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CEDARS must accommodate multiple ways of obtaining State Student Identifiers (SSID) so districts can obtain an SSID for
students. OSPI offers districts three ways to accomplish this:

e Sending a standard CEDARS Submission with records without SSIDs

e Sending a bulk SSID submission file to CEDARS

e Manually typing in an individual student’s data via a Screen Entry

Obtaining an SSID by a Standard CEDARS Submission

Each CEDARS submission can contain student records without SSIDs. The records without SSIDs are sent through the
SSID process. Obtaining an SSID by a standard CEDARS submission is the preferred method of SSID processing. The
benefits are that this way requires less school district manual work and each student record contains all the required
demographic data for the student in exactly the same way as the Student Information System.

It is important to note that SSIDs will only be assigned to a student if that student’s DistrictStudent record has no errors
and the submission has fully loaded. See the chart below for a visual guide to this process:

e se Obtaining an SSID by a Standard CEDARS Submission
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1. Investigate and select "Yes" to logical
delete processing and wait one day

2. Select "No" to logical delete
processing and resubmit CEDARS
Submission status Submission

is "success" and
student record has
no submission
exception errors

Submission status

is "success” but
Options to obtain SSID for student:

student record has
submission
exception errors
1. Correct error for student in SIS and wait for re-submission

FrOCEEdstagsownload 2. Use Bulk 581D upload or Screen Entry
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Obtaining an SSID by Bulk SSID Upload

School Districts that want to acquire all of their missing SSID numbers without using a standard CEDARS submission can
do so through the CEDARS SSID Bulk Upload process. Districts will need to create extracts from their SIS for students
without SSID numbers and upload the file to CEDARS for processing — outside of a standard CEDARS submission.

The bulk SSID extract should be a tab-separated values text file with the following fields:

e ServingDistrict — The 5-digit code used to identify your district.
e DistrictStudentld — The code used to identify the student in your district.
e LastName

e FirstName

¢ MiddleName

e BirthDate — Send in MM/DD/YYYY format.
e Gender—“M" or “F”

e DateEnrolledInDistrict (optional)

e ServingSchool (optional)

o DateEnrolledinSchool (optional)

To do a bulk upload, first login to CEDARS and select “Submissions” from the top menu bar. Then, select “SSID File
Upload” from the left menu under the title, “SSID Submission.”

‘ Comprehensive Education Data ‘ J &ps (©)] L |

and Research System (CEDARS) / Home Help  Feedback

Home Info Center{ Submissions )Reports EditData Search Students Admin
\-__—/ Logout >

> Data Submissions Olympia School District

q:ﬁ; CEDARS

> Student Match

Bulk SSID Upload Instructions:
> Student

Validation 1. Upload your SSID request file
> SSID Submission 2. Select "Student Match” from the left-hand menu under Submissions and match all students
Exception 3. Select "Student Validation" from the left-hand menu under Submissions and validate all students

4. Select "Download SSIDs” from the left-hand menu under Submissions

> Download SSIDs a. Select "SSID Assigned Date Range" and put the current date of your upload in both date fields

b. Export the file containing your students with SSIDS
c. Update all students in your student system with their newly assigned SSIDS

WARNING: If you send a CEDARS submission with blank SSIDs for the same students in your bulk upload, you may be forced to match each student in Student Match before the records will load to CEDARS.
To avoid this, follow the above instructions on the same day.

Please click the Browse button to select your SSID file, then click "Save".

[_save =)

NOTE: Please make sure that the file is in the required format (tab separated) and the required data elements for every student are completed.

From this screen, select “Browse” and find your saved bulk SSID file extract from your SIS and push “Save.”
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If your file is uploaded, it will disappear from the box next to “Browse.” Next, check that your SSID Bulk submission was
processed properly by selecting, “SSID Submission Exception” from the left menu:

TSSt we b ‘ Comprehensive Education Data ? 6‘5 (2] -

Server and Research System (CEDARS) Home Help  Feedback

Home Info Center Submissions Reports EditData Search Students Admin

Logout >

> SSID issi Data Submissions
> Screen Entry

> SSID File Upload

> Actions/Status CEDARS

Olympia School District

> Student Match This page displays the SSID submission errors. Please select your search criteria, then click "Search".

> Student
Validatign SearchBY: | a5t ssID File St -

> SSID 0 SSID Submission Date Range
Submission
Exception

38 plaad”™sS1Ds

ecr—

Scroll down on this report to check to make sure there are no submission errors listed:

Test Web | Comprehensive Education Data ! és @ =

SEWEI’ and Research System (CEDARS) Home Help  Feedback

Home Info Center Submissions Reports Edit Data Search Students Admin

Logout >
> SSID issi Submissi
S v Em Data 1S Olympia Schoal District
> SSID File Upload
> Actions/Status CEDARS

> Student Match
Student

v M o4 [: of1 b DI 100% = Find | Next [ Select a format =l Bport [@ =] \

g ToouTrTToSToTrerToTs =
Submission |
Exception izati ympia School District |

T BalosdSSIDS  pe Name: 33830_129286279939217055_100182_75282_999_OSPI_STUSSIDEXTR34111_09-10-2009 txt

Submitted By: Emily Brown
Date Submitted: 9/10/2010 12:00:00 AM

Next, check the “Student Match” list from the left hand menu. To see all possible matches, leave the search parameters
blank and push the “Search” button.

Test Web | Comprehensive Education Data 3 és @ =

Server and Research System (CEDARS) Home Help  Feedback

Home Info Center Submissions Reports EditData Search Students Admin

Logaut >
> SSID jissi Submicesi
> Screen Ent Data 1S Olympia School District

> SSID File Upload

> Actions/Status CEDARS

> v
Validation

Click Search to search all students who don't have an SSID and need to be matched in your district, or you can input the student's district student code, first name, or last name below to search the student to be
matched.
> SSID Submission

Exception District Student Code:

> Download SSIDs First Name:

Last Name:

= 44—

This search will return all possible matches to existing SSIDs.
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If there are no possible matches for the students you have submitted via the bulk SSID upload (all new students), then
you will see the message, “No records found.”

Test Web | Comprehensive Education Data ’ és @ =

Server and Research System (CEDARS) Home Help  Feedback

Home Info Center Submissions Reports Edit Data Search Students Admin

Logout >

> SSID issi Data Submissions Olympia School District
> Screen Entry
> SSID File Upload

> Actions/Status CEDARS

No records found. «fmmm—

> Click Search to search all students who don't have an SSID and need to be matched in your district, or you can input the student's district student code, first name, or last name below to search the student to be
Validation matched

> SSID Submission
Exception District Student Code:

> Download SSIDs First Name:

Last Name:

If you have matches to make, you will see those students listed:

WASHINGTON

of Public Instruction

TATE
OSP Office of Superintendent ‘ Comprehensive Education Data ‘

and Research System (CEDARS)

Home Info Center Submissions Reports EditData Search Students Admin

> SSID Submission Data Submissions
» Screen Entry

» SS5ID File Upload

> Actions/Status CEDARS

>

> Student Your Student Possible Matches
Validation
o Name: il s S @ S5ID: SN
> SSID Submission  pirth/Gender: 5/25/2005(F) - o e i S
Exception Studentld: 26 5/25/2005(F)
» Download SSIDs Elementary School School Year: 2009-2010

District: School District
Student ID: 105

Date Enrolled:

Date Exited:

5/25/2005(F)

School Year: 2010-2011
District: School District
Student ID: 10

Date Enrolled: 9/1/2010
Date Exited:

Schoaol:

) New student to the Washington education system
) Remove from match -- all related records will also be removed from loading

Name: Wil Mg miaasi @ SSID: EELEsaN

Birth/Gender: 1/13/2005(F) B o A R R S ARSR R
Studentld: 268 1/13/2005(F)

Elementary School School Year: 2008-2009

District: School District

Student ID: 20

Date Enrolled:

Date Exited:

School:
On the match page, select the corresponding student and SSID record. If the student is new to Washington, select “New
Student to the Washington education system” and CEDARS will assign a brand-new SSID. If the student is not new to
Washington but the Possible Matches are not your student, please select “Remove from match — all related records will
also be removed from loading,” and check that the name, date of birth and gender are accurate in your system for the
student. Contacting the previous school district where the student attended would be beneficial to identifying the

student’s approriate SSID.

Once you've completed the matches on the page, don’t forget to push the save button at the bottom:

>Privacy Policy > Disclaimer > Customer Support: 1.800.725.4311
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Obtaining an SSID by Screen Entry

School Districts that want to acquire just a single SSID number can do so through the CEDARS SSID Screen Entry process.
Districts will need to have the District Assigned Student ID, First Name, Last Name, Middle Name, Birth Date and Gender
available to enter on screen for the individual student.

To begin, select “Submissions” from the CEDARS menu tabs at the top, then “Screen Entry” from the left menu:

WASHINGTON STATE

Office of Superintendent i ati é
os.; of Super ‘ Comprehensive Education Data 3

il and Research System (CEDARS)

Home Info Center| Submissions JReports Edit Data Search Students Admin

\'--——'""

» Data Submissions

@md CEDARS

> Actions/Status

Student Match

Student
Validation

v

Please complete all fields, then click "Save".

v

SSID Submission Serving School District: School District

Exception District Assigned Student ID:
Download SSIDs

v

v

First Name:

Last Name:

|
|
Middle Name: |
|
|

Birth Date: (MM/DD/YYYY)

Gender: ) Male O Female

Enter the data for the student on screen and select, “Save.”

The next screen will provide you with the student’s SSID number. You will need to place that number into your Student
Information System manually or download it as described below.

Downloading SSIDs

Next, you simply need to download your SSIDs. You can get to the Download SSID menu by either selecting the
“Download SSIDs” link from the left menu under the Submissions tab, or from the Reports tab, select “Download SSIDs”
from the left menu. This brings up three options for downloading SSIDs:

1. All

2. SSID Assigned Date Range

3. District Enrollment Date Range
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Test Web

‘ Comprehensive Education Data ‘
and Research System (CEDARS)

Edit Data Search Students Admin

* Reports

» Multiple 551D=

» Merged S51Ds CEDARS

@ Please select your search criteria, then click "Search".

> Exception Report
> Submission Search By: 1@ all
Exceptions
2 () 551D Assigned Date Range

> Enrollment 3 © District Enrollment Date Range
Reports
> Enrollment for
Grade by

Ethnicity and

Gender
October 1st

Enrollment

v

Selecting “All” will provide you with a list of all the SSIDs assigned in your district from CEDARS. Selecting options
number 2 or 3 brings up additional date fields.

The easiest way to ensure you are downloading all of the SSIDs you need is to select option #2, “SSID Assigned Date
Range.” The date you designate as the “Range Start Date” will be the date the student record was first assigned an SSID
in CEDARS (whether through an SSID Bulk Upload OR a CEDARS Submission).

Test Web

Server and Research System (CEDARS)

‘ Comprehensive Education Data ‘

Home Info Center Submissions Reports Edit Data Search Students Admin

* Reports

Multiple 55IDs

>
» Merged 55IDs CEDARS
>
>

Shared SS1Ds

Please select your search criteria, then click "Search".
> Exception Report

» Submission Search By: © Al

Exceptions )

_>° SSID Assigned Date Range
> Enrollment © District Enroliment Date Range

Reports
» Enrollment for

Grade by -

Ethnidity and Range Start Date: (MM/DD/YYYY) |8/1/2010|

Gender Range End Date: (MM/DD/YYYY) |
» October 1st

Enroliment
> P210 Withdrawl [ search 1~

Statie Rannrt

Sometimes it is hard to tell if a student record came to CEDARS through a submission or some other method. At the
beginning of the school year it is adviseable to use a “Range Start Date” of 8/1 or 7/1 for your first SSID Download of the
school year (or use the date of the first CEDARS submission made for the given school year). By leaving the “Range End
Date” blank, CEDARS will return all SSIDs assigned to students in your school district between the Range Start Date and
the current date.

Once you are regularly downloading SSIDs using the SSID Assigned Date Range, you will only need to go back to the
Range Start Date of your last download. For example, if SSIDs are downloaded for the first time in the 2011 school year
on 9/10/2010 with a Range Start Date of 7/1/2010, then in October, use the Range Start Date of 9/10/2010 and leave
the End Date blank. This will return all SSIDs assigned in the school district since the last download.
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NGTON

WASHI
mpl of Superintendent
of Public Instruction

Comprehensive Education Data ?
and Research System (CEDARS)

Home Info Center

Submissions Reports Edit Data Search Students Admin

v

v

v

SSID

Reports

» Multiple 55IDs
» Merged 55IDs
» Shared S51Ds

» Download S5IDs

Exception Report
» Submission
Exceptions

Enrollment
Reports
» Enrollment for
Grade by
Ethnicity and
Gender
October 1st
Enrollment
P210 Withdrawal
Status Report
Preview
» P210 Vocational
Report Preview

v

v

Reports

CEDARS

Please click the Download button if you want to export the report to a tab delimited file.
—

4 4 1

of12 b Pl

I 100% :
Download SSIDs

Find | Next ISeIect a format El Export @ =]

Organization: School District

Found 530 Records.

Most Student Information Systems are set-up to import SSIDs from a tab delimited file. To access this version of the
SSID report, click the green “Download” button above the report.

The third option is to use the District Enrollment Date Range. In this option, CEDARS will return all student records and
SSIDs for students who were successfully reported to CEDARS with enrollment dates that fall within your range. This
option may not be as useful as other options for searching students, as it will only return information on students who
have specific enroliment dates.

CEDARS SSID User Guide



