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Tips and Tricks


Ethnicity/ Race Data Entry Guidelines

In response to new Federal guidelines, changes have been made to how race and ethnicity are entered on the Biographical tab on SPAIDEN.  

These instructions pertain to initial data entry for NEW students only.  If a NEW student provides the information on their application, you will:

·  Populate the New Ethnicity field.  You have two options to select from –“Not Hispanic or Latino” and “Hispanic or Latino”.  Otherwise, leave it as “None”. 
· Populate the Race field.  More than one Race category can be added.  Record any information that is provided by the student. 

If you access this screen for an existing student and the fields are populated, DO NOT CHANGE them.  

These fields are ultimately student driven and they will be asked to populate the fields via SURFS.  There is a “Confirmed” check box and Date field.  If populated, that means the student entered the information themselves.  DO NOT make any changes to the information, even if it is different than the information provided to you. 
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