[image: image1.wmf] 

Texas Skyward User Group
2009
Data Clean-up

Student Management/Codes/District Codes/Name/Name Maintenance – SM>CO>DC>NA>NA
The View All Names button allows you to view ALL names that currently exist in your database (guardian, employer, staff, student, etc).  It gives you the opportunity to browse for any duplicate names.  Highlighting any name allows you to see what the name is currently being used as.

Student Management/Student/Reports – SM>ST>RE>DA
Duplicate Alphakey-This report will display any duplicate name key that exists in your database.  It will also display what type each name is currently used as in your database
Student Management/Student/Reports – SM>ST>RE>DF
Duplicate Family- (can be run from any entity).  This report will display families that have like addresses and phone numbers, but different family ID #’s.

System Admin/System/Dist Config/ District Information Config – SA>SY>DC>DI
Defaults can be setup in this area for name and address fields.  These defaults, once setup, will allow for all newly added names/addresses to automatically display with the case specified no matter how they have been typed into your database. (It does NOT change any names/addresses currently in your database). 

Name Fields- set default to Upper Case, Lower Case, or As Enter
Address Fields- Upper Case, Lower Case, or As Entered

System Admin/Utilities/Name Merge Utility – SA>UT>SU>NM
Name Merge is a system wide utility that allows you to merge names together.  This process will NOT delete any records that were created with the name you are merging, it will only change the name on the record(s) to the one you are merging to.  We strongly recommend that you have a good backup of your database and that the name merge process should only be ran when no one else is in PaC. 

       Name Types that can be merged from and into include:

Staff
Guardian

Health Professional
Employers

Emergency Contact
Alumni

Feeder School
Hospital

Insurance Company
Organization

Publisher

 

       Name Types that can’t be merged with this process:
Student
Fee Management Payor

Fee Management Customer
Food Service Payor

Food Service Customer

System Admin/Utilities/Upper/Lower Case Utility – SA>UT>SU>UL
This utility enables you to mass change characters in the student and family names, address and name key from upper or lower case.  However, Name Keys cannot be changed to all lowercase, because the whole name key needs to be uppercase.
Desired specifications chosen, when setting up this utility, MUST match the Default Case settings in the Dist Config. 

System Admin/Utilities/Area Code Mass Update – SA>UT>SU>AC
This utility will allow you to mass change the area code for telephone numbers.  The exchange represents the first three numbers of the phone number minus the area code, i.e. 123-456-7890, 456 is the exchange number.

Student Management/Family/Address/Utility – SM>FA>AD>Utility 
Student Management/Office/CY Sched/Course Class – SM>OF>SC>CC>UT>TC
This utility will allow you to mass change the teacher name that is attached to course(s) for specific school years. This is helpful when an old teacher leaves your district and a new teacher comes in to replace them.  By changing the teacher on just the current school year, no historical information is lost.
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