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ABOUT THE APPLICATION

Purpose

The eScholar Staff-ID® (StaffID) application is designed for educational agencies to assign and
maintain unique statewide staff identifiers (also referred to as “unique identifiers”). The term
“person” is inclusive of all school district personnel categories.

Capabilities
The StaffID application allows users to:

Assign a unique identifier for every school district personnel in Louisiana regardless of
type of work performed.

Generate random StafflDs that are not constructed on any staff demographic details of
the staff.

Identify and locate a staff from the statewide StaffID database either using the staff SSN,
Alias ID, staff demographics (e.g., last name), or with a batch file.

Download unique identifiers by batch or by location.
Search by batch, agency name, or staff name.

Multiple ways to submit staff records to the StaffID application via batch mode, manual
entry, Web Services, SIF, or Automatic File Processing.

Benefits
The StaffID application provides users with numerous benefits including:

A powerful matching engine that uses complex logic to match staff records.

A tracking and logging process for all uploads/submissions of data and updates to the
data.

An easy-to-use interface for all functionality within the application.
An organized and structured approach to assigning unique identifiers.

Maintenance and troubleshooting of unique identifiers.
Secure and role-based access.

System Requirements
The application will utilize Adobe Acrobat and Microsoft Excel for reports that users can

download. Users can download Adobe Acrobat from http://get.adobe.com/reader/. Microsoft
Excel or an Excel reader can be used.
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ABOUT THIS MANUAL

This manual is designed as a reference guide for the eScholar Staff-ID® (StaffID) application. It
includes descriptions of components, stepped directions, and screenshots to assist with using the
application. The manual includes detailed information on error messages, file formats and other
application-specific details. Each major topic begins on a new page to make it easier to find
information in this manual.

Screenshots

All screenshots provided throughout this documentation were produced using demonstration
data.

Notes & Tips
The manual includes some notes and tips that are designed to highlight important information.
The following Notes and Tips indicators are used:

NoTe: This box mention things that require special attention. The symbol to the left
ﬁn indicates an important note to remember,

ISy

Tir: This box includes useful advice as the user works through the StafflD Application. The
pointing hand always indicates a Tip.
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Definitions, Acronyms, and Abbreviations

StaffID — The internal staff identifier generated by the eScholar Staff-IDe application.
Local Person ID — The identifier that is created by the school district local systems.
ID Assignment Process — The StaffID application’s process of assigning IDs to staff records.
This process includes the following steps:
submitting a batch
validating the data
fixing data errors
assigning IDs
resolving near matches/matches
6. downloading IDs
Match Probability — The probability that two staff records are the same person.
o <85% isanomatch
o 85%-93% is a near match
o >93%is a match

ke wWwNPE

o __eScholar Staff-ID® - The_StaffID abbreviation is used throughout the application.

Assign Selected — This button is available within the Near Match pages. The label on the
button may vary by application. It may also be labeled Match.

Create New ID — This button is available within the Near Match pages. The label on the
button may vary by application. It may also be labeled No Match.

CDF — This is used throughout the document to reference Customer Defined Fields.

AFP — This is used throughout the document to reference Automatic File Processing.
Master Data — This is the active record for the staff and includes the ID and all of the latest
data.

History Record — When a master record is updated, the original data is moved to history
and the new data becomes the master data. The application retains all history information
for the staff. Typically, data is updated when a record is submitted, unless the Authoritative
Source feature is enabled. Please see Authoritative Source below.

Authoritative Source — The application includes an Authoritative Source feature that
impacts whether or not the master record is updated when a Match is found. If the
submitting source has authority to update the master records, the master records will be
updated and the original master record will be moved to history. If the submitting source
does not have authority to update the master records, the master record will not be
updated.
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ID ASSIGNMENT PROCESS OVERVIEW

The ID Assignment Process within the StaffID application consists of the following four distinct
steps. Each step is modeled in the StaffID application. Additional information regarding each step
can be found in the corresponding sections noted below:
e Step 1: SUBMIT STAFF DATA, VALIDATE SUBMISSION, and FIX DATA ERRORS (select link
for more information)
e Step 2: ASSIGN IDs (select link for more information)

e Step 3: RESOLVE NEAR MATCHES (select link for more information)
e Step 4: DOWNLOAD IDs (select link for more information)

DATA SUBMISSION OPTIONS

Web Online
File or Services or or Entry
Upload
ASSIGNMENT AND MATCHING PROCESSES
! no errors : no errors | [ no near matches
[ | create stage MR L || master record
records [ | created or updated ||

near resolved

%n

Fix Submission Issues

errors errors  fixed matches near
l matches
i_ REJECTED _:
I i Authorized User Input Required \l
y

| User Reviews Errors User lees Errors | User Resolves Near Matches |

Fix Errors can be disabled so users are
required to fix errors in the source.
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LOG IN

eScholar StaffID URL: https://louisianastaffid.escholar.com/uid/login.do

When logging into the eUID application, users should access the login URL and enter valid login
information.

LOGIN TO YOUR ACCOUNT

Enter a valid Login ID/Password to continue

The steps to log into the application include:
1. Access the login URL.
2. Enter a Login ID and Password. Login ID:

superuser
3. Click the button.

Password:
LLL L1111l

CLEAR LOGIN

NoTE: Some users may not see or use the above login page. Rather, they are directed to the
elUID application via another application (e.g. Department of Education main portal). In such a
situation, users have to select the elID application from a list of applications. They are then

#

eScholar User Accounts
Security coordinators — contact LDEData@Ia.gov for your eScholar access and to reset your
password.

District users — contact your security coordinator for eScholar access and to reset your password.

Security Coordinators

Security coordinators will use the eScholar StaffID user administration portal to add/remove users
and to reset passwords for users within their district.

Here are the instructions for security coordinators: StaffID-Security Coordinator Add a User

Contact eScholar
Please contact LouisianaSecurelD@escholar.com if you have questions regarding:
® Access to eScholar FTP, Credentials folders, IBCs, and HiSet folders
o eScholar FTP: https://louisianasecureftp.escholar.com/WeblInterface/login.html
e Software bugs (system outage, security issues, etc.)
e Administrative functions such as system settings and configurations
e File format/upload questions
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e Requests for utilizing web services

MAIN MENU & FEATURES OF THE APPLICATION

Main Menu

The Main Menu a is located in the top left corner of every page.

== STAFF ID HOME

e . it P e | m

STAFF IDgERE

<< Back to Home

ASSIGN
Enter Online
Upload File
DOWNLOAD
Batch
Location
SEARCH

Batch
Staff

The Main Menu contains links that allow users to access the application features including
uploading staff batch files, entering individual staff records, performing staff searches,
downloading various types of output files, and exiting the application. These menu options are

based on system roles and assigned privileges. Some of the menu items described throughout this
manual may not be available for all users.
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l]@ Tip: Users should not use the REFRESH, BAcK, or FORWARD browser buttons with the StaffiD
i 1 reens,

FEATURES
The core features that are included in the StaffID application, which can all be accessed from the
Main Menu, are outlined below.

HEADER (select link for more information)

The Header is displayed at the top of every page in the application and contains the Application
Name, Page Name, Current Location that the user has selected, and link to Help content if it is
available.

HOME PAGE (select link for more information)
The Home Page provides users with easy access to view previously submitted batches, filter
batches, find batches, and perform next actions. It is accessed by clicking on the Main Menu icon

B and the “<< Back to Home” link from any page in the application.

ASSIGN

ENTER ONLINE (select link for more information)

This feature provides users the ability to input the information for one staff at a time online and
assign an ID.

UPLOAD FILE (select link for more information)
This feature allows users to upload a staff Batch File into the StaffID application for ID assignment.

DOWNLOAD

BATCH (select link for more information)
This feature provides users with the ability to extract and download seven different types of
output files from the StaffID application:

e |Ds Assigned

® Errors to Fix (Not enabled in Louisiana’s eScholar application)
e Near Matches/Duplicates to Resolve

e Canceled

e Rejected

e Fixed Records (Not enabled in Louisiana’s eScholar application)
e Near Match Details

LOCATION (select link for more information)

This feature provides users with the ability to download staff records for a specific location and
allows the user to select options during the download process. These options include the field
delimiter, field qualifier, date format, and whether or not to include the header/footer.
eScholar StaffID User GuidellLast Revised: July 17, 2024
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SEARCH

STAFF (select link for more information)
This feature allows a user to search for staff records through an online interface. This function can
be used to verify the details of a staff already in the StaffID application.

NoTte: Depending on the needs of the specific implementation, the word “Person™ may
have been configured by your organization to be displayed as something other than
“Person”. For instance, the word “Person™ may have been changed to be displayed as
“Staff” throughout the application, in which case, instead of this feature being

B

S £l

#

BATCH (select link for more information)
This feature allows a user to search for staff records with a batch file.

LOG OUT (select link for more information)
This link allows users to log out of the application. By using the Log Out link, all sessions for the
user are closed.
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HEADER

In addition to the Main Menu, the page Header also includes:
1. Application Name
2. Page Name
3. Current Location
4. Help

Application Name
The Application Name is displayed on every page next to the Main Menu link. This Application

Name is the name that your organization has decided to call the StaffID application.

= | STAFFID HOME o Setah, apirtmset of Educiion

Degriment of Educabon [ SE4 v

r W T w| 17 | rpnn] H Lisiceci imte Desc v FILTER RESULTS

Page Name
The Page Name is displayed on every page under the Main Menu link and the Application Name.

= STAFF In HD‘HE oy, Souraiah, Depurtewed of Education

LD,
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Current Location
The user’s location will always be displayed in the top right hand corner of every page, above the
Help (?) icon.

= STﬁ.FF |U HQ’ME oy Seluragib, Depurtswel of Edecafion

Begariment of Edhucaben [ 384 v
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Getting Help
The Help (?) icon will always be displayed in the top right hand corner of every page, under the

Current Location, if the page has help content available.
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HOME PAGE
About the Home Page

Once a user successfully logs into the StaffID application, the Home Page will be displayed. The

Home Page is also accessible from every page by clicking the “Main Menu” icon %, and then
selecting the “<< Back to Home” link at the top.

The Home Page allows users to:

View previously submitted batches.
Filter batches.

Find batch.

Perform Next Action steps.

Filter by Submission Type, Processing Stage,
Date Range, District, School, or by Batch.

Find Batch.
__,..-:-"""-'-F a

Desermens of Euemiion [ SEA| s

- W - w T | BT | Upiead Disim Dese. W FILTER REMALTS

DML DAD STAFF I

DOWMLDAD STAFF I

' 121:51 Fila E SEA LEA FEP 031 Assigaed ITBAE of 3785 DOWMLOAD STAFF iID
View J

previously —~ - -

121:50 i = LEA FEP 03 Assigaed E3000 of 45000 DOWMLOAD ETAFF iID
submitted .

batches. 2147 Fia ] =3 =) 233 D5} Assigead 58000 of 45000

Fila i SEA LEA TCME IO Assigaed

DOWMLOAE STAFF IO

DOWMLOAD STAFF 10

DOWMLOAD STAFF 10

| DOWMLOAL STAFF IO

\ Perform Next

Action steps.

Tie: The StafflD application contains many paoges which display lists of iterms, All lists
are page loaded and may not show all records on one page. Users can navigate to other
l]%’ pages in a list using the FIRsT, PREV, NEXT, and LAST buttons on the bottom of each list.
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Viewing Previously Submitted Batches
The bottom section of the Home Page provides users with a list of submissions to the StaffID

application that have been uploaded via a batch file, entered online, submitted using SIF or Web
Services, edited online, or AFP. This list displays the upload date, batch ID, current status, number
of records in the batch, and the next action and only displays batches the user has access to for
their current location. The button in the Next Action column allows the user to continue where
they left off in the ID assignment process. Each action correlates to a step in the ID Assignment
process.

= STAFFID HOME oy bohingat, Departraet of Educstion

DOWMLOAD STAFF D

Dezpament of Eovcbes [ 524 | \.-l
™ ~ It 4 10 ) [ = Lighesd Disim Dmme ¥
Fie 10 EA LEA CheS Assigrad
Fila EA LEA TCMES Assagrasd
! o A LEA PEP 3 Assignad
1 Fil SEA LEA FEF Ois) Assigred 3000 of 45000 DOWMLOAD STAFF D
1 4 @ A LEL FEP Assigred & 45000 | DOWMLCAE: STAFF 10
i 2140 Fi A LEA FEF Assigees T ol 35 | DOWMLOAD STAFF
AP0 21:45 Fig 4 SEA LEA FEP D) Asgigead ITEI0 of ITEID | DOWMLOAD $TFF 10
1 18 Y LEA FEP D) Asgigat | DOWMLOAD STAFF 1D
|
|

DOWMLDAD STAFF 1)

7 153 " 1 SEA A i) Addic 73308
20 1539 3 3 S LEA Assigead 23395 o 71
Oinigiog % - 2 8 25 MRS <PMEV  PAGEZOFZ \

Buttons to
Alink that provides a The current The number of initiate the
pop-up with batch Status of records to be next action.
information. This is the addressedin They are
referred to the “Batch submission the next action dependent
Infa” link throughout this on the next
document. action

expected.

&
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NOTE: The status column always displays the current status of the batch being processed and
guides the user to the next action to be performed. The Next Action column has a button that
enables the user to initiate the next action. For AFP batches there will be no Fix Errors Next
Action button. These batches will include Resolve Near Matches and Download 1Ds.
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Filtering Batches
Users have the ability to narrow down the batch list by utilizing the batch filters. The Home page

includes the following filters:

= STAFF ID HOME B

Desiryrert o Ehane [ 5E4]

e District: The application will display all of the Districts that a user has access to so that the
page can be filtered by a specific district.

e School: A school code for the selected district can be entered to filter by district and
school.

® Batch Number: Entering a Batch ID in the filter allows users to view and work on a specific
batch, independent of the other filter options. This Batch ID is unique to the batch and can
be used for finding a batch.

e Submission Type: The options are All, File, Online, SLF, Edit, WebService, and Automation.

® Processing Stage: The options are All, Validate Data, Fix Errors, Assign State ID, Resolve
Near Matches, Download State ID, Canceled, Validation in Progress, Assignment in
Progress, Continue Validation, or Continue Assignment.

e Submission Date: Expects valid date ranges.
e Sort: Users can sort by Upload Date, Batch Number, or Batch Status.

@J EDTE: Searching for a specific Batch using the Batch Number filter will ignore all other filter
[ons,
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To apply filters to the batch list, users should perform the following steps:

1. Click the dropdown arrow and select the appropriate option for each of the filters.

2. Click the button.

3. The page will refresh and limit the results based on the filters.

Results from Filtering
e Found Batch: If the application finds a matching batch, the application will display the
page listing only that batch in the Batch List.

= STAFF ID HOME |ay. Setharajah, Department of Edwcabion

Depariment of Education | SEA v

u v M1 A oo T UpkosdDete Dese v

0272772020 1651

) PEP Near Malches | Duplicates Found fof 407 RESOLVE NEAR MATCHES

LEA FPEP Near Malches | Duplicates Found 348 of 643 RESOLVE KEAR MATCHES

2202020 15:06
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e No Batch Found: If the application cannot find the batch the user specifies, the
application will display a message stating that no batches were found.

= STAFF ID HOME e S, Dopartrest of Focssn

Hlantown School Destnct | 500 -

A - Canceied - 02162015 | 0192015 o Upload Date Dese || FILTER RESULTS

e User Not Authorized: If the user enters a Batch ID and the application finds the batch the
user specifies but the user does not have the appropriate rights to view the batch, the
application will display a message stating the user is not authorized to view the batch.

= STAFF ID HOME . o, [epareest of 0wt

Sorngheld School Disisict | 800 ) -

H - A - 02162015 el 03/19/2015 | Upload Date Desc -l FILTER RESULTS

e Multiple Districts: For those users who have access to more than one district, entering the
Batch Number to find a specific batch has an additional feature. If the batch number
submitted is for a district other than the user’s current district and the user has access to
that other district, the application will display a message stating that the user should
change their current district setting.
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= STAFFID HOME
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In the above example, the batch the user is searching for is in another district. Users can switch to
that other district automatically by clicking on the here link. Upon doing so, the application will
change the user’s district and also display the batch list for that district.

Next Actions Buttons

These buttons walk a user through the steps of the ID Assignment process. They will each display
the next step to be completed for the particular batch and will navigate the user to the page that
needs to be completed. Please see the |D Assignment Process for an overview of each step in the
ID Assignment process.

NOTE: The system has fault tolerance features that will run upon startup of an application
server. For example, if at the time an application server is brought down, one or more
submissions are in the middle of data validation or ID assignment processing, all those
@ submissions will restart where they left off in their processing when the server is restarted.
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STEP 1: UPLOAD FILE/ENTER ONLINE, VALIDATE SUBMISSION
& FIX DATA ERRORS

Assign > Upload File

[T A SBMISHON, DE T8

Oline
Emtry

ASLRCMANNT A RBAT Pl PROCELREY

== s s =

! | -
T T | M i

Lier Awsigs frror: U Finiss Erreey Lnwe Bemchven Near Matches

Fix Errars cos b drabied oo users orw
reguined ra [l 87707 i [ Souree.

About Assign by Upload File

Users can process a batch file for ID Assignment by clicking the Upload File link under ASSIGN
from the Main Menu.

STAFF ID This feature allows users to:

B RO IR Upload a staff batch file
ASSIGN Validate data
Enter Online Fix validation errors
Assign IDs
DOWNLOAD Resaolve Near Matches
Batch Download IDs
Location
Some implementations may disable
SEARCH . )
this feature for certain or all users. In
Batch ) ) .
Staff such an instance, the link will not appear

L____on the Main Menu,
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Steps
The Upload File component allows users to select a Basic or Advanced file upload.

The Basic upload option requires that the input file includes a header record, staff details, and a
trailer record. The input file header record defines the extraction date, import type and other file
information. More details on the specific file requirements can be found in the File Format
document.

The Advanced option allows users to define the input file information in the StaffID application
rather than in the file itself. With the Advanced option upload, users can select the template, file
to upload, field delimiter, field qualifier, and whether or not to ignore the first row.

Basic Upload:

To upload a file, users should follow these steps:
1. Access the “Basic” tab.

e The application should default to the Basic tab, if the tab is not selected, click on the
Basic tab to access this upload option.

= STAFF ID HOME

BASIC ADVANCED

2. Click the button to view the local computer system directory structure. The file
must be located on the local computer system in order to upload the file.

3. Browse through the directory structure and choose the directory/folder where the batch
file is stored.

4. Select the appropriate file from the local system and click the button. Open  |»

5. Click the button. This uploads the file listed in the “File to Upload” field to the
StaffID application server for subsequent processing.
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Advanced Upload

= STAFFID HOME |y Sofunyah, Departmest of Education

BASIC  ADVANCED

eSchelyr Unig-I0930 b

1. The Upload File component will default to the “Basic” tab. Select the “Advanced” tab.
2. Select the appropriate Template. Currently the template is eScholar Staff-ID® v3.0.

3. Click to view the local computer system directory structure. The file must be
located on the local computer or network drive in order to upload it.

4. Browse through the directory structure and choose the directory/folder where the batch
file is stored. Select the appropriate file from the local system and click the
button. ==

5. Select the appropriate “Delimiter” for the file. The options available are:

e Comma
e Tab

6. Select the appropriate “Qualifier” for the file. The options available are “or*”.

7. For eScholar Staff-ID® File Format v3.0, users must select a Source System.

8. Select the appropriate “Ignore First Row” option for the file. The options are “Yes” or “No”.
When “Yes” is selected, the first row in the input file will be ignored during the upload
processing. When “No” is selected, the first row will be included in the upload processing.
When “Yes” is selected, the row is still counted in the record count provided in Batch Info,
but the record is not processed.

9. If the file contains multiple agencies (Multiple Agency file), the Multiple Agency File option
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must be selected.

Tie: The user with outhorization to multiple agencies (districts) can now upload one file
which includes data for all of those agencies. The near matches created by these batches

n@ can only be resolved by the user or state administrators because the batch is created at the
state-level,

10. Click the button. This uploads the file to the StaffID application server for
subsequent processing.

Once the file is uploaded using either the Basic or Advanced upload, the file passes through file

validation. The application performs a review of the file for issues in format and layout and can
produce a File Upload Failure or File Upload Successful status.

File Upload Failure

If the application encounters any file errors while attempting to upload the staff Batch File, it will
provide the user details about the error(s). The application will display the reasons why the file
failed to upload.

= STAFFID HOME 12y o, Depar s of Enecsion

NOTE: The application will store all rejected staff Batch Files in the database when there is a
fatal file error. Users can download these files with the Download By Batch module. The above

page will provide a batch number that can be used to find the file in Duwnl'
can upload a new file by clicking on the button UPLOAD NEW FILE. SFLERB SIS
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File Upload Success

If a batch does not encounter any file issues, the application will allow the user to view details
about the batch and to proceed to the Validation step. The following page displays if the batch file
upload is successful:

Batch Information

Once a batch has been submitted, users can click the link in the Batch Info column to display the
status of the batch file. This link will display the batch number for that batch. This information can
be displayed at any point during the batch process. A pop-up window as seen in Appendix A_will
be displayed when the button is clicked.

= STAFF ID HOME oy o, Coparirest of Eoucksn

0392015 . - a
12°55:09 success.txt  File 00 EA
25510

/ | The number of
Batch Info link ] The current records that will

be involved in
status of the the next action
batch file

NOTE: With some implementations, the label on the BATCH INFO link displays the text "BatcH
INFO™ instead of the actual Batch Number. However, the information in the pop-up remains the
same,
For a full explanation of the different sections/tabs of the Bateh Infe window, please see

Z Appendix A
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Validate Data

Once a file has passed file validation, the next step is data validation. This process loads the
records in the file into the staging database tables, where further validation checks are performed
on the data. This includes validation of valid values such as dates and codes, and user
authorization for submitted records. This step will produce validation errors (validation failure) or
will allow the user to proceed to the next step of assigning IDs if there are no validation errors.

To validate data, users should perform the following steps:

1. Upload a batch as described above.

== STAFF ID HOME [ thnget, Dopartmmed of Coucsfion
A 2015 - . File Uploaded. Begir
12 E5-00 success ba File 14 00 EA PEP M Al o ey 22 ol 22 VALIDATE DATA

2. Click the button. m

3. Avalidate data page will be displayed. View the batch info and validation details as

needed.
OIMA2015 14 Diata Valioatior | prOghEss In Progre: BACK TO HOME
. ‘ BACK TO HOME | .
4. Click the button to return to the main page to check for the updated

status of the process.
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NOTE: If no errors are found during the validation process, the application navigates to
the ID assignment page. If errors are found, the

Tie: If the batch upload proceeds through the “Validate Data™ step without interaction
I]% from the user, the system administration may have set the “Auto Start Validation” system

property to Yes. When the property is set to Yes, users will not see the “Validate Data”
button.

@ NOTE: If the application is interrupted (e.g., connectivity to the database is lost) during

data validation, the batch returns a messoge stating the same. Click CONTINUE
VaLipamion in the Next Action column to restart the process. This may be the case even
if all the records, according to their status, appear to have finished validation. In this
instance, the user should still click CONTINUE VALIDATION.

View Batch Information
To view specifics about the batch after validation, users can click the link in the Batch Info column.

This Batch Information pop-up window will display a Batch Statistics tab. This tab will display
information on the status of the batch and the number of records the status applies to. For more

details on batch information, refer to Appendix A,
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Fix Validation Errors
If the batch file contained one or more records that failed validation, the Home Page display a

FIX ERRORS
- button in the Next Action column.

Note: The eScholar application that Louisiana uses does not have this function. Records that
failed validation are automatically canceled. Users will have to go to the Main Menu, under
DOWNLOAD and select Batch. In the Extract Type box, select Canceled. Download this batch
and open it either as a text file or load it into EXCEL. The errors for each record that were
canceled during this data validation stage will be at the end of each record. Users will have to
make the corrections in their local systems and then download a fresh file to load into
eScholar Unig-ID.

= STAFF ID HOME . o, Copar et of Edwcanon

Alertown School Desteict [ 900 ) -l
A = [z] o2e2ms TH owieaos o Upload Dete Desc |
2015 125 File 14 900 EA PEP [ valdsmenineomplets B bat \ FIX ERRORS )
e
III.
This value represents the number of records that have —

data errors.

All records with a data error must be fixed or canceled before submitting the batch for ID
assignment.

Fix Errors

To fix/address the data errors, users should perform the following steps:

FIX ERRORS
1. Click the - button mentioned above.

2. The application will display the Fix Errors page.

EDIT
3. Click the - button or click the hyperlinked Last Name or First Name columns on the
Fix Errors list page to continue the fix process.
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Anna Uribe 0672011912  FEMALE 900

CANCEL ALL ERROR RECORDS FOR THIS BATCH CANCEL ALL CHECKED RECORDS

@] NOTE: All records that fail validation must be reviewed and fixed for the batch to
be considered for ID assignment.

The Fix Errors details page will display the staff information, along with an error message directly
below the error fields. In addition, a list of all the original data errors (when the record first went
through data validation) will display at the bottom of the page. The information displayed on the
Fix Errors page is dependent upon the Default Upload Template configuration. The eScholar
Staff-ID® v3.0 is the Default Upload Template. This feature is not available for Louisiana StaffID.
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Assign > Enter Online

DATA SUBMISSAOM OPTIONS
Weh Online
File f T Services r | Entry
llplnud

| ASSGMENT AND MAT G PROCESSES

[ W
o) #E O v i nieal matches
] rreohnd of upokaied

REJECTED
i Authorised Ly Input Reguined l
Uper Rerviwras Errors b Frows Ermory
1

Fix Errars can be dizabled 5o users are
reguired ta fix errors in bhe naurce.

About Assign > Enter Online

Users can submit a single staff record for ID Assignment by clicking the Enter Online link under
ASSIGN from the Main Menu

This feature allows users to:
STAFF ID tanually enter pna staff record at a tima

Validate and fix data
<< Back to Home Assign D5

Resohee Near Matches
ASSIGN Dewnload 10

Same implernentations may disable this
|_|F|.|Qad File feature for certain ar all users. In such an
irstance, the link will nol appear on the Main
DOWMLOAD enu.
Batch
Location ear
Mat

SEARCH ches .
Batch ownloed 10z,
Staff
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Steps
Enter Data

To enter staff records online, users should perform the following steps:
1. Click the Enter Online link on the Main Menu.

2. Complete the “Enter Online” form.

= STAFF ID HOME e st [ecastment of [uton

Duata Endry

An asterisk indicates which
fields are reguired.

4 4 4 4 a4 a4 4

e v
v
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us L
v

Jia

NoTte: The sections, fields, field labels, field requirements displayed to the user are dependent
on the Defoult File Layout and Enabled/Reguired Fields set by the System Administrator.

The Enter Online page includes sections of data including:
o General Information — includes the basic staff information such as name, date of birth,
gender, ethnicity and other demographic fields.
e Address Information — includes address fields such as street address, city, state and zip
code.
e Customer Defined Fields — includes all of the Customer Defined Fields enabled within the
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application.
e Additional Information —includes fields such as alternate last name, residency status,
highest degree, classification level, LEA code, local staff id, and alternate id.

3. Once the form has been completed, including all required fields, click
button.

= STAFF ID HOME Ananite | akiaietn, Deparimsn of Eduostion

Data Entry
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NoTte: Due to the importance of 55N in matching, users should only provide valid 55Ns for staff
records. If the 55N is unknown, the 55N should remain null. S5Ns that are invalid according to
m 55A rules will not be sent to the matching engine or result in a validation error.
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Validate and Fix Errors
The application will validate all the data entered by the user. If one or more data errors are found,
the application will return an error message as shown below.

= STAFF ID HOME

Lnnigrent v

User should correct the information on the form and then click the button
which will take the user to the next step in the ID Assignment Process: Assigning IDs. The
application will not go to the next step of assigning IDs until all fields successfully pass validation.
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STEP 2: ASSIGN IDs

DATA SUBMESION OPTIONS

PEPB

l

Lizer Rt Errors. er e Erroen Uiser Besobes Mear Matches

!

K=

Fix Errors con be dischled so wsers are
required e fix erreri in the Rource.

About Assign IDs
After all validation errors are addressed, either by fixing or canceling the staff record(s), the

ASSIGH STATE ID
_ button will be displayed. ID assignment can now be started.
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Steps
To assign IDs, users should perform the following steps:

1. Click the button in the Next Action column. When this process is
initiated, the StaffID application displays an intermediate page as follows:

m STAFFID = e, e ] e

Assign IDs

2. To review the updated status of the assignment process, return to the application Home

BACK TO HOME
Page by clicking the button.

3. Review the “Status” column for the updated status or click the “Batch Info” button to
review batch information. See Batch Information section in Appendix A_for more details
about the “Batch Info” button.

4. Review the “Next Action” column for the appropriate next step(s).

The ID assignment process can produce three different results: Match, Near Match or No
Match.

a. If the application encounters a single Match, it will assign the ID of the matching staff
to the record being submitted. The information contained in the submitted record
becomes the ID’s current information and the information of the matching staff
becomes part of that ID’s history. These records do not need to be reviewed.

NOTE: The application includes an Authoritative Source feature that impacts whether or not the
master record is updated when a Match is found. If the submitting source has outhority to
update master records, the master record will be updated and the original master record will be
@J moved to history. If the submitting source does not have authority to updote master records,

b. If the application encounters a Near Match, multiple Matches, or any combination of
both, it will mark the record as Ready to Resolve Near Matches/Duplicates and an ID
is not assigned. These records need to be reviewed and resolved by a human.

P} .
AT TP B R i,

c. If the application finds no matching staff, it will assign a new ID. These records do not
need to be reviewed.
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NOTE: For some implementations, outcome “c” above will have to be reviewed and resolved
by a human. ln those instances, the application will not assign

fECON o
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the |D of the matching staff

Duplicates

5. Complete the "Next Action” step by clicking the appropriate button.

a. If one or more Near Matches are encountered, the “Status” for the batch will be “Near
Matches / Duplicates Found” and the “Next Action” column

032015 12:55

03192015 12:25

0312015 12:24

032015 12-:04

03M2015 11:45

will display a

File

File

File

File

Online

RESOLVE NEAR MATCHES pmes

200

200

900

200

LEA

LEA

LEA

LEA

LEA

PEP

FEFP

PEP

FEP

PEP

Mear Matches / Duplicates Found

Mear Matches / Duplicates Found

Data Validation Complete. Ready to
Assign Staff IDs.

Data Validation Incomplete. Fix Data
Errors

ID(s) Assigned.

SRR RESOLVE NEAR MATCHES .
1011 RESOLVE NEAR MATCHES
2of2 ASSIGMN STAFF ID

10f2 FIX ERRORS

10f1 | Download StaffiDy

b. If the application does not find any near matches, the Status for the batch will be ID(s)
Assigned and the “Next Action” column will display the DOWNLOAD STATE ID button.

03192015 12:5

o

03192015 1225

031972015 12224

03192015 1204

032015 11:45

DOWWNLOAD STATE ID

button.

File

File

File

File

Online

o
=

=

900

SO0

PEP

PEP

PEP

PEP

PEP

Mear Matches / Duplicates Found

Mear Matches / Duplicates Found

Data Validation Complete. Ready
to Assign Staff IDs.
[rata Validation Incomplete. Fix Data
Errors

ID(s) Assigned.

19 of 22 RESOLVE NEAR MATCHES

1of1 RESOLVE NEAR MATCHES

20l2 ASSIGMN STAFF ID

1of2

10of1 Download StaffiD

NOTE: If the application is interrupted (e.q., connectivity to the database is lost) while it is
performing 1D assignment, the batch will be returned with a message stating the same. The
process can be restarted by clicking CONTINUE ASSIGNMENT in the Next Action column. This may

assignment. In such an instance, you should still click CONTINUE ASSIGNMENT.

E be the case even if all the records, according to their status, appear to have finished 1D

Batch Information
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Reminder: Users can click the Batch Info link to display the status of the batch file and its records
as seen in Appendix A.

STEP 3: RESOLVING NEAR MATCHES

o
u
a

] ASSGNMENT AND WAATCHING PROCESSES
]
. Cats . Mshing / . Dawnlosd 108/
‘\l’ W ¥
REJECTED S Mo

| | | A

| ( . .

ki v W |

Liir R Errerd Lipar Crumy Lrroen Linger Spsobver Near Matches

Fix Errors can be disabied s0 users are
required 12 fix arrars in the source

About Resolving Near Matches

All Near Match records must be resolved before the user can continue to the next step in the ID
Assignment process. Near Match records can be resolved by assigning an ID, creating a new ID, or
by canceling the record(s). One batch may have one or many submission records in a near match
status and one submission record may have one or many pending near matches.

When resolving pending near matches, the user is identifying if the submission record is the same
or different than the pending near matches. The submission record either matches one of the
potential matches or does not match any of them (See Special Note). If the submission record
matches a pending near match, the Assign ID button is used to indicate a Match. If the submission
record does not match any of the pending near matches, a new ID should be created by clicking
the Create New ID button.

The following buttons/functions are available when resolving a pending near match:

Cancel All Checked Records: On the initial near match page for the batch, the near match records
include a check box. When the Cancel All Check Records button is clicked, all near match records
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that have a checked check box will be canceled. Any unselected near matches will remain in the
pending near match queue.

Cancel All Near Match Records For This Batch: On the initial near match page for the batch, all of
the pending near matches can be canceled. When the Cancel All Near Match Records For This
Batch button is clicked, all pending near matches for the entire batch will be canceled. When this
button is clicked, all near matches are removed for the batch.

Assign ID: This decision is the same as a Match decision described above. When the Assign ID
button is clicked, the submission record will retrieve the identifier of the selected staff. When this
button is clicked, all other near matches for the submission record are removed.

Create New ID: This decision is the same as a No Match decision described above. When the
Create New ID button is clicked, the submission record will generate a new identifier for the staff.
When this button is clicked, all other near matches for the submission record are removed.

Cancel Record: When this button is clicked, the pending near match is canceled. All pending near
matches for this submission record are canceled. This only cancels the specific near match the
user is reviewing and does not impact other pending near matches in the batch.

When resolving pending near matches, the Assign ID, Create New ID, and Cancel Record buttons
resolve the pending near match for that submission record. That is, if one of these buttons is
clicked, all other pending near matches for the submission record are considered resolved. For
example, if | am reviewing a submission record that has three (3) potential near matches and |
click the Assign ID button for one of the three near matches, the other two are eliminated and the
identifier for the selected ID will be assigned.

Additional details on these buttons is provided below.

NOTE: System Administrators can enoble/disable the above functionality based upon
implementation needs. If the functionality is not enabled by the System Administrator, the
@ functionality will not be available.

Special Note about Near Matches:

The process of making a near match decision is important to the unique identification of staff
records. When making a decision, please review the information in detail to ensure you are
making the correct decision. The following issues can arise from poor near match decisions:

e Matching a submission record to the wrong master record will create a shared identifier.
That is, if the submission record is actually a different staff than the one being compared
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and assigned, the submission record is linked to the wrong master record. This means two
different staff records share the same unique identifier. In this case, please alert your
System Administrator so he/she can review and resolve the identifier issue.

e Creating a new identifier for a staff when there is a match will create a duplicate record.
That is, if the submission record is actually the same staff as a master record, but the user
clicks Create New ID, the submission record becomes a new unique identifier. This means
the same staff has two different unique identifiers. When this happens, the next time the
staff is submitted to the application, both records will likely appear as a near match. In this
case, please alert your System Administrator so he/she can review and resolve the
identifier issue.

Steps
To resolve near matches, users should perform the following steps:

1. Click the button on the home page.

(43012015 1229 File 119 004

[i
m

A PEP Near Matches | Duplicates Found 10of3 ‘ RESOLVE NEAR MATCHES

04730/2015 1211 File 118 003 LEA PEP ID(s) Assignesd 10f1 DOVWNLOAD LRNIG 1D

2. Review the Resolve Near Matches/Duplicates list page for information about the records.

= STAFF ID [ i, Cmparmer of £urston

Batch 119

< =

filin Brad Gallagher 09071999 MALE 00% LEA 00% g8 @

Jiaplaying 1 - 1 6T 1 PAGE 4 OF 4

CANCEL ALL NEAR MATCH RECORDS FOR THIS BATCH CANCEL ALL CHECKED RECORDS
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. REVIEW AND SELECT . . . .
3. Click the _ button or the hyperlinked name to view additional details
about the Near Match and to resolve the issue.

NOTE: The Near Match List can be filtered by typing the Last Name of the staff in the Last
Name field and clicking the Filter Results button. This filter allows the user to display only the
results within that batch which meet the filter criteria. Portions of names can be used for this
@ , search.

4. Review the Resolve Near Matches / Duplicates details page. The top section displays the
submitted staff and the bottom section displays a list of matching staff records:

= STAFFID e

- Batch 119

Valantin Brad D Gallaghar 0T M99 MALE (o] LEA B

ull g her 18/ 1959 FEMALE 3 18412893711 21 [NEAR MATCH
© The match probability andtype ofmatch{Mear Match or | —

Match) reported by the ID assignment process.

ANCEL RE "D SELECT ANMOTHER RE i CREATE MEW I ASSIGM SELECTED

The purpose of the above page is simply to decide if the staff under review is the same as one of
the matching staff records or if the staff under review is a brand new staff. The links in the Last
Name and First Name columns will navigate the user to the Compare staff Information interface.
That page will display the record to be resolved along with the matching staff record in detail. The
link in the School Code column provides details about the school, including school name and
contact information.

To review the comparison details on the Compare staff Information page, proceed to step 5. To
review School Details, proceed to step 7. To continue without a review, proceed to step 8.

5. Click the hyperlinked Last Name or First Name to view the Compare staff Information
page. The page, as shown below, displays the submitted staff in the “Submission Record”
column on the left and the matching staff in the “Master Staff Record” column on the
right of the page.
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TIP: All fields in which the information differs between two staff records is highlighted.

Iy
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TIP: If o near match was forced by the application, the application will put the reason for the
near match within the “Match Notes"” row. This may include a note about the SSN Rules or

TIP: With some implementations the Social Security Number field will display as an actual
value and in other implementations it will be masked (e.q. ###-##-##44%). Regardless, if the
social

security number is masked or not, the application will highlight thot field with italics and
Iy,

Norte: Users can add staff Notes from the poge above. For more information on staff

@ Notes, please refer to the Person Note section.

6. If the submission record matches the master record and the user has authorization to
update the master data, the application will display an “Update Master” option. This
option only applies if the Assign Selected match decision button is clicked.

Option “No” — The submission record will be assigned when the “Assign Selected”

a.
button is clicked, but the master data will not be updated with the submission record

information.

b. Option “Yes” — The submission record will be assigned when the “Assign Selected”
button is clicked and the master data will be updated with the submission record

information.

S8 180Tase

BTN I

7. Decide how the near match should be resolved. To resolve a near match a user can assign
an ID, create a new ID or cancel the record. A near match is only resolved once, so once
you click a decision button the near match is resolved. Once a decision is submitted, it

cannot be reverted.

a. If the staff under review is the same as master record, the user should click the
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ASSIGH SELECTED ASSIGH SELECTED L .
_ button. When the button is clicked the user is

indicating that the submitted staff is the same as the master record and the unique
identifier will be retrieved and linked to the submission record.

b. If the staff under review is different from the master record, the user should click

button. When the button is clicked, the user is

indicating that the submitted staff is different than the master record and a new ID will
be created for the submission record.

c. If the user wishes to cancel the record under review, the user should click the

CANCEL SUBMISSION

button. When the Cancel Submission button is clicked, the
pending near match will be canceled. If a pending near match is canceled, no ID is
assigned or created and the record must be resubmitted to the application.

d. Users can also navigate back to the list of Near Matches by clicking

RETURN TO LIST

Ni h some implementations, the Assign Selected/Match, Create New ID/No Match
or Record buttons could be disabled.

In some instances the application may not display highlighted differences between the submission
and master record. This can occur when the master record was updated after the near match was
created and this update changed the data to the same data as in the submission record. When
this occurs, the application displays a message in the Comments row as shown below.

The appearance of this page is dependent on the implementation and configuration of the
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application. System administrators may enable/disable features which impact the display of the
page.
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Field Descriptions:

Field

Description

Source System

Each upload includes the source system name of the submission. The
source system name that is submitted in the file will be displayed on
this page.

Serial # The serial number is the reference ID for this record. Administrators
can use this ID to review additional details.
Created The date the record was created in the application.

Last Update

The date the record was last updated by a submission record in the
application.

Comments

If the master record has been updated since the near match was
created or if there are other record comments, the application will
display the comments in this section. For the submission record, the
StaffID of the matched record will be displayed.

Match Notes

If a near match was forced due to a rule configured by the System
IAdministrator, the Match Notes section will display the reason. This
may include the SSN Rule. This information may help the user identify
why a record is a near match if it is not clear based upon the data.

Update Master

If this flag is set to Yes and the Assign ID button is clicked, the
submission record will overwrite the master data. If the flag is set to No
and the Assign ID button is clicked, the submission record will not
overwrite the master data. If any button other than Assign ID is clicked,

this flag has no impact.

. . . ASSIGN SELECTED CREATE NEW ID
8. Click the appropriate decision button (_ , - or

CANCEL SUBMISSION RETURN TO LIST

) or click the button to return to the

Resolve Near Matches / Duplicates details page.

9. From the near match summary page, users can view additional details if necessary. On the
Resolve Near Matches/Duplicates page, users can view information about the staff’s
school by clicking the link in the School Code column:
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=m STAFFID e b, CoprE

- Batch 119 'y

Valantin Brad Gallagher SNOTI955 MALE ] LEA B

‘alentin Brad allaghe 091081999 FEMALE 009 O 184124937131 91 [NEAR MATCH|
AMCEL RECORD SELECT ANOTHER RECORD CREATE NEW ID ASSIGM SELECTED

Allentown School District

LEA 009

LEA NAME Allentown School District
SCHOOL/SITE CODE LEA

SCHOOL/SITE CODE NAME Allentown School District
STREET 123 Main 5t

CImY Mock City

STATE XL

zIp 10601

CONTACT Mr. Principal

TITLE Principal

PHONE 2125550000

FiX 2125550000

EMAIL fake@email.xyz

EMAIL 2 fake@email.xyz

CLOSE WINDOW

10. If a decision was not made on the prior page and the user clicked on the RETURITOLIST

button, the user can make a decision on the near match summary page.
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11. Decide how the near match will be resolved. As mentioned above, to resolve a near match
a user can ASSIGN SELECTED CREATE NEW ID  [e]g | CANCEL RECORD |

= STAFFID A

- Batch 119 7
Valentin Brad Gallagher N7 MALE L] LEA B
Brad Gallagher DaAEMSSS FEMALE 008 LEA 184124837131 91 [NEAR MATCH|

| SELECT ANOTHER RECORD CREATE NEW 1D @

For more details on these buttons, please refer to the Resolving Near Matches information.

12. If the staff under review is the same as one of the matching staff records, the user should
select the radio button to the left of the matching staff and then click.

= STAFFID b e

- Batch 119 ?

Valentin Brad Gallagher WOT S MALE 009 LEA ]

Walgntin ad »all agher 09081999 FEMALE 009 LEA 184124937111 91 [NEAR MATCH|

CANCEL RECORD SELECT ANOTHER RECORD CREATE NEW ID @

eScholar StaffID User Guide49Last Revised: July 17, 2024



A confirmation message will be displayed at the top of the page.

- Batch 119
< Staffilx 1234567890 >
Staff 1D
WValentin Hrad [;nllaglurr ra0e1999 MALE 005 LEA 8 11524T4588

SELECT ANOTHER RECORD

13. If the staff under review is different from the matching staff records, the user should click

CREATE NEWV ID

= STAFFID e, Cpr— 1 S

= Batch 119

Walantin Baad Gallagher ONOTI9FS MALE (s LEA 8

NCEL RECORD SELECT ANOTHER RECORD @ ASSIGHN SELECTED

A confirmation message will be displayed at the top of the page.

= STAFFID A gt €

- Batch 119

Staff ID
Vabentin Brad Gallagher DR0E19599 MALE 09 LEA & B1Z563689
SEi TA R RECO®

14. If the user wishes to cancel the record under review, the user should click the

CANCEL RECORD

button.
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15. Users can also navigate back to the list of Near Matches by clicking

SELECT ANOTHER RECORD

Nore: With some implementations, the Assign Selected/Match, Create New ID/No Match
@] or Cancel Record buttons could be disabled.

Canceling Near Matches

In addition to being able to cancel a record from the Resolve Near Matches / Duplicates page
shown above, records can also be canceled from the Resolve Near Matches / Duplicates home
page when this feature is enabled by a System Administrator.

To cancel records, users should check the box(es) to the left of the record(s) and then click the

CANCEL ALL CHECKED RECORD3

button. Users can select all records on the page by selecting the

CANCEL ALL CHECKED RECORDS

SELECT ALL IN PAGE checkbox before clicking

To cancel all records in the batch, users should click the

CANCEL ALL NEAR MATCH RECORDS FOR THIS BATCH

m STAFFID e (e S

Batch 119

c:::} Gallaghe O9OTII89 MALE 009 LEA 049 ] REVEEW AND SELECT

L 4 ANCEL ALL MEAR MATCH RECORDS FOR THIS BATCH m
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NOTE: The list of Near Match records may span two or more pages. The Cancel All Near
Match Records for This Batch button cancels all near matches in the batch list, not just the
batches displayed on an individual page. The Cancel All Checked Records button only cancels
@ those batches that are selected.

Once all records are resolved, the next step in the process is to Download the ID.

Filtering Near Matches
To filter the list of names on the Resolve Near Match/Duplicates page, type the last name or

partial last name of the staff in the Last Name text box and click the button. This
will filter the listing to only the last names matching the filter.

m STAFFID R e

Batch 122

Brad Gallagher 090511953  MALE 00% LEA (1] 8 REVIEW AND SELECT

Displaying 1 - 2.0f 2 PAGE 4 0F 1

CANCEL ALL NEAR MATCH RECORDS FOR THIS BATCH CANCEL ALL CHECKED RECORDS
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STEP 4: DOWNLOADING IDs

DATA SLIBMISSION OPTIONS

Web
f J Services

REJIECTED

User Ravi Errors Uhnsr Biwws, Errosrs, Usar Resolves Near Matchas

Fix Errors con be disabled 5o wsers are
required te fix errors in the reurce.

About Downloading IDs
Upon completion of the steps described above, the application home page will display the status

DOWNLOAD STAFF ID

of the batch as “ID Assigned” and a button in the Next Action column.

= STAFF ID HOME b, spartmanl of Foscsbon

A - £ v] oEneans m oaeams m Upioad Date Dese [-—]

ON1B2O15 1255 File 143 w0 LEA Sag Hear Matches | Duplicates Found 1T ol 22 m
03IN2015 1225 File 135 S00 LEA a8 ID{3) Assigned 1 Or( I DOWNLOAD STATE i >
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Steps
To download the IDs for the batch, users should perform the following steps:

DOWNLOAD STAFF ID
1. Click the button on the application home page for the appropriate
batch.

2. Download the IDs Assigned file by clicking the button. Doing so will open a
File Download dialogue box that enables users to either open the file or save it to your
local computer.

m STAFFID A

Batch 135

3. The format of the downloaded file will be exactly the same as the staff Batch File and each
staff record will include the ID that was assigned to that staff.

@ Note: The downloaded file can be used to update a user’s local Staff data system.

Batch Information

Users can click the Batch Info link to display the status of the batch file and its records prior to
downloading. Please see Appendix A_for more information on the Batch Info window.
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SEARCH > BY STAFF

About Search By Staff

Users can search for staff records online by clicking the staff (or whatever name has been selected
by your organization for staff) link under SEARCH from the Main Menu:

STAFF ID
This feature allows users to:
<< Back to Home Search for staff records online
View staff information
ASSIGN Edit staff information
Enter Online Add a staff note
Upload File View staff notes
DOWNLOAD
Batct Some implementations may disable this
BC ]_ feature for certain or all users. In such an
Location instance, the link will not appear on the
SEARCH Main Menu.
Batch

Depending upon system configuration, the staff Search functionality may use a SQL search type or
a Matching Engine search type. The SQL Search option allows for partial names, but will produce
results that may not represent the search performed during assignment. The Matching Engine
search will be stricter, but will produce a closer result to the search performed during assignment.
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Steps
To search for staff records using this feature, users should perform the following:

1. Click on the staff link under SEARCH from the Main Menu.

2. Click on the appropriate search tab. This module has three types of searches available:
Basic Search, Advanced Search, and ID Search.

— ST&FF |ﬂ HQME |y Foihirajah, Depariment of [ ducabon

Individual Stafl

BASICSEARCH ~ ADVANCED SEARCH

mm W & LANIE

e m

£

NOTE: The type of search that appears {which tabs) when a user initially enters this module
can differ from implementation to implementation.
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Basic Search

Basic Search allows users to search for a staff using basic demographic information.

STAFF ID HOME jay.Sothirajah, Department of Education

Individual Staff
BASIC SEARCH ADVANCED SEARCH ID SEARCH
First Name:*
Middle Name:
Last Name:*

Suffix
Date Of Birth LI T

Nore: First Name and Last Name are required for both the Basic Search and
ﬁ[) Advanced Search. Wild card characters (e.g.,*, %, , 7) are not supported.
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Search without a date of birth:

= STAFF ID HOME iy Sethirajah, Department of Educiton

Individual Staff

BASIC SEARCH ~ ADVANCED SEARCH 1D SEARCH

Staff ID

CLEAR SEARCH
)

WSSE Vot Bead 907199 MALE 09 LEA Mot Present
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Search with date of birth:

= STAFF ID HOME

Individual Staff

BAS|IC SEARCH ADVANCED SEARCH 1D SEARCH

Band

Wiabantn

i m

Statf ID

NoTe: To reduce the number of results returned, enter as much information as possible into the
\form. If minimal information is entered, such as just first and last name, the number of results
m displayed will be higher than if more details are included in the search criteria.

NoTe: The Match Probability generated in the staff Search component could differ from that

in the ID Assignment process based on System Configurations and matching fields provided by
Q':D the user.
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Advanced Search

Advanced Search allows users to search for a staff using all available fields. This includes any
Customer Defined Fields, Address Information, and Additional Information that have been
configured by the System Administrator.

Staff 1D

Iredividias] Pedsacn

ADVANCED SEARCH

Custamer Definsd 4/

Fieldsare also

displayed if enabled. -

NoTte: The Matching Engine will use First Name, Middle Name, Last Name, Alternate Last
Nome, Gender, Date of Birth and 55N to determine a match score. Any odditional fields will be

used to filter out results after a match score has been generated. Users should first search
@] using the matching fields and then use the other fields to narrow down the results.
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ID Search

ID Search allows users to find staff records using various IDs. Users will be able to search using
Staff State ID, SSN, Alias ID, all from the same page.

= STAFF ID HOME |2y.Softirajai, Department of Education

Individual Staff

BASIC SEARCH ~ ADVANCED SEARCH | ID SEARCH

1D Type:* ® 5D O 85N O Alias ID

- 9
cueas m

3. Enter search criteria. Pay special attention to required fields for the search type.

4. Click the button.

&

NorTe: in this module, the application will search against the current information for staff
records who have been assigned an 1D, Searching for o staff’s history information (e.g.,
previous school code) may not return desired results.

eScholar StaffID User Guide61Last Revised: July 17, 2024



Viewing the Search Results

Records Found

After the Search button is clicked, the application will display the results of the search. When one
or more staff records are found, the application displays the matching records. The match
probability will be displayed if the Matching Engine is the search type defined by the system
administrator. The match probability will not be displayed if SQL Search is the search type and/or
when using the ID Search tab. The closest match displays as the first result in the list.

m  ATAFF il HOME

ok S0 LCARCH

Norte: There is an application-level setting that allows clients to change the type of search
users can perform. One type is g Matching Engine Search thot uses the StafflD opplication
matching engine to find staff records. The other type is o QL Engine Search that uses basic
database queries to find staff records. With the latter, this module will perform right
truncation searches. For example, searching for the staff "Smith” will also return the staff
m “Smithson.” In oddition, no Match Probability will display with 5QL Engine Searches.

No Records Found
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This can include a “No Records Found” status or a list of matching results. If no matches are found
for the search criteria, the application displays a message under the search form. When this
occurs, users should adjust the search criteria if necessary.

= STAFF ID HOME o S, Coprtrd i e

Individual Stafi
BASICSEARCH | ADVAWCED SEARCH 1D SEARCH

o

Copynght 8 2015 eSoholar LLC
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Search History

When SQL Server is the search type defined by a System Administrator, there is also a Search
History option. When this checkbox is selected, the application will perform a search of history
records for the information entered into the form. This may produce many results for one staff.

= STAFFID HOME oy, Solra, Cprine of Escalon

Individual Staff

BASIC SEARCH  ADVANCE EAR D SEARCH

[

Staff ID
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Retired IDs
User can also search for Retired IDs using the ID Search page and entering the StaffID. After

entering the StaffID, the results will be displayed in the Search Results List highlighted in Red.
Searching by SSN or Alias ID will not return retired records.

= STAFF IDHOME iy Solrh Copiboert of Erhcabct

Individual Staff

BASIC SEARCH ADVANCED SEARCH ID SEARCH

200243958

- Mof
| FEMALE (0009 i Mon-Hspanic i
Prnecses

To view the Retired ID record, click on the name hyperlink. The Retired staff Information page will
be displayed with “RETIRED ID” noted in red next to the State ID. In addition, all associated Active

ID information will be listed in the bottom section of the page.
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Enter New Staff
When a valid search is performed but there are no matches or only one near match below the

Upper Near Match Threshold, the application will display an “Enter New Staff” button when this
feature is enabled by the System Administrator. For more information about this feature, refer to

the Enter New staff section below.

= STAFF ID HOME o Sy, Cogentred Sl

Individual Staff

BASIC SEARCH  ADVANCED SEARCH 1D SEARCH

By
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Viewing Individual Staff Information
When results are returned, the user should perform the following:

a. To view more detailed information about the staff, users should click the hyperlink in the
“Last Name” or the “First Name” column.

= STAFF ID HOME Jry torgsn Dupurimaet of Fvsbon

Individual Stafi

BASIC SEARCH ADVANCED SEARCH ID SEARCH

Walentin

b. Upon clicking the hyperlink, the Search Individual staff information page will be
displayed. The Search Individual staff information page will display the staff’s current
information.
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= STAFFID HOME Jay. Yotnirajah, Degarkment of Educslion

Individual Staff Information

BRAD VALENTIN 77-3661-2757
MALE novaN nann B g993 AT QU TR 01420 1
MANERRECORD ASTORY AMOCHTEDRFTREDDS EMROULMENT — DERECTMATCH D0 HOTE
Brad
Valentin
MALE
D1I2020
Nen-Hispanic, White
1
ON/A/2020 15:41
5507
Bateh
e Ananiha Lakkakula
77-3861-2757 Anantha. Lakkakula@LA GOV
0472412020 15:39

New ID Assigned - No Matching Recard Found
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In StaffID, the staff Information page features a staff Panel which includes basic staff
demographics as well as three tabs:

Master Record
e This section allows users to view additional information from the Master record, edit the
staff, return to the search results or return to the home page.

History
e This section allows users to view additional information from History records.

Associated Retired IDs
e This section will display any IDs along with the staff information that has been retired and
associated to the ID under review.

Brad Valentin 1736612757
G ER: MALE F SHEaS C E54E54 Mod Presant ERS0 Staff ESHH2016 105 DEMR2ME 10:56
MASTER RECORD  HISTORY  ASSOCIATED RETIRED IDs ADD WOTE

£

IMOTE: If a user navigates between the tabs in staff Search or navigates to any other module, the
opplication will remember the values that user entered in his/her last search if the "Remember
Search” System Property is enabled. When enabled and that user re-enters the staff Search
module, the application will display the values from the user’s last search gnd will automatically
re-run the search query. However, once the user logs out of the application or otherwise ends
his/her session (closes the browser), the application will no longer remember the last search
values. If the property is not enabled, the application will not remember the last search ajfter
browsing away from the search page.
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Screenshot from History Tab:

= STAFF ID HOME Jry i Lo o s

Individual Staff

Bradley A Valentin 7736612757
WALE

L alid aradra Wl P il St Gl il v SO 10 84

'hl!..lnhlllh: WD RO LM AL MOTE

ISy

TIP: in 5taffiD, History is displayed as its own tab. Click on the arrow to expand the History

Screenshot from Associated Retired IDs tab:

= STAFF ID HOME Jry Sobarg, Deperiment of Enucaon

Individual Staff

Bradley A Valentin 7736612757

05091339 222822221 Wzt Pranant Sttt QBMS201E W1E PEMSTINNE 10:18

MASTER RECORC HSTORY ASSOCIATED RETIRED 1D+ ENROLLMENT DD MOTE VIEW NOTE

BACE TD SFARCH RESULTS
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EDITING STAFF

About Editing Staff
The staff Search module also contains a feature that will allow users to edit staff records without

performing a formal submission for ID Assignment (e.g. uploading staff Batch File). The ability to
edit a staff is dependent on the following:

The user has the rights to edit staff records. An administrator can give a user role the rights to edit
staff records with the Security Manager module.
AND

The staff is in the user’s location (district) and/or building (school). For District Users and above,
the staff has to be in the user’s current district. For Multi School Users and below, the staff has to
be in the user’s school. If the Allow Submissions by Residential District property is enabled, the
button will display if the staff’s residential district is equal to the user’s current district.

Steps
To edit a staff, users should perform the following steps:

1. Perform a search as described above.

2. Click the button on the Individual staff Information page.
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= STAFFID HOME J=y. Soinirajsn, Depariment of Eucabion

Individual $taff Information

BRAD VALENTIN 77-3661-2757

MALE Ll ko nEEnn 1 - a7 an U A D40 v

MANERBECORD MUITOHY AMCCRATEDRETEEDDS [HROULMENT  DESECTMATCH AD0 BOTE

Brad

Valentin

MALE
02020
Non-Hispanic, White
1
D4/2472020 15:41
5507
Bateh
e Anantha Lakkakula
77-3661-2757 Anantha Lakkakula@LA GOV
742030 15:39

New ID Assigned - No Matching Record Found

Staft

SCHOOL BOARD EMPLOYEE
LEA Dapartmant of Educstion
SEA Depariment of Education
3

RAGURREEG

PEP

247418

TCME

0172410000 1541

02412020 15:41

Nore: The button will always display on the above page but may not
always be enabled. Please note the screenshot above has a page break to allow it to fit

3. Review the Edit staff page. This page displays the staff record and allows the user to make
corrections/additions to the information.
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= STAFFID HOME Anantha Lskkaiass, Deperiment of Education

Edit Staff Record - Any comectians o dats Showld S50 b2 ME0E i your local Staff Information syssm

Com—
ST —
MALE

- Yy m vy i

Mon-Hlapanic, White

4 4 4 A4 A4 4 A

- starr v
~ SCHOOL BOARD EMPLOYEE T
LEA
SEA Department of Education
3EA
2020
595955959
PEP v
-
TCME v

BACK TO $TAFF INFORMATION UFDATE BTAFF RECORD

4. Update information as necessary. School Code and District Code are not editable, but all
other fields can be updated.

5. To save the changes, click the RgiEURL2 L RHIRE IR ) tton.

e To cancel the changes, click the | BACKTO SEARCHRESULTS | button.

NOTE: With some implementations, the Social Security Number field will be masked (as
shown above) and the user will not be able to edit it. With other implementations, the Social
@J Security Number field will display an actual value and the user will be able to edit it.
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Similar to the way the application validates data in the Enter Online module, the application will
validate any changes made to the staff’s information in the Edit Staff module. If a value entered by
the user is an invalid, the application will display the following page:

— 5 Tﬁ. TE- lD HOIwpe, Alemicem Sokeod Uikt

it sy Eskeamall@abc del.com

W akentih L)

[+ P -/ S— N o Cirmds 10 [
L mm
Wity (Won Hispare: | - 00
HHF
FrMAaTsr Fitil
o554
S8 o

BACH TO STIAMENT INFORMATION UPDATE STINHMENT RECORD
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If the changes pass validation, the application will display a message stating that the record was
updated, the batch number and information on extracting the data.

= STATEID MM, Albenbree Schod Uit

Fir tiy Enbaamail@abdef oom

A 5555455554

Ll ] ¥

MALE L

) W ) o N ™ Gitmde 10 Lo

00 Jarnes Madson Hegh School
TR | Bk \_.- D00 Aben bowen SChonl DHsbrici
Oy
TIMAITS b
G555,

10 ] ot

BACK TO STUDENT IMFOSMATION UPDATE STUDENT RECORD

For every staff edit, the application will generate a batch number for that change. Batches
generated via this feature will always contain one record and the status for that one record will
always be “Person Updated and History Created - Direct Edit.” In addition, users can download the
record they updated in the Download Batch module.
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PERSON NOTES

Adding Staff Notes
The purpose of this feature is to allow authorized users to input notes and comments into a staff

record. The notes can be used to help clarify information about the staff. The staff Notes
functionality will be available in the following areas of the application when enabled:

e Search Individual Staff Detail Results
o Near Match Review

1@3 Nore: The Staff Notes are viewable by users with authorization. Staff Notes can only be
' leted,

Steps
To add Staff Notes from the staff Search component, a user should perform the following steps:

1. Click the staff Search link on the Menu.

2. Search for a staff as described above.

3. Click the hyperlinked Last Name or First Name to view the search details. Upon clicking the
hyperlinks, the staff Search information page will be displayed.

= STAFF ID HOME |y Sobermsn, Depsriment of Edcation

Individual Staff

Brad Valentin 7736612757
MALE DPROSI1TI9 (22150 Nt Prosest Staff QRIS WS ORNIIE 1 5E

MASTER RECORD HISTORY ASSOCIATED RETRED IDs

Brad 20 Codumbes Awe

Walentsn Stamiord

4. Click the “ADD NOTE” link.

5. The Add Staff Note page will be displayed. This page will allow users to enter up to 255
characters of text.
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= STAFF ID HOME s Lot Jegeriment of Lorston

EMERAL NOTE (STATE ID: 362-244-8946)

6. Enter Note Text.

7. Click the SAVE button.

8. A confirmation page will be displayed allowing the user to view the note that was added.

BACK
9. Click the button to return to the staff Information page. Staff notes

can be added throughout the application where the “Add Note” link exists.

Viewing Staff Notes

Once a staff note has been added to the application, it is viewable to authorized users. The
authorization to add and view notes is determined by the system administrator. To view a note,
users should perform the following steps.

Steps

1. Search for a staff as described above.

2. Click the hyperlinked Last Name or First Name to view the search details. Upon clicking the
hyperlinks, the staff Search information page will be displayed.

3. If notes have been added, a “VIEW NOTE” link will be displayed at the top of the staff
information page.
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= STAFF ID HOME s Sobarash Dnpertrent of Educaion

Individual Staff

Bradley A Valentin 7736612757
MALE [T rren Rt Present Staff BLASH1E B 16 DIARP0N6 10:56
Buadhey TakeemailGabodel com
A 555-555-5555
Valentin ¥

4. Click the “VIEW NOTE” link to view the notes.

5. A new window will open displaying the available notes for the staff. The application
provides information on the user ID, creation date, the text of the note and the note type.

ADMIN NOTES GENERAL NOTES

GARY BENNETT( Staff ID 362-244-8946)

Q000supr 031972015 14:24 Mew note General

0000supr 031872015 1422 This is a tast note General

CLOSE WINDOWY

Nore: The application contains Administrator and General Notes. Administrator notes are
@ visible anly to Administrators while General notes are viewable by anyone with authorization
Uouew genergl notes
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SEARCH > BY BATCH

About Batch Search

Users can search for staff records with a batch file by clicking the Batch link under SEARCH from
the Main Menu:

This feature allows users to:
c< Back to Hosne Search for staff records with a batch file and
download results of the search.
= View previous batch search results.
E::T_ﬂ_::li':é Extract & Download a batch.
DOWNLOAD
Location Some implementations may disable this feature for certain
SEARCH or all users. In such an instance, the link will not appear on
Batch the Menu.
Staff

Norte: In this module, the application will search against the current information for staff
records that have been assigned an ID. Although a Batch Search performs a similar search to
m the ID Assignment search, it is not exactly the same and may produce different results,

The Batch Search feature requires that a StafflD staff file is uploaded into the application. The
format/structure of the search file is exactly the same as the staff Batch File format, but not all
fields are required. Batch Search includes Basic search and an Advanced search capability, along
with the ability to download the results.

Steps
To search for staff records using a batch files, users should perform the following steps:
1. Click the Batch Search link on the Menu.

UPLOAD BATCH FILE
IR uriososercinic N
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= STAFF ID HOME oy b, D 1 Bty

‘ UPLOAD BATCH FILE . EXTRACT & DOWNLOAD BATCH

Al - C2N&2015 | 0RNRR0S

031872015 1622 Search 104 900 LEA ACT Dawnload Seanch results 141

Displarying 1 - 1ol 1 PAGE 1 0F 1

3. Click on the Basic and Advanced tab based on the search to be performed.

Basic Batch Search

= STAFF ID HOME e e ]

BASIC ADVANCED

eScholar StaffID User Guide81Last Revised: July 17, 2024



Advanced Batch Search

= STAFF ID HOME Jay- Sobhirajah, Department of Education

BASIC ADVANCED
Template * =Scholar Unig-ID@ v2.0

File to Upload * Chooss File BROWSE

uuulu

Ignore First Row O Yes @ Mo

[] SGHOOUSITE GODE [ GRADE PLACEMENT
[JDATE OF BIRTH [ ENDING SCHOOL SESSION YEAR

UPLOAD

4. Browse for the file and complete the upload form as necessary.

a. For Advanced Batch Search, you must select the Delimiter, Qualifier, and Source System
in the file, the Ignore First Row option, and the Filters.

b. The Filters capability removes matches from the results where the selected field does
not match the potential match. This new capability allows users to select one or many
filters to apply to the Batch Search and if the submission record does not match the
value(s) for those fields to the master record, the record will not be returned as a
match. The application applies this filters with an “or” condition, so if multiple filters
are selected and only one of the values is different between the master and the
submission record, it will be a no match. For example, if the District and School filters
are applied to a Batch Search, which includes Jonathan Lee in district 0009 and school
888, and the application finds a Jonathan Lee record in district 0003 and school 888 as
a match, the 0003 record will be filtered out of the results and will not be returned as a
match.

5. Click the button.

a. The application will analyze the file, similar to the process described in the
File Upload section above and display any file errors.

. . . . . UPLOAD NEW FILE
b. If afile error is found during the processing, the user should click the _

button to submit a new file.
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NOTE: If the application is interrupted (e.qg., connectivity is lost to the database) while it is
doing search validation, the batch returns a message. The process can be restarted by clicking
the ConTinuEe VaLiDaTion button in the Next Action column, This may be the case even if all the
records, according to their status, appear to have finished validation. In such an instance, the
Continue Validation button should be clicked.

ISy

TIP: Batch searching has only two required field: staff Last Name and staff First Name.
However, if more information is provided, there is g better chance of the application finding o
matching staff. In addition, if o value for an optional field is provided, the application validates
the format of that value, If the application determines that the format is not correct it
auto-cancels the record.

6. The application will return to the Batch Search page once the file validation has been
performed. The Batch Info link will be listed on the page along with the Status, Number of
Records, and a Next Action button

@ NOTE: This list is ordered from maost recent to oldest batch. |

7. Click the button to validate the data included in the batch search submission.

m STAFFID e e
UPLOAD BATCH FILE EXTRACT & DOAWNLOAD BATCH

A . 8018 ] OIHN5

a. If any data errors are found during validation, the records containing the data errors
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are auto-canceled. Those records will not be included in the rest of the search process.
b. The records in the batch will also auto-cancel if they include the ID.

8. The application will return to the Batch Search page displaying the status of the process.

SEARCH
9. Click the mbutton to perform the search. If the - button is not
mmtton to refresh the page.

= STAFFID e b, D

visible, click the

UPLOAD BATCH FILE EXTRACT & DOAVNLOAD BATCH

A »| 062015 | 03H2015 ] 147

3182015 16:22 Searcl 104 900 LEA TCMS  Download Search resuhs 1of1 DOVNLOAD

10. The application will return to the Batch Search page displaying the status of the process,
along with the Batch Info link. The application will find one of the following for each record
in a batch:

a. No matching staff - The StaffID column will be blank for these types of records in the
downloaded file.

b. A single matching staff - The StaffID column will contain the State ID of the matching
staff for these types of records in the downloaded file.

c. Multiple matching staff records — The record will be auto-canceled and will not be
listed in the downloaded file.

d. One or more near matching staff records — The record will be auto- canceled and will
not be listed in the downloaded file.
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NOTE: During a search, the StaffiD application will auto-cancel any record having multiple
matching staff records or at least one near matching staff. However, all records auto-canceled
during a batch search are available for download. This file will include a listing of all of the
potential match StafflDs in the comments column. Please see Extracting & Downloading

@J Batch Search Files at the end of this section for further instructions.

) DOWHLOAD )

11. Click the - button to generate the file for download. If the button
. . . FILTER RESULTS
is not visible, click the _ button to refresh the page.

UPLOAD BATCH FILE EXTRACT & DOWMNLOAD BATCH

u - 02182015 b | 012015 C/ 7 FLTER RESILTS

TCMS  Download Search results

sl button in the Next Action

12. Download the search results file by clicking the
column. Doing so will open a File Download dialogue box that enables the user to either

open the file or save it to the local computer.

= STAFFID g ——— 7

Batch

03192015 1429 147 Fila Extract Comgplete 2 @

BACK TD BATCH SEARCH
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13. The format of the downloaded file will be exactly the same as the staff Batch File and each
staff record will include the StaffID that was assigned to that staff.

Viewing Previous Batch Searches

All batch searches submitted by the user will be visible on the Batch Search home page. The page
can be filtered by a specific date range or processing stage to narrow down the results list. To filter
the results, users should select the appropriate date range and/or processing stage. Once the

. FILTER RESULTS .
selections are made, the _ button should be clicked.

= STAFFID g o

UPLOAD BATCH FILE EXTRACT & DOWNLOAD BATCH

a »|  o2neems B oeems M| | wr ‘ FLTERRESILTS O

02015 14-29 Ssarch i 900 LEA PEP Download Search results 2 of 22 DOVMNLOAD

If more than ten batch searches have been submitted, navigation buttons will be available to
access the additional pages.

Displaying 1 - 10 of 12 PAGE 1 OF 2 NEXT = LAST ==
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Extracting & Downloading Batch Search Files
The Extract & Download component can be accessed from within the Batch Search component.

The Extract & Download component is detailed further in the Extract & Download.

To perform an extract and download within the Batch Search component, users should click the

EXTRACT & DOWNLOAD BATCH
button on the Batch Search page.

UPLOAD BATCH FILE o EXTRACT & DOWNLOAD BATCH o

Al » 02Ne2ms 0aNa1s

By accessing the Extract & Download component through the Batch Search
component, the filters specific to the Batch Search will be available. These are:

® Submission Type: The only option for this page will be Search.

® Extract Type: The options are IDs Found — Search, IDs Canceled — Search, Near Match
Details - Search, or Rejected

e Sort: Users can sort by Upload Date or Batch Number

® Batch Search Date: Users can enter a specific date range to filter the results.
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= 5TAFF ID HOME A e

IDs Foiind - Seasch | ™ D2NE2015 : 012018

I3197015 14:29 14 D5 Found - Seanch 2 EXTRACT RECORDS ADD TO DONYRLOAD CART
O3 Br015 16:22 104 Dis Fousd - Saanch 1 EXTRACT RECORDS ADD TO DOWHRLOAD CART

BACK TO BATCH SEARCH VEEWW DOWMLOAD CART

@J Nore: The Near Match Details extract allows users to download the submission record and
: : 0 off

Once the appropriate filters are set, users must click the button to apply the

filter. The page will display the Batch Info link, Status, Record Count, button

ADD TO DOWNLOAD CART
and a button.

Users can download a file for a single batch by clicking or combine multiple

files together by using the Download Cart feature. When the Extract Records button is clicked, the
application will display the file download page allowing the user to download the file.

= STAFFID P S (o 1

Batch
0319/2015 14-29 147 File Extract Complete 2 DOWNLOAD
EXTRACT AMOTHER BATCH |

For more information on using the Download Cart please refer to Download Batch.
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DOWNLOAD > BATCH

About Download Batch
Users can search for staff records with a batch file by clicking the Batch link under DOWNLOAD
from the Main Menu.

STAFF ID This module allows users to:
Filter the list of downloads available

" ek o Home Download a single file previously
ASSIGN uploaded/processed in the application
Enter Online Download multiple file previously
Upload File uploaded/processed in the application

Download files with options
DOWNLOAD
Remove batches from the Download
Cart

Location

View the Download Cart
Some implementations may disable this feature for

Batch certain or all users. In such an instance, the link will
Staff

SEARCH

not appear on the Menu

All downloads in this module pertain to the ID Assignment Process. Below is a list of the seven
types of downloads available, each are by batch:
1. IDs Assigned —includes all of the submission records with the assigned staff identifiers for
the batch.

2. Errors to Fix —includes all of the submission records in the error stage along with an error
message for the batch.

3. Near Matches —includes all of the submission records in the near match stage for the
batch.

4. Canceled - includes all of the submission records which were canceled for the batch.
Rejected — includes all of the submission records which were rejected for the batch.

Fixed Records — includes all of the submission records in the batch that were fixed during
the data validation stage.

7. Near Match Details — includes all of the submission records in the near match stage along
with any matched records in the batch.
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Steps
To filter results displayed on the Extract & Download page, users should perform the following:

1. Click the Download > Batch link on the Menu.
2. Select the appropriate filters. The following filters are available:

a. Submission Type: The options are All, File, Online, SLF, Edit, Web Service, or
Automation.

b. Extract Type: The options are IDs Assigned, Errors to Fix, Near Matches, Canceled,
Rejected, or Fixed Records.

c. Sort: Users can sort by Upload Date or Batch Number.

d. Batch Upload Date

3. Click the button.

= STAFFID T ——
Allardown Schoal Deatnct | 900 | -
Al - D Asssgmed - D215 | 03162018 9 Upload Date Desc -

0311972015 1403 A sagriad 1 EXTRACT RECORDS ADD TO DOWNLOAD CART

0311972015 10:38

IDys) Assigned 1 EXTRALT RECORDS ADD TO DOVWNLOAD CART

03192015 10:38

LEA IDq=) Assigned 1 EXTRACT RECORDS ADD TO DOWNLOAD CART

4. Once the filters are applied, proceed to the Downloading a File instructions below.

5. Users can also get details about the submission the download is for by clicking the link in
the Batch Info column.
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Downloading a File
The application allows users to download a single file from the Download Batch component. To

download a single file, users should perform the following steps:

1. Perform steps 1 through 5 from the above Filtering the List of Downloads section.

2. Click the button for the appropriate batch.

Allaricn Schood Dirict | 900

All E |Dis Assigned = D2ME2015 -_. 032015 : Ugload Date Desc "‘ FILTER RESULTS

03192015 1400 900 EA ID{z) Assigrad 1 EXTRACT RECORD S AL TO) DOVYRL OAD CART
o —
03N2015 1038 00 EA IDyz) Assigrad 1 EXTRACT RECORDS ADD TO DOVWNLOAD CART

031972015 1038 900 LEA ID{s) Assigned ADD TO DOVNLOAD CART

DOWHLOAD
3. Download the file by clicking the - button in the Next Action column. Doing so
will open a File Download dialogue box that enables users to either open the file or save it

to your local computer.

Represents the
| total number
of detail
records in this
Batch download.

Q4182015 1403 O File Extract Complele ®

1
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4. Once the file is downloaded, users can return to | extracT anoTer BATCH "act another batch.
To extract another batch, users should click the button.

NOTE: The file downloads in the defowlt file format configured applicotion-wide. If yvou wish
@ to download in a dgﬁ‘erenrﬁfefﬂmm!; yau must use the Downlood with Options
functionaiity.
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Downloading Multiple Files

The application also allows users to download multiple files from the Extract & Downloads
component. To download multiple files, users should perform the following steps:

1. Perform steps 1 through 5 from the above Filtering the List of Downloads

section.
. ADD TO DOWNLOAD CART .
2. Click the _ button for the appropriate batch.

Allentcwn School District [ 900 ] ot

Al - D5 Assagrad «| 02162015 | AM1W2015 C Upload Dale Desc | m

| ADD TO DOVWNLOAD CART

0392015 14:03 400 LEA Ds) Assigned 1 EXTRACT RECORDS
032015 10038 125 900 EA Dis) Assignad 1 EXTRACT RECORDS
D3R2015 10038 900 LEA D(s) Agyrangd 1 EXTRACT RECORDS ADD TO DOWNLOAD CART

ADD TO DOMWNLOAD CART

&
i
v
¥

3. The application will display a Download Cart page listing all batches that have been added
to the cart along with information regarding the upload date, batch number, and record
count. Users can also download the files in the cart, download with options, return to the
Extract & Download page, remove selected records from the cart, and clear the cart.

m STAFFID A, T T RS

- ID=s Assigned Extract Type

03192015 10038

0319/2015 14:03

|I BACK TO EXTRACT & DOWHLOAD CLEAR CART REMOVE SELECTED DOWWNLOAD WATH OPTION S DOMWHLOAD CART

Each rowin the list represents a different batchthat
was added to the download cart.

4. To continue adding batches to the cart, click the | BACKTOEXTRACT & DOWNLOAD {4 \tton,
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5. Repeat steps 1 through 4 as necessary until all files are added to the cart.

6. The Download Cart will not allow users to download batches together in one file if the File
Format versions are different between the batches.

m STAFFID b

- IDs Assigned Extract Type

WARNING:

042902015 14:50 9

43002015 13:09 123

BACK TO EXTRACT & DOWHLOAD CLEAR CART REMOVE SELECTED

7. If there are no errors with the files placed in the Download Cart, the application will allow
the batches to be downloaded. All of the batches in the Download Cart will be combined
into one file. Files using different File Formats cannot be combined.

m STAFFID e r—

- IDs Assigned Extract Type

BACK T EXTRACT & DOWHLOAD CLEAR CART REMOVE SELECTED DOVHLOAD WITH OPTION S DOANLOAD CART

8. Click the button to generate the download file.

9. Download the Download Cart file by clicking the button in the Next Action
column. Doing so will open a File Download dialogue box that enables users to either
open the file or save it to your local computer.
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m STAFFID

Batch 125, 145

Downloading with Options
The Download with Options functionality allows users to select specific download options, such
as field delimiter, field qualifier, date format and whether or not to include the header/footer in

the file. To use this functionality, users should perform the following steps:

1. Repeat steps 1 through 5 from the Downloading Multiple Files sections above.

|
2. Click the button on the Download Cart page.

- IDs Assigned Extract Type

T & DO D REMOVE SELECTED ‘ DAL OAD WATH DR TION ’ DOwVL CAD CART
e —

3. The Download Options page will display the available selections in a form, allowing the
user to select specific download options. Users can choose from the following options:
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= STAFF ID HOME Jay. Sothirajah, Department of Education

Multiple Batches

DOWNLOAD OPTIONS

Template: eScholar Unig-ID®v3.0 ﬂ
Delimiter: TAB ﬂ
Qualifier: j
Date Format mmiddiyyyy ﬂ
Include Header/Footer. () Yes ® No

a. Template: eScholar Staff-ID® v3.0
b. Field Delimiter: The options for this selection are Tab or Comma.
c. Field Qualifier: The options for this selection are “and”.

d. Date Format: The options for this selection are:
e mm/dd/yyyy
e mm/d/yyyy
e SO YYYY-MM-DD
e m/d/yyyy
e m/dd/yyyy

Norte: The selected date format is not applied to the Errors To Fix and Canceled Extract Types.
These dates will be extracted in the format that they were submitted. Since the dates for these
@ Extract Types could be invalid, the application must extract the data as it was submitted.

e. Include Header / Footer. The options for this selection are Yes and No. When No is
selected, the header and footer will not be included in the extracted filed.

4. Select the download options.

5. Click the button.

Removing Batches from the Download Cart
To remove individual batches from the cart, select the checkbox(es) to the left of the batch and

REMOVE SELECTED
then click the _ button.
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) CLEAR CART
To remove all batches from the cart, clickthe — button.

STAFF ID

el et e e o

- IDs Assigned Extract Type

BACK TO EXTRACT & DOWHLOAD CLEAR CART @ DOWNLOAD WITH OPTIONS DOV OAD CART

Viewing the Download Cart

VIEW DOWNLOAD CART )
The Download Batch main page contains a _ button that allows users to view
all batches currently stored in the cart. To view the contents of the Download Cart, users should

VIEW DOWNLOAD CART
cick the KN bution,
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STAFFID e

E (3
=

Alberdcwn School District | 500 | F
Al & i0n Aaaigred -: AH182015 = G015 | Upload Dabe Dese | =

031972015 14.03 145 900 LEA 1Dz} Assigned 1
03182015 10,38 500 LEA D) Assigned 1 EXTRACT RECORDS
0318/2015 10,38 124 900 LEA Dz} Assigned 1
Q31972015 10:38 900 LE& 1Dz} Assigned 1
0318/2015 10.38 121 900 LEA D) Assigned 1
031972015 10.38 120 900 LEA D) Assigned m
031972015 07 24 104 900 LEA IDys) Asnigned .
Displaying 1 - B d B PAGE 108 4

=

The application will display the Download Cart page, allowing the user to download files, remove
files or to clear the cart as described in this section.

e e

Dow | Cart - IDs Assigned Extract Type

03192015 10038 124

0015 1403 145

BACK TO EXTRACT & DOVRNLOAD CLEAR CART | REMOVE SELECTED DOMWHLOAD WATH OPTIONS DOWNLOAD CART
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DOWNLOAD > LOCATION

About Download Location

The Download Location component allows users to download all of the staff records from a
specific district or school, rather than by batch. This component is only available to authorized
users and is restricted only to the locations the user has access to.

STAFF ID Users can search for staff records with a batch file by
clicking the Location link under DOWNLOAD from the
<< Back to Home Main Menu.
ASSIGN

This feature will allow user to perform the

cater Onling following actions:

Upload File Search for a location.
DOWNLOAD Download staff records from a specific
Batch location.

Some implementations may disable this feature for
SEARCH certain or all users. In such an instance, the link will
Batch not appear on the Menu.

Staff

Searching for a Location
The Download By Location component allows users to search for a specific location within the

application. This is especially helpful when the list of available locations is large. To search for a
specific location, users should perform the following steps:

1. Click the Download By Location link on the Menu.

2. The application will display a list of districts and locations / schools that the user has
access to on the Download By Location details page. This page includes the District Code,
School Code, Agency Name, a Download button and the ability to search locations.

eScholar StaffID User Guide99Last Revised: July 17, 2024



= STAFF IDHOME iy Sofirajab, Deparimaes of Education

Location

Depariment of Education T2 ‘ FILTER RESIALTS .

Disgalaying 1 -1 of § PRGE

3. The search feature allows users to search by the district code, school code or agency
name.

4. Enter the text to search for in the Search form.

a. When a number is typed into the search form, the application searches for all of the
districts and schools with that code.

b. When partial numbers are typed into the search form, the application searches for all
of the districts and schools with that partial number.

c. When text is used, the application searches for all of the agency names matching the
search phrase.

NOTE: Based on items a through ¢ above, the more detailed the search phrase the finer the
@J search. Typically, less results are displayed when more numbers or text are included in the

FILTER RESULTS

5. Click the button.

6. The application will display the results on the Download Location details page.
7. To fine tune the search, add addition search text / numbers as needed.
8

Proceed to the Downloading Location section below.

Steps
To use the Download Location component, users should perform the following steps:

1. Follow steps 1 through 7 above.
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2. Click the button for the agency to be extracted

STAFF ID HOME 5y boturagak, Deparrmeat of Dfacation

Location

Deparmen! of Educaton vl FILTER RESILTS.

3. The application will display a Download Options page.

STATE ID 0000supr, Allentown School District

Multiple Batches

DOWNLOAD OPTIONS

Template eScholar Unig-ID@v2.1 |Z|
Delimiter: TAB |z|
Qualifier |z|
Date Format mmiddinay |Z|

Include Header/Footer @ Yes @ Mo

| BACK | DOVWHNLOAD

6. The Download Options page will display the available options in a form, allowing the user
to select specific download options. The step for Downloading with Options for Download
By Location is the exact same as the Extract & Download - Download with Options section
above. Users can select from the following options:

a. Template - eScholar Staff-ID® v3.0

b. Field Delimiter: The options for this selection are Tab or Comma.

c. Field Qualifier: The options for this selection are “and”.
d. Date Format: The options for this selection are:
e mm/dd/yyyy

e mm/d/yyyy
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e ISO YYYY-MM-DD
e m/d/yyyy
e m/dd/yyyy

e. Include Header / Footer: The options for this selection are Yes and No. When No is
selected, the header and footer will not be included in the extracted file.

4. Select the appropriate download options.

5. Click the button.

6. The Download Location download page will be displayed. Click the here link in the Status
column.

STAFF ID HOME jay.Sothirajah, Department of Education

Location

File Exiract Complete. V] DOWNLOAD
EXTRACT ANOTHER LOCATION

EXTRACT ANOTHER LOCATION
7. Click the button to return to the Download Location page.
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LOG OUT

About Log Out
The Log Out link on the Main Menu allows users to log off of the application. Once the Log Out

link is clicked, the application will close the user session and would require the user to login to
re-access the application. This link should be clicked every time the user wants to log off of the
application. If the Log Out link is not clicked, the application will also automatically exit the
application after inactivity in the browser. This is enforced for security purposes.

ASSIGN
Enter Online
Upload File

DOWMLOAD

SEARCH
SBatch

Person
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CHANGE DISTRICTS
About Change District

Lhpm can change the r cureent lecticn
STAFF lD HO“E bry chelong the :;um LEA Cpoedu hink.

iibcheT WADIRE i Tha: Adiven WA
< Back to Home

Thin fesiura allown usare in
Charge & drtncl istection,

ASSIGN MANAGE SYSTEM MORE
En ine Change LEA Code>

T il eSS 1D
BRERCEEL 1D [RANgE the

Up Current Use surment urict refereace
List Downloads L Saarch for the diilnel
DOWNLOAD Reports :
Hateh Security M Search input Record h
Security Manager Search Input Record N
Location o, M P
Sync Manage:
- . DIRECTMATCH "
SEARCH System Properties ) ) o
— View System Summary Dashboard :
Staf MANAGE IDs d
Duplicate Queue .
Retire An ID !
Review Duplicate 1D '
ew Shared ID T
Separate Shared IDs 1
&
Log Out -

This component is enabled / disabled per role within the Admin Components section in Security
Manager. It is typically available to the Multi District and Multiple District with Specific School user
roles who are authorized to change districts.

Changing a District Selection — Steps

The application requires users to work with only one district at a time. A user’s Current Location
determines the district he/she can work with. For those users who have access to two or more
districts, the Change District module allows them to switch between districts for uploads/person
entry. To change districts, users should perform the following steps:

= STAFF |D HOME ey Sothiragen, Department of Education

CHANGE LEA CODE
Diepartmens of Educasion [SEA LEA] )

1. Select a district from the District dropdown list to change the current district.

SELECT THIS DISTRICT
> Clckthe MMM b.ton.

eScholar StaffID User Guide104Last Revised: July 17, 2024



Searching for a District - Steps
To search for a district within the Change District component, users should perform the following
steps:

= STAFFID HOME 3y Sethirajan, Department of Education

CHANGE LEA CODE

)

Degertrest of Education [SEALEA] v
CLEAR SELECT THIS LEA CODE

1. Enter the district name or the district code in the Search textbox on the Change District
component page. Partial district names or codes can be used for right truncation
searches.

For example, searching for Allen returns all districts names or codes that
begin with Allen.

-
2. Click the button.

3. The application will display a page listing all of the districts that match the search criteria.
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NEAR MATCH NOTIFICATIONS

The StaffID application allows System Administrators to configure and schedule near match
notifications at the school and district level. Email notifications will be sent to the school and/or
district designee based upon the schedule defined by the System Administrator. The
school/district designee is stored in the application along with other school and district
information.

When the designated staff receives a Near Match Notification, the email will include
instructions/details about the pending near match process and will also attach a report
summarizing the pending near matches. Any time there is a count greater than 0 of pending near
matches, the designated staff will receive a notification. It is important, therefore, to resolve
pending near matches as described above. People receiving these near match notifications may
need to adjust their mail filtering options to receive the emails.
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AUTOMATIC FILE PROCESSING (AFP)

When files are submitted via AFP, users will have an opportunity to review and resolve pending
near matches and other tasks based upon permissions. Please refer to the appropriate sections

throughout this guide for resolving near matches, data validation issues and other details as
needed.
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APPENDIX A — BATCH INFO WINDOW

Throughout the StaffID application, users can view detailed information about a particular
submission by clicking on the Batch Number listed in the Batch Info column:

= STAFFID HOME EPIPTSE S a—

Algrown Schoal Datrct [ 009 ] i

u - It *| 03312015 T 4n02015 5 Upioad Date Desc | = m

4 2015 13- 11 niline 24 3 EA pEp ) Assigned 1af1 DONVRIL DunD UINIG I

The Batch Info window that pops up contains four sections/tabs:

Batch Statistics
Processing Info
Download Info
General Info

PwwnNPE
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Batch Statistics Tab
The Batch Statistics tab will display where each record in a submission is within the ID Assignment
Process or a Batch Search:

i Batch 122

STATISTICS PROCESSING DOWNLOADS GENERAL

IM ACCIAMMERNT i

New ID Assigned During Match Resolution Stage 2

Person Found and History Created During Assign |ID Stage 1

CLOSE WINDOW

Records will be grouped by status and ID Assignment stage. Please see Appendix D for a list of all
statuses and their groupings.
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Processing Info Tab
The Processing Info tab will display a timeline of each step in the ID Assignment Process or a Batch
Search:

Batch Information: Batch 122

STATISTICS PROCESSING DOWNLOADS GENERAL

Validation Started 04/30/2015 12:44:25 PM
Upload Completed 043072015 12:44:25 PM
Validation Completed 04/30/2015 12:44:26 PM
Assignment Started 04/30/2015 12:44:31 PM
Assignment Completed 04/30/2015 12:44:31 FM
Resolve Near Match Started 04/30/2015 12:50:53 PM

Resolve Near Match Completed  04/30/2015 01:19:08 PM

CLOSE WINDOW

Each step except for the Upload step will contain a start date/time and an end date/time.
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Download Info Tab

The Download Info tab will display information about who downloaded the IDs for the submission
and when the download occurred. Each time someone downloads IDs for a particular batch, a
new entry will appear in the list:

Batch 122

STATISTICS PROCESSING DOWNLOADS GENERAL

sUperuser 04/30/2015 01:25:30 PM

CLOSE WINDOW
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General Info Tab
The General Info tab will display basic information about a submission:

Batch 122

STATISTICS PROCESSING DOWNLOADS GENERAL

Batch Number 122

Submission Type File

Batch Status ID CREATION COMPLETE
LEA 009

School/Site Code LEA

Extract Date 0311072004
Extract File 009valid3.txt
Transmission ID N/A

Creation User ID superuser
Creation Date 0473072015
Total Records 3

Record Delimiter

Header Delimiter 0x09
File Version 2.1
Source System 515

CLOSE WINDOW
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APPENDIX B — BATCH RECORD STATUSES

Below is a list of all possible statuses that an individual record can have. A record status indicates
exactly where in the ID Assignment or Batch Search process a particular record is. Included in the
list are the Status Title, a Description, and what the Grouping for the particular record is. The
actual Status Titles can be found in the application whenever a user clicks the Batch Info link in
the Batch Info column.

Status Message (used in output file)

Canceled During Fix Errors Stage

New ID Assigned - No Matching Record Found

Ready to Resolve Near Matches/Duplicates

New ID Assigned During Match Resolution Stage

Person Found and History Created During Match Resolution Stage

Canceled During Match Resolution Stage

Person Found and History Created - Exact Match

Person Found but No Change in Data - Exact Match

Canceled During Data Validation Stage - ID Contained in Record Not Found in System

Canceled During Data Validation Stage

Canceled During Assign ID Stage

Person Found During Assign ID Stage but History Not Created
Person Found During Match Resolution Stage but History Not Created

Person Found and History Created During Assign ID Stage
Existing ID Assigned During Match Resolution Stage - No Exact Match

New ID Created During Match Resolution Stage - No Exact Match
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APPENDIX C— CANCELED RECORDS ERROR MESSAGES

Canceled Record Comments

When a record cancellation occurs, the application will include the reason for cancellation in the
Record Comments field in the output file. If a required field is not submitted, the application will
return the field name and “is not present” in the Record Comments. If a field does not match the
field specifications such as length, data type, or valid values, the application will return the field
name and “is not valid ()”. The invalid value is provided in the parenthesis. Examples of Canceled
Record Comments are as follows:

Canceled Record Comments

Alternate ID is invalid at validation.

Date Of Birth is not present.

Date Of Birth is not valid.(XXXinvalid valueXXX)
District Code is not present.

District Code is not valid.(XXXinvalid valueXXX)
First Name is not present

First Name is not valid.(XXXinvalid valueXXX)
Gender is not present.

Gender is not valid.(XXXinvalid valueXXX)
Classification Level is not present

Classification Level is not valid. (XXXinvalid valueXXX)

Last Name is not present.

Last Name is not valid.(XXXinvalid valueXXX)

Local staffID is not present.

Local staffID is not valid.(XXXinvalid valueXXX)
Middle Name is not valid.(XXXinvalid valueXXX)
Name Suffix is not valid.(XXXinvalid valueXXX)
Race/Ethnic Code is not present.

Race/Ethnic Code is not valid.(XXXinvalid valueXXX)
Residential District is not valid.(XXXinvalid valueXXX)
School Code is not present.

School Code is not valid for the specified district.(XXXinvalid valueXXX)
School Year is not present.

School Year is not valid.(XXXinvalid valueXXX)

SSN is not present.

SSN is not valid.(XXXinvalid valueXXX)
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Canceled Record Comments
User is not authorized to submit staff for the specified district.(XXXinvalid valueXXX)

Record Type is not present.

Record Type is not valid.(XXXinvalid valueXXX)

Data not valid in a customer defined field.

Alternate Last Name is not valid.(XXXinvalid valueXXX)
Alternate Last Name is not present.

Data not present in a required customer defined field.
Alternate source is not present.

Alternate ID is not present.

(XXXinvalid valueXXX) = the actual invalid value. For example, School Year is not valid (2A09)

* The exception to this rule is if the field includes the word “Current”. The message will not
include “Current” in the message.
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APPENDIX D — BATCH SEARCH FILE FORMAT V3.0

Batch Search uses the same file format/structure as the File Format for ID assignment processing,
but offers less restrictive options on required fields. Since the data submitted in the Batch Search
file is used to identify matches, it is important to include as much detail as possible. Although date
of birth and gender are not required, the data should be submitted when available to produce the
most reliable results. Batch File Format v3.0 is the current format being used.

Louisiana StafflD v3.0 Upload Format

File Name
The filenames of the Staff Batch File can contain upper/lower case alphanumeric characters,
periods, underscores, or hyphens. Spaces and any other special characters are not allowed.

Record Types
The Staff Batch File should contain three different categories of information. The three categories
of records are:

e Header Record
e Detail Record
e Trailer Record

The Header and Trailer record should be delimited by a single tab or space character. The Trailer
should have no empty spaces or data after the last Trailer column.
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Header Record Layout

e The header record should always be the first record.
e Each of the fields should be delimited in the header by the field name referenced below.
e The header record contains the following fields:

Field Name Delimiter Required [Data Type Notes/Format Details

Record Type Yes Char (2) Always ‘TH’.
Can be in one of the following formats:
mm/dd/yyyy

Extract Date Yes Date (10) m/d/yyyy
mm/d/yyyy
m/dd/yyyy

Extract Time Yes Time (8) Must have a ‘hh:mm:ss’ format.
This number can be utilized by the submitter for

Transmission ID Yes VarChar (10)  [auditing as an identifier for
the submission.

Version Yes Char (3) Always ‘3.0’
Should be the character literal or the hex
representation of the delimiter that is used in the
detail records (either tab or comma). For a comma
delimiter, the character literal would be

L o ‘delimiter=," and the hex representation would be

Delimiter delimiter=" |Yes VarChar (4) ‘delimiter=0X2C’. For a tab delimiter, it is
recommended that the hex representation be used.
In that case, it would be ‘delimiter=0X09’.

Source Name source= Yes VarChar (3) This should be a valid source system name. Batches
will fail if the source name is not defined as in the
Source System table. System administrators manage
the Source System table.
Examples:
PEP CCCBC
TCMS NSECD
Compass

N N Should be the text or the hex representation of the
Text Qualifier qualifier= No text qualifier that is used in the detail records.

(Double Quote only)
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Batch Indicator

batch_indica
tor=

No

The system will accept D for batch level indicator. D
indicates an LEA Level File.

Trailer Record Layout

e The Trailer record should always be the last record in the file.

e The Trailer record should be delimited by a single tab or space character and there should
be no extra spaces or data after the last column in the Trailer Record.

e The Trailer record contains the following fields:

Field Name Required Data Type Notes/Format Details
Record Type Yes Char (2) Always ‘TT'.
Transmission ID Ves VarChar (10) An arbitrary number. Should match the Transmission ID in
the header record.
Number of records in the file, including the ‘TH’ and ‘TT’
Number of Records  |Yes VarChar (10) records. The value should be left aligned and not have any

trailing spaces.
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Detail Record Layout

The detail records should appear between the header and trailer records.
Each of the fields should be delimited even if data is not available for certain fields.
These records should represent individual Staff data and should contain the following

fields:
# [Field Name Required [System-Data [Usedfor |Notes/Format Details
type Matching

1 |Record Type Yes Char(2) n/a Always ‘ID’.

2 [School/Site Code Yes Char(6) No School the staff has been assigned.

3 |Residing District Code No Char(2) No This is the 2-digit parish/city code of
the public School District (attendance
zone) in which staff lives (01-69).

4 [Last Name Yes VarChar(60) Yes Full legal last name of the person.

5 |First Name Yes VarChar(60) Yes Full legal first name of the person.

6 [Middle Name No VarChar(60) Yes Full legal middle name of the person.

7 |Name Suffix No VarChar(10) No Name suffix to be one of the following
values: Jr, Sr, and roman numerals | —
XV, Esq.

8 |Gender Yes Char(1) Yes Gender must be one of the following
values:
M - Male, F - Female.

9 |[Date of Birth Yes VarChar(10) Yes Can be in one of the following formats:
mm/dd/yyyy
m/d/yyyy
mm/d/yyyy
m/dd/yyyy
yyyy-mm-dd
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Field Name

Required

System - Data
type

Used for
Matching

Notes/Format Details

10

Classification Level

Yes

Char(2)

No

State defined employee status code

Source: PEP

01 — School Board Employee

02 — Post Secondary Employee

03 — Contracted Professional Services Person
04 — Third Party Contract Employee

05 — State Employee (Classified)

06 — State Employee (Unclassified)

07 — Resident Teacher

11

Local StaffID

Yes

VarChar(20)

No

ID used in the local school/site/submitting
system to uniquely identify the Staff. This
field should NOT be used for Social Security
Number.

12

Social Security Number

Yes

Char(9)

Yes

SSN is required for matching.

13

Race/Ethnicity

Yes

Char(6)

No

The Race/Ethnicity codes represent the
Hispanic Indicator and 5 race codes. The
position of the Hispanic Indicator and 5 race
codes are fixed. For each position, indicate
N=No and Y=Yes as follows:

1* Position: HI7 - Hispanic Indicator

2" position: AM7 - American Indian or
Alaskan Native Indicator

3" Position: AS7- Asian Indicator

4t position: BL7 - Black Indicator

5% Position: PI7 - Native Hawaiian or Other
Pacific Islander indicator

6™ Position: WH7 - White Indicator
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Field Name

Required

System - Data
type

Used for
Matching

Notes/Format Details

14

State StafflD

No

Char(10)

No

This is the Louisiana StaffID assigned to the
staff. This value should be null if the staff has
not yet been assigned a StaffID in the
eScholar Secure ID system.

Once a StafflD has been assigned, all

subsequent submissions for that staff should
include this value.

15

LEA Code

Yes

Char(3)

No

LEA / Sponsor code assigned by LDOE

16

Ending School Session Year

Yes

Char(4)

No

Must be in the ‘YYYY’ format. School year
calendar runs from 7/1 to 6/30. Any date that
falls within that timeframe uses the ending
year.

Example: School year 7/1/2024 - 6/30/2025
results in Ending school session year of 2025.

17

Alternate Last Name

No

VarChar(60)

Yes/No

This field should be used for the birth date,
surname, alternate last name, or former last
name of the staff. Blank submissions are
ignored if an Alternate Last Name was
previously submitted.

To clear an Alternate Last Name, the word

NULL in all capital letters must be supplied
during submission for this field.

18

Alternate ID

No

VarChar(50)

No

For StaffID: ID used in the system defined in
the Alternate Source field. If Alternate Source
is provided, this field is required.

19

Alternate Source

No

VarChar(60)

No

For StaffID: Source Name for the Alternate ID
field. Can be used to track additional local
identifiers. If Alternate ID is required, this
field is required.

Examples:
PEP CCCBC

[TCMS NSECD

Compass

20

State UserID

No

VarChar(60)

No

This field is used for EdLink security for
approved users who need access to EdLink
360.

21

Staff Email

No

VarChar(60)

No

Staff email address.

22

RESERVED

No

VarChar(25)

No

Not Used by LDOE. Leave this field blank.

23

RESERVED

No

VarChar(25)

No

Not Used by LDOE. Leave this field blank.

24

RESERVED

No

VarChar(25)

No

Not Used by LDOE. Leave this field blank.
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25 |RESERVED No VarChar(25) No Not Used by LDOE. Leave this field blank.
26 |RESERVED No VarChar(25) No Not Used by LDOE. Leave this field blank.
# [Field Name Required [System - Data [Used for  |Notes/Format Details
type Matching
27 [RESERVED No VVarChar(25) No Not Used by LDOE. Leave this field blank.
28 [RESERVED No Date No Not Used by LDOE. Leave this field blank
29 [RESERVED No Numeric(25) No Not Used by LDOE. Leave this field blank
30 | RESERVED No Varchar(25) No Not Used by LDOE. Leave this field blank
31 |[RESERVED No VarChar(4) No Not Used by LDOE. Leave this field blank
32 |[RESERVED No VarChar(10) No Not Used by LDOE. Leave this field blank
33 |[RESERVED No VarChar(10) No Not Used by LDOE. Leave this field blank
34 |RESERVED No VarChar(10) No Not Used by LDOE. Leave this field blank
35 |[RESERVED No VarChar(10) No Not Used by LDOE. Leave this field blank
36 |RESERVED No VVarChar(10) No Not Used by LDOE. Leave this field blank
37 |RESERVED No Varchar(60) No Not Used by LDOE. Leave this field blank
38 |[RESERVED No Varchar(100) No Not Used by LDOE. Leave this field blank
39 |[RESERVED No VarChar(60) No Not Used by LDOE. Leave this field blank
40 |RESERVED No VarChar(50) No Not Used by LDOE. Leave this field blank
41 [Street Address (Physical) No VarChar(50) Yes Physical Street Address of the Staff
42 [Street Address 2 (Physical) [No VarChar(30)  |Yes Physical Address 2 (e.g. Apartment #)
43 |[City (Physical) No VarChar(30) Yes Physical City Address of the Staff
44 |State (Physical) No Char(2) Yes 2 Letter Abbreviation code of the State
Where the Staff lives.
Example: LA — Louisiana
45 (Zip Code (Physical) No Char(9) Yes Physical Zip Code of the Staff’s Address 5
digits - or - 9 digits (last 4 cannot be all
zeroes)
46 |RESERVED No VarChar(22) No Not Used by LDOE. Leave Blank
47 |RESERVED No VarChar(20) No Not Used by LDOE. Leave Blank
48 |RESERVED No datetime No Not Used by LDOE. Leave Blank
49 [RESERVED No VarChar(20) No Not Used by LDOE. Leave Blank
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|50 RESERVED No VarChar(20) No Not Used by LDOE. Leave Blank

|51 RESERVED No VarChar(125) |No Not Used by LDOE. Leave Blank

|52 RESERVED No VVarChar(25) No Not Used by LDOE. Leave Blank

|53 RESERVED No VVarChar(20) No Not Used by LDOE. Leave Blank

|54 RESERVED No VarChar(2) No Not Used by LDOE. Leave Blank

# |Field Name Required [System -Data |Used for |Notes/Format Details

type Matching

55 |Submission Purpose Yes Char(3) No This field should always include code 001 on
all submissions.
001 — Assignment

56 |Person Type Yes Char(2) No This field should always include code 02 on
all submissions.
102 — Staff

57 |RESERVED No VarChar(1) No Not Used by LDOE. Leave Blank

58 [|RESERVED No VarChar(100) [No Not Used by LDOE. Leave Blank

59 [RESERVED No date No Not Used by LDOE. Leave Blank

60 |RESERVED No Varchar(2) No Not Used by LDOE. Leave Blank

61 |[RESERVED No VarChar(100) |No Not Used by LDOE. Leave Blank

62 |RESERVED No Varchar(1) No Not Used by LDOE. Leave Blank

63 |RESERVED No datetime No Not Used by LDOE. Leave Blank

64 |[RESERVED No Numeric (10.2) |No Not Used by LDOE. Leave Blank

65 [RESERVED No \VVarchar(25) No Not Used by LDOE. Leave Blank

66 [RESERVED No \Varchar(100) |No Not Used by LDOE. Leave Blank

67 [RESERVED No \VVarChar(100) |No Not Used by LDOE. Leave Blank

68 |[RESERVED No VarChar(100)  [No Not Used by LDOE. Leave Blank

69 |RESERVED No VarChar(100) |No Not Used by LDOE. Leave Blank

70 |Active Location Count No Numeric(4,0) |No This field is the internal number of current
active locations for the ID Record Type and is
provided as a number count in the output
file.
This field should be blank on input.
[Any values on input will be ignored.

71 |RESERVED No datetime No Not Used by LDOE. Leave Blank
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72

Match Score

No

VarChar(3)

No

This field is used to provide the Match Score
for records that are a Match or Near Match
only.

This field should be blank on input.
Any values on input will be ignored.

73

ID Record Status

No

VarChar(255)

No

This field is the internal transaction status
result for the record and is provided in the
output file.

This field should be blank on input.
IAny values on input will be ignored.

Field Name

Required

System - Data
type

Used for
Matching

Notes/Format Details

74

Location Status

No

VarChar(255)

No

This field is the internal transaction status
result for the Location record and is provided
in the output file.

This field should be blank on input.
Any values on input will be ignored.

75

Event Status

No

VarChar(255)

No

This field is the internal transaction status
result for the Enrollment Event record and is
provided in the output file.

This field should be blank on input.
[Any values on input will be ignored.

76

Record Reference Number

No

VarChar(12)

No

This field is the internal transaction identifier
for the record as part of the output file.

This field should be blank on input.
[Any values on input will be ignored.

77

Last Updated User ID

No

VarChar(50)

No

This field is provided in the output file.

This field should be blank on input.
Any values on input will be ignored.

78

Record Update Date

No

VarChar(10)

No

This field is the last update for the record and
is provided in the output file.

This field should be blank on input.
Any values on input will be ignored.

eScholar StaffID User Guide124Last Revised: July 17, 2024




APPENDIX E — STAFF SPLIT ID AND RETIRE ID TEMPLATES

Split ID - Two different staff may have inadvertently been assigned the same StaffID. This situation
occurs when a user accidentally selects “Assign ID” instead of “Create ID” while resolving near
matches. The system allows authorized administrators to separate IDs i.e. split the ID. The Split ID
request form is located in the eScholar Support page. Please complete the Split IDs request form
and mail it to Wanggan.Yang@|a.gov.

Retire ID - The same person may have inadvertently been assigned two StaffIDs. This situation
occurs when a user accidentally selects “Create ID” instead of “Assign ID” while resolving near
matches. The system allows authorized administrators to retire IDs. The Retire ID request form is
located in the eScholar Support page. Please complete the Retire IDs request form and mail it to

Wanggan.Yang@la.gov.
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APPENDIX F — UPDATE HISTORY

03/10/2020 o Staff ID was changed to StaffID throughout the document
e Student was changed to Staff in Appendix D
03/11/2020 e The year on the cover page was changed from 2020-2021

to 2022-2023

e Information about StaffID Split ID and Retire ID was added
to Appendix E

e Appendix F was made the Update History

05/01/2020 e Added no match, near match and match probability

e Added data collection chart

e Added eScholar StaffID URL and user account information

06/01/2020 o SSN was changed from not required to require for matching
06/30/2020 e FAQ section added to Appendix F

e Appendix G became Update History
07/01/2021 e Added links for eScholar FTP

e Added links for Security Coordinators User Admin Portal
and instructions

e Changed the update date from July 1, 2020 to July 1, 2021

e Added links to SplitID and RetirelD templates

11/12/2021 e Updated the StateUserID field from varchar 25 to 60 in

Appendix D field # 20

Appendix F - FAQ section was removed to become a

stand-alone document

Appendix G — Updated History was renamed to Appendix F

08/30/2023 e The year on the cover page was changed from 2022-2023
to0 2023-2024

e Changed the update date from July 1, 2021 to August 30,
2023

07/17/2024 e The year on the cover page was changed from 2023-2024
to 2024-2025

e Changed the update date from August 30, 2023 to July 17,
2024

e Staff Email field was added to column #21.

e Updated Appendix E link.

07/01/2022
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