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Identifying and Correcting Student Enrollment Records Missing at the State | Identifying and
Correcting Duplicate Students | Identifying and Correcting Duplicate Student ID Numbers

This article will walk you through the process of identifying and correcting enrollment records
missing from the state, duplicate student records, and duplicate student IDs.

This article describes functionality only accessible for users using a version of Campus connected
to a State Edition of Campus.

Identifying and Correcting Student
Enroliment Records Missing at the
State

The following steps will guide you in identifying and correcting missing student enrollment data:

e Step 1. Verify and Review Enrollment Data
e Step 2. Identify/Correct Data and Resync Specific Enrollment Records
e Step 3. Re-verify and Review Enrollment Data

Step 1. Verify and Review Enroliment Data

PATH: System Administration > Data Interchange > Verification

The first step in identifying enrollment records missing at the state is to verify enrollment data
using the Verification tool.

Select the Verify (or Re-Verify), select Enrollment, and select the Verify Selected Objects
button to have Campus compare and verify enrollment data between the district and the state
(Image 1).
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. Verify Data For The Current School Year (2013-2014)
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Objects to verify
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X Enroliment
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Before you can generate the Verification Summary Report, re-verification must first be completed.
Processing time will depend on various factors, including bandwidth limitations, state-level
settings, and pending requests. The Timestamp column of the Verification Results table will
display a "(!)" after an existing date or an N/A value for the column of the requested verification
while the process completes. You can hover your mouse over each object timestamp to see its
current status (Image 2).

Verification Summary

Re-Verify Verification Summary Report

2013-2014 DIS Verification Results ‘erification Results for 32002 Pierre 32-2

Object Accuracy Timestamp Total Records Total Errors Misszing Differences

32002 Pierr 2 g Legend Distinct | At District | At State At State | At District
Behavior [99.81% | 05012011 10:08:44 (1130 [1130 1128 1 1 0 0
DistrictAssignment [SESNENNN 05/01/2011 10:06:45 1018|574 1019 [a4s 0 445 0
Employment B 05012011 1005117 455 404 455 51 0 51 0
Enraliment [8983% 1 05012011 10.0821 (2571|2571 2589 |2 2 0 0
Graduation (89815 05/01/2011 10:06:44 [1130 [1130 128 1 1 0 0
LEP B 05012011 10:06:17 [ 458 404 458 51 0 51 0
Person/identty | SESISHSNNN 05/01/2011 10:06:17 | 3399|3369 3392 |42 7 30 5
TestScore | [EEEE 13 08:380) |3 3 2 1 1 [ 0

Status: Pending (! /2014 15:22:14) i

Once verification is completed, select the Verification Summary Report button, select
Enrollment, and click Generate Report (Image 3). Then, proceed to Step 2.
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Verification Summary

Re-Verify

2013-2014 DIS Vers* ation Res! Its
District L ha AN

275

‘Jerification Summa ry Report

Verification Summary Report

Select the objecty to include in the report and the desired report format.

Objects to ifflude in the report
All Objects
Behavior
Employmi

Employmer®aesignment
Enroliment
Graduation
LEP
Personidentity
TestScore

Format | ppr v

Generate Report

Step 2. Identify/Correct Data and Resync Specific
Enrollment Records

Review the Enrollment Verification Report and identify which student records are missing at the
state and must be corrected/resynced.

Page 2

Total District Count

Enrollment Verification Report cont.
Comparison of District Enrollment Data With State Data
Knox County Verified: 04/12/2013 09:33

Missing At State

12-13 CENTRAL ELEMENTARY SCHOO - Summary

Total State Count Missing At District

301 Enox County District
04/29/2013 03:26:19 PM

With Field Difference

420 17 403 0 0

1213 CENTRAL ELEMENTARY SCHOO - District Records Missing At The State

Student Name State ID District Enrollment 1D Start Date Grade  Start Status Details
ALLEN, " 35375 08/08/2012 01 NS Mo Show
ASARO, 35445 08/08/2012 0z EO1

BAKER, 35446 08/08/2012 0z EO1

BAKER, 35447 08/08/2012 0z EO1

BARGOD, 35448 08/08/2012 02 E01

Once data for identified students has been corrected, their enrollment records must be resynced
via the Selective Sync tool (Image 5).
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Index Search Help Selective Sync

¥ System Administration

Selective Sync Tool

= Aftendance

» Auditing This tool allows a user to sync an individual or specific set of records.
» Batch Queue Select an object and enter the ID(s) of the records to sync. When more than one recerd should be synced, separate the IDs with a line break, comma, or space.
» Calendar
» Census Select Object(s) Enter District Enroliment D3
- Personldentity - 35375
> Counseling Enroliment 35445
» Custom 35448
34557
» Data Defining Toals scaas
» Data Interchange
¥ Data Utilities
Data Warehouse Setting
Combine Person
II Resync State Data - P
Student Records Transfer &=

Mational Records Exchanc

Deactivated Elements Imp

Ad Hoc Runtime Security F Last Completed 0S/02/2014 10:54:28 AM by System Administrater  View History

Element Replacement

Synchronization Field Setti

To resync select enrollment records (see Image 3):

1. Go to the Resync State Data tool (System Administration > Data Utilities > Resync State
Data).

2. Select the Selective Sync tab.

3. Select the Enroliment object.

4. Enter each identified students' District Enrollment ID numbers. The District Enroliment ID
column of the Enroliment Verification Summary Report will list each number.

5. Select the Sync button. Enroliment records matching the District Enroliment ID values
entered will be synced from district to state.

6. Review the Sync Request History report to see if data correct synced to the state. {note}

To see the sync progress and view which enrollments successfully or unsuccessfully synced, select
the View History link found at the bottom of the editor (see Image 6).
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Batch Resync Selective Sync

Selective Sync Tool

Thiz tool allows a uzer to ync an individual or specific set of records.

Select an object and enter the ID{=s) of the records to sync. When more than one record should be synced, separate the IDs witl

Select Object(s) Enter District Enrallment IDs
Personldentity - 35375
Enrollment 35445

3544¢

34557

35448

Last Completed 05/02/2014 10:54:25 AN by System Administrater | View History
Requested The Details column will
X | 05/02/2014 10:53:59 AN System Administrator i_ndicate i_f the SYnC request is

Clear History In Progress or Complete

Once the resync process has been completed, click the blue Complete hyperlink (Image 7). To
generate a report displaying all records that successfully and unsuccessfully (re)synced for the
event, click the blue Keys hyperlink (Image 7).

If you see errors within the Sync Request History, contact Campus Support for additional
assistance.
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Campus

Last Completed 05/02/2014 10:54:29 AN by System Administrator  View Histery

Requested User Detailz
_> Complete
|
Regquested: 10/23/2012 10:04:14 AM
. Completed: 10/23/2012 10:04:18 AM

)(_ 10/23/2012 10:04:14 AN System Administrator Keys:

Object:  Persknidentity

Records: (/2
¥ | 100232012 10:03:15 AM | System Administrator Complet BT =
> | 10/23/2012 10:00.57 AM | System Administrator Complet 275 JEFFERSON CUI.]NI:]: PUBLIC Sync Request History

SCHOOLS District TEFFERSON COUNTY PUBLIC SCHOOLS

¥ | 1002312012 9:55:34 AM System Administrator In Progr Generated on 01042013 03:0T:10 M Pagelof 1
)(_ 10/23/2012 9:50:48 AM System Administrator In Progr
¥ | 10/23/2012 9:46:55 AM | System Administrator In Froor | The Personldentity sync performed on 01/03/2013 10:15:51 AM by System Administrator included the
% | 10301284502 A0 | System Administrator I progr| fOllowing IDs:

IDs failed to process at District List of records which failed to sync

>
10990 - (identified by PersonID)
49158
s =t ul «— List of records synced
%g; (identified by PersonID)

Step 3. Re-verify and Review Enroliment Data

PATH: System Administration > Data Interchange > Verification

Now that enrollment records have been identified, corrected and resynced to the state, the
Enrollment Verification Summary Report needs to be re-run to ensure the records successfully

synced to the state.

Select the Re-Verify button. Once verification is completed, select the Verification Summary
Report button, select Enrollment and click Generate Report (Image 8).
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Re-Verify Verification Summary Report

¥ System Administration

Its

= 132014 DIS Ver*” ation Rest

Attendance

Auditing

Batch Queue

Calendar Eeriﬁcaﬁon Summa ry Report

Census Select the objecty to include in the report and the desired report format.

) Re-verify data and generate
Counseling | 4,6 Enrollment Verification
Custom Su_m_rna_ry R_epurt Objects to ifclude in the report
All Objects)
Behavior
Employmi

Data Defining

v Data Interchang

Employmer®aesignment

Agents Enrolment
Data Agfess Right racuation
= - LEP
Il Verification I Personldentity
Zones TestScore
Error Log
Data Utilities

Digital Repository

Finance Format | por v

Grading & Standards

Health Generate Report

ILPA

Review the Enrollment Verification Summary Report and compare the old Verification Report to the
new one and see if student records were corrected.

Identifying and Correcting Duplicate
Students

The following steps will guide you in identifying and correcting duplicate students:

e Step 1. Identify Duplicate Students Using the Duplicate Student Search Report
e Step 2. Correct Duplicate Information
e Step 3. Combine Duplicate Students

Step 1. Identify Duplicate Students Using the Duplicate
Student Search Report

The first step in identifying duplicate students is to generate and review the Duplicate Student
Search Report (Image 9).

Campus recommends marking all criteria boxes when first generating this report. Once students
who match all criteria are identified, work backward, unmarking one criteria box and generating
the report so that you see the full spectrum of potentially duplicate students.
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System Administrator

¥ Student Information
General
» Counseling
Academic Planning
» Program Paricipation
* Health
Medicaid
»ILFPA
= PLP
» Special Ed

Student Locator

Index Search Help - Duplicate Students Search Report

o~ This report iz used to search a student who has been duplicated in the system. There are optiens for considering

Bl duplication: If a field is null, it sheuld not exclude the record from the results. For each pair of possible duplicated
students, student demographics data, the most recent student enroliment data and student contact infermation will be
printed.

Which schools would you like to include in the report?

All Schools -
Ackerly School test change 2 |:|
Ahrens Educational Resource

Atherten High School

Atkinzon Academy

Auburndale Elementary School

Audubon Traditional Elem

= Auduben Youth Development Center

Ballard High

Barret Traditional Middle -
CTRL-click or SHIFT-click to zelect multiple

v Reports Which criteria would you like to use to consider the duplication?
Activity Eligibility Last Name ® Exact Match ' Soundex Match
Caseload Summary First Name '® Exact Match ' Soundex Match

Middle Name ®) Exact Match '/ Soundex Match
Counselor
_ Middle Name (first initial)
Duplicate IDs ) Gender
Duplicate Students Search | Birthday

Enrollment Loss Report
Enrollment Overlap
Enroliment Status
Enrollment Summary
File Labels By DOB

Social Security Number
Race Ethnicity

[ Printin HTML format

Generate Report

Step 2. Correct Duplicate Information

PATH: Student Information > General; Census > People

Review the Duplicate Students Search Report and correct erroneous information for each identified
student (Image 10). If students are identified as duplicates, move on to Step 3.
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Atherton High School

3000 Dundes Road, Louisville KY 40203
Generated on 04/24/2013 11:43:24 AM  Page |

Duplicate Students Search Report
Matching Criteria: Last Name, First Name. Gender
Person: 2

Duplicates: 2

Enroliment & Contact

Step 3. Combine Duplicate Students

PATH: System Administration > Data Utilities > Combine Person

Students who appeared on the report because they are duplicates of another student with Campus

should be combined using the Combine Person tool (Image 11).

Name SSN Student # Birthday Gender Race District School Year Grade Start/End Date
Test, Jane M 998309907  12/0211993 F 6  JEFFERSON COUNTY Atherton High School 1213 12 04/03/2013-
PUBLIC SCHOOLS
Test, Jane J 998309908 12021993 F 6  JEFFERSON COUNTY Atherton High School 1213 12 04/03/13 - 06/30/13
PUBLIC SCHOOLS
Test, Jane J 998309908 1210211993 F 6  JEFFERSON COUNTY Atherton High School 1213 12 04/03/2013-
PUBLIC SCHOOLS
Test, Jane M 998309907 12021993 F 6  JEFFERSON COUNTY Atherton High School 1213 12 04/03/13 - 06/30/13
PUBLIC SCHOOLS
Index Search Help - Test, Jane J
~ #998325924 DOB: 12/02H1993 Gender F
System Administrator m
District Assignments School Choice Credentials Overrides Fees 1D History
+ Student Information
Demographics Identities Households Relationships Enroliments District Employment
* Instruction
¥ Census
My Data
Staff Request Processor Test , Jane J 06/03/2014 1240211993 JEFFERSON COUNTY PUBLIC SCHOOLS
People
Households
Identity Information
Addresses PersoniD 1006721
Portal Request Processor *Last Name *First Name Middle Name Suffix
eparn I S N T— -
*“Gender “Birth Date (Age: 20) Soc Sec Number F le. aft . h
Add Household Temale v | |12m21103 or exarmple, after reviewing the
-, Identities records of Jane M Test and
Add Address Race/Ethnicity (Edit) R R
State Race/Ethnicty: S White Jane J Test it was determined they are
Staff Locator Federal Designation: ihie indeed a duplicate of the same person.
Census Wizard Raca(s). White
+Tools Hispanic/Latino: H:No
Race/Ethnicity Determination: 02:Self ldentified
» Reports

For complete instructions on how to use the Combine Person tool, please read the following

information:

Combine Person Logic

Manually Cleaning up Duplicate Data Prior to Merging
Understand the Combine Person Tool

Modules and Fields Shown for Duplicate Record Analysis
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Index Search

* System Administration
» Aftendance
» Auditing
» Batch Queue
» Calendar
» Census
» Counseling
» Custom
» Data Defining Tools
= Data Interchange
* Data Utilities

Data Warehouse Settings

I Combine Person I

National Records Exchang|
Deactivated Elements Imp
Ad Hoc Runtime Security F|
Element Replacement

» Digital Repository

* Finance

» Grading & Standards

*» Health

* Lockers

+ Medicaid

Search and select two people (students, teachers, parents, non-houschold members, etc...)

Search for and select two people existing within Campus and merge their records based on the data provided.

‘Warning! This action cannot bs undone. ou must manually review these records to ensure the data is correct, and to remove any duplicate records that now exist. In the event that both students have dat
duplication is not allowed, such as an attendance record on the same date, only the record from the base person wil be preserved.

B coroc oo e T . ———————————— |
7

Student Records Transfer |

Name ‘ Person ID | Local Staff# Student State 1D ‘Gender‘ Birth Date %
FirstName= ;. Test, Jane M 962806 undefined 2120218575 F 12/02/1993 100.0
Gender* Test, Jane J 962307 undefined F 12/02/1993 1000
Middle Namel:l
Ssh# I FE |
Combine Persons
[ Person#i N ______ Personi2 |
. Birthday 1210211993 . Birthday 1210211993
Student State D 2120216575 Student Stats D
Grade 12 Grade 12
Local Student # 998309907 Local Student # 998309908
Test, Jane M Local Staff# Test, Jane J Local Staff #

x Remove this Person

Collect Data >>

x Remove this Person

Identifying and Correcting Duplicate

Student ID Numbers

The following steps will guide you in identifying and correcting duplicate students ID nhumbers:

e Step 1. Generate the Duplicate IDs Report
e Step 2. Correct Duplicated Student ID Numbers

Step 1. Generate the Duplicate IDs Report

PATH: Student Information > Reports > Duplicate IDs

The first step in identifying and correcting duplicate Student State ID and Local Student Numbers

is to generate and analyze the Duplicate ID's Report (Image 12).
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Index Search Help - Duplicate IDs Report

v Student Information - This repert will list students that have the same Lecal IDs or State [Ds.
General
» Counseling Which duplicate records would you like to include in the report?
Academic Planning (@ LocallD
| State D

» Program Participation §
How would you like the report sorted?

» Health ‘e Name
Medicaid - ) Local D
» PLP () State ID
» Special Ed

[ Printin HTML format
Student Locator

¥ Report
o
Activity Eligibility
Caseload Summary

Counselar

Duplicate IDs

Duplicate Students Searcr

Step 2. Correct Duplicated Student ID Numbers

PATH: Student Information > Reports > Duplicate IDs; Census > People > Demographics

Review the Duplicate ID Report and determine whether the two people are duplicates or two
separate people who need two separate State IDs.

¢ |f Two People are Identified as Duplicates
¢ If Two People are Identified as Separate People with Identical IDs

If Two People are Identified as Duplicates

If, after reviewing the report, it is determined that two people are duplicates of the same person,
they should be combined via the Combine Person tool (Image 13).

For complete instructions on how to use the Combine Person tool, please read the following
information:

e Combine Person Logic

¢ Manually Cleaning up Duplicate Data Prior to Merging

¢ Understand the Combine Person Tool

¢ Modules and Fields Shown for Duplicate Record Analysis
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. o . .- -0 Student Duplicate ID Report

SCHOOLS District Matching Criteria: ~ Sort By State ID
Generated on 05/09/2013 03:38:28 PM  Page 1 of 2 Person: 56 Duplicates: 28
Name . Gender  Birth Date  Local ID State ID Calendar Grade  Enrollment Date

. Shamica Renay F 01/14/1981 53534 1946366166 08-09 SENECA HIGH 12 08/12/2008-06/03/2009

Shamica B E 01/14/19a1 104FIRA1RR -

. Sarah Elizabeth F 1111211986 68951 1946471669 -

, Sarah E F 1111211986 1946471669 -

~Jenniter L F UZMOM9BT 210656 1947101166 -

. Jennifer Lauren F 02101987 1947101166 -

, Andrea M F 08/20/1986 991514831 1947365035 -

. Andrea M F 08/20/1986 1947365035 -

, Cassie Leigh F 05/29M1985 996749990 1947365191 -

, Cassie Leigh F 05/20/1985 1947365191 -

‘Combine Person

Search and select two people (students, teachers, parents, non-hjusehold members, etc...)
Search for and select two people existing within Campus and merge thef records based on the data provided.

Wéarning! Thiz action cannet be undone. ¥ou must manually review thesq records to ensure the data iz correct, and to remove any duplicate records that now exist. In the
event that both students have data in fields where duplication is not aloged, such as an attendance record on the same date, only the record from the base perzon wil
be preserved.

A\ 4

Last Name

sarah Name | Person ID | Local Staff# Student State ID | Gender | Birth Date %
Firstlame® |scpeer Sauer, Saran 839486 undefined 2120291693 F 10/26/1883 33374
Gender*  [F [, Soria, Sua 799536 undefined 2120248485 F 0211202003 3333
Birth Date = Sauer, Sierra 745118 undefined 2110122530 F 08072001 23.3%
R J Seheer, Saran € 509802 31792 1945471669 | F 11121885 23.3%
/ Sauer, 3arah Kristens 2359 undefined F 05/24/1588 33.32
S | scneer, saran Eiizabetn 10124 undefined 1946471668 | F 11121885 3333
TEElL Leanhart, Sierra 221882 undefined 1946683859 F 1107887 23.3%
resctilliscarchi Sauer, Sarah Efizabsth 183942 undefined 1948511035 F 081171881 23.3%
Sauer, Sarah M 235824 undefined F 06/06/1583 33.3: v
< >

Combine Persons

Birthday 11121986 Birthday 1111211986
Student State ID 1946471669 Student State I 1946471669
Grade Grade
Local Student # Local Student # 68951
Scheer, Sarah £ Local Staff# 131794 Scheer, Sarah Elizabeth ~ Local Staff#
X Remove this Perzon X Remove this Person

If Two People are Identified as Separate People with Identical IDs

If, when reviewing the report, two people are identified as separate people with identical State IDs,
you should contact Campus Support for additional assistance.
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