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             PowerSchool State Reporting Document 
Requesting New UICs for PowerSchool

All students must have a UIC number if their record will be sent to MSDS for state submissions.

The UIC number field is located on the Demographics tab and the General Ed 5-19 tab of the State/Province-MI page.

You can search for students with missing UIC numbers a variety of different ways:

Start Page > Search
· /State_StudentNumber=

This command will search for active and inactive students who have a UIC number that is equal to blank.

· You can use parameters to narrow your search, such as:

/State_StudentNumber= ; EntryDate> First Day of Current School Year (09/01/2015)
This will search for active and inactive students who have a blank UIC and have entered your district or school after the first day of the current school year.

· Run searches at the district or building level.
--or--

You can run the MI Request for UIC Report to find students with missing UIC numbers.

Step-by-step procedures on how to run this report are described on the following pages.
MI Request for UIC Report (System Reports > State tab)

· The report can be utilized to obtain student UICs.

· This report may be run from the district level or from the school level.

· The report includes students who were enrolled at any time between the Current Count and the Previous Count Date.

· The students must not be selected to be excluded from MSDS State Reporting [Student]state_ExcludeFromReporting  on the General 5-19 Tab of the State/Province-MI page.
· Current Selection Students:

· Choose “The selected # students only” option if you have already run a search for students who are missing UICs.
· Choose “All Students” and the report will include all students with an active enrollment between the Previous Count Date and the Current Count Date information entered in the report date fields.
· Entity Type Code: select District, Building, or Agreement Number.
· Entity Code: enter the 5-digit state assigned number for the submitting entity.
· Reporting District’s State Assigned 5-digit District Number: enter the 5-digit state assigned number for the submitting entity.

· First Day of School: enter the first day of the school year.

· Previous Count Date: enter the previous count date.
· Current Count Date: enter the current count date.
· Select schools to export. If none are selected the export will run for entire district. Hold down the control key to select a school or multiple schools.
· Run For:

· Students Without UIC. This option will pull just those students who are missing a UIC number in PowerSchool.

· All Students. This option will pull all of your students so you can upload to the state for UIC resolution.
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The report will complete under the Report Queue > ReportWorks tab.
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Under the Status heading, right click on the View link that is shown in blue.

Select “Save Target as...”

The file is named msdsUIC_#####.xml (##### = your district number)

Select a location to save the file and click the Save button.
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Upload this file to the Michigan Student Data System (MSDS) and resolve all of the records.

Once all of the records are resolved, you can download a file from the MSDS to import the UIC numbers back into PowerSchool.

Select the proper file from the Download Status section of the MSDS and save it to a location on your computer or network.
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Extract the zip file and open the resulting file in Excel.  Select the option to open as a “read only workbook”.  NOTE:  Versions older than Excel 2003 do not allow you to open the xml file with this option.
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Delete all columns except for the “/RequestforUIC/PersonalCore/UIC” column and the “/RequestforUIC/SchoolDemographics/StudentIdNumber” column.

Rename the “/RequestforUIC/PersonalCore/UIC” column to “State_StudentNumber”.

Rename the “/RequestforUIC/SchoolDemographics/StudentIdNumber” column to “Student_Number”.

Delete the first row of the spreadsheet – RequestforUICGroup.
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Right click on the State_StudentNumber column, select the entire column, and select Format Cells.
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On the Number tab, select “Custom” and type ten zeros (0000000000) in the “Type:” box.
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Click OK.  This will fill in all leading zeros in the UIC Number column.  Note the leading zeros.
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Save the spreadsheet as a tab delimited text file.  Note where you save the file.
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Select “Yes” to the following message.
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Log into PowerSchool and select the school you want to import the UICs into. 

· Select Special Functions from the menu on the left.

· Select Importing & Exporting.

· Select Quick Import.

· Select the Students table.

· Click Browse next to “File to Import:” and select the tab delimited file that you saved above.

· Select the checkbox next to “Suggest field map”.

· Click Import.
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By renaming the column headings in your spreadsheet and allowing PowerSchool to suggest the field mapping, the columns from your text file will align with the fields in PowerSchool.

Check “Exclude First Row”

Select the “Update the student’s record…” option under Advanced Import Options
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Click Submit and review any errors that are listed in the resulting report.

Verify that the UICs have been imported into the Unique Identification Code (UIC) field located on the General tab of the State/Province-MI page.

MISDmsds – Macomb’s Error Checker Program
The Request for UIC import in MISDmsds is designed for importing the UICs from the state into MISDmsds.  The import looks to match the UIC from MSDS to existing students in MISDmsds.
You can run a General Collection out of your PowerSchool for all students without a UIC, then import the General Collection into MISDmsds to check for errors and/or missing data.  Then run the Request for UIC export out of MISDmsds to upload to MSDS. 
Once all of the records are resolved, you can download a file from the MSDS and use the Request for UIC Import to import the UIC numbers back into MISDmsds or follow the procedures above to import the UIC numbers back into PowerSchool.

Request for UIC for a Selected Group of Students and for Students Without UIC





Request for UIC for All Students - Helpful in verifying that all students have the correct UIC Number











State_StudentNumber and Student_Number will be the headings in the first row.





Type ten zeros in the “Type:” box





Select Custom





Select the Number tab





Note the leading zeros





Save as a Text Tab delimited text file





Select the tab delimited file you just saved





Select the Students table





Click Import





Select Update the Student’s Record





Check “Exclude First Row”
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