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Statement of Nondiscrimination

The Connecticut State Department of Education (CSDE) is committed to a policy of equal
opportunity/affirmative action for all qualified persons. The Connecticut State Department of
Education does not discriminate in any employment practice, education program, or educational
activity on the basis of race, color, religious creed, sex, age, national origin, ancestry, marital
status, sexual orientation, gender identity or expression, disability (including, but not
limited to, intellectual disability, past or present history of mental disorder, physical
disability or learning disability), genetic information, or any other basis prohibited by
Connecticut state and/or federal nondiscrimination laws. The Connecticut State
Department of Education does not unlawfully discriminate in employment and licensing
against qualified persons with a prior criminal conviction. Inquiries regarding the Connecticut
State Department of Education’s nondiscrimination policies should be directed to:

Levy Gillespie

Equal Employment Opportunity Director/Americans with Disabilities Act Coordinator
Connecticut State Department of Education

450 Columbus Boulevard, Suite 607

Hartford, CT 06103

860-807-2071

Levy.Gillespie@ct.gov.

Student Data Privacy and Security

The Connecticut State Department of Education (CSDE) treats data confidentiality and the privacy
of student educational records very seriously. It complies with all federal laws including Family
Educational Rights and Privacy Act (FERPA), state statutes, and guidelines to protect confidential
data.

Please refer to the Data Privacy and Security site: Data Privacy and Security.

DO NOT EMAIL STUDENT NAMES to the CSDE. Please refer to the student by SASID.
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Introduction

The purpose of the Public School Information (PSIS) is to collect data regarding student
enrollment in Connecticut. PSIS has two components; the Register module and the collection
module. This guide will focus on the Register module. The Register module assigns State
Assigned Student Identifiers (SASID’s) to students. All students must be registered and have a
SASID prior to being reported in a PSIS collection, as well as other state reporting applications
such as the Special Education Data Application and Collection (SEDAC) and the ED166-
Disciplinary Offense data collection. The Register Module is used to Register, Unregister and edit
student information in PSIS. Please refer to the most current PSIS Reference Guide on the PSIS

There are a variety reports available in the Registration module.
These reports can be used to identify data reporting errors and
provides you with a convenient way to see the data reported by your
district.

I
ol
E=]
24
=
®

Home

Register Student

Edit Registration/Unregister

This user guide is separated into several sections. Section |
contains general information and concepts necessary to understand
the Register Module. Section Il contains step by step instructions
with screen shots for each mechanism of the Register Module.
Please check dail . . . .

Section Ill contains more information on processes related to the
Reports Register Module that may be applicable to you. A glossary is
included at the end of this document and provides definitions of
important PSIS terms.

Delete Registration

Batch File Upload

iI
s
5

This document will be expanded as more options are added to the
Register Module so please check our help site for future updates.
Problems or questions on this guide can be directed to Kendra
Shakir at (860) 713-6896 or kendra.shakir@ct.gov.

M

Exit
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Contact Information

PSIS Registration

Name Email Phone
Kendra Shakir Kendra.shakir@ct.qov (860) 713-6896
Fpegpseoi;?’ rousseau (District Support Renee.brousseau@ct.gov (860) 713-6865
Yvonne Dillion (District Support Person) | Yvonne.dillon-terry@ct.gov | (860) 713-6861
PSIS Help Desk (860) 713-6681

Each district is assigned a District Support Person to assist with PSIS. Please refer to the District
Support Person List to see who is assigned to your district.

5 of 25 Revised June 2019


mailto:Kendra.shakir@ct.gov
mailto:Renee.brousseau@ct.gov
mailto:Yvonne.dillon-terry@ct.gov
https://portal.ct.gov/-/media/SDE/Performance/Data-Collection/Help-Sites/PSIS/DSP.pdf?la=en
https://portal.ct.gov/-/media/SDE/Performance/Data-Collection/Help-Sites/PSIS/DSP.pdf?la=en

PSIS STEP BY STEP PROCEDURES

Section | — Logging In

To access the Register Module you must first log onto PSIS by going to the “legacy” data
collection portal at www.csde.state.ct.us. Access to PSIS requires two passwords. The first
password is the same password that is used by your district to access the data entry menu and
other CSDE legacy data collection applications. This is the password that you use when you click
on the enter button.

1 Using Internet Explorer, go to the https://www.csde.state.ct.us/ website. The system
displays the State Department of Education Home Page.

& State Department of Education Home Page - Windows Internet Explorer (=] X
o3| %|[@] netes P val+ o o -
Fie Edt View Favorites Tools Help

''''' ez g State Department of Education Home Page Mo v Bage~

w State of Connecticut

Department of Education

*... assisting those in the education and related communities to succeed in helping all Connecticut students become effective
lifelong learners...”

satery - Tooiz+ -

This web site is for use by Connecticut School Districts only. If you are looking for the official State of Connecticut
Department of Education's homepage, please go to http://www . state.ct.us/sde

If you are authorized to use this site, click on the "Enter* button below
[ Enter |

For Help Click Here

Having trouble logging in? Please read this Word or Acrobat POF document for a possible solution

cv Wabsite Brivacy Notices. Copyright 2003 State of Connecticut. All State disclaimers and oermissians p
Go To ‘CTy the Official State of Connecticut Website
! c

ov

Usze of thiz site requires Microsoft Internat Explorer version 4.01 SP1 or newer

E apol

€D Totemet v ®com

2 Select the ENTER button. The system displays the Connect to sdectw.doit.state.ct.us
network login screen.

& = = = s .Xg.l

Windows Security

Connecting to sdectw.doit.state.ct.us.

| sdectw\YOURUSERNAME

' | Password ‘
| Domain: sdectw

|:| Remember my credentials

OK l l Cancel
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Enter your district's USER NAME and PASSWORD. If you are using Windows 7 or later,
preface your username with “sdectw\” (i.e., your district username is entered as
sdectw\username). You may need to click a button or link saying “use different
credentials” or similar to be able to enter the username in this format. Click the OK button.
The system displays the State Department of Education Home Pages

NOTE: If you do not have this user name or password, please contact our help
desk at (860) 713-6681. After three login attempts with an incorrect password, the
account is locked out for fifteen minutes.

Click the PSIS: Public School Information System link from the list of legacy data

collections.
m W

Select a menu option below by clicking on it.
@ Performance Office
@ PSIS: Public School Information System
PSIS Contact List
@ Early Childhood Qutcome (ECQ) data collection
@ ED-156 Fall Hiring Survey
@ ED-162 Non-Certified Staff Data Form (closed)
@ ED-166 Disciplinary Offense Application
@ ED-400 Career & Technical Education Report
@ ELL Database Application
@ Evaluation Timeline Compliance
@ K-3 Reading Data Portal
@ SEDAC: Special Education Data Application and Collection

The system will display the PSIS Login screen.

oy
Public School Information System ):"e;v;-‘uf

School District =

Enter

If you do not have your district’'s PSIS password for this screen, please contact
our help desk at (860) 713-6681.
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PSIS Main Menu

Welcome to the Public School Information System (PSIS)

Please select one of the following options:

Register Module Caollection

The PSIS Register Module is open. Upload or edit a PSIS collection. Notice: School-level accounts are no
« Student enrollment longer being created. The new PSIS

« Register um’egistei’ & edit system will have user-based logins
student information

District Profile District PSIS Coordinators

Edit your district's profile settings, View contact information for other

Download the record layout or code
including contact information. districts.

lists, read FAQ's, submit questions.

There are two levels of permitted access to the Register Module: district- and school-level.
District-level access users can Register students to any school within their district as well as
Unregister and Edit any student registered to their district. For Registration records that need to

be deleted, please email Kendra Shakir at Kendra.shakir@ct.gov the reason for the deletion along
with the SASID (not student name).

School-level access users have the permissions to Register, Unregister and Edit students
assigned to their school only. The school-level user at the receiving school must perform the
transfer action when an intra-district transfer (Exit type 01) is taking place.

The Connecticut State Department of Education (CSDE) is no longer creating
School-level accounts.

How to Update Your Contact Information

It is the districts’ responsibility to keep PSIS contact information accurate. If you need to change
the PSIS District Coordinator information, you can do so through the District Profile page. The
District Profile page is also used for districts to indicate which file type will be sent to CSDE.
Currently, PSIS only accepts Fixed Width or CSV files.

@ PSIS DOES NOT ACCEPT MICROSOFT EXCEL FILES!
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PSIS Register Module

What is the Registration module used for?

The PSIS Register Module is used to Register, Unregister and Change student information in
PSIS. All students must have SASID’s and be registered to a district prior to being reported in a
PSIS collection, or in any hang-off collections such as the ED166 Student Disciplinary Offense
Collection, SEDAC, etc. The Register Module does not have a system open or close date and
always is open except for occasional system maintenance.

Registering Students

All students that will be reported by a Local Education Agency (LEA) must be registered with the
State prior to sending a collection batch to CSDE. Students can be registered via a batch upload
(following the Register column of the Record layout in the Reference Guide) or using individual
entry. Please note: CSDE does not allow future dates when registering students. It is highly
recommended that batch entry be used as much as possible since it minimizes the number of
errors due to manual entry.

Unregistering Students

Students must be unregistered in the PSIS Register Module within ten days of leaving a district.
If a student leaves your district and is registered by another district a case will be generated for
your district and the other district. These cases can be seen under “Case Management” in the
PSIS Register Module. It is important to unregister students in a timely manner because the new
district will be unable to report the student(s) in a PSIS collection until you have done so. Please
refer to the Case Management section of this document.

Unregistering of students may be completed via batch upload (following the Unregister column of
the Record Layout in the Reference Guide) or Individual Entry.

Summer Rollup

After the June collection, districts are required to complete the Summer Rollup, which typically
begins the third week of July. Summer Rollup consists of the following functions:

1) Registering new students to your district
Students registering for the new school year should not have an entry date in PSIS prior to
July 1st. The school year starts July 1st and ends on June 30" C.G.S. 10-259.
For summer registrations, you may use the actual date of enrollment in PSIS.

2) Unregistering any students who have graduated or left your district, and

3) Changing the grade and/or facility for students who are remaining in your district

4) Updating Nexus District information if applicable

The district exit date used when unregistering students must be the date
from an official document (e.g., transcript, signed parent withdrawal form,
IEP, etc.).

Summer Rollup can be completed via batch upload (following the column that is applicable for the
action that must be performed on each record) or Individual Entry.
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Batch Uploads

-

! | J

- >

Import
SASIDs to

SIS

If Errors Exist If Error Free

The recommended process to register students and obtain SASID’s is by batch upload. A batch
is used to Register, Unregister and/or Change multiple records at one time. A batch file can be
useful when performing an action on a group of records such as registering new kindergarteners
or exiting the graduating class. Batches can be sent as often as you wish and contain any
number of records. Register, Unregister and Change records can all be uploaded within one
batch. If a batch file is exported directly from your student information system it will likely
eliminate a number of errors as no manual entry is needed.

First, LEA’s should ensure that all required information is properly contained in their Student
Information System (SIS)!. LEAs should also review the most current Register/Unregister Record
Layout in the Reference Guide to see what fields are collected. Next, a batch should be created
by extracting data directly from the local SIS. The batch should then be uploaded into the Register
Module. If the batch contains errors, the errors should be corrected in the local SIS and a new
batch should be extracted rather than fixing errors in the batch itself. Doing so will prevent the
same error from occurring again in future uploads. Once a batch is error free, cases should be
resolved (if they exist). Finally, SASIDs can be downloaded and imported into your local SIS.

In the Register Module every successful batch that is uploaded is added to prior uploads.

EXAMPLE: A batch of 90 students was successfully uploaded in the Register Module and
then a district realizes that 10 students have been left out of the batch. The district should
then upload those 10 students separately. If the 10 students are added to the original
batch and the entire batch of 100 is uploaded 90 errors will be generated as the register
module will identify your district as trying to re-register 90 duplicate students.

A batch can be used to register students who already have SASID’s as well as those who do not
have SASID’s. If the student was previously assigned a SASID while attending another
public school in Connecticut, please use the SASID from the previous district. If you
attempt to register a student without using a SASID there is a much higher chance that cases will
be generated (See Case Management for more information).

11t is the district’s responsibility to ensure that laws regarding student data privacy are adhered to. Please
see Connecticut General Statutes (C.G.S) 10-234bb for further information.
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All successful batches go through an error check. Batches that contain errors must be fixed and
resubmitted (See the Unsuccessful Uploads section in this document). If a batch contains
warnings, the district must decide if the batch should be processed or resubmitted. Once a batch
is error-free, the system will review each student record and based on the requested action either
assign a SASID and Register a student, Unregister the student, or Change information in the
student’s record. A case may be generated if needed. The cases can be reviewed in the Case
Management section of the PSIS Register Module.

@ Successfully processed batches cannot be reversed.

Most Student Information Systems have a state reporting feature where a batch following the
required record layout is created directly from the local system. In addition, most local systems
allow users the ability to manually create a data set for extraction. Please contact your SIS vendor
for more information concerning this.

On the Batch upload screen in PSIS there is a Batch History section, which includes the following

fields:

Batch — This is a number that is assigned by CSDE and is used to identify your uploaded
batch. If you have a problem with an upload and need to call CSDE for technical support,
please provide us with the unigue batch number.

Upload Date/Time — A date time stamp for each upload.

Status — One of the following messages will be displayed in the “Status” column:

@)

O

File transmit — If the batch stays at this status for more than a few minutes, an error
occurred sending the file.

Work table load complete — The error check did not start; there may be an issue with
the Register Module. Please call (860) 713-6610 to report the problem.
Error_during work table load — Your file could not be read properly (see the
Unsuccessful Uploads section below). Please check your batch file and upload
again. Make note of the number in the Records column — there is usually a bad
record at or near that number. Also, make sure you are uploading the proper type of
file.

Error_check complete — Your error report is available (if you have errors or
warnings). Go to the “Reports” section of the Register Module to view the report.
Processed — All records in your batch have been registered, unregistered, changed,
or sent to Case Management. SASIDs are now available for successfully registered
records.

Error processing - There is an issue transferring your batch to the Register Module
database. Please call (860) 713-6610 immediately to report the problem.

Records — Provides the number of records contained in the batch.
Errors — Provides the number of records containing errors.
Warnings — Provides the number of records containing warnings.
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Preparing a CSV Batch File from Scratch

If you need to prepare a batch outside of your SIS, please follow the steps below to create a CSV
file:

1. Download a copy of the most recent record layout from the “Downloads” section of our
help site PSIS Help site. Be sure to save the document or print it.

Pay close attention to the following information on page one of the record layout:

o Field Name — The name of each field.
Excel Column — If you are using Excel (as we will be in these instructions) this is
the column that corresponds with each field.
e Length — While starting and ending position can be ignored when preparing a CSV
file, each field must be equal to or shorter than the length specified.
e Regqister and Unregister — One of the following values exists for each field for both
Register and Unregister:
o M- Mandatory — If this field is not complete an error is generated.
o O — Optional — The district has the option to report this field or leave it
blank.
o R —Recommended — We recommend that this field be reported but the
district has the option to report this field or leave it blank.
o C - Conditional — This field may become required depending upon your
response to a related field.
o D - Disallowed — The district may not report this field for this submission.
e Valid Values — Valid data for each field.

The remainder of the record layout contains field definitions and data tables.

2. Download a template for your PSIS data:
e (o to the “Documentation” section of the PSIS help site
o Under “Reference Guide” there is an option “Registration Template.”
¢ Immediately save the document and make note of its name and location.

3. Open the blank CSV template. Begin entering student data. Each row (left to right)
contains thirty-eight fields, which, together make up a single student record. Be sure to
follow the Record Layout as you enter data so that the proper codes are used and all
required fields are completed. It is also very important save your work periodically.

4. After all data has been entered, delete the row of column headers. To do this, highlight
the entire row, right-click on the highlighted area and select “delete.”
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5. Save your file.

Go to File | Save As

Next to “Save In” select the location where you would like your file to be saved.
Make note of this location.

Next to “File Name” type in a name for your file. It does not matter what you call it.
Next to “Save as Type” select “CSV (Comma Delimited) (*.csv).”

Click on “Save.”

A message may appear stating “The selected file type does not support workbooks
that contain multiple sheets.” This message alerts you that only worksheet 1 will
be saved. Click “Yes.”

A message may appear stating,” (Name of file) may contain features that are not
compatible...” This message alerts you that any extra formatting (such as bold,
colored text, colored cells...etc.) you may have used will not be saved. Click on
“Yes.”

6. Close your file. A message may appear stating, “Do you want to save the changes you
made to (name of file)?” Since you just saved your data you can click on “Don’t Save.”
You now have a file ready for upload.
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Submitting a Batch

7§ public School Information System (PSIS) - Microsoft Internet Explorer _18]x]

Fle Edt View Favortes Tools Hep ‘ o
-€) - A 3 A - - 3

Qe - - (%] @] » | ) ssach < Favoriies (%) | EN=RT S

Address [£] de state.ct asp = Bl |tnks > @y -

Public School Information System
Demo School District

lgov

STATE OF CONNECTICUT

Please select one of the following optionsy

Case Management

Register Module

Obtain a SASID for a student
fho is new to your district,
register new students,
release claim to a student

Resolve cases so that
SASID's can be assigned
our district currently has 8
unresolved cases

Contacts Local PSIS Contacts Help

Download the record layout
or code lists, read FAQ's,
submit questions.

[View contact information for
other districts.

Edit contact information for
your district

e« SASID's - Click here to download your districts state assigned student identifiers. Please

note that you may ses a plus sign (+) in column B whers the SASID's are located. This is

hecause the column width is too narrow to display the entire number. Widen the column to

ee the 10 dinit numher in its etirety ;I
(B [@ ncermnet

@oae

1) Prepare a batch for upload.

2) Log into PSIS and select “Register
Module”.

Public School Information System

School District

|
lgov

STATE OF CONNECTICUT Home Kendra Shakir 8607135836

Jayne Smalls 8607135661

REMINCER: Registration must be current orior fo submitiing Collection Data. Details.
Welcome to SASID (State Assigned Student Identifier). Please select an option from the menu on the left.

+ Home - Return to this page.
+ Register Student - Register a single student.

+ EditBalistration/Unregister - Change a single student's registration or unregister student.
Elete a single student's registration which was added in ERROR.
B4 Ipload - Upload a batch file to registerfunregister students

+ Case Management - Manage registration cases if applicable

+ Reports - Reports menu page.

+ Downloads - Export student rester by batch, by status or dovinload a blank CSY template.
+ Help - Contact information and ather tips

+ Exit - Return to PSIS main menu.

3) Select “Batch File Upload” in the PSIS
Register Module.
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4) Choose the appropriate radio button
for the type of file you are uploading.
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5) Click on “Browse” to select the file to upload.

Choose file

Lok jr: |&) SASID

x| =@k E-

File name:

IHegister.csv

Files af type:
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Open

6) Locate the prepared batch file, select it, and then
click the Open button.

5= AxEw *

7) The file location you selected will appear in the
textbox. Click the Upload button to start the file
upload and validation process.

8) One of following things will happen:

a. You will get an “Error Loading File” or “Step DTS DataPump...,”

“Unsuccessful Uploads.”

message. See

b. A validation report will open. See the “Error-Check Validation Report” section below.
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Unsuccessful Uploads

There are a number of reasons for an unsuccessful upload. The most common causes are listed
below. If you cannot determine the cause of your unsuccessful upload please contact the CSDE.
Please have your batch number available if possible. For security purposes do not send
batches to CSDE via email! Even when a batch is unsuccessful the CSDE receives a copy of

the file. You can review your files by using Notepad in Windows, or another plain text editor.

Common Errors with all file types:

Your data does not pass our edit checks or contains invalid information.
This generally indicates that fields are missing or incomplete, or there are too
many or too few fields contained in the upload file.

You sent a different type of file. The file may end in .csv or .txt but still
contain Excel binary data, or a different file format. Try opening the file using
Notepad; if you see any strange characters, the file is still in .xIsx format.

Common Errors with CSV Files:

The file being uploaded contains column headers. Open up the file you are
trying to send. Does the file contain column headers (the names of the fields)
in the first row? If so, delete this row, save your file, and try uploading again.
Be sure to completely remove the row and do not leave a blank row at the top
of your file.

Your dates (DOB, Entry Date, Exit Date, etc.) contains slashes or are not
in the required MMDDYYYY format. Make sure that all dates are in the
correct format. In Excel, you may be able to use custom formatting of date
columns to achieve this.

Required data/fields missing from file being uploaded. Is your file missing
required information? Compare the required fields on the Record Layout to
your actual data. You may have one or more students missing required
information. A fast way to find records with missing information is by using the
sort feature in Excel. (Be sure to select the entire worksheet to be sorted, not
just only one column, to avoid shuffling of the student data.)

The file includes records with too few or too many commas. Open your
file up in Excel.

o If End of Record Marker is empty add the letter “X” in this column for
each record (do not include quote marks). The “X” will “trick” Excel into
thinking information is in this column so that when Excel converts your
file to CSV, the proper number of commas are generated.

o Do any of your students have Generation suffixes (Jr, 1ll, etc) or
nicknames separated by commas in the name fields? Does the Town
Of Birth field have the city and state listed separated by a comma?
These extra commas can cause the upload to be unsuccessful. Please
remove the commas and try uploading again.

The file has “empty” rows. Sometimes Excel will save extra “empty” rows at
the end of the file, especially if you deleted rows of data at the end. Viewing the
file in Excel hides this issue. Open the file using Notepad or another text editor
and scroll to the end of the data. If there are rows that are filled with just
commas, delete the rows until you get to a row of actual data, save the file, and
upload again.
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Common Errors with Fixed Width Files:

e One or more of your fields is not the proper length. Open your file and be
sure each field is equal to the length specified on the Record Layout.

¢ You do not have leading zeros on your fields. It may be necessary to
include leading zeros in some fields to make them the proper length for a fixed
width file. For example, a Facility code may be 0896101. Without the leading
zero the field is too short.

e Your records are not the record length specified in the Record Layout.
There are several optional fields at the end of the record layout. If your district
is not using these fields, they must be padded with spaces. In addition, you
may not go over the designated number of characters assigned to a field.

Error-Check Validation Report

If your file contains errors (such as invalid DOBs, etc.) or warnings, they will be displayed here.
Errors will prevent your file from being uploaded into the master database (see the Batch Uploads
section for more about this). These errors cannot be corrected using the web entry system —
you must fix them in your batch and upload the batch again.

ERRORS AND WARNINGS
e Errors — The data does not meet the CSDE requirements. Having validation
errors will prevent your batch file from transferring to the Master Database.
e Warnings — The data does not meet the CSDE reasonability parameters.
Having validation warnings will not prevent your batch from transferring to the
Master Database.

If your error report only contains warnings and you are satisfied that your data is correct as reported, or
there are no warnings reported, click on “Process Batch.”

Processing a Batch

When uploading a batch, if there are no validation errors, the Process Batch button will be visible
on the report page, and you must click it to apply your batch to the database. The only time you
may process a batch is from the batch validation report page immediately after uploading the file —
the Process Batch button will not appear if you run the report later.

@ Successfully processed batches cannot be reversed.

Batch Details Report

After your error-free batch has been processed, a Batch Details Report will display. The batch
details report shows a synopsis of the information that was submitted for registration. This report
also lists cases in situations where SASIDs could not be assigned for new registrations. To
assign SASIDs and resolve these cases, see the Case Management section. The Batch Detall
report may also be run from the Reports section, and will show any SASIDs assigned through
case management.

PSIS Registration batch uploads are cumulative so you can view your error report or batch details
report by batch. To do this, go to the Reports section and select the batch for the report you
would like to view.

17 of 25 Revised June 2019



PSIS STEP BY STEP PROCEDURES

Individual Entry

As an alternative to batch processing of registrations, changes, and exiting (unregister) you can
do this work online for individual students. To register a new student, use the Register Student
link; to change data or exit a student registered to your district, use the Edit Registration /
Unregister link.

Please note that records entered via Individual Entry are more susceptible to errors since
information has been retyped rather than imported into the system. If the student was assigned
a SASID while attending another public school in Connecticut, you must use the same
SASID for your district’s registration of the student. If you attempt to register a student
without using a SASID there is a chance that cases will be generated (See Case Management for
more information).

The results displayed will include the following fields:

e Action — When using individual register, the action “Select” is displayed. Click on Select

in order to view the record of the student that you wish to register.

SASID — The State Assigned Student Identifier for that record.

Last Name, First Name, and Middle Name — Student name information.

DOB - Student birth date information.

LASID (Locally Assigned Student ID) - (only when editing/unregistering a student)

District student ID value entered in PSIS.

o Grade Code — Student’s grade. If the student has since exited the district this is the last
grade that was reported.

e Gender — Student’s gender.

¢ Reporting District - (only when registering a student) Student’s reporting district. Note
that more than one district may be listed for a SASID.

e Exited — If exit information is provided a date will appear in this column. If a student is still
registered to a district a “No” will appear.

e Score (only when registering a student and “Search by Name” is used) — This is the
likelihood that the resulting records are a match with the data you provided in the search
fields. The higher the score, the closer the match to the search data. Note that the score
will be lower when matching no middle name to any middle name or initial. The highest
score match may not necessarily be the student you are trying to find.

Take a moment to ensure that the student you select is the student that you are trying to register.
In compliance with Connecticut state law, within 2 days of enrollment, the new district must send
written notification to the student’s previous school district. You must have the building level staff
review the records for important information such as SASID, EL, Special Education, Homeless,
test scores and any other pertinent information. Reviewing the education records will ensure
accurate reporting in PSIS and allow the district to provide the student with all available
resources and supports for academic success!
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Register - Individually (with SASID):

| Public School Information System
gov Demo

ome to SASID {State Assigned Student Identifier). Please select an option from

Trihis page
tration - Register a single student

- Batch Register/Unregister - Upload a batch file to register/unregister students
+ Case Management - Manage registration cases if applicable

+ Reports - Reports menu page

+ Downloads - Export student roster by batch, by status or download a blank CSY
ternplate

+ Help - Contact information and other tips

=+ Exit - Retumn to PSIS main menu

STATE OF CONNECTICUT
Home

Individual Update/Unregister - Update a single student's profile andfor unregister.

81
Ao B Gem Foeies ol HEE | o
Qe - @ - %] (8] (0 ‘ ) seach 5/ Favortss e}‘ - i s
Address [&] sde state,ct aspi B e |unks »|& -

the

»

[{&] hetps: fuwms. csdle. state..ck us/districtssasid/Register. aspx [T [ [5 [ ntemet

distart| @ (5] © » [E3) unicenter Re... | O] mbox - Mero... | #] Registertzer... | L cpocument... |[&] RegMenu - . |« #8[0] s:a0 M

1) Log onto PSIS and enter the
Register Module. Click on
“Register Student”

/3 Updatestudentprofile - Microsoft Internet Explorer

File Edt View Favortes Tools Help

SEIE
| &

Dok - ) - |ﬂ @ _jj ‘ /,77 Search \;n\?Favuntes f}‘ - :f Lo B,

Public School Information System

I
A gov bemo

How do you wish to register this student?

Agdress [&] e state.chus/disti gister.aspx =] Eoo [uinks 2| & -

STATE OF CONNECTICUT R At
Individual Registration

[fthe student came fram anather CT public school system it is highly recommended that you obtain|
the SASID from the student prior district and use that number to register,

Search By SASID Search By Name

DoB. (mrmiddyyyy) [search ] clear |

[
[
2
=

2) Click on “Search by SASID.”

Public School Information System
Demo

|
Agov

How do you wish to register this student?

I the student came from another CT public school system it is highly recommended that you obtain
lthe SASID from the student prior district and use thal number to register.

Search By SASID Search By Name
SASID: 2000000001
DOE. 10701984 immiddiyyyy) [each | clear |

pTATE CECONNECHELT Individual Registration

=]
‘. | o
5] DT T & e meme
REE
Fle Edi Yew Favortes Toos Help | A
Qeack - &) - %] [&] 7 ‘ /'f] search ¢ Favartes 4023 ‘ -l 3
o5 [&] htps: femm.csdh s fcistricks/sasid/Register, aspx ] Edse |unks >[5 -

=] [T 15 [ wmeernet

3) Enter the student’s SASID
and DOB. Click on “Search”
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How do you wish to register this student?

Ifthe student came from another CT public schoal syste it i highly recommended hat you obtain
the SASID from the students prior disirict and use that number fo register.

Search By SASID Seach By Name
SASID: FQZU??!&'JB

DOB: ﬁﬂm@om (i) Search | Clear

The "Possible Matches" section below wil st & number of student recards simiar o the sfudent you ar
trying to register | you have detemined that one of the resuls i the student you wish fo register please
click on "Select” et o the appropriate record

4) Results will be displayed on
the page. Click on “Select”
next to the student’s
registration to transfer to
your district. Note that if the
SASID and DOB
combination are not found in
PSIS, no results will be
returned; you can try

Transferring student from New Britain

Reperting District: 500 SASI]

Bold figlds are REQUIRED . Fields with gray backgrouncs are marked as “disallowsd" on the Record Layout are read only

‘General Information
Formal Last Hames DOE; MDD
Race: [ (not selected) -

Formal First lame:
Gender: | (not selected) =

Miciclle Matme:
Generation Suffix Grade Code: | (not selected) hd

Digtrict Studert 10

Register Information

Distriet Entry Date: MDDy
Resident Town: [(nct sslected) 7]

Facilty Code : [(rotselectesy =]

Faciycoez [ee  ¥]

‘I Save I Cancel I

‘ I” Check box if you would like to enter tiebreaker information

[&]pone [T 2 [ mteme

Search Resus . 4 .
e i searching by name in this
e 1 2 5 SN
Select  BROWN 03092010 KH  F Demo Mo
Prev Page Next Page
5) If the SASID selected is
currently active in your
district, the top of the page
will read “This student is
S already registered with your
éi d m”'ﬁj'”“jm SV I dis_tri_ct” and_ you can edit the
o Lk RS e existing registration. If the
B

student exited your district
and is returning, the
message will be “Re-
registering student” and you
can enter the information for
the new registration.

6) Edit any necessary
information such as District
Student ID, District Entry
Date, Resident Town,
Facility Code 1 and 2,
current Grade, etc.

7) Click on “Save.” The student
is now registered to your
district.
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Register - Individually (without SASID):

A RegMenu - Microsoft Internet Explorer =& x|
Fle Edt View Favorites Tools Help | >
) searth < Favortes g}| - g

aspic =l E)eo |unks >|@n -

Public Schooel Information System
Demo

r._t';ov
1) Log onto PSIS and enter the
State Assigned Student Identfier). Please select an option from the Register module (See

e S “Accessing the Register
il et Tt e et prfle andorcregrse Module”). Click on “Register

Batch RegisteriUnregister - Upload a batch file to register/unregister students. ”
Case Management - Manage registration cases if applicable Student
Reports - Reports menu page.

Downleads - Export student roster by batch, by status or download a blank CSY
template

+ Help - Contact information and other tips

+ Exit - Return to PSIS main menu =

hd|

|+

e aspx T T [ [ B mem

@
#istart| @ (O] @ > [ nicenter Re.. | O] tnbox - Mcra... | 18] Registerser... | (L ciipocument... [[£] RegMenu - . [« W8 (C] s:30am

/3 updatestudentProfile - Microsoft Internet Explorer =18 x|

Fle Edt View Favortes Tools Help ‘ ir
be 3- 2 LB

@k - () - x| [Z] | s e ravontes ;}‘ > i 3

Address [&] https: v csde. state.ct us/districts/sasidRegister aspx | Ede unks |y -

Public School Information System

I
___gOV Demo

STATE OF CONNECTICUT

Individual Registration

How do you wish ta register this student? 2) Click on “Search by Name.”

[f the student came from another CT public school system it is highly recommended that you obtain
the SASID from the student prior district and use that number to register. Please enter the
students entire name. Partial names not accepted.

Search By SASID Search By Name
Last First Middle

Narme: [ [ [ -

DOB (rrmdddiyyyy) Search | Clear

=
4 (I
(=] [T T T 15 [ meeme
NI
Fle Edi Yew Favorites Tools Help | o

(Deack - () - |ﬂ @ ) Search \;”t( Favorites ft| - 77 -i

Address [ ] https:frormy code stal s{districts/sasid/Register . aspx

Public School Information System

,_(l;oy Demo School Distit =3 3) Enter the student’s First Name,
FrATEOr NN Individual Registration Last Name, and DOB. M|dd|e
Name is suggested. Be aware that

match scores are lowered when
If the student came from another CT public school system it is highly recommended that you obtain . .
the SASID fram the student prior district and use that number to register. Please enter the com panng any m|dd|e name and
students entire name. Partial names not accepted. .

no middle name.

Home How do you wish to register this student?

Search By SASID Seaich By Name
Last First Middle
Mame: [diana feinny [ o

DOB: [01/251985 (mrn/ddryyyy) Clear

] [T T 5[ e
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2 UpdateStudentProfile - Microsoft Internet Explorer

=l8lx|

file Edt View Favorites Tools  Help | ar

Qs - © - [¥] [&] (n] Pt Joramis €| (2- L F-H B

Address [£] hitp:

. csde.state.ct.us{districtsfsasid/Fregister aspx

EEEREEREE

Search By SASID Search By Name

Last First Middle
Name: [diana frinmy [
DOB: W(mm/dd/yyyy) Search Clear
Register New Student

Search Results

q Last Middle Grade Rep
e A R S

Select DIANA | VINCENT M 01250993 06 M st':"rfdsmm No 092
Hartford

Select DIANA WINCENT R 1254904 0B M School No 092
District

Prev Page Next Page

If none of the abave records match the student record that you are searching for click on "Register New
Student” to register the student

RN

4) Search results will be displayed on
the page. Ensure that you select
the appropriate record to register
(search all results; do not
automatically select the highest
score). Click on “Select” next to
the record you want to register.

a) If no results are found, click the
Register New Student button.

b) If none of the results are for
the student you are attempting
to register, check the box that
states “None of the above
students in the search results
match the student record | was
searching for and | am
reasonably certain that this
student does not have a
SASID from this or another CT
district.” Then click the
Register New Student button.

2l Web Registration - Microsoft Internet Explorer

Fle Edt Yew Favortes Tools Help |

Qe - © - (x] 2] T ‘ ) search ' Favortes {4| - i -d 3

Address [£] htps: esde.state. ot usjd i /kirfo. aspx

Transferring student from New Britain
Reporting District: [500 SASID:

Bold fields are REQUIRED. Fields with oray backgrouncs are marked as "disallowed” on the Record Layout are resd only
General Information

Formal Last Name: ,— DOE: l— MDD Y
Formal First llame: Race: [(notselectesy 7]
Middle Narme: ,— Gender: lm
Generation Suffix Grade Code: [(not selectesy 7]
District Student ID: ,—

Register Information

District Entry Date: MMDDA Y
Resident Town: [(not selected) v

Facility Code 1: |(not selected) =

Faciity Code 2 [Nia -

|I Save I Cancel I

‘ I™ Cheek box if you would like to enter tiebreaker information

=B ks »|dy -

[&] pone [T [ & @ mntemet

5) If the SASID selected is currently
active in your district, the top of the
page will read “This student is
already registered with your
district” and you can edit the
existing registration. If the student
exited your district and is returning,
the message will be “Re-
registering student” and you can
enter the information for the new
registration.

6) Edit any necessary information
such as District Student ID, District
Entry Date, Resident Town,
Facility Code 1 and 2, current
Grade, etc.

7) Click on “Save.” The student is
now registered to your district.
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Case Management

Accessing Case Management

e
Fle Edt Vew Favortes Tools Help ||','
Qo= - () - [x] B (] Dsewen o @] 2 L F-E B

address [&] e state ot aspy

| Public School Information System
gov Demo
STATE OF CONNECTICUT
Home

1) Log onto PSIS and enter the
Register Module Click on
- Home - Retum t tis page “Case Management.”

vidual Registration - Register a single student

egister - Update a single student's profile and/or unregister.
pister - Upload a batch file to registeriunregister students
[anage registration cases if applicable

« Rports - Reports menu page

+ DoWwnloads - Export student roster by hatch, by status or download a blank CSV
template

+ Help - Contact information and other tips

+ Exit- Return to PSIS main menu I

Welcome to SASID (State Assigned Student [dentifier). Please select an option from the
menu on the left

de. state. ct usfdistri i L3spx [T [ 5 | memet

]
if/start| @ O] ¢ ? ES Unicenter Re. | O] Irbo - Miers.. | ] RegisterUser... | 1 C:\pocumert. | &]RegMenu- .. |« B¥|0] 9:30 AM

[+ T T it VAE v R
W e gt Dea e

e e Moo

| Pubiic School Information System . .
Lgov oy st 2) A list of cases will be
PR OF COMMIERCY Case Nenagemest e et . H w\ /r ”
displayed. Click “View” next to
the case that you wish to

resolve.

Your dodnict cumenty s 7 ureescied canes

e Cone [xne focke 1
newn 4 Vb MR
ne 1oy 4 Vot:hen ngn

3) Identify the reason and
resolve the case as
IOy o N_;“;';;i'r; YOO 6 et ¢4 necessary.

Begey KO0 1
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Match Cases

Match Cases occur when a batch Register record without a SASID has one or more close
matches to existing students in PSIS, but the matches could not be automatically assigned.

Process

e Determine if one of the possible matches is the student you are attempting to register.. If
so, select that student. Note: Pay careful attention to the district that the student was
previously registered in. This information can help you determine if you are
registering the correct student.

o If none of the matches are for the student you are registering, select the "None of the
above students..." checkbox and click the Register New Student button.

e See the "Register - Individually (without SASID)" section for detailed steps.

Middle names are not required to Register students in PSIS. If a student
has a middle name, we recommend providing it in PSIS. Middle names
can sometimes eliminate name match cases in PSIS.
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Concurrent Registration Cases

Concurrent Registration Cases occur when a SASID is actively registered in PSIS by two or more
Connecticut Public School districts.

Case Type Description

Concurrent Registration-Receiving This SASID has been registered in your district and
has not been unregistered in the student’s previous
district.

Concurrent Registration-Sending This SASID has been registered in another district

and has not been unregistered in your district.

Concurrent Registration Cases-Receiving District

Process

Confirm that you are using the correct SASID to represent your student.
Confirm that the student is enrolled in your district.

Ensure written notification/request for records was sent to previous school district within 2
days of the student enrolling in your district.

If all the above are accurate, no further action necessary by your district. The student’s
previous district should unregister the student.

If you discover that you have used the wrong SASID for your student, please email Kendra
Shakir at Kendra.shakir@ct.qov the reason for the deletion along with the SASID (not
student name).

If the above determines that the student is no longer enrolled in your district, you must
unregister the student in PSIS, with the appropriate exit date.

Concurrent Registration Cases-Sending District

Process

Verify that the student is no longer attending school in your district

Verify that you have sufficient documentation to unregister the student from your district
(e.g., transcript, signed parent withdrawal form, IEP, request for records, etc.)

If the above determines that the student is no longer enrolled in your district, you must
unregister the student in PSIS, with the appropriate exit date.

If the student is still attending your district, the other district has mistakenly registered the
student.

- 0_,...:,__@ Please be sure your district is compliance with C.G.S 10-220h-
wﬁi tw d Transfer of student records.
—
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