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Introduction

Welcome to the Virginia Educational Information Management System (EIMS) Procedure Guide
for File Management. This guide shows authorized users how to perform the following activities:

Upload demographic Student Record Collection (SRC) files into EIMS
Upload Student Schedule Collection (SSC) files into EIMS

View data file transmission status

View data file errors for correction and re-transmission

View student files that need resolution

Resolve student records using the match and merge process

Download error free demographic files into your local SIS

NOOAWONE

The Procedure Guide for File Management provides a step-by-step process for completing distinct
File Management tasks. Each of these tasks is identified in the Table of Contents.

About this Guide

Scope

The Virginia EIMS File Management guide has two basic components: (1) file administration for
management of file transmissions and (2) student resolution for the management of student records
that are new or that need to be matched to a student record already in the system.

Access to Administrative Functions

Access to the various administrative functions described in this guide is based on authorizations
assigned by the Virginia Department of Education or Division EIMS Project Managers.

P Not all users will be authorized to perform all of the file management functions described
in this guide. If you are not authorized to perform a particular administrative function, an
onscreen message will appear when you attempt to access a task, and you will not be able to
complete that task. If you feel you should have access, please contact your Division EIMS
Project Manager.

Procedure Guide for File Management Page 4



Management of File Transmission

Logging In

1. Enter www.pearsonaccess.com into your browser to go to PearsonAccess.

PearsonAccess.com

Everything Starts Here.

SELECT YOUR PROGRAM:

Virginia j
llinois =
Maryland
Minnesota
Mississippi
MNursing
Qklahoma
ReadiStep
Reference

ma\
exas

ccess, your onling connection to Pearson products and services. To get started, simply select your program
u and enter your secure personal identification information. After being redirected, bookmark your home

Enjoy your PearsonAccess experience!

2. See the figure above. Select Virginia from the drop down window
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3. See the figure below. Click on the Log into PearsonAccess button on the bottom left-hand side

of the screen.

PearsonAccess

Virginia

m Support ]’ Training Center T ePAT ]

PearsonAccess

» Order test materials

» Create, deliver, score and report
assessments

» Online and paper-based testing

» EIMS data and reports on K-12
education

.Log into PearsonAccess 3"

Perspective for Educators

» Visit the new home of Mentar

Goto Perspective for Educators
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Related Links
\irginia DOE Heme Page
\irginia School Report Card

Conferences and Training

Mo Conferences and Training
Scheduled
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4. See the figure below. The Login screen below will open. Enter your User Name and Password in
the appropriate fields and click the Login button

Please login...

Welcome to the Department of Education’s assessment services web site.
Please log in to access these semnices.

User Name:

Password:

Login | Cancel

Beset vour password
Meed help signing in?

If you are entering the system for the very first time, you will be prompted to agree to a
Confidentiality Statement and complete your account information before continuing into the system.
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See the following screen. From the PearsonAccess Home Screen, select Manage EIMS Data from
the first column labeled Student Data.

PearsonAccess

Welcome to the state's gateway to services designed to help you register
students for testing, order testing materials, and analyze test results.

Student Data Test Management Test Resulis

Student Data File
Submission
s Send student files to
the system
e« Checkfor problems
with sentfiles

Student Data Information
e Filterand sort
students
& View total student
counts
¢ (Change student data
e Create rostered
groups

Manage EIMS Data

Student Data

s 3Send a File to EIMS

# Nanage EIMS Files

& View EIMS Transfer
List

o View EIMS Audit
Report

s View EIM3
Merge/Split Report

*« View EIM3 Formerly
Enrolled in Virginia
Report

& View EIMS Needs
Resolution Report

Enter Administration
Details
& Submit
supplemental test
administration
information

Participation Counts
s Enter student counts
to order test
materials

Order Additional
Materials and Tracking
& Order additional

materials
e Track orders and

view shipment
information
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Student Registration
e« Assign students o
paper & online tests

+ Update student
demographic data
hefore testing

o View student counts
by administration

Manage Test Sessions
e View online test
sessions

& Addregistered
students to a test
session

e Proctortest sessions

Resolve Student Test
Alerts
e Examine and resolve
issues with
completed tests

Manage Scores
« Enter, submit, and
validate VAAP and
VGLA scores

Manage Scores File
Submission

+ Send Manage
Scores files to the
system

*« Checkfor problems
with sent files

On Demand Reports
= Online testing test
results at a group
level

Published Reports
+ View, download and
print access to daily
published reports
and extracts by
organization

Request Printed Reporis
+ Request paper
repors based on title

Reguest ATP
+ Request
Authorization-to-
FProceed (ATF) to
indicate changes to
student data are
finished

EIMS Reports
= View, export and print
EIMS longitudinal
data reports
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See the following screen. Click on Manage EIMS Student Data to access the Student Search, Add a
Student, and Merge and Split STI’s functionalities.

Home = Student Data = Manage EIMS Data

Manage EIMS Data

4 Beturn to Student Data

Manage EIMS Student Data

L
v ST pugslf

* Add a student in EIMS to obtain an STI
* Merge or Split STl within EIMS

* Manage student cumulative records

) Send a File
* Upload Student Information System (SIS) files to EIMS

* Upload Student Schedule Collection (SSC) files to EIMS

L P -
10

S EIMS File Management
A=y
: ’/ * Search for a file that has been uploaded into EIMS

* View EIMS File Status

* Resolve EIMS student issues

EIMS Transfer List
> ‘ * View a list students who have transferred into your division.

EIMS Audit Report
%,\ EIMS Audit Report

* View STl counts within EIMS for your Divizion or School

EIMS Merge / Split Report

-:h * View a lizt of merged/zplit students for each Divizion

L EIMS Formerly Enrolled in Virginia Report
\‘\‘\\ma * View a lizt of studentz who have transferrad out of your Divizion and are not claimed by another Divizion within 15 days.
i, S

EIMS Needs Resolution Report
i * View the number of STie, by Divizion, that were generated by New Student selection during the Needs Resclution process and

were later merged into a previously existing STI.

= EIMS Multiple Division or School Enrollment Report

: * View a list of studentz with enroliment in multiple schoolz andfor divizions for the zame academic year.
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See the following screen.

1. To Search for students, enter the student’s ST1 or Last Name and click on the “Search”

button.

2. To Search based on multiple STI’s, enter STI’s separated by commas in the ST1 field and
then click on the “Search” button.

3. After a successful search has been completed a table will display containing all records
matching the search criteria.

Student Data Management Screen

Home = Student Data > Manage EIMS Data = Manage EIMS Student Data

Manage EIMS Student Data

4 Return to Manage EIMS Data

,‘:: Hide Search

Last Name
First Name
5TI
Division

Grade

Birth Date
Gender

Active Status

Click on Student’s Name to
pull up the Student’s Detall

By New S}\dant I

0 Students Selected

starts with

|Iname <\ |
starts with |ﬂ |
= | — | Enter either the student’s
) “Last Name” and / or the
s [ au “STI” to conduct a Search
is [ Prekindergarten &
[1 Junior Kindergarten —
[] Half-Day KG - AM
[1 Half-Day KG - PM 7
i [ mmvadsyyyy |
is |AIIGenders v|
is [ All Stugents v|
rch
» Download STI | @ Ewport to Excel |

Results: 1

=4 Custom Solting

O

'Y
] Student Name

s11 = School Grade

AZFNAME E '@ 4000500958 BRYANT ALTERNATIVE HIGH (0292201) Li] 12

10/09/1990

» Users can hide or expand the details for the most CLye{Student Data Management
update by HOVERING over the information icon D tothe right of the school name.
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Student Details

The “Student Detail” interface is provided so that users with appropriate security role are allowed to
view student details within EIMS.

1. After the user has performed a search, the user can access student details, enrollment history,
transaction history, and assessment history for which they have security access to, by clicking the
STI link of the student. This interface will show student demographic information.

2. Only students active in a division will have an icon at the end of the student name. This icon will
also have a hover noting ‘Access to all student data available.” See the icon below.

[ | LmNamE!, ceFnamE ¥, @ 4001002022 (0060260) € 12

3. If the student is active, the user can view all tabs (student details, enrollment history, transaction

history, and assessment history) after clicking on the blue hyper link.
a. This screen also provides a link for an STI merge or split.

4. The selection box in the first column will only display for the active students. This box offers two
pieces of functionality: a visual for the active student and the ability to download an STI.

5. If the student is inactive, the user will only see the Enrollment History tab which will not display
the Split & Merge buttons.

6. The Active Status dropdown (the last filter in the search section) will allow for sorting on Active,
Inactive, or All students.
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Student Details from the Student Search Screen

Student Details

4 Beturn to EIMS Student Search

Student Details | Enrollment Data = Transaction History | Assessment History

{7 soit Siudent | *§* Merge Student |

View Studen tails

Last Name:
Firzt Name: bbbb
Ml

Middle Name:
School: Split _and Merge
functions are
performed from
=1 this screen.

Gender: Male

Grade: 03

Birth Date: 0110472010

Entry Date:

Entry Code:

Exit Date:

Exit Code:

As of Date: 081972010 02:50 AM
Local Student ID:

Re=zponzible School:

Serving School:

Hizpanic:

Fed Race Code:

Procedure Guide for File Management
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7. Enrollment Data: All enrollment records (student organization records) associated with this
student are displayed under this tab. Enrollment records are displayed in entry date sequence
with the most recent entry date at the top and older entry dates following.

NOTE: Enrollment records can be viewed for all students by clicking on the student name;
however students who are not active in a division will not have a transaction history tab,
assessment history tab, or merge/split options.

Heme = Student Data = Manage EIMS Data = EIMS Student Search = Student Detailz

Student Details

4 Return to EIMS Student Seg

Student Detail

f"i Split Student |

View Enrollment Data

Transaction History | Assessment History

dent | "f'.q_ Export to PDF |

Student Name:  LNA

School: MA } Gender: Female

Grade: 06 Birth Date: 06/24/1998

STI
& Custom Sorting Results: 1-2 of 2

¥ School Year » ¥ Grade Entry Date ¥ Entry Code Exit Date M Exit Code
ME 2009-10 06 11/02/2009 |R201
1]
E 2009-10 11 09/08/2009 | E119
Li]
Page 1

The following fields will display.

Division This is the Division Name.

School The student’s Responsible School. Hovering over the icon next to the
school will display the Responsible Division.

Entry Date This is the entry date on the enrollment record.

Entry Code This is the entry code on the enrollment record. (displayed as “Code”)

Exit Date This is the exit date on the enrollment record.

Exit Code This is the exit code on the enrollment record. (displayed as “Code”)

Status This is the status code on the enrollment record. (displayed as “Status™)

Values are A=active, I=inactive, and N=Not Enrolled or Blank (null).
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8. Transaction History: All transaction records associated with this student are displayed under
this tab. Because this could be a very lengthy list, page controls are available as well as limits to
the number of historical records that can be viewed online. The order of this display should be
most recent transaction at the top and older transactions sorting below.

Student Details

4 Return to EIMS Student Search

Student Details | Enrollment Dffa| Transaction History | Ajsessment History
"ﬂ" Merge Student

View Transaction History

Student Name: | ASTN AME, FIRST
School SCHOOL NAME (1111111) Gender:

Grade:

STI: 1111111111

Birth Date:

Results: 1-1 of 1

Uszer ID/Date/Time: Migration 02/14/2006 04:13 PM

Transaction/Action:  Migration / Add

Demographics: LASTMAME , FIRST , M , , SCHOOL NAME (1111111), 10, 1111111111, Male , 00/00/0000, , , ,
00/00/0000 09:55 PM , 000000000 , SCHOOL NAME (1111111) , SCHOOL NAME (1111111) ,
White(not of Hispanic Origin) , , . ., . Mo .

Enrollment: 1234567 , 4 . 4 4

User ID/Date/Time This is the user, date and time associated with the transaction. Time

Transaction/Action

Demographics

Enrollment

should be reported in the time zone of the testing program.

User ID — will display as “SYSTEM or MIGRATION” for all transactions
that loaded the record to the database except where a record goes to
resolution and a user resolved the record. In this case the user id displayed
will be the user 1D who resolved the record. Example:

User ID/Date/Time SYSTEM 01/20/2006 06:47 PM

“System” is the User ID that could appear for all records except when a
user resolves a record in resolution.

User ID/Date/Time DIV073 03/17/2006 10:37 AM

“DI\éO?S” is the user name when logged into the system who resolved the
record.

This should report the type of transaction (file upload, online, migration or
SIF) and the action taken (add, updated, delete).

This should be a string representing all demographics from the incoming
transaction. Each data element should be comma delimited and be in the
order of the attributes that are displayed in the “current student data”
section.

This should reflect the enrollment data from the incoming transaction.
Each data element from the enrollment should be displayed in the order of
the attributes displayed in the “enrollment data” section.

As a user you will be allowed to hover over the data displayed and have it
provide information on what the data represents, such as:

Enrollment:

0730400 — hover will indicate “School”

28/10/2005 — hover will indicate “Entry Date”
tc...

This feature will function on all data elements in the demographic row
where there is data displayed (will not work for null “blank’ values).
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9. Assessment History:

This tab returns a student’s entire Virginia testing history for each division the student has been
enrolled in. This history includes the test administration, which division the student was active in
during that particular administration, their active school, which teacher/group they were assigned

to, the test name, whether they passed/failed, their raw score their SOL scaled score, VAAP
score, VGL score, and VSEP score.

Home = Studert Data = Manage EIMS Data = EIMS Student Search = Student Details

Student Details

4 Beturn to EIMS Student Search

Student Details | Eny Transaction Histol
5" nterge Stucert | 5 Export to POF

View Assessment HiW

Student Mame:  LASTNAME, FIRST

Schook SCHOOL HAME (1111111) Gender:

Grade: Birth Date:
ST M11m

Results: None found
VAAP Score ¥ VYGLA Score ¥ ¥SEP Score

L4 Admin v ¥ Division ¥ School &

Teacher/Group ¥ Test ¥ Pass/Fail ¥ SOL Scaled Score ¥

See the previous screen. The Export to PDF button provides users with the ability to view and print a
report of the selected student’s Assessment History. Click on the icon and a PDF version of this
report (see example below) is returned.

State Testing:
STU DENT Grade: Student Number:
Gender: School:
R E PO RT Birth Date: Division:
Longitudinal Report
S0L
. i . VAAP | VGLA | VSEP
‘ Admin Division ‘ School ‘ Teacher/Group Test Pass/Fail SSr.caolfed Score | Score | Score

Procedure Guide for File Management

Page 15



10.  Student Cumulative Records:
Use this tab to view the student’s cumulative record which displays a record for last submission
by academic period. The order of this display is most recent transaction at the top and older
transactions below.

Click on the student’s name to view the cumulative record details for the student. Cumulative
details include demographic and academic summary information, and assessment history.
Starting in the 2008-09 school year, each student will have the End Of Year State Student Record
Collection record specific to that student. Each year after there will be a line for the next year's
data. This will be the finalized data from End Of Year SRC from the state department.
Additional information for the current year will be sent by any divisions that are in the SRE SIF
project.

Anyone can access a student if the student is unclaimed by another division or their own division.
FERPA warnings will be sent to the user when accessing an unclaimed student to the prior
division via email. The user will click to consent that they are accessing the record and the
notification will be sent.

Home = Student Data = Manags EIMS Data = ES Stude] 1 1IS SUb-tab is new. Normal EIMS tabs are only shown if the studentis
- enrolled in the user’s organization. The Student Cumulative Records tab is
Student Details only shown if the user has an SRE role and is in the user's organization.

4 Return to EIMS Student Search /
Student Details | Enrcllment Data|| Transaction History | Assessment History | Student Cumulative Records
= Download Data | ‘74 Export to PDF —

View Student Cumulative Records - -
Entire cumulative record can

Student Name:  LAST403MAME, FIRST403NAME MIDDLE403NAME be downloaded or viewed.
School: MIDDLE | 1 Gender: Male
Grade: 06 Birth Date:  10/31/1997
ST
& Custom Sorting Results: 1-1 of 1
School Yearv ¥ 4 Entry Date Exit Date
@ 2010 COUNTY PUBLIC COUNTY PUBLIC | 08/24/2008 | 06/12/2010
SCHOOLS SCHOOLS
Page 1
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Send a File to EIMS
See the following screen. Click the Send a File to EIMS link.

Home = Student Data = Manage EIMS Data

Manage EIMS Data

4 Beturn to Student Data

Task

Manage EIMS Student Data
* Search for a student within EIMS
* Add a student in EIMS to obtain an STI
* Merge or Split STl within EIMS

* Manage student cumulative records
S —

Send a File
mation System (SIS) fies to EMS

* Upload Student Schedule Collection (SSC) files to EIMS

EIMS File Management
* Search for a file that has been uploaded into EIMS

* View EIMS File Status

* Resolve EIMS student issues

EIMS Transfer List

* View a list students who have transferred into your division.

EIMS Audit Report
F,\ EIMS Audit Report

* View STl counts within EIMS for your Divizion or School

EIMS Merge / Split Report

-:h * View a lizt of merged/zplit students for each Divizion

W EIMS Formerly Enrolled in Virginia Report

\‘\\"m * View a list of studentz who have transferred out of your Divizion and are not claimed by ancther Divizien within 15 days.
S

EIMS Needs Resolution Report

‘ * View the number of STie, by Divizion, that were generated by New Student selection during the Needs Resclution process and
were later merged into a previously existing STI.

= EIMS Multiple Division or School Enrollment Report

* View a list of studentz with enroliment in multiple schoolz andfor divizions for the zame academic year.
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The following screen will appear. Users with appropriate security can send a file from their Student
Information System (SIS) to update the data in EIMS.

Send a File

4 Return te Manage EIMS Data

Send a Student File l;fjstteof‘lh?o?ég;\tlsi
demographic file Use either
_ locally. Send File
Fie Type  [Spe w button to
transmit the
P File Name SSC file to EIMS ¥ - Required

Select file type SRC to update student demographic and STI data or SSC to update current student
schedule collection data. Next click Browse to select a file to upload from your local PC or server,
then click Send File.

1. Student Record Collection (SRC) update:

For an SRC update to EIMS, the file format must match the most current file layout for SRC
submissions to the Virginia Department of Education. Please see their site for further details.
http://www.doe.virginia.gov/data_collection/student_record_collection

It is important that EIMS flat files be submitted for new students prior to testing so they can be
incorporated into EIMS and assigned a Student Testing Identifier (STI1). In addition, keeping active
and inactive status current in EIMS will ensure more accurate data in PearsonAccess and therefore
assist each division’s testing program.

2. Student Schedule Collection (SSC) update:

SSC file layouts should match those required for the VDOE’s Student Schedule Collection as
indicated in the SSC Layout, which can be found at Support>EIMS>SSC File Upload Layout.
Complete student schedules should be sent throughout the school year, as needed.

SSC data, along with user accounts assigned to teachers with their Virginia State Teacher License ID
number and the “EIMS-Teacher Reporting” role, will give users access to the EIMS Teacher Home
tab. See the VA TeacherAccess User Guide in our support section for more information on these
valuable reports.
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EIMS File Management
See the following screen. Click the EIMS File Management link.

Home = Student Data » Manage EINS Data

Manage EIMS Data

4 Return to Student Data

LEE.S

Manage EIMS Student Data
i * Search for a student within EIMS

* Add a student in EIMS to obtain an STI

* Merge or Split STl within EIMS

* Manage =student cumulative records

J Send a File
* Upload Student Information System (SIS) files to EIMS
* Upload Student Schedule Collection (SSC) files to EINS

E—

EIMS File Management

o

- i #PET Ceen uploaded into EIMS

* View EINMS File Status

* Resolve EIMS student izsues

EIMS Transfer List
- r * View a list students who have transferred into your divigion.

EIMS Audit Report
i EIMS Audit Report
f,- * View STl counts within EIMS for your Divizion or School

EIMS Merge / Split Report
* \iew a list of mergedizplt students for each Divizsion
o N gecisr

L EIMS Formerly Enrolled in Virginia Report

\‘\\M‘ * \iew a list of students who have transferred out of your Division and are not claimed by another Division within 15 days.

* View the number of STls, by Divizion, that were generated by New Student selection during the Needs Re=zolution procezss and
were later merged into a previoushy existing STI.

' EIMS Needs Resolution Report
A

EIMS Multiple Division or School Enrollment Report

* View a list of studentz with enroliment in muttiple =chools andfor divizions for the same academic yvear.

See the following screen. The EIMS File Management interface is provided so that users with
appropriate security can monitor the progress of files sent from their SIS or via SIF. This section
includes tools to monitor: file Errors, files In Progress and records in a status of Needs Resolution,
etc.
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EIMS File Management

4 Return te Manage EIMS Data

View Sent Files

File Type iz Al |

File Status i Al 3

Date Received iz withinthe last [v| [30days v

Search for Students Contained in Files:

Last Hame starts with | |

First Name startz with | |

5T iz | |

Eiz 3 [ PreKindergarten 2
[ Junior Kindergarten 0
[] Half-Day KG - AM 2

Local ID iz |

View Results

1. Onthe EIMS File Management page, look for your file based on the Sender Name and Date
Received. Remember, the name of your file will be changed during the upload process to adhere
to the conventions prescribed by EIMS. You will only be able to view files for which you have

been given clearance.

The File Name will reflect the
name of the file that the user has
uploaded into the system.

Complete indicates a
file has completely
loaded into EIMS.

EIMS File Management

Needs Resolution
indicates the needs
for a division to
resolve one or more
STI's.

4 Return to Manage EIYS Data
Error indicates a
View Sent Files .
clerical error and a
I o reload to EIM.
File Status i Al LI
Date Received  fic within the last =] days 7]
@ Exportffo Excel |
&4 Custom Sorting
¥ _ 15 ¥ d Date Received Do pad
0
WA Summer WRT Online SRC Comple 05/11/2009 01:06 PM 78 78
VA Summer Online SRC g:mplete / 05/11/2009 01:06 PM 68 68
VA Summer WRT Online SRC ror / 05/11/2008 10:06 AM 0 78
VA Summer Online SRC Error / 05/11/2009 10:06 AM 0 68
MNeeds Resolution 05/08/2009 11:09 AM 3142 | 3143
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2. Review the File Status column to determine the action you need to take. A file whose status is
Error indicates the file has been checked by EIMS and contains clerical errors that need to be
resolved.

3. Additional File Status labels are Pre-Processed, Validated, Received, Needs Resolution, Needs
Resolution *Over Limit*, Application Error, Error, In Progress, Approved, and Complete.
Refer to the table below for a complete explanation of each status.

File Status When Status is Displayed Action to be Taken
Preprocessed Record Translation has completed No action is required by the user.
successfully.
Validated Record Validation has completed No action is required by the user.
successfully.
Received The file has completed the File No action is required by the user.

Upload and File Validation process
successfully.

Application Error | An application error occurred during | Try to resubmit the file or if you
the Record Translation or Matching | continue to have this error please

processes. call the EIMS Help Desk.
Error One or more formatting errors have | Open the file, view the details,
been found in the file. export and save the information

locally or print the error pages, fix
the file locally, and resubmit.

Needs Resolution | EIMS is unable to match/merge one | Go into the file and decide
or more student records in an error whether each unresolved student

free file. matches an existing record or a
new STI should be created.
Needs Resolution | More than 500 student files have You have two choices:

*Over Limit* potential matches. 1. Check your local SIS for
duplicate entries, fix, and
retransmit.

2. Resolve the file.
Complete The file has been loaded and You are now able to download all
validated. All the records in the file | of the STI’s within the given file
have been translated, validated, by clicking the numeric value

matched, resolved (if needed), and under the ST1 Download column.
all records in the file have an STI.

In Progress The file has been loaded and is the No action is required by the user.
process of being validated.
Approved The file has been processed and will | No action is required by the user.

soon be Complete.

4. To determine how many student records matched records already existing in the EIMS, how
many new student ID numbers were created, and how many student records need to be or have
been resolved, view the five columns at the far right, found under EIMS File Management.
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Total number of
student records
submitted in file
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Resolving “Error” File Status

Demographic files that contain formatting or clerical errors will fall into Error file status. Approved
users will be able to view and print the detected errors pages in order to resolve the errors locally.
Errors need to be resolved before the EIMS will check the file for student resolution.

1. Open the demographic file that has fallen into Error file status by clicking on Error in the File
Status column. The File Error Report page displays a list of all errors found within the file. Ata
glance, users can see the types of errors they will need to resolve locally and what group those
errors are listed under.

File Error Report

4 Return to EIMS File Management

View File Error Report

File Name: VA Summer WRT Online SRC
Sy=stem File Name:  DATA_

File 1D:

Sender Name:

Date Received: 05M11/2009 10:06 AM

@ Export to Excel |

& Custom Sorting Results: 1-10 of 78

Error Group ¥ Line Number o =

RPTSCHCODE 1 RPTSCHCODE Invalid value = = for attribute < School = on student =<
SOLONLINECQ , SOLOMLICQ = with STI <=

2. The Description column indicates the name of the student whose file needs to be corrected.

3. After opening each File Error Report page, save the information to your local network by
clicking the Export to Excel link.

4. Use the exported information to make corrections locally on your division’s SIS. Then extract,
rename, and resubmit the entire file for processing. Repeat this process until the file status no
longer displays as Errors.

Management of Student Resolution

Resolving “Needs Resolution” Status

Demographic files that may match existing records already in the EIMS will fall into Needs
Resolution status. Approved users will be able to view their uploaded student files and the possible
matching files. It is the responsibility of the division to determine whether the students in question are
new to the system or match an existing record.

Additional functionality gives users the ability to download matched or new STI’s that are currently
not in a “Needs Resolution” status. A user can click on the numeric value under the “STI Download”
column to download each of the available records that have been assigned STI’s. As users complete
student resolution this count will increment accordingly.
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1. Open the demographic file that has fallen into “Needs Resolution” status by clicking Needs
Resolution link next to the name of the file.

2. A screen will open to display the names of each student who needs to be resolved. To resolve a
file, click on a student’s name to view its possible matches.

Student Resolution

4 Return to EIMS File Management

Resolve Students

File Name: SRC_09_FedRac_10orig_allgood_Sean. TXT
System File Name:  DATA_555 03_2009-10_201007 23113919 TXT
File ID: 19249

Sender Name:

Date Received: 07123/2010 11:39 AM

% Export to Excel | 4 Reports¥ | ¥ Division Contact List |

g4 Custom Sorting Results: 1-10 of 10

Student Name o ¥ 4 E Grade Potential Matches
XNAME?TD, FNAMETO b 01 2

3. A new screen will open after you click on an individual student’s name. The student record that
you selected will appear under Imported Student on the Potential Student Matches page. A
potential match will appear in the column entitled Possible Match. If there is more than one
potential match, the other student possibilities will appear in a table above the columns. To
choose a record other than the one that appears in the Possible Match column, simply click on a
radio button next to a name located in the Possible Matches table. Your selected record will then
appear in the Possible Match column.
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Potential Student Matches

4 Return to Student Resolution

Compare and Resolve Imported Student

Possible Matches

Student Name STI School Gender Hispanic Fed Race Code  Birth Date Match Weight
@& | XNAME70, FNAME7O b Female N 0o 05/01/2000 81%
¢ XNAME70, FNAME7O b Female bl 01 05/01/2000 81%

Students to be Resolved

Last Name: HXMNAMETO HKNAMETOD
First Name: FNAMETO FMNAMETO
MI: b b

Middle Name: b b

School:

Grade: 01 08

S5TI:

Gender: Female Female
Birth Date: 05/01/2007 05/01/2000
Entry Date: 08/30/2009 08/30/2009
Exit Date:

As of Date: 07/23/2010 11:39 AM 06/18/2010 11:45 AM

Local Student ID:
Responsible Division:
Responsible School:

Serving School:

Hispanic: M M
Fed Race Code: 00 00
| New Student | | Same Student |

4. Compare the information on your Imported Student record to the information on the Possible
Match student record. Lines highlighted in yellow indicate a discrepancy between the two
records.

5. If the Imported Student record and the Possible Match student record are determined to belong
to the same student, click the Same Student button. A confirmation message will appear to
confirm the acceptance of the matched student record. In this case, the imported student will be
assigned the testing identifier of the Possible Match student.

6. If the Imported Student record and the Possible Match student record are determined NOT to
belong to the same student, click the New Student button. A confirmation message will appear
to confirm your choice of a new student record. In this case, a new testing identifier will be
created for the imported student.
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7. If the Imported Student record has a re-entry code and no Possible Match, the New Student
button will not be available to avoid creating a second ST1 for a student. The logic is, if a record
has a re-entry code the student already has an STI. For this scenario, divisions should search
EIMS to determine which demographics are different in the EIMS data warehouse versus their
uploaded data. Next divisions should resubmit the record to EIMS with the correct STI and/or
demographics.

NOTE: If the record in a needs resolution status does not have a possible match or the option for
a New Student or Same Student, this means the record was sent with a re-entry code (r-code) and
therefore the student already has an STI. In this situation, divisions should search EIMS for the
correct STI and resubmit the record or search EIMS for the demographics currently in the system
to determine why a possible match was not returned.

» The purpose of resolving Needs Resolution files is to assign each student a unique testing
identifier. With that in mind, the task is to select New Student or Same Student for each file
that needs to be resolved, even if information in the Imported Student or Possible Match
columns is incorrect. Demographic data can be corrected with the next file submission.

Downloading Clean Records

Once a file has completed file and record validation, look for a numeric value to appear in the STI
Download column on the EIMS File Management page. This link will allow you to download the
file to your local SIS.

To download a file, click the Numeric Value that appears in the ST1 Download column on the File
Management page

@ Export to Excel |

g4 Custom Sorting A

E File Name E File Status & Sender Name Date Received v STI Download
WA Summer WRT Online SRC - Complete 05/11/2009 01:06 PM 78
WA Summer Online SRC - Complete 05/11/2009 01:06 PM 68
WA Summer WRT Online SRC - Error 05/11/2009 10:06 AM 0

1. A STI Download option will appear. Click the Save button and follow the prompts to download
and save the file in your local SIS.

NOTE: If a user clicks Open (instead of Save) at the File Download screen by mistake and displays
the file, they must click the Back button to return to PearsonAccess; if they close the screen that the
file is displayed in, it closes PearsonAccess.
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EIMS Transfer List and Audit Reports
Home = Student Data = Manage EIMS Data

Manage EIMS Data

4 Beturn to Student Data

Manage EIMS Student Data
K * Search for a student within EIMS

* Add a student in EIMS to obtain an 5TI
* Merge or Split STls within EIMS

* Manage student cumulative records

) Send a File
* Upload Student Information Sy=tem (SIS) files to EIMS
* Upload Student Schedule Collection (SSC) files to EINS

EIMS File Management
* Search for a file that has been upleaded into EIMS

* View EIMS File Status

* Reszalve EIMS student issues

EIMS Transfer List

W lents who have transferred into your divizion.

W( EIMS Audit Report >
l'.';'h . in EIMS for your Division or School

EIMS Merge / Split Report
* \iew a list of merged/=plit students for each Divizion
- N gecise

. EIMS Formerly Enrolled in Virginia Report

&\M‘ * View a lizt of studentz who have transferred out of your Divizion and are not claimed by another Divizion within 15 days.

EIMS Needs Resolution Report
‘ * View the number of STle, by Divizion, that were generated by New Student selection during the Needs Resolution process and

were later merged into a previoushy existing STIL

W EIMS Multiple Division or School Enrollment Report
_# * View a list of studentz with enroliment in multiple schoole andior divizions for the same academic year.

EIMS Transfer List

The EIMS Transfer List function provides users with the ability to view demographic information for
students who have transferred into the user’s division. In addition, this function also provides the user

with the history of division changes for those students.

1. From the Manage EIMS Data screen, click on the EIMS Transfer List to access the transfer list

functionality.
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2. Designate how the student has transferred — Make a selection from the drop-down menu:
A

into vour Divizion

into your Divigion

out of vour Divizion

ut of your Divizion and lo=st

——

F Transferregd

@ the last w| |[30days v

3. Designate a Date - There are two ways to specify a date:

o See the following screen. If you select “in the last” from the first drop-down menu,
you can then select a predefined data span (30, 45, 60, 90 or 365 days) from the
second drop-down menu.

P el
F Transferred |int|:| your Divizion V| ( in the last W 30 days |+
0
45 davs
View Results 60 days
50 days
5 days

o See the following screen. If you select “between” from the first drop-down menu,
then the Start Date and End Date fields appear with calendar icons next to them.
This allows you to specify a date range by typing it in the fields or by clicking the
calendar icons and selecting it from the calendar graphic.

€ ST sy
¥ Transferred | into your Divigion A [betwsen v E"E'EE -

4. After you have made your selection, click on the View Results button to process the request
which will then update your Transfer List search.

5. Alist will be returned containing all demographic information related to any students who have
transferred to the user’s division within the current academic year including the transfer history
for each of those students.

EIMS Transfer List

4 Return to Manage EIMS Data

View Transfer List

» Transferred |into your Division ~| [inthe st ~| [30days » ¥ - Required

View Results

@ Export to Excel |

&4 Custom Sorting Results: None found

¥ Student Name ¥ STI ¥ Division Currently Enrolled In ¥ School Currently Enrolled In ¥ Division Last Enrolled In ¥ School Last Enrolled In Date Enrolled Date Withdrawn ¥ Local ID & ¥ Grade|

Procedure Guide for File Management Page 28



EIMS Audit Reports

The Audit Report provides STI counts within a Division / School. The data includes counts of STI’s
originating from the SRC, SIF, Online Add, Merge and Split processes. It also provides the STI list
associated with each count and the associated details.

1. From the Manage EIMS Data screen, click on the EIMS Audit Report to access the audit
reporting functionality.

2. Designate a Date - There are two ways to specify a date:

o See the following screen. If you select “in the last” from the first drop-down menu,
you can then select a predefined data span (30, 45, 60, 90 or 365 days) from the
second drop-down menu.

.

b Activity iz within the last =

View Results

o See the following screen. If you select “between” from the first drop-down menu,
then the Start Date and End Date fields appear with calendar icons next to them.
This allows you to specify a date range by typing it in the fields or by clicking the
calendar icons and selecting it from the calendar graphic.

b Activity Start |mmfdda‘mry End mm/ddfyyyy
Date Date
(i=2

View Results

3. After you have made your selection, click on the View Results button to process the request.
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4. Audit Report Results: After clicking on the View Results button your audit report will
generate.

EIMS Audit Report - STI Counts

4 Beturn o Manacge EIMS Data
View EIMS Audit Report - STI Counts

activity i within the last v|  |365 days x|

Activity Count Percent

Filz Upload Add 2 11.76%
SIF Add 1 2.88%
Online Add 10 S5.82%
online Merge 2 11.76%
online Splitfadd 2 11.76%
Field Description
File Upload Add The File Upload Add counts reflect the number of
records that were processed within the SRC File upload
process.
SIF Add The SIF Add counts reflect the number of records that

were processed within EIMS via the SIF automated file
upload process.

Online Add The Online Add counts reflect the number of records
that were processed within EIMS via the Student Search
/ Add process.

Online Merge This denotes the records that have been assigned STI’s
via the online student merge process.

Online Split/Add This denotes the records that have been assigned STI’s
via the online student split/add process.

Count This row gives the record count for the respective
column.

Percentage This row gives the record percentages for the respective

column based on the overall record processing counts
for the given date range / span.
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EIMS Merge/Split Report
Home > Student Data > Manage EIMS Data

Manage EIMS Data

4 Beturn to Student Data

Manage EIMS Student Data
X * Search for a student within EIMS

* Add a student in EIMS to obtain an STI

* Merge or Split STl= within EINS

* Kanage =student cumulative records

) Send a File
* Upload Student Information System (SIS) files to EINS

* Upload Student Schedule Collection (SSC) files to EIMS

EIMS File Management

* Search for a file that has been uploaded into EIMS

* View EINS File Status

* Resolve EIMS student issues

EIMS Transfer List
- 4 * View a list students who have transferred into your division.

EIMS Audit Report
n._\ EIMS Audit Report
L

* Wiew STl countz within EIMS for your Divigion or School

g i
( EIMS Merge / Split Report )
“h . Tdents for each Division
. EIMS Formerly Enrolled in Virginia Report

\‘\\H‘ * View a list of students whe have transferred out of your Divigion and are not claimed by anether Divigion within 15 days.

* View the number of STis, by Division, that were generated by New Student selection during the Needs Resolution process and
were later merged into a previously existing STI.

E EIMS Needs Resolution Report
A

W EIMS Multiple Division or School Enrollment Report
;éh % * View a list of students with enroliment in multiple schoelz and/or divisions for the same academic year.

EIMS Merge/Split Report

The Merge/Split Report provides a list of STI’s that have been merged or split for each division.
NOTE: This data is for students currently active in your divisions only.

1. From the Manage EIMS Data screen, click on the EIMS Merge/Split Report to access the list of
merges and splits for your division.

2. Select Merge or Split Report — highlight the radio button next to the report desired.
EIMS Merge/Split Report

A Return to Manace ElMS Data
erge Repor’[@:lﬂ Report
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3. Designate a Date - There are two ways to specify a date:

o See the following screen. If you select “in the last” from the first drop-down menu,
you can then select a predefined data span (30, 45, 60, 90 or 365 days) from the
second drop-down menu.

EIMS Merge/Split Report

A Eeturn to Manacge EMS Data

® Merce Report O Split Report

Yiew Merge Report

F Merged 30 days W

| ¥Yiew Results |

3 Export to Excel |

o See the following screen. If you select “between” from the first drop-down menu,
then the Start Date and End Date fields appear with calendar icons next to them.
This allows you to specify a date range by typing it in the fields or by clicking the
calendar icons and selecting it from the calendar graphic.

P Transferred =
Start Date  [mmiddiyyyy End Date  mmicilyyyy

4. After you have made your selection, click on the View Results button to process the request.

EIMS Merge/Split Report

4 Return to Manage EIMS Data

@ Werge Report o Split Report

View Merge Report

¥ Merged Ii" the 'ESTLI I?’D days LI b - Reguired
View Results
] Export to Excel |
g4 Custom Sorting Results: 1-10 of 10
Division Code & & Division Name 7 Retained STI & Merged STI Date
0 05/05/2009 11:13
AM
o 05/04/2009 01:54

FM

5. Merge/Split Report Results: After clicking on the View Results button your report will
generate.
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Formerly Enrolled in Virginia Report

Home = Student Data = Manage EIMS Data

Manage EIMS Data

4 Beturn to Student Data

Manage EIMS Student Data
M * Search for a student within EIM5
+ Add a student in EIMS to obtain an STI
+ Merge or Split STis within EIMS

* Manage student cumulative records

) Send a File
* Uplead Student Information System (SIS) files to EIMS
+ Uplead Student Schedule Collection (SSC) files to EIMS

EIMS File Management
+ Search for a file that has been uploaded inte EIMS

+ Wiew EIMS File Status

+ Reszolve EIMS student issues

EIMS Transfer List
> r * View a list students who have transferred into your division.

PN EIMS Audit Report
4",- * Wiew STl counts within EIMS for your Divigion or School

EIMS Merge { Split Report

* Wiew a list of merged/zplt students for each Division
- N aeaEp
e iﬂ EIMS Formerly Enrolled in Virginia Report >
&\M‘ * View a list of students who have transferred out of your Divizien and are not claimed by another Divizion within 15 days.

EIMS Needs Resolution Report
‘ * View the number of STis, by Divizion, that were generated by New Student =election during the Needs Resolution process and

were later merged into a previously existing STI

. EIMS Multiple Division or School Enrollment Report
_# * View a list of students with enreliment in multiple =choole and/or divizgions for the same academic year.

Formerly Enrolled in Virginia Report

The Formerly Enrolled in Virginia Report provides a list of students who have transferred out of your
Division and are not claimed by another Division within 15 days.

1. From the Manage EIMS Data screen, click on the Formerly Enrolled in Virginia Report to
access the list of students for your division.

2. Designate a Date - There are two ways to specify a date:
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o See the following screen. If you select “within the last” from the first drop-down
menu, you can then select a predefined data span (16, 30, 60, or 90 or days) from the
second drop-down menu.

View EIMS Formerly Enrolled in Virginia Report

School is IA" ;I

¥ Formerhy Enrolled

: Netween /
View Results —

o See the following screen. If you select “between” from the first drop-down menu,
then the Start Date and End Date fields appear with calendar icons next to them.
This allows you to specify a date range by typing it in the fields or by clicking the
calendar icons and selecting it from the calendar graphic.

View EIMS Formerly Enrolled in Virginia Report

School is IA"

End mimiddfyyyy

Date

¥ Formerhy Enrolled

View Results

3. After you have made your selection, click on the View Results button to process the request.

EIMS Formerly Enrolled in Virginia Report

4 Return to Manage EIMS Data

View EIMS Formerly Enrolled in Virginia Report

School iz IA" LI ¥ - Required

¥ Formerly Enrolled [ within the last [v] 90 days [=]

View Results

@ Export to Excel |
&4 Customn Sorting Results: None found

Student Name ¥ Division ¥ School Entry Date Exit Date = Academic Year v

4. Formerly Enrolled in Virginia Results: After clicking on the View Results button your report
will generate.
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EIMS Multiple Division or School Enrollment Report

EIMS Multiple Division / School Enroliment Report
4 Return to Manage EIMS Data

EIMS Multiple Division / School Enrollment Report
¥ - Required

P Enrolled |inthe last[v| |30days [+]

ni»

Grade = [F] PreKindergarten

[F] Junior Kindergarten
[F] Half-Day KG - AM

1

View Results

@ Export to Excel |

&d Custom Sorting
¥ Student Name &

Results: None found
¥ School

¥ STI Birth Date Date Enrolled ¥ Division

EIMS Multiple Division / School Enrollment Report

The EIMS Multiple Division / School Enrollment Report provides a list of students with enrollment
in multiple schools and/or divisions for the same academic year.
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New Student

Within the Manage EIMS Student Data task, the “Student Add” interface is provided so that users
with appropriate security role are allowed to add students into EIMS in order to generate an STI
which is displayed immediately on the screen.

NOTE: This feature should only be used when you need an STI immediately. Otherwise, divisions
should upload a file or rely on their SIF system.

1. Toadd a student, enter the Last Name, First Name and Birth Date ONLY. Leave STI blank and
keep Active Status, Division, Grade and Gender set to the default of ALL and click Search. The
New Student button will be enabled when the search results are returned.

2. When the add screen is first displayed, all fields from the student search screen are pre-populated.
The user can complete the remaining required information and add the student.
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New Student from the Managing EIMS Student Data Screen
New Student

4 Return to Manage EIMS Student Data

New Student Details

Cancel

] Last Name: aaaa ¥ - Required
4 First Hame: bbbb
Widdle Name: I
] Date of Birth: 01042010
4 Gender: I LI
] Hispanic: I LI
4 Fed Race Code: I ;I
] Local Student 1D: I
, Grade: After all required
| [ fields have been
Tiie | Status: | = entered click on the
- - . .
“Save” link in order
Dizability Status: I LI to obtain an STI.
Dizability Code: I LI
Migrant Status: I LI
Dizadvantaged -
Status: I —I
Enrollment Data
] Responsible GOOCHLAND COUNTY PUBLIC SCHOOLS
Division:
] Responsible
School: I LI
] Serving Division: I LI
] Serving School: I LI
Active Status: IActi\.re LI
Entry Date: |mmn'dda‘ym
Entry Code: I LI
Exit Date: Imn'u'tltl Yy
Exit Code: I LI

Save Cancel

3. After the record was successfully added, the user can record the assigned identifier or return to
the search screen.
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STI Split / Merge

STI Merge Process

The Student Merge Process will enable users to merge two separate student records together in
situations where one student was created with two different STls. This interface will provide the
ability to select the students, view the student demographic information on both records, allow
merging and then display updated results from the Student Detail screen for confirmation of the
action.

NOTE: Merging STI Student Records in EIMS will not result in a merge of the assessment
records within PearsonAccess. A merge will however, merge assessment records in EIMS.

1. Student Search Screen

Within the Manage EIMS Student Data task, use the current Student Search functionality. The user
will be required to search for a student to merge by STI, Last Name, First Name, MI, Active Status,
Division, Grade, Birth Date, or Gender. The user will search for the first student record which will be
the latest or newest student record

2. Click on the Student’s Name to pull up the Student Detail screen.
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Student Details

4 Return to EIMS Student Search

S5tudent Details | Enrollment Data | Transaction History || Assessment History

WMerge Student

View Student Details

Last Name: aaaa
First Name: bbbk
MI:

Middle Name:

School:

Grade: 03

ST

Gender: Male
Birth Date: 01/04/2010
Entry Date:

Entry Code;

Exit Date:

Exit Code:

As of Date: 04/18/2010 01:17 AM
Local Student ID:

Rezponzible School:

Serving School:

Hizpanic: No
Fed Race Code: Asian
Dizability Status:

204 Status:

Title | Status:

Migrant Status:

3. Select the Merge Student link.

Merge Student Records Step 1

4 Return to Student Details

Step 1 of 2: Find Student to Merge

Student to merge and delete: aaaa, bbbb
Grade: 03 Gender: M
STI: Birth Date: 01,/04/2010

STI of student to merge and retain: I—

4. The User should then enter the STI of the student record to be retained into the denoted field and
click the “Next” button.
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Merge Student Records Step 2
At e indababr ey

Sep 7 of 3 Merge Student ecords. Backll [ Herge Stedent | [Ramca

Stusdent 1o Merge am Gokete
dert Mama: aaan, bbbl

------ Hals Gans
o Bicth Date: 01/04/ 7010 0% Burth Dute 06/17/7001
Fed ace Code. rtam no Fad Race Codet Amerian Indian/alaska Rative, Asian and White

Intry Date  Intry Code  (xt Date (2 Code  Acthve Statiss

5. The user should validate the data of both records in order to validate the student data to be
merged

Rules for Merging 2 Demographic Records

1. The student record which contains the original STI will be retained. The student record with
the newer STI will be merged into the student record with the original STI.

2. The enrollment records from both merged students must be maintained. The history will be
merged with the student that has the older STI.

3. The latest demographic record will be used to update the Original STI record. The latest
demographic record is determined by selecting the latest record that was inserted into EIMS
for both the STIs and which ever has the latest insert date is considered to be the latest
demographic record.

4. The business process will remain the same, i.e. all student historical data will be merged into
a single student record.

5. No enrollment or historical data will be lost or discarded during the merge process. The other
associated STI will be removed from the database.

6. If a potential match exists for the merging STI, EIMS will move the record in the potential
match table and then perform the merge.

7. If the STI to be merged, is not active in your division, you must contact the division where
the incorrect STI is active, and that division must perform the merge.

8. If the two STI's to be merged are active in two DIFFERENT divisions, please contact the
EIMS Help Desk.

o The user will not be able to see details for an inactive student.

o The user will not be able to see details for a student who is not active in their
division.
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6. Once the data has been validated the user should click on the Merge Student button to be taken
to the “Confirm Merge Screen”.

You are about to merge student records

_ MWerged Student: asdf, asdfdas

Deleted Student:  aaaa, bbbb

Continue with merge?

Yes - Continue with Merge No - Cancel Merge

7. Once the merged data has been validated the user should click on the “Yes- Continue with
Merge” button.
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STI Split Process

The Student Split interface process will enable an authorized user to locate a student through the
Student Search process. Once the data has been expanded through the use of the Student Detail
screen, the authorized user will be able to examine the student demographic information and
select/nominate which historical student record will represent the “NEW STUDENT” in the split.

1. Identify the students that need to be split through Student Data Management Search.

2. Student Search Screen
Using the current Student Search functionality, a user will be required to search for a student to
merge by STI, Last Name, First Name, MI, Active Status, Division, Grade, Birth Date, or Gender.
The user will search for the first student record which will be the latest or newest student record.

Student Details

4 Beturn to EIMS Student Search

ils | Enrollment Data | Transaction History | Assessment History

§™*p spiit student ) *4p* Merge Student

View Student Details

Last Name: aaaa

Firast Name: bbbk

ML

Middle Name:

School:

Grade: 03

STI:

Gender: Male

Birth Date: 01/04/2010
Entry Date:

Entry Code:

Exit Date:

Exit Code:

Asg of Date: 03/19/2010 02:50 AM

Local Student 1D
Re=sponsitle School:
Serving School:
Hizpanic:

Fed Race Code:

Note: The Split button is visible if the user requesting the SPLIT has submitted the most recent
“Active” student record into EIMS:

o For a Division User the student must be active within the same division.

o0 For a School User the student must be active within the same school.

3. With the appropriate Student information displayed on the Student Details screen, click the Split
Student button to be taken to Step 1 of the Student Online Split (next figure)
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Split Student Records Step 1

4 Return to Student Details

Step 1 of 5: Select Student History Record for Current Student

Current Student: not selected

School:
Grade: Gender:
STL: Birth Date:

Enrollment Demographics
e ) ¢« 0+ @@a@a,bbbb, ,

Active

¢+« @@a@a,bbbb, , .,
Active

Student Online Split — Step 1

The next figure shows the first step in the student split process. From here you will need to choose
exactly one history record for each of the students. This will be the record maintained for the student

record selection.

Split Student Records Step 1

4 Return to Student Detaile

Step 1 of 5: Select Student History Record for Current Student '
Current Student: aaaa, bbbb
School:
Grade: 03 Gender: M
Si= Birth Date: 01/04/2010
Farollment Demographics
o + ++ ¢+ |@33@,bbbb, , ,
e
v+ + ¢ |@@@@,bbbb, , ,
Active
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Student Online Split — Step 2 (select demographic history
records)

Student Online Split —step 2 offers the user the option to select the New Student History Record.

Split Student Records Step 2

4 Return to Split Student Records Step 1

Step 2 of 5: Select Student History Record for New Student m’m
New Student: aaaa bbbb
School:

Grade: 03

STI:

Gender: M
Birth Date: 01/04/2010

Enroliment Demographics

.+ . @aaa,bbbb, , .,
Active

Then click the Next button to proceed to Step 3.

Student Online Split — Step 3 (select demographic records
for New Student)

Student Online Split step 3 — enables users to select demographic records for the New Student. Select
all applicable demographic records and then click Next.

Split Student Records Step 3

4 Return to Split Student Records Step 2

Step 3 of 5: Select Additional Student History Record for New Student

| Back 'l Next |‘ Cancel

Mew Student: aaaa, bbbb
School:

Grade: 03

STI:

Gender: M
Birth Date: 01/04/2010

] Enrollment Demographics

.+ . a=df, asdfdas , , ,
|, Active
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Student Online Split — Step 4 (select enrollment records
for New Student)

Student Online Split step 4 — enables users to select enrollment records for the New Student. Select

from the drop down selections: Leave with current student, Move to new student or Copy to new
student and then click Next.

Split Student Records Step 4

4 Return to Split Student Records Step 3

Step 4 of 5: Select Enrollment Records for New Student m! 'm
MNew Student: aaaa, bbbb Current Student: aaaa, bbbb

School: School:

Grade: 03 Gender: M Grade: 03 Gender: M

< Tl Birth Date: 01/04/2010 Sl Birth Date: 01/04/2010

Division ID School Name

School ID Entry Date Entry Code Exit Date Exit Code Status
Active

opy to new student Active
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Student Online Split — Step 5 (split STI)

Student Online Split step 5 — confirm that split process after selecting the Confirm Split button.

Split Student Records Step 5
T

Setrn 3 o Shaden Beckin S |

Step 5 of 51 Split Sudent Record [l | [ antirm stit | [ Bencet |

T N [T

Stuctart fama:  ssas, bbbb Studece Name:  sass, bbbb
Sebed: Serdear Male. Echesl: Sender Male.
Gradwi ay irth Custe: o1/04/2010 Gradw: o Pt Cate o1/04f 3010
- Ted Raca Code g Fod Rnce Coder
st
Student Enraliments: Student Enrallments:
Do Mo Divisiom 1D School Rame School ID Dk Division School Schaol
The searth resulted n na recocds

The next screen will confirm your ST split.

You are about to split student records

= Current Student:  aaaa, bbbb

New Student: aaaa, bbbb

Continue with split?

Yes - Continue with Split No - Cancel Split

Click Yes — Continue with Split.
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Getting Help

To review technical requirements, please see the Technical Specification Guide located on the
PearsonAccess Homepage under Support. (See below)

PearsonAccess  Virginia
m‘ Support raining Center T ePAT ]

Home > Support

Support

Resources Contact Us

Email Customer Support:
va U . n.com

Top Resources

-,
/= 2007-2008 VAAP Understanding Your Child's WAAP Report

to Parents by Group (S/2008) L EIEEE SLTEE

866-650-9425
Hours available:
Mon-Fri 7:004M EST - 8:30PM EST

Resource Categories
Downloads
Templates

Training
Liser anmM
&)

For additional technical support and guidance on how to complete these procedures, please contact
the PEM VIRGINIA EIMS Customer Service Center via phone (toll-free) at 866-650-9425 or via
email at reportingsolutions@support.pearson.com.
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