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Introduction  Education Unique Identification 
 
The Education Unique Identifier (EDUID) is used to assign and verify unique IDs for individuals associated 
with educational programs in the state of Idaho. All students attending and staff working, including 
substitutes (certified as well as non-certified), in Idaho publicly funded K-12 educational institutions are 
required to have an EDUID number. EDUIDs are an essential element in the Idaho System for 
Educational Excellence (ISEE), the Longitudinal Data System being deployed by the Idaho Department of 
Education. The ISEE allows the accurate collection and reporting of student data, such as state 
assessments, to be attributed to the appropriate student as they move across schools and districts.  
Through this application, student instructors, administrators, and policy makers will have individual 
student information at their fingertips. For district staff members the EDUID will decrease reliance on 
social security numbers. 
 
The EDUID application is designed to assign a unique identifier to people in different types of 
information systems even though each system may contain the name with minor spelling differences or 
degrees of completeness (i.e. both maternal and paternal given names for Hispanic students). The 
functionality includes the ability to check new submittals of information against the current set of 
student data. This will increase the accuracy and timeliness of matching assessment data to the correct 
students. The new EDUID is a robust name matching application designed to identify spelling errors, 
data input transpositions and other data input errors. This will assist in the maintenance of a single 
EDUID during the time a person is involved in the Idaho educational system, including the transition 
from student to teacher. For these functions to work as designed, the most complete legal name 
available must be entered into the application. 
 

The EDUID application compares submitted name information with current data contained in the Idaho 
State Department of Education (SDE) database with four potential results. Information can be submitted 
in a batch via a CSV file or individually on the EDUID website. The matching process will produce one of 
four results; 
 

1. If the new person’s submitted information is very similar to a person already in the database, a 
match is made and the EDUID is returned to the submitter (either displayed on the screen or in a 
CSV file). 
 

2. If no strong match is found, but one or more existing people are fairly close matches, the 
submitter is asked to determine if one of them appears to be a correct match or whether none 
are a good match, and a new record and identifier should be created. Once the determination is 
made the associated EDUID is sent to the requester. 
 

3. If the new person’s submitted information is very similar to multiple people already in the 
database, then the submitter is asked to determine which of the matches would be the best 
match or whether a new record and identifier should be created.  
 

4.   If the new person’s submitted information is NOT sufficiently similar to a person already in the 
database, a new record and EDUID can be created and the EDUID is sent back to the submitter 
(automatically, without input from the submitter). 
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The EDUID system relies on two sets of data to determine if the submitted name is a match to an existing 
person. The primary comparison data is: 

 

• Name – Given ( a combination of first, middle, and suffix name) and Family (i.e. last name) 
• Gender 
• Date of birth 

 
Secondary data is optional and may or may not be used for comparison. Examples of secondary 
comparison data are: 

 
• Local System ID 
• Social Security Number (the EDUID system stores these in a secure manner) 
• State code of Last School Attended 

 
Because the ISEE system must match information across districts and over long time periods, it increases 
the need for inter‐district consistency in data input particularly in respect to gathering names. In today’s 
mobile environment, students may change schools and districts many times throughout their K‐12 
educational experience. This makes consistent data input absolutely critical for accurate consolidation of 
information on a student as they move through different school systems. 
 
Idaho statue § 18-4511 (2) mandates that names be obtained from legal documents. The ISEE webpage 
contains a document to assist districts in the gathering of names, it is located at 
http://www.sde.idaho.gov/site/isee/. The complete legal name should be gathered and entered into the 
EDUID system. Inclusion of full middle names (where they exist) and full family names (maternal and 
paternal where applicable) are required for full application functionality. A complete name is required 
and can be obtained by a certified copy of the student’s birth certificate, by a passport, by a visa, or by 
other governmental documentation of the student’s identity.  
 

Selecting the person to perform the EDUID upload and download 
 
The EDUID process is similar to the ISAT process. It involves exporting information from the Student 
Information System, Human Resources, or other data systems in the form of a CSV file. Once the CSV file 
has been created upload that file to the EDUID website, resolving near matches, downloading the 
created EDUID file, and importing the file into the SIS or other data system. Therefore, someone familiar 
with computer files and/or the Information Systems is best suited to perform the EDUID process. 
Knowledge of Excel and Comma Separated Value (CSV) files is also helpful in completing the process. 
Multiple people for each district/school should be trained and responsible for ensuring every enrolled 
student and staff member has an EDUID. 
 

 

 

http://www.sde.idaho.gov/site/isee/
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Getting Started 
 
EDUID is the first SDE application to utilize the Department of Education’s security access system. The 
single login application is designed to consolidate the number of usernames and passwords Idaho School 
District users create and manage. Multiple applications can be accessed (i.e. EDUID, CNP, 
Transportation, etc.) with one username and password. 
 
If you are a first time user and need to know how to obtain a username, password, and authorization for 
the application go to the State Department of Education’s ISEE page and click on Registering to Access 
ISEE Application. There is also a YouTube instruction video located at 
http://www.youtube.com/watch?v=Z1iR4h-wM8Y&feature=youtu.be.  Both the document and the 
video will give you step by step instructions on how to gain access to the application. 

The Education Unique ID Application 
 
As described earlier, there are two ways of getting an EDUID. The most efficient and streamlined way to 
begin obtaining an ID is by a batch submission of a CSV data file. Using a file upload through the EDUID 
Upload module you are able to create multiple EDUID’s at one time. This allows users to submit multiple 
names for matching in a single process. The other method to obtain an individual EDUID is to enter data 
into the Request EDUID page and retrieve the results. There is also a Verify EDUID page which is used to 
ensure that information (such as person name and EDUID) is correct. The system will notify the user as 
to whether the information is correct or not. 
 
EDUID matching and generating methodology assumes there may be minor spelling differences or data 
input differences between data systems with student or staff information. It is purposefully designed to 
find people with similar names, genders, and birth dates that have previously been issued an EDUID and 
match those. 
 

EDUID Batch Processing using the Upload Module 

 
The Upload allows a batch upload of student and staff information and a download of EDUIDs. The 
Upload will assist you in browsing to the file of names you saved to your computer, uploading the file to 
the EDUID application, and the downloading of a response file on completion of the EDUID batch 
assignment process. As long as you create your file from the file template the file handling process will 
validate the format, match names with names already in the system, and create EDUIDs for those that 
are not in the system. 
 

1. Create a CSV file containing individual student or staff information from your district data systems 
(i.e. Student Information System, HR System etc.) formatted in an Excel spreadsheet as outlined in the 
Appendix of this document under File Format. Save the file to a location you can easily find. Here is 
an example of what the spreadsheet looks like before entering information. The file must have a 
header row when uploading your data. 

 

http://www.sde.idaho.gov/site/isee
http://www.youtube.com/watch?v=Z1iR4h-wM8Y&feature=youtu.be
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2. Log into the EDUID application and click on the Upload link in the left navigation links. 

 
 

 
3. Select your district by starting to type in the district name. Files are stored by the district 

uploading the file. Once your district is showing in the field then click Select. 
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4. This will open your districts upload screen where you will be able to select what type of upload 
you are doing. In this case we are doing an EDUID – Higher Ed upload so click on the Eduid – 
Higher Ed link with a Status of Waiting for Upload. 

 

5. This will open the Upload files screen. The file type is set to the default of EDUID request CSV 
file upload automatically. 
 

 
 

6. Click on the browse button and use the navigation page to find the file you created in Step 1. 
Highlight the file and click open. This will bring you back to the Upload files screen with the file 
that you chose. This provides you with the opportunity to verify that you have the correct file. 
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7. Click the Upload file button. The file management page will display information about the file 
you uploaded. The Status information provides you a link to Resolve Issues if there are any and 
a link that will provide you with Results. If the Status shows Resolve Issues it could be due to no 
match rows, multiple match rows, or possible match rows that need to be manually reconciled 
by the user.  

 

After your upload has been processed, you will receive an email informing you that the upload 
has been completed and advising you of any issues with the files that must be manually resolved 
before processing can be completed.  

 

 

8. Clicking on the Resolve Issues link will take you to the Resolve Issues page. The first section of 
the page contains the File Detail. This section provides the File Name, the File Status, the 
number of Rows in the file, the number of Unmatched rows, the number of Multiple Matches 
rows, and the Received Date.  
 
The next section provides the detail information for the unmatched rows. There may be two 
groups of unmatched persons. The first group will display persons where a possible match was 
found. For each person in this group, the original data you uploaded will be displayed above the 
possible matches that were found and a choice to create a new EDUID if you think none of the 
choices are reasonable matches. 
 
The second group will display persons where no match at all was found. For each person in this 
group, the original data you uploaded will be displayed, with options for creating a new EDUID 
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for that person, or skipping that person. Initially the skip option is selected for each person. 
There are two buttons above the row descriptions that will let you Select Create for All or Select 
Skip for All. If there is a large number of children that have no match, rather than display them 
all individually, the information for a sample of ten children is displayed. It is important that you 
look at the data before choosing to create new EDUIDs to be sure there are no fundamental 
problems in the file such as transposed first (given) and last (family) names which may have 
caused them not to match. In some cases a warning will be displayed in the Warnings column to 
assist you in correcting the student file. 
 

If, after review of the original file, you find that some of the rows should have EDUIDs created 
then click on the individual radio button that says Create a new Eduid.  
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The final section displays persons that strongly matched more than one person. The original 
data you uploaded for the person is displayed above the data of the persons that matched. 
Select the person that appears to be the best match to you. The system pre-selects the choice it 
thinks is probably the best match, but you should change the selection if you think it has not 
made the right choice. 
 

 

After you have reviewed the sections described above and made any selections, click on the Accept 
button at the bottom of the page to have the system act on your selections. Click the Skip button to 
direct the system to take no action. You can then make corrections and re-upload the file if needed. 
 
Once you complete your review and have created or skipped the unmatched names then you will be 
taken back to the file management page. Notice that the Status has changed to Complete.  
 
 

 

 

 

 

 

 

File Download 

 

Now you can click on the Results link which will download your new EDUIDs and any rows that did not 
get EDUIDs created. Now you can save this file to a location of your choosing.  
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With the downloaded spreadsheet you will be able to document the new EDUIDs that have been 
created and possibly correct other rows for future upload.  
 

File Validation Errors 
 
After uploading the file you may see some different information on the file management page.  The 
Status information may show that the file was uploaded but instead of a Results link you have a Submit 
(ignore errors) button. In the lower portion of the file management screen you can see that the Status is 
listed as Invalid with a link to View Row Problems and a message letting you know how many rows have 
errors. Do not click the Submit (ignore errors) button until you have resolved the issues. Files can be 
invalid for a number of reasons. The validation routine will ensure that names, dates, and gender are 
valid. The file manager is designed to allow importing of an invalid file and validation routines check that 
file and attempt to help the user determine why it failed. 

 

Click on the View Row Problems link and this will bring up a page something like the spreadsheet below. 
You will notice that the Errors column provides information as to what needs to be corrected to validate 
the upload. In this case the BirthDate field did not have any information entered and this is a required 
field. There is one error that shows the BirthDate that was entered was not valid because it was a date 
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in the future. This information will help you resolve the issues so you can upload the corrected data. 

 

Once the corrections have been made you can save the file and click the upload file link to upload the 
corrected information. Once you upload the corrected information you can go back to step 7 to 
complete the upload and validation process.  
 

If you have completed the upload and the file management screen comes up looking like the image 
below then you can click on the Results link to get your new EDUIDs. Notice that the Status in the upper 
section shows Complete and the Status in the lower section shows Valid. The upload has been 
completed. 
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Single person EDUID searching or generation -- Request EDUID 
 

The EDUID application provides a page to request a single EDUID as opposed to creating several through 
the batch method.  
 

The Request EDUID page uses Given Name(s) and Family Name(s) rather than first, middle and last 
names. This format assists in the matching of names, but it does not affect the format of names in the 
file batch process. The Given Name(s) is generally the first and middle name of the person and the 
Family Name(s) is generally the last name(s). The Name Guidance document at 
http://www.sde.idaho.gov/site/isee/ provides more detail on gathering names from legal documents. 
The most common errors in gathering names is use of only the paternal given name for Hispanic names 
and inclusion of nicknames from the name fields in the student information system. No commas should 
be used between names. Please note that suffixes such as Jr. are input as part of the Given Name(s). 
 

It is important to use full legal names including middle name (if it exists). 

http://www.sde.idaho.gov/site/isee/
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Data Match Results 

 

After you complete all the information on the Request EDUID screen you will click the Request EDUID 
button. The application will display the name and EDUID of a person it believes matches the input 
information. You can use the displayed EDUID.  

 

 

 

A match was found even though the Given Name(s) field did not match exactly. If you are certain that 
the search results did NOT produce an accurate match, the Generate New EDUID button can be used to 
create a new record and a new EDUID. Shading in a cell highlights data that is different than submitted 
data. 
 

 



16 
Revision date: 1‐07‐13 Caution‐Printed or electronic copies of this document may be obsolete. The current version 
resides at https://apps.sde.idaho.gov/EDUID. Before using a copy for work direction, verify that it is current by 
comparing version numbers to that shown in the on‐line version. 

No Match Found Results 

 

In some cases, the user’s information will not yet be in the database. This will happen with kindergarten 
students, students moving in from out of state that have never attended school in Idaho, new teachers, 
new volunteers, etc.. In this case, the user should verify that the data entered is correct. If it is correct, 
the Generate New EDUID button should be clicked to generate an EDUID for that person. If the data is 
incorrect, you should correct the data by using the back button to get back to the previous screen. 
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When the Generate New EDUID button is selected the results will be displayed as shown. 

 

 

The EDUID is now ready to use and can be documented in your student information system. 
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Multiple Matches Message 

 

Occasionally data entered may result in more than one strong match. This is caused by duplicate records 
in the database or multiple records with very similar attributes. In this case a list of the multiple matches 
will be displayed in the Search Results area.  

 

 

 

The user can select the person they feel best matches their entry and click on the “Use Selected Person” 

button. The EDUID of the selected person will then be displayed.  
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If you feel that none of the displayed people match, you may click on the “Generate New EDUID” button. 
This will create a new record using the attributes the user entered and will display the newly assigned 
EDUID. 
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Possible Matches 

 
Occasionally data entered may result in a No strong matches were found message. This is caused by 
records in the database being relatively close to the information that you entered or attributes that are 
similar. In this case a list of the possible matches will be displayed in the Search Results area.  
 

 
If you are confident that one of the listed persons is the person you’re looking for then select that 
person and click Use Selected Person. If none of the possible matches is the person that you were 
looking then click the Generate New EDUID button. 
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The Verify EDUID Link 

 

At times, you may need to verify that the information you have about an individual is correct. The verify 
link is designed to assist you with this. Enter the EDUID and complete the other fields just as you would 
to request an EDUID (note: gender is not required). Full names are highly preferred, including middle 
name and both family names if they exist. 
 
 
 

If the information entered matches a record in the database, the name and EDUID results are displayed.  
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If the data entered DOES NOT match a record in the database, the results will be displayed as shown 
below. 
 

 
 

 

Correcting Errors - Merges and Splits 

 
EDUID errors can be corrected by emailing the SDE helpdesk at support@sde.idaho.gov. Please include 
the name, date of birth, and gender for the people in question and the action you are requesting 
(merge, split, etc.).  You will need to include any time period restraints for the request. It is very helpful 
if you have a signature block on your email that includes your name, title, email, etc.  
 
The help desk can utilize EDUID application capabilities to manage duplicated names and split an EDUID 
across two people if someone with a similar name was inaccurately associated with another person. This 
is accomplished by keeping information and the EDUID for one person and creating a record with a new 
identifier for the person that was previously matched in error. There will also be times when records 
should have been matched but were not. In this case, reporting of the error will prompt the help desk to 
combine the duplicate records into one. This helps clean up the database and makes matching your 
students and staff easier. 
 

 

mailto:support@sde.idaho.gov
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Student to Staff Transition 

 

When an Idaho student transitions into the role of an instructor or other educational role their EDUID 

will remain the same. 

EDUID and the Student Cumulative File 
 
Inclusion of the EDUID number onto the header label of the cumulative file will assist in maintaining a 
single EDUID for each person and in uncovering the issuance of duplicate. Please add the EDUID to the 
cumulative file near the student name and birth date. 
 

 

Feedback on the EDUID application 
 
Please send suggestions and other feedback to the SDE IT helpdesk (support@sde.idaho.gov). 
Periodically the application will be updated and we will attempt to integrate your suggestions into those 
updates. 
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Appendixes 
 

 

Browsers Supported 

A web browser is a software application used for retrieving, presenting, and traversing information 
from the internet. Web browsers are used to access information provided by web servers in private 
networks or files in file systems. Common browsers supported by the EDUID application are Internet 
Explorer, Google Chrome, Firefox, Safari, etc.  

 

File Format 

 
Upload format 
 
The EDUID application accepts CSV files in the format listed below to transfer information from your 
current record keeping system into the EDUID application. Each row of information is a single person 
record and each column contains the value for the designated field (i.e. first name, last name). Not all 
fields are required but if the field is empty an empty field must be present. An empty column (without 
header) must be in the CSV file. Many fields have required range/types of data as described in Table 2. 
The information must be in the order listed. Optional columns do not need to be present in the file if 
you know that none of the rows will have data for the column.  
 
Below is a layout of the fields by type: 
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Table 1: Description of student/staff record by column if viewed in a CSV file 

 
 
The header information must be included on the file. The table above is for descriptive purposes only. 
The example below shows what the file should look like just before uploading it to the EDUID system. 
This example has only the required twelve elements and you will upload this information in a Comma 
Separated Value file. When you save your spreadsheet using “Save As…” the program will automatically 
output the correct format for the CSV file. 
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This table provides additional information on what data to include in the columns and whether the 
column is required or not. 

 

 

Column 

Column/Pos
ition 

Field Name 
(Header Row) 

Required Description/Notes 

1 

Local Person ID Highly 
Suggested 

District Student ID assigned by District Information Systems. 
Allows matching of records when loading EDUID information 
back into your District system. 

2 
EDUID No ID assigned by Unique ID System for Students and Staff. 

Empty on first upload. On subsequent uploads may contain 
EDUID number. 

3 First Name Yes Legal Name per Name Guidance Documentation 

4 

Middle Name Yes if 
person 
has one 

Legal Name per Name Guidance Documentation 

5 Last Name Yes Legal Name per Name Guidance Documentation 

6 Birth Date Yes Format: MM-DD-YYYY, MM/DD/YYYY 

7 Gender Yes See table below for accepted values. Incorrect values will 
create an error message that is cumbersome to fix. 

8 Last School Code No May assist in matching information 

9 
Alt Last Name 1 No If alternate last name exists make it a Legal Name per Name 

Guidance Documentation 

10 
Alt Last Name 2 No If alternate last name exists make it a Legal Name per Name 

Guidance Documentation 

11 
Alt Last Name 3 No If alternate last name exists make it a Legal Name per Name 

Guidance Documentation 

12 
Alt Last Name 4 No If alternate last name exists make it a Legal Name per Name 

Guidance Documentation 

Table 2: Field value definitions and formatting 
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Accepted Values 
 

 

STUDENT GENDER CODE DEFINITION 
 

 
Accepted Values  

M Male 

F Female 

 

 
Download File Format 

 
The downloaded file format is below. The EDUID application will only present back the information that 
was uploaded, with the addition of the EDUID on matched names. If the names could not be matched 
then the file will not contain the EDUID for that person. 

 

 
 
 
 

LocalPersonId EduId FirstName MiddleName LastName BirthDate Gender LastSchoolCodeAltLastName1AltLastName2AltLastName3AltLastName4

1001004977 152954695 Abigail Sue Noel 7/20/2008 F

1001004975 539212368 Zackery Smith 9/9/2002 M

1001004971 645362266 Star Danielle James 2/18/2006 F

1001004967 101048976 Linda Lizette Davis 1/31/2007 F

1001004969 558269735 Valise Ann Garcia 11/3/2000 F
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Fix Scientific Notation (i.e. 5.23E+11) in your export file 

 

If scientific notation is visible in a column (usually Local Person ID or EDUID fields) your column may be 
too narrow to display the number (they can be nine to twelve characters in length) or your Student 
Information System (SIS) may have output proceeding or trailing zeros into that field in your CSV file. This 
creates a string of numbers too large for Excel to display so Excel converts the number to scientific 
notation so it will fit in the column. The best solution is to work with your SIS vendor to have the issue 
corrected. 
 

Another potential solution is to change the Excel cell formatting to “Custom, zero”. To change the cell 
formatting, highlight the desired cells then click on the lower right hand corner of the Numbers group on 
the ribbon.  

 
 

The format cells dialog box should open on the Number tab. Click on Custom option at the bottom of the 
list which will activate the Type screen. Highlight the single zero (0) option which is the second selection 
option on the Type screen and then click OK. This should make your digits visible and readable. 
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Disclaimer - Fictitious Names 
 
The names used in this document are fictitious. Any similarity to actual names is purely coincidental. 
 

Quick Reference Guide 
 

1.   Go to EDUID website. https://apps.sde.idaho.gov/eduid 
 

2.   Register new username 
 

a.   Click Log In link in the upper right section on the EDUID home page. 

 
b.   Click the Registration link on the upper right hand side of the Log On screen and fill 

in the fields on the page. Username must be your email address. 
 

c. Open email sent to you by the EDUID system. Verify your account by clicking on 
embedded link in message. 

 

3.   Have your District Superintendent or Charter School Administrator authorize your access to the 
EDUID system. 

 
a.   They complete Access Request documentation at 

http://www.sde.idaho.gov/site/isee/ 
 

4. You can upload and download files through the Upload module. You can look up or create 
individual EDUIDs by using the Verify EDUID or Request EDUID links on the home page. 

 

https://apps.sde.idaho.gov/eduid
http://www.sde.idaho.gov/site/isee/
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Verify EDUID – Used to verify the validity of an EDUID or the person associated with a specific EDUID 

 

Request EDUID – Used to request an EDUID for a single name 

 

Upload – Used to upload and download CVS files to validate a group of names and create EDUIDs for 

those names.  

 

 

 

 


