Tips for updating records in the National Student Index (NSI)

We’ve looked at the common issues people have with changes to the NSI.  Here are our tips on how to avoid mistakes.

Finding the right student using Search
Before you add a student to the NSI make sure that they do not already have an NSN.  Use search to check the student’s name.
You can use the Search function to find someone when you know they are in the NSI – but you’re not sure of their NSN, or if you don’t know if a student is already in the system or not.  Using NSI Search is just like using Google: the more criteria you include the fewer results you’ll get.  

Once you are sure that your student does not already have an NSN, you can create a new NSN for them.
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Figure 1: Use NSI's search function to select the student record you need.
	Try searching for forename1, surname and date of birth to start with.  This should give you the best chance of finding a student record – if its there.  You can scan the search results for the student you’re looking for.


Creating a new student record

Once a record is verified it cannot be undone. When you verify the record you’ve declared that the details are correct and that you’ve checked the student’s documentation.  So it’s vital to get this information right.  

1. When entering the student’s name and details, watch for the spelling and use of title case (for example: McDonald Vs MacDonald).
2. It’s common to make mistakes with numbers.  Watch out for similar looking numbers (e.g. 1 and 7, 3 and 8).  

3. It’s also easy to accidentally swap the date and month (e.g. 08/09/1975 Vs 09/08/1975).

4. Select the best verification options for the documents you have access to - such as a Birth Certificate, a Passport, and so on.

Updating an existing student record

When searching for a record you may find that some information is out of date or incomplete.  It’s important that before you update an NSN you are sure the record belongs to the right student.

What to watch for

Remember that it’s harder to read from a computer screen, and much easier to make mistakes.  
When you select a record, compare other details with what you know about the student.  For example: is the middle name the same? Is the date of birth the same?  
If some details are different to the information you have, consider how different they are.  Is the date of birth different by only one month or one year or is it completely different?  The greater the difference the more likely it is the NSN belongs to a different student.  If so, you will need to create a new NSN for your student.
	Checklist for making changes to the NSI

Before making any changes to a student’s record, ask the following questions:

 FORMCHECKBOX 
  Do I have the right record?
Double check the record you’re going to change.  Compare the date of birth and other details to make sure you don’t accidentally change someone else’s details.

 FORMCHECKBOX 
  Is this change needed?
Check that the change you’re making needs to be made.  For example: If the name in the NSI is right but the student often goes by another name, don’t change the main name field. Consider using the ‘Alternative name’ field instead. It may even be already there.

 FORMCHECKBOX 
  Is the information I have up-to-date? 

Make sure your records for the student are up-to-date and complete. If in doubt, do not change the NSI.


For help or more information
For more help with using the NSI or with changing student records please contact the Sector Service Desk
Phone: 0800 422 599
Email: Sector.Servicedesk@minedu.govt.nz
 
	Did you find this useful?

If you have thoughts or feedback on this guide, or ideas on what other help we can provide, let us know.  Email us at Sector.Servicedesk@minedu.govt.nz


