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Introduction

This guide is part of a set of paper-based training materials for the online Institution of Higher Education (IHE)
Request for Unique Identification Code (UIC) Collection in the Web-based Michigan Student Data System
(MSDS) application. This guide includes directions for gaining access to the MSDS and using the MSDS to
upload files, performing UIC Resolution, requesting to link UICs, downloading reports and using the systems
additional functionality, such as: manual data entry or Student Search features.

Background

When Michigan representatives agreed to accept the State Fiscal Stabilization Fund dollars under the American
Recovery and Reinvestment Act, they also agreed to four education assurances. One of these assurances is that
the state of Michigan will connect preschool through postsecondary (P-20) education data and to the labor force
to evaluate the effectiveness of public education at preparing students for postsecondary education and the
workforce.

In order to fulfill these requirements, Michigan must collect and store each student's academic record in a data
application for analysis. The application is called the MSDS. The collection of these data for IHEs is known as
the Student Transcript and Academic Record Repository (STARR) Collection for postsecondary student
academic records.

Connecting P-20 data requires that the UICs assigned and maintained by CEPI be exchanged among institutions
and used at all education levels. Before student academic record data can be uploaded to the STARR Collection,
each enrolled student must have a UIC. Transcripts are currently being sent electronically from high schools to
IHEs from a transcript exchange service provided by Parchment. These transcripts contain UICs. For students
who are enrolled in your institution, but for whom you do not have a UIC, CEPI has created the IHE Request
for UIC Collection in the MSDS.

___________________________________________________________________________________________________________________________________|
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IHE Request for UIC Collection Overview

The IHE Request for UIC Collection is the means for staff members at IHEs to acquire UICs for currently
enrolled students who do not have UICs. During the designated timeframe, the authorized staff member at the
IHE will upload an XML file containing the necessary student information to the MSDS to match against those
records in the MSDS UIC master table. If an existing UIC is found, that UIC will be associated with the student
record; if no match is found, a new UIC will be created for the student. If possible matches exist, they will be
presented to the user to decide which UIC should be associated with the student. The file containing the UICs
would then be downloaded by the IHE to incorporate into its local student information system. Authorized staff
members can also utilize the Student Search functionality in the MSDS to look up existing UICs using either
complete or partial core demographic fields (first name, last name, date of birth and gender).

The IHE Request for UIC Collection file must be XML compliant. CEPI has provided instructions for utilizing
XML validation tools on the CEPI website. This is an essential step to ensure that the file will pass basic file-
level validation. Please refer to the CEPI IHE Web page and use the XML Validation Guide in the Resources
box. CEPI recommends following the deadlines and actions below to prepare for and complete the IHE Request
for UIC Collection.

Timeline
The IHE Request for UIC Collection (see: Table 1) will be open year round.

Table 1
UIC Submission Windows

Bulk File Upload Ongoing Ongoing

Student Search Ongoing Ongoing

___________________________________________________________________________________________________________________________________|
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Checklist for Obtaining UICs

This is a checklist of suggested tasks IHE users can perform to prepare for and complete the IHE Request for
UIC Collection:

|:| 1. | Obtain access to the Michigan Student Data System (MSDS).

1. Create a Single Sign-On (SSO) account

2. Subscribe to the MSDS

3. Fax to CEPI the appropriate security agreement signed by the institution's Registrar.

Tip: Reference the CEPI MSDS Web page for the Single Sign-on Registration User’s Guide for instructions on how
to create a SSO account. The IHE MSDS Security Agreement can be found on the CEPI IHE Web page under the
STARR Support Documents box.

Develop the export file from your local student information system, and make sure the file

conforms to the IHE Request for UIC Collection XML schema.

[

Tip: Reference the CEPI IHE Web page for the IHE Request for UIC XML schema, XML sample and collection
components specifications.

3. | Review the collection timeline on page 3 of this manual.

4. | Become familiar with the IHE Request for UIC Collection.

Tip: A frequently asked questions (FAQ) document, acquiring UICs flowchart, PowerPoint overview presentation
and other support documentation can be found on the CEPI IHE Web page under UIC Support Documents.

Know your entity code.

Tip: How to search for your entity code in CEPI's Educational Entity Master (EEM) is provided in this document. A
document on how to search for your entity code can also be found in the EEM User Guide.

6. | Validate your XML file prior to uploading to the MSDS.

Tip: For assistance on validating your files, reference the XML Validation Guide on the CEPI IHE Web page.

O O O O O

7. | Review the number of new UICs generated and the records that resulted in a match found.

Tip: It is highly recommended that the user select the List of New UICs Created and the List of Positive Matches
from the drop-down menu on the Staging Area Details screen in the MSDS to check the results of these reports
against the uploaded data. These reports may help identify data quality issues.

Review and resolve any records that require resolution.

9. Download the file with the UICs on the records.

0| O

Tip: All downloaded files are zipped and in XML format. The XML file can be saved and opened in Excel. Large files
may be separated into smaller files to avoid system time-out issues. Make sure to download all relevant files. A
sample of the XML download appears in Appendix A.

___________________________________________________________________________________________________________________________________|
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Gaining Access to the MSDS

Staff members wishing to have access to the MSDS will need to complete a two-step process, which consists of:
1. Obtaining a Single Sign-On (SSO) account and
2. Submitting a security form. Please view the SSO Registration User's Guide for instructions on how to
obtain an account can be found on the CEPI MSDS Web page under the Security box.

If you experience problems with your account or password, please use the password recovery function at
https://sso.state.mi.us/ or contact CEPI at 517-335-0505, x3 or by email at: CEPI@michigan.gov.

Tips for Gaining Access to the MSDS

e Security agreements must be signed by the registrar. CEPI staff will verify that the person listed as the
registrar on the security agreement form matches the contact listed as the registrar in the membership
directory on the MACRAO website.

e CEPI staff will also verify that a subscription request has been submitted in SSO and that the
information provided on the security agreement form matches the request. Once verified, permission
will be granted and the requester will be notified by email.

e The SSO subscription expires after 30 calendar days. Please make sure your security agreement form is
sent to CEPI about the same time that you request access to prevent auto-rejection notices.

e Access should be limited to only those persons who will be uploading the files or utilizing the student
search function to do single student UIC lookups (should range between 2-5 people). MSDS IHE users
typically include: technology group members, admissions staff and/or staff from the registrar's office.

Removing Access to the MSDS

When authorized users leave your organization, a removal request must be sent in. CEPI does an annual refresh
notice as well. To access the Removal Request Form:

Go to the CEPI Web page.

Click on CEPI Applications.

Under Application Information, click on Removing an MEIS Authorized User.
Follow the instructions for completion of the Removal Request Form.

Once the form is completed, print a copy, obtain the required signatures and fax to CEPI at 517-335-
0488.

i hwbdE
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XML File Creation

The CEPI website provides the XML schema, sample schema and the collection components to include in the
file for the IHE Request for UIC Collection. Locate these documents on the CEPI IHE UIC Web page.

For more information about XML and schema validation, please refer to the MSDS Technical Document.

The World Wide Web Consortium (W3C) is the ultimate authority on XML data types. All collection schemas
will reference the W3C definitions for the base data types. Please reference the appropriate collection schema
and the W3C to ensure a valid file submission.

Due to each local student information system being different, CEPI cannot provide technical support for
exporting data from each student information system.

___________________________________________________________________________________________________________________________________|
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Searching for Your Entity Code

When creating the IHE Request for UIC XML data file, the IHE entity code is required. Entity code information
is used for the SubmittingEntityCode and SchoolFacilityNumber characteristics. If you do not know your entity
code, follow this look-up procedure in CEPI's Educational Entity Master (EEM):

1. Go to the EEM website at www.michigan.gov/eem. Enter your institution's name in the EEM-Search
box. Click Go.

EnIgan.g0u

Authorired User Login -5

n r What's Hew et &
=

Welcome to the Ddecations] Entity Master

The EEM appicatson replsoed the Schosl Code Heser and
sarvas a8 the new derectony used for ientifyeng and kniong
The Educateans! Entty RouCatona] EnLTses with many oiter dats cobecton
Mastar i » repesuny th srgbcabions i the sace of Michaan, Flasse note The ooston
contans Pumtacs 8nd BSS o the sppioateon user guste, help soreens and gosssry of

contadt infermatan termeg OCaTed o The Eeis 8t the 10D NpBE of tes message
repardng educatsansd Trase 100 will hely wOu SCChmale 10 The wanous Besnh
FrEems in the Bse of TeBteren, FEQOTE, MBS0 Copasdhes Bnd (808 Dels wahn
Michygan. the EEM, Bl yu need sodtonsl gusfance fr useg the EEM,
e BudgEs you 00 10 the folltwes) LAL 10 view resources
Indmrmasteen mists der mwastabis on the Center for Educatans Perfarmance ard
Puthc rchools, ronpubiic Trformaton EEM Wel page. Thank you
Sohaols, Pbarmediate EEM Weh Paas

schools datnas, and
ngtfunons of hagher
educabon.

Commonly used

e Tt aluded

2. Your search will bring up the desired entity information within the Entity Code column. The entity code
is a five-digit code which may include a leading zero. Please do not cut off the leading zero, as it is a
digit in the code.

S~ The Official State)
. of Michigan Website

Michigan.gov Home CEPI Home | User Guide | Help | Contact CEPT | Glossary | Loain

EEM Profile: Public User | EEM-Search I Go A- | A+

EEM Home = Entity EEM-Search

Search Results

| 0 Your search yielded 1 result{s). |

Match
Ranking

Kirtland Higher Education Roscommaon ROSCOMMON
Community College/University

EEM-Search for Kirtland Community College

W = Closed Entity.

| Mailing/Contacts || Download Entity Data |
I ——————————————————————
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Logging in to the MSDS

Once you have an SSO account, you can access the MSDS. To access the MSDS:
1. Go to https://sso.state.mi.us/.
2. Enter your SSO User ID and Password.
3. Click the Login button. This will take you to the Application Portal page.

State of Michigan Single Sign On_’

e UserID |
Password I

e Login |

*If you do not have a User ID, please click _Register |
| forgot my Password

4. Select the Michigan Student Data System (MSDS).

State of Michigan Single Sign O

Application Portal

WELCOME

You are currently subscribed to the following applications:

@Studem Data System (MSDS)

Subscribe to Applications Add new Roles to Existing Subscription
Account Maintenance Sign Off

The MSDS provides authorized users with various roles depending on the level of access. For the IHE Request
for UIC Collection:

5. Select either the IHE UIC or STARR/UIC role from the Select Profile drop-down menu and click the
Continue button (this only applies to users with multiple roles).
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Navigating the MSDS Home Page

On the next page is a screenshot of the MSDS home page. Various links and menus are available to help users
navigate through the Web pages. The link definitions are provided below:

Menu

e CEPI Home — The home page for CEPI.

e STARR Home - The STARR Collection’s home page.

e SDS Home - The MSDS application's home page, which is the page prior to login.

e Student Data Submission - This screen allows users to access the file upload function and review
data they have already submitted.

e Upload File - This is a submenu of the Student Data Submission menu, and allows an authorized
user to upload the XML student data file.

e Uploaded File Status - This is a submenu of the Student Data Submission menu, and allows the
authorized user to check the status of uploaded file(s) to determine if the file(s) processed
successfully (i.e., passed XML schema validation)

e Data Staging Area - This is a submenu of the Student Data Submission menu. If the uploaded file
processed successfully, the data are moved to the data Staging Area. This screen allows the
authorized user to view uploaded records and where the MSDS conducts field-level data validation.

e Student Data Downloads - This screen allows users to download data they have submitted.

e Search - This screen allows an authorized user to search for individual students using all or portions
of the four core fields (first name, last name, date of birth and gender) and/or all digits in the UIC.

Screen Level
e Steps: Shows step-by-step instructions for using the displayed screen for its main function.
e Tips: Provides additional information for the screen, such as how to sort or filter.
e FAQs: Contains Frequently Asked Questions and their answers related to the information/data fields
on the displayed screen.
e Reference: Contains links to reference material including the training manual, data field descriptions
and other useful information.

Characteristic Level
Characteristic level help is available to provide information related to any characteristic. A question mark icon
displayed to the right of each characteristic leads to characteristic information if you click on it. Clicking on the
question mark icon will open a window describing the field in greater detail. This window will include: 1) The
characteristic Label that is used on the screen, 2) The characteristic Name, 3) The characteristic Data Type, 4) A
description of the characteristic, 5) Instructions related to the characteristic and 6) The permissions that you, as
a user, have for working with this characteristic.

___________________________________________________________________________________________________________________________________|
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Contact Help Desk
Please visit CEPI IHE Web page for the most up-to-date information on the IHE Request for UIC Collection. If
you have any questions, please email CEPI customer support at CEPI@michigan.gov. Email provides written
documentation and allows the quickest, most efficient method for receiving a response. If email is not an option,
contact customer support via telephone at 517-335-0505, x3. In either case, please include: 1) your name, 2) the
application you need help with (in this case it is the IHE Request for UIC Collection), 3) your telephone
number, including area code and extension, 4) your email address and 5) your specific question(s).

To receive official notices from CEPI regarding the STARR Collection, sign up for our GovDelivery Mailing List.
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Submitting Records in the IHE Request for UIC Collection

Your XML file of student data must be uploaded so that the MSDS can validate the data and assign UICs.

Uploading a file

1. From the MSDS homepage, click on the Student Data Submission tab from the left-hand menu. This
will bring up sub-menus. Click on the Upload File link. This will take you to the File Upload screen.
= The Official State

: ‘ of Michigan Website

Michigan.qgov Home CEPI Home | MSDS Home | User Guide | Help | Contact CEPI | Glossary | Loa OF

W/,

Center for Educational Performance and Information JNichigan.ooy

Profile; STARR/UIC Edit A- | A+

SDS File Upload

Manage Reguests...

Student Data

Submission... .
Collection: Select Collection El
Upload File For more information on the Collections refer to the Collection Data Field
Uploaded File Status Descriptions report on the Report Menu.
Description: o
Data Staging Area
Student Data
Downleads...
Certified Data
Reports... User Notes: .
Audit FTE...
PEPE...
Click here to receive a notification message when file has been processed
File Name: Browse...

2. Select the IHE Request for UIC collection from the drop-down menu. In the text box, add any user
notes specific to the file, if desired.

3. Select the Browse button to choose the file to upload. Click on the file name and click "Open™ or double
click on the file name to populate it into the File Name text box. Click the Upload File button.
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The MSDS will show a timer to indicate that the file upload is in process. Depending on the rate of transfer, the
progress of your file upload may show at the top of the page, with a box similar to this:

Transfer Stage Progress Transferred Bytes Total Bytes Percentage

WebServer = FileServer | 0 0 0.00 %
6,/17/2009 11:26:29 AM  Please wait while the file is being prepared for upload..

Once processed, you may receive a message indicating that your file was "uploaded successfully." Receiving
this message does not mean it passed file-level validation.

File Upload Result:
File DO303000.xm| uploaded successfully.

It is important to note how validation occurs in the MSDS.

e File-Level Validation (File Upload) — Although this does happen when the file is uploaded, ideally it
should first occur offline. System performance is directly related to the number of files that are
uploaded that do not pass file-level validation. Many users have had success using an XML Validation
Tool. Please note that an XML Validation Tool will only inform the user if the file passes file-level
validation. File-level validation ensures that the file meets the schema.

e Field-Level Validation — Once a file is uploaded and passes file-level validation, the MSDS processes
the Field-Level Validation. Once a file is accepted, it is loaded into a Staging Area. Field-level
validation may result in field-level errors/warnings.

Checking Your File's Status

1. To check the status of your uploaded file to see if it was accepted or rejected due to file-level validation
errors, go to the Uploaded File Status tab from the left-hand menu.

___________________________________________________________________________________________________________________________________|
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2. Select the IHE Request for UIC collection from the drop-down menu.
3. Select the Filter button. This will take you to a screen showing the results of an uploaded file.

View the Status column to determine if your uploaded file was processed successfully. If the column reads
"Processed Successfully,” the data have been transferred to the data Staging Area. This screen also shows all
files that have been uploaded by your entity that may have been uploaded by a different authorized user. If you
wish to view the details of the upload status, click on the File Name.

File Upload Status

) vour ssarch valded 2 resa).

.-".f“ %

Collection  fip File Name File Name  Notes  Uplasded Date  Soyroe Slatys Uplagsded By lher Canc el Uiplasd?

I s 405000 LM IA2010 Filg Lo
gt D4481 mi 03:01 PM Upload Pasbed
for UIC ul

. = [ 8 1L/09/2010  Fie
N Aeguest iR 03:34 PH ok, Swccasshully
Grod Cohort bor UIC ul
Collgctson

10 W 1w Excel w

Clicking on the file name will bring up the File Upload Status Details screen, which looks similar to the one
below. This screen displays details such as if the file was uploaded successfully or if there were issues with the
upload. If the file does not process successfully, the user needs to correct the file-level validation issues and re-
upload the file. To exit this screen, click on the Close button.
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SDs

Student Data
Submission...

Upload File
Uploaded File Status

Data Staging Area

Student Data
Downloads.

Certified Data
Reports
Audit FTE.

Grad Cohort...

File Upload Status Details

Collection:

File Name:

Stored File Name:

Motes:

Upload Date:

Upload Source:

Upload Status:

Status Description:
Uploaded By:

Submitting System Name:

Submitting System Version:

Submitting System Wendor:

IHE Request for UIC Collection
THE-WMU.xml
IHE-WMU-11-9-2010 3-21-57 PM-.xml

11/9/2010 3:34:00 PM

File Upload UL

Processed Successfully

The file was processed successfully

My Systemn
1.0

My Systemn Vendor

‘WEsterﬂ Michigan University (04481)

—
1

Records Contained:
Validation Error:

None
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Reviewing Records

After viewing the file upload status and confirming that your file processed successfully, you should next open
the data Staging Area. The Staging Area is where:
e The file goes through field-level validation and the UIC matching process.
e The user can view which records resulted in a new UIC being generated, a match found or requires
resolution.
e The user can view field-level errors and warnings.
e The user can correct field-level errors. (Please note that UICs will be assigned despite errors and
warnings.)

To view the records in the Staging Area, click on the Data Staging Area tab from the left-hand menu.
In the Staging Area screen, select IHE Request for UIC Collection in the Collection drop-down box.
Click the Filter button.

Clicking on the Collection Name will take you to the Staging Area Details screen.

D o smarch yuided | resitis)

HowbdeE

= Aagesred

1 Satpct your ler crderie. .

The Staging Area Detail screen displays the errors and warnings with the uploaded records, if any. This screen
also displays the results of UIC Matching.

The Staging Area Detail screen is broken into the following five areas:

1. Validation Status (results of field-level validation)
Lists the number of records where errors exist, records with warnings and records with no errors
or warnings. Clicking on the hyperlink of the validation status will filter those records with that
status. The records will display at the bottom of the screen.

2. Validation Reports
Allows you to download reports that give details on which records have errors or warnings.

3. UIC Resolution Status (results of UIC matching)

___________________________________________________________________________________________________________________________________|
IHE Request for UIC Collection User Guide 19



Lists the number of records which require resolution, that resulted in a match found and that
resulted in a new UIC being generated. Clicking on the hyperlink of the UIC resolution status will
filter those records with that status. The records will display at the bottom of the screen.

4. UIC Resolution Reports
Allows you to download reports that give details on which records require resolution, that
resulted in a match found and that resulted in a new UIC being generated.

5. Student Records
Display at the bottom of the screen. Users can filter the list of records by Validation Status, UIC
Resolution Status or by students' last name. Users can also filter the list of students by clicking
Filter.

Staging Area Detail

Salect your filter critena...

Submitting Entity: Western School District (38010)
Collaction: _F.vl.-quvllt for UIC Collaction W

Lvalidation Statu ‘Validation Reports
| w15k a  Salect a report: w
a E
i Select a format: i
0
0
o

I: UIC Resolution Status ) e UIC Resolution Reports
|Requires Resolution

1 2, Select & report: |
: Salect » format; E
o | Run Report |
:
0 Select a report: |
0  Select a format: i
“
3 2
ABCDEEGHIJKLMNOPORSIUVWXYZAN ]
[ Unselectall | [Dalate Selacted | [ add Direct | [ Saarch / add | [Rarun Besclution | .

Your search yielded 1 result{s).

0 rnith Jehn M 0L/DLf1994 Error Free with No  Reguires Resclution
Warnings

Ranin Rasolution
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UIC Resolution

UIC Resolution is the process of ensuring that each student is correctly associated with a particular UIC. The
MSDS application matches every submitted record against the Student Master Record table. The fields used for
matching include the First Name, Last Name, Date of Birth and Gender fields. Additional fields that the MSDS
uses for matching are the UIC, Last Name Suffix and the Middle Name/Middle Initial fields, if they are
provided in the submitted record. The fields in the submitted record are compared against the corresponding
fields of records in the Student Master Record table to determine if it is the same student or not. Based on the
fields used for matching, a score is calculated that determines how closely the submitted record matches to a
record(s) in the Student Master Record table. The calculated score determines if a record requires resolution.
Records that require resolution necessitate user intervention to determine which UIC should be associated with
a student's record. If no match is found, the system automatically creates a new UIC.

To determine which records require resolution:

1. Click Student Data Submission and Data Staging Area from left navigation bar.

2. Select the IHE Request for UIC Collection from the drop-down menu.

3. Click the Filter button.

4. Click on the collection name link.

5. Click Requires Resolution from UIC Resolution Status section of Staging Area Detail page.
}| Delete Selectzd | [ addDirect | [ Szarch/Add | [ Rerun Resalution |
Filtered on Resolution Status: (Requires Resolution
Your search yielded 1 result(s).

Select

O McLeod Connor M 03/01/2006 Error Free with ND( Requires
Warnings Resolution
S —
10 v [] []

Scroll to bottom of page and click the Requires Resolution link to the right of the student's name.

Review the student records presented as possible matches. All possible matches will appear. This could
be a single match or several.

8. Click the UIC (see example, next page) hyperlink of the possible match record to review the student's
history.

9. If you determine that the possible match(es) presented belongs to your student, click "Use this
Potential."

10. If you determine that your student is a different student than the student presented as a possible
match(es), click "Request New UIC."

11. Enter reason for new UIC request in the UIC Request Comments pop-up box. For example, if this is a
new student entering a Michigan school at the college level is it because they moved from out of state,
went to a private school or were home-schooled? Be sure to enter the justification as to why you are
requesting the new UIC and the student does not already have one assigned to them.

12. Click Submit.

___________________________________________________________________________________________________________________________________|
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UIC Resolution

- JEE

Core Information
UTC Resolver Lis

Field Name Submitted Record Potential Match

Match Reason Submitted 87.84%
Requires Resolution (A primary UIC|
was found with core fields <

m imum)
uIC { 3790250037

Linked UICs|
First Name Connor Connor
Middle Mame
Last Mame MclLeod Macleod
Suffix
Date of Birth 03/01/2006 03/01/2006
Gender M M
Multipe Birth Order] 0 o
Last Modified By
Last Modified On 04/29/2015 04/259/2015

UIC Requested By
UIC Requested On

Request new UIC Use This Potential

Extended Collection Information

Field Name From Request for UIC Collection Previous Collection Unavailable

Previous Last|
Names|

Race Ethnicity|
Student Id Number|
Grade Or Setting
Enrollment Date
Exit Date

District Exit Status
Address
Submitting Entity| Caledonia Community Schools (41050)

| Back To Staging Record |

13. Requests are placed in a queue that the system administrator reviews and approves or denies based on
the information submitted in the request. You may review the status of your request on the Manage
Requests for UIC screen or on the Staging Area Detail screen.

UIC Request Comments
Student Name: Akeia Carr

Reaszon: I hawve confirmed with the district associated
with the poszible match, that these are in fact
two different students. Flease generate a new
UIC for my student. Thank you

___________________________________________________________________________________________________________________________________|
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UIC Resolution Scenarios

Users will encounter several different scenarios when reviewing records that require resolution. Below is a
general overview of different scenarios and the recommended action that the user should take.

Scenario #1 Multiple Possible Matches
When multiple 95-100 percent matches for a submitted record are found, the system cannot determine which
UIC should be assigned to the student. Therefore, a user must review the multiple matches and determine if any
of the possible matches represent his or her student.

After reviewing the history for each of the possible matches, if the user determines that ...

a. All of the possible matches represent his or her student, he or she should select the UIC with the
most recent history record. As all of the UICs represent the same student, the UICs should also be
linked. See the section on linking UICs for these instructions.

b. One of the possible matches represents his or her student, the user should select the UIC that
represents the student.

c. None of the possible matches represents the student, the user should request a new UIC.

Scenario #2 One Possible Match
After reviewing the history of the possible match, if the user determines that...

a. The possible match represents his or her student, select that UIC.

b. The possible match DOES NOT represent the student, the user should request a new UIC.
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Requesting to Link UICs

Users may find that the same student has been assigned more than one UIC through UIC Resolution or through
Student Search. When this occurs, it is important that the user requests that those UICs be linked. Linking UICs
allows the history of those student records to be tied together. Linking also allows students to be appropriately
tracked over time. A system administrator will review and approve/deny every linking request based on the
information provided in the request.

Users can request to link UICs from the Student History screen, which can be accessed from several screens,
including the Student Details screen (Student Search), and the UIC Resolution screens.

1. From the Student History screen, select Request to Link from the Action drop-down list.
2. Click the Go button.

Student History

Name: Amy Bumgardner UIC: 1207437995
. L Cohort

Gender: M Date of Birth: 12/30/19386 Status:

Secondary

e [Tz

Last Updated: PEPE District:

Orig. Cohort FEPE

Year: Building:

Cohort Year:
Exp. Grad Year:

Action: @.EQUEEI to Link v | Elacl-c|

The Student Link Request form allows users to request to link up to six UICs.

Student Link Request

&)

Cohort Year| Primary
[e3s0ss0010 | o @
I O
| — o]
I o
| — o
] O

*#Justification: | @

@)

| SR P S | | Cancel |

1. Enter each UICs you wish to link in the UIC column.

2. Choose the radio button for the primary UIC. The primary UIC should be the UIC with the most
recent history records.
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Add justification for the link request in the Justification text box.
Click the Validate button to confirm that you are requesting to link valid UICs.
Click the Submit Request button.

Requests are placed in a queue that the system administrator reviews and approves or denies based
on the information submitted in the request. Typical turn-around time is one to two business days.
You may review your request and the status of your request on the Manage Linking Requests screen
or in Student Search.

o 0~ W

Requesting to Unlink UICs

Sometimes UICs are linked and it is determined that those UICs are actually assigned to two different students.
If this occurs, users should request to unlink the UICs and split the history of those records. Splitting the history
of two previously linked UICs assigns the appropriate history record to the correct UIC.

If you determine that UICs have been linked in error, please contact CEPI customer support at
CEPI@michigan.gov or call 517-335-0505, x3. Please provide your name, telephone number (including area
code and extension), district code and district name (if applicable), along with the UICs and the reason why you
believe these UICs have been linked in error.

CEPI will send an email once the UICs have been unlinked.
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When a request for a new UIC is submitted, it will display under the Manage Requests for UIC menu. The
system administrator reviews these requests on a daily basis and approves/denies based on the information
provided in the request. If your request is approved, a new UIC is created. The new UIC is assigned to the

Manage Requests

Manage Requests for UICs

student's record and can be viewed on this screen or in the Staging Area in the collection that the user requested

the new UIC.

UIC Request Summary

Select your filter criteria...

First Name: [ Last Name: ’—]
Requested By: I ]

District: I |

Building: | |

Status: [_(A_II)—VJ

Request Date From: l ﬁ To: | E
Response Date From: l:\ ﬁ To: E

UIC Request Summary

Request Date From (06/23/2010), Request Date To (06/25/2010)

Fequest for 'U‘;EitEr’:‘l
Doe John 01/01/1955 UIC 2009- shed
2010 Cistrict
(38010)
I have confirmed with the district associated with the possible Details

Request
Justification:

match, that these are in fact two different students. Fleasze
generate a new UIC for my student. Thank vou!

Approver
Motes:

Requested By: Meghann E Omo Reguest Date: 06/24/2010
Response By: Response Date: Status: New

10 v | B

Choose Manage Requests for UIC from the Manage Requests menu. You'll be able to filter requests by the
following fields:

First Name

IHE Request for UIC Collection User Guide
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e Last name
e Requested By

e District
e Building
e Status

e Requested Date Range
e Response Date Range

1. Once your filter results have been returned, you may click on the Details button to review your
request. This will bring up the UIC Resolution screen for that student.

Use the Back and Next buttons to move to the next request.
Once a system administrator has approved or denied your request, the Details button is disabled.
Notes:

e Requests will remain in a new status until a system administrator has reviewed and approved or denied
your request.

e Once a request has been approved or denied, the Details button becomes disabled.
e You will need to filter the list to review the status of your requests.

Manage Linking Requests

When a request to link UICs is submitted, it will display under the Manage Linking Requests menu. The system
administrator reviews these requests on a daily basis and approves/denies based on the information provided in
the request. If your request is approved, the UICs will be linked.

Choose Manage Linking Request from the Manage Requests menu.
1. Use the filter screen to filter your requests. You may filter on the following fields:
e First Name
e Last Name
e Requested By

e District
e Building
e Status

e Submit Date
e Approved/Denied From

___________________________________________________________________________________________________________________________________|
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Link Request Summary

Select your filter criteria...

Requested By:

|
District: | |
Building: |

Status: (&l w

Submit Date From: I:l ﬁ To:
Approve/Denied From: I:Iﬁ Ta:

2. Once your filter results have been returned, you may review your requests to see if they have been
approved or denied by the system administrator. Approved/denied status is shown in the bottom
right-hand corner of each request.

Link Request Summary

Fl!ter  Filter... |

Status (Approved), Reguest Date From (06/23/2010), Request Date To (06/25/2010)

Grosse  Grosse
Ile Ile
7727916969 DoE JOHN 01/01/1994 Township Middle &
Schools School

(22300) (01510)

4164140805 Coae Jahmmy 01/01/1964

Request |Same student.

Justification:

Approver |Request approved. ——
Motes: | DEnl rdr2dar

Reguested By: Meghann E Omo Request Date: 06/24/2010
Response By: Meghann E Omo Response Date: 06/24/2010 S:al:u.s:

___________________________________________________________________________________________________________________________________|
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Downloading Files

The MSDS will provide you with a report of the UICs (existing or newly created) based on the matching
process results. In this report, the UICs will be provided to you in a new column added to the end of your
submitted file. The download file is in the same XML format as the uploaded file, except the UIC characteristic
is included in the file. The UIC characteristic will be the first characteristic in the Personal Core Component. An
example of a downloaded XML file can be found in Appendix A. To download the report:

1. Click the Student Data Downloads tab from the left-hand menu. This will bring up a sub-menu. Click
on the Download Status tab.
2. Click on the Request New Download button.

IHE Uolpader A- | A

s50D5

Student Data
Sarberission

Download Status

Data Stagng Ares Submitting Entity Collection Data Source Status
Western Mschugan IHE Request  Staging Ready for 12/16/2010 =12-16-20103

Unnversaty [04481) for UIC Download 3:16:20 PM -0-11 PM.2ag
Collacthon
Western Mwctugan IHE Request  Staging Ready for  12/9/2010 =13-9-2010 10
= University (04481) for UIC Download  10:39:05 AM =26-57 AM.n
. Collection
Certified Data B western Michigan IHE Request  Staging Ready for  12/9/2010 -12-9-2010 30
Reports Uriversity (04481) for UIC Download  10:38:42 AM 26-34

Western Michigan IME Request  Staging Ready for  12/9/2010 -12-9-2010 10

Grad Cobort. Universaty (04481) for UIC Download 10:38:10 AM -26-01 AM.pig
Collaction
Western Michigan IHE Reguest  Staging Ready for 11/10/2010 -11-10-2010 8
University (04481) for UIC Download 8:35:25 AM sd-dd AM 2D
Collection
10 » : Nl -

3. Enter your institution's name or entity code, data location and collection.
4. Click on the Start Download button.

Al P

M'|‘-rwl Chada
ki s Dovwridoad Dt iaset
Dats 2t CAEST Cart

Lo i Tiata
Cunts Stagre Aora e cnme o

5. You will be prompted to go back to the Download Status screen. Click Ok.
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Submi Su ul
File creation has been successfully
started, press 'Ok’ to transfer to
your download gqueue.

6. The Download Status screen will show the status of the requested download. Your file is ready when the
filename is a hyperlink.

NOTES: You may need to periodically refresh this screen (by using the F5 key on your keyboard) to display the updated status. To
save a copy of your downloaded file, click on the hyperlink of the file name from the Download Status screen. All downloaded files are
zipped. You will be prompted to Open or Save the data download. If you are using Windows XP or later, simply double-clicking on the
file name will open it in Internet Explorer just like a folder. Other methods may be better suited to your needs. Large files may have
been separated into smaller files to avoid system time-out issues. Make sure to download all relevant files.

___________________________________________________________________________________________________________________________________|
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Additional MSDS Functionality

Manually Entering Student Data

If your IHE only needs a few UICs, you may want to consider adding your student data manually rather than
doing a file upload to MSDS. To begin:

1. Go to the Data Staging Area screen by clicking on the Data Staging Area tab from the left-hand menu.
2. Enter your five-digit IHE entity code.

3. Click the Add New Collection button. If the IHE Request for UIC Collection has already been added
for your entity, skip to Step 7.

Staging Area

ﬂ Your search ywelded 1 result(s).

" = Ryt

i New Cotiecton

e
ollechon IHE Regquest for UIC Collecthon -
Cartifscatson Status Salect One w
[Fier | [Ciear]

Collection | Submitting Entity | Students  Centification Status | Last Certificd
[{a] 5 Westarn Michigan 1 Cartlication not Meicad Downiged Deiste
Eeguesl University (D4481) Required
for UG
Lollegr-on

10 W 4 g

4. On the Add New Collection screen, choose the Collection from the drop-down list.
5. Click the Add Collection button. Note: Adding a new collection is only necessary if the collection does
not already exist. This is not something you need to do each time you want to manually enter data.

Add New Collection

*1. Choose Submitting Entity: |Lansing Community College (05225) |

*2. Select the Collection you want created:

[ 1HE Request for UIC Collection |
Add Collection

6. You will be taken to the Staging Area page to access your collection. Select the collection from the
drop-down menu.

7. Click on the collection name.
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Staging Area

o Your search yieldad 1 result(s).

" = Required

Select your filber critena...

Submitting Entity: | Add New Collection |

|

Collection:
Certification Status: | Select One W |

Collection Open? | Certification Available?

Lansing Certification not Upload Yes No
Required

To Add a Student:

1. Click on the Add Direct button from the Staging Area Detail screen. This will take you to the Add
Student screen.

Staging Area Detail

Solect your filter criteria..,

Submitting Enbity: Lansing Community College (052325} |
Collectipn: IHE Reguest for UIE Collection A8
5 Al
... =———
Validation Status Vakdstion Reports |
o Selact & repoat; -
ol
a Sedect a format: w
o
u:
o
UTC Resclubon Ststus UIC Resolution Reports
of e Select @ repodt! -
a E =
ol Select a format: -
o
a
ol Siagirmg Reports
o Selact & repoart; i
a Select & format: £ 3
:
Q
[} Ee
ABCDEFGHIIKLMNOPOBSTUYWEYZ AN [Clear ai] [Fher..] |
[ Seleaal | unsslect i ][0 1 Search / add_] [Lnrsisnien]
The search crtena that was entered retys mrl: g et
L Select all unsslect &l | [ErrEr =] | || Search / add | [iE e |

2. Enter all required information. Core field information is required and denoted by a red asterisk (*).
3. Click the Submit button. This will submit the student to the IHE Request for UIC Collection, and the
user will be returned to the Staging Area Detail screen.
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If Collection is not filled in automatically then cne must be selected in order to access the Submitting

Entity.

* = Reguired

“Collection: IHE Reguest for UIC Collection
“Last Name: |Doe

Last Name Suffix:

*First Name: 3chn
Middle Name:
Multiple Birth Order: 0

*Date of Birth: 01/01/1989 . (MMDDAYYY)
“Gender: [Mrale

Search by Entity Name or Entity Code
*Submitting Entity: Lansing Community College (05225)
uIC: |

]' Submit/Add Ancther | | Submit/Go To Details | | Cancel |

You can also add another student record by clicking on the Submit/Add Another button and following the
previous steps above to submit the next student to the IHE Request for UIC Collection.

If Collection is not filled in automatically then cne must be selected in order to access the Submitting

Entity.

* = Reguired

“Collection: IHE Reguest for UIC Collection
“Last Name: |Doe

Last Name Suffix:

*First Name: 3ohn
Middle Name:
Multiple Birth Order: o ] —
“Date of Birth: 01/01/1985 | (MM/DD/YYYY)
*Gender: -i'-.!-.i;;h.a-l.e B

é-&&l‘v.‘..;l.b'g': Enén'{w.i-ﬂ.arne or Entity Code
*Submitting Entity: Lansing Community College (05225)
uIC: |

| Submit ] Submit/Add Ancther [N Submit/Go To Details | | Cancel |

4. Once the record has been added to the Staging Area Detail screen, click on the student's Last Name link.
This will display the Staging Area Maintain screen.
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Staging Area Detail

Sedect your filter crtens...

Submitting Entity: Western Michigan University (D4481)
Collection: THE Reguest for UIC Collection bl
Wahdabon Status Wahdabion Reports
; & Edbcta repart: \r.-_
£ wit o = =T
Frma wcbt 1 | Select & format: M|
- 0
L1}
[ealioation Fase o
WIS Resolubion Status VIS Resolution Reports
Raquire o = |Select a report: o
|Mateh Foynd 1 o=
| : o Select & format: )
a [Run Report |
[
p Staging Reports
o [Select a report: |
i) = .
|Select 2 format: |
[
:
o »
ABCDEEGHIJKLMNOPORSIUYWXYZ AN |
Sedact All | Unsalact All | Delete Salacted| | Add Dureet | | Search/ add | | Rerun Resclution |

Your search yisldad 1 result{s).

00 oese 234393460 Bronco )  Buster M 12/12/1988  Error Free with No  Match Found
Warnings

Rearun Retolubon

5. Enter known student information on all appropriate tabs. If entering dates, slashes or dashes may be
used. (Format: MM/DD/YYYY)

6. Click the Submit button.

7. If errors or warnings are encountered, they will appear below the student information. Correct all errors.
Review warnings and make pertinent corrections, then click the Submit button again to refresh the data.
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Staging Area Maintain

* = Required

Submitting Entity: Lansing Community College (05225)
Collection: IHE Request for UIC Collection

FEPE District:

Is PEPE District Accountable?:

PEPE Building:

1= PEPE Building Accountable?:

*Last Name: |Due

Last Mame Suffix: | |

Middle Mame: | |

*First Name: |Juhn |

*Date of Birth:

*Gender: [M - Male v |

Multiple Birth Qrder: |U |

| Submit || Cancel | |Select Component hd || Add Component

IHE Entity Demographics l

*School or Fa::ilit\_.':@I |05225 |

Student ID Number: @ | |

Errars:

Characteristic Error Description Error Details

IHE Entity School or A required characteristic The School or Facility
Dremographics Facility iz missing. characteristic is required for this

collection.

Warnings:
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Student Search

Use the Student Search feature when you want to look up individual students to locate their UICs. To perform a

student search:

1. Click on the Search tab at the left-hand menu. This will bring up a sub-menu. Click on the Student
Search tab. This will take you to the Student Search screen.
2. Click the radio button next to Search By Core Fields.

Type in all or portions of the core fields.

4. Click on the Filter button. This will bring up the search results for the student. Note: No search results
will appear if no matches were found in the system. The search results may also bring up multiple
matches. If you discover that there are multiple UICs for your student, the UICs should be linked. See
the section on linking UICs for these instructions.

w

of Mic Ersit)

*,-f Center for Educational Performance and Information m’,’:',.','!j??'“-!".',‘-'

Profile; STARR/UIC A- | A

To Do List... =

N Student Search

Student Data =

e
Upload File | - e
@ Search By Core

Uploaded File Status

Data Staging Area
Student Data Last Name: Banmner & Begins ) Contains
Downloads....

Last Name Suffix:

First Name: Finm - Begins ") Contains

Student Sur\ch

Middle Name:

Date of Birth Year: 2006
Date of Birth Month: 10
Aundit FTE... Finiek e
Date of Birth Day: zg
Grad Cohort.. e
Gender: Eithar | Search using match cntena (begins/contains
PE [=] gnored)
General Reports... 5 Multiple Birth Order: o
Section 25... ([Fiizer | Ciear ]

5. Click on the hyperlinked UIC for the student. This will take you to the Student Details screen to view
detailed information on the student.

6. The Student Type identifies if the student has a Secondary (K12) and/or a Higher Education (HE)
record.
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Center for Educotional Performonce ond Information

Michioan.gou

The Caficial State
Fellel TWetiee

HMSDS Homee
To DH Lkt
Manage Raequeats,

Situdent ata

To Do List...
Manage Requests...

Student Data
Submission...

Upload File
Uploaded File Status
Data Staging Area

Student Data
Downloads...

i
g

Student Search
Certified Data

§

Audit FTE...

]

Grad Cohort...

]

PEPE...
General Reporis.___

B |

Section 25...

|

Mrchael

10/28/2006

Mschael

10/28/2006  |H o

Student Details

The Official State’
of Michigan Website

m
.
[

| Back to Search Results |

[ Wiew Student History |

Unigue Identification Code [(UIC)

————— . —

0012053500

Student First Mame

Finn

Student Middle Initial

Michael

Student Last Mame

Banner

Student Suffix

Date of Birth

10/28/2006

Gender Code

M

Grade or Setting

Student ID Mumber (Membership)

Racial/Ethnic Code

Operating District Number

School or Facility

Date of Enrcliment

Date Exited

District Exit Status

Multiple Birth Order

o

Created By

Deanna J Griak

Created Date

01/09/2014

Created By Submitting Entity

Modified By

Deanna J Griak

Modified Date

01/09,/2014

Modified By Submitting Entity

Approved By

Approved Date
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Appendix A - Download XML Sample with UIC Field Added

=?xml version="1.0" encoding="utf-8" 7=
- <IHERequestforUICGroup SchemaVersionMajor="Collection"
SchemaversionMinor="1" CollectionId="108" SubmittingSystemName="My
System" SubmittingSystemvendor="My System Vendor"
SubmittingSystemVersion="1.0"
xsi:noMNamespaceSchemalocation="http:/ /cepi.state.mi.us/msdsxml/IHERequ
xmins:xsi="http:/ fwww.w3.0rg/2001/XMLSchema-instance">
- <IHERequestforlIC=
=SubmittingEntity =
<SubmittingEntity TypeCode =B </SubmittingEntity TypeCode =
<SubmittingEntityCode =04481 </SubmittingEntityCode >
</SubmittingEntity >
<PersonalCore>
ZUIC>1111111111 /UIC
zLastMame >Bronco</LastMame =
zFirstMame =Buster</FirstName =
<DateCfBirth=1988-12-12 =/Date0fBirth >
<MultipleBirthOrder=0</MultipleBirthCrder=
zGender=M</Gender:>
</PersonalCore =
<IHEEntityDemographics=
=SchoolFacilityMumber=04481 </SchoolFacilityMumber=
zStudentldiumber=000001840 </StudentIdiumber=
</IHEEntityDemographics>
<PersonalDemographics=
<ResidentLEANuUmMber=33010</ResidentLEANuUmMber:
<Streetfddress =123 Some Street</Streetfddress:=
<PersonalDemographicsCity =Lansing </PersonalbemographicsCity =
<State=MI</State
<ZipCode=48913</ZipCode >
<Ethnicity =000010</Ethnicity =
</Personalbemographics =
</IHERequestforlIC=
</IHERequestforUICGroup =
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