
Correcting Errors from Files Submitted through the Data Entry Portal

Data may be submitted to HEI in one of two ways: the batch process and the Data Entry Portal. The batch process is where you create a text file using the data submissions documents and submit it through the Data Input Site. The Data Entry Portal allows you to enter individual records by typing the information directly onto a web page. This process is available for a limited number of files.

As you enter data through the Data Entry Portal, the data are grouped and saved into text files. When you click the "submit" button, the Data Entry Portal creates a file header record for the file and submits the data through the batch process.

If you create a file using the Data Entry Portal and errors are returned you have two options. You may reenter all of the information you submitted with the correct values through the Data Entry Portal, or you may use the procedure outlined below to correct the data. Choosing the later option may save you time. 

Procedure for Correcting Data Submitted through the Data Entry Portal

The procedure for correcting data submitted through the Data Entry Portal involves the following steps:

1. Viewing, identifying and interpreting the errors.

2a.
Saving the file that was submitted to your PC (or LAN) as text or

2b.
Retrieving the file you downloaded when you created the file.

3. Correcting or removing the errant records on your local file.

4. Creating a file header record for the file.

5. Saving the file as text.

6. Submitting the file.

7. Loading the file.

Step 1: Viewing, identifying and interpreting the errors

You have already submitted the data into the Data Entry Portal and have received an e-mail stating that you have errors in your file. You will need to return to the Data Input Site where you will see the following screen:
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Scroll down on the page and you will see the name of the file you [image: image2.png]w ACBLTC20025P01 - Netscape. =[ofx]
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submitted (below). The first two characters of the name represent the file abbreviation. 

To view and interpret the errors in the file, please see pages 13 - 16 in the New User's Training Manual at http://www.regents.state.oh.us/hei/datasubdoc/general/heitrainingmanual.doc.
Step 2A: Saving the file that was submitted to your PC (or LAN) as text

After you have determined the errors in the file you will save the contents of the file that have already been created onto your PC. Click "View" for the file that you are working with from the Data Input Site. The following screen will appear:
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Click "Entire File." This will display the contents of the data you submitted through the Data Input Site. Next click "File" from the menu bar and select "Save As" (see below). 
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Save the file to your C:\ drive or your Local Area Network (LAN) as a text file. A text file will have the extension ".txt" (see below).
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Step 2B: Retrieving the file you downloaded when you created the file

When creating the file using the data entry portal, you have the option to save the file as text at the time the file is submitted for edit. By following this option you would already have completed Step 2.
Step 3: Correcting or removing the errant records on your local file.
When you have saved the file as text to your local drive you will need to open that file with a text editor like Microsoft Word, WordPad or NotePad. 

From the error report you will know the Student Identifiers or Social Security Numbers of the records that were in error. You can use the "Find" feature to quickly find those students on your local file. 

You may either correct the errors that you found or remove the record from the file. 

To correct the errors you will need to utilize the Data Submissions Document on the web for this file submission. The Data Submissions Document displays the columns that each field occupies within each record. Find the errant value within the record (it will occupy the columns identified in the Data Submissions Document), remove that value enter the correct value. 

To remove the errors you will delete the entire record from the file. Be sure that the records above and below the record removed are now next to each other. There should not be a blank line between the two records. 

Please note that if you choose to remove the errors you will need to then reenter the information from the records you removed through the Data Entry Portal. 

Step 4: Creating a file header record for the file

In order for this file to be accepted by the Data Input Site, you will need to create a file header record. This is a record at the top of your local file that identifies (for the benefit of the Data Input Site) key information about this file. Follow the formatting conventions on the following webpage: http://www.regents.state.oh.us/hei/datasubdoc/general/fileheader.html
If you need additional information on creating the file header record please see pages 10 and 11 of the New User's Training Manual at http://www.regents.state.oh.us/hei/datasubdoc/general/heitrainingmanual.doc.
Step 5: Saving the file as text

After you have made your corrections and created the file header record, change the default file name and type a new name with the text extension (.txt) to your PC or LAN. You will need to know the file name for the next step.

Step 6: Submitting the file

You are now ready to submit the file that you have created. Please see pages four and five of the New User's Training Manual at http://www.regents.state.oh.us/hei/datasubdoc/general/heitrainingmanual.doc.
Step 7: Loading the file

If the file has errors, you will need to repeat steps one through six. If the file does not have any errors and you are satisfied with the submission, you may load the file to the database. Please see pages 17 and 18 of the New User's Training Manual at http://www.regents.state.oh.us/hei/datasubdoc/general/heitrainingmanual.doc
to proceed.

� EMBED PBrush  ���





� EMBED PBrush  ���








Correcting Errors from Files Submitted

through the Data Entry Portal

Page 8

[image: image6.png]View ACBLTC20025P01 - Netscape. [_[OIx]
File Edt View Go Commuricator Help

The first 10 of 88 lines from ACBLTC20025P01 are displayed helow.

Entire File | Edit Statistics | Primary Edit Results

Summary Edit Resutts Quit

2757845697TC20333 10060
288585208E XXXEXTXOD4ON
269787082TC2048020090N
269587923 TC20480202 10N
271808764TC1783870045)
271881487TC2048570090N
272665283TC2038510460N
272883104TC20480201800
274688093 TC2380140045)
268548969TC2023 560030




[image: image7.png]w ACBLTC20025P01 - Netscape. =[ofx]
File Edt View Go Commuricator Help

The first 10 of 88 lines from ACBLTC20025P01 are displayed helow. 31

I
[ ' Cdrom CdDos

Backup Del (I Failsafe.drv

bin Dell_zip 25 My Docume

275784569TC2 7 Cache CIDelusl 1My Downlo:

283985208EX% Somi 3y Games
271661467TC2 Flepame:  [reganinl Save

2728831047C2 | Save astype: [HTML Fies < Cancel |

274688093 TC2, FTHL Fis o
268848969TC202356003 0N [ETNENIHNIY
[AiFies




_1090049215

_1090049405

