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THE TSDS UNIQUE ID INFORMATION
• A Unique ID is required for all students and staff members in order to load information into the Texas Student 

Data System (TSDS) Education Date Warehouse (EDW). 

• For a student to acquire a TSDS Unique ID, the student must have a Social Security Number or State 
Alternate Number, the Federal Race and Ethnic codes.

• In order to access the TSDS Unique Id system, you must electronically first set up a TEAL Account. Here is 
the link to get access https://pryor.tea.state.tx.us/ Select on Don’t have an account? Request New User 
Account. 

• Once TSDS Portal Account Access is established, log in to TEAL and select TSDS Portal. Here is the link to 
TEAL:  https://pryor.tea.state.tx.us/ The instructions on acquiring TSDS Unique Search access is on the 
FSC Website under Request Access, here is the link HTTPS://WWW.HOUSTONISD.ORG/PAGE/175782

EDIT+ PID/PET INFORMATION (NO LONGER ACCESSIBLE)
• The PET data has been migrated into the TSDS UID system, the years that migrated are 2012-2013, 2013-

2014, 2014-2015, 2015-2016, 2016-2017 and 2017-2018.

• EDIT+ PID/PET has not been accessible since January 31, 2019.
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After setting up your TEAL account with access to the TSDS Portal, click the Texas 
Student Data System Portal link, this will take you to the Unique ID searches page.
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APPLICATIONS – TEXAS STUDENT DATA SYSTEM PORTAL (TSDS)



TSDS PORTAL PAGE
The TSDS Portal page appears select: Unique ID
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PERSON SEARCH

You can search for persons online by clicking the Person under Search in the menu: 

This feature allows you to: 
• Search for persons

• View person information
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Select the appropriate search Tab: Basic Search, Advanced Search or ID Search

• Basic Search allows you to search for a person using basic demographic information
Note: First Name and Last Name are required for both the Basic Search and 
Advanced Search. Wild card characters (e.g.,*,%,_,?) are not supported
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STUDENT SEARCH OPTIONS



Advanced Search allows you to search for a person using all available fields, first 
Name and Last Name are required for both basic and advanced searches.

• Basic Search 
• Advanced Search. 
• Wild card characters (e.g.,*,%,_,?) are not supported
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ADVANCEDSEARCH



ID Search allows you to search for persons by: 
• Unique ID 
• Social Security Number SSN or the State Alternate ID
• Alias ID (district Local ID)
• Enter search criteria.

Pay special attention to required fields for the search type.
Note: The application searches against the current information for persons who have 
been assigned an ID.  Searching for person’s history information (e.g., previous school code) 
does not return results
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IDSEARCH



VIEWING THE BASIC SEARCH RESULTS

After you click Search, the system displays the search results.  These results can be 
either No records found or a list of matching results.  If no matches are found for the 
search criteria, the system displays a message under the search form.
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When one or more persons are found, the application displays the matching records in 
the Match Probability column. Select the student name you are looking for; this will take 
you to the Master Record tab.

10

BASICSEARCH RESULTS

Stu Info: UID, 
Name, DOB, 
Campus…



PERSON SEARCH INFORMATION TABS
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Each student record will have the following tabs

• Master Record tab – contains general information and the batch 
information

• History tab – contains student’s enrollment history and demographic 
history.

• Associated Retired IDs tab – contains information on retired IDs
• Enrollment tab – contains the current school year enrollment, it can also be

changed to other school years. The Email icon option is included on this tab.



Master Record holds the student demographics and location/enrollment information.
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MASTER RECORD

Student Unique ID



13

TSDS HISTORICAL ENROLLMENT

• The historical enrollment data can be found on the History tab.

• The PET data has been migrated into the TSDS UID system, the years that migrated are 2012-

2013, 2013-2014, 2014-2015, 2015-2016, 2016-2017 and 2017-2018.



TSDS ENROLLMENT TRACKING

• Campuses will not have edit capabilities and will need to contact their SSIR at FSC to 
add/delete enrollment entries, or enter exception reasons (Calendar, Verify) to a 
student’s enrollment screen.
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EMAIL FUNCTIONALITY

• Email capability will be available to assist with enrollment event resolution (Duplicate 
Enrollment). 

• Campuses can utilize this email function to contact other districts or campuses.

• If campuses are sending student documents, they will need to encrypt them to abide by 
the FERPA (Family Educational Rights and Privacy Act) laws.
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SAMPLE EMAIL
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• Email will show the users’ district email (not TEA’s PGP), the example 
below is a discrepancy between HISD and Pasadena ISD.

• Campus Add your campus code (campus number) and event.
• Campus can also compose the email according to the request.



ENROLLMENT REPORTS
TSDS UID Presumed Duplicate Student Report for Enrollment

• Campuses do not have the access to run Enrollment Reports at this time.

• TSDS UID Presumed Duplicate Student Report for Enrollment will be emailed from our office.

• This report replaced the report PET Presumed Duplicate of Enrollment Report.

The Enroll/Withdraw Type codes of 01 & 02 indicate Enrolled (Entry): 01 and the Withdrawn (Exit): 02
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TSDS PEIMS STATEMENT OF UID STUDENT 
DISCREPANCY REPORT (PDM-600-002)

Report is available during PEIMS submissions and they will be sent to the campus.
*It is imperative that campuses submit copies of documents with their discrepancy 
report, as soon as possible to avoid further issues.
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STUDENT DEMOGRAPHIC CORRECTIONS

19

• If a correction or a change is required, fill out the Student Demographic Change Form, email it with 
copies of the student's documentation to the HISD_ET@HoustonISD.org and to Rose Gamboa: 

rgamboa@houstonisd.org
• Reminder, when sending student documents, please encrypt to abide by the FERPA (Family 

Educational Rights and Privacy Act) laws.
• This form can be found on the FSC Website https://www.houstonisd.org/Page/175782



SENDING SECURE DOCUMENTS
Campus must secure documents to comply with the family educational rights and 
privacy act (FERPA) regulations 
• Send documents to the FSC email box: HISD_ET@HOUSTONISD.ORG
• Rose Gamboa: rgamboa@houstonisd.org

How to secure documents to comply with the family educational rights and privacy act 
(FERPA) regulations: 
• Attach documents to an email.
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SENDING SECURE DOCUMENTS 
CONTINUED

• Open document/attachment – select file – properties
• This step can also be done prior to attaching the document to an email
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SENDING SECURE DOCUMENTS 
CONTINUED

Select Security tab – select password security - OK
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SENDING SECURE DOCUMENTS 
CONTINUED

• Check on Require a password to open the document – on Document open 
password: **enter a password** (example of a password HISD#1) select - OK

23



SENDING SECURE DOCUMENTS 
CONTINUED

Document open password: **Enter same password again** select - OK
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If this window appears, add a check to Do not show this message again - OK



SENDING SECURE DOCUMENTS 
CONTINUED

Original window appears again: select OK – make sure you send the 
password to the person you are sending documents on a separate 
email. (Example of a password: HISD#1)
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CERTIFY STUDENT INFORMATION
SCORECARD
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These Certify Scorecards pertain to the student demographics data, they should be 
reviewed and corrected daily if errors appear.



DEM 10020 - STUDENT HAS SAME FIRST NAME, MIDDLE NAME, LAST 
NAME, GENDER, AND DATE OF BIRTH AS ANOTHER STUDENT

This scorecard contains potential duplicate student records.
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DEM 10070 – SSN OR ALT ID SHOULD NOT BE MISSING

This error indicates student is either missing the Social Security Number or State Alternate ID

Where to assign a State Alternate ID on Chancery: PEIMS Coding > Assign State ID > Request 
State Alternate ID# > Add Check > OK



DEM 10100 - Ethnic Code is Required and Must Be a Valid Code 
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Where to code on Chancery: Federal Info > Federal ethnic category > Select one: Hispanic or Latino or
Not Latino/Hispanic (N/A is not a valid selection)

TEA requires that every student have the Federal Ethnic Code, either: 
• Hispanic or Latino or Not Latino/Hispanic



DEM 10110 - STUDENT MUST HAVE AT LEAST ONE FEDERAL RACE CODE

Where to code on Chancery: Federal Info > Federal race categories > Select one or more 
categories, American Indian and Alaska Native, Asian, Black or African Am, Native Hawaiian 
and Pacific Islander, White. (N/A is not a valid selection)

TEA requires that every student have at least one Federal Race Code



DEM 10062 - STUDENT LAST NAME MUST CONTAIN ONLY A-Z, 
APOSTROPHE, HYPHEN, OR A SPACE
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Beginning on October 4, 2019, TEA has changed the following name fields. The 
allowable characters are the same across all three name fields.

TEA does not accept the tilde on the name, this will come up as a fatal error.



UNIQUE ID NAME LENGTH CHANGES
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DEM 10071 - SSN OR ALT ID MUST BE A VALID 9-DIGIT SSN OR 'S' 
FOLLOWED BY 8 NUMBERS
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• The Social Security Number should be nine characters long. 
• When entering the State Alternate ID the “S” should be in caps only.
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BEST PRACTICES
 Always search the TSDS UID first when enrolling 

a student, regardless of the student’s enrollment 
status.

 Always thoroughly review & verify the student 
documents before making changes or enrolling 
them. 

• If a change is required on the student’s 
demographics on TSDS UID, please fill out the 
“Student Demographics Change  Form,”  and send it 
to us with the copies of the student records. 

 Scanning and emailing documents is 
recommended 

• When emailing or faxing documents, make sure 
they are legible and not altered in any form.

• If emailing copies of documents, encrypt the 
documents with a password.

• TEA – Texas 
Education Agency

• PEIMS – Public 
Education 
Information 
Management 
System

• TSDS – Texas 
Student Data 
System

• SSN – Social 
Security Number

• SA-ID – State 
Alternate 
Identification

• UID – Unique 
Identification

• ET – Enrollment 
Tracking

Acronyms

 Withdrawal Form and the Social Security or State 
Alternate ID

• When a student withdrawals from your campus, 
highlight the student’s SSN or State Alternate ID on 
the withdrawal form. 

• Doing this will prevent the other school/district from 
creating a duplicate SSN/State Alt ID or from entering 
the incorrect number.

 Social Security Number and State Alternate ID
• Check the TSDS UID system or the student’s previous 

school/district records for the SSN or State Alternate 
ID.

• If a student has a SSN or a State Alt ID on the TSDS 
UID or on his/her previous school records, enter this 
SSN or State Alt ID on Chancery, even if the student 
does not present a SS Card (until then, the campus can 
contact the student’s previous school/district for a copy 
of SS card or ask the parent for a copy of it).

• After all other options have been exhausted, and the 
student does not have a Social Security Card on 
record anywhere, this is when the campus assigns a 
State Alt-ID.

 Duplicate IDs and Loss of Funding
• It is extremely important to correct errors as they 

arise. Not doing so can result in a duplicate state ID 
and a loss of funding for your campus and the 
district.



BEST PRACTICES

 Name on the Birth Certificate vs. Social Security Card 
• The Social Security Card is not an acceptable 

document to establish the student’s identity. 
• Always refer to the name that’s on the Birth 

Certificate or other legal documents when entering 
on Chancery. 

 U.S.A. Birth Certificates 
• Enter the student’s name exactly as shown on the Birth 

Certificate.
• If a Middle Name/s exist on the student’s Birth 

Certificate, enter it exactly as it is on Chancery.

 Legal Changes
• If a student has a legal name change, send a copy of 

the amended birth certificate to us.
• For legal court changes, send copies of the court 

documents and include only the pages that contain: 
The Cause and Case number, the section with the 
change, the Judge’s signature and the court seal.

 Foreign Birth Certificates
• “Double” last names on the birth certificate are 

entered exactly as shown on the foreign birth 
certificate; this applies mainly to birth certificates 
from Latin countries.

 Generation Codes 
• To enter the generation code, select the drop-down 

arrow (caret).
o Example: If the birth certificate shows “JR” “I” 

“II”… after his last name, select the Generation 
Code on the drop-down arrow on Chancery.

o Example: If the birth certificate shows “JR” in the 
Middle Name section, on Chancery add it as the 
Middle Name and not on the drop-down arrow.

 Periods and Tildes ~
• Periods and tildes are not allowed to be entered on 

Chancery; this generates an error.

 Apostrophes, Hyphens and Spaces
• Enter them if they are present on the birth certificate.

 Federal Ethnicity and Race
• The Ethnicity and Race are required for every student. 
• Only make changes on the student’s ethnicity and/or 

race if the parent requests the change.

 Social Security #s that start with a “9” 
• An SSN that starts with a 9 generates an error, 

instead assign a State Alt ID. 
• It is an invalid SSN for PEIMS, they are used for Tax 

purposes only.



FOREIGN BIRTH CERTIFICATE

Javier is the  
Middle Name

Aldo is the 
First Name

Reyes – 1st Last Name is 
from Father

Hernandez – 2nd Last 
Name is from Mother

Mexico, Central or South American Countries
• “Double” last names on the birth certificates are recorded exactly as shown.
• Birth dates are documented as: DD/MM/YYYY
• If there are two names on the name section, it will be the first name and the middle name.
• The student’s last name will be the fathers last name then the mothers last name.

Spanish words translated:
*Nombre – Name *Apellido – Last Name  *Padre – Father  *Madre – Mother *Primer – First  *Segundo – Second  
*Fecha de Nacimiento – Date of Birth

Mother’s 1st

Last Name
Father’s 1st

Last Name

Birth dates are read 
as DD/MM/YYYY
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QUESTIONS
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If you have any questions or concerns, please contact Rose Gamboa 
at 713-556-6771, Cynthia Morales at 713-556-6756, Irma Hasnain at 

713-556-6759 or the FSC main # at  713-556-6753.


