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     Chapter 9Version 1.0

Wisconsin Student Locator System 

User/Training Manual

9. Individual Student Update 
The Individual Student Update screen is used to update information on individual students who are currently enrolled or have previously been enrolled in the User’s District or School. If the student has a record of enrollment in WSLS then the owning District/School will be able to access that student and update that student’s information.

What do you need to do?
Note: If you are already on the Student Search page of the Individual Student Update screen skip section 9.1 Access Individual Student Update. You will not need to perform section 9.7 Exit Screen or Change Role Selection until you are ready to leave this screen or exit the system.
· Update a student’s current Legal Last Name, Legal First Name, Legal Middle Name, Suffix, Race, Gender, Local Student ID 1, Local Student ID 2, Date of Birth, Birth City, Birth County, or Birth State.  Perform sections: 
· 9.1 Access Individual Student Update; 
· 9.2 Search for a Student; 
· 9.3 Update Student’s Record – subsections 9.3.1 Select a Student Record for Update, 9.3.2 Update the Student’s Demographic Data; and

· 9.7 Exit Screen or Change Role Selection (optional).
· Update a student’s history Legal Last Name, Legal First Name, Legal Middle Name, Suffix, Race, Gender, Local Student ID 1, Local Student ID 2, Date of Birth, Birth City, Birth County, or Birth State. Perform sections:

· 9.1 Access Individual Student Update; 

· 9.2 Search for a Student; 

· 9.3 Update Student’s Record – subsections 9.3.1 Select a Student Record for Update, 9.3.2 Update the Student’s Demographic Data; and

· 9.7 Exit Screen or Change Role Selection (optional).

· Enter an exit date on the student’s current record. Perform sections:

· 9.1 Access Individual Student Update; 

· 9.2 Search for a Student; 

· 9.3 Update Student’s Record – subsections 9.3.1 Select a Student Record for Update, 9.3.3 Update the Student’s Enrollment Data; and

· 9.7 Exit Screen or Change Role Selection (optional).

· Update a student’s enrollment or exit date (current or history). Perform sections:
· 9.1 Access Individual Student Update; 

· 9.2 Search for a Student; 

· 9.3 Update Student’s Record – subsections 9.3.1 Select a Student Record for Update, 9.3.3 Update the Student’s Enrollment Data; and

· 9.7 Exit Screen or Change Role Selection (optional).

· Add alias name for a student. Perform sections:
· 9.1 Access Individual Student Update; 

· 9.2 Search for a Student; 

· 9.3 Update Student’s Record – subsections 9.3.1 Select a Student Record for Update, 9.3.4 Add Student’s Alias Names; and

· 9.7 Exit Screen or Change Role Selection (optional).

· Add parent/guardian for a student. Perform sections:
· 9.1 Access Individual Student Update; 

· 9.2 Search for a Student; 

· 9.3 Update Student’s Record – subsections 9.3.1 Select a Student Record for Update, 9.3.5 Add Student’s Parent/Guardian; and
· 9.7 Exit Screen or Change Role Selection (optional).
· Review/update privacy indicator for a student. Perform sections:
· 9.1 Access Individual Student Update; 

· 9.2 Search for a Student; 

· 9.3 Update Student’s Record – subsections 9.3.1 Select a Student Record for Update, 9.3.6 Modify Student’s Privacy Indicator; and 
9.7 Exit Screen or Change Role Selection (optional).

	
	9.1 Access Individual Student Update 

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

	
	9.1.1 To Access the Individual Student Update Screen:

	Access Individual Student Update screen

	1. Click on (Select) Individual Student Update on the main menu.
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	View Individual Student Update screen
	2. Allow User access to the Individual Student Update screen.
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	9.2 Search for a Student

	
	You must enter search criteria to locate the student that you want to update. You are searching for a student who is or has been enrolled in your district or school; therefore you should know enough specific information about the student to perform a specific search. A specific search may include the student’s WSN or full name. If you are unable to access the student using a specific search you may try searching with less specific information like only the last name or by using a wildcard search on last name. Match criteria includes:

· District (defaulted)

· School (optional)

· Student Last Name – wildcard search allowed.  (required if WSN is not provided)

· Student First Name – wildcard search allowed. (optional)
· Race  (optional)
· Gender (optional)
· Birth Date – match on day, month, year, or any combination of the three. (optional)
· WSN of your student. (required if Last Name is not provided)
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. 

	
	9.2.1 To Perform a Search:
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	1. You may enter as little or as much search criteria as you want.  
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2. Click on (Select)[image: image5.png]


.

3. Possible matches for the search data are displayed under “Search Result”.  If no students match the search criteria, then the message “No Match is Identified” will be displayed instead.
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	9.2.2 To Perform a New 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 under “Search Result”. 
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	9.3 Update Student’s Record 

	
	All students who match the search criteria within the District or School (if specified) will be listed under Search Result. You may select the student’s record that you want to update.

	
	9.3.1 To Select a Student Record for Update:

	Select student for update
  
	1. After you have performed a search and have identified the correct student listed under “Search Results”, select the student’s Last Name (hyperlink) to view the student’s detail information. 
2. In this example, the same student has two records. The enroll dates are different. This means that the student has two different periods of enrollment in your District and School (if specified). You must select the record for the enrollment period that you want to update. Note: Each record must be updated individually. If you want to change the race of the student, then you must change it on each of the student’s records.
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3. You are transferred to the Student Profile Data screen. 
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	9.3.2 Update the Student’s Demographic Data:

	Update student demographic data

	1. The following demographic data for the student is allowed to be updated:
· Legal Last Name – required field
· Legal First Name – required field
· Legal Middle Name – optional field
· Suffix – optional field
· Race – required field
· Gender – required field
· 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
· Birth City – optional field
· Birth County – optional field
· Birth State – optional field but required if either Birth City or Birth County are entered (and vice versa).
Note: Changing a legal name will make the former legal name a student alias. 
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2. To modify updateable fields, using your mouse, highlight the data (if any exists) and key over it. To save the record click on (select)[image: image15.png]kd save



.
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3. 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. To save the record click on (select)[image: image17.png]kd save



.
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	9.3.3 Update the Student’s Enrollment Data:

	Update Student enrollment data
	1. You can update a student’s Enrollment Date and enter or update an Exit Date. Enrollment and Exit Dates must follow the rules listed below:

· Enrollment Date can not be more than 14 days after current date.

· Enrollment Date can not precede Exit Date at the student’s prior school by more than 14 days.

· The Exit Date can not precede the Enrollment Date for the same school enrollment period.

· Can’t have same enrollment date for the student more than once at the same school.

· Exit date can not be more than 7 days after the current date.  
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2. To modify updateable fields, using your mouse, highlight the data (if any exists) and key over it. To save the record click on (select)[image: image20.png]kd save



. 
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	3. If you update the Enrollment Date or Exit Date with an invalid date, you will receive an error message after you click on (select)[image: image23.png]kd save



. 
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4. To remove any invalid change click on (select) [image: image25.png]|2 rerresn



to revert data back to last save.

	
	9.3.4 Add Student’s Alias Names:
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	1. You may review and enter student alias data for the student. Click on (Select)[image: image27.png]


. Note: Student alias names can not be deleted or modified, only added.
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2. You are transferred to the Student Alias Profile Data page. Note: Disregard the data listed.
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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: image31.png]) HEXT

@ alias



. OR To save the record click on (select)[image: image32.png]kd save



. 
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 to return to the Student Profile Data page.



	
	9.3.5 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: image37.png]PARENT |
GUARDIAH



.   Parent/guardian names cannot be deleted or modified, only added.  If no parent or guardian name is available or appropriate you can report the name of a long term significant other or emergency contact. WSLS displays this information only to help districts identify matches and not to indicate legal guardianship.  Do not report the Parent/Guardian as a group home or jail rather than a person because this information could be considered an invasion of privacy.   
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2. You are transferred to the Parent/Guardian Profile Data page. Note: Disregard the data listed.
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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: Duplicate Parent
Guardian entries are not allowed. 
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· To save the record and enter another parent/guardian, click on (select)[image: image41.png]) HEXT
& Guarpian



. OR To save the record click on (select)[image: image42.png]kd save



.
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 to return to the Student Profile Data page.


	
	9.4 Modify Privacy Indicator 

	
	9.4.1 To Modify Student’s Privacy Indicator:

	Review privacy indicator 
	1. To access privacy indicator for a student, click on (select) [image: image46.png]j ) PRIVACY
‘1) |HFORMATION



 at the bottom of the Student Profile Data page.
2. You are transferred to the Privacy Information page.
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data collected about students as part of the WSLS are generally considered to be directory data. Directory data are generally not considered harmful or an
invasion of privacy and are typically released in school publications and to outside organizations associated with school.related activities. Occasionally,
parents/guardians may be concerned about sharing of directory data so s. 118.125 @2(j), Stats., requires that schools give them an opportunity to restrict
access.

What happens if this box is checked?
Ifthis box is checked, then the WSLS access to this student’ directory data by WSLS users. Restricting access will affect the student search,
match review, enrollmentiexit notification, and related features of WSLS. This will make finding/retaining existing WSNs for transferring students more
difficult for districts and schools but not impossible. Parents cannot opt their child out of being assigned a number in the system, and required WSLS data
must still be submitted whether or not this hox is checked.

What happens if this box is not checked?
Ifthis box is not checked then this students WSLS data may be shared with authorized district and school WSLS users for match review, student search,
enrollmentexit notification, and other related WSLS purposes. Encryption, firewalls, authentication, logins, and passwords are all used to prevent
disclosure except to authorized users with legitimate educational interests. Confidential data about individual students will not be accessible to the public
under any circumstances. The publ not have access to the DPI confidential data base. Only data about student groups will be publ





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: image49.png]kd save



.
5. Return to the Student Profile Data page by clicking on (selecting)[image: image50.png]STUDENT
PROFILE



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

	
	9.5.1 To Return to the Main Menu:
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	1. Click on (Select) [image: image53.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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	9.5.2 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: image56.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: image58.png]ﬁsﬁ(cr
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shown on the Main Menu screen then you are assigned to more than one Role and/or District and/or School. 

[image: image59.png]Wisconsin Student Number Locator System
Albany - Coleman, Renee

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




3. Click on (Select) [image: image60.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.



	
	9.5.3 To Exit WSLS:
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	1. Click on (Select) [image: image63.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: image66.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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