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1 Introduction 

FACTS Grid Edit allows the user to update many student fields at a time. This process includes the “copy-paste” step of each data from source documents to 
the corresponding cell on the Grid Edit page. To check this feature, please visit this hubhelp link for reference. 

To further automate the data updating, EduWeb Group developed an import tool that updates (record and delete) multiple fields within the SIS using an excel 
template. It covers some of the fields in the “Person ID” table for staff, students, and families. Other fields that are specific to each person type like the UDID 
for students only are in a separate import tool.  

Below are the fields that can be updated with this customization: 

 

 

This document covers the step-by-step on how to use the “Person ID Import Tool”. The “RCK: UpdatePersonByPersonID” tool must be installed first (by 
EduWeb) on FACTS Database for this operation to work. 

 

https://www.nbshubhelp.com/@app/auth/4/login?returnto=/FACTS_SIS/People_Management/Students/Edit_Multiple_Student_Records_at_Once?utm_source=deeplink%26utm_medium=copy%26utm_campaign=user_shared
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2 How to use the import tool 

  

1. From FACTS main menu, 
click on Report Manager 
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2. Administration 

3. Click on RCK: 
UpdatePersonByPersonID 
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4. Click on “View Report” 
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5. Click on “Download model 
file” to download the excel 
template 
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6. Configure the “Sheet1” which 
is the upload sheet of this file. 

personID – this identifies which 
contact you are updating. For 
students, this is the “Student 
ID”; staff is “Staff ID”; and 
family – “Family ID”. In 
demographics, this is greyed 
out Person ID field. 

For exporting the person IDs, 
you can use the “Create A 
Report” in Report Manager. 

7. “Variables” sheet contains 
the fields that can be updated. 

Note: You can add fields to be 
updated as column headers 
EXACTLY the same as how it 
is in the Variables sheet. 

8. Date Format – use the same 
date format set in your FACTS 
database.  

9. Delete an existing data – add 
the “’--CLEAN UP--" to delete 
the specific field record. 

If the field is empty, it would not 
update or delete the existing 
record. 
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10. Back to FACTS, click on 
“Choose File” 

11. Upload 

The confirmation page will 
show with the “Update” Status. 



EduWeb Group 
Bulk Data Update With Excel 
 

 

© EduWeb Group                                                                                      Page 10 of 14 
             

3 Activity Log 

 

 

Changes made through this 
import tool are recorded in 
Report Manager > Activity Logs  
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Another approach to check is 
going through the Report 
Manager > Activity Logs > 
Activity Log – Demographics 
(Create A Report) > then set 
the Note filter to 
“ByUpdateFromExcel”  
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