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1 Overview

1.1 Introduction

The Federal TRIO Programs office, within the Office of Postsecondary Education (OPE)
at the United States Department of Education (ED), has designed the UB/UBMS Online

Annual Performance Report (APR) site so that grantees can prepare and submit the APR
data.

1.2 Features of the Site

Features of the UB/UBMS site include:

e  An online user guide and online help;

e A Web form for completing Section I online;

e A feature that allows you to upload an electronic file with the individual
participant records (Section II);

e A “print” button to produce a hard copy of the information entered,

e A “submit” button to send the entire report to the Department; and

e  An e-mail confirmation that the report has been submitted (if you provide
an e-mail address in Section I).

2 Accessing the Site

The main page of the UB/UBMS/VUB site is shown below. You must register on the
site to obtain a user id 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
2011-2012 APR Web site.

For initial access, click Register Here Each Year.

. ]
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UB/UBMS/VUB Online
Program Year 2011-2012

Federal TRIO Programs

Register Here > Important Dates

APRs will be due on the following dates:

s Most Regular Upward Bound projects: December 12, 2012,

Login to access your APR: (2} o Upward Bound Math-Seience: December 31, 2012

User ID: s “eterans Upward Bound: December 12, 2012,

Please note that regular Upward Bound and Veterans Upward
Bound projects adversely affected by Hurricane Sandy may
submit their APRs as late as December 31, 2012.

_P asswaord:

» Begin Completing your Annual Performance Report
(APR):

OMB Approval No.: 1540-0762

Expiration Date: 09/30/2014 This Web site contains the forms and instructions needed to prepare and

submit on-line the annual performance report for UBAYUB/UBMS far program
year 2011-12. Befare accessing the Web site, you should dewnlead for your
reference an electronic copy or prlnt a hard copy of the report at; rd
Bound J’ ward Bound Math-Science or the Veterans lJ, IWar
YWeb site.

2.1 Register Here Each Year

To register each year, enter your PR Number, your project director’s email address, first
and last name. If the information matches the UB programs’ system of records, the
system will email your user id and password to the project director; otherwise, it will
email your program specialist to verify your information.

Note: You should receive a response within 24 hours. Please wait at least 24 hours
before contacting the help desk about registration verification issues.

UB/UBMS APR Website User Guide 5 Computer Business Methods, Inc.
October 2012



@ UB/UBMS/VUB Online

Federal THIO Programs

Report Problem | Email Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Web Site User G

User Registration
To receive your userid and password:

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

During the registration process, you must select and answer two security guestions. Y ou will be
required to provide responses to these questions when using the Forgot Password link to receive a
new, termparary password

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

An e-mail will be sent to your Program Specialist for assistance in verifying your project
information. You should receive a response within 24 hours. Please wait 24 hours before
contacting the help desk about registration verification issues

PR Number®

Director's E-mail*:
Director's First Name®
Director's Last Name®

Security Questions™
- Select one - v

Ansver
- Select one - v

Angwer

*Reguired figlds

Report Problem | Email Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Webh Site User Guide | ¥UB APR Web Site User

2.1.1 Registration Failed:

If the system is unable to verify the information you entered, it will display the
Registration Failed page, shown below. This page describes the secondary verification
process.
e Ifyou think you made a mistake on the registration page, click the
“Go back to registration form” button to try again.
e Ifyou are a new project director, you must enter the information
requested on the lower half of the page.

Once the program specialist has verified your information, the help desk will contact you
within 24 hours using the email address that you provide on this page. Please allow
24 hours for verification and response.
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Report Problem | Email Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS

The Director's last name provided does not match the records in the system.
Registration Failed

The information you entered on the project director does not match the information on file. The
infarmation on file may not reflect recent changes in the project director andfor e-rmail address. An
e-mail will be sent to your program specialist requesting verification of the infarmation you
submitted.

Upon werification frorm 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.

Wou may contact the for further assistance but keep in mind that we can not
disclose username and passwords over the phone or without further verification from your Program
Specialist.

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

COR

If you want to go back and try again, click the "Go back to registration farm” button.
Director's First MName™
Directar's Last Mame™

Are you a new director?™ (O yes & Mo

Co you have a new e-mail O ves & Mo

address?™
Frovide your current e-mail
address™
Director's Phone Mumber: e 5. 999.995. 5993
ext.
Submit ] [ o back to registration form ]

“Required fields.

Report Problem | Email Help Desk | UB/UBMS Instructions | VUB Instructions |

2.1.2 Registration Successful:

If the system successfully verifies your information, it will email your login information
to your project director and redisplay the main page with the message shown below.

. ]
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UB/UBMS/VUB Online
Program Year 2011-2012

Federal TRIO Programs

Register Here > Important Dates

APRs will be due on the following dates:

o Regular Upward Bound projects: December 12, 2012.

Login to access your APR: = s Upward Bound Math-Science; December 31, 2012,

o ‘Yeterans Upward Bound: December 12, 2012,
An e-mail requesting

verification of the information
provided for registration for your
institution has been sent to
your Program Specialist and
the TRIO Help Desk.

Please note that reqular Upward Bound and Veterans Upward
Bound projects adversely affected by Hurricane Sandy may
submit their APRs as late as December 31, 2012.

> Begin Completing your Annual Performance Report
User ID:. (APR):

Password: This Weh site contains the farms and instructions needed ta prepare and

submit on-line the annual performance report for UBAYUBAUBMS for program
year 2011-12. Before accessing the Web site, you should download, for your
reference, an electronic copy or print a hard copy of the report at: U
Bound/Upward Bound Math-Science or the Veterans Upwar

Weh site.

Lagin

assword?

OMB Approval No.: 18400762
Expiration Date: 09/30/2014

s Grantees must register for a usend and password each year. Register
by clicking on the link.

¢ As part of initial registration, you must select and answer two security
guestions. You will be required to provide responses to these
guestions should you need to use the Fargot Passward link to receie
a new, temparary password, In most cases, you will not have to call
the Help Desk in the event of a forgotten password.

« Once you have this year's usend and passward, login to begin
completing yaur APR.

2.2 Login as a Registered User

Log in to the system with your new user id and password. After your initial login, the
system will prompt you to change your temporary password. Your new password must
include at least one upper case letter, one lower case letter, one number, and one special
character.
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October 2012



@ UB/UBMS/VUB Online

‘ederal TRIO Programs

Report Problem | Email Help Desk | i | vUB i APR Web Site User Guide | VUB APR Web Site Use

First Time Login

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

at least one English uppercase character (A-F)

at least one English lowercase character (a-7)

at least one numeric number {0-3)

at least ane non-alphanumeric special character fe.g. |, @, # §, & % %, /, +,-)

The email address provided below will be used to verify your identity in the "Forgat Passwaord”
feature of the website

PRNO Mumber PO47AD70003
Temporary Password®

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

Last Name*

“Rerquired fields

Report Problem | Email Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Weh Site User
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2.3 Forgot Password

If you forget your password after you have logged in and changed it, click on the Forgot
Password link on the Main Page. Enter and submit the requested information and also
answer the security questions to receive a new, temporary password.

@ UB/UBMS/VUB Online

Federal TRIO Programs

Report Problem | Email Help Desk | UB/UBMS Instructions | YUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Weh Site User
Forgot Password

‘fou must register for a new userid and password each year. If you have registered this year,
please enter the following information. If all the information provided matches with our records, a
new, ternparary password will be e-mailed to you shorly. f you need further assistance in
obtaining your passward, please contact the TRIO Help Desk by e-mail

ar call (703) 846-8245.

Mote: If this is the first time you entered the UBAUB/UBMS website for the current APR cycle and
you do nat know your password, please go to the page

PR Mumber*:

E-mail Address™
First Name™

Last Mame™

[ Submit ][Reset H Go to login screen

“Required fields.

Report Problem | Email Help Desk | UB/UBMS Instructions | YUB Instructions | UB/UBMS AP
Forgot Password

%ou must register for a new userid and password each year. If you have registered this year,
please enter the following information. If all the information provided matches with our records, a
news, temparary password will be e-mailed to you shartly. f you need further assistance in
obtaining your password, please contact the TRIO Help Desk by e-mail

or call (FO3) 546-8245.

Mote: If this is the first time you entered the UB~AUBAUBMS website for the current APR cycle and
you do not know your password, please go to the page

PR Mumbers: PO47 2050030
E-mail Address™

First Mame™:

Last Mame™ |

Security Cluestions™

Ansuwer:

AnSuwer:

[Submit | [ Reset || Go to login screen |

“Reguired fields.

2.4 Successful Login

A warning message regarding authorized use and privacy will display after you log in
successfully. Click “Ok” to continue.
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UB/UBMS/VUB Online

Federal TRIO Programs

Report Problem | Email Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Weh Site User

Warning

You are about to access a United States government i network i led for
authorized users only and should have no expectation of privacy in your use of this
network. Use of this network i to itoring, retrieval, and disclosure of
any information stored within the network for any purpose including criminal prosecution.
The information system that you use may be monitored, recorded and subject to audit. Use
of this information system indi 1o itoring, recording and appropriate
privacy and security notices (based on associated privacy and security policies or
summaries). Unauthorized use is prohibited and subject to criminal and civil penalties.

Report Problem | Email Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Weh Site User

Confirm that the correct PR number and institution are displayed by clicking “Continue”.
If the information is incorrect, please click “Cancel” and report the problem to the help
desk.

@ UB/UBMS/VUB Online

Federal TRIO Pragrams

Report Problem | Email Help Desk | UB/UBMS Instructions | YUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Weh Site User
PR Number Confirmation

Please verify the information displayed below.

If this is NOT your institution's infarration, click the Cancel button and enter the correct PR
Mumber.

If this IS your institution's information, click the Continue button.

Institution/Campus PR Murmber:  PO47A080126
Mame of Institution/Campus: Mew Mexico Highlands University
NM

Continue Cancel

Report Problem | Email Help Desk | UB/UBMS Instructions | YUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Web Site User

. ]
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3 Navigating the Site

The APR has three sections. After initial login, the system displays the Section I page.
To navigate between sections, click on the individual tabs at the top of the page, Section
I, Section II, and Review and Submit. The current tab is highlighted in light blue.

The PR /Award Number and institution name are displayed at the upper left corner of
each page.

At the upper right corner, note that there are six hyperlinks:

e  The Report Problem link allows you to report a problem with the site to
the Help Desk;

e  The Email Help Desk link lets you generate an e-mail message to the Help
Desk requesting assistance;

e  The UB/UBMS Instructions link displays the Department of Education
(ED) site’s UB/UBMS APR page. From there, you can download APR
instructions and the participant record structure. The Department strongly
suggests that you review these documents before working with the Web
application.

e  The VUB Instructions link displays the Department of Education (ED)
site’s VUB APR page. From there, you can download APR instructions
and the participant record structure.

e  The links for the UB/UBMS and VUB APR Web Site User Guides connect
users to this downloadable guide and the companion guide for VUB
grantees.

e  The Log Out link logs you off the application and displays the main page.

The section tabs and hyperlinks are repeated at the bottom of the page for convenience.

Once you have completed Section I, click on the “Save and go to next section” button.
You may tab from one section to another, or log off and return at another time to
complete a section. If you do, be sure to save the current page before exiting. The
system will validate your entries and will not allow you to submit the APR if it detects
eITors or omissions.

. ]
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4 Section I: Project Identification, Certification, and

Warning

Section I of the report will display with pre-populated information about your grantee
institution. Verify the information and update as needed. If you would like an email
confirmation when you successfully submit your report, enter your email address on this

page.

The project director and certifying official for the institution must sign and date Section I
of the 2011-12 APR to certify that the information reported and submitted electronically
is readily verifiable, accurate, and complete. After you complete the APR online, print a
hard copy of the completed report and obtain the required signatures. After both the
director and the certifying official have signed the report, fax the signed Section I only of
the APR to: (703) 832-1360.

Please do not fax the entire report. For your records, you should keep in your files
Section I with the original signatures and a copy of the two parts of your APR
submission: (1) the PDF version of Section I and the data validation reports, which you
will be able to print at the end of your submission; and (2) the Excel file of your
individual participant records. These items are discussed later in this user's guide.

Save and go to next section

1. PRA&ward Mumber: PO47AOD70032
2. Mame of Grantee Institution/&gency:
3. Address: Campus: 328 WWallz Hall
Street™ 325 wells Hall
City:*
State:™ | oy ~ Zip:= | 42071
4. Mame of Project Director:
Prefix: First Mame: = tll: Last Mame: =
v R
&. Telephone Mumber: * ex. ;9959059999 ext.
Fax Mumnber. ex. 9929929999 axt.
E-mail Address™
5. Report Period: 06/01/2011 to 05/31/2012
7. Type of Project: Upward Bound

. ]
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8. For UBMS projects only, please indicate whether project is ™

regional (i.e., serves at least two states) or
non-regional {i.e., operates within a state or a locality).

9. Project Characteristics (to be completed by all LB and UBMS projects; not applicable to VUB™
a. Summer residential program (select one below)
O Yes
@ MNa
O Some participants are residential, others commute

b. Murber of weeks of surmmer program (inset # |16
c. Frequency of academic year contacts between project staff and participants (select only one)
O Weekly
O Twice a manth
O Once a manth
O Quarterly
' Ma face-to-face contact
@ Other
90 X's a mthl

10. Data Entry Person:
Prefix: First Mame: * hll: Last Mame: =
b Moo Le
Telephane Number: = 281-F77-7439 | ox ooso9a090e ext

If you would like to receive an email confirmation upon successful submission of your Annual Pedormance Report,

please enter your email address:

B. Certification

The Project Director and Certifying Official are required to sign and date Section | of the 2011-12 Annual Pedormance
Repart form to certify the accuracy and completeness of the infarmation submitted electranically. After completing the
entire report online, you will be able to print a copy of Section |, which will include signature lines far the project director
and certifying official. Please print and fax SECTION | only to the ). 3. Department of Education at (703) §32-1360.
Please use the Print button provided on the Submit page.

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

| have verified the information in this section.

C. Warning

Any person who knowingly makes a false staternent or misrepresentation on this report is subject to penalties which
may include fines, imprisonment, or both, under the United States Criminal Code and 20 U.S.C. 1097,

Further federal funds or other benefits may be withheld under these programs unless this report is completed and filed as
required by existing law (20 U.S.C. 12313) and regulations (34 CFR 75.590 and 75.720).

Save and go to next section Resat
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5 Section II: Record Structure for Individual
Participants

5.1 Section Il Main Page

To access Section 11, click the Section II tab at the top or bottom of the page, or complete
Section I and click on the “Save and go to next section” button.

Download:

Instructions for Completing the UB/UBMS Annual Performance Report for 2011-12
and

Section I -UB/UBMS Individual Record Structure through the hyperlinks on this page.
Click on the “Getting Started” button to continue.

Section Il - Record Structure for Individual Participants

Upward Bound and Upward Bound Math-Science Participant Data Collection Web Tool

Each UB/UEMS grantee is required to submit annually detailed infarmation on each participant served by the project during
the project year being reported and provide updated information on prior year participants.

Download the and the
document far complete details an the reparting requirements.

Getting Started

Ta beginfcontinue the participant data collection process, click an the "Getting Started” button.

Getting Started

. ]
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5.2 Getting Started Page

This page identifies four options for reporting and submitting participant data:

e  Download an Excel file of last year’s submitted data; update the file and
then upload directly to the Web form.

e  Upload an Excel/CSV file directly to the Web form.

o  Transfer last year’s data submission to the Web form, and update and add
records online.

o  Enter Participant data directly into the Web form.

Section Il - Record Structure for Individual Participants

Getting Started
Section Il - The UB/UBMS anline application provides four options for starting the data submission process:

an Excel file of last year's submitted data; update the file and then upload directly to the Web form.
an Excel/CSV file directly to the Web farm.
last year's data submission to the YWeb farm and update and add records anline.
diractly into the Web form.

Please be adwised that for securnity reasons, when downloading vour file, we will not include your participants' social secunty
numbers (S5N). Therefare, vou shouwld provide your participants’ 55Ns when uploading the fils, as this s the primans
identifier used to match participant records across project vears.

If you are unable to prepare an Excel {or C5Y) file using your existing database, you have the option of transferring last
year's data directly into the Wehb form or entering participant data directly into the Web form.

5.2.1 Download last year’s submitted data

You can download last year’s participant data in an Excel file, modify it on your desktop,
and later upload it to the site. If you did not keep a copy of your 2010-11 submission or
if the department has notified you that your 2010-11 APR has been amended, you should
download this file.

If you choose to download, please note that the download feature does not include the
social security numbers (SSNs) of your participants, even though the file you provided us
contained this information. This change was made to better protect the personal
information contained on the data file and prevent inadvertent misuse of information
provided by the Department. However, the participant data file you prepare for the
2011-12 APR should include the SSNs of all participants, as this is the primary identifier
used to match participant records across project years.

To download last year’s data file, click on the “Download Data” button. A file name will
display as a blue hyperlink.

To save the file to your desktop:
e  Right click your mouse and select the “Save Target As” option. Identify a
folder on your desktop (e.g., My Documents) to save the file. You may
then open the file on your desktop with Excel.

UB/UBMS APR Website User Guide 16 Computer Business Methods, Inc.
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Or
e  Click on the file name hyperlink to open it, and save it to your desktop.

After downloading the file, you can update the Excel file or import the data into a
database application such as MS Access. Follow the Instructions for Completing the
UB/UBMS Annual Performance Report for 2011-12 to update the prior year’s data and
add records for new 2011-12 participants.

As noted above, for security reasons, we do not include participant social security
number (SSNs) in the data file. You will need to add these to the file before uploading it.

When you have made all necessary modifications and saved the file as an Excel
spreadsheet or a comma-delimited CSV file, return to this page, and follow the
instructions to "Upload an Excel File to the Web Data Entry Form".

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. f you did not keep a copy of your 2010-
11 submission or if the Department has notified you that your 2010-11 APR has been amended, you should download this
file. The download file includes the data from 2010-11 that generally remains accurate for the 2011-12 file, though you must
update some fields for most of the student records. Please see pages 73 of the general instructions for lists of fields that
typically are or are not in need of updates. You would also need to add records for new paricipants served in 2011-12. The
download file can be updated offline using Excel or by import into ancther database (e.g., Access).

As noted above, please be advised that for securty reasons, when downloading yvour file, we wil not include vour participants'
social security numbers (SEN). Therefore, you should provide your participants' S5Ms when uploading the file, as this is the
primany identifier used to malch participant records across profect years.

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

By clicking on the "Download Data” button the system will generate the participants’ data file from last year and this screen
will be refreshed to show a link to this data file.

5.2.2 Upload an Excel file to the Web Data Entry Form.

This option lets you upload the 2011-12 file in an Excel spreadsheet format or as a CSV
file (comma-delimited text file). Most databases can covert a file to either CSV or Excel
format. For instructions on creating a CSV file, click the What is a CSV file? hyperlink.
Before uploading your participant data file, verify that:

e  The file is either an Excel spreadsheet or a comma-delimited CSV file;

e  You have the correct number of fields (52) and they are in the sequence
specified in Section II - Individual Record Structure;

e Ifyour file is an Excel spreadsheet, it should use the column names
identified in Section II - Individual Record Structure; and
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e  The file contains the participants’ social security numbers. (SSN is the
primary identifier we use to match participant records across project
years.)

Use the “Browse” button to select the file, or type the file name and directory path. Click
on the "Upload File" button to proceed.

If your file is formatted correctly, you may proceed to the Review Participant List and
Data Error Report (Table View) page; otherwise, the system will display the errors it has
detected with your file format, and provide instructions for correcting them. See Section
5.5 for sample errors

Upload an Excel File to the Web Data Entry Form

Prior to uploading your file (1) verify that you have the correct number of fields and that they are in the correct sequence as
specified in SECTION I RECORD STRUCTURE FOR PARTICIFANTS (i.e, a valid upload file should have 52 calurnns) and
2] the file you are uploading contains the participants’ social security numbers as this is the primary identifier used to match
participant records across project years.

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

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

File to Upload

If you are unable to provide an Excel or CSV file, you may elect to:

5.2.3 Transfer last year’s submitted data directly into the on-line form.

To transfer the 2010-11 participant data that you successfully submitted last year to the
on-line data entry form, click on the "Transfer Data" button. On the Review Participant
List and Data Error Report (Table View) page, you can edit data for prior participants
and add new ones.

Note: If you choose to transfer last year’s data directly to the Web form, the data from
last year’s file for certain fields that need to be updated each year will not transfer to the
Web form. You will need to complete these data fields with information from your 2011
12 project year. In the general instructions, please see pages 7—8 for a list of fields that
should not change from year to year unless you have discovered that erroneous data had
been entered in the past. Note that identifying data (that is, SSN in field #4, last name in
#5, first name in #6, and data of birth in #8) for all but new participants must match the
data in your 2010—11 APR, even if you have discovered that last year’s data contained
errors or misspellings.

You will need to provide missing information and correct all errors before submitting.
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Download Section II — UB/UBMS Individual Record Structure for complete details.
The Transfer Data option is not available for new grantees.

Transfer Last Year's Data to the Web Form

The 2010-11 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 errars
priar to submitting.

Download docurment for complete details.

Transfer Data

Click the “Add New” button to enter the data for each participant directly into the form.

Enter new participant data directly into the on-line form.

Enter New Participant Data

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

Add News

. ]
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5.2.4 The “Continue” button

Whether you choose to upload, transfer, or enter data directly, you may save data without
submitting and come back to it later.

The system detects whether you have begun the data collection process and provides the
option to continue entering/updating participant date on-line. The “Continue” button
will not display until you have already uploaded, entered, or transferred data, exited the
system and logged back in.

After clicking on the “Getting Started” button on the main Section II page, you can
choose to continue with your data, or select one of the other options.

Section Il - Record Structure for Individual Participants

Getting Started

Section Il - The UB/UBMS anline application provides four options for starting the data submission process:

an Excel file of last year's submitted data; update the file and then upload directly to the Web farm.
an Excel/CEY file directly to the Wweb farm.
last year's data submission to the YWeb form and update and add recards online.
directly into the YWeb form.

Flease be adwsed that for secunty reasons, when downloading vour fife, we will not include vour participants' social security
numbers [SEN). Therefore, you showld provide your participants' S5Ns when uploading the fila, as this Is the prmany
idantifier used to match participant records across profect ears.

If you are unable to prepare an Excel {or C3W) file using your existing database, you have the option of transferring last
year's data directly into the WWeb farm or entering participant data directly into the Web form.

Continue Participant Data

QOwr records indicate that you started the participant data collection process. To continue warking on your participant data,
click the "Cantinue” buttan.

Continus

. ]
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5.3 Review Participant List and Data Error Report (table view)

If you selected the Continue, Upload, or Transfer option on the Getting Started page,
you will proceed to the Table View page shown below. This page lists the participants in
the file, the total number of participants in the file, any formatting or value errors, and
any data validation errors, and provides a printable report of those errors.

Note — student names have been removed from the screen shot below. Your screen will
include the names of your students.

Section Il - Record Structure for Individual Participants

Review Participant List and Data Error Report (Table View)

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

First Name Last Name SSN

Search Display all Students

The following table is a complete listing of your project's participant recaords that have been uploaded, transferred, entered into
this Weh application andfor added to the list. If this is the first time you have accessed this screen, we advise you to click here
to

SSM for all student records are blank.

Page |18 ¥ | of 18 Mext == =l
Table View - Total Number of Participants: 434

First Mame  SSH - e
159 x
181 P
160 x
162 P

. ]
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418
420
422
424
A28

Page |18 % | of 18 Mext == Add Participant

L3 N N R

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

Navigational Instructions and Data Error Information

You have the following options when editing the participant errors:

e |f you uploaded or transferred your file, you may obtain last year's data andfor edit your data offline and re-upload the data
file by returning to .

« To identify the participant records with errors, you will need to scroll through several Web pages (each page displays 25
records). Or you may click on the "printable version” hyperlink to print the entire repoart.

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

Wou 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 recard.

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

You may sort by Last Mame, Invalid WalueMalidation Error, Data “alidation Error, Soft Check “Walidation Error, or Record
Murmber by clicking on the column title hyperlinks.

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. ¥ou must correct all the data errors in (1) invalid data formatfvalues and (2) data validation errors before you will
be able to submit the AFPR.

e Aninvalid format/fvalue error message appears when the data field(s) for the participant record includes a waluel(s) other
than ane of the "™/alid Field Content” options provided in column 4 of Section Il To carrect these types of errars online, you
may click on the Last Mame hyperlink and then enter a valid option in the identified data fieldis).

e« A data validation error identifies data fields that are in conflict with data you provided in another data field. By clicking on
the Last Mame hyperlink, you will see an error rmessage that explains the error. ¥ou may then correct the data anline.

e A zoft check walidation error is similar to data walidation error, but the systerm does not require you to correct the error
before APR submission. Soft check error messages begin with the word "Message.”

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

The Table View page displays up to 25 records. To view additional students, click on the
Prev or Next links displayed above and below the table.

Records are sorted by data validation error. Click on another column heading to sort by
that column.

To view a participant’s record, click the Last Name hyperlink. This will direct you to the
Web form where you can enter information for the participant.

To delete a participant record, click the “#” image in the “Delete” column for the
participant.
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To add a participant record, click on the “Add Participant” button below the table. This
will direct you to the Web form where you can enter information for the participant. See
Section 5.4 of this document for further instructions about the participant data Web form.

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

The table view displays three types of errors:
° invalid data format/values;
° cross validation errors; and
o soft check validation errors.

You must correct all invalid data and cross validation errors before you can submit the
APR. The number in the "Error Description" column represents the field in error.

e An invalid format/value error occurs when a data field includes a value that is not
a valid response for the question. To correct this type of error online, click on the
Last Name hyperlink and select a valid option or enter text, if applicable, in the
identified data field.

e A cross validation error occurs when the value in one field conflicts with the
value in another field. Click on the Last Name hyperlink to see a message
explaining the error. This message will appear in red below the participant’s
SSN. You may then correct the data online.

o Soft check validation errors, which begin with the word “Message”, provide
important reminders, but do not require you to make any changes in your data.

If there are several participant records with errors, you may choose to correct the data
offline and to later upload the corrected file. To download the file, which will include
any updates you have saved, click on the “Download Participant Data” button under
the participant list. After editing the data offline, return to Section II — Getting
Started to upload the revised file. See Section 5.5 for instructions on uploading a
file.

If you are viewing the page for the first time, click on the See more navigational
instructions and information about data errors hyperlink at the top of the page. This
link will provide additional information about navigating the site. Click on the Back to
Top hyperlink to return to the top of the page and edit participant records.

5.4 Participant Data Form

To access the online participant data entry page, which displays data about each
individual student:

From the Section II - Getting Started page:
o Click on the “Add New” button; or
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° Transfer or upload data, or click on the “Continue” button; on the Section
III - Getting Started tab.

From the Table View page:
e  Click on the Last Name hyperlink for a participant.

For most data fields on the participant data form tabs, dropdown menus will display valid
field content. Clicking on the blue "information" icons that are found next to many fields
will produce a pop-up box displaying valid options and instructions from the data
structure as it appears on the TRIO Web pages. When you are finished with a box, you
must click on the "x" to make it disappear before you can pop up another one.

5.41 Personal Tab

Enter or update fields 1 through 15. Error descriptions and imported/transferred values
appear on the right, where applicable. Use the buttons at the bottom to “Save”, “Delete”,
“Reset”’, or go “Back to table view”. To move to the next student, click the “Save”
button before clicking the Next >> link or the “Back to table view” button.

You may enter or update the individual paticipant data in the web form below. If this is the first time you have accessed this screen, we advise you to click
here to . If you need to contact the Help Desk about an error message, please be ready
to provide the number found at the beginning of the message (for example, "Validation error #453").

The record number for this student record in the upload spreadsheet is 159.

Click on the "Back to Table View" button to return to the participant list.

Personal Participation A Participation B Participation C Postsecondary
Fields 1-15 Fields 1627 Fields 2837 Fields 3843 Fields 4452

ggrh:i:cipant Name: Eimer Besaisian Trir;slizned

1. PR/Award Number: PO47 AD70032
2. Batch Year: 2011
3. Program Type: 1 = Upward Bound hd
4. Social Security Mumber: @
9. Last Mame:
6. First Mame:
7. Middle Initial:
8. Date of Birth: [MM/DD/CCYY) @
9. Gender: Select One v | @
10. Ethnicity-Hispanic: Select One v
11. Race-American Indian/Alaskan Native: Select One v
12. Race--Asian: Select One v
13. Race-Black or African American: Select One v
14. Race-White: Select One v
18. Race-Native Hawaiian or Other Pacific Islander: Select One v

Sawve Delate Resat Badkto Table Wisw

Click "Save" before moving to another participant record.
StudentData |3 ¥| of 170
e}
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5.4.2 Participation A Tab

Enter or update fields 16 through 27. Error descriptions and imported/transferred values
appear on the right, where applicable. Use the buttons at the bottom to “Save”, “Delete”,
“Reset”’, or go “Back to Table View”. To move to the next student, click the “Save”
button before clicking the Next >> link or the “Back to table view” button.

You may enter or update the individual paticipant data in the web form below. If this is the first time you have accessed this screen, we advise you to click
here to . If you need to contact the Help Desk about an error message, please be ready
to provide the number found at the beginning of the message (for example, "Validation error #453").

The record number for this student record in the upload spreadsheet is 159.

Click on the "Back to Table View" button to return to the participant list.

Personal Participation A Participation B Participation C Postsecondary
Fields 1-15 Fields 1627 Fields 28-37 Fields 3843 Fields 4452

gg:i:cipant Name: ey Biagsatalan T[ir;SIL?Ed
16. LEP Status (Project Entry): Select One v | @
17. Eligibility: Select One v O
18. Academic Need: Select One v O
19, Target Schoal: &
20. UBMS Patticipant: Select One v @
21. Date of First Project Service: (MM/DDACCYY) @
22. Grade Level at First Service: Select One v O
23. Exp HS Grad Cohort Year: Select One v O
24, Participant Status: Select One v @
25, Participant Level: Select One v O
26. Level (start of AY 11-12): Select One hd
27, Level (start of AY 12-13): Select One v
Save Delete Reset Backto Table View

Click "Save" before moving to another participant record.
Student Data |3 ¥| of 170

5.4.3 Participation B Tab

Enter or update fields 28 through 37. Error descriptions and imported/transferred values
appear on the right, where applicable. Use the buttons at the bottom to “Save”, “Delete”,
“Reset”, or go “Back to table view”. To move to the next student, click the “Save”
button before clicking the Next >> link or the “Back to table view” button.
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You may enter or update the individual paticipant data in the web form below. If this is the first time you have accessed this screen, we advise you to click
here to . If you need to contact the Help Desk about an error message, please be ready
to provide the number found at the beginning of the message (for example, "Validation error #453").

The record number for this student record in the upload spreadsheet is 159.
Click on the "Back to Table View" button to return to the participant list.
Personal Participation A Participation B Participation C Postsecondary
Fields 1-15 Fields 1627 Fields 2837 Fields 3843 Fields 4452
Participant Name:
S5N:

Transfered

Eror Dezcription
wvalue

28. HS Curn GPA (at first senvice) 0

@

29. HE Cum GPA (Beg. of rep AY):

30. HE Cum GPA (End of rep AY): 0

31. HE Graduation Status (End of rep
A

32 Actual HS Graduation Date: (MMDDICCY Y o

33. Retention in Project (begin of AY 12-
131

34. State Assessment-RLA Select One v| @

Select One v O

Select One v O

35. State Assessment-Math: Select One | O
36. Last Service Date: (MM/DD/CCYY) @
37. Leave Reason: Select One v| O

Save | Delete | Reset | Badito Table View|
Click "Save" before moving to another participant record.
Student Data |3 ¥| of 170

5.4.4 Participation C Tab

Enter or update fields 38 through 43. Error descriptions and imported/transferred values
appear on the right, where applicable. Use the buttons at the bottom to “Save”, “Delete”,
“Reset”’, or go “Back to table view”. To move to the next student, click the “Save”
button before clicking the Next >> link or the “Back to table view” button.

Personal Participation A Participation B Participation C Postsecondary
Fields 1-15 Fields 1627 Fields 2837 Fields 3843 Fields 44 52

gg:i:cipant Name: ey Biagsatalan T[ir;SIL?Ed
38. Work Study Position: Select One v @
39. Employment: Select One v O
40. Cultural Activity: Select One A
41, Community Service: Select One hd
42. LEP Instruction: Select One v
43. Mathematics Instrtutr proj yr being reported (2011-12) Select One v O

Sawve | Delete Reset Backto Table View|

Click "Save" before moving to another paricipant record.
StudentData |3 ¥| of 170

5.4.5 Postsecondary Tab

Enter or update fields 44 through 52. Error descriptions and imported/transferred values
appear on the right, where applicable. Use the buttons at the bottom to “Save”, “Delete”,
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“Reset”, or g0 “Back to table view”. To move to the next student, click the “Save”
button before clicking the Next >> link or the “Back to table view” button.

You may enter or update the individual paticipant data in the web form below. If this is the first time you have accessed this screen, we advise you to click
here to . If you need to contact the Help Desk about an error message, please be ready
to provide the number found at the beginning of the message (for example, "Validation error #453").

The record number for this student record in the upload spreadsheet is 159.

Click on the "Back to Table View" button to return to the participant list.
Personal Participation A Participation B Participation C Postsecondary
Fields 1-15 Fields 16-27 Fields 2837 Fields 3843 Fields 44.52

ggr':I:CIpam Name: Errar Description

Transfemed
value

44, Source of Postsecondary

Education Info: Select One |0

45, First Enrallment Date: (MMDDICTYY) o
46. School Code for last o

attended inst.:

47, College Status at
beginning of AY (2012-13):
48. Undergrad Degree/
Certificate Completed:

49, Date of Undergrad Q
Degree: (MDDACCYY)

?g PSE enrall. obj. for 2011- Seloct One mil)

Select One +| O

Select One ~| Q@

51. PSE persistence-
denominator:

52, PSE persistence-
numeratar:

Select One ~| @

Select One | O

Save Delete Reset Backto Table \.new|
Click "Save" before moving to another participant record.
StudentData |3 V| of 170

5.4.6 Screen Navigation Instructions:

Screen Navigational Instructions:

The participant data has been divided into four sectionsftabs - Personal, Participation A, Participation B, Participation C and Postsecondary. The web form displays
the participant's narme and social security nurmber on the left side of the screen, below the tabs.

Ta navigate through the sections and view the data provided in each section, click on the Personal, Participation A, Participation B, Participation C, and
Postsecondary tabs.

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

Tao save changes, click on the "Save” button or click on another tab.

To delete a record, click on the "Delete" button.

To reset the data after you have already made changes, but have not saved, click on the "Reset” buttan.

Tao advance to another participant's record, click on the "Mext" or "Previous” link. You may also use the pull-down menu to select a record. Please note that
you must click on the "Save” button before advancing to the "Next" or "Previous” record.

Error Descriptions:

The web form provides three types of error descriptions for the individual: (1) invalid data formatfvalues; (2) data validation errars, and (3) soft check validation errar.
The invalid data formatévalue appear in the "Error Description” column. The data validation errors appear at the top of the screen in red. To correct these errors,
grantees should choose a valid value from the pull-down menu, enter data where applicable, or update their file offine. For further instructions on how to update your
file offline, click on the Back to Table View button, then select the "see more navigational instructions and information about the data errors” hyperlink.

The original value, if applicable, will be displayed in the "Transferred or Imported Yalue" column.

5.5 Unsuccessful upload of Excel file

If the system detects errors in your uploaded Excel file, it will display an error message
and instructions for correcting the error(s). Samples of typical errors are illustrated
below.
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5.5.1 Incorrect Number of Columns

Error!

There are errors in the file you attempted to upload. For this report year a valid upload file
should have 52 columns. The system detected the following column contains errors:

e PR
The file may have the following errors:
« Missing Column(s)
¢ Missing or Misspelling on Column Header(s)
« Missing Data in Column

To correct the error:

1. Open the spreadsheet you used for the upload.
2. Verify that you have the correct number of fields, they are named according to the

3. After the file has been corrected refurn .to Section Il and click "Getting Started" the
Upload process or click on the Go Back button below.

Go Badk

5.5.2 Error due to empty file

The following error occurred while trying to process your request.
Please fix the problem below by clicking the Go Back button at bottom.

Column headers cannot be blank.
Please check column headers and cell format in the upload file
and upload again.

Go Badk

5.6 Unsuccessful Upload of CSV Files

If the system detects errors in your uploaded CSV file, it will display an error message
and instructions for correcting the error(s). Samples of typical errors are shown below.

5.6.1 Incorrect Number of Columns

. ]
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Section Il - Record Structure for Individual Participants

Error!
The column names in the file you attempted to upload were either missing, misspelling, or
not in the correct order. See the error report below for detail(s). To correct the error (s):
1. Open the spreadsheet you used for the upload.
2. Verify that the column names are correct and in the sequence specified in Section
- Individual Record Structure.
3. After the file has been corrected return to Section Il and click "Getting Started" the
Upload process or click on the Go Back button below.
Error Report
Expected Column Name el NE”:T: e Error Fields
1 PR PR number Error
2 BatchAY BatchAY
3 Type Type
4 SSN SSN
5 LastNM LastNM
5] FirstNM FirstNM
7 MI MI
8 DOB DOB
9 GenderCD GenderCD
10  Ethnic Ethnic
11  Racel Race1
12 Race2 Race2
13 Race3 Race3
14 Race4d Race4
15 Raceb Race5
16 LEPEntry LEPEntry
17  EligibilityCD EligibilityCD
18 NeadCD1 NeedCD1
19 NCESSchID NCESSchID
20 UBMSPart UBMSPart
21 ProjEntryDT ProjEntryDT
22  EnterGradelV EnterGradelV
23 ExpHSGradCohort ExpHSGradCohort
24  PartCD PartCD
25 PartLV PartLV
26 StartGradelV StartGradelLV
27 EndGradelV EndGradelLV
28 CumGPAEnRtry CumGPAERtry
29 HSGPA1 HSGPA1
30 HSGPAZ2 HSGPAZ2
31 HsGRAD HsGRAD
32 HsgradDT HsgradDT
33 ProjRetain ProjRetain
34 HSProficientRLA HSProficientRLA
35 HSProficientMATH HSProficientMATH
36 LastSerDT LastSerDT
37 Reason Reason
38 WorkStd WorkStd
39 Employ Employ
40  CultAct CultAct
41  CmtySer CmtySer
42  LEPInstruct LEPInstruct
43 MathAcad MathAcad
44  SelfTranCD SelfTranCD
45  FirstEnrollDT PSECDFE Error
46 PSECDFE PSEGradelV Error
47 PSEGradelLV DegreeCD Error
48 DegreeCD DegreeDT Error
49 DegreeDT PSEEnrollObj Error
50 PSEEnrollObj PSEPersistDenom Error
51 PSEPersistDenom PSEPersistNum Error
52 PSEPersistNum Error
Go Badk
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5.6.2 Invalid PR Number

ion Il - Record Structure for Indivi

Error Occurred

The following error occurred while trying to process your request.
Please fix the problem below by clicking the Go Back button at bottom.

The PRNO in your upload file is P247A080149. This is an invalid
PRNO.
The PRNO for your institution should be P047A080149.
Please update the upload file and try again.

Go Bad:

5.6.3 Column Name Missing or Misspelled, or Column Out of Order

Section Il - Record Structure for Individual Participants

Error!

The column names in the file you attempted to upload were either missing, misspelling, or
not in the correct order. See the error report below for detail(s). To correct the error (s):

1. Open the spreadsheet you used for the upload.

2. Verify that the column names are correct and in the sequence specified in

3. After the file has been corrected return to Section Il and click "Getting Started" the

Upload process or click on the Go Back button below.
Error Report
Expected Column Name Calliw NT:?: m UiEet Error Fields

1 PR PR Error
2 BatchAY BatchAY
3 Type Type
4 SSN LastNM Error
5 LastNM FirstNM Error
6 FirstNM MI Error
7 Ml DOB Error
8 DOB GenderCD Error
9 GenderCD Ethnic Error
10  Ethnic Race1 Error
11  Racel Race2 Error
12 Race2 Race3 Error
13 Race3 Race4 Error
14 Raced Race5 Error
15 Raceb LEPEntry Error
16 LEPEntry EligibilityCD Error
17  EligibilityCD NeedCD1 Error
18 NeedCD1 NCESSchID Error
19 NCESSchID UBMSPart Error
20 UBMSPart ProjEntryDT Error

. ]
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ProjEntryDT
EnterGradelLV
ExpHSGradCohort
PartCD

PartLV
StartGradelLV
EndGradelV
CumGPAEnRtry
HSGPA1
HSGPA2
HsGRAD
HsgradDT
ProjRetain
HSProficientRLA
HSProficientMATH
LastSerDT
Reascn

WorkStd

Employ

CultAct

CmtySer
LEPInstruct
MathAcad
SelfTranCD
FirstEnrolDT
PSECDFE
PSEGradelLV
DegreeCD
DegreeDT
PSEEnrollObj
PSEPersistDenom
PSEPersistNum

EnterGradelLV
ExpHSGradCohort
PartCD

PartLV
StartGradelV
EndGradelV
CumGPAERtry
HSGPA1

HSGPA2
HsGRAD
HsgradDT
ProjRetain
HSProficientRLA
HSProficientMATH
LastSerDT
Reason

WorkStd

Employ

CultAct

CmtySer
LEPInstruct
MathAcad
SelfTranCD
PSECDFE
PSEGradelLV
DegreeCD
DegreeDT
PSEEnrollObj
PSEPersistDenom
PSEPersistNum

Go Badk

Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
Error
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5.6.4 Invalid Batch Year

Section Il - Record Structure for Individual Participants

Error Occurred M

The following error occurred while trying to process your request.
Please fix the problem below by clicking the Go Back button at bottom.

One or more records in your file contain an incorrect batch year.

The BatchAY for this reparting year should be 2011.
Please update the upload file and try again.

Go Back

5.7 Successful Transfer or Upload — Table View Page

After a successful upload of your participant data file, if there are no errors displayed on

the Table View page, proceed to “Review and Submit’.

Note — student names have been removed from the screen shot below. Your screen will

Use the search feature below to search for a participant by first narme, last narme and/or SSM. To return to the Tahle “iew with a
list of all students, click on the Display all Students button.

First HMame Last Name SSH

Search Display all Students

The following table is a complete listing of your project’s participant 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

SN for all student recards are hlank

=< Prev Page |1 ¥ |of2 —

Table View - Total Number of Participants: 48

First Name SSH = Ptz
FANLIM =) *
FARIMA, 25 *
TABITHA, 2 *
TAYLOR 44 *
D 0Tl 43 *
STEFPHEM 4 =
R AN 27 <
KEMMETH 45 =
KERMDRA 5 Y
LALRA, [ >
ASHLEY 38 =
DO PAN AN 17 *
LA 18 =
CHRISTORPHER 19 *
BRUTOMN i =
b L, a8 <
CHEYEMNMNE 21 >
CHRISTIE 35 *
kAN LIN 46 *
LARAMIE =] o
CHRISTORPHER 36 *
ROBERT 28 =
TAYLOR 10 <
JESSICA a1 =
MEGAM 39 *
<< Prev Page |1 ~|of2 Add Participant
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6 Section III: Review and Submit (Tier 1)

6.1 Review and Submit Main Page:
Access this page by clicking the “Review & Submit” tab on top.

This page describes the two-tier validation process. Read the description and click the
“Start Submission” button.

Review and Submit

Start Submission

The Review and Submit section will guide you thraugh the submission process. Your APR is not considered submitted until
you have completed the entire process that includes a two-tiered systern for evaluating the quality of the participant data.

The first tier data checks include the following:

« Funded Rate and Eligibility Status Table and Reports. The Funded/Served Rate report compares the number of
current year participant records on the data file with the nurmber of participants the grantee was approved to serve in
2011-12 and provides infarmation on the eligibility status of current participants. The table will provide the following
inforrmation:

a The number and percent of participants funded to serve and actually served.
a The total number and percent of participants whoa are first-generation and 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 andfor included records for all participants served in 2011-12.

If your two-thirds eligibility rate is below 66% , we recaommend you reviewr the eligibility status field ta ensure you
entered the correct status far each participant.

Wou will be given an opportunity to review the data and make the necessary changes to your data file if you did not
meet the program requirements listed above. Mote: If you determine that the data file is correct, you will be asked to
provide an explanation for the fow funded rate ondy. Mo explanation is needed for the eligibility rates.

=« Critical Fields report. Provides a percentage of participant records with "unknowndéno response” for 13 data fields that
we have determined are critical for analyzing project and program outcomes. Since "unknown/no response” do not
provide usable information for data analysis, we are asking you to review fields for which 10% or more of the records
hawe "unknownno response” and either correct {or update) the data or provide an explanation as to why the data are not
available.

. ]
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If your data file passes the first tier data checks, you may submit the APR. However, please note that your APR will not be
accepted until the participant data also passes the second tier data checks.

Adfter the initial submission of the APR, the second tier data checks compare the 2011-12 participant data with the participant
data subrnitted in prior years (that is, the UB systerm of records). If this is your first year of funding or you have not subrnitted
an acceptable participant data file in prior years, you are excluded from these data quality checks.

The second tier data checks include the following:

« New Participants Verification report. Compares the participants listed as "new" on the 2011-12 APR with those
listed as "new" on the 2010-11 APR. Those participants listed as "new” in both years are displayed. You must update
the student records accordingly or provide an explanation for the apparent conflict.

« Match to Prior report. Compares the participants on the 2011-12 APR with the UB system of recards for your project
to ensure that you have included all participants on the 2011-12 file where the expected high school graduation cohart
yvear (field #23) is 2005 or later. Those paricipants from the UB systemn of records not included on the 2011-12 file
whose graduation cohort year is 2008 or later are displayed on the screen. You must add all the student records on
this report to the 2011-12 file and update the data fields for these participants.

« Expected High School Graduation Cohort Year report. The Web application runs this report after you add and
update any student records required by the Match to Prior repont; those students then become part of the 2011-12 file.
This report compares the data provided in field #23 (graduation cohart year) of the 2011-12 file with the UB system of
recaords for your project. Those participants on the 2011-12 data file whose graduation cohort year (field #23) is different
from the UB system of records are displayed on the screen. You must use the functionality in the cohort year report to
change your data to match the UB systern of records for each participant's record on the report.

If your participant data file does not meet the Tier 2 criteria, you will be provided with reports and instructions for resubmission.
A one-week extension to revise and upload your data will be granted. It is important that you review your APR for accuracy.
You will not be allowed to access the APR once your report is submitted. You must contact the Departrment of Education for
any modifications. ¥ou will receive an e-mail message confirming the submission of your APR.

Click the "Start Subrmission” button to begin.

6.1.1 Review and Submit - Step 1: (With Errors)

If there are any sections of the APR that you have not completed, they will display with
an “X” on this page. You must complete any section marked with an “X” before you
continue.

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

Section| *
Section |l

An " indicates that the section has not been completed or has data error. You must complete the sections or fix the data error
in the sections marked with an "*" before continuing with the submission process. Click on the appropriate section tab at the top
or battomn of the screen to retumn to a section.

6.1.2 Review and Submit - Step 1: (no Errors)

When you submit with all sections of the APR complete, the following page will display.
Click on the “Continue” button.

. ]
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Review and Submit
Step 1

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

Section |
Section Il

[ =]

6.2 Review and Submit - Step 2

The Funded/Served Rate report includes a comparison on the number of current
participant records with the number of participants the grantee was approved to serve in
2011-12 but also to provide information on the eligibility status of current participants
(that is, participants who are first-generation and/or low-income). If your funded rate is
below 100%, you will be asked to review certain aspects of your data, as described on the
page below. An explanation is no longer necessary unless the grantee does not meet
100% funded.

6.2.1 Funded Rate and Eligibility Status Report (Outside Range)

If the percentage of students participating in the project is less than 100%, you may
correct a student’s status by clicking on his or her name, or submit an explanation in the
box provided.

Note — student names have been removed from the screen shot below. Your screen will
include the names of your students and will display 20 records at a time.

Review and Submit

Step 2 - Funded Rate and Eligibility Status Table and
Current Participants and Eligibility Status Report

2011-12 Funded Rate and Eligibility Table

The table below provides information on: {a) the number of participants funded to serve and served and (b) the percent of
participants served who were both low-income and first-generation.

The information provided in the section *Number of Participants Funded to Serve & Served” is based on serving at least as
many patticipants (i.e., 100% or more) as the project was funded to serve.

The information provided in the section *2/3 Eligibility Requirement: First-generation and low-income” is based on the
project meeting the two-thirds eligibility requirernent (i.e., B6% or greater). To determine whether your project rmet this
requirernent, the column: "Mumber first-generation and low-income” was divided by the column: "Mumber of Current Paricipants
Served.”

Flease 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 whom you provided information are correct.
Your "current participants” are coded in field #24 as a 1,2, 3, and 6. Only current participants coded 1 (low-incorme and first-
generation) in field #17 are reflected in the column "Mumber of first-generation and low-income. ™

Funded Rate and Eligibility Status Tahle

2/3 Eligibility Requirement: First-generation

Number of Participants Funded to Serve & Served 5
and low-income

Mumber Funded Murnber of Current Percent Mumber of first-generation and | 243 Eligibility
to Serve Farticipants Served Served lowe-incorme Percent
77 =i} 114% 78 89%

. ]
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2011-12 Current Participants and Eligibility Status Report
The report below provides a list of your new, continuing, reentry, and transfer participants who received project services (1,2, 3,
and B) along with the participant's eligibility status,

1. Your current participants are derived from field #24 and are coded as follows:
1 = Mew participant, for reporting period
2 = Continuing participant
3 = Reentry participant, previously served by project submitting report
B = Transfer participant in reporting year

2. The eligibility status codes are derived from field #17 and are:
1 = Low-Income and First-Generation
2 = Low-income only
3 = First-generation anly
4 = Other
0= Unknown

Please review the information carefully and

verify that the participant and eligibility status codes are correct

verify that all students reported as current participants (1, 2, 3, and B) were actually served during this reporting period
verify that you correctly updated the participant status field for all participants served in a previous reporting period.
provide an explanation if you did not meet the number of participants funded to serve.

Prev Page |l ¥ of§
Current Participants and Eligibility Status Reportfor 2011-12

Participant’s Name Participant Status Code Eligibility Status Code
1 2 = Continuing participant 3 = First-generation only
2 2 = Continuing participant 1 = Low-Income and First-Generation
3 2 = Continuing participant 1 = Low-Income and First-Generation
4 2 = Continuing participant 1 = Low-Income and First-Generation
5 2 = Continuing participant 1 = Low-Income and First-Generation

Fage 1 of 1
There are some circumstances in which a grantee may not have met the number of participants the project was funded to serve. In
these situations, you must provide an explanation for the discrepancy between the funded number and the number served. Type
your explanation in the text box below (limit 1,000 characters and spaces)

6.2.2 Funded Rate and Eligibility Status Report (Within Range)

If your data falls within the established range, no changes are necessary and you may
click the “Continue’ button to continue your submission.

Note — student names have been removed from the screen shot below. Your screen will
include the names of your students.

. ]
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Review and Submit

Step 2 - Funded Rate and Elig ity Status Table and
Current Participants and Eligibility Status Report

2011-12 Funded Rate and Eligibility Table

The table below provides inforrmation on: (&) the number of participants funded to serve and served and (b) the percent of
participants served who were both low-income and first-generation

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% or more) as the project was funded to serve.

The information provided in the section “2/3 Eligibility Reguirement: First-generation and low-income™ is based on the
project meeting the two-thirds eligibility requirement (i.e., BE% or greater). To determine whether your project met this
requirerment, the colurmn: "Number first-generation and low-income” was divided by the colurmn: "Mumber of Current Participants
Served.”

Flease review the information contained in the table below. If your project did not meet the requirerments 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 in fleld #24 as a 1, 2, 3, and 6. Only current participants coded 1 {low-income and first-
generation) in field #17 are reflected in the colurmn "Mumber of first-generation and low-income "

Funded Rate and Eligibility Status Table

2/3 Eligibility Requirement: First-generation

Number of Participants Funded to Serve & Served f
and low-income

Mumber Funded Mumber of Current Fercent Mumber of first-generation and 273 Eligibility
to Serve Farticipants Served Served lowe-income Fercent
N gg 114% g 89%

2011-12 Current Participants and Eligibility Status Report

The report below provides a list of your new, continuing, reentry, and transfer participants who received project services (1, 2, 3,
and B) along with the participant's eligibility status.

1. Your current participants are derived from field #24 and are coded as follows:
1 = Mew participant, for reporting period
2 = Continuing participant
3 = Reentry participant, previously served by project submitting report
& = Transfer participant in reporting year

2. The eligibility status codes are derived fram field #17 and are:
1 = Low-Incorme and First-Generation
2 = Lowe-incorme only
3 = First-generation only
4 = Other
0 = LUnknown

Please review the inforrmation carefully and

verify that the participant and eligibility status codes are correct.

verify that all students reparted as current participants (1, 2, 3, and B) were actually served during this reporting period.
verify that you correctly updated the paricipant status field for all participants served in a previous reporting period.
provide an explanation if you did not meet the number of partticipants funded to serve.

Prev Page |1 ™ |of5&
Current Participants and Eligibility Status Report for 2011-12
Participant’s Hame Participant Status Code Eligibility Status Code
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1 2 = Continuing participant 3 = First-generation anly

2 1 = Mew participant, for reporting period 1 = Low-Income and First-Generation
3 2 = Continuing participant 1 = Low-Income and First-Generation
4 2 = Continuing participant 1 = Low-Income and First-Generation
5 2 = Continuing participant 1 = Low-Income and First-Generation
5] 2 = Continuing participant 1 = Low-Income and First-Generation
7 1 = Mew participant, for reporting period 1 = Low-Income and First-Generation
8 2 = Continuing participant 1 = Low-Income and First-Generation
9 2 = Continuing participant 1 = Low-Income and First-Generation
10 2 = Continuing participant 1 = Low-Income and First-Generation
11 2 = Continuing participant 1 = Low-Income and First-Generation
12 1 = Mew participant, for reporting period 1 = Low-Income and First-Generation
13 2 = Continuing participant 1 = Low-Income and First-Generation
14 1 = Mew participant, for reporting period 2 = Low-income only

15 2 = Continuing participant 1 = Low-Income and First-Generation
16 2 = Continuing participant 1 = Low-Income and First-Generation
17 2 = Continuing participant 1 = Low-Income and First-Generation
18 2 = Continuing participant 1 = Low-Income and First-Generation
19 2 = Continuing participant 1 = Low-Income and First-Generation
20 1 = Mew participant, for reporting period 1 = Low-Income and First-Generation

Prev Page |1 ¥ of10
Cortirue

6.3 Critical Fields Verification Report - Step 3

The next step of the Tier 1 process is the Critical Fields Verification Report. This page
lists fields that TRIO considers critical for analyzing project and program outcomes. The
system calculates the percentage of these fields in your participant records with “/Neo
Response/Unknown”.

We ask that you review fields for which 10% or more of the records have “/No
Response/Unknown” and either correct/update the data or provide an explanation as to
why the data is not available.

To change a participant’s record so as to provide data on critical fields, click on the
Section II hyperlink. Once you have made the necessary changes, click on the Review
and Submit tab to resubmit your data. If you are unable to update all data, enter an
explanation in the text box.

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

TRIO has identified the following fields as critical. TRIO would like to ensure a minimal number of "No Response/Unknown”
entries. In most cases these are valid responses, however, high percentages of these responses are not desired. The table below
lists the critical fields and the number and percentage of participants with a Mo Response/Unknown' entry in that field.

Please provide data for these critical fields for as many participants as possible. If you have critical fields with a high percentage of
"Mo response/Unknown”, we recommend correcting the data offine and uploading the corrected file. You may return to
to update any fields with a "No ResponsedUnknown" entry.

For participants for whorm data was not available for these critical fields, provide an explanation in the text block at the end of this
report.

Note that grantees should have no unknowns for fields #21 and #22 (Date of First Project Service and Grade Level at
First Service).

You have 46 participant records.

Number with
Field Name MNo Response/Unknown Percent
8. Student DOB 0 records 0%
21. Date of First Project Service 0 records 0%
22, Grade Level at First Service 0 records 0%
23. Exp HS Grad Cohort Year 1 records 2%
24 Participant Status 0 records 0%
26. Lewel (start of AY 11-12) 2 records 4%
27, Lewel (start of AY 12-13) 2 records 4%
33 Retention in Project (begin of A% 12-13) 0 records 0%
36, Last Service Date 0 records 0%
44, First Enrollment Date 0 records 0%
a0. PSE enroll. obj. for 2011-12 41 records 89%
a1 PSE persistence--denominator 31 records B7 %
52 PSE persistence--numerator 0 records 0%

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

6.4 Review and Submit - Step 4:

This page lets you display a printable PDF version of your APR through the “Funded
Rate” and “Critical Fields” reports. Click on Display Report PDF to view Sections I and
II of the report. Print the file for your records. If your project presents issues needing
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resolution in the Tier 2 data checks, you will have an opportunity to obtain an updated
PDF at the end of Tier 2.

If you do not already have a final copy of your data, or have made changes to the data
since you uploaded it, click the “Download Data” button to create an Excel spreadsheet
of the data you entered in Section II. Save this file to your workstation. Click on the
“Continue” button.

Review and Submit
Step 4

Obtain a copy of the APR and Section Il data for your records.

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

Obtain Annual Performance Report FDF

Click an to display a printable version of section | of the APR in POF 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 2011-12

¥ou may obtain the participants you entered in Section Il - Individual Participant File for 2011-12 in an Excel file for your
records

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

Continue with the Review and Submit Process

6.4.1 Review and Submit - Step 5:

Click on the “Continue” button. The APR is not complete until the participant data
passes the second tier data checks. If the Tier 2 review finds errors in Section II of your
report, we will grant you a one-week extension to revise and upload that portion of the
APR only. Instructions will display after you submit. No other sections will be available
after submission.

Review and Submit
Step 5

Click on the "Submit” buttan to submit your APR. If you entered a confirrmation e-mail address in Section |, you will receive an
e-mail corfirming the submission of your APR.

Note: You will be required ta review the Tier 2 Match to Prior report, Expected High Schoal Graduation Cohort Year report, and

Mew Participant Verification Report. All ather sections will be unavailable for modification.

. ]
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6.5 Submission with Tier 2 Data Validation — Step 6

After initial submission of the APR, the Tier 2 validation process compares the 2011-12
participant data with the UB system of records. If this is your first year of funding, your
report is excluded from these data quality checks.

The second tier data checks include the Match to Prior, Expected High School
Graduation Cohort Year and New Participant reports.

Review and Submit APR Submitted (with Tier 2 errors):

If Tier 2 data validation identifies errors in Section II of your report, the Review and
Submit Tier 2 page will display identifying the APR submission date. Please note that if
you make any changes to the participant data file, the participant data error report and the
Tier 1 and Tier 2 data quality reports will be re-run. If there are additional data errors,
you must correct these prior to resubmitting the APR.

Click on the “Continue” button to review the Match to Prior Report, Expected High
School Graduation Cohort Year report, and the New Participants report and begin the
Tier 2 submission process.

6.6 Tier 2 Verification Reports

6.6.1 Match to Prior Report

The Match to Prior report compares participants on your 2011-12 APR with the UB
system of records for your project to ensure that you have included on the 2011-12 report
all participants for whom the Expected High School Graduation Cohort Year (field #23)
is 2008 or later. As noted in Gaby Watts’s letter regarding the APR (found at
http://www?2.ed.gov/programs/trioupbound/report.html), grantees must restore records
for any participants who may appear in this report.

How to restore student records to your 2011-12 APR file: To restore any participant
listed below to your 2011-12 APR file, click the box aligned with the student's name;
then click "Update 2011-12 file." To add at once all students listed on the page, click
"Check All on Current Page" before clicking the "Update" box. Once you have restored
records to your 2011-12 APR file, you should update the data fields for the student.

Note — student names have been removed from the screen shot below. Your screen will
include the names of your students.
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Match to Prior report

This report compares the participants on your 2011-12 APR with the UB system of records for your project to ensure that you
have included in your APR all participants for whom the Expected High School Graduation Cohort Year (field #23) is 2003 or later.
Those patticipants not included on your 2011-12 APR whose graduation cohort year is 2008 or later are displayed below.

Please restore the records in the Match to Prior (MTP) report to your 2011-12 APR. In 2011, Department staff members
worked extensively with grantees to resolve all cases of discrepancies in essential data (such as cohorts and membership of
participants in the file) between TRIO's system of records and grantees' 2009-10 APRs, resulting in 2009-10 and 2010-11 APRs
that are now considered correct and final in regard to such data. Thus, grantees must restore records for any participants who
may appear below in the 201112 Match to Prior report. With more than 75,000 UB and UEMS participants in the 2008-09
through 201112 cohorts, TRIO cannot accommodate correction of any errors that grantees might have made in earlier APRs.

Mismatches: Grantees sometimes find in the MTP report a student who they know is already in their 2011-12 APR. Often the
explanation is that an earlier year's record for a student does not match the 2011-12 record because the latter has a change in
S5M, date of birth, or spelling of first or last name. The Department asks grantees not to change identifying data for students
(hame, 55N, and date of birth) reported in the 2010-11 APR, even if the identifying data has errors. For the sake of the UB
system of records, it makes no difference if a student's record has misspellings or an inaccurate SSM as long as the record
remains the same from year to year. Please do not add back a student listed in the MTP report if you believe the result will be twa
records for one student; instead, change the identifying data for the student to match the data provided in your 2010-11 APR. If
this does not resolve the problem, please contact the helpdesk

How to restore student records to your 201112 APR file: To restore any participants listed below to your 2011-12 APR file,
click the box aligned with the student's name; then click "Update 2011-12 file." To add at one time all students listed on the page,
click "Check All an Current Page” before clicking the "Update” box. Once you have restored records to your 2011-12 APR file,
you should update the data fields for the student.

Prew Page |1 ¥ of3

Total participants in the UB system of records not listed in the 201112 submission: 48

# Participant Mame Expected HS Graduation Cohort Year Check All on Current Page |
1 201 O
2 2013 L]
3 2011 O
4 2012 L}
5 2011 O
B 2012 O
7 201 L]
8 2011 O
9 2013 .|
10 2011 L]
11 2013 O
12 2014 [
13 2012 L]
14 2011 L]
15 2014 [
16 2014 O
17 2013 O
158 2014 1
19 2013 O
20 2013 .|

Update 2011-12 file

Prev Page |1 ¥ |of3

To add the participants, click “Check all on current page” or click on the box for each
participant that you want to add to your file. Then click on “Update 2011-12 file." This
will return you to Section II and allow you to update the participant records. After
updating participant records, click on the “Return to Tier 2 Match to Prior report’
button.

. ]
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Tier2 - Submission Verification Reports

Match to Prior report

The web application runs this report which compares the participants on the 2011-12 APR with the UB system of records for your
project to ensure that you have included all participants on the 2011-12 file where the expected high school graduation cohart
year (field #23) is 2003 or later. Your 2011-12 data file has passed the MTP verifications.

Cooriti mue:

If you made corrections on the Match to Prior report, a confirmation message will
display. If all the participants’graduation cohort year (field #23) on your 2011-12 data
file matched the UB system of records, the following screen displays.

Tier2 - Submission Verification Reports

Expected High School Graduation Cohort Year report

The Web application runs this report after you add and update any student records required by the Match to Prior report; those
students then becarne part of the 2011-12 file. This report compares the data provided in field #23 (graduation cohart year) of the
2011-12 file with the UB system of records for your project. All participants' graduation cohort year data (field #23) on your 2011-
12 data file match the UB system of records.

Coriti nue

Click on “Continue’ to proceed. If there are discrepancies, you will proceed to the
Expected High School Graduation Cohort Year report, Otherwise, you will proceed to the
New Participant Verification report.

6.6.2 Expected High School Graduation Cohort Year report

After adding and updating any student records required on the Match to Prior report,
grantees may see the Expected High School Graduation Cohort Year report which
compares data on cohort years (field #23) in your 2011-12 APR with data in the UB
system of records. If your data for certain students differs from that of our system of
records, the affected participants and the two different cohorts for each will appear on the
screen. As noted in Gaby Watts’s letter regarding the APR (found at
http://www2.ed.gov/programs/trioupbound/report.html), under almost all circumstances
grantees must accept the UB system of records’ cohort year for each student listed in the
report.

To correct field #23 for a participant to match the UB system of records, click on the
individual checkbox. To correct the data in this field for ALL participants listed on the
current page, click on the "Check All on Current Page" button, then click on the
"Update HS Graduation Cohort Year on 2011-12 file" button at the bottom of the page.
For multiple pages of participants, you must do this on each page. The system will
automatically update these participant records to match the system of records.
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Note — student names have been removed from the screen shot below. Your screen will
include the names of your students.

Expected High School Graduation Cohort Year report

After adding and updating any student records required an the Match to Prior Report, grantees will see the Expected High School
Graduation Cohart Year Report, which compares data on cohort years (field #3) in your 2011-12 APR with data in the UB
system of records. If your data for certain students differs fror that of our system of records, the affected participants and the
two different cohorts for each will appear below.

For your 2011-12 APR, please accept the cohortis) in the column, "UB System of Records’ Expected HS Graduation
Cohort Year.” In 2011, Department staff members worked extensively with grantees to resolve all cases of discrepancies in
essential data (such as cohorts and membership of participants in the file) between TRIO's syster of records and grantees’
2009-10 APRs, resulting in 2009-10 and 2010-11 APRs that are now considered corect and final in regard to such data
Therefare, with more than 75,000 UB and UBMS participants in the 2008-09 through 2011-12 cohorts, the Department is not
considering any additional changes to cohorts in the UB systemn of records

Mismatches: Check your records carefully for the student(s) below—particularly the first and last names, SSM, and date of birth
you provided in each year the student appeared on your file. Remember that, if you have changed the student's identifying data
(name, SSN, and date of birth) in this year or an earlier APR, the UB system of records may not match to the correct record for
the student; you may therefore be prompted to accept an incorrect cohort year. The Department asks grantees not to change
identifying data for students (name, SSN, and date of birth) repored in your 2010-11 APR, even if the older identifying data has
errars. For the sake of the UB system of records, it makes no diffierence if a student's record has misspellings or an inaccurate
55N as long as the record remains the same from year to year. If you suspect that you are being prompted to accept an
incorrect cohort because of a matching problem, please change the identifying data in the 2011-12 APR to match the data you
provided in your 2010-11 APR. If this does not resolve the problem, please contact the helpdesk.

How to accept cohorts from the UB system of records: To change your 2011-12 APR's cohort for the participant(s) listed
below, click the box aligned with the student's name; then click "Update HS Graduation Cohaort Year on 2011-12 file." To add at
once all students listed on the page, click "Check All an 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 UB system of records.

Page 1 of 1
Total students on the 201112 data file whose Graduation Cohort Year is different from that in the
UB system of records: 1

UB System of Records' Expected HS

# Paﬁlacrlnp:m Expacted HS Graduation Graduation Cohort Year Ehedd All on Current Page
Cohort Year in11-12 APR
1 2010 20m O
Update HS Graduation Cohart vear on 2014-12 file |
Page 1 of 1

After completing the cohort year report, you will proceed to the New Participant
Verification Report.

6.6.3 Tier 2 - New Participant Verification Report

This report compares participants listed as “new” on your APR with those listed as “new”
on the prior year’s APR. A participant should not be classified as “new” in two
consecutive reporting cycles. If a participant was new last year, and is listed as new
again this year, you must update the participant status code for that individual for the
current reporting year.
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If the system detects errors, the screen shows participants listed as “new” in the current
and prior reporting year. The most likely reason for this is that you did not update the
participant status code for the current reporting year. You must update the records or
provide an explanation before continuing with the APR submission process.

Correct the participant’s status by clicking on his/her name to return to the Section I1
Web form. Update the participant status to a “continuing” or “prior-year” participant
status, or submit an explanation in the box provided.

New Participant Verification Report - (with errors)

To correct a participant record, click on the student name hyperlink to return to Section
II. Here you can change the participant status code (field 24) to "continuing" or "prior-
year". Save each record and click “Back to New Student” to return to the Tier 2 report.
In those rare cases in which you believe the prior year’s data was incorrect and the
current year’s data is correct, you must provide an explanation. Type the explanation in
the text box at the bottom of the screen. Click on the “Submit Explanation and
Continue” button to proceed.

Note — student names have been removed from the screen shot below. Your screen will
include the names of your students.

Tier2 - Submission Verification Reports

New Participant Verification Report

This report compares the participants listed as "new" on the 2011-12 APR with those participants listed as "new" on the 2010-11
APR. A participant cannat be classified as "new" during two consecutive reporting cycles. If you reported a patticipant as "new"
on the 2010-11 file (that is, coded the student as "1" in the Participant Status field of the 2010-11 APR), that individual's
participation status must be updated for the current reporting year.

The table below shows the participants listed as "new” for 2010-11 who are also coded as "new” for 2011-12.

To update the participant record, click the link on the paticipant's name to return to Section Il where you can update the
participant's status to a "continuing” or "prior-year" participant status. Save each record and click "Back to New Student” to
return to the Tier 2 report. In those rare cases in which you believe the prior year's data was incorrect and the current year's data
is correct, you must provide an explanation. Type the explanation in the text box at the button of the screen. Click on the "Submit
Explanation and Continue" button to proceed.

Page 1 of 1
Total number of participants reported as new hoth this year and last year: 1
# Participant's Hame Participant Code Matched on
1 1=New Participant Mame/DOB
Page 1 of 1
xplanation and Continue
I ——
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Click on the “Submit Explanation and Continue” button. Your explanation will
be acknowledged at the head of the next report:

Tier2 - Submission Verification Reports

Your duplicate new participant report explanation has been saved and will be reviewed by TRIO.

Tier 2 - New Participant Verification Report - (no errors)

If your file passes the New Participant review, you will see a screen similar to the one
below. Click on the “Continue’ button.

Tier2 - Submission Verification Reports

New Participant Verification Report

This report compares the participants listed a5 "new” on the 2011-12 APR with those participants listed as "new” on the 2010-11
APR. A participant cannat be classified as a "new” during two consecutive reporting cycles. If you reported a participant as
"nesy” on the 2011-12 file, or coded them as "1" ar 7" in the Participant Status field of the 2010-11 APR, that individual's
participation status rust be updated for the current reporting year.

The "Mew Participant Report” was not displayed, since none of the "new” participants listed on your 2011-12 APR were also
listed as "new" participants on your 2010-11 APR. Please continue to the next step.

Click on the “Continue” button to proceed with the APR submission. The Funded Rate
and Critical Fields reports from Tier 1 will be run against any changes made in Tier 2.
These reports are explained in more detail in Sections 6.2 and 6.3.

6.7 Review and Submit — APR Submitted

Once you have successfully made the changes required for Tier 2 validation the
following screen displays acknowledging your APR submission is complete:

. ]
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Review and Submit
Tier 2

APR Successfully Submitted!

Your participant 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 provided you submit wia fax a signed copy of Section | of the
APR.

Obtain Signature Page in PDF Format

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

Flease fax the signed copy of Section | of the APR to the following fax number; (703) 832-1360. Once your Fax for Section 1 has
been received and processed, you will receive a confirmation email fram us.

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

Obtain Annual Performance Report PDF

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

Generate PDF

Generate Excel file for Section Il - Individual Participant Data for 201112
Click the "Download Data® button to obtain an Excel file of the individual participants records (Section |l of the APR).

Devwnload Data

Once your APR has been successfully submitted, no additional revisions are needed. If
you provided an email address in Section I, a confirmation email will be sent.

To generate a print copy of the APR, including the Section I signature page, click on the
“Generate PDF” button. The APR will display as a PDF. Print the first page, collect the
required signatures and send the fax. (This PDF will provide information and reports
updated from the PDF available at the end of Tier 1, which included only the Funded
Rate and Critical Fields reports.)

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 or click on the printer image.

To download an Excel version of the 2011-12 data file, click on the “Download Data”
button. A blue hyperlink file (e.g. PO47AYYXXS9 2011-12 final.xls) will appear on the

screen.

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

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

Click on the “Log Out” button to end the session and return to the UB/UBMS/VUB main
page. No further revisions to your file can be made.

UB/UBMS APR Website User Guide 47 Computer Business Methods, Inc.
October 2012



