Student Records elests’ ‘ TOPSpro

Steps to Generate the Duplicate Student Records Report

Matching Fields = ID

e The same ID at multiple sites is OK if all other demographic information is the same.
e The same ID at multiple sites is NOT OK if demographic information is different.

Matching Fields = Gender and/or Birth Date

e Two or more records of a student with matching Gender and/or Birth Date but with different
IDs at the same site are NOT OK and, therefore a Duplicate Student whose records must be
merged.

e This is the most common scenario for duplicate records of the same student.

Follow these basic steps to generate reports based on these scenarios.

Access: TE > Reports > Data Management > Duplicate Students

1. Reports [ G E T

e From the Menu Bar at the top,

CASAS eTests
Demeographics X
Program Outcomes o Click Reports.
Test Results
Consumer Reports
Data Management
State Reports

Federal Reports

e From the Data Management menu,

NRS Data Integrity
NRS Data Integrity Detail

o Select Duplicate Students.

v v v v v v w w

Archived Reports 2
Report Locator Wizard...

Reports Manager Student Profile

Teacher Detail

Dashboard Sources
Duplicate Students

5._—'

Ad Hoc Reporting

e A tabbed page opens to the Report
Generator.
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& Common Filters

Program Vears | ® N/A () Current Program Year [ | 7/1/2018 - 6/30/2019 [

71/2017 - 613

@ "] High School Diploma
Basic Skills (ABE) [ | HSE

Programs:

[ esue Career and Ted
(] citizenship (] Workforce

s Date Ranges
Activity date: [N/ = from: o
& Output Layout Parameters

Report Sort Order:

Selected Available

e T
ste [ cemove > |
Duphcates Court e

[ Fiest | vp Joown] Last |

] Adutts w/Dis

Adults suppc
"] Other Progr:
[ roce

Step Screen Description
& Session Name
Session Name Duplicate Students 12, 2018 at 09:57:13 by administratori§

The Report Setup Screen is similar to other
reports. General Settings and Listers will
vary depending on the type of report.

The Report Setup Navigator is on the left
side of the Report Setup Viewer on the
right. Use the navigator to refine the data
you want to show in your report.

The Report Setup Toolbar is located at the
top of the Report Setup Screen. Use it to
specify container information at the agency
or site level, save report settings, and run the
report.

Most duplicated records are identified from the following two scenarios:

A. When a student enters a program with one ID and then re-enters
the program with a different ID, they have the same demographic
information, such as gender and date of birth.

5
:

Reporting Level:

@ Agency
O site

Matching Fields:

Selected Available

Gender

Age

Birth Date First Name

PRwryTER | iddle Name

Last Name
=

GED ID

GED 2014 1D

HIiSET ID

TASC ID

Csis ID
Non Matching Fields:
Selected Available

Student ID Age
First Name
Middle Name
Last Name
SSN
GED ID
GED 2014 D

HISET ID
TASC ID
CSIS ID

o

Co o)

B. When different students at different sites use the same student ID.

FOR SCENARIO: A

From General Settings,

o Scroll to Special Options.
For Matching Fields,

o Select Gender and Birth Date.
For Non-Matching Fields,

o Select Student ID.

Skip to Step 7, on the next page.
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Screen

(® Agency
Osie FOR SCENARIO: B

Matching Fields: )
Selected Available
Stucent 0 . Gender =
J B | Bitth Date _ .
= e From General Settings,
R.-mum All -> )
e o Scroll to Special Options.
SSN
sl e For Matching Fields,
GED 2014 ID
HISET ID E]

= : o Select Student ID.
Non Matching Fields:
Salected Avaitable ¢ For Non-Matching Fields,
Gender <- Add Student ID
Birth Date Age
/

Remove All ->
[Remove il -> HNNNWIN

SSN

o Select Gender and Birth Date.

Co

GED ID
GED 2014 ID
HISET ID
._TASC ID E]

[_rirst J _up_J oown J rast ]

7 View Organization Records Reports Tools Scoring
.

Duplicate Students... 3
Report Setup Navigator [ o || Rl oo cooted Subsites

Agency selection Reporting Level:

e A new tabbed page opens to the Duplicate

e From the Toolbar at the top,

o Click Generate.

Class Definitions.

Personnel

Class Instances Matching Fields: Students I'epOI't.
Student D ST
Repor st st . ‘ - o The total possible Duplicated Count

is at the top right of each page.

FOR SCENARIO: A FOR SCENARIO: B
e Records are filtered by Birth Date. e Records are filtered by Student ID.

: Is E Duplicate Students Records : IS ls Duplicate Students Records
06/12/2018 b - 06/13/2018 by
10:24:08 14:42:02

s

Agency: 4908 - Rolling Hills Adult Schaol [RHAS)
Erhnicity  Racels) Exhnicity
Not Hispanic. White Nat Hispanic White

Techaicsl Russian  Not Hispanic_White OUD0HR, Student 1503 F D504/1987 3 N  OtherDiploms ¥  Russian Mot Hispanic White

[0000GX, Studert 8351

Ethnicity  Race(s) US._ Diploma 15, Langusge _Ethnicity
I ot Hispanic._White 156236566 F0329/1%91 12 M OtherDiploms ¥ Spanish  Hispanic
DOODET Student 3422 P ujorsw a4 tone Russian__ Not Hispanic_White [Taskalides, Nicolsi 156236566 M D4/14/1980 12 N Technical ¥ Other  NotHispanic White
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:

p— e To confirm if records are Duplicates,

o Check for matching demographic
information.

| Williams, Rick 005208216 k M 05/20/1987 9 N None N English  Not Hispanic Black )

10 Gender | Birth Date
. M 05/20/1987 °

To fix duplicate records, use the Drill-Down
Yeral Outol Degrsr  Ouel e function.

weno. * Birth Date  Schaol U.S.  Diploma US.  Language Ethnicity  Racels)
05/20/1987 9 N None N English  NotHispanic Black

Highest School Highest Earned

05/20/1987 9 N Nome N English Nt Hispanic _Black

o Click the Name on the record with
the incorrect ID.

Note! Use the Merge Wizard when duplicate
records are at the same site.

T ¢ Double-click to open the duplicate record
—— shown on the list.

e This drills down to the student
Demographics record, the “parent” record
for all student-related records.

¢ Editing the ID will simultaneously edit the
ID on all “child” records related to the
. student.

13, Cf0 o e o e - CYOe ‘
e To edit the Student ID,
o Click the Pencil icon at the left of the
Identification field and change to
edit mode.

s # Identification
Student ID: (005208242
— s (R Middle Name: | | Last Name: [Willams
Gender:  [Male | ¥ Birth Date: | 5/20/1987 =
F

SSN: [ Does not have SSN Consent: |Unknown | * NEDP ID: SSID:

T e e Click in the Student ID field.

o Enter the Correct ID.

e From the Toolbar at the top of the
Demographic record,

o Click Save.
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14 K3 view organization Records Reports Tools Help
.

Duplicate Students... Duplicate Students... 005208242 - Rick W. B L4
o}

In Program Years

Student Records. c / Ricl Birth Date: 5/2(

Class Enraliments °
Class Record: I
ass fecores 2 ¢ Identification
Program Enrollments
Student ID: (005208242
Program Recards
Title: First Name: | Rick
Tests —
; Gender: [Male - Birth Date: | 5/20/1987
Certificates S
15 e DT —
© Duplicate Students... Y °
Raport Setup Navigator ||4908 - Ralling ¢
& Session Name
Class Defintions
SessionName | Duplicate Students Records on June 12, 2018 at 09:57:13 by administrator1§
personnel
Session Comments.
Class Instances
Stugent Demagraghics & common Filters
Report Selection Program Years | 3 N/A () Current Program Year [ | 7/1/2018 - 6/30/2013 [ | 7/1/2017 - &/
Programs: @ M | High School Diploma (] Aduts w/Dis
Basic Skills (ABE) ] HSE (] Aduks suppc
] esu/ELL ("] career and Technical Education (CTE) [ | Other Progr:
[0 Citizenship ("] Workforce Readiness [ roce
& Date Ranges
Activity date: [n/A = trom: o o | Sl
& Output Layout Parameters
Raport Sort Order:
Selected Available
Agency < add ]
see ===
Duplicates Count < Addan
16. | casas
Duplicate Students Records o
06/12/2018
Agen
10:24:08 by Ageacy
Agency: 4908 - Rolling Hills Adult Schaal (RHAS) Duplicates Count: 32
Gender Birth Date
F 08/11/1940
Gecurances: 2
Wighest School Mighest  Eamed
Yearof Outof Degreeor  Outof Native
Studant Gender Birth Date _School US. Diplo us. gusge  Ethnicity tacels) Address
DOODSM, Student 5566 F 0811/1940 10 Technical Russian Not Hispanic White
DOODGY, Studert  B3SL F0B/11/1940 10 Technical Russian  Not Hispanic White
Gender _ Birth Date
F 12/02/1940
Gecurences: 2
Highest Schoal Earned
Yesrol Outof Degresor  Outol Native
Student Gender Birth Date _Schaol US. D us. rus o) | Addreas
D00DCH, Studont Fouosw 4 = Russlan _ Not Hispanic White
DOODET, Student 1422 F o 12/02/1940 a None Russian Not Hispanic White:
Highest School Highest Earmed
Outol Native
US.  Langusge Evhmicty  Racels)  Address
Russian Not Hispanic White
DOODER, Studemt 1041 7 HSE Bussian  Not Hispanic White
m View Organization Records Reports Tools Help
[ ]
Duplicate Students...
Bl E-IC)C!
[ ]

Click the Red X Box on the student
Demographics tab and close the
record.

Do the same to close the Duplicate
Students report.

Run the report again with the same settings.

o Click Generate.

Confirm that the student no longer appears
on the Duplicate Students report.

Click the Red X Box on each tab and close all
pages.

You can also Close All Pages using the
Pages button at the top right.
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