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Using the HEI Data Entry Screens
to create
Financial Aid data files



Logging in

You must use Netscape 4.1 or higher in order for the HEI screens and encryption
(security features) to work properly. It can be downloaded at no charge at
http://home.netscape.com/download

You will first be prompted to provide your User Name and Password any time you
have navigated to a page with restricted access. You must use your own account
since any automated correspondence, such as edit results and payment notification,
will be sent via e-mail to the address attached to the account used for each
transaction.

Username and Password Required

All administrators with an HEI account should have completed and returned the
Campus User Authorization Form. It can be downloaded at
http://www.regents.state.oh.us/hei/form.PDF

Using a query requires Restricted Output access for the specific data area. Access
to the queries is assigned by each campus liaison or, for financial aid files, by the
Financial Aid Contacts. Please note that HEI personnel do not create nor update
accounts.



The Data Entry Portal

The Data Entry Portal is located inside the Data Input Site.
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The portal provides a listing of only those files for which you have authorization to
submit. To go to the portal for a particular file, select the data area for which you
are trying to submit. Next, select the file name from the file menu.
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Creating a file through the HEI Data Entry Page

The Data Entry Page provides a screen in which you can key records and save them
to a file that is formatted for submission to HEI. The screen applies edits to each
field as you enter the information. It also creates a proper header record for the file.

Rec# View Last 10 Records Successfully Saved to Data File

|

Create/Change Pending Records
Student Identifier l Institution Assigned Identifier Switch

First Name I Middle Initial | | Last Mame
Student Rank: Summer Term Award First Term Award

Second Term Award Third Term Avward Delete Switch

Pending Records

There are three steps to using the Data Entry Page:

1) Add/Change Record - Click on this button after keying all the necessary
fields for an individual record. This stores the record in your browser and
displays it in the area labeled "Pending Records." Repeat for additional
records. Note that these records are stored only in your browser and will
disappear if you close your browser without saving them using step 2
below. (You can also use the 'Add/Change’ button to change records you
have already keyed: select a record number from the Rec #' box next to the
'Pending Records' box, change the relevant fields using the data entry
boxes, and then click on the 'Add/Change Record' button).



2) Save Records to Data File - Click on this button after you have entered a
batch of records (up to a maximum of 10). This allows you to save your
work so that you can return to it later and either enter more records or
submit it to HEI. You can go back to step 1 if you need to enter more
records. Please note that once you have saved a record, you cannot
change it using the Data Entry Page.

3) Submit Data File to Edit - Click on this button to perform system edits
against all the records in your file. These edits include searching the HEI
system for duplicates. After clicking on this button, you can go to the Data
Input Site to view the results of these edits. Any additions or corrections
must be submitted in a subsequent file. (Note that when you click the
'Submit Data File to Edit' button, you are given the option of downloading
a copy of your file to your PC. If the edit results indicate that corrections
are necessary, you can make the corrections to this file and submit it to
the Data Input Site as described below).

Please note that the editing process is all or nothing with a file. All fields for all
records in a file must pass the edits in order for HEI to process it.

Once you have selected Submit Data File to Edit, you will see the following
confirmation. You will also have the option to download a copy of the file. Itis
highly recommended that you do save a copy in case the file does not pass all of the
edits and you need to edit an resubmit it. (This is covered in a later section.)
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When you select Download a Copy of File, you will be prompted to continue. Select,
Save File.

Be sure to save the record as a Text (.txt) file. You should also note the directory
into which you are saving the file.




Using the HEI Data Input Site
to edit
Financial Aid data files



Submitting ASCII Text files through the HEI Data Input Site

You can also create ASCII Text HEI files using your own software such as Excel or
Word and then submit them through the HEI Data Input Site. The file formats and
descriptions can be viewed in the data submissions documentation for each file.
After you have created your ASCII Text file, access the Data Input Site and select the
data area in which you will be submitting files and click on the “Continue” button.
The screen below will appear.
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Select “Submit Data File” to begin the file submission process for your ASCII Text
file.

ifs Submit Fimasciol olkd File - Mericope

Submit financial_aid data file:

Subrmissions Data; [[EA] Froniancy Awar Payment Hequeste 0002001 5] NOGHGRN|
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You must know where you have saved your file and it must be in a location that can
be accessed through your PC. In the Submissions Data text box, select the type of
file, term and year of the file you wish to submit. Then, select Browse in order to
tell Netscape the location and file name that you are submitting.

B Filc Upload

Y December2i0 [ =

Be sure that you have selected the correct File of type to be sure that you will be
able to view your file. Select the file, then select Open.

Verify that the name and type of file you are submitting are correct. Select Submit
File to complete the process.

b i Submit Fisosciol_oid Fide - Retscope

Submit financial_aid data file:

‘Submissions Data: [P A} PIONIEACY ANa Pamen Requedts 20002001 5] osnesl] |




Using the HEI Data Input Site
to upload
edited Financial Aid data files



Request Load files from the Data Input Site

After you have created, saved and submitted a file for editing, you must still
complete one more step - Request Load. This is the final confirmation that you give

to request that HEI merges the new records and overwrites the replacement records
in the HEI system.
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The list of files includes those submitted through Data Entry Page and those created
independently and submitted through the Data Input Site.

In some cases, the number of files will exceed the space allowed on your screen.
You may need to scroll down to view the more recent files.

Wotkforce Development

WDDAVIZO001MADL

WDDAVIZOO1NADZ

WDDAVIZOO1NADS

WDDAVIZO01MNAD4

Data Subrmussions File
08/14/2000 13:14, 2.3E

Wotkforce Development

Data Submissions File
08/15/2000 14:32, 0.3K

Workforce Development
Data Submizsions File
08/18/2000 15:13, 0.1K

Wotkforce Development

Data Submmssions File
08/15/2000 16:32, 0.1E




Select Request Load next to each file that you wish to have loaded into the HEI
system.

You will be prompted to enter your 4-character Institution Code as confirmation
that you have read and agreed with the terms in the Request Load dialog box.

H Pequest Load - Netscape

-

Request Load of HEI Submission File

You have requested that IGC3CC2001ANT be loaded to the HET database.
The data in this file may be used by OBE to make resource distribution and
cost allocation decisions. In addition, these data are used for higher education
policy research and development.

Tt is important for you to certify that the data in this fle accurately represent your
mshifution.

By entening vour institution code below, you confirm that you have reviewed the
edit results for IGCSCC2001MAN] and that in your judgment, loading this file
will result in complete and accurate reporting of Instructional Grant data for
Columbus State Commumnity College. If you have any questions, press Cancel
and call (614) 466-5045 to speak with an OBE data administrator.

Institution Code #

The files that you select are then reviewed by an HEI analyst and then approved for
loading. This is performed midday and evening after the analyst's review



Editing and troubleshooting
Financial Aid data files



Header record errors

Before records within a file are evaluated, the header record is reviewed for
the following:

1) The institution code in the header must be valid. For the correct code,
you can refer to
http://www.regents.state.oh.us/hei/datasubdoc/vertables/instcamcodes.txt

2) The institution in the header must be the institution for which the data
reporter is authorized.

3) The type of file in the header corresponds with the type of file selected in
the Submissions Data text box.

4) The year and term in the header corresponds with that selected in the
Submissions Data text box.

5) The type of file in the header must be a type for which the data reporter
is authorized. To confirm your authorization, you can refer to the list of data
reporters at http://www.regents.state.oh.us/hei/people.html

6) The number of records within the file must correspond with the record
count in the header.

If a header error is detected, the following message will appear. The first line
displayed is the

ks Hetecope IO

Institution code

} Submission failed: Incorrect header record format:

H i -OTRBIG2001NA
fl Ie type OHSUIG2001N A000032
submission year | [
| 1G5 financial aid 2001 MA OTEB

submission term | uporied e ppes.

S HEL Rle Submizzion Roculte - Metscaps

: Submission failed: Incorrect header record format:

i CPTILIR2000AU000011

The second line is the header record. | Tser environment

| IR financial aid pilet 2000 SM CAPT

The complete header record can be viewed at
http://www.regents.state.oh.us/hei/datasubdoc/general/fileheader.html




Correcting the header

To correct the header, you can use any text editor software. Wordpad and
Notepad are usually available on a PC with a Windows operating system. At
Start, select Programs, Accessories, and Notepad (or Wordpad). Open your
file and type any changes or additions to the first line. Then save the file,
remembering the location and file name.

& bad header OTRE.#xt - Hotepad

BEINIR2B800AUB80611

273123456 03700000{ 81000{
273123457 037001 {
273123458 03700000004327B
27312x45903700123C00000(
273123465 03700000 062000

273123466 037A1234{ 00000{
273123467 0370081 A0800000{
273123468 03700000{ BB123C
273123469 03712345B00000{
27312346003701234G00000{
27312346003701234600000{

Once the header has been corrected and the file has been saved, you may try
the submission again at the Data Input Site.

If the header met the criteria listed above, the file will be submitted for
editing. A confirmation of this will appear. Please note that this is just a
confirmation that the file has been accepted for editing. This does NOT
indicate that the file passed the edits nor does it confirm that the records were
accepted by the HEI system.

3 HET File Submission Results - Netscape

Tour file "A:\revised header CRPT.cxt" has been saved as
IRCAPT20005M01 on the HEI server and submtted to the HEI Instructional
Grant Refund/Monpay edit process. You will be notified wa e-mail to

leann. conardi@sgs. state. oh.ug when the process has been completed

The message will list the name of the file located in your Data Input Site.



Errors in records within a file

If a header record is acceptable, the HEI system will review the records against
a series of edits. These edits and the logic behind them are published as Edit
and Load Specifications at
http://www.regents.state.oh.us/hei/datasubdoc/finaid/faeditload.html

Some edits will review the data for valid information within a field. For
example, a 9-character student identifier is an alphanumeric field and cannot
contain punctuation.

Other edits will compare a record against the other records within the same
file to prevent duplicates.

Another set of edits will compare each record against information already in
the tables or databases for HEI. In some cases, this is to prevent duplicates
where only unique records are permitted. In other cases, this is to determine
that a corresponding record has been received in order to post an adjustment.

The summary of the results of the editing process will be sent to your email
address.

Subject: Edit Statistics for TRCAPT2000S8MO01
Date: Tue, 05 Dec 2000 12:40:54 -0500 (EST)
From: Ohio Board of Regents <httpdi@hel regents State. OH. US>
To: leann, conard@S G State. OH. TS, relav@regents. State OH. TS

Edit 3tatistics for IRCAPTZO0003MO1

FRIMARY EDIT
run bhegan at: 12:40:52 on 12/05/00
total transaction records read = 000012
total nunber of errors = 000019
tcotal nhuwber of warhings = 000000

repeat submissions = 000000

run ended at: 12:40:53 on 12/05/00




Identifying errors in records within a file

If a file had any errors, you will need to correct them and resubmit the file.
None of the records will be processed by HEI. You have two options to
continue processing.

You can delete the records that cannot pass the edits and submit the file
containing the acceptable records.

You can edit the records (as the header was edited above) and resubmit the
entire file again.

Keep in mind that while editing the records within the file may be the most
efficient way to create a file that can be submitted to HEI, you may be
submitted data that are inconsistent with data in your own system. If your
files were generated from a database, you may want to correct the information
in your own system and then regenerate the file to submit to HEI.

To determine which errors are associated with which records, review the files
listed at your Data Input Site. Refer to the file name in your email message to
find the correct file.
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Files listed in the Data Input Site appear in the order of the file name. This
name is assigned by HEI and is based upon:

File type - the two-character code assigned to the type of records in the file
Institution code
Year
Term
Sequential number

The list of files includes those submitted through Data Entry Page and those
created independently and submitted through the Data Input Site.

In some cases, the number of files will exceed the space allowed on your
screen. You may need to scroll down to view the more recent files.

1
PAOTRBZOOONAOS  Data Sut ions File

el s e e o

e +1;:- View IRCAPT20005M01 - HNetscape

The first 10 of 12 lines from IRCAPT20005H01 are displayed helow.

| 27312345600600000{01000¢
27312345700600100400000{ 000000000000000000000000000000000000000§

Select View at Data Input Site 273123455006000000043275
next to the file name. You will | 2315 00e00000 005000
be given four options BN - 2720600 100000000¢

Wl 27312346800600000{0B123¢C
2731234690061235345B00000¢
27312346000601234G00000¢




Select Entire file to view the full
contents of the file

Select Edit Statistics to see a
summary of the edit results for

the file. This is the same information
that was sent to you via e-mail.

Select Primary Edit Results to view
the detail regarding any errors.

Edit Statistics for TRCAPT20005M01

Edit ZItatistics for IRCAPTZOO00IMOL

PRIMALRY EDIT
run hegan at: 12:40:52 on 12/05/00
total transaction records read oooo1z
total number of errors ooools
total nurkber of warnings aooooo

repeat submissions oooooo

run ended at: 12:40:53 on 12/05/00

Primary Edit Results for IRCAPT20005M01

EREOR TOTAL ERROR MESSAGE
CODE COUNT

011

1 Elank records are not allowed

Fecord with this student identifier and delete s
in the file

Invalid Social Security MNumber

Term smount is not numeric



Interpreting errors

The first portion of the Primary Edit results lists the types of errors detected and the
number of records that have that error associated with it.

The second portion gives a list of each record and error combination, grouped by the
errors. If a record has more than one error associated with it, it will be listed more
than once.

¥ Primory Bdit Results = Metzcope

FPrimary Edit Results for WDDAVI2Z001 NAOS
_Reeturi | Gt

ERECR TOTAL
CODE  COUNT

D3z 1

0s1 2

D=4 2

IDENTIFIER

272110110

272100109

ZT=110110

272108108

272110110

272110110

ERRCOR MEZSAGE

Tetal of tescn amounts snce=ds mponual progoanm naxginun

Recotrd cannat be updated., Gubmit adjustphent trangacticn ot delets

and ce=ubmit.

Active paymant aleeady on fila for this taem and
institution

TOTAL ERROFR COUNT = &

ERROFE ERREOR FIELD

CODE
0iz Total anount axcesds maximum
LS Record cannot be uwpdated
osL1 Racord cannot be updatad
054 Aotive payment slosady on fils
o054 Betiva paymant alraady on fila.

KT hotiva paymant alceady on Eila.

studant at thiaz

ERRCR

WALUE

0384/ 04448

272108109

ETEZ110110

272102109

2721101140

272110110




For details on edits performed to submitted records, refer to the edit and load
specifications. A complete listing of the edits and the prevailing logic for each can
be found at http://www.regents.state.oh.us/hei/datasubdoc/finaid/f aeditl oad.html

F ] =

s #

OH10 BOARD OF REGENTS

Edit and Load Specifications

Instructional Grant Refund/Nonpay (IR) File
March 5, 2001

Edit Kules for each Insiructional Grant RefundNonpay (IR) Record

Fead the record
If there are non-blank clarscters bevond B0 charscters i the record.
wrtte Errar 035 on edit repart file
. Check te acad cal table for this institution for e reporting term specified in the header, and, ifibe corrent dage iz not af least 15 days later than the
st dafe for the subsequeent term specified m the table row {or if the tble row is not presentl, then
write Errer 020 an edit report file
D, I Swdent Identzfier contains any non-pumeric character i any character position
witte Exrar 015 on edit report file
E. Ifthere is already an Instroctiora] Grant Befind Moapay record for the corresponding Smedent Identifier on thiz submission file
wrtte Errer 017 on edst report file.
F, If thve first five characters of the Refund Amount are nof memeric
wirile Ervor 03 on edit repost file.
G, Ifthe first five characters of the Non-pay Amound are not maneric
H

= 3

write Error 034 on edit report file,
If term from hepder record 15 5P or SM and MNoopay amount from recond 15 not zeroes

write Error 039 on edit report file,
I Check instr] _grant table for madch on sthed_id, sga insi_code and yr_mom (academic year). If no reatch found, check transfer table for match on studen

identifier, ses instinsion code and scademic vear, I oo match foand in either table




Using the HEI data query screens



Selecting criteria for a query

Enter as many fields as you wish to narrow your search for a specific student record
or group of student records. The more fields you complete, the fewer records the
query is likely to yield.

Some fields will only allow a default value, such as your institution. They cannot be

changed.

Those fields noted as
using the LIKE operator
will allow you to enter
a portion of the field
with the percent sign

% as a wildcard. For
example, a query with
the criterion of
"0SMITH%" for the Last
Name will result with
records with "SMITH"
anywhere within the
last name such as
"SMITH", "SMITHSON"

Instinsicn

Or "KLI NGENSM ITH -" fuses LIE operatar) [uses LIEE opesator

Acceptable date formats:

MM/DD/YY
MM/DD/YYYY

MM-DD-YY
MM-DD-YYYY

Inchamre]

Some fields have links to keys or tables that further
define the options. They are indicated by a blue,
underlined font and can be opened by clicking on
that link.

Uery Criteria

Sudent Tdentifer

—

(e LR comabar]

| SBrans Code

;('u-dt- Dreseription

{195 _|[Submited 1o NTS

|[LTE: _|Fejectsd by HCS |
(M7 [Meme Bejected by NCS
BT Coefirmed by S

I A5 |Buberted ta Arcounting
: PR |Fapmoeot Fequested
LD [award Loaded

To select more than one criterion option in a specific drop-down box, hold down the
left mouse button as you drag and highlight all of the consecutive fields you wish to
use in your query. For non-consecutive fields, hold down the Ctrl key while you

individually select and highlight the options.




Customizing the output from the query

Use Optional Attributes to limit the columns in your output.
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Output can be generated using one of two options: spreadsheet or ASCII

The advantages of the spreadsheet format are:
You have the ability to sort rows.
You have the ability to rearrange the order of columns.
You have the ability to calculate subtotals and totals.

Note: You must have spreadsheet software on your PC and you must associate it
through Navigator's Preference setup.

The advantage of the Fixed Record ASCII format are:
You have a file without embedded formatting to better enable you to upload
the data to a mainframe or other database or to paste to a wordprocessing
document.



Select Include SQL at End if you wish to include the text defining the SQL
(Structured Query Language) used for your query.

Ticle of Beporce (fill anm beeei
Tecor Coveres A by Papert: (2ill in berel
kaport Fowpmred by: (£ill in bace|

You may choose to Add Title if you
plan to distribute the results of your
query as a report.




Running a previous query

You may select to view all of the queries that you have run within a specific window
of time. This is especially helpful when running comparisons from one term to the
next, for those queries that are particularly complex or for those queries that are
run on rare occasion.

gy Fravicurty Ban e
| cnring | [Rtonh: [T B | D [07 Yur [T B
|Enchrg | Dhfonsh: [0 B :l."'.l'.' 75 E | Your [=00 8

Far neare wdonnabion aend doe Profosncy Aacd Coeny, oonkest LeAo Corand o e shiTomamali. fade b il o (6147044 - 2004

Choose the Starting and Ending dates for the list of queries and select Go.

tore Saved Queries - Netscape Z o x|

The dialog box will provide a list of all queries by |t s ot i
date in reverse chronological order. Select the
date and time of the query you wish to rerun,
select Restore the Query, then select Submit the

Query.




