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Duplicate Persons 
 

Report Logic: 

The report gathers certain demographic informa�on for all students and guardians in the database.  It 
returns a list of students and student contacts for those students based on the report year and calendar 
filter.   Please note that a null value is a value for comparison purposes.  For instance, a record with 
without a middle name will not match a record with a middle name.  It compares the student data in 
these combina�ons of fields: 

• First Name, Middle Name, Last Name, Email, Student Number 
• First Name, Middle Name, Last Name, Cell Phone, Student Number 
• First Name, Last Name, Email, Student Number 
• First Name, Last Name, Cell Phone, Student Number 

If the report returns no records, it means there are no duplicate people records for the calendars/years 
selected.  Also, the same person can be returned mul�ple �mes, once for each combina�on of 
demographic elements that are a match. 

 

Report Headers: 

Calendar Calendar related to matched record 

personID1 First person in match 

personID2 Second person in match 

Matched On See matches above 

First Name Duplicate person’s first name 

Middle Name Duplicate person’s middle name 

Last Name Duplicate person’s last name 

Email or Phone Email or Cell number used in the match 

Student Number If the records is a student record, the student ID will appear here 

 

Report Sample: 
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Duplicate Contact Emails 
 

Report Logic: 

This report compares emails for all ac�ve student contacts to ensure that they are unique.  Since portal 
account crea�on is dependent upon the contacts personal email, it is important that each parent 
reference a unique personal email address. 

 

Report Headers: 

Calendar Calendar related to matched record 

Student ID Enrolled student related to contact 

personID Contact’s personID 

Matched On See matches above 

Contact First Name Contact’s first name 

Contact Last Name Contact’s last name 

Email Personal email shared with another contact 

Relationship Contact relationship to the student 

Relation Start Start of relationship 

Relation End End of relationship 

 

Report Sample: 
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Emergency Contacts with No Contact Informa�on 
 

Report Logic: 

This will list all student emergency contacts where there is no emergency phone or email address.  
Emergency contacts must have contact informa�on in order to be valid. 

 

Report Headers: 

Calendar Calendar related to matched record 

Student ID Enrolled student related to contact 

Emerge personID Emergency Contact’s personID 

Emerg Seq # Emergency contact priority 

Contact Name Contacts first and last name 

Relationship Contact relationship to the student 

Email This will always show blank since they have none 

Home Phone This will always show blank since they have none 

Cell Phone This will always show blank since they have none 

 

Report Sample: 
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Persons with Bad Characters in their Name 
 

Report Logic: 

In order for each person to have a valid record and to ensure that the data is in the correct fields, this 
report is used to find bad characters in the person name fields.  Most o�en the errors will be where 
parents have atempted to merge their two records into one by using “&” in the first name field.  
Another issue this will pick up are any last name suffixes (Jr, Sr, II…) in the last name field instead of the 
suffix field. 

 

Report Headers: 

Calendar Calendar related to matched record 

Student Number Enrolled student related to contact 

personID PersonID with the bad data 

Relationship to Student Person’s relationship to the student 

First Name Contact’s first  

Middle Name Contact’s middle name 

Last Name Contact’s last name 

 

Report Sample: 
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Students Without Guardians 
 

Report Logic: 

All ac�ve students must have guardian informa�on in the system.  This report shows students who have 
no guardian informa�on. 

 

Report Headers: 

Calendar Calendar related to matched record 

Student Number Enrolled student  

Student Student’s full name 

Grade Student Grade Level 

 

Report Sample: 
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Guardians with no Primary Email 
 

Report Logic: 

Student guardians must have a personal email address in order to receive a portal account and for 
communica�on purposes. 

 

Report Headers: 

Calendar Calendar related to matched record 

Student ID Enrolled student related to the Guardian 

First Name Student’s first name 

Last Name Students’s last name 

Relationship Guardian’s relationship to student 

Guardian PersonID PersonID for the guardian 

Guardian First Name Guardian first name 

Guardian Last Name Guardian last name 

Email Will always be blank. Shows there is not email. 

Secondary Email Will always be blank. Shows there is no secondary email 

 

Report Sample: 
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Guardians Without a User Account 
 

Report Logic: 

Validated guardians require a user account to log in to the parent portal.  This report will list guardians 
who do not have an ac�ve user account. 

 

Report Headers: 

Calendar Calendar related to matched record 

Student ID Enrolled student related to the Guardian 

Relationship Guardian’s relationship to student 

Guardian PersonID PersonID for the guardian 

Guardian First Name Guardian first name 

Guardian Last Name Guardian last name 

Guardian Email Guardian’s email address.  Normally used to create the user account 

 

Report Sample: 
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Students with More than 3 Guardians 
 

Report Logic: 

This report creates a count of how many individual records are marked as guardians for a student.  
O�en, students with more than 3 guardians will be an indicator of duplicate guardian records on a 
student’s rela�onship page.  The student’s guardian will have two accounts in IC and appear in more 
than one household on a student’s rela�onship page. 

 

Report Headers: 

Calendar Calendar related to matched record 

Student ID Enrolled student related to the Guardian 

Relationship Guardian’s relationship to student 

Guardian PersonID PersonID for the guardian 

Guardian Order Guardian calculated order based on Emergency # and personID 

Emerg # Guardian Emergency number in IC 

Guardian First Name Guardian first name 

Guardian Last Name Guardian last name 

 

Report Sample: 
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Guardians with no Portal Account 
 

Report Logic: 

Guardians need to have the portal checkbox checked on their rela�onship tab with the student in order 
to access the student portal. 

 

Report Headers: 

Calendar Calendar related to matched record 

Student First Name First name of student with guardian missing portal checkbox 

Student Last Name Last name of student with guardian missing portal checkbox 

Student ID Enrolled student related to the Guardian 

Guardian PersonID PersonID for the guardian 

Relationship Guardian’s relationship to student 

Guardian First Name First name of guardian missing portal checkbox 

Guardian Last Name Last name of guardian missing portal checkbox 

Guardian Email Guardian email 

 

Report Sample: 
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Duplicate Guardian Cell Phones 
 

Report Logic: 

Guardian cell phones, like emails, must be unique for every person in the database.  This report will 
show guardians who’s records indicate iden�cal cell phone numbers. 

 

Report Headers: 

Calendar Calendar related to matched record 

Student ID Enrolled student related to the Guardian 

Student First Name First name of student related to guardian 

Student Last Name Last name of student related to guardian 

Guardian PersonID PersonID for the guardian 

Relationship Guardian’s relationship to student 

Guardian First Name First name of guardian missing portal checkbox 

Guardian Last Name Last name of guardian missing portal checkbox 

Guardian Cell Phone Guardian cell phone 

Guardian PersonID2 PersonID for the second guardian with matching cell phone 

Relationship2 Relationship for the second guardian with matching cell phone 

Guardian First Name2 First name for the second guardian with matching cell phone 

Guardian Last Name2 Last name for the second guardian with matching cell phone 

Guardian Cell Phone2 Cell phone for the second guardian with matching cell phone 

 

Report Sample: 
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Guardian Wrong Emergency # 
 

Report Logic: 

Guardians must be marked as the first emergency contact numbers on a student’s rela�onship page.  
These values are o�en edited by parents and this can cause issues with forms, etc.  This report calculates 
the correct guardian emergency # and compares it to current. 

 

Report Headers: 

Calendar Calendar related to matched record 

Student ID Enrolled student related to the Guardian 

Student First Name First name of student related to guardian 

Student Last Name Last name of student related to guardian 

Guardian PersonID PersonID for the guardian 

Guardian True Order Order the guardian should have on the Relationship tab 

Current Emerg # Order currently on the guardian’s Relationship tab 

Relationship Guardian’s relationship to student 

Guardian First Name First name of guardian missing portal checkbox 

Guardian Last Name Last name of guardian missing portal checkbox 

 
Report Sample: 
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Names In All Caps 
 

Report Logic: 

This report looks through all person names to find those in all CAPS.  This happens most for 
guardian/contact names. 

 

Report Headers: 

Calendar Calendar related to matched record 

Student ID Enrolled student related to the Guardian 

Student First Name First name of student related to guardian 

Student Last Name Last name of student related to guardian 

Guardian PersonID PersonID for the guardian 

Relationship Guardian’s relationship to student 

Guardian First Name First name of guardian   

Guardian Last Name Last name of guardian   

 

Report Sample: 
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