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Upload NON-SSN GPAs MAIN PAGE

Purpose

The California Student Aid Commission (Commission) is accepting NON-SSN GPAs through on-line
submission. This training provides detailed instructions on the process of uploading NON-SSN GPAs.

Page Elements

1. Upload NON-SSN GPAs: This shortcut link directs the user to the Upload NON-SSN GPAs screen.

California Student Aid Commission VighGrants Tools Help Sion Out

boad NON-SSMN GPAS

Liplpad GPAs

Fil |

Add GPAs
Changefview GPAs

High School Graduate Vernfication

Reports
Uplgad NON-SSMN GPAs <\

Access
This page can be accessed by clicking on the WebGrants link then on the GPA link in the Portal Menu.

Page Functions

Navigate to Upload NON-SSN GPAs page

The main page of each WebGrants area contains links to the pages included in that area. In addition,
each area within WebGrants has its own submenu navigation bar that is located in the blue bar directly
under the WebGrants Navigation Bar. This submenu navigation bar allows the user to move from page
to page within the same area of WebGrants without continually going through the Main Page of each
area.

Click the Upload NON-SSN GPAs link to view the NON-SSN GPA File Upload Page (see page 3).
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Upload NON-SSN GPAs Page

Purpose

Uploading is a simple process patrticipating schools use to transmit specifically formatted data files containing
student GPAs without the SSN to the Commission for batch processing. NON-SSN GPA Data files being
prepared for transmission to the Commission must be saved prior to selection and transmitted in a text file
format with a “.txt” file extension.

Page Elements
1. Browse...: This field will allow the user to search their PC or network drive for a text file (.txt) to upload.

2. Academic Year: Use this field to associate a specific academic year with the file located in the NON-SSN
GPA File path.

3. Begin Upload: After entering a text file click this button to start the upload process.

California Student Aid Commission Portal Menu
WebGrants System GPA StudentInfo School Info Roster/Reconciliation Data Transfer NON-SSN GPA

NON-SSN GPA §l Upload NOMN-SSN GPAs

Upload NON-SSN GPAs

L Enter the file path and name of your file (Use the BROWSE button to find your file)
L File type must be .txt
L Click the Begin Upload button to start this operation 1

Academic Year: _
Begin Upload

3
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NON-SSN GPA Summary Screen

Access

The NON-SSN GPA Summary Screen will be displayed after clicking the Begin Upload button on the Upload
NON-SSN GPAs screen page (see page 2).

Page Elements

1. File Upload Status: This area provides a summary of the records to be submitted. If there are Invalid Records,
they must be fixed before the upload can continue.

2. Submit Records: If all the records to be submitted are Valid click this button to continue.

3. BACK: Clicking the BACK button will take the user to the previous page and re-set the Upload screen.

s

California Student Aid Commission Portal Menu WebGrants Tools
WebGrants System GPA Student Info School Info Roster/Reconciliation Data Transfer NON-SSN GPA

MOMN-SSM GPA ff Upload NON-SSN GPAs

Upload NON-SSN GPAs

Non-ss e Fie: N T

Academic Year: _
Begin Upload

NON-SSN GPA File Upload Status

File Name: 2012-13 Students Fixed_export.txt
File Size: 3936

File Type: text/plain 1

Academic Year and Cycle: 2012/

Total Records: 12
Valid Records: 12

Invalid Records: 0

2\,’

SubmitRecords | | BACK ]q\
3
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NON-SSN GPA Confirmation Screen

Access

The NON-SSN GPA Confirmation Screen will be displayed after clicking the Submit Records button on the
Upload NON-SSN GPAs screen page (see page 3).

Page Elements

1. Batch Number: The batch number identifies the group of GPAs submitted and is useful when talking to school
support. By clicking on the batch number a list of the students submitted will be displayed. This list can be printed or
exported to Excel.

2. Print/ Export: The Print button prints a summary of the records submitted. The Export button will export the
summary of the records submitted to Excel for saving.

3. BACK: Clicking the BACK button will take the user to the Upload NON-SSN GPAs screen to begin a new upload.
Clicking the BACK button while viewing the list of students will return the user to the Summary of NON-SSN GPA
Records screen.

e

California Student Aid Commission Portal Menu WebGrants Tools
WebGrants System GPA Student Info School Info  Roster/Reconciliation Data Transfer NON-SSN GPA

NOMN-SSN GPA § Upload NON-SSN GPAs

Upload NON-SSN GPA s

Academic Year: _
Begin Upload

Record(s): 1 Summary of NON-SSN GPA Records

Congratulations! Your file has been successfully submitted to CSAC. We strongly recommend that you print a copy of the file for your records
and maintain the report as proof of submission. The report will not be available once you exit this screen.

Batch School Code Report Name Submitted Accepted Errors

Number

887 00999900 NSLD-2012-00999900-090CT12-111263 TXT 12 12 0
[ print || Export |[ BACK |
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Purpose

Data Fields Definitions Page cont.

The following document displays the file format and should be saved in text (.txt) format. The data to be

uploaded is Position specific. Please use the Excel NON-SSN GPA Template on Page 5 when entering data.

The template has macros built in for the Position placement.

Page Elements

1. Position: This provides a position listing of the records to be submitted. When the Excel NON-SSN GPA
Template is used and saved as text the Position is saved via a macro.

2. Valid Content: This column gives examples of the type of data that is accepted in each of the fields.

1

N\

2

/
2015-2016 Non-SSN GPA File Layout
Fo) e 2015-16 academic year, each GPA batch should contain only GPAs of the same type
F];]d R;?;;w Start | End Length Field Name Valid Content ;:::.‘\d
1 Yes 1 3 3 Record ID NSl Left
Enter "NS1" for all records
p) Yes 4 11 8 SCH_CMPS_CODE 00000000 to 99999999 Right
High School: College Board Code+00
College: OPE ID Number
3 Yes 12 19 8 HS Grad Date Formatis YYYYMMDD Left
Required field only for high school GPAs 19400101 t0 20001231
4 Yes 0 22 3 Student GPA 001to 400 Right
] No k] ! Flags Hemom Left
~ means ablank space Al
Ifthe first character(positon23)is “H7, this |~ ~~~~~~~
means GPA typeis High School.
Ifthe second character(position 24) is “C™ this
means the GPA typeis conumumity college.
Ifne "H" or "C" is supplied, it is assumedthe
GPA is the type of the school submitting the
GPA.
] ¥o 31 38 8 Spring School Code 00000000 to 90000000 Right
High School: Cellege Board Code+00
College: OPE ID Number
T Yes Eu 46 ! Student Date of Birth Formatis YYYYMMDD Left
19200101 t0 20001231
i Yes 47 63 19 Student’s Last Name Numbers 0 to 9 Left
Uppercaseletters A to Z Space(s)
. (period)
* (apostrophe)
- (hyphem)
9 Yes (s 77 12 Student’s First Name Numbers 0 to 9 Left
Uppercaseletters A to Z Space(s)
. (period)
* (apostrophe)
- (hyphem)
10 No Tk T8 1 Middle Initial Uppercaseletters A to Z Left
Elank
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Data Fields Definitions Page cont.

2015-2016 Non-SSN GPA File Layout

For the 2015-16 academic year, each GPA batch should contain only GPAs of the same type

Field Required
# Field?

Start

End

Length

Field Name

Valid Content

Justify
Signed

11 Neo

79

97

19

Mother's Last Name

Numbers 0to 9

Uppercaseletters A to Z Space(s)
. (period)

* (apostrophe)

- (hyphen)

Left

98

116

Father's Last Name

Numbers 0to 9

Uppercaseletters A to Z Space(s)
. (period)

* (apostrophe)

- (hyphen)

Left

117

33

Student Street Address

Numbers 0to 9
Uppercaseletters A to Z
. (period)

* (apostrophe)

- (hyphen)

. (comma)

# (number)

@@

% (percentor care of)
& (ampersand)

/ (slash) Space(s)

Left

168

Student’s City

Numbers 0to 9
Uppercaseletters A to Z
. (period)

* (apostrophe)

- (hyphen)

. (comma)

# (number)

@@

% (percent or care of)
& (ampersand)

/ (slash) Space(s)

Left

169

173

Student’s Zip Code

00000 to 99599

Right
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Data Fields Definitions Page cont.

2015-2016 Non-SSN GPA File Layout

For the 2015-16 academic year, each GPA batch should contain only GPAs of the same type

Fl;]d R;?;::;d Start | End Length Field Name Valid Content g::::}d

16 Yes 174 174 1 Student’s Gender M = Male Left
F = Female

17 o 175 184 0 Parent’s Phone Number 0000000000 to Right
9099099009
Blank

18 No 185 194 U] Student’s Phone Number 0000000000 to Right
0000000000
Elank

12 No 195 244 50 Student’s Email Address Blank Left
Ifnon-blank:
Ome and only one “@" (at-sign)
allowed. Before @:

* atleast one valid character

+ all charactersinthe range of ASCII33-
126, except forthe following 12
characters<> () []1\.:: " @
+ penod () cannot be first, last or
adjacent to anotherperiod

After @:

+ atleastone valid character

* only letters, digits, hyphen, underscore,
andperiod (A-Z, 2-2z. 0-9,-, _. )

* hyphen, underscore, and period cannot
be first, last, or adjacentto a period
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Data Fields Definitions Page cont.

2015-2016 Non-SSN GPA File Layout

For the 2015-16 academic year, each GPA batch should contain only GPAs of the same type

Field Required
# Field ?
20 No

Justify
Signed
50 Parent's Email Address Blank Left
If non-blank:

One and onlyone “@" (at-sign)}
allowed. Before @:

+ at least one valid character

» all charactersin the range of ASCII 33-
126, except for the following 12
characters<>{}[]'.:: " @

» period () cannot be first, last or
adjacentto another period

After @:

* at least one valid character

» onlyletters, digits, hyphen, underscore,
and period (A-Z. a-2z,0-9,-, _, )

* hyphen, underscore, and period cannot
be first, last, or adjacentto a period

21 No 295 303 9 Student's Dream Act ID 000100001 to 0009995559 Right
Blank
2 Yes 304 306 3 Required data element "ot Left
3 No 307 326 20 School Student ID Numbers0to 9 Left
Uppercaseletters Ato Z
. (period)

* (apostrophe)

- (hyphen)

. (comma)

24 Yes 327 336 10 State Student 0000000000to 9995955555 Right
Identification Number

Start | End| Length Field Name Valid Content

%]
=y
L
=]
o
.

e High school graduation date (field 3) is required for the submission of high school GPAs.

e The characters :~: (field 22) are required for all records in field 22

e The State Student Identification Number (field 24) is a required field beginning 2015-16. If the student does not
have an SSID fill with 0000000000.
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NON-SSN GPA - Excel Template

Access

The NON-SSN GPA — Excel Template can be accessed by clicking the Tools link on the WebGrants Main Page

then scrolling to the bottom and right clicking the Excel NON-SSN GPA Template and select “Save Link As”
option to save the template to your computer.

Page Functions

The Excel NON-SSN GPA Template should be used to enter the student data. After the data has been
entered and is ready to be uploaded the excel sheet should be re-saved first. Then the document needs to
be saved as a text file (see page 6).

) NON-SSNGPATemplate [Read-Only] [Compatibility Mode]
A B cC D F G H I J K L
School Graduation Spring Date of Student’s Student’s Student’s Mother's Last Father's Last
1 Record ID Code Date GPE School Code  Birth Last Mame  First Name  Middle Initial Name Name Swdent Address

N [e] P Q R 5 T U W X
Student  Student  Parent's Phone  Student's Phone Student's Email Parents's Email School Student ID State Student
Student City Zip Code Gender  Number HNumber Address Address CSAC ID (OPTIONAL) Identification Number

Worksheet should be re-named
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NON-SSN GPA - Excel Template cont.

Access
The following process will allow the user to save the excel template as a text file.

Page Functions

1. View: Click the View tab to access the Macros menu.

2. Macros button: Then click the Macros button to bring up the Macros window.

3. Macros Window: Scroll down and select the StartDataTool Macro then click the run button.

4. Save As Text File: The save as pop-up box will appear, click the “Save As Text File”, then in the drop down list
select the data sheet name and then click the Save button. After the Save button is clicked the user will be
directed to select the location for the export. The text document should be saved in the same location as the
excel document.

/ 1 2
Home Insert Page Layout Formulas Data Review Developer Acrobat @ .
j )| Page Break Preview Ruler V| Formula Bar ; ) ; ';:f—' [ 25 New Window [ Split 3 <j§ =
15| Custom Views v| Gridlines ¥| Headings Vo Lmd B = Arrange All == Hide H - 2
| Page : N Zoom 100% Zoomto = Save Switch Macros
Layout 3] Full Screen Message Bar Selection || B Freeze Panes ~ [ Unhide | 214 Workspace Windows ~ =
Workbook Views Show/Hide Zoom Window Macros
X4 v ( £ |
A B G D E G H | J K L M

Graduation Spring School Date of Student’s Mother's Last Father's Last

Date GPA Code Birth Last Name Name Name :

1 00999900 ” 20120615 400 00999900 719951220 Redman Stuart Redman Redman 635 GOULD T
1 ’00999900 ” 20120615 "33100999900 " 19951004 Goldsmith  Frannie D Goldsmith 635 GOULD Tl
1 00999900 ” 20120615 ”300 00999200 719950408 Lauder Harold E Lauder Lauder 9163 KEWEN.

r r A r 13017 CORRE
1 00999900 20120615 375 00999900 19951008 Bateman Glen Bateman Bateman ST
1 "00992900 ” 201206157250 00999200 " 19950702 Stern Susan D Stern BL#10

3
View Developer Acrobat 4

Split

| —} E--' £33 New Window [
[ ] S Arrange Al GPATemplate Yersion 1.8

.| Hide
m 100% Zoomto

Selection Jﬂ Freeze Panes ~

— et ——

Unhide n
T Get Files | Sawe Az Text File I Copy ®LE File
— T _ S Send Files
d StartDataTools I ﬂ ﬂ Run ' M
ST [Formatsheet_BeforeExport | - j Click dowen arrow to select GRA file
ST IFormatSheet_Mormal Step Inko itudent Addrd
. |GetDeleteDefinedMames 4' ]
an Stu FideCostal 35 GOULDTI
; ideGpaColumns Edit |
;nnh Er:l'l InsertHiddenGpaColumns = fgfl?lgbg[}l ) I BlankDataEntr')"l vl
Kilsplashscreen v :
RemovedlBordsrs ﬂl 3017 CORRE .
an Gle |RemoveHeadstRow Deete T ] I- Preview Sheet
Sus e 4|_ L#10
- = . 528 N HOBAF ]
UnhideAllZolumns Options...
wood  Lan |unhidealRows L#8
Mat [\ #402
Macros in: |4l Open Workbooks j 52 BELMONT ]
1 Luc - D ]
Drescripkion
13 12N PAR
3 Nid| [IEW ST " Show Opening Screen -
Ton 155 KEWEN, ) pening (2) Exct Cancel
Dot pe— | _3|_021 CORRE
528 NHOBAF
Enzo Kelly Kelly BL#18
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View of Text File

Purpose
The text document below is an example of the excel template after it has been saved as a text file.

Page Elements

1. Position: Based on the Data Fields definition (page 4) The sample shows that that the School Code starts at
position 4 and goes through position 11. This is the text file that will be uploaded (page 2).

TextPad - [C-iDocuments and Set*ings'.afelix.CSAC, Desktop', 2012-13 Students',BlankDataEntry_export.txt]

]File Edt Search View Toge

NEH B8E LR 2| =;

Macros  Configure  Window  Help

29(QUHUR GARH em ) | K

[ NS 1INEEERII: 01206154000 0099990019951220R=dnan Stuart Rednan Rednan
H510099950020120615331H 0099990019951004Goldsnith Frannie D Goldsnith
H510099930020120615300H 0099990019950408Lauder Harold Elauder Lauder
H510099990020120615375H 0099990019951008Batenan Glen Batenan Batenan
H5100999900201206152508 00999900199507025tern Susan DStern
HS10099990020120615225H 0099990019950607Tndervond Larry Undervood Inderwood

| WS510099990020120615280H 0099990019951007Cross Hadine Cross Cross
H510099930020120615201H 00999900199508045vann Lucy 4Svann
H510099990020120615333H 0099990019951224Andras Hick Ehndros indros
H5100999300201206152008 0099990019951010Cullen Tan Cullen
H510099930020120615305H 00999900199502145wift Denny Swift Syift
H510099930020120615315H 0099990019950704Kelly Enzo Kelly Kelly
[+ |
iytes selected [ 1 [ 12  [Read [0 [Block [Spnc [Rec
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