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Merging Temporary Records

If your district has enabled the creation of temporary student records, your users can, as an emergency measure,
add students for testing. (For instructions on enabling this feature, see Manage System Settings > Manage
District-Wide Settings > Enable and Disable Measures in the online help for Head Admins.)

For example, if a new student enters a teacher’s classroom on the day he or she is scheduled to test, the teacher
may create a temporary record to add the new student to the teacher’s list. When the teacher adds a student,
easyCBM creates a temporary student record and generates a temporary student ID (for example,
easycbm_13212). After testing, you must merge the temporary record with the student’s permanent record as
loaded into the system in the 2_students.csv file and the 3_teacher_students.csv file. (See the Creating and
Uploading Data Files Quick Start Guide or the About Data Files section of the online help for Administrators at
http://downloads.hmlt.nmco.com/Help/easyCBM/Admin/index.htm). This results in a single, complete, permanent
student record containing the recent test result(s) and amounting to the use of a single license.

Important: Each temporary record uses one separate student license until it is merged with the actual student
record created by the roster (.csv) file.

To merge a temporary record with a permanent student record:
1. From the Admin tab, click Student Records. The Student Records page appears.

> Student Records

Search by Last Name

Search by Student D

Show Teacher-Added Records

2. Click Show Teacher-Added Records. The Teacher Added Students page appears with a list of all temporary
student records.

> Teacher Added Students

Student ID & Last Name First Name Grade Date Added Added By Building

Jan 2 &19/2008 10:12am  Admin Richfield -

dsag 2 4/2/201412:02 pm  John Tealy Mountain View Elementary
Susan 1 6i25/2014 7219 am John Tealy Mountain View Elementary
Steve 2 8/25/2014 8:07 am John Tealy Mountain View Elementary
) Miranda 5 741002014 9:01 am Admin Richfield  Armond Academy

Amos 5 7/10/2014 9:01 am Admin Richfield  Armond Academy

3. Open the student's record using one of the following methods:
— In the Student ID column, click a student ID. The Student Record page appears for that student ID.

— In the Last Name column, click (search) next to a student’s last name. The Student Record page appears
with matching last names. In the Student ID column, click the student ID. The Student Record page
appears for that student.
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Note: The Last Name search returns all records for a student. You can use it to determine 1) if a student
has been uploaded to the CBM system through the csv file and 2) What that student’s permanent ID is so
that you can enter it for this procedure. If the student has not been uploaded yet, you will need to add the
student to the 2_students.csv file and re-upload that file before merging. See the Creating and
Uploading Data Files Quick Start Guide or the About Data Files section of the online help for Administrators
(http://downloads.hmlt.hmco.com/Help/easyCBM/Admin/index.htm).

4. Scroll down to the Merge Student Record heading, and in the Actual Student ID box, type the student’s ID
as it appears for the StudentlID field in the data files 2_students.csv and 3_teacher_students.csv (for
example, 107051), not the easyCBM system-generated temporary student ID (for example, easyCBM_13210).

Merge Student Record

If this record is a duplicate student record and you would like to take all of the tests and scores associated with this account and associate
them with the real student record, enter that actual student id below. Once data is merged with the real record, this duplicats record will be
delsted. You wil be able to “preview” the merge befors confirming it

Actual Student ID

Preview Merge

5. Click Preview Merge. The Merging Student Records page appears.

> Merging Student Records

Duplicate Actual
StudentiD:  easychm_13210 StudentiD: 107051
Date of Birth Date of Birth: ~ Nov 2nd, 2000

Firstlame:  Jan FirstMame:  Janett
Last Namesh, Bohmman LastMame:  Bohman
Grade| 2 Grade: 2
Gendeg Gender: F
Dis abilty Disabilty:  n
Etfnicity Ethnicty:  Not Hispanic
Race Race: Whie
ELL ELL Mo

MATH_APPL. 2 tesis
MATH_COMP: 2 tests
WATH_NUNOP: 1 test
MCRC: 2 tests
PRF: 12 tests
SP_SR: 1 test
SP_WR: 1 test
WRF: 2 tests

student record on the right. Then the duplicate record will be removed.

Merge Records

6. Review the preview.
— If no corrections are required, then continue to step 7.

— If corrections are required, click the Admin tab to cancel the action, and follow the online help
instructions for Editing an Existing Individual Student Record (found in Manage Student
Records > Work with Existing Student Records). Repeat this procedure.

7. Click Merge Records. The originally selected record is deleted and all tests are moved to the record specified
by the ID number. A confirmation message informs you that the student’s record has been successfully merged.

Student Merge Successful: All tests from Duplicate Student ID easycbm 13210 have now been associated with Actual Student ID
107051, and the duplicate record has been removed.
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