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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.

e —
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558 Online
Program Year 2013-2014

Federal TRIO Programs

> Important Dates

Register Here
+ Each 555 grantee must complete and submit this report by:

December 5, 2014,

> Reminders:

Login to access your APR: (2 o This Web site containg links to the farms and instructions needed to
prepare and submit the 2013-14 555 Annual Performance Report.
Before accessing the Web site, you should download, an electronic

User ID:
' copy of the report using the link "2013-14 355 APR" abave.

Password: . . i .
-  We strongly advise grantees to register on the site immediately so the
informatian is available when you are ready to begin your APR

submission and to avaid delays during the last week of submission,

Login

Forgot Password?

¢ |n order to protect the security of the annual performance report data,
all grantees must register for a userid and password each year. To
register, click on the "Register Here Each Year” link. As part of initial
registration, you must select and answer two security questions. By
answering the two questions, you will be able to reset your password
using the Forgot Passwaord link. In most instances, you will not have to
call the Help Desk ta reset your password, however, in the event you
are not able to reset your password using the Fargot Password feature,
you may contact the Help Desk for further assistance.

Begin Completing your Annual Performance Report (APR):

OME Approval Mo, 1840-0525
Expiration Date: 8312017

+ Tobegin completing your APR, click on the
link to register,

+ IMPORTANT:
o Fouryear institutions: You must retain student records for a
period of six years from the time the student was first served.
o Two-year institutions: You must retain student records for a
period of four years fram the time the student was first served.

e —
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1.3 Features of the Site

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

1.3.1 Standard Objectives Report

The information in this report was retrieved from the approved “Student Support Services
Program Profile” of the application package as provided by the project; Grantees will be able
to view the report when this tab is clicked.

1.3.2 Individual Participant Data (Section Il of the APR)

The record structure for the participant list (Section II) contains 37 fields. The participant data
file must include all 37 fields in the same order as listed in Section II.

You 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
IL:

e Download an Excel file of the 2012-13 SSS APR data; update the file and then upload
directly to the Web form.

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 last year’s data to the web data entry form and update and add records online.

e Enter participant data directly into the Web form.

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 security purposes, the participants’ social security numbers (SSNs) have been removed
from the Excel files with last year’s submitted data, which are available to download from the
site. You must enter each participant’s social security number before uploading the updated
file.

SSS APR Website User Guide 3 Computer Business Methods, Inc.
October 2014



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 II,
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.

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. The purpose of this report is to ensure that projects do
not increase their cohorts as doing so may impact your project's prior experience points.
This report compares participants in your 2013-14 APR data file submission to that of
the 2012-13 APR data by Cohort Year. For example, if in 2012-13 you indicated that
100 students were in your 2010-11 cohort, your 2013-14 APR submission should only
contain 100 students for cohort year 2010-11. These students should be the same
students reported in both years.

In addition, the Cohort Comparison Report provides information on:

(1) the number of students for whom you provided project services in 2013-14 that fall
outside the cohorts listed in the report,

(2) new participants served in 2013-14, and

(3) new summer participants served in 2013-14.

e Funded Rate and Eligibility Report. 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 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. 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
2013-14. If you did not meet your funded number, you will be given an opportunity to
review the data and make the necessary changes to your data file. If you determine that
the data file is correct, you will be asked to provide an explanation for the low funded
rate.

e —
SSS APR Website User Guide 4 Computer Business Methods, Inc.
October 2014



e (Critical Fields report. This report provides the 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” responses 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 2013-14
participant data with your 2012-13 data file. If you did not submit an acceptable participant
data file in 2012-13, you are excluded from these data quality checks.

The second tier data checks include the following:

e Match to Prior report. Compares the participants on the 2013-14 APR with the 2012-13
data to ensure that you have included the required participants on the 2013-14 file. For 4-
year institutions this includes all participants in the 2013-14 APR data file with cohorts
between 2008-09 and 2013-14 (new summer participants in 2012-13). For 2-year
institutions this includes all participants in the 2013-14 data file with cohorts between
2010-11 and 2013-14 (new summer participants in 2012-13). Those participants for whom
you are required to provide information and who are not included in the 2013-14 will be
displayed on the screen. You must add all the student records on this report to the 2013-14
file and update the data fields for these participants.

e Student Cohort Year report. This report compares the data provided in field #21
(Student Cohort Year) of both your 2013-14 and 2012-13 APR data your project
submitted. Those participants on the 2013-14 data file whose student cohort year (field
#21) is different from the 2012-13 data are displayed on the screen. Please note that
once the cohort year has been established you are not allowed to change it.

2013-14 Prior Experience (PE) Points report. After you successfully submit your APR, the
system will generate a report that shows the Prior Experience (PE) points earned for the 2013-
14 reporting (assessment year). Your PE points are calculated using the student-level data you
submit via the online system for reporting period 2013-14 and are based on your project’s
approved objectives. The Department will not accept any changes to the project’s 2013-14 data
once you have completed the submissions of your 2013-14 APR.

The APR will not be accepted until the participant data file passes both the Tier 1 and Tier 2
edits.

e —
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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. Note: Even if you registered last year, you must
register again in order to access the 2013-2014 APR Website.

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.

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.

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.

e —
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. 555 Online

paaalliie ) Coilac Help Desh | 555 APR | 555 APA Wk Site s

User Registration

Too FieEaiv your esedii aid prewsd:

Fleasa complele the req and submel b farm below. Lipon verfication, your legn
mlarmestion will be s-med e {o the Projec] Dimsclor 3 {he e-mail address we have an e Furber
g instctians wil b proadad in the a-mai

IFyom o mad By the pragect infnrmasies s we sro unahls in verify &
At el will e 5 et 10 pour Program Spaciall i sistance in verifying your pragct

ki aan Vil shioib] roered o rispon s wihin 32 o Pl e wal 48 s bl
canbacting 1ha help dask e e raradion sl aion kEsue

PR Musmibsir™

Dactais E-mal
B ies”

Dinactais First Mame®
Dirachors L Mars®
LTI
- Selec] o - ¥

Bierar

|-- Select one - v|

Angwer: | |

[ Subrnit H Reset ” Cancel ]

*Required fields.

Contact Help Desk | S55 APR | S55 APR Weh Site Use

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:
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S5 Online
Program Year 2013-2014

Federal TRIO Programs

» Important Dates

Register Here o
o Each 535 grantee must complete and submit this repart by:

December i, 2014.

> Reminders:

Login to access your APR: () « This Web site contains links to the forms and instructions needed to
prepare and submit the 2013-14 555 Annual Performance Repart.
Before accessing the Web site, you should download, an electronic

Your user id and passward copy of the report using the link "2013-14 355 APR" above.

have been e-mailed to the

prograrn director's e-mail

o We strongly advise grantees to register on the site immediately so the
account we have on file.

infarmation iz awailable when you are ready to begin your APR

submission and to avoid delays during the last week of submission,

User ID:

s In arder to pratect the secunty of the annual perfarmance repaort data,
all grantees must register for a userid and password each year. To
register, click on the "Register Here Each Year” link. As part of initial
registration, you must select and answer twa security questions. By
answeting the two guestions, you will be able to reset your password
using the Forgot Password link. In mast instances, you will not have to
call the Help Desk to reset your passward, however, in the event you
are not able to reset your password uging the Forgat Pasgword feature,
you may contact the Help Desk for futther assistance.

ill_:'asswnrd:

Forgot Password?

OMB Approval Mo.: 1840-0525
Expiration Date: 8/31/2017 Begin Completing your Annual Performance Report (APR):

» To begin completing your APR, click on the
link to register.

+ IMPORTANT:
o Fouryear institutions: You must retain student records for a
period of six years from the time the student was first served.
o Two-year institutions: You rmust retain student records for a
period of four years fram the time the student wag first served.

e —
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2.2 Unsuccessful Registration

If the information you provided does not pass the validations, the following screen displays:

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 verfication of the information you
submitted.

UUpan 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 response.

fou may contact the for further azsistance but keep in mind that we can not
disclose usemame and passwords over the phane ar without further verification from your Pragram
Specialist,

If you are a new project directar, you must contact your program specialist in addition to
submitting the form below.

Please enter the following contact information and then click on "Submit” button to process the
werification request with your Program Specialist,

OR

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

Director's First Marme™
Director's Last Mame™

Are you a new director?™ O yves G Na
Do you have a new e-mail (O ¥es & Nao
address?™

Provide your current e-mail
address™

Director's Phone Murnber: p—

ext.

[ Submit ] [ Go back to registration form ]
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555 Online
Program Year 2013-2014

Fedhd TR Frograms |

¥ imporiant Dates

Aepisiar Hese

» Each ESE gronies musl Compleda and subind 1his rapan by
Decembir &, M4

* Reminders:

Lo o e yonr AFR; (1 # This Weh sie ponbane inks 1o e forme and netmichons nesded
prapare ard submit the 30314 555 Annal Pedomanse Repot
Eerfare arceaging fhe Wab sia, you skould dewninad, an alacirane

A e mad iequesiing capy of The report using the bnk “2113-14 555 APR® shwe

yenicaimn ol the mg@straan

indnerebion proaded For yor
iresiguimn hee been ssin o fhe

TR Haly [esk

w W slngly edasd grantaks 1oragishar o 1ha sieommedidiay 2o tie
i 15 avalalika whien a0 dik raedy 0o bagn fimic APR
SubimEagion o i ool delaye duing 1ha el weak of subimig2ian

i B

L

In order 1o pratec] 1he sscunty of the o periomance repor dais.
ol granie=s must wegeier for a vsend and password asch pear To
reqesier, chek o ihe  Hagesten Bare Ean g bk Ax mar of mha
regisirahion, you musl sabct and snewer bao secunly questions. By

] 1hea teen mpressluans, you will be able bo reset pran passsam
using the Fargal Paerward Ink. In mosl nebances, you wil nok hee b
cal 1he Halp Desk 1o re=al your pasewond, howessr, o tha senl you
wra rerl mhia Ao resal your pasesoed vang the Fargal Passeand fealura,
wau may cankack the Help Des b for futher sssimisn s

an-tunj:

Wil

OMBE Approval No.: 1840-0525 i i .
Exiration Date: 6/31/2017 Begin Completing your Annual Performance Report (APR):

o To begin completing your APR, click on the "Register Here Each
Year” link to register.

+ IMPORTANT:
o Four-year institutions: You must retain student records for a
period of six years from the time the student was first served.
o Two-year institutions: Yoo must retain student records for a
period of four years fram the time the student was first served.

Papenwark Reduction Act | WWarning

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:
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Q $5S Online

Fa IR Pl Coitac Help Desk | 555 APR | 555 AFH Wb S s
Eavda: Einail does not imatc with Daeoe's Esall Please reested thie Email.

First Time Login

Voil or equined 10 change pour passwand the fesl ime yo kg in 1ha spstam Tha pasasand
izl ba of least aight chareciors, and inchit o mbinations o Hie folkrig

al ksl one Ergiizh vpparcass character (23]

3l lemst one English krwarraes charactar w)

al lawsl one numibser 048]

ksl one non-al phanument spacial character (e | @, %9, &,%, %, 7, + -

L

Tt emal acdrese prowsdes] takrw wil be umsd b sy pour ey nibe “Forgot Passwond®
ferlurs of fhee wesbemibn

PRAC Humbeer P05
Temporary Passwond” 28 EEEED
Heres Pavgmved * [TTTTTTTTT]

Corfrm Passward  gyuuummnnn

E-mail Addrese®

First Mame* ‘JU“E ‘

Last Mame™ ‘Jamak Ferton ‘
Submit Reset Cancel

“Required fields

Contact Help Desk | S55 APR | $55 APR Web Site Use

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 “Submit’ 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:

e —
SSS APR Website User Guide 11 Computer Business Methods, Inc.
October 2014



Q 555 Online

FRATRE Pt Contact Halp Desk | 555 AFR | 555 AFA Wed Siie Usd
Warning
Yo 2am ahout I ancess a Usied Siains g T b el faa
wuihgaired wmees only sed shasld Bave nn nepecietien of privacy s ymur wse of fhis
netwsak. Use of this netwsek constinins: f mpmitgaing, redeiovel, s dsclosure of

any imfszmation sinred within the netwssk fe any peepose incleding crimisel prossoeties
Thee infgam atinn mystes 8t ymu use may be mesitgrnd, recorded sad webject tn audit, Dee
of this inforssses system indicsses consent io moniiodsg, meesading and appregsiate
prhvacy s secursy nolices Eased sa sssaclatnd privacy and seceity pelcies or
3. Unauthoreed use s | d 3ad sebdect In caiminal and Gl penaliies,

tae

Contact Help e | S55 APR| 555 APR Web Sitn L

If an incorrect userid and password combination are entered, you will be redirected to the index
page and an error message will be displayed.

3.2 PR Number Confirmation

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

o 555 Online
Fedarsl THO Progeams Caminct Help Dok | 555 AP0 | 555 APF Weh Sse Lisy
PR Mumber Confirmation

Fieass wariy the information dieptayed below.

Fihiz iz MOT your inslibstion's mlormstion, cick the Cancel bution and anbar fhe mmecl PR
HMurrber.

Fihis BS your o buikin's ke an, chck tha Cantinde buitan

Irca bufantC ampus PR Numbsar PIMZANAEEE
HMame of InstiiuioniTampus of F
R

Conties | Carai

Casnarl Halg Desk | 555 AFA | 555 APR Wb 50 Ly

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.
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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:

_Q SSS Online

T~ Contact Help Desk | 555 APR | 555 AFH Wak Site L
Forgot Password

Woiid e ekt Fod i rrd skl il e sawiond aich yasr Hopou hive ayirienad ks yas,
plesad Garld thik Fiod b K Hoall 1hei b pisided malchi- wAth o rcard, i
o e el ol | B - rvilid 10 e Shioetly. Wi e Rintheir casistanc in ablaining o
paseaward, phiai coimec ha TRIO Hep Desk by a-mal or call (03] 24
48
rle Wthis i fh firet Himes you anbered {he 555 webeie for the comant AFR cycle ard oo do
ral know your pasewond, pleass oo {o the | bl

PR Wumber

E-mail Addrese

Frsi Bama®

Lozt Mame®

[ Eubmi | [Resei | [ Geta kign scraen

“Flequired felds

Contart Help [esk | 855 A0 | 555 APR Web Sity D)

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.
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T‘SﬁS‘Uﬁll—nE

s T g Caatat Hils Disk | 555 APAL | 555 APR Wal S Usd
Forgot Password

Via rast pistar R @ Ay e and passwand aech yedrn ¥ yod i rgshanad 1his year,
ke i gt 1ha R lowing inforn aion. I all thi inform ation prod dad mabbas with Dur i onds, pour
P wond wall b e-makid b yau abanly. ¥y i Athed as2eanc n orsning
peraswond, pleasa candact the TRIO Halp Dask by e-mal arf cal [703) Bd6-
;RS

Mote: Fihiz iz the frst ime pou enlerad the 355 websis faribe cumenl APR cycle and oo do
nok kniow pour v ssward, please go ko 1he pa]e

PR Mumbar® Pl ZAIT06E

E-mend Aderees™ |j|ILIE . LANIAK-FENTONGILIAC ELL
Firet Mame* Juim

Lwvsi Fame™ Janiak Fantan

Secunly Cuestions®
AN EWET,

AN EWET,

| it | | Poeer 11 Fovie Lol oo |

4 Navigating through the Site

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

Save and go to next zection

Fields marked with an asterisk ™" are required.

A. Project Identification:

1. PRfAward Number: P042A100005
2. Type of Institution: Private Non-profit 4 Year
3. Project Type: Regular
4. Reporting Period: 09/01/2012 - 08/31:2013
5. GPA Scale:™® 4 Paint Scale »
6. Marme of Grantee Institution: Cazenovia College
7. Address:” Campus: |22 Sullivan Street
Street™ ||,

City™ | Cazenavia

State:™ |y ¥| Zip*|13035

B. Project Director and Data Entry Person Information
8. Project Director Information {pre-populated):
Ba. Name of Praject Director:

First Mame:™ Ml Last Marne:™
test testlast
Bh. Telephone Mumber. = I5-E55-T1R1 cg.oo9ao9soses et

8. Fax Mumber: 2. PPERRR 0993 ext.
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8d. Email Address:* tlast@cazenovia. edu

9. Data Entry Person Information:

9a. Marne of Data Entry Person:
First Name:™ Ml Last Mame: *
g k

9b. Telephone Number. = TO3B37-3672 g ssaossssss  ext.

9c. Ernail Address:™ skEcazenovia.edu

C. Project Characteristics

10a. Has a Summer Bridge Pragram?* O'fes & No
10b. If yes in field #10a, nurnber of surmmer bridge participants served:

10c. Used Federal grant funds to provide Grant Aid?* Oes & No
10d. Reguired to provide matching funds for Grant Aid?* Oes & No
10e. If yes in field #10d, please enter the dollar amount for the reporting period: § oo
10f. Received institutional ar other non-federal funds? ®Yes CMo
10q. If yes in field #10f, please enter the dollar amount for the reporting period: /5000 oo

Section |, Part 2—Project Required Services

Number of participants  Number of participants
receiving service that was  referred to another
provided by project (J  service provider

Required Services

obtaining Federal student aid (nat applicable to 2-year institutions)

next section of the report form.

| have verified the information in this section.

Academic Tutoring 2 0
Advice and assistance in postsecondary course selection &0 0
Education/counseling to improve financial and economic literacy 0 55
Infarrnation in applying for Federal Student Aid Ell 0
Assistance in completing and applying for Federal Student Aid 0 10
Assistance in applying for admission to Graduate School and 10 0

Note: The project director and certifying official for the grantee institution/agency are required to sign and date
Section | of the 2013-14 Annual Performance Report (APR) to certify that the information reported and
submitted electronically is readily verifiable and is accurate and complete. 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 submit your signed Section | only of the APR
and upload it directly to the APR site after submission. Please do not upload the copy of the entire report. A
hard copy of the entire report with the required signatures must be maintained in your project files.

Please review the information in this section for accuracy and make needed changes before proceeding to the

SSS APR Website User Guide
October 2014
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To navigate between sections I, II, 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:

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

= The SSS APR 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.

S 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 Section II tab is clicked, the following screen displays as follows.
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Each 355 grantee is required to submit annually detailed information on each paricipant 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 were reguired to include, on their APR data files, all of the participants that were served in the
timeframe needed to calculate prior experience (PE) points. Therefore,

s dyear institutions must retain student records for a period of six years, which means that in addition to new
participants served in 2013-14, grantees must include all project patticipants whose student cohort year is between
2008-08 and 2012-13.

e 2.year institutions grantees must retain student records for a period of four years, which means that in addition to
new participants sened in 2013-14, grantees must include all project participants whose student cohart year is
between 2010-11 and 2012-13.

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

Getting Started

To begindcontinue the participant data collection process, click on the "Getting Started” button,

m LTI TN[N Standardized Objectives Report f Review & Submit

Contact Help Desk | SS5 APR | SSS APR Web Site Us

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.

Beginning with the 2010-11 APR reporting period, projects were required to include, on their
APR data files, all of the participants that were served in the timeframe needed to calculate prior
experience (PE) points. Therefore,

e 4-year institutions must retain student records for a period six years, which means that
in addition to new participants served in 2013-14, grantees must include all project
participants whose student cohort year is between 2008-09 and 2012-13.

e 2-year institutions grantees must retain student records for a period of four years,
which means that in addition to new participants served in 2013-14, grantees must
include all project participants whose student cohort year is between 2010-11 and 2012-
13.

5.1 Getting Started with Section Il

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

SSS APR Website User Guide 17 Computer Business Methods, Inc.
October 2014



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

The web-based online data collection system containg four aptions for starting your data subrmission process:

an Excel file of the 2012-13 555 APR data file.
an Excel/CSY file directly to the Web form.
last year's data submission to the ¥Web form and update and add records online.
directly into the ¥Web form.

Download Last Year's Data to an Excel File

You may obtain last year's data in an Excel spreadshest for editing on your desktop.

Once you have completed the participant data file you rust 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 systern will generate the participants’ data file from the 2012-13 APR data file
and this screen will be refreshed to show a link to this data file.

YW highly recommend that you download last year's file because you may need this file to ensure that all of the records that
need to be on your 2013-14 APR data file are on the file.

oad Data

Upload an Excel File to the Web Data Entry Form

Prior to uploading your file, verify that 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 (i.e., a
valid upload file should have 37 colurmns).

Mate that we have added a new field (37) "Participant's Mame Change” to the 2013-14 APR.

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

File to Upload

Transfer Last Year's Data to the Web Form

The 2012-13 Participant Data submitted last year is available. To transfer last year's data to the web data entry form for
online data entry, click the "Transfer Data” button.

Please note: Last year's data may contain errors which the web tool will display. You will be required to correct all errors
prior to submitting.

Transfer Data

Enter New Participant Data
‘You may enter the individual participant data directly on the web data entry form. Click the "Add few" button.

The participants' First and Last Name, DOB, S5N, and Student Cohort Year must be the same as those that appear in the
2012-13 555 APR.
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The four options for starting the submission process are:

= Download an Excel file of the 2012-13 SSS APR data file; update the file and then
upload the file directly to the Web form.

= Upload an Excel/CSYV file directly to the Web form.
= Transfer last year’s data submission to the Web form and update/add records online.

= Enter Participant Data directly into the Web form.

Note: The participant social security numbers (SSNs) have been removed from the Excel files
containing last year’s data. This has been done for security purposes to better protect the
personal information contained on the data file and prevents inadvertent misuse of information
provided by the Department. However, the participant data file you prepare for the 2013-14
APR and upload should include the SSNs of all participants, as this is the primary identifier
used to match participant records across project years.

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.

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:
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Section 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 2012-13 555 APR data file.
an Excel/C3Y file directly to the Web form.
last year's data submission to the Web form and update and add records online.
directly into the YWeb form.

Continue Participant Data

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

tinue

Download Last Year's Data to an Excel File

You mmay obtain last year's data in an Excel spreadsheet for editing on your desktop.

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 systermn will generate the participants' data file from the 2012-13 APR data file
and this screen will be refreshed to show a link to this data file.

Wye highly recommend that you download last year's file because you may need this file to ensure that all of the records that
need to be on your 2013-14 APR data file are an the file.

Upload an Excel File to the Web Data Entry Form

Prior to uploading your file, verify that the file has the correct number and seguence of fields and that the correct
additions/deletions of fields were made as specified in SECTION |I: RECORD STRUCTURE FOR PARTICIFANMTS (ie., a
valid upload file should have 37 calumns).

Maote that we have added a new field (37) "Participant’s Mame Change” to the 2013-14 APR.

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

Fils to Upload

Transfer Last Year's Data to the Web Form

The 2012-13 Participant Data submitted last year is available. To transfer last year's data to the web data entry form for
online data entry, click the "Transfer Data" button.

Please note: Last year's data may contain errars which the web tool will display. You will be required to correct all errors
prior to submitting.

Transfer Data

Enter New Participant Data
You may enter the individual participant data directly on the web data entry form. Click the "Add New" button.

The patticipants' First and Last Name, DOB, S5M, and Student Cohort Wear must be the same as those that appear in the
2012-13 555 APR.
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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 include the fields required by the 2013-14 APR. Grantees that did not submit an
APR for 2012-13, can download an Excel spreadsheet template with column headers. To
download last year’s data file, click on the “Download Data” button. A blue hyperlink file
(example: P042AYYXXS9 2012 13.xls) 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.

Download Last Year's Data to an Excel File

You may obtain last year's data in an Excel spreadsheet for editing on your desktop.

Dnce you have completed the participant data file you must save the file as an Excel spreadshest 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. Please click on the file name to open the file or right
click an it to sawe the file on your PC.

A Open
Upload an Excel File to the Web Data Entry Form Cpenin New Tab
Friar to uplaading your file, verify that the file has the correct number and sequence Open in Mevs vindov
additions/deletions of fields were made as specified in SECTICN Il: RECORD STRU Save Target As. . a
valid upload file should have 37 columns). Print Target

Maote that we have added a new field (37) "Participant's Mame Change" to the 201341

Flease use the Browse button to select the file or type the file name and directory p it data
file must be in an Excel spreadsheet or a comma delimited format with "csv™ exten Copy Shortcut 2"
button to proceed.

File to Upload =5 Blog with Windows Live

F E-mail with Windows Live
A%, Translabe with Live Search

All Accelerators 4

Add to Favorikes, ..
Transfer Last Year's Diata to the Web Form
Send to Onelote

Tha W17 17 Davticimaed Dads mnbseitbod oot vasr i susilabla Teo teamefar lsmt umae's

Properties
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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 2013-14 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.

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.

An uploaded Excel file should contain all 37 fields required by the APR, in the order specified.
New grantees should follow the order specified with the column names as outlined on the
record structure document. 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:

e 5§55 Online

Pedarsl TRO Progeamy

LContac HuIE Drest | 555 APF | 555 APR Web St User Guide
Filward Mumbar: PREAIDI0ET

Madik of Gaaning: R Moo Sesied Calligt

Thea fal owwin g o rmor o urvaed wwhika 1rying 10 o 3 Pour e st
Plaieae fi i prablemn bsakiw by cheking the Ga Back bution af biottam

LT |

Standardced (hjocives Begart

Caitact Hirlp Desh | 555 APR | 555 AP Wak Site s Gulile

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 Il — Getting Started screen to
continue with the upload process.
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5.1.4 Transfer Last Year’s Data to the Web Data Form

The 2012-13 Participant Data submitted last year is available. To transfer last year's data to the
web data entry form for online data entry, click the "Transfer Data" button.

Last year's data may contain errors which the web tool will display. You will be required to
correct all errors prior to submitting.

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.

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 Tah Enrollment Tab ﬁ;ade_ntlic-"DeEf__rele Financial Aid Tab
Fields 1-15 Fields 16-23 framssence an Fields 35-37
Fields 2434

ggr':i:cipant Name: Evtor Description
1. PR/Award Mumber: PO424100005
2. Batch Year 2Mm3
3. Social Security Number: Q
4. Last Name: Q
5. First Nama: Q
&. Middle Initial:
7. Date of Birth: [MM/DD ACCYY) Q
8. Gender: Select One v
9. Hispanic: Select One v| O
10. ArmindAK: Select One v | O
11. Asian: Select One v| @
12. BlackAftAm: Select One v | Q
13. White: Select One v | Q
14. HIFaclsindr: Select One v| O
15. Eligibility: Select One hd

Add | Feset | Back to TabIeView|

Click "Save" before moving to another participant record.

See Section 5.3 below for further information about this screen.
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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.

Section Il - Record Structure for Individual Participants

Review Participant List and Data Error Report (Table View)

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

First HName Last Name SSN

Search

The following table is a complete listing of your project’s patticipant 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 ¥|of13 =}

Table View - Total Number of Participants: 319

First Name ~ SSN 2 pecord - pofote
3 18,28 %
3 2122 %
3 2122 %
3 2122 %
34 2122 x
34 A2 '
34 22 %
34 2122 x
34 A2 '
34 12 %

e —
SSS APR Website User Guide 24 Computer Business Methods, Inc.
October 2014



34 2122 x
34 2122 x
34 2122 x
34 2122 x
34 2122 x
34 2122 x
34 2122 x
34 2122 x
34 2122 x
34 2122 x
34 2122 x
34 2122 x
34 2122 x
34 2122 x

<< Prev Page|1 ¥ |of13 Add Participant

If you have made changes to the participants' data on the web application, at anytirme you may obtain a downloadable file to edit
offline and re-upload the data file by returning 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.

mload Farticipant Data

Navigational Instructions and Data Error Information

Search for Particinant 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 button.

You have the following options when editing the participant errars:

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

To identify the paﬁicipant 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
errors).

« Youmay also sort on "lnvalid Format™alue Error or Data Validation Error” by clicking on the column title hyperlinks.

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

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

You may click the "®" image in the "Delete” column to delete a participant data record.

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

You may sort by Last Narme, Invalid Format®/alue Error, Data Walidation Error, Message, or Record Mumber by clicking
on the column title hyperlinks.

bl

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

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

+ Aninvalid formativalue errar occurs when the data field(s) for the participant record includes a value(s) other than one of

the ™alid 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 hyperlink to view an individual record and then enter a valid

farmatfvalue in the identified data field(s).

A data validation error identifies conflicting data provided in two or maore data fields. By clicking on the Last Name

hypetlink to view the individual record, you will see an error message that explaing the error. You may then correct the

data online.

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

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 nurmbers will help you to find the records with errars easily if you want to correct errors offline.
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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.

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 An invalid 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).

o 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.

o 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.
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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.

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 16-23 s Fields 3537
Fields 2434

ggrr:i:cipant Name: By Bl
1. PR/Award Number: PO424100005
2. Batch Year 2m3
3. Social Security Mumber: Q
4. Last Name: o
4. First Name: Q
g. Middle Initial:
7. Date of Birth: MDDy O
8. Gender: Select One v
9. Hispanic: Select One v | @
10. ArmindAK: Select One v |Q
11. Asian: Select One v | O
12. BlackAfrAm: Select One v | O
13. White: Select One v | @
14. HIPaclsindr: Select One v| @
15. Eligibility: Select One hd
Add | Reset | Back to Table Wiew
Click "Save" before moving to anather participant record.
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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 link at the top of the page. This link will
provide you with valuable information about navigating the screens.

The participant data has been divided into four sections/tabs - Personal, Enrollment,
Academic/Degree/Persistence and Financial Aid. 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, or Financial tab.

o 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.

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

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

e 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.

' 5SS Online

E v TR Pringrred ] Dask | 555 APH | 555 APR Wab 558 User Getde
(N - Y

PR owvpa] Fommbepn; P14 28500 TES
Mame of Grasdes:  lowa Stade lnheessity

for Eefedidual Pacticg

Thi Molkrsarg 1abika ista paricipani reconds with duplicaia ESN Place rdow 1he paricipan’s data 1ok and make ang
feagaary editd. The Farmalirsald Dota Frakls o olumin it ntifes ony b thal contain imsalid doba wakic Simoed. AR Yo Saimacl
of rarvered 1ha duplicata ESM racand, and click the Beck b ek Wes’ bution, ol of ALL the participants i yaur ireaiuian wil
bei displayad

& roumsy click the Lasi Mame hppsiink 1o @oi pancpsr oyls or comec] osls srons

& Toumay click the “H mmage in Delete cobimn o delete & paticipont dabs mcond
& Youmsy s by Last Mame by cicking an the column itk g rinks:

T T YarEcipaint List | 1

Table View - Tolal Momber of Parfticipants (with duplcate S5M)- 2

Last K Firsl fpmer H5M Y - Debete
T #
=3 *
| I
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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.

6 Standardized Objectives Report

After completing Section II, grantees will view their Standardized Objectives Report.

Description

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:
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0 $55 Online

i TR ey

[ e | Dask | 555 APH | 555 PR Wab 55 User Geide
mﬂ Stpndanrired (gectives Repord
PR ravaar] Mommdenn; P28 SR0N1S

Mame of Grasdees  Cazessuis Dolege

b Nk el

The il i g infioemadion roflacta 1ha eppecrad ol fumdad numbar of paneipon s b ba safsad and 1ha projct abjekes far
poaii prapct for this grant award cycka (200 - 2015}

Humber Funded to Serve:

In 0214, this prajact is fundad by sane 152 participants
Sector of Grantes Institution:

B: Prieate Mon-prof] 4-% ear

Prior Expenence Objectivels):

& A13-14 Parsistaree Raba: TA% of ol padticipants sansid by thie SES prajact will pers i haim ara e2cdimiee yaef o
the beginning of iha rast acadamic pear of greduaie wih o bechalrs degres during the acadamic year

B. 2013-14 Good Academic Standing Rate: 80% of all enrolled participants served by the 355 project will meet the
perfarmance level required to stay in good academic standing at the grantee institution.

D. Graduation Rate (4-year institutions only): 40% of 2008-09 new participants served will graduate with a hachelor's
degree or equivalent within six (5] years.

Note: A new participant is an individual who was served by the 555 project for the first time in the project year under
consideration and who meets the definition of 2 participant as specified in 34 CFR 646.7(c) of the 555 program
ragulations.

Go to next section

Standardized Objectives Report [RENESERNTT

Contact Help Desk | 555 APR | 555 APR Weh Site User Guide

7 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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Q SSS Online

T Caadpll Hale Disk | 555 AFA | 555 APR Wb 58 User Geide

i fom e e s [
Phifygar Ml P48 0005

Mame of Grastee:  Caressuia Dalege

The Fesiew and Submit seciion wil quide you thimagh e submiseion pracass. Yaur 8PF is sl corsiderad submitied umii
yau hawe completed the sntirs proces e that inchdes 3 two-lmed spetem for mebating 1hs qualiy of the pdicipant deias

Thi Tiar 1 daba checks includie thi follow ng

# Funtded Fade sead Elgiiiy repart, Froades information on dhe: () numbser snd percent of padicpants fonded
warws and merved snd ] ramber arsd percant of paiciponbs sareed wh wers low-mcoms snd frel- gararation, shdanbs
wiih Imciuing 4 sud errie wis were abso low nooms], and o apphcable, o] mamber ard pemant ol all
dizabled shydents who wene ale lowincome. Hpourfanded rmbe i bebow 100%, you wil be asked 10 reaes he dola
fils {o determine f you comactly upd sted the paicipant siabys el sndéor noluded reconds for a0 pedicipsnis senesd n
11314, F you did real meret pour funded mamber, pou sl b grssn an oppodunily b reiew the dais snd make the
racamnary changes b your daba file, ¥ you detsrmire thol 1he dels e s comect, pou sl be ssioed b prodde an
explanation far{he ke fundad raie

Colticel Fields snpord. Thiz rapar proades the percenisge of parbicipant racamds wilh Sunk rewnita respovee” for nne
i fakde that we hawve detsrmined are citical for aralpzing project and program oubsomes, Since “unknmwning
resparse” respon e do nob provide usble information fr daia anatyeis, we are askng pou 1o reaesy §elds farwhich
0% or mora of the econds have Sunknmwndna respanse” ard silbar comes) [or updabs] 1he dais or proide sn
explanation w5 1o wh ks dala are nok seaishle

Cohort Comparison Report. The purpose of this report is to ensure that projects do not increase their cohorts as
doing s0 may impact your project's prior experience points. This report compares participants in your 2013-14 APR
data file submission to that of the 2012-13 APR data by Cohort Year. For example, if in 2012-13 you indicated that 100
students were in your 2010-11 cohort, your 2013-14 APR submission should only contain 100 students for cohort year
2010-11. These students should be the same students reported in both years.

=

In addition, the Cohort Comparison Report provides information on:

(1) the number of students for whorn you provided project services in 2013-14 that fall outside the cohorts listed in the
repo,

(2) new participants served in 2013-14, and

(3) new summer participants served in 2013-14.

If your data file passes the Tier 1 data checks, you may submit the APR. However, please note that your APR will not be
accepted until the participant data also passes Tier 2 data checks. After the Tier 1 submission the Tier 2 data checks
compare the 2013-14 participant data with 2012-13 data file.

The Tier 2 data checks include the following:

« Match to Prior Report. Compares the participants on the 2013-14 APR with the 2012-13 data to ensure that you have
included the required participants on the 2013-14 file. For 4-year institutions this includes all participants in the 2013-14
APR data file with cohorts between 2008-09 and 2013-14 {new surmmer participants in 2012-13). For 2-year institutions
this includes all patticipants in the 2013-14 data file with cohorts between 2010-11 and 2013-14 (new surnmer
participants in 2012-13). Those participants for whom you are required to provide information and who are not included
in the 2013-14 will be displayed on the screen. You must add all the student records on this report to the 2013-14 file
and update the data fields for these participants.

Student Cohort Year report. This report compares the data provided in field #21 (Student Cohaort Year) of bath your
2013-14 and 2012-13 APR data your project submitted. Those participants on the 2013-14 data file whose student
cohort year (field #21) is different from the 2012-13 data are displayed on the screen. Please note that once the cohort
year has been established you are not allowed to change it.

2013-14 Prior Experience (PE) Points Report. After you successfully submit your APR, the systemn will generate a report
that shows the Prior Experience (PE) points earned for the 2013-14 assessment year. ¥our PE points are calculated using
the student-level data you submit via the online system for reporting period 2013-14 and are based on your project’s approved

objectives. The Department will not accept any changes to the project's 2013-14 APR data file after the deadline date.

If your participant data file does not meet the Tier 2 criteria, you will be provided with & report and instructions for
resubrmission. You must make the needed corrections to your data file and re-submit by December 5, 2014. It is
important that you review your APR for accuracy. You will not be allowed to revise your APR once the system has
closed. You will receive an e-mail message confirming the submission of your APR. On or prior to December 3,
2014, you may contact the Help Desk if you need to make changes to the submitted APR.

Click the "Start Submission” button to begin.

mw Standardized Objectives Report BENER-RNTIT

Contact Help Desk | 555 APR. | S88 APR Weh Site User Guide
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7.1 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 “®”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.

0 SSS Online

Pt T Pragrem Comtert Hedp Desk | 555 APR | §55 S0 Woh S8e User Geide

mm St il D v A pon [EETESR BT T

PRfosal Fsalega: FIOHZASI000
Maime of Grasses:

ol w2

Suibimit: Tiar
e

Pleass Hale: A1 555 qraniess hwe akasdy prossded {ber nomber o ed 1o serve and standand objactnes for assessng pior
wxpmnance (PE) prinbs. Thensdare, qraniess wil not be ragurad to provade this infermation n 201314, Howersar, grantees wil b
shie 1o prnl & PLF copy af their prewnusly rapadesd standand chjecirees 3l fhe ime of data submission. Frojpcts can also view
1hie information by clickang on b 1ab “Stardardized Objecines Rapd®

A ek ot e A b saaction has not besin complebad of conbaing data erarfs) ¥ o musk completa 1he sactions arfis e
il wimois] i fhe S chions maked with an "™ befora cantinding with 1ha submbsion procas. Cliek an thi appropnae aecikan
1y a the bop ar bafiom of iha screan b reium b iha saction

Sactinn |
Section Il

) ) OO e

Costadl Hlg Desk | 555 AFR | 555 APR Web Sk Uier Geide
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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.

0 $SS Online

ki T Pragrerms Comtnci Help sk | 555 APF | 555 APR Winh 55e Loy Geide
mm RAESSERTRER R SR TR T )l & Siilimit
PRt Rl FIH200FLITE

Mami of Grasees:  Colonsde Staie e

Fotaal iwd el Sniliimil: Tiaer 4

Pleas kole: & 555 qramiess have alasy prossded Ther number firded 4o serve and stardand chjactres for assessing proe

wxperan;e (FE) poinks. Theralore, grantess will not be raqured b proade his infomation n 2001314, Howesar, grantees wil b=
bl 1o prnl & POF copy altheir preaously repored stardand ohpciree 3l {he 1me of dats submis=on. Propcts can also vew
1his information by clicking on 1he 1ab *Stardardized Objecives Repod”

Section |
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7.2 Review and Submit — Step 2 Cohort Comparison Report
The second step of the Tier 1 process is the Cohort Comparison Report.

The following screen displays:

Q $5S Online

P TR g Contacd Help Desk | 855 AR | 555 APE Web Sils User Guide
mm Standangzail ObjicSaes Regn JREEITTIE R
Filwsard Mumber: PLEERIZIE00

Mt o Gaaima!_ Colsdndo Saate Univassing

Step 2 - Cohort Comparison Report

[ampanizan af Paticipants n Your 200314 APA Cals File Submission
ve, the X213 File by Caban Yaar

[i-Year efiiution]
Mumber of Paticipants Mumber of Paticipants

C:ohort Year in ¥our 201314 ARR Data Fis n your X12413 &PA [ista File
L 142 143
Nigin 1% 1%
itk 1% 1%
LIREN i1 110
M3 kT kT

Todsl 1 LHd

Additional Information Regarding Your 2013-14 APR Data File Submission
Nurnber of participants prior to the 2008-09 cohart = 147
Nurnber of New Participants = 1
Mumber of Mew Summer Paticipants = 2

Nurnber of participants where cohort year is "Mot Applicable” (field 21, option 93) =0

Standardized Objectives Report JGVEIYERITT T

Contact Help Desk | SS§ APR | SS5 APR Web Site User Guide

If the cohort is greater in 2013-14 APR, the following screen displays.

SSS APR Website User Guide 34 Computer Business Methods, Inc.
October 2014



Review and Submit: Tier 1

Step 2 - Cohort Comparison Report

Comparison of Participants in Your 2013-14 APR Data File Submission
ws. the 2012-13 File by Cohart Year
(2-Year Institution)

Mumber of Participants Mumber of Participants
Cohart Year in Your 2013-14 APR Data File in your 2012-13 AFR Data File
2010-11 56 56
201112 a1 52
2012413 59 58
Total 166 166

Additional Information Regarding Your 2013-14 APR Data File Submission
Mumber of participants prior to the 2010-11 cohort = 34
Mumber of New Participants =0
Murmber of New Summer Paicipants =0

Mumber of participants where cohort year is "Mot Applicable” (field 21, option 957 =1

Ooops!

The "Mumber of Participants in Your 2013-14 APR Data File" does not match the "Mumber of Participants in ¥our 2012-13 AFR
Diata File” for cohort year(s) 2012-13. Remermber, you cannot increase or decrease pre-established cohorts as the cohorts have
already been verified by your institution either during the Tier 1A process or through your previous APR data subrmission.

If you have increased pre-established cohorts, you will not be able to continue to subrmit your APR until you resolve cohort size
discrepancies.

If you have decreased pre-established cohort(s), the systern will allow you to continue, however, the Match-To- Prior Report in Tier
2 will require you to add the missing record(s). Once you add the missing records, the system will run the Cohort Comparison
Report again, and if any discrepancies with the cohort size oceur you will be required to resolve the issue.

How do | resolve the issue?

Step 1 — Click on button "Go back to Section II" below, then click on the "Getting Started” button.

Step 2 — If you have not already done so, download your 2012-13 APR data file by clicking on the Download button. (Note: The
screan will be refreshed and a link with vour P¥Award Number will be displayed. Click on the link to access your 2012-15 APR
data file)

Step 3 - Compare your 2013-14 APR data for the cohorts in question to that of your 2012-13 APR data file.

Step 4 - Identify the extra record(s) and either delete the record(s) or select in field 21 (Student Cohort Year) aption 93 = Mot
applicable.

HINT: In arder to determine which record(s) have resulted in an increase to the cohort(s), you must compare your 2012-13 APR
data to your most recently uploaded 2013-14 APR data.

If you need to download your most recently uploaded 2013-14 APR data do the following:

1. Gotothe Table Wiew screen by clicking on the button "Go Back to Section II" located below.

2. Click on the "Getting Started” button.

3. Click on the "Cantinue” buttan

4. Once you are in the Table Yiew (i.e., the screen that contains a list of all of your participants), click on the button
"Download Participant Data". The screen will be refreshed and a link with your Prffaeard Mumber will be displayed.

5. You can either open the file by clicking on the link or you can save it by right clicking on it.
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7.3 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:

Review and Submit: Tier 1

Step 3-Funded Rate and Eligibility Status Table and Current Participants Report
2013-14 Funded Rate and Eligibility Table

The table below provides information an the: (2) number and percent of participants funded to serve and served and (b) number and
percent of participants served who were lovw-income and first-generation, students with disabilities (including disabled students
whi were also low income), and if applicable, (£) number and percent of all disabled students whao were also low-income. As nated
below, the one-third eligibility reguirement anly 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 Eligibility Requirement: First-yeneration and low-income, and/or students
widisabilities including students with disabilities who are also low-income” is based on the project mesting the two-thirds
eligibility requirement (i.e., B6% or greater). To deterrine whether your project met this requirerment, the column: "Murnber first-
generation and low-income, andfor disabled including disabled who are also low-incorme” was divided by the colurnn: "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-incorne requirernent {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 rust also
be low-income. To determine whether your project met this reguirement, the colurmn; "Number of students w/disabilities who are
also low-income” was divided by the colurmn: "Nurnber 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 reguirernents mentioned above, please
werify that the participant and eligibility status codes for each current participant for whom you provided information are correct.
Your "current participants”, are coded infleld 22 as a1,2,8, or 3.

Funded Rate and Eligibility Status Table

2/3 Eligibility Requirement:

B 1/3 Eligibility Requirement: Disabled

Mumber of Participants Funded income, and/or students s
to Serve & Served widisabilities including SRR wjd'ﬁz‘;:mzz LT 2 LT
students with disabilities who
are also low-income
Mumber of first- Mumber of
A Murnber of
Murnber of generation and low- students
MNumber . P students 1/3
Current Percent income, andfor T widisabilities R L
Funded - . : . Eligibility . . widisabilities | Eligibility
Participants | Served | disabled including {including
to Serve ) Percent | . who are also Percent
Served disabled who are also disabled and lowe- ;
: . lmw-incarne
low-incorne income)
261 283 108% 230 1% 72 37 1%

*The requirement only applies if at least one disabled studentwas senved. If no dizabled students were served, then the requirement does not apply.

2013-14 Current Participants and Eligibility Status Report

The report below provides a list of your new, continuing, and new {summer only) patticipants (1, 2, 8, or %) along with the
patticipant’s eligibility status and student's cohort year.

e ‘four current patticipants are derived from field #22, Participant Status, and are coded as follows:
1= New participant (for this reporting period; part of the 2013-14 cohaort)
2 = Continuing participant
8 = Mew Summer participant—Earned College Credits (2014 summer session only; part of 2014-15 cohort)
9= New Sumrmer participant—Did not Earn College Credits (2014 summer session only, part of 2014-15 cohort)
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The eligibility status codes are derived from field #15 and are:
1 = Low-Income and First-Generation,

2 = Low Income Only,

3 = First-Generation Only,

4 = Disabled, 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)
7 = 2005-06

8 = 2006-07

9 = 2007-08

10 = 2008-09

11 =2009-10
12=2010-1
13=2011-12
14=2012-13
15=2013-14

16 =2014-15

99 = Mot applicable, (not part of any cohorts listed above)

Please review the information carefully and

Prev Page|1 ¥|of15

Current Participants and Eligibility Status Report for 2013-14 (Participant Status=1,2,8, or 9)

Participant’s Name Participant Status Eligibility Status Cohort Year
1 1= New participant (2013-14 cohort) 1= Low-Income and First-Generation 15 =2013-14
2 2 = Continuing participant 4 = Disabled 11 =2003-10
3 2 = Continuing participant 3 = First-Generation Only 14 =201213
4 2= Continuing participant 1 = Lowe-Income and First-Generation 13 =2011-12
g 2= Continuing participant 1 = Low-Income and First-Generation 14 = 201213
g 2= Continuing participant 1 = Lowe-Income and First-Generation 11 =2009-10
7 2 = Continuing participant 1= Low-Income and First-Generation 13 = 2011-12
g 2 = Continuing participant 1= Low-Income and First-Generation 14 = 2012-13
9 2 = Continuing participant 1= Low-Income and First-Generation 13 = 2011-12
10 2= Continuing participant 4 = Disabled 14 =201213
1 2= Continuing participant 3 = First-Generation Only 14 =201213
12 2= Continuing patticipant 3 = First-Generation Only 12 =2010-1
13 2= Continuing patticipant 5= Digabled & Low Income 11 =2009-10
14 2= Continuing patticipant 1= Low-Income and First-Generation 13 = 2011-12
15 2= Continuing patticipant 1= Low-Income and First-Generation 13 = 201112
16 2= Continuing patticipant 1= Low-Income and First-Generation 14 = 2012-13
17 2= Continuing patticipant 1= Low-Income and First-Generation 14 = 2012413
18 2= Continuing patticipant 1= Low-Income and First-Generation 13 =2011-12
19 2= Continuing patticipant 1= Low-Income and First-Generation 13 =2011-12
20 2= Continuing participant 4 = Disabled 14 =201213

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 reparting 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.

Prev Page|1 ¥|of1A
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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 2012-13,

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-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 Enroliment Tah A;Z?;::;ig:%ﬁf Financial Aid Tab
Fields 1-15 Fields 1623 i Fields 35.37
Fields 2434

Message #35 [F 22, Participant Status = 1,8, or 2, THEM Field 2 through 14 cannat be blank. Grantees were given a one year
reprieve to collect this data; therefore, to the best of your knowledge, please provide a response to these fields for all new
participants served.

gg:i:[:ipant Name: Errar Description In:}gmt:d
16. Academic Need: 2= Low admission test scares v| @
17. First Enroll Date: (0641652005 MMYDDICCYY) o
18. Date of First
Senice 07/18/2008 mmoniccyy) @
19. College Grade
Level (Entry into 2="1st ¥r, attended before ¥ Q
project):
20. Enrallment Status:
(in academic year first | 1 = Full-time(at least 24 crdt hre or 36 clck hrs inan acad yr) v| O
zered)
21. Ean|0|pant Cohort 15 = 201314 il Message
‘fear.
22. Participant Status: |1 = New participant (2013-14 cohort) v|@ Message
23. Enrallment Status:
{at end of 2013-14 1= Full-time(at least 24 crdt hrs or 36 clck hrs in an acad yr) v| @
academic year)

Sawve | Delete | Reset | Badkto FundediSenvad |

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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Review and Submit: Tier 1

Step 3-Funded Rate and Eligibility Status Table and Current Participants Report
2013-14 Funded Rate and Eligibility Table

The table below provides information on the: (2) 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-incore. As noted
below, the one-third eligibility reguirernent 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 Eligibility Requirement: First-yeneration and low-income, and/or students
widisabilities including students with disahilities who are also low-income” is based on the project mesting the two-thirds
eligibility reguirement {i.e., 68% or greater). To deterrine 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: "Nurmber 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 requirerent is only
applicable for projects that served disabled students; therefore, if any disabled students were served at least one-third rust also
be low-income. To determine whether your project met this requirement, the colurnn: "Number of students w/disabilities who are
also love-income” was divided by the column: "Mumber of students w/disabilities (including disabled and low-income)”.

Please review the information contained in the table below. If your project did not meet the requirernents mentioned above, please
vetify 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 a1, 2,8, or9

Funded Rate and Eligibility Status Tahle

2/3 Eligibility Requirement:

e 173 Eligibility Requirement: Disabled

Number of Participants Funded income, and/or students o are
s e i students w/disabilities who are low-
to Serve & Served widisabilities including income®
students with disabilities who
are also low-income
Murnber of first- Murnber of
) Murnber of
MNurnber of generation and low- students
Murnber . 23 s students 13
Current Percent income, andfor S widisahilities o Lo
Funded o : ! : Eligibility ) . widisabilities | Eligibility
Participants | Served | disabled including {including
to Serve ) Percent | . who are also Percent
Served disabled who are also disabled and low- ;
: . low-income
lov-incarne incorne)
114 i) 30% 27 7% 7 4 57 %

*The requirement only applies if at least one disabled student waz served. If no disabled students were senved, then the requirement does not apply.

2013-14 Current Participants and Eligibility Status Report

The report below provides a list of your new, continuing, and new (summer only) patticipants (1,2, 8, or ¥) along with the
participant's eligibility status and student's cohort year.

+ ‘four current participants are derived from field #22, Paicipant Status, and are coded as follows:
1= New patticipant (for this reporting period; part of the 2013-14 cohor)
2 = Continuing participant
8 = MNew Summer participant—Earned College Credits (2014 summer session only; part of 2014-15 cohort)
9 = Mew Summer participant—Did not Eam College Credits (2014 summer session only; part of 2014-15 cohort)
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s The eligibility status codes are derived fram field #15 and are:
1= Low-Income and First-Generation,
2= Low Income Only,
3 = First-Generation Only,
4 = Digabled, and
5 = Digabled and Low Income.

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

1 = Otherfprior to 2005-05)
7 =2005-06

8 = 2006-07

9=2007-08

10 = 2008-09

11 =2009-10

12 =2010-11
13=2011-12

14 =201213

15 =2013-14

16 =2014-15

99 = Mot applicable, (not part of any cohorts listed above)

Please review the information carefully and

Current Participants and Eligibility Status Report for 2013-14 {(Participant Status =1,2,8, 0r9)

Participant'’s Name Participant Status Eligibility Status Cohort Year
1 2 = Continuing participant 2 = Low Income Only 12 =2010-11
9 = Mew Sumr. Mot Earn Collg Crdts (2014 sumr - _
2 only: part of 2014-15 chrt) 4 = Disabled 16 = 2014-15
3 1 = Mew participant (2013-14 cohort) 2 = Low Income Only 15 =2013-14
4 2 = Caontinuing participant 5 = Disabled & Low Incarme 93 = Mot
applicable
8 = Mew Sumr. Earnd Collg Crdts (2014 sumr only; e _
3 part of 2014-15 chit) 4 = Disabled 16 = 2014-15
B 2 = Continuing participant 3 = First-Generation Only 14 = 2012-13
7 3 = Continuing participant 1= L”""('B'”wme. and First- 44 = 599213
enaratian
5 3 = Continuing participant 1= L”""('B'”wme. and First- 45~ 509314
eneration
5 3 = Continuing participant 1= L”""('B'”wme. and First- 44 = 509213
eneration
10 2 = Continuing participant 3 = First-Generation Only 14 = 2012-13
11 2 = Continuing participant 3 = First-Generation Only 14 = 2012-13
12 2 = Caontinuing participant 3 = First-Generation Only 14 = 201213
13 2 = Continuing participant 1= L”""gmme. and First 42~ 509314
eneration
14 2 = Cantinuing participant 1= LowIncome and First- 4, _ 545 43

verify the participant and eligibility status codes are correct.

Prev Page |1 ¥ |af2

verify that all students reported as current participants (1, 2, 8, or 9) were actually served during this reparting period.
werify that you correctly updated the participant status field for all participants served in & previous reporting period.
provide an explanation if you did not meet the number of participants funded to sene.

Generation
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20

2 = Continuing participant
2= Continuing participant
2 = Continuing participant
2 = Continuing participant
2 = Continuing participant

2 = Continuing participant

Prev Page|1 ¥ of2

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 far 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).

T LUt Uins anu s

Generation

1 = Low-Income and First-

Generation

1 = Low-Income and First-

Generation

1 = Low-Income and First-

Generation

1 = Low-Income and First-

Generation

1 = Low-Incorme and First-

Generation

12=2010-11

12 =2010-1

14 =201213

12 =2010-11

12 =2010-1

12=2010-11

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

7.4 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: Tier 1

Step 4 - Critical Fields Verification Report

The Departrment has identified the following seven (7 fields as critical in calculating project and program outcomes and wants to
ensure a minimal number of "No ResponsedUnknown” entries in each field. 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 participants with a "MNo Response/Unknown” entry in that field. If you have critical fields
with a high percentage of "Mo response/Unknown”, we recornmend correcting the data offline and uploading the corrected file. You
may return to to update any fields with a "Mo Response/Unknown" entry.

You have 821 participant records.

Mumber with
Field Mo.  Field Mame Mo Response/Unknown Percent
7. DOB 0 records 0%
23 Enrollment Status (at end of the 2013-14 academic year) 0 records 0%
24 Academic Standing 0 records 0%
30. Transfers 1 records 0%
31. Degree/Certificate Completed 1 records 0%
32. Date of Undergraduate Degree/Certificate 0 records 0%
34. Persistence status (at the beginning of 2014-15 acadermic year) 0 records 0%

Continue

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: Tier 1

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

Step 4 - Critical Fields Verification Report

The Department has identified the following seven (7) fields as critical in calculating project and program outcomes and wants to
ensure a minimal number of "Mo Response/Unknown” entries in each field. 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 participants with a "Mo Response/Unknown” entry in that field. If you have critical fields
with a high percentage of "MNo response/Unknown”, we recommend correcting the data offline and uploading the corrected file. You
rmay return to to update any fields with a "No Response/Unknown" entry

You have 173 participant records.

Mumber with

Field Mo Field Marme Mo Responsedlnknown Percent
7 DOB O records 0%
23 Enrollment Status (at end of the 2013-14 academic year) 0 records 0%
24 Academic Standing 0 records 0%
30 Transfers 1 records 1%
il Degree/Certificate Cormpleted 1 records 1%
32 Date of Undergraduate Degree/Certificate 0 records 0%
34 Persistence status (at the beginning of 2014-15 academic year) 1 records 1%

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

Review and Submit: Tier 1

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

Step 4 - Critical Fields Verification Report

The Departrent has identified the following seven (7] fields as critical in calculating project and program outcomes and wants to
ensure @ minimal nurber of "Mo Response/Unknown” entries in each field. In most cases, "MNo 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 patticipants with a "No Response/Unknown” entry in that field. If you have critical fields
with & 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 "Mo Response/Unknown” entry.

You have 327 participant records.

Mumber with

Field Mo.  Field Narne Mo Responsed/Unknown Percent
7. DoB 0 records 0%

23. Enrollment Status (at end of the 2013-14 acadermic year) 0 records 0%

24, Academic Standing 0 records 0%

30 Transfers 0 records 0%

31 Degree/Certificate Completed 0 records 0%

32 Date of Undergraduate Degree/Cerificate 0 records 0%

34 Persistence status (at the beginning of 2014-15 academic year) 326 records 100%

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

anztion and Continue

To change a participant’s record, click on the Section I hyperlink to return to the Section 11
Web form. Once you have made the necessary changes on this screen, click on the Review and
Submit tab to resubmit your data.
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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.

7.5 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.

Review and Submit: Tier 1
Step 5

Obtain a PDF containing your project’s Section | infarmation, 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 2013-
14 APR data (Section I} for your records.

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

Obtain Annual Performance Report PDF

Click on to display & printable version of sections | and Il and the Report on Number Funded to Serve 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 2013-14

You may obtain the data you entered in Section Il - Individual Participant File for 2013-14 in an Excel file for your records. To
ohtain 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
on 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 on your PC.

Dowenload Data

Continue with the Review and Submit Process

Continue

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 2013-14 data file, click on the “Download Data” button. A blue
hyperlink file (example: P042AYYXXS9 2013-14.xlsx) will appear on the screen.
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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.

7.6 Review and Submit — Step 6
In this final step of Tier 1, you can submit your APR.

0 $SS Online

e THE Fragrem Coatnct el lozk | 555 AP | 555 QPR Winh S5 Loy Gaide
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Mami of Grastes:  Colorsds Siatn e

o diiell Siliinine Ther 1
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[ick on the *Submi® button 1o submil your 200314 &FR. F you antered & confirmation &-mail sddress n Sachion |, an &-mail
rarfrmation of {ha APR submission wil be seni

Motz I oiis AR daka dhiees ot pages fha Tier 2 il vl adicns, o @ g o one-wisdk wataivaian, bk no latar ihan
Dacgmbier 5, 2014, 1o comact the amors end rasubmi iom eibar yaur iniial aumisaan daba of no latar than the deading
e, wha chigver Comes st

¥ applicable, metnuchione for resubmiseion wil b mcluded sfler yoo submi Seclion | of the APR cannol be modied
S

) T e R

Caadatl Hedg Disk | 555 APFL | 555 APR Wab 58 Uiar Geide

To submit the APR, click on the “Submit’ button.

7.7 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.
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Review and Submit
APR Submitted

APR Successfully Submitted!

Your 2013-14 data file has passed the data quality checks or you provided explanations. No additional changes to your
participant data file are required. Your APR will now be accepted pravided you submit, a signed copy of Section |, by uploading it
in the APR.

Upload Section | Signature Page

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 upload your section 1 signature page in pdf, gif, or jpg format.

Use the Browse button to select the file or type the file name and directory path in the box below.

File to Upload

Note: We will verify that the document you uploaded is a signed copy of Section | of your APR. We will contact you via email if
we find any prablems with the dacument you uploaded.

Obtain Annual Performance Report PDF

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

Generate POF

Generate Excel file for Section |l - Individual Participant Data for 2013-14
Click the "Download Data" button to obtain an Excel file of the individual participants records (Section Il of the APR).

Download Data

Obtain a Copy of the Appendix: PE Formulae

Please click this link to download a copy of the

If the Section II participant data does not pass the Tier 2 checks, you must revise and resubmit
your Section II. A screen similar to the one below will display:
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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 Student
Cohort Year Reports and review further instructions for resubmission.

8 Tier 2 - Submission Verification Reports
The second tier data checks include Match to Prior report and Student Cohort Year report.

8.1 Match to Prior Report

The Match to Prior report compares the participants on the 2013-14 APR with the participants
on the 2012-13 APR to ensure that grantees have included the required participants on the 2013-
14 file. For 4-year institutions this includes all participants in the 2013-14 APR data file with
cohorts between 2008-09 and 2013-14 (new summer participants in 2012-13). For 2-year
institutions this includes all participants in the 2013-14 data file with cohorts between 2010-11
and 2013-14 (new summer participants in 2012-13).

Those participants for whom you are required to provide information and who are not included
in the 2013-14 file are displayed on the screen.
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To include a participant for 2013-14, click on the individual checkbox then click on the “Update
2013-14 file” 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 2013-14 file" button.

Match to Prior Report

This report compares the participants on your 2013-14 APR with the 2012-13 data file to ensure that you have included in your
APR all participants on the 2012-13 data file that fall within the required cohorts. Those participants that are not included on your
2013-14 APR but were on your 2012-13 file are displayed below.

Mismatches: Grantees sometimes find in the 2012-13 file a student who they know is already in their 2013-14 APR. Often times,
this occurs when an earlier year's record for a student does not match the 2013-14 record because the latter has a change in
SSM, date of birth, or first and/or last name. The Department asks grantees not to change identifying data for students (name,
33N, and date of birth) reported in the 2012-13 data file, even if the infarmation is found to have errors. For the sake of
consistency in data matching, it is not critical if 2 student's record has misspellings or an inaccurate SSM as long as the
information remains the same from year to year.

If you need to record & change to the participant's name, please use field 37, Participant Mame Change.

Please do not add back a student listed in the 2012-13 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 2012-13 file.

How to restore student records to your 2013-14 APR file: To restore any participants listed below to your 2013-14 APR file,
click the box aligned with the student's name; then click "Update 2013-14 file." To add all of the students at once, click "Check
All on Current Page” befare clicking the "Update” box. Once you have restored records to your 2013-14 APR file, please update
all data fields for the student.

Page 1 of 1
Total participants in 2012-13 not listed in the 2013-14 submission: 1
# Participant MName Student Cohart Year Chedk All an Current Page |
1 2010-1 L
[ updatezo1z1ame |
Page 1 of 1

0 $SS Online
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8.2 Student Cohort Year Report

This report compares the data provided in field #21 (Student Cohort Year) of both your 2013-14
and 2012-13 APR data your project submitted. Those participants on the 2013-14 data file
whose student cohort year (field #21) is different from the 2012-13 data are displayed on the
screen. Please note that once the cohort year has been established you are not allowed to change
it.

Tier 2 - Submission Verification Reports

Student Cohort Year report

After adding and updating any student records required on the Match to Prior Report, grantees will see the Student Cohort Year
Report, which compares data on cohart years (field #1) between your 2013-14 APR and 2012-13 file. If your project's 2013-14
cohart year data differs from that of the 2012-13 file, the affected participants and the two different cohorts for each will appear
belowe.

For your 2013-14 APR, please accept the cohort(s) in the column, "Student Cohort Year in Your 2012-13 APR.” Note
that the Department will not be accepting any changes to cohort years as these cohorts have already been verified
by your project either during the Tier 1A Student Record Verification Process or through your previous APR data
submission. If you helieve that there was a data entry error, please email the Help Desk.

How to accept cohorts from the 201213 records: To change your 2013-14 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 2013-14 file." To change all of the
students' cohorts 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 2012-13 records.

Page 1 of 1
Total students on the 2013-14 data file whose Student Cohort Year is different from that 2012-13
records: 3

Student Cohort Year Student Cohort Year

in Your 2012-13 APR in Your 2013-14 APR Check Al on Curent Page |

#  Patticipant Mame

1 2008-09 201314 O
201314 O
201314 O

Update Student Cohort vear on your 2013-14 file |

Page 1 of 1

If all participants' student cohort year data (field #21) on your 2013-14 data file matches the
2012-13 data file, no Cohort Year Report is produced. A screen such as the one below will
display:
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Click on the “Continue” button to proceed to the next step.

8.3 Cohort Comparison Report (Tier 2)

Once all the participants have been included in the MTP file or the cohort year has been
updated, you will continue to the Tier 2 Cohort Comparison 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.
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Additional Information Regarding Your 2013-14 APR Data File Submission
Mumber of participants prior to the 2005-09 cohort = 147

Muraber of participants where cohort year is "Mot Applicable” (field 21, option 99) =0

[8-Year nedjubon]

Contact Help Desk | 555 APR | 555 APR Web Site User Guide

8.4 Funded Rate and Eligibility Status Report (Tier 2)

Funded Rate report 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.

SSS APR Website User Guide
October 2014

52 Computer Business Methods, Inc.



The 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 2012-13, 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 2011-12. 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
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 II Web form (shown below) and update the Participant Status Code (field 22).
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Tier 2 - Submission Verification Reports

Tier 2-Funded Rate and Eligibility Status Table and Current Participants Report
2013-14 Funded Rate and Eligibility Table

The table below provides information on the: (8) number and percent of participants funded to serve and served and (b) nurmber and
percent of participants sered 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 information provided in the section “Number of Participants Funded to Serve & Served” is based on sering at least as
many participants (i.e., 100%) were sered as the project was funded to serve,

The information provided in the section “2/3 Eligibility Requirement: First-generation 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 requirermnent (i.e., B6% or greater). To determine whether your project met this requirement, the column: "Mumber 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 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-incorme. To determine whether your project met this requirernent, the column: "Murmber of students widisabilities who are
also low-income” was divided by the column: "Number of students widisabilities (including disabled and low-income)”.

Please review the information 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 whorn you provided information are correct.
Your "current participants”, are coded infield 22 asa 1,2, 8, or 3

Funded Rate and Eligibility Status Tahle

2/3 Eligibility Requirement:

Al YEETTD Gt (077 113 Eligibility Requirement: Disabled

Number of Participants Funded income, and/or students L
T . students w/disahilities who are low-
to Serve & Served widisabilities including income™
students with disahilities who
are also low-income
Murnber of first- Mumber of Number of
Mumber of generation and low- students
Murnber . L students 13
Current Percent incorne, andfor T wiidisahilities L .
Funded - . ' ) Eligibility ) . widisabilities | Eligibility
Participants | Served | disabled including (including
to Serve . Percent . who are also Percent
Served disabled who are also disabled and low- ;
: . lowi-incaorne
low-income incorme)
114 35 30% 27 7% 7 4 a7 %

*The requirement only applies if at least one disabled student was served. If no disabled students were senved, then the requirement does not apply.

2013-14 Current Participants and Eligibility Status Report

The report below provides a list of your new, continuing, and new (summer only) patticipants (1, 2, 8, or 9) along with the
participant’s eligibility status and student’s cohaort year.

o four current participants are derived from field #22, Participant Status, and are coded as follows:
1= Mew participant (for this reporting period; part of the 2013-14 cohart)
2 = Continuing participant
8 = New Summer patticipant—Earmed College Credits (2014 summer session only; part of 2014-15 cohort)
9 = Mew Summer participant—Did not Earn College Credits (2014 summer session only; part of 2014-15 cohart)

e —
SSS APR Website User Guide 54 Computer Business Methods, Inc.
October 2014



e The eligibility status codes are derived from field #15 and are:
1 = LoweIncome and First-Generation,
2 = Law Income Only,
3 = First-Generation Only,
4 = Digabled, and
5 = Disabled and Low Incorme.

e The student's cohort year codes are derived from field #21 and are:
1 = Other{prior to 2003-08)
7 =2005-06
8 = 2006-07
9 = 2007-08
10 = 2008-09
11 = 2009-10
12 =2010-11
13 =2011-12
14 =2012-13
15 =2013-14
16 = 2014-15
99 = Mot applicable, (not part of any cohorts listed above)

Please 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 9) were actually served during this reparting period.
verify that you correctly updated the paricipant status field for all participants served in a prewious reporting period.
provide an explanation if you did not meet the number of paricipants funded to serve.

Prev Page |1 ¥|aof2
Current Participants and Eligibility Status Report for 2013-14 {(Participant Status =1, 2,8, or 9)

Computer Business Methods, Inc.
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Generation

Participant’s Name Participant Status Eligibility Status Cohort Year
1 2 = Continuing participant 2= Low Income Only 12=200-11
9 = Mew Surnr, Mot Earn Collg Crdts (2074 sumnr . _
2 only: part of 2014-15 chri) 4 = Disabled 16 =2014-15
3 1= Mew participant (2013-14 cohort) 2= Low Income Only 15=2013-14
4 2= Continuing participant 5= Disabled & Low Income % = ot
applicable
8= MNew Sumr. Earnd Colly Crdts (2014 sumr only, . _ )
5 part of 2014-15 chri) 4 = Disabled 16 =2014-15
B 2 = Continuing participant 3= First-Generation Only 14 =2012-13
7 2 = Continuing participant 1= oweneome andFist -y = 2012413
eneration
5 2 = Continuing participant 1= oweneome andFst 5= 01314
eneration
g 2 = Continuing participant 1= oweneome andFist -y = 2012413
eneration
10 2= Continuing participant 3 = First-Generation Only 14 =2012-13
1 2 = Continuing participant 3 = First-Generation Only 14 =2012-13
12 2= Continuing participant 3= First-Generation Only 14 =2012-13
13 2 = Continuing participant 1= LUW('B'”CU"”E. and First- ¢ — o304
eneration
14 2 = Continuing participant 1= LUW('B'”CU"”E. and First- 4 = 501213
eneration
15 2= Continuing participant 1= Low-income and First- 4 _ g4




1= Low-Income and First-

16 2 = Continuing patticipant Genaration 12 =200-11

17 2 = Continuing participant 1= LDWL;J!”CD"”E. and First 44— 9213
eneratian

18 2 = Continuing participant 1= L”"‘g”wme. and First 45 — o101
eneratian

18 2 = Continuing participant 1= LDW('B'”W”B. and First— 45 — o101
eneratian

20 3 = Continuing participant 1= LowIncome and First: 5 _ 5944

Generation

Prev Page |1 ¥ |of2

There are sorme circumstances inwhich 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).

test

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?;::;E:%r;f Financial Aid Tah
Fields 1-15 Fields 16-23 U Fields 3537
Fields 2434

gg:i:cipant Name: ey Blesaialion ln:fai[::d
1. PRfAward Number: PO424101500
2. Batch ¥ear 2013
3. Social Security Mumber: Q
4. Last Name: Q
4. First Mame: Q
B. Middle Initial:
7. Date of Bitth: MM/DDCcry) @
g. Gender: Select One hd
9. Hispanic: Select One +| O
10 ArmindAk: Select One v| @
1. Asian: Select One v | O
12. BlackAfrdm: Select One | @
13 White: Select One v| @
14. HIPaclsindr. Select One v | Q@
15, Eligibility: Select One hd

Save | Delate | Reszet | Back to Funded/Sened |
Click "Save" before maving to another participant record.

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.

8.5 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 seven (7) fields as critical in calculating project and program outcomes and wants to
ensure a minimal number of "MNo Response/Unknown” entries in each field. 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 participants with a "No Response/Unknown™ entry in that field. If you have critical fields
with @ high percentage of "No 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 821 participant records.

Murmber with
Field Mo, Field Mame Mo Response/Unknown Percent
7. DoB 0 records 0%
23, Enrallment Status (at end of the 2013-14 academic year) O records 0%
24, Academic Standing O records 0%
30, Transfers 1 records 0%
31. Degree/Certificate Completed 1 records 0%
32. Date of Undergraduate Degree/Certificate 0 records 0%
34. Persistence status (at the beginning of 2014-15 academic year) 0 records 0%

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 as shown below.
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Tier 2 - Submission Verification Reports

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

Tier 2 - Critical Fields Verification Report

The Departrrent has identified the following seven (7 fields as critical in calculating project and program outcomes and wants to
ensure a minimal number of "Mo 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 a high percentage of "No response/Unknown”, we recomrmend correcting the data offine and uploading the corrected file. ¥ou
may return to to update any fields with a "MNo Response/Unknown” entry.

You have 328 participant records.

Mumber with

Field Ma.  Field MName Mo Response/Unknown Percent
7. DOB 0 records 0%

23 Enrallment Status (at end of the 2013-14 acadermic year) 0 records 0%

24, Academic Standing 0 records 0%

30. Transfers 0 records 0%

31 Degree/Certificate Completed 0 records 0%

32, Date of Undergraduate Degree/Certificate 0 records 0%

34, Perzistence status (at the beginning of 2014-15 academic year) 325 records 29%

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

test

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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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:
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Review and Submit
APR Submitted

APR Successfully Submitted!

Your 2013-14 data file has passed the data quality checks or you provided explanations. Mo additional changes to your
participant data file are reguired. Your APR will now be accepted provided you submit, & signed copy of Section |, by uploading it
in the APR.

Upload Section | Signature Page

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

Please upload your section 1 signature page in pdf, oif, or jpy format.

UUse the Browse button to select the file or type the file name and directory path in the box below.

File to Upload

Note: "We will verify that the document you uploaded is a signed copy of Section | of your APR. We will contact you via email if
we find any problems with the document you uploaded.

Obtain Annual Performance Report PDF

Click on the "Generate POF" buttan to genetate & printable version of your APR submission in PDF forrat.

Generate FOF

Generate Excel file for Section Il - Individual Participant Data for 2013-14
Click the "Download Data” button to obtain an Excel file of the individual participants records (Section Il of the APR).

Obtain a Copy of the Appendix: PE Formulae

Please click this link to download a copy of the

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 1.

To view the hard copy of the APR, including the Section I signature page, click on the
hyperlink “P042AYYXXS9 2013-14 final pdf’. The APR will display as a PDF.

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 2013-14 data file, click on the “Download Data” button.
A blue hyperlink file (example: P042AYYXXS9 2013-14 final.xlsx) will appear on the screen.
To open the file in your browser window, click on the hyperlink.
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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.

Upload Section I signature page:

Click on the ‘here’ hyperlink for a printable version of the signature page of Section I. After you have
obtained the signatures, please upload this page in the APR site. TRIO help desk will verify that the
document you uploaded is a signed copy of Section I of your APR and will contact you via email if there
are any problems with the document you uploaded.

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.

8.6 Prior Experience (PE) Points Report (pdf)

After you successfully submit your APR, the system will generate a report that shows the Prior
Experience (PE) points earned for the 2013-14 reporting (assessment year). Your PE points are
calculated using the student-level data you submit via the online system for reporting period
2013-14 and are based on your project’s approved objectives. The Department will not accept
any changes to the project’s 2013-14 data once you have completed the submissions of your
2013-14 APR. The report is shown below:

U.S Department of Education
Office of Postsecondary Education/Federal TRIO Programs
Student Support Services (S55) Program
Individual Prior Experience (PE) Points Report
2013-14 Reporting (Assessment) Year

PR/Award Number:

Grantee:

State:

Sector: Public 4-Year

First Funded in FY 2010: No

Introduction

The Prior Experience (PE) points earned for the 2013-14 assessment year were awarded on the basis of serving
the approved number of students and meeting or exceeding the project’s approved objectives. The Department
caleulated the PE points using student-level data as reported in the project’s 2013-14 annual performance report
(APR). For a summary of policies and procedures for assessing a project’s prior experience and the formulae for
caleulating PE points, please see the Appendix which is located on the TRIO web site.

The Department will not accept any changes to the project’s 2013-14 APR data after the APR is submitted.

A project that served less than 90 percent of the number of students the project was funded to serve in 2013-14
(refer to Funded Number in table below) is not eligible to eam points for any of the PE criteria in this assessment
year (see 34 CFR 646.22(b)).
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To be eligible to earn PE points for the attainment (degree) criteria. a project must have submitted an APR for the
vear in which the cohort was established.

Summary of PE Scores for 2013-14 Assessment Year
(P042A121402)
Maximum
Points Approved Actual PE Points
PE Criteria Allowed Rate Attained Rate Earned
Persistence 4 81% 52% 0
Good Aca'demlc 4 82% 059, 4
Standing
o
Bachelor’s 4 60% 60% 4
Degree
Number of Participants Number of Percent
Fisded Wiiiilic 3 . Funded to Serve Participants Served  Served 3
261 283 108%
Total Points 15 11
PR/Award Number:
Grantee:
State:

Sector: Public 4-Year
First Funded in FY 2010: No

Funded Number

The Funded Number Criterion is based on the project having served the approved funded number of participants.
To carn PE points. the actual number served must be equal to or greater than the number of participants the project
was funded to serve. For a detailed deseription on how this eriterion was calculated, please see the Appendix,
under “How is the Funded Number Criterion Calculated?”

Funded Number Criterion for 2013-14 PE Assessment Year
Maximum Points Allowed: 3

Number of Participants Funded to Number of Participants Percent PE Points
Serve Served Served Earned
261 283 108% 3
Persistence

The Persistence Rate for a 4-year institution 1s defined as the percentage of all participants served by the SSS
project in the reporting year who enroll at the grantee institution in the fall term of the next academic vear or
graduate with a bachelor's degree during the reporting year.
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The Persistence Rate for a 2-year institutions is the percentage of all participants served in the reporting year who

enroll at the grantee institution in the fall term of the next academic year or graduate with an associate’s degree or
receive a certificate and/or transfer from a 2-year to a 4-year institution by the fall term of the next academic year

For a detailed description on how the rate was caleulated. please see the Appendix. under “How is the Persistence
Rate Calculated?”

Note: The Actual Persistence Rate is caleulated based on the greater of the number of participants funded to serve
or the number of participants served.

2013-14 Prior Experience (PE) Assessment Score:

Persistence
Maximum Points Allowed: 4

Number of Number of Approved Actual
Participants Funded Participants Number Persistence Persistence PE Points
to Serve Served Persisted Objective Rate Earned
261 283 146 81% 52% 0
PR/Award Number:
Grantee:

State:
Sector: Public 4-Year
First Funded in FY 2010: No

Good Academic Standing (GAS)

Good Academic Standing (GAS) is defined as the percentage of participants served by the SSS project who met
the performance level required to stay in good academic standing at the grantee institution. For a detailed
description on how the rate was caleulated. please see the Appendix. under “How is the Good Academic
Standing Rate Calculated?”

Note: The Good Academic Standing Rate is caleulated based on the greater of the number of participants funded
to serve or the number of participants served minus any new summer participants served by the project that did not
earn college eredit. If applicable to your project, the Numbers of Participants Funded to Serve and the Number of
Participants Served shown in the table below do not include the new summer participants that did not earn college
credit.

e —
SSS APR Website User Guide 64 Computer Business Methods, Inc.
October 2014



2013-14 Prior Experience (PE) Assessment Score:

Good Academic Standing (GAS)
Maximum Points Allowed: 4

Number of Participants Number of Number in | Approved GAS Actual PE Points
Funded to Serve Participants Served GAS Objective GAS Rate Earned
261 283 268 81% 95% 4

Bachelor’s Degree Attainment (4-year institutions)

Bachelor’s degree attamnment is defined as the percentage of new participants served in the Cohort Year who
graduate with a bachelor’s degree within six reporting vears. For a detailed description on how the rate was
calculated. please see the Appendix. under “Heow is the Bachelor’s Degree Attainment Rate Calculated?”

Note: If vour project was first funded in 2010-11. the project is not eligible to earn PE points for this criterion.

2013-14 Prior Experience (PE) Assessment Score:

Bachelor’s Degree Atftainment
Maximum Points Allowed: 4

Number of
Number of Participants Approved Actual Bachelor’s PE
Cohort | Participantsin | Attaining Bachelor’s Bachelor’s Degree Attainment | Points
Year Cohort Degree Degree Objective Rate Earned
2008-09 143 86 60% 60% 4
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