
  

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
NON-SSN GPA UPLOAD 

WebGrants User Guide 
 

Updated: September 2015 



                                                                     Getting Started 

 

Purpose 

 
The California Student Aid Commission (Commission) is accepting Non-SSN GPA upload files through 
on-line submission. This User Guide provides detailed instructions on the process of creating and 
uploading Non-SSN GPA data into the WebGrants System. 

 
There is an Excel NON-SSN GPA Template (displayed on page 7) available to help create the text file. The 
template has built-in macros for accurate position placement. The Excel Non-SSN GPA Template tool is 
not necessary to use if you are able to extract the necessary data from your Financial Aid Management 

System (FAMS) or Student Information Management System (SIMS) meeting the specific file layout. 
 

File Specifications 

 

The Non-SSN GPA File Layout document on (pages 2-5) displays the file specifications. The data to be 
uploaded is position specific and must be saved in text (.txt) format.  
 
The following information will help in defining the fields of the file specifications.  

    

Field #: This is the column number when using the Excel Non-SSN GPA Template. 

Required Field?: This identifies where data must be provided. 

Start/End: This provides a position listing of the records to be submitted. When the Excel NON-SSN 

GPA Template is used and saved as text the position is saved via a macro (see page 8). 

Length: This is the required number of characters for each field (blanks included).  

Field Name: This is the field name as displayed on the Excel Non-SSN GPA Template. 

Valid Content: This column gives examples of the type of data that is accepted in each of the fields. 

Justify Signed: This clarifies justification for each field element.  
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Non-SSN GPA File Layout 
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Non-SSN GPA File Layout 
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Non-SSN GPA File Layout 

 

 

 

 

 High school graduation date (field 3) is required for the submission of high school GPAs.  

 The characters  :~: (field 22) are required for all records in field 22 

 The State Student Identification Number (field 24) is a required field beginning 2015-16. If the 
student does not have an SSID fill with 0000000000. 
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    Data Fields Definitions 

 

Data Field Definitions 
 

The following Data Fields definitions document is a condensed version of the Non-SSN GPA File Layout 
for quick reference.  
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                               Non-SSN GPA Excel Template 

 

 

Non-SSN GPA Excel Template 
 

The NON-SSN GPA – Excel Template can be available by clicking the Tools link on the WebGrants Main 
Page. The  Excel NON-SSN GPA Template is located toward the bottom of the screen; select the “Save Link 
As” or “Save Target As” option to save the template to your computer. 

 

 
 

Template Functions 

 

The Excel NON-SSN GPA Template should be used to gather the student data. After the student data 
has been entered into the spreadsheet. The excel sheet should be re-saved. The template has built-in 
macros for accurate position placement; use instructions on page 8 when saving the spreadsheet as a text 
file. 
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                 Saving as Text 

 

Non-SSN GPA Excel Template  

The following process will allow the user to save the excel template as a text file. 

 

Saving the Spreadsheet as a text file 

 

1. View: Click the View tab to access the Macros menu. 
 

2. Macros button:  Click the Macros button to bring up the Macros window. 
 

3. Macros Window: Scroll down and select the StartDataTool Macro then click the run button. 
 

4. Save As Text File: The save as pop-up box will appear, click the “Save As Text File” tab. Next, 

select the data sheet name from the drop down menu and click the Save button. Then, select the 

location for were the text file will be saved. The text document should be saved in the same 

location as the excel document. 
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       View of the Text File 

 

Non-SSN GPA Text File 

The text document below is an example of the excel template after it has been saved as a text file. 

 

Text File Elements 

1. Position: Based on the Data Fields definition (page 6) the sample below shows that the School 

Code starts at position 4 and goes through position 11. This text file is ready to be uploaded. 
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                Upload Non-SSN GPA Data 

 

Uploading GPA data to the Commission 

 

Uploading is a process schools use to transmit specifically formatted text files containing student GPA 
data to the Commission for batch processing. Non-SSN GPA data files being prepared for transmission to 
the Commission must be saved in a text file format with a “.txt” file extension. 

 

Navigating the WebGrants System 

 
After logging into WebGrants, this page can be accessed by clicking the WebGrants link on the Portal 
Menu. 
 

 Choose the Non-SSN GPA link from the WebGrants Menu; then 
 Choose the Upload NON-SSN GPAs link from the NON-SSN GPA Menu. 
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Upload Non-SSN GPA Data 

 

Uploading GPA data to the Commission 

 

Here at the Upload Non-SSN GPAs screen you will browse for and upload your Non-SSN GPA data file.  

Screen Elements 

1. Browse: This field will allow the user to search their PC or network drive for the text file (.txt) to 

upload. 

 

2. Academic Year: This field is used to associate a specific academic year with the file located in the 

Non-SSN GPA file path. This is pre-filled by the Commission with the academic year currently being 

accepted for application. 

 

3. Begin Upload: After entering a text file click this button to start the upload process. 
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             Non-SSN GPA File Upload Status Screen 

 

Uploading GPA data to the Commission 

 

The Non-SSN GPA File Upload Status screen will be displayed after clicking the Begin Upload button on 

the Upload Non-SSN GPAs screen.  

Screen Elements 

1. File Upload Status: This provides a summary of the records to be submitted. If there are Invalid 

Records, they must be corrected before the upload can continue.  

 

2. Submit Records: If all records to be submitted are Valid click this button to continue. Note: If 

there are Invalid records; this button may not appear.  

 

3. Back: Clicking the BACK button will take the user to the previous screen and re-sets the Upload 

screen. 
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                                                 Non-SSN GPA Confirmation Screen 

 

Confirmation of Upload 

 

The Non-SSN GPA Confirmation Screen will be displayed after clicking the Submit Records 
button on the Non-SSN GPA File Upload Status screen. 

 

Screen Elements 

 

1. Batch Number: The batch number identifies the group of GPAs submitted and is useful when 
contacting the Commission. By clicking on the batch number a list of the students submitted will 
be displayed. This list can be printed or exported to Excel. 

 
2. Print / Export: The Print button prints a summary of the records submitted. The Export 

button will export the summary of the records submitted to Excel for saving. 
 

3. BACK: Clicking the BACK button will take the user to the NON-SSN GPA File Upload screen to 
begin a new upload. Clicking the BACK button while viewing the list of students will return the 
user to the Summary of NON-SSN GPA Records screen. 

 

 

 
Congratulations! Your file has been successfully submitted to CSAC. We strongly 
recommend that you print a copy of the file for your records and maintain the report as proof 
of submission. The report will not be available once you exit this screen. 
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