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Wisconsin Student Locator System 

User/Training Manual

7. Match Review – File Upload & Mass Entry
The Match Review – File Upload & Mass Entry will be used to review possible matches for the students that you are trying to assign WSNs to or locate in the WSLS. The following match criteria are used:

· Complete last name and first four characters of the first name must match current legal name or an alias name or match on similar sounding names.

· Birth month and year.

· Gender.

After reviewing possible matches, you are allowed to select a possible match and request an exit from the current school or if you did not identify a possible match you may request a new WSN for the student.
What do you need to do?
Note: If you are already on the Match Summary page of the Match Review – File Upload & Mass Entry screen skip sections 7.1 Access Match Review – File Upload & Mass Entry and 7.2 Select a School. You will not need to perform section 7.11 Exit Screen or Change Role Selection until you are ready to leave this screen or exit the system. 
· Review possible matches. Perform sections:

· 7.1 Access Match Review – File Upload & Mass Entry;

· 7.2 Select a School;

· 7.3 View Possible Matches for Your Student; and 
· 7.11 Exit Screen or Change Role Selection.
· Review a possible match that has the privacy indicator selected.  Perform section:

· 7.4 Possible Matches with Privacy Indicator Selected.

· Select a student from the possible match list and request an exit confirmation. Perform sections:

· 7.1 Access Match Review – File Upload & Mass Entry; 
· 7.2 Select a School;

· 7.3 View Possible Matches for Your Student; 
· 7.5 Request an Exit Confirmation; 
· 7.10 View Privacy Indicator Information (optional); and 
· 7.11 Exit Screen or Change Role Selection. 
· Request a WSN because no student match was identified from the list of possible matches. Perform sections: 
· 7.1 Access Match Review – File Upload & Mass Entry; 
· 7.2 Select a School; 
· 7.3 View Possible Matches for Your Student; 
· 7.6 No Match Found – Request a New WSN for Student; 
· 7.10 View Privacy Indicator Information (optional); and 

· 7.11 Exit Screen or Change Role Selection. 
· Remove a record from the possible match list. Perform sections: 
· 7.1 Access Match Review – File Upload & Mass Entry; 
· 7.2 Select a School; 
· 7.7 Remove a Student from List of “Your Students with Possible Matches”; and 
· 7.11 Exit Screen or Change Role Selection.
· Remove an exit confirmation request. Perform sections: 
· 7.1 Access Match Review – File Upload & Mass Entry; 
· 7.2 Select a School; 
· 7.8 Cancel a Pending Exit Confirmation Request; and 
· 7.11 Exit Screen or Change Role Selection.
· Modify your locate/assign transaction data before requesting an exit confirmation or a new WSN. Perform section: 
· 7.9 Modify Student Data.

	
	7.1 Access Match Review – File Upload & Mass Entry

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

	
	7.1.1 To Access the Match Review – File Upload & Mass Entry Screen:

	Access Match Review – File Upload & Mass Entry screen
	1. Click on (Select) Match Review – File Upload & Mass Entry on the main menu.

[image: image1.png]Wisconsin Student Number Locator System
New Berlin - 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

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





	View Match Review – File Upload & Mass Entry screen
	2. Allow User access to the Match Review – File Upload & Mass Entry screen.
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	7.2 Select a School 

	
	7.2.1 To Select a School:

	Select school
	1. District - defaulted to your district and cannot be changed on this screen.

2. School - defaulted if you have access to only one school in the selected district. If you have access to multiple schools in the selected district, click on the dropdown arrow and select a school. If you have access to all schools in the district, you may select 0000 All Schools to view records from all of the schools in the selected district.
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	3. Click on (Select)[image: image5.png]|2 rerresn



. 
4. A list of “Your Students with Possible Matches” and a list of “Pending Exit Confirmation Requests” for the selected School are displayed. Note: In the following example the School has no Students with Possible Matches or Pending Exit Confirmation Requests.
[image: image6.png]Wisconsin Student Number Locator System (School Year: 2003-2004)
New Berlin - Coleman, Renee

Match Summary | | [exr | Tuee

District: New Berlin - School:[0040-Popiar Creek Bl =] |2 nerresn

There are no Students With Possible Matches for your selection

There are no Pending Exit Confirmation Requests for your selection

Match Summary

We welcome questions, comments and suggestions about the WSN Locator Syster Website

E-mail: “dpistats@dpi state wi us Phone: BO0-##-





	
	7.2.2 To Select a Different School:

	Select school
	Note: This option is only allowed for users that have access to more than one School in the selected District.
1. School – If you have access to more than one school in the selected district, click on the School dropdown box. 

2. Select a school.
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	3. Click on (Select)[image: image9.png]|2 rerresn



.

4. A list of “Your Students with Possible Matches” and a list of “Pending Exit Confirmation Requests” for the selected School are displayed.
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	7.3 View Possible Matches for Your Student 

	
	“Your Students with Possible Matches” list is populated with student Locate/Assign transactions that were processed in WSLS and were found to have a possible match to another student already in the WSLS. These student Assign/Locate transactions have either been uploaded into the WSLS or entered into the WSLS through the Mass Student Entry screen.

Possible matches for your students may include students whose parent has formally requested that directory data not be disclosed pursuant to 118.125(j)(1), Stats. Only information that matched to your student based on the matching criteria used will be displayed for the student. See Section 7.4 for an example of the data.
You are able to select a student from “Your Students with Possible Matches” and view the possible matches. Then you may select a possible match student and review the student’s detail data as well as the Parent/Guardian and Student Alias information. 
If you determine that one of the possible match students is a match to your student then you would request an exit confirmation for the student’s most recent school. If you determine that none of the possible match students are a match to your student then you would request a new WSN for your student. 

	
	7.3.1 To View a List of Possible Matches for Your Student:

	Select one of your students

	1. Select a student’s Last Name (hyperlink) in the list of “Your Students with Possible Matches”. 
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2. You will view the detail information on your selected student and view a list of possible match students already in the WSLS.
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	7.3.2 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 two possible match students. The first student match **NEWMEN, matched on the sound of the last name not the exact spelling. This student match also has the privacy indicator set. Refer to section 7.4 View Privacy Indicator Information for more information on privacy.
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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 Selected Student”. You are transferred to the Possible Student Match page. Note: In the example, the second match was selected to review.
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3. You may also view the Student Alias information for this student by clicking on (selecting)[image: image15.png]


.
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4. Return to the Possible Student Match page by clicking on (selecting)[image: image17.png]Eleacx



.
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	7.3.3 To Return to Match Review or Match Summary Page:
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or 

[image: image20.png]MATCH
i25] SuMmARY




	1. Click on (Select) [image: image21.png]MATCH
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to return to the Match Review page. Note: The Match Review page will allow you to view the selected student, view possible match student, and request a new WSN.
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 to return to the Match Summary page. Note: The Match Summary page will allow you to view the list of all your students with possible matches.
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	7.4 View Possible Matches with Privacy Indicator Selected

	
	Possible matches for your students that include students whose parent has formally requested that directory data not be disclosed pursuant to 118.125(j)(1), Stats will only display information that matched to your student based on the matching criteria. 
You are able to select a student from “Your Students with Possible Matches” and view the possible matches. Then you may select a possible match student and review the student’s detail data as well as the Parent/Guardian and Student Alias information. 

If you determine that one of the possible match students is a match to your student then you would request an exit confirmation for the student’s most recent school. If you determine that none of the possible match students are a match to your student then you would request a new WSN for your student.

	
	7.4.1 To View a List of Possible Matches for Your Student:

	Select one of your students


	1. Select a student’s Last Name (hyperlink) in the list of “Your Students with Possible Matches”. 
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2. You will view the detail information on your selected student and view a list of possible match students already in the WSLS.
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	7.4.2 To View Detail Information on a Student Selected as a Possible Match: 

	Review possible matches
	1. Review the list of possible matches. Notice that you are not given all of the student’s information. This example shows a match on the current legal name. If the match had been on the student’s alias name, the Last Name field would contain **See Alias and the First Name field would be blank.   
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2. These matches are more difficult to identify given the limited information (only information that matched to your student based on the matching criteria) that can be displayed. After you identify a possible match, select the student’s Last Name (hyperlink) from the list of “Possible Matches for Selected Student”. You are transferred to the Possible Student Match page. Notice no additional information on the student is being displayed.
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3. You may also view the Student Alias information for this student by clicking on (selecting)[image: image29.png]


. No additional information on the student is being displayed because of the privacy indicator.
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4. Return to the Possible Student Match page by clicking on (selecting)[image: image31.png]Eleacx



.  No additional information on the student is being displayed because of the privacy indicator.
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	7.4.3 To Return to Match Review or Match Summary Page:
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	1. Click on (Select) [image: image35.png]MATCH
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to return to the Match Review page. Note: The Match Review page will allow you to view the selected student, view possible match student, and request a new WSN.
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 to return to the Match Summary page. Note: The Match Summary page will allow you to view the list of your students with possible matches.
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	7.5 Request an Exit Confirmation 

	
	You must review possible matches for your student to determine if your student already has a WSN assigned. If you identify a possible match as your student then you will request an exit confirmation from the student’s most current school. 

	
	7.5.1 To Determine if Possible Match is Your Student:

	Select Student
	After reviewing the list of possible matches you must make a decision – Is a student in the Possible Match list your student? You should have enough identifying information on Your Student and the Possible Match Student(s) to make this decision. Remember you can also view the Parent/Guardian and Student Alias data on the students.

1. Select a student’s Last Name (hyperlink) in the list of “Your Students with Possible Matches”.
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2. You are transferred to the Match Review page.
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	Review parent/ guardian and student aliases
	3. To review parent/guardian and alias information on the Selected Student (this is your student’s data) select the student’s Last Name (hyperlink).
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4. You are transferred to the Selected Student Detail page. This page will list all of the information on your student. You can review your student’s information and then review the information on the possible matches to determine if a possible match student is really a match to your student. 
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5. To return to the Match Review page, click on (select)[image: image43.png]MATCH
i2%] REVIEW



. 
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	Review Possible Match
	6. To review a student from the “Possible Matches for Selected Student”, click on the Last Name (hyperlink). 
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7. You are transferred to the Possible Student Match page (shown below) that lists the selected student’s detail information.
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	7.5.2 To Request an Exit Confirmation:

	Review/modify your selected student’s data
	1. If you determine the student that you are viewing on the Possible Student Match page is a match for your student, click on (select)[image: image47.png]SELECT
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.
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2. The student data shown on this page is from your student locate/assign transaction created by your Student Information System and uploaded into WSLS for processing or entered in the Mass Student Entry screen in WSLS and submitted for processing. You are allowed to modify most of the data to the matched student’s data. The student will be assigned to your school if the student has been exited from their current school. For instructions on how to modify data see Section 7.9. Note: If the Birth City, Birth County, or Birth State is entered for Your Student or the Matched Student, the data will be displayed.


	Review student aliases 
	3. You may also review the student’s alias information by clicking on (selecting)[image: image49.png]
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4. Return to the Request Exit page by clicking on (selecting)[image: image51.png]Eleacx
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	5. To request an exit confirmation for this student, click on (select)[image: image53.png]kd save



.
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· If an exit date has already been entered for the student and the exiting school and new school are different, you would receive the following message => Student has already exited from previous School. Exit Confirmed. Student has been assigned to your school.
· If an exit date has already been entered for the student and the exit date is invalid based on the new enrollment date (exit date must not be more than 14 days after the new enrollment date) => Enroll Date Error.
· If an exit date has not been entered for the student and the exiting school and new school are different, you would receive the following message => Most recent school must confirm Exit. Exit confirmation request sent.
6. You will now see the student that you requested the exit for listed at the bottom of the screen under “Pending Exit Confirmation Requests”. The student will remain in this list until the exit is confirmed or denied.
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7.    Return to the Match Summary page by clicking on (selecting) [image: image56.png]MATCH
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	7.6 No Match Found - Request a New WSN for Student

	
	You must review possible matches for your student to determine if your student already has a WSN assigned. If you determine that none of the possible matches identified are your student then you must request a new WSN for the student.

	
	7.6.1 To Request a WSN: 

	Review/modify your selected student’s data
	1. After completing the section To Determine if Possible Match is Your Student at the beginning of section 7.5, proceed to step 2. 
[image: image57.png]Wisconsin Student Number Locator System (School Year: 2003-2004)
New Berlin - Coleman, Renee

Match Summary

| | [exr | Tuee

District: New Berlin - School: [3140-New Berin Hi <] |@)rermesn

Your Students With Possible Matches:

School Last Name First Middle | Suffix | Gender Race Birth Date Remove
New BerlinHi  |DOE JOHN JAMES M ASIANPACIFIC ISLANDER 02-10-1993 Remove
New BerlinHi | JACKSON ~ [BENJAMIN | J M WHITE 02-14-1990 Remove
New BerlinHi  |PRESLEY ~ |RACHAEL F WHITE 09-27-1987 Remove
Pending Exit Confirmation Requests:

School |Last Name| First |Middle[Suffix|Gender| Race | Birth Date [Exit Request Date| Exit Requested From
gzx” Hi INEWMAN |ANGELA| F WHITE|03-15-1989|05-15-2004 Adams-Friendship AreafAdams-Friendship Hi

Match Summary

We welcome questions, comments and suggestions about the WSN Locator Syster Website

E-mail: “dpistats@dpi state wi us Phone: BO0-##-





2. If you determine that none of the “Possible Matches for Selected Student” is your student, click on (select)[image: image58.png]REQUEST
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3. You are transferred to the Request New WSN page.
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4. The student data shown on this page is from your student locate/assign transaction created by your Student Information System and uploaded into WSLS for processing or entered in the Mass Student Entry screen in WSLS and submitted for processing. You are allowed to modify most of the data. For instructions on how to modify data see Section 7.9.

	Review/enter student aliases
	5. You may review and enter student alias data for the student. Click on (Select)[image: image61.png]
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6. To add alias information:

· Enter the alias Last Name (required), First Name (required), and Middle Name (optional) for the student.

· To save the record and enter another alias, click on (select)[image: image63.png]) HEXT
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. OR To save the record click on (select)[image: image64.png]kd save
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7. Click on (Select)[image: image65.png]REQUEST
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 to return to the Request New WSN page. 

[image: image66.png]Wisconsin Student Number Locator System (School Year: 2003-2004)
New Berlin - Coleman, Renee

Request New WSN

Review/update your student's data
District

Your Student
“Legal Last Name

Legal Middle Name:
“Race/Ethnicity’
“Date of Birth
Local Student ID 1

Birth City

Birth State;

* required field)

New Berlin

DOE
[JAMES

[ASIAN/PACIFIC ISLANDER =]
02-10-1993

i

—

MATCH
I (2] Sunaniy |
Schaol

“Legal First Name:
Legal Suffix
“Gender
“Enrollment Date:
Local Student ID 2

Birth County

Resse

watcn
(DRSS 1D MER | Qe | Toee
Mew Berlin Hi

JOHN

Male
06-30-2004

STUDENT
aLAS

Parent/Guardian:

Parent/Guardian Last Name First Name Middle Name
Other DOE JAMES
Other DOE JANE
o
el
Reauesthow WoN | Son | (R

We welcome questions, comments and suggestions about the WSN Locator Syster Website

E-mail: “dpistats@dpi.state wius Phone: GO0-# #s





	Review/enter parent/guardian data
	8. You may review and enter parent/guardian data for the student. Click on (Select)[image: image67.png]PARENT |
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9. To add parent/guardian information:

· Click on the Parent Guardian dropdown box arrow and click on a selection. Enter the parent/guardian Last Name (required), First Name (required), and Middle Name (optional). 

· To save the record and enter another parent/guardian, click on (select)[image: image69.png]) HEXT
& Guarpian



. OR To save the record click on (select)[image: image70.png]kd save
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10. Click on (Select)[image: image71.png]REQUEST
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 to return to the Request New WSN page.
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	11. To assign a new WSN for this student, click on (select)[image: image74.png]ASSIGH
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12. You will now see that the student’s name has been removed from “Your Students with Possible Matches”.
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13. Return to the Match Summary page by clicking on (selecting) [image: image77.png]MATCH
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	7.7 Remove a Student from List of “Your Students with Possible Matches” 

	
	You may find a student in the list “Your Students with Possible Matches” that was incorrectly entered through the Mass Student Entry screen or a student may be in the list that is already currently enrolled in your school.  If you find a student on the list of “Your Students with Possible Matches” that is an error or should not be there, you are allowed to remove the student from the list. 

	
	7.7.1 To Remove a Student from the List of Your Students with Possible Matches:
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	1. Click [image: image79.png]Femave



 on the row that the student is listed on. Note: I am removing Benjamin Jackson.
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2. Student transaction record is removed from the WSLS.
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	7.8 Cancel a Pending Exit Confirmation Request

	
	If you determine that you selected the wrong match during the match review process or the student should be removed from your list of students, you may cancel the pending request for exit confirmation.

	
	7.8.1 To Cancel an Exit Request:
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	1. On the Match Summary page select the Last Name hyperlink of the student in the list of “Pending Exit Confirmation Requests” for which you want to remove the exit request.
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2. You are transferred to the Match Review page.
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3. In the “Pending Exit Request for Your Student” list, in the Status column, click on [image: image85.png]Cancel



.
4. You are transferred back to the Match Summary page and the student is now listed in the list of “Your Students with Possible Matches”. 
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	7.9 Modify Student Data

	
	You are allowed to modify the data in your student locate/assign transaction created by your Student Information System and uploaded into WSLS for processing or entered in the Mass Student Entry screen in WSLS and submitted for processing. This data can be modified on the Request Exit page and the Request New WSN page. On the Request Exit page, the data can only be modified to match the matching student’s data.  

	
	7.9.1 To Modify the Student Data on the Request Exit Page:

	Modify student on Request Exit

	1. Data on this page can only be changed to the matching student’s data. 
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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: image88.png]kd save



.
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3. To change a dropdown box selection, click on the dropdown box arrow) and click on another selection. To save the record click on (select)[image: image90.png]kd save



.
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4. Student Alias and Parent Guardian data is not updateable for an Exit Request.

5. If you modify the data so that it does not match your student’s data or the matched student’s data, you will receive the following error when saving.
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6. You must correct the error. If you click on (select)[image: image93.png]Jcear



, the original data for your student is displayed. 

	
	7.9.2 To Modify the Student Data on the Request New WSN Page:

	Modify student on Request New WSN
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1. To modify updateable fields, using your mouse, highlight the data (if any exists) and key over it. Changes will be saved automatically when you request the new WSN.
[image: image95.png]Legal Middle Name:




2. To change a dropdown box selection, click on the dropdown box arrow and click on another selection. Changes will be saved automatically when you request the new WSN.
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3. To add alias names for the student, click on (select)[image: image97.png]


. 
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· Enter the alias Last Name (required), First Name (required), and Middle Name (optional) for the student.

· To save the record and enter another alias, click on (select)[image: image99.png]) HEXT

@ alias



. OR To save the record click on (select)[image: image100.png]kd save



.

· Click on (Select)[image: image101.png]REQUEST
NEWWSH



 to return to the Request New WSN page. 

4. To update student alias information, click on (select) [image: image102.png]


.
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· Click on the Student Alias Last Name hyperlink to select a student alias record to update.
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· To modify updateable fields, using your mouse, highlight the data (if any exists) and key over it. You may update Last Name (required), First Name (required), and Middle Name (optional). 

· To save the record and enter another parent/guardian, click on (select) [image: image105.png]) HEXT

@ alias



. OR To save the record click on (select)[image: image106.png]kd save



.
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· Click on (Select)[image: image108.png]REQUEST
NEWWSH



 to return to the Request New WSN page.
5. To add parent/guardian information, click on (select)[image: image109.png]PARENT |
GUARDIAH



.
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· Click on the Parent Guardian dropdown box arrow and click on a selection. Enter the parent/guardian Last Name (required), First Name (required), and Middle Name (optional) for the student. 

· To save the record and enter another parent/guardian, click on (select)[image: image111.png]) HEXT
& Guarpian



. OR To save the record click on (select)[image: image112.png]kd save



.

· Click on (Select)[image: image113.png]REQUEST
NEWWSH



 to return to the Request New WSN page.
6. To update parent/guardian information, click on (select)[image: image114.png]PARENT |
GUARDIAH



.
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· Click on the Parent/Guardian type hyperlink to select a parent/guardian record to update.
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· Click on the Parent Guardian dropdown box arrow and click on a selection. 
· To modify updateable fields, using your mouse, highlight the data (if any exists) and key over it. You may update Last Name (required), First Name (required), and Middle Name (optional). 
· To save the record and enter another parent/guardian, click on (select)[image: image117.png]) HEXT
& Guarpian



. OR To save the record click on (select)[image: image118.png]kd save
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· Click on (Select)[image: image120.png]REQUEST
NEWWSH



 to return to the Request New WSN page.


	
	7.10 View Privacy Indicator Information 

	
	7.10.1 To Review/Modify Student’s Privacy Indicator When Requesting an Exit Confirmation:

	Review privacy indicator 
	1. To review privacy information for a student, click on (select) [image: image121.png]j ) PRIVACY
‘1) |HFORMATION



.
2. You are transferred to the Privacy Information page.
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students move between schools

Why is this checkbox being provided?

This checkbox is provided so that the WSLS can honor parentfguardian requests made to schools under s.118.125 (2)(), Stats., for no-release of their child's directory
data. Under state and federal privacy laws, parentsfguardians may formally request that schools treat all or part of directory data as cofidential. I a parentiguardian has
formally requested that ALL of their child's directory data not be released, then check this box. If a parent/guardian has formally requested that PART of their child's
directory data not be released, then check this box only if the data required by WSLS is covered by the request. The 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
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What happens if this box is checked?
Ifthis box is checked, then the WSLS will restrict access to this student’s directory data by WSLS users. Restricting access will affect the student search, match review,
enrollment/exit natification, and related features of WSLS. This will make finding/retaining existing WSNs for transferring students more dificult 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 subrritted whether or not this box
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What happens if this box is not checked?

Ifthis box is not checked then this student's WSLS data may be shared with authorized distrct and school WSLS users for match review, student search, enrollment/exit
notification, and other related WSLS purposes. Encryption, firewalls, authentication, logins, and passwords are all used to prevent disclosure except to authorized users
with legtimate educational interests. Confidential data about individual students will not be accessible to the public under any circumstances. The public will not have
access to the DPI confidential data base. Only data about student groups will be publicly reported




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.
[image: image123.png]W Check here if parent has formally requested that directory data not be disclosed pursuantto s. 118.125(j)(1), Stats.




4. Return to the Request Exit page by clicking on (selecting)[image: image124.png]Eleacx



.
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5. If you changed the Privacy Indicator for this student it will automatically save when the exit is requested.

	
	7.10.2 To Review/Modify Student’s Privacy Indicator When Requesting a New WSN:

	Review privacy indicator


	1. To review Privacy Information for a student, click on (select) [image: image126.png]j ) PRIVACY
‘1) |HFORMATION



.
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Why is the WSLS collecting student directory data?

WSNs are indirectly required to meet the reporting requirements of the No Child Left Behind Act. Student directory data wil be used by WSLS to help prevent WSLS
users from confusing students with identical names, similarly-spelled names, or aliases, for exarnple, multiple David Smiths, so existing WSNs are retained when
students move between schools

Why is this checkbox being provided?

This checkbox is provided so that the WSLS can honor parentfguardian requests made to schools under s.118.125 (2)(), Stats., for no-release of their child's directory
data. Under state and federal privacy laws, parentsfguardians may formally request that schools treat all or part of directory data as cofidential. I a parentiguardian has
formally requested that ALL of their child's directory data not be released, then check this box. If a parent/guardian has formally requested that PART of their child's
directory data not be released, then check this box only if the data required by WSLS is covered by the request. The 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 schookrelated activities. Occasionally, parents/guardians may be concerned about sharing of directory data so 5. 118.125 (2)
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What happens if this box is checked?
Ifthis box is checked, then the WSLS will restrict access to this student’s directory data by WSLS users. Restricting access will affect the student search, match review,
enrollment/exit natification, and related features of WSLS. This will make finding/retaining existing WSNs for transferring students more dificult 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 subrritted whether or not this box
is checked

What happens if this box is not checked?

Ifthis box is not checked then this student's WSLS data may be shared with authorized distrct and school WSLS users for match review, student search, enrollment/exit
notification, and other related WSLS purposes. Encryption, firewalls, authentication, logins, and passwords are all used to prevent disclosure except to authorized users
with legtimate educational interests. Confidential data about individual students will not be accessible to the public under any circumstances. The public will not have
access to the DPI confidential data base. Only data about student groups will be publicly reported




2. 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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3. Return to the Request New WSN page by clicking on (selecting) [image: image129.png]REQUEST
NEWWSH



.
4. Changes will be saved automatically when you request the new WSN.


	
	7.11 Exit Screen or Change Role Selection

	
	7.11.1 To Return to the Main Menu:
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	1. Click on (Select) [image: image131.png]MAIN
oI MENU



on the navigation bar at the top of the page.
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2. User is returned to the WSLS Main Menu.
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	7.11.2 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: image134.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: image136.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. 
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3. Click on (Select) [image: image138.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.

	
	7.11.3 To Exit WSLS:
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	1. Click on (Select) [image: image141.png]Pexr



 on the navigation bar at the top of the page.
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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: image144.png]


) in the upper right corner of the page.
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