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Objectives

• Duplicate Students Report/ merge
• Export ASAP to TE
• Export Attendance 
• Self Check in/out



• Vicky Arreola, Secretary 3
• Roxanna Argueta, TE Data Specialist
• Stephanie Carrillo, Attendance Registrar
• Francisco X. Pinedo, Lead Instructor

Soledad Adult School 



Duplicate Students



Duplicate Students



Duplicate Student Report
• AGAIN! IT IS POSSIBLE DUPLICATE, verify 

that it is the same student, don’t assume it is.



Student Merger



Student Merger

• Once duplicates are identified, using the Excel 
document, then run the Student Merge to 
merge students

• Verify that the student is an actual duplicate



Student Merger

1. Click Tools
2. Click on STUDENT MERGE



Student Merger

Type the name of the possible duplicate student, first and last name 
in the search field, then press search.



Student Merger



Student Merger



Student Merger



Student Merger

Final step, press MERGE 
STUDENTS



• Check each class (teachers can do this)
• Keep TE DIR in mind

• Missing Birthdays (item 1 on DIR)
• No Highest Year of School (item 3)
• No Gender (item 4)
• No Race (item 5)
• Missing Labor Force (item 6)

Review all Data in ASAP





Exporting to TE



Exporting

Having clean data before exporting will save you 
lots of headaches!

Editing information in ASAP is easier to do than 
in TE (per our experience at Soledad Adult)



Having clean data before exporting will save you 
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Exporting

Export Data from ASAP in this 
order!





• Check the data in TE
• Select a date when all export from ASAP will be 

done for attendance (Mon to capture attendance 
from last week)

After Exporting to TE



Weekly Attendance
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Reports
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Selecting Reports

Select the reports you 
use more frequently.



Selecting Reports

Select the star * on
Reports you want 

Saved on your view 
Reports menu. 



Self Check in



Teach a soft skill!
Self student check in

Recommended:
Have a designated computer or tablet 

for this.



Student Check-in
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Student Check-in

Student types in their ASAP ID # and press submit to check in, 
and same process to check out.



Student Check-in
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Questions??

fpinedo@soledad.k12.ca.us
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