SIRS Data Entry Standards


9/16/04: Version 1.2--Applies to All Schools

Notes on how certain information should be entered into the SIRS program.

· All information should be entered using normal punctuation.  Do not use all CAPS.  

Abbreviations

	N. = North

S.= South

W. = West

E. = East
	St. = Street

Ave. = Avenue

Pl. = Place

Ln. = Lane




· If the student does not have a phone number, put in all zeroes (000) 000-0000

· When entering Apartment info, just enter the number or location; it isn't necessary to enter "Apt. 2"; "#2" is fine.  Also, Apartment info should be entered specifically in the Apartment section, not included with the Street address.

· If you need to make a change to the student's name, make sure to change it on both the Personal 1 and Personal 2 screens; the Personal 1 screen represents common name, while the Personal 2 screen represents Legal name.  (Yes, I know that it is rare that they are different, that's just how the program is set up.)

· When entering in information, check to make sure there are no unnecessary blank spaces in front of the info; this can throw off the sorting process.  

· Contact screen: Add any contacts you need to add; just be sure that the primary contact has a contact priority number of "1", and that any other contacts have a contact priority of "2".  

· Contact Custom: Family ID--If you don't have a Family ID number for a student, make sure you send a note to Cindy Z to find out what it should be.

· Ignore the “house number” section of the Personal 1 screen; the entire street address should be put in the “Street” field.
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