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1 Overview

1.1 Introduction

The Federal TRIO Programs, within the Office of Postsecondary Education (OPE) at the United
States Department of Education (ED), has designed the Student Support Services Online Web
Tool so that grantees can prepare and submit the Annual Performance Report (APR) data.

1.2 Accessing the Site

The APR site is available at the following URL: https://trio.ed.gov/sss

An Internet browser is required to access, complete and submit the SSS APR. Netscape and
Internet Explorer (IE) are acceptable (and common) browsers that may be used to access the
SSS APR Web site.

The Home page (“Index” page) for the SSS APR Web site is shown below.

SSS Online
Program Year 2010-2011

Federal TRIO Programs

Register Here > Important Dates

e Each 555 grantee must complete and submit this report by:
March 21, 2012.

) > Reminders:
Login to access your APR: (£}

» This YWeb site contains links to the forms and instructions needed to

User ID: prepare and submit on-line the annual peformance report far 355 for
program year 2010-11. Before accessing the Web site, you should
: download, for your reference, an electronic copy ar print a hard copy of
P d:
,—am'" the report using the link "2010-11 S5S APR" above.

« We strongly advise grantees to register an the site immediately so the
information is available when you are ready to begin your APR
submission and to avoid delays during the last week of submission.

« Grantees who completed the Tier 1 data verification process in
Maovember should use the same login id and password. If you have
forgotten your password, you can use the Forgot Passward? link to
reset your password passward by answering the two security
guestions you provided when you registered for the Tier 1A verification
process.

OMB Approval Mo 1840-0525
Expiration Date: 8/31/2014

« Mew grantees must register for a userid and password each year in
order to protect the security of the annual performance report data.
Register by clicking on the "Hegisier Here Each Year” link. As part

e —
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of initial registration, you must select and answer fwo security
guestions. You will be reguired to provide responses to these
guestions should you need to use the Forgot Passwaord link to receive
a new, temporary password. In most cases, you will not have to call
the Help Desk in the event of a forgotten password.

Begin Completing your Annual Performance Report (APR):
e To begin completing your APR, enter vour user id and password.

s If you do not have a user id or password, click on the
link to register.

1.3 Features of the Site

There are several features of the site. They are summarized below.

1.3.1 Verification of Number Funded to Serve and Prior Experience Standard
Objectives

The information in this report was retrieved from the approved “Student Support Services
Program Profile” of the application package as provided by the project; therefore, grantees will
not be required to provide this information in 2010-11. However, grantees will be able to print a
PDF copy of their previously reported standard objectives at the time of data submission.

1.3.2 Individual Participant Data (Section Il of the APR)

The record structure for the participant list (Section II) contains 36 fields. The participant data
file must include all 36 fields in the same order as listed in Section II.

Y ou must submit the participant list in either Excel or CSV format. Column names in the file
must match the "Database Column Names" provided in a downloadable document, accessible
through the Section II - Individual Record Structure hyperlink on the main Section II page of

the APR. The names and order of the columns must match the record structure outlined in the
Individual Record Structure document. The system will identify and inform you of any errors
in your record structure.

The Web application provides four options for starting the data submission process for Section
II:

e Download Tier 1A into an excel file and use it as the basis for 2010-11 APR submission.
e Download an Excel file of the 2010-11 SSS record structure which contains certain pre-
populated fields from your Tier 1A data file.

SSS APR Website User Guide 3 Computer Business Methods, Inc.
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e Upload an Excel/CSV file directly to the Web form. Please make sure that the file
uploaded accurately reflects the correct new field order and field names are spelled
correctly.

e Transfer certain data fields from the Tier 1A data file and update and add records online.

e Enter participant data directly into the Web form.

BEFORE PROCEEDING, PLEASE NOTE THE FOLLOWING:

e You must download your Tier 1A file by clicking on the tab “Tier 1A Download”
above. As described in an email dated 01/11/2012 to SSS projects, the first and/or last
name for some participant records were updated due to formatting issues (e.g., hyphens
were added back to hyphenated names) since your last Tier 1A submission. Therefore, it
is extremely important that grantees download this file and use it as the basis for their
2010-11 APR submission, as data submitted by grantees will be matched against the
data on this most recent, corrected Tier 1A data file. If you are a new grantee, please
disregard these instructions.

o Please note that the 2010-11 APR underwent a major re-design. There are several
new fields, some fields that were previously present have been deleted, and almost all
fields have been reordered. If you choose to upload your project’s data file, please make
sure that the file uploaded accurately reflects the correct new field order and field names
are spelled correctly. Furthermore, projects that participated in the Tier 1A Student
Record Verification Process need to ensure that the file uploaded incorporates all the
changes made during this Process. Failure to do this will result in data submission
problems during the Tier 2 process.

If you are unable to prepare an Excel (or CSV) file using your existing database, you have the
option of transferring last year’s data directly into the Web form or entering student data
directly into the Web form.

For your convenience, the participants’ social security numbers (SSNs) have been included in
the Excel file with the selected Tier 1A data, which is available to download from the site.

After successfully uploading, transferring, or entering participant data, the Table View screen
displays. It is sorted by Data Validation Error. You may click on the other column headings to
sort in a different order. The only column by which you may not sort is First Name.

1.3.3 Participant List and Data Error Report (Section Il of the APR)

Once the file is uploaded or the data are entered online, a participant report will be generated
that lists all of the participants on your data file. To view this report, you must be in Section I,
which is the window that displays the Table View. For each participant record with errors, the
report will display the specific data field(s) that require corrections.
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1.3.4 Review and Submit Process

The APR submission process includes a two-tiered system for evaluating the quality of the
participant data.

The first tier data checks include the following:

e Cohort Comparison Report. For informational purposes, the Department added a
Cohort Comparison Report in Tier 1. This report compares the number of students that
are on both the most recently updated Tier 1A file and your project’s 2010-11 APR
submission for each cohort year applicable to your project’s Prior Experience points for
this grant cycle. For four-year institutions, this table would contain students in cohort
years 2005-06, 2006-07, 2007-08, 2008-09, and 2009-10; for two-year institutions, this
table would contain students in cohort years 2007-08, 2008-09 and 2009-10. Projects
can use this report as a guide to determine if records are missing from their 2010-11
APR data file or as a first step in determining if incorrect cohorts have been reported.
The Cohort Comparison Report will also be generated for newly funded projects;
however, since these projects did not go through the Tier 1A verification process, there
will be no comparison data in the column “# of Participants in the Tier 1A File”.

e Funded/Served Rate report. Compares the number of current year participant records
on the data file with the number of participants the grantee was approved to serve in
2010-11. If your funded rate is below 100%, you will be asked to review certain aspects
of your data. You will also be given an opportunity to review the data and make the
necessary changes to your data file if you did not meet your funded numbers. If you
determine that the data file is correct, you will be asked to provide an explanation for the
low funded rate.

e Critical Fields report. Provides a percentage of participant records with “unknown/no
response” for nine data fields that we have determined are critical for analyzing project
and program outcomes. Since “unknown/no response” do not provide usable
information for data analysis, we are asking you to review fields for which 10% or more
of the records have “unknown/no response” and either correct (or update) the data or
provide an explanation as to why the data are not available.

You will be required to correct data errors in the participant data file and pass the first tier data
checks prior to submitting the APR.

After the initial submission of the APR, the second tier data checks compare the 2010-11
participant data with the Tier 1A data file. New grantees are excluded from these data quality

checks.

The second tier data checks include the following:

SSS APR Website User Guide 5 Computer Business Methods, Inc.
February 2012



e Tier 1A report. For the 2010-11 APR reporting period, the Tier 1A file replaces the
match to prior process. Therefore, the Tier 1A file is now considered correct and final, and
as such, essential data (such as student identifiers and cohort years) in your 2010-11 APRs
will be matched against the Tier 1A file. This means that, except for new participants,
2010-11 cohorts must match the Tier 1A file cohorts, and grantees must restore records for
any participants who appear in the Tier 1A File Report. With approximately 285,000
participants in the Tier 1A file, TRIO cannot accommodate any corrections to any errors to
the student identifiers and cohort year that grantees might have made in earlier APRs.
Therefore, the Department will consider additional changes to the SSS system of records
only if a grantee has documentation that TRIO made an error in resolving issues during the
Tier 1A student verification process.

How to avoid mismatches? Occasionally, a project unintentionally ends up in the confusing
situation of having two records for one student, generally due to inconsistencies in how the
project recorded identifying data for the student (first name, last name, SSN, and date of
birth). Identifying data for each participant in your APR file (except for new students)
must match the data in your Tier 1A file, even if you have discovered that the data
contained errors or misspellings. For the sake of the SSS system of records, consistency
trumps other considerations.

If you have any Tier 2 errors, you will need to correct the data file and resubmit it by the
deadline date of March 21, 2012. The APR will not be accepted until the participant data file
passes both the Tier 1 and Tier 2 edits.

2 Registration for First Time Users

Grantees are required to register on the site before receiving their userid and password. An
overview of the registration process follows.

Registration Online. In order to receive a userid and temporary password, grantees must
register online via the Register Here Each Year link provided on the index page of the APR
Website. To register, grantees must provide the first and last name of the director, along with
the e-mail address and the PR number and choose the security questions and answers which will
be used in the ‘Forgot Password’ feature of the web site. For previously funded projects that
participated in the Tier 1A Student Record Verification process in late 2011, please use the
same login id and password that was used during that process.

Verification Process. If the director’s last name and e-mail address match what ED has on file,
a user name and temporary password will be e-mailed to the director’s e-mail address. Upon
receipt of the e-mail containing the userid and temporary password, grantees can return to the
APR site and login.
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If the project information does not match what ED has on file, a request for verification will be
sent to the program specialist and the help desk. Please note that even long running projects
may fail the registration process due to incorrect names and/or e-mail addresses on file (for
example, the director e-mail address has changed or is misspelled).

Upon receipt of the verification request, the program specialist must verify the identity of the
director and forward a response to the help desk within 72 hours.

Upon receiving verification from the program officer, Help Desk staff will update the director’s
information in the system and notify the grantee to return to the site to register for a userid and
temporary password.

To register, click on the Register Here Each Year link on the left-hand side of the index page of
the SSS APR Web site. The User Registration page is shown below. Enter all of the
requested information then click on the “Submif” button.

Q SSS Online

deral TRIO Programs Report Problem | Email Help Desk | 555 APR | 555 APR Web Site User Guide

User Registration
To recelve your userid and ﬂl!!wﬂd'ﬂ!

Please complete the required information and submi the form below. Upon verfication, your kagin mformation will be e-mailed to the
Project Director at the e-mai address we have on file. Further login instructions. will be provided in the e.mail

If you do not have the project information or we are unable to verity it

An e-rmail will be sent 1o your Program Specialist for assistance in verfying your project informatian. You should receive a response
within 24 hours. Flease wait 24 hours before contacting the help desk about registration verfication issiues.

PR Number™

Director's E-mail Address®
Director's Fast Name”
Director's Last Mame”

Securty Questions™
-- Selectone - v
Answer
-- Selectone - -
Areswer

Submit = Reset = Cancel

“Required fiekds

2.1 Successful Registration

If the director’s information passes the validation process, the following screen displays,
notifying you that the userid and temporary password have been sent to the director:

e —
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SSS Online
Program Year 2010-2011

Federal TRIO Programs

Register Here > Important Dates

e Each 355 grantee must complete and submit this report by:
March 21, 2012.

) > Reminders:
Login to access your APR: (2}

o This Web site contains links to the forms and instructions needed to
prepare and submit on-line the annual pedformance report for 355 for
program year 20110-11. Before accessing the YWeb site, you should
download, for your reference, an electronic copy or print a hard copy of
the report using the link "2010-11 S35 APR" above.

Your user id and password
have been e-mailed to the
program directar's e-mail
account we have on file.

e WWe strongly advise grantees to register on the site immediately so the

User 1D: infarmatian is available when you are ready ta hegin your APR
submission and to avoid delays during the last week of submission.
Password:

o Grantees who completed the Tier 1 data verification process in
Movember should use the same login id and password. If you have
forgotten your password, you can use the Forgot Password? link to
reset your password password by answering the two security
guestions you provided when you registered for the Tier 1A verification
process.

Lagin

e C
Forgot Fasswi

OME Approval Mo, 1840-0525

Expiration Date: 5/31/2014 = Mew grantees must register for a userid and password each yearin

order to protect the security of the annual performance report data.
Register by clicking on the link. Az part
of initial registration, you must select and answer two security
guestions. Y ou will be required to provide responses to these
guestions should you need to use the Forgot Password link to receive
a hew, temporary password. In most cases, you will not have to call
the Help Desk in the event of a forgotten password.

Begin Completing your Annual Performance Report (APR):
e To begin completing your APR, enter your user id and password.

e If you do not have a user id or password, click on the
link to register.

2.2 Unsuccessful Registration

If the information you provided does not pass the validations, the following screen displays:
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Director's information provided does not match the records in the system.
Registration Failed

The infarmation you entered on the project director does not match the information on file, The
inforrnation on file may not reflect recent changes in the project director andfor e-mail address. An

e-mail will be sent to your program specialist requesting verification of the information you
subritted.

Upon verification from your program specialist, the Help Desk will contact you using the e-mail
address you provide below. Please allow 24 hours for verification and a respanse.

You may cantact the far further assistance but keep in mind that we can not
disclose usemname and passwords owver the phone or without further warification fram your Program
Specialist.

If you are a new project director, you must caontact your program specialist in addition to
submitting the form belaw.

Flease enter the following contact information and then click on "Submit" button to process the
verification request with your Program Specialist.

OR

If you want to go back and try again, click the "Go back to registration form" button.

Diractor's First Marme™
Director's Last Narme™

Are you a new directar™  Oyes & Mo
Do you have a new e-mail O Yes & No
address?™

Frovide your current e-mail
address™

Director's Phone Murmber: R

gxt.

[ submit l [ 50 back ta registration form ]
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Federal TRIO Programs

Register Here

Login to access your APR; (2}

An e-mail requesting
verification of the registration
information provided for your
institution has been sent to the
TRIO Help Desk.

User ID:

Password:

,7
Lagin

SSWOrQ :

OMB Approval Mo.: 1840-0525
Expiration Date: 5/31/2014

SSS Online

Program Year 2010-2011

> Important Dates

Each S35 grantee must complete and submit this report by:
March 21, 2012.

> Reminders:

This Web site containg links to the forms and instructions needed ta
prepare and subrmit on-line the annual perfarmance report for 355 for
program year 2010-11. Before accessing the Web site, you should
download, for your reference, an electronic copy o print & hard copy of
the report using the link "2010-11 555 APR" above.

We strongly advise grantees to register an the site immediately so the
information is available when you are ready to begin your APR
submission and to avoid delays duting the last week of submission.

Grantees who completed the Tier 1 data werification process in
Movember should use the same login id and password. If you have
forgatten your password, you can use the Forgot Password? link to
reset your password password by answering the two security
questions you provided when you registered for the Tier 1A verification
process.

Mew grantees must register for a userid and password each year in
order to protect the security of the annual performance report data.
Register by clicking on the "Register Here Each Year” link. As part
of initial registration, you must select and answer two security
fguestions. You will be required to provide responses to these
guestions should you need to use the Forgot Passward link to receive
a new, terporary password. In most cases, you will not have to call
the Help Desk in the event of a forgatten password.

Begin Completing your Annual Performance Report (APR):

To begin completing your APR, enter your user id and pasgward.

If you do not have a user id or passward, click on the
link to register.

3 Logging in to the Site

3.1 First Time Login

After you receive the userid and temporary password, enter this information on the index page. You will

be taken to the First Time Login page, which displays below:

SSS APR Website User Guide
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T@ SSS Online

Federal THIO Programs Report Problem | Email Help Desk | $55 Instructions | S55 APR Web Site Us|

First Time Login

You are required to change your password the first time you log into the system. After you change
your password, you will need to lagin with your new password. The password must be at least
eight characters, and include combinations of the following:

o atleast one English uppercase character (A-Z)

o atleast one English lowercase character (a-z)

o atleast one numeric number (0-9)

o at least one nan-alphanumeric special character (.91 @, # 8. & % %,/ +.-)

The email address provided below will be used to verify your identity in the “Forgot Password™
feature of the website.

PRNO Number P042A050018
Temporary Password* |

New Password *
Confirm Password®
E-mail Address®
First Name*

Last Name*

“Required fields.

Report Problem | Email Help Desk | $SS Instructions | S55 APR Web Site Us|

Enter the temporary password provided to you, then enter a new password. Any new password
you enter must be at least eight characters, and include the special characters listed on the First
Time Login page. Enter the new password once again, along with the other requested
information, and click on the “Submif” button. You will be redirected to the index page, where
you will enter the userid and the new password you selected. The screen will be displayed as
follows:

@ $SS Online

Federal TRIO Programs Report Problem | Email Help Desk | S55 APR | 585 APR Web Site Use

Fassword was successfully changed
Warning

You are about to access a United States government computer network intended for
authorized users only and should have no expectation of privacy in your use of this
network. Use of this network constitutes consent to monitoring, retrieval, and disclosure of
any information stored within the network for any purpose including criminal prosecution.
The information system that you use may be monitored, recorded and subject to audit. Use
of this information system indi to itoring, recording and appropriate
privacy and security notices (hased on associated privacy and security policies or
summaries}. Unauthorized use is prohibited and subject to criminal and civil penalties.

Report Problem | Email Help Desk | S5S APR | SSS APR Web Site Use
If an incorrect userid and password combination are entered, you will be redirected to the index
page and an error message will be displayed.

|
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3.2 PR Number Confirmation

If the userid and password are entered successfully, the PR Number Confirmation page
displays:

@ SSS Online F

Federal TRIO Programs Report Problem | Heed Help? | S55 Instructions
PR Number Confirmation

Please verify the infarmation displaved below:
fthis is NOT your institution's information, click the Back button and enter the correct PR Number.

Ifthis IS your institution's infarmation, click the Continue button.

Institufion/Campus PR Mumber:  pl42ayyxxss
MName of InstitutioniCampus: 5SS Test Grantee 8

Continue

Verify that the PR number is correct. If it is not the correct PR number for your institution,
click the “Cancel” button to log out and return to the index page. If it is correct, click on the
“Continue” button.

3.3 Forgot Password

If you forget your password after you have logged in and changed your password from the
temporary one issued to you, you may click on the Forgot Password? hyperlink on the index
page. Projects may now reset their password without having to call the TRIO Helpdesk for
assistance. Upon registering, projects will be prompted to provide answers to two self-selected
security questions. These security questions will need to be answered if a project forgets their
password in order to have your password e-mailed to you. The following page displays:
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@ $SS Online

Federal TRIO Programs Report Problem | Email Help Desk | 555 APR | S5S APR Weh Site Usd
Forgot Password

Yiou must register for a new userid and password sach year. If you have registered this year,
please enter the following information. If all the information provided matches with our records, your
password will be e-mailed to you shortly. If you need further assistance in obtaining your
password, please contact the TRIO Help Desk by e-rnail or call (703)
846-5248.

Mote: If this is the first time you entered the SS5 wehbsite for the current APR cycle and you do
not know your pagsword, please go to the page

PR Mumber™

E-mail Address™ ‘

First Name™ ‘

Last Marme™ ‘

Submit ‘ Reset ‘ Go to login screen

*Required fields

Report Problem | Email Help Desk | S55 APR | SSS APR Web Site Usd

Once you enter the information in the above screen and click ‘Submit’, the following screen
appears. You have to enter the answers for the Security questions.

SSS Online

Federal TRIO Programs Report Problem | Email Help Desk | S55 APR | SSS APR Weh Site Us;
Forgot Password

You must register for a new userid and password each year. If you have registered this yvear,
please enter the following information. If all the information provided matches with our records, your
password will be e-mailed to you shortly. If you need further assistance in abtaining your
password, please contact the TRIO Help Desk by e-mail or call 703)
B45-3245

Mote: If this is the first tirme you entered the S35 website for the current APR cycle and you do
not knowe your password, please go to the page.

PR Mumber~  [PO42A100534
E-mail Address™ [{eehmCSLANET. CALSTATELA EDU

First Marne™ |Joe

Last Mame™ |Smnh

Security Questions™
| E

Ansuver: |

Ansuver: |

Submit | Reset | Go to login screen |

4 Navigating through the Site

Upon entering the site, the Section I — Project Identification, Certification and Warning
page shown will be displayed:

|
SSS APR Website User Guide 13 Computer Business Methods, Inc.
February 2012



Sawe and go to nextsection |

Reset

Section I, Part 1 - Project ldentification/Characteristics/CentificationWarnings

Fields marked with an asterisk ™" are required.

A. Project ldentification:

1. PR/Award Number: PD4ZA100534

2. Type of Institution: Public 4 Year

3. Project Type: Disabled

4. Reporting Feriod: 09/01:2010 - 08731201

5 GPA Scale:™ Im

G. Mame of Grantee Institution: California State University’ Los Angeles
7. Address®

Campus: |5151 State University Drive, GE 314
Street:™ |

City:* |Los Angeles
| zip=a0032

State:™ |CA

B. Project Director and Data Entry Person Information
8. Project Director Information (pre-populated):

Ba. Mame of Project Director:
First Mame:* Tl Last Mame:®
loe | |Stnith
Bh. Telephone Mumber: = I23-343-3122 cg 9933999993 axt.

I—
Bc. Fax Number: ’—

323-343-6429 .. 9929939999

|test@CSLANET. CALSTATELAEDU

ext.

8d. Email Address:™

9. Data Entry Person Information:

9a. Mame of Data Entry Person:
First Marme:™ rl: Last Marne: *
9b. Telephone Number, = R

9c. Email Address® |

C. Project Characteristics

10e.
10f.
10g.

If yes in field #10d, please enter the dollar amount far the reporting period:
Received institutional or other non-federal funds?* ™ Yes

If yes in field #10f, please enter the dollar amount for the reporting period:

Section |, Part 2—Project Required Services

Number of participants
receiving service that was
provided by project @

ety poe
—
—
—

Required Services

Academic Tutoring
Advice and assistance in postsecondary course selection
Education/counseling to imprave financial and economic literacy

Information in applying for Federal Student Aid

SSS APR Website User Guide
February 2012
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10a. Has a Summaer Bridge Program?* ™ Yes " Mo
10b. If yes in field #10a, number of surnmer bridge paricipants served: li

10c. Used Federal grant funds to provide Grant Aid?* T Yes " Mo
10d. Required to provide matching funds for Grant Aid?™ © Yes " Mo

$ aa
$ o

Number of participants
referred to another
service provider

™ Mo

e podte
—
—
—

Computer Business Methods, Inc.



Assistance in completing and applying for Federal Student Aid
Assistance in applying for admission to Graduate School and ’7 ’7
obtaining Federal student aid

Note: In order to certify that the information reported and submitted electronically is readily verifiable and is
accurate and complete, the project director and certifying official for the grantee institution/agency are
required to sign and date Section | of the 2010-11 Annual Performance Report (APR). After completing the APR
online, you must print a hard copy of the completed report and obtain the required signatures. After the report
has heen signed by both the director and certifying official, you must fax the signed Section | only of the APR
to the following fax number: (703) 832-1360. Please do not fax a copy of the entire report. A hard copy of the
entire report with the required signatures must he maintained in your project files.

Please review the information in this section for accuracy and make needed changes hefore proceeding to the
next section of the report form.

[ I have verified the information in this section.

Save and go to next section | Reset

To navigate between sections I, I, Standardized Objectives Report or the Review and Submit of
the APR, click on the individual tabs at the top of the screen titled accordingly. The section
name highlighted in light blue is the current Section. All other sections will have a dark blue
background.

The grantee’s PR/Award number and name are displayed on the upper left side of the screen.

On the upper right-hand side of the screen are five hyperlinks:

= The Report Problem link allows grantees to report a specific problem with the site to
the Help Desk;

= The E-mail Help Desk allows grantees to generate an e-mail message to the Help Desk
requesting assistance;

= The SSS Instructions link takes grantees to the Department of Education (ED) site’s
Student Support Services page where the APR instructions and participant record
structure can be found.

= The SSS APR Web Site User Guide allows the grantees to download a copy of the user
guide.

*= The Log Out link logs the grantee off the application and returns to the index page.
These links are also provided at the bottom of the screen, as are the Section tabs.
Once you have completed a section, click on the “Save and go to the next section” button. All
sections have validation edits for certain fields that will prevent users from submitting their file

if a response is not provided.

The “Reset” button will erase any unsaved values entered.
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S5 Section II — Record Structure for Participants

The SSS Online Data Collection Tool assists grantees in submitting the required information on
current and prior participants served during the project year. To access Section II, click on the
Section II tab at the top of the screen to go to the main screen.

When the Section II tab is clicked, the pop-up message displays as follows.

Windows Internet Explorer H

IMPORTAMT! IF YOU HAVE NOT ALREADY DONE SO, YOU MUST DOWNLOAD YOLUR TIER 1A FILE by clicking on the

I tab "Tier 14 Download” above, As described earlier, the first andior last name for some participant records were
updated due ko Formatting issues (g.q., hvphens were added back ko hyphenated names) since your last Tier 14
submission, Therefore, it is extremely important that grantees download this file and use it as the basis for their
2010-11 APR. submission, as data submitted by grantees will be matched against the data on this most recent
corrected Tier 1A data file, IF vou are a new grantes, please disregard these instructions,

SSS Online

Federal TRIO Programs Report Problem | Email Help Desk | S55 APR | S5S APR Web Site User Guide | Log Out
m LT LL NN Standardized Objectives Report [l Review 8 Submit | Tier 1A Download

PR/Award Number: P04224100534

Hame of Grantee:  California State University’ L os Angeles

Section Il - Record Structure for In

Student Support Services Pa

Each S5S grantee is required to submit annually detailed information on each participant served by the project during the
praject year being reported and provide updated information on prior year participants. Beginning with the 2010-11 APR
reporting period, projects will be required to include, on their APR data files, all of the participants that were served in the
timeftame needed to calculate prior experience (PE) points. Therefore, 4-year institutions must retain student records for six
years and 2-year institutions must retain student records for four years.

To this end, in Movernber 2011, previously funded projects were required to review the Departrment's list of participant records
to be included on the projects’ 2010-11 APR data file. Projects were required to correct, if necessary, personal identifiers
(Social Security Mumber (SSM), First and Last Name, Date of Birth, and Student Cohort Year) for participant records that
contained data errors. This verification process was also referred to as 555 Tier 14, To facilitate and ensure that all of the
records are included in the project's 2010-11 APR data file, projects can download the 555 Tier 1A data file by clicking on
the tab "Tier 14 Download" above

ou may also download the and the
document for complete details on the reporting requirerments.

Getting Started

ALL PROJECTS THAT PARTICIPATED IN THE TIER 1A STUDENT RECORD WERIFICATION PROCESS MUST
DOWMNLOAD THEIR MOST RECENT, CORRECTED TIER 1A DATA. Some additi I data cl ing with the
formatting of first and last names have been made since the last Tier 1A Student Record Verification Process
submissijon. It is extremely important that arantees download this file and use it as the basis for their 2010-11 APR
subrmission, as data submitted by grantees will be matched against the data on this most recent, corrected Tier 14 data.

Ta beginfcontinue the participant data collection grocess, click on the "Getting Started" button.

m LI TR IN Standardized Objectives Report lf Review & Submit | Tier 14 Download

Report Problem | Email Help Desk | 555 APR | 555 APR Web Site User Guide

Grantees should have both the SSS APR instructions and the Record Structure document in
front of them before beginning this section. Both documents are available via the hyperlinks (in
blue) on the Section II page.
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5.1 Getting Started with Section Il

e Click on the “Getting Started”’ button to begin or continue with the participant data
collection process.

The Section Il — Record Structure for Individual Participants Getting Started screen displays:

n Il - Record Structure for Ind

Getting Started

The web-based online data collection system contains four options for starting your data submission process:

. an Excel file of the 2010-11 35S record structure which containg, as described below, certain pre-
populated fields from your Tier 1A data file.

. an Excel/CSY file directory to the YWeb form

. certain data fields, as described below, from the Tier 1A data file and update and add records anline

. directly into the YWeb form.

BEFORE PROCEEDING. PLEASE NOTE THE FOLL OWING:

& You must download your Tier 1A file by clicking on the tab "Tier 1A Download" above. As described in an email
dated 01/11/2012 to 555 projects, the first and/or last name for some participant records were updated due to
formatting issues (e.g., hyphens were added back to hyphenated names) since your last Tier 1A submission.
Therefore, it is extremely important that grantees download this file and use it as the basis for their 2010-11 APR
submission, as data submitted by grantees will be matched against the data on this most recent, corrected Tier 14
data file. If you are a new grantee, please disregard these instructions.

e Please note that the 2010-11 APR underwent a major re-design. There are several new fields, some fields that
were previously present have been deleted, and almost all fields have been reordered. If you choose to upload your
project's data file, please make sure that the file uploaded accurately reflects the correct new field order and field
names are spelled correctly. Furthermore, projects that participated in the Tier 1A Student Record YWerification
Process need to ensure that the file uploaded incorporates all the changes rmade during this Process. Failure to do
this will result in data submission problems during the Tier 2 process.

Download 2010-11 SS8 APR Record Structure with Selected Pre-Populated Data Fields in an
Excel File

You may obtain the record structure for the 2010-11 555 APR as an Excel spreadsheet. The record structure will contain
the PR/Mumber and Batch Year as well as participant data for the following APR fields:
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S5, APR field #3

Lasthihd, APR fiald &1

Firsthhd, APR field #5

DOE, APR field #
FirstServEnrollCD, APR field #20
StuCohont ¥R, AFPR field #1

In addition, to the fields above, the last columns of this data file beginning with "Add_Record_to_201011" will contain flags
that indicate which records required corrections during the Tier 1A student verification process and/or were flagged as
missing frorm your 2009-10 APR file. A "Yes" indicates that the record required & correction andfor was flagged; therefore,
you can use this information to more easily identify which records should have been corrected and/or added back to your
2010-11 APR file.

Once you have completed the participant data file you must save the file as an Excel spreadsheet or a comma delimited
format with “csw™ extension, then upload the file using the "Upload an Excel File to the Web Data Entry Form” function.

By clicking on the "Download Data" button the system will generate the participants' data file from Tier 1A data file and this
screen will be refreshed to show a link to this data file.

Please note: Tier 14 data file is not available for new grantees, however, the systerm can provide an Excel spreadshest
termplate with column headers.

Upload an Excel File to the Web Data Entry Form

Prior to uploading your file, werify that (1) the file has the correct number and sequence of fields and that the correct
additions/deletions of fields were made as specified in SECTION II: RECORD STRUCTURE FOR PARTICIPANTS (ie., a
wvalid upload file should have 36 columns) and (2) with the exception of new participants, the records contained in the file you
upload should be identical to those that are in the Tier 1A file. That is, the participants' First and Last Marme, DOBE, S5M, and
Student Cohort Year in the file you are uploading (2010-11 APR file) must be the same as those that appear in the Tier 1A
file.

Please use the Browse button to select the file or type the file name and directary path in the box below. The participant data
file riust be in an Excel spreadsheet or a comma delimited format with "csv™ extension. Then click on the "Upload File"

buttan to proceed.

File to Upload Browse...

Uplo=ad File

Transfer Selected Data Fields from the Tier 1A File to the Web Form

To transfer the data submitted during the Tier 1A Student Record Werfication Process for online data entry, click the
"Transfer Data" button.

Transferring the Tier 1A data will populate the following fields for an individual record:

first name,

last name,

date of birth,

Social Security Mumber,

student cohort year, and

enrollment status (in academic year first served).

Projects will be responsible for entering the data for all other fields. In addition, choosing this option will also transfer those
records that your project was asked to add back to your project's records during the Tier 1A Stodent Record Yerification
Process, if applicable.

Enter New Participant Data

You may enter the individual participant data directly on the web data entry form. Click the "Add Mew" button.

The patticipants' First and Last Mame, DOB, S5M, and Student Cohort Year must be the same as those that appear in the
Tier 1A file. If you are a newly funded project, please disregard these instructions.
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There are four options for starting the data submission process for Section II:

Download

Upload

Transfer

Enter student data directly into the Web form

In previous years, the “download” and “transfer” functionalities used the previous reporting
year’s data; that is, projects would be able to download an Excel file of last year’s APR file
or transfer last year’s APR file into the Web form. However, with the 2010-11 APR
submission, projects will be downloading and/or transferring an Excel file containing the
record structure for the 2010-11 SSS APR. If you choose the “download” or “transfer”
feature the PR Number and Batch Year as well as the Tier 1A participant data for the
following APR fields will be displayed:

SSN, APR field #3

LastNM, APR field #4

FirstNM , APR field #5

DOB, APR field #7
FirstServEnrollCD, APR field #20
StuCohortYR,, APR field #21

Grantees should download the Tier 1A file by clicking on the tab “Tier 1A Download”. As
described in an email dated 01/11/2012 to SSS projects, the first and/or last name for some
participant records were updated due to formatting issues (e.g., hyphens were added back to
hyphenated names) since your last Tier 1A submission. Therefore, it is extremely important that
grantees download this file and use it as the basis for their 2010-11 APR submission, as data
submitted by grantees will be matched against the data on this most recent, corrected Tier 1A
data file. New grantees can disregard these instructions.

The 2010-11 APR underwent a major re-design. There are several new fields, some fields that
were previously present have been deleted, and almost all fields have been reordered. If you
choose to upload your project’s data file, please make sure that the file uploaded accurately
reflects the correct new field order and field names are spelled correctly. Furthermore, projects
that participated in the Tier 1A Student Record Verification Process need to ensure that the file
uploaded incorporates all the changes made during this Process. Failure to do this will result in
data submission problems during the Tier 2 process.

Once the file has been downloaded, you will then need to update the prior year’s data and if
required add records for new participants. After revising the file, you will then return to the
Web site and upload it as an Excel spreadsheet or CSV file.
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If you are unable to prepare an Excel (or CSV) file using your existing database, you have the
option of transferring last year’s data directly to the Web form for updating or entering the
participant data directly into the Web form.

5.1.1 Continue Participant Data

The system detects whether you have already begun the data collection process and provides
you with the additional option to Continue. If this is the case, after clicking on the “Getting
Started” button on the main Section II page, you have the option of continuing with your data,
or you can use any of the other options (e.g., download, upload, etc.) available. Please note that
the Continue option only appears after logging back in, that is, after initially beginning work on
the data and logging out of the system.

Please see below for a sample screen showing the Continue option:

Section Il - Record Structure for Individual Participants

Getting Started

The web-based online data collection system contains four options for starting your data submission process:

- an Excel file of the 2010-11 555 record structure which contains, as described below, certain pre-
populated fields frarm your Tier 1.4 data file.

- an Excel/CEW file directory to the YWeb form

- certain data fields, as described below, from the Tier 1.4 data file and update and add records online

- directly into the YWeb form.

BEFORE PROCEEDING, PLEASE NOTE THE FOLL OWING:

= You must download your Tier 1A file by clicking on the tab "Tier 14 Download” above. As described in an email
dated 01/11/2012 to 355 projects, the first andfor last name for some participant records were updated due to
formatting issues (e.g., hyphens were added back to hyphenated names) since your last Tier 14 submission.
Therefore, it is extrernely important that grantees download this file and use it as the basis for their 2010-11 APR
submission, as data submitted by grantees will be matched against the data on this most recent, corrected Tier 1A
data file. f you are a new grantee, please disregard these instructions.

« Please note that the 2010.11 APR underwent a major re-design. There are several new fields, some fields that
were previously present have been deleted, and almost all fields have been reordered. If you choose to upload your
project's data file, please make sure that the file uploaded accurately reflects the correct new field order and field
names are spelled correctly. Furthermore, projects that participated in the Tier 1A Student Record “erification
Process need to ensure that the file uploaded incorporates all the changes made during this Process. Failure to do
this will result in data subrmission problems during the Tier 2 process.

Continue Participant Data

Cur records indicate that you started the participant data collection process. To continue working on your participant data,
click the "Continue” button.

Conti rue
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Download 2010-11 $SS APR Record Structure with Selected Pre-Populated Data Fields in an
Excel File

You may obtain the record structure for the 2010-11 555 APR as an Excel spreadsheet. The record structure will contain
the PR/Mumber and Batch Year as well as participant data for the following APR fields:

S5, APR field #3

LastMi, APR field #4

Firsthdhd, APR field #5

DOE, APR field #7
FirstZernvEnrollCD, APR field #20
StuCohort¥R, APR field #21

In addition, to the fields above, the last colurmns of this data file beginning with "Add_Record_to_201011" will contain flags
that indicate which recards reguired corrections during the Tier 1A student verification process andfor were flagged as
missing frorm your 2009-10 APR file. A "Yes" indicates that the record required 3 correction and/or was flagged,; therefore,
wou can use this information to maore easily identify which records should have been corrected andfor added back to your
2010-11 AFPR file.

Once you have completed the participant data file you must save the file as an Excel spreadsheet or a comma delimited
format with "csv™ extension, then upload the file using the "Upload an Excel File to the Web Data Entry Form" function.

The download file for your grantee has been generated in our system. Flease click on the file name to open the file or right
click on it to save the file on your PC.

Flease note: Tier 1.4 data file is not awvailable for new grantees, however, the systern can provide an Excel spreadsheet
termplate with colurnn headers.

Upload an Excel File to the Web Data Entry Form

Friar to uploading your file, verify that (1) the file has the correct number and seguence of fields and that the correct
additions/deletions of fields were made as specified in SECTION Il RECORD STRUCTURE FOR PARTICIPANMTS (ie., a
valid upload file should have 36 columns) and (2) with the exception of new participants, the records contained in the file you
upload should be identical to those that are in the Tier 1A file. That is, the participants’ First and Last Name, DOB, SSN, and
Student Cohort Year in the file you are uploading (2010-11 APR file) must be the same as those that appear in the Tier 14
file.

Flease use the Browse button to select the file or type the file name and directory path in the box below. The participant data

file must be in an Excel spreadsheet or a comma delimited format with "csv™ extension. Then click on the "Upload File”
button to proceed.

File to Upload Browse...

Transfer Selected Data Fields from the Tier 1A File to the Web Form

To transfer the data submitted during the Tier 1A Student Record Yerification Process for online data entry, click the
"Transfer Data" button.

Transferring the Tier 14 data will populate the following fields for an individual record:

first name,

last name,

date of hirth,

Social Security Mumber,

student cohort year, and

enrollment status (in academic year first served).

Frojects will be responsible for entering the data for all other fields. In addition, choosing this option will also transfer those
records that your project was asked to add back to your project’s records during the Tier 1A Student Record Werification
Frocess, if applicable.

Transfer D=t

Enter New Participant Data

ou may enter the individual participant data directly on the web data entry form. Click the "Add Mew" button.

The participants' First and Last Mame, DOB, 550N, and Student Cohort ¥ear must be the same as those that appear in the
Tier 1A file. f you are a newly funded project, please disregard these instructions.
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To continue working on your participant file, click on the “Continue” button to proceed to the
Section II - Record Structure for Individual Participants Review Participant List and
Data Error Report (Table View) screen. See Section 5.2 of this document for further
information on this screen.

5.1.2 Download Last Year’s Data to an Excel File

This option allows you to download last year’s data as an Excel file for updating offline -- either
as an Excel file or by importing into an existing database application (e.g., ACCESS). This file
will only include the following fields for 2010-11 APR —

e SSN, APR field #3

e LastNM, APR ficld #4

e FirstNM, APR field #5

e DOB, APR field #7

o FirstServEnrollCD, APR field #20
e StuCohortYR, APR field #21

In addition, to the fields above, the last columns of this data file beginning with
“Add_Record to 201011 will contain flags that indicate which records required corrections
during the Tier 1A student verification process and/or were flagged as missing from your 2009-
10 APR file. A “Yes” indicates that the record required a correction and/or was flagged;
therefore, you can use this information to more easily identify which records should have been
corrected and/or added back to your 2010-11 APR file.

Grantees that did not submit an APR for 2009-10 or who did not go through Tier 1A process,
can download an Excel spreadsheet template with column headers.

To download the data file, click on the “Download Data” button. A blue hyperlink file
(example: P042AYYXXS9.xlsx) will appear on the screen. To open the file, click on the
hyperlink.

To save the file to your desktop, right click using your mouse and select the “Save Target As”

option as shown below. Select a location on your desktop (e.g., My Documents) to save the
file.
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SSS Online

Federal TRIO Programs Report Problem | Email Help Desk | SSS APR | S§5 APR Web Site User Guide | Log Out
m LTI N Standardized Objectives Report [l Review & Submit | Tier 1A Download
PR/Award Number: P042A100534
Mame of Grantee: _ Califomnia State University/ Los Angeles

Section Il - Record Structure for Individual Partici

Student Support Services Participant Data Collec

Each SSE grantee is required to submit annually detailed information on each participant served by the project during the
projsct year being reported and provide updated information on prior year participants. Beginning with the 2010-11 APR
reporting period, projects will be required to include, on their APR data files, all of the participants that were served in the
timeframe needed to caleulate prior experience (PE) points. Thersfore, 4-year institutions must retain student records for six
years and 2-year institutions must retain student records for four years

To this end, in Movemnber 2011, previously funded projects were required ta review the Department's list of participant records
to be included on the prajects’ 2010-11 APR data file. Prajects were required to correct, if necessary, personal identifiers
(Secial Security Mumber (SSHM), First and Last Mame, Date of Sith, and Student Cohort Year) for participant records that
contained data errors. This verification process was also referred ta as SS5 Tier 14, To facilitate and ensure that all of the
records are included in the project's 2010-11 APR data file, projects can download the SSS Tier 14 data file by clicking an
the tab "Tier 1A Download" above

¥ou may also download the and the
document for complete details on the reporting requirements.

Getting Started

ALL PROJECTS THAT PARTICIPATED IM THE TIER 1A STUDENT RECORD WERIFICATION PROCESS MUST
DOWWNLOAD THEIR MOST RECENT, CORRECTED TIER 1A DATA. Some additional data cleansing with the
formatting of first and last names have been made since the last Tier 1A Student Record Verification Process
submission. It is extremely importa it grantees download this file and use it as the basis for their 2010-11 APR

rtant tha d this fi a
submission, as data submitted TJy grantees will be matched against the data on this most recent, carrected Tier 1A data

To beginfcortinue the paricipant data collaction process, click on the "Getting Started” button

RET (T[N Standardized Objectives Report ff Review & Submit | Tier 1A Download

Report Problem | Email Help Desk | 555 APR | 555 APR Web Site User Guide

You can then open the file on your desktop using Excel and update the data. Once you have
updated the information, return to this page and select the “Upload” option to continue with the
APR submission. Alternatively, you can click on the file name hyperlink to open it, and then
save it to your desktop.

5.1.3 Upload an Excel File to the Web Data Entry Form

This option allows you to upload the 2010-11 file in an Excel spreadsheet format or as a CSV
file. A CSV file is a comma delimited text file in which each field is separated by a comma.
Most databases can covert a file to either CSV format or as an Excel spreadsheet. Instructions
for creating a CSV file are available via the What is a CSV file? hyperlink on the page.

Grantees that downloaded Tier 1A file will use this option to upload the revised file. New
grantees that prepared their own spreadsheet, or used their own database application, will also
use this option to upload their file.

To upload a file, use the “Browse” button to select the location (on your desktop) of the file you
want to upload. This function works like the File-Open command used when opening a
Microsoft Office document. After selecting the file to upload, click on the “Open” button. The
file name and path will be displayed on the screen. Click on the “Upload File” button to
proceed.
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An uploaded Excel file should contain all 36 fields required by the APR, in the order specified.
Although the records contained in the file you upload should be identical to those that are in the
Tier 1A file. That is, the participants’ First and Last Name, DOB, SSN, and Student Cohort
Year in the file you are uploading (2010-11 APR file) must be the same as those that appear in
the Tier 1A file. New grantees should follow the order specified with the column names as
outlined on the record structure document. Please note some additions/deletions of fields were
made in 2010-11 APR. If the file you uploaded meets these requirements, you will proceed to
the Review Participant List and Data Error Report (Table View) screen. See this
document’s Section 5.2 for further information on this screen.

If your file does not meet these requirements, a screen displays, similar to the following,
outlining where the problems with your file occurred:

@sss Online

Feceral TRO Programs Report Problem | Email Help Desk | SSS APR | SSS APR Web Site User Guide | Log Out
M Standardized Objectives Report || Review & Submit ] Tier 1A Download

PR/Award Number: P04ZA100534

Name of Grantee:  California State University/ Los Angeles

The fallawing error occurred while trying to pracess your request.
Please fix the problern below by clicking the Go Back button at battom.

The upload file must have 35 columns of recipients data. There is 14 columing in your upload file.
Plezze updata the data file and try again.

Go Badk
Section | M Standardized Objectives Report ) Review & Submit | Tier 1A Download

Report Problem | Email Help Desk | $S5 APR | SSS APR Web Site User Guide

Click on the “Go Back” button to return to the Getting Started screen. You must correct any
errors displayed on this screen before proceeding. Return to your spreadsheet (or other
application) and correct any errors, then return to the Section II — Getting Started screen to
continue with the upload process.

5.1.4 Transfer Last Year’s Data to the Web Data Form

In 2010-11 APR, this option is applicable for grantees who went through Tier 1A process. The
data that is submitted during the Tier 1A Student Record Verification Process is transferred by
clicking the ‘Transfer Data’ button. Only the data for some fields will be transferred and the
projects are responsible for entering the data for all the other fields.

Click on the “Transfer Data” button to proceed to the Review Participant List and Data
Error Report (Table View) screen. See this document’s Section 5.2 for further information
about his screen.
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5.1.5 Enter New Participant Data

This option allows you to enter participant data directly on the Web form. Click on the “Add
New” button to proceed to the Web form as shown below. The participants’ First and Last
Name, DOB, SSN, and Student Cohort Year must be the same as those that appear in the Tier
1A file. If you are a newly funded project, please disregard these instructions.

Personal Tab Enrollment Tah A;z‘:;:::;g:%:if Financial Aid Tab
Fields 1-15 Fields 1623 T Fields 35 & 36
Fields 24 34

Participant Name:
SSN:

Error Description

. PRAAward Number: PO424100534
. Batch Year: 2010

. Social Security Mumber: Q

. Last Name: |

1
2
3
4
4. First Mame: |
B
7
g
9

. Middle Initial: [

. Date of Birth: ,7 [MM/DD/CCYY) Q

. Gender: |Se|ect One j

. Hispanic: ,m @

10. AmindAl: [Select One ~| @

11, Asian: ,m @

12. BlackAfrAm: [Select One ~| @

13. White: [Select One ~| @

14. HIPaclsindr. [Select One ~| @

15. Eligibility: | Select Ona |
Add | Reset ‘ Badk to TableVieu\l|

Click "Save" before maving to another participant record.

See Section 5.3 below for further information about this screen.

5.2 Review Participant List and Data Error Report (Table View) Screen

Grantees who selected the Continue, Upload, or Transfer options on the Getting Started
screen will proceed to the Table View screen shown below. This screen lists the participants in
the file, the total number of participants in the file, any formatting or value errors, any data
validation errors, and provides a printable report of those errors.
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Use the search feature below to search for a patticipant by first name, last nare and/or SSM. To return to the Table View with a list of all students, click on
the Display all Students button.
First Name Last Name SSN
| |
Search
Display all Studerts

The following table is a complete listing of your project's participant records that have been uploaded, transferred, entered into this Web application andfor

added to the list. f this is the first time you have accessed this screen, we advise you to click here to

SEM for all student recards are hlank

<< Prev Page m of 11 =

Table View - Total Number of Participants: 264

First Name  SSH - Delete
Wilson 8151617 18 192223 24 25 27 28 29 30,31 32,33 34 137 xr
Carl 8151617 18192223 24 25 27 28 23 30,31 3233 34 138 X
Clayton 8,15,16,17 18,19,22 23 24 26 27 20 29 30,31 3233 34 203 x
Tamara 8151617 18192223 24 26 27 28 29 30,31 3233 34 180 X
Michelle 8,15,16,17 18,19,22 23 24 25 27 78 79 30,31 32,33 34 122 X
JOn §,15,16,17 18,19,22,23 24 26 27 28,29 30,3132 33 34 259 X
JEFFREY 8,15,16,17 18,1922 2324 26 27 28,29 30,31 32 33 34 152 X
Craig 8151617 18,19,22,23 24 26 27 28,29 30,3132 33 34 151 x
KATHY §,15,16,17 18,19,22,23 24 26 27 28,29 30,3132 33 34 235 X
KOoDI 8,15,16,17,18,19.22 23,24 26 27 20,29 30,31 32 33 34 189 X
Richard 8,15,16,17 18,1922 2324 26 27 28,29 30,31 32 33 34 198 X
SHAD 8151617 18,19,22,23 24 26 27 28,29 30,3132 33 34 200 x
JOSHUA §,15,16,17 18,19,22,23 24 26 27 28,29 30,3132 33 34 2 X
Talonna 8,15,16,17,18,19.22 23,24 26 27 20,29 30,31 32 33 34 36 X
Casey 8,15,16,17 18,1922 2324 26 27 28,29 30,31 32 33 34 50 X
Josh 8151617 18,19,22,23 24 26 27 28,29 30,3132 33 34 75 x
Kenneth §,15,16,17 18,19,22,23 24 26 27 28,29 30,3132 33 34 153 X
Marcella 8,15,16,17,18,19.22 23,24 26 27 20,29 30,31 32 33 34 139 X
OMMA, 8,15,16,17 18,1922 2324 26 27 28,29 30,31 32 33 34 228 X
Clarissa 8151617 18,19,22,23 24 26 27 28,29 30,3132 33 34 228 x
SHONDELL §,15,16,17 18,19,22,23 24 26 27 28,29 30,3132 33 34 230 X
Clinton 8,15,16,17,18,19.22 23,24 26 27 20,29 30,31 32 33 34 140 X
Seehistoowoo 8,15,16,17 18,1922 2324 26 27 28,29 30,31 32 33 34 123 X
Cori 8151617 18,19,22,23 24 26 27 28,29 30,3132 33 34 7B x
Shalia §,15,16,17 18,19,22,23 24 26 27 28,29 30,3132 33 34 132 X

<< Prev Page m of 1 Add Participant
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If you have made changes to the participants' data on the web application, at anytire you may obtain a downloadable file to edit offine and re-upload the
data file by returning ta the "Section || - Getting Started”. By clicking on the "Download Participant Data” button the systermn will generate a current
paticipants' data file and this screen will be refreshed to show a link to this data file

Navigational Instructions and Data Error Information

Search for Participant Record

Use the search feature to search for a participant by first name, last name andfor SSN. To return to the Table View (list of all students), click on the Display
all Students buttan

Tier 1A Download Tah

» Asareminder, projects that participated in the Tier 1A Student Record Verification Process (e, previously funded projects) may download their Tier
14 data by clicking on the "Tier 14 Download" tab. This file reflects all of the changes projects confirmed during the Tier 1A process as well as
updates that were made by ED due to formatting issues to the participant's first and/or last name (e.g., the deletion hyphens) . Mote that this file will
contain the correct format (e.g., hyphens, spaces, periods, etc) as provided by the project.
To facilitate in the reporting of program outcomes as it relates to the cormpletion objective, the Tier 1A Download file also contains, in addition to
student identifier and student cohort year data, the following information:
FirstSenEnrllCD | APR field #20
BA_Degree (for 4-year institutions)
A Degree (for 2-year institutions)
Certificate (for 2-year institutions)
Transferred2tod (for 2-year institutions)

6. DOUD, APR field #32—Date degree/cerificate was received
A"Yes"indicates the student received a degree/certificate or transferred in a previous reporting period, whereas a "blank" means that the project has
not reported the student as having received a degree/certificate or transferred
In addition to the fields above, the last columns of this data file beginning with "Add_Record_to_201011" will contain flags that indicate which records
required corrections during the Tier 14 student verification process and/or were flagged as missing from your 2009-10 APR file. A "Yes" indicates that
the record required a correction and/or was flagged; therefore, you can use this information to more easily identify which records should have been
corrected andfor added back to your 2010-11 APR file

2
3
4.
5

¥ou have the following options when editing the participant errors:

If you uploaded or transferred your file, you may edit your data offine and re-upload the data file by returning to

Ta identify the participant records with errors, you will need to scroll through several Web pages (each page displays 25 records)
You may click on the "printable version” hyperlink to print the complete participant list to view which records have data error(s)
You ray also sort on "lnvalid Forrmatalue Error or Data Walidation Error” by clicking on the colurmn title hyperlinks.

Or you may edit the data directly on the Web application:

1. You may click the Last Name hyperlink to edit paricipant data or correct data errors

2. Youmay click the *%" image in the "Delete” colurmnn to delete a participant data record

3. You may click the "Add Participant” button to add a new participant data record

4. You may sort by Last Mame, Invalid Farmat®alue Error, Data Validation Error, Message, or Record Mumber by clicking on the column title
hypetlinks

If you have a large number of participant records with errars, we recommend correcting the data offline and uploading a corrected file

Thig report also displays three types of errore: (1) invalid data format/values, (2) data validation errorg, and (3) soft check validation error (Message). You
must correct all the data errors in (1) invalid data formatfvalues and (2) data validation errors before you will be able to submit the APR

+ Animvalid formativalue error occurs when the data field(s) for the participant record includes a value(s) other than one of the "valid Field Content”
options provided in colurmn 4 of Section lI—Record Structure for Participant List of the APR. To correct these types of errors online, click on the Last
Name hypetlink to view an individual record and then enter a valid formatfealue in the identified data field(s)

o A data validation error identifies conflicting data provided in two or more data fields. By clicking on the Last Name hyperlink to view the individual
record, you will see an error message that explains the error. You may then correct the data online

o A soft check validation errar (Message) is similar to data validation error, but the system does not require you to correct the error before APR
submission. However, for data guality purposes, it is strongly recommended that error is resoled

If you uploaded padicipant data, the Record Mumber column will display the record numbers in your upload file for each individual participant record. The
record numbers will help you to find the records with errars easily if you want to corect errors offline

Twenty-five records display on each screen. To view additional students, click on the Prev or
Next links on the right corner of the screen.

The Table View screen is sorted by Data Validation Error. You may click on the other column
headings to sort in a different order. The only columns by which you may not sort are First
Name.

To view a participant’s record, click on the Last Name hyperlink. This will direct you to the
Web form where you can begin to either enter new information or update the participant record.
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To delete a participant record, in the Table View screen, click on the “#” image in the “Delete”
column for that participant.

To delete a participant record from the individual participant screen (web form), click on the
“Delete” button located next to the SAVE button on the bottom of the screen.

To add a participant record in the Table View screen, click on the “Add Participant” button at
the bottom of the screen. This will direct you to the Web form where you can begin to enter
information for the participant. See Section 6.3 of this document for further instructions about
the participant data Web form.

To search a participant by last name, first name or SSN, enter the name/SSN and click on
‘Search’ button. If you want to see all the students on the screen, click on ‘Display all Students’
button.

To generate a printable report of the errors on the file, click on the Printable Version —
Participant List Report link on the right side of the screen.

The screen displays three types of errors: (1) invalid data format/values; (2) data validation
errors; and (3) soft check validation errors (Message). With the exception of the soft check
validation errors, you must correct invalid data format/values and data validation errors before
you will be able to submit the APR. The number in the column represents the field that
contains the error.

e Aninvalid format/value error occurs when the data field(s) for the participant record
includes a value(s) other than one of the “Valid Field Content” options provided in
column 4 of Section III of the APR. To correct these types of errors online, you may
click on the Last Name hyperlink and then enter a valid option or text, if applicable, in
the identified data field(s).

e A data validation error identifies data fields that are in conflict with data you provided in
another data field. By clicking on the Last Name hyperlink, you will see an error
message that explains the error. This message will appear in red below the participant’s
SSN. You may then correct the data online.

e A soft check validation error represents validations that should be checked for accuracy;
the data, however, may be correct. If correct, the data would not need to be changed.

If there are a large number of participant records with errors, grantees can correct the data
offline and upload a corrected file. To obtain a download of the file, which will contain any
updates the grantee has entered, click on the “Download Participant Data” button under the
participant list. After editing the data offline, grantees should return to the Section II — Getting
Started screen to upload the revised file. See Section 5.1.3 for further instructions on
uploading a file.
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Grantees viewing the screen for the first time should click on the See more navigational
instructions and information about data errors hyperlink at the top of the page. This link will
provide you with valuable information about navigating the site.

Grantees can click on the Back to Top hyperlink to return to the top of the page and edit
participant records.

5.3 Web Data Entry Screen

Grantees can access the Web data entry screen by:

= Selecting “Add New” on the Section II - Getting Started screen.
= Clicking on the Last Name hyperlink for a participant (on the Table View screen).

The screen is shown below.

Personal Tab Enrollment Tah A;z‘:;:::;g:%:if Financial Aid Tab
Fields 1-15 Fields 1623 T Fields 35 & 36
Fields 24 34

Participant Name:
SSN:

Error Description

. PRAAward Number: PO424100534
. Batch Year: 2ma

. Social Security Mumber: Q

. Last Name: |

1
2
3
4
4. First Mame: |
B
7
g
9

. Middle Initial: [

. Date of Birth: ,7 [MM/DD/CCYY) Q

. Gender: |Se|ect One j

. Hispanic: ,m @

10. AmindAl: [Select One ~| @

11, Asian: ,m @

12. BlackAfrAm: [Select One ~| @

13. White: [Select One ~| @

14. HIPaclsindr. [Select One ~| @

15. Eligibility: | Select Ona |
Add | Reset ‘ Badk to TableVieu\l|

Click "Save" before maving to another participant record.

Grantees viewing the screen for the first time should click on the See more navigational
instructions and information about data errors link at the top of the page. This link will
provide you with valuable information about navigating the screens.
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The participant data has been divided into four sections/tabs - Personal, Enrollment,
Academic/Degree/Persistence and Financial. The Web form displays the participant’s name
and social security number, if provided, on the left side of the screen, below the tabs. The
current screen is highlighted in light blue, while the other sections remain dark blue.

o To navigate through the sections and view the data provided in each section, click on the
Personal, Enrollment, Academic/Degree/Persistence, or Financial tab.

e To make changes to any field for a participant, use the pull-down menus provided, or
enter text as appropriate (e.g., Last Name).

e To save changes, click on the “Save” button or click on another tab.

o To delete a record, click on the “Delete” button.

e To reset the data after making changes, without saving, click on the “Reset” button.

e To go to another participant’s record, click on the Next or Previous link.

o To return to the Table View screen, click on the “Back to Table View” button at the
bottom of the screen.

5.3.1 Duplicate Social Security Numbers (SSN)

If the system determines there are duplicate social security numbers in the file, a screen similar
to the one below will be displayed. You will be required to fix the error before returning to the
Table View screen.

Setion [l Facard Structure for Indvidusl Pamizipants
Review Parscipant Livt and Dotz Error Repon | Table View)

Fame Faperii 10 edi pariadpart il o comec! Gl ermors
o tpant data recon

Table View - Total Number of Participants (with duplicate $SN): 2

Firsi Name i v

RUTH 15,1647 1610 11031 22333 Dughtate SN ]

CHRISTRA  45m12983 ] i ®

To change the SSN for a participant, click on the Last Name hyperlink and change the SSN on
the Web data entry form. If the participant record is a duplicate, you can click on the “&”
image in the “Delete” column to delete the record. Once the duplicate SSN error has been fixed
for the applicable participants, clicking on the “Back to Table View” button will display all
participants.
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6 Standardized Objectives Report

In this section, the approved number of participants to be served (funded number) and the
project objectives for your project for this grant award cycle (2010-2015). This information was
retrieved from the approved “Student Support Services Program Profile” of the application
package as provided by the project.

Navigation
Users can go to this page by clicking on the “Standardized Objectives Report” tab on top. The
following screen will be displayed:

The following information reflects the approved funded number of participants to be served and the project objectives for
your project for this grant award cycle (2010 - 2015). This information was retrieved from the approved “Situdent
Support Services Program Profife” of the application package as provided by the project.

Number Funded to Serve:

In 2010-11, this project is funded to serve 170 participants
Sector of Grantee Institution:

C: Public 2-Year

Prior Experience Objective(s):

A 2010-11 Persistence Rate: 60% of all participants served by the 55 project will persist from one academic year to
the beginning of the next academic year or graduate and/or transfer from a 2-year to a 4-year institution during the
academic year.

B. 2010-11 Good Academic Standing Rate: 70% of all enralled participants served by the 555 project will meet the
performance level required to stay in good academic standing at the grantee institution.

C. Graduation and Transfer Rates (Z-year institutions only):

1. 48% of 2007-08 new paticipants served will graduate with an associate's degree or ceificate within four (4)
years,

ND
2. 30% of 2007-08 new participants served will transfer from a 2-year to a 4-year institution with an associste's
degree or cerificate within four (4) years

Note: A new participant is an individual who was senved by the 555 project for the first time in the project year under
consideration and who meets the definition of a participant as specified in 34 CFR 646.7(c) of the S55 program
reguiations

Note: The Department resenves the right to request modified measurement objectives for those projects that serve
“differant popwations” to measure the progress of the specific subgrowy designated In the prafect application after the
grant award has been made.

Go to next section

7 Tier 1A Download

For previously funded projects that participated in the Tier 1A Student Record Verification
process in late 2011, your project will be prompted, upon logging into the web application, to
download the most recently updated Tier 1A file from the “Tier 1A Download” tab. This file
will have the name formatting issues resolved such that hyphens, spaces, apostrophes, etc., have
been restored to affected records. Therefore, please use this file to ensure that all of the records
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contained in this file appear on your 2010-11 APR data file which includes records that were
flagged as “not reported in 2009-10. Please note that the First and Last Name, DOB, and SSN
must be the same in both files. Any changes to these fields will result in a non-match.

In the most recently updated Tier 1A file that projects may download from the “Tier 1A
Download” tab, participation information will be available for the following fields:

PR Number

Social Security Number

Last Name

First Name

Date of Birth

Student Cohort Year

Enrollment Status in academic year first served

Bachelor’s Degree status (this will only appear for 4-year institutions)
Associate Degree status (this will only appear for 2-year institutions)
Certificate status (this will only appear for 2-year institutions)
Transferred2to4 (this will only appear for 2-year institutions)

Date of Undergraduate Degree

The latter six fields in the above list are included to provide projects additional information. For
the Bachelor’s Degree status, Associate Degree status, Certificate status, and Transferred2to4
fields, a “Yes” in the field for a particular record means the project has indicated, in a previous
reporting period, that the student has received the degree/certificate and/or transferred from a 2-
year to a 4-year institution, whereas a “blank” means that the student did not receive the
degree/certificate or transferred.

In addition, to the fields above, the last columns of this data file beginning with
“Add_Record to 201011” will contain flags that indicate which records required corrections
during the Tier 1A student verification process and/or were flagged as missing from your 2009-
10 APR file. A “Yes” indicates that the record required a correction and/or was flagged;
therefore, you can use this information to more easily identify which records should have been
corrected and/or added back to your 2010-11 APR file.

The screen displays as follows:
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@sss Online

Federal TRIO Programs

Report Problem | Email Help Desk | SSS APR | SSS APR Weh Site User Guide | Log Out
MW Standardized Objectives Report lf Review & Submit RICIRESIFUIIET] -

PR/Award Number: P042A060011

Name of Grantee:  Blackfeet Community College
Tier 1A Download

Download Tier 1A Data to an Excel File

fou may obtain Tier 14 data in an Excel spreadsheet. This fle is far information purposes only and should not be used to
Upload the APR data.

By clicking an the "Download Tier 1A Data" button the system will generate the Tier 1A data file and this screen will be
refeshed to show a link to this data e

Download Tier 14 Data

Standardized Objectives Report Jf Review & Submit RITIRERITTINET] _

Report Problem | Email Help Desk | S5 APR | SS5 APR Web Site User Guide

Projects that did not go through the Tier 1A process, the ‘“Tier 1A Download’ tab will not
appear.

8 Review and Submit (Tier 1)

To begin the APR submission process, click on the Review and Submit tab. The sample page
displays below. An explanation of the two-tiered system required for submission is included on
the page. Your APR is not considered complete until you have finished the entire process for
evaluating the participant data.

To continue with the APR submission, click on the “Start Submission” button at the bottom of
the page.
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Review and Submit: Tier
Start Submission

The Review and Subrmit section will guide you through the submission process. Your APR is not considered subrmitted ontil
you have completed the entire process that includes a two-tiered system for evaluating the quality of the participant data.

The Tier 1 data checks include the fallowing:

& Cohort Comparison Report. Compares participants in your 2010-11 APR Data File Submission to that of the Tier 14
File by Cohort Year. In addition, the report provides information on (13 the number of students that fall outside the
coharts far whom you have included in your APR 2010-11 file, (Z) new participants served in 2010-11, and (3) new
summer participants served in 2010-11.

& Funded Rate and Eligibility report. Provides information on the: () number and percent of participants funded to

serve and served and (b number and percent of participants served whao were low-income and first-generation, students

with digabilities (including dizabled students whao were also low income), and if applicable, (c) number and percent of all
disabled students who were also lmw-incorme. If your funded rate is below 100%, you will be asked to review the data
file to determine if you correctly updated the participant status field and/or included records for all participants served in

2010-11. ¥ou will also be given an opportunity to review the data and make the necessary changes to your data file if

you did nat meet your funded numbers. If you determine that the data file is correct, you will be asked to provide an

explanation far the low funded rate.

Critical Fields report. This report provides the percentage of participant records with "unknown/no respanse” for nine

data fields that we have determined are critical for analyzing project and program outcomes. Since "unknownmo

regponse” responses do not provide usable information for data analysis, we are asking you to review fields for which

10% ar rare of the records have "unknowno response” and either correct (or update) the data or provide an

explanation as to why the data are not available.

If you are a newly funded project and your data file passes the Tier 1 data checks, you may submit the APR. Once you
submit your PR, you will have completed your submission. Please follow the instructions far downloading your data and POF
files.

If you are a previously funded project and your data file passes the Tier 1 data checks, you may submit the APR.
Huwever, please note that your APR will not be accepted until the participant data also passes Tier 2 data checks.

For Previously Funded Projects
After the initial submission of the APR, the Tier 2 data checks compare the 2010-11 participant data with Tier 1A file. If you
are a newly funded project, you are excluded from the Tier 2 data quality checks.

The Tier 2 data checks include the following:

o Tier 1A report. Compares the participants on the 2010-11 APR with the S5S Tier 1A records for your project to ensure
that you have included all participants on the 2010-11 file. Those participants from the S35 Tier 1A records not
included on the 2010-11 file will be displayed on the screen. You must add all the student records on this report to the
2010-11 file and update the data fields for these patticipants.

Student Cohort Year report. The YWeb application runs this report after you add and update any student records
required by theTier 14 report; those students then become part of the 2010-11 file. This report compares the data
provided in field #21 (student cohort year) of the 2010-11 file with the SSS Tier 1A records for your project. Those
participants an the 2010-11 data file whose student cohort year (field #21) is different from the S35 Tier 14 records are
displayed on the screen. You must use the functionality in the cohort year report to change your data to match the
555 Tier 1A records for each patticipant's recard on the repont.

If your participant data file does not meet the Tier 2 criteria, you will be provided with a report and instructions for
resubrission. You must make the needed corrections to your data file and re-submit by March 21, 2012. Itis
important that you review your APR for accuracy. You may not be allowed to revise your APR after March 21, 2012.
You will receive an e-mail message confirming the submission of your APR. On or prior to March 21, 2012, you may
contact the Help Desk if you need to make changes to the submitted APR.

Click the "Start Submission” button to begin.
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8.1 Review and Submit — Step 1

The Review and Submit — Step 1 screen will be displayed as shown below. Grantees must
complete both sections and pass all validation checks in order to proceed with the APR
submission.

Green check marks display for those sections that have been completed and have passed the
data validation error checks. The pink “A”s display for those sections that are NOT complete.
To return to a section to complete it, click on the appropriate section tab at the top of the screen.

Review and Submit: Tier1
Step 1

erify that you have completed both sections of the APR. You will not be able to submit the APR until you have completed or
passed all validation errors for both sections.

Section |
Section Il %

Please Mote: All S35 grantees have already provided their number funded to serve and standard objectives for assessing prior
experience (PE) points. This information was retrieved from the approved “Student Support Services Program Profile” of the
application package as provided by the project. Therefore, grantees will not be required to provide this infarmation in 2010-11
However, grantees will be able to print 2 POF copy of their previously reported standard objectives at the time of data submission.
Projects can also view this information by clicking on the tab "Standardized Objectives Report”.

An % indicates that the section has not been completed or contains data eror(s). You must complete the sections of fix the
data erors) in the sections marked with an "®" before continuing with the submission process. Click on the appropriate section
tab at the top or battorn of the screen to retum to the section.

When both sections are complete, the Review and Submit — Step 1 screen displays as shown
below, with green check marks next to each section indicating it has been completed. To
proceed with the APR submission, click on the “Continue” button.

Review and Submit: Tier1
Step 1

“etify that you have completed both sections of the APR. You will not be able to subrmit the APR until you have completed or
passed all validation errors for both sections

Section |
Section |l

Please Mote: All S35 grantees have already provided their number funded to serve and standard objectives for assessing prior
experience (PE) points. This information was retrieved from the approved “Student Support Services Program Profife™ of the
application package as provided by the project. Therefore, grantees will not be reguired to provide this information in 20010-11
However, grantees will be able to print a PDF copy of their previously reported standard objectives at the time of data submission.
Projects can also view this information by clicking on the tab "Standardized Objectives Report”

8.2 Review and Submit — Step 2 Cohort Comparison Report

The second step of the Tier 1 process is the Cohort Comparison Report.
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Review and Submit: Tier1

Step 2 - Cohort Comparison Report

Comparison of Participants in Your 2010-11 APR Data File Submission
vs. the Tier 1A File by Cohort Year
(4-¥ear Institutions)

Number of Paticipants Murnber of Participants

Cohort Year in Your 2010-11 APR Data File in your Tier 1A File
2005-06 68 23]
2006-07 41 4
2007-058 59 59
2008-09 35 35
2003-10 146 145

Tatal 343 348

Additional Information Regarding Your 2010-11 APR Data File Submission

MNurnber of participants prior to the 2005-06 cohort =2

Number of New Participants = 1

Murnber of Mew Summer Participants = 2

Continue

8.3 Review and Submit — Step 3 Funded Rate and Eligibility Status

The third step of the Tier 1 process is the Funded/Served Rate Report and Eligibility Status
Report. The following screen displays:
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Review and Sub ierl

Step 3-Funded Rate and Eligibility Status Table and Current Participants Report
2010-11 Funded Rate and Eligibility Table

The table below provides information on the: () number and percent of participants funded to serve and served and (b) number and
percent of participants served who were low-income and first-generation, students with disabilities (including disabled students
who were also low income), and if applicable, (c) number and percent of all disabled students who were also low-income. As noted
below, the one-third eligibility requirement only applies if the project served at least one disabled student.

The infarmation provided in the section “Number of Participants Funded to Serve & Served” is based on serving at least as
many participants (i.e., 100%) were served as the project was funded to serve.

The information provided in the section “2/3 Eligibility Requirement: First-gyeneration and low-income, and/or students
widisabilities including students with disabilities who are also low-income” is based on the project meeting the two-thirds
eligibility requirement i.e., B5% or greater). To determine whether your project met this requirerment, the column: "Mumber first-
generation and low-income, and/or disabled including disabled who are also low-income” was divided by the column: "Mumber of
Current Participants Served."

The infarmation provided in the section *1/3 Eligibility Reguirement: Disabled students w/disabilities who are low-income™
is based on the project meeting the one-third disabled and low-income requirement (i.e., 33% or greater). This reguirerment is only
applicable for projects that served disabled students; therefare, if any disabled students were served at least ane-third must also
be low-income. To determine whether your project met this requirement, the column: "Mumber of students w/disabilities who are
also low-income” was divided by the colurmn: "Mumnber of students w/disabilities (including disabled and lov-income)”.

Please review the infarmation contained in the table below. If your project did not meet the requirements mentioned above, please
verify that the participant and eligibility status codes for each current participant for whom you provided infarmation are correct

Your "current padicipants”, are coded infield 22 as a1,2,8, 0r9

Funded Rate and Eligibility Status Table
2/3 Eligihility Requirement:

Al At ) . 14 Eligibility Requirement: Disabled

Number of Participants Funded income, and/or students T
P e n students w/disabilities who are low-
to Serve & Served w/disahilities including income®
students with disahilities who
are also low-income
Murnber of first- Murnber of Number of
Number of generation and low- students
Murnber p " students 113
Current Percent income, and/or = widisabilities o !
Funded - . Eligibility - widisabilities | Eligibility
Participants | Served | disabled including (including
to Serve Percent | . who are also Percent
Served disabled who are also disabled and low- |
ow-Income
low-income incorme)
275 337 123% 332 99% 3 2 B7%

=The raquirement only applies if at least one disabled studentwas served. If na disabled students were served, then the requirement does not apply.

2010-11 Current Participants and Eligibility Status Report

The repart below provides a list of your new, continuing, new (summer only) and reentry participants who received project senices
(1,2,8, 0r9) along with the participant's eligibility status and student's cohort year.

« Your current participants are derived from field #22, Participant Status, and are coded as follows:
1= Mew patticipant (for this reporting period; part of the 2010-11 cohort)
2 = Cantinuing participant
8 = New Summer participant—Eamed College Credits (2011 surmer session only, part of 2011-12 cohor)
9 = New Summer participant—Did not Eamn College Credits (2011 summer session anly; part of 2011-12 cohart)

o The eligibility status codes are derived from field #15 and are:
1 = Low-Income and First-Generation,
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2= Low Incame Only,

3 = First-Generation Only,

4 = Dizabled, and

5 = Disabled and Low Income:

7 = 2005-06
g = 200607
9 = 2007-08
10 = 2008-02
11 =2009-10
12 =2010-11
13=201112
0 = Unknown

Please review the infarrnation carefully and

werify the paticipant and eligibility status codes are correct.
verify that all students reported as current participants (1, 2, 8, or 9) were actually served during this reporting period
werify that you correctly updated the participant status field for all participants served in a previous reporting period.

provide an explanation if you did not meet the number of participants funded to serve

The student's cohort year codes are derived from field #21 and are
1 = Otheriprior to 2005-08)

Prev Page |1 ~|of17

Current Participants and Eligibility Status Report for 2010-11 (Participant Status =1, 2, 8, or 8)

Participant’s Name Participant Status Eligibility Status Cohort Year
1 2 = Continuing participant 3 = First-Generation Only 9 =2007-08
2 2= Continuing participant 2= Low Incorne Only 9= 200708
3 2= Continuing participant 4 = Disabled & Low Income 11=2009-10
4 2= Continuing participant 1= Low-Income and First-Generation 11=2009-10
5 2 = Continuing participant 2= Low Income Only 7 = 2005-06
B 2= Continuing participant 1= LowwIncome and First-Generation 11 = 200910
7 2= Continuing participant 1= LowwIncome and First-Generation 11 = 200910
g 2= Continuing participant 2= Low Income Cnly 9 =2007-03
9 2= Continuing participant 1= LowwIncome and First-Generation 11 = 200910
10 2= Continuing participant 1= LowwIncome and First-Generation 11 = 200910
1 2= Continuing participant 1= LowwIncome and First-Generation 9 =2007-03
12 2= Continuing participant 1= LowwIncome and First-Generation 11 = 200910
13 2= Continuing participant 1= LowwIncome and First-Generation 7 = 2005-06
14 2= Continuing participant 1= LowwIncome and First-Generation 11 = 200910
158 2 = Continuing participant 1= LowIncome and First-Generation 9 = 2007-03
16 2 = Continuing participant 1= LowIncome and First-Generation 11 = 2008-10
17 2 = Continuing participant 1= LowIncome and First-Generation 9 = 2007-03
18 2 = Continuing participant 1= LowIncome and First-Generation 7 = 2005-06
19 2 = Continuing participant 1= LowIncome and First-Generation 8 = 2008-07
20 2 = Continuing participant 1= LowIncome and First-Generation 9 = 2007-03

Prev Page |1 =|of17

Section Il | Standardized Objectives Report [GENEYERATLTIM Tier 1A Download

Report Problem | Email Help Desk | $55 APR | S55 APR Web Site User Guide

The Funded Rate and Eligibility Report compares:

e the number of current year participant records on the data file with the number of
participants the grantee was approved to serve in 2010-11,

e the number and percent of participants who are first-generation and low-income, and

e The number and percent of participants who disabled and disabled and low-income.

If your funded rate is below 100%, you will be asked to review certain aspects of your data.
You will also be given an opportunity to review the data and make the necessary changes to
your data file if you did not meet your funded numbers. If you determine that the data file is
correct, you will be asked to provide an explanation for the low funded rate.

The information provided in the section “2/3 Eligibility Requirement: First-generation and low-
income, and/or students w/disabilities including students with disabilities who are also low-

SSS APR Website User Guide 38
February 2012

Computer Business Methods, Inc.



income” is based on the project meeting the two-thirds eligibility requirement (i.e., 66% or
greater). To determine whether your project met this requirement, the column: “Number first-
generation and low-income, and/or disabled including disabled who are also low-income” was
divided by the column: “Number of Current Participants Served.”

The information provided in the section “1/3 Eligibility Requirement: Disabled students
w/disabilities who are low-income” is based on the project meeting the one-third disabled and
low-income requirement (i.e., 33% or greater). This requirement is only applicable for projects
that served disabled students; therefore, if any disabled students were served at least one-third
must also be low-income. To determine whether your project met this requirement, the column:
“Number of students w/disabilities who are also low-income” was divided by the column:
“Number of students w/disabilities (including disabled and low-income)”.

If your project did not meet the requirements mentioned above, please verify that the participant
and eligibility status codes for each current participant for whom you provided information are
correct. Your "current participants", are coded in field 22 asa 1, 2, 8, or 9.

The screen below displays information on the project’s funded number, two-thirds, and one-
third disabled and low-income requirement. Also displayed is the list of current participants
included on your file and their eligibility status. Current participants are those participants who
have been coded as 1, 2, 8 or 9 in the Participant Status (field 22) and coded asa 1, 2, 3,4, or 5
in the Eligibility Status field (15).

To change the participant or eligibility status of a participant, click on the Participant’s Name
hyperlink to return to the Section II Web form (shown below) and update the Participant Status
Code (field 22) and/or Eligibility Status (field 15).
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Personal Tah Enrollment Tab A;Z:’;;T:;E:%r;f Financial Aid Tabh
Fields 115 Fields 16-23 o Fields 35 & 36
Fields 2434

Participant Name: ABUNDIS, RUTH T Irmported
SSN: walue

1. PR/Award Mumber: PO424101184

2. Batch Year: 2010

3. Social Security Mumber: ’7 o

4. Last Marne: |£BUNDIZ

5. First Mame: [RUTH

B. Middle Initial: [

7. Date of Birth: [ mopeem @

3. Gender: |2 = Female j

9. Hispanic: ’W‘ @

10. AmindAK: [Select One ~| ©@

1. Asian: ’W‘ Q

12. BlackAfrAm: [Select One ~| ©@

13. White: [Select One ~| ©@

14. HIPaclsindr: [Select One ~| O

15. Eligibility: |3 = First-Generation Only |

Sawve | Delete | Reset | Back to FundediSened
Click "Save" before moving to another participant record.
<= Prev Student Data |1 | of 337

Once you have made the necessary changes on this screen, click on the “Back to
Funded/Served” button to return to the Funded Rate Report screen. Click on the “Continue”
button to proceed.

If the Funded-to-Serve rate is still too low, you must either continue to correct the participant
data or provide an explanation in order to proceed with the APR submission. A grantee may
have a calculated funded rate below the established range in some circumstances. In these
situations, you can provide an explanation for the discrepancy between the funded number and
the number served. You can type your explanation in the text box provided at the bottom of the
screen. A project is not required to provide an explanation if they do not meet their two-thirds
and/or one-third eligibility requirements.
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@ SSS Online

Federal TRIO Programs Report Problem | Email Help Desk | SSS APR | SSS APR Web Site User Guide
RELCETGIELE R R R  Review & Submi _

PR/Award Number: PO42A100191
Name of Grante University of Arkansas Commu

Step 3-Funded Rate and Eligibility Status Table and Current Pal
2010-11 Funded Rate and Eligibility Table
The table below provides information on the: (a) number and percent of participants funded to serve and served and (b) number and
percent of participants served who were |ow-income and first-generation, students with disabilities (including disabled students
who were also low income), and if applicable, {c) number and percent of all disabled students who were also low-income. As noted
below, the one-third eligibility reguirement only applies if the project sered at least one disabled student

pants Report

The information provided in the section “Number of Participants Funded to Serve & Served” is based on sening at least as
many participants (i.e., 100%) were serwed as the project was funded to senve

The information provided in the section “2/3 Eligibility Requirement: First-generation and low-income, and/or students
witisahilities including students with disahilities who are also low-income™ is based on the project meeting the two-thirds
eligibility requirement (i.e., BE% or greater). To determine whether your project met this reguirement, the column: "Number first-
generation and low-income, andfor disabled including disabled who are also low-income” was divided by the column: "Mumber of
Current Participants Served.”

The infarmation provided in the section “1/3 Eligibility Requirement: Disabled students w/disabilities who are low.income”
is baged on the project meeting the one-third disabled and low-income reguirernent {i.e., 33% or greater). This reguirement is only
applicable for projects that served disabled students; therefore, if any disabled students were served at least one-third rmust also
be low-income. To determine whether your project met this requirement, the column; "Mumber of students w/disabilities who are
alzo low-income” was divided by the column: "Number of students wrdisahbilities (including disabled and low-incorme)”.

2 = Low Income Only,

3 = First-Generation Only,

4 = Disahled, and

5 = Disabled and Low Income.

The student’s cohort year codes are derived from field #21 and are:
1 = Other{prior to 2005-08)

¥ = 2005-06
& = 2006-07
9 =2007-08
10 = 2005-09
11 =2009-10
12 =2010-1
13=201112

0 = Unknown

Flease review the information carefully and

verify the participant and eligibility status codes are correct.

verify that all students reported as current participants (1, 2,8, or ¥) were actually served during this reporting period
verify that you correctly updated the participant status field for all participants served in a previous reporting period.
provide an explanation if you did not meet the number of paricipants funded to serve

Page 1 of 1
Current Participants and Eligibility Status Report for 2010-11 (Participant Status=1,2,8, or9)
Participant's Name Participant Status Eligibility Status Cohort Year
1 1= Mew participant (2010-11 cohort) 1= Low-Income and First-Generation 12=2010-11
Page 1 of 1

There are some circumstances in which a grantee may have a calculated funded rate outside the established range. In these
situations, you must provide an explanation for the large discrepancy between the funded number and the number served. Type
your explanation in the text box below {limit 1,000 characters and spaces).
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Please review the information contained in the table below. If your project did not meet the reguirements mentioned above, please
werify that the participant and eligibility status codes for each current participant for whom you provided information are correct
YWour "current participants”, are coded infield 22 as a1,2,8, or 9.

Funded Rate and Eligibility Status Table
2/3 Eligibility Requirement:

First-generation and low- Fp— q -
Number of Participants Funded income, andi/or students i EI|g|h|I|ty.Req.|.|_|femenl. Dizabled
i e [ i students w/disabilities who are low-

to Serve & Served widisabilities including income~

students with disabilities who
are also low-income

Mumber of first- Murnber of Mumber of

Murnber Mumber of generation and lowe- 3 students students W3
Current Percent income, andfor widisabilities
Funded Partici g " disabled includi Eligibility ineludi widigabilities Eligibility
to Serve afticipants e \Sanien neuing Percent (including who are also Percent
Served disabled wha are also disabled and low-
. A loww-income
lowe-income income)
140 1 1% 1 100% A A A

*The requirement anly applies if st least ane dizabled studentwas served. If no disabled students ware served, then the requiremant does not apply.

2010-11 Current Participants and Eligibility Status Report
The report below provides a list of your new, continuing, new (summer only) and reentry participants who received project services
(1,2, 8, or9) along with the participant's eligibility status and student's cohort year.

= Your current participants are derived from field #22, Participant Status, and are coded as follows:
1 = MNew participant (for this reporting period; part of the 2010-11 cohort)
2 = Continuing participant
8 = Mew Surnmer participant—Earmed College Credits (2011 summer session only; part of 2011-12 cohaort)
9 = Mew Summer participant—Did not Earn College Credits (2011 summer session only; part of 2011-12 cohort)

= The eligibility status codes are derived from field #15 and are
1 = LowIncome and First-Generation,

Submit Explanation and Cortinue

Section Il | Standardized Objectives Report G ARSI T

Report Problem | Email Help Desk | SSS APR | SS5 APR Web Site User Guide

Click on the “Submit Explanation and Continue’ button to proceed.
8.4 Review and Submit — Step 4 Critical Fields Verification Report

The next step of the Tier 1 process is the Critical Fields Verification Report. The Critical
Fields report provides a percentage of participant records with “unknown/no response” for nine
data fields that have been determined as critical for analyzing project and program outcomes.
Since an “unknown/no response” does not provide usable information for data analysis, we ask
that you review fields for which 10% or more of the records have “unknown/no response” and
either correct (or update) the data or provide an explanation as to why the data is not available.

If no explanation is required for the Critical Fields, the following screen will be displayed.
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Review and Submit: Tier1

Step 4 - Critical Fields Verification Report

The Department has identified the following eight fields as critical in calculating project and program outcomes and wants to
ensure a minifmal number of "No Response/Unknown" entries in each field. In most cases, "No Response/Unknown” is a valid
response; however, high percentages of these responses are not in the project's best interests. The table below lists the critical
fields and the number and percentage of participants with a "No Response/Unknown” entry in that field. If you have critical fields
with & high percentage of "No response/Unknown”, we recomrmend correcting the data offine and uploading the corrected file. You
rnay return to to update any fields with & "No Response/Unknown” entry

You have 164 participant records.

Mumber with

Field Mo Field Mame Mo Response/Unknown Percent
7 DOB 0 records 0%
22, Participant Status 0 records 0%
23. Enrollment Status (at end of the 2010-11 academic year) 0 records 0%
24, Academic Standing 0 records 0%
30 Transfers O records 0%
il Degree/Certificate Completed 0 records 0%
32 Date of Undergraduate Degree/Certificate 2 records 1%
34 Persistence status (at the beginning of 201112 academic year) 0 records 0%

Click on the “Continue” button to proceed.

If an explanation was entered on the Funded Rate Report, the screen will be displayed noting
that TRIO will review the explanation (as shown on the screen below):

Review and Submit: Tier1

Your funded/served explanation has been saved and will be reviewed by TRIO.

Step 4 - Critical Fields Verification Report

The Departrment has identified the following eight fields as critical in calculating project and program outcomes and wants to
ensure a minimal number of "No Response/Unknown” entries in each field. In most cases, "No Response/Unknown” is a valid
response; however, high percentages of these responses are not in the project's best interests. The table below lists the crtical
fields and the number and percentage of participants with a "No Response/Unknown® entry in that field. If you have crifical fields
with & high percentage of "No response/Unknown", we recommend correcting the data offline and uploading the corrected file, You
may retumn to to update any fields with a "No Response/Unknown” entry.

You have 429 participant records.

Number with
Field No.  Field Name Mo Response/Unknawn Percent
7. DoB 0 records 0%
22 Participant Status 429 records 100%
23, Enrollment Status (at end of the 2010-11 academic year) 407 records 95%
24 Academic Standing 429 records 100%

If the file contains at least one critical field where 10% of the responses are unknown or have no
response, an explanation box will be displayed on the screen indicating that the data must be
corrected or an explanation should be provided.
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Review and Submit: Tier1

Step 4 - Critical Fields Verification Report

The Departrment has identified the following eight fields as critical in calculating project and program outcomes and wants to
ensure a minimal number of "No Response/Unknown” entries in each field. In most cases, "Mo Response/Unknown” is 2 valid
response; however, high percentages of these responses are not in the project's best interests. The table below lists the critical
fields and the number and percentage of participants with a "Mo Response/Unknown” entry in that field. If you have critical fields
with a high percentage of "Mo response/Unknown”, we recommend correcting the data offline and uploading the corrected file. You
may return to to update any fields with a "No Response/Unknown” entry.

You have 354 participant records.

Mumber with

Field No.  Field Name Mo Response/Unknown Percent
7. DOB 1 records 0%

22, Participant Status 0 records 0%

23 Enrollment Status (at end of the 2010-11 academic year) 0 records 0%

24, Acadernic Standing 0 records 0%

30. Transfers 1 records 0%

3t Degres/Cedificate Completed 51 records 14%
32 Date of Undergraduate Degree/Certificate 3 records 1%

34. Persistence status (at the beginning of 2011-12 academic year) 0 records 0%

Type in your explanation in the text box below. Your explanation will be reviewed by TRIO.

Submit Explanation and Cortinue

To change a participant’s record, click on the Section III hyperlink to return to the Section III
Web form. Once you have made the necessary changes on this screen, click on the Review and
Submit tab to resubmit your data.

If any of the nine Critical Fields still has 10% or more unknown/no responses, you must either
continue to correct the data or provide an explanation in order to proceed with the APR
submission. You can type your explanation in the text box provided at the bottom of the screen.

Click on the “Submit Explanation and Continue” button to proceed.

8.5 Review and Submit — Step 5

In the next step of the Tier 1 process, you can obtain a copy of your APR and Section II data for
your records.
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Review and Submit: Tier
Step 5

Obtain a POF containing your project's Section | inforrmation, Cohort Comparison Report, Funded Rate and Eligibility Status
Table and Current Participants Report, and Critical Fields Report. Also, you may download an Excel file of your project's 2010-
11 APR data (Section Il) for your records.

The infarmation obtained is intended for authorized users only. Disclosure of any infarmation obtained for any purpose ather
than for authorized use can result in criminal progecution.

Obtain Annual Performance Report POF

Click on to display a printable version of sections | and Il and the Repart on Mumber Funded to Senve and
Prior Experience Standard Objectives of the APR in PDF format. Adobe Acrobat Reader is required to view the file. To
download a free copy, go to the

Generate Excel file for Section Il - Individual Participant Data for 2010-11

You may obtain the data you entered in Section Il - Individual Participant File for 2010-11 in an Excel file for your records. To
obtain the data, click the "Download Data" button. Then click on the file name to open the file or right click on it to save the file
an your PC.

To obtain the data, click the "Download Data” button. Then click on the file name to open the file or right click on it to save the
file an your PC

IMPORTANT! IF YOU HAVE NOT ALREADY DONE 50, YOU MUST DOWNLOAD YOUR TIER 1A FILE by clicking on the
tab "Tier 1A Download” above. As described earlier, the first andfor last name for some participant records were updated due
to farmatting issues (g.g., hyphens were added back to hyphenated names) since your last Tier 1A submission. Therefore, it
is extremely important that grantees downlozd this file and use it as the basis for their 2010-11 APR submission, as data
submitted by grantees will be matched against the data on this most recent, corrected Tier TA data file. If you are a new
grantee, please disregard these instructions

Contihue with the Review and Submit Process

To obtain a hard copy of the APR, click on the Display Report PDF hyperlink under the
“Obtain Annual Performance Report PDF” heading. The report will display as a PDF image.
Adobe Acrobat Reader is required in order to view the file and can be downloaded from the
Adobe site via the hyperlink on this page.

Once the PDF report displays, select “File-Print” from the menu to print the report or click on
the printer image.

To obtain an Excel file of the 2010-11 data file, click on the “Download Data” button. A blue
hyperlink file (example: P0424YYXXS9.xlsx) will appear on the screen.

To open the file in your browser window, click on the hyperlink.

To save the file to your desktop, right click using your mouse and select the “Save Target As”
option as shown below. Select a location on your desktop (e.g., My Documents) to save the
file.

Once you have printed a copy of the APR for your records and downloaded the Excel data
version, you can click on the “Continue” button to proceed with the Review and Submit
process.
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8.6 Review and Submit — Step 6
In this final step of Tier 1, you can submit your APR.

Review and Submit: Tierl
Step 6

Click on the "Subrmit" button to submit your 2010-11 APR. If you entered a confirmation e-mail address in Section |, an e-mail
canfirmation of the APR submission will be sent

Note: If your APR data does not pass the Tier 2 data validations, you are given a one-week extension from your initial
submission date to correct the errors and resubmit.

FINAL NOTICE! IF YOU HAVE NOT ALREADY DONE SO, YOU MUST DOWNLOAD YOUR TIER 1A FILE by clicking on the
tab "Tier 14 Download" above, As described earlier, the first and/or last name for some participant records were updated due
to formatting issues (e.qg., hyphens were added back to hyphensted names) since your last Tier 1A submission. Therefore, it
is extremely important that grantees download this file and use it as the basis for their 2010-11 APR submission, as data
submitted by grantees will be matched against the data on this most recent, corrected Tier 1A data file, If you are a new
grantee, please disregard these instructions

If applicable, instructions for resubmission will be included after you submit. Section | of the APR cannat be modified

To submit the APR, click on the “Submir” button.

8.7 Review and Submit - APR Submitted Screen

The APR is not considered complete until the participant data passes the second tier data
checks. If the checks show no further revisions are necessary or you are a new grantee, the
APR submission process is complete.

Review and Submit
APR Submitted
APR Successfully Submitted!

Your 2010-11 data file has passed the data guality checks or you provided explanations as to. Mo additional changes to your
participant data file are required. Your APR will now be accepted provided you submit, via fax, a signed copy of Section | of the
APR

QObtain Signature Page and Annual Performance Report in POF Format

Click for a printable wersion of the signature page and the data reports in PDF Faormat. Adobe Acrobat Reader is required to
view the file. To download a free copy, go to the

Please fax the signed copy of Section | of the APR (the first page of the PDF file) to the following fax number: (F03) 832-1360.
Once your fax for Section 1 has been received and processed, you will receive a confirmation email from us

For your records, you should keep in your files Section | with the original signatures and a copy of the two parts of your APR
submission: (1) the PDF version of Sections | and the data validation reports; and (2) the Excel file of your individual participant
records.

QObtain Annual Performance Report FDF

Click on the "Generate PDF" button to generate a printable version of your APR submission in PDF farmat.

Generate Excel file for Section Il - Individual Participant Data for 2010-11
Click the "Download Data” button to obtain an Excel file of the individual participants records (Section |l of the APR)

If the Section II participant data does not pass the Tier 2 checks, you must revise and resubmit
your Section II within one week. A screen similar to the one below will display:
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Review and Submit
APR Submitted

Section |l - Individual Participant Data File (Tier 2 Data Validation Errors)
Your APR was resubmitted on 02/15/2012

However, the tier 2 data checks that compared your 2010-11 participant data with your Tier 1A data file indicated additional data
quality issues that need to be addressed.

¥ou are given a one-week extension from the above submission date to correct the errors and resubmit

Please note that if you make any changes to the participant data file, the participant data error report and the Tier 1 and Tier 2
data quality reports will be re-ran. If there are additional data errors, you must correct these prior to resubmitting your APR

Click the "Continue” button to review the Tier 1A Report and the Student Cohort Year Report and begin the Tier 2 submission
process

Please note that any changes to the participant data file, the participant data error report and the
Tier 1 and Tier 2 data quality reports will be run again. If there are additional data errors, you
must correct these prior to resubmitting your APR.

Click on the “Continue” button to proceed to Tier 2 and view the Match to Prior and New
Participant Reports and review further instructions for resubmission.

9 Tier 2 - Submission Verification Reports

For the 2010-11 APR reporting period, the Tier 1A file replaces the match to prior process.
Therefore, the Tier 1A file is now considered correct and final, and as such, essential data (such
as student identifiers and cohort years) in your 2010—11 APRs will be matched against the Tier
1A file. This means that, except for new participants, 2010—11 cohorts must match the Tier 1A
file cohorts, and grantees must restore records for any participants who appear in the Tier 1A
File Report. With approximately 285,000 participants in the Tier 1A file, TRIO cannot
accommodate any corrections to any errors to the student identifiers and cohort year that
grantees might have made in earlier APRs. Therefore, the Department will consider additional
changes to the SSS system of records only if a grantee has documentation that TRIO made an
error in resolving issues during the Tier 1A student verification process.

The second tier data checks include Tier 1A and Student Cohort Year reports.

9.1 Tier 1A Report

The Tier 1A report compares the participants on the 2010-11 APR data file with those on the
SSS Tier 1A data file to ensure that grantees have included all participants on the 2010-11 file.
Those participants not included on the 2010-11 file are displayed on the screen. To include a
participant for 2010-11, click on the individual checkbox then click on the “Update 2010-11
file” button and then click on the “Continue” button. To add all of the participants listed on the
current page click on the "Check All on Current Page" button. Once you have clicked on the
"Check All on Current Page", you must click on the "Update 2010-11 file" button located above
the explanation box and then click on the “Continue” button.
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If the grantee has included all the students on the 2010-11 file, no further revisions to the
participant data will be required as part of the Tier 1A process. Click on the “Continue’” button
to proceed. The screen displays as follows:

Tier 2 - Submission Verification Reports

Tier 1A report

The web application runs this report which compares the participants an the 2010-11 APR data file with those on the S35 Tier
14 data file to ensure that you have included all participants on the 2010-11 file. Your 2010-11 data file has passed this data

vetification. Please click "Continue.”

Those participants that are not included on your 2010-11 APR but were on your Tier 1A file are
listed in the below screen and they should be added back to 2010-11 file.

Tier 2 - Submission Verification Reports

Tier 1A report

This report compares the participants on your 2010-11 APR with the S5S Tier 1A data file to ensure that you have included in
your APR all participants on the Tier 1A file. Those padicipants that are not included on your 2010-11 APR but were on your Tier
1A file are displayed below

Please restore the records in the Tier 1A file to your 2010-11 APR. During the Tier 1A Student Record Verification Process,
the Department allowed projects to provide an explanation if they believed that there were students included in the Tier 1A data file
that should not be on the file. In December 2011, the Department staff worked extensively with grantees to resolve all such cases
The Department is therefore not considering any additional changes to the 5SS Tier 1A records unless a grantee has
documentation that the Department made an emor in its updates.

Mismatches: Grantees sometimes find in the Tier 1A file a student who they know is already in their 2010-11 APR. Often times,
this occurs when an earlier year's record for a student does not match the 2010-11 record because the latter has a change in
SSN, date of birth, or spelling of first and/or last name. The Department asks grantees not to change identifying data for students
(name, SSN, and date of birth) reported in the Tier 1A data file, even if the information is found to have errors. For the sake of
consistency in data matching, it is not cntical if a student’s record has misspellings or an inaccurate SSN as long as the
information remains the same from year to year. Please do not add back a student listed in the Tier 14 file if you believe it will
result in two records for one student, e.g., duplicate; instead, change the identifying data for the student to match the data in the
Tier 1A file.

How to restore student records to your 2010-11 APR file: To restore any participants listed below to your 2010-11 APR file,
click the box aligned with the student’s name; then click "Update 2010-11 file." To add all of the students at once, click "Check
All on Cument Page” before clicking the "Update” box. Once you have restored records to your 2010-11 APR file, please update
all data fields for the student.
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Prev Page m of 10

Total participants in theSS$S Tier 1A records not listed in the 2010-11 submission: 197
# Participant Name Student Cohort Year Chedk All on Current Page
1 Jaclyn Abundis 2008-09 I

2 Jessica Adams 2008-09 I

3 Sarah Adams 2007-08 [~

4 Jonathan (Jon) Aguinaga 2009-10 I

5 Fafa Alce 2008-09 r

3 Sarai Aldana 2008-09 I

7 babby allbrittan 2006-07 I

] Micheal Allday 2005-06 r

9 Alejandra Amaya 2007-08 I

10 Jessica Anderson 2008-09 [~

1 Kip Armstrong 2008-09 I

12 ashton bacy 2005-06 I

13 Amanda Baldwin 2005-06 I

14 June Baldwin 2007-08 r

15 Awmy Barrios 2006-07 I

16 Rowdy Bates 2007-08 I

17 Meghan Beaty 2008-09 [~

18 Candice Becker 2006-07 r

19 Ciarra Bell 2008-09 r

20 Morman (AS) Beverage 2007-08 I

Update 2010-11 file
Prev Page m of 10

To add ALL the participants listed on the screen, grantees can click on the “Check All on
Current Page” button.

Grantees can select individual participants to add by clicking on the checkbox next to that
participant’s name.

Once the participants have been selected, click on the “Update 2010-11 file” button to add the
students to the file. Remember, if you either “Check All on Current Page” or check the
individual checkboxes and click on the “Update 2010-11" button it will only add the
participants on the current page. The screen will refresh itself and if you have additional
records in the Tier 1A report, those records will be displayed. You must then repeat the steps
for adding participant records until you have added all of the records you need to add.

If there are errors in the participant’s data, the Table View Data Error report will appear again,
which will include all participants on the file. Those participants with errors are displayed first.
All errors must be fixed before submission. The screen displays below:
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Section Il - Record Structure for Individual Pa

i
Review Parti Data Error Report (Table View)

Use the search feature below to search far a participant by first narme, last name and/or SSM. To return to the Table Wiew with a list of all
students, click on the Display all Students button.

First Name Last Name SSN

Search

Display all Students

The following table is a complete listing of your project's paricipant records that have been uploaded, transferred, entered into this Web
application and/or added to the list. If this is the first time you have accessed this screen, we advise you to click here to

<< Prev Page |1 | of6 =
Table View - Total Number of Participants: 144
First Name SSN £ ,:f;‘;:’r Delete
8151617 18,1920 22 24 26 27 28 29 30 31 33 34

108

76
31
46
75
107
34
13
73

25
72
108
Fil

114
19
118
18
g2
81
17

<< Prav Page |l 7| of 5 Add Participant

o5 o3 %% Moo 3 o3 XM X oMo % o3 %o %% M oM MMM KR

If you have made changes to the participants' data on the web application, at anytime you may obtain a downloadable file to edit offline and re-
upload the data file by retuming to the "Section Il - Getting Started”. By clicking on the "Download Participant Data” button the system will
generate a current participants' data file and this screen will be refreshed to show a link to this data file

ad Participant Data

Prior to uploading your file, verify that you have the correct number of fields and that they are in the correct sequence as specified in
SECTION II: RECORD STRUCTURE FOR PARTICIPANTS. A valid upload file should have 36 colurmns.

Please note that if you make any changes to the participant data file, the participant data error report and the tier one and tier two data
guality reports will be re-run. If there are additional data errors, you must correct these prior to resubmitting your APR

Please use the Browse button to select the file or type the file name in the box below. The paticipant data file rust be in an Excel
spreadsheet or a comma delimited format with "csw" extension. Then click on the "Upload File" button to proceed

After uploading the participant data file, the system will redirect you through the Tier 2 process to insure all data are based on the file you
have just uploaded

File to Upload Browse...

Mavigational Instructions and Data Error Information

Search for Participant Record
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Use the search feature to search for a participant by first name, last name andfor SSN. To return to the Table View (list of all students), click on
the Display all Students button

‘You have the following options when editing the padicipant errars

 |f you uploaded or transferred your file, you may edit your data offline and re-upload the data file by returning to "Section Il - Getting
Started".

« Toidentify the participant records with errars, you will need to scrall through several VWeh pages (each page displays 25 records)

« You may click on the "printable version” hypeink to print the complete participant list to view which records have data error(s).

e Youmay also sort on “Invalid Format/value Error or Data Validation Error” by clicking on the column title hyperlinks

Or you may edit the data directly on the Web application

1. You may click the Last Name hyperlink to edit participant data or correct data errors

2. You may click the "®" image in the "Delete” calumn to delete a participant data recard

3. You may click the "Add Participant” button to add a new participant data record

4. You may sort by Last Name, Inwalid FormatMalue Error, Data Validation Ervor, Message, or Record Number by clicking an the colurmn
title hyperlinks

If you have a large number of participant records with errors, we recommend correcting the data offline and uploading a corected file.

This report also displays three types of errors: (1) invalid data formatfvalues, (2) data validation errors, and (3) soft check validation error
(Message). You must correct all the data errors in (1) invalid data formativalues and (2) data validation errors before you will be able to submit the
APR

o Aninvalid formativalue error occurs when the data field(s) for the participant record includes a value(s) other than one of the "Valid Field
Content" options provided in column 4 of Section —Record Structure for Participant List of the APR. To correct these types of errors
online, click on the Last Name hypeink to view an individual record and then enter a valid formatAvalue in the identified data field(s)

¢ A data validation error identifies conflicting data provided in two or more data fields. By clicking on the Last Name hyperlink to view the
individual record, you will see an error message that explaing the error. You may then correct the data online.

o Acoft check validation error (Message) is similar to data validation error, but the system does not reguire you to correct the error before
APR submission. However, for data quality purposes, it is strongly recommended that error is resolved

If you uploaded participant data, the Record Number column will display the record numbers in your upload file for each individual participant
record. The record numbers will help you to find the records with errors easily if you want to correct errors offline

To return to the Tier 2 Tier 1A Report, click on the “Go back to Tier Il Verification Report”
button. If there are a large number of participant records with errors, grantees can correct the
data offline and upload a corrected file. To obtain a download of the file, which will contain
ALL participants and updates the grantee has entered, click on the “Download Participant
Data” button under the participants list. After editing the data offline, grantees should return to
this screen to upload the revised file.

Once the revised file is uploaded, or changes are made on the Web form, all data checks will be
re-run. The Tier 1A Report displays again. If the threshold is not met, the data will have to be
updated.

9.2 Student Cohort Year Report

The Web application runs this report after you add and update any student records required by
the Tier 1A report; those students then become part of the 2010-11 file. This report compares
the data provided in field #21 (student cohort year) of the 2010-11 APR file with the SSS Tier
1A records for your project. Those participants on the 2010-11 data file whose student cohort
year (field #21) is different from the SSS Tier 1A records are displayed on the screen. You must
use the functionality in the cohort year report to change your data to match the SSS Tier 1A
records for each participant's record on the report. The screen displays as follows:
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Tier 2 - Submission Verification Reports

Student Cohort Year report

After adding and updating any student records required on the Tier 1A Repont, grantees will see the Student Cohort Year Report,
which compares data on cohort years (field #21) between your 2010-11 APR and SSS Tier 1A file. If your project's 2010-11
cohont year data differs from that of the Tier 1A file, the affected participants and the two different cohonts for each will appear
below.

For your 2010-11 APR, please accept the cohort(s) in the column, "SSS Tier 1A Records’ Student Cohont Year.” Note
that the Department will not be accepting any changes to cohort years as projects had the opportunity to do so during
the Tier 1A Student Record Verification Process. If you believe that there was a data entry error, please email the
Help Desk.

How to accept cohorts from the SSS Tier 1A records: To change your 2010-11 APR's cohort for the participant(s) listed
below, click the box aligned with the student's name; then click "Update Student Cohort Year on 2010-11 file.” To add all of the
students listed on the page, click "Check All on Current Page" before clicking the "Update” box. The system will then
automatically update the participant’s record in your file to match that of the SSS Tier 1A records.

Page 1 of 1
Total students on the 2010-11 data file whose Student Cohort Year is different from that in the SSS
Tier 1A records: 1

0 SS5S Tier 1A Records' Student Cohort Year in
# Participant Name Student Cohor Year Your 2010-11 APR Check All on Current Page
1 sandra acedo 200708 2006-07 r

Update Student Cohort ear on your 2010-11 file

Page 1 of 1

To add ALL the participants listed on the screen, grantees can click on the “Check All on
Current Page” button.

Grantees can select individual participants to add by clicking on the checkbox next to that
participant’s name.

Once the participants have been selected, click on the “Update Student Cohort Year on your
2010-11 file” button. This will update the student cohort year for the selected students.
Remember, if you either “Check All on Current Page” or check the individual checkboxes and
click on the “Update Student Cohort Year on your 2010-11 file” button it will only add the
participants on the current page. The screen will refresh itself and if you have additional
records in the Student Cohort Year report, those records will be displayed. You must then
repeat the steps for updating participant records until you have done all of the records you need
to update.

If all participants' student cohort year data (field #21) on your 2010-11 data file matches the
SSS Tier 1A data file, no Cohort Year Report is produced. A screen such as the one below will
display:
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@ SSS Online

Fedesal TRIO Programs

Reiurl Problem | Email Heli Desk | 555 APR | 555 APR Web Site User Guide |
PR/Award Number: P0O42A101184

Name of Grantee:  University of Texas/ Brownsville and Texas Southmost College

Tier 2 - Submission Verification Reporis

Student Cohort Year report

The Web application runs this report after you add and update any student records reguired by the Tier 1A report; these students
then become part of the 2010-11 file. The Student Cohort Year Report compares the data provided in field #21 (student cohort
year) of the 2010-11 APR data file with the 555 Tier 1A data file to ensure consistent reporting of participants' student cohort
years. Al participants’ student cohort year data ffield #21) on your 2010-11 data file matched the 355 Tier 1A data file; thus, no
Cohort Year Report was produced. Please click "Continue.”

Continue

Report Problem | Email Help Desk | $55 APR. | SS5 APR Weh Site User Guide |

Click on the “Continue” button to proceed to the next step.

9.3 Funded Rate and Eligibility Status Report (Tier 2)

Once all the participants from the Tier 1A file have been included or the cohort year has been
updated, you will continue to the Tier 2 Funded Rate report. At this point, the system will run
all reports again and will include any updates or revisions made resulting from the Tier 2
changes.

The screen displays the number of participants your institution was funded to serve, the number
of current students included on your file, and your funded-to-serve rate. Also displayed is the
list of current participants included on your file. Current participants are those participants who
have been coded as 1, 2, 8 or 9 in the Participant Status Code field (field 22). The total number
of current participants should be equal to or close to the number your institution has been
funded to serve.

The Funded Rate report compares the number of current year participant records on the data file
with - the number of participants the grantee was approved to serve in 2010-11, the number and
percent of participants who are first-generation and low-income, and the number and percent of
participants who are disabled and disabled and low-income.

If your funded rate falls below 100%, you will be asked to review the data file to determine if
you correctly updated the participant status field and/or included records for all participants
served in 2008-09. If you determine that the data file is correct, you will be asked to provide an
explanation for the high or low funded rate.

The information provided in the section “2/3 Eligibility Requirement: First-generation and low-
income, and/or students w/disabilities including students with disabilities who are also low-
income” is based on the project meeting the two-thirds eligibility requirement (i.e., 66% or
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greater). To determine whether your project met this requirement, the column: “Number first-
generation and low-income, and/or disabled including disabled who are also low-income” was
divided by the column: “Number of Current Participants Served.”

The information provided in the section “1/3 Eligibility Requirement: Disabled students
w/disabilities who are low-income™ is based on the project meeting the one-third disabled and
low-income requirement (i.e., 33% or greater). This requirement is only applicable for projects
that served disabled students; therefore, if any disabled students were served at least one-third
must also be low-income. To determine whether your project met this requirement, the column:
“Number of students w/disabilities who are also low-income” was divided by the column:
“Number of students w/disabilities (including disabled and low-income)”.

If your project did not meet the requirements mentioned above, please verify that the participant
and eligibility status codes for each current participant for whom you provided information are
correct. Your "current participants", are coded in field 22 asa 1, 2, 8, or 9.

To change the status of a participant, click on the Participant’s Name hyperlink to return to the
Section IT Web form (shown below) and update the Participant Status Code (field 22).
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Tier 2-Funded Rate and Eligibility Status Table and Current Participants Report
2010-11 Funded Rate and Eligibility Table
The table below provides information on the: (a) nurmber and percent of participants funded to serve and served and (b) number and
percent of participants served who were low-income and first-generation, students with disabilities (including disabled students

whi were also low incorme), and if applicable, (c) number and percent of all disabled students who were also low-income. As noted
below, the one-third eligibility requirement only applies if the project served at least one disabled student.

The information provided in the section “Number of Participants Funded to Serve & Served™ is based on serving at least as
many participants (i.e., 100%) were served as the project was funded to serve

The information provided in the section “2/3 El lity Requirement: First-generation and low-income, and/or students
w/disabilities including students with disabilities who are also low-income” is based on the project meeting the two-thirds
eligibility requirement {i.e., B6% or greater). To determine whether your project met this requirement, the column: "Mumber first-

generation and low-incorme, andfor disabled including disabled who are also low-incorme” was divided by the colurnn: "Number of
Current Participants Served.”

The information pravided in the section “1/3 Eligibility Requirement: Disabled students w/disabilities who are low-income”
is based on the project meeting the one-third disabled and low-incorme reguirernent (.., 33% or greater). This reguirernent is only
applicable for projects that served disabled students; therefore, if any disabled students were served at least one-third must also
be low-income. To determine whether your project met this requirement, the column: "Murmber of students w/disabilities whao are
also low-income” was divided by the column: "Mumber of students w/disabilities (including disabled and low-income)"

Flease review the information contained in the table below. If your project did not meet the reguirements mentioned above, please
verify that the participant and eligibility status codes for each current participant for whorn you provided information are correct
Your "current participants”, are coded infield 22 as a2 1,2,8, 0r9

Funded Rate and Eligibility Status Tahle

2/3 Eligibility Requirement:
First-generation and low-

Humber of Participants Funded income, and/or students L3 Ellg'h'hw.Rm‘. et Disablod
e DT o . students w/disahilities who are low-
to Serve & Served wi/disahilities including e
students with disabilities who
are also low-income
Murnber of first- Murnber of Mumber of
Murmber of generation and low- students
MNurnber 2i3 students 143
Current Percent income, and/or widisabilities
Funded Eligibility widisabilities Eligibility
Participants | Served disabled including (including
to Serve Percent who are also Percent
Served disabled who are also disabled and lowe-
law-income
low-incorme incorme)
275 337 123% 332 99% 3 2 67 %

"The requiremant only applies if at least one disablad studentwas senved. If no disabled students were served, then the raquirement does not apply.

2010-11 Current Participants and Eli Status Report

The report below provides a list of your new, continuing, new (surmmer anly) and reentry participants who received project sewices
(1, 2,8, or 3 along with the participant's eligibility status and student's cohort year.

e Your current participants are derived from field #22, Participant Status, and are coded as follows:
1 = Mew participant (for this reporting period; part of the 2010-11 cohort)
2 = Caontinuing participant
8 = Mew Surmmer participant—Earned College Credits (2011 summer session only; part of 2011-12 cohort)
9 = Mew Summer participant—Did not Earn College Credits (2011 surmmer session only; part of 2011-12 cohort)

= The eligibility status codes are derived from field #15 and are:
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1 = Low-Income and First-Generation,

2= Low Income Only,

3 = First-Generation Only,

4 = Disabled, and

4 = Disabled and Low Income.

The student's cohort year codes are derived from field #21 and are:

1 = Other(prior to 2005-06)

7 = 2005-06
8 = 2006-07
9= 2007-08
10 = 2008-02
11 = 200910
12=2010-11
13=201112
0= Unknowm

Please review the information carefully and

Current Participants and Eligibility Status Report for 2010-11 (Participant Status =1, 2,8, or 9)

Participant’s Name Participant Status Eligibility Status Cohort Year
1 2= Continuing participant 3 = First-Generation Only 9 =2007-08
2 2 = Continuing participant 2= Low Income Only 9 =2007-08
3 2= Continuing participant 5 = Disabled & Low Income 11 =2003-10
4 2= Continuing participant 1 = Low-Income and First-Generation 11 =2003-10
i 2 = Continuing participant 2= Low Income Only 7 = 2005-06
B 2 = Continuing participant 1 = Low-Income and First-Generation 11 = 2003-10
7 2 = Continuing participant 1 = Low-Incorme and First-Generation 11 = 2008-10
8 2 = Continuing participant 2= Low Income Only 9 = 2007-08
9 2 = Continuing participant 1 = Low-Income and First-Generation 11 = 2003-10
10 2 = Continuing participant 1 = Low-Incorme and First-Generation 11 = 2008-10
1 2 = Continuing participant 1 = Low-Incorme and First-Generation 9 = 2007-08
12 2 = Continuing participant 1 = Low-Income and First-Generation 11 = 2002-10
13 2 = Continuing participant 1 = Lowe-Income and First-Generation 7 = 2005-06
14 2 = Continuing participant 1 = Low-Incorme and First-Generation 11 = 2008-10
15 2 = Continuing participant 1 = Low-Income and First-Generation 9= 2007-08
16 2 = Continuing participant 1 = Lowe-Income and First-Generation 11 = 2002-10
17 2 = Continuing participant 1 = Low-Income and First-Generation 9 = 2007-08
18 2 = Continuing participant 1 = Low-Incorme and First-Generation 7 = 2005-06
19 2 = Continuing participant 1 = Low-Incorme and First-Generation 8 = 200B-07
20 2 = Continuing participant 1 = Low-Income and First-Generation 9 = 2007-08

verify the participant and eligibility status codes are correct
verify that all students reported as current participants (1, 2,8, or 9) were actually served during this reporting period.
verify that you correctly updated the participant status field for all participants served in & previous reporting period.

provide an explanation if you did not rmeet the number of paticipants funded to serve.

Prev Page |1 ™| af17

Prev Page |1 | of 17

If the rate does not fall within the established threshold, you will need to verify the participant
status code for each of your participants.

If the rate is low, this may indicate that not all participants have been included on the file or that
some participants have been misreported as prior participants.

If the rate is high, this may indicate that some participants have been misreported as current
participants.

To change the status of a participant, click on the Last Name hyperlink to return to the Section
IT Web form and update the Participant Status Code (field 22) and any other fields as necessary.
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Personal Tah Enrollment Tab A;Z:’;;T:;E:%r;f Financial Aid Tabh
Fields 115 Fields 16-23 o Fields 35 & 36
Fields 2434

Participant Name: ABUNDIS, RUTH T Irmported
SSN: walue

1. PR/Award Mumber: PO424101184

2. Batch Year: 2010

3. Social Security Mumber: ’7 o

4. Last Marne: |£BUNDIZ

5. First Mame: [RUTH

B. Middle Initial: [

7. Date of Birth: [ mopeem @

3. Gender: |2 = Female j

9. Hispanic: ’W‘ @

10. AmindAK: [Select One ~| ©@

1. Asian: ’W‘ Q

12. BlackAfrAm: [Select One ~| ©@

13. White: [Select One ~| ©@

14. HIPaclsindr: [Select One ~| O

15. Eligibility: |3 = First-Generation Only |

Sawve | Delete | Reset | Back to FundediSened
Click "Save" before moving to another participant record.
<= Prev Student Data |1 | of 337

Once you have made the necessary changes on this screen, click on the “Back to
Funded/Served” button to return to the Tier 2 Funded Served Report.

Click on the “Continue” button to proceed to the Tier 2 Critical Fields Verification Report.

Click on the “Submit Explanation and Continue” button to proceed to the Tier 2 Critical
Fields Verification Report for Tier 2.

9.4 Critical Fields Report (Tier 2)

The Critical Fields report provides a percentage of participant records with “unknown/no
response” for nine data fields that have been determined as critical for analyzing project and
program outcomes. Since an “unknown/no response” does not provide usable information for
data analysis, we ask that you review fields for which 10% or more of the records have
“unknown/no response” and either correct (or update) the data or provide an explanation as to
why the data are not available.

If an explanation was entered on the Funded Rate Report, it will be noted on the screen under
the “Tier 2- Funded Rate Report” heading. Otherwise, the number of students funded to serve,
the number of current students reported, and the funded-to-serve rate will be displayed.
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Tier 2 - Submission Verification Reports

Tier 2 - Critical Fields Verification Report
The Department has identified the following eight fields as critical in calculating project and program outcomes and wants to
ensure a minimal number of "No Response/Unknown” entries in each fisld. In most cases, "Mo Response/Unknown” is a valid
response; however, high percentages of these responses are not in the project's best interests. The table below lists the critical
fields and the number and percentage of partticipants with & "Mo Response/Unknown” entry in that field. If you have critical fislds
with a high percentage of "MNo responsef/Unknown”, we recommend caorrecting the data offline and uploading the corrected file. You
may return to to update any fields with 2 "MNo ResponsedUnknown” entry.

You have 354 participant recerds.

Mumber with

Field Mo Field Name Mo Response/Unknown Percent
7 DoB 1 records 0%
22 Participant Status 0 records 0%
23 Enroliment Status (at end of the 2010-11 academic year) 0 records 0%

24 Academic Standing 0 records 0%
30. Transfers 1 records 0%

3 Degree/Certificate Completed 51 records 14%
32 Date of Undergraduate Degree/Cedificate 3 records 1%

34 Persistence status (at the beginning of 2011-12 academic year) 0 records 0%
Type in your explanation in the text box helow. Your explanation will be reviewed by TRIO

test J

Submit Explanation and Continue

If the file contains at least one critical field with 10% or greater of “unknown/no response”, an
explanation box will be displayed on the screen indicating that you must either correct the
response or provide an explanation.

To change a participant’s data, click on the Section II hyperlink to return to the Section II Web
form.

You have the option of changing the data by using the Last Name hyperlink for each participant
listed. You can also click on the “Download Participant Data” button to download the file and
edit offline. Once the changes have been made, you can upload the file using the “Upload File”
button. See Section 6.1.2 for further instructions on how to download a file and Section 6.1.3
for instructions on how to upload a file.

Once you have made the necessary changes, either online or by editing offline, return to the
Tier 2 reports by clicking on the “Go back to Tier 2” button. The following screen displays:
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Review and Submit
APR Submitted

Section Il - Individual Participant Data File (Tier 2 Data Validation Errors)
Your APR was resubmitted on 02/17/2012.

However, the tier 2 data checks that cormpared your 2010-11 participant data with your Tier 1A data file indicated additional data
guality issues that need to be addressed.

You are given a one-week extension from the above submission date to correct the errors and resubmit

Please note that if you make any changes to the patticipant data file, the participant data error report and the Tier 1 and Tier 2
data guality reports will be re-ran. If there are additional data errors, you must correct these prior to resubmitting your APR.

Click the "Continue” button to review the Tier 14 Report and the Student Cohort Year Report and begin the Tier 2 submission
process.

Click on the “Continue” button to proceed through the data quality checks. For each screen,
you must do one of the following before proceeding to the next screen: (a) meet the established
threshold; (b) update or revise participant data to meet the requirements; or (c) provide an
explanation as to why your file does not meet the established threshold.

The following screen displays when the APR is successfully submitted:

Review and Submit
APR Submitted
APR Successfully Submitted!

Your 2010-11 data file has passed the data quality checks or you provided explanations as to. Mo additional changes to your
participant data file are required. Your APR will now be accepted provided you subrnit, via fax, a signed copy of Section | of the
APR.

Obtain Signature Page and Annual Performance Report in PDF Format

Click for a printable version of the signature page and the data reports in PDF Format. Adobe Acrobat Reader is required to
view the file. To download a free copy, go to the

Please fax the signed copy of Section | of the APR ({the first page of the PDF file) to the following fax number: (F03) 832-1360.
Ornce your fax for Section 1 has been received and processed, you will receive a confirrmation email from us

Far your records, you should keep in your files Section | with the original signatures and a copy of the two parts of your APR
subrnission: (1) the PDF version of Sections | and the data validation reports; and [2) the Excel file of your individual participant
records

Obtain Annual Performance Report PDF
Click on the "Generate PDF" button to generate a printable version of your APR submission in PDF format.

Generate FOF

Generate Excel file for Section Il - Individual Participant Data for 2010-11
Click the "Download Data" button to obtain an Excel file of the individual participants records (Section |l of the APR).

Dowmload Data

Report Problem | Email Help Desk | S55 APR | S55 APR Web Site User Guide |

The APR has been successfully submitted. No additional revisions are required. An e-mail is
sent to the project director and, if provided, to the data entry person entered on Section I.

To generate a hard copy of the APR, including the Section I signature page, click on the
“Generate PDF” button. The APR will display as a PDF.
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Adobe Acrobat Reader is required to view PDF files and can be downloaded from the Adobe
site via the hyperlink on this page. Once the PDF is displayed, select “File-Print” from the
menu to print the report or click on the printer image.

To download an Excel version of the 2010-11 data file, click on the “Download Data” button.
A blue hyperlink file (example: P042AYYXXS9 2010-11 final.xlsx) will appear on the screen.

To open the file in your browser window, click on the hyperlink.

To save the file to your desktop, right click using your mouse and select the “Save Target As”
option. Select a location on your desktop (e.g., My Documents) to save the file.

Click on the “Log Out” button to end the session and return to the SSS home page. No further
revisions to your file can be made.
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