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Welcome to the SSID Step by Step Guide 
Let’s face it, the CALPADS interface is a tad bit, um, let’s say 

elaborate,  and you do have other tasks to accomplish today 

besides reading the almost 400 page manual - just so you can 

figure out how to get SSID numbers. We agree, that’s why we 

have put together this Step by Step SSID Guide. 

 
*Just a small disclaimer here: Our Guide (while very useful) is not intended to be a substitute for 

the official CALPADS training and documentation.  For detailed instructions on how to use the 

CALPADS website and all other resources, please use the links below: 

 

CALPADS Online Resource Links 

Below is a list of links to online resources provided by CDE for training and 

information on CALPADS.  For instance; the CALPADS User Manual is a very 

advanced and detailed document that will walk you through, step by step, on how to 

use the CALPADS website. 

 CALPADS Calendar 

http://www.cde.ca.gov/ds/sp/cl/rptcalendar.asp 

 CALPADS User Manual v2.3 

http://www.cde.ca.gov/ds/sp/cl/documents/usermanual04042011.pdf 

 Latest FLASH updates and Project Information 

http://www.cde.ca.gov/ds/sp/cl/communications.asp 

 CALPADS Training Schedule and Registration 

http://www.csis.k12.ca.us/e-learning/calpads-registration/default.asp 

 CALPADS Self-Paced Training 

http://www.csis.k12.ca.us/e-learning/sp-training/CALPADS/sp-training.asp 

 CALPADS Service Request Form link: 

http://www2.cde.ca.gov/CALPADSHELP/DEFAULT.ASPX 

 Email contact info: 

calpads-support@cde.ca.gov 

 CALPADS Operations Office Phone: 916-324-6738 

http://www.cde.ca.gov/ds/sp/cl/rptcalendar.asp
http://www.cde.ca.gov/ds/sp/cl/documents/usermanual04042011.pdf
http://www.cde.ca.gov/ds/sp/cl/communications.asp
http://www.csis.k12.ca.us/e-learning/calpads-registration/default.asp
http://www.csis.k12.ca.us/e-learning/sp-training/CALPADS/sp-training.asp
http://www2.cde.ca.gov/CALPADSHELP/DEFAULT.ASPX
mailto:calpads-support@cde.ca.gov


Who is Responsible for What? 
Obtaining SSID’s throughout the year is the responsibility of each school 

district’s CALPADS coordinator.  The designated CALPADS coordinator is also 

responsible for all deadlines and file submissions to CALPADS.  Including: (but 

not limited to) New SSIDS, Fall Submission, Spring Submission, Periodic 

Enrollment Updates, Anomaly Resolutions and all required Certifications. 

 

SchoolWise support will be glad to assist you in the exporting and importing 

process that is required for obtaining SSID numbers, but we cannot be responsible 

for navigation of the CALPADS website, State Deadlines and Certifications.  If 

you have any questions regarding our help with the CALPADS process, please 

contact support at 1-800-727-6817. 

 
What is an SSID? 
SSID stands for: Statewide Student IDentifier.  An SSID is a unique, non-personally 

identifiable 10 digit number that all K-12 public school students are required to have.  

The SSID has also been referred to as the CSIS number in previous years. 

Where do I find the SSID in SchoolWise? 
The SSID is located on main profile page of the Student Form.  The page with a tab 

called Student when the Student form is first opened. 

 

 
 



If you happen to get an SSID number in the student’s CUM file and want to put it directly 

into SchoolWise you can do that and avoid having to send them up to CALPADS 

altogether.  It’s possible to edit the SSID number if you have the privilege called (SSID 

Admin) assigned to your SchoolWise login username.  If  you have this ability, you will 

see the edit box appear to the right of the SSID number field.  You can click this box to 

manually input the SSID number. When you click the box, you will see an edit box 

launch that looks like this: 

 

 
 

Type the SSID number that you have into the field and click OK.  Remember that SSID 

numbers are 10 digits long and entering a bad number will cause problems in CALPADS 

later, so be careful. 

Obtaining SSID Numbers 
Getting SSID’s is a small part of the entire CALPADS process, there are multiple steps 

involved. Here is a summary of the process: 
 

What you are doing is submitting a list of students to CALPADS that don’t have an SSID 

in SchoolWise yet.  This could be because they are new Kinders or possibly just new 

students to your school and their SSID did not come with them.  Either way, you are 

sending CALPADS a list (file) of these kids so they can compare them to the statewide 

database, and locate a new or possibly already assigned SSID to each student. 

 

The Process goes a bit like this: 

1. Send student list (file) out of SchoolWise to CALPADS 

2. Choose what numbers go to what students in CALPADS 

3. Get the new numbers from CALPADS and import them into SchoolWise 

 

Now that you are aware of the concept of what you are doing, it’s on to the Step by Step. 

STEP I (Check student information in SchoolWise) 
It’s always a “best practice” to check our student information (data) first before creating 

any file that is sent to CALPADS.  Making sure that we have all of the required fields 

that the CALPADS website is looking for, will greatly reduce any possible errors that we 

have to deal with.  The cleaner the student information, the easier CALPADS is to use.   



Part I (How do I check my data?) 

To check your data please open the Report Explorer by clicking on the Reports button on 

the left side toolbar, then selecting – Open Report Explorer. 

 

 
  

1. In the SchoolWise Report Explorer 

there is a category of reports called File 

Exports – CALPADS.  Double-click on 

that folder to show the report names that 

are in it. 

 

2. If you double-click on the report called: 

CALPADS Student Information Check 

Form, That will open the report 

parameter window. 

 

3. You have a 

few options to 

choose from 

before running 

this report.  By 

default, the 

School Filter is 

set to * or 

Select All.  

The Show 

Students is set 

to Missing 

Data.  You can 

choose any of 

these three 

choices to check for data issues, but for this document I will run Missing Data and 

SSID’s. 

Once you run the Info Check form, print it out and it will look something like the 

example below: 

 



 

Part II (How do I correct my data?) 

In SchoolWise, input all of the missing data that the report explains is required.  Some 

examples of missing data could be: Missing Birth Country, No EL Date, Missing 

Residential Address City and so on…  The description on the report will explain it very 

clearly (see above).  Once you Re-run the Data Check form and it displays a window that 

says “Returned no Data”, you are ready to create the extract files and begin the Upload 

Process. 

 

STEP II (Export the SSID 
Request File) 
Now that we have checked to make sure the 

data in SchoolWise is as good as we can get it, 

it’s time to create the file to send to CALPADS. 

 

You can find the report that we need in the 

same File Exports – CALPADS folder. 

 

It is called: CALPADS SSID Enrollment – 

Only Missing SSID. 

 

Because every student in public school in 

California is required to be assigned a SSID 

number, it is up to you to send your list (file)  

of students to the State using the CALPADS 

website.  The SchoolWise (Only Missing 

SSID) extract report sends out all students who 

do not have an SSID number filled in (in SchoolWise) and that meet the following 

criteria: 



 

1. Are currently enrolled in a grade level (0H) class for the year you are logged into 

2. Have been enrolled in the school district on or after the date that you used to run 

the extract.  (The extract pulls all students from the date you enter until today) 

 

When you double-click to run the report, you will see the following window open up. 

 

 
 

1. In the first Date field you should choose the date of the last time you created an 

SSID extract.  The report runs from the date you enter – until today.  Make sure to 

include a valid date range, or you might get this error message. 

 

 
 

If you get this error message, change your date back further in time to include all 

students that need an SSID. 

 



2. Set the second parameter called: Data Collection to be Periodic Enrollment 

Update. 

3. The third parameter called: Option is set to Exclude Non ADA Students by default, 

you will almost always want to leave this that way.  There are rare exceptions 

when you might want to get SSID’s for some non ADA students, but more than 

likely than not, any students you have set for Exclude from ADA you don’t want 

going to CALPADS. 

4. Parameter 4: This is only changed in rare cases, leave set to: Exclude Secondary. 

5. Parameter 5: Current Grade != PS – leave that way. (unless you need Preschool 

SSID numbers) more than likely, you won’t. [!=] means is not equal to, so by 

default it send out everything not = to preschool. 

6. The sixth parameter is a CDS code override feature, you should have this set to 

blank unless you run into trouble with errors submitting the file to CALPADS.  If 

you try to submit the file to CALPADS and it won’t import, please call Chad at 

SchoolWise support at: 1-800-727-6817. 

7. Once you have set all of the parameters, click the export button. 

 

 

 
 

8. Select the folder that you want to save the file into.  Make sure that you remember 

where this folder is.  You can create a new folder on your desktop where it will be 

easy to locate later.  You can see here that I have created a folder called 

CALPADS so I remember where the file is that I’m creating.  You can also see 



that under File Name:  it creates one for me called SSID Enrollment.txt, you can 

edit this to be whatever name you like before you click to export button.  When 

you have the name you want, in the folder you want – click on the export button. 

9. Next you will see the SchoolWise disclaimer window that explains how we are 

only sending the data that you have entered into SchoolWise.  Click OK to accept 

that window message. 

10. Once you click OK you will see the final results window that tells you where your 

file is and what the name is.  You can Close this window, Open it to see the 

student names, or Open the folder that it is saved into. 

 

 
 

Here is what it looks like when you choose to open the file.  Here you can see the 

students names and data that is going out to CALPADS.  Sometimes it is helpful to 

review the final file this way to make sure all of the students that you expect to be going 

out are in there. 

 

 
 

Your file is now exported and ready to send up to the CALPADS website! 

 

 

 



 

STEP III (Login to the CALPADS Website) 
Now that we have exported the file from SchoolWise and we know what the name of it is 

and what folder it’s in, we are ready to login to the CALPADS website and begin the 

second part of our adventure. 

 

Once you are at this step, we are assuming that you have a CALPADS username and 

password that was supplied to you from CALPADS.  Remember that CALPADS expires 

passwords every 90 days or so.  If you do not have a CALPADS username and password 

please call CALPADS support at: 916-324-6738 or use the contact information below to 

get in touch with CALPADS support. 

 

 CALPADS Service Request Form link: 

http://www2.cde.ca.gov/CALPADSHELP/DEFAULT.ASPX 

 Email contact info: 

calpads-support@cde.ca.gov 

 

Part I (Log into the CALPADS website) 

Using an internet browser like: Internet Explorer, Google Chrome or Firefox, please 

connect to the Link below: 

https://www.calpads.ca.gov/ 

 

You should now see the the main CALPADS login screen, and it should look something 

like the screen below: 

 

http://www2.cde.ca.gov/CALPADSHELP/DEFAULT.ASPX
mailto:calpads-support@cde.ca.gov
https://www.calpads.ca.gov/


 
1. Enter your username in position 1. 

2. Enter your case sensitive (this means that capitol letters and symbols matter) 

password in position 2. 

3. Click the box in position 3 so you see a checkmark in it. 

4. The Login button should be lit up now and available to click on. 

5. Click Login and the website should bring you to the next page, you can tell you 

are logged in when you see your name and school name in the upper right hand 

corner of the screen. 

 

If you can’t login to the website, please call CALPADS and find out what might be 

wrong.  CALPADS support is the only one that can help with login issues. 

 

Part II (Uploading the file) 

Once you are successfully logged into the CALPADS website, you are now ready to 

upload the file that you created from SchoolWise. 

 

 
 

In the top menu of CALPADS please hover your mouse over the SSID Enrollment menu 

– then down to Manage Submissions – then Left click on: Upload Files. 

 

You can also select the file upload menu from the State Reporting – Manage Submissions 

– Upload File menu as well.  Below you will the File Upload page marked with 4 

position indicators. 

 



 
 

 

1. Select SSID Enrollment. 

2. Type in a Job name for the file you are sending. 

3. Click the Browse button to locate the file that you created from SchoolWise. In 

my case mine was in a folder called c:\swClient\CALPADS 

4. Click the Submit button to send the file up to CALPADS. 

 

 
 

5. You should see a blue message on the top of the screen saying File Uploaded. 

 



Part III (Viewing the Results) 

Once the file is sent up to CALPADS there is no notification sent back to you - that lets 

you know at what process the file is at, you just have to keep checking back with the 

website.  In our experience between 20 minutes and an hour you should see the status 

change to Ready for Review. 

 

To check the status of your file, login to CALPADS (see red arrow below). 

 

 
1. When you login to the CALPADS website you should see the most recent file 

submissions (jobs) down in the bottom left of the screen (seen above).  To review 

the file results click on the name of the Job that you see (it looks like a link) 

 

 
2. That will bring you to the File Results Summary screen. As seen above.  You can 

view the status of the Passed Records for the whole district here.  Click on the 

Past Records total (the number) to see each of the results categories. 

 

 

 
3. CALPADS is different than CSIS in that it displays the results into categories, 

instead of one complete list.  Below you will find a brief description of each 

category. 

a. NEW – CALAPDS could not find any matches close enough for these 

students and assumes the student(s) needs a new SSID number assigned to 



him/her.  Use the checkbox to select New 

SSID if this is correct.  Otherwise choose 

None of the Above as seen below: 

 

b. SINGLE – Only a single match was found for this student.  In this case 

you can choose the single match SSID if it is correct (make sure to 

compare birthdate and school history) otherwise choose another option. 

Often times New Kinders can end up in this list, if they do make sure to 

select NEW. 

c. MULTI – Multiple matches were found for these students.  You may have 

2 to 2 pages of multiple matches for these students.  Pay close attention to 

which SSID you choose to avoid future issues. 

 

4. When reviewing the records on screen be sure to select ALL in the top right 

corner so you don’t miss any students. 

 
 

5. To review the details for each student Click on the purple button  to see the 

results that are associated with that student record. 

6. Click on the appropriate checkbox and then click the  button.  

You may wait to click the Validate button until you are done with the last student 

in the list. 

7. Once you click on  every student that you made a selection for 

will be VALIDATED against the CALPADS database info.  The web page will 

refresh and in the TOP LEFT HAND CORNER of the page it will say 

VALIDATION COMPLETE or VALIDATION FAILED.  If the validation fails 

you will need to review the issues and make corrections to the data. 

8. If you get a VALIDATION COMPLETE you will see a POST Records button.  

Click the POST Records button. 

9. Once the file Posts – you will see the status update in the Disp colum as seen 

below: 

 

   
 

10. Once all of the New, Single and Multi categories have been VALIDATED and 

POSTED the file status will go from In Review to COMPLETE. 

 



Part IV (Request, Retrieve and Download) 

Once the file status says Complete you are ready to move on. 

1. Login to CALPADS and go to the Reports – Extracts - Request CALPADS Files 

2. Select SSID Extract - Extract of the SSIDS assigned during a batch submission 

3. Request File.  It will show up blue and say File Requested. 

 

 
 

4. Now wait 20 minutes or so and log back into CALPADS 

5. Go to: Reports – Extracts - Retrieve CALPADS Files - SSID Extract - Download 

a SSID Extract file as seen below: 

 

 
 

Select a download location and click download. 

 

Once the file is downloaded, please close CALPADS and open SchoolWise. 

 



STEP IV (Import back into SchoolWise) 
Now that we have exported the file from CALPADS, we can import our SSID’s 

automatically into SchoolWise. 

 

1. Go to the File Menu of SchoolWise (top left hand corner) Import Data – Import 

SSID’s. 

 

 
 

2. Browse to the file that you download from CALPADS and click Import. 

 

 
 

3. Click Import Now.  You will see the results displayed in the Text box.  You have 

now completed the SSID process. 


