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[bookmark: _Toc28955486]About
The Wyoming Integrated Statewide Education (WISE) Data System was created as a result of 2003 state legislation. The WISE Data System unit supports the development, data quality, security, and management of school, student, and staff data. The WISER Registration System is a key component of the system. The WISER Registration System assigns and maintains WISER ID numbers for students and staff in Wyoming public schools as well as post-secondary institutions. A WISER ID is a unique identifier or UID. More specifically it is a unique 8-digit number that is assigned to, and remains associated with, a student throughout their educational career - including Wyoming postsecondary schools. Educators in Wyoming also have WISER IDs to enable submission of staffing data to the WDE as well as access to the statewide Learning Management System. An individual who is both a student and an educator will only have only one WISER ID.

[bookmark: _Toc28955487]Accessing the WISER ID System
Begin by navigating to the Wyoming Department of Education’s website. Once on this page, click on the Data & Reporting link in the navigation header. Then click on the ‘WISER Registration System’ banner on the right side of the page under the ‘Data & Reporting Tools’ header.
[image: ]
[image: ]If you are not already logged in, you will be automatically directed to the WDE login page. Enter your WyEd user credentials and click the sign in button.



[image: ]Once logged in you will be taken to the ‘WISE SSO Authenticator’. On this page you will see three navigation cards. If you do not have these cards, check that you are on the SSO Authenticator or have the appropriate role assigned to your WyEd user account. 
This Guidebook will detail two of the three navigation cards; WISER Registration System and WISER Registration System Wizard.



[bookmark: _Toc28955488]WISER Registration System
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The WISER Registration System is the first of the three navigation cards users will see. By clicking on this card users will be able to:
· Resolve Ambiguous Matches
· Look up information by WISER ID
· Look up information by name and DOB
· View information about xDUID



xDUID Match Engine
The Match Engine uses identifying attributes about an incoming UID request such as name and date of birth to identify match candidates in the database of all individuals with assigned WISER ID's and calculates a match score for each. Calculated match scores are compared to two system probability threshold levels, the match threshold (e.g. 96%) and the possible threshold (e.g. 75%), to determine one of three possible request outcomes:
1) UID EXISTS – A single match candidate has a match score above the match threshold. With near certainty the requested individual and this candidate are the same person. The UID for this candidate is returned.
2) AMBIGUOUS – More than one match candidate has a score above the match threshold or no candidates have a score above the match threshold, but at least one candidate scores above the possible threshold. The available match candidates with scores are presented to the user for manual resolution. The user must discriminate between the candidates and select the right one or discard them all in favor of a new UID.
3) NO MATCH FOUND – There is no match candidate with a score above the possible threshold. A new UID will be automatically assigned.

[bookmark: _Resolving_Ambiguous_Matches][bookmark: _Toc28955489]Resolving Ambiguous Matches in the WISER ID System

[image: ]Click on the first card titled ‘WISER Registration System’. This will take you to the home page for the Unique ID System. On this page you should see a blue box with a yellow ‘Warning’ symbol.  Click on the box to navigate to the ‘Pending Resolutions Page’.

All of your un-resolved ambiguous matches will be laid out in spreadsheet format that is searchable.
[image: ]
[image: ]Once you have located the student or staff member you want to review and resolve, click on the ‘Select’ link in the left most field.




[image: ]You will be brought to the Resolution page. In this page you will be shown your submission on the left side of the screen under the “Submitted Request” header.
Read and verify that all information being presented here is accurate. If at any point you find that you have made a mistake please contact the WDE for instructions on how to proceed.



Please take note before moving on:
A WISER ID is very much like a Drivers License number. Once it has been assigned, the number will follow that individual forever regardless of whether they leave the state/district/school and return or advance in age. Best practices would have you always looking for ambiguous matches PRIOR to requesting a new ID.  In many cases pre-kindergarten (PK) students are also assigned WISER ID’s. Do not assume that a new ID is necessary just because the student is in kindergarten or if a student comes from out of state.  
In the case of a name change, a new WISER ID should not be generated. Please refer to documentation regarding updating WISER ID information for how to resolve name changes in the system. Remember, the WISER ID remains with the person regardless of name and/or gender change.
On the right side of the page you will get a list of potential matches for your submission. USE EXTREME CAUTION in selecting a match or requesting a new ID. Selecting the wrong match will result in “stealing” an ID from another individual. The two individuals become cross-linked and their privancy guarantees under FERPA are at risk. Generating a new ID for an individual that already has one will generate other errors that make it difficult to track mobility. Make sure that you are certain that you have made the most informed choice you could make. If at any point you are uncertain, please contact the WDE for guidance on how to proceed.
[image: ]
[image: ]When determining if a valid match is being presented among the candidates, pay close attention to the score. If you entered everything correctly, and the current information on one of the candidates makes sense, then a candidate with a match score of 85% or higher is often the same person who may be scoring lower due to minor disagreements in the data (e.g. gender). Match scores between 75% and 85% are possible and may be the result of more drastic changes to either name or date of birth. Much more rarely, however, is a candidate scored in the 70s the same individual. If ever you are not sure, contact the WDE for guidance.
[image: ]When you click on the ‘Select’ link for each candidate, a new window will pop over the existing one that gives a side-by-side comparison of the ‘Requested Data’ next to the ‘Existing UID Record’.






[bookmark: _Toc28955490]Use This UID

If the information presented in the Existing UID Record is correct click the ‘Use This ID’ button at the bottom of the screen. 

[image: ]

There will be no changes to the data that is contained within the WISER ID platform and your SIS will pull in the WISER ID (if you are configured to do so) of the candidate you selected.


[bookmark: _Use_This_UID][bookmark: _Toc28955491]Use This UID And Alias
If the information in the ‘Requested Data’ column is the most current or accurate then click the ‘Use this UID and Alias’ button.
[image: ]

You will get the WISER ID of the selected candidate returned to you, just as in the “Use This UID” case, above. You will also update the candidate’s information in the statewide WISER ID system with the information that is presented in the “Requested Data” half of the window, overwriting all existing data in the system.  

Remember, with great power comes great responsibility, please take the time to ensure that the ID you are updating makes sense and actually belongs to the person you are working with and not someone else. 


[bookmark: _Toc28955492]Continue and Create a NEW UID
If a student or staff member moves from any Wyoming K-12 school or one of the growing number of pre-schools who assign WISER IDs to their students, or if they moved out of state and then moved back into Wyoming, then they likely already have a WISER ID.  In these cases choosing to create a new UID is not the appropriate action.

[image: ]Likewise, if a student or staff member experiences a name change, then they will already have a WISER ID and do not need a new one assigned. Please follow the directions for Submitting a Correction to a WISER ID as well as the steps outlined in the Use this UID and Alias section. 

Once you have verified that the individual in question has not previously been assigned a WISER ID and established that none of the suggested matches are the person for whom you have requested a WISER ID, then you will click the ‘Continue and Create a NEW UID’ button.

[image: ]Once you click this option, you will be given another popup window verifying that you do indeed want to create a new UID. If this is correct then click ‘OK’ otherwise click ‘Cancel’ and you will be returned to the previous page. Once you click the ‘OK’ button, a new and unique WISER ID will be returned to you. 






[bookmark: _Toc28955493]UID Lookup

There are two areas within the WISER ID system that allow users to search for WISER IDs. The first is the UID lookup found in the Unique ID System. The second is found in the Wizard, but does not provide any more data than the WISER ID. The UID Lookup gives more detailed information regarding the owner of the WISER ID that has been entered.



[bookmark: _Toc28955494]WISER Registration System Wizard (xDUID)
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The WISER Registration System Wizard is the second of the three navigation cards users will see. By clicking on this card users will be able to:
· Submit a WISER ID request 
· Retrieve a WISER ID request
· Search for an individual WISER ID
· View Batch Upload Logs
· Download the WISER ID request template
· Download the WISER ID file specification document


[bookmark: _Toc28955495]Submitting a WISER ID Request (Batch Upload)

You will be given several options on this page and we encourage you to explore each of them as time permits, but for the batch upload you will to first download the template in order to complete the batch upload process. To do so, select the “WISER ID Request Template”. This will download a .csv file to the default download folder on your computer. 
[image: ]
Next Click on the “WISER ID File Specification” card to download the instructions for how to fill out the .csv file template. 
[image: ]

Redacted example of what a record may look like 
[image: ]

Note the first field should contain the numeral 1 (one) indicating the status of the individual in this row is that of a new request. The second field will contain the numeral 1 (one) if the request is for a student and the numeral 2 (two) if the request is for a staff member.  

If the second field contains the number 2 (two) then the SSN field (column V) MUST contain a social security number.

You may enter as many students and/or staff members as you need. One individual record per row. Use extreme caution in spelling etc. Save the template as a .CSV file as well as save the file to a location that will be easy to find and/or remember.

Once you have finished entering all students and/or staff members, it is time to upload them to the WISER ID request system.

Click on the “Submit a WISER ID Request” card.
 [image: ]
Drag your newly created file into the drop box.
[image: ]
Then click ‘Preview Records’.
[image: ] 
You will see a list of records to preview. Pay close attention to the error field on the left. If all records are ‘NO’ you may continue to submit your WISER ID request. If some are marked ‘YES’ for errors you can still proceed to submit, but only those without errors will be sent.

[image: ]

Click the Upload Records Button to upload the new records.
[image: ]
This will take some time to complete; several minutes per individual. A good rule of thumb would be to wait about an hour before checking the status.



[bookmark: _Toc28955496]Retrieve a WISER ID Request

To check the status and get individual WISER ID’s click on the ‘Retrieve a WISER ID Request’ card.
[image: ]

Locate the name of your file and click the check box to activate the ‘Preview Records’ button.
[image: ]

[image: ]
Once the record has been fully processed by the WISER ID system the N_SLF_STATUS will change from ‘Request Submitted’ to ‘System Match’ or ‘System New’ and the State_Id field will be populated with the new WISER ID. The other possible outcome is that the status becomes ‘Unresolved’. This means the individual has resulted in an ambiguous match. In this case, you will first have to go into the WISER ID Registration System and provide resolution before the State_Id field populates. Once you have done so, the status will become ‘User Match’ or ‘User New’.
[image: ]

If you realize later that you have made a mistake, do not re-upload.  Please contact the WDE and together we will work out a solution.

[bookmark: _GoBack]

[bookmark: _Submitting_a_Correction][bookmark: _Toc28955497]Submitting a Correction to a WISER ID

If you need to correct the information contained within the WISER ID system, you will do so by either utilizing the functionality of your organizations SIS or you can do so manually, if that is warranted.  

To correct through your organizations SIS, you will need to contact your SIS vendor to obtain instruction on how their system was designed to allow you to manipulate the information. In most cases, however, this is just a matter of editing the student’s information on his or her demographics screen.

To correct the information manually, submit a batch upload with the verified and accurate information and do not forget to include the WISER ID. Doing so will generate an ‘Ambiguous Match’. By providing the WISER ID, that indicates to the system that you know the WISER ID and that you are requesting a change in existing data.

Follow the steps outlined above for Resolving Ambiguous Matches in the WISER ID System as well as the steps outlined in the Use this UID and Alias section. Please ensure that you are updating a staff member or student that you actually have, otherwise you risk stealing an ID or creating errors for another organization or both.


[bookmark: _Toc28955498]Search for WISER ID

This is the second option for users to search for an individual’s WISER ID and is located in the WISER Registration System Wizard.  

[image: ]

Though the option presented here does not have all of the functionality as the search features in the SSO Authenticator, it does give you exactly the data you searched for (i.e. the WISER ID).

[image: ]
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(Note: four digits of the above WISER ID have been obscured for privacy and security reasons.)


[bookmark: _Toc28955499]Batch Upload Logs

Utilizing this feature will aid in locating a specific ‘Batch Upload’ file that may have been uploaded during a broad or specific time period, depending on the parameters users provide to the search feature.

[image: ]

After clicking the Batch Upload Logs navigation card, you will be taken to the search page. Enter the date range you wish to view and click ‘Submit’.
[image: ]
Once you have submitted, if there is data available for that date range, then you will receive the requested information along with basic details regarding the upload.
[image: ]
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For assistance with Staff IDs contact
Donal Mattimoe
donal.mattimoe@wyo.gov
307.777.6391

For assistance with Student IDs contact
April Strong
april.strong@wyo.gov
307.777.8751

For general WISER Registration System questions contact
Susan Williams
susan.williams@wyo.gov
307.777.6252
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