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Wisconsin Student Locator System 

User/Training Manual

8. Individual Student Search/Match Review 
The Individual Student Search/Match Review screen would typically be used to perform the locate/assign process for a small number of students at one time. This screen can be used instead of creating a file from your Student Information system and uploading it into the WSLS and instead of entering the students into the Mass Student Entry screen. You are allowed to search for a student and then review possible matches. Then you will determine if the student you are searching for has a possible match or does not exist in the WSLS and needs a new WSN requested. Except for the search functionality, this screen has functionality very similar to the Match Review – File Upload & Mass Entry screen.  
What do you need to do?
Note: If you are already on the Student Search page of the Individual Student Search/Match Review screen skip sections 8.1 Access Individual Student Search/Match Review and 8.2 Search for a Student. You will not need to perform section 8.9 Exit Screen or Change Role Selection until you are ready to leave this screen or exit the system.  
· Try to locate a student enrolling at your school in the WSLS. Perform sections: 
· 8.1 Access Individual Student Search/Match Review; and
· 8.2 Search for a Student. 
· 8.3 View Possible Matches for Your Student Search; and

· 8.4 View Possible Matches with Privacy Indicator Selected (optional).
· Review a possible match that has the privacy indicator selected.  Perform section:

· 8.4 Possible Matches with Privacy Indicator Selected.

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

· 8.1 Access Individual Student Search/Match Review; 
· 8.2 Search for a Student; 

· 8.3 View Possible Matches for Your Student Search; 

· 8.5 Request an Exit Confirmation; 
· 8.8 View Privacy Indicator Information subsection 8.8.1 To Review/Modify Student’s Privacy Indicator When Requesting an Exit Confirmation (optional); and 

· 8.9 Exit Screen or Change Role Selection. 
· Request a WSN because no student match was identified from the list of possible matches. Perform sections: 
· 8.1 Access Individual Student Search/Match Review; 
· 8.2 Search for a Student; 

· 8.3 View Possible Matches for Your Student Search; 

· 8.6 No Match Found – Request a New WSN for Student; 
· 8.8 View Privacy Indicator Information subsection 8.8.2 To Review/Modify Student’s Privacy Indicator When Requesting a New WSN (optional); and

· 8.9 Exit Screen or Change Role Selection. 
· Remove an exit confirmation request. Perform sections: 
· 8.7 Cancel a Pending Exit Confirmation Request; and 
· 8.9 Exit Screen or Change Role Selection.
	
	8.1 Access Individual Student Search/Match Review 

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

	
	8.1.1 To Access the Individual Student Search/Match Review Screen:

	Access Individual Student Search/
Match Review screen
	1. Click on (Select) Individual Student Search/Match Review on the main menu.
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	View Individual Student Search/
Match Review screen
	2. Allow User access to the Individual Student Search/Match Review screen. Note: Disregard the data listed in the fields.
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	8.2 Search for a Student 

	
	You must enter search criteria for the student that you are trying to locate. The more search data you enter the less chance you have of returning possible matches. Match criteria includes:

· District (optional)

· School (optional)

· WSN (if known) and must have at least 1 other search field entered (optional)

· Student Last Name and/or First Name – wild card search allowed. Wildcard search allows user to enter a partial name with * replacing the missing letters. If you search using Rob and the student’s first name is Robert you would not get a match. You would need to enter Rob*. If wildcard search not used, soundex search will automatically be performed to identify possible matches to names that sound like search name. If you search using Bryanna, the soundex search would also return Brianna. However if you use a wildcard search and search for Bry* it will only return names that begin with BRY…. It would not list Brianna as a possible match. (optional) 
· Birth Date – match on full date, or month year, or year. (optional)

· Gender (optional)

· Race (optional)

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 to try and locate the student. If the “No possible matches for your search criteria” alert message appears again, then the Student may not exist in WSLS. 


	
	8.2.1 Determining Search Criteria

	Search Criteria
	If the search results in no possible matches, the user should perform more than one search to try and locate the student. It is very important to locate the student’s record in WSLS if it exists. If the student attended public school in WI within the last year then there should be a WSN assigned to this student.  

· District and School - You should only select a District and School if you definitely know that they are the current owner of your student otherwise select All Districts so you will be searching for a possible match from all Districts in the state.    
· WSN – You would only know the WSN for a student that you are enrolling if the student had previously attended this school or a school in the district. 
· 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. If you don’t find a match using full name then use partial name – enter the first few letters of the name followed by the wildcard *.  
· 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 if partial name with the wildcard is used. 
· Race – Race is not a reliable search option due to the possibility that the student may be listed with different races in different schools.



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


.

3. Possible matches for the search data are displayed in the “Possible Matches for Your Student”. This search was too specific. You should try another search using only partial data for the student. Note: Disregard the data listed.
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4. Too many possible matches are returned if enough search criteria is not used. Request New WSN icon is removed and you must perform another search using more search criteria to get fewer possible matches. Note: Disregard the data listed.
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	8.2.3 To Perform Another Search:
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	1. Click on (Select)[image: image9.png]Jcear



. 

2. Enter new search criteria. Note: Disregard the data listed.
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3. Click on (Select)[image: image11.png]


.

4. Possible matches for the search data are displayed in the “Possible Matches for Your Student”. 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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	8.3 View Possible Matches for Your Student Search

	
	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. See Section 8.4 for an example of the data.
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 search 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 search then you would request a new WSN for your student. 

	
	8.3.1 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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	8.3.2 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 third and fourth student matches have the privacy indicator set.  The last possible match has the privacy indicator set and matched on an alias name – not the current legal name. Refer to section 8.4 View Privacy Indicator Information for more information on privacy. Disregard the data listed.
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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 eighth match was selected to review. 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: image16.png]


. Note: Disregard the data listed.
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4. Return to the Possible Student Match page by clicking on (selecting)[image: image18.png]Eleacx



. Note: Disregard the data listed.
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	8.3.3 To Return to Student Search Page:
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	1. Click on (Select) [image: image21.png]) STUDENT
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 to return to the Student Search page. Note: Disregard the data listed.
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	8.4 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 will be displayed for the student.
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 search 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 search then you would request a new WSN for your student. 


	
	8.4.1 To View Detail Information on a Student (With Privacy Indicator Selected) Listed as a Possible Match: 

	Review possible matches
	1. Review the list of possible matches. Notice on students with the privacy indicator selected that you are not given all of the student’s information. The third and fourth students listed in this example show a match on the current legal name. The last student matched on student’s alias name so the Last Name field contains **See Student Alias. Other fields for the student that match the search criteria will also be displayed. Note: Disregard the data listed.  
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**Data shown for this student are limited to data you provided for your student on the Student Search screen. For more data on this student,
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2. These matches are more difficult to identify given the limited information 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. No additional information on the student is displayed. Note: 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: image25.png]


. Note: Disregard the data listed.
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4. Return to the Possible Student Match page by clicking on (selecting)[image: image27.png]Eleacx



.  No additional information on the student is being displayed because of the privacy indicator. Note: Disregard the data listed.
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	8.4.2 To Return to Student Search Page:
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to return to the Student Search page. Note: The Student Search page will allow you to search for a student, view possible matches, select a possible match for review and request a new WSN. Disregard the data listed.
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	8.5 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.

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 able to Request an Exit or Request a WSN on this screen. The screens shown in this chapter are for a user with Write access.



	
	8.5.1 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 student.

1. To review a student from the “Possible Matches for Your Student”, click on the Last Name (hyperlink). Note: Disregard the data listed.
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	Review Possible Match
	2. You are transferred to the Possible Student Match page (shown below) that lists the selected student’s detail information. Note: Disregard the data listed.
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	8.5.2 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: image34.png]SELECT
| MaTcH



. Note: Disregard the data listed.
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2. The student data shown on this page is from the current student in the WSLS. Note: Disregard the data listed.
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	Enter/update student data
	3. If you have District access then you must select a School. Click on the dropdown box arrow and scroll up or down (if scroll available) and click on a School. If you only have access to one School, it will be defaulted for you. Note: Disregard the data listed.  
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4. To modify updateable fields, (Legal Last Name, Legal First Name, Legal Middle Name, Legal Suffix, Date of Birth Day, Local Student ID 1, Local Student ID 2, Birth City, Birth County, Birth State – required if Birth City or Birth County are entered) using your mouse, highlight the data (if any exists) and key over it. Note: Disregard the data listed.
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5. You must enter an Enrollment Date. This should be the date the student enrolled in your School. Note: Disregard the data listed.
[image: image39.png]“Enrollment Date: [13_J05 2004






	Add student aliases
	6. You may add student alias information by clicking on (selecting)[image: image40.png]


. Note: Disregard the data listed.
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7. Enter the alias Last Name (required), First Name (required), Middle Name (optional) and Suffix (optional) for the student. Note: Disregard the data listed.
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8. Click on (select)[image: image43.png]kd save
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. Note: Disregard the data listed.
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9. Return to the Request Exit page by clicking on (selecting)[image: image46.png]Eleacx



.


	Add parent/guardian
	10. You may add parent/guardian information for the student by clicking on (selecting)[image: image47.png]PARENT |
GUARDIAH



. Note: Disregard the data listed.
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11. Click on the Parent Guardian dropdown box arrow and scroll up or down (if scroll available) and click on a selection. Note: Disregard the data listed. 
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12. Enter the parent/guardian Last Name (required), First Name (required), and Middle Name (optional). Note: Disregard the data listed. 
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13. To save the record click on (select)[image: image51.png]kd save
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. Note: Disregard the data listed. 
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14. Return to the Request Exit page by clicking on (selecting)[image: image54.png]Eleacx



.
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	15. To request an exit confirmation for this student, click on (select)[image: image56.png]kd save



. Note: Disregard the data listed.
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You will own the student once the student is exited from their current school.

· 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 been assigned to your School.
· If an exit date has already been entered for the student and the exiting school and new school are the same and the exit date is valid based on the new enrollment date => Student has been assigned to your School.

· 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.
16. Return to the Search Student page by clicking on (selecting) [image: image58.png]) STUDENT
/- SEARCH



. Note: Disregard the data listed.
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	8.6 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.



	
	8.6.1 To Request a WSN: 

	Review/modify your selected student’s data
	1. Search for your student. Note: Disregard the data listed.
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2. If possible matches are returned, review possible matches and complete 8.5.1To Determine if Possible Match is Your Student in section 8.5.
3. If no match is identified perform another search. Note: Disregard the data listed.
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4. If possible matches are returned, review possible matches and complete 8.5.1To Determine if Possible Match is Your Student in section 8.5.

5. Complete as many different searches as you can think of in order to determine that the student is not in WSLS. 

6. After you determine that your student in not already in WSLS, click on (select)[image: image62.png]REQUEST
NEWWSH



. Note: Disregard the data listed.
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7. You are transferred to the Request New WSN page. Note: Disregard the data listed.
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8. The student data shown on this page is from the last search criteria you used when performing a search for the student. You are allowed to modify most of the data however you cannot change the search criteria used. Note: Disregard the data listed.
· School – (required) Click on the dropdown box arrow and scroll up or down (if scroll available) and select a School. 
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· Legal Last Name, Legal First Name – (required) If data exists, you may add to it but not change it. Click in the field, if data exists click at the end of the data, and enter additional data. In this example I added “elyn” to my search name of “EV”. Note: Data is saved to the database in uppercase.
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· Legal Middle Name – (optional) Enter the student’s legal middle name. While this field is optional, this field would be useful for visual matching of students.
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· Legal Suffix – (optional) Enter the student’s name suffix (JR, II, III, …) if one exists. 
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· Race/Ethnicity – (required) Click on the dropdown box arrow and select  the student’s Race/Ethnicity. 
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· Gender – (required) Click on the dropdown arrow and select the student’s gender.
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· Date of Birth – (required) Enter the student’s date of birth. Validation rules for Date of Birth include:
· Must be entered in the MM DD YYYY format. 
· Include leading zeros on month and day. 

· Student cannot be greater than 26 years old.   

[image: image71.png](Enter Date of Birth as: MM-DD-Y YY)

“Date of Birth:[10_-[iz - [1990




· Enrollment Date – (required) Enter the date the student enrolled in your school. Validation rules for Enrollment Date include:
· Must be entered in the MM DD YYYY format. 
· Include leading zeros on month and day. 
· OPTIONAL on Initial Load transaction and REQUIRED on subsequent transactions.

· Must not be more than 14 days after the transaction processing date.
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· Local Student ID 1 – (required) Enter the student’s local ID. Each student must have a unique ID by school (i.e. Two students in the same school can not have the same ID).
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· Local Student ID 2 – (optional) If the school has another assigned identifier for the student, enter it here.
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· Birth City – (optional) Enter the student’s birth city (if known).  
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· Birth County – (optional) Enter the student’s birth county (if known). 
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· Birth State – (optional) Click on the dropdown arrow and select the student’s birth state (if known). Note: Birth State is required if Birth County or Birth City are entered.
[image: image77.png]Birth State;

_ [NORTHDAKOTA,

OHIO
KLAHOMA

PENNSYLVANIA
IRHODE ISLAND
SOUTH CAROLINA
SOUTH DAKOTA

I TENNESSEE
[TExAS





NOTE: If you changed any of the search data you will receive an error when you try to request the new WSN. In this example “EV” was changed to “EDIE”, the WSN was requested, and the following error message appeared.
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You may correct the field(s) in error by entering corrected data or clear the data you have entered for the student and begin again with just the search data, click on (select)[image: image79.png]Jcear



.
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	Enter student aliases
	9. You may enter student alias data for the student. Click on (Select)[image: image81.png]


. Note: Disregard the data listed.
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10. You are transferred to the Student Alias Profile Data page. Note: Disregard the data listed.
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11. To add alias information:

· Enter the alias Last Name (required), First Name (required), Middle Name (optional), and Suffix (optional) for the student. Note: Disregard the data listed.
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· To save the record and enter another alias, click on (select)[image: image85.png]) HEXT
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. OR To save the record click on (select)[image: image86.png]kd save



. Note: Disregard the data listed.
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Note: you are allowed to edit student alias names until you assign the new WSN. To edit a student alias name, click on the Last Name hyperlink. Disregard the data listed.
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Note: Edit the data and click on (select)[image: image89.png]kd save



. 
12. Click on (Select)[image: image90.png]Eleacx



 to return to the Request New WSN page. Note: Disregard the data listed.
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	Enter parent/guardian data
	13. You may enter parent/guardian data for the student. Click on (Select)[image: image92.png]PARENT |
GUARDIAH



. Note: Disregard the data listed.
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14. You are transferred to the Parent/Guardian Profile Data page. Note: Disregard the data listed.
[image: image94.png]Wiscon:

Student Number Locator System (School Year: 2003-2004)
Abbotsford - Coleman, Renee

Parent/Guardian Profile Data | bsave | Elsacx | M | exr | Tuee

Student: JAMES EVelyn

Parent/Guardian: [FATHER
Last Name: First Name:

Middle Name:
(Y. .

Parent/Guardian List:

Parent/Guardian [ Last Name First Name [ Middle Name

Parent/Guardian Profile Data

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

E-mail: “dpistats@dpi state wi us Phone: 800 507-5744




15. To add parent/guardian information:

· Click on the Parent Guardian dropdown box arrow and scroll up or down (if scroll available) and click on a selection. Enter the parent/guardian Last Name (required), First Name (required), and Middle Name (optional) for the student. Note: Disregard the data listed.
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· To save the record and enter another parent/guardian, click on (select)[image: image96.png]) HEXT
& Guarpian



. OR To save the record click on (select)[image: image97.png]kd save



. Note: Disregard the data listed.
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Note: you are allowed to edit parent/guardian data until you assign the new WSN. To edit parent/guardian data, click on the Parent/Guardian type hyperlink. Disregard the data listed. 
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Note: Edit the data and click on (select)[image: image100.png]kd save



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



 to return to the Request New WSN page. Note: Disregard the data listed.
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	17. To assign a new WSN for this student, click on (select)[image: image104.png]ASSIGH
NEW WSt



. Note: Disregard the data listed.
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18. Return to the Student Search page by clicking on (selecting)[image: image106.png]


.
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	8.7 Cancel a Pending Exit Confirmation Request

	
	If you determine that you selected the wrong match or the student should be removed from your list of students, you may use the Match Review –File Upload & Mass Entry screen (if your role includes this function) to cancel the pending request for exit confirmation use. If you do not have access to this menu item, contact someone in your School or District that does have access and have them cancel the exit request.

	
	8.7.1 To Cancel an Exit Request:

	[image: image108.png]Cancel




	1. Select Match Review –File Upload & Mass Entry on the Main Menu.
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2. You are transferred to the Match Summary page.
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3. District – defaulted to your district and cannot be changed on this screen. 

4. 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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5. Click on (Select)[image: image112.png]|2 rerresn



. 
6. On the Match Summary page, in the “Pending Exit Confirmation Requests” list, select the Last Name hyperlink of the student for which you want to remove the exit request.
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7. You are transferred to the Match Review page.
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8. In the “Pending Exit Request for Your Student” list, in the Status column, click on [image: image115.png]Cancel



.

9. You are transferred back to the Match Summary page. The exit request for the student has been removed. 



	
	8.8 View Privacy Indicator Information 

	
	8.8.1 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: image116.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. Return to the Request Exit page by clicking on (selecting)[image: image119.png]Eleacx



.
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5. If you changed the Privacy Indicator for this student it will automatically save when you assign a new WSN.

	
	8.8.2 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: image121.png]j ) PRIVACY
‘1) |HFORMATION



.
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students move between schools

Why is this checkbox being provided?
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What happens if this box is not checked?
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· 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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· Changes will be saved automatically when you request the new WSN.

· Return to the Request Exit page by clicking on (selecting) [image: image124.png]REQUEST
NEWWSH



.
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	8.9 Exit Screen or Change Role Selection

	
	8.9.1 To Return to the Main Menu:
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	1. Click on (Select) [image: image127.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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	8.9.2 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: image130.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: image132.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: image134.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.

	
	8.9.3 To Exit WSLS:
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	1. Click on (Select) [image: image137.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: image140.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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