Exporting Data to LINKS – Supplemental Guidelines for Schools of Higher Learning
1.  Data coming from schools must include the proper school code. 
The Department of Education School Code must be included in all exports produced by K-12 schools and schools of higher learning.  The code must match that provided by the Louisiana Department of Education.  Please refer to the DTT Specification Guide, data field “School External School (or District) ID”.
For the up-to-date DOE list of school codes, go here:  http://www.louisianaschools.net/lde/directory/1764.html

2.  Complete patient (or student) name and Address information is required to reduce possible duplicates of patient records.  
Patient records in LINKS are often a composite of the same person that has been submitted from multiple providers.  Typically, variations of name (last name, nicknames, typos, etc) and dates of birth, occur with submission of the same person through different providers statewide.  LINKS utilizes an algorithm to automatically merge records that the system can safely determine to be the same person.  If it cannot safely merge records, the system stores the records in a reserve area and the LINKS staff then manually review the records that have been set aside.  LINKS staff time is limited to resolve possible duplicate records, therefore complete address information must be sent with all patient records.
Secondly, the DTT Specification Guide requires that all exports include at least one of three family identifier data elements.  These are:

· Guardian First Name 
· Mother Maiden Name 

· Guardian Social Security Number  

If none of the above three fields are available in the source system, provide the value “Adult” in the Guardian First Name as a work-around.  In this case it is important that the optional student SSN is included in the record.

3.  For schools of higher learning, LINKS requires that data exports conform to the character delimited ASCII text format as described in the DTT Specification Guide.  
The need to adhere to this format is related to the LINKS system processes in connecting LINKS student records to the college at the beginning of each new semester. 
4.  Provide meaningful names to the export file.

Include the School Code in the file name.  An example could be Our Lady of Holy Cross College: “olhccU08001”.
5.  The DTT Specification Guide is very detailed and should be thoroughly reviewed prior to developing the data export routine. Most of the questions that come up will be addressed by this document, however, it is important to work with the most recent version of the guide.  Any questions regarding the current version of the guide may be addressed to Scientific Technologies Corp (STC).  The current versions as of August 21, 2008, is v4.4.1.
6.  Sample Export File

MEDICAL RECORD NUMBER | LASTNAME | FIRSTNAME | ADDRESS1 | CITY | STATE | ZIP | DOB | GUARDIAN INFO | GENDER | SCHOOL CODE | GRADE CODE | CPT/CDC CODE | IMMUNIZATION DATE

123456|LASTNAME|FIRSTNAME|1243 SMITH ST|SLIDELL|LA|70459|10/20/2001|PAMELA|F|123456|02|99158|05/20/2005

