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SIS – Creating your Enrollment Tracking 

Event File
34

 Please contact your SIS support regarding the process of creating your 
Enrollment Tracking Event File.

 For TxEIS SIS Districts, documentation on the steps involved in creating the 
ET file (TxEIS > Registration) can be found on our IMS Page -
http://www.esc16.net/page/IMS.TSDS - Documentation - UID.

 Also, as a part of our monthly W.I.G.O. webinar (Tuesday, April 2nd) we will 
be covering the steps involved in creating the ET file (TxEIS > Registration)

 This webinar recording and a pdf of the presentation will be available 
http://www.esc16.net/page/IMS.TSDS - Documentation - UID.

http://www.esc16.net/page/IMS.TSDS
http://www.esc16.net/page/IMS.TSDS


UID 10.3 Major Changes

 UID Assignment file format changes from 

v2.1 to 3.0
 UID assignment file creation and upload process stays the 

same

 UID Enrollment Tracking Event files 

(Previously PET) now uploaded and 

managed in TSDS > Unique ID
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What’s New with UID?

 New Enrollment Functionality

 New enrollment interface option to allow for ET Event file 

upload and a dashboard to review the status of the 

uploaded file

 Campus uploading latest enrollment record will “own” 

student demographic record and have edit capability
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What’s New with UID?

 New Email Capability

 Assist with enrollment event discrepancies

 Emails will be sent from users’ email systems (not TEA)
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What’s New with UID?

 NEW Enrollment Reports in UID
 Reports similar to those in PET
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UID Enrollment Tracking – What’s 

Happened

 LEAs Submitted final PET File week of 

March 5

 Migration of Data from PET to UID 

Enrollment Tracking by TEA–

 Enrollment data from 15-16, 16-17, and 17-18 thru week 

of March 5
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UID Enrollment Tracking – What 

to do next?

 First UID Enrollment Tracking Event file will 

be sent week of April 2

 The FIRST FILE will include ALL enrollment and withdrawal 

events occurring after last PET file uploaded week of March 

5.

 ALL subsequent ET Event files should ONLY include New 

or Updated Enrollment and Withdrawal Events from week 

to week.
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UID 10.3 File Naming Convention
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File MUST have an extension - .csv, 
.txt, or .zip



UID 10.3 Main Menu
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UID 10.3 ET Event Batch File Loading
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UID 10.3 Dashboard – Status Column
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 Status Column (Common Descriptions):

 “Event Creation Complete” – the file uploaded successfully

 “Batch does not contain any records to process” -

(Uploaded, but didn’t process anything, shows cancelled)

 “Rejected” – formatting of file is incorrect.



UID 10.3 Dashboard – Next Action - Gear 

Cog Icon
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UID 10.3 Dashboard - download
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 Status will show processed, cancelled, or both

 Click on download to see message/results for the 
uploaded file



UID 10.3 Dashboard - download
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 On Dashboard, click on download to see 

message/results for the uploaded file.



ET Batch Download File

 Click on download button and choose to 

open file – text in blue shows results of 

each record processed
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UID 10.3 Enrollment Event Info

 Master Record Ownership will be updated based on 

the most current enrollment date.

 The LEA with the latest (most current) enrollment date will 

own the master record

 Information on the ET Event File that will update the 

Master Record

 If student is at new LEA

 If student is at new campus

 If student is in new grade

 If student has new local id
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UID 10.3 Enrollment – Search –

Person
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UID 10.3 Enrollment – Search
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Click on the student’s name to review student’s 
information



UID 10.3 Enrollment Tab
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 Enrollment Tab displays the Enrollment Event 



Edit ET Event in UID 10.3
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 To edit select the record and click the edit 

enrollment button



Edit ET Event in UID 10.3
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Enrollment/Withdrawal Flag:



Edit ET Event in UID 10.3

 LEAS CAN EDIT AN ENROLLMENT EVENT ONLY FOR THE CURRENT SCHOOL YEAR AND 

FOR EVENTS AT THEIR LEA.  

 SELECT FLAG AND THEN CLICK Edit Enrollment button to save the change.

 WHEN EDITING, YOU CAN ONLY ADD AN ENROLL/WD FLAG:

 VERIFIED (DUAL ENROLLMENT DISTRICT/SITUATION)

 CALENDAR (STUDENT ENROLLS AT DISTRICT B ON DATE DISTRICT A WASN’T IN 

SCHOOL)

 OR DELETE (EXAMPLE: ENTRY/WD DATE WRONG, MARK FOR DELETE, THEN 

CREATE/UPLOAD NEW ET FILE)

 Unverified (not valid)
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Enrollment Event Marked ‘Delete’
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Email Functionality in UID 10.3

 Email Capability – assists with enrollment event 

resolution

 School districts must designate an email in AskTED –

District Administration – Enrollment Tracking email. 

 If the district doesn’t set up the email, ALL email 

correspondence associated with Enrollment Event 

Resolution will go to the Superintendent’s email specified 

in AskTED.

25



Email Functionality in UID 10.3

 Email to PEIMS coordinators went out week 

of March 19th to encourage districts to 

complete the 2 step process to set up the 

Enrollment Tracking email

 Step 1 – Set up new GROUP email and add staff member(s) 

to group

 Step 2 – AskTED admin enters the Enrollment Tracking 

email address
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Email Functionality in UID 10.3
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 STEP 1 (Setup of New Group Email Inbox):

 Establish the Group Email Address to use:

 If Region 16 Network Services manages email for your 
district:
 A group email has been established.  Refer to NEXT SLIDE IN 

POWERPOINT for your district’s group email that has been set up.

 Determine who needs to be given access to this email.  Contact 
Debbie Civis @ (806) 677-5109 with the list of staff members who 
need access to the group email.

 If your district manages their own email:
 it is suggested you use the following pattern for the group email -

Districtname_ISD_ETEVENT@

 Then add the staff members who need access to receive emails sent 
to that address.

NOTE:  Although it is best to have a backup, some districts may only 
have one staff member managing ET Events.  In this case only that staff 
member would be a part of the group email account.



Email Functionality in UID 10.3
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Email Functionality in UID 10.3
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Email Functionality in UID 10.3
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Email Link in UID 10.3
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 After retrieving the student click the email button on the ET event for 
the LEA you wish to email and it will generate an email to the 
Enrollment Tracking email address set for that district in AskTED.



Email Link in UID 10.3
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Unique ID 10.3 Enrollment Reports

 Enrollment Reports in UID 10.3
 Reports similar to reports in PET

 Reports useful in verifying Student Enrollment Status

 Reports Assist with Leaver Tracking
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Unique ID 10.3 Enrollment Reports
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Unique ID 10.3 Enrollment Reports
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TIMS – kbase items – UID Event Tracking
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LEA user with TIMS role can access these to review.  A 

document detailing these kbase items was also sent to 

attendees of this training.



Questions - ???
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 Questions?

 Need Help? – create TIMS ticket, set to Unique ID 

as subsystem, and Escalate to Level 2

 Thank you!



Screen recording – upload file


