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                                                               User/Training Manual Draft

14. Historical Enrollment Insertion  

The Historical Enrollment Insertion screen will be used to create historical enrollment records for a student.  This screen allows you to insert enrollment records for your school in between and prior to existing enrollment periods for other schools for a student in WSLS.  This screen will be used when a student is found to have not been kept up-to-date in WSLS and enrollment for your school is missing. This must be corrected by the school for reporting purposes.

What do you need to do?
Note: If you already have the Historical Enrollment Insertion on the screen skip section 14.1 Access Historical Enrollment Insertion. You will not need to perform section 14.9 Exit Screen or Change Role Selection until you are ready to leave this screen or exit the system.
· Try to locate a student who was once enrolled at your school in the WSLS. Perform sections: 
· 14.1 Access Individual Historical Enrollment Insertion; 
· 14.2 Search for a Student;

· 14.3 View Possible Matches for Your Student Search; 

· 14.4 View Possible Matches that have Privacy Indicator Selected (optional - use only if possible match has privacy indicator selected); and

· 14.5 View Contact Information for the Current District or School (optional – use only if you need to contact the current district or school).  

· Insert a Historical Enrollment record for a student who attended your school - student does not have privacy indicator selected for current enrollment period. Perform sections: 
· 14.6 Insert Historical Enrollment Insertion Record;
· 14.8 Modify Privacy Indicator (optional); and
· 14.9 Exit Screen or Change Role Selection.
· Insert a Historical Enrollment record for a student who attended your school - student has privacy indicator selected for current enrollment period. Perform sections: 
· 14.7 Insert a Historical Enrollment Record for a Student That Has Privacy Indicator of ‘Yes’ for the Current Enrollment Period;
· 14.8 Modify Privacy Indicator (optional); and

· 14.9 Exit Screen or Change Role Selection.

	
	14.1 Access Historical Enrollment Insertion 

	
	Note: User access to this screen is based on the role assignment of the user.

	
	14.1.1 To Access the Historical Enrollment Insertion Screen:

	Access Historical Enrollment Insertion
	1. Click on (Select) Historical Enrollment Insertion on the main menu.
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	View Historical Enrollment Insertion screen
	2. Allow User access to the Historical Enrollment Insertion screen.
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	14.2 Search for a Student 

	
	You must enter at least two of the six search criteria for the student you are trying to locate. The more search data you enter the less chance you have of returning possible matches. Match criteria include:

· District or school

· Student Last Name (A * may be used as a wildcard but must be accompanied by at least part of the name.)

· Student First Name (A * may be used as a wildcard but must be accompanied by at least part of the name.)

· Race 

· Gender 

· Birth Date – match on day, month, year, or any combination of the three. 

The WSN, if known, can also be used and is an efficient way to find a specific student.  If one of the search criteria is the WSN, and if the student does not already have a current or historical WSLS record in your district, then the other criteria must include at least the first and last name (no wildcards) or the full date of birth as evidence that the user already knows the identity of the student with the WSN.  

At times a User will search for a Student, but no records will be returned. At this point, the User should check the spelling of the Student name or enter a partial search (if the initial search was too specific). User should perform more than one search for the student. If the “No match is identified” alert message appears again, then the Student may not exist in WSLS. 

	
	14.2.1 Determining Search Criteria

	Search Criteria
	If the search results in no possible matches, then the user should perform more than one search to try and locate the student. If the student attended public school in WI at any time since 2003-04 then at least one possible match is expected because the student should exist in the WSLS data base and have a previously assigned WSN.  

· District and School - You should select a District or School only if you have information about your student’s current or most recent district or school. Otherwise, select All Districts so you will be searching for a possible match from all Districts in the state.    

· Student Name – Student name is the most reliable search option. It can be used alone or in combination with the other allowed search options. 
· A name search will match on legal name and any alias names in the WSLS. Soundex and the first four letters of the first name are used. Soundex will automatically be performed to identify possible matches to names that sound like the search name. For a search using Bryanna, the soundex search would also return Brianna.
· If you don’t find a match using full name then try a wildcard * search.  Wildcard search allows user to enter a partial name with * replacing the missing letters. If you enter Rob*, then Robert would be returned.  However if you enter Bry* it will only return names that begin with BRY. It would not list Brianna as a possible match. 

· Birth Date – Searching on month and year or just year is preferable to a full date search. Often the Birth Day is entered incorrectly making a match impossible if the full date is used in the search. 
· Gender – Gender will help to narrow the list of possible matches especially if partial name with the wildcard is used. 
· Race – Race may not be a reliable search option due to the possibility that the student may be listed with different races in different schools.

· WSN – You typically would only know the WSN for a student that you are enrolling if the student had previously attended your school or a school in your district.

	
	14.2.2 To Perform a Search:
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	1. Enter at least two search criteria. See section 14.2 introduction. 
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2. Click on (Select)[image: image5.png]


.

3. Possible matches for the search data are displayed in the “Search Results”. This search was too specific. Try another search using only partial data for the student.  Note: If not enough search criteria are used, too many possible matches may be returned.
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	14.2.3 To Perform Another Search:
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	1. Click on (Select)[image: image8.png]Jcear



. 

2. Enter new search criteria.
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3. Click on (Select)[image: image10.png]


.

4. Possible matches for the search data are displayed in “Possible Matches for Your Students”. Note: To refine this search select a gender, race/
ethnicity or partial or full date of birth. Disregard the data listed.
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	14.3 View Possible Matches for Your Student Search

	
	You may select a possible match student and review the student’s detail data. 

	
	14.3.1 To View a List of Possible Matches for Your Student Search:

	View possible matches

	1. Perform a search and get a list of possible matches for your student already in the WSLS. Note: Disregard the data listed.
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	14.3.2 To View Detail Information on a Student Selected as a Possible Match:

	Review possible Matches


	1. Review the list of possible matches. Note: In this example there are several possible match students. The first student match has the Privacy Indicator (AKA No Release Indicator) set to ‘Yes.’ If the affect student’s current enrollment district is not the same as the User’s selected district, then no data other than that entered as the Search Criteria will be displayed. Refer to section14.4
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	2. After you identify a possible match, select the student’s Last Name (hyperlink) from the list of “Possible Matches for Your Student”. You are transferred to the Possible Student Match page. Note: In the example, the second match was selected to review.  Also note that Local Student Id 1 and Local Student Id 2 cannot be viewed outside of the current owning district.  Disregard the data listed.
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3. You may also view the Student Alias information for this student by clicking on (selecting)[image: image15.png]


. The Student Alias Data page contains the student current legal name and any other name that the student is known by.
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4. Return to the Possible Student Match page by clicking on (selecting) [image: image17.png]Eleacx



.



	
	14.4 View Possible Matches with Privacy Indicator Selected

	
	Possible matches for your student search may include students whose parent has formally requested that directory data not be disclosed pursuant to 118.125(j)(1), Stats. Only limited information will be displayed for the student. You may select a possible match student and review the student’s detail data. NOTE:  Please note that students who have their Privacy Indicator set to ‘Yes’ for the most current school, but, whose current enrollment district is the same as the User’s selected district are treated as if the Privacy Indicator is not selected.  In this case, use section 14.3 as your guide.

	
	14.4.1  To View a List of Possible Matches for Your Student Search:

	View possible matches


	1. Perform a search and get a list of possible matches for your student already in the WSLS. Note: Disregard the data listed.
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	14.4.2 To View Detail Information on a Student Selected as a Possible Match:
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	1. Review the list of possible matches.  
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	2. After you identify a possible match, select the student’s Last Name (hyperlink) from the list of “Possible Matches for Your Student”. You are transferred to the Possible Student Match page. In this example, the first match was selected to review.  The Local Student Id 1 and Local Student Id 2 cannot be viewed outside of the current owning district.  Note: The Last Name column value for the student with a Privacy Indicator selected will be preceded by **.  If the Last Name was not supplied as part of search criteria, you will only see **.
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3. You may also view the Student Alias information for this student by clicking on (selecting)[image: image22.png]


. The Student Alias Data page contains the student current legal name and any other name that the student is known by.
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4. Return to the Possible Student Match page by clicking on (selecting) [image: image24.png]Eleacx



.


	
	14.5 View Contact Information for the Current District and/or School

	
	You are able to view the contact information of the student’s current District and School in case you need to contact someone from the District or School. 

	
	14.5.1 To View the Contact Information for the Current School:

	View student’s current District and School Contact Information


	1. Select the School name (hyperlink) to view the contact information for the School. Note: New Berlin Hi is selected. Disregard the data listed.
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2. You are transferred to the District and School Contact Information page. 
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3. Return to the Student Search – Historical Enrollment Insertion page by clicking on (selecting)[image: image27.png]) STUDENT
/- SEARCH
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	14.6 Insert a Historical Enrollment Record

	
	If the selected student is the student in which you would like to add a historical enrollment record, then you will select the student from the “Possible Student Match – Historical Enrollment Insertion” screen.  

A user may have Write access or Read Only access to this screen. If your role assignment has Read Only access to this screen, you will not be allowed to insert a Historical Enrollment Record on this screen. The screens shown in this chapter are for a user with Write access. 

	
	14.6.1 To Insert a Historical Enrollment Record:
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	1. Select the current student from the “Possible Student Match – Historical Enrollment Insertion” screen. Note: Disregard the data listed.
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NOTE:  Where a student’s No Release Indicator has been set to ‘Yes’ and the User’ selected District does not match the student’s current enrollment district, no data other than that entered as the Search Criteria will be displayed.  See Section 14.7 to review how to perform this section’s function when your student has Privacy Indicator set to ‘Yes’.
2. You will be transferred to the “Student Profile Data – Historical Enrollment Insertion” screen where you can enter the Historical Enrollment Record for the student.   The Legal Last Name, Legal First Name, Legal Middle Name, and Suffix will all default to current values in WSLS and they are not editable.  

       The following demographic data for the student is allowed to be updated:

· Race – required field and is defaulted to current value in WSLS.

· Gender – required field and is defaulted to current value in WSLS.

· Local Student ID 1 – optional field but if entered must be unique in the School

· Local Student ID 2 – optional field

· Date of Birth – required field and is defaulted to current value in WSLS.  Month and year are not editable.

· Birth City – optional field and is defaulted to current value in WSLS.

· Birth County – optional field and is defaulted to current value in WSLS.

· Birth State – optional field but required if either Birth City or Birth County are entered.  This field is defaulted to current value in WSLS.
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NOTE:  Fields Local Student Id 1, Local Student Id 2 will be initialized to blank values.
3.  To modify updateable fields, using your mouse, highlight the data (if any exists) and key over it. Note: In this example of modifying updateable fields, Birth City has been entered. Birth State would be required if data for Birth City or Birth County were entered and vice versa.
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4. To change a dropdown box selection, click on the dropdown box arrow and scroll up or down (if scroll available) and click on another selection.
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	14.6.2 Enter the Student’s Enrollment Data:

	Enter Student Enrollment Data
	1. You can enter a student’s Enrollment Date and enter an Exit Date. Enrollment and Exit Dates must follow the Historical Enrollment Insertion rules listed below:

· Enrollment Date must be unique for the WSN.
· Enrollment Date may not be less than the student’s birth date.
· Exit Date must be greater than the Enrollment Date.  The Exit Date may not equal the Enrollment Date.
·  The historical enrollment period must precede the current enrollment date for this student.  See Enrollment History records to determine a correct Historical Enrollment Period.
· The historical enrollment period must not overlap any existing enrollment period for the student.
· The Enrollment Date of the historical enrollment period being inserted may equal the exit date of the closest preceding enrollment period.
· The Exit Date of the historical enrollment period being inserted may equal the enrollment date of the closest subsequent enrollment period.  
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2. To enter data into blank fields, using your mouse, place the cursor in the field, and key date. 
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	14.6.3 Save the Historical Enrollment Record
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	1. To Save the Historical Enrollment Record, click on (select)[image: image36.png]kd save



.  If the save was successful, the new enrollment record will show in the Enrollment History section.
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2. If any data entered is invalid, you will receive a message stating what is invalid and why.   
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3. To remove any invalid change click on (select) [image: image39.png]|2 rerresn



 to revert data back to current student values.

4. If the student you are entering a Historical Enrollment record for does not have a Parent/ Guardian in WSLS, you will be instructed to enter a Parent/ Guardian record at this time.  See 14.6.5 of this section for directions on how to enter Parent/Guardian records.  

5. The new enrollment record will appear in the list below.
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	14.6.4  Add Student’s Alias Name
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	1. You may review and enter student alias data for the student. Click on (Select)[image: image42.png]


. 
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2. You are transferred to the Student Alias Profile Data page. 
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3. To add alias information:

· Enter the Alias Last Name (required), First Name (required), and Middle Name (optional) for the student. Note: Duplicate Student Alias entries are not allowed.
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· To save the record and enter another alias, click on (select)[image: image46.png]) HEXT

@ alias



. OR To save the record click on (select)[image: image47.png]kd save



.
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4. Click on (Select)[image: image49.png]STUDENT
PROFILE



 to return to the Student Profile Data – “Historical Enrollment Insertion” screen.


	
	14.6.5  Add Student’s Parent/ Guardian:
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	1. You may review and enter parent/guardian data for the student. Click on (Select)[image: image51.png]PARENT |
GUARDIAH



. 
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2. You are transferred to the Parent/Guardian Profile Data page. 
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3. To add parent/guardian information:

· Click on the Parent Guardian dropdown box arrow and click on a selection. Enter parent/guardian Last Name (required), First Name (required), and Middle Name (optional). Note: Multiple identical Parent/ Guardian entries are not allowed.
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· To save the record and enter another parent/guardian, click on (select)[image: image55.png]) HEXT
& Guarpian



. OR To save the record click on (select)[image: image56.png]kd save



.
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4. Click on (Select)[image: image58.png]STUDENT
PROFILE



 to return to the Student Profile Data – “Historical Enrollment Insertion” screen.


	
	14.7 Insert a Historical Enrollment Record for a Student That Has Privacy Indicator of ‘Yes’ for the Current Enrollment Period

	
	If the selected student is the student in which you would like to add a historical enrollment record, then you will select the student from the “Possible Student Match – Historical Enrollment Insertion” screen.  

A user may have Write access or Read Only access to this screen. If your role assignment has Read Only access to this screen, you will not be allowed to insert a Historical Enrollment Record on this screen. The screens shown in this chapter are for a user with Write access. 

NOTE:  Students who have their Privacy Indicator selected for the current enrollment, but, whose current enrollment district is the same as the User’s selected district are treated as if the Privacy Indicator is not selected.  In this case, use Section 14.6 as your guide.

	
	14.7.1 To Insert an Historical Enrollment Record:
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	1. Select the current student from the “Possible Student Match – Historical Enrollment Insertion” screen. Note: Disregard the data listed.
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NOTE:  ** in the last name field means that the student’s No Release Indicator (AKA Privacy Indicator) has been set to‘Yes’ and the User’s selected District does not match the student’s current enrollment.  To protect privacy, no data other than data entered as the Search Criteria will be displayed.
2. You will be transferred to the “Student Profile Data – Historical Enrollment Insertion” screen where you can enter the Historical Enrollment Record for the student. The Legal Last Name, Legal First Name, Legal Middle Name, Suffix will all default to current values in WSLS and they are not editable.  

       The following demographic data for the student is allowed to be updated:

· Race – required field and is defaulted to current value in WSLS.

· Gender – not viewable in WSLS when Privacy Indicator is ‘Yes’ and school selected does not equal student’s current school.

· Local Student ID 1 – optional field but if entered must be unique in the School

· Local Student ID 2 – optional field

· Date of Birth – required field and is blanked out when Privacy Indicator is ‘Yes’ and school selected does not equal student’s current school.  Month and year are not editable.

· Birth City – optional field and is defaulted to current value in WSLS.

· Birth County – optional field and is defaulted to current value in WSLS.

· Birth State – optional field but required if either Birth City or Birth County are entered.  This field is defaulted to current value in WSLS.
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NOTE:  When a student’s No Release Indicator has been set to ‘Yes’ and the User’ selected District does not match the student’s current enrollment, you will be unable to view or change the Gender.  Fields such as Race, Local Student Id 1, Local Student Id 2, Birth City, Birth County, Birth State will be initialized to blank values.
3. To modify updateable fields, using your mouse, highlight the data (if any exists) and key over it. Note: In this example of modifying updateable fields, Birth City has been entered. Birth State would be required if data for Birth City or Birth County were entered and vice versa.
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4. To change a dropdown box selection, click on the dropdown box arrow and scroll up or down (if scroll available) and click on another selection.
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	14.7.2 Enter the Student’s Enrollment Data:

	Enter Student Enrollment Data
	1. You can enter a student’s Enrollment Date and enter an Exit Date. Enrollment and Exit Dates must follow the Historical Enrollment Insertion rules listed below:

· Enrollment Date must be unique for the WSN.
· Enrollment Date may not be less than the student’s birth date.
· Exit Date must be greater than the Enrollment Date.  The Exit Date may not equal the Enrollment Date.
·  The historical enrollment period must precede the current enrollment date for this student.  See Enrollment History records to determine a correct Historical Enrollment Period.
· The historical enrollment period must not overlap any existing enrollment period for the student.
·  The Enrollment date of the historical enrollment period being inserted may equal the exit date of the closest preceding enrollment.
· The Exit Date of the historical enrollment period being inserted may equal the enroll date of the closest subsequent enrollment period.
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2. To enter data into blank fields, using your mouse, place the cursor in the field, and key date. 
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	14.7.3 Save the Historical Enrollment Record
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	1. To Save the Historical Enrollment Record, click on (select)[image: image67.png]kd save



. If the save was successful, the new enrollment record will show in the Enrollment History section.
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2. If any data entered is invalid, you will receive a message stating what is invalid and why.   
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3. To remove any invalid change click on (select) [image: image70.png]|2 rerresn



 to revert data back to current student values.

4. If the student you are entering a Historical Enrollment record for does not have a Parent/ Guardian in WSLS, you will be instructed to enter a Parent/ Guardian record at this time. See section 14.7.5 Add Student’s Parent/Guardian.  

[image: image71.png]Wisconsin Student Number Locator System
Adams-Friendship Area - Churchwell, Kendell

Student Profile Data - Historical Enroliment Insertion (* required feld) save, _OTRET b | Rear | Toewe

Processing error:
Please note the following error(s):

+ Parent Guardian information has not been entered on this student. Please enter before continuing.





	
	14.7.4  Add Student’s Alias Name
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	1. You may review and enter student alias data for the student. Click on (Select)[image: image73.png]


.
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2. You are transferred to the Student Alias Profile Data page. 
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3. To add alias information:

· Enter the Alias Last Name (required), First Name (required), and Middle Name (optional) for the student. Note: Duplicate Student Alias entries are not allowed.
[image: image76.png]Student Alias Profile Data

Student: BAISDEN , JONATHON C

“Last Name: [BAISDEN

Middle Name: [C]

dsve L RROTRE |

“First Name: [JON
Suffix

e

HEXT
aLias

o8| Pear | Tome

Student Alias List

Last Name

First Name

Middle Name

Suffix

DOE

JOHNN





· To save the record and enter another alias, click on (select)[image: image77.png]) HEXT

@ alias



. OR To save the record click on (select)[image: image78.png]kd save



. 
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4. Click on (Select)[image: image80.png]STUDENT
PROFILE



 to return to the Student Profile Data – “Historical Enrollment Insertion” screen.

	
	14.7.5  Add Student’s Parent/ Guardian:
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	1. You may review and enter parent/guardian data for the student. Click on (Select)[image: image82.png]PARENT |
GUARDIAH



. 
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2. You are transferred to the Parent/Guardian Profile Data page.
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3. To add parent/guardian information:

· Click on the Parent Guardian dropdown box arrow and click on a selection. Enter parent/guardian Last Name (required), First Name (required), and Middle Name (optional). Note: Multiple identical Parent/ Guardian entries are not allowed.
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· To save the record and enter another parent/guardian, click on (select)[image: image86.png]) HEXT
& Guarpian



. OR To save the record click on (select)[image: image87.png]kd save



.
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4. Click on (Select)[image: image89.png]STUDENT
PROFILE



 to return to the Student Profile Data – “Historical Enrollment Insertion” screen.


	
	14.8 Modify Privacy Indicator 

	
	14.8.1 To Modify Student’s Privacy Indicator:

	Modify  privacy indicator 
	1. To access privacy indicator for a student, click on (select)[image: image90.png]j ) PRIVACY
‘1) |HFORMATION



.
2. You are transferred to the Privacy Information page.
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3. If the student’s parent has formally requested that directory data not be disclosed pursuant to 118.125(j)(1), Stats, click in the box to add a check.
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4. To save the record click on (select)[image: image93.png]kd save



.
5. Return to the “Student Profile Data – Historical Enrollment Insertion” screen by clicking on (selecting)[image: image94.png]STUDENT
PROFILE



. Note: Disregard the data listed.
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	14.9 Exit Screen or Change Role Selection

	
	14.9.1 To Return to the Main Menu:
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	1. Click on (Select) [image: image97.png]MAIN
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on the navigation bar at the top of the form.
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2. User is returned to the WSLS Main Menu.
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	14.9.2 To Select a Different Role:

	Change Role
	If you are assigned to more than one Role and/or District and/or School you may change your selection by performing the following steps.
1. Click on (Select) [image: image100.png]MAIN
oI MENU



 on the navigation bar at the top of the page.
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2. If you have the Select Role icon [image: image102.png]ﬁsﬁ(cr
ROLE



shown on the Main Menu screen then you are assigned to more than one Role and/or District and/or School. 

[image: image103.png]Wisconsin Student Number Locator System
Adams-Friendship High - Churchwell, Kendell

WSLS Main Menu

WSLS Main Menu

Main Menu:

Data Submission

File Upload

Mass Student Entry

Individual Student Searchiatch Review
Individual Student Update

Mass Student Transfer Request

Mass Student Transfer Confirmation
Historical Enroliment Insertion

Status & Results

Submission Status - File Upload & Mass Entry
Results - File Upload/ Download & Mass Entry
File Download Request

Match Review

Match Review - File Upload & Mass Entry
Exit Confirmation

Administration

District/ School WSLS Preferences

sevect %
| fgfezee | oar | Tuee

We welcome questions, comrments and suggestions about the WSN Locator Syster Website
E-mail: *dpistats@dpi state i us Phone: 800 507-5744




3. Click on (Select) [image: image104.png]ﬁsﬁ(cr
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on the navigation bar at the top of the page.

4. You are returned to the Role Selection screen.
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5. You may select another Role.


	
	14.9.3 To Exit WSLS:
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	1. Click on (Select) [image: image107.png]Pexr



 on the navigation bar at the top of the form.
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2. You will exit the WSLS and be transferred to the Logoff screen.
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3. To close your browser click on the X ([image: image110.png]


) in the upper right corner of the page. For some User’s this may be a white X with a red background, yet for other User’s it may be a black X with a gray background.
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