i4see – Checklist Summary

Checklist Summary : SASID Request – Multiple SASIDs at One Time

School districts are responsible to assign and track a state assigned student identifier (SASID). Each student should receive only one SASID that should remain with the student throughout his/her education in the state of NH. If the student transfers into a school district and was previously enrolled in a NH school, then the SASID should be in the students academic folder. Alternativley, the district should contact the prior district to identify the SASID. A new SASID should not be created for the same student. 

School Districts can request a SASID one at a time through a web-based tool, or submit a comma-delimited file that requests SASIDs for multiple students at one time.  If a student already has a SASID assigned, the system will prevent the creation of a duplicate SASID and provide contact information to locate the student's SASID. 

Requesting Multiple SASIDs

To receive SASIDs, you need to submit a file to the department with a record for each of your students.  Each record in the file should have the information described in the data dictionary.  You can view this sasid request layout in the data dictionary found at www.ed.state.nh.us/i4see. 

Below are a list of the steps that need to be performed.
( Extract The Data From Your SIS (student information system) : steps 1-3
1. The ‘home page’ for the i4see project is www.ed.state.nh.us/i4see 

2. If you select the data dictionary from the i4see home page, you can find a list of the fields required to request SASIDs.  

3. You should then extract this information from your Student Information System.  The data should be saved into a .csv (comma separated variable) file. You can contact your SIS vendor if you need help doing this.  A list of vendors can be found at the i4see home page. 

( Upload the Data to the DOE : steps 4-5
4. You should then upload this data to the department using the Submission WorkQueue (found on the i4see home page). Each SAU has a user id and user ids can also be requested for districts or schools.  

5. If you need help with the tool, please refer to the user support guide (also found on the i4see home page).   

( Verify Your File : step 6
6. Once your file has been verified and no errors are found, the system will assign SASIDs. If errors are found, you can view the detail that will identify the specific errors. You then need to make the corrections and resubmit the file. 

( Import the Data Back Into Your SIS : step 7
7. After the SASIDs are assigned, you should download the SASIDs (from the workqueue) and then import those SASIDs back into your Student Information System (again, please contact your SIS vendor for assistance). 

( Print Labels for the Student Folders : step 8
8. Finally, you should print labels that contain the SASIDs, the students name and DOB.  These labels should be added to the student’s folder, so that it travels with the student as he/she transfers schools. 

 

Please let us know if you have any questions.  You can email i4seeHelp@ed.state.nh.us.
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