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The 2004-2005 ISIR Analysis Tool

Web Application – Phase 1
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   EX   Training

Session Objectives

1. Demonstrate how to navigate the ISIR Analysis Tool Web Application.


2. Upload and extract flat ASCII files into the ISIR Analysis Tool.


3. Create and upload User-Specified Fields. 


4. Review and learn helpful hints on navigating the Tool.

Navigating the ISIR Analysis Tool

Purpose:  The purpose of this exercise is to show the user how to access and navigate the ISIR Analysis Tool.  The step – by – step instructions provide a walk-through of each of the functions.

Instructor Demonstration

	Step
	Action

	1
	For the 2004-05-award year, users will access the ISIR Analysis Tool via the web.  To have access to the ISIR Analysis Tool, a user first must enroll for FAA Access to CPS On-line.  Most schools already have financial aid staff enrolled to use FAA Access to CPS On-line.  Staff who are responsible for using the ISIR Analysis Tool must ensure that they are enrolled and have been assigned access to use the ISIR Analysis Tool within FAA Access to CPS On-line. For more information, you can access the link on the QA Website:  http://www.ifap.ed.gov/qadocs/Sampling/RevisedInstructionsforFAAAccess.doc. 

	2
	Once you are enrolled and receive your PIN, you can access the site.  Go to start, select programs and select either Internet Explorer or Netscape.

	3
	Enter the following address: (http://www.fafsa.ed.gov/faa/faa.htm).

	4
	You are now on the FAA Access to CPS online page.  From this page, click the Next button.

	[image: image1.png]


5
	You now need to confirm your identity.  Enter your Social Security Number. Enter the first two letters of your last name.

	6
	Enter your date of birth in the proper format:  “mmddyyyy”

	7
	Enter your PIN.

	8
	Click the Submit button.
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FAA Access to CPS Online

Confirming Your Identity

We need some personal information and the PIN we mailed to you. You must provide this information to access U.S. Department of
Education information through the Intemet. Please answer the following guestions and select Submit

Since your PIN can be used to retrive personal information about your students, you must not share or discloss the PIN to others. By
using your PIN, you agree that it has not been compromised - no one besides you knows it Ifyou think your PIN has been
compromised, you should change it atthe U.S. Department of Education's PIN Registration Web site using the option "Change PIN".

Whatis your social security number?
Please enter this number without the dashes. For example, 123456789, If a foreign school’s FAA, please
enter your pseuda SSN starting with the letter '

What are the first two (2) letiers of your last name? —

Whatis your date of birth? —

Please enter this date in "mmddyyyy” format. For example, 08171975 for August 17, 1975

Whatis your PIN? [
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	Step
	Action

	9
	You should now be on the Welcome to the FAA Main Menu page.  From here, scroll down to the bottom (the second to the last bullet) and select ISIR Analysis Tool.

	10
	You should now be on the Destination/Federal School Code Entry Screen. From here, you need to enter your Destination Code (this code begins with a TG).

	11
	Next enter your 6 digit Federal School Code.

	12
	For the school year, you will select 2004-2005.

	13
	Click the Next button.   WELCOME TO THE ISIR ANALYSIS TOOL.


[image: image4.png]rosoft Intemet Explorer provided by Comca... M1 E3

=)

Piint

« .+ 0O a4 @ @ @ oA

Adtess [ €] htps:/testfotw.ed gov BB FOTWWebépp/FashcosssServitsessiorid=00000GZWAVEWHWLVIUDEY =] @ Go || Links (@) Dictonaty )
o T
Ifyouwantto receive a st of students for your school whose applications are on hold pending receipt o signature(s), you may
defermine how ofen you wauld like fareceive he signature hold i
= Application/Correction Entry
Enier 2 studenf's FAFS, Renewal FAFSA, FAFSA Corrections or Verifation Worksheet on the Web form and submittta the
CPS for processing
= FAFSA Application
= Renewal FAFSA
= FAFSA Corrections
= Verification Worksheet
= Restore a Saved Application
Restore a patally completed and saved FAFSA, Renewal FAFSA or FAFSA Corrections on the We form and subrmit tto the
CPSfor processing
= FAFSA Application
= Renewal FAFSA
= FAFSA Corections
= ISR Request
RequestISIR data
= ISIR Analysis Tool
Analyze FAFSA informaion reporied on the 1SIR. Data is used fo determine what impact changes to studentreporied
information had an EFC and Pell eligibily
= Return of Tile IV Funds.
Calculate and manage the refum ofTil ¥ funds. Data is colected, and the Return of Tille IV Funds is caleulated according to
ED's Siudent Assistance General Pravisions.

7
9 Reed hetp with tis page?
?

€] favasciipt Selectpton(s) [ &) [ Intemet

Bson]| (@ 51 @ © B [ K ||[EAn vt Mom 7| Bl WeBEX T, | (B GO BEIBE) AT 50an




[image: image5.png]ion/Federal School Code Entry - FAA Access to CPS Online - U.S. Department of Education - Microsoft Internet Explo.

MEIE

°0®

We Holp Put America Through School

FAA Access to CPS Online

Destination/Federal School Code Entry

We need you to provide us with your Destination Code, Federal School Code, and school year. Afer you have entered your
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‘The 2004-2005 School Year (July 1, 2004 - June 30th, 2005) 2004-2005

:
9 heed hetp with tis page? [« rrevious Tnexc ) TR
S?

T

E10one [

(8 [@ Intemet

Bison]| @ S @ © B & K ||[Eoevtmationrrodor| By WeBE snng.. | B GO BEIBE RoT 55





[image: image6.png]osoft Internet Explorer prov.

MEIE

-
Back

-

Foryerd]

@

Stop

at

Hame.

Ga

Favortes

Q @ B

Seach Histoy  Sze

=)

Piint

s |

Adtess [ €] htps:/testfotw.ed gov BB FOTWWebépp/FashcosssServitsessiorid=00000GZWAVEWHWLVIUDEY =] @ Go || Links (@) Dictonaty )

FSA

~

@@

Home  Help  FAGs

@

We Help Put America Through Sch]

F5A logo: e Help Put Ameics Thiough School

Welcome to ISIR Analysis Tool

‘This application is designed for any school that wants to review and anahze its ISIR data and
better understand certain characteristics about ts Title IV applicant population and verification —
either Federally selectsd or defined by the insitution

Using the ISIR Analysis Tool does not necessarily mean, however, that your school is in the

Quality Assurance (QA) Program or exempt from federal verification requirements. To have these

benefits you must have  signed OA Amendment to your Title v Program Partiipation
Agreement (PP).

Before You Start Using ISIR Analysis Tool
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· Remember, you need to be enrolled in FAA Access to CPS Online in order to use the ISIR Analysis Tool.
· You need to have your PIN, your Destination Code, and your six-digit federal school code in order to access the site.
· Because schools may use different Browsers, you may receive a series of acknowledgement boxes when you first log into FAA Access to CPS Online.  Because these boxes are specific to certain Browsers (such as Netscape or Explorer), you can simply read each box and continue with the action following the instructions in the box.  You may receive similar boxes when you exit the Tool.  
HELPFUL HINT: GENERAL NAVIGATION

· When you are in the ISIR Analysis Tool Application, do not use the BACK button on your Browser Menu Bar to move to the next or previous screens.  The Browser back button does not work consistently in all functions of the ISIR Analysis Tool.
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        Instead, use the ISIR Analysis Tool Command Buttons at the bottom of the ISIR Analysis Screen.
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The top navigational buttons – The [image: image9.png]


 button


	Step
	Action

	14
	From the menu at the Top of your screen, you will notice three buttons.  The first is the [image: image10.png]


 button. This is the homepage for the ISIR Analysis Tool.  This will be the page that comes up when you first enter the ISIR Analysis Tool.  Since you have just entered the Tool, scroll down to the middle of the screen.  You will see three columns.  In the Before You Start Column, select What is the ISIR Analysis Tool.  A pop-up Help box will appear that provides information about the ISIR Analysis Tool.  Review the information.  When you are finished, close the Help Box by selecting the [image: image11.png]Close Help



 button at the bottom of the box.  

	15
	In the Before You Start Column, select School Verification Flag.  Review the information.  When you are finished, close the Help Box by selecting the [image: image12.png]Close Help



 button at the bottom of the box.  

	16
	In the Before You Start Column, select Other Fields.  Review the information.  When you are finished, close the Help Box by selecting the [image: image13.png]Close Help



 button at the bottom of the box.  

	17
	In the Using The ISIR Analysis Tool Column, select Current Status.  Review the information.  When you are finished, close the Help Box by selecting the [image: image14.png]Close Help



 button at the bottom of the box.  

	18
	In the Using The ISIR Analysis Tool Column, select From SSN Files.  Review the information.  When you are finished, close the Help Box by selecting the [image: image15.png]Close Help



 button at the bottom of the box.  

	19
	In the Using The ISIR Analysis Tool Column, select Using Random Samples.  Review the information.  When you are finished, close the Help Box by selecting the [image: image16.png]Close Help



 button at the bottom of the box.  

	20
	In the Using The ISIR Analysis Tool Column, select Auto - Load Feature.  Review the information.  When you are finished, close the Help Box by selecting the [image: image17.png]Close Help



 button at the bottom of the box.  

	21
	In the Using The ISIR Analysis Tool Column, select Deleting a Record.  Review the information.  When you are finished, close the Help Box by selecting the [image: image18.png]Close Help



 button at the bottom of the box.  

	22
	In the Using The ISIR Analysis Tool Column, select Find an Existing Record.  Review the information.  When you are finished, close the Help Box by selecting the [image: image19.png]Close Help



 button at the bottom of the box.  

	23
	In the Using The ISIR Analysis Tool Column, select Updating Record Information.  Review the information.  When you are finished, close the Help Box by selecting the [image: image20.png]Close Help



 button at the bottom of the box.  

	24
	In the Using The ISIR Analysis Tool Column, select How Records Are Validated.  Review the information.  When you are finished, close the Help Box by selecting the [image: image21.png]Close Help



 button at the bottom of the box.  

	25
	In the Follow up Column, select How Records Are Exported.  Review the information.  When you are finished, close the Help Box by selecting the [image: image22.png]Close Help



 button at the bottom of the box.  

	26
	In the Follow up Column, select Specific Types of Reports.  Review the information.  When you are finished, close the Help Box by selecting the [image: image23.png]Close Help



 button at the bottom of the box.  


· The [image: image24.png]


 Navigational Button.  You can click on this button throughout each part of the Tool, to return to the Home Page.

· The REVIEWING USING RANDOM SAMPLE INFORMATION contained in the Using the ISIR Analysis Tool Column, pertains to pulling a random sample of records from the ISIR Data mart.  This has nothing to do with the Random Sample you pulled in 2004-05 for analyzing your Verification efforts.

The top navigational buttons -The [image: image25.png]


 button and [image: image26.png]FAQS



 button
	Step
	Action

	27
	From the menu at the top of your screen, click the [image: image27.png]


 button. A Pop-Up Box appears with all of the help topics available.  You will notice that the topics are identical to menu items located on the home page button.

	28
	Close the Help Box by selecting the [image: image28.png]Close Help



 button at the bottom of the box.  

	29
	From the menu at the top of your screen, click the [image: image29.png]FAQS



 button.

	30
	Review the common questions and answers.  These questions and answers will be updated as important issues arise.

	31
	Close the Help Box by selecting the [image: image30.png]Close Help



 button at the bottom of the box.  


· You will notice that the help button contains all of the help topics related to the Tool.  Since there are many places throughout the Tool that you may need help, you can access the help topics from many places throughout the Tool.
· The FAQs button contains common questions and answers related to using the ISIR Analysis Tool.
The Main Navigational Buttons

	Step
	Action

	32
	From the menu on the left-hand side of your screen, select Data Request.  Here, you can request your ISIR data from the ISIR data mart or you can upload your User Defined Data.  Detailed instructions for performing these tasks will be provided later in this session.

	33
	At the bottom of the page, click 

Here you will find Help Topics related to this page.  This feature is available throughout every page of the site.

Close the Help Box by selecting the [image: image31.png]Close Help



 button at the bottom of the box.  

	34
	From the menu on the left-hand side of your screen, select User-Specified Fields.  Click the drop-down arrow in the box.  Here, you can view, add, or delete fields in the ISIR Analysis Tool.  Detailed Instructions for performing these tasks will be provided later in this session.

	35
	From the menu on left-hand side of your screen, select Current Status.  Here, you will find how many records (Initial, Paid On, Initial and Paid On) are in the ISIR Analysis Tool Database.  Remember, you may have  just initial records (with no paid on transactions) or paid on records (with no initial transactions) or you may have initial and paid on records (with both initial and paid on transactions).  You can also determine if Data Validation has been peformed for the records in the database.

	36
	At the bottom of the page, click the [image: image32.png]Return



 button.  As you can see, this brings you back to the Home page.

	37
	From the menu on the left-hand side of your screen, select Student Listing.  Here, you have different options available to view the records in your database.  Click the drop-down arrow in the box. Note that you can View, Update, or Delete Records in your database. 

	38
	From the drop-down arrow box,  select View Only,  Click [image: image33.png]Next )|



 (if you have uploaded and extracted your records, you would be able to view all records in your database). At the bottom of the screen, click the [image: image34.png]4 Previous



  command button.  


Continued on next page….

The Main Navigational Buttons, continued
	39
	From the drop-down arrow box, select Update Records, click [image: image35.png]Next )|



 (if you had records in your database, you would be able to update the Verification Flag, or user-specified fields for records in your database.  Note that you can click on an individual student record and make a change, or you can use the buttons at the bottom to either Select all or Deselect All.  Remember to use the Save button to save any changed information).   At the bottom of the screen, click the [image: image36.png]4 Previous



  command button.  

	40
	From the drop-down arrow box, select Delete Records, click [image: image37.png]Next )|



 (if you had records in your database you could delete the Verification Flag, or user-specified fields for records in your database.  Note that you can click on an individual student record to delete, or you can use the buttons at the bottom to either Select all or Deselect All.  Remember, to use the Delete button to delete any marked records).   At the bottom of the screen, click the [image: image38.png]4 Previous



  command button.  

	41
	From the menu on the left-hand side of your screen, if you select Export, and if you had records in your database, you could Export the Full SSN List to your SAIG Mailbox.  For purposes of this demonstration, we will not be exporting any records.  However, this function is available to you should you have a need to export your records.

	42
	From the menu on the left-hand side of your screen, if you select Data Validation and had initial and paid on ISIR records in your database, you could run Data Validation for all records in your database.  Data Validation should not be performed until both initial and paid on records have been uploaded.   Data Validation finalizes your student records for generating reports. The system will alert you how many records will be deleted before you select the Next button.  For purpose of this demonstration, we will not perform Data Validation.   

	43
	From the menu on the left-hand side of your screen, you will notice the Analysis of Data button.  This function is currently not available.  


· The Data Request menu allows you to request your ISIR data from the ISIR data mart. The User-Defined Data option for the Data Request process allows you to add values for user-specified fields you’ve defined in your User-Specified Fields setup. You can define up to 15 user-defined fields in setup. Examples might include the verification tracking flag, SAP, or program of study. You can add values to your student records by importing a flat file of data using the data request menu option or via manually at the student record level.
· The User-Specified Fields menu allows you to view, add or delete a user-specified field. You can create up to 15 user-specified fields to track data specific to your school’s needs. Field types that can be created are Date format, Numeric format, String (text) format, or Yes/No format. For example, you might find it helpful to track student athletes, SAP, program of study, or other data specific to your school.
· The Current Status menu provides an update on how many initial and paid on records are in your database and whether or not data validation has been performed.

· The Student Listing menu is also where a school can view user- specified fields in a student’s record. One can view, update, or delete records in the database. 

· The Export menu, allows you to Export the Full SSN List to your SAIG Mailbox.
· Data Validation menu, makes sure you have one initial and one paid on transaction for each ISIR Record. Validation must be performed before you can run reports.
· The Analysis of Data menu, is the analytical component of the Tool and is not yet available.  Phase 2 of the ISIR Analysis Tool will be released during the fall of 2004 to add reporting and analysis functionality.

Other Functions

	Step
	Action

	44
	Scroll down to the bottom of the screen and select [image: image39.png]


. A pop-up box appears that says, “You are about to Exit FAA Access online. Are You Sure You Want to Exit?”  Select Cancel. Note:  If you were to select “OK” you would be taken to the FSA Schools Portal and would have to log into FAA Access to CPS Online in order to return to the ISIR Analysis Tool.

	45
	Scroll down to the bottom of the screen and select [image: image40.png]RETURN TO FAA MENU



. A pop-up box appears that says, “You are about to Return to the FAA Menu. Are You Sure You Want to Return?”  Select Cancel. Note:  If you were to select “OK” you would be taken to the FAA Main Menu and would have to click on the ISIR Analysis Tool and confirm your Destination/Federal School Code Entry information before you could return to the ISIR Analysis Tool.

	46
	Scroll down to the bottom of the screen and select [image: image41.png]


. A pop-up box appears that says, “You are about to Exit FAA Access Online. Are You Sure You Want to Exit?”  Select Cancel. Note:  If you were to select “OK” you would be taken out of the ISIR Analysis Tool and the FAA Main Menu and would have to log in again.  You should only use the [image: image42.png]


 button when you are finished with the Tool.


Final Navigational Thought:  

The ISIR Analysis Tool is very user friendly.  No matter where you are in the Tool, you can click 
to receive help topics related to that page.

Further, you can click the [image: image43.png]


 button on the top of your screen to get a listing of all help topics available.

Help is never more than a “click” away.  

For questions about using the ISIR Analysis Tool, you can also contact CPS/SAIG Technical Support at 1-800-330-5947/TTY 1-800-511-5806 or via e-mail at CPSSAIG@pearson.com.  CPS/SAIG Technical Support representatives are available to assist you between 7 a.m. and 7 p.m.CST, Monday through Friday, excluding holidays.
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Purpose: Learn how to use the Data Request, Data Validation and Current Status Menu functions of the Tool. 

In this section, we will:

· Upload the flat file and extract the ISIR records from the data mart using the ISIR Analysis Tool.  


· Demonstrate how to upload FLAT ASCII files WITH and Without TRANSACTIONS.


· Load four different types of flat ASCII files. A file with 1) both transactions, 2) initial transactions ONLY, 3) paid on transactions ONLY, and 4) a file with NO Transactions.


· Validate the ISIR Records.


· View the Current Status Menu.

	
[image: image45.png]Data Request
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Instructor Demonstration

	Step
	Action

	47
	From the menu on the left-hand side of your screen, select Data Request.  Here, you can request your ISIR data from the ISIR data mart or you can upload your User Defined Data.  

	48
	In the box “What type of data are you requesting?” Click on the down arrow and select ISIR Data and Click  [image: image46.png]Next )|



.
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The ISIR Analysis Tool allows you to request:

· ISIR Data: This allows you to upload your Flat ASCII File that contains the SSN, first two letters of the last name and transaction numbers for those students you want ISIR data.

· User-Defined Data: If you choose, this allows you to upload your Flat ASCII File that contains the SSN, first two letters of the last name and user defined data that you will want posted to a student ISIR record. 

	 Step
	Action

	49
	In the box “Which option would you like to select?” Click the down arrow and select Build/Rebuild. Click [image: image48.png]Next )|
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· Build/Rebuild:  Used on first creation of data or overlays existing records, clearing and reloading all records.

· Append: Adds to the existing records stored currently in the ISIR Analysis Tool database. An example of this is if you uploaded your FLAT ASCII file that contains just an initial ISIR transaction, you use Append to upload your FLAT ASCII file of the paid on transaction.

· Clear: Removes all existing records currently in the ISIR Analysis Tool database.

· Auto-Load Initial: This is a feature you will not use until 2005-2006. This will add the initial transactions to all records in the ISIR Analysis Tool database that have a paid on transaction but do not have an initial transaction.
Auto-Load Paid-On: This is a feature you will not use until 2005-2006. This will add the paid on transactions to all records in the ISIR Analysis Tool database that have an initial transaction but do not have a paid on transaction. 

1. A FLAT ASCII File with both transactions:
	Step
	Action

	50
	In the pop-up box, “Build/Rebuild will replace all student records with the records requested”. Are you sure you want to build/rebuild?”  Select OK.
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	Step
	Action

	51
	In the box, “From which source will you load your records?”  Click on the down arrow.

	52
	Select, File-with Transactions. Click [image: image51.png]Next )|
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· File – With Transactions:  This option is used when you have identified the ISIR transaction numbers on the FLAT ASCII file.


· File – Without Transactions: This option is used when your FLAT ASCII file has just the SSN, first two letters of the last name and NO transaction numbers listed. You will identify in the Tool to either select the highest and/or lowest transactions that are out on the data mart. 

	Step
	Action

	53
	In the box, “Would you like to use a random sample of records?”  Click the down arrow and select NO.

	54
	Select [image: image53.png]Next )|
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· Would you like to use a random sample of records?  You select NO for the 2004-2005 award year. QA schools have already selected their sample as part of their verification process. Therefore you don’t need the Tool to select it for you. This will be beneficial next year when you will be analyzing your institutionally selected criteria. Since the Tool can only analyze 500 records, you can write a FLAT ASCII file identifying your institutionally selected population and the Tool can randomly select 500 to analyze. 

	Step
	Action

	55
	Click the BROWSE button. 

	56
	Locate where you saved your file. The Flat ASCII files instructions on the QA web site instruct you to save it either to your IAM folder or IA Tools Upload Folder in Program Suites, EDExpress. For this demonstration, we saved it in the IA Tools Upload Folder. For this example, we created one file with both transactions called Both Transactions1. 
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FLAT ASCII File: http://ifap.ed.gov/qadocs/ToolsforSchools/instructions4ASCII.doc
Your flat file should resemble one of the formats illustrated below: NOTE: if the paid on transaction is the same as the first, you would list the second transaction as 01 as well. The ISIR Analysis Tool requires an initial and paid on transaction for every record, even for students where both transactions are the same. 

	Flat ASCII File with BOTH Transactions
	Flat ASCII File with Initial ONLY Transactions 
	Flat ASCII File with PAID-ON ONLY Transactions 

	250010001JE0101   


	250010001JE01   

(2 blanks necessary after the initial transaction number)
	250010001JE  01   

(2 blanks necessary before the paid on transaction number)

	250010002BU0101
	250010002BU01
	250010002BU  01

	250010003RE0101
	250010003RE01
	250010003RE  01

	250010004TR0101


	250010004TR01


	250010004TR  01  



	250010009TO0102


	250010009TO01


	250010009TO  02


· 
BROWSE:  This option allows you to identify where your FLAT ASCII file is located on your system.

	Step
	Action

	57
	Select your file by double clicking on the file – In this example we will select Both Transactions1.
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· Locate your file - Double click on your file and it will populate in the BROWSE box.


	Step
	Action

	58
	Click on [image: image57.png]


. The ISIR Analysis Tool will bring in your files from the data mart into the Tool.  
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 After you select [image: image60.png]


, The Data Request: ISIR Data Confirmation will appear on your screen. 
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· DATA Request: ISIR Data Confirmation:  This notifies us that one record did not upload because the school code used for this example was not found on the ISIR. We have successfully uploaded 130 records. Another reason a file may be rejected is if there is not an official EFC.
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	Action

	59
	From the menu, Select Data Validation.

	60
	Click  [image: image63.png]Next )|



 to validate your records.
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· Data Validation: Remember, there must be one initial and one paid on record for each student in order for the Tool to compare ISIR data elements for analysis. If there is NOT a Paid On AND Initial transaction, loaded for a student, the record will be deleted during the validation process.
	Step
	Action

	61
	At the pop up box “Data Validation should not be performed until initial and paid on records have both been uploaded. Continuing data validation will delete student records for which initial and paid on records have not been uploaded. Continue? Select OK.

	62
	Click [image: image65.png]Next )|
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[image: image67.png]


The ISIR Analysis Tool will provide you with Data Validation Confirmation. In this example, 130 records were validated.
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[image: image69.png]Current Status.






	Step
	Action

	63
	From the menu, Select Current Status.
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· ISIR Analysis Tool Current Status: This screen will identify the number of initial and paid on records you have in the Tool. We have 130 initial and paid on Records loaded into the Tool database.
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2.
We will now upload a FLAT ASCII File with Initial Transactions ONLY. 

How to Upload the FLAT ASCII file with Initial Transactions Only

	Step
	Action

	64
	From the Menu, select Data Request.

	65
	“What type of data are you requesting”, select the down arrow and select ISIR Data. Select [image: image72.png]Next )|





	66
	In the box “Which option would you like to select?” Click the Build/Rebuild. Select  [image: image73.png]Next )|





	67
	At the pop up message  “Build/Rebuild will replace all student records with records requested. Are you Sure you want to Build/Rebuild”? Select OK.

	68
	From “which source will you load your records”, select File- with Transactions. Select [image: image74.png]Next )|





	69
	“Would you like to use a random sample of records”? Select the down arrow and select NO.

	70
	Select [image: image75.png]Next )|





	71
	“Where is your file”, select BROWSE and select your file by double clicking on the file that has all of your initial transactions ONLY (for this exercise it is Transnumber01all1). Select [image: image76.png]


. 


· The Data Request – ISIR Data Confirmation appears and shows us that one record was not uploaded, as it did not have the school code listed.
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3.
We will now upload a FLAT ASCII File with Paid on Transactions ONLY. 

How to Upload the FLAT ASCII file with Initial Transactions Only

	Step
	Action

	72
	From the Menu, select Data Request.

	73
	“What type of data are you requesting”, select the down arrow and select ISIR Data. Click [image: image78.png]Next )|





	74
	In the box “Which option would you like to select?” Click the APPEND. This is because you are adding new records to the database. Click [image: image79.png]Next )|



.

	75
	From “which source will you load your records”, select File with Transactions. Click [image: image80.png]Next )|





	76
	“Would you like to use a random sample of records”? Select the down arrow and select NO. Click [image: image81.png]Next )|





	77
	“Where is your file”, select BROWSE and select your file by double clicking on the file that has all of your Paid-on Transactions ONLY (for this exercise it is NewPaidon1). Select [image: image82.png]





· The Tool provides a Data Request ISIR Data Confirmation.

	
[image: image83.png]Data Validation







[image: image84.png]


Now that you have both initial and paid on ISIR records you should VALIDATE your records.

	Step
	Action

	78
	From the menu, Select Data Validation.

	79
	Click [image: image85.png]Next )|



 to validate your records. At the pop up box “Data Validation should not be performed until initial and paid on records have been both loaded. Continuing data validation will delete student records for which initial and paid on records have not been uploaded. Continue? Select OK.


· The Tool provides a Data Validation Confirmation. In this example it shows that 130 ISIR records were successfully validated.
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To view the number of records that successfully uploaded into the Tool you can go to the Current Status Menu.

	Step
	Action

	80
	From the menu, Select Current Status.
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The ISIR Analysis Tool Current Status - in this example, the screen displays 130 Initial and Paid on Records in the ISIR Analysis Tool database and that Data Validation has been completed for all records.
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4. We will now upload a FLAT ASCII File that has NO Transactions. 

	Step
	Action

	81
	From the Menu, select Data Request.

	82
	What type of data are you requesting, select the down arrow and select ISIR Data. Click [image: image90.png]Next )|





	83
	In the box “Which option would you like to select?” Click the Build/Rebuild. Click  [image: image91.png]Next )|





	84
	At the pop up message  “Build/Rebuild will replace all student records with records requested. Are you Sure you want to Build/Rebuild”? Select OK.

	85
	From “which source will you load your records”, select File WITHOUT Transactions. Click [image: image92.png]Next )|





	86
	“Would you like to use a random sample of records”? Select the down arrow and select NO. 

	87
	“What type of transactions are you requesting”? Select Both Initial and Paid On.

	88
	“If you are requesting Initial transactions, what is processed date you would like to use for selecting initial transactions? For this example, we selected Both Initial and Paid On, leave blank.

	89
	“If you are requesting Initial transactions, based on a processed date, would you like the Lowest or Highest transaction”? For this example, we will use Lowest.

	90
	Click [image: image93.png]Next )|





	91
	“Where is your file”, select BROWSE and select your file by double clicking on the file that has only SSN, and first two letters of the last name and NO Transactions (for this exercise it is withouttransnumber). Select [image: image94.png]


.


· Would you like to use a random sample of records? No, as you already have a sample identified.

· What Type of transactions are you requesting?  You can write a flat ASCII file that contains (SSN and first two letters of the last name) for Initial and/or Paid On only. The other option would be to bring in both Initial and Paid On. The system will prompt you to select the highest or lowest transaction. 

· If you are requesting Initial Transaction, what is the processed date you would like to use for selecting Initial Transaction? Users can specify the processed date to ensure that the correct batch of  records are extracted from the data mart. 

· If you are requesting initial transactions based on a processed date, would you like the Lowest or Highest transaction? This allows you the flexibility to select what transaction you need.
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[image: image96.png]Data Validation







[image: image97.png]


Now that you have both initial and paid on ISIR records you should VALIDATE your records.

	Step
	Action

	92
	From the menu, Select Data Validation.

	93
	Click [image: image98.png]Next )|



 to validate your records. At the pop up box “Data Validation should not be performed until initial and paid on records have both been loaded. Continuing data validation will delete student records for which initial and paid on records have not been uploaded. Continue"? Select OK.


· The Tool provides a Data Validation Confirmation. In this example, it displays that 130 ISIR records were validated.
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[image: image100.png]Current Status.
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To view the number of records that successfully uploaded into the Tool you can go to the Current Status Menu.

	Step
	Action

	94
	From the menu, Select Current Status.
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The ISIR Analysis Tool Current Status - in this example, the screen displays130 Initial and Paid on Records in the ISIR Analysis Tool database and that Data Validation has been completed for all records.

Purpose:  To learn how to set School Verification Flags and create User-Specified Fields.

Instructor Demonstration


[image: image103.png]| Student Listing



 Setting School Verification Flags

	Step
	Action

	95
	From the menu, select Student Listing.

	96
	In the box “How would you like to access the “Student Listing”?” Click the down arrow and select “Update Records.”  Click  [image: image104.png]Next )|





	97
	The Student Listing will display a table of all of the student records in the database.  To manually update the School Verification Flag, users have the option of individually clicking the check box labeled “School Verification Flag,” or using the “Select all” button at the bottom of the listing.  Click on the School Verification Flag box for several records on the listing.

	98
	Or you can click on the “Select All” button to select all of the records to set the School Verification flag to “Yes.”

	99
	After populating the School Verification Flag field, click “Save” to save the information to the database. A “Student Data Update” page appears and notifies us that the School Verification Flag was successfully. 
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· To update School Verification Flags the user has two choices:  manually, on a case-by-case basis, or by uploading a flat ASCII file that contains the SSN’s, NAME ID and “Y” or “N” for institutional verification.  To create a flat ASCII file please review the instructions found at  http://www.ifap.ed.gov/qadocs/ToolsforSchools/instructions4ASCII.doc
· When the Analysis component of the tool is available in October 2004, users will be able to develop ad hoc reports that provide information on those records that were marked with the School Verification Flag.
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Adding/Creating User-Specified Fields
	Step
	Action

	100
	From the menu, select the User-Specified Fields function.  This function allows the user to create user- specified fields, and update school verification flags.  

	101
	Next, the Tool will ask, “How would you like to access the User-Specified Fields?”  Click on the down arrow and Select “Add Fields,” Click[image: image108.png]Next )|





	102
	The Add User-Specified Fields page will appear.  There are 4 columns: Field, Type, Length, and Description.  Under Field 2, click on the drop down box and select “Date”

	103
	Under the column  “Length” type in 08 (mmddyyyy) for the field length.

	104
	Under the column “Description” type in “Withdrawal Date” as the description for the user-specified field.  Click  “Save” to save the newly added user-specified field.

	105
	After clicking “Save” a User-Specified Field confirmation page will appear and will indicate “all new user-specified fields were successfully added.”  Click “Return” to return to the ISIR Analysis Tool Homepage.


· Select “Add Fields” to Create a New User-Specified Field.

· Add the Field Number, Type of Field, Field Length and Field Description.
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· Users can create up to 15 individual user-specified fields.

· The type of fields that a user can create are:  Date, Numeric, Yes/No, and String.  Each type has a different maximum field length.  Please see “User-Specified Field- SSN File Record Layout on the ISIR Analysis Tool Homepage for more information about creating a flat ASCII file of user data.

· Creating User-Specified Fields allows the user to track institutional specific information that pertains to individual records.

· The Tool has a pre-defined field for School Verification.  Users can update this field either manually through the student listing function, or by uploading a flat ASCII file that contains the user data associated with a particular student record.

· When the Data Analysis function becomes available, users will be able to run custom reports that provide information about those records in the sample that met user-specified criteria.
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   Uploading User-Specified Data via Data Request
	Step
	Action

	106
	From the menu, select “Data Request.”

	107
	On the Data Request Page “What Type of Data are you requesting” Click on the down arrow and select “User-Defined Data.”

	108
	Click  [image: image112.png]Next )|



 

	109
	On the User-Defined Data – Data Request page, Click the BROWSE button to identify the location of the flat ASCII file that contains the User-Defined data. To open the file, double click on the file 6_records_ED.

	110
	Click upload to Upload the file.
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· Once data is uploaded, the records that match the SSN’s in the flat file will be updated to reflect the user-specified information that is specific to that particular record.

· Users can review the information through the student listing.  

· When the analysis component becomes available, users can develop ad hoc reports to find out what records in the sample meet specific user-specified criteria.
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	Step
	Action

	111
	From the menu bar, Click on the down arrow and select “Student Listing”

	112
	On the Student Listing Page “How would you like to access the student list”? Select  “View Only.”

	113
	Click  [image: image116.png]Next )|



 

	114
	On the Student List, click on the first  Original SSN in the listing to access the user-specified data.

	115
	You will see that ‘Withdrawal Date” is populated with user data uploaded during the User-Specified Data Request process.

	116
	Click on [image: image117.png]4 Previous



 command button to return to the student list.


Helpful Hints
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· To use the ISIR Analysis Tool you will need to enroll in FAA Access to CPS Online and you will need to have your PIN, your Destination Code, and your six-digit federal school code in order to access the site.

· On the CONFIRMING YOUR IDENTITY page, if you have entered incorrect information in the SSN, DOB and PIN fields, the FAA Access application will not highlight the information in these fields to overwrite with new information.  You must highlight the incorrect information and type in the new information.

· On the CONFIRMING YOUR IDENTITY page, after the PIN number is entered some computer users may hit the RETURN key and expect the application to move to the next screen.  It will not.  You must click the SUBMIT button.
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· When you are in the ISIR Analysis Tool Application, do not use the BACK or FORWARD buttons on your browser Menu Bar to move to the next or previous screens.  The browser back and forward buttons do not work consistently in all functions of the ISIR Analysis Tool.
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      Instead, use the ISIR Analysis Tool command buttons at the button of 

an ISIR Analysis Tool  screen.
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· EXIT BUTTON:  If the Exit Button constantly loops you around to a dialog box upon exiting the application, click the “X” button at the top of the screen.
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· BUILD/REBUILD:  Remember, if you are bringing in your Initial and Paid On records separately, the build/rebuild function may be used on the first upload of data (Initial records).  It should not be used on the second upload of data (Paid-On) because it will overlay the existing records in your database.  Use the APPEND function to bring in your 2nd file upload (paid-on records). 

When you use Build/Rebuild you can load either Initial or Paid On first.

· Be careful of the CLEAR function.  Use it only if you want to remove all data.
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· FLAT ASCII FILE:  Remember, the flat ASCII file is a fixed file record layout.  Therefore, if you are writing two flat ASCII files (one with initial transactions and one with Paid On), and bringing the files in separately, when you bring in the flat ASCII file for PAID ON transactions, you must include two blank spaces (filler) for the initial transaction numbers which are not included in your PAID ON file to ensure you have 15 characters as your record length.   See the diagram below, 3rd column.
When you bring in the flat ASCII file for INITIAL transactions, you 

must include two blank spaces (filler) for the Paid On transaction 

numbers which are not included in your INITIAL file to ensure you 

have 15 characters as your record length.  

      
When you bring in the flat ASCII file without INIITAL or PAID ON 

transactions, you must include four blank spaces (filler) for the Initial 

and Paid On transaction numbers which are not included in your file to 

ensure you have 15 characters as your record length.

	Flat ASCII File with BOTH Transactions
	Flat ASCII File with Initial ONLY Transactions 
	Flat ASCII File with PAID-ON ONLY Transactions 

	250010001JE0101   


	250010001JE01     


	250010001JE  01   



	250010002BU0101
	250010002BU01
	250010002BU  01

	250010003RE0101
	250010003RE01
	250010003RE  01

	250010004TR0101


	250010004TR01


	250010004TR  01  



	250010009TO0102


	250010009TO01


	250010009TO  02


· DATA REQUEST – AUTO LOAD
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The outcome of your Auto Load request is not affected by requesting Initial or Paid On first.   Remember:  If you are selecting Auto Load Initial records, you are requesting initial records for students who may or may not already have Paid On records loaded in the ISIR Analysis Tool.  If you are selecting Auto Load Paid On records, you are requesting Paid On records for students who may or may not already have Initial records loaded in the ISIR Analysis Tool.  
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· Before you initiate a data request to upload user specified fields, remember that you must set up your user specified fields in the USER SPECIFIED FIELDS FUNCTION.
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· Viewing your User-Specified Views.    To view specific student User- Specified Field information, GO TO the STUDENT LISTING function, get the listing of students, and click on a student’s SSN to see the User- Specified Field information in the student’s record.

DATA REQUEST – USER-SPECIFIED FIELDS 
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· Make sure the file you import matches the user-specified field number.   EXAMPLE:  You want to upload information for user-specified field #15, but the file you are uploading does not have information for user- specified field # 15.  It contains information for user-specified field # 12.  In this instance, you will receive an error message. 
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No need to run Data Validation until you have uploaded Initial and 

            Paid On data.
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EXPORT is the only function that isn’t performed in REAL TIME.  If 

you choose to EXPORT a flat file listing all student records in your ISIR 

Analysis Tool database, it will be sent to your Student Aid Internet 

Gateway mailbox.  However, you must wait until the next day to retrieve the flat file from your Student Aid Internet Gateway (SAIG) mailbox for downloading, viewing, and printing.   The file is sent under the message class IATX05OP.

After running an export of the Full SSN List in ISIR Analysis Tool, an 

export confirmation page displays to indicate the process was 

completed successfully.   
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For questions about using the ISIR Analysis Tool, you can also contact 

CPS/SAIG Technical Support at 1-800-330-5947/TTY 1-800-511-5806 or 

via e-mail at CPSSAIG@pearson.com. CPS/SAIG Technical Support 

representatives are available to assist you between 7 a.m. and 7 

p.m.CST, Monday through Friday, excluding holidays.
Questions
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