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MSIS ID Requests

Click on the down arrow beside
Students in the navigation.

Select MSIS ID Requests.

MSIS IDs can be requested three ways:
• Manual Input (single request)
• Bulk file upload (bulk request)
• API from the SIS (see SIS vendor for details)

The system will immediately process MSIS ID requests. MSIS will complete a search of all student records and return the results to 
the MSIS ID Request Screen. The MSIS ID Request Screen allows MSIS Primaries and Secondaries to request IDs using the manual 
input screen or review search results from the file upload or API requests. To access this screen, follow the steps below.



Click on the down arrow beside
Students in the navigation.

Select MSIS ID Requests.

Based on the search results, MSIS will perform one of three actions:

• New ID Assigned (No student match was found, and MSIS 
has assigned a new MSIS ID to the student. No further action 
is required by district staff.)

• Existing ID Assigned (A student match was found, and 
MSIS has assigned the student an existing MSIS ID. 
No further action is required by district staff.)

• Review Needed (Similar student matches were found. 
District staff must confirm the match to assign an existing 
MSIS ID or deny the match to assign a new MSIS ID). 

Select         in the Actions column 
to delete the MSIS ID Request. 
Only requests that need review 
can be deleted.

View requests by the age of the request date (1 to 90 days).

999999123

888888123

777777123

To review an MSIS ID request, 
click on the student’s name.

Review MSIS IDs
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MSIS ID request results that need review will return potential 
matches. The information provided in the MSIS ID Request will be 
displayed at the top of the screen.

Strong Matches will be listed first, followed by Possible Matches 
and Weak Matches. Carefully review the matched and unmatched 
information provided. 

If the potential match is a match for the requested student, select 
Confirm Match. 

Review the matching information again 
before selecting Yes, students match. 
MSIS will assign the student the existing 
MSIS ID. If the students do not match, 
select No, cancel to cancel the match.

If none of the potential matches provided 
match the requested student, check None 
of the Students are matches and MSIS will 
assign a new MSIS ID. 
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If you receive a message about converting, select 
Don't Convert (otherwise, leading zeros may be lost).
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Export MSIS IDs

Assigned MSIS IDs and any required or optional data will be in the exported spreadsheet.  
Some columns may be blank if optional data was not entered. Example: Row 3, Columns G and I are blank.

To Export IDs:
Select Export IDs. Only IDs with the status of New ID Assigned or 
Existing ID Assigned will be exported.
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District & School Info
Select the school from the drop-down menu. 
The Local Student Identifier is optional.

Manual Input: MSIS ID Requests

Click +Add New to open the 
MSIS ID manual input screen.

Additional Context
Address and parent information is optional.

Data to Match
Enter the student's first and last name (middle name 
if known).SSN is optional. Select the student's Date 
of Birth from the date picker.

Create
After all required fields and desired optional 
information have been entered, select Create. 
(This button will become enabled after all required 
information has been entered.)
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Bulk Upload: MSIS ID Requests
QUICK REFERENCE GUIDE

Column Headers Formatting specifications

Denotes required/option fieldSample student information

District Staff completes CSV Template for MSIS ID Requests (found at mdek12.org/msis2.0/resources) based on the 
file specifications below. An example of the file layout is provided below.

District Staff saves and uploads the file as directed on the Quick Reference Guide: File Upload found at 
mdek12.org/msis2.0/resources. 

https://www.mdek12.org/msis2.0/resources
https://www.mdek12.org/msis2.0/resources

