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Introduction

The state reporting development team is transitioning from the PowerSchool custom MI_SRSD_StudentUIC field to the PowerSchool core State_StudentNumber field.

There are several reasons for this transition:  

· The State_StudentNumber is a core PowerSchool field and the system can access core fields more efficiently resulting in faster retrieval of data. 

· The State_StudentNumber field will not need to be migrated to accommodate extended schema. 

· This core field will not allow duplication of data.  PowerSchool will not allow the users to save student records with a UIC number that is already in PowerSchool. 

The State_StudentNumber field will be available on the State/Province-MI General tab (version 1.19) in the June 12, 2015 PowerSchool state reporting release.
After you install the June 12th State Reporting update, you will see the State student number field displayed directly under the Unique Identification Code (UIC) field on the General tab.
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You must copy the data that is currently in the Unique Identification Code field (MI_SRSD_StudentUIC) into the State_StudentNumber field by Fall 2015.  This is easily accomplished using the PowerSchool Quick Export and Quick Import functions.

Maintaining both fields will be necessary until the new state reports are released in September.  The state reports will begin using the State_StudentNumber field exclusively in the 2015-16 school year.
We plan to remove the Unique Identification Code (MI_SRSD_StudentUIC) field from the General tab in late fall. 
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There is a “Copy UIC” button to make it easier for users to copy the UIC number to avoid data entry errors when enrolling new students.

Updating the State_StudentNumber Field
PowerSchool Administrators may want to follow these steps to update the State_StudentNumber field in mass for all students (active and inactive) in your district.

Exporting Data
1. From the Start Page in District Office, key in the / in the search box and press the enter key.

2. All records in your database will be displayed.
3. Click the arrow that is to the right of the Select Function button to display the Group Functions menu.
4. Click the Quick Export link.
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5. The Quick Export page is displayed:
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6. Include the fields:
· Student_Number
· MI_SRSD_StudentUIC

7. Set Record Delimiter to CRLF.
8. Click Submit.
The file will download as student.export.text. Save the file to a location of your choice.

**Important** 
To ensure data integrity, DO NOT open the file in Excel. Formatting issues can occur if you are not careful causing the leading zeroes to be removed from the UIC and student number fields.  

Importing Data
This procedure will mass populate the State_StudentNumber field. Once populated, users will need to manage both fields until the fall where we will use the new field exclusively.

**Note: You may not have rights to import at the District Office. You can assign yourself rights by going to: District > Miscellaneous > Allow importing in district office mode
9. From the Start Page in District Office, select the Special Functions link under the Functions header on the left navigation menu.

10. Importing & Exporting
11. Quick Import
12. Table: Students

13. Field delimiter: Tab
14. End-of-line marker: CRLF
15. Character Set: Mac Roman
16. File to Import: browse to the saved export file and select the file
17. Suggest field map: leave the check in the box
18. Click the Import button.
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19. Map Student_Number to Student_Number.
20. Map MI_SRSD_StudentUIC to State_StudentNumber.
21. Check the box to exclude the first row.
22. Check the radio button to Update the student’s record.
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You may want to do a search to make sure that the UIC number copied into the new State_StudentNumber field by using the List Students function, Quick Export, or export using DDE.
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Updating AutoComms and AutoSends

If you have any AutoComms or AutoSends that use the MI_SRSD_StudentUIC field, you will need to update them to use the State_StudentNumber field.
**Note: AutoComms and AutoSends can be school level or district level specific. Make sure to verify that all are updated.

AutoComm

23. Navigate to: System > AutoComm Setup.
24. Select the AutoComm by clicking on the name of the AutoComm record.

25. Check the field list at the bottom of the AutoComm record – if MI_SRSD_StudentUIC is included, change it to State_StudentNumber.

26. Click submit.
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AutoSend

27. Navigate to: System > AutoSend Setup.
28. Select the AutoSend by clicking on the name of the AutoSend record.

29. Check the field list at the bottom of the AutoSend record – if MI_SRSD_StudentUIC is included, change it to State_StudentNumber.

30. Click submit.
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Updating Reports on the Setup Tab

If you have any Reports that use the MI_SRSD_StudentUIC field, you will need to change them to use the State_StudentNumber field.
To check the Reports, go to: System Reports > Setup Tab.
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Form Letters

31. Select the Form Letters link.
32. Select the desired Form Letter and click on the Report Body link.
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33. Check the fields in the report – if MI_SRSD_StudentUIC is included, change it to State_StudentNumber.
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34. Click Submit at the bottom of the page to save the changes. 
35. Update all reports as appropriate.

Mailing Labels
36. Select the Mailing Labels link

37. Select the desired Mailing Label and review the Label Content section.
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38. Check the fields in the Mailing Label – if MI_SRSD_StudentUIC is included, change it to State_StudentNumber.
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39. Click Submit at the bottom of the page to save the changes. 
40. Update all Mailing Labels as appropriate.

Object Reports
41. Select the Object Reports link

42. Select the desired Object Report and search the Object Info section for the MI_SRSD_StudentUIC field.
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43. If MI_SRSD_StudentUIC is included, click on the Text link and change it to State_StudentNumber.

[image: image21.png]Edit Text Object

Object Label
Text iC Numbe: <8> ~(WI_SRSD_SHudentUIC) /8>
Fields





[image: image22.png]Edit Text Object

Object Label
Text IC Number: <8> ~(State_StudenNumben</8>

A
Fields





44. Click Submit at the bottom of the page to save the changes. 
45. Update all Object Reports as appropriate.

Report Cards

46. Select the Report Cards link

47. Select the desired report and click on the heading link to search for the MI_SRSD_StudentUIC field.
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48. If MI_SRSD_StudentUIC is included, change it to State_StudentNumber.
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49. Click Submit at the bottom of the page to save the changes. 
50. Update all Report Cards as appropriate.

Updating Engine Reports
If you have any reports on the Engine Tab that use the MI_SRSD_StudentUIC field, you will need to change them to use the State_StudentNumber field.
**Note: You may want to check with your PowerSchool Administrators prior to performing this procedure.

51. To check the Reports, go to: System Reports > Engine Tab.
52. Click the Setup link at the bottom of the page.
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53. Click on the Items links for the report you wish to update.
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54. Click on the link for the Title of the field you wish to change, such as UIC.
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55. In the Data to Export box, change MI_SRSD_StudentUIC to State_StudentNumber.
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56. Click Submit at the bottom of the page to save the changes. 
57. Update all Engine Reports as appropriate.

Updating Stored Searches

If you have any Stored Searches that include the MI_SRSD_StudentUIC field, you will need to change any them to use the State_StudentNumber field.
**Note: Stored Searches are unique per user account.

58. To check the Stored Searches, click on the Stored Searches link on the PowerSchool start page.
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59. Click on the name of the Stored Search that needs editing.
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60. In the Search Instructions box, change MI_SRSD_StudentUIC to State_StudentNumber.
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61. Click Submit at the bottom of the page to save the changes. 
62. Update all Stored Searches as appropriate.

Updating Import and Export Templates

If you have any templates set up for importing and exporting that include the MI_SRSD_StudentUIC field, you will need to update them to use the State_StudentNumber field.

Templates for Importing

63. To check the Templates for Importing, go to: Special Functions > Importing & Exporting > Templates for Importing.
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64. Select the template name, look in the Columns (fields) section and update the State_StudentNumber field.
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65. Click Submit at the bottom of the page to save the changes.

66. Update all Templates for Importing as appropriate.

Templates for Exporting

67. To check for Templates for Exporting, go to: Special Functions > Importing & Exporting > Templates for Exporting.
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68. Click on the number that appears under the #Columns heading.
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69. Click on the field name that appears under the Title heading.
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70. Update the Data to Export fields for the State_StudentNumber field.
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71. Click Submit at the bottom of the page to save the changes.

72. Update all Templates for Importing as appropriate.
Data Connectivity Tool – TIEnet

The Data Connectivity Tool (DCT) is a TIEnet tool that allows users to transfer data to and from PowerSchool. If you have this type of connection to TIEnet, you will need to make sure that you change the MI_SRSD_StudentUIC field to the State_StudentNumber field if the student UIC is being transferred between PowerSchool and TIEnet.
**Important**


Coordination with vendors and PowerSchool Administrators is necessary to ensure that the proper field is being referenced by 3rd party vendors, reports, autocomm/autosend functions, templates, etc.
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