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State Scholar Program (SSP) Online User Guide

One option that high schools can use to submit the required sixth semester data, used to designate Illinois State
Scholars, is to submit individual records via the online process in the GAP Access Portal.

1. Your GAP Access account must be activated before you can log in to the GAP Access system.

2. Login to GAP Access. The system will time out when it is idle for 20 minutes. Be sure to log out

whenever you leave your desk.
GA!’.".;CESS' ‘ oo aumo, Govrer

User Login

Login
UserID

Password

Forgot Password? Forgot User ID?
Click here to register

“COMPUTER SYSTEM USAGE WARNING™

This is an lingis Student (State of system, which may be
acoeszed and usad only for parsonnel ized access oruse of
ystem may subject 1, i, andior

Allinformtion on this computer system may be interceptad, racorded, read, copied, and disclosed by
and to authorized offivial purposes, Aocass or use of this
‘computer systam by any persan, constitutes consent to these terms.

Contact ISAC FAAs MAP Program Information ING Program Information IVG Program Information

© Copyright 2018 llinois Student Assistance Commission Terms of Use - Privacy Policy - ISAC is an official agency of the State of linois
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GAP Access: State Scholar

3. Select State Scholar from the ribbon at the top of the Successful Login screen

Rauner, Govemor,

Bres
s TESTI USER =
GAPACCESS 8 Saie o iz

School Administration  Programs

User Login: Successful

Welcome, TEST1 USER
Last Login: 2018-09-11 16:51:32.015

Update Profile

ISAC Survey
Please click kere o take Survey.

Once you have entered the State Scholar system:

e The log out option appears at the top of each page, in the toolbar.
e A printicon appears in the top right corner of each screen.

August 2019 Page 3



State Scholar Program: School Screen

GAPACCESS '

School  Administration

State Scholar Program: Search By School: Results ﬁ

Search By School Search By Student Reporis File Upload

St St

ILLINOIS HIGH SCHOOL 555555

Address Principal Approval - Message
123 STREET PRINCIPAL SCHOOL N
CITY, IL 55555 Principal Phone Closed Watch here for important
messages. There is new
Sclty Principal Email =
PH Princ o information you need to review.
P i i Please click here for more
School Contact kB
School contact CPS
Contact Phone i
Contact Email CiE
Contact@School.edu -
Update Contact
Entries displayed | 10 [v| Filter

Grad Gth Sem Class Unweighted GPA Students Roster Type Roster Students State Certs Printed Run

Year Size Scale Tested Submitted Receied Submitted  Scholars By Selection
ACT ! SAT Selected

08 4 004.00C 28 0911312018 H 2 Hsac [ | O
aidacs | P - P
Binicenncsisa ll s |

4. In order to begin processing for/an academic year, school specific data must be entered. Enter the 6th
Semester Class Size, Unweighted GPA and answer the question Does School Rank? Y (yes) or N

(no)

If your school rapks, only report the students unweighted rank, we do not need both rank and
unweighted

5. Messages - ISAC will share important program updates as they become available.
6. Obtaining Certificates of Achievement

Certs Printed By field. This field will default to I- ISAC. If your school would like to print your
students’ certificates, select S-School. This option will only be available until early November.

e Schools that do not choose to download and print their own certificates may instead wait for
ISAC to mail printed Certificates of Achievement to the high school.

e High schools that download their own certificates will not receive the ISAC-printed Certificates
of Achievements in late November/early December.
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7. Option to include eligible students in early State Scholars processing cycle.
Early announcement of Scholars allows students to include the honorary designation of State Scholar on
college admission and merit-based scholarship applications.

Once the student data has been entered and saved, the school may check the “Run Selection” field to
participate in the early announcement processing. By checking this field, you are agreeing to include your
students in the early announcement processing.

Schools that do not wish to include their students in the early announcement processing, will be considered
for State Scholar designation when the last announcement takes place at the end of the cycle.

8. Click the Save button
Once the class information has been entered and saved, this will activate the academic year link in the

Graduation Year column of the School screen. Click on the link (for example, 2019 for the 2018-19
Scholars), and all students from the selected high school who authorized the release of their ACT/SAT test
scores to ISAC will display on the School List Eligibility screen, with each student record appearing in its
OWN row.
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State Scholar Program: School List Eligibility Screen

The purpose of the School List Eligibility screen is allow high schools to provide ISAC with the required
sixth semester data used in determining which students will be designated as Illinois State Scholars. This
screen may also be used to review data that had been previously submitted to ISAC via an alternative
method.

High Schools are required to submit data for the entire class and the applicable disqualification codes
for students who do not meet the eligibility criteria.

The rows that display per page may be increased by selecting the desired number (up to 100) from the
“Entries displayed” drop-down menu that appears just above the column headers. The default value is 10
entries per page. If the number of records for the school exceeds 100, use the arrows that display in the
bottom right corner of the screen to navigate to next or prior page(s).

The Filter option (located on the far right of the screen, just above the column headers) may be used to
search for specific records. For example, type in a student’s last name to locate that student’s record.

. TEST1 USER
School Administration Programs
-

State Scholar Program: School List: Eligibility Lo
Search By School Search By Student Reports  File Upload
ILLINOIS HIGH SCHOOL 555555
Graduation Year
2018
Class Size
4
unweighted GPA Scale
004.000
Does school Rank
N
Reminder: You must hit "Save' before navigating to any other page.
Entries displayed| 10 [v] | Srarts W““i‘ F"‘e"li‘

e Date of Birth  Class Unweighted Disqualify WSS  State  Address ransfer

Rank GPA Code ? Scholar

ADAMS JOHN A orns000 | N - 123 15T ST

cIry
‘7| ‘7 123 2ND ST

DOE JANICE 11/01/1999

REMEMBER: Before exiting a screen, you must click on the Save button to prevent losing the data
you have entered. When data is saved on any SSP screen, ISAC will receive your data.
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9. The appropriate fields below must be completed for each student in the entire class.

e Class Rank — If the school ranks, provide the sixth semester rank for each student in the entire class.
e Unweighted GPA - If the school does NOT rank, provide each student’s sixth semester unweighted
GPA.

e Disqualify Code — If applicable, use the drop-down menu to select the applicable disqualification
codes for students who do not meet the eligibility criteria:

e E -notacitizen or eligible non-citizen;

e F-notaresident of Illinois as of June 30, 2019 (provide updated address);

e H - not scheduled to graduate from high school by September 1, 2020;

e | -already in college/already graduated high school (does not apply to early graduates);
e J-notin the top half of the class; or

e O -deceased

Enter multiple disqualification codes for a student on the Student Detail screen.

An error message will display in red at the top of the screen if any field(s) contains invalid data
(impacted fields will be highlighted in yellow). All errors must be corrected in order for the data to
be saved before proceeding to the next screen.

Adding a Student

If a student does not appear on the Student List Eligibility screen, complete and submit a “Sixth Semester
Academic Information Request” form to ISAC. This form may also be used to report exceptions, such as

duplicate student records. A PDF copy of this document is available at the ISAC website. See sample screen
print, below.

T ol ilingis State Scholar Program (55P)
ls Assitance Sixth Semester Academic Infermation Request
Comminion

A Sith Semesier Azadem: loformation Fequesd form musi be completed for mny shudent who should be considered for an S5P designation but
does ot appear on the 555 Sath Sameiler GAP Acoess = 5P Sludaeat Lisf Elgibiliy screen. This foim may ali B wded 1o nobity 1540 of
issuns that require excepbons processing (e dupicale stedent recodds on fhe GAP Access = 557 Student List Bighify screen). Instrucions
provided on reverse side.

sigh Schosi ame AT Migh SchoolCose

righ Echool Addwaa ey S2ab

& Bnmaater Cuas Size Urrvmigtaed Grade Pomt Avarge (094
% of June D317 Goam .

Laststudents alphabeetically by lasl name

i e o T T oo

1 detmped ok

to of o

Shudants Mame fLast hddwan [ Camna Urwerighte
G

Frat Mddm bl | Coy Sui 2P Cote | jmeisdrp) Rasi a3 Sew & Tast Data® Dugheats Rsesa?

|

|

I

1

|

i

|

|

|
C u]
C u]
& ¥

For medents who hive muligle sooms. ony the hghast seer o8 e veed i determing S5P algldty

Sigranine and Dute
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10. In order to access the Student Detail: Eligibility screen for a specific student, click on the student’s name

from within the School List Eligibility screen.

GAPACC SS.

School  Administration

Bruce Raumar, GOvemor,
Sl of Mlirais

State Scholar Program: Search By School: Results
Search By School Search By Student Reports File Upload

ScectScoo

ILLINOIS HIGH SCHOOL 555555

Address Principal

123 STREET PRINCIPAL SCHOOL

CITY, IL 55555 Principal Phone

County Principal Email

Phone Principal@School.edu
School Contact
School contact
Contact Phone
Contact Email

Contact@School.edu

Entries displayed| 10 [v] |

Grad 6th Sem Class Unweighted GPA Students Roster Type
Year Size Scale Tested Submitbed

ACT ! SAT

2018 4 004.000 25

Showing 1-1 of 1 entres

Approval
H

Clozed

Demo Loaded
09/11/2013

CPS

Dees School

Received Rank?

001242018 L]

Print Cerfificates m

Filter

Students State Certs Printed By Run
Submitted Scholars Selection
Selected
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State Scholar Program: Student Detail: Eligibility Screen

Additional Disqualify Codes, transfer information and student demographic information can be entered on the
Student Detail: Eligibility screen.

School  Administration

State Scholar Program: Student Detail: Eligibility B
Search By School  Search By Student Reports  File Upload

Btale ID ADAMS, JOHN A Dt of Eirts

123458789 123 15T 5T O7A2000

CITY, IL 55555 - 5555 [ upase |

= High School Details
Trancisr GPA Boals & Type
o

Bt 3smestar Clacc 3ize

Currand High Bohool Code - Hama: a

2th Bemecisr H3 Code - Hame
SEG5ES « ILLINDIS HIGH SCHOOL

= Student Details

H3 Grad Year LESUUALIHICATION CloES

e Mom Ciicen Mo Motlches  Almedyin Wotin lop  TSAT
= L .
Frior Last Hama Jo— tirad Lolps Hul [

OE OF OH O (M| M Oo

Edunational Lavel

11

Unwalgivted GF & Dicorapanoy Letbar Baat
Award Letter Sant

2th Bemecier Rank -

[

Décorepanay

Early Grad

[

Early Orad Clace 3izs | Rank

11. The SSN that displays at the top of the screen is based on data the student provided on their ACT/SAT
exam (if the student did not provide an SSN, then a number, that is randomly assigned by ISAC, will
display — this number is used for ISAC purposes only). Click on the lock icon, that appears to the right of
the SSN in order to view the full 9-digit number. Because an individual’s SSN in Personal Identity
Information, it should be handled with the appropriate safeguards in order to ensure it is only accessed by
those with a business need to do so. Note that the SSN is NOT required data.

12. If any changes are required to the student’s demographic data, click on the Update button to navigate to the
Person: Update screen (page 11) where you can make corrections to the student’s name, date of birth and
address.
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Correcting a Record (for example, correcting the spelling of a name, or reporting that a student was
designated as a State Scholar in error):

Once a high school’s students have been announced as State Scholars, corrections to already-submitted data
would need to be submitted as follows:

Submitted in writing to ISAC’s School Services Department via a fax to 847.831.8549, an e-mail to
isac.schoolservices@illinois.gov, or regular mail to our Deerfield address.

13. Transfer drop-down menu, OUT or IN

e |f the student has transferred out of your school after the sixth semester, use the Transfer drop-
down menu (which appears in the “High School Details” section) to select “OUT.” This will activate
the “Current High School Code — Name” field; provide this data, if known.

e |f the student has transferred into your school after the sixth semester, the students prior school will
report the students sixth semester data to ISAC. No further action is required from you.

14. If any changes have been made on the Student Detail: Eligibility screen, click on the Save button prior to
leaving the screen. After clicking “Save,” select the “Back to List” button to return to the School List
Eligibility screen. Any changes made on the Student Details: Eligiblity screen will be reflected on the
School List Eligibility screen.
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State Scholar Program: Person: Update Screen

Use the Person: Update screen to make corrections to the student’s name, date of birth and address. For
instruction on how to access this screen, see page 8.

- Bruce Rauner, Governor,
GA P .’A\C State of lincis
ISAC Gi ms

School Administration Programs

Person: Update - ADAMS, JOHN A

- Person Information - Demographic Information
Student State ID Mailing Address 1
| 123456789 | | 1231ST ST |
First Name City
| JOHN | \ cITY |
Middle Initial State
A L M|
Last Name ZIP Code
| ADAMS | 58555 [ 5885
Prior Last Name Primary Phone
| 5555555555 |
Date of Birth T
— E-mail
07/03/2000 | ‘—|
Gender
Male
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State Scholar Program: Student

In order to search for a specific student record, select the “Student” tab that appears at the top of all State
Scholar pages.

After entering your search criteria, click on the “Search” button, which will initiate the “Student Results”
screen.

Bruce Rauner, Governor,
GAPACC ss' @ sruser v | e
I1SAC rams

School Administration Programs

State Scholar Program: Search By Student: Criteria

Search By School  Search By Student )Reports  File Upload

Enter Search Criteria Search Results

Grad Year
‘ 2018-2019[v| |

First Name

Middie Initial

Last Name

Date of Birth

State ID

August 2019 Page 12



State Scholar Program: Student Results
This screen provides a “snapshot” of the student’s sixth semester data.

Once State Scholar announcements have occurred, the “Selected for State Scholar” column will display the
student’s status for that academic year.

To exit from the Student Results screen, click on the “School” tab that appears at the top of the screen.

Bruce Rauner, Govemor,
GAPACC ss. @ oot ser v | SR

ISAC Gift Assistance Programs

School  Administration Programs

o T

State Scholar Program: Search By Student: Results

Search By School Search By Student Reports File Upload

Enter Search Criteria

Entries displayed| 10 [v| | Filter |

Last Name First Name MI Date of Birth 6th Sem High School Current High School Weighted Select Score Selected for State Scholar

DOE JANICE 11/01/1999 555555

Showing 1-1 of 1 entries ]« « n > >

August 2019 Page 13



Reports

Once ISAC announces the qualified Illinois high school students have been designated as State Scholars, users
can generate a Portable Document Format (PDF) report of your institution’s State Scholar Finalists and Non-
Finalists.

In the State Scholar section, click on the Reports box on the State Scholar Program: School screen.

GAP s

School  Administration

State Scholar Program: Search By School: Results

Search By School  Search By Stu:lent File Upload

School Summary

ILLINOIS HIGH SCHOOL 555555

Addrece Prinolpal Approal
123 STREET FRINCIPAL SCHOOL H

CATY, IL 55555 Prinolpal Fhons Clogad

Prinolpal Emall
Prind pal@iSchoo eda Damiz Loadad

Johool Gonksot LR AR
Sonool contack CPE

Contaet Fhone

Conkact Emall EIIE

ConlacifiEchool adu
Updais C:onksed

v e 5]

G i5th Sem Chaas Umssighed A Shudemie Hoster | yes Sudmmta Shutw Cwrta Pnnted By Hun
Fur Se Souln | wartud Sk i Sabmitied Seholuwn Sslwmchon
A A Sullwciud

2086 E' B0H.050 [ U201 H

Shoaing 1-1 of 1 aniries
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Reports

Click on Create New Report.

Search By School Search By Student Reports File Upload

ILLINOIS HIGH SCHOOL 555555
Address Principal Approval
123 STREET PRINCIPAL SCHOOL N
CITY, IL 55555 Principal Phone Closed
Eounty Principal Email -
Phone Principal@School.edu Demo Loaded
School Contact LA
School contact cPs
Contact Phone -
Contact Email CIIE
Contact@School edu -
Graduation Year ‘ Create New R‘?PDI't )
‘ 2018-2019[v| ‘
Entries displayed‘ 10 | Fllber‘
Status Report Type Date Run File Size(kb) Username
Showing 1-1 of 1 entries |«

Click on the drop down arrow and select the report of choice and then click on Request Report. The requested
report detail will appear on the State Scholar: Reports: Eligibility Reports screen.

Select Report

S5P Finalists ( ‘

Graduation Year
2018-2019| v| |

Request Report

August 2019 Page 15



Contact School Services Department

If you have any questions regarding the online State Scholar system, please contact ISAC's School Services
Department by calling 866.247.2172 or sending an e-mail message to isac.schoolservices@illinois.gov.

Quick Links

isac.org
State Scholar Program
Required Sixth Semester Data
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mailto:isac.schoolservices@illinois.gov
http://www.isac.org/
http://www.isac.org/isac-gift-assistance-programs/state-scholar-program/
http://www.isac.org/isac-gift-assistance-programs/state-scholar-program/roster-data/

