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Getting Started

Purpose

The California Student Aid Commission (CSAC) accepts certified GPASs via on-line submission. This User Guide provides detailed instructions on the
process of creating and uploading Grade Point Average (GPA) data into the WebGrants system.

GPAs can be entered individually (single GPA) or uploaded in batches (multiple GPASs). A batch must be saved as a text file in order for it to be
accepted by the WebGrants system.

There is an Excel GPA Template that can be used to build the text file. The template has enabled Macros, which is used to automatically input data
into the spreadsheet. If you work with a Financial Aid Management System (FAMS) or Student Information System (SIS) that can create this text file,
it is not necessary to use the template.

File Specifications

The GPA File Layout displays the file specifications. The data to be uploaded is position and character specific. If the data does not follow
the specifications, your file will be invalid and will not upload.

The following information will help define the fields of the file specifications.

Column: This identifies the column that corresponds to Field Name

Required Field: This identifies where data MUST be provided. (Some data is optional.)

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

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

Start/End: This provides a position listing of the records to be submitted. When the Excel GPA Template is used and saved as text file the
position is saved via a macro.

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

Justify Signed: This clarifies justification for each field element.


http://www.csac.ca.gov/post/gpa-submission-information

NON SSN GPA File Layout

2019-2020 GPA File Layout
Column Reguired Field Name Acceptable Characters Start | End | Length Jl."c'tify
Field? Signed
A Yes Record ID Input NS1 for all records 1 3 3 Left
00000000 to 99999999
B Yes School Code High School: College Board School Code + 00 4 11 8 Right
College: OPE ID Number
c Yes Graduation Date (High YYYYMMDD P 19 8 Left
School Only) (i.e. 20170601)
Student GPA 001 to 400 .
D Yes 000 GPA will not be accepted. Do not use decimal. 20 22 3 Right
He~rmmn o~
MO
E Yes High School F)r College GPA | v~~~ vy~ 23 30 8 Left
Indicator DO NOT EDIT: In CSAC template this field will auto-
populate when Macros are enabled
00000000 to 99999999
F Optional Spring School Code High School: College Board School Code + 00 31 38 8 Right
College: OPE ID Number
) YYYYMMDD
G Yes Student Date of Birth (i.e. 19990125) 39 46 8 Left
0to 9; Uppercase Ato Z; (space); . (period);
H Yes Student’s Last Name 47 65 19 Left
' (apostrophe) ; - (hyphen)




NON SSN GPA File Layout

2019-2020 GPA File Layout

Column Reguired Field Name Acceptable Characters Start | End | Length Jl.JStify
Field? Signed
| Ves Student’s First Name 0to 9; Uppercase Ato Z; (space); . (period); ‘ (apostrophe); - 27 - Left
- (hyphen)
J Optional Middle Initial Uppercase Ato Z 78 78 1 Left
K Optional Mother's Last Name ? (tr?y;]::)percase AtoZ; (space);. (period); * (apostrophe); 79 | 97 19 Left
L Optional Father's Last Name 0to9; Uppercase Ato Z; (space); . (period); * (apostrophe); 98 | 116 19 Left
- (hyphen)
0to 9; Uppercase Ato Z; (space); . (period); ‘ (apostrophe);
M Yes Student Street Address - (hyphen); , (comma); # (number); @ (at); % (percent); 117 | 151 35 Left
(ampersand); / (slash)
0to 9; Uppercase Ato Z; (space); . (period); ‘ (apostrophe);
N Yes Student’s City - (hyphen); , (comma); # (number); @ (at); % (percent); 152 | 168 | 17 Left
(ampersand); / (slash)
0] Yes Student’s Zip Code 00000 to 99999 169 | 173 Right
P Yes Student’s Gender M= Male ; F= Female; N= Non-binary 174 | 174 Left
Q Optional Parent’s Phone Number 0000000000 to 9999999999 175 | 184 10 Right
R Optional Student’s Phone Number 0000000000 to 9999999999 185 | 194 10 Right




NON SSN GPA File Layout

2019-2020 GPA File Layout

Column Re’f'“"ed Field Name Acceptable Characters Start | End | Length Jl.JSt'fy
Field? Signed
One @ (at-sign)
Before @:
e at least one valid character
e all characters in the range of ASCII 33- 126, except for
the following 12 characters<>()[] \,;: " @
e period cannot be first, last or adjacent to another
S Optional Student's Email Address period 195 | 244 50 Left

After @:
e at least one valid character
e only letters, digits, hyphen, underscore, and period

* hyphen, underscore, and period cannot be first, or
adjacent to a period




GPA File Layout

2019-2020 GPA File Layout

Column Re’f'“"ed Field Name Acceptable Characters Start | End | Length JPStify
Field? Signed
One @ (at-sign)
Before @:
e at least one valid character
¢ all characters in the range of ASCII 33- 126, except
for
the following 12 characters<>()[] \,;: " @
T Optional Parent's Email Address ¢ period cannot be first, last or adjacent to another 245 | 294 50 Left
period
After @:
e at least one valid character
e only letters, digits, hyphen, underscore, and period
¢ hyphen, underscore, and period cannot be first, or
adjacent to a period
U Optional Dream ID 00100001 to 000999999 295 | 303 9 Right
\Y Yes Leave Blank DO NOT EDIT: Required data element. When 304 | 306 3 Left
using CSAC template this field will auto-populate
when Macros is enabled
0to 9; Uppercase Ato Z; (space); . (period);
W Optional School Student ID (apostrophe); 307 | 326 20 Left
- (hyphen)
X Ves State Student Identification 397 | 336 10 Right

Number

0000000000 to 9999999999




Excel GPA Templates

Excel GPA Templates

The Excel GPA Templates are used to gather student data onto one spreadsheet and convert the data into a format which can be uploaded
into WebGrants. Select the appropriate template for the computer you will be using to upload GPAs.

Preparing the Template

When the template is initially opened from your computer, a yellow PROTECTED VIEW notification will pop-up. Click the Enable Editing box.

0 PROTECTED VIEW Ee careful—files fram the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing G —
A2 - I

A B C D F G H | J K
School Graduation Spring Date of Student’s Student’s Student’s Mother's Last Father's |
Record ID Code Date GPA School Code Birth Last N\ame First N\ame  Middle Initial Name Name

Next, a yellow SECURITY WARNING will pop-up. Click the Enable Content box. When the purple Macros box appears, exit the box. The
template is now ready for you to input your student data. After the student data has been entered into the spreadsheet, the excel template should

be re-saved.
("NonssN GPa Template - updated August 2014 mh
GetFiles Save As TextFile | Copy XLS File
1 SECURITY WARNING Macros have been disabled. | Enable Content | sen Files
Click down arrow to select GPA file File
C6 v | Jr B |
[ Preview Sheet
A B Cc D F G
School Graduation Spring Date of
1M Record ID Code Date GPA School Code Birth
% " Show Opening Screen Exit Cancel



https://www.csac.ca.gov/post/gpa-submission-information

Saving as a Text File

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

IMPORTANT: Before you save your excel template as a text file, validate that the data is accurate for each student.

v" Check that each student’s GPA is calculated correctly (unweighted) on the spreadsheet
v" Check that each student’s high school graduation date is correct on the spreadsheet

After inputting all of your student data:

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

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

Home Insert

School Graduation Spring Date of
Record ID Code Date GPA School Code Birth
99999900 20150601 99999900 19971220
99999900 20150601 "99999900 19971004
99999900 20150601 ’99999900 19970408
99999900 20150601 99999900 19971008
'99999900 20150601 "99999900 19970702

Student's
Last Name
Redman
Goldsmith
Lauder
Bateman
Stern

Student’s
First Name
Stuart
Frannie
Harold

Glen

Susan

Student’s Mother's Last
Middle Initial Name
Redman

Lauder
Bateman
Stern

Father’s Last
Name
Redman
Goldsmith
Harold

Glen

Student Address
635 GOULD TE

9163 KEWEN AVE
13017 CORRENTI St
1323 N HARVARD BL #10




Saving as a Text File

3. Inthe Macro window, scroll down and select StartDataTools, then click the Run button.

4. A purple pop-up box will appear, click the “Save as Text File” tab. Next, select your GPA file from the drop downmenu and
click the Save button (if you haven’t named your spreadsheet it will be the BlankDataEntry file). Then, select the location
where you would like your text file to be saved. The text document should be saved in the same location as the Excel
document.

Macro name:

StartDataTools £

FormatSheet_BeforeExport
FormatSheet_Mormal Step Into
GetDeleteDefinedMames
HideGpaColumns Edit
InsertHiddenGpaColumns —
KillsplashScreen
RemowveAllBorders
RemoveHeaderRow

shaneli = Delete
noos e— [ Preview Sheet

UnhideallColumns Options...
UnhideAllR.ows =

- Get Files Save Az Text File | Copy XLS File

L3

e

Send Files

Click down arrow to select GPA file

Macrosz in: | All Open Warkbooks EI

Description

~ . :
— Show Opening Screen (2] Exit | Cancel |

i




View of the Text File

GPA Text File

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

Text File Elements

Position: Based on the Data Fields definition the sample below shows that the School Code starts at positions 4 and goes through position 11. This text
file is ready to be uploaded.

'TextPad - [ \Documents and Settings' afelix.CSAC' Desktop',2012-13 Students',BlankDataEntry_expork.tat]
Fie Edt Fearch ‘iew Took Macros Configure  ‘Window  Help
NEEVISREB BB |22 (=220 (@Y 4R @G| oue )N
IEEEEIN> 01206154008 0099990019951220Rednan Stuart Redmnan Redmnan
W510099990020120615331H 0099990019951004Galdsnith Frannie D Goldsmith
N510099990020120615300H 0099990019950408Lauder Harold ELauder Lauder
N510099990020120615375H 0099990019951008Batenan Glen Bateman Bateman
W5100999900201206815250H 00999900199507025tern Susan DStern
H510099930020120615225H 009993900199350607UTnderwond Larry Inderwood Inderwood
| | HS510099990020120615280H 0099990019951007Cross Hadine Cross Cross
H510099990020120615201H 00999900199508045wann Lucy ASwann
W510099990020120615333H 0099990019951224Andros Hick Eindros Andros
W510099990020120615200H 0099990019951010Cullen Tom Cullen
W510099990020120615305H 0099990019950214Swift Denny Swift Swift
W510099990020120615315H 0099990019950704Kelly Enzo Kelly Kelly
[« |
Ilytesselecled [ 1 | 12 |Read W|Blnck |Syncﬁ

10



Upload GPA Data

Uploading GPA data to the Commission

Uploading GPAs is a process schools use to transmit specifically formatted text files containing student GPA data to CSAC for batch processing.

Navigating the WebGrants System

After logging into WebGrants:

1. Choose the WebGrants link on the Portal Menu

2. Choose the Non-SSN GPA link from the WebGrants Menu; then

3. Choose the Upload NON-SSN GPAS link from the NON-SSN GPA Menu.

3

Portal Menu

WebGrants e

WebGrants Menu

GPA
Data Transfer
NON-SSN GPA €

11

NON-SSN GPA Menu
Upload NON-SSN GPAS = <€

NON-5SN GPA Process

Add NON-55N GPAs / Test Scores
Edit NON-SSN GPAs

Delete NON-55N GPA Baiches
NonSSN GPA to Fin App Match




Upload GPA Data

Uploading GPA data to the Commission

At the Upload NON-SSN GPAs screen you will browse for and upload your Non-SSN GPA textfile.

Screen Elements
1. Click on Browse to search your PC or network drive for the GPA text file (.txt) that you want to upload.
2. Click the drop down arrow in the Academic Year box to select the academic year that corresponds to the file that is being uploaded.

3. After selecting a text file and an academic year, click the Begin Upload button to start the upload process.

California Student Aid Commission
WebGrants System GPA Student Info School Info Roster/Reconciliation Data Transfer NON-SSN GPA

NON-SSN GPA j Upload NON-SSN GPAs

Upload NON-SSN GPAs

¢ Enter the file path and name of your file (Use the BROWSE button to find your file)
& File type must be txt
L Click the Begin Upload button to start this operation III

NoN-ssw Gea i N IS

Academic Year: [ ]
Begin Upload

12



Invalid Records

NON-SSN GPA File Upload Status: This screen will be displayed after clicking the Begin Upload button on the Upload GPAs screen.

Invalid Records: lf there | I linvalid recor records will _Although the example below shows 6 Valid Records, because there are

3 Invalid records, 0 records will upload.

View Invalid Records: Click on the View Invalid Records box to view the Invalid Record List.

\ NON-SSN GPA File Upload Status

I View Invalid Records I File Name: GPA Upload_export.txt

File Size:

File Type:

Academic Year and Cycle:
Total Records:

Walid Records:

3043
text/plain
2016

9

I Invalid Records:

6
3 |

BACK

Invalid Record List: The example below shows 3 invalid records. Refer to the Reject Reason to identify the specific error. Corrections must be made on
your GPA text file or Excel GPA Template. If corrections are made on the Excel GPA Template, it must be resaved as a new text file in the same location.
After the corrections are made, re-attempt your upload.

e ~

Record(s): 3 Invalid Record List Page: 1 of 1
Student Name Reject Reason
1 , Invalid Record Length
2 SMITH, JOHN 060116  1996/06/12 3.33 Invalid Zip Code
9 DOE, JOHN 060116  1997/02/26 4.01 Invalid GPA
Print Export BACK

13



Accepted GPA File Upload Status Screen

The File Upload Status screen provides a summary of the records to be submitted. If there are Invalid Records, they must be corrected before the
upload can continue.

1. Ifallrecords to be submitted are Valid click the Submit Records button to continue. Note: If there are Invalid records; this button may not
appear.

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

NON-SSN GPA File Upload Status

File Name: 2012-13 Students Fixed_export.txt
File Size: 3936
File Type: text/plain
Academic Year and Cycle: 2012
Total Records: 12
Valid Records: 12

Invalid Records: 0

. e

Submit Records BACK : — 2

14



GPA Confirmation Screen

Confirmation of Upload

The GPA Confirmation Screen will be displayed after clicking the Submit Records button on the 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 exportthe summary of the records
submitted to Excel for saving.

3. BACK: Clicking the BACK button will take the user to the 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 GPA Records screen.

7

Record(s): 1 Summary of NON-SSN GPA Records

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

Batch School Code Report Name Submitted Accepted Errors
Number
887 00999900 NSLD-2012-00999900-090CT12-111253. TXT 12 12 0
[ Prnt || Export |[ BACK |

1 : / \ 3

Congratulations! Your file has been successfully submitted to CSAC. We strongly recommend that you print acopy of thefile 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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