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Introduction to the File Upload Process

Schools may choose to submit 61 semester data for the State Scholar Program electronically via
the file upload process in the GAP Access portal. Using this method, schools can submit records
for all their students at one time instead of doing individual student data entry online. The new
file upload process is similar to the Excel file submission method used in the past, however it
provides an easier, more secure way to submit the data. In addition, there are several new features
in this version including easy upload functionality, an error correction option and enhanced
communication to let users know the status of submitted files.

Note: You must create a 6™ semester data file according to the State Scholar file
specifications (see pages 16 and 17 of this manual). All files must be created using Microsoft
Excel 2003 and above. DO NOT PASSWORD PROTECT YOUR FILES.

To get started using the State Scholar File Upload option you must have a valid GAP Access user
ID and password. Use those credentials to login to GAP Access.

After successfully logging in, hover over the Programs tab and click State Scholar Program in the
menu to access the School screen.

' . TEST1 USER

User Login: Succe

Welcome, TEST1 USER Rspuymm

Please provide School Contact Details to make updates.

To access the Eligibility List and enable the Graduation Year link, required fields must be Saved

ILLINOIS HIGH SCHOOL 555555

Address Principal Approval
123 STREET PRINCIPAL SMITH N

CITY, IL 55555 Principal Phone Closed
County

Principal Email
Demo Loaded
09/11/2018
CPS

Phone School Contact

Contact Phone
Contact Email
CITE

Entries displayed 10 [v| Filter

Grad 6th Sem Class  Unweighted GPA  Students Tested Roster Type Roster Does School Students State Scholars Certs Printed Run

Year Size Scale ACT/ SAT Submitted Received Rank? Submitted Selected By Selection

2019 ~ HsAC [v]
Showing 1-1 of 1 entries J« « - L |
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School Screen

In order to begin processing for an academic year, school specific data must be entered. Enter
the 6™ Semester Class Size, Unweighted GPA and answer the question Does School Rank?
Y (yes) or N (no)

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

Messages ~JSAC will share important program updates as they become available.

GAP;“-CCES"'

School  Administration

State Scholar Program: Search By School: Resh @

Search By School Search By Student Reports File Upload

Select School School Summary

ILLINOIS HIGH SCHOOL 555555

Address Principal Approval - Message
123 STREET PRINCIPAL SCHOOL N
CITY, IL 55555 Principal Bhone P Watch here for important
Uty Principal Email = . s
Fhone Principal@School.ed Demo Loaded oo MMEYON BT SN
" e Please click hiere for more

School Contact Eotiery

School contact cPs

Contact Phone =

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 Received Submitted  Scholars By Selection
ACT ! SAT Selected

0832018

e B
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School Screen

Obtaining Certificates of Achievement

. 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.

. High schools that download their own certificates will not receive the ISAC-printed
Certificates of Achievements in late November/early December.

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

Make sure you click Saveo save all entries.

Please provide School Contact Details to make updates.

To access the Eligibility List and enable the Graduation Year link, requingd fields must be Saved

ILLINOIS HIGH SCHOOL 555555

Address Principal Approval
123 STREET PRINCIPAL SMITH N
CITY, IL 55555 Principal Phone Choged
County Principal Email -
Phone school Contact Demo Load
09/11/2018
Contact Phone
cPs
Contact Email -
CITE
Entries displayed| 10 [v| Filter

Grad 6th Sem Class  Unweighted GPA  Students Tested Roster Type Roster Does School  Students State Scholars  Certs Printed Run

Year Size Scale ACT [ SAT Submitted Received Rank? Submitted Selected By Selection

2019 > HSAC [¥]
Showing 1-1 of 1 entries [« « »

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.

ISAC will send the school an e-mail when the Excel file has finished processing. Once the school
has received that e-mail, the school may check the “Run Selection Box” to participate in the
early announcement processing. By checking this box, 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.
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Guidelines and Samples

Next, click the File Upload button to proceed to the file upload processing screen.

Search By School  Search By Student  Reports | File Upload

The SSP Upload History screen provides several features to assist users. Starting from the right of the
screen, Guidelines and Samples provides formatting information regarding the data to be submitted.

Two options appear in a dropdown menu when the button is clicked.

. SSP Guidelines displays a file layout for the data and:;
. Sample provides an Excel spreadsheet with the data fields in the appropriate order.

The SSP Guidelines and Sample screens are shown on the following page.

State Scholar Program: Upload History EF

Search By School Search By Student Reports  File Upload

Grad Year: 2018
rad Year: @ Upload File Guidelines & Samples

| |

State Scholar Program: Upload History

Search By School Search By Student  Reports  File Upload

Grad Year: 2018 Upload File Guidelines & Samples
——

SSP Guidelines

Sample: Excel

e ————
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SSP Guidelines and Sample Pages

Guidelines Screen

The SSP Guidelines page displays a file layout of how data is to be populated on the Excel
file. See the SSP File Specifications at isac.org for further details.

State Scholar Program: Upload History i

Search By School Search By Student Reports File Upload

g " I
Guidelines and Samples Upload File Guidelines & Samples

0002 |35 Last Name - -
0003 16 First Name

o004 |1 MI

0005 10 DOB MM/DDICCYY

0006 7 6th Sem Unw GPA

0007 5 6th Sem Rank

0008 1 Disqualify Code

0009 10 Transfer Qut Date MM/DD/CCYY
0010 6 Transfer Out To HS Code

001 5 Early Grad 4th Sem Class Size
0012 5 Early Grad 4th Sem Rank

EFB\ >

Page 1 of 0 oo No records to view

Sample Screen

The Sample screen provides an Excel spreadsheet with the column headings showing the data
fields in the appropriate order. The user will need to ensure that the data meet the criteria in
the file layout.

Remember, Excel suppresses lead zeros (001755 is 1755 in Excel) so make sure to format the
columns to allow the lead zeros to appear. See the “Troubleshooting” section in this guide for
instructions on formatting columns.

@ Protected View This file originated from an Internet location and might be unsafe. Click for more details. | Enable Editing

f | Student State ID

A B C D E F G H | J K L M N (0] E Q R
1 |Student S_Studenl L& Student Fii Student MI Student Dz Student 6t Student 6l Student Di Student Tr Student Tr Early Grac Early Grad Rank

2
3
4
5
6
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Uploading a File

To upload a file, simply Click the blue Upload File button next to Guidelines and Samples on the
Upload History page. Next a dialog box will appear, prompting you to browse your computer to
select a file to upload:

1. Click Select File.

=]

State Scholar Program: Upload History

Search By School Search By Student Reports File Upload

Grad Year: 2018 Upload File Guidelines & Samples

File name Status # Stud Frrors | Undated By | 1 ast lindated At View Logs

File Upload

1

< >

Page 1 of 0 e No records to view

2. Browse your computer to find the file you wish to upload.

[
1 Choose file to Upicad x

=rcmallip_ p, redezviewlip p_tel idzcohor = © | | Semch. -
- « s ThigPC » Deditep » 5P Fites v B | Sasech 5P File 'y

Crgaite » N filder o

s Cuick sccens

B P For 18AC ats SINENEREPM  Macmsolt Eseed 57
w B This PO
W 30 Otgects -
5 I betep
3 o | e J upiosaene | auaumes s sampies |
& Downlcads
B Music

= Picturer

B Videos

File name: | [anFue

e

Paghi o0 e N pRcors 10 view
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Uploading a File - Continued

3. Double Click on the desired file, to load it into the dialog box.
4. Make sure it is the file you want to use. If not, click Cancel.

State Scholar Program: Upload History EF

Search By School Search By Student Reporis File Upload

Grad Year: 2018
Upload File ‘Guidelines & Samples
File name Status # Stud Frrors | lindafed Rv 1 ast Undated At

File Upload

File For
ISAC.xls

5. Click the Upload button. The file will upload and the validation process will begin.

6. The validation process will take more than a few minutes (5 minutes minimum) so wait a
while then click the Refresh button to check if the validation is complete.

7. When the validation process is complete, the file — with its status — will appear in the history
section of the screen. Notice, the filename will be modified after validation for ISAC
processing.

State Scholar Program: Upload History é

Search By School Search By Student Reports File Upload

Grad Year: 2018
Upload File ‘Guidelines & Samples
T T S [T T T T T

Validation
Errors Found

FileForISAC_updt555555_555555_5268 xls

HSValidate 09/11/2018 15:52:16
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File Validation

Once the file upload and validation are complete, the file can have two statuses, Validated (no
errors) or Validation Errors Found (with errors). If the file status is Validated, no further action
on it is required.

State Scholar Program: Upload History EF

Search By School Search By Student Reports File Upload

Grad Year: 2018
m Upload File Guidelines & Samples

updi555555 09/11/2018 16:05:46

FileForlSAC_updt555555_555555_5268.xls ‘ Validated ‘ 0

If the file status is Validated Errors Found, you must take corrective action. The errors must
be corrected before any students on the file are considered for State Scholar. You may
resolve the errors one of two ways. First, you can correct the uploaded Excel file offline and
resubmit the corrected file, Or, you can correct the data errors online using the Edit function
found on the Upload Histoty screen. Keep in mind, if there are a large number of errors, it
may be easier to correct the data in Excel and upload a second file. See Troubleshooting for list
of File Status Errors

State Scholar Program: Upload Histor L=

Search By School Search By Student Reports\ File Upload

Grad Year: 2018
w Upload File ‘Guidelines & Samples
FileForlSAC_updi555555_555555_5268 xis Validation HSValidale 09/11/2018 1552 16
- Errors Found
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View a Listing of Errors

An alternative way to view a listing of the errors for each record is to use the View Logs function.

This report displays a list of each error for each row (student record). To view the list, click the icon

under th Wlumn to display the list.

Search By School Search By Student Reports ~Kilg Upload

# Stud Errors | Updated By Last Updated At View Logs

Validation

% FileForlSAC_updi555555_555555_5268 xis
Errors Found

HSValidate

091112018 15:52:16 ‘ &8

.

Z

State Scholar Program: Upload History ﬁ

File Edit Format View Help
School Name : ILLINOIS HIGH SCHOOL
File Name : FileForISAC_updt55555_55555_5267.xls

Validation Start Time: 2018-09-11 14:31:37.222
FileControlID: 5267
Requesting UserID: updt140002

Row 2: 6th Semester Rank Invalid
Row 2: 6th Semester Rank invalid for ranked school
Row 3: 6th Semester Rank Invalid
Row 3: 6th Semester Rank invalid for ranked school
Row 4: 6th Semester Rank Invalid
Row 4: 6th Semester Rank invalid for ranked school

Total number of records processed: 3

Number of rows that validated without error: ©
Number of rows that encountered validation errors: 3
Total Number of Errors: 6

Time processing completed: 2018-09-11 14:31:37.472

July 2023
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File Editing Online

]|

State Scholar Program: Upload History Detail

Display Only Error Records

ILLINOIS HIGH SCHOOL

Year Selected
2018

Filename
FileForlSAC_updt555555_555555_5268.xls

EDIT ERROR State Assigned | Last Name First Name DOB 6th Sem 6th Sem Disqualify | Transfer Out Transfer E3
Student ID MM/DD/CCY | Unw Rank Code Date Out To HS | 44
GPA MM/DD/CCYY | Code Cl

2 P | @ SMITH JOHN 05/01/2000 003 600

3 ;@ @ ROSE RUBY 09/01/1999 004.000

After clicking the Edit button (prior page), the edit screen (above) allows the user to update any
records with errors. Initially, all the records in the file appear on the screen. Use the Display
Only Error Records button to filter the list to show only records with errors. That button toggles
between all the records and only error records. Other functional buttons include:

. Error —click the © icon to view the error details in a pop-up window that displays the
error for the record.

. The Edit column allows the user to edit » or delete ® arecord .

To edit a record:

1. Click the + icon to open the editable data fields (scroll right to view them all).

2. Data enter the correct data into the appropriate fields — be sure to use the proper
formatting as described in the SSP file specifications.

3. Clickthe B icon next to the edited record to save it. You must save each record
individually before moving to the next record.

July 2023 11



File Editing Online — Correcting or Adding a Record

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.

Adding a Record

If necessary, a record may be added to the list of students. To add a record, go to the bottom of
the screen, underneath the scroll bar.

A+ Page1  of 1 %5 v View 1-3 of 3

To add a record:

1. Click the + icon and an empty row will display below the last record.
2. Data entér the record in the empty row.

3. After data entry is complete, click the ® icon to save the record.

4 N | @ DOE JANE 04/01/2000 002.500

v ’

Page 1 of 1 2 [v| View 1-30f 3

OTHER OPTIONS

Search

The #2icon (far left on the function row) allows you to search the records by Row number, Last
Name or First Name.
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File Status Communication

Upon the completion of file validation (page 9 of this guide), if the file upload had errors, the

school SSP contact and principal will receive an email informing them of the file’s status. The
errors must be corrected before any students on the file are considered for State Scholar.
The email will be generated once a week until such time that an error free file is validated.

The email will come from isac.schoolservices@illinois.gov and will have the subject line:

“ACTION REQUIRED, SSP Sixth Semester Validation, School 14XXXX”
ZISAC

Dear Colleague:

This communication is an important reminder, in regard to an Excel file, containing sixth semester data for the 2019-20 Stare Scholar Program (88P), which was recently submitted to the Illinois Student Assistance Commission (ISAC) by

your high school

Results of Preliminary File Review:

The file that was submitted contained errors, ISAC is not able to process vour student data until these emrors have been comrected

Tn arder to encure all of vour students are included in the State Scholar selection process, vou will nead to make the neceseary comrections
Corrections can be submined via GAP Access using either of the following options

» upload a new (comected) Excel file, including data for the entire class
T

»  manually correct individual records from the submitted file online through the S5F Validation function

Failure 1o make these comections could prevent your eligible students from being included for 2019-20 Stave Scholar consideration.
Questions

1f you have any questions, please contact a School Services Representative by calling 866247 2172 or by sending an e-mail 1o isac schoolservices @illinois gov

When a file is validated without errors, an email will be sent to the school contact upon the
completion of validation.

Please make sure both the Principal and Contact information on the State Scholar Program:
School screen is correct and is updated when necessary. Otherwise, you will miss these critical
emails.

ILLINOIS HIGH SCHOOL 555555

~
Address 6rincipal \
123 STREET PRINCIPAL SCHOOL
B Principal Phone
County Principal Email

Phone Principali@School edu

School Contact
School contact

Contact Phone

Contact Email
Contact@School.edu
N /

July 2023 13
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10.

11.

12.

Step-By-Step

Create a 6™ semester data file according to the SSP specification and save that file to your
computer or network.

Login to GAP Access.
Click the State Scholar Program button Rt antee e under the Programs tab.
Enter school specific information if you have not already done so.

Verify school contact and principal information and update if necessary.

Click the File Upload tab.
Click the Select File m button.

Find the file to upload from your computer and double-click on it to copy it into the dialog
box.

Click the Upload button.

Allow time for the validation process. Click the Refresh m button.

Correct any errors found after the validation process by either correcting the Excel file or
data entering the corrections online using the Edit function.

Review any emails received and take any action necessary.

July 2023
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Resources

. State Scholar Program File Specifications
http://www.isac.org/isac-gift-assistance-programs/state-scholar-program/roster-data/#optionl

. State Scholar Main Page on ISAC’s Website
http://www.isac.org/isac-gift-assistance-programs/state-scholar-program/index.html

. State Scholar Program (SSP) User Guide

http://www.isac.org/isac-gift-assistance-programs/state-scholar-
program/media/GAP SSP School Procedures 101315.pdf

. GAP Access User Guides (for setting up user IDs and passwords)
http://www.isac.org/gap-access/#quide

. ISAC School Services
isac.schoolservices@illinois.qgov; 866.247.2172

July 2023
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State Scholar Electronic Data Exchange File Layout and Specifications

Overview

In order to electronically submit student 6" semester data for the 2017-18 State Scholar Program, schools will
create an Excel spreadsheet containing the data and submit it to ISAC through the Gift Assistance Program
Access (GAP Access) portal. The spreadsheet must be created using the file layout below. To submit the
data, upload a completed and verified 6" semester Excel spreadsheet to ISAC via the State Scholar - File
Upload option in GAP Access. You must have a valid GAP Access user name and password to log in to GAP
Access.

1. The spreadsheet must be created using versions of Microsoft Excel 2003 and above.

2. Populate the spreadsheet with 6" semester data, following the guidance found on the SSP page of
isac.org.

3. Be sure to “zero fill” fields where required. Remember, Excel suppresses lead zeros (001755 = 1755 in
Excel) so make sure to format the columns to allow the lead zeros to appear. See the State Scholar File
Upload User Guide Troubleshooting section for instructions on formatting columns.

4. Alpha characters should be in all “CAPS” to accommodate proper printing of certificates.

5. A header row is not necessary (the titles “State Assigned ID, Last Name, First Name”, etc.) however, if a
header row (title row) is used, it must be designated a “header” in the Excel spreadsheet.

6. Excel provides a function to protect the spreadsheet and its cells so that others cannot change the data.
Do not protect the spreadsheet or any of its cells; otherwise the file will not be able to be properly read
and will be considered corrupted.

7. Schools will submit the file to ISAC via GAP Access.

July 2023 16



State Scholar Electronic Data Exchange File Layout and Specifications

Column Data Element Description Required | Length | Data Type Valid Values / Format
A State ID Student State ID 0] 9 Numeric ISBE supplied 9-digit
student identification
number.
B Last Name Student's Last M 35 Alpha 1st position can't be blank,
Name #, or special character.
Should not include a
comma in the data.
C First Name Student's First M 16 Alpha 1st position can't be blank,
Name #, or special character.
Should not include a
comma in the data.
D Middle Initial Student's Middle O 1 Alpha 1 alpha
Initial
E Date of Birth Student's Date M 10 Date MM/DD/CCYY format.
of Birth Valid Calendar Date.
F 6th Semester Student's R* 7 Numeric - 7 digit number; 3 positions
GPA Unweighted Zero Fill after a decimal. > 0.
Grade Point Front & End, | Examples: 003.999,
Average as of decimal in 004.250, 004.000, 099.891
the end of the position 4.
6th semester.
G 6th Semester Student's Rank R* 5 Numeric - | 5 digit number. Should be
Rank in Class as of Right Justify | < 6th Semester Class
the end of the Zero Fill Size.
6th semester. Example: 1 = 00001
H Disqualify Reason a M - If 1 Alpha E: not a citizen or eligible
Reason student does not | Applicable non-citizen
qualify for the F: not a resident of IL as of
HSSP end of 6th semester.
programs. H: not scheduled to
graduate from HS by
September of following
year.
I: already in college or
graduated prior to start of
next academic year
O: deceased
Or Blank
J Transfer Out 6 digit ACT code R-If 6 Numeric Complete 6 digit number.
School Code of the High Applicable Example: 001755
School the
student is
moving to.
K Early Grad Class | Number of M - If 5 Numeric - | Up to 5 digit number. Must
Size students as of Applicable Right Justify | be greater than 0.
the end of the Zero Fill Example: 234 = 00234
3rd semester
prior to student's
graduation.
L Early Grad Rank | Student's Rank in R-If 5 Numeric - | Upto a5 digit number.
Class as of the Applicable Right Justify | Should be < 6th Semester
end of the 3rd Zero Fill | Class Size.

semester prior to
the student's
graduation.

Example: 1 = 00001

July 2023
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Troubleshooting

Common Issues
1. Incorrect formatting of 6" semester GPA and 6™ semester Rank

. 6th semester GPA is a 7-digit field that includes a decimal point in the 4™ position, with 3
positions after the decimal. Properly formatted the field should appear like this: 999.999.
So, if your system carries only a 5-digit GPA (including the decimal), 3.549, you need to
reformat that column on your spreadsheet to make it conform to the ISAC requirements. To
do so you may use the following solution. There may be different or even easier methods to
correct the data but this one will work.

1. First populate the spreadsheet with student data. It should look something like this:

A B C D E F G H | J K L M
1 |State Assig Last Name First Name MI DOB MM/DD/CCYY 6th Sem Unw € 6th Sem Re Disqualify ( Transfer Ot Transfer Ou Early Grad Early Grad 4th Sem Rank
2 ASBURY  RUTH 01/01/99 3.549 5
3 SMITH SAMUEL 01/02/99 3.349 10
4 HILL LOVE 01/03/99 3.33 12

2. To correct the formatting errors for the 61 semester GPA,
Click on column F to highlight th\je/ entire column

A B C D E F G H 1 J K L M
1 |State Assig Last Name First Name M| DOB MM/DD/CCYY 6th Sem Unw (6th Sem Re Disqualify ( Transfer Ot Transfer OvEarly Grad Early Grad 4th Sem Rank
2 ASBURY  RUTH 01/01/99 3.549 5
3 SMITH SAMUEL 01/02/99 3.349 10
4 HILL LOVE 01/03/99 3.33 12
5

3. Right click to bring up the menu and select “Format cells...”

A B C D E F G H I [ K L M
1 State Assig Last Name First Name M| DOB MM /DD/CCYY 6th Sem Unv & Cut ify ( Transfer Ov Transfer Ou Early Grad Early Grad 4th Sem Rank
2 ASBURY  RUTH 01/01/99 3.5¢ 53 Copy
3 SMITH SAMUEL 01/02/99 3.3£ [ Paste Options:
4 HILL LOVE 01/03/99 33 3
S Paste Special...
6

Insert
7
P Delete
9 Clear Contents
10 j]‘ Eormat Cells...
11 LColumn Width...
12 Hide
13 Unhide
1L
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Troubleshooting

4. Select “Custom” under the Category column, then in the Type field (initially, some
words or numbers may appear in the field) type 000.000 and click OK
Clipboard Fl Font F] i i Llumber i bule
F1 - £ | 6th Sem Unw GPA | Format Celis = |

| | A B C D Number | Alignment Font Border Fill Protection | L M
|1 |State Assig Last Name First Name MI DOB MM/DD/! Category: Early Grad 4th Sem Rank
2 ASBURY  RUTH [General T sample

3 SMITH  SAMUEL Humber 6th Sem Unw GPA

1 Currency

4_ HILL LOVE Accounting ATER

5 Dare 000.000)

6 Percentage = P

— Fraction 0 (i

7_ Scientific 0.00 |E|

s Text ## -

i ###0.00

5 S — (22505000

- ###0_);[Red](#,##0)

L0 | ###0.00_);(#,##0.00)

L1 #,##0.00_);[Red](#,##0.00)

1 $#,##0_):(5#,##0)

12 $#,##0_):[Red]($#,2#0) -

E Type the number format code, using one of the existing codes as a starting point.

6 |

17 |

I8 |

19 0K Ccancel

5. Now the 6" Semester GPA field is formatted according to the ISAC requirements.
A B C D B [F G H J K L M N

1 State Assig Last Name First Name MI DOB MM/DD/CCYY 6th Sem Unw (6th Sem Re Disqualify ( Transfer Ot Transfer Ot Early Grad Early Grad 4th Sem Rank
2 ASBURY  RUTH 01/01/99 003.549 5
g SMITH SAMUEL 01/02/99 003.349 10
4 HILL LOVE 01/03/99 003.230 12
5

July 2023
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Troubleshooting

. To correct the formatting for the 6" semester rank, follow the same general steps as those
used for 6™ semester GPA except:

— Highlight the 6% semester rank column.
—  Type 00000 in the Type field on the Format Cells screen.

npooara ) TONT ] TMOTTTENL A TIOTToET A 1S
G1 - S| 6th Sem Rank | Format Cells @i—hJ |
— A B ¢ D 3 Number | Alignment Font Border Fill Protection M N
1 |State Assig Last Name First Name M| DOB MM/DD/CCYY - ad 4th Sem Rank
= Category:
12 | ASBURY  RUTH 01/0 Ganerdl 1 sample
3 SMITH  SAMUEL 01/ | | |Humber 6th Sem Rank
[ Currency
14| HILL LOVE 01/0 || |Fmning =
15| gm 00000]
6 Percentage General -
7_ Fraction
- Scientific 0.00 |E |
8 Text #4480 =
= Special #,#20.00
19 CETI | |7 70 y#,#50)
10 #,220_);[Red](#,#20)
110 | #,##0.00_):(#,#£0.00)
11 #,##0.00_);[Red](#,##0.00)
== §#, 2#0_)i($#,#50)
12| 52,220 )i[Red]($2,220) =
13 -
)
E Type the number format code, using one of the existing codes as a starting point.
16
17
e
19 OK Cancel
ho| o
»  After clicking OK, the 6th Semester Rank field will be formatted according to the
ISAC requirements.
A B C D E F G H | J K L M N
1 |State Assig Last Name First Name MI DOB MM/DD/CCYY 6th Sem Unw @6th Sem R Disqualify { Transfer Ot Transfer Ou Early Grad Early Grad 4th Sem Rank
2 ASBURY  RUTH 01/01/99 003.549 00005
3 SMITH SAMUEL 01/02/99 003.349 00010
4 HILL LOVE 01/03/99 003.330] 00012
5
A B C D E F G H I J K L M N
1 |State AssiglLast Name First Name M| DOB MM/DD/CCYY 6th Sem Unw € 6th Sem Re Disqualify ( Transfer Ot Transfer Ot Early Grad Early Grad 4th Sem Rank
2 ASBURY  RUTH 01/01/99 003.549 00005
3 SMITH SAMUEL 01/02/99 003.349 00010
4 HILL LOVE 01/03/99 003.330 00012
5
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Troubleshooting

2.  Validation Errors but no students in have errors.

Sometimes a message will appear Validation Errors Found, however the none of the
students have error messages next to them.

This error most frequently occurs when the number of records on the file is greater
than the 6™ Semester Class Size reported on the school screen (see page 3).

In this instance, check the report by clicking on the m icon to open the report to
confirm the error.

The issue with the file is listed on the report.

Mj FileForlSAC_updt13%999_159999_5260.txt - Motepad

File Edit Format View Help
School Mame : TEST ISAC 55P
File MName : FileForISAC updtl59999 159999 5269.x1s

Validation Start Time: 2818-89-11 16:52:28.289
FileControlID: 5269
Reguesting UserID: HSValidate

Mumber of Students Must be less than or egual to (Class 5ize

[otal number of records processed: ©

Number of rows that validated without error: 8
Mumber of rows that encountered walidation errors: 1
Total Number of Errors: 1

Time processing completed: 20818-89-11 16:52:28.492

When this error occurs, check the school screen 6™ Semester Class Size, update if

necessary, and double check the number of student records on the file. Make sure the
number of students on the file is less than or equal to the number in the 6 Semester
Class Size.
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Troubleshooting

. 3. Mac Users having problems formatting the date of birth field

— If you are a Apple Mac user and the data of birth will not appear as required on your
spreadsheet, try to following prior to populating the date of birth field.

1. Open Excel

Click File at the top of the worksheet
Select Options & ogtiens  from the “File” menu
Select Advanced

Under the heading “When calgulating this workbook” scroll down to find “Use
1904 date system.”

6. Uncheck the box next to “AUse 1904 date system.”

SAE I A

Excel Options / l 7|

General Enable multi-threaded calculaglon -
Number of calculation thregls
Farmulas _ .
@ Use all processofs on this computer: 4
Proefing 1 Manual =
Save Allow user-defineg/XLL functions to run on a compute cluster G
Language Cluster type: Optio

Advanced

Custemize Ribbon

‘When calculating this workbool: |'._—(| Bookl IZI

Update links to other decuments
ick A Toolb

Quick Access Toolbar [l Set precision as displayed

Add-Ins II:‘ Use 1904 date system l

Save external link values

Trust Center

General

] Provide feedback with sound

Provide feedback with animation

Bl Ignore other applications that use Dynamic Data Exchange (DDE)
Ask to update automatic links

D Show add-in user interface errors

Scale content for Ad or 8.5 x 11" paper sizes

Show customer submitted Office.com content

At startup, open all files in:

Web Qptions...

m
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Troubleshooting

4.  Incorrect formatting of the Date of Birth (DOB).

. Date of Birth format specification is mm/dd/ccyy (month/date/centuryyear). You will need to
format the DOB column on your spreadsheet to make it conform to the ISAC requirements.

1. Right click on the appropriate cell.
Select Format Cells....

o T T RSN F G H 1 J K L M N o P a R 5
i —
2 & Cut
3 |Ba copy
a | @ Paste Options:
5 A
4 Paste Special.
@
8 Insert...
9 Delete...
10 | Clear Contents
11 Filter b
12 | sort »
13
14
15
16 |
17 Define Name...
18 | @ Hyperiink.

2. Select Date and the *3/14/2001 option under Type:

Format Cells L2 oo

Mumber | Akgrment | Font [ Border | Fa [ protecton |

Category:

General » | Sample

Number

Currency

A:munﬂ g Type:

DB‘! [ /200

Time -

;ﬁmﬂtﬂw ;}'\I:d':esday, March 14, 2001 -

ten. 314f01

Tou 03735001

Custom 14Mar01 x|
Locale (location):
Englsh (U.5.) =]

Date formats display date and time serial numbers as date values. Date formats that begin with an
asterisk (*) respond to changes in regional date and time settings that are spedified for the
operating system. Formats without an asterisk are not affected by operating system settings.

o ][ cned ]
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Troubleshooting

3. Select Custom and m/d/yyyy under Type:

Format Cells

(2 i

Number | Algnment | Font | Border | Fi | Protecton |

Category:

» | Sample

Type:
mjdfyyyy

4. Type mm/dd/yyyy in the Type field

Click OK
Format Cells 2
Number | Ak | Font | Border | Fil | Pro
Category:
General ~ | Sample
Number
Currency
Accounting '1_'vpg -
Tne iy
Percentage m/dfyyyy -
Fraction d-mmm-yy
Scentific d-mmm
Text mmm-yy
E’ h:mm AM/PM
h:mm:ss AM/PM —
himm ﬂ
himm:ss
m/dfyyyy h:mm
mm:ss
mm:ss.0 )

Type the number format code, using one of the existing codes as a starting point.

o J[Cm']|||
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Troubleshooting

Your cell is now formatted in Date type - mm/dd/ccyy. You can now enter the date as
1/1/00 and it will convert to the formatted date type: 01/01/2000.

| 4] A B c D E e G
1 [11/0d |
2
3
4
5
AL . 4 Jx
A B C D E 2 G
1 01/01/2000
2
3
4
5
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Troubleshooting

File status errors that require a correction

Reminder:

BOTH columns (rank and unweighted GPA) MUST BE formatted.
Make sure the file is in the specified format.

All files MUST BE created using Microsoft Excel 2003 and above.

. Staging Error — File could not be decrypted or recognized. A corrected file must be
submitted.
> While this is not the only reason for a file to fail for Staging Error, it is one of the
possibilities. ISAC recommends using Microsoft Excel 2003 or above to create the file.
If another software program is used to create the file (OpenOffice, Google Sheets,
LibreOffice, WPS Office, etc.) the file will most likely fail for staging error.

. File Password Protected — Excel file is password protected. A corrected file must be
submitted.

. File Error — File could not be uploaded. File is not in the ISAC required format (see
Guidelines and Samples). A corrected file must be submitted.

. Validation Errors Found — Record format errors. Verify the data follows ISAC guidelines.
A corrected file must be submitted.
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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 El '

School  Administration
State Scholar Program: Search By School: Results

Search By School Search By Student Fik= Upload

School Summary

ILLINOIS HIGH SCHOOL 555555

Addrece
123 STREET
CITY, IL 56655

G Sth Sem Claus

Yamr Srrw

Urrwmighited G'A

Frinolpal

FRINCIPAL SCHOOL
Frinolpal Fhome
Frinolpal Emall
Frind palfSchool edu
Sohoal Contset
Sorood conkack
Contact Fhana
Cantact Emall
ContackfiEchool edu

Shudwwba Houter |yps
I martud Subrrtd
AT SR

Approval
H

Closad

Demo Loaded
o 1zie
CPE

CITE

EALE01E H

Uwrba Pnnted By Hun

Ssimchon
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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
COunty; Principal Email -
Phone Principal@School.edu Demo Loaded
School Contact AT
School contact CPS
Contact Phone -
Contact Email Ems

Contact@School.edu

Graduation Year Create New Report

| 20182018/ |
Entries dispiayed | 10 [v] | Filter | |
Status Report Type Date Run File Size(kb) Username

Showing 1-1 of 1 entries J« = n »

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
SSP Finalists | [v]

Graduation Year
2018-2019(v] |

Request Report
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