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Student with 2 ID Numbers – How to Change to Correct One 
 

1.  

2.  

3.  
4. In Review, Student filter for old student id and note if immunization 

record is present and check to be sure it is complete and accurate. 
Change if needed.  

5. In Review, Student filter for new student id and note if immunization 
record is present. If present, DELETE the immunization record, not 
the student record. We will assign the new id to the old 
immunization record. 
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6. Utilities, Student Id Change 

  
 Enter Old and New Student Id’s 
 Click Update to assign the New Id to all records that had Old 

id, except enrollment. You must enter enrollment date on 
New student if not present. 

  
 


