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1) Whatis a GTID?

 The GTID is the Georgia Testing Identifier.

e 10-digit randomly assigned number

* Does not change throughout the student’s PK-12
education.

* Must be used during all collections when reporting
student information to make sure the student
identity data matches.

* Must be used for all reports and files on the
student submitted to the GaDOE.

 Must be used on all printed and electronic
transcripts and report cards.
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2) Importance of the GTID

The GTID is used in all
collections when reporting
student information to the
Georgia Department of
Education (GaDOE).
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3) What are the Identity Elements Used to Get a GTID?

First Name Dotk Cortifpeate
Middle Name X This s to Certity that fi
Last Name w5l
Gender
SSN
Birth Month
. Check with your Student Information System (SIS) to see if you can
Birth Day scan a copy of these important documents and store them as
Birth Year attachments to the student’s record.
|dentity elements make a student unique and should not change. Reference rules: |
. . . e SBOE Rule 160-5-1-.28
This data is referenced on legal documents (birth certificate, SSN O ol G0 L
card, and court documents). 0.C.G.A. § 20-2-150
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http://www.gadoe.org/External-Affairs-and-Policy/State-Board-of-Education/SBOE Rules/160-5-1-.28.pdf
http://www.gadoe.org/External-Affairs-and-Policy/State-Board-of-Education/SBOE Rules/160-5-1-.07.pdf#search=160-5-1-%2E07
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=0cf366d1-c1f5-4143-a28c-f545eead4151&config=00JAA1MDBlYzczZi1lYjFlLTQxMTgtYWE3OS02YTgyOGM2NWJlMDYKAFBvZENhdGFsb2feed0oM9qoQOMCSJFX5qkd&pddocfullpath=/shared/document/statutes-legislation/urn:contentItem:5NYG-G6D0-004D-82K2-00008-00&pddocid=urn:contentItem:5NYG-G6D0-004D-82K2-00008-00&pdcontentcomponentid=234186&pdteaserkey=sr0&pditab=allpods&ecomp=-kzvkkk&earg=sr0&prid=e9a8a9a1-dd48-4fe8-bb5c-82ebe4b5dd41

3) Identity Elements, SSN, pseudo-SSN? (Continued)

A pseudo-SSN is a state-assigned number starting with 999-

First Name

Middle Name

Last Name

Gender

SSN

Diml nionth

Birth Day

Birth Year

7/2/2018

that takes the place of a true SSN. [t stays with the student
from PreSchool to grade 12.

We issue GTIDs to babies as young as 2 months.

Blocks of 999 numbers are free = easy to get.

Districts get a block of 999 numbers from DOE. When more
are needed, simply request a new block within GUIDE.
Because the 999 number is used as a SSN, it must be unique.
Never re-assign a 999 number to a different student.

Do not run past your assigned block of 999 numbers, request
more.

Migrant IDs, ITIN numbers, etc. are not valid pseudo-SSNs.
(ITIN = Individual Tax Identification Number; issued by IRS as
a pseudo-SSN; usually start 991-xx-xxxx.)



3) Identity Elements, SSN, Waiver? (Continued)

A Sample of a Social Security Number
Waiver Form can be found in the;

Georgia Department of Education
Guidance for State Board of Education
Rule
160-5-1-.28 Student Enrollment and
Withdrawal, Appendix J.
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Revision 5 Georgia Department of Education
Guidance for State Board of Education Rule
160-5-1-.28 STUDENT ENROLLMENT AND WITHDRAWAL.

Appendix J: Sample Social Security Number Waiver Form

This sample form was developed with the gracious assistance of Buddy Welch, Jr. and Santana T.
Flanigan of Smith, Welch, Webb & White.

Social Security Number Waiver Form

Georgia law (0.C.G.A. § 20-2-150) requires public school authorities to request from parents
and guardians the Social Security number for students being enrolled in school. The Social
Security number is to be incorporated into the official school record for the student.

No student will be denied enrollment in a public school for declining to provide his or her
Social Security number or for declining to apply for such a number. A parent or

guardian who objects to the incorporation of the social security number into the official
school record of their student may have the requirement waived by signing a statement
objecting to the requirement.

Statement of Objection

I do not wish to provide the school with the Social Security number of my child/children.
Name of Child/Children Enrolled at this School (Please Print):

1.

(%]

tn b e

(Print) Name of Parent/Legal Guardian

Signature of Parent/Legal Guardian

Date

Name of School



http://www.gadoe.org/External-Affairs-and-Policy/Policy/Documents/Guidance for Student Enrollment and Withdrawal Rule.pdf#search=ssn%20waiver
http://www.gadoe.org/External-Affairs-and-Policy/Policy/Documents/Guidance for Student Enrollment and Withdrawal Rule.pdf#search=ssn%20waiver
http://www.gadoe.org/External-Affairs-and-Policy/Policy/Documents/Guidance for Student Enrollment and Withdrawal Rule.pdf#search=ssn%20waiver

4) GUIDE

WHAT

WHY
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GhU”()SE is an electronic data system for the creation, tracking and maintenance of
the GTID.

The State Board of Education (SBOE) has passed a rule that says the Department of
Education (DOE) shall provide an electronic data system for the creation, tracking,
and maintenance of the GTID. GUIDE fulfills the requirements of State Board Rule
160-5-1-.07 STUDENT AND STAFF DATA COLLECTIONS.

Each student enrolling or enrolled in a publicly funded PK-12 Georgia school or
program shall be assigned a Georgia Testing Identifier (GTID). The GTID assigned to
a student is the student's unique identifier that shall not change. Students can only
be assigned one GTID.


http://www.gadoe.org/External-Affairs-and-Policy/State-Board-of-Education/SBOE Rules/160-5-1-.07.pdf

5) GUIDE Main Menu

™ <& Georgia Unique IDentifier for Education (GUIDE)
DOk

d MO changes generated e will be copied to the new GUIDE database.

CAUTION: This is real student data - keep it secure, MO new GLIE
You have New Message(s)

Georgia Dapariment of Education

Current Login: Patricha Miller(pmillerdoe2@gmail.com)

Main Menu X County
Search / Update / Claim
Add Single Student

File Upload Guide Home
Discrepancy Resolution

Near Match Resolution R?SC'IUUD" The purpose of the Georgia Unigue IDentifier for Education (GUIDE) is to be able to assign each student in the state of Georgia a unigue student 1D that will stay with the student.
Request Additional Pseud There are two ways to obtain an ID:
Mumbers

Home 1. Add Single Student
— This method allows the District to submit a single student’s information and to obtain an unique ID for the submitted student. This function is not available to vusers with "Read-0Only™ access to

LOG OUT| GUIDE.
2. File Upload (Claims)
This method allows the sending District the option of sending a large batch of student information in order to assign each student a unique ID. Remember here that District should send the file for

Reports students who have a change in key elements and not all of the students.

Error Report

DDW”IDad Ds — L ————A—AA—AA——S—S—S——ASAS888
Claimed OUT Report

Claimed 1M Report For support or suggestions, plaase contact the Helpdesk st:  diicket@dos. k12.05.us

Transmission Verification

5n. Ed'_ H'St'_jr"r Report Georgia Department of Education
Collection Mismatch Repo Richard Woods, State Supenntendent of Schools
July 02, 2018 12:28 p.m.

EL History Report

Current Documentatton
GUIDE FILE LAYQUT

GUIDE DATA ELEMENT DRTAIL
GUIDE Coordinators Lis

7/2/2018 9



5) GUIDE Help

 GUIDE has a very in-depth Help File
* From the GUIDE main screen, click
on @Helpv
* You can now select specific topics
including but not limited to
* Discrepancy Resolution
* Error Report which includes the
error definition and possible
solution.
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General Information

Search

Update

Claim

Add Single Student

File Upload

Discrepancy Resclution

Mear Match Resolution

Home

Errar Report

Downloaa IDs

Claimed QOUT Beport

Claimed IN Report

Transmission Verification

Data Element Detai

Best Practices

GADOE Guidelines

Student Mame Suffixes
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5) GUIDE HeIp (Continued)

e Select General Information and the
entire Help File will open.

@ Help &

General Information

S=arch

Update

Claim

&dd Sinnle Student

* Right click in the Help File to print or
you can select all to copy and paste to
a word document.
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,l_é'GuidE Help - Internet Explorer i ] 1
‘. https: fjuatapp. doe.k12.ga.us/ows-binfowa /guide_pack_comman.student_search_help#General In | =5
1.General Information

~

What is a GTID? The GTID (Georgia Testing IDentifier) is a 10-digit number.
It is randomly assigned by the state's software application, GUIDE sc no one
can guess or figure out logically what a student's GTID isor ===~ -~
number assigned will be. GTIDs were initially created in MNow
have been required in every data collection since November Forward
never have a zero as the first digit or the last digit.

Dack

Wheo has one? All students who have been enrolled in a Ge
system or have received services through a public school sys
since Movember 2005 should have a GTID. This includes thre
getting Babies Can't Wait services through a public school sy
students funded by lottery funds (both private and public PK
Students who take classes through the GaDOE Virtual Schoo
GTID as well as students who take virtual classes through ar
Cwver 3.3 million GTIDs have been issued to students by the

[ ¢
How is the GTID used? The GTID is used only for educatio 5%
GTID is the link to all GaDOE Data Collections, assessment t
Georgia Online IEP writing application (GO-IEF), GKIDS (Gec
Inventory of Developing Skills), GaDOE Virtual School, and t
wide Longitudinal Data System).

Al Accelerators L

Create shortout
Add to favorites. ..

View source
What data elements are used in the matching process!
few pieces of student information that don't change and are
student. Those elements are FIRST NAME, MIDDLE NAME, Lt
DATE, GEMDER, and SSM. There are 2 matching processes ti
student is enterad online or record is sent in a file. The first |
looks at only SSN. Any exact match from the database is ret T
possible match. The second matching process looks at the of
identity elements. Any student who has close to the FIRST N Refresh
MAME, LAST MAME, BIRTH DATE, and GEMDER is returned a:

LTt PO LY

Inspect element

Encoding L

Append to Existing PDF
Convert to Adobe PDF

11




5) GUIDE Help (Continued)

After you have selected a topic you click inside the
GUIDE Help screen and select Ctrl/f on your
keyboard, a find box will come up allowing you to
search the help file for specific information,
keywords, errors, discrepancies, etc.
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‘ Guide Help - Gooagle Chromes

@ Secure | hitps://uatapp.doe.k

1.General Information

What is a GTID? The GTID (Geo
It is randomly assigned by the state i
can guess or figure out logically what a 5tudent ] GTID is cr what the next
number assigned will be. GTIDs were initially created in Movember 2005 and
have been required in every data collection since November 2006, GTIDs
never have a zero as the first digit or the last digit.

Who has one? All students who have been enrclled in a Georgia public
school system or have received services through a public school system at
any time since Movember 2005 should have a GTID. This includes three year
olds getting Babies Can't Wait services through a public school system and all
PK students funded by lottery funds (both private and public PK programs).
Students who take classes through the GaDOE Virtual School must have a
GTID as well as students who take virtual classes through any charter schoaol.
Ower 2.3 million GTIDs have been issued to students by the summer of 2015,

How is the GTID used? The GTID is used only for educational purposes.
The GTID is the link to all GaDOE Data Collections, assessment test scores,
the Georgia Online IEP writing application (GO-IEP), GKIDS (Georgia
Kindergarten Inventory of Developing Skills), GaDOE virtual School, and the
SLDS {State-wide Longitudinal Data System).

What data elements are used in the matching process? There are very
few pieces of student information that don't change and are unique to a
student. Those elements are FIRST NAME, MIDDLE MAME, LAST MAME, BIRTH
DATE, GEMDER, and SSNM. There are 2 matching processes that occur when a
student is entered online or record is sent in a file. The first matching process
looks at only SSN, Any exact match from the database is returned as a
possible match. The second matching process looks at the other student
||:|er1t|tﬁ.-r elementS Any StUdent whao hEIS close tc: the FIF!.ST NAME, HIDDLE

-
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6) GUIDE Documents

State Board of Education Rules -
http://www.gadoe.org/External-Affairs-and-Policy/State-
BoardofEducation/Pages/PEABoardRules.aspx

State Education Rules

State Education Rules

These current rules have been adopted by the State Board of Education, filed with the Secretary of State, and are, therefore, in effect.

Rules are listed in alphabetical order according to National Schools Boards Association (NSBA) codes. To sort by a particular category, simply click on any
column heading.

To determine rules of the State Board of Education that have been recently adopted, sort the column 'Effective Date’. The most recently adopted rules will
appear at the end of the list.

See Also

» Education-related Laws (look for Title 20-2)
Search engine for the Official Code of Georgia (0.C.G.A.)

**= For a list of all State Board of Education Rules, please click Search below, ***

Search
160-5-1-28 Search By RUENUMber

T | Search

Total number of items are :1

NSBA Code Effective Date Rule Number Title Guidance, Guidelines, & Resources

1BC 13 Sep 2017 160-5-1-.28 Student Enrollment and Withdrawal ~ Guidance for the Student Enrollment and Withdrawal Rule

Kinship Caregiver Affidavit

7/2/2018

Official Code of Georgia - Georgia General

Assembly
LexisNexis

Custom Solution

Georgia General Assembly Help  Sigr

Statutes and Legislation (3) % -

[ Sorthy:  Relevance v

Offial Code of Geargia Annotated > TITLE 20 EDUCATION > CHAPTER 2. ELENENTARY AND SECONDARY EDUCATION > ARTICLE 6. CQLALITY BASIC EDUCATION > PART 3. EDUCATIONAL FROGRANS

01, §20-2-150. Elgibilty for enrollment
(A - Official Code of Geargia Annofated  0.C.GA § 20-2-140

TITLE 20. EDUCATION > CHAPTER 2. ELEMENTARY AND SECONDARY EDUCATION > ARTICLE 6. QUALITY BASIC EDUCATION
PART 3. EDUCATIONAL PROGRAMS

(a) Excent as othenvise provided by subsection (b) of this Code section, &l chidren and youth who have attained the age of fve years by
September 1 shall be eliyhie for enroliment n the appropriate general education programs authorized in this part unless they aftain the age of
20 by September 1 or they have received high school dilomas or the equivalent. This shal specficall include students who have reenrolled
atter drapping out and who are maried, parents, or pregnant. Special education students shall also be efigible for enrcliment in appropriate
educafion programs through age 21 or unl .

...a statement objecting fo the requirement. Cade 1981, § 202480  enacted by Ga. L 1985, p. 1687 §1;..
COCGA §20-2450§ 20-2450  Eligibilty for enrolment (a) Except as ofvervise provided by .


http://www.gadoe.org/External-Affairs-and-Policy/State-Board-ofEducation/Pages/PEABoardRules.aspx
https://advance.lexis.com/container?config=00JAAzZDgzNzU2ZC05MDA0LTRmMDItYjkzMS0xOGY3MjE3OWNlODIKAFBvZENhdGFsb2fcIFfJnJ2IC8XZi1AYM4Ne&crid=cf98e4e5-f916-496d-83ff-8a69e10e6d35&prid=bfc6fa47-fa64-42b5-b7f5-8e9d6fcc4bf1

6) GUIDE Documents (Continued)

Rules regarding student names in our student databases are posted at
http://www.gadoe.org/Technology-Services/Data-
Collections/Pages/FY2019-GUIDE-Resources.aspx

Gabor 000000

Georgia Department of Education Richard Woods, Georgia's School Superintendent

Offices & Divisions Programs & Initiatives Data & Reporting Learning & Curriculum State Board & Policy Finance & Operations Contact Calendar

h = Technology Services - Technology Services=Data Collections +FY2019 GUIDE Resources

General Information FY2019 GUIDE Resources

FY2019 Data Conference

Data Collection Documentation

Data Collection Qverview

The GUIDE system is used by district and school personnel to generate unique 1Ds for
all of Georgia’s public school students in grades K-12.
Data Collection Transmission Dates

GaDOE Name Processing Rules FVQ[]]Q GUIDE RESDUFCBS .
Georgia Student Data Privacy, Accessibility, ) CheCk your prlnted Copy for IaSt
and Transparency Act » GUIDE Data Element Detail update dates.
« GUIDE FAQ's
Fecords Retention = GaDOE Name Processing Rules
School Count by Type = How to Translate a Foreign Birth Certificate

I = Student Identity Data Reminders

7/2/2018 .
Prior year GUIDE resources



6) GUIDE Documents (Continued)

FY2019 GUIDE Resources - http://www.gadoe.org/Technology-Services/Data-
Collections/Pages/FY2019-GUIDE-Resources.aspx

Gabor 9006000

Georgia Department of Education Richard Woods, Georgia's School Superintendent

Offices & Divisions Programs & Initiatives Data & Reporting Learning & Curriculum State Board & Policy Finance & Operations Contact

h = Technology Services = Technology Services - Data Collections-+FY2019 GUIDE Respirens

Name: rio carnalaic enzirzigisrs e
General Information FYZU]Q GU"]E Resuurces Reneé, Bjarg, Frida, or AHactacusd
(Anastasia in Belarus)

FY2019 Data Conference

Data Collection Documentation

Data Collection Overview

The GUIDE system is used by district and sghool personnel to generate unique |1Ds for
all of Georgia’s public school students in ggades K-12.
Data Collection Transmission Dates

Only special characters ir) =

Other rules in the FY2019 GUIDE Resources el e
document, like essibily R
2 = GUIDE Data Element Detail " hyphen (Saeraz-Careja)),
= Last name should - GUIDE FAQ's St ey
ST ﬂGaDOE Name Processing RulesR = space (Snlin — Jaonss),
= How to Translate a Foreign Birth Cerlificate " pe”Od CHIESE Joriry), 2l
suffix (Smlth Jr) = Student Identity Data Reminders - Slngle qu0te (La’VMontor:

7/2/2018 D’Bri '_)ﬁ) 15

Prior year GUIDE resources



6) GUIDE Documents (Continued)

C;c%os

Geargls Depariment of Educaibon

il

Main Menu

Search [ Update / Claim
Add Single Student

File Upload

Discrepancy Resolution
Mear Match Resolution
Home

LG OU

Reports

Error Beport

Download IDs

Claimed OUT Report
Claimed IN Report
Transmission Verification
Sp. Ed. History Report
Collection Mismatch Report

Current Documentation
GUIDE FILE LAYQUT

GUIDE DATA ELEMENT DETAIL
GUIDE Coordinators List

7/2/2018
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7) 3 Ways to Get a GTID

7/2/2018

1) Search for the student in GUIDE and
‘claim’ him/her. (Students that have been
In a GA school sometime.)

2) Add a new student — one at a time.
(Students that have never, ever been in a
GA public school.)

3) Extract a file from your SIS and upload it
to GUIDE.

17



7-1) Getting a GTID — Single Student

A. Search for the student in GUIDE
B. Claim the student
C. Copy GTID

D. Paste

7/2/2018
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7-1) Getting a GTID, Search (continued)

A. Search - Provides the ability to search for a student. (Students that transferred from

another school district)

Student Search

7/2/2018

Last Name ||

First Name I

Middle Name I

Date OFf Birth | ! |

Gender I Mone -

/l

GTID |

Student ID{SSM) |

Local ID I

Fuzzy Search? |:|

MM/DDYY Y

While entering student identity information in your SIS, enter in GUIDE and
search.

District [ 2LL

Tips:

1.
2.

The search is not case sensitive.
Enter as many data elements as possible to
narrow results and reduce process time.

. Entering part of a name will find any name that

starts with the letters entered. (For example:
use this when you are not sure if both last
names of a double last name were entered.
Search on Sanchez instead of Sanchez-Hill.)

To search on a Local ID in any District, leave the
District selection defaulted to ALL. To find a
Local ID that was issued in a specific District, use
the District filter selection.

. Fuzzy Search can be used only when a first or

last name is entered. This will find names that
sound like the name but have a different
spelling than is entered in the search. For
example, a fuzzy search will find "Ashlee" and
"Ashlea" and "Ashley" when "Ashley" is
entered. A fuzzy search takes longer than a
regular search.

19



7-1) Getting a GTID, Narrowing Search

Student Search

The Student Search provides the ability to search for a student in the GUIDE database. To begin your

search, please enter available information in the fields below. Once you have finished, press the

‘Search’ button. See Tips at the bottom of the page.

Last Name |f'.l'| iller

First Name ||:|E|tri

Middle Name |

Date Of Birth [08 | /| | 7| MM/DD/YYYY
Gendd  |Mone L
GT.D | |
Student ID(3 SN) | |
L¢/cal ID | | District [ALL

Fuzz; Search? [ |

If the Date of Birth was not
entered, 28 like names would
have been returned.

7/2/2018

~|

Showing 1 - 6 of 6 Records

last | First | Middle Birth Student | Parent/Guardian " School Ent
Suffix Gender, / Last District to Update GTID "' | Student Status
Name | Name | Name Date ID Name Date
Niler  Patrichs 0 Female | #++407E Gloria Commission Charter Schods- s 07/19/2017 Active
Charter Academy

. — Student has aged-
Miller P 08 Male 5595 Newton County 07/27/2011 "
Miller P 08 Male | *****3845 Liberty County 03/18/2011 Active
MILLER | DA 08 Male | #551797 Coveta County 11/16/2006 Bmdentoﬁ”m'
Miller P 08 Male | **%+%{544 Cabb County 02/26/2013  Student Graduated
Miller P 08 Male | **##%3779 Forsyth Caunty 08/06/2013 Active

20




7-1) Getting a GTID, Fuzzy search

Last Name Imiller

First Name Ipatr

Last Name I

First Name |patrich

Middle Name | Middle Name I
Date Of Birth /| / MM/DD/YYYY Date Of Birth / | /| MM/DD/YYYY
Gender [None Gender |MNone
GTID I— GTID
Student ID(SSN) l— Student ID({SSN)
Local ID | District |ALL Local ID | District [aLL

Fuzzy Search? @

A Fuzzy search on last name miller, first name
patr returned 2 records for Peter.

Last Name First Name

Miller Peter
Miller Peter
7/2/2018

Fuzzy Search? @

A Fuzzy search on first name patrich returned
1,593 records for names that sound like patrich

Including but not limited to Patricia, Patrisio, PATRICIA,

Patresha, PATRISHA, Patrecia, Patrisia, Patricha, Pe'Dreshia,
Patreeshia

21



7-1) Getting a GTID, Search (continued)

* If you find an exact match in GUIDE, select the student to View Student Detail.
Claim the student and copy the GTID to your SIS.

Showing 1 - 1 of 1 Records

Last Name | First Name | Middle Name |Suffix| Birth Date| Gender| Student ID| Parent/Guardian Name Last District to Update GTID |School Entry Date | Student Status
Miller Patricha Faith 08/21/2012 Female *****0g7f Gloria State Charter Schools IT- Cirrus Charter Academy 3229974084 (07/19/2017 Active

* If no match is found, you can add the student.

7/2/2018 22




7-1) Getting a GTID, Search (continued)

Claim a student by selecting your
school from the drop down,
entering the School Entry Date,
update information as
necessary and click ‘Claim’. You
cannot remove information at
this time. There is an Update PII
option that will be discussed in
the Reports and Updates
session/document that will allow
you to submit a request to have
data removed.

7/2/2018

*Select a School

Data Element

Existing GUIDE Record

Select school

Camden County High School-0295
Camden Middle School-0182

Crooked River Elementary School-0187
David L Rainer Elementary School-0195

Update Record

GTID 3229974084 )
Kingsland Elementary School-0153
*Last Name Miller Mamie Lou Gross Elementary School-0100
Mary Lee Clark Elementary School-0495
*First Name Patricha Matilda Harris Elementary School-018%
Saint Marys Elementary School-0110
Middle Name Faith Saint Marys Middle School-0105
- - - 97
Middle Name Verified? i\.:;r;lﬁed:wddle MName is 2 or more letters 019
Suffix
*SSN/Student ID 123128376 I'I 23129876
*Gender Female IFemaIe
*DOB (MM/DD/YYYY) 08/21/2012 IDSJ"21a'2ﬂ12 w0 Age : 6 (As of Sept. 1 of School Year)
Local Student ID |
“*Parent/Guardian Gloria IGIDria
*Ethnic Hispanic Mo [m - no
*Race American-Indian Mo IN - Mo .
*Race Asian Mo N - Mo
*Race Black Mo IN - No -
*Race Pacific Mo IN - No .
*Race White White W - White
*School Entry Date(MM/D0/YYYY) 07/19/2017

Last Updated

07/19/2017 12:10:57 PM

Last Updated By User

Spivey, Michelle (michelle.spivey@cirrusacademy.org)

Student Status

IActive

Last District to Update:

State Charter Schools [I- Cirrus Charter Academy

Updated:07/19/2017 12:10:57 PM

Last School to Update:

Cirrus Charter Academy
Updsted:07/19/2017 12:10:57 PM

= &=
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7-2) Getting a GTID, Add a Single Student

Add A Single Student

* Add a Single Student— Provides the ability
to add a student to the GUIDE system for
GTID assignment. (Students that have
NEVER been in a GA public schooal,
including PK (Bright From the Start).

* ALL of the identity elements (FIRST NAME,
MIDDLE NAME, LAST NAME, BIRTH DATE,
GENDER, and SSN) must be complete and
accurate.

e This add results in a claim.

7/2/2018

Add Single Student

This page provides the ability to add a student to the GUIDE system for GTID assignment. To add a student, enter all required data (marked in red with =), then press the "Add" button.

|*Select a School || Select School V|

GTID |

*Last Name || |

*First Name | |

Middle Name | |

Middle Name Verified? |O-Midd|e Name Not Venfied b

Suffix

*S5N/Student ID I:I Please Enter all the digits. (Format:339993343),
*Gender

00 oy =

Local Student ID

*Parent/Guardian

H

*Ethnic Hispanic

N - No

<

*Race American-Indian

*Race Asian
*Race Black
*Race Pacific
*Race White

*School Entry Date(MM/DD/YYYY)

5042017 [k

0

*Selected District

DeKalb County

*Selected School

24



7-2) Getting a GTID, Add a Single Student (continued)

If you receive the following message when adding a single student
Student has not been added. A Near Match Case has been created and must be resolved. Go to Near Match Resolution and click on Batch ID 125335.

Follow the Near Match process — explained in the GUIDE 101 document
and in the GUIDE Help document with the GUIDE application.

7/2/2018 25



7-3) Getting a GTID, File Upload

File Upload

* File Upload — Provides the ability to
upload a previously extracted file from
your SIS. There are 3 steps to upload a
file.

 Step 1- To upload a single file, click
on the Browse button. Navigate to
the file extracted from the SIS, then
click on Open.

e Step 2 - Once the file has been
chosen, it will show up in the Send
this file area. Now click on File
Upload.

e Step 3 - When you have multiple
files, repeat the steps again.

* You will be notified (by email) when
the upload process is complete.
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Main Menu

Search / Update [ Claim
Add Single Student

File Upload

Discrepancy Resolution

Near Match Resolution

Reguest Additional Pseudo Numbers
Home

LOG OUTI

Reports

Error Report

Download IDs

Claimed QUT Report
Claimed IN Report
Transmission Verification
Sp. Ed. History Report
Collection Mismatch Report
EL History Report

Current Documentation
GUIDE FILE LAYOUT

GUIDE DATA ELEMENT DETAIL
GUIDE Coordinators List

File Upload

Please follow the steps below:

+ Step 1: To upload a single file, first you must select a file containing relevant data in the appropriate format by clicking on Browse button.
+ Step 2: Once you have chosen the file, it will show up in the Send this file area. Mow click on File Upload.
+ Step 3: When you have multiple files, repeat the steps again.

Send this file:
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8) What is a Claim?

A claim occurs when a user updates the school
assignment for a student. The school assignment is
called the Last District To Update and is displayed
at the bottom of the View Student Detail page.

There are 3 ways to claim a student.

 Manual claim —happens when you search for a
student, find the student, and update the
district and school to your district and school.

e Can happen when you go through the Near
Match process (slide 35), select the student and
confirm the student.

* An automatic claim occurs during upload when
all the identity elements for a student matches
perfectly. If the District and/or school don’t
match, the Last District to Update and Last
School to Update will automatically update to
the uploaded district and school.

A Claim is the key to accessing SLDS for a student.
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View Student Detail

This page displays detailed student information and provides the ability to claim a student or edit a student's GUIDE record. Required fields are noted in red with *.

To claim a student or to edit a GUIDE record, you must first select the school.

Claim: To claim this student, select the new school of enrollment and enter the School Entry Date. When you are ready to submit, press the Claim button.

Update: To edit this student’s identity data, enter your changes into the fields below. When you are ready to submit your changes, press the Update button.

|*Se|ect a School

||River Road Elementary School-4066

Data Element
GTID

*Last Name

*First Name

Middle Name

Middle Name Verified?

Suffix

*SSN/Student ID

*Gender

*DOB (MM/DD/YYYY)

Local Student ID

Parent/Guardian

thnic Hispanic

**ce American-Indian

Existing GUIDE Record Update Record

Personal info protected by
FERPA

*SchooWEntry Date(MM/D0/YYYY)

06/08/2018 “03;03;2013 N

Last Updhted 07/05/2018 03:04:05 PM
Last Upd§ted By User Brown, Janie (brown.jane.g@muscogee.k12.ga.us)
Student s

|Active

Last District to Update:

Muscogee County
Updsted:07/05/2018 03:14:08 PM

Last School to Update:

River Road Elementary School
Updated:07/05/2018 03:14:08 PM
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8) Who the student is and when they can be
claimed

WHO the student is WHEN student can be
claimed

New / Transfer Students .......they enroll

Pre-registered PK and KK Students ....... they register

Students that were enrolled last .......AFTER no-shows have

year and indicated they are been withdrawn

returning
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8) Who, When, You Can Claim a Student

7/2/2018

* Only send or create a record in GUIDE when you have

COMPLETE student identity info.

If you are pre-registering a PK or KK student and the
parent does not have the birth certificate or SSN card
with them, wait — do not send a record to GUIDE for
missing identity data.

If a2 parent does not have a SSN card for a student that
has previously been enrolled in a GA school, do NOT
assign that student a 9994# as a temporary identifier. Ask
the parent if you can use the SSN if it is in the state
identity database to help POSITIVELY identify their
student. If they say yes, look the student up in GUIDE. If
they say no, have them sign the waiver at that time,
then assign a 9994 if there is not one already assigned
to the student in GUIDE.
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9) Help Desk Assistance for GUIDE

* The Technology Management Customer Support Center at dticket@doe.k12.ga.us or 1-800-869-1011, is the first
line of contact for questions concerning errors, warnings, and collections in general. When contacting the Help
Desk, please follow the guidelines below for email or voice message correspondence:

* Include:

Your first and last name
District, school, or charter school name
Phone number (where you can be most easily reached)

Email address (Use “email: youremail@doe.k12.ga.us” in your signature block and you will get a reply email
with

ticket number)

Indicate the collection or application (SR, SC, GUIDE, Con Apps, Facilities, etc. several collections overlap and
the Help Desk supports several other applications)

Error/warning number and message
Description of the issue or the question

* Please DO NOT include student personally identifiable data in your correspondence. This includes the use of full names, full
SSN’s/GTID’s (partial #'s are ok), or other personally identifiable data. Portal Imail is secure and may be used to send personally
identifiable data if necessary. If using Portal Imail use (First Name) Guide (Last Name) Admin for GUIDE questions only.

7/2/2018
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Summary of Today’s Presentation

1. GTID is a unique, unchangeable, 10-digit randomly assigned number assigned on a
permanent basis to each student enrolled in a publicly funded K-12 Georgia school or
program.

2. GTID is important because it uniquely identifies a student and is used to link all the
students in all data collections.

3. Identity elements used in GUIDE are the elements which to uniquely identify a student.

The%/ are: First Name, Middle Name, Last Name, Gender, SSN, Birth Month, Birth Day, and
Birth Year.

4HGUIDE is the electronic data system used for the creation, tracking, and maintenance of
the GTID.

5. The GUIDE Help File provides information on every part of GUIDE including errors and
warnings.

6. Documents for GUIDE can be found at gadoe.org and inside GUIDE.
7. Getting a GTID is easy — Search & Claim, Add a new Ga. Student, upload all students

7/2/2018

31



Summary of Today’s Presentation (Continued)

8. Claim is complete manually, through the Near Match process, or
automatically during upload.

9. Contact the Helpdesk at dticket@doe.k12.ga.us or 1-800-869-1011.

*Remember you are part of a team.

You've got this!
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