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NOTE: Some personal identifying information, including ID Number, has been redacted. 

Search for “SPAIDEN” using either “Search…” on the home screen or the upper left corner magnifying glass. 

 

If you know the ID enter it in the “ID” field and click “Go” (then skip to page 5 of this training) You can also enter a student’s 

Social Security Number (SSN), no spaces or dashes. If the student is in the system their ID number will automatically 

populate and you can click “Go” (then skip to page 5 of this training).  

If you need to generate the ID using a Social Security Number (SSN) skip to page 3 of this training. 

NOTE: You can type “Enter” in the “ID” field and generate a name field if you know the student’s name: Last, First 

If you need to look up the student click the “…” next to the “ID” field. 

 

A box will pop up like above, click “Person Search” and SOAIDEN will open. 
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NOTE: Some personal identifying information, including ID Number, has been redacted. 

 

Click the drop down arrow for “Add Another Field…” and select a search field. Then enter the information you have to use 

in the search. Fields include: ID, last name, first name, middle name, change indicator, and name type. 

Add as many fields as needed and click “Go” 

 

To select a result you can double click the ID or highlight it and click “Select” on the bottom right. 

Once the ID number has been entered on SPAIDEN click “Go” (then skip to page 5 of this training) 
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NOTE: Some personal identifying information, including ID Number, has been redacted. 

If you enter a student’s SSN in SPAIDEN and a match isn’t found the screen will automatically change to GOAMTCH. 

Click the plus sign next to the “ID” field and an ID number will be generated, changing the SSN to “GENERATED”. 

 

 

Click “Go” and GOAMTCH entry form will open. Enter the student’s information (name, SSN, date of birth (DOB), etc.). 
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NOTE: Some personal identifying information, including ID Number, has been redacted. 

Once you’ve entered the information click “Duplicate Check” to be sure a duplicate doesn’t exist. If there isn’t a duplicate 

click “Save” on the bottom right. A pop-up will ask if you’d like to create as new. Click “Yes” 

 

Another pop-up will tell you the ID number generated, as well as what records were created.  

In the example below, only name, SSN, and DOB were entered so the other record creations “failed” or were not created. 

Make sure a record was created for every piece of information you entered. 

 

Click “OK” on the pop-up and you’ll be directed back to SPAIDEN with the new ID automatically populated. Click “GO” 
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NOTE: Some personal identifying information, including ID Number, has been redacted. 

SPAIDEN Information will open after clicking “GO” 

 

Navigate the tabs using the arrow buttons on the bottom left, or click the tab you want to view. 

After editing a field click “Save” on the bottom right to save the changes. 

To look up a different student’s information, click “Start Over” on the upper right. 


