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Section 1: Overview

Welcome to the Migrant Student Information Exchange (MSIX)! MSIX is an
online system containing migrant student records from all participating states to
facilitate the national exchange of migrant students' educational information
among the states. MSIX is available to State Migrant Education Program (MEP)
staff along with other users from the MEP Community. It does not replace
existing migrant student information systems; however, it does work with existing
systems to keep student records current. MSIX does the following:

e Produces a single “consolidated record” for each migrant child that contains
information from each state in which the child was ever enrolled

e Contains the minimum data elements necessary for the proper enrollment,
grade and course placement, and accrual of credits for migrant children

Section 1 will introduce you to the basics of MSIX to give you the foundation to
understand its features and functions. This section includes the following topics:

e Introduction

e MSIX Purpose

e MSIX Requirements

e  User Roles and Responsibilities
e Navigational Elements

Introduction

The timely transfer of education records for migrant children between schools
has been a longstanding challenge. Migrant children often enroll in multiple
schools for varying amounts of time each year as their families migrate in search
of temporary or seasonal work in agriculture or fishing. MEP staffs continue to
find it difficult to share and consolidate student information that schools, local
educational agencies, and states collect on migrant children in a timely and
meaningful way that helps school personnel make appropriate decisions when the
students arrive. These conditions and those shown below prompted the need for
an exchange of records.

e High Movement — Highly mobile migrant student population
e Short Notice — Students move from state-to-state often without notice

e Lack of Data — Timely and accurate educational information not always
available

e Placement Errors — Students placed in incorrect courses or grades
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e Loss of MEP Services — Students not provided the most beneficial MEP
services

In response to this challenge and a Congressional mandate to link the existing

migrant student information systems, the U.S. Department of Education (ED)

implemented the Migrant Student Record Exchange Initiative. The goals of this

initiative will:

e Goal 1: Create an electronic exchange for the transfer of migrant student
education data among the States

e Goal 2: Promote the use of the MSIX application

e Goal 3: Ensure the use of the consolidated migrant student record for the
purposes of enrollment, placement, and accrual of credits of migrant
students

¢ Goal 4: Produce national data on the migrant population

At the heart of this initiative is the MSIX. The MSIX does not replace existing
state migrant student record systems. Rather, it links them in a minimally invasive
manner to collect, consolidate, and make critical education data available. The
MSIX also leverages available information provided by the states to ED’s
Education Data Exchange Network (EDEN) system to ease the data collection
burden on states.

MSIX offers many benefits to promote its usability. Some of those key features
include the following:

o Information — Retrieve and view student information

- Search, view, and print consolidated student records
- Multiple search parameters

- Accessible online

- Printed reports available

¢ Record Conflicts — Identify and resolve student record conflicts
- Student Merge workflow

- Student Split workflow

e Notification — Alert other jurisdictions of planned student moves

e Role-based — Create users based on ‘MSIX roles’ to allow appropriate
access to MSIX functions and student data

e Structure — Create regions within a state to manage MSIX activities and
workflow
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MSIX Purpose

The primary purpose of MSIX is to make migrant student information
available to authorized school personnel to support them in making decisions
on student enrollment, grade or course placement, and accrual of credits. A
secondary purpose of MSIX is aggregation of information to analyze national
trends.

MSIX Requirements

MSIX requires specific browser configuration. Your Internet browser should be
set up so that it does not cache Internet pages. This will allow any MSIX updates
and patches to be viewed on your computer. MSIX supports the use of four
browsers: Internet Explorer v8.0 or higher, Firefox v11.0 or higher, Safari v5.1 or
higher, or Google Chrome 16 or higher. The steps to configure each browser
vary from version to version, so you should refer to the browser documentation
to ensure the following settings are configured for your preferred browser:

1. Enable JavaScript
2. Accept Cookies from sites until they expire

3. Clear Cache every time browser is closed

MSIX also has specific requirements for downloads of the training content.
Adobe Flash Player (version 9 or later) must be installed in order to view the
online training modules. Adobe Flash Player is often part of the standard
software provided with most computers. The flash player can be downloaded,
free of charge, from www.adobe.com.

Users without access to Adobe Flash Player should reference the MSLX User
Mannal tor guidance and information about using MSIX. This manual can be
accessed from the training link in the Top Navigation menu as well as from the
MSIX website in the Trainers” Corner, which is outside the application.

User Roles and Responsibilities

MSIX is used by personnel at the district, region, state, and national levels. MSIX
1s used mainly by the front-line educators that need migrant student data to make
time-sensitive and appropriate decisions on enrollment, grade or course
placement, and accrual of credits. These users are typically the local school
registrars and counselors, or Migrant Education Program (MEP) specialists.

State MEP users also require access to MSIX; some of these users directly
interface with migrant students and others provide administrative and technical
support to the MEP. U.S. Department of Education (ED) personnel are also
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User Role

MSIX users; however, ED requires MSIX for national trend and statistical
analysis purposes only.

The table below identifies the specific user roles and responsibilities for MSIX. It

includes a description of the user’s MSIX job responsibilities, role functions
available within the system, and the potential kinds of individuals who may

perform in each role. A second table follows that provides essentially the same
information but in a snapshot, abbreviated form.

MSIX User Roles and Responsibilities

Description

Functions Allowed

School and District Level Roles

Potential Users

Administrator

Regional Data
Administrator

validate or reject near matches,
merges and splits of student
records. This user can also
initiate the merge and split
process for student records in
his or her district.

Regional Data Administrators
can validate or reject near
matches, merges and splits of
student records. This user can
initiate the merge and split
process for student records in
his or her region. This user will
also serve as the secondary
point of contact for escalation
issues.

records for students in all states
Initiate merge and split of student records

» Validate or reject record near matches,

merges and splits
Resolve data quality issues

e Respond to escalation requests

e Respond to escalation requests
o Email notification of an arrival or

Email notification of an arrival or
departure of a student

Export Student Records to File
Generate Reports

Search, display, and print student
records for students in all states
Initiate merge and split of student
records

Validate or reject record near matches,
merges and splits

Resolve data quality issues

departure of a student
Export Student Records to File
Generate Reports

MSIX Primary MSIX Primary Users can query |e Search, display, and print student ¢ Guidance Counselors
student records in all states. records for students in all states e MEP Data Entry Staff
This user can also initiate the | Initiate merge and split of student records|e Recruiters
merge and split process for  Email notification of an arrival or * Registrars
student records in his or her departure of a student e Teachers
state. e Export Student Records to File
e Generate Reports
MSIX Secondary MSIX Secondary Users can e Search, display, and print student ¢ Guidance Counselors
query student records in all records for students in all states e MEP Data Entry Staff
states. ¢ Email notification of an arrival or ¢ Recruiters
departure of a student e Registrars
e Generate Reports e Teachers
District Data District Data Administrators can |e Search, display, and print student o State MEP

Administrators
o MEP Data Entry Staff

Regional Level Roles

o State MEP
Administrators
o MEP Data Entry Staff

Regional User
Administrator

Regional User Administrators
establish and manage user
accounts for users in their
region.

Create User accounts

Assign User Role(s)

Update User account information
Deactivate User accounts

Reset passwords

o State-identified
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User Role

MSIX User Roles and Responsibilities

Description

Functions Allowed

Potential Users

State Data
Administrator

State Data Administrators can
validate or reject near matches,
merges and splits of student
records. This user can initiate
the merge and split process for
student records in their state.
He or she can also resolve data
quality issues and serve as the
primary point of contact for
escalation issues.

e Access user account-related reports

e Search, display, and print student
records for students in all states

o Generate Reports

¢ |nitiate merge and split of student
records

« Validate or reject record near matches,
merges and splits

¢ Resolve data quality issues

¢ Respond to escalation requests

o Email notification of an arrival or
departure of a student

e Export Student Records to File

State Level Roles

o State MEP
Administrators
o MEP Data entry staff

State User
Administrator

State User Administrators
establish and manage user
accounts for users in their state.

Create User accounts

Assign User Role(s)

Update User account information
Deactivate User accounts

Reset passwords

Access user account-related reports

o State-identified

State Region
Administrator

State Region Administrator
establishes and maintains the
regional structure and
associated districts for states
that choose to use regions.

e Enable and disable regional structure
e Create new regions

¢ Associate districts to regions

o Edit regions

o State MEP
Administrators
o MEP Data entry staff

U.S. Department of Education (ED) User Roles

Administrator

enter statements provided by
students and parents that
formally dispute the data
contained in a student's MSIX
record. They can also query
and view student records from
all states.

records
e Enter dispute statements into a
student's MSIX record

Government Government Administrators e Generate Reports e OME
Administrator can generate system reports
on a State or National level.
Government Administrators
cannot access student data.
OME User OME User Administrators e Create user accounts o OME
Administrator establish and manage user e Assign State User Administrator role
accounts for all State User e Update user account information
Administrators.  Deactivate user accounts
* Reset passwords
e Access user account reports for all
states
Privacy Act Privacy Act Administrators can e Search, display, and print student ¢ OME

Table 1.1: MSIX User Roles and Responsibilities
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i District | Regional | i State | Regional |
Secondary ‘ ETE] ‘ Data |State Data‘ Regional ‘ User ‘State User
User | Admin | Admin | Admin | Admin | Admin | Admin
My Account X X X X X X X X
Search, Display, Print & Export Student X X X X X
Records in all States
JAccess MSIX Reports X X X X X X X
Send Student Move Notices X X X X X
Initiate Student Merges and Splits X X X X
[Validate/Reject Student Merges and Splits X X X
lAccess District Worklist Items X
lAccess Region Worklist Items X
JAccess State Worklist [tems X
Create/Modify State User Accounts X
Create/Modify Regional User Accounts X X
Create/Modify School or District Level User
Acc X X
ccounts
Reset Passwords X X
Enable Regional Functionality
Create/Modify Regions

Table 1.2: MSIX User Roles and Responsibilities — A Snapshot View
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Navigati | El s
U.S. Department of Education
Prometing educational excellence for all Amenicans

My Account | Training | ContactUs | Help | Logout

Home

Last Login: 02_/16/2g12 13:31:34 ET
Top Level Navigation
Keith Scott, Welcome to MSIX

Reports The MSIX site and all its components are designed to facilitate the exchange of migrant student records for the purposes of schoal
enrollment, placement, and accrual of credit in school.

Student Search

Potential Merge List

Patential Split List

Records Exchange Initiative e

External Links:

Courss Caralog Left-side Navigation
Standardized Tests

REACTS

RESULTS

NCES

Statz MEP Directors

Footer Navigation

® 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

The MSIX navigational elements are the options on each page that allow you to
choose where you wish to go within the MSIX application. The common
navigational elements across MSIX are comprised of: 1) Top Navigation, 2) Left-
side Navigation, and 3) Footer Navigation. The sample above is shown from the
Primary User’s Home page and displays the available functions for that role in the
Left-side Navigation.

Top Level Navigational Elements

My Account

The My Account link navigates you to your MSIX account information. You can
update your phone number or reset your password on this page. When you reset
your password, MSIX will email you a new temporary password that you will
change the next time you access MSIX.

U.5. Department of Education
Promoting educational excellence for all Americans

AL e L Oyt

My Account | Training | ContactUs | Help | Logout
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Training

The Training link navigates you to the MSIX Training page, which contains
online training for user roles, the MSIX User Manual, and the MSIX Quick
Reference Guide, a job aide for MSIX functions used most frequently.

U.5. Department of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

Contact Us

The Contact Us link navigates you to the Contact Us page, which contains
contact information for the MSIX Help Desk along with other useful
information. You can reach MSIX support via email (msixsupport@deloitte.com)
or the MSIX Help Desk (1.866.878.9525) on Monday thru Friday from 9:30AM
to 6:30PM Eastern Time, except federal holidays. Note: the Help Desk does not
reset passwords, create new users, deactivate, or disable existing users.

U.5. Department of Education
Promaoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

Help
The Help link navigates you to the searchable MSIX online help, Frequently
Asked Questions (FAQs), and Technical Reference Materials.

U.5. Department of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout
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Logout
The Logout link you outside MSIX to end your MSIX session.

U.5. Department of Education

Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

L eft-side Navigational Elements

The links in the Left-side Navigation Menu will vary from user to user based
upon their role. For instance, only State and Regional User Administrators will
see the User Administration link on the Left-side Navigation Menu. The sample
shown below includes every link and is not found in any one user role.

Home

The Home link navigates you to the
MSIX home page.

Student Search

Student Search is a role-based link that
navigates you to the MSIX “Basic Student
Search” page. The search page allows you
to query for student information. This link
is available for Primary Users, Secondary
Users, State Data Administrators,
Regional Data Administrators, and
District Data Administrators.

~change Initiative Reports

Ex bl Ll Reports is a role-based link that navigates
Course Catalog you to the reports section of MSIX and
Standardized Tests will list reports that might be available to
:E"}S:TE you. This link will only appear on the left

SULTS L -
s navigation Pgnel for Use; Administrators,
State MEP Dirsctors Data Administrators, Primary User,

Secondary Users, OME User
Administrators, and Government
Administrators. Upon clicking the link, the
user is taken to a page where, depending
on role, he or she may choose to view
different reports based on data in MSIX.
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State/Regional Administration

State/Regional Administration is a role-based link that navigates State Region
Administrators to the “State/Regional Structure Administration” page. This page
allows those users to create, update, add or disable a regional structure and
associated districts for states that choose to use the regional structure. This link is
only available to State Regional Administrators.

Worklist

Worklist is a role-based link that allows users to take action on near matches,
merges, and splits. This link is available for State Data Administrators, Regional
Data Administrators, and District Data Administrators.

Potential Merge List

Potential Merge List is a role-based link that navigates you to the list of students
you have identified for a potential merge. The merge process is initiated for these
students in this section of MSIX. This link is available for Primary Users, State
Data Administrators, Regional Data Administrators, and District Data
Administrators.

Potential Split List

Potential Split List is a role-based link that navigates you to the list of student
records you have identified for a potential split. The split process is initiated for
these students in this section of MSIX. This link is available for Primary Users,
State Data Administrators, Regional Data Administrators, and District Data
Administrators.

User Administration

User Administration is a role-based link that navigates you to the User
Administration section. This section allows you add, update, disable, or deactivate
MSIX users. This link is available for State User Administrators, Regional User
Administrators, and OME User Administrators.

Records Exchange Initiative
The Records Exchange Initiative link takes you to the OME Records Exchange
website.

External Links

The External Links section of the Left-side Navigation links you to additional
websites that are available outside of the MSIX application. The external links are
as follows:

= Course Catalogs — The Course Catalog provides links to state course
catalogs.
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Standardized Test — The Standardized Test provides links to state
standardized test lists.

The Records Exchange Advice, Communication, and Technical
Support (REACTS) — The REACTS link navigates the user to the
Records, Exchange, Advice, Communication, and Technical Support
(REACTS) Material page that contains hyperlinks to legacy REACTS web
site material.

RESULTS — The RESULTS link navigates the user to the RESULTS
homepage, which is a Customer Service Center website that provides a range
of information to the migrant community and migrant education program to
enhance inter- and intrastate coordination and collaboration.

National Center for Education Statistics (NCES) — The NCES is

located within the ED and the Institute of Education Sciences. It is the
primary federal entity for collecting and analyzing data related to education.
MSIX uses the standard NCES codes that are available on the NCES
website. For more information about NCES, click the “NCES” link or go to
(http://nces.ed.gov).

State Migrant Education Program (MEP) Directors — The State MEP
Directors link provides a list of the State MEP Directors along with their
contact information.

Footer Navigational Elements

Rules of Behavior

This link provides the Rules of Behavior (ROB) that all users must accept before
accessing MSIX. The ROB describes your responsibilities and expected behavior
with regard to information and information system usage. They include the
following sections: Responsibilities, Monitoring, MSIX Security Controls, User
Credentials, Protection of MSIX Information, and Other Security Considerations.

Rules Of Behavior | ED | OME

ED

The ED link navigates you to the U.S. Department of Education (ED) website.
The URL is http://www.ed.gov.

Rules Of Behavior | ED | OME

OME
The OME link navigates you to the Office of Migrant Education website. The
URL is http://www.ed.gov/about/offices/list/ oese/ome/index.html.

Rules Of Behavior | ED | OME
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Section 2: Getting Started

Now that you understand the basics of Migrant Student Information Exchange
(MSIX), you need to learn how to begin and what steps are needed to gain access
and become an MSIX user. However, even before you become a user, you can
become familiar with some of the tools and resources available for MSIX. Once
you receive your User Name and Password, you will want to know how to log in,
log out, and how to manage your user account. This section includes the

following topics:

e  Gaining Access to MSIX
e Preparing to be an MSIX User

e Logging In
e Logging Out

e Managing My Account

Gaining Access to MSIX

Information is found on the MSIX website (https://msix.ed.gov) to enable you
to apply for access to MSIX under the “How do I get an account?” link. Here,
you will find the MSIX User Access Guide and Application, which includes a sample
application form and describes the MSIX Application Procedure. This procedure
is composed of three processes: Applicant, Verifying Authority, and Final
Approving Authority and assumes that Training occurs at any time within.

Obtaln training from
Trainers’ Corner on
MSIX website “Sign

In” page

=Complete MSIX
training

=Submit training

Obtaln an “User
Appiication for Access
to MSIX " form on MSIX
website

=Complete application

-Submit application to
Verifying Authority

-Review entire
application for
completeness

Werify Applicant’s job
title and attest to the
requested MSIX role

-Complete “Verifying

Appllcant sends to
State User
Administrator wheo
reviews “Applicant”
and “Verifying
Authority” sections
for completeness

= Create account based

certification with appropriate Authoerity” peortion of on application
identification the application information
-Returm application to = Retain application for
I y KAplecant ) official records

J

Figure 2.1: MSIX Application Procedure

These processes are discussed in further detail in the aforementioned guide to
provide the steps for obtaining access to MSIX. In addition, the “User
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Administrator Search” function is found so that you can determine where to
submit your application.

Preparing to be an MSIX User

You can begin to learn about MSIX even before you receive your MSIX User
Name and temporary Password. In fact, it is strongly recommended that you
review the resources that are available on the website.

Sign In Page Links

The “Sign In” page contains some basic links to help you become familiar with
MSIX. They include the following: Forgot Password, Contact Us, How Do I Get
an Account?, Trainers” Corner, MSIX Implementation Status, and Help.

Forgot Password

Forgot Password navigates you to a page that contains the contact information
for a User Administrator who can reset your password if you forget it or are
locked out.

IForqot F‘assword|| Contact Us |How Do I Get an Account? | Trainers' Corner | MSIX Implementation Status | Help
L

Contact Us

Contact Us navigates you to the “Contact Us” page, which contains contact
information for the MSIX Help Desk. You can reach MSIX support via email
(msixsupport@deloitte.com) or phone (1.866.878.9525). Note that the Help
Desk does not reset passwords, create new users, deactivate, or disable existing
users.

Forgot Password! Contact Us IHDW Do I Get an Account? | Trainers' Corner | MSIX Implementation Status | Help

How Do I Get an Account?
How Do I Get an Account provides access to the MSIX User Access Guide and
Application.

Forgot Password | Contact Usf How Do I Get an Account?f Trainers' Corner | MSIx Implementation Status | Help

Trainers’ Corner

MSIX has a robust training program that includes online help and web-based
training. The training is accessible directly from the MSIX website under Trainers’
Corner. Therefore, it is available prior to logging into MSIX by clicking on the
“Online Training” link for the desired role. This link contains numerous
documents to acquaint you with MSIX and online training modules for every
MSIX user role as shown below:

Forgot Password | Contact Us | How Do I Get an Account?ITrainers' Corner IMSIX Implementation Status | Help
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10.

11.

12.

13.

14.

15.

Online Training — Six role-based MSIX training courses in Adobe Flash 9
format that each take on average of one to two hours to complete, depending
upon your role and how quickly you move through the course

MSIX User Manual (Microsoft [MS] Word, Adobe Portable Document
Format [PDF], 508 Compliant) — Detailed resource for using MSIX

MSIX Reports Manual (MS Word, Adobe PDF) — Detailed
documentation on the features, functionality and accessibility of the reports
in MSIX

Quick Reference Guide (MS Word, Adobe PDF) — One-page job aide to
summarize the steps for the most commonly used MSIX tasks

Frequently Asked Questions (FAQ) (MS Word, 508 Compliant) — Most
typically asked questions in a searchable tool
MSIX Training Environment Guide (MS Word, Adobe PDF) —

Resource to enable state training facilitators plan, deliver, and evaluate their
MSIX training

Refresher Training Materials (MS Word, MS PowerPoint, Adobe PDF)
— Presentation deck on the key features of MSIX and how to use each of
them

Webinars (MS PowerPoint) — Presentation decks from previously
conducted webinars for users

MSIX User Administrator Guide (MS Word, Adobe PDF) — Role-
specific manual to support User Administrator tasks on managing user
accounts

User Access Guide (MS Word, Adobe PDF) — Manual to guide users in
requesting and acquiring a user account

User Access Form (MS Word, Adobe PDF) — Sample form that states can
use to register users, verify their identification, and confirm the correct level
of the user’s access

MSIX Brochures (MS PowerPoint & Adobe PDF in English and Spanish)
— Concise information to describe MSIX presented in a question-style
format

User Conference Presentation (MS PowerPoint & Adobe PDF) — A
presentation that provides a basic overview of MSIX that was used at various
conferences to introduce MSIX

MSIX Help Desk — A link to the Contact Us page, which provides the
phone number and email address for the Help Desk

MSIX Release Change Notes (MS Word, Adobe PDF) — Descriptions of
the enhancements made to MSIX since its initial roll-out in September 2007
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Logging In

MSIX Implementation Status

MSIX Implementation Status displays a summary of the pre-implementation,
implementation and fully implemented completion dates for each state. You will
see a United States map with a key to define the colors just below the map.

Forgot Password | Contact Us | How Do I Geft an Account? | Trainers' CDrnerIMSIX Implementation Status I Help

Help
Help provides access to a comprehensive, searchable online help and FAQ:s.

Forgot Password | Contact Us | How Do I Get an Account? | Trainers' Corner | MSIX Implementation Status | Help

You will be notified via two separate emails as soon as you have been added as a
user to MSIX. Samples of the emails are shown below.

From: Msix.Application@eds-orlando.com
To: <NEW MSIX USER>

Hello <MSIX User>,

Your State's MSIX user administrator has just created an MSIX account for
you with the following user name:

<User Name>
**This account is active effective December 11, 2011.**
MSIX will send you another email with your temporary password

On the date indicated above, you can user the following link to access MSIX:
https://msix.ed.gov .

If you have forgotten your login or password, please contact your
appropriate User Administrator.

If you have questions regarding the contents of this email, please refer to the

online help, user guide, and other documentation available within MSIX. You

may also contact the MSIX Support team at msixsupport@deloitte.com
Figure 2.2: User Name Sample Email
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From: Msix.Application@eds-orlando.com
To: <NEW MSIX USER>

Subject: MSIX Account Confirmation

Please use the following password when accessing MSIX for your next login:
<System-generated Password>

Please use the following link to access MSIX: https://msix.ed.gov.

If you have forgotten your login or password, please contact your
appropriate User Administrator.

If you have questions regarding the contents of this email, please refer to the
online help, user guide and other documentation available within MSIX. You
may also contact the MSIX Support Team at msixsupport@deloitte.com.

This email account is not monitored.

Figure 2.3: Password Sample Email

Once you have received these emails and your account is active, you are ready to
log into MSIX for the first time. When you do so, you are prompted to review
the MSIX training materials, the Rules of Behavior (ROB), and change your
password. After your initial MSIX login, you will not be asked to accept the
ROB again. However, you will be required to change your password every 90
days.

In the event that you are not a regular MSIX user and it has been 90 days since
you last used MSIX, your account will be automatically disabled. You must
contact a User Administrator to have the account reactivated. You can find your
User Administrator’s contact information by clicking on the “How Do I Get an
Account” link on the MSIX Sign In Page.

Login Error Messages

You must carefully enter your User Name and Password. MSIX displays an error
message after each unsuccessful login attempt. You will be given two invalid login
attempts. After the third unsuccessful login, your account locks and an error
message is displayed.
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Login Error Messages

Scenario Error Message
User Name Field is Blank Error: You must enter a valid user name.
Password Field is Blank Error: You must enter your logon password.

User Name or Password are Incorrect Error: Authentication failed. Please try again.

Three Invalid Login Attempts Have Error: Your account is locked. Please notify the
Been Made system administrator.

If your account is locked, contact your User Administrator to request that

your password is reset. To locate your User Administrator, go to the MSIX
website (http://msix.ed.gov) and click the “Contact Us” link. On this page,
you will find the “User Administrator Search” link.

Steps for First Time Login

e Access the MSIX URL (http://msix.ed.gov) on the date your account is
active, and enter your User Name and Password. Then, click the
Login button.

On the “Change Password” page, enter your Expired or Temporary

Password. Then, enter a new password first in the New Password field
and then a second time in the Confirm New Password field. Your new
password must conform to MSIX password standards. To complete this

step, click the OK button.

On the “Sign In” page, enter the newly created password in the
Password field. Then, click the Login button.

e Click the Continue button on the “Warning” page.

On the “Rules of Behavior” page, review the information. Then, click the
Accept button.
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Log into MSIX
The Sign In page is the entrance into MSIX.

Sign In
Please enter your username and password to login. Both l-.-emmu; your password is case sensitive
User Nama

Password

To find the contact iformation for a User Admnistrator in vour state, please use the User Admimistrator Search
MSIX Help Deskc 1-866-878-9525 9:30AM - 630PM Eastern Tane Monday through Friday, except Federal Holidays

natjact yaute
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Change Your Password Using the MSIX Password Standards

The “Change Password” page allows you to change your password and only
appears with your first time login. MSIX standards require that a password must
have the following criteria:

e Atleast eight (8) characters

e Atleast one upper case letter (A-Z) and one lower case letter (a-z)
e Atleast one number (1-9)

e Atleast one special character (e.g., #, %0 or &)

e (Cannot have spaces

e Cannot match any of your previous six (6) passwords

A checklist appears to the right of the password page that updates the criteria you
meet as you enter in a new password.

U.S. Department of Education
Promoting educational excellance for all Americans p

Change Password

If you received an email with a temporary password for a new MSIX account. or due to a password reset, please enter the temporary password from email in the first
box below.
If you were notified when you attempted to sign into MSIX that your previous MSIX password has expired, please enter the expired password in the first box below.
Create a new password and enter it in the second and third boxes below. You will then use this new password to sign into MSIX.

Your MSIX Password must:

*Contain at least eight (8) characters;

*Contain all of the following types of characters:
-- Capital letters

-- Lower-case letters

-- Numbers

-- Special characters (#, @, !, ~, &, etc.)

*Be different from your past 6 passwords.

You must change your password before you can continue  Your new password:
User Name kscott Is at least eight (8) characters

Expired or Temporary Password Contains a capital letter
New Password Contains a lower-case letter
Confirm New Password Contains a number

Contains a special character
"New Password" matches "Confirm New Password"

Please make sure to protect your logon credentials at all times,
and never share your user id and/or password with anyone else.

Please do not write your password down or keep it in an area
where it can be easily discovered.

Please avoid using the "remember password” feature in your
Internet browser.
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U.S. Department of Education
Promoting educational excellence for all Americans

Change Password

If you received an email with a temporary password for a new MSIX account, or due to a password reset, please enter the temporary password from email in the first
box below.
If you were notified when you attempted to sign into MSIX that your previous MSIX password has expired, please enter the expired password in the first box below_
Create a new password and enter it in the second and third boxes below. You will then use this new password to sign into MSEX

Your MSIX Password must:

*Contain at least eight (8) characters;

*Contain all of the following types of characters:
-- Capital letters

-- Lower-case letters

-- Numbers

-- Special characters (#, @, !, ™, &, etc.)

*Be different from your past 6 passwords.

Error You must change your password befare you can continue  Your new password:

User Name kscott Pass Is at least eight (8) characters
Expired or Temporary Password ses .. Pass Contains a capital letter

New Password sessssesse Pass Contains a lower-case letter
Confirm New Password sessssase Pass Contains a number

Pass Contains a special character
Pass "New Password" matches "Confirm New Password"

Please make sure to protect your logon credentials at all times,
and never share your user id and/or password with anyone else.

Please do not write your password down or keep it in an area
where it can be easily discovered.

Please avoid using the "remember password” feature in your
Internet browser.

Sign In Again with Your New Password

The “Sign In” page reappears with a message prompting you to enter your
password. This is the new password that you just created on the “Change
Password” page.

U.S. Department of Education
Fromoting educational excellence for all Americans

Sign In

Please enter your username and password to login. Both fields are required; your password is case sensitive.

User Name Idaniels2

I Password I

Forgot Password | Contact Us | How Do I Get an Account? | Trainers' Corner | MSIX Implementation Status | Help
To find the contact information for a User Administrator in your state, please use the User Administrator Search
MSIX Help Desk: 1-866-878-9525 9:30AM - 6:30PM Eastern Time Monday through Friday, except Federal Holidays

Unauthorized use of this site i prohibited and may subject you to civil and criminal prosecution
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Review the Warning Page
The MSIX Warning page displays every time you successfully login. You must
press the continue button to accept the warning before proceeding to the next

page.

U.S. Department of Education /
Promoting educational excellence for all Amaricans

WARNING: UNAUTHORIZED ACCESS PROHIBITED!!!

This is a U. S. Department of Education computer system. System usage may be monitored, recorded, and subject to audit by
authorized personnel. THERE IS NO RIGHT OF PRIVACY IM THIS SYSTEM. Unauthorized use of this system is prohibited and
subject to criminal and civil penalties. System personnel may give to law enforcement officials any potential evidence of crime
found on U.S. Department of Education computer systems. USE OF THIS SYSTEM BY ANY USER, AUTHORIZED OR
UNAUTHORIZED, CONSTITUTES CONSENT TO THIS MONITORING, RECORDING, and AUDIT.

PRIVACY ACT INFORMATION

You must read the statement below, and click "Continue" to access the Department of Education's
MSIX website. Some users may need to scroll to the bottom of the screen to see the "Continue™
button.

] »

m

This is a United States Department of Education computer system, which may be accessed and used
only for official Government business by authorized personnel. Unauthorized access or use of this
computer system may subject wiolators to criminal, civil, and/or administrative action.

This system contains personal information protected under the provisions of the Privacy Act of
1974, 5 U.S5.C. § 552a -- as amended. Violations of the provisions of the provisions of the Act may kv

[ oo [ Comime ]

© 2007 U.S. Department of Education. For Official Use Only.

Review the Rules of Behavior (ROB)

This page displays upon initial user login. The ROB must be accepted by each
user and a record of the user’s acceptance stored in the database. You can view
and print the ROB at any time by clicking on the link in the Footer Navigational
elements at the bottom of any MSIX page.

U.S. Department of Education
Pramoting educational excellence for all Americans

Rules Of Behavior

Responsibilities

{3

The Migrant Student Information Exchange
(MSIX) is a Department of Education (ED)
information systemn and is to be used for
official use only, Users must read,
understand, and comply with these Rules
of Behavior. Failure to comply with the
MSIx Rules of Behavior may resultin
revocation of your MSIx account
privileges, job action, or criminal
prosecution.

MSIx users must complete a basic security

awsreness training courss priar to being

aranted access to the systsm, The

security topics sddressed in this docurnent

provide the requirsd security awarsness

contsnt, so it is important that you read

through this entire text. Users must also ~

Print Rules of Behavior

& 2007 U5, Department of Education. For Official Use Only.
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Logging Out
Logout terminates your MSIX session. This helps to manage the system
resources so connections are not open while not being used. It also provides an
extra layer of security to help prevent others from using your MSIX user account.

Steps to Log Out of MSIX
Click the Logout link in the Top Navigation.

U.5. Department of Education
Promoting educational excellence far all Americans

.'.; 5 -... - X
. W

My Account | Training | ContactUs Help | Logout

Log Back Into MSIX or Close Your Browser
The “Logout” page provides the ability to return to the “Sign In” page using the
Return button. If you are finished using MSIX, just close your browser window.

U.S. Department of Education
Promoting educational excellenca for all Americans

You have now logged out of the MSIX Application

Click here to return to the MSIX application.
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Managing My Account

You have the ability to update your account information. Updating account
information is limited to changing your telephone number and resetting your
password. You can change your telephone number as often as it is needed.
However, you can only change your password once per day. If other parts of
your account need to be updated such as your name or email address, you must
contact your User Administrator to make those changes.

Steps to Update Account Information
@ ciick the My Account link in the Top Navigaion.

Update Account Information such as Telephone Number or select the
Password Reset option to submit a request to have your password reset.

e Click the Save button.

Navigate to My Account
The My Account link is location in the Top Navigation.

U.5. Department of Education
Pramoting educational excellence far all Americans

My Account | Training | ContactUs | Help | Logout

Make Your Account Update and Save
This page allows you to change your Work Telephone Number, Job Title, or to
submit a Password Reset request.

¢ Work Telephone Number: If you changed your Work Telephone Number,
the change will be immediate and you can click the My Account link to see
the change.

It is important to keep your number updated in the event that another MSIX
user or an Administrator may need to contact you at work, especially in cases
where direct communication is necessary to resolve issues pertaining to one
of your state’s students.

e Job Title: Users shall be able to update their own “Job Title” field within
their respective “My Account’ page.

e Password Reset: When submitting a request to reset your password, MSIX
will automatically send an email with your MSIX randomly-generated,
temporary password. This email will be similar to the sample shown in the
“Logging In” section of this manual.
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With your femporary password, you can log into MSIX and then will be
prompted to change the password using the MSIX password standards. In
addition, according to U.S. Department of Education (ED) security policy,
you cannot use your six previous passwords.

U.S. Dapartmant of Education /

My Account | Training | ContactUs | Help | Logout

My Account

Name: KeithSeatt
Username: kscott
Recpnal At i Roles: Government Administrator

- | To update your name or email address, please contact your OME or State User Administrator. You can update your telephone number or
Records Exchange Initiative reset your password. For additional information on password rules, please consult the MSIX User Guide.

External

Course Catalog
Standardized Tests u
REACTS Last Name: Scott
RESULTS fl

* Indicates a required field.
First Name: Keith

Job Title:

NCES =
State MEP Directars Work Email Address: kdenman@deloitie.com
| work Telephone Number:  *(553 3 555 . 3333 gy, 111

Password Reset: [ reset my passwaord.

Save Cancel

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Review Confirmation of Your Action
The “Confirmation” page displays a message that your request has been updated.
The page also has navigational links to navigate to different pages of MSIX.

U.S. Department of Education /
Promoting educational excellence for all Americans -

My Account | Training | ContactUs | Help | Logout

| Confirmation

Your account information has been updated

| what would you like to do next?
Go to the Home page
B Go to the My Account page

Regional Administratian
s change Initiative

External Linl
Course Catalog
Standardized Tests
REACTS.
RESULTS.
NCES

= MEP Diractars

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Section 3: Searching, Printing Records,
and Notifying

There are certain functions that are helpful tools for teachers, guidance
counselors, Migrant Education Program (MEP) data entry staff, recruiters,
registrars, and Data and Regional Administrators as they attempt to gain a greater
understanding and communicate about a particular student for placement
purposes and other needs.

The Migrant Student Information Exchange (MSIX) provides the ability to
search and display student records to assist in student placement. These student
records can be printed when a paper copy is needed. MSIX also allows a means
to send email notifications to another school about a student’s pending artival or
departure. These MSIX functions are limited to MSIX Primary Users, Secondary
Users, State Data Administrators, Regional Data Administrators, and District
Data Administrators.

This section includes the following topics:
e Searching and Displaying
- Using Search and Display to View a Consolidated Record
- Using Search and Display to View an Historical Record
- Understanding Privacy Act Compliance
- Reviewing the Raw Student Record View
- Using Advanced Search
e Printing Student Records
e Notifying of a Student’s Arrival or Departure

Searching and Displaying
MSIX Primary Users, Secondary Users, State Data Administrators, Regional Data
Administrators, and District Data Administrators can look for a single student
record by the Student’s Name, MSIX ID, or the combination of State and State
ID. The Student’s Record can be viewed at a high level with the most recent
enrollments in the “Consolidated Student Record View.” Or, student records can
be viewed with all of the student’s information in the “Historical Student Record
View.”

e Consolidated Student Record View (displays the most recent student

information) — This view can be used to verify the identity of the student
for whom you are searching. It provides the ability to flag a record for the
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merge and split processes. This view also provides the ability to send an
email notification upon a student’s arrival or departure.

e Historical Student Record View (displays all schools and all MEP
program information) — This view can be used to determine proper
course placement or confirm student identity. Under the Enrollments
section, MSIX displays the Data Administrator associated with each
student’s records for each state. This helps users to identify the correct
Data Administrators if contact is needed for questions or issues regarding

a student’s records.

Search for a Student Error Messages

MSIX displays one of the following error messages when you have entered

invalid or no search information:

Search for a Student Error Messages

Scenario

MSIX ID Contains Letters vs. Numbers

Error Message

Error: Please enter a numeric value for the MSIX ID.

Data was not Entered in one of the
Required Fields

Error: Please enter at least one of the primary search
criteria to perform the search. The primary search
criteria include the following: MSIX ID, State Student
ID (SSID), First Name, Middle Name and Last Name.

Information is not Contained in MSIX

Error: No results were found. Please click the refine
search link to narrow the search criteria.

Table 3.1: Search for a Student Error Messages

Using Search and Display to View a

Consolidated Record
Steps to Search

0 Click the “Student Search” link in the Left-side Navigation, which will
take you to the “Basic Student Search” page.

On the “Basic Student Search” page, enter the search criteria by using
at least one of the following fields:

1. Student MSIX ID
2. Student State ID

3. Student First, Middle, or Last Name

Additional optional information such as Date of Birth (“Student DOB”
field) and Gender (“Sex” field) can also be entered to further refine a
search. All of the information entered is used to filter your results. If you
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are unsure of some of the information, it is better to enter less data rather
than more.

MSIX will default to a “Partial” search unless you indicate otherwise.
Select either “Partial” or “Exact” for each search criteria. If you only
know some of the student information, use a partial search. For partial
searches, a wildcard is assumed at the end of the search data entered (e.g.,
entering “mi” for Last Name finds “Miller”” but not “Smith”).

This wildcard feature also allows you to search for students based on the
Date of Birth (DOB) when you only have partial date information. If you
enter partial DOB information, a list of all recorded students that were
born on that particular month, date, and/or year will be displayed.

MSIX receives all of its student data directly from states. If your state system
stores hyphenated names, then MSIX will display the data with hyphens. The
best way to search for hyphenated names is to use the “Partial” search and
use the part of the name before the hyphen.

Use “Exact” to search for an exact match to the information that you
entered. If no data returns, change to a “Partial” search just in case there
is a minor difference in the data.

Click the “Search” button and the “Search Results for Student” page will
display. Search results can be sorted by column names by clicking the
column name.

Select an individual student record from the list by clicking on the
student’s MSIX ID link.

A column is provided on the right-hand side of the page where students
can be flagged as potential matches. Multiple students can be flagged for
merge in this column.
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Access the Student Search and Find a Student
This page allows you to search for a student in MSIX.

U.S. Department of Education
Promoting educational excellence for all Americans p

A -

My Account | Training | ContactUs | Help | Logout

Home Basic Student Search

Student Search Please enter your search criteria below. Ensure that your search contains at least one of the following elements:

1. Student MSIX ID.
2. State Student I0.
3. Student First, Middle, or Last Name.

Partial searches are allowed by entering at least one character and selecting the “Partial” tion. Use “Exact” to searcl
i ek oo ey e faid
—

[ Please dick Advanced Search for a more in-depth search capability.

External :
Course Catalog Last Name: O Exat @ Partial

Standardized Tests First Name: O exact @ Partal
REACTS Middle Name: O Exact @ Partial

BESULTS Student Sex: SelectSex ¥
NCES

State MEP Directors. Student DOB: / / (MM/DD/YYYY) m
| MSIX 10: O exax ® partial

O exact © Partial

Student State 10:
State: Select a State v

® 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Select and Flag the Student Record

This page displays the results returned from your search. You can sort the search
results by clicking on the column names. In this sample, the data is sorted by the
“State Student ID” column.

U.S. Department of Education
Pramoting educational excellence for all Amaricans

P LG e

My Account | Training | ContactUs | Help | Logout

Search Results for Student: Refine Search

3 students found, displaying all students.

Report:

- - = MSIX ID udent Name | Date of Birth Multiple Birth Flag for Merge
S e BED T A Carden,John  03/28/2005 _ Male No
u

Worklist 394621257883 PA Carden, John 04/12/2005 Male Yes
oS Flag Record(s) for Merge

873139195976 PA107 PA Cardens, Johns  03/28/2005 Male Mo
User Administration

Potential Merge List

Log Settings
Recerds Exchange Initiative
External Links:

Course Catalog
Standardized Tests

State MEP Directors

MSIX

007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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View the Most Recent Information for the Student

When you select an individual student from the list of search results, you see the
student’s most recent demographic information on the “Consolidated Student
Record View” page.

U.S. Department of Education /
Promoting educational excallence for all Amaricans g

smealy L e W g E s, TN p o e

My Account | Training | ContactUs | Help | Logout

Home

Consolidated Student Record View Back To Search Results

S e Search Results for MSIX ID: 304621257883
.......................... Student Name: John Carden State ID: PA210 State: PA Historical Student Re\ggﬂ
Raw Student Record
View

( Enrollments ( Assessments ( Course History ( Privacy Act

Potential Merge List Printing Options: B

Potential Split List Student Information

Name: John Carden Sex: Male
User Administration Birth Date: 04/12/2005 Multiple Births: Yes
" Birth Location: Austin, Texas, United  Birth Date Verification: Driver's License

States

cords Exchange Initiative | Male Parent: Roger Carden Female Parent: Nancy Carden
Ry
Course Catalog Qualifying Arrival Date:  06/03/2013
Standardized Tests g Move From Austin, Texas, United  Qualifying Move To
REACTS States Location: Troy, AL
RESULTS Expiration Date: 02/15/2003 Continuing Service Serving Secondary Students Through Credit
NCES Reason: Accrual Programs

State MEP Directors
Flag Record for Merge  Flag Record for Split

, Send an MSIX user an email notification indicating that & student has arrived in your arez or Send

‘has moved to their area  Notification

Exportto File

® 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Understanding Privacy Act Compliance

To comply with the Privacy Act of 1974, MSIX records a student or guardian’s
dispute of the data contained for the student. To modify an MSIX record,
parents and students must first work directly with the state where the student is
currently enrolled by contacting their local Migrant Education Program (MEP)
personnel to view the MSIX record. If parents and/or students are unsure of
whom to contact locally, they should contact the State MEP Director. A list is
provided at http://www.ed.gov/programs/mep/contacts.html.

e Ifitisagreed that the information is in error, it must be corrected in the
state system before being corrected in MSIX through the regularly scheduled
file transfer process.

e Ifit #s notagreed that the information is in etror and the parents and/or
students are not satisfied, they can contact the MSIX Help Desk, at 1-866-
878-9525 or MSIXsupport@deloitte.com. Then, OME would enter a
comment to the effect and the dispute would be recorded in MSIX on the
Consolidated Student Record View under the Privacy Act tab. The student
record would be unchanged in MSIX and mirror that of the state.
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The flowchart below displays the events in the appeals process.

Data is corrected in State’s MEP
Stwidant or parants database
request MEIX record

l | ‘L
Student or parant contacts.
“;':I': ﬁt,"e" pm;::‘;’:d’ Does the student Migrant Progran in thelr Is the Information
anﬂanli:auﬁggl m' Eﬂs — orparentdisputs  —Changasreqesiedee  cument State to facliets  ——» werified and
b T the data in MSIX? comection of the disputed commecled?
MS1¥ data
e g NIfJ

WJIN l
Data is not comectad in State's
Mo changes ara MEP dalabase
i e
NOTE:

Incomect student information cannot be updated directly into MSIX.
The state that provided incormect information must update the student's record in it own state systam.

Figure 3.1: Student Record Dispute Appeals Process

Using Search and Display to View an Historical
Record

Steps to Search
Click the Student Search link in the Left-side Navigation, which will take
you to the “Basic Student Search” page.

On the “Basic Student Search” page, enter the search criteria by using at
least one of the following fields:

1. Student MSIX ID
2. State Student ID
3. Student First, Middle, or Last Name

Additional optional information such as Date of Birth (“Student DOB”
field) and Gender (“Sex” field) can also be entered to further refine a
search. All of the information entered is used to filter your results. If you
are unsure of some of the information, it is better to enter less data rather
than more.

MSIX will default to a “Partial” search unless you indicate otherwise.
Select either Partial or Exact for each search criteria. If you only know
some of the student information, use a “Partial”’ search. For Partial
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searches, a wildcard is assumed at the end of the search data entered (e.g.,
entering “mi” for Last Name finds “Miller”” but not “Smith”).

This wildcard feature also allows you to search for students based on the
date of birth (DOB) when you only have partial date information. If you
enter partial DOB information, a list of all recorded students that were
born on that particular month, date, and/or year will be displayed.

MSIX receives all of its student data directly from states. If your state system
stores hyphenated names, then MSIX will display the data with hyphens. The
best way to search for hyphenated names is to use the “Partial” search and
use the part of the name before the hyphen.

Use “Exact” to search for an exact match to the information that you
entered.

Click the Search button and the “Search Results for Student” page will
display. Search results can be sorted by column names by clicking the

column name.

Select an individual student record from the list by clicking on the
student’s MSIX ID link.

A column is provided on the right hand side of the page where students
can be flagged as potential matches. Multiple students can be flagged for
merge in this column.

Select the Historical Student Record View link on the top of the
“Consolidated Student Record View” page. MSIX displays the Data
Administrator associated with each student’s records for each state. This
information can now be found on the “Historical Student Record View”
page under the Enrollments section and will help you identify the correct
Data Administrator to contact for questions or issues regarding a
student’s records.
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Access the Student Search and Find a Student
This page allows you to search for a student in MSIX.

U.S. Department of Education
Promoting educational excellence for all Amaricans

P

My Account | Training | ContactUs | Help | Logout

Basic Student Search
=ase enter your search criteria below. Ensure that your search contains at least one of the following elements:

Student Searcl
1. Student MSIX ID.

2. State Student ID.
3. Student First, Middle, or Last Name.

Reports

Worklist

Partial searches are allowed by entering at least one character and selecting the "Partial” search option. Use "Exact” to search
" for an exact match on the information that you entered in a2 given field.

] 5"_"‘ SEE Please dlick Advanced Search for a more in-depth search capability.

Exchange Initi.

Last Name: Partial
External Links:
Course Catalog First Name: partial
Standardized Tests Middle Name: partial

REACTS
RESULTS Student Sex: SelectSex -

NCES
State MEP Dire Student DOB: ! / (MM/DD/Y[YY)

MSIX ID: ) Exact Partial

, Student State ID:

State:

) Exact Partial

Select a State

2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Select and Flag the Student Record
This page displays the results returned from your search.

U.S. Department of Education
Promoting educational excellence for all Amencans .
3 2K ) 5 : SN o oA e

| Contactus |

My Account | Training Help | Logout

Search Resulis for Student: Refine Search

Student Search 3 students found, displaying all students.

Reports
m Student State ID Student Name Date of Birth @ Multiple Birth Flag for Merge

S snicnaiadny 546506453945  PA107 PA  Carden,John  03/28/2005  Male No
Warklist 502521257883 | PA210 PA  Carden,John  04/12/2005  Male Yes
873139105076 PA107 PA  Cardens,lohns 03/28/2005  Male No

Potential Merge List

Potential Split Li = - Flag Record(s) for Merge

cords Exchange Initiative
External Links:
Course Catalog
Standardized Tests

State MEP Dirzctors

MSIX

007 U.S. Department of Education. For OFf; Rules Of Behavior | ED | OME
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View the Most Recent Information for the Student
This page displays the most recent information about this student.

U.S. Department of Education
Pramoting educational excellence for all Americans

Pa

My Account | Training | ContactUs | Help | Logout

e | consolidated Student Record View a Back To Search Results

e rudent Search Search Results for MSIX ID: 394621257883

Student Name: John Carden State ID: PA210 State: PA

Reports v

Raw Student Record
View

" Enrollments [ Assessments " Course History " Privacy Act

Potential Merge List Printing Optiol

Potential Split List Student Information

e John Carden Sex: Male

User Administration i B 04/12/2005 Multiple Births: Yes

. SR Birth Location: Austin, Texas, United  Birth Date Verification: Driver's License
States

Male Parent: Roger Carden Female Parent: Nancy Carden

Log Settings

Most Recent Qualifying Arrival Information
Course Catalog Qualifying Arrival Date: 05/03/2013
Standardized Tests Qualifying Move From Austin, Texas, United  Qualifying Move To

REACTS Location: States Location: 1 6
RESULTS Expiration Date: 02/15/2003 Continuing Service Serving Secondary Students Through Credit
NCES Reason: Accrual Programs

State MEP Directors
Flag Record for Merge  Flag Record for Split

, Send an MSIX user an email notification indicating that & student has arrived in your area orSend

has moved to their area MNotification

Export fo File

® 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

View All MSIX Data for this Student Record

The Historical Student Record View displays all student information from all
schools and all Migrant Education Program (MEP) programs. Each student
record can be expanded to display Demographic, Qualifying Moves, and
Enrollments information.
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Pl o

My Account | Training |

Historical Student Record View

e Student Name: John Carden

T Search Results for MSIX ID: 3945621257883
State / Regional Administration

Workl

- PA210 (Pennsylvan
Potential Merge List

Demograph

Potential Split List
| student Name:

John Carden Sex:

SSTeSminSEsten Birth Date: 04/12/2005 Multiple Births:
Log Setings Birth Location: grsttm’ Texas, United Birth Date Verification:
ates

R rds Ex nge Initiative Male Parent: Roger Carden

Female Parent:
Eligibility Expiration Date:

Nancy Carden
02/15/2003

External Links:
Course Catalog
Standardized Tests
REACTS

RESULTS

NCES

State MEP Directors

.-—'—“

Continuing Service Reason:

Student Name:
Birth Date:
Birth Location:

Sex:
Multiple Births:
Birth Date Verification:

Darriel Ronaldo Boland
09/24/1998

.+ United States
MPFN_Papa MPLN_Boland
FPFN_Momma FPLN_Boland
06/03/2004

Male Parent:
Female Parent:

Eligibility Expiration Date: Continuing Service Reason:

Student Name:
Birth Date:
Birth Location:

Sex:
Multiple Births:
Birth Date Verification:

Hannah Rombot
03/29/2010

Birmingham, Alabama,
United States

Robert Rombot
Nancy Rombot
06/03/2016

Male Parent:
Female Parent:

Eligibility Expiration Date: Continuing Service Reason:

-1 Qualifying Moves

06/03/2013 Austin, Texas, United States Troy, AL
02/28/2011 Austin, Texas, United States Dallas, TX
06/03/2002 Chichenitza, Oaxaca, Mexico San Francisco, CA

[-1 Enroliments

[-] Barton Clara Sch 08/29/2000 Grade 5
State: PA Enrollment Date:
Withdrawal Date: Immunization:
Grade Level: Grade 5

Enrollment Type:
MEP Project Type:
Enrollment District:
Facility Address:

Year Round MEP-Funded Project School/Project Name:
School ID/Facility Name:
Facility Phone Number:
Enrollment Location:

Philadelphia City SD
4600 Rosehill 5t

PFS Indicatot No Home Schooled:
LEP Indicator: Yes IEP Indicator:
MED Alert: Acute

District of Residence: Philadelphia City 5d
Enrollment Comments:This is 3 test comment
Data Administrator Information

Residency Date:

-] Course

SubjectArea Course Title Acxdemiciiear Grade |Credits
Start_Jend |
3

[+]AL
[+]AL

English English 101 2010

English Assessment State Assessment

2007 U.5. Department of Education. For Official Use Only
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Promoting educational excallence for all Americans

3] g Option

Qualifying Arrival Date|Qualifying Move From Location|Qualifying Move To Location

oA

Contact Us |

o

Help | Logout

Back To Search Results

Consolidated Student View
Raw Student Record View

(Updated
14 20

20.

Male
Yes
Driver's License

Serving Secondary Students Through
Credit Accrual Programs

Male

Driver's License

Female
No
Driver's License

Serving Secondary Students Through
Credit Accrual Programs

School Name Enroliment Date Withdrawal Date m

Yes
08/29/2000
Yes

Barton Clara Sch

Barton Clara Sch
215-456-2007

Philadelphia, PA, 19120-4446
No

No

Designated Graduation School: Vista Del Futuro Charter School

02/08/2011

2011 A

O]

[-1 Assessments

380

Rules Of Behavior | ED | OME



Reviewing the Raw Student Record View

For Data Administrators, an additional link, the “Raw Student Record View,”
is displayed on the “Consolidated Student Record View” page. This link
directs the Data Administrators to a page that contains the unprocessed
student data that is directly received from state files. In some situations, the
data received from states fails to meet the MSIX standards and is not
displayed or is replaced by MSIX reference data. By clicking on the “Raw
Student Record View” link and checking the raw data, you may view the
student’s data as it was originally submitted by the state to validate and verify
the integrity of student information in MSIX.

Note the “Raw Student Record View”’ Link is Available
Data Administrators will see this link if they need to see the original data
from the state.

U.S. Department of Education
Pramoting educational excellence for all Americans

Consolidated Student Record View Back To Search Results

Search Results for MSIX ID: 394621257883

| Student Name: John Carden State ID: PA210 State: PA Histoncal Student Record

Worklist

Enrollments " Assassments " Course History [ Privacy Act

Potential Merge List

Potential Split List Student Information

Name: John Carden Sex: Male
Birth Date: 04/12/2005 Multiple Births: Yes

Birth Location: Austin, Texas, United  Birth Date Verification: Driver's License
(e E=E States
o e Male Parent: Roger Carden Female Parent: Nancy Carden

Records Exchange Initiative

External Links: Most Recent Qualifying Arrival Information

Course Catalog Qualifying Arrival Date: 06/03/2013

Standardized Tests Qualifying Move From Austin, Texas, United  Qualifying Move To

REACTS Location: States Location: T AL

RESULTS Expiration Date: 02/15/2003 Continuing Service Serving Secondary Students Through Credit
NCES Reason: Accrual Programs

State MEP Directars
................... e Flag Record for Merge  Flag Record for Split

Send an MSIX user an email notification indicating that & student has arrived in your area orSend
has moved to their area  Notification

Exportto File

@ 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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View the Raw Data in the Various Sections
Each section of the student record can be expanded to display raw data in the
Demographic, Qualifying Moves, and Enrollments information.

U.S. Department of Education
Promoting educational excellence for all Americans

Nl o Lo

My Account | Training | ContactUs | Help | Logout

ez Raw Student Record View Back To Search Results

T Student Name: John Carden
!| Search Results for MSIX ID: 394621257883 Consolidated Student View
Historical Student Record Vi

Reports

State / Regional Administration

Printing Options: B8 B ™

[-1PA210 (Pennsylvania)
Potential Merge List [-1 Demographics

Student Name: lohn Carden Sesx: Male
Birth Date: 20050412 Multiple Births: Yes
r Administration Birth Location: Austin, TX, 2330 Birth Date Verification: 1012

Workl

Potential Split List

B — Male Parent: Reger Carden

Female Parent: Nancy Carden

o | Eligibility Expiration Date: 20030215 Continuing Service Reason: g3
External Links:

Course Catalog Student Name: Darriel Ronaldo Boland Sex: Male
Standardized Tests Birth Date: 19980924 Multiple Births:

:Z’;SE_SS Birth Location: ., 2330 Birth Date Verification: 1012
e Male Parent: MPFN_Papa MPLN_Boland

Stata MEP Dirac Female Parent: FPFN_Momma FPLN_Boland

* Eligibility Expiration Date: 20040603 Continuing Service Reason:

Student Name: Hannah Rombot Sex: Female
Birth Date: 20100329 Multiple Births: No
Birth Location: Birmingham, AL, 2330 Birth Date Verification: 1012
Male Parent: Robert Rombot

Female Parent: Nancy Rombat

Eligibility Expiration Date: 20160603 Continuing Service Reason: 03

[-1 Qualifying Moves

20130603 Austin, TX, 2330 Troy, AL
20110228 Austin, TX, 2330 Dallas, TX
20020603 Chichenitza, MX20, 1440 San Francisco, CA

[-1 Enrollments

School Name Enrollment Date Withdrawal Date
5 Yes

[-] Barton Clara Sch 20000829 [}

State: PA Enroliment Date: 20000829

Withdrawal Date: Immunization: Yes

Grade Level: 05

Enrollment Type: 04 School/Project Name: Barton Clara Sch

MEP Project Type: 2 School ID/Facility Name: 421899003732 / Barton Clara
Sch

School Di 4218990 / Philadelphia City Facility Phone Number: 2154563007

1ID/Name: Si

Facility Address: 4600 Rosehill 5t Enrollment Location: Philadelphia, PA, 19120

PFS Indicator: No Home Schooled: No

LEP Indicator: Yes IEP Indicator: No

MED Alert: Acute Designated Graduation 480139412121

School:
District of Residence: 4218990 Residency Date: 20110208

Enrollment Comments:This is 3 test comment

[+] Data Administrator{s)

[+] Course

[-1 Assessments

Stste —— Joote  Time e Jscore |
[+]PA

+]PA 20110508  English Assessment o1 380

2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Reviewing the State Student ID History

For Primary Users and Data Administrators, an additional link, the “View ID
History,” is displayed on the “Historical Student Record View” page. This
link directs the users to a page that contains the State Student ID (SSID)
History. The SSID History functionality collects and displays a summarized
history of each State Student ID within MSIX. The history will show all other
State Student IDs currently or previously associated with the subject State
Student ID. While in the MSIX system, a State Student Record may undergo
merges, splits, updates, or deletes which may link a given SSID with another
SSID or change the student’s MSIX ID. With this new functionality, a new
history record is created on the SSID History page for each State Student ID
following each merge, split, update, or delete involving the subject SSID.

For example, a Consolidated Student Record is comprised of three merged
State Student Records. Suppose that the student is enrolled in a fourth state.
The fourth state loads a State Student Record into MSIX and it is merged
with the Consolidated Student Record containing the original three states. All
four State Student IDs will log a change on their history pages that can be
viewed by authorized users.

The State Student ID History is accessible by all State, Regional, and District
Data Administrators as well as Primary Users from a new link to the right of
each State Student ID on the Student Historical Record View page. Any
merges, splits, updates, or deletes that occurred prior to March 5, 2012 will
not be visible in the SSID History.

Steps to View
From the “Historical Student Record View” page, click the “View ID
History” link.
On the “State Student ID History” page, expand the rows to view the

State Student IDs associated with the MSIX ID resulting from the event
indicated.
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Note the “View ID History” Link is Available
Data Administrators and Primary Users will see this link for all student
records in the “Historical Student Record View.”

U.S. Department of Education
Pramoting educational excellence for all Americans p

PRI LA O, e

My Actount | Training | ContactUs | Help | Logout

Historical Student Record View Back To Search Results

Student Name: John J Carden
Search Results for MSIX ID: 158813772125 Consolidated Student View

Raw Student Record View

2 | Administrati

t=gional Administration Printing Options: B

worklist (Updated i

2012-02-16)
(Updated  View ID

2012-02-16) History

[+] 0001234 (Virginia)
Potentizl Merge List

[+]1 MD0O0O7 (Maryland)
User Administration
Records Exchange Initiative

External Links:
Course Catalog
Standardized Tests
REACTS

RESULTS

NCES

State MEP Directors

MSIX

® 2007 U.S. Department of Education. For Official Use Onlv Rules Of Behavior | ED | @

Expand the MSIX ID rows associated with each event

Each MSIX ID associated with the state student record can be expanded to
display State Student IDs associated with the selected MSIX ID as a result of
the event listed in the third column. In turn, each SSID assigned to the MSIX
ID at that time can be expanded to view the submission dates of that State
Student record.

U.S. Department of Education
Pramoting educational excellence for all Americ

State Student ID History

Student Name: Carden, John
Reports State ID: MDOO7
By S State: Maryland
R
This history reflects all merges, splits, or deletes associated with State Student MD007(Maryland) since March 3, 2012. All activity before
this date is not reflected on this page.
MDO007(Maryland)
Potential Merge List [+] MSIX ID Effective Date:

158813772125 03/20/2012

Potential Split List [+] MSIX ID Effective Date:

Warklist
Event: Matched Worklist ID: Submission Date:

Event: New Student Worklist ID: Submission Date:

15€813772125 03/05/2012

External
Course Catalog
Standardized Tests

& 2007 U.S. Department of Education. For Official Use Onlv. Rules Of Behavior | ED | ©
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View the Details of the State Student ID History

All rows are expanded. The State Student ID History will also display the
core demographic data that was included in each update provided for the
student. This information will provide insight into any changes that occurred
to the student’s information over time that will impact how MSIX will assess
and automatically match the student with other new student records

U.S. Department of Education
Promoting educational excellence for all Americans

2 oAU
My Account | Training | ContactUs | Help | Logout

State Student ID History

Student Search Student Name: Carden, John
3 State ID: MD0O7
Reports State: Maryland

This history reflects all merges, splits, or deletes associated with State Student MD007(Maryland) since March 3, 2012. All activity before this date is
e.

Regional Administrati
R B not reflected on this pa

Worklist

[-] MSIX ID Effective Date:

158813772125 03/20/2012

Event: Matched Worklist ID:
Potential Merge List Lesiiiiaany

Potential Split List [-] Submitted 03/26/2012
% FirstName: John Middle: Last Name 1: Carden Last Name 2:
User Administration Gender: Male Birth Date: 09/25/1996 Birth State: Ohio Birth Country:

E Male Parent First Name: Louise  Male Parent Last Name: Carden  Female Parent First Name: Nora Female Parent Last

Records Exchange I Female Parer
[-] Submitted 03/05/2012

External Links: FirstName: John Middle: Last Name 1: Carden Last Name 2:

Course Catalog Gender: Male Birth Date: 09/25/1996 Birth State: Virginia Birth Country:
Standardized Tests Male Parent First Name: Louis Male Parent Last Name: Carden  Female Parent First Name: Nora Female Parent Last
Name: Carden
[-] 0001234 ( Virginia )
[-] Submitted 03/20/2012

State MEP Directors FirstName: John Middle: ) Last Name 1: Carden Last Name 2:

Gender: Male Birth Date: 09/25/1996 Birth State: Virginia Birth Country:

Male Parent First Name: Louis Male Parent Last Name: Carden  Female Parent First Name: Nora Female Parent Last

Name: Carden

[-] MSIX ID Effective Date: i N e 3 P 1
e 03/05/2012 Event: New Student Worklist ID: Submission Date:
[-]1 MD0OO7 ( Maryland ) 03/05/2012

[-] Submitted 03/05/2012
FirstName: John Middle: Last Name 1: Carden Last Name 2:
Gender: Male Birth Date: 09/25/155%6 Birth State: Virginia Birth Country:

Male Parent First Name: Louis Male Parent Last Name: Carden  Female Parent First Name: Nora Female Parent Last
Name: Carden
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Using Advanced Search

The MSIX Primary Users, Secondary Users, State Data Administrators, Regional
Data Administrators and District Data Administrators can look for a single
student record using additional data elements on the “Advanced Student Search”

page.

Steps to Conduct an Advanced Search

Click the Student Search link in the Left-side Navigation, which will take
you to the “Advanced Search” page.

o Click on the Advanced Search link at the top of the “Basic Student Search”
page.

On the “Advanced Student Search” page, enter the search criteria by using at
least one of the following fields:

1. Student MSIX ID
2. State Student ID
3. Student First, Middle, or Last Name

Additional optional information such as Birth Country, Birth State, Parent’s
names, and the Multiple Birth Flag can be entered on the “Advanced Student
Search” page to further refine the Student Search Results. All of the
information entered is used to filter your results. If you are unsure of some of
the information, it is better to enter less data rather than more.

MSIX will default to a “Partial” search unless you indicate otherwise. Select
o either Partial or Exact for each search criteria. If you only know some of the
student information, use a “Partial” search. For Partial searches, a wildcard is

assumed at the end of the search data entered (e.g., entering “mi” for Last
Name finds “Miller” but not “Smith”).

This wildcard feature also allows you to search for students based on the date
of birth (DOB) when you only have partial date information. If you enter
partial DOB information, a list of all recorded students that were born on
that particular month, date, and/or year will be displayed.

MSIX receives all of its student data directly from states. If your state system
stores hyphenated names, then MSIX will display the data with hyphens. The
best way to search for hyphenated names is to use the “Partial” search and use
the part of the name before the hyphen.
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Use “Exact” to search for an exact match to the information that you
entered.

Click the Search button and the “Search Results for Student” page will
display. Search results can be sorted by column names by clicking the column
name.

Select an individual student record from the list by clicking on the student’s
MSIX ID link.

Access the Student Search to Find a Student
This page takes you to the link to do an advanced search.

Bgsic Student Search
s enter your search criteria below. Ensure that your search contains 3t least one of the following elements:

1. Student MSIX ID.
2. State Student ID.
3. Student First, Middle, or Last Name.

B Partial searches are allowed by entering at least one character and selecting the "Partial” search option. Use "Exact” to search for an exact match on the information that you entered in 2 given field.

| Please di for 2 mdfe in-depth search capability.

" Last Name: D Bxact @ Partial
= First Name: Exact @ Partial
\ Middle Name: O Bat ® Partial

Student Sex: SelectSex ~

Student DOB: yL_y (MM/DD/YYYY) m

MSIX ID: D Bxact @ Partial
Student State ID: O Exact @ Partial
State: SelectaStze v

CGoar)
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Use Additional Fields to Search for a Student Record

Advanced Search allows users to search for students on additional search criteria.
Notice that there are nine more fields on the “Advanced Student Search” page
than in the “Basic Student Search” page. Those additional fields are highlighted
below in yellow for this illustration, but are not highlighted in the MSIX
application.

U.S. Department of Education
Promoting educational excellence for all Amaricans

My Account | Training | ContactUs | Help | Logout

Advanced Student Search
Please enter your search criteria below. Ensure that your search contains at least one of the following elements:

S 1. Student MSIX ID.
Potential Merge 2. State Student ID.

3. Student First, Middle, or Last Name.
Potential Split List

----- Partial searches are allowed by entering at least one character and selecting the "Partial” search option. Use "Exact” to
search for an exact match on the information that you entered in a given fisld.

Extarnal Links: Click here to return to a Basic Search.

Course Catalog

Standardizad Tests =
REACTS Last Name 1: ) Partial
Nzl s Last Name 2: Partial
NCES . :
State MEP Directors First Name: S — Partial
— ) Middle Name: Partial
/—’ Suffix: ® @ partial
Student Sex: SelectSex ~
Student DOB: / ! (MM/DD/ VY] @
Birth Country: Select a Birth Country -
Birth State: Select a State -
Multiple Birth Flag: Select Multiple Births + I
Male Parent Last Name: ® @ partial
Male Parent First Name: Partial
Female Parent Last Name: Partial
Female Parent First Name: Partial
MSIX ID: Partial
Student State ID: Partial
State: Select a State -
[ check to perform a Soundex query.

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Page 45



Locate the Student
This page displays the results set returned from your search. Select the MSIX 1D
of the student you wish to view more data on.

U.S. Department of Education
Pramoting educational excellence for all Amaericans d

My Account | Training | ContactUs | Help | Logout

Search Results for Student: Refine Search|

2 students found, displaying all students.

Student State 1D Student Name Date of Birth Multiple Birth | Flag for Merge
]

MD Tangirala, Sri 01/13/2001 Male No
465938537835 USA00032 VA Tangirala, Srikalyan 01/13/2001 Male Mo (=]

Flag Record(s) for Merge

Course Catalog
Standardized Tests
REAC

© 2007 U.S. Department of Education. For Official Use Gnly Rules Of Behavior | ED | OME

Printing Student Records

The MSIX Primary Users, MSIX Secondary Users, State Data Administrators,
Regional Data Administrators, and District Data Administrators can print a
student record using a selected print format.

Steps to Print
Click the Student Search link in the Left-side Navigation, which will
take you to the “Basic Student Search” page.

On the “Basic Student Search” page, enter the search criteria by
using at least one of the following fields:

a. Student MSIX ID
b. State Student ID
c. Student First, Middle, or Last Name

Additional optional information such as Date of Birth (“Student DOB”
field) and Gender (“Sex” field) can also be entered to further refine a
search. All of the information entered is used to filter your results. If you
are unsure of some of the information, it is better to enter less data rather
than more.
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MSIX will default to a “Partial” search unless you indicate otherwise.
Select either Partial or Exact for each search criteria. If you only
know some of the student information, use a “Partial” search. For
Partial searches, a wildcard is assumed at the end of the search data

entered (e.g., entering “mi” for Last Name finds “Miller” but not
“Smitl’l”)

This wildcard feature also allows you to search for students based on
the date of birth (DOB) when you only have partial date information.
If you enter partial DOB information, a list of all recorded students
that were born on that particular month, date, and/or year will be
displayed.

MSIX receives all of its student data directly from states. If your state
system stores hyphenated names, then MSIX will display the data with
hyphens. The best way to search for hyphenated names is to use the
“Partial” search and use the part of the name before the hyphen.

Use “Exact” to search for an exact match to the information that you
entered.

Click the Search button and the “Search Results for Student” page
will display. Search results can be sorted by column names by clicking
the column name.

Select an individual student record from the list by clicking on the
student’s MSIX ID link.

Select the Hyper Text Markup Language (HTML), PDF, or MS
Word printing icons on the “Consolidated Student Record View” page.

Select the report section(s) that you would like to print.

Select Print from the File menu of the new MS Word, Adobe, or
Explorer window.

Open the document and Print as you would normally print a document.
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Access the Student Search and Find a Student
This page allows you to search for a student in MSIX.

U.S. Department of Education
Promoting educational excellence for all Amaricans

P

My Account | Training | ContactUs | Help | Logout

Home

Basic Student Search
oSy Please enter your search criteria below. Ensure that your search contains at least one of the following elements:
1. Student MSIX ID.
2. State Student ID.
3. Student First, Middle, or Last Name.

Reports

Worklist

Partial searches are allowed by entering at least one character and selecting the "Partial” search option. Use "Exact” to search
" for an exact match on the information that you entered in a2 given field.

" Please dlick Advanced Search for a more in-depth search capability.

Exchange Initi

Last Name: © Exact Partial

External Links:
Course Catalog First Name:
Standardized Tests Middle Name: © Exact

REACTS
RESULTS Student Sex: SelectSex -

NCES
State MEP Dire Student DOB: ! / (MM/DD/YY)

MSIX ID: © Exact

, Student State ID: ) Exact

State: Select a State

Exact Partial

Partial

Partial

Partial

4 E3

2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Select the Student Record
This page displays the results returned from your search.

U.S. Department of Education
Pramoting educational excellence for all Americans

sl SERCH T~ i N Tk

My Account | Training

| ContactUs | Help | Logout

Search Results for Student: Refine Search

Student Search 3 students found, displaying all students.

Reports
m Student State ID @ Student Name | Date of Birth @ Multiple Birth Flag for Merge

Sy Eenicn el 846596453945  PA107 PA  Carden,John  03/28/2005  Male No
Warldist 5 39, 125788 PA210 PA Carden, John 04/12/2005 Male Yes D

O —— 873130105076  PA107 PA  Cardens,Johns 03/28/2005  Male No O

Pufz_"t‘a‘ Split List - Flag Record(s) for Merge

External Links:
Course Catalog
Standardized Tests

Statz MEP Dirzctors

MSIX

007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Determine the Preferred Printing Option
MSIX allows you to print the student file in one of the following formats as an
Adobe PDF.

U.S. Department of Education
Pramoting educational excellence for all Americans

S e

My Account | Training | ContactUs | Help | Logout

Back To Search Results

e Consolidated Student Record View
Search Results for MSIX ID: 394621257883
| Student Name: John Carden State ID: PA210 State: PA MMW

Raw Student Record
Vi

Student Searc|

Stat / Regionzl Administration

Worklist

[ Enrollments " Assassments " Course History [ Privacy Act

Potential Merge List

Student Information
------ Name: John Carden Sex: Male
Birth Date: 04/12/2005 Multiple Births: Yes
"""" Birth Location: Austin, Texas, United  Birth Date Verification: Driver's License
States
| Male Parent: Roger Carden Female Parent: Nancy Carden

Potentizl Split List

User Administratian

Most Recent ng Arrival Informa
g Arrival Date: 06/03/20132

n
Course Catalog

Standardized Tests ing Move From Austin, Texas, United  Qualifying Move To Troy, AL
Location: States Location: roY,
Expiration Date: 02/15/2003 Continuing Service Serving Secondary Students Through Credit
Reason: Accrual Programs

Flag Record for Merge  Flag Record for Split

Send an MSIX user an email notification indicating that & student has arrived in your area or =
has moved to their area  Notification

Exportto File

Department of Education. For Official Use Only. Rules OF Behavior | ED | OME
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Select the Report Content

Users are provided with the ability to select the sections of the Consolidated
Student Report they would like to print. When a user attempts to print a
Consolidated Student Report by clicking on the printing option, an option box
appears that allows them to identify and print only the data they currently need,
while suppressing other information they do not. You can filter what you print by
selecting enrollment range of the report or can print all of the report by selecting
the “Print All” option.

U.S. Department of Educats
Promoting educational excellen

T

My Account | Training | ContactUs | Help | Logout

| Consolidated Student Record View Back To Search Results

Search Results for MSIX ID: 394621257883
Student Name: John Carden State ID: PA210 State: PA

‘Student Search .
Historical Student Record

View
Raw Student Record View

ents [ Assessments [ Course History

Potential Merge List Ty 3
S Ehttps;ﬁ' ining.msix.ed. msix/PrintConsoli peEERpEERy x| [rinting Options: B
Student Information

Iz msi p— =
Eic.nnis Exchange Im\iin'\v‘f - Bll'lhel:)ﬂll!: 'gﬁ";?zc I_@ ] d el =22 ﬂ
External Links: Birth Location: ';:St“" [Please select Print All to print all student data or enter an Enrollment
Course Catalog ¢ | |Date Range to print a subset of the Student Consolidated Record report.

Standardized Tests Roger

Male Parent:

ReACTS .
e Most Recent Qual [UnTBoid |[® Print Enrollment Range ]

: 06/03, i
Qualifying Move From Austin, Enrollment Date From: AMDD/YYYY)
,,,,, | [ gcation: States l:y I:V l:l

Expiration Date: 02/15, " patete: | Y[ V[ | Credit Accrual

) Print All Flag Record for Split

Send an MSIX user an email notification i

Export to File

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Proceed to Print a Consolidated Report
Users are provided with the ability to select the enrollment ranges of the
Consolidated Student Record View.
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Pramoting educational axcellence for all Americans g
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Consolidated Student Record View Back To Search Results
earch Results for MSIX ID: 394621257883
Student Name: John Carden State ID: PA210 State: PA Historical Student Record

ie
Raw Student Record View

Demographics [ Enmllmems” Assessments” (ourseHisth‘

Printing Options: BR

Student Information

Records Exchange Initiative. Name: John Carden Sex: ) Male
Birth Date: 04/12/2005 Multiple Births: Yes
irth Location: Austin, Texas, United Birth Date Verification: Driver's License
Course Catalog States
Male Parent: Roger Carden Female Parent: Nancy Carden

Standardized Tests

REACTS —y - -
REsuLTS Most Recent Qualifying Arrival Information

NCES Qualifying Arrival Date: 06/03/2013
g Move From Austin, Texas, United

Qualifying Move To

H Troy, AL
..... . States Location:
Expiration Date: 02/15/2003 Continuing Service Reason: Serving Secondary Students Through Credit Accrual
Programs

Flag Record for Merge  Flag Record for Split

Send an MSIX user an email notification indicating that a student has arrived in your area or has moved to their Send
2 Notification

Export to File
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View the Record Results
Prior to printing, you can view the report results to determine if it is exactly what
you intended.

Student Consolidated Record Report

Migrant Student
Infomiation Exahange

Carden, John DOB: 03/28/2005 MSIX Identification # 846596453945

Student Demograp hics
Student Full Name Sex Birth Date | Birth Location Male Parent Female Parent

John Carden Male 0312812005 | Sustin, Texas, United o oot Carden [ Maney Carden

Most Recent ifying Move
| QAD Move From Location 1 Move To Location

02/28/2011 | Austin, Texas, United States IDal]as T

Enrollments
School or Project Name goademic | Enrollment |y ropment Type LEP [IEP [PFS

Barton Chra Sh

4600 Rosehill St
Philadelphia, P4 19120-4446 1999-2000 08/20/2000  |Year Round MEP-Funded Project |Yes [No |No

Philadelphia City SD
215.456-3007

Course History - Failed and Incomplete Coursework |
No Unresolved Course Data is available |
Course History - Resokred Coursework
Barton Clara Sch/1999-2000

Course Tiile Subject Area Course Type g’e‘g:; E’ 321" gmnadle g‘:;\l:d
English 101 English Honors Full Year Grade 5 & 3
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Student Arrival or Departure Email Notifications

MSIX provides an email notification feature to alert another area of a student's
relocation in the case of their arrival or departure. As the sender, you will be
copied on the email, so you can see the resulting notification. In addition, you can
include comments regarding the student who is relocating. However, it is
important to remember that information entered in the “Comments” field will be
shared unedited and in their entirety with other MSIX users and you must be
careful to protect the student's privacy.

Steps to Send an Email Notification
Click the Student Search link in the Left-side Navigation, which will take
you to the “Basic Student Search” page.

On the “Basic Student Search” page, enter the search criteria by using at
least one of the following fields:

1. Student MSIX ID
2. State Student ID
3. Student First, Middle, or Last Name

Additional optional information such as Date of Birth (“Student DOB”
field) and Gender (“Sex” field) can also be entered to further refine a
search. All of the information entered is used to filter your results. If you
are unsure of some of the information, it is better to enter less data rather
than more.

o MSIX will default to a “Partial” search unless you indicate otherwise.
Select either Partial or Exact for each search criteria. If you only know
some of the student information, use a “Partial” search. For Partial
searches, a wildcard is assumed at the end of the search data entered (e.g.,
entering “mi” for Last Name finds “Miller” but not “Smith”).

This wildcard feature also allows you to search for students based on the
date of birth (DOB) when you only have partial date information. If you
enter this partial DOB information when conducting a student search, a
list of all recorded students that were born on that particular month, date,
and/or year will be displayed.

MSIX receives all of its student data directly from states. If your state system
stores hyphenated names, then MSIX will display the data with hyphens. The
best way to search for hyphenated names is to use the “Partial” search and
use the part of the name before the hyphen. You can then locate the name
you are looking for in the list of results.
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Use “Exact” to search for an exact match to the information that you
entered.

Click the Search button and the “Search Results for Student” page will
display. Search results can be sorted by column names by clicking the
column name.

Select an Individual Student Record link from the list on the search
results page by clicking on the Student’s MSIX ID link.

e Click the Send Notification link.

o On the “Email Notification” page, select the State to indicate where the
message should be sent. Once you have the selected the state, the
District and School fields that are associated with that state will display.
You may enter one or both, but they are not required fields. Then, select
a Message from the available drop-down list choices.

Additional comments can be entered in the “Comments” field, such as
the city or town that the student plans to move. However, to protect the
student's privacy, do not include any sensitive information such as Social
Security Numbers (SSN) or other Personally Identifiable Information
(PII). Your comments will be shared unedited and in their entirety with
other MSIX users.

o Click the Next button.

o Verify the Notification information. Then, click the Yes button. When
you send a student move notification, you will be copied on the email
that is automatically sent. This will serve as a confirmation to the person
that originated the notification, helping him/her to maintain his/her own
records. It will also make it easier for the recipient to respond to the
notification by providing your contact information.
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Access the Student Search and Find a Student
This page allows you to search for a student in MSIX.

U.S. Department of Education
Promoting educational excellence for all Amaricans

P

My Account | Training | ContactUs | Help | Logout

Home

. Basic Student Search
oSy Please enter your search criteria below. Ensure that your search contains at least one of the following elements:
1. Student MSIX ID.
2. State Student ID.
3. Student First, Middle, or Last Name.

Reports

Worklist

Partial searches are allowed by entering at least one character and selecting the "Partial” search option. Use "Exact” to search
" for an exact match on the information that you entered in a2 given field.

] 5"_"‘ SSER Please dlick Advanced Search for a more in-depth search capability.

Exchange Initic

Last Name: Partial
External Links:

Course Catalog First Name:

Standardized Tests Middle Name=

REACTS

RESULTS Student Sex: SelectSex -
NCES

State MEP Dire Student DOB: ! / O dasd]

Partial
Partial

MSIX ID: Partial

, Student State ID:

State: Select a State

Partial

4 =

2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Select the MSIX ID of the Student.
This page displays the results returned from your search. Select the MSIX ID of
the student you wish to send the move notification for.

U.S. Department of Education /
Promoting educational excellence for all Americans g

e Sl

My Account | Training | ContactUs | Help | Logout

Search Results for Student: Refine Search

Student Searc 3 students found, displaying all students.

Reports
m Student State ID @ Student Name Date of Birth @ Multiple Birth Flag for Merge
O

eI ¢ 5505253945 PA107 PA  Carden, John 03/28/2005 Male No
Worldi 304621257883  PA210 PA  Carden,John  04/12/2005  Male Yes 0

Potantial Merge Li 873139195976 PA107 PA Cardens, Johns  03/28/2005 Male No O

Potentizl Split List Flag Record(s) for Merge

User Administration

Log Settings

External Links:
Course Catalog
Standardized Tests

007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Begin the Email Notification Process
From this page, you can begin to send the email notification by clicking the Send
Notification link.

U.5. Department of Education /
Promoting educational excellence for all Amencans ’

AL o e

My Account | Training | ContactUs | Help | Logout

Home Back To Search Results

Consolidated Student Record View
Search Results for MSIX ID: 394621257883
Student Name: John Carden State ID: PA210 State: PA e
Report: View
Raw Student Record
View

W

Student Search

State / Regional Administration

Worklist

" Assessments [ Course History " Privacy Act

Potentizl Merge List Printing Options: ﬂ

Patential Split List Student Information

Name: John Carden Male
User Administration Birth Date: 04/12/2005 Yes
. . | Birth Location: Austin, Texas, United  Birth Date Verification: Driver's License
Log Settin: States
| Male Parent: Roger Carden Female Parent: Nancy Carden

cords Exchange Initiative

External Links: Most Recent Qualifying Arrival Information

Course Catalog Qualifying Arrival Date:  06/03/2013

Standardized Tests Qualifying Move From Austin, Texas, United  Qualifying Move To —_——
Location: States Location: T
Expiration Date: 02/15/2003 Continuing Service Serving Secondary Students Through Credit
Reason: Accrual Programs

State MEP Directors
Flag Record for Merge  Flag Record for Split

a Send an MSIX user an email notification indicating that a student has arrived in your area

has moved to their areal| Notification

Exportto File

007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Select the New School Location

On this page you create the email notification to identify the state, district, and/or
school to send the notification.

U.S. Department of Education
Promoting educational excallence for all Amaricans

BN D e Pa b R ey g J L e Y

My Actount | Training | ContactUs | Help | Logout

. Email Notification

Sirtacs In the To section, select the location you would like to send the move notification.

Reports If you know the District and School you would like to notify of the student move, please select them to ensure the move
notification is sent to the appropriate Data Administrator.

State / Regional Administratic
.me e mmt‘.. Press the Next button to proceed to the Confirmation page.

Workl

Patential Merge List From

Potantial Split List
Name: Msix SuperlJser

e i e tion Phone Number: 7033102674x12
s Email Add dan.boland p.com
Log Settings State: Unknown

User Role: Super User
Records Exchange Initiative

External Links:
Course Catalag

Seandardized Tests State:

REACTS
RESULTS Di:
NCES

State MEP Dir - School: | Alabama Clinical Enterprises v

-ﬁ Notification

MSIX ID: 394621257883
Student Name: Carden

rict: |A\abama Clinical Enterprises v

Message: | This student is leaving our area and indicated that he/she is moving to your area. +

Comments:

To protect the student's privacy, do not include any sensitive information
such as Social Security Numbers or other Personally Identifiable Information
in the Comments field. Comments entered here will be shared unedited and
in their entirety with other MSIX Users. If applicable, please include the

dty or town where the student is moving.

| Cancel

2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Verify the Email Content

On this page you verify the email message before you send it. This page will also
indicate the MSIX user(s) who will receive the notification and their email
addresses. Note this information for future reference if you need to follow up
with that person.

U.S. Department of Education
Promating educational excallence for all Amaricans

Ao

My Account | Training | ContactUs | Help | Logout

Email Notification Confirmation

Student Sea i
a = From: Name: Msix SuperUser
Phone Number: 7033102674x12
E Email Address: dan.boland@aemcorp.com
State / Regional Administra State: Unknown
User Role: Super User
waorklist
To: Data Admin-AL (test@example.com)
State: Alabama
District: Alabama Clinical Enterprises
.......... School: Alabama Clinical Enterprises

Potantial Merge List

------------ Notification: This student is leaving our area and indicated that he/she is moving to your area.
MSIX ID: 394621257883
Student Name: Carden

Comments:

RESULTS Are you sure you want to send this email notification?

NCES
(o]

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Confirmation Page
Receive confirmation that the move notification e-mail was successfully sent.

U.S. Department of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

| Confirmation
Your email was sent successfully.
Student Search

S i What would you like to do next?
Repor Go to the Home page

Go to the My Account page

Botential Merge List

Potential 5y

nge Initiative
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Sent Email Notification Sample
This is an example of the email notification that is sent to the other state. The
user who sent this notification will also receive this email.

Mon 12/22/2014 10:
Msix.Application@msix-dcs.com

This student is leaving our area and indicated that he/she is moving to your area.

AM

To  [IDan Boland

Please refer to the following information to contact the user who sent this Move Notification.
This notification was sent by:

Msix SuperUser

Phone Number: 7033102674x12

Email Address: dan.boland @aemcorp.com

State  :Unknown

Role  :SuperUser

This student is leaving our area and indicated that he/she is moving to your area.

First 3 Letters of Last Name: Car

MSIX ID :394621257883

Move To:

State  :Alabama

District :Alabama Clinical Enterprises
school :Alabama Clinical Enterprises

Comments:

To view this student's record, log in to msix.ed.gov and click on "Student Search”. Please use the following link to access MSIX: hitps://msix.ed.gov.
If you have forgotten your login or password, please contact your appropriate User Administrator via User Administrator Search page(https://msix.ed.gov/msix/LocateAnAdmin?submit=d).

DO NOT REPLY TO THIS E-MAIL. This is an auto-generated email message and replies to this message are not monitored.

Figure 3.2: Student Arrival/Departure Notification Sample
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Section 4: Generating Reports

Generating reports is role-based and the data contained in the reports differ
based on a user’s permissions. The following table provides a summary of the
Migrant Student Information Exchange (MSIX) reports by user role.

Batch

Submitter

A Region/
Report Report Data ;;::r::;yaf State
Type Name Admin U Y User
sers .
Admin
E 1 Accounts List v v v
MSIX Student v

2 Count

Demographic

v
3 Student v v
v

4 Enrollments v
by MDE Type

Enrollments
5 in Multiple v v
States

Grade
6 Retention v
Report

Missed
7 Enrollment v
Report

Student
8 Course v v
History

Student
E Assessment v 4

General Move
10 v v
Student From
Mobility
11 ?:neral Move v v

Worklists By v

12 User

Worklist
13 Afi v

Data Data Load
Quality 14 Files 4 4
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16 Data Validity v v

Table 4.Table 4.1: MSIX Reports
This section includes the following topics:
e  User Administrator Reports
e Data Administrator Reports
e Primary & Secondary User Reports

e Government Administrator Reports

The sections below provide a brief overview of the reports accessible to MSIX
users. Please refer to the MSIX Reports Manual for comprehensive
documentation on using the reports.

User Administrator Reports

MSIX provides User Administrators with one User Report to view information
about the MSIX users in their states. The User Account List report is found
under the Reports link on the Left-side Navigation on the User Administration
home page. By clicking on that link, you will reach a Reports home page. There,
you will click the User Reports folder and then the Account List link in the Left-
side Navigation to open the User Account List report.

Data contained in the MSIX User Account List Report is based on information
as of midnight the previous business day.

e User Account List Report — This report maintains records for all user
accounts in the MSIX system. Reviews are also done to monitor whether a
user is still actively using MSIX or if the account should be deactivated.

The table below gives a snapshot of the data fields or column headings found in

the User Account List Report.
Last Name Roles
First Name Account Creation Date
User ID Account Activation Date
Account Status Account Expiration Date
Accepted ROB Last Login Date
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Table 4.2: User Account List Report

Data Administrator Reports

MSIX provides Data Administrators with four (4) groups of reports: Student
Info Reports, Student Mobility Reports, Worklist Reports and Data Quality
Reports. The following reports are found in each group:

Student Info Reports
Student Info Reports folder contain six (6) reports on aggregate student data
in MSIX. The table below provides a brief description of each report:

e MSIX Student Count — This report provides counts of distinct
students in MSIX, students currently in near match worKklists, and
students with enrollment records in multiple states.

e Student Demographic — This report provides counts of student records
by demographic data type including age, gender, Continuing Service Reason
(CSR) and birth location.

e Student Enrollment — There are 2 reports within the student enrollment
report folder:

¢ Enrollment by Minimum Data Element (MDE) Type — This
report provides counts of student records by enrollment data type
including grade, enrollment type, Insufficient English Proficiency (IEP),
Immunization Flag, Limited English Proficiency (LEP) indication,
Priority for Services (PFS), MEP Project Type, and Med Alert.

¢ Enrollments in Multiple States — This report gives counts of students
with enrollments in the users state as well as another state.

e Grade Retention Report — Counts of students who were retained
between two academic years. An academic year is defined as the 12
month petiod between July 1st and June 30th.

e Missed Enrollment Report - Counts of missed enrollments identified
following a student qualifying move.

e Student Course History — This report counts of course history
records by course type.

Student Assessment — This report provides counts of assessment records
by assessment type.

Data Administrators have access to national-level data and their own state data
only. Data Administrators can drill down to the student-level data by double-
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clicking a data row in the report. From here, the user can access the State Student
1D, MSIX ID and Last Name of the students in the selected category and export
the report to excel to save.

Student Mobility Repotrts

Student Mobility Reports folder contain two (2) reports on aggregate student

moves in MSIX.

General Move From — This report provides counts of students moves
who have moved from the user’s state to another based on qualifying
moves or enrollment records.

General Move To — This report provides counts of students moves who
have moved to the user’s state from another based on qualifying moves or
enrollment records.

Worklist Reports

Worklists by User Report — This report enables the user to view the
worKklists for all of the Data Administrators in the user’s state.

Worklist Aging Report — This report provides details of worklist items
grouped by worklist type with the number of days they have been in

progress.

Data Quality Reports

Data Load Files Report — This report provides the number of student
records loaded into MSIX that were without issues out of a total number
received over a given period of time (day, week, month, year). It reports when
file upload begins and ends, as well as the total number of records in the file.

Data Completeness Report —This report provides counts of student
records with incomplete data fields present. Data Administrators can drill
down to the student level in this report to help Data Administrators identify
the records with incomplete data.

Data Validity Report —This report provides counts of student records
with invalid data fields submitted by the uset’s state. Data Administrators can
drill down to the student level in this report to help Data Administrators
identify the records with invalid data.

Potential Duplicates Report —This report provides potential duplicate
records in the MSIX application. The purpose of this report is for Data
Administrators to identify duplicate records and resolve them either in their
state MEP systems or in MSIX.
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Data contained in the MSIX Data Administrator reports reflects MSIX data as of
midnight the previous business day. You can view a report or save the report to
CSV (Excel) or PDF formats.

Primary & Secondary User Reports

MSIX provides Primary and Secondary Users with two groups of reports:
Student Info Reports and Student Mobility Reports. The following reports are
found in each report category:

Student Info Reports
Student Info Reports folder contain six (6) reports on aggregate student data
in MSIX. The bulleted list below provides a brief description of each report:

e MSIX Student Count — This report provides counts of distinct
students in MSIX, students cutrently in near match worklists, and
students with enrollment records in multiple states.

e Student Demographic — This report provides counts of student records
by demographic data type including age, gender, Continuing Service Reason
(CSR) and birth location.

e Student Enrollment — There are 2 reports within the student enrollment
report folder:

e Enrollments by MDE Type — This report provides counts of
student records by enrollment data type including grade, enrollment
type, Insufficient English Proficiency (IEP), Immunization Flag,
Limited English Proficiency (LEP) indication, Priority for Services
(PES), MEP Project Type, and Med Alett.

¢ Enrollments in Multiple States —This report gives counts of
students with enrollments in the users state as well as another state.

e Student Course History — This report counts of course history
records by course type.

e Student Assessment — This report provides counts of assessment records
by assessment type.

Primary and Secondary Users have access to national-level data and their own
state data only. They can drill down to the student-level data by double-clicking a
data row in the report. From here, the user can access the State Student ID,
MSIX ID and Last Name of the students in the selected category and export the
report to excel to save.

Student Mobility Reports
Student Mobility Reports folder contain two (2) reports on aggregate student
moves in MSIX.
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e General Move From — This report provides counts of students moves
who have moved from the user’s state to another based on qualifying
moves or enrollment records.

e General Move To — This report provides counts of students moves who
have moved to the user’s state from another based on qualifying moves or
enrollment records.

Data contained in the MSIX Primary & Secondary User reports reflects MSIX
data as of midnight the previous business day. Users can view a report or save the
report to CSV (Excel) or PDF formats.

Government Administrator Reports

MSIX provides Government Administrators with reports on the data loaded into
the system, the interpretation of that data, and the use of the system at both the
national and state-level.

Dashboards
Government Administrators are provided with MSIX Dashboards.

The MSIX Dashboards provide charts on MSIX activity, usage, and quality
metrics at a high-level. They are broken down into two dashboards, described
below:

Dashboard 1

e Records Exchange - The Records Exchange chart shows the Top 10 states
that have viewed the most student records from other states; it is based on
the most recent completed month’s activity.

e Recent Moves - The Recent Moves chart shows the total count Qualifying
Moves at a National level by month for the past 12 months. The counts are
based on the most recent completed month’s data (for example, on August 1,
users will see the data from all of July).

e MSIX Usage - The MSIX Usage chart provides national usage data across
functional categories in MSIX. Each stacked bar is broken down by Admin,
Documentation, Report, Student, and Worklist related functionality. Counts
are displayed by month and are based on application views for the previous
year including the most recent completed month.

e MSIX User Count - The MSIX User Count chart has two lines that both
represent National user data. The Orange line shows the count of New Users
that were introduced to MSIX during that month. The Green line shows the
number of User Logins that occurred that month. The counts are based on

the most recent completed month’s data (for example, on August 1, users will
see the data from all of July).
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Dashboard 2

Student Assessment - The Student Assessment chart shows the percent of
eligible 3*-12" grade students nationwide that have assessment data loaded
into MSIX. This metric is collected once per weekday and is rendered as an
average percentage on a monthly basis, displayed on the first day of the
following month.

Student Course History - The Student Course History chart shows the
percentage of eligible secondary students nationwide that have course history
data loaded into MSIX. This metric is calculated each month to show
progress over time. This metric is collected once per weekday and is rendered
as an average percentage on a monthly basis, displayed on the first day of the
following month.

Data Completeness - The Data Completeness chart provides an overview
of how complete MSIX data is nationally. Each color represents a range of
percent completeness and the size of the slice represents the number of
MDE:s that fall within that range. The chart is based on information as of
midnight the previous business day.

Data Validity - The Data Validity chart provides an overview of how valid
MSIX data is nationally. Each color represents a range of percent valid and
the size of the slice represents the number of MDEs that fall with that range.
The chart is based on information as of midnight the previous business day.

Student Info Reports

The Student Info Reports folder contains six reports on the student record data
in MSIX. The first five reports and filters for these reports are the same as that of
the Student Info Reports for Data Administrators. The only difference in the
content of the reports is that Government Administrators can view data at the
state-level for all states, rather than just one. Government Administrators also
have an additional report on the child count breakdown according to the
Consolidated State Performance Report (CSPR) critetia that is not available to
State users. The following are descriptions of the Student Info Reports:

MSIX Student Count — This report provides counts of distinct
students in MSIX, students cutrently in near match worklists, and
students with enrollment records in multiple states.

Student Demographic — This report provides counts of student records
by demographic data type including age, gender, Continuing Service Reason
(CSR) and birth location.

Student Enrollment — There are 2 reports within the student enrollment
report folder:

e Enrollments by MDE Type — This report provides counts of
student records by enrollment data type including grade, enrollment
type, Insufficient English Proficiency (IEP), Immunization Flag,
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Limited English Proficiency (LEP) indication, Priority for Services
(PES), MEP Project Type, and Med Alert.

e Enrollments in Multiple States — This report gives counts of
students with enrollments in the users state as well as another state.

e Grade Retention Report - Counts of students who were retained
between two academic years. An academic year is defined as the 12
month period between July 1st and June 30th.

e Missed Enrollment Report - Counts of missed enrollments
identified following a student qualifying move.

Student Course History — This report counts of course history
records by course type.

Student Assessment — This report provides counts of assessment records
by assessment type.

Child Count — This report provides counts of Category 1 and Category 2
students for the current or previous school year as defined by the CSPR
criteria.

Student Mobility Reports

The Student Mobility Reports provide counts of students who have moved based
on the enrollments of the state they have moved from and states they have
moved to. It contains the following reports:

General Move From — Provides the number of student moves according
to closed enrollments from one state and newer enrollments in another state,
or qualifying moves out of one state into another.

General Move To — Provides the number of student moves according to
closed enrollments from one state and newer enrollments in another state, or
qualifying moves into the state from another.

Data Quality Reports

The Data Quality Reports folder contains three reports on the quality of data
loaded into MSIX, based on the files uploaded to the system, the completeness of
the content of those files, and the validity of the MDE elements contained in the
files.

Data Load Files Report — This report provides the number of student
records loaded into MSIX that were without issues out of a total number
received over a given period of time (day, week, month, year). It reports when
file upload begins and ends, as well as the total number of records in the file
by state.

Data Completeness Report — This report provides the number and
percentage of student records that were uploaded with incomplete data out
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of the total number received that were loaded into MSIX over a given period
of time.

e Data Validity Report — This report provides the number and percentage
of student records with invalid entries, by MDE field, out of a total number
received that were loaded into MSIX over a given period of time.

e Potential Duplicates Report — This report provides potential duplicate
records in the MSIX application. The purpose of this report is for Data
Administrators to identify duplicate records and resolve them either in their
state MEP systems or in MSIX. Government Administrators cannot see the
demographic information of the potential student records as Data
Administrators can.

Worklist Reports
The Worklist Reports folder contains two reports on the worklist items in each
state by user and by age of unresolved worklist items. They include the following:

e Worklists by User Report — This report enables the user to view the
worklists for all of the state’s Data Administrators.

e Worklist Aging Report — This report provides worklist items grouped by
worklist type with the number of days they have been in progress.

MSIX Usage Report
e MSIX Usage Report — This report details that usage of the MSIX system.
It breaks the usage down by time frame and area of the site.

¢ Student Records Exchange — This report provides counts of student
records in one state viewed by MSIX users in another state. It gives
Government Administrators a snapshot of the records exchanged from one
state to another in a given time petiod.

Data contained in the MSIX Government Administrator reports reflects MSIX
data as of midnight the previous business day. Government Administrators can
view a report or save the report to CSV (Excel) or PDF formats for future
reference.

Generating a Report

Reports can be generated by User Administrators, Primary Users, Secondary
Users, Data Administrators, and Government Administrators at the state and
national level via the ‘Reports’ link in the left-side navigation pane.

Steps to Generate a Report
o Click the Reports link in the Left-side Navigation.
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You will go the Reports home page where you can make your next
selection. The reports fall into the categories: User Reports (which
includes the Account List Report), Student Info Reports, Student
Mobility Reports, Worklist Reports, and Data Quality Reports

Access the Reports Link
Click the Reports link to reach the reports dashboard page.

U.S. Department of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout
Last Login: 02/16/2012 13:31:34 ET

Keith Scott, Welcome to MSIX

The MSIX site and all its components are designed to facilitate the exchange of migrant student records for the purposes of school
egoollment, placement, and accrual of credit in school.

Potential Split List

Course Catalog
Standardized Tests
REACTS
RESULTS

NCES

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Use the Reports Home Page to Select Your Report

The reports that you have permission to view will be shown on the left-side
menu at the Reports Home Page. The screenshots below provide visual
breakdowns of the reports by role. Some users have multiple user-roles and
therefore have combinations of the following Reports Home Page screen views.

(1) The User Administrator will see the following Reports home page.

U.S. Department of Education
Promating educational excellence for all Americans .

=y : a5 ; . Y kg
BN e M S s T e R TR e

Help | Return to MSIX | Logout
[Bigr User Account Home Page

[y Account List ‘Welcome to the MSIX Reports. You can access the MSIX Reports by clicking on the specific report in the left hand navigation bar. Please do
not use the Refresh or the Back button of the web browser. Use only the links provided within M5SIX reports to navigate.

(2) The Data Administrator will see the following Reports home page.

U Dopartmant
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(3) The Primary and Secondary User will see the following Reports home
page.
@ R T e s L

Help | Return to MSIX | Logout

[ Student Info Home Page

E ent Count Welcome to the MSIX Reports. You can access the MSIX Reports by clicking on the specific report in the left hand navigation bar. Please do not use the Refresh or the
Back button of the web browser. Use only the links provided within MSIX reports to navigate.

[ student Demographic

[ Student Enollment

[y Enrolimeants by MDE T

[y Enroliments in Multiple

By Studant Course History

[y Student Assessment

s Student Mebility
By Genera! Mave From

By General Move o

(4) The Government Administrator will see the following seties of pages.

Help | Retum to MSIX | Logoat

2 in the left hand navigation bar. Plesse of the web beowszr.
‘provided within MSIX regorts to navigate.
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Section 5: Merging and Splitting Records

At the heart of the Migrant Student Information Exchange (MSIX) is the ability
to collect, review, and reconcile migrant student records nationwide to result in
one unified database. This is accomplished by both electronic means and through
human intervention. This data management effort seeks to merge records where
duplicates are found and split records where they may have been merged in error.

The tasks around merging and splitting are limited to MSIX Primary Users, State
Data Administrators, Regional Data Administrators, and District Data
Administrators. This section includes the following topics:

e MSIX Data Management
- Data Management by the MSIX Application
- Data Management by MSIX Users
e Merging/Combining Student Records
- Processing a Near Match Merge
o Evaluating a Near Match
o Validating or Rejecting a (Near Match) Merge
- Processing a User Initiated Merge
o Submitting a User Initiated Merge
o Canceling a User Initiated Merge
o Validating or Rejecting a User Initiated Merge
e Splitting/Separating Student Records
- Processing a User Initiated Split
o Submitting a User Initiated Split
o Canceling a User Initiated Split
o Validating or Rejecting a User Initiated Split
e Hscalating Merge and Split Requests
e Reassigning Merge and Split Requests
e Viewing Details of Historical Merge or Split Requests

MSIX Data Management

Student records are uploaded into MSIX from states periodically to ensure the
MSIX database has the most recent and comprehensive information. There are
two ways this information is managed:

e By the MSIX Application — When a record is uploaded, MSIX reviews the
record to analyze whether it already exists in MSIX or is a new record.
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¢ By Human Intervention — At any time after the student record is in
the MSIX database, a user can intetvene to initiate merging/combining
or splitting/separating the record.

Data Management by the MSIX Application

When MSIX Receives a Student Record § Anytime Later

! User Questions Record

Figure 5.1: MSIX Data Management

When student records are imported into MSIX, they are evaluated to determine if
they are new or potentially match an existing MSIX record. This is done with a
"Matching Engine" that produces a Matching Score using several pieces of
demographic data. Based on the resulting score, one of the following occurs::

e New MSIX Record — No existing record matches, so a new record is
created.

e Merge — The new record dlosely matches an existing MSIX record and is
combined or merged with that record.

e Near Match — The new record somewhat matches an existing MSIX
record, but the results are not conclusive. Therefore, human review by a
State, Regional, or District Data Administrator is required to validate if
the record does match a student record or is a new record.

Record \ Matching Score Results
New MSIX Record Sufficiently different from any other MSIX record
Merge Over a specified level that indicates a close match
Near Match Somewhere between the Merge and New MSIX
Record thresholds

Table 5.1: Matching Engine Results
Data Management by MSIX Users

The MSIX Matching Engine is the initial activity to review student records for
similarity. However, situations may arise when a user realizes that student records
should be reconciled by merging or splitting the records:
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e Merge — If more than one record exists for the same student, the records
should be merged/joined together to result in one MSIX ID. A Primary User
or a Data Administrator can request a merge using the Initiate Merge process.

e Split — If one record exists for two students, the records should be
split/separated to result in two MSIX IDs. A Primary User or a Data
Administrator can request a split using the Initiate Split process.

A merge or split that is initiated by a user is sent to a State, Regional, or District
Data Administrator to review the record. If a Data Administrator initiates the
request, it is sent to another Data Administrator for review.

Merging/Combining Student Records

A key MSIX feature is to link or merge a student’s records from multiple states so
all of the student’s information is contained in a single MSIX record. Student
record merges are identified automatically when state files are loaded into MSIX.
The MSIX Matching Engine scores matched records based on the demographic
data they contain. If records match over a specified score threshold, they are
automatically merged. If the matching score indicates that a new record is
sufficiently different from any other record in MSIX, a new MSIX ID is
automatically created.

The Merge Process begins in one of two ways: (1) when multiple records are
identified by the MSIX Matching Engine as a “Near Match” and therefore are a
candidate for merging or (2) when an MSIX user initiates a record merge.

(1) Near Match Merges — Matches that score between the merge and new
record thresholds are considered to be “near matches.” These records require
human review by a Data Administrator to determine whether or not they are a
match or a new student record.

(2) User Initiated Merges — A user may find while searching student records
that two or more records are cleatly for the same student, but have separate
MSIX IDs. The user would initiate a record merge, which is automatically routed
to the Data Administrators for any open student enrollments on the student
record.

Data Administrators review the merge and validate or reject a user-initiated merge
if they determine that the records should remain separate.

This sub-section will include the following topics:

- Processing a Near Match Merge

o Evaluating a Near Match

o Validating or Rejecting a (Near Match) Merge
- Processing a User Initiated Merge

o  Submitting a User Initiated Merge

o Canceling a User Initiated Merge
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o Validating or Rejecting a User Initiated Merge

Processing a Near Match Merge

A Near Match involves student records that the MSIX Matching Engine found
to be a close but not an absolute match. A Data Administrator must intervene to
determine whether student records should be merged or remain separate. The
figure below reflects the process workflow for a Near Match.

State submits new student * Escalates to next level
data data adminisirator
Unig-ID identifies a near Mo Action Taken WS croates a new MSLX .
R T e e ID for the new shudent Escaaies & Dol
record record
MSIX routes the student admﬂ?;la;abur Mat a Match
records to the appropriate determines whether the Mo Action Taken MSIX creatas new MSIX
data administrator [ —m rrateh should b 1D fior the new student
assodiated with the new gl g ) record
sludant racond merged of 5 nod 8 Merge
malch
MSIX routes tha student Data Reject Merge
records fo the appropriate adrministrator
data admintrator —  datarmines whethar to
associated with the validate or reject the: .
anigting Sludant racord merge Validate Merge
MSIX merges the new
student record with
existing student record
* Escalalicn Paths

District Data Administrator (DOA) > Regional Data Administrator (RDA) = State Data Administrator (SDA)

Figure 5.2: Workflow for Near Match Resolution

There are basically two phases in processing a Near Match.

e Phase 1: Evaluation — The Near Match needs to be reviewed to evaluate its
legitimacy (i.e., make a decision to merge or leave it as two records).

e Phase 2: Validation or Rejection — The Near Match must be validated as a
merge of reject and remain as separate records (i.e., follow through on the
decision).

Once a near match has been validated by the State, Regional, or District Data

Administrator, MSIX reflects that student record change, which is visible through
the Student Seatch.
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Evaluating a Near Match

Steps to Evaluate a Near Match

o Click the Worklist link on the Left-side Navigation, which will take you
to the “Worklist” page.

On the “Worklist” page, click on a student record link under the Near
Matches heading.

If applicable, enter a justification in the comment field. The comment
field may contain up to 250 characters. To protect the student's privacy,
do not include any sensitive information such as Social Security Numbers
or other Personally Identifiable Information. The comments will be
shared unedited and in their entirety with other MSIX Users.

Review the records to determine if they should be joined or remain
separate as they are. If you decide to leave the records unchanged, click
the Not a Match button. If you decide to combine the records, click the
Merge Record button.

Access and Review the Worklist
The Worklist displays the assigned merge or split validation task(s).

U.S. Department of Education
Promaoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

Home

Worklist for Jennifer Dozier

Student Search
------------------- . These are worklist items that have been identified and require an action to resolve or validate student records.
To view student record details, please click on any of the records below.

worklist To search for a particular worklist (active or resolved) assigned to you or another data administrator in your state, click the Worklist
History Search link.

Near Matches [1 items]
e spiE e Middle Name |Suffix |Birth Date |sex |Date Created

........................... Mary Elizabeth 05/15/1997 Female 2012-02-16 11:02:12.0

Potential Merge List

Records Exchange Initiative

External Links:
Course Catalog
Standardized Tests

Validate User Initiated Merge

You have no worklist items assigned.

........................... Validate Split

You have no worklist items assigned.

® 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Add a Comment (if appropriate) and Make a Decision

The “Near Match Resolution” page displays the near match records that require
human resolution. Based on your decision, click Not a Match to dzsagree with the
Near Match or Merge Record to agree with the Near Match.

Home

Student Search

Report:
Worklist
Potential Merge

Potential Split List

Records Exchange Initiative

External ks:
Course Catalog
Standardized Tests
REACTS
RESULTS

007 U.S. Department of Educati

U.S. Department of Education
Promating educational excellence for all Americans

Near Match Process

Seimet Wkl Ttam Evaiuats Mateh ang Cantirm

Determine Action

Worklist: Near Match Resolution

Return to Worklist

New student record(s) has/have been submitted for validation. Please validate or reject the merge of the student record by
clicking on the appropriate button. If you reject the merge, then a new MSIX ID will be created for the student record. If you
validate the merge, the student records will be merged into one.

» If this is 3 new student, please click on the "New MSIX ID" button to create a new MSIX student ID.

e If any of the records are a match, please check one record at a time and click the "Merge Record™ button.

e If none of the records are a match to the new student record, please select all the records and click the "Not a Match™
button.

View the History of this

Worldist Item
Worklist ID: 34937 Reassign this Worklist

New Student Record:

The New Student Record is a record recently submitted by a state to MSIX. The new record is a close match
to one or more records already in MSIX.

New MSIX ID

Submitting State: Florida Student State ID: USAOS

MSIX ID: Student Name: Mary Elizabeth Shumake
Birth Date: 05/15/1997 Birth Location: MEXICO CITY Mexico
Multiple Birth: No Sex: Female

Male Parent: Winfred Shumake
Data Administrator

Janzie shumake Information

Female Parent:
Near Matches Found in MSIX:

The records below are potential matches to the New Student Record above.
Submitting State: Florida

Student State ID: EL66666

MSIX ID: 462672374976 Student Name: Mary E Shumake
Birth Date: 05/15/1997 Birth Location: MEXICO CITY Mexico
Multiple Birth: No Female

Male Parent: Steve Shumake
Data Administrator

Janet Shumake Information

Female Parent:

Comments:

Max Length = 250 characters

To protect the student's privacy, do not include any sensitive information
such as Social Security Numbers or other Personally Identifiable Information
in Comments fields. Comments entered below will be shared unedited and in
their entirety with other MSIX Users.

I [ Not a Match ] [ Merge Record ]I

r Official Use Only Rules Of Behavior | ED | OME
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Review the Confirmation

(Both a merge confirmation and a reject confirmation are shown below)

Review the Near Match Merge Confirmation

The “Confirmation” page indicates that the records were successfully merged and
that a State, Regional, or District Data Administrator was notified to review and
Validate the Merge.

U.S. Department of Education
Promoting educational excellence for all Americans p

My Account | Training | ContactUs

| Help | Logout

| Flag for Merge/Split Results Page

Confirmation

The two records will await validation for the final merge.
1- Student Name: Shumake, Mary
2- Student Name: Shumake, Mary

To go back to your worklist please click here.
To go back to your potential merge list please click here.
""" & To go back to your potential split list please click here.

Review the Near Match Reject Confirmation
The “Confirmation” page verifies that the students were not merged and a new
MSIX ID was created for the new student record.

U.S. Department of Education
Promoting educational excellence for all Americans

My Account | Training | ComtactUs | Help | Logout

Flag for Merge/Split Results Page

Confirmation

The student has been assigned a new
MSIX ID: 4426466515424
Student Name: Shumake, Mary

To go back to your worklist please click here.
To go back to your potential merge list please click here.
To go back to your potential split list please click hers.

change Initiztive

External Links:

Course Catalog
Standardized Tests
REACTS

Validating or Rejecting a (Near Match) Merge

Once a Near Match has been resolved, it needs to be validated or rejected. At this

point it is in the ‘Pending Validation’ stage in a user’s worklist. Once a near match
has been validated by the State, Regional, or District Data Administrator, MSIX
reflects that student record change, which is visible through the Student Search

page.
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Steps to Validate or Reject a (Near Match) Merge

Click the Worklist link on the Left-side Navigation, which will take you
to the “Worklist” page.

On the “Worklist” page, select an item by clicking on a Student Record
link under the “Validate Merge” column heading.

If applicable, enter a justification in the comment field. The comment
field may contain up to 250 characters. To protect the student's privacy,
do not include any sensitive information such as Social Security Numbers
or other Personally Identifiable Information. The comments will be
shared unedited and in their entirety with other MSIX users.

Review the records to determine if they should be joined or remain as
they are. If you decide to leave the records unchanged, click the Reject
Merge button. If you decide to combine the records, click the Validate
Merge button.

Access and Review the Worklist
The Worklist displays the assigned match resolution or merge validation tasks.

£ g U.S. Department of Education
g Promoting educational excellence for all Amaricans y '

My Actount | Training | ContactUs | Help | Logout

Home

Worklist for Daryn Hedlund

Srudent Sear:
--------------------------- These are worklist items that have been identified and require an action to resolve or validate student records.
To view student record details, please click on any of the records below.

‘Worldist yrch for a particular worklist (active or resolved) assigned to you or another data administrator in your state, click the Worklist
Search link.

Potential Merge List
........................... Near Matches

You have no worklist items assigned.

Validate Merge [1 items]

m Middle Name m Birth Date m Date Created

Course Catalog Mary Elizabeth 05/15/1997 Female 2012-02-16 11:02:12.0
‘Standardized Tests

e [1 items]

rirst Name Middle Name m Birth Date a Date Created

Tanagirala Srikalyan 01/13/2001 Male  2012-02-16 14:04:28.0

B ? Validate Split [1 items]
i0____[Last Name __|First Name __|Middle Name __[Suffix _|Birth Date ___|Sex _[Date Created __________|
E

34947 Keim Patrick 01/13/2001 Male 2012-02-16 14:19:42.0

State MEP Directors

@& 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Validate or Reject the Merge
Validate Merge allows you to validate or reject student record merge requests.

@ U.S. Department of Education
Promoting sducationsl excelence for all Americans

s NN
My Account | Traie atactus | Help | Logout
¢ Near Match Process Flow
Home validate Merge from Near Match Process
Student Search @ —O0—0
. Setwewistien  Suauats Matz aa catem
niemee st
r Worklist tem
LSS Worklist ID: 46125 R n th
Potential Werga List . " —
- Worklist: Validate Merge Belunto Woblat
Potential Split List
— The new student record has been submitted for validation. Please validate or reject the merge of the student record by clicking on the appropriate button. If you reject the merge
. § then a new MSIX ID will be created for the student record. If you validate the merge then the two student records will be merged into one.
External Lin
Course Catabog Merge History
Created by: Levi Daniels Date: 2013-08-05 14:55:56.0
Phone: mail: |
Student Name John Carden John Carden
Birth Date 04/12/2005 04/12/2005
Submitting State Pennsylvania Pennsylvania
Student State ID PA210 PA107
MSIX 1D 25768,
Birth Location Austin Texas Austin Texas
Multiple Birth Yes
Sex Male male
Male Parent Roger Carden Roger Carden
Female Parent Nancy Carden
Data Administrat
2

Comments:

Max Length = 250 characters

To protect the student’s privacy, do not include any sensitive information
such as Social Security Numbers or other Personally Identifiable Information
in Comments fields. Comments entered below will be shared unedited and in
their entirety with other MSIX Users.

[ (Rocitiorgs | [ Vaidsio orge

Rules Of Bohavior | ED | OME

&)

© 2007 U.5. Department of Education. For OFficial Use Only
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BOTH A MERGE CONFIRMATION AND REJECT
CONFIRMATION ARE SHOWN

Validate Merge Confirmation
The sample “Confirmation” page below is the result if you select the Validate
Merge button.

U.S. Department of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

Flag for Merge/Split Results Page

| Confirmation

worklist The two students have been merged and updated accordingly.
| MSIX ID: 462672374976
Student Name: Shumake, Mary

% To go back to your worklist please click here.
Potential Split List To go back to your potential merge list please click here.
4| To go back to your potential split list please click here.

Potential Merge List

Records Exchange Initiative
External Links:

Course Catalog
Standardized Tests

Reject Merge Confirmation
The sample Confirmation page below is the result if you select the Reject Merge
button.

U.S. Department of Education
Promoting educational excellence for all Americans

My Account | Training | ComtactUs | Help | Logout

Flag for Merge/Split Results Page

Student Se;

il Confirmation

worklist The student has been assigned a new
- MSIX ID: 442646615424
Student Name: Shumake, Mary

To go back to your worklist please click here.
Potential Split List To go back to your potential merge list please click here.
To go back to your potential split list please click here.

Botentiz| Merge L

rds B>

External Links:

Course Catalog
Standardized Tests
REACTS
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Merge Completion Notification

The email notification is sent to the Data Administrator who approved the Near
Match to confirm that the Match has been accepted. If the Data Administrator
has set his/her preferences to receive batch emails (on a daily basis), the content
of this email will be imbedded within the daily consolidated notification.

From: Msix.Application@eds-orlando.com
To: Jennifer Dozier

Subject: MSIX Near Match Validation Worklist Item

Hello Jennifer Dozier,

Your request to merge the student records in MSIX has been approved:
Student Last Name: Tangirala
Worklist Item ID: 34937

Please use the following link to access MSIX: http://msix.ed.gov.

If you have forgotten your login or password, please contact your appropriate User Administrator.

If you have questions regarding the contents of this email, please refer to the online help, user guide
and other documentation available within MSIX. You may also contact the MSIX Support Team at
msixsupport@deloitte.com.

This email account is not monitored.

Figure 5.3: Sample Merge Acceptance Email

Merge Rejection Notification
The email notification is sent to the Data Administrator who approved the Near
Match to confirm that the Match has been rejected.

From: Msix.Application@eds-orlando.com
To: Jennifer Dozier

Subject: MSIX Near Match Validation Worklist ltem

Hello Jennifer Dozier,

Your request to merge the student records in MSIX has been rejected:
Student Last Name: Tangirala
Worklist Item ID: 34937

Please use the following link to access MSIX: http://msix.ed.gov.

If you have forgotten your login or password, please contact your appropriate User Administrator.

If you have questions regarding the contents of this email, please refer to the online help, user guide
and other documentation available within MSIX. You may also contact the MSIX Support Team at
msixsupport@deloitte.com.

This email account is not monitored.

Figure 5.4: Sample Merge Rejected Email
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Processing a User Initiated Merge

A user can initiate a merge when one or more records appear to belong to the
same student. A Primary User or a Data Administrator can request a merge using
the Initiate Merge process. Once a merge has been initiated, MSIX automatically
notifies a State, Regional, or District Data Administrator to review and validate
the merge. The figure below reflects the process workflow for a User Initiated
Merge.

LUser flags studsnt racards f:;xmﬁﬁ':m * Escalates to nex laval
as potential mange » o= data administrator
process
K
Mo Action Taken
\
MEIX routes the student admlijr:sflam.lu- MEIX marges the shudent
racords 1o the appropriate g alidate records and notifies the
data administrator o | d\gﬁ;m? x’;ﬂ‘i’hg’ " Merge user who inltiatad the
valictate the merge T merge
1
Raject Marge

M3 doss not merge the
student records they remain
as bwo saparate recards
and nofifies the user who
initiated tha merge

* Escalation Paths
District Data Administrator (DDA) > Regional Data Administrator (RDA) > State Data Administratar (SDA)

Figure 5.5: Workflow for User Initiated Merge

Submitting a User Initiated Merge

As a Primary User or Data Administrator, you can flag a student record for a
potential merge if it appears that two or more records actually belong to the same
student. A user determines that student records should be merged when
searching and displaying student records if he or she finds records which are
clearly for the same student, but have two separate MSIX IDs. The user may then
initiate a record merge. These merges are then routed by MSIX to the appropriate
State, Regional, or District Data Administrators, based upon the open student
enrollments in the student record.
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Merge Error Message

MSIX displays an error message if you attempt to flag a student for merge that
has already been flagged by another user. You may see the following error
messages:

Merge Error Message

Scenario Error Message

Another User has Flagged the Student | MSIX was unable to flag these records for

for Merge merge/split. See section “Unsuccessful Merge Flag
Attempts” for further information. Click here for a list
of Data Administrators associated with these

students.
Student record is currently in a near MSIX was unable to flag these records for
match worklist item. merge/split. See section "Unsuccessful Merge Flag

Attempts" for further information. Click here for a list
of Data Administrators associated with these
students.

Table 5.2: Merge Error Message

Steps to Initiate a Merge

Search for all students who qualify for potential merge. Select an Individual
Student Record MSIX ID link from the list on the “Search Results for
Student” page. At this point, it is assumed that you have reviewed the student
records thoroughly using the “Consolidated Student Record View” (showing
the most recent information) and the Historical Student Record View”
(showing all information about the records).

e You can flag the records for merge by using either of two methods: (a)
the “Search Results for Student” page or (b) the “Consolidated Student
View Record” page.

Option A: “Search Results for Student” Page — For each potentially
matching student, select the option box next to the student name. Then,
click the Flag Record(s) for Merge button to add the record to the
Potential Merge List.

Option B: “Consolidated Student View Record” Page — For each
potentially matching student, click on the Flag Record for Merge
button to add the record to the Potential Merge List.

Click on the Potential Merge List link in the left navigation.
Select the student records to merge and click the Process Merge button.

Select the record to be the Master Student Record. The master student
record is the one which keeps the current MSIX ID. The other student
records are combined into the master student record’s MSIX ID.

000
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If applicable, enter a justification in the comment field. The comment
field may contain up to 250 characters. To protect the student's privacy,
do not include any sensitive information such as Social Security Numbers
or other Personally Identifiable Information. The comments will be
shared unedited and in their entirety with other MSIX users

© ciick the Merge button.

Locate Student Records to Merge

This page displays the results returned from your search. Here, you can use
Option A and check the option next to the student names and Flag the
Record(s) for Merge.

U.S. Department of Education
Promoting educational excellence for all Amaricans p

PR L

My Account | Training | ContactUs | Help | Logout

Refine Search

Search Results for Student:

Home

Student Search 3 students found, displaying all students.

.............................. MSIX ID Student State ID Multiple Birth | ..g for Merge
State[Reoional Ackintecs 846506453945 [P PA Carden, John 03/28/2005 Male No
Worklist 1 A 2 PA Carden, John 04/12/2005 Male Yes

Potential Merge List PA Cardens, Johns  03/28/2005 Male No

Flag Recaord(s) for Merge

User Administration
Log Settings

s Exchange Initiative

Ext: ]
Course Catalog
Standardized Tests
REACTS

RESULTS.

NCES

State MEP Dirzctors

MSIX

® 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Use Option B to Flag Record for Merge on the Consolidated Student View
On a “Consolidated Student Record View” page, you can flag a record for merge.
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U.S. Department of Education
Pramoting educational excellence for all Americans

PR oA

My Account | Training | ContactUs | Help | Logout

Home Back To Search Results

Consolidated Student Record View

Student Sea Search Results for MSIX ID: 394621257883
. Y| Student Name: John Carden State ID: PA210 State: PA MMR%F@
----- Raw Student Record

Stat / Regionzl Administration

Reports

Worklist

Potential Merge List

Potential Split List Student Information
- S Name: John Carden Sex: Male
User Administratian Birth Date: 04/12/2005 Multiple Births: Yes

. 8 Birth Location: Austin, Texas, United  Birth Date Verification: Driver's License
Log Settings States

. | Male Parent: Roger Carden Female Parent: Nancy Carden

Record: ange Initiative

External Links: Most Recent Qualifying Arrival Information
Course Catalog Qualifying Arrival Date: 06/03/2013
Standardi; Qualifying Move From Austin, Texas, United

Locatiol States T AL
Expiration Date: 02/15/2003 Continuing Service Serving Secondary Students Through Credit
Reason: Accrual Programs

Flag Record for Split

Send an MSIX user an email notification indicating that & student has arrived in your area orSend
has moved to their area  Notification

Exportto File
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Process the Merge from the “Potential Merge List”
The “User Initiated Merge Records” list displays the student records that have
been flagged for merge.

U.S. Department of Education
Promoting educational excellence far all Americans

Merge Process

Chident Gareh Igertity snd fag rezerds Selact task and Tomntity the master Contirm ard routes for
Tor merge Gstermine action record and infliste the validations
merge process

tudent records identified by Keith Scott

These are the student records that you have identified for a potential merge.

To initiate 3 merge, select at least two of the records and dlick the "Process Merge™ button. To remove a student record from the
| merge process, check the corresponding student record and click the "Remove from Potential Merge List" button. To exit the merge

. process, please click on any of the navigation menu items.
External Linl

Course Catalog
Standardized Tests Us
REACTS

RESULTS

NCES

State MEP Directors

—
/—’ Remove from Potential Merge List Process Merge

ated Merge Records

Student State ID___ |State | Student Name Date of Birth [Sex [multiple Birth

5339243962 MDOO8 Maryland Tangirala, sri 01/13/2001 Male No
465938537835 USA00032 Virginia Tangirala, Srikalyan 01/13/2001 Male No

007 U.S. Department of Education. For Official Use Only Rules Of Behavi

Select the Master Student Record
Select the option for MSIX ID that will be the master student record.

@ us. Doplﬂ.mcn of Education

My Account | Training | ContactUs | Help | Logout

Merge Process Merge Process Flow
e
...... @
ertlly and Tiag rezzels Select task 9nd ety the master Confiem 9nd rocles fze
e mae cetermrn acton record and nZete De vaicatons
..... < Linnan oty -

Process Potential Merge

8 Please confirm the records selected for merge by identifying which record will become the ma .ord then dlick the "Merge” button

to continue.

Potential Merge Items

EEI_ Student State ID_|State __|Student Name ___[Date of Birth _|Sex [Multiple Birth

MD008 Maryland Tangwrala, Sni 01/13/2001 Male No
USAD0032 Virginia  Tangirala, Snkalyan  01/13/2001 Male No
Max Length = 250 characters
To protect the student’s Prvacy, 4o not r-e\.\)t any ur—m;c nlc (:\.)11 n
soch urky Numbers of cther Parsonaly [ertfibie Informaton
e K e e e [ Verge ||

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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View the Merge Confirmation
The confirmation page indicates the merge was successfully initiated and has
been routed to a Data Administrator for validation.

U.S. Department of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

| Flag for Merge/Split Results Page

Student Search

Confirmation

Your records have been merged and are pending approval.
To go back to your potential merge list please click here.
Potential Split List To go back to your potential split list please click here.

Canceling a User Initiated Merge

Primary Users and Data Administrators can cancel a request for a student record
merge if needed. It is possible that you would learn more about the student
records and determine the records should remain separate. You can cancel the
merge request to prevent it from going further into the Merge Process.

Steps to Cancel a Merge

0 Click on the Potential Merge List link in the Left-side Navigation.

Select the student records to remove from the Potential Merge list by
checking the option box. Then, click the Cancel Merge button.

Access and Remove the Potential Merge
The Potential Merge List displays records to remove from the Potential Merge.

U.S. Department of Education
Promoting educational excellence for all Americans 4

Merge Process
Home

Student Seart 102ty and flag recards Seiect task and Tomntity the master Confirm 2r8 routes for
Tor marge gatarmine sctizn record and initists the waligations
iy

Reports

Student records identified by Keith Scott

Potential Split List These are the student records that you have identified for a potential merge.

To initiate a merge, select at least two of the records and dlick the "Process Merge” button. To remove a student record from the
8 merge process, check the corresponding student recerd and click the "Remove from Potential Merge List” button. To exit the merge
process, please click on any of the navigation menu items.

Course Catalog -
Standardized Tests User Initiated Merge Records

REACTS [ Jusxio [Student State ID [state  [Student Name Date of Birth [Sex  [Multiple Birth

RESULTS 866339243962 MD0O0S Maryland Tangirala, Sri 01/13/2001 Male No

NCES - - =
State MEP Directars 465938537835 USA00032 Virginia Tangirala, Srikalyan 01/13/2001 Male No

1
_/—’ e I Remove from Patential Merge List I Process Merge

® 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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View the Cancel Merge Confirmation
The “Confirmation” page verifies the merge was canceled and the records
removed from the Potential Merge List.

My Account | Training | ContactUs | Help | Logout

Flag for Merge/Split Results Page

Confirmation

The records you selected have been removed from the potential merge list.
To go back to your worklist please click here

To go back to your potential merge list please click here

To go back to your potential split list please dick here

Potential Merge List

Validating or Rejecting a User Initiated Merge

This MSIX function allows you to validate or reject a user initiated student record
merge request. Once a near match, merge or split has been validated by the State,
Regional, or District Data Administrator, MSIX reflects that change, which is
visible through the Student Search page.

Steps to Validate or Reject a User Initiated Merge
0 Click the Worklist link on the Left-side Navigation.

e On the Worklist page, click on a Student Record link under the Validate
User Initiated Merge heading.

e If applicable, enter a justification in the comment field. The comment
field may contain up to 250 characters. To protect the student's privacy,
do not include any sensitive information such as Social Security Numbers
or other Personally Identifiable Information. The comments will be
shared unedited and in their entirety with other MSIX users.

Review the records to determine if they should be joined or remain as
they are. If you decide to leave the records as they are, click the Reject
Merge button. If you decide to combine the records, click the Validate
Merge button.
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Access and Review the Worklist
The Worklist displays the match resolution, merge or split validation tasks. Select
the student record that is under consideration.

Home

Student Search

Repor

Worklist

Potential Merge List

Poten

hangs Initiative

External Links:
Course Catalog
Standa

REACTS

RESULTS

NCES

State MEP Diractars

U.S. Department of Education
Pramoting educational excellence for all Amaricans p

My Account | Training | ContactUs | Help | Logout

Worklist for Daryn Hedlund

These are worklist items that have been identified and require an action to resolve or validate student records.
Ta view student record details, please click on any of the records below.

rch for a particular worklist (active or resolved) assigned to you or another data administrator in your state, click the Worklist
Search link.

Near Matches
You have no worklist items assigned.

Validate Merge
You have no worklist items assigned.

Validate User Initiated Merge [1 items]
1D Last Name Middle Name m Birth Date a Date Created

34945 Tanagirala Srikalyan 01/13/2001 Male  2012-02-16 14:04:28.0

Validate Split [1 items]
i0____[Last Name __[First Name __|Middle Name __[Suffix _[Birth Date ___|Sex _|Date Created
E

34947 Keim Patrick 01/13/2001 Male 2012-02-16 14:19:42.0

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Validate or Reject the User Initiated Merge
Validate User Initiated Merge allows you to validate or reject merge requests.

U.S. Department of Education
Promoting educational excellence for all Amaricans

My Actount | Training | ContactUs | Help | Logout

Merge Process

Student Search Seiest Vet Ttem Svaiuate Merge 2
Determine ftion

Reports
Worklist: Validate User Initiated Merge Return to Warklisy
Worklist
S The new student record has been submitted for validation. Please validate or reject the merge of the student record by clicking on
Potential Merge Li the appropriate button. If you reject the merge then the student record will remain unchanged. If you validate the merge then the
- e student records will be merged into one.

Potential Split List

Records Exchange Initiative Merge History

External Links: Created by: Keith Scott Date:
Course Catalog Phone: 555-555-1234@%) ext: 56789 Em
Standardized Tests User Comments: n/a

2012-02-16 14:04:28.0
keith.test3@msix.test.gov

View the History of this Worklist Item|
Worklist ID: 34945 Reassign this Worklist}

State MEP Directors

Printing Options: B2 B

Master Student Record
Submi State: Virginia Student State ID: USAQ0032
465938537835 Student Name: Srikalyan Tangirala
01/13/2001 Birth Location: Philadelphia Pennsylvania
No Sex: Male
Hugo Tangirala
Lorena Tangirala Dat.

udent Record(s) in MSIX
Maryland Student State ID: [MDO03
866339243952 Student Name: Sri Tangirala
01/13/2001 Birth Location Philadelphia Pennsylvania
No Sex: Male

inistrator Information

Printing Options: B8 B

Female Parent: Lorena Tangirala Data Administrator Information

Max Length = 250 characters

To protect the student's privacy, do not include any sensitive information
such as Social Security Numbers or other Personally Identifiable Information
in Comments fields. Comments entered below will be shared unedited and in
their entirety with other MSIX Users.

007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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BOTH A MERGE CONFIRMATION AND REJECT
CONFIRMATION ARE SHOWN

Validate Merge Confirmation
The sample “Confirmation” page below is the result if you select the Validate

Merge button.

U.S. Department of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

| Flag for Merge/Split Results Page

Student Search

Confirmation

The student record merge has been approved.
|| Student Name: Tangirala, Srikalyan

To go back to your worklist please click here.
| To go back to your potential merge list please click here.
Potential Split List To go back to your potential split list please click here.

Potential Merge List

Records Exchange Initiative

Reject Merge Confirmation
The sample “Confirmation” page below is the result if you select the Reject
Merge button.

U.S. Department of Education
Promoting educ | excelience for all Amaercans

N SR8

My Account | Training | ComtactUs | Help | Logout

~ Flag for Merge/Split Results Page

Student Search
Reports . N
Confirmation

Worklise

T 8 The student record merge has been rejected,
S To go back to your worklist please dick hare
Petential Split List To go back to your potential merge list please cli
# To go back to your potential spitt list please click

Potential Me

Records Exchange Initiative
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Merge Notification

The email notification is sent to the user who initiated the merge to confirm that
the Merge has been accepted. If the user made any comments about the worklist
item, they would also be displayed in this e-mail. If the Data Administrator has
set his/her preferences to receive batch emails (on a daily basis), the content of
this email will be imbedded within the daily consolidated notification.

From: Msix.Application@eds-otlando.com
To: Keith Scott

Subject: Your MSIX user initiated merge validation worklist item has been approved.

Hello Keith Scott,

Your request to merge the student records in MSIX has been approved:
Student Last Name: Tangirala
Worklist Item ID: 34945

This worklist item was created originally by the following user:
Keith Scott

keith.test3@msix.test.gov

(555) 555-1234 Ext. 56789

Please use the following link to access MSIX: http://msix.ed.gov.

If you have forgotten your login or password, please contact your appropriate User
Administrator.

If you have questions regarding the contents of this email, please refer to the online help,
user guide and other documentation available within MSIX. You may also contact the MSIX
Support Team at msixsupport@deloitte.com.

This email account is not monitored.

Merge Notification

The email notification is sent to the user who initiated the merge to confirm that
the Merge has been rejected. If the user made any comments on the worklist
item, they would also be displayed in this e-mail.

To: Keith Scott

Subject: Your MSIX user initiated merge validation worklist item has been rejected.

Hello Keith Scott,

Your request to merge the student records in MSIX has been rejected:
Student Last Name: Tangirala
Worklist Item ID: 34945

This worklist item was created originally by the following user:
Keith Scott

keith.test3@msix.test.gov

(555) 555-1234 Ext. 56789

Please use the following link to access MSIX: http://msix.ed.gov.
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Administrator.

This email account is not monitored.

If you have forgotten your login or password, please contact your appropriate User

If you have questions regarding the contents of this email, please refer to the online help,
user guide and other documentation available within MSIX. You may also contact the MSIX

Support Team at msixsupport@deloitte.com.

Splitting/Separating Student Records

A user can initiate a split when a record that has been incorrectly merged is
encountered. The split separates a single merged record into new, separate
student records. Once a split has been initiated, MSIX automatically notifies a
State, Regional, or District Data Administrator to review and validate the split.
The figure below reflects the process workflow for User Initiated Split.

Lser views patential split .
User flags student records liel and nitiates ha spll Escalates o nexd level
as potendial split . data administrator
process
A
No Action Taken
1
Data MS1X splits the original
mfa';”m:’e 3”‘1:; administrator Validate student record into 2
b pm“m e defermineswhatherto  —— o —| Saparate sludanl recards
adminsirshor validate o reject the Split and nofifies to the user
validate the split spit wha Initiated the split

Re]el:i Split

MSIX does not spiit the
student record it remains
ona racord ard notifies the
user who initiated the split

* Escalation Paths
District Data Administrator (DDA} > Regional Data Adminkstrator (RDA) > State Data Administrator (SDA)

Figure 5.8: Workflow for Splitting Student Records

This sub-section will include the following topics:

e Submitting a user initiated split

e (Canceling a user initiated merge

e Validating or rejecting a user initiated split
Processing a User Initiated Spilit

The following tasks describe the process to initiate and validate or reject splitting
student records.
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Submitting a User Initiated Split

As a Primary User or Data Administrator, you can flag a student record for a
potential split if it appears that one record actually belong to more than one
student. A user determines that student records should be split when searching
and displaying student records if he or she finds single records that are cleatly for
the different student. The user may then initiate a split. These splits are then
routed by MSIX to the appropriate State, Regional, or District Data
Administrators, based upon the open student enrollments in the student record.

Spilit Enmor Messages
MSIX displays an error message if you attempt to flag a student for split that has
already been flagged by another user, or when you attempt to split a student

record that has no additional historical record. You may see the following error
messages:

Split Error Message

Scenario Error Message

Another user has flagged the student MSIX was unable to flag these records for

for a split merge/split. See section “Unsuccessful Split Flag
Attempts” for further information. Click here for a list
of Data Administrators associated with these
students.

Student Record has no Additional In order to split a student record it has to have at least

Historical Record one historical record in MSIX.

Student Record is currently in a near MSIX was unable to flag these records for

match worklist (needs to be resolved merge/split. See section “Unsuccessful Split Flag

prior to flagging for split). Attempts” for further information. Click here for a list
of Data Administrators associated with these
students.

Table 5.3: Split Error Messages

Steps to Initiate a Split

Locate the student record by using the Student Search process. Select an
Individual Student Record MSIX ID link from the list on the search
results page by clicking on the student’s MSIX ID link.

On the “Consolidated Student Record View,” click on the Flag Record
for Split button for the student to be split.

e Click on the Potential Split List link in the Left-side Navigation.

o Select the record to split.

e Click the Process Split button.
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Indicate the Master Record. The “Master Record” is the one which keeps
the existing MSIX ID; the other student record(s) are assigned a new
MSIX ID.

a Click the Split button.

If applicable, enter a justification in the comment field. The comment
field may contain up to 250 characters. To protect the student's privacy,
do not include any sensitive information such as Social Security Numbers
or other Personally Identifiable Information. The comments will be
shared unedited and in their entirety with other MSIX users. Confirm the
action by clicking Split Record.

Access the Student Record
This page displays the results set returned from your search.

U.S. Department of Education
Promoting educational excellence for all America

e ac .

My Account | Training | ContactUs | Help | Logout

Refine Search

Search Results for Student:

Student Search 3 students found, displaying all students.

[ WSD1D " Stuent State 10" State | Student Name | Date of Birth | sex | Mutipie irth | Fiag for Merae |

R Sl ©1C50G453045  PALO7 PA  Carden, John 03/28/2005  Male No 0O

Waor PA Carden, John 04/12/2005 Male Yes O
873139195976 PA Cardens, Johns  03/28/2005 Male No O

Patential Merge List

Flag Record(s) for Merge

Log Settings
Records Exchange Initistive

External Links:
Course Catalog
Standardized Tests
REACTS

RESULTS

NCES

State MEP Directors

MSIX

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Flag Record for Split
On the “Consolidated Student Record View” page, you can flag a record to split.

U.S. Department of Education
Promoting educational excellence for all Americans

.

My Account | Training | ConmtactUs | Help | Logout

Home Back To Search Results

Consolidated Student Record View
Search Results for MSIX ID: 394621257883

Student Se
Student Name: John Carden State ID: PA210 State: PA

Historical Student Record

Report: View
Raw Student Record
View

State / Regional Administration

Worklist

Potential Merge

Potential Split List Student Information
Name: John Carden Sex:
User Administration irth Date: 04/12/2005 Multiple Births:
""""" Birth Location: Austin, Texas, United  Birth Date Veri
States
Male Parent: Roger Carden Female Parent: Nancy Carden

tion: Driver's License

ange Initiative

External Links: Most Recent Qu ng Arrival Information

Course Catalog Qualifying Arrival Dat 06/03/2013

Standardized Tests Qualifying Move From Austin, Texas, United

States n:

Expiration Date: 02/15/2003 Continuing Service Serving Secondary Students Through Credit
Reason: Accrual Programs

State MEP Directors

Flag Record

: Send an MSIX user an email notification indicating that & student has arrived in your area or Send

has moved to their area  Notification

Exportto File

ED | OME

007 U.S. Department of Education. For Official Use Only Rules Of Behavior |

View the Split Confirmation
The “Confirmation” page below is the result if you initiated a request to split
student records.

U.S. Department of Education

Promoting educational exce

My Account | Training | CentactUs | Help | Legout

Flag for Merge/Split Results Page

Potential Merge List . -
- Confirmation

Potential Split List

N This student record has been flagged as a potential split. Click on the Potential Split List link to view all your potential splits

Records Exchange Initiative
To go back to your search results please dick here

Extarnal Links:
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Access the Potential Split List and Process the Split
The Potential Split List navigates you to your list of student records for a
potential split.

U.S. Department of Education
Pramoting educational excellence for all Americans

Split Process

Home

® @ :
- . T - S
e fzea recards for zpiit Detarmine Actian pe— = intiste =pit far vaidstions
=

Reports
S Student records identified by Keith Scott

(Rt (o hese are the student records that you have identified for a potential split

Potential Split initiate a split select any of the records and click the "Process Split” button to continue the split process. To cancel the split
- b Process check the corresponding student record and click the "Cancel Split” button. To go out of the split process please click on any
of the navigation menu items.

External Links:

T
Standardized Tests

675353139895 FL33333 Florida Keim, Patrick 01/13/2001 Male No

Cancel Split Process Split

te of

State MEP Dirzctors

MSIX

® 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Initiate the Potential Split

On the “Initiate Potential Split” page, you select the “Master Record” — the
MSIX record that keeps the existing MSIX ID. The other student record(s) are
assigned a new MSIX ID.

U.S. Department of Educa
Promoting educational excelle

My Actount | Training | ContactUs | Help | Logout

Split P Fl
Split Process plit Process Flow

.................. @ 5
Student Searc Ltentify an fiag Select task 20 omrify the master  fssocisle mcerdzand Cenfim and reutes far
recards far spilt Determine Action record inftiste 2pit process validations

Reports

Initiate Potential Split

Potential Merge Li Return to list|

Potential Split List
To continue the split record, please select the record that will become the master record and the other records that will retain the
existing MSIX ID.

hange Initiative
Extarnal Links: MSIX 675353139895

Course Catalog Studer te of le

REACTS 675353139895 FL33333 Florida Keim, Patrick 01/13/2001 Male No
RESULTS

e 675353139895 USsAD2 Florida Keim, Patrick 01/13/2001 Male No
State MEP Directors ) 675353139895 USAD0030 Virginia Keim, Pat 01/19/2009 Male Yes

MSIX

@& 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Process the Potential Split

After you have reviewed the records, you are ready to click the Split Record
button.

U.S. Department of Education
Promoting educational excellence for all Amaric

My Account | Training | ContactUs | Help | Logout

Split Process Flow

T Split Process

Student Search Tgertly and Niag Seiect task 2 Ioeriity the master  dsseciste rcordsand  Confiem and rutes for

L recards for spit Detarmine Action rezr iritiste =piit precess vaidstio

Repo

Potential Merge | Process Potential Split Return to list]
Potential Split List The records below identify the potential new master student record with its student history and the updated existing student

record that requires a selection for the updated master record.

hangs Initiative

Updated Existing Student Record

Master Record Student State ID Student Name Date of h :grr.enlte

Yes FL33333 Patrick Keim 01/13/2001 Washington Keim Helen Keim
Potential New Student Record

usaoz Patrick Keim 01/13/2001 Aiden Keim Helen Keim
Master Record Student State ID Student Name Date of h |Male Parent
.ﬁ Yes USA00030 Pat Keim 01/18/2009 Dana Keim

Comments:

External Links:

Course Catalog

State MEP Directors

Max Length = 250 characters

To protect the student's privacy, do not include any sensitive information
such as Social Security Numbers or other Personally Identifiable Information
in Comments fields. Comments entered below will be shared unedited and in
their entirety with other MSIX Users.

® 2007 U.S. Department o on. For Official Use Only Rules Of Behavior | ED | OME

Confirmation

The “Confirmation” page indicates that the split was initiated and is routed to a
State, Regional, or District Data Administrator for review and validation.

My Account Training ContactUs | Help Logout

Flag for Merge/Split Results Page

Studant Search

Potential Marge List
i o Confirmation

Potential Splie List

57 i Your records have been split and are pending validation.

To go back to your worklist please click hers

To go back to your potential merge list please chick |

Course Catalog To go back to your potential split list please click here
Standardizad Tests

Records Exchangs Initiative
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Canceling a User Initiated Split

Primary Users and Data Administrators can cancel a request for a student record

split, if needed. It is possible that you would learn more about the student records
and determine the records should remain joined. You can cancel the split request

to prevent them from going further into the Split Process.

Steps to Cancel a Split
0 Click on the Potential Split List link in the left navigation.
Select the students to remove from the Potential Split List. Then, click
the Cancel Split button.

Access the Potential Split List and Cancel
The Potential Split List navigates you to your list of student records for a
potential split.

U.S. Department of Education
Promaoting educational excellence for all Americans

My Account | Training | ContactUs

| Help | Logout

Split Process Split Process Flow
Home e
(3) (4} 5 7
S s ol Identify and flag Select task and. Igentify the master Associste records ‘Confirm and routes »
Surte Fzzmer resards Tor spiT Determine Actian P and iniliste sgit tor validatiars

"""""""""""""" Student records identified by Keith Scott

ozl =l These are the student records that you have identified for a potential split

Potential Split List iriate a split select any of the records and click the "Process Split™ button to continue the split process. To cancel the split
s check the corresponding student record and click the "Cancel Split” button. To go out of the split process please click on any
navigation menu items.

tiated Split Records

et ks
TR T Ty Y
Standardized Tests

675353139895 FL33333 Florida Keim, Patrick 01/13/2001 Male No

e I{ Cancel Split_§| [ Process Split ]

State MEP Directors

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Review the Potential Split as Cancelled
The “Confirmation” page verifies that the split was canceled.

U.S, Department of Education
Promoting educational wxcelience

My Account | Training | ContactUs | Help | Logout

| Flag for Merge/Split Results Page

Student Search

Potential Merge List

Confirmation

The records you specified have been removed from the potential split list,
To go back to your worklist please click here

External Links: To go back to your potential merge list please dick here

Course Catalog To go back to your potential split list please dick here

Grandusdivad Tasrs
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Validating or Rejecting a User Initiated Spilit

This allows you to validate or reject a student record split. When two student
records are split, a new MSIX ID is created for the split record. Once a split has
been validated by a State, Regional, or District Data Administrator, MSIX reflects
that student record change, which is visible through the Student Search page.

Steps to Validate or Reject Split

Click the Worklist link on the Left-side Navigation, which will take you
to the “Worklist” page.

e On the Worklist page, select a Student Record link from under the
“Validate Split” heading.

If applicable, enter a justification in the comment field. The comment
field may contain up to 250 characters. To protect the student's privacy,
do not include any sensitive information such as Social Security Numbers
or other Personally Identifiable Information. The comments will be
shared unedited and in their entirety with other MSIX users. Review the
student records. If they are for different student, select Validate Split.

° Review the records to determine if they should be split or remain as they
are. If you decide to leave the records as they are, click the Reject Split
button. If you decide to combine the records, click the Validate Split
button.

Access the and Select a Student Record
The Worklist displays the near match, validate merge and validate split tasks.

U.S. Department of Education
Promoting educational excellence for all Amaricans p

My Account | Training | ContactUs | Help | Logout

H -
= Worklist for Daryn Hedlund
Student Search
These are worklist items that have been identified and require an action to resolve or validate student records.
Ta view student record details, please click on any of the records below.

Worklist To search for a particular worklist (active or resolved) assigned to you or another data administrator in your state, click the Worklist
History Search link.

Potential Merge List
Near Matches

You have no worklist items assigned.

Records Exchange Initiative Validate Merge
You have no worklist items assigned.

External Links:
Course Catalog

ST Validate User Initiated Merge [1 items]
—— i0____Jiast Name __[First Name __[middle Name __[suffix__[Birth Date ____]sex _[pate Created

RESULTS
— 34945 Tanagirala Srikalyan 01/13/2001 Male  2012-02-16 14:04:28.0
‘State MEP Dirsctars

Validate Split [1 items

Middle Name m Birth Date a Date Created

01/13/2001 Male 2012-02-16 14:19:42.0

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Page 100



Validate or Reject the Split
The Validate Split allows you to reject or validate a record split.

U.S. Department of Education
Promoting educational excellence for all Amaricans

My Actount | Training | ContactUs | Help | Logout

Validate Split Process
........ S o @

Student Search Seiect Werdist Rem Evaluatz Spit 2nd Confim
Detzrmine Adizn

Reports

Worklist: Validate Split Return to Worklist|

worklist

New student record(s) has/have been submitted for validation. Please validate or reject the split of the student record by clicking on
_________ the appropriate button. If you reject the split then the student record will remain unchanged. If you validate the split, then the
student's historical records will be split as shown below. The master and historical records associated with the Existing Student
below will retain the existing MSIX ID. A new MSIX ID will be created for those records marked as New Student below.

Potential Merge List

Potential Split List

Keith Scott initiated this Student Merge/Split on 2012-02-16 14:19:42.0 and can be reached via 555-555-1234@ ext:56789 or

External Links: keith.test3@msix.tast.gov

Course Catalog
Standardized Tests

eacTe Previously entered comments: I beleive Pat is a different student than Patrick. I spoke with his father, who indicated they have

never been to Florida before. Please proceed with this split. Thank you.
RESULTS View the History of this Worklist Item
NCES Worklist ID: 34947 Reassign this Worklist

State MEP Directars
Updated Existing Student Record
? Master Record Printing Options: I8

Submitting State: Florida Student State ID: FL33333
MSIX ID: 675353139895 Student Name:  Patrick E Keim

Birth Dats 01/13/2001 Birth Location: Philadelphia Pennsylvania
Multiple Birth: No Sex: Male

Male Parent: Washington Keim

Female Parent: Helen Keim Data Administrator Information

Submitting State: Florida Student State ID: USAD2

MSIX ID: 675353139895 Student Name:  Patrick Keim

Birth Date: 01/13/2001 Birth Location: Philadelphia Pennsylvania
Multiple Birth: No Sex: Male

Male Parent: Aiden Keim

Female Parent: Helen Keim Data Administrator Information

Potential New Student Record

Master Record Printing Options: &2 [F

Submitting State: Virginia Student State ID: USAD0030

MSIX ID: 675353139895 Student Name:  Pat Rick Keim

Birth Date: 01/19/2009 Birth Location: Philadelphia Pennsylvania
Multiple Birth: Yes Sex: Male

Male Parent:

Female Parent: Dana K, Data Administrator Information

Comments:

Max Length = 250 characters

To protect the student's privacy, do not include any sensitive information
such as Social Security Numbers or other Personally Identifiable Information
in Comments fields. Comments entered below will be shared unedited and in
their entirety with other MSIX Users.

I [ Reject Split ][ Validate Split

007 U.5. Department of Education. For Official Use Only Rules Of Behavi
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Review a Split Confirmation
(Both a Validate and Reject Confirmation are Shown)

Review Validate Split Confirmation
The sample “Confirmation” page below is the result if you select the Validate
Split button.

U.S. Department of Education
Promoting educational excellence for all Americans p

My Account | Training | ContactUs | Help | Logout

" Flag for Merge/Split Results Page

. Confirmation

The splitting of the student record has been validated.
| Student Name: Keim, Patrick

Potential Merge List To go back to your worklist please click here.
S8 To go back to your potential merge list please click here.
Potential Split List To go back to your potential split list please click here.

Records Exchange Initiative

Review Reject Split Confirmation
The sample “Confirmation” page below is the result if you select the Reject Split
button.

U.S. Dopartment of Education
Promoting educational excellance for all Americans p

My Account | Training | ContactUs | Help | Logout

" Flag for Merge/Split Results Page

| Confirmation

The splitting of the student recard has been rejected.
To go back to your worklist please click here.

To go back to your potential merge list please click here.
" To go back to your potential split list please dlick here.

Potentizl Split List

Records Exchange Initiative
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Split Notification

The email notification is sent to the user who initiated the split to confirm that
the Split has been accepted. If the user made any comments about the worklist
item, they would also be displayed in this e-mail.

From: Msix.Application@eds-orlando.com
To: Keith Scott
Subject: Your MSIX user initiated split validation worklist item has been approved.

Hello Keith Scott,

Your request to split the student records in MSIX has been approved:
Student Last Name: Keim
Worklist Item ID: 34947

Please use the following link to access MSIX: http://msix.ed.gov.

If you have forgotten your login or password, please contact your appropriate User
Administrator.

If you have questions regarding the contents of this email, please refer to the online help, user
guide and other documentation available within MSIX. You may also contact the MSIX Support
Team at msixsupport@deloitte.com. This email account is not monitored.

Figure 5.9: Sample Split Acceptance Email

Split Notification

The email notification is sent to the user who initiated the split to confirm that
the Split has been rejected. If the user made any comments about the worklist
item, they would also be displayed in this e-mail.

From: Msix.Application@eds-orlando.com
To: Keith Scott
Subject: Your MSIX user initiated split validation worklist item has been rejected.

Hello Keith Scott,

Your request to split the following student has been rejected:
Student Last Name: Keim
Worklist Item ID: 34947

Please use the following link to access MSIX: http://msix.ed.gov.

If you have forgotten your login or password, please contact your appropriate User
Administrator.

If you have questions regarding the contents of this email, please refer to the online help, user
guide and other documentation available within MSIX. You may also contact the MSIX Support
Team at msixsupport@deloitte.com.

This email account is not monitored.

Figure 5.10: Sample Split Rejection Email
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Escalating Merge and Split Requests

A user’s request to merge or split student records is automatically escalated when
no action has been taken on a worklist item within a specific time period. The
figure below reflects the process workflow for a Near Match.

A Worklls: ram ks
generabed
Ideniify the District
——  associaned with the  —
enolimant
Dags tha
- shudent hae
any Does. the distric Daes she disyict
enralmenis? have an associaed have an associaled Assign i Sale Data
Yes > District Data o™ Fegianal Data T Adminiser
| AcminisTanar? Administrator?
Yes
¥
I
Yes Yes
Areany of tha Kerity The Distric L 4 . X
anrclimerss —_— asscciated with the most
open? LB EE it Assign to Disirict Data Assign o Regicral District
Anminisrator Acdminisirator

Figure 5.11: Workflow for Work Assignment and Escalation

Depending on your MSIX organizational structure, escalation occurs in a 1-, 2-,
or 3-Tiered Workflow. The review process takes a total of 21 days where each
reviewer has a limited review time. If the worklist item was “Validate” (Validate
Near Match, Validate User-Initiated Merge, and Validate User-Initiated Split), it
will automatically be approved after the specified timeframe has passed. Near
Match worklist items will remain in the State Data Administrator’s queue until
action is taken to resolve the worklist. The State Data Administrator also has the
ability to reassign the worklist to another data administrator.

e 3-Tiered Workflow — States with 3 levels of review (district, region, and
state)

e 2-Tiered Workflow — States with 2 levels of review (district and state OR
region and state)
e Tiered Workflow — States with 1 level of review (state only)

The table below illustrates the review period limits. For example, for a state with a
Regional Administrator but no District Data Administrator (2-Tier), the Regional
Administrator has 1 week and the State Data Administrator has 2 weeks for
review.
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Total

District Regional |[State Escalation
Data Administrators in State (K& Level Level Timeframe
District, Regional & State |1 week 1 week 1 week 3 weeks
District & State 1 week 2 weeks 3 weeks
Regional & State 1 week 2weeks |3 weeks
State 3 weeks 3 weeks

Table 5.4: Requests for Merge or Split Escalation Timeline

Reassigning Worklist Items

Users have the ability to reassign one or more worklists to a lower level data
administrator in the user’s state by clicking the Reassign Worklist link on the top
right of the Worklist Details page. From there, you can select the users, by level,
that you wish to reassign the worklist item to. However, Validate worklist items
will still be automatically processed after 21 days, regardless of whether or not
they have been reassigned to another Data Administrator.

The images below provide the steps to the reassign one or more worklists from a
State Data Administrators point of view.

State Data Administrators can reassign worklists to Regional Data
Administrators, District Data Administrators, or other State Data Administrators
in their state. Regional Data Administrators can reassign worklist items to District
Data Administrators or other State Data Administrators in their state. District
Data Administrators can reassign worklist items to other District Data
Administrators in their state.

This feature is also helpful when new Data Administrators join your team but
have no worklists assigned to them. On the worklist page of the item you wish to
resolve, click the Reassign Worklist link in the top right of the page. From there,
you may reassign the worklist to the new data administrator by checking the box
next to that Data Administrator’s name, as long as the new user is at the same or
lower tier (District, Regional, or State) as you.

Steps to Reassign an Individual Worklist Item

Click the Worklist link on the Left-side Navigation menu, which will
take you to the “Worklist” page.

e On the “Worklist” page, select a Worklist Item.

Select Reassign Worklist link, which will take you to the “Reassign
Worklist” page.
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On the “Reassign Worklist” page, uncheck the current users assigned
to the worklist and expand the level of data administrator you would
like to assign the worklist to (optional).

On the “Reassign Worklist” page, select the users you wish to assign
the worklist item to. You may select multiple users as long as they are at
the same “level” of data administrator.

Submit the reassignment by clicking Reassign. You will be directed to
the “Confirmation Page”.

On the “Confirmation Page”, review the changes you are making and
select Save. You will be redirected to your “Worklist” page.

o On your “Worklist” page, verify that the worklist item you just
reassigned is no longer on your worklist.

Access Worklist Item
The user accesses his/her worklist items from this page. Select a Worklist
Item from your worklist.

U.S. Department of Education
Pramoting educational excellence for all Amaricans p

My Account | Training | ContactUs | Help | Logout

H -
= Worklist for Daryn Hedlund
Student Search
These are worklist items that have been identified and require an action to resolve or validate student records.
Ta view student record details, please click on any of the records below.

‘Worklist gcarch for a particular worklist (active or resolved) assigned to you or another data administrator in your state, click the Worklist
prv Search link.

Potential Merge List
Near Matches

You have no worklist items assigned.

Records Exchange Initiative Validate Merge
You have no worklist items assigned.

External Links:

Course Catalog . - .
Standardizad Tasts Validate User Initiated Merge [1 items]
—— i0____Jiast Name __[First Name __[middle Name __[suffix__[Birth Date ____]sex _[pate Created

RESULTS
34945 Tanagirala Srikalyan 01/13/2001 Male  2012-02-16 14:04:28.0

NCES

‘State MEP Dirsctars
Validate Split [1 items]

iI0____[Last Name __[First Name __|Middle Name __[Suffix _[Birth Date ___|Sex _|Date Created

E

34847 Keim 01/13/2001 Male 2012-02-16 14:19:42.0

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Access the Reassign Worklist Page
At the top right of your worklist page, click the “Reassign Worklist” link. This
will navigate you to the Reassign Worklist page.

2% U.S. Department of Education /
(, Promoting educational excallence for all Americans f

My Actount | Training | ContactUs | Help | Logout

Validate Split Process

Student Search Setest Waridist Ttem Evaluste Seit ard
Determine Action

Reports

Worklist: Va

i Return to Worklist|
Worklist ate sp t

Potential Marge New student record(s) has/have been submitted for validation. Please validate or reject the split of the student record by clicking on
e the appropriate button. If you reject the split then the student record will remain unchanged. If you validate the split, then the
student's historical records will be split as shown below. The master and historical records associated with the Existing Student
below will retain the existing MSIX ID. A new MSIX ID will be created for those records marked as New Student below.

Keith Scott initiated this Student Merge/Split on 2012-02-16 14:19:42.0 and can be reached via 555-555-1234@ ext:56789 or

External Links: keith.test3@msix.test.gov

Course Catalog
Standardized Tes
REACTS
RESULTS

Previously entered comments: I beleive Pat is a different student than Patrick. I spoke with hig father, who indicated they have
never been to Florida before. Please proceed with this split. Thank you.

NCES
State MEP Directors

Worklist ID: 34947

Updated Existing Student Record
? Master Record Printing Options: & T

Submitting State: Florida Student State ID: FL33333

MSIX ID: 675353139895 Student Name:  Patrick E Keim

Birth Date: 01/13/2001 Birth Location: Philadelphia Pennsylvania
Multiple Birth: No Sex: Male

Male Parent: Washington Keim

Female Parent: Helen Keim Data Administrator Information

Submitting State: Florida Student State ID: USAD2

MSIX ID: 675353139895 Student Nam Patrick Keim

Birth Date: 01/13/2001 Birth Locatiol Philadelphia Pennsylvania
Multiple Birth: No Sex: Male

Male Parent: Aiden Keim

Female Parent: Helen Keim Data Administrator Information

Potential New Student Record
Master Record P ng Options: &8

Submitting State: Virginia Student State ID: USA00030

MSIX ID: 675353139895 Student Nam Pat Rick Keim

Birth Date: 01/19/2009 Birth Locatio Philadelphia Pennsylvania
Multiple Birth: Yes Sex: Male

Male Parent:

Female Parent: Dana Keim Data Administrator Information

Comments:

Max Length = 250 characters

To protect the student's privacy, do not include any sensitive information
such as Social Security Numbers or other Personally Identifiable Information
in Comments fields. Comments entered below will be shared unedited and in
their entirety with other MSIX Users.

Reject Split ] [ Validate Split

2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Un-assign Current Data Administrators

Uncheck the boxes to the current data administrators (unless you want to add
additional data administrators in the same level to the worklist item). Expand
the “level” of data administrator, which you would like to reassign the
worKklist to. Select one or multiple data administrators in one “level” to
reassign the worklist item to.

U.S. Department of Education
Promoting educational excallence for all Amarnicans »

My Account | Training | ContactUs | Help | Logout

Home. Reassign Worklist

Student Search Al of the data administraters currently assigned te the worklist item have been checked. In order to unassign the worklist item to these users,
please uncheck the boxes. You may enly assign a worklist item to data administraters in the same level (state OR region OR district). Please
make your selection and click on the "Reassign” button.

[-] State Data Ad

Worklist
Email Address

Potential Merge List A Amanda piasecki apiaskecki@msix.test Enabled
[¥ennifer Dozier dozier@msix.test Enabled
& Daryn Hedlund daryn.test@msix.test Enabled

ange Initiative

External Links:
Course Catalog
Standardizad Tasts
REACTS
RESULTS

NCES

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Select User(s) to Reassign Worklist Item

Reassign the worklist item to the appropriate data administrators by checking
either the group box (to assign all users associate with the district/ region/
state selected) or the specific user you want to assign the worklist to. Then
click the Reassign button to proceed with the reassignment.

U.S. Department of Education
Pramoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

-z

Home Reassign Worklist

Student Search All of the data administrators currently assigned to the worklist item have been checked. In order to unassign the worklist item to these
users, please uncheck the boxes. You may only assign a worklist item to data administraters in the same level (state OR region OR

Tz district). Flease make your selection and click on the "Reassign” button.

[-] State Data Administrators

Waorklist
Email Address Account
Status

Patential Mergs [l Amanda Piasecki apiaskecki@msix.test Enabled
- SETS [T3ennifer Dozier idozier@msix.test Enabled

Patential Split
[T paryn Hedlund

daryn.test@msix.test Enabled

. Account
y—

Fndrea Carter andrea@msix.test Enabled

[-]1 Regional Data Administrat~rs

Course Catalog
Standardized Tests evin Denman kevin@msix.test Enabled
REACTS isa Merkel lisa@msix.test Enabled
RESULTS
NCES

State MEP Di

Pat@msix.test Enabled

patricia Meyertholen
[+] District Data Administrators

Cancel eassign

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Confirm the Reassignment
Verify that the correct data administrators are going to be reassigned the
worklist item and confirm the reassignment by clicking the Save button.

U.S. Department of Education
Promoting educational excellence for all Americans p

UGyt

My Account | Training | ContactUs | Help | Logout

Reassign Worklist Item Confirmation

Student Search Review the user reassignment information. If the information is correct, click on the Save button to reassign the worklist to the listed
| users.
) If the information is not correct, click the Back button to return to the User Administration page to correct the data.

Worklist
& | Kevin Denman
Potential Merge List Lisa Merkel

Course Catalog
Standardized Tests

REACTS

Verify the Worklist Item is not in your Worklist

Upon clicking the Save button on the confirmation page, you will be
navigated back to your Worklist page. If you unassigned the worklist from
yourself in step 4, the worklist you reassigned should no longer show up in
your worklist.

Py U.S. Department of Education /
Proamoting educational excellence for all Amernicans y

e A

My Account | Training | ContactUs | Help | Logout

Worklist for Daryn Hedlund

To search for a particular worklist (active or resolved) assigned to you or another data administrator in your state, click the
8 Worklist History Search link.

Near Matches

Gl Py 2l | You have no worklist items assigned.

e You have no worklist items assigned.
External Links:
Conrse-Eatalog Validate User Initiated Merge
Standardized Tests You have no worklist items assigned.
REACTS
HEELEE Validate Snlit
= You have no worklist items assigned|

® 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Steps to Reassign Multiple Worklist Items

Click the Worklist link on the Left-side Navigation menu, which will
take you to the “Worklist” page.

o On the “Worklist” page, select the Worklist History Search link.
e Change Worklist Status to Unresolved and hit Search.

O Select the Reassign Worklist Item(s) checkboxes for those worklists you
wish to reassign and click on Reassign Worklist Item(s)

On the “Reassign Worklist” page, select the users you wish to assign
the worklist item to. You may select multiple users as long as they are at
the same “level” of data administrator.

Submit the reassighment. You will be directed to the “Confirmation
Page”.

On the “Confirmation Page”, review the changes you are making and
select Save. You will be redirected to your “Worklist” page.

o On your “Worklist” page, verify that the worklist item you just
reassigned is no longer on your worklist.

Access Worklist Item
The user accesses his/her worklist items from this page. Select a Worklist Item
from your worklist.

Worklist for Levi Daniels

for a particular worklist (active or resolved) assigned to you or another data administrator in your stae o

o worklist items assigned.

Validate Merge
You have no worklist items assigned.

Validate User Initiated Merge [2 items]
46149 Carden John 03/28/2005 Male 2013-11-12 10:47:16.0
46152 Boland Dan 03/28/2005 Male 2013-11-12 10:50:45.0

validate Split
You have no worklist items assigned.

Access the Worklist History Search page
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Change Worklist Status to Unresolved and hit Search.

U5, Deparimant of Educatsen

Worklist History Search

T return to your active worklists dick Beturr to Workiist k.

To search for a worklist, enter detads of the workdst item you are looking for. At least one of the search parameters is required in order to returm valid results. You can only search
for workhsts assigned to usess in your state

Student’s First Name: Student’s Last
User's First Noma: User’s Last Nal

Worklist 1D: State Student ID:

Workllst Type: All Warklist Typas - Workilst Status:

Creation Date Frem: / / (MM/DDYYYY) Creation Do Tor / / (MM/BO/ YY)
AL Dy Froi: no (MM/DD/YYYY) Resplution Dabs Te: - (MM/EDYYY)

[ Gemich | | Clese |

Reassign Worklist Items
Select the Reassign Worklist Item(s) checkboxes for those worklists you wish to
reassign and click on Reassign Worklist Item(s)

46152 Boland,Dan multiple users  Validate User Initiated Merge Unresolved 11/12/2013 e
46149 Carden,John multiple users  Validate User Initiated Merge Unresolved 11/12/2013 E

[ Reassign Worklist tem(s)

Select User(s) to Reassign Worklist Items

On the “Reassign Worklist” page, select the users you wish to assign the worklist
item to. You may select multiple users as long as they are at the same “level” of
data administrator.

U.S. Department of Education
Promoting educational excallence far all Amencans

My Account | Training | ComtactUs | Help | Logout

Reassign Worklist

2 worklst item to these Users, please uncheck the boxes. You may anly assign a
click on the “Reassign” button.

All of the data administrators currently assigned to the warklist item have been checkad. In order to unasga
worklist item to data administrators in the same level (state OR region OR district). Pleass make your s

[-] State Data Administrators

Account Status

Enabled
Enabled

[7] Data Admin-pa
[ Levi Darniels

[ pennsylvania

Max Length = 250 characters

To protect the student's privacy, do not indlude any sensitive information
such as Social Security Numbers or other Personally Identifiable Information
in Comments fields. Comments entered below will be shared unedited and in
their entirety with other MSIX Users.

Confirm the Reassignment
Verify that the correct data administrators are going to be reassigned the worklist
item and confirm the reassighment by clicking the Save button.
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U.S. Department of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

~ | Reassign Worklist Item Confirmation

Review the user If the information is correct, click on the Save button to reassign the worklist to the listed users.
- If the information is not correct, click the Back button to return to the User Administration page to correct the data.

& Data Admin-PA

B Levi Daniels
Comments:
No Comments

[Back [ Save ]

Verify the Worklist Item is in your Worklist (if you reassigned to self)
Upon clicking the Save button on the confirmation page, you will be navigated
back to your Worklist page.

U.S. Department of Education
Promoting educational excellenca for all Americans

My Account | Training | ContactUs | Help | Logout

*| Worklist for Levi Daniels

To search for a particular worklist (active or resolved) assigned to you or another data administrator in your state, click the Worklist History Search link.

Near Matches
You have no worklist items assigned.

Validate Merge
You have no worklist items assigned.

Validate User Initiated Merge [2 items]
""" : [0 JtastName ___[FirstName ____|widdleName _____[suffix__[girthDate ____Jsex _Joatecreated ____________|
46149 Carden John 03/28/2005 Male 2013-11-12 10:47:16.0
46152 Boland Dan 03/28/2005 Male 2013-11-12 10:50:45.0

Validate Split
You have no worklist items assigned.

View Worklist History

Data Administrators can view current or historical worklist items assigned to
themselves or other Data Administrators in their state through the Worklist
History functionality. The Worklist History shows each step in the worklist
resolution process, the users assigned to the worklist at each step, and the action
taken at each step. Worklist actions captured by the history include reassignment,
approval or rejection, or escalation to another user. The history also includes the
comments of the user who took each action and the date the action was taken.
Users can access the Worklist History through any current worklist item assigned
to them, or through the Worklist History Search that is now available via a new
link at the top of the Worklist homepage.

The Worklist History functionality provides more transparency into actions of
users from different states for worklist items assigned to the user or other users in
the same state. For example, if a user had an item in their worklist last week and
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noticed it was no longer on their worklist, he or she can now search by the
worklist details to find out what action was taken by whom that resulted in its
removal.

Data Administrators can view worklists assigned to themselves or other Data
Administrators in their state for worklist items created after March 3, 2012. No
worklist history will be available for worklists created before March 3, 2012.

Steps to View the History of a Worklist Item

Click the Worklist link on the Left-side Navigation menu, which will take
you to the “Worklist” page.

o On the “Worklist” page, select the “Worklist History Search” link.

e Enter any search criteria in the Worklist History Search page.

o Submit the search.

e Select a Worklist ID from the “Worklist History Search Results” page.
On the “Worklist History” page, expand the steps of the Workflow to

view the users assigned to the Worklist and the comments of the users
who acted on the Worklist item.
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Access Worklist History Search Page
The user accesses his/her worklist items from this page. Select the Worklist
History Search link at the top right of this page.

' U.S. Department of Education
s Pramoting educational excallence for all Amaricans

My Account | Training | ContactUs | Help | Logout

Home

Worklist for Daryn Hedlund
Student Search

These are worklist items that have been identified and require an action to resolve or validate student records.
Repor To view student record details, please click on any of the records below.

worklist cearch for a particular worklist (active or resolved) assigned to you or another data administrator in your state, click th
prv Search link.

Potential Merge List
Near Matches
Potential Spl You have no worklist items assigned.

Reco hange Initiative Validate Merge

You have no worklist items assigned.
External Links:

Course Catalog
Standa Validate User Initiated Merge [1 items]

—— EI_ Middle Name __[suffix_[girth Date ___]sex _|Date Created

e 4045  Tenarals Srikalyan 01/13/2001  Male 2012-02-16 14:04:28.0

State MEP Diractars
Validate Split [1 items]

EI_ Middle Name __[Suffix_|Birth Date____[Sex _|Date Created

34947 Keim Patrick 01/13/2001 Male 2012-02-16 14:19:42.0

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Search for a Worklist
Enter search criteria in any of the available search fields for Worklist Items
associated with students with records in your state.

Worklist History Search

To retur to your active warklists dick Raturn b Workist link

To search for 3 worldist, enter details of the worklist item you are laoking for. At least one of the search parameters is required in order to retum uakd results. You can anly search for worklists assigned to users in
your stats.

Student’s First Name: Student’s Last Mome:

User's First Name: User's Last Name:

State Student ID:

All Worklist Types - Worklist Status: All Workist Staus ~
I T ooy BB Crostion vt 1o T savoerra
ot e T orarer 8 S 1 verees

Page 114



Select a Worklist Item from the Search Results Page
MSIX returns all worklist items associated with student records in the user’s
state that match the criteria entered in the previous step.
e

.

My Account | Training | ContactUs | Help | Logout

U.S. Department of Education
Promoting educational excellence for all Americans

R R R

Heme Search Results for Worklist: Refine Search

Student Search
@ @ Only worklists created after March 3, 2012 have recorded histories and are, therefore, included in the results below.
Repe

. . S 2 worklists found, displaying all worklists.
Regional Administration

Worklist Student Name Worklist Type Worklist Status Update Date
Tangirala, Srikalyan multiple users User Initiated Merge Resolved - Merged 02/16/2012

'_""E"“_‘ Merge List Tangirala, Srikalyan multiple users User Initiated Split Pending Validation 02/17/2012

Potential Split List

User Administration

Records Exchange Initiative
External Links:

Course Catalog
Standardized Tests
REACTS

RESULTS

NCES

State MEP Directors

MSIX

007 U.S. Department of Education. For Official Use Onlv Rules Of Behavior | ED | OME
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View the Historical Details of the Worklist Item & Expand Workflow
The details associated with the worklist item selected display on this page,
including the type of worklist, current status of the worklist, basic
demographic information of the student records at the time of the worklist
creation, and the workflow of the worklist. The rows in the workflow table
show each action taken on the worklist item, the user who made that action,
the date of the action, and the resulting status of the worklist from that
action. Data Administrators can expand the workflow rows to view the
contact information of the users who were assigned the worklist at that step
and any comments made by the acting user. Users can exit this page by
clicking any of the links in the left navigation or they can return to the
previous page by selecting the “Return to Worklist Search Results” link in the
top right of the page.

U.S. Department of Education
Promoting educational excellence for all Americans

AN G

My Account | Training | ContactUs | Help | Logout

Worklist ID History

Student Search
Details of the worklist item selected appear in the tables below.

Worklist 34945

Regional Administration

Worklist Type: User Initiated Merge Current Status: Resolved - Merged

Potential Merge List

Student Information at Time of Worklist Creation

Master Student Record

Submitting State: Virginia Student State 1D: USA00032

User Administration MSIX ID: 465938537835 Student Name: Srikalyan Tangirala

Birth Date: 01/13/2001 Birth Location: Philadelphia, Pennsylvania
Multiple Birth: No Sex: Male

Male Parent: Hugo Tangirala

et Female Parent: Lorena Tangirala

Course Catalog Merge Student Record
Standardized Tests Submitting State: Maryland Student State ID: MD008

REACTS MSIX ID: 866330243962 Student Name: Sri Tangirala

RESULTS. Birth Date: 01/13/2001 Birth Location: Philadelphia, Pennsylvania
NCES Multiple Birth: No Sex: Male

st - Male Parent:

»»»»»» = Female Parent: Lorena Tangirala

Details of Worklist ID: 34945

Creation Unresolved Keith Scott VA 02/16/2012

[-] Users Assigned to Worklist Item:

Daryn Hedlund Virginia 20255555555 daryn@msix.test.gov
Jennifer Dozier Virginia 7035551234 jennifer@msxi.test.gov
Kevin Denman virginia 7575551234 Kevin@msix.test
[+] Keith Scott Comments on 02/16/2012
Reassignment Unresolved Jennifer Dozier VA 02/16/2012
Merged - Resolved Resolved - Merged Daryn Hedlund VA 02/16/2012

[+] Users Assigned to Worklist Ttem:
[-] Daryn Hedlund Comments on 02/16/2012
1 concur with this decision. I met with paretns yesterday and these are for the same student.
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Section 6: Regional Structure
Administration

Each state has the option of using the Migrant Student Information Exchange
(MSIX) regional structure functionality. If a state chooses to use regional
structures, the state must set up its own named regions and tie each region to one
or more districts. The effort to establish regions within a state is a one-time task.
However, the regions will have to be updated if the state alters its regional model.
The State Region Administrator is the only role that can create or update the
Regional Administration. Office of Migrant Education (OME) users can view all
state regional structures. This section includes the following topics:

e Creating a Region

e Updating a Region

e Disabling a Region

e Accessing the State Region Consolidated View

Creating a Region

Steps to Create a Region

@ Ciick the State/Regional Administration link on the Left-side
Navigation menu, which will take you to the “State/Regional Structure
Administration” page.

On the “State/Regional Structure Administration” page, select Enable
Regional Structure, Enable Regional Structure for User
Administration and Enable Regional Structure for Data
Administration, then click Next.

On the Current Region page, enter the Region Name and
Description (optional).

On the “Current Region” page, you have two choices for searching
districts: refine your search using one of the option fields, or enter NO
search criteria and pull ALL districts. The option fields include: District
Name, County, State District ID, and/or an National Center for
Education Statistics (NCES) Code. Using either method, click the
Search button.

The search results can be sorted by the column names by clicking on the
column name.
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Select the Districts that will be part of the new region and click the Add
button (repeat steps 5 and 6 until all associated districts are added).

0 Once all the districts have been added, click the Save Region button.
o Click Yes to confirm.

Set Up the Regional Structure
The state enables or disables the regional structure using this page. Check both
boxes and Next to complete this task.

't of Education
onal excallence for all Americans

SOy gt

My Account | Training | ContsctUs | Help | Logout

| Regional Structure Administration
Welcome to your Regional Dashboard
“ou may enable the Regional structure for your State, This process will only have to be completed once for your State, unless your
Regions change.

Select the options below based on your State's Regional Structure
MEBIE Regional GEructure. 1HIS oplon Proviaes you with The SGINTY [0 CreSte HEgions Snd SSSo0ISIEd DIStners
Enable Regional Structure for User Administration. This allows your State to create Regional User Administrators who can
create users vithin their Region.
Enable Regional Structure for Data Administration. This allows your State to create Regional Data Administrators who can
validate MSIX near matches, merges, and splits for student records in the Districts associated with their Region.

Next Cancel

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Create a New Region
Create a new region and associate one or more districts to it. Enter a Region
Name and search for districts to associate with the region.

@

U.S. Department of Education
Promoting educational excellence for all Americans

r L

PRI N O

My Account | Training | ContactUs | Help | Logout

urrent Region
* Region Name:

Description:

Records Exchange Initiative
External Links:
Course Catalog

Standardized Tests
REACTS
RESULTS

NCES

At M Decta | Search for Districts to associate with this Region

0 view a list of all Districts in your State, click Search without entering any search Criteria
f you don't see a specific Districts in your State, it is because it has already been added to another region.

District Name:
county: | o
tate District ID: ||
NCESID:[ |[ Search

® 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Associate Districts to a Region
Select the districts to add to the newly created region.
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U.S. Department of Education
Promoting educational excellence for all Amearicans
- A .

My Account | Training | ComtactUs | Help | Logout

(K=o Current Region

State / Regiona| Administration * Region Name: |\igiX Region

. . . . = Description:

Course Catalog

Srandardized Tests

REACTS

RESULTS

NCES

SEISHES DIFSCEars Search for Districts to associate with this Region

To view a list of all Districts in your State, click Search without entering any search Criteria
If you don't see a specific Districts in your State, it is because it has already been added to anather region.
District Name:
County:
State District ID:
NCES ID: | Search ‘

Districts Search Results

There were 43 Districts returned from vour search query

Add Districts to associate with this Region

SelectAll DeselectAll

tate District ID

885150 1
—
Aspira Bilingual Cyber Charter School 181519176 4200835
| | Birney Preparatory Academy 126519476 4200850
CETraT vy =T TITOT: G
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Save the Region
When all districts have been selected, the newly created region must be saved.

U.S. Department of Education
Pramoting educational excellence for all Amaricans

[ 4

My Account | Training | ComtactUs | Help | Logout

Lams Current Region

State / Regional Administration Region Name: 51X Region

S " Description:

Records Exchange Initiative

External Links:

Course Catalog

Standardized Tests

| SERESHIEBRE . Search for Districts to associate with this Region

To view a list of all Districts in your State, click Search without entering any search Criteria
If you don't see a specific Districts in your State, it is because it has already been added to another region.

District Name:
County:

State District ID:
NCES ID: Search

Currently associated Districts to this Region

Select All Deselect All
[ [oistrict Name State District ID NCES 1D

[] Arise Academy Charter High School 168518013 4200823
[] Aspira Bilingual Cyber Charter Schoal 181519176 4200835
D Birney Preparatory Academy 126519476 4200850

SelectAll Deselect All
|_Save Region_|

Review Confirmation of Your Action
Review the region that has just been created on the “Confirmation” page. Then,

click Yes to approve it.
US Doperment s Etcatn sl

« Fee A T

My Account | Training | ContactUs | Help | Logout

Home

Confirmation
SRR Region Name: MSIX Region
ords Exchange Initiative Reqgion Description:

External Links:

District Name State District ID NCES ID
S Sy Arise Academy Charter High School 168518013 4200823
Standardizad Tests Aspira Bilingual Cyber Charter School 181519176 4200835
Birney Preparatory Academy 126519476 4200850

State MEP Directors Are you sure you wish to save?

MSIX

ED | OME

007 U.S. Department of Education. For Official Use Only Rules Of Behavior |
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View the Confirmation
The newly created region is displayed.

U.S. Department of Education
Promoting educational excellence for all Americans -

AT

My Account | Trai | ContactUs | Help | Logout

Confirmation
The Region MSIX Region has been created. The next step is to create regional structure users.
To return to the Regional Administration page, please click here

[ tricthame | Coumty | stateDistictip | neesip |
External Links: Arise Academy Charter High Schoal 168518013 4200823

Course Catalog Aspira Bilingual Cyber Charter Schoal 181519176 4200835
Standardized Tests Birney Preparatory Academy 126519476 4200850

REACTS

RESULTS

NCES

State MEP Directors

State / Regional Administration

Records Exchange Initiative

® 2007 U.5. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Updating a Region
Even after a region has been initially established, you may need to assign new

districts or revise the region name or description.

Steps to Update a Region

Click the State/Regional Administration link on the Left-side
Navigation menu, which will take you to the “State/Regional Structure
Administration” page.

On the “State/Regional Structure Administration” page, select the Edit
link associated with a region that needs to be updated.

o Update the Region Name and/or Description text, if needed.

To add a district, you have two choices for searching districts: refine
your search using one of the option fields, or enter NO search criteria
and pull ALL districts. The option fields include: District Name, County,
State District ID, and/or an NCES Code. Using either method, click the
Search button.

To remove a district, select the option by the District that you want to
remove by clicking the option next to the District. Then, click the
Remove button.

e Once the Region update is completed, click the Update Region button.

0 Click the Yes button on the “Confirmation” page.
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Access State/Regional Structure Administration

After the regions and districts have been updated in the regional structure, the
page then displays all the regions and districts that have been added. The page
becomes the regional structure landing or central page where you can update the
regional structure options, link to the edit region page, enable regions, add new
regions, and print each section.

U.S. Department of Education /
Pramoting educational excellence for all Americans p

e R e

My Account | Training | ContactUs | Help | Logout

Home dministration
s jonal Administratic
il ) G B ict of Residence for Worklist Assignment / Escalation Disabled Enable

R Initiztive

| Regional Structure Administration

s The table below contains a list of all Regions associated and Districts. Click the Edit link to update the Regional information.

Course Catalog

Standardized Tests
- = Regional Structure Options

Regional Structure for User Administration Enabled Disable
Regional Structure for Data Administration Enabled Disable

Create new Region
Please click Create New Reaion to add a new Region to your State. Print This Page (3]

Active Regions
Pennsylvania Regional Structure Printing Opti

CsIU

] |Chester County

() Wi |
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Update the Region
The region and district can be updated on this page in several areas.

nt of Education
onal excalence for al Amsricans.

Depart
Promating e

My Account | Training | ContactUs | Help | Logaut

Update Region
Update the Region name, description and the asseciated Districts and dick the Save button..

Recorts Bt 3 Region Information
* Region Name: [MSIX Region

Description:

Externai Links:
Course Catalog
Standartized Tests
REACTS

RESUTS

nees

State MEP Directors

2 ? Region Status: ®cnabied O Disabled

g

Ta view a list of ail Bistricts in your State, dlick Search without entering any search Criteria
If you don't see 2 specific Districts in your State, it is because it has already been added to another region

District Name:

County:
State District ID:
NCES 1D:

Currently associated Districts to this Region

Deselect All Remove
[ Towuictname State District 1D ees 10

[]  Aris= Academy Charter High School 168518013 4200823
[]  Aaspira Bilingual Cyber Charter School 181515176 4200835
[]  Bimey Preparstory Academy 126519476 4200850

| Update R
Review Confirmation of Your Action
Confirm the region has been created on the “Confirmation” page. Then, click
Yes to approve it.

R C Ve Y

My Account | Training | ContsctUs | Help | Logout

Confirmation
Region Name: MSIX Region

Region Description:

District Name County State District ID NCES 1D

Arise Academy Charter High School 168518013 4200823
Aspira Bilingual Cyber Charter School 181519176 4200835
Birney Preparatory Academy 126519476 4200850

Are you sure you wish to update?

ED | OME

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | 1
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View the Confirmation
On the “Confirmation” page, the created region is displayed.

U.S. Department of Education
P educational excallence for all A

nt | Trsining | ContsctUs | Help | Logout

Confirmation
The Region MSIX Region has been updated.
To return to the Regional Administration page, please dlick here

District Name County State District ID NCES 1D
Arise Academy Charter High School 168518013 4200823
Aspira Bilingual Cyber Charter School 181519176 4200835
Bimey Preparatory Academy 126519476 4200850

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Disabling a Region

Steps to Disable a Region

Click the State/Regional Administration link on the Left-side
Navigation menu, which will take you to the “State/Regional Structure
Administration” page.

e On the “State/Regional Structure Administration” page, select the Edit
link next to the region that needs to be updated.

e Select the “Disable” option in the Region Information section.
o Once the Region update is completed, click the Update Region button.

e Click the Yes button on the “Confirmation” page.
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Access State/Regional Structure Administration

After the regions and districts have been updated in the regional structure, the
page then displays all the regions and districts that have been added. The page
becomes the regional structure landing page where you can update the regional
structure options, link to the edit region page, enable regions, add new regions,
and print each section.

U.S. Department of Education /
Promoting educational excellence for all Amencans »

FRNTEA o

My Account | Training | ContactUs | Help | Logout

Home St dministration
s onal Adi B L . - . . .
St {Revions i Euston ct of Residence for Worklist Assignment / Escalation Disabled Enable

Eetenal 1 | Regional Structure Administration

c mc 't' ! The table below contains 3 list of all Regions associated and Districts. Click the Edit link to update the Regional information.
ourse Catalog

Standardized Tests

REACTS

RESULTS

Regional Structure Options

Regional Structure for User Administration Enabled Disable
Regional Structure for Data Administration Enabled Disable

Create new Region
Please click Create New Region to add a new Region to your State. Print This Page (3]

Active Regions

Pennsylvania Regional Structure P op
I T
Ee—— el

e Tl
o e
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Disable the Region
The region and district can be updated on this page. Click “Disabled” to disable
the region.

U.5. Department of Education
Promoting educational excellence for all Americans

My Account

| Contsctus | Melp | Logout

| Trsining

Update Region
Updats the Region name, description and the associated Districts and click the Save button..
Region Information

Region Name: |\MS|X Region

Desc

State MEP Directors

aa 3 , Region Status: ®Enzbled O Disabled I

Search for Districts to associate with this Region

To view a list of ali Districts in your State, click Search without entering any search Criteria
IF you don't see a specific Districts in yaur State, it s because it has already been added to anather region

District Name:

County:

State District ID:

NCES ID: Search

Currently assodiated Districts to this Regi

e

[ [istrict tame State District 1D NeEs 10

O Arise Academy Charter High School 168518013 4200823
[J  Aspira Bilinguz| Cyber Charter Schaol 181519176 4200835
O Birney Preparatory Academy 126519476 4200850
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Confirm of Your Action
Verify the information on the “Confirmation” page and click Yes.

U.S. Department of Education
Promoting educational excellence for all A

My Account | Trasining | ContsctUs | Help | Logout

|| Confirmation
Region Name: MSIX Region

Region Description:

Arise Academy Charter High School 168518013 4200823
Aspira Bilingual Cyber Charter School 181519176 4200835
Birney Preparatory Academy 126519476 4200850

Are you sure you wish to update?

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Review Confirmation of Your Action
Review the results of your action on the “Confirmation” page.

U.S. Department of Education
Promoting educational excellence for all A

My Account | Training | ContsctUs | Help | Logout

Confirmation
The Region MSIX Region has been updated.
To return to the Regional Administration page, please click here

Arise Academy Charter High School 168518013 4200823

Aspira Bilingual Cyber Charter School 181519176 4200835
Birney Preparatory Academy 126519476 4200850

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior

Using District of Residence for Worklist
Assignment/Escalation

State Regional Administrators can enable the use of District of Residence for
managing Worklist assignment and escalation. Before using this option, State
Regional Administrators should consult with the Data Administrators in their
State to determine if the District of Residence MDE should be used for the
assignment and escalation of Worklist items.

| ED | OME

The Worklist assignment and escalation process uses the School Identification
Code and School District ID MDEs from students’ Enrollment records to
determine Worklist assignment by District or Region. When this option is
enabled, the process will use the District of Residence MDE from the students’
Demographics records to determine if Worklist items can be assigned to the
District or Regional Data Administrators when the School Identification Code
and the School District ID MDEs are not found.
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When this option is disabled, the District of Residence MDE will not be used for
Worklist assignments. If the School Identification Code and the School District
ID MDE:s are not found, Worklist items will be assigned directly to the State
Data Administrators.

This option is disabled by default, and can be disabled again at any time after it is
enabled.

Steps to Enable the Use of District of Residence for
Worklist Assignment and Escalation

Click the State/Regional Administration link on the Left-side
Navigation menu, which will take you to the “State/Regional Structure
Administration” page.

On the “State/Regional Structure Administration” page, select the
Enable link next to “Use District of Residence for Worklist
Assignment/Escalation”.

Access State/Regional Structure Administration

The option to use District of Residence for Worklist Assignments will be
available after either of the elements for Regional Structure have been
enabled, but it makes the most sense to use this option if your State is also
using Regional Structure for Data Administrators.

U.S. Department of Educ:
Promoting

X9 MG T AT Wi, T o TR e A

My Account | Training | ContactUs | Help | Logout

Home State Administration

5 Regional Administratic - . . . . .
S il use pistrict of Residence for Worklist Assignment / Escalation Disabled Enable

Regional Structure Administration
The table below contains a list of all Regions associated and Districts. Click the Edit link to update the Regional information.

Regional Structure Options

Regional Structure for User Administration Enabled Disable
Regional Structure for Data Administration Enabled Disable

Create new Region
Please click Create New Reaion to add a new Region to your State. Print This Page L3

Active Regions

N SR 1)
I e R 71
e |
I e N R 77
e =TT E70 21
o e ]
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Enable Use of District of Residence for Worklist
Assignment/Escalation

Click Enable to turn on the use of District of Residence for Worklist
assignment/escalation.

U.S. Department of Education
Pramoting educational excellence for all Americans y

T

My Account | Training | ContactUs | Help | Logout

State Administration

______ Use District of Residence for Worklist Assignment / Escalation Disabled o

Rec nge Initiative
Regional Structure Administration

e The table below contains 3 list of all Regions associated and Districts. Click the Edit link to update the Regional information.

Course Catalag
Standardized Tests
REACTS
RESULTS

NCES Regional Structure for User Administration Enabled Disable
State MEP Directors Regional Structure for Data Administration Enabled Disable

Regional Structure Options

Create new Region
Please click Create New Region to add a new Region to your State. Print This Page &

Active Regions

T N Y
ooty T
T N 77
T e N 7Y
T (7= T X T W 2T
e ||

Steps to Disable the Use of District of Residence for
Worklist Assignment and Escalation
Click the State/Regional Administration link on the Left-side

Navigation menu, which will take you to the “State/Regional Structure
Administration” page.

On the “State/Regional Structure Administration” page, select the
Disable link next to “Use District of Residence for Worklist
Assignment/Escalation”.

Access State/Regional Structure Administration
The option to disable use District of Residence for Worklist Assignments will
be available only if it is currently enabled.
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State Administration

Use District of Residence for Worklist Assignment / Escalation Enabled Disable

i I Structure Administration
The table below contains a list of all Regions assaciated and Districts. Click the Edit link to update the Regional informatian.

Regional Structure Options
The Regional Admin Role has heen updated

Regional Structure for User Administration Enabled
Regional Structure for Data Administration Enzbled

Create new Region
Please click Crezte New Region to add  new Region to your State. Print This Page &)

Active ﬂegiuns

-_
N 7 TR =T
2l Jweameazosozoy e

Disable Use of District of Residence for Worklist
Assignment/Escalation

Click Disable to turn off the use of District of Residence for Worklist
assignment/ escalation.

Lz

Help

U.5. Duportmast of Edmmtion
educational excelle

ot il Amesicans

-
SO

My Account

Fo-

Contact Us

Training Logout

State Administration

Use District of for Worklist

I Structure Administration
The table below contains a list of all Regiens assecizted and Districts. Click the Edit link te update the Regional information.

Regional Structure Options
The Regional Admin Rele has been updated.

Stanz MEP Drsctars Regional Structure for User Administration Enzbled
i Regional Structure for Data Administration Enabled

Create new Region

Please click Crezte New Region to add a new Region to your Stats,

Print This Page

Active Regions

T e Ay |
-_@
2 X YE TR Y
o . Jwpameazoisozos  Je]
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Accessing the State Region Consolidated View

Both Government Administrators and OME User Administrators can view the
State Regional Structure for all states. They cannot edit, add or disable the
regional structure as State Regional Administrators can, but they can see if the
data administration and user administration has been enabled or not for each
state as well as view the breakdown for each state’s regional structure by district.
They can also view the districts not associated with any region by expanding the
associated row for each state.

Steps to View the Region Consolidated View

@) Cick the State/Regional Administration link on the Ieft-side
Navigation.

o Expand a State row to view the regional structure for the selected state.

Expand a Regional row to view the districts associated with the selected
region.

Print the regional structure by selecting to print the entire report or for
selected states.

Access the State Region Consolidated View

This view can only be accessed by the Government Administrator and OME
User Administrator role. From this page, the user can expand or collapse each
state’s structure and expand or collapse the regions to see the districts associated
with each region. The user can print the entire page or the selected state they wish
to save or print the regional structure for.

Page 131
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My Account | Training | ContactUs | Help | Logout

nal Structure Administration
below contains a list of all States, and associated Regions and Districts.

Regional User Admin: Enablea
_
m
[+] Regional User Admin: Enabled

Regont e i ot

District Name State District 1D NCES ID

ADAMS 12 FIVE STAR SCHOOLS ADAMS COUNTY 0020 0806900

Aurora, Joint District No. 28 of the counties of Adams and A ARAPAHOE COUNTY 0180 0802340
Boulder Valley School District No. Re2 BOULDER COUNTY 0480 0802490
Brighton Schoal District No. 271 ADAMS COUNTY 0040 0802580
Mapleton, School District No. 1, in the county of Adams & St ADAMS COUNTY 0010 0805550
School District N. 14 in the county of Adams & State of Colo ADAMS COUNTY 0030 0801950
Westminster, School District No. 50, in the County of Adams ADAMS COUNTY 0070 0807230

o7 prowrvcerene
o oo
[ ey
o o
[ oo
e
N T Ty R
(0 Jroroe | oot oo A i | Regionat s i Died | i opten: B
0 Jrmwest ot i s | oot er i Dies | i optien: B
0 Jomre | eonot oo i i | oot paie Dies | pring opion: B
0 [ gt i s | ogiorar s Aot Dt | pring opion: B
0 Tindore | Cctont oot s bl | Retont e i it | priing opion: B
0 Towe | eono oo i bt | Retont U i vt | priing optin: B

s | ot o i vt | o b i i | v o 3]
—
o e T o e e T
0 T etonot oo i i | tont o i it | i opin: B
N Ty e Ry

Oy
District Name State District m NCES ID

ADA-BORUP PUBLIC SCHOOL DISTRICT NORMAN COUNTY 012854 2700126
CLIMAX-SHELLY PUBLIC SCHOOLS POLK COUNTY 010592 2709360
CROOKSTON PUBLIC SCHOOL DISTRICT POLK COUNTY 010593 2709720
EAST GRAND FORKS PUBLIC SCHOQL DIST POLK COUNTY 010585 2711130
FERTILE-BELTRAMI SCHOOL DISTRICT POLK COUNTY 010599 2711910
FISHER PUBLIC SCHOOL DISTRICT POLK COUNTY 010600 2712180
MARSHALL COUNTY CENTRAL SCHOOLS MARSHALL COUNTY 010441 2723550
NORMAN CQUNTY EAST SCHOOL DISTRICT NORMAN COUNTY 012215 2700101
NORMAN COUNTY WEST SCHOOL DISTRICT NORMAN COUNTY 012527 2791448
RED LAKE FALLS PUBLIC SCHOOL DIST. RED LAKE COUNTY 010630 2730450
STEPHEN-ARGYLE CENTRAL SCHOOLS MARSHALL COUNTY 012856 2700127
THIEF RIVER FALLS SCHOOL DISTRICT PENNINGTON COUNTY 010564 2738850
WARREN-ALVARADO-OSLO SCHOOL DIST. MARSHALL COUNTY 012176 2700024

S S
e
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Section 7: User Administration

State User Administrators, Regional User Administrators, and OME User
Administrators establish and maintain Migrant Student Information Exchange
(MSIX) user accounts. The MSLX User Administrator Guide for Managing User
Acconnts provides further detail regarding tasks for this role and is available in
Trainers’ Corner on the MSIX website. This guide outlines the process that
MSIX User Administrators must follow when administering accounts for
authorized MSIX users. It also lays out policies, procedures, and guidelines for
accessing MSIX to help User Administrators understand the User Management
Lifecycle as it pertains to MSIX.

This section includes the following topics:

e Hstablishing User Accounts
e Updating User Accounts
e Resetting Passwords

e Disabling or Deactivating User Accounts

Establishing User Accounts

Establishing user accounts is the process that User Administrators follow to add
users giving them access to MSIX. The Administrator must confirm that a user
has completed an application for accessing MSIX. Further, they must confirm
that the applicant’s identity and their user role have been confirmed by a
Verifying Authority, which can be the applicant’s direct supervisor or an
individual that is above the direct supervisor in an official reporting structure. For
example, an applicant who is a teacher should submit the application to his/her
principal for identity verification review, or an applicant who is a state MEP
Administrator should submit to his/her MEP Director for identity verification.
Note, the Help Desk does not reset passwords, create new users, deactivate, or
disable existing users. These tasks belong to User Administrators.

User Administration Error Messages
MSIX displays an error message when validation rules have been violated. You
are given the option to reenter input values and resubmit your request. Your

request is not processed until all validation rules have been satisfied. Below are
some examples of User Administration Search error messages:

User Administration Error Messages

Scenario Error Message

The Fields are Blank on the Page Error: Please enter at least one search criteria.
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User Administration Error Messages

Scenario Error Message

Either the First or Last Name Field is Error: Please enter at least one character for the first
Blank and last name.

One or More of the Required Fields is Error: Please enter the required fields marked with
Blank an asterisk.

Steps to Create User Account

0 Click the User Administration link on the Left-side Navigation, which
will take you the “User Administration” page.

Click the Create New User link in the main body section of the “User
Administration” page.

On the “Create New User” page, enter at a minimum all required
information to create a new uset, including the First Name, Last
Name, Work Telephone Number, Work Email Address, and User
Role. Complete the other fields if you have the information available.

o Click the Next button.

e Click Save.
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Access the “User Administration” Page
The User Administration page is the gateway that provides the User
Administrator access to create a new user account.

U.S. Department of Education
Promating educational excellence for all Americans

My Account | Training | ComtactUs | Halp | Logout

Home

o User Administration
Reparts To create a new user please click

e Create New User link. 2

User Administration T an existing user please enter the username or the user's first or last name. One of the search parameters (first name,
I or username) is required in order to return valid results. You can only search for users in your state.
hange Initiative
- First Name:
External Links:
Last Name:

Course Catalog

Username:

Statz MEP Directors

MSIX

@© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Enter New User Information
The “Create or Update MSIX User” page is used to create a user account.

Home

Reports

Regional Administration
User Administration
Records Exchange Initiative
External Links:

Course Catalog
Standardized Tests
REACTS

RESULTS

NCES
State MEP Directors

MISIX
3

Create or Update MSIX User

U.S. Dopartment of Education

Promoting educational excellence for all Americans

Z

My Account | Training | ContactUs | Help | Logout

To create a new MSIX user, please enter all the required information. Required fields are identified with an asterisk (*).

If user's password is reset, MSIX will generate an email to user's email account that contains the new password.

Click for Create/Update Instructions

First Name: =
Last Name: =
Job Title:

Work Address Line 1:
Work Address Line 2:

Work City:

Work Zip Code:

Work Telephone Number: *
Work Email Address: =

Work State:

User Role: =

Account Activation Date:

Account Expiration Date:

Ext.

Select a State v
District Data Administrator

[ Government Administrator

[F] Ms1x privacy Act User

[ mstx primary

[ msix secondary

MSIX Super User

OME User Administrator

Regional Data Administrator

Regional User Administrator

State Batch Submitter

[ State Data Administrator

[7] state Regional Administrator

[ state User Administrator

(MM/DD/YYYY)

(MM/DD/YYYY)

© 2007 U.S. Department of Education. For Official Use Only
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Confirm Your Action Before Saving

Determine that you have added all of the information accurately before you Save
your action. If a change is needed, click the Back button to return to the previous
page and revise the information.

U.S. Department of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

Create or Update MSIX User

Reports
Review the User Account information. If the information is correct, click on the Save button to create the new User Account. MSIX will
email the User Name and Password information directly to the new User.

Regional Administration
- e If the information is not correct, click the Back button to return to the User Administration page to correct the data.
User Administration

. " First Name: New

Last Name: User

2 Job Title: System User

External Links: Work Address Line 1: 555 User Dr.

Course Catalog Work Address Line 2:

Standardized Tests Work City: Userville

REACTS Work Zip Code: MD

RESULTS Work Telephone Number: 301 - 543 - 3434 Ext.

NCES Work Email Address: mfallon2@deloitte.com

State MEP Directors Work State: Maryland

o " User Role: MSIX Primary User

Records Exchange Initiative

Account Activation Date: 07/18/2013
Account Expiration Date:
Account Status: Enabled

Password Reset: No

e [

© 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Review Confirmation of Your Action
On the “Confirmation” page, MSIX confirms the action you just took.

U.S. Department of Education
Promoting educational excallence for all Americans

My Account | Training | ContactUs | Help | Logout

Confirmation
Keith Scott's account has been created. The user has been notified with the new account info via email.

What would you like to do next?

User Administration Go to the Home page

My Account page

Administration page
Go to the Create New User page

Records Exchange Initiative

Review New User Account Notification

Two email notifications are sent to the user when their new MSIX account has
been created. One email provides the User Name and the other email provides
the initial Password that must be changed with the initial log in. These emails will
be similar to the sample shown in the “Logging In” section of this manual.
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Updating User Accounts

Updating a user account is the process that the User Administrators follow to
make changes to a user account in MSIX.

Steps to Update a User Account

Click the User Administration link on the Left-side Navigation, which
will take you the “User Administration” page.

e Enter First Name, Last Name, or User Name into the text fields.
© ciick the Search button,

O Search results can be sorted by column names by clicking the column

name.
e Click on a User link to select a user from the list of Search Results.

Update the necessary user information on the “Create or Update MSIX
User” page.

a Click the Next button.
0 Click Save on the “Confirmation” page.

Access the “User Administration” Page
The “User Administration” page is the gateway that provides the Administrator
access to modify an existing user account.

U.S. Department of Education /
Pramating educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

-| User Administration
o create a new user please dlick the Create New User link.

User Administration odify an existing user please enter the username or the user's first or last name. One of the search parameters (first name,
name, or username) is required in order to return valid results. You can only search for users in your state.

Records Exchange Initiative

First Name:
External Links:
Course Catalog Last Name:
Standardized Tests Username:

REACTS

RESULTS Search e

NCES
State MEP Directors

@ 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Select the User Account to Update
On the “User Administration” page, identify the user account that needs revision.

U.S. Department of Education /
Pramoting educational sxcallence for all Amaricans

My Account | Training | ContactUs | Help | Logaut

Home

User Administration
Reports To create a new user please click the Create New User link.
To modify an existing user please enter the username or the user's first or last name. One of the search parameters (first name,

User Administration ' e ent S
last name, or username) is required in order to return valid results. You can only search for users in your state.

xchange Initiative

. First Name:
External Links:
Course Catalog Last Name:

Standardized Tests Username:

Stat= MEP Directars

A ? keith.test3@msix.test.gov

Rules Of Behavior | ED | OME
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Update MSIX User
Make the necessary changes to the account.

\.S. Department of Education /
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

Hens Create or Update MSIX User

Reports
I To create a new MSIX user, please enter all the required information. Required fields are identified with an asterisk (*).

I AT If user's password is reset, MSIX will generate an email to user's email account that contains the new password.

ange Initiative
Click for Create/Update Instructions

rse Catalog Username: KSeott
Standardized Tests
REACTS
RESULTS Last Name: * Scot
NCES
State MEP Dire

First Name: = Keith

Job Title: Counselor

Work Address Line 1: 1233 Main Street

Work Address Line 2:

Waork City: Denver

Work Zip Code:

Work Telephone Number: * 555 .55 .5585 g 5678
Work Email Address: *  keihtesB@msoced gov
Work State: Virginia -

I District Data Administrator
I Government Administrator
MSIX Privacy Act User

MSIX Primary

l wsix secondary
User Role: *  DusoSuperUser
OME User Administrator

State Batch Submitzer

[ state Data Administrater
[ state Regional Administrator

I State User administrator

Account Activation Date: v ' (Mm/DD/YYYY) 10

Account Expiration Date: 7 / (MM/DD/YYYY)

Enabled Disabled

Account Status:

Password Reset:

Reset the user's password.

Rules of Behavior: Accepted on this date 02/16/2012 13:02:52
Account Creation Date: 02/16/2012 12:33:12

First Login Date: 02/16/2012 13:02:50

Last Login Date: 02/16/2012 14:06:27

Deactivate Account:

Permanently deactivate the user's account.

2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Confirm Your Action
Review your changes before you save your action.

e Bcount. MSTX will e the User Name ané Password infarmation direby to the new User.

i o oo

Review the Confirmation of Your Action
The “Confirmation” page displays a message that your request has been updated.

U.S. Department of Education
Promoting educational excellence for all Americans p

My Account | Training | ContactUs | Help | Logout

. Confirmation
MSIX has successfully updated Keith Scott's account information.

¢ What would you like to do next?

age
ration page

Records Exchange Initiative

Course Catalog
Standardized Tests
REACTS.

RESULTS

NCES

State MEP Directors

® 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

If a User Administrator changes, removes or adds an activation date to a user’s
account, MSIX will send an e-mail notification to both the user and the User
Administrator with the new activation date.
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Resetting Passwords

The Reset Password feature allows User Administrators to reset a uset’s
password when the user cannot do it. A user can request that their password is
reset in the My Account feature. This may occur if for some reason they want a
different password. However, a User Administrator needs to reset a user’s
password in three situations: (1) the user is locked out of their account because
they tried three times to access it, but failed on all three attempts, (2) the user
forgot their password, or (3) if 90 days have gone since the user last used their
Password and it expired. Note that the Help Desk does not reset passwords,

create new users, deactivate, or disable existing users. These tasks belong to User
Administrators.

Steps to Reset a Password

Click the User Administration link on the Left-side Navigation, which
will take you the “User Administration” page.

e Enter First Name, Last Name, or User Name into the text fields.
o Click the Search button.
o Click on a User link to select a user from the list of Search Results.
o Check the Password Reset checkbox.
o Click the Next button.
Click Save on the “Confirmation” page. MSIX generates an email
notification to the user containing the new password information. This

email will be similar to the sample shown in the “Logging In” section of
this manual.
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Access the “User Administration” Page
The “User Administration” page that provides the Administrator access to reset
an existing user’s Password.

U.S. Department of Educati
Promoting educational excell

My Account | Training | ContactUs | Help | Logout

S User Administration
Raports To create a new user please click the Create New User link.

User Admil odify an existing user please enter the username or the user's first or last name. One of the search parameters (first name,
name, or username) is required in order to return, d results. You can only search for users in your state.

Records Exchange Initiative

First Name:
External Links:

Course Catalog Last Name:
Standardized Tests
REACTS
RESULTS

NCES

Username:

State MEP Directors

MSIX

® 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME

Select the User Account to Reset
On the “User Administration” page, identify the user account that needs to be
reset.

U.S. Department of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

User Administration
To create a new user please click the Create New User link.

User Administration To modify an existing user please enter the username or the user's first or last name. One of the search parameters (first name,
last name, or username) is required in order to return valid results. You can only search for users in your state.

Records Exchange Initiative

First Name:
External Links:
Course Catalog Last Name:
Standardized Tests Username:

REACTS
RESULTS
NCES

State MEP Directors
. S el Search Results
o e —— [Stawst
4

Enabled

kscott2

® 2007 U.S. Department of Education. For OFffi Rules Of Behavior | ED | OME
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Reset the Password

Check the box to Reset Password. Then, click the Next button.

Home

Create or Update MSIX User
Reports
User Administration

Records Exchange Initiative

Click for Create/Update Instructions
External Li
Course Catalog Username:
Standard

REACTS

RESULTS

NCES

State MEP Directors

-—-'—-‘

First Name:

Last Name:

Job Title:

Work Address Line 1:
Work Address Line 2:
Work City:

Work Zip Code:

Work Telephone Number:
Work Email Address:
Work State:

User Role:

Account Activation Date:

Account Expiration Date:

Account Status:

U.S. Department of Education

Promoting educational excellence for all Americans

My Account |

KScott

= Keith

= Scott
Counselor
1ZBManSreet

Denver

© G5 .55 .55 gq 5678
*  keihtesB@msoced gov
Virginia -
[ pistrict Data Administrator
Government Administratar
MSIX Privacy Act User
9 s rmary

Dl wsixsecondary
WS Supar User

OME User Administrator

I stz Barch Susmiczer
[ staze D2ta administraer

Stats Regionsl Administrator

State User Administrator

7 ’ (MM/DD/¥YYY)
o (MM/DD/YYYY)
Enabled Disabled

Password Reset:

Rules of Behavior:
Account Creation Date:
First Login Date:

Last Login Date:

Deactivate Account:

2007 U.S. Department of Education. For Official Use Only
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Reset the user's password. I e

Accepted on this date 02/16/2012 13:02:52
02/16/2012 12:33:12
02/16/2012 13:02:50

02/16/2012 14:06:27

Permanently deactivate the user's account.

Teaining |

Cantact Us

To create @ new MSIX user, please enter all the required information. Required fields are identified with an asterisk (*).

If user's password is reset, MSIX will generate an email to user's email account that contains the new password.

Help

Logout




Confirm Your Action
Review your changes before you save your action.

Create or Update MSIX User

‘aase do not refresh this page after dlicking the Save butten,
is corrocz, dick 61 the Save buttan to cruate the naw Usar Account, MSTX will small the User Kama and Fassword informatian direetly to the new Lsar.

o to return to the User Adrministraton page to correct the data.

Ext. 5678

Educotion For Offiial Usz at

Review the Confirmation of Your Action

MSIX generates an email notification to the user containing the new
password information.

U.S. Department of Education
Promoting educational excellence for all Americans y

My Account | Training | ContactUs | Help | Logout

Confirmation
MSIX has successfully updated Keith Scott's account information.

The randomly generated password has been sent to the user via email.

| What would you like to do next?
Go to the Home page

Go to the My Account page

Go to the User Administration page

External Links: Go to the Create New User page

hange Initiative

Coursa Catalog
Standardized Tests
REACTS

Disabling or Deactivating User Accounts

Disabling a user account is the process that prevents the user from accessing
MSIX. This a temporary change for situations where the user will not need to
use MSIX for a period of time. For example, someone may be out on a personal
leave of absence and not need to use MSIX during that time. Once the user has
returned to work the account can be enabled and they can go back to fulltime
use.

Disabling is different from deactivating an account in which case the account is
permanently closed. MSIX retains record that an account existed, but the
account may not be reopened. If an account has been deactivated and the user
returns to use MSIX again, a new account must be opened. Note that the Help
Desk does not reset passwords, create new users, deactivate, or disable existing
users.
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Steps to Disable or Deactivate a User Account

Click the User Administration link on the Left-side Navigation, which
will take you the “User Administration” page.

e Enter First Name, Last Name, or User Name into the text fields.
@ Ciick the Search button.

o Click on a User link to select a user from the list of Search Results.
e To disable an account, select Disabled next to Account Status.

G To deactivate an account, select “Permanently deactivate the user’s
account’ next to Deactivate Account,

a Click the Next button.

0 Click Save on the “Confirmation” page.

Access the “User Administration” Page
The “User Administration” page provides the Administrator with access to
disable or deactivate an existing user’s account.

U.S. Department of Education
Promoting educational excellence for all Americans <

My Account | Training | ContactUs | Help | Logout

Home

- User Administration
Raports To create a new user please click the Create New User link.

User Administration To modify an existing user please enter the username or the user's first or last name. One of the search parameters (first name,
last name, or username) is required in order to return valid results. You can only search for users in your state.

Records Exchange Initiative
First Name:
External Links:

Course Catalog Last Name:

Standardized Tests Username:
REACTS

RESULTS || Searchl|
NCES

‘State MEP Directors

® 2007 U.S. Department of Education. For Official Use Only Rules Of Behavior | ED | OME
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Select the User Account to Disable or Deactivate
On the “User Administration” page, identify the user account that needs to be
disabled or deactivated.

U.S. Department of Educa
Promoting educational excelle

My Account | Training | ContactUs | Help | Logout

User Administration
To create a new user please click the Create New User link.

User Administration To modify an existing user please enter the username or the user's first or last name. One of the search parameters (first name,
last name, or username) is required in order to return valid results. You can only search for users in your state.

Records Exchange Initiative

First Name:

External Links:

Course Catalog Last Name:

Username:

“f Search Results
User Name Email Address Juseco starsl

keith.test3@msix.test.gov kscott2 Enabled

Rules Of Behavior | ED | OME
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Disable or Deactivate the Account

Select the Account Status as Disabled (via the radio button) to disable the uset’s
account or check the Deactivate Account box to deactivate the uset’s account
permanently. Then, click the Next button.

3 U.5. Department of Education /
Promoting educational axcellenca for all Americans

My Account | Training | ContactUs | Help | Lagout

| Create or Update MSIX User

To create a new MSIX user, please enter all the required information. Required fields are identified with an asterisk (*).
1f user's passward is reset, MSIX will generate an email to user's email account that contains the new password.

ds Exchange Initiative
Click for Create/Update Instructions

External Links:
Courss Catalog Username: et
First Name: * ke

HELLOS Last Name: *  Scott
p

State MEP Dirzc| Job Title: Counselor

2| Work Address Line 1: 1233 Main Street

. ﬁ Work Address Line 2: ]
Work City: Demer

Work Zip Code: ]

Work Telephone Number: =

Work Email Address: -

Work State:

District Data Administratar

Govermment Administratar
MSIX Privacy Act User
MSIX Primary

MSIX Secondary

User Role: = MSEX Super User
OME User Administrztor
State Batch Submitter

Stats Data Administrator
State Regional Administrator

I stai= user administraer

Account Activation Date: ; / (MM/DD/YYYY)

Account jon Date- /DD/YYYY)

Enabled

Disabled
Account Status:

Password Reset: Reset the user's password.

Rules of Behavior: Accepted on this date 02/16/2012 13:02:52
Account Creation Date: 02/16/2012 12:33:12

First Login Date: 02/16/2012 13:02:50

Last Login Date: 02/16/2012 14:06:27

Deactivate Account: Permanently deactivate the user's account.

® 2007 U.S. Department . For Official Use Only Rules Of Behavior | ED | OME
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Confirm Your Action
Review your changes before you save your action.

.5, Dapartmant of Esucarion
Promaing

S Create or Update MSIX User

-

i the Save butten.

B Picase do not refresh this page afer
Revien the User Accaunt informaten. I the information i cerrect, clic en the Save bullen Lo creats the naw Ueer Account. MSIX wil amail the User Name and Passwerd infarmaticn directy 1o the nem User.

3¢ the Infarmetin is not carrect, <lick the Back buttan 52 retu £ the Ussr Aminisiration page ts carrect the dets

Wark City: Danver
& wark 2ip Coal
work Telephane nu 555 B, 5678
Address: keilhtest3mexedasy

1 Account Status: Enabled

Passward Resat

Review the Confirmation of Your Action
MSIX confirms the task you just completed.

U.S. Department of Education
Promoting educational excellence for all Americans

My Account | Training | ContactUs | Help | Logout

Home.

Confirmation

o MSIX has successfully updated Keith Scott's account information.

eports

What would you like to do next?

Uszer Administration Go to the Home page

. . o Y| Go to the My Account page

Go to the Use ministration page
Go to the Create New User page

Exchange Initiative

External Links:

Course Catzlog
Standardized Tests
REACTS
RESULTS
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Appendix A: Acronyms

CSPR Consolidated State Performance Report
CSR Continuing Service Reason

csv Comma-separated Values

ED U.S. Department of Education

EDEN Education Data Exchange Network
DOB Date of Birth

FAQ Frequently Asked Questions

HTML HyperText Markup Language

IEP Independent Education Plan

LEP Limited English Proficiency

MDE Minimum Data Element

MEP Migrant Education Program

MS Microsoft

MSIX Migrant Student Information Exchange
NCES National Center for Education Statistics
OME Office of Migrant Education

PDF Portable Document Format

PFS Priority for Services

PII Personally Identifiable Information
REACTS Records Exchange Advice, Communication, and Technical Support
ROB Rules of Behavior
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Acronyms Description

SSID State Student ID

SSN Social Security Number
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