORD

D. Assign-Enter Online

Entering an individual is an available feature in the SUNS system but is not as reliable
as uploading a batch. It is possible near matches will not be found when an individual
record is added using Enter Online and IDs will get automatically assigned. This can
result in multiple numbers being assigned to a single person.

E. AssignIDs-Batch

After all validation errors are addressed either by fixing or canceling the person
record(s) on a batch, SUNS will display the Assign State ID button in the Next Action
column on the Home Page. ID assignment can now be started.

1. Click the Assign State ID button in the Next Action column. When this process is
initiated, SUNS displays an intermediate page.

R . c . . Data Validation Complete. Ready to Assian
03/03/2020 13:16 File 893 0009 0000 WMDE SUNSIDs Jof3

2. Toreview the updated status of the assignment process, return to the application
Home Page by clicking the Back to Home button.

Assign IDs

03/03/2020 13:16 893

)

ID Assignment is in progress. In Progress BACK TO HOME
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3. Review the “Status” column for the updated status or click the “Batch Info” button
to review batch information. See Batch Information section in Appendix B — Batch
Info Window for more details about the “Batch Info” button.

4. Review the “Next Action” column for the appropriate next step(s). The ID
assignment process can produce three different results: Match, Near Match or No
Match.

a. Ifthe application encounters a single Match, it will assign the ID of the matching
person to the record being submitted. The information contained in the
submitted record becomes the ID’s current information and the information of
the matching person becomes part of that ID’s history. These records do not
need to be reviewed.

NOTE: The application includes an Authoritative Source feature that impacts
whether or not the master record is updated when a Match is found. If the
submitting source has authority to update master records, the master record
will be updated and the original master record will be moved to history. If the
submitting source does not have authority to update master records, the master
record will not be updated.

b. Ifthe application encounters a Near Match, multiple Matches, or any
combination of both, it will mark the record as Ready to Resolve Near
Matches/Duplicates and an ID is not assigned. These records need to be
reviewed and resolved by a human.

06192020 03-01 File 1004 0009 0000 MDE Mear Matches f Duplicates Found 1of3

c. Ifthe application finds no matching person, it will assign a new ID. These
records do not need to be reviewed.

5. Complete the "Next Action” step by clicking the appropriate button.

a. If one or more Near Matches are encountered, the “Status” for the batch will be
“Near Matches / Duplicates Found” and the “Next Action” column will display a
Resolve Near Matches button

b. Ifthe application does not find any near matches, the Status for the batch will be
ID(s) Assigned and the “Next Action” column will display the Download SUNSID
button.

03/03/2020 13:16 File 893 0009 0000 MDE ID{s) Assigned Jof3 |

NOTE: If the application is interrupted (e.g., connectivity to the database is lost)
while itis performing ID assignment, the batch will be returned with a message
stating the same. The process can be restarted by clicking CONTINUE ASSIGNMENT
in the Next Action column. This may be the case even if all the records, according to
their status, appear to have finished ID assignment. In such an instance, you should
still click CONTINUE ASSIGNMENT.
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Person records entered individually through Assign Enter Online will go directly to
the Assign IDs page after all errors are fixed.

F. Reviewing and Resolving Near Matches

All Near Match records must be resolved before the user can continue to the next step
in the ID Assignment process. Near Match records can be resolved by assigning an ID,
creating a new ID, or by canceling the record(s). To resolve a near match, a user reviews
the record and determines whether the submission record is either a match or not to
any potential near matches.

NOTE: The process of making a near match decision is important to uniquely
identifying person records. Users must carefully review the information in detail to
ensure correct decisions are being made. The following issues arise from poor near
match decisions:

e Shared Identifiers - Matching a submission record to the wrong master record
creates a shared identifier. If the submission record is actually a different
person than the one being compared and assigned, then the submission record
is linked to the wrong master record and two different person records will share
the same unique identifier. In this case, please alert the System Administrator
by submitting an e-Services Ticket so they can review and resolve the identifier
issue. (See Appendix G — Creating a SUNS E-Service Ticket)

e Duplicate Records - Creating a new identifier for a person when there is a
match will create a duplicate record. If the submission record is the same
person as a master record but the user clicks Create New ID, then the
submission record becomes a new record with its own unique identifier. This
means the same person has two different unique identifiers and the next time
the person is submitted to the application, both records will likely appear as a
near match. In this case, please alert the System Administrator by submitting an
e-Services Ticket so they can review and resolve the identifier issue. (See
Appendix G — Creating a SUNS E-Service Ticket)

1. Reviewing a Near Match - To resolve near matches, click the Resolve Near
Matches button in the Next Actions column next to the batch that needs resolving
on the Home Page. The Near Match list page will open.
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1 - Batch 985

Last Name Asc A FILTER RESULTS

[J Smith Carrie Lynn 02/01/2010 FEMALE 0009 0101 456 90

Displaying 1 -1 of 1 PAGE 1 OF 1

a. Review the Near Match List page for information about the records. This list can
be filtered by typing the Last Name of the person in the Last Name field and
clicking the Filter Results button. This filter allows the user to display only the
results within that batch which meet the filter criteria. Portions of names can be
used for this search.

The results can be sorted by selecting Last Name Ascending or Descending or
Max Match Score Ascending or Descending in the Sort dropdown before clicking
the Filter Results button.

— SUNSID SC_district, District 1

Batch 985

Last Mame Asc hd FILTER RESULTS

[ Smith Carrie Lynn 02/01/2010 FEMALE 0009 0101 456 90

Displaying 1 - 1 of 4 PAGE 1 OF 1

| CANCEL ALL NEAR MATCH RECORDS FOR THIS BATCH | ‘ CANCEL ALL CHECKED RECORDS ‘

b. Click the Review and Select button in the Next Action column or the hyperlinked
name on the record to be resolved to go to the Resolve Near Matches /
Duplicates details page.

c. Review the Resolve Near Matches / Duplicates details page. The top section
displays the submitted person and the bottom section displays a list of
matching person records.
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- Batch 985

WARNING: A potential duplicate near match exists for this record in at least one othe

batch. Baich Mumber(s):983

Smith Carrie Lynn 02/01/2010 FEMALE 0003 0101 456

D) Smith Carrie Anne Jody 10/01/2010 FEMALE 0009 0101 456 90 [NEAR MATCH]

The columns displayed for the Person Record to Review and Select are:

e LastName

e First Name

e Middle Name

e AltLast Name

e Suffix

e Date of Birth

e Gender

e LEA (District/County)

e School/Site Code (School/Facility)
e LocallD

The columns displayed for the Near Matches / Duplicates Found list are the
same with the addition of the following:

e CheckBox
e Last Name —-now a hyperlink that opens the Near Match Compare page
e First Name —now a hyperlink that opens the Near Match Compare page

e School/Site Code (School/Facility) — now a hyperlink that opens the School
Information pop up. This pop up is for information only.

e Match Probability — This is the match probability and type of match (Near
Match or Match) reported by the ID assignment process.

d. Toreview the comparison details on the Near Match, click the hyperlinked Last
Name or First Name to view the Near Match Compare page.

The page displays the field names in the left column, the submitted person
information in the “Submission Record” column in the center, and the matching
person information in the “Master Person Record” column on the right. All fields
are displayed; below is a partial screenshot.
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Carrie Lynn Smith
FEMALE 02/01/2010 456 Mot Present
Ve
Carrie Anne Jody Smith
FEMALE 1000172010 456 Mot Present
COMPARE RECORDS
FIELDS SUBMISSION RECORD MASTER RECORD VIEW NOTE |ADD NOTE
{SUNSID: 2088280048)
FIRST NAME Carrie Carrie Anne
LAST MAME Smith Smith
MIDDLE NAME Lynn Jody
SUFFIX
ALT. LAST NAME
DATE OF BIRTH 02/01/2010 10/01/2010
GEMDER FEMALE FEMALE
SSN Not Fresent Mot Fresent
ETHNICITY
RACEETHNICITY MNon-Hispanic, Asian, Mative Hawaiian or Other Mon-Hispanic, Asian, Native Hawaiian or Other
o Pacific Islander, White Pacific Islander, White

e Allfields in which the information differs between two person records is
highlighted.

e If anear match was forced by the application, the application will put the
reason for the near match within the “Match Notes” row. This may include a
note about the Twins Rule, SSN Rules or other forced near match scenarios.

e Whether the social security number is masked or not, the application will
highlight that field with italics and render the background color yellow if it
differs between the person records.

e. Ifthe submission record matches the master record and the user has
authorization to update the master data, the final field available on the Compare
Person screen will be the Update Master selection. This option will only be
applied to the record if the Assign Selected match decision button is clicked.

i. Option “No” —-The submission record will be assigned when the “Assign
Selected” button is clicked, but the master data will not be updated with the
submission record information.

ii. Option “Yes” — The submission record will be assighed when the “Assign
Selected” button is clicked and the master data will be updated with the
submission record information. When the master record is updated, the
original data is moved to history so there is a record of that
movement/update
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MATCH NOTES

UFDATE MASTER @ Yes () No

| RETURN TO LIST | | CANCEL RECORD | CREATE NEW ID ASSIGN SELECTED

Yes is the default selection so users must make sure they want this option
when clicking Assign Selected. Matching a submission record to the wrong
master record creates a shared identifier as noted in the beginning of this
section. (Section F — Reviewing and Resolving Near Matches)

2. Resolving the Near Match: After reviewing the Compare Person Data, users must
decide how the near match should be resolved. To resolve a near match, a user can
click one of the buttons at the bottom of the screen to Create a New ID (Step 3
below), Assign ID (Step 4 below), or Cancel Submission (Step 5 below).

A near match is only resolved once, so once a decision button is clicked the near
match is resolved and the decision cannot be reverted.

3. Create New ID: A User can create an ID on the Near Match Compare page or the
Resolve Near Matches/Duplicates page.

a. Onthe Near Match Compare page, if the near match record being reviewed is
different from the master record -

® Yos L

i. The user clicks the Create New ID button. Clicking this button indicates that
the submitted record is different than the master record and a new ID will be
created for the submission record.

ii. When Create New ID is clicked, a confirmation message will be displayed at
the top of the page stating that the new ID was successfully assigned to the
person and show the SUNS ID number.

iii. All other near matches for the submission record are removed.

b. Ifthe User selected Return to List on the Details page and gone back to the
Resolve Near Matches/Duplicates page, they can check the box to the left of the
record to have an ID created and then click the Create New ID button

4. Assign ID: A User can Assign an ID on the Near Match Compare page or the
Resolve Near Matches/Duplicates page
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a. Onthe Near Match Compare page, if the near match record being reviewed is
the same as master record —

POATE MASTER ¥ Yos Mo

i. Double checkthe Update Master selection and make sure it is properly set
as indicated in Section F Step 1e ii.

ii. Once the Update Master field is properly set, click the Assign Selected
button. When Assign Selected is clicked the user is indicating that the
submitted person is the same as the master record and the unique identifier
will be retrieved and linked to the submission record.

iii. When Assign Selected is clicked, a confirmation message will be displayed
at the top of the page stating that the ID was successfully assigned, a match
was found, and show the SUNS ID number.

iv. All other near matches for the submission record are removed.

b. Ifthe User selected Return to List on the Details page and gone back to the
Resolve Near Matches/Duplicates page, they can check the box to the left of the
record to be assigned an ID and then click the Assign ID button

5. Cancel Submission - User can cancel submissions on the Near Match Compare
page, the Resolve Near Matches/Duplicates page, or on the Near Match List page —

a. Onthe Near Match Compare page, click the Cancel Record button. When this
button is clicked, the pending near match is canceled. This only cancels the
specific near match the user is reviewing and does not impact other pending
near matches in the batch.

b. Ifthe User selected Return to List on the Details page and gone back to the
Resolve Near Matches/Duplicates page, they can check the box to the left of the
record to be canceled and then click the Cancel Record button.

# Yos Ho

c. Ifthe Useris onthe Near Match list page, they have three cancellation options -

SUNS User Guide ID Assignment Process Page 35
November 2025



i. Individual or Multiple Records in a Batch - check the box to the left of the
record(s) to be canceled and then click the Cancel All Checked Records
button.

ii. AllRecords on a Page - check the Select All on Page checkbox and then click
the Cancel All Checked Records button. This would be applicable if the
batch is more than one page. The Cancel All Checked Records button only
cancels those batches that are selected.

iii. All Records in a Batch - click the Cancel All Near Match Records for the
Batch button. The list of Near Match records may span two or more pages.
The Cancel All Near Match Records for This Batch button cancels all near
matches in the batch list, not just the batches displayed on an individual

page.

| Batch 985

Lawd g B W FILTER RESULTS
} L

D \OEIE  FEMALE 0008 01 15 30 REVEEW AND SELECT
[

6. Return to List: When this button is clicked, the User is returned to the Resolve Near
Matches / Duplicates details page.

ALFTER & Tes WO

If the User selected Return to List, the decision can be made on the Near Match
Summary page by clicking the radio button next to the record and clicking Create
New ID (Step 3b above), Assign ID (Step 4b above), or Cancel Record (Step 5b
above).
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- Batch 985

Smith Carrie Lynn OoR01D FEMALE 0009 oo 455

D IT ACns Joty 100 FEMALE (HHFz L 455 80 HEAR MATLH]

G. Downloading IDs

Once the batch has been uploaded, errors fixed, data validation completed and near
matches resolved, the home page will display the status of the batch as “ID(s)
Assigned” and a Download SUNSID button in the Next Action column.

06/04/2020 13:52 Edit 96 0008 0000 PS5 ID(s) Assigned. 10f1 | DOWNLOAD SUNSID |

To download the IDs for the batch, users should perform the following steps:

1. Click the Download SUNSID button on the application home page for the
appropriate batch to open the Download ID page for that batch.

Batch 996

JEOLR0R0 13:82 95 File Extrac! Compisie L

BACKE TO HOME

2. Click the Download button to download the IDs Assigned file.

3. Depending on set up, either a File Download dialogue box will open that enables
users to either open the file or save it to your local computer.

4. The format of the downloaded file will be exactly the same as the Person Batch File
and each person record will include the ID that was assigned to that person.

NOTE: The downloaded file can be used to update a user’s Student Information System
or other data systems.
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H. Search > Person

Users can search for person records online by clicking the Person (or whatever name
has been selected by your organization for Person) link under SEARCH from the Main
Menu.

<< Back to Home

ASSIGN
Enter Online
Upload File
DOWNLOAD
Batch
Location
SEARCH
Batch

Person

This feature allows users to:

e Search for person records online.
e View person information.

e Edit personinformation - if a user has multi-district access, the user must select
the correct district prior to searching.

e Add a person note.

e View person notes.

1. Search by Person: To search for person records using this feature, users should
perform the following:

a. Clickonthe Person link under SEARCH from the Main Menu to open the Person
Search - Individual Person page.
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Individual Person
BASIC SEARCH | ADVANCED SEARCH  ID SEARCH
First Name:*
Middle Name
Last Name:*

Suffoc

Date Of Birth e' dd Yoy ¥

b. Click onthe appropriate search tab. This module has three types of searches
available: Basic Search, Advanced Search, and ID Search

c. Basic Search allows users to search for a person using basic demographic
information. Required fields are denoted by an asterisk.

NOTE: First Name and Last Name are required for both the Basic Search and Advanced
Search. Wild card characters (e.g.,*, %, _,?) are not supported.

BASIC SEARCH ADVANCED SEARCH ID SEARCH

First Name:* Carrie

Middle Mame:

Last Mame:* Smith

Suffix:

Date Of Birth mm ¥ dd My v

|

i. Enter First Name and Last Name at a minimum as these are required.

ii. Click the Search button for results. The application will display the results of
the search. When one or more person records are found, the application
displays the matching records. The match probability will be displayed if the
Matching Engine is the search type defined by the system administrator. The
closest match displays as the first result in the list.
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e [f searching without a birthdate, the search results will come back with
just a percent in the Match Probability column.

e If searching with a birthdate, the search results will come back with a
percent and Match or Near Match in the Match Probability column.

e Results could include a “No Records Found” status. If no matches are
found for the search criteria, the application displays a message under
the search form. When this occurs, adjust the search criteria if necessary
and click the Enter New Person button.

No records found

NOTE: The Match Probability generated in the Person Search component
could differ from that in the ID Assignment process based on System
Configurations and matching fields provided by the user.

d. Advanced Search allows users to search for a person using all available fields.
This includes any Customer Defined Fields, Address Information, and Additional
Information that have been configured by the System Administrator. Required
fields are denoted by an asterisk.

NOTE: The Matching Engine uses First Name, Middle Name, Last Name,
Alternate Last Name, Gender, Date of Birth and SSN to determine a match
score. Any additional fields will be used to filter out results after a match score
has been generated. Users should first search using the matching fields and
then use the other fields to narrow down the results.
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Individual Person

BASIC SEARCH ADVANCED SEARCH ID SEARCH

Enter First Name and Last Name at a minimum as these are required.

Click the Search button for results

e [f searching without a birthdate, the search results will come back with
just a percent in the Match Probability column.

DMO12010  FEMALE 0000 Q102 ton-Hispanic, Asian, Native Hawaian. oo |76

e [f searching with a birthdate, the search results will come back with a
percent and Match or Near Match in the Match Probability column.
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55255

42002

L] mn 02012010 FEMALE 0000 Q101 Man-Hispanic, Aslan. Nalive Hawailan

JIR e S N il Rsins. Nl Hiskalion
15008 ndhe  Caerie 201720 MALE 0009 i0; on-Hisparec, Asian, Mative Hawaiiar

02012010 FEMALE 0000 0101 Mon-Hisparic, Asian, Nafve Havwadan

e Results could include a “No Records Found” status. If no matches are
found for the search criteria, the application displays a message under
the search form. When this occurs, adjust the search criteria if necessary
and click the Enter New Person button.

Mo records found.

e. ID Search allows users to find person records using various IDs. Users will be
able to search using State ID, SSN, and/or Alias ID, all from the same page.
Required fields are denoted by an asterisk.

Person Search - Individual Person

BASIC SEARCH  ADVANCED SEARCH ID SEARCH

D+ |

ID Type:=™ @® SUNSID O 88N ) Alias ID

Source:

i. EnterID and ID Type at a minimum as these are required.

Person Search - Individual Person

BASIC SEARCH  ADVANCED SEARCH ID SEARCH
D= 5525544008
1D Type™ @® SUNSID O SSN O Alias ID

Source:

ii. Clickthe Search button for results. The application will search against the
current information for person records who have been assigned an ID. The match
probability will not be displayed when using the ID Search tab.
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MATCH
Nen-Hispanic, Asian, Native Hawaiian Not DECISION
Present NOT
SUPPORTED

55255-

14002 Smith Carrie Lynn 02/01/2010 FEMALE 0008 0101

NOTE: Users can also search for Retired IDs using the ID Search page and
entering the SUNSID. The results will be displayed in the Search Results List
highlighted in Red. Searching by SSN or Alias ID will not return retired
records.

To view the Retired ID record, click on the name hyperlink. The Retired
Person Information page will be displayed with “RETIRED ID” noted in red
next to the SUNSID. All associated Active ID information will be listed in the
bottom section of the page.

2. View Person Information - Once Search Results are returned, a User can view
detailed information about the person.

a. Click eitherthe “Last Name” or the “First Name” hyperlinks of the record to
open the Person Search - Individual Person Information page.

55255 yn 2012090 FEMALE 0009 Q10 Won-Hisparec, Asien, Native Hawalian. . 10" B7 [MATCH]
4400e - ikl ! e ) S b - Fresen o )

b. The Person Search - Individual Person Information page displays the person’s
Master Record with hyperlinks to the person’s History, Associated Retired IDs (if
any), and Enrollment information.

Individual Person Information

Carrie Anne Jody Smith 20882-80049

FEMALE 02/01/2010 456 Not Present Student 06/25/2020 13:57 03/03/2020 15:19

MASTER RECORD HISTORY ASSOCIATED RETIRED IDs ENROLLMENT ADD NOTE VIEW NOTE

i. Master Record -Top half includes General Information, Address
Information and Customer Defined Fields.

SUNS User Guide ID Assignment Process Page 43
November 2025



Carrie Anne Jody Smith 20882-80049
GENDER: FEMALE DATE OF BIRTH: 02/01/2010 LOCAL ID- 458 55N Not Present PERSON TYPES: Student LAST UPDATED: 08/25/2020 13:57 1D CREATED 03/03/2020 15:19
MASTER RECORD HISTORY ASSOCIATED RETIRED IDs ENROLLMENT ADD NOTE VIEW NOTE

ADDRESS IN

Carrie Anne
Jody

Smith

FEMALE
02/01/2010

CUSTOMER DEFINED FIELDS

Non-Hispanic, Asian, Native Hawaiian or Other
Pacific Islander, White
Yes

Not Present

20882-80049

Master Record — Bottom half includes the Additional Information, Batch
Information, and Location/Enrollment Information.

ADDITIONAL

BATCH INFORMATION

1007

06/25/2020 13:57
69813

EDIT

SC_district

06/25/2020 13:57

Person Updated and History Created - Direct Edit

ID Updated - Direct Edit

LOCATION | ENROLLMENT INFORMATI

@ 06/25/2020 13:57 0008 0imd Student 456 PS5 Grade Level 4 2020 v

Q 05/26/2020 11:36 0008 0301 Student 456 PS5 Grade Level 4 2020 Active v

to do so

In order to edit a person record, you musi

above if you are auth

BACK TO SEARCH RESULTS ADD LOCATION EDIT PERSON
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ii. History link-View additional information from History records for that
person record. User can click another hyperlink or click Back to Search
Results to leave the page.

Carrie Anne Jody Smith 20882-80049
FEMALE 02/01/2010 456 Mot Present Student 06/25/2020 13:57 03/03/2020 15:19
MASTER RECORD HISTORY ASSOCIATED RETIRED IDs ENROLLMENT ADD NOTE VIEW NOTE
15 Earz020 smmn A Jody 1000172010 FEMALE 0008 0101 Non-Hispanic, Asian, Native Hawaiian... pi.
fahaz020 Smith  CamieAnne J 01012010  FEMALE 0008 0101 Non-Hispanic, Asian, Native Hawaiian... oo
33.322023 Smith Carrie 01/01/2010 FEMALE 0009 0101 MNon-Hispanic, Asian, Native Hawaiian PFJrOE:sent hd
faizba020 smith  Carie 01012010  FEMALE 0008 0301 Non-Hispanic, Asian, Native Hawaiian . po. ¥
?;’;?"2029 Smith Carrie 01/01/2010 FEMALE 0009 0101 MNon-Hispanic, Asian, Native Hawaiian. . ETOE-SEI'IT v
(aiaa0z Smith Carie 010172010 FEMALE 0009 0101 Non-Hispanic, Asien, Native Hawailan... by ¥
Sy smith  Camie 01012010  FEMALE 0007 0000 Non-Hispanic, Asian, Native Hawaiian... oo ¥
e smith  Carmie 01012010  FEMALE 0008 0101 Non-Hispanic, Asian, Native Hawaiian... oo ¥

iii. Associated Retired IDs link - Displays any person information that has been
retired and associated to that person record. If there are no associated
retired IDs, the page will display a message stating This Record does not
contain any Associated Retired IDs. User can click another hyperlink or click
Back to Search Results to leave the page.

Carrie Anne Jody Smith 20882-80049
FEMALE 0210112010 456 Not Present Student 06/25/2020 13:57 03/03/2020 15:19
MASTER RECORD HISTORY ASSOCIATED RETIRED IDs ENROLLMENT ADD NOTE VIEW NOTE

This record does not contain any Associated Retired IDs

BACK TO SEARCH RESULTS

iv. Enrollments link - Displays any associated enrollments. User can click
another hyperlink or click Back to Search Results to leave the page.
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Carrie Anne Jody Smith 20882-80049

02/01/2010 456 Not Present Student 0612512020 13:57 0203/2020 15:19

MASTER RECORD HISTORY ASSOCIATED RETIRED IDs ENROLLMENT ADD NOTE VIEW NOTE
AllLEAS hd All v 2021 Entry/Exit Date Desc = v FILTER RESULTS

There are no enroliments available.

nt event , you must select a focation from the enroliment event informafion above if you are authorized to do so. Only enroliment events for the current

BACK TO SEARCH RESULTS EDIT ENROLLMENT ADD ENROLLMENT

3. Edit Person Information — On the Person Search Individual Person Information
page, a User can also edit a person record without uploading a Batch file. (See

Section H Step 2 for detailed instructions to get to the Individual Person Information

page.)
a. Perform a Person Search for the Person to be edited.
b. Click onthe hyperlinked first or last name to open the Person Search Individual

Person Information page.

c. Scrollto the bottom of the page to click the Edit Person button to open the
record for editing.

d. Review the Edit Person page which displays the person record and allows the
user to correct and/or add to the existing information.

e. Update as needed. Other than School Code and District Code, all fields can be
updated or completed.

NOTE: If the SSN is masked it will also not be editable

f. Click either the Update Person Record button to save changes or the Back to

Search Results button to cancel changes.

g. The system will validate the changes made to the person information.

i. Ifavalue entered by the user is an invalid, the application will display the
record with an error message and the invalid field(s) highlighted.

ii. Ifthe changes pass validation, a message will be displayed stating that the
record was updated along with the batch number and information on
extracting the data.

For every person edit, the application will generate a batch number for that
change. Batches generated via this feature will always contain one record
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and the status for that single record will always be “Person Updated and
History Created - Direct Edit.” In addition, users can download the record
they updated in the Download Batch module.

4. Add a Person Note - On the Person Search Individual Person Information page, a
User can also edit a person record without uploading a Batch file. (See Section H
Step 2 for detailed instructions to get to the Individual Person Information page.)

a. Perform a Person Search for the Person to be edited.

b. Click onthe hyperlinked first or last name to open the Person Search Individual
Person Information page.

Individual Person Information

Carrie Anne Jody Smith 20882-80049
FEMALE (-2l il s Not Present Student 0252020 1357 IR 1518
MASTERRECORD HMISTORY ASSOCIATED RETRED N  EMROLLMENT VIEW NOTE

c. Clickonthe Add Note link at the top of the Individual Person Information page to
open the Add Person Note page.

GENERAL NOTE (SUNSID: 20882-80049)

| e “

d. Type anote in the Note Text box — maximum length is 255 characters.

GENERAL NOTE (SUNSID: 20882-80049)

Test Note

| BACK

e. Click Save to save the note. The application will display the note added with a
message stating the Person Note has been added.
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f.

Click the Back button to go back to the Individual Person Information page.

5. View Person Notes - On the Person Search Individual Person Information page, a
User can also edit a person record without uploading a Batch file. (See Section H
Step 2 for detailed instructions to get to the Individual Person Information page.)

a.

b.

Perform a Person Search for the Person to be edited.

Click on the hyperlinked first or last name to open the Person Search Individual
Person Information page.

Click on the View Note link at the top of the Individual Person Information page
to open. This link will only be available if a Note(s) have been added.

Individual Person Information

Carrie Anne Jody Smith 20882-80049
FEMALE et ble ASE Not Prasant Student L5030 1357 GAEAHHD 15:19
MASTER RECORD  HISTORY  ASSOCIATED RETIEED T EMECLLMENT ADDNOTE || VIEW NOTE

A pop-up window will open that allows a user to view Admin notes or User added
General Notes.

@ SUNSID - Google Chrome - (m] X

8 uid-demo.escholar.com/uid/viewNotes stateStudentid A98tab=ADMIN# &

ADMIN NOTES SENERAL NOTES

NNE SMITH (SUNSID: 20882-80049)

I. Enrollment Events

1. View Person Enrollments - To view an enrollment from the Search > By Person
component on an existing Master Person Record, a user should perform the
following steps:

a.

b.

Click the Search > By Person link on the Main Menu.

Search for a person as described in Section H Step 2 and click the hyperlinked
Last Name or First Name to view the Individual Person Information.

Click on the Enrollment tab link.
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Sarah Jane Smith 42416-96325

FEMALE ST D sy K Ret Prasent Shordent DO 0804 DEIO2000 0904

MASTERRECORD  ETORY  ASSOCIATED RETIED D ADG NOTE

d. The Enrollment tab will display all enrollment events that have ever been
added/edited for a person record. If there are none, the message “There are no
enrollments available” will be displayed in the results table.

Individual Person Information

Sarah Jane Smith 42416-06325
L FEMALE ALORI010 4% 1+ Weot Prasent Shoddant DRI 0804 ED 04302008 09 .04
MASTER RECORD  WETORY  ASSOCIATED RETIRED s  ENBOLLMENT ALD MOTE
AaLEs v | v mm EriryiExi Daie Dose. m

Thera are no enrolments gyaiable

BACK T SEARCH RESILTS | EMNT ENROLLMENT m

2. Adding Person Enrollments - To add an enrollment from the Search > By Person
component on an existing Master Person Record, a user should perform the
following steps:

a. Clickthe Search >By Person link on the Main Menu.

b. Search for a person as described in Section H Step 2 and click the hyperlinked
Last Name or First Name to view the Individual Person Information.

c. Click onthe Enrollment tab link.

Sarah Jane Smith 42416-098325
e FEMALE ARGR0I0 as i+ Net Presem Sutent A A PE0RIR 0804 ORHVREE 09 04
WASTER FECORD  MSTORY  ASSOCIATED RETIRED D3 ADD MOTE

d. Clickthe Add Enrollment button at the bottom of the Enrollment list to open the
Add Enrollment page.

BACK TO SEARCH RESULTS | EDT ENROLLMENT | ADD EMROLLMENT

e. Complete the required information (fields marked with an “*”) and click on the
Add Enrollment button.
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A416-26325
Sarah

Jane

Emith
FEMALE
050ER2010

Student -

000

20

P v

AT PERE M B ORATION |m

i. Ifvalidation errors exist, the page will display them at the top of the page and
highlight the form field. Correct all validation errors and click Add Enrollment
again.

he student information has not been wpdsted Valdahon emors

validation Ermors : BINLDING required

ii. If novalidation errors exist, the page will refresh and show an Enrollment
Created message.

f. Clickthe Back to Person Information button to get back to the Enrollment page
of the Master Person Record.
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Person Search - Individual Person Information

Sarah Jane Smith 42416-96325

GENDER: FEMALE DATE OF BIRTH: 05/08/2010 LOCAL 1D: 456 55N Not Present PERSON TYPES: Student LAST UPDATED: 06/20/2020 12:26 1D CREATED: 06/30/2020 09:04

MASTER RECORD HISTORY ASSOCIATED RETIRED IDs ENROLLMENT ADD NOTE
e A

AllLEAs i All A 2021 Entry/Exit Date Desc v FILTER RESULTS

Grade Transfer from a public school Currently

@® 06/30/2020 0009 0102 Student Level 4 2021 08/27/2020  Entry g\glehne;amelocaleducatmn enrolled 456 sis Unverified

Displaying 1 - 1 of 1 PAGE 1 OF 1

In order fo edit a person enroliment event , you must select a locafion from the enroilment event information above if you are authorized to do so. Only enroliment events for the current

BACK TO SEARCH RESULTS EDIT ENROLLMENT ADD ENROLLMENT

school year can be edited.

3. Editing Person Enrollments - To edit an enrollment from the Search > By Person
component on an existing Master Person Record, a user should perform the

following steps:
a. Clickthe Search > By Person link on the Main Menu.

b. Search for a person as described in Section H Step 2 and click the hyperlinked
Last Name or First Name to view the Individual Person Information.

c. Click onthe Enrollment tab link.

Sarah Jane Smith 42416-96325
EROER. FEMALE AEOE 010 ELy # Mot Presem Stuxsgnt A A SRR 0% 04 Ol02008 b 0
MASTERRECORD  MSTORY  ASSOCIATED RETIRED s LD MOTE

d. Selectthe checkbox nextto the Enrollment to be edited and click the Edit
Enrollment button at the bottom of the Enrollment list to open the Add
Enrollment page.

Individual Person Information

Sarah Jane Smith 42416-96325
L FEMALE T™H EOEIH0 d56 " Nod Fresent Sqeadent WO 13 TR0 08 0

ADD WOTE

MASTER MECORD HUSTORY  ASSOOWTED METMED Dy  ENROLLMENT

- 2021 ErtryEct Date Desc FILTER RESULTS

ANl LEAs b an

0 0009 Qo2 Student ":'l;";,’, 2021 ORET030  Eniry pethclyd e =) Unverified

PAGE 1 0F 1

[ BACH TO SEARCH RESILTS EDT ENROLLMENT ADD ENROLLMENT

SUNS User Guide ID Assignment Process Page 51
November 2025



e. Make any changes and click the Edit Enrollment button.

i. Ifvalidation errors exist, the page will display them at the top of the page and
highlight the form field. Correct all validation errors and click Add Enrollment
again.

Validation Ermors : BINLDING reguired

ii. Ifnovalidation errors exist, the page will refresh and show an Enrollment
Updated message.

NOTE: Users can only edit Enrollment Events that belong to their own Location.
In addition, only current school year Enrollments can be edited when the School
Year validation is enabled.

f. Users can delete an enrollment event by repeating Steps a-e above and
selecting the “Delete” option from the dropdown menu for the Entry/Exit Verified
Flag field when following Step e. Deleted events will remain in the student
record but will appear with a strikethrough.

g. Clickthe Back to Person Information button to get back to the Enrollment page
of the Master Person Record.

J. Download > Batch

Download Batch works similarly to Extract & Download Batch under Download > Batch.
Open up the Extract and Download page by clicking Download > Batch in the Main
Menu

<= Back to Home
ASSIGN

Enter Online
Uplgz= File
DOWNLOAD
|Batch | M=
Location o

1. Using Filters - Use the filter function to find batches to extract and download. The
filters available are:
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e Submission Type: The options are All, File, Online, SLF, Edit, Web Service, or
Automation.

e Extract Type: The options are IDs Assigned, Errors to Fix, Near Matches,
Canceled, Rejected, or Fixed Records.

e Sort: Users can sort by Upload Date or Batch Number

e Batch Upload Date: From and To Dates are available

District 1 [0009] v Active

<

Al ~ Errors to Fix A 12/26/2019 H 06/2472020 E Upload Date Desc hd FILTER RESULTS
1Ds Assigned
Errors to Fix

Mear Maiches
Canceled
Rejected

Fixed Records
06/19/2020 09:27 1008| Mear Match Details ID(s) Assigned. 2 EXTRACT RECORDS ADD TO DOWNLOAD CART
06/19/2020 08:23 1005 0009 0000 ID(s) Assigned 2 ADD TO DOWNLOAD CART

After setting the filters, click the Filter Results button to apply the filter. The page
will display the Upload Date, Batch Info link, LEA, School, Status, Record Count,
and Extract Records and Add to Download Cart buttons in the Next Actions column

2. Download Single Batch - Users can download a file for a single batch by clicking
Extract Records. When the Extract Records button is clicked, the application will
display the file download page allowing the user to download the file by clicking the
Download button.

1 - Batch

07/08/2020 16:28 1012 File Extract Complete. 1 DOWNLOAD

EXTRACT ANOTHER BATCH

Once the file is downloaded, users can return to the home page using Back to
Homepage on the Main Menu or click the Extract Another Batch button to go back to
the Extract & Download results page.

3. Download Multiple Batches - Users can combine multiple files together by using
the Download Cart feature. Each file must be added to the download cart
separately by going back to Extract & Download after each file.
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nload Carl - IDs Assigned Extract Type

[ 06r30/2020 09:04 1008 1

[0 o7/082020 1628 1012 1

| BACK TO EXTRACT & DOWNLOAD ‘ | CLEAR CART ‘ REMOVE SELECTED DOWNLOAD WITH OPTION S DOWNLOAD CART

a. Remove Selected - To remove a file added to the Download Cartin error orifa
file is selected that came from a different source system, click the checkbox
next to the file and click the Remove Selected button. A popup asking if the user
wants to remove the selected batches will open. Click OK and continue to Step
3b Download with Options or 3c Download Cart.

Are you sure you want to remove the checked batches from the
download cart?

Cancel
SC_district, District 1

- IDs Assigned Extract Type

O  06M9/2020 08:23 1003
O 08M9/2020 09:27 1006
07082020 16:28 1012 1

| BACK TO EXTRACT & DOWNLOAD ‘ | CLEAR CART | m DOWNLOAD WITH OPTIONS DOWNLOAD CART

b. Download with Options - Files download in the default file format configured
application-wide. To download in a different file format, use the Download with
Options functionality.

Multiple Batches
DOWNLOAD OPTIONS
Template: eScholar Unig-ID® v3.0 w
Delimiter a8 -
Qualifier: v
Date Format mmiddlyyyy -
Include Header/Fooler @ Yes ) No

e Template - The default template is v3.0

e Delimiter —select a different delimiter. Default is TAB and the other option is
Comma

e Qualifier—add a qualifier “ or ¢

e Date Format - Defaultis mm/dd/yyyy. Other options are
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o mm/d/yyyy

o ISO Format (YYYY-MM-DD)
o m/dlyyyy

o m/dd/yyyy

e Include Header/Footer: Yes/No radio buttons. Defaultis No
Select the options needed and click Download.

c. Download Cart - Click the Download Cart button and the system will combine
the batches and extract the files. Click the Download button to complete the
Download Batch process.

Batch 1012, 1008

063072020 09:04 1012, 1008 File Extract Complete. 2 DOWNLOAD

EXTRACT ANOTHER BATCH

Once the files are downloaded, users can return to the home page using Back to
Homepage on the Main Menu or click the Extract Another Batch button to go
back to the Extract & Download results page.
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Appendix A - Definitions, Acronyms, and Abbreviations

ITEM

DEFINITION/MEANING

AFP

This is used throughout the document to reference Automatic File
Processing.

Assign Selected

This button is available within the Near Match pages. The label on
the button may vary by application. It may also be labeled Match.

CDF

This is used throughout the document to reference Customer
Defined Fields.

Create New ID

This button is available within the Near Match pages. The label on
the button may vary by application. It may also be labeled No
Match.

eScholar UniqlD®

eScholar UniglD® is the name of the application from eScholar.

History Record

When a master record is updated, the original data is moved to
history and the new data becomes the master data. The
application retains all history information for a person. Typically,
data is updated when a record is submitted, unless the
Authoritative Source feature is enabled.

ID Assignment

The SUNS process of assigning IDs to person records. This

Process process includes the following steps: (1) submitting a batch (2)
validating the data (3) fixing data errors (4) assigning IDs (5)
resolving near matches/matches (6) downloading IDs.

Local ID The identifier that is created by the source of the data. For

example, if the data is generated by the SIS, the Local ID would be
the internal identifier created by that SIS.

Master Data

This is the active record for the person and includes the ID and all
the latest data.

Match Probability

The probability that two person records are the same person.

SIS Student Information System.
SLF Student Locator Framework using SIF
SUNS The SUNS abbreviation is used throughout this document and

stands for Student Unique Identification System.

SUNS Number

The internal person identifier generated by SUNS
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ITEM DEFINITION/MEANING
Upper and Lower Application-level properties that will help determine match
Near Match decision classification. The value for each property must be
Thresholds between 88 and 93
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Appendix B - Batch Info Window

Throughout the SUNS application, users can view detailed information about a particular
submission by clicking on the Batch Number listed in the Batch Info column.

= SUNSID SC_district, District 1

(06/19/2020 02:01 File 1004 0009 0000 MDE MNear Matches / Duplicates Found 1of3

A Batch Information popup opens that displays four tabs:

e Statistics
e Processing
e Download

e General

Statistics Tab

The Statistics tab displays where each record in a submission is within the ID Assignment
Process or a Batch Search

@ SUNSID - Google Chrome — O *
& uid-demo.escholar.com/uid/batchinformation.do?batchMumber=1004&tab=statistics&id=1

Batch 1004

STATISTICS PROCESSING  DOWNLOADS  GEMNERAL

Ready to Resolve Near Matches/Duplicates 1
Person Found but No Change in Data - Exact Match 1
Person Found and History Created - Exact Match 1

CLOSE WINDOW
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Processing Tab

The Processing tab displays a timeline of each step in the ID Assignment Process or a
Batch Search. Each step, except the Upload Completed step, will contain a Start
date/time and a Completed date/time.

& SUNSID - Google Chrome — O x
8 uid-demo.escholar.com/uid/batchinformation.do?batchNumber=10048tab=processing&id=2

Batch Information: Batch 1004

STATISTICS PROCESSING DOWNLOADS  GENERAL

Upload Completed 06192020 08:01:52 AM
Validation Started 06/19/2020 08:01:52 AM
Validation Completed 06/19/2020 08:01:52 AM
Assignment Started 06192020 08:09:22 AM
Assignment Completed 06192020 08:09:23 AM

CLOSE WINDOW

Downloads Tab

The Downloads tab will display information about who downloaded the IDs for the
submission and when the download occurred. Each time someone downloads IDs for a
particular batch, a new entry will appear in the list:

& SUNSID - Google Chrome — O ¥
& uid-demo.escholar.com/uid/batchinformation.do?batchMumber=1004&tab=download&id=3

atch Information: Batch 1004

ws]

STATISTICS PROCESSING DOWNLOADS GENERAL

Mo download information.

CLOSE WINDOW
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General Tab

The General tab will display basic information about a submission

@ SUNSID - Google Chrome

Batch Information: Batch 1004

@ uid-demo.escholar.com/uid/batchinformation.do?batchMumber=1004&tab=general&id=4

STATISTICS  PROCESSING DOWNLOADS | GENERAL

= s A= s

0| 3

oY oz

]

=0

1004

File

NEAR MATCHES PENDING

0009

0000

06M12/2020

sid_sid_sid_sid_Upload_795_20200223_121149_ide_id_861_20200303_095911_ide_id_883_3

N/A
SC_district
06/19/2020

3

e x2C
0x20
SION 21

MDE

CLOSE WINDOW
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Appendix C — Batch Record Statuses

Below is a list of all possible statuses that an individual record can have. A record status
indicates exactly where in the ID Assignment or Batch Search process a particular record
is.

Included in the list are the Status Title, a Description, and what the Grouping for the
particular record is. The actual Status Titles can be found in the application whenever a
user clicks the Batch Info link in the Batch Info column.

Status Message (used in output file)

Canceled During Fix Errors Stage

New ID Assigned - No Matching Record Found

Ready to Resolve Near Matches/Duplicates

New ID Assigned During Match Resolution Stage

Person Found and History Created During Match Resolution Stage

Canceled During Match Resolution Stage

Person Found and History Created - Exact Match

Person Found but No Change in Data - Exact Match

Canceled During Data Validation Stage - ID Contained in Record Not Found in System

Canceled During Data Validation Stage

Canceled During Assign ID Stage

Person Found During Assign ID Stage but History Not Created

Person Found During Match Resolution Stage but History Not Created

Person Found and History Created During Assign ID Stage

Existing ID Assigned During Match Resolution Stage - No Exact Match

New ID Created During Match Resolution Stage - No Exact Match
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Appendix D - Cancelled Records Error Messages

When a record cancellation occurs, the application will include the reason for cancellation
in the Record Comments field in the output file. If a required field is not submitted, the
application will return the field name and “is not present” in the Record Comments. If a
field does not match the field specifications such as length, data type, or valid values, the
application will return the field name and “is not valid()”. The invalid value is provided in
the parenthesis.

Canceled Record Comments

Alternate ID is invalid at validation.

Date Of Birth is not present.
Date Of Birth is not valid.(XXXinvalid valueXXX)

District Code is not present.

District Code is not valid.(XXXinvalid valueXXX)

First Name is not present

First Name is not valid.(XXXinvalid valueXXX)

Gender is not present.

Gender is not valid.(XXXinvalid valueXXX)

Grade Level is not present.

Grade Level is not valid.(XXXinvalid valueXXX)

Last Name is not present.

Last Name is not valid.(XXXinvalid valueXXX)

Local Person ID is not present.

Local Person ID is not valid.(XXXinvalid valueXXX)
Middle Name is not valid.(XXXinvalid valueXXX)
Name Suffix is not valid.(XXXinvalid valueXXX)

Race/Ethnic Code is not present.
Race/Ethnic Code is not valid.(XXXinvalid valueXXX)
Residential District is not valid.(XXXinvalid valueXXX)

School Code is not present.

School Code is not valid for the specified district.(XXXinvalid valueXXX)

School Year is not present.
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Canceled Record Comments

School Year is not valid.(XXXinvalid valueXXX)

SSN is not present.
SSN is not valid.(XXXinvalid valueXXX)

User is not authorized to submit person for the specified district.(XXXinvalid valueXXX)

Record Type is not present.

Record Type is not valid.(XXXinvalid valueXXX)

Data not valid in a customer defined field.

Alternate Last Name is not valid.(XXXinvalid valueXXX)

Alternate Last Name is not present.

Data not presentin a required customer defined field.

Alternate source is not present.

Alternate ID is not present.

Where (XXXinvalid valueXXX) appears in a comment, XXXinvalid valueXXX = the actual
invalid value. For example, School Year is not valid (2A09)

* The exception to this rule is if the field includes the word “Current”. The message will not
include “Current” in the message.
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Appendix E - Batch File Format v3.0

Batch Search uses the same file format/structure as the File Format for ID assignment
processing but offers less restrictive options on required fields. Since the data submitted
in the Batch Search file is used to identify matches, it is important to include as much
detail as possible. Although date of birth and gender are not required, the data should be
submitted when available to produce the most reliable results. Batch File Format v3.0 can
also be used for search.

See Create a Batch File for how to create a batch file for Batch Search or ID Assignment.

A. Header Record

The Header record should always be the first record. Each of the fields should be
delimited in the Header by the field name reference below and it should be delimited by a
single tab or space character.

The Header record contains the following fields:

Field Name Delimiter Required | Data Type Notes/Format Details
Record Type recordtype=TH | Yes VarChar (2) Always ‘TH’.
Extract Date mm/dd/yyyy Yes VarChar (10) Can be in one of the following formats:
- mm/dd/yyyy
* m/d/yyyy
- mm/d/yyyy
- m/dd/yyyy
* yyyy-mm-dd
Extract Time hh:mm:ss Yes VarChar (8) Must have a ‘hh:mm:ss’ format.
Transmission ID User input Yes VarChar (10) This number can be utilized by the
submitter for auditing as an
identifier for the submission.
Version 3.0 Yes VarChar (10) Always ‘3.0’ for this template.
Delimiter delimiter=0X2C Yes VarChar (4) Should be the character literal or the

hex representation of the delimiter
that is used in the detail records
(either tab or comma). For acomma
delimiter, the character literal would
be ‘delimiter=,” and the hex
representation would be
‘delimiter=0X2C’. For a tab delimiter,
itis recommended that the hex
representation be used. In that case,
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Field Name Delimiter Required | Data Type Notes/Format Details

it would be ‘delimiter=0X09’.

Source Name source= Yes This should be a valid source system
name. Batches will fail if the source
name is not defined as in the Source
System table. System
administrators manage the Source
System table.

FSPS = First Steps Private School
FSCP = First Steps County Partner

Text Qualifier qualifier= No Should be the text or the hex
representation of the text qualifier
that is used in the detail records.

(Single or Double Quote only)

Batch Indicator batch_indicator=| Yes/No The system accepts S or D for batch
L level indicator. S indicates a School

Required if . L R
multi- Level file and D indicates a District
district or - Level File. In order to resolve pending
school near matches at the school level,
codes are batches must be submitted atthe S
used level.

Batch Indicator must=M if multiple
district or school codes are used.

Avalue is required if Automatic File
Processing is enabled, otherwise itis
not required.

B. Trailer Record Layout

The Trailer record should always be the last record in the file. The Trailer record should be
delimited by a single tab or space character and there should be no extra spaces or data
after the last column in the Trailer Record.

The Trailer record contains the following fields:

Field Name Required Data Type Notes/Format Details

Record Type Yes VarChar (2) Always TT’.

Transmission ID Yes VarChar (10) An arbitrary number. Should match the Transmission
ID in the header record.
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Field Name

Required

Data Type

Notes/Format Details

Number of Records

Yes

VarChar (10)

Number of records in the file, including the ‘TH’ and
“TT’ records. The value should be left alighed and not
have any trailing spaces.

C. Detail Record Layout

The detail records should appear between the Header and Trailer record. Each of the fields
should be delimited even if data is not available for certain fields.

All State-defined fields and codes are defined during system set-up and configuration.
These records should represent individual person data and should contain the following

fields:
Field Name Required |[System - Used for |[Notes/Format Details
Data type Matching
Record Type Yes VarChar(2) n/a Always ‘ID’.
Building (School) Yes VarChar(20) |[No Building Code where the person is currently
enrolled/active.
Resident Location Yes/No VarChar(20) [No Location Code where the personis currently a
(Resident District) resident.
Last Name Yes VarChar(60) |Yes Legal last name of the person.
Matching Field
First Name Yes VarChar(60) |Yes Legal first name of the person.
Matching Field
Middle Name Yes/No VarChar(60) |Yes Legal middle name of the person.
Matching Field
Name Suffix No VarChar(10) [No An appendage, if any, used to denote a
person's generation in his family.
State-defined Suffix Code.
Gender Yes VarChar(6) Yes State-defined Gender Code.
Matching Field
Date of Birth Yes VarChar(10) |Yes Can be in one of the following formats:

e mm/dd/yyyy

s m/dlyyyy
- mm/d/yyyy
« m/dd/yyyy

e yyyy-mm-dd
Matching Field
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Field Name Required |System - Used for |Notes/Format Details
Data type Matching

Grade Yes VarChar(2) No State-defined Grade Level Code.

Local Person ID Yes VarChar(20) [No ID used in the local Student Information
System to uniquely identify the person in the
submitting system. The primary purpose of
this field is to provide a mechanism to import
person data from the eScholar Uniq-ID®
system back into the local source systems. In
addition, this field is used in a limited
capacity to match person records within the
eScholar Uniq—ID® for Students system. This
field can be set to optional for Online Entry
only.

Social Security Yes/No VarChar(11) |Yes SSN is not required for matching, but will be

Number used ifitis supplied.

Matching Field if available

Race Yes/No VarChar(10) [No State-defined Race Code.

SUNS # No VarChar(25) [No This is the unique identifier assigned to the
person. Value should be null if the person has
not yet been assigned a SUNS # via the SUNS
system. Once a UID has been assigned, all
subsequent submissions for that person
should include this value.

Location (District) Yes VarChar(20) No Location Code where the person is currently
enrolled/active.

Enrollment Year Yes VarChar(10) |[No Must be in the ‘YYYY’ format.

(School Year)

Alternate Last Name |No VarChar(60) |Yes/No This field should be used for the birth
surname, alternate last name, or former last
name of the person. Blank submissions are
ignored if an Alternate Last Name was
previously submitted. To clear an Alternate
Last Name, the word NULL in all capital
letters must be supplied during submission
for this field.

Matching Field if available
Alternate ID No VarChar(50) No Thisis an ID used in the system defined in the

Alternate Source field. If Alternate Source is
provided, this field is required.
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Field Name

Required

System -
Data type

Used for
Matching

Notes/Format Details

Alternate Source

No

VarChar(60)

No

This is the source name for the Alternate ID
field. This can be used to track additional
local identifiers or other state identifiers. If
Alternate ID is required, this field is required.

Customer Defined
Field 1

Yes/No

VarChar(25)

No

This field can be defined by a system
administrator for system-wide use. To clear
this Customer Defined Field, the word NULL
in all capital letters must be supplied during
submission for this field.

This field should not be used for Social
Security Numbers.

Customer Defined
Field 2

Yes/No

VarChar(25)

No

This field can be defined by a system
administrator for system-wide use. To clear
this Customer Defined Field, the word NULL
in all capital letters must be supplied during
submission for this field.

This field should not be used for Social
Security Numbers.

Customer Defined
Field 3

Yes/No

VarChar(25)

No

This field can be defined by a system
administrator for system-wide use. To clear
this Customer Defined Field, the word NULL
in all capital letters must be supplied during
submission for this field.

This field should not be used for Social
Security Numbers.

Customer Defined
Field 4

Yes/No

VarChar(25)

No

This field can be defined by a system
administrator for system-wide use. To clear
this Customer Defined Field, the word NULL
in all capital letters must be supplied during
submission for this field.

This field should not be used for Social
Security Numbers.

Customer Defined
Field 5

Yes/No

VarChar(25)

No

This field can be defined by a system
administrator for system-wide use. To clear
this Customer Defined Field, the word NULL
in all capital letters must be supplied during
submission for this field.

This field should not be used for Social
Security Numbers.
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Field Name

Required

System -
Data type

Used for
Matching

Notes/Format Details

Customer Defined
Field 6

Yes/No

VarChar(25)

No

This field can be defined by a system
administrator for system-wide use. To clear
this Customer Defined Field, the word NULL
in all capital letters must be supplied during
submission for this field.

This field should not be used for Social
Security Numbers.

Customer Defined
Field 7

Yes/No

VarChar(25)

No

This field can be defined by a system
administrator for system-wide use. To clear
this Customer Defined Field, the word NULL
in all capital letters must be supplied during
submission for this field.

This field should not be used for Social
Security Numbers.

Customer Defined
Field 8

Yes/No

VarChar(25)

No

This field can be defined by a system
administrator for system-wide use. To clear
this Customer Defined Field, the word NULL
in all capital letters must be supplied during
submission for this field.

This field should not be used for Social
Security Numbers.

Customer Defined
Date Field 1

Yes/No

date

No

This field can be defined by a system
administrator for solution-wide use. To clear
this Customer Defined Field, the word NULL
in all capital letters must be supplied during
submission for this field.

Can be in one of the following formats:
e mm/dd/yyyy

s m/dlyyyy

- mm/d/yyyy

« m/dd/yyyy

s yyyy-mm-dd

This field is new in File Format 3.0

Customer Defined
Number Field 1

Yes/No

Numeric(25)

No

This field can be defined by a system
administrator for solution-wide use. To clear
this Customer Defined Field, the word NULL
in all capital letters must be supplied during
submission for this field.

This field is new in File Format 3.0
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Field Name

Required

System -
Data type

Used for
Matching

Notes/Format Details

Customer Defined

Code Field 1

Yes/No

Varchar(25)

No

This field can be defined by a system
administrator for solution-wide use. To clear
this Customer Defined Field, the word NULL
in all capital letters must be supplied during
submission for this field.

State-defined Customer Defined Field Code
1.

This field is new in File Format 3.0

Ethnicity Indicator

Yes/No

VarChar(4)

No

An indication that the person traces his or her
origin or descent to Mexico, Puerto Rico,
Cuba, Central and South America, and other
Spanish cultures, regardless of race.

State-defined Hispanic Ethnicity Indicator
Code.

This field moved placement in File Format 3.0

Race 2 Code

Yes/No

VarChar(10)

No

State-defined Race Code.

This field moved placement in File Format 3.0

Race 3 Code

Yes/No

VarChar(10)

No

State-defined Race Code.

This field moved placement in File Format 3.0

Race 4 Code

Yes/No

VarChar(10)

No

State-defined Race Code.

This field moved placement in File Format 3.0

Race 5 Code

Yes/No

VarChar(10)

No

State-defined Race Code.

This field moved placement in File Format 3.0

Ethnic Sub Group

Yes/No

VarChar(10)

No

The person’s racial or ethnic subgroup. For
example, if the staff member is American
Indian/Alaska Native, this field could
represent the specific tribe to which he/she
belongs.

State-defined Ethnic Sub Group Code.

This field is new in File Format 3.0

Mother’s Maiden

Name

Yes/No

Varchar(60)

No

This field is new in File Format 3.0

Full Person Name

Yes/No

Varchar(100)

No

This field should be the person’s full name,
using the form “Last Name First Name” (e.g.,
Doe Jane). The middle name can also be
included.

This field is new in File Format 3.0
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Field Name

Required

System -
Data type

Used for
Matching

Notes/Format Details

Nickname

Yes/No

VarChar(60)

No

This field is new in File Format 3.0

Birth Location

Yes/No

VarChar(50)

No

The birth place name for the person.

This field is new in File Format 3.0

Street Address 1

Yes/No

VarChar(50)

No

This field is new in File Format 3.0

Street Address 2

Yes/No

VarChar(30)

No

This field is new in File Format 3.0

City

Yes/No

VarChar(30)

No

This field is new in File Format 3.0

State

Yes/No

VarChar(2)

No

Can be in one of the following codes:
2 Letter Abbreviation code for all U.S. States
Example: NY — New York

This field is new in File Format 3.0

Zip Code

Yes/No

VarChar(17)

No

This field is new in File Format 3.0

Geocode

Yes/No

VarChar(22)

No

Geocode is the Address information
transformed into a location on the earth’s
surface.

This field is new in File Format 3.0

Residency Status

Yes/No

VarChar(20)

No

Residency Status is the lawful permanent
residency of a person within the U.S.A. and/or
within the state.

State-defined Residency Status Code.

This field is new in File Format 3.0

Residency Expiration
Date

Yes/No

datetime

No

Can be in one of the following formats:

- mm/dd/yyyy
- m/d/yyyy

< mm/d/yyyy

« m/dd/yyyy

e yyyy-mm-dd

This field is new in File Format 3.0

Highest Degree
Earned

Yes/No

VarChar(20)

This field provides information on the highest
type of degree or certificate the person has
earned. If the person member has multiple
degrees/certificates, the highest level should
be used.

State-defined Highest Degree Earned Code.
Unless otherwise specified, use CEDS.

73080 —Birth to Three
01043 - No school completed
00788 — Preschool
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Field Name

Required

System -
Data type

Used for
Matching

Notes/Format Details

00805 - Kindergarten

00790 - First grade

00791 - Second grade

00792 - Third grade

00793 - Fourth grade

00794 - Fifth grade

00795 - Sixth grade

00796 - Seventh grade

00798 - Eighth grade

00799 - Ninth grade

00800 - Tenth grade

00801 - Eleventh Grade

01809 - 12th grade, no diploma

01044 - High school diploma

02408 - High school completers (e.g.,
certificate of attendance)

02409 - High school equivalency (e.g., GED)
00819 - Career and Technical Education
certificate

01049 - Some college but no degree

01047 - Formal award, certificate or diploma
(less than one year)

01048 — Formal award, certificate or diploma
(more than or equal to one year)

01050 — Associate’s degree (two years or
more) 73063 — Adult education certification,
endorsement, or degree

01051 -Bachelor’s (Baccalaureate) degree
01054 — Master’s degree (e.g., M.A.,, M.S., M.
Eng., M.Ed., M.S.W., M.B.A., M.L.S\)

01055 - Specialist’s degree (e.g., Ed.S.)
73081 — Post-master’s certificate

01052 - Graduate certificate

01057 - Doctoral (Doctor’s) degree

01053 - First-professional degree

01056 — Post-professional degree

73082 - Doctor’s degree-
research/scholarship 73083 — Doctor’s
degree-professional practice 73084 -
Doctor’s degree-other

73085 - Doctor’s degree-
research/scholarship 09999 - Other

This field is new in File Format 3.0
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Field Name Required |System - Used for |Notes/Format Details
Data type Matching
Subject Matter Area |Yes/No VarChar(20) No This field provides the descriptive name of an

academic or vocational discipline studied by
an individual in an educational program or
staff development activity.

State-defined Subject Matter Area Code.
Unless otherwise specified, use CEDS.

00551 - Home economics

00558 - Multi/Interdisciplinary studies
01146 - Agricultural business and production
01147 - Agricultural sciences

01148 - Conservation and renewable natural
resources

01149 - Architecture and related programs
01150 - Area, ethnic and cultural studies
01151 - Marketing operations/marketing and
distributing

01152 - Communications

01153 - Communications technologies
01154 - Computer and information sciences
01155 - Personal and miscellaneous services
01156 - Education

01157 - Engineering

01158 - Engineering-related technologies
01159 - Vocational home economics

01160 - Technology education/industrial arts
01161 - Law and legal studies

01162 - English language and
literature/letters

01163 - Liberal arts and sciences, general
studies and humanities

01164 - Library science

01165 - Biological sciences/life sciences
01166 - Mathematics

01167 - Reserve Officers’ Training Corp
(ROTC)

01168 - Military technologies

01170 - Basic skills

01171 - Citizenship activities

01172 - Health-related knowledge and skills
01173 - Interpersonal and social skills
01174 - Leisure and recreational activities
01175 - Personal awareness and self-
improvement

01176 - Parks, recreation, leisure and fitness
studies

01177 - Philosophy and religion

01178 - Theological studies and religious
vocations

SUNS User Guide ID Assignment Process

November 2025

Page 73




Field Name Required |System - Used for |Notes/Format Details
Data type Matching
01179 - Physical sciences
01180 - Science technologies
01181 - Psychology
01182 - Protective services
01183 - Public administration and services
01184 - Social sciences and history
01185 - Construction trades
01186 - Mechanics and repairers
01187 - Precision production trades
01188 - Transportation and materials moving
workers
01189 - Visual and performing arts
01190 - Health professions and related
sciences
01191 - Business management and
administrative services
02371 - Foreign language and literature
09999 - Other
This field is new in File Format 3.0
Degree Provider Yes/No VarChar(125) [No The full legally accepted name of the
institution.
This field is new in File Format 3.0
Certificate Number |Yes/No VarChar(25) [No The number issued by the credentialing or
licensing agency.
This field is new in File Format 3.0
Certificate Type Yes/No VarChar(20) |[No An indication of the category of credential a

person holds.

State-defined Certificate Type Code. Unless
otherwise specified, use CEDS.

01 - Certification
02 -Endorsement
03 -Licensure
04 -Other

05 -—Registration

If Certificate Number is provided, this field is
required.

This field is new in File Format 3.0
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Field Name

Required

System -
Data type

Used for
Matching

Notes/Format Details

Itinerant Flag

Yes/No

VarChar(2)

No

An indication of whether a teacher provides
instruction in more than one location.

01 -Yes
02 -No
03 -Unknown

Input values that are null will default to
“Unknown.

This field is new in File Format 3.0

Submission Purpose

Yes

VarChar(3)

No

Reserved for future use. For now this field
should always include code 001 on all
submissions.

001 - Assignment

This field is new in File Format 3.0

Person Type

Yes

VarChar(2)

No

The current person type of the individual.
State-defined Person Type Code.

01 -Early Childhood
02 -Student

03 -Staff

04 -Workforce

This field is new in File Format 3.0

Active/Inactive
Indicator

Yes

VarChar(1)

No

This field should provide the person current
status (e.g., Active/lnactive) in the
Location/Building.

0 -Inactive
1 —Active

This field is new in File Format 3.0

Enrollment Status

Yes/No

VarChar(100)

No

Anindication as to whether a person’s name
was, is, or will be officially registered on the
roll of a location(s).

State-defined Enrollment Status Code.
Unless otherwise specified, use CEDS.

01812 - Concurrently enrolled
01811 — Currently enrolled
01810 - Previously enrolled
01813 —Transferring (will enroll)

This field is new in File Format 3.0
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Field Name

Required

System -
Data type

Used for
Matching

Notes/Format Details

Entry/Exit Date

Yes/No

date

No

The month, day, and year on which a person
enters/exits and begins/stops to receive
instructional services in a location,
institution, program, or section during a given
session

Can be in one of the following formats:

« mm/dd/yyyy
* m/d/yyyy

o mm/d/yyyy

« m/dd/yyyy

* yyyy-mm-dd

This field is required if either Entry/Exit Type,
Entry_Exit_Code or Entry_Exit_Active_Flag,
are provided.

This field is new in File Format 3.0

Entry/Exit Type

Yes/No

Varchar(2)

No

Can be in one of the following codes:

01 - Entry
02 - Exit

This field is required if either Entry/Exit Date or
Entry_Exit_Active_Flag, are provided

This field is new in File Format 3.0

Entry/Exit Code

Yes/No

VarChar(100)

No

The process by which a person enters/exits a
location during a given session.

State-defined Entry/Exit Code. Unless
otherwise specified, use CEDS.

01821 —Transfer from a public school in the
same local education agency

01822 - Transfer from a public schoolin a
different local education agency in the same
state

01823 —Transfer from a public schoolin a
different state

01824 - Transfer from a private, non-
religiously- affiliated school in the same local
education agency

01825 - Transfer from a private, non-
religiously- affiliated school in a different
local education agency in the same state
01826 —Transfer from a private, non-
religiously- affiliated school in a different
state

01827 —Transfer from a private, religiously-
affiliated school in the same local education
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Field Name

Required

System -
Data type

Used for
Matching

Notes/Format Details

agency

01828 —Transfer from a private, religiously-
affiliated school in a different local education
agency in the same state

01829 - Transfer from a private, religiously-
affiliated school in a different state

01830 - Transfer from a school outside of the
country

01831 - Transfer from an institution

01832 - Transfer from a charter school
01833 —Transfer from home schooling
01835 - Re-entry from the same school with
no interruption of schooling

01836 — Re-entry after a voluntary withdrawal
01837 — Re-entry after an involuntary
withdrawal

01838 - Original entry into a United States
school

01839 - Original entry into a United States
school from a foreign country with no
interruption in schooling

01840 - Original entry into a United States
school from a foreign country with an
interruption in schooling

09999 - Other

This field is new in File Format 3.0

Entry/Exit Verified
Flag

Yes/No

Varchar(1)

No

Provides the status of the enrollment event.
Can be in one of the following codes:

1 -Verified
2 -Unverified
3 -Calendar
4 -Delete

Entry/Exit Date, Entry/Exit Type, are required if
this field is provided.

This field is new in File Format 3.0
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Field Name

Required

System -
Data type

Used for
Matching

Notes/Format Details

Hire Date

Yes/No

datetime

No

The year, month and day on which a person
was hired for a position, or consecutive
positions within the same organization and
job classification.

Can be in one of the following formats:

- mm/dd/yyyy
- m/d/yyyy

< mm/d/yyyy

« m/dd/yyyy

e yyyy-mm-dd

This field is new in File Format 3.0

Annual Salary

Yes/No

Numeric
(10.2)

No

The contractual salary of a person.

This field is new in File Format 3.0

Job Classification

Yes/No

Varchar(25)

No

A general job classification that describes
staff that performs duties requiring a high
degree of knowledge and skills generally
acquired through at least a baccalaureate
degree (or its equivalent obtained through
special study and/or experience) including
skills in the field of education, educational
psychology, educational social work, or an
education therapy field.

State-defined Job Classification Code. Unless
otherwise specified, use CEDS.

04723 - Athletic coach

04724 - Behavioral management specialist
04725 - Counselor

04726 - Curriculum specialist

04727 - Education diagnostician

04728 - Librarian/media consultant

04729 - Remedial specialist

04730 - Student activity advisor/non-athletic
coach

04731 - Student teacher

04732 - Teacher

04733 - Teacher trainer

04734 - Teaching intern

04735 - Resource teacher

09999 - Other

This field is new in File Format 3.0
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Field Name

Required

System -
Data type

Used for
Matching

Notes/Format Details

Job Assignment
Primary

Yes/No

Varchar(100)

No

The titles of employment, official status, or
rank of education staff. A job assignment
code that describes the specific primary
assignment for the person.

State-defined Job Assignment Code. Unless
otherwise specified, use CEDS (modified).

001 - Administrative Support Staff
002 — Administrators

003 - All Other Support Staff

004 - Behavioral Specialists

005 - Early Leaning Assistant Teachers
006 — Early Learning Teachers
007 — Elementary Teachers

008 — Family Service Workers

009 - Health Specialists

010- Home Visitors
011-Instructional Coordinators
012 - Kindergarten Teachers

013 - Librarians/Media Specialists
014 - Library/Media Support Staff
015 - Mental Health Specialists
016- Nutrition Specialists

017- Paraprofessionals

018- Part C Early Interventionists
019 - Part C Service Coordinators
020 -School Counselors

021 -Secondary Teachers

022 - Social Workers

023 — Special Education Teachers
024 - Special Needs Specialists
025 - Student Support Services Staff
026 - Ungraded Teachers

This field is new in File Format 3.0

Job Assignment
Secondary

Yes/No

VarChar(100)

No

The titles of employment, official status, or
rank of education staff. A job assignment
code that describes the specific secondary
assignment for the person.

State-defined Job Assignment Code. Unless
otherwise specified, use CEDS (modified).

001 — Administrative Support Staff

002 — Administrators

003 - All Other Support Staff

004 - Behavioral Specialists

005 - Early Leaning Assistant Teachers
006 — Early Learning Teachers
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Field Name

Required

System -
Data type

Used for
Matching

Notes/Format Details

007 - Elementary Teachers

008 — Family Service Workers

009 — Health Specialists

010- Home Visitors
011-Instructional Coordinators
012 - Kindergarten Teachers

013 - Librarians/Media Specialists
014 - Library/Media Support Staff
015 - Mental Health Specialists
016 — Nutrition Specialists

017- Paraprofessionals

018- Part C Early Interventionists
019 - Part C Service Coordinators
020 - School Counselors

021 - Secondary Teachers

022 - Social Workers

023 — Special Education Teachers
024 - Special Needs Specialists
025 - Student Support Services Staff
026 — Ungraded Teachers

If Job Assignment Secondary is provided, then
Job Assignment Primary is required.

This field is new in File Format 3.0

Job Assignment
Tertiary

Yes/No

VarChar(100)

No

The titles of employment, official status, or
rank of education staff. A job assignment
code that describes the specific tertiary
assignment for the person.

State-defined Job Assignment Code. Unless
otherwise specified, use CEDS (modified).

001 - Administrative Support Staff
002 — Administrators

003 - All Other Support Staff

004 - Behavioral Specialists

005 - Early Leaning Assistant Teachers
006 — Early Learning Teachers
007 - Elementary Teachers

008 — Family Service Workers

009 - Health Specialists

010- Home Visitors
011-Instructional Coordinators
012 - Kindergarten Teachers

013 - Librarians/Media Specialists
014 - Library/Media Support Staff
015 - Mental Health Specialists
016 — Nutrition Specialists

017- Paraprofessionals
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Field Name

Required

System -
Data type

Used for
Matching

Notes/Format Details

018- Part C Early Interventionists
019 - Part C Service Coordinators
020 -School Counselors

021 -Secondary Teachers

022 - Social Workers

023 - Special Education Teachers
024 - Special Needs Specialists

025 - Student Support Services Staff
026 — Ungraded Teachers

If Job Assignment Secondary is provided, then
Job Assignment Primary is required.

This field is new in File Format 3.0

Location Comment

Yes/No

VarChar(100)

No

This field is used to capture comments on
input for a single location

Active Location
Count

No

Numeric(4,0)

No

This field is the internal number of current
active locations for the ID Record Type and is
provided as a number count in the output file.
This field should be blank on input. Any values
oninput will be ignored.

This field is new in File Format 3.0

Source Refresh Date

No

datetime

No

This field is used to capture the Student
Information Source Refresh Date

Can be in one of the following formats:

- mm/dd/yyyy
< m/d/yyyy

< mm/d/yyyy

- m/dd/yyyy

- yyyy-mm-dd

This field is new in File Format 3.0

Match Score

No

VarChar(3)

No

This field is used to provide the Match Score
in the Assignment Near Match extract only.
This field should be blank on input. Any values
on input will be ignored.

This field is new in File Format 3.0

ID Record Status

No

VarChar(255)

No

This field is the internal transaction status
result for the record and is provided in the
output file. This field should be blank on

input. Any values on input will be ignored.

This field moved placement in File Format 3.0
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Field Name

Required

System -
Data type

Used for
Matching

Notes/Format Details

Location Status

No

VarChar(255)

No

This field is the internal transaction status
result for the Location record and is provided
in the output file. This field should be blank on
input. Any values on input will be ignored.

This field is new in File Format 3.0

Event Status

No

VarChar(255)

No

This field is the internal transaction status
result for the Enrollment Event record and is
provided in the output file. This field should
be blank on input. Any values on input will be
ignhored.

This field is new in File Format 3.0

Record Reference
Number

No

VarChar(12)

No

This field is the internal transaction identifier
for the record as part of the output file. This
field should be blank on input. Any values on
input will be ignored.

This field moved placement in File Format 3.0

Last Updated User ID

No

VarChar(50)

No

This field is provided in the output file. This
field should be blank on input. Any values on
input will be ignored.

This field moved placement in File Format 3.0

Record Update Date

No

VarChar(10)

No

This field is the last update for the record and
is provided in the output file. This field should
be blank on input. Any values on input will be
ignored.

This field moved placement in File Format 3.0
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Appendix F - Reversing the Batch Creation Process

The SUNS ID file downloads as a .txt file which is not the most readable format for this
type of data. Reversing the Batch Creation process, a user can turn it back into an Excel
workbook with headers.

1. Toturnitbackinto a CSV file —

a. Openthe .txt results file from the SUNS application

mj sid_1010195F5P5Batch20210916_16_20210927_093711_ide_id.txt - Notepad - O *

File Edit Format Niew Help

FH 89/27/2821 89:37:11 1818195 3.8 delimiter=0X2C source=Default ~
1D,1e1,8195,Alexander,Jamil, , ,M,85/12/2817,PK,39878, ,B,4119955117,08195,2021, ,,,,535333332392, 050530303313
3333333222:881,81,1,,,,,,50525555,Mew ID Assigned - No Matching Record Found,Mew Location

Added, ,133,1558,89/17 /20821
1D0,181,8195,Martinez,Rosamond, , ,F,85/26/2816,PK,390889, ,W,6675131303,8195,2021, ,,,,,35353232:800, 050030301
3333332332222,081,81,1,,,,,,,5555555,,Mew ID Assigned - No Matching Record Found,New Location

Added, ,134,1558,89/17 /2821
1D0,1e1,8195,Bouvier,Dorcas,, ,F,86/16/2017,PK,39056, ,W,5200137535,0195,2021, ,,,,,535333332920 5000000303013

333333322,001,01,1,,,,,,555333529,New ID Assigned - No Matching Record Found,New Location
Addad 135 1550 00 /17 /2671 v

Ln1, Col1 100%  Windows (CRLF) UTF-8

b. Click File > Save As

c. Change to Allfiles

| Save As >
yK « 202110 Batch... » SUMSIDs v |0 O Search SUNS |Ds
File pame: | sid_10101953F5P5Batch20210916_16_20210927_093711 _ide_id.txt v‘
Save as type: | Text Documents (*.txt) ~
Text Documents (*.txt)

d. Add.csvtothe end of the file name. This would be a good time to rename the
file.

File name: | Batch_16_20210827_SUNS IDs.cs ~

Save as type: | Text Documents (".ct) ~

~ Browse Folders Enceding: | UTF-2 ~ Cancel

e. Click Save

2. Once the file has been turned into a CSV file, a user can do one of two things to
make the file more readable.
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a. Copythe SUNS number column from the CSV file and drop it in the original Excel
file that was created if it was saved. Formatting will be off if the column is not
wide enough.

m
Vidal, Advisra [ Shaee
Al - £ | THOSET3000 0ScET1 101005 B0 delimersit sounctsDe el
L] ] L (1] E L G H I ] K L r ] -]

b Wﬂ’?n'kﬂ!'l ST L1015 3.5 delimiteraliS soarse=lefaul

2 o Bl 195 Almarde la=al M PawmTy 3 FHITE [ A 1YEetE 195 1

3 | il 155 Martiner  Rodamond F TRy P IS L BBEESDD 155 il
& 30l 195 Bowvier  Durcas F sawmaray Br T W K] 1 o] L]

5 o Bl 195 ey Ole M AE[M16 PR 041 [ LT 185 Hn

& D Eol 155 Dry Crariotie F mxwmarny Py FHITS L) LSEE[d 155 il
or

b. Turnthe .CSV file back into a .XLSX file

i. Open the .csvfile that was just created
(<A Batch_16_20210927 SUNS IDs.csv - Excel
Home  Inset  Pagelayout  Formulas  Data  Review  View  Developer  Acrobat  PowerPivot  Team @ Tellme.. Vidal, Adriana S Share
Y4

Al - f TH DB/Z?/ZDZI 09:37:11 1010195 3.0 delimiter=0X2C source=Default v

A B C D E F G H I J K L M N o] P -
1 ‘TH M/Z?/_EOZIM:!?:II 1010195 3.0 delimiter=0X2C source=Default
2 [ip 101 135 AlexandetJamil M sEEAE PK 39078 B 4126409 185 20
3 _I[] 101 195 Martinez Rosamond F HEHHEEE PK 39089 w 6.68E+09 195 2021
4 | D 101 195 Bouvier Dorcas F HEHHEEE PK 39056 w 5.2E+09 195 2021
5 | D 101 195 Perry Clive M 8/8/2016 PK 39061 B 9.25E+H09 195 2021
(3 | D 101 195 Day Charlotte F HEHHEEE PK 39075 w 1.96E+09 195 2021
7 | D 101 195 Rudrigusz Manny M 3/3/2016 PK 39065 w 6.34E+09 195 2021
2 |ip 101 185 Fletcher Marcus M sEEAE PK 39080 B 3.91E+09 185 20
9 [ip 101 185 Thomson Gwen F 7/5/2016 PK 39096 w 5.68E409 185 20
100 101 195 Wallis  Raina F 9/3/2016 PK 39068 B 6.57E+09 185 20
110 101 195 Wallis  Rashida F 9/3/2016 PK 39063 B 4736409 185 20
12|10 101 195 Johnson  Barry M 8/9/2016 PK 39059 w 7.44E+09 195 201
13_ D 101 195 Graison  Nathaniel M HEHHEEE PK 39097 w 4.24E+H09 195 2021
14_|[] 101 195 Jones Cherry F HEHHEEE PK 39072 w 2.57EH09 195 2021
15_171010195 15 -

| Batch 1620210027 5UNSIDs | @ 1 v

Ready 9 B B - ] + 100%

ii. Click File > Save As and pick a folder for the file.

iii. Change to Save as Type to Excel Workbook (*.xlsx); .xlsx is automatically
added to the end of the file name.

File name: | Batch_16_20210927_SUMNS |Ds.csv vl
Save as type: | C5V (Comma delimited) (*.csv) w
Authors -

*|Excel Macro-Enabled Workbook (*alsm)
Excel Binary Workbook (*.xlsb)
Excel 97-2003 Workbook (*xls)

~ Hide Folders XML Data (*aml)

Single File Web Page (*.mht;*.mhtml)

iv. Click Save.
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File name: | Batch_16_20210927_SUNS ID's.xlsx w
Save as type: | Excel Workbook (*xlsx) HEYS
Authors  Vidal, Adriana Tags: Addatag

A Hide Folders Tools = Cancel
V. Open the .xlsx file and delete the Header and Trailer rows.
A B € D E F G H | 1 K L M N o P -
1 .TH 09/27/_!0210‘3:37:11 1010195 3.0 delimiter=0%2C source=Default
2 |ID 101 195 AlexandeiJamil M 5/12/2017 PK 39078 B 4.12E+09 195 2021
3 _ID 101 195 Martinez Rosamond F 5/26/2016 PK 35089 w 6.68E+09 195 2021
4 |ID 101 195 Bouvier Dorcas F 6/16/2017 PK 39056 w 5.2E+09 195 2021
5 |ID 101 135 Perry Clive M 8/8/2016 PK 39061 B 9.25E+09 195 2021
6 _ID 101 195 Day Charlotte F 12/12/2019 PK 35075 w 1.96E+09 195 2021
7 | 1D 101 195 Rodriguez Manny M 3/3/2016 PK 39065 w 6.34E+09 195 2021
8 |ID 101 195 Fletcher Marcus M 2/18/2016 PK 33080 B 9.91E+09 195 2021
9 | ID 101 195 Thomson Gwen F 7/5/2016 PK 350396 w 5.68E+09 185 2021
1(]_ 1D 101 195 Wallis Raina F 9/3/2016 PK 395068 B 6.57E+09 195 2021
11D 101 195 wallis Rashida F 9/3/2016 PK 39063 B 4.73E+09 195 2021
12 |ID 101 195 Johnson Barry M 8/9/2016 PK 39039 w 7.44E+09 195 2021
13_I[J 101 195 Graison  Nathaniel M 6/17/2016 PK 35097 w 4.24E+09 195 2021
14 |ID 101 195 Jones Cherry F 11/15/2016 PK 39072 w 2.57E+09 195 2021
15 |TT 101018515
1/ID 101 195 AlexanderJamil M 5/12/2017 PK 39078 B 4.12E+09 1395 2021
2 _ID 101 195 Martinez Rosamond F 5/26/2016 PK 39089 w 6.68E+09 195 2021
3 | 1D 101 195 Bouvier Dorcas F 6/16/2017 PK 39056 w 5.2EH09 195 2021
4 |ID 101 195 Perry Clive ™M 8/8/2016 PK 39061 B 9.25E+09 195 2021
5 |ID 101 135 Day Charlotte F 12/12/2019 PK 33075 W 1.96E+09 135 2021
6 | ID 101 195 Rodriguez Manny M 3/3/2016 PK 39065 w 6.34E+09 195 2021
7 | 1D 101 195 Fletcher Marcus M 2/18/2016 PK 39080 B 9.91E+09 195 2021
8 |ID 101 195 Thomson Gwen F 7/5/2016 PK 39096 w 5.68E+09 195 2021
9 |ID 101 195 Wallis Raina F 9/3/2016 PK 39068 B 6.57E+09 1395 2021
101D 101 195 Wallis Rashida F 9/3/2016 PK 39063 B 4.73E+09 135 2021
11_ 1D 101 195 Johnson  Barry M 8/9/2016 PK 39059 w 7.44E409 195 2021
12_I[J 101 195 Graison  Nathaniel M 6/17/2016 PK 39097 w 4.24EH09 195 2021
13 |ID 101 135 Jones Cherry F 11/15/2016 PK 33072 W 2.57E+09 195 2021
vi. Insert three blank rows.
A B C D E F G H J K L M N Q P
i 1 ]
2 -
Bl
4 |~ 101 195 AlexanderJamil M 5/12/2017 PK 39078 B 4.12E+09 195 2021
5 | 1D 101 195 Martinez Rosamond F 5/26/2016 PK 39089 w 6.68E+09 195 2021
6 |ID 101 135 Bouvier Dorcas F 6/16/2017 PK 39056 w 5.2E+09 1395 2021
7 |ID 101 1385 Perry Clive M 8/8/2016 PK 39061 B 9.25E+09 1395 2021
vii. Open the Master Batch Template and highlight the header rows on the

Details tab. Click Ctrl + C to Copy.

H ©- Master Batch Template.xlsx - Bxcel cal O
File Home  Inset  Pagelayout  Formulis  Data  Review  View  Developer  Acrobat  PowerPivot  Team @ Tellme.. Vidal, Adriana £, Share
Y4
Bl i I
B C D E F G H | J K L M
Layout matching matching matchingif available matching  matching matching if
1 available
Building Resident Last Name First Name Middle Name Name Gender Date of Bith  Grade Local Social Race
(School)  Location Suffix Person ID  Security
(Resident No.
2 District)
required  required  required required required required required required required.
M=Maie | MM/DD/YYYY EC Grade = PK W -white
F = Female B - black
A - asian
1- native ame.
H- hawaiian,
pacific isiande
2 -
Details | Header | Trailer ‘ (O] “ »
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viii.

Go back to the download batch file. With a cursor on the 1 next to the top
row, right click the mouse and select Paste Special > Keep Source
Column Widths. This will insert the rows copied from the Master Batch
Template file into the Excel file created and keep all the column widths.
Now the SUNS numbers can be seen clearly.

Y

 Paste Options:

o, ee; e, e
DLZE

Paste Special...

il

Insert Copied Cells...
Delete...

Clear Contents

Filter
Sort

¥ Insert Comment

e [0 B

e
G0
»

Paste
il il il e
O L& % =
il i
e |2k
Paste Values
il il e
123 EE ]_‘;3
Other Paste Options
il il il e
E“ o Llw G@

Paste Special... |

H ©- Batch_16_20210927_SUNS IDs.xlsx - Excel
File Home Insert  Page Layout Formulas Review  View  Developer  Acrobat Power Pivot  Team Q Tellme Vidal, Adriana £} Share
il N S
A B C D E F G H | J K L M N
Detail Record Layout matching matching matchingif matching  matching matching if
available available
Record Type Building Resident LastName FirstName Middle Name  Gender Date of Birth  Grade Local Sacial Race SUNS # Loc
(School)  Location Name Suffix Person ID Security (Di:
(Resident No.
District)
required required  required  required required required required required required required requ
Type =D M = Male MM/DD/YYYY EC Grade = PK. W -white
F = Female 8- biack
A- asian
1- native american
H- hawaiian,
pacific islander
D 101 195 Alexander  Jamil M 5/12/2017 PK 39078 B 4119955117
D 101 195 Martinez Rosamond F 5/26/2016 PK 39089 w 6675131303
D 101 195 Bouvier Dorcas F 6/16/2017 PK 39056 w 5200137535

iX. Save the file.
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Appendix G - Creating a SUNS eServices Ticket

To create a SUNS eService ticket, users must first log in to the SCDE Member Center

1. Gotothe SCDE website and click Login on the right side of the top Navigation bar.

« c % I edscgov | * & = o

g8 Adobe Acrobat [ DEMS {8 ECDGWG  OA GowdA - SCDOE & MyDrive g SCDEeSupport @ Work Drive @@ SCDE = Intranet » [ AW EBookmark:
Home About Data& Reports State Board of Education Newsroom Contact Selact Language VI Login I

SOUTH CAROLIMNA
= DEPARTMENT OF EDUCATION Districts & Schools ~ Educators =~ Family & Community ~

2. This opens the Application Web Portal Login page. Use the login information provided
after training has been completed to log in to the Member Center.

®

Application Web Portal

Username

Password

Forgot your password? Reset it

Don't have an account? Create it

a. Create an Account - If login information hasn’t been provided, click the Create It
link next to “Don’t have an account?” underneath the login fields

b. Lost Password - If the password provided is forgotten or lost, click the Reset It link
next to “Forgot your password?”

3. Once logged in to the Member Center, click the dropdown arrow next to Technical
Support in the left Navigation menu and select eSupport Request.

Technical Support

TELEPHONE
803-734-0065
ONLINE

eSupport Request
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http://ed.sc.gov/

4. The SCDE eSupport Portal page will open. Click New Ticket at the top of the page.

&«

SOUTH CAROLINA
€ GEPARTMENT OF EDUCATION New Ticket

c 25 esupport.ed.sc.gov/?format=portal b ¢ 3 (1 o

NOTE: Some external users do not have access to the SCDE e-Support Portal page. If
that is the case, email esupport@ed.sc.gov and put the following information in the
email:

Subject - SUNS Technical Support
Description —Include a detailed description of the issue.

Contact Information — include full name and a phone number in case Support needs
to call.

Attach any documentation, like a screenshot, that might help Support understand
the issue.

5. Enter allthe required fields. Required fields are in Red with an asterisk (*).

Requestor (Email or Name)* - prefilled from login
Subject* — a very brief description of the issue.

Description — not required but always helpful. A more detailed description of the
issue. There is the option to attach a file using the paperclip icon under the
Description box.

Category* — Select Applications
Subcategory* — Select SUNS -Student Unique Numbering System

CC - add additional email addresses if you need the ticket responses to go to
additional people.

Application Details* - the choices are Grant/Remove Access and Technical
Support. Please note: Access to the SUNS application can only be granted if training
has been completed and a certificate is on file.

6. Clickthe Create button at the bottom right side of the screen to submit the eSupport
ticket.
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< > C 2% esupport.ed.sc.gov/incidents/new.portal ¥ & a o

-0

SOUTH CAROLINA
DEPARTMENT OF EDUCATION

New Ticket
- 3

Requester (Email or Name) *

E Vidal, Adriana

Subject®

SUNS issue

Description

I'm having a problem uploading a batch file to SUNS.

(=4
Category * Subcategory *

Applications ¥ SUNS - Student Unique Numbering System v
cC

Application Details *

Technical Support A

O Virtual Agent
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Appendix H- SUNS Matching Logic

A. Matching Overview

During the matching process, the SUNS matching engine completes a three-step
process:

1. searching/indexing;
2. scoring; and
3. producing a decision.

In the first step, the matching engine searches the master database and builds a highly
compressed index. The highly compressed index is generated using the first name, last
name, and middle name. Using a simplified phonetic representation, the system
generates an index for each student being matched and utilizes processing rules, such
as mixed usage, spelling errors, nicknames or multi-part, to find name combinations
for the index. These algorithms with phonetic and spelling correction allow for
variations in the data. For example, if the name Amelia Jenna Cathcart is passed to the
matching engine, along with the other required fields, the index for this could include
the following combinations:

Amelia Jenna Cathcart
Jen Amelia Cathcart
Amelia J Cathcart
Cathcart Amelia Jenna

This allows the search portion of the matching engine to account for the transposition
of names, missing data, data errors and data variations. Because the system utilizes
this index, rather than querying against the entire table for each piece of matching
logic, the performance of the match is improved. Once the index is created, the
matching engine proceeds to the scoring phase of the process and performs additional
matching logic /algorithms on the index to find the matching scores.

When processing through the logic, the matching engine uses the name, birth date,
social security number and gender for matching. Each field is assigned a weight that
helps determine the final Match Score. The Field Weight Scores are as follows:

Field Weight Score
Name (First Name, Middle Name, Suffix and Last Name) High
Social Security Number Medium *
Birth Date Medium
Gender Low

Based upon the weight and the probability of the match, the system assigns the Match
Score.
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B. Matching Outcomes

Once the matching engine has analyzed the incoming record, it returns the Match
Score as described above. This score is always between 0 and 100. In addition to the
matching processing logic, additional configuration and/or business rules may be
applied to the data to determine the matching outcome. This includes the Near Match
Threshold settings in the System Properties, Twins Rule, and Social Security Number
Rules. For more details about these items, please refer to the Match Configuration &
Rules section below. Based upon the Match Score, Near Match Thresholds, and other
business rules, the SUNS application generates one of three matching outcome
decisions: Match, Near Match, or No Match.

Match

Arecord will be classified as a Match if the Match Score is above the Upper Near Match
Threshold. In this case, the system will compare the input record to the master record
to determine if updates to the data are required. If the data is different, the system will
update the master record with the new information and move the old master record to
history.

Near Match

Arecord will be classified as a Near Match if the Match Score is above the Lower
Threshold and below the Upper the Threshold, the Twins Rule and Social Security
Number Rule apply, or multiple matches/near matches are found for the same record.

No Match

A record will be classified as a No Match if the Match Score is below the Lower
Threshold.

C. Matching Fields
First Name

First Name is a required field and has a High weighting as part of the Name.
Examples of business rules for this field:

e First Names match/differ

e Nicknames/Abbreviations

e Middle Name isincluded in the First Name field

e Last Name and First Name are transposed

e First Name spelling variations (e.g, Christine vs. Christina)
e Multi-part names

e Spelling errors (e.g. Johnvs Jonh)

e Uncommon name leniency
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Last Name

Last Name is a required field and has a High weighting as part of the Name.
Examples of business rules for this field:

e Last Names match/differ

e Suffixisincluded in the Last Name field

e Last Names that sound the same but are spelled differently
e Last Name and First Name are transposed

e Last Name overlap (e.g., Peters vs. Peterson)

e Multi-part names

e Uncommon name leniency

Alternate Last Name

Alternate Last Name is an optional field and has a High weighting as part of the Name. It
is passed to the matching engine as a Last Name.

Examples of business rules for this field:

e Last Names match/differ

e Suffixisincluded inthe Last Name field

e Last Names that sound the same but are spelled differently
e Last Name and First Name are transposed

e Last Name overlap (e.g., Peters vs. Peterson)

e Multi-part names

e Uncommon name leniency

Middle Name

Middle Name is an optional field and is part of the Name.
Examples of business rules for this field:

e Middle Names match/differ

e Nicknames/Abbreviations

e Middle initial (John Thomas Smith vs. John T Smith)
e FirstName isincluded in the Middle Name field

e Middle Names spelling variations

e Multi-part names

Suffix

Suffix is an optional field and is part of the Name.

Examples of business rules for this field:
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e Suffixes match/differ.
e Last Name and Suffix are transposed
e Variations (llorll)

Social Security Number

Social Security Number (SSN) is an optional field and should have a Medium/Low
weighting. The SUNS application is configured to not store SSNs so they are not used
for matching.

Examples of business rules for this field:

e Social Security Numbers match/differ.
e Social Security Numbers are close.

e [fthe Social Security Number is provided, the system assigns a Medium weight,
butifitis not provided it has a Low weight.

Gender

Gender is arequired field and has a Low weighting.
Examples of business rules for this field:
e Genders match/differ.

Date of Birth

Date of Birth is a required field and has a Medium weighting.
Examples of business rules for this field:

e Dates of Birth match/differ.
e Two-part date matches. When two out of the three elements (month, day, year)
are the same, itincreases the match probability

D. Matching Rules
Twins Rule
Conditions:

e The decision outcome has to be a Match.
e The School Districts must be the same.
e Local Student IDs (identifier for the School District) must be different.

Action:

e Ignores match decision.
e Transforms the match pairinto a Near Match.
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Multiple Matches
Conditions:

Two matches or near matches exist for the incoming record.

Action:

e Ignores match decision.
e Transforms the match group into a Near Match.

Back to Back Matches

Conditions:

e Two records with the same last name, first name and date of birth as another
record in the same file.

e The decision outcome is a No Match.

Action:

e Ignores match decision.
e Transforms the match group into a Near Match.

Exact Match Rule

If a State ID is submitted with the record, the system passes the record through the
Exact Match Rule. The process is as follows:

e The application compares the submitted State ID to existing valid State IDs.

e |[fthe State ID is valid, the application compares the fields configured in the
Exact Match Rule.

e Ifthere are any differences in those fields, the application will send the record
through the normal match process and will produce near matches.

e [fthere are no differences in those fields, the application bypasses the matching
engine and will update the master record.

If the State ID is not passed or there was no Exact Match, all information is passed to the
Match Engine (First Name, Last Name, Middle Name, Suffix, Gender, SSN and Birth Date).
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