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1 Introduction
The Office of Postsecondary Education (OPE) is requesting institutions that administered the TEACH Grant Program during the 2008-09 Award Year, to provide supplementary data to aid in the description and analysis of the program’s activities.  OPE uses a web-based reporting system to collect the data.
This document defines the web application’s capabilities with screen designs, data validations and error messages, and table structures in relation to the OMB Approval No.: XXX  TEACH Grant data collection document.  The web application was developed in ColdFusion MX 9 and the database resides in an MSSQL database.  The document’s intended audience is the OPE management and staff.
2 Main Page

Description
This page provides information about the submission due date, login and registration process.  Hyperlinks are provided for Forgot Password, First time user, Help Desk and SSS Instructions. 

Page Details

This page allows users to log in to the TEACH Grant online program if they have already registered.  All first time users must register in order to access the APR.  The Login page displays as follows:
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2.1 First Time User

Description

Registration is required to protect the security of the annual performance report data.  To receive the user id and password, an institution must provide the OPE ID number, the financial aid administrator’s first and last name, and administrator’s email address.  If the OPE ID number, last name, and email address match the data that the Department currently has on file, a user id and temporary password are sent to the administrator’s e-mail address.  

If there is any discrepancy with the information provided, such as an incorrect or outdated e-mail address for the financial aid administrator, the Help Desk is notified.  An issue is created in the TEACH Help Desk log, and Help Desk staff review the information submitted by the user during the registration process and compare it with what is in the database.  If the discrepancy is obvious, such as a misspelling in the email address, the Help Desk staff will grant access to the system by sending the login information. 

If the name of the administrator is different from what is in the TEACH database, the Help Desk staff will flag the record.  Each day a report in the form of a spreadsheet containing the new flagged records will be sent to Mary Miller, with a cc: to Richard Lee.  After OPE verifies the report,  CBMI will provide login information to the administrators.  

Page Details

This page collects information such as OPE ID number, the financial aid administrator’s first and last name, and administrator’s email address.  The User Registration page displays as follows:
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Database Tables
Once the user clicks the “Submit” button, the information entered by the user on the registration form will be checked against the following database tables and their associated columns:

	Field Name
	Table Name
	Database Column Name

	OPE ID
	tblFAA
	opeid

	FAA’s E-mail Address
	tblFAA
	email

	FAA’s Last Name
	tblFAA
	lastname


Notes:  

1. OPE ID is checked against the table tblAccount first to see whether the user is already registered.  If not, the validity of the OPE ID is checked in the table tblFAA.  If the OPE ID exists in the table tblFAA, a record will be inserted into the table tblAccount for this institution.

Form Validations

The table below outlines the general validations for the fields on the User Registration page.  All fields are required.  Users must pass all validations before submitting the form.

	Screen Label
	Edit Check
	Expected Error Message(s)

	OPE ID
	Should not be blank
	Please enter OPE ID Number.

	FAA’s E-mail Address
	Should not be blank
	Please enter financial aid administrator’s E-mail Address.

You have entered an invalid email address.

	FAA’s First Name
	Should not be blank
	Please enter financial aid administrator’s First Name.

	FAA’s Last Name
	Should not be blank
	Please enter financial aid administrator’s Last Name.


Registration Successful:

If the information given by the user is valid, a record created for this OPE ID in the table tblAccount will be updated with a userid and a password. At the same time a record for this OPE ID will be created in table tblStatus. The password in the table tblAccount is encrypted for security purposes.  Once the user is successfully registered, he/she is directed to the following screen where a notification is displayed and will also be emailed the userid and temporary password.  Users must use the userid and temporary password sent to them via email to continue with the process.
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· Registration Failed:

If the information given by the user is not valid, he or she is directed to the following screen:
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Database Tables
Once the user clicks the “Submit” button, the details will be inserted into the following database tables and columns.
	Field Name
	Table Name
	Database Column Name

	FAA’s First Name
	HelpDeskOnline.tblIssue
	POCFirstNM

	FAA’s Last Name
	HelpDeskOnline.tblIssue
	POCLastNM

	Provide your current e-mail address
	HelpDeskOnline.tblIssue
	[POCE-mail]

	FAA’s Phone Number
	HelpDeskOnline.tblIssue
	POCPhoneNO

	Ext
	HelpDeskOnline.tblIssue
	POCPhoneEXT


Note: HelpDeskOnline is a shared database for the Help Desk for all OPE programs.  The table tblIssue resides in the HelpDeskOnline database.

	Field Name
	Table Name
	Database Column Name

	FAA’s First Name
	HelpDeskOnline.tblChangeFAA
	DirFirst

	FAA’s  Last Name
	HelpDeskOnline.tblChangeFAA
	DirLast

	Are you a new administrator?
	HelpDeskOnline.tblChangeFAA
	NewFAA

	Do you have a new e-mail address?
	HelpDeskOnline.tblChangeFAA
	NewEmail

	Provide your current e-mail address
	HelpDeskOnline.tblChangeFAA
	DirEmail

	FAA’s Phone Number
	HelpDeskOnline.tblChangeFAA
	DirPhone

	ext
	HelpDeskOnline.tblChangeFAA
	DirPhoneExt


Once the user clicks the “Submit” button, the details will be updated to the following database tables and columns.
	Field Name
	Table Name
	Database Column Name

	FAA’s First Name
	tblAccount
	firstnm

	FAA’s Last Name
	tblAccount
	lastnm

	Provide your current e-mail address
	tblAccount
	email


Form Validations

The table below outlines the general validations for the fields on the Registration Failed page. Users must pass all validations before submitting the form.

	Screen Label
	Edit Check
	Expected Error Message(s)

	FAA’s First Name
	Should not be blank
	Please enter FAA’s First Name.

	FAA’s Last Name 
	Should not be blank
	Please enter FAA’s Last Name.

	Current E-mail Address
	Should not be blank
	Please enter Current E-mail Address.

You have entered an invalid email address.

	FAA’s Phone Number
	Should be numeric and in the telephone format if entered or leave it blank
	Phone No must be entered in the telephone format e.g.: 999-999-9999

	ext
	Should be numeric if entered or leave it blank
	FAA’s phone ext must be a numeric value


If the FAA’s last name and email address cannot be verified online, the Help Desk is notified.  Refer to Section 2.1 First Time Users: Directions for further information on this process.  

2.2 Registered User
Description

A registered user can begin the data collection process by logging in using the user id and temporary password provided to them via email.  If this is the first time the user logs into the program, he or she will be directed to the First Time Login screen where users are required to change their temporary password.

Page Details

Based on the login information entered by the user, the PR number will be identified for that grantee and is displayed on the page.  The first time the user logs into the system, this page requires the following fields: Temporary Password, New Password, Confirm Password, Email Address, First Name, and Last Name.  The First Time Login page displays as follows:
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First Time Login

You are required to change your password the first time you lag into the system. After you change
your passward, you will need to login with your new password. The password must be at least
eight characters, and include combinations of the following

at least one English uppercase character (A-Z)
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The ermail address provided below wil be used to verify your identity in the "Forgot Password”
feature of the website

OPEID 01111700
Temporary Password*

New Password =

Canfirm Passward*

E-mail Address™

First Name™

Last Name™
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Form Validations

The table below outlines the general validations for the fields on the First Time Login page.  All fields are required.  The user must pass all validations before submitting the form.

	Screen Label
	Edit Check
	Expected Error Message(s)

	Temporary Password
	Should not be blank
	Please enter the Temporary password.

	New Password
	Should not be blank
	Please enter the new password.

	Confirm Password
	Should not be blank
	Please confirm the new password.

	Email Address
	Should not be blank
	Please enter the Email address.

You have entered an invalid Email Address

	First Name
	Should not be blank
	Please enter the First Name.

	Last Name
	Should not be blank
	Please enter the Last Name.


Note: Temporary Password will be checked against the database table tblAccount to ensure validity.

All other validation checks in the form will be performed once the data is entered by the user and clicks the “Submit” button.

The possible error messages displayed on this page are:

Error: Temporary Password is not valid.  Please enter valid password.

Error: New Password does not match Confirm Password.  Please reenter your password.

Error: You entered an invalid e-mail address.
Error: Last Name does not match FAA's Last Name. Please reenter the Last Name.
Error: Email does not match with FAA's Email. Please reenter the Email.
The page will be displayed as follows with the error message:
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First Time Login

You are required to change your password the first time you lag into the system. After you change
your passward, you will need to login with your new password. The password must be at least
eight characters, and include combinations of the following

at least one English uppercase character (A-Z)

at least one English lowercase character (2-2)

at least one numeric number (0-5)
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OPEID 01111700
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Database Tables
Upon successful submission by the user, the details in the form will be updated in the following database tables and columns.

	Field Name
	Table Name
	Database Column Name

	New Password
	tblAccount
	Password

	First Name
	tblAccount
	FirstNM

	Last Name
	tblAccount
	LastNM

	Email
	tblAccount
	Email


And the user will be taken back to the login page to login with the new password. The screen displays as follows:
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2.3 Forgot Password
Description

A new user id and password are required for each reporting cycle.  To receive a user id and password, the user must first register on the index page.  If the user has already registered but has forgotten the password, the information entered on this page is verified with the details given on the First Time Login page.

Page Details

This page requires the OPE ID number, email address, and director first and last name to obtain a forgotten password.  If the information provided matches the database records, the password is emailed to the financial aid administrator.
The Forgot Password page displays as follows:
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Database Tables
The values entered by the user will be checked against the following database table and columns:

	Field Name
	Table Name
	Database Column Name

	OPE ID Number
	tblAccount
	opeid

	Email Address
	tblAccount
	Email

	First Name
	tblAccount
	FirstNM 

	Last Name
	tblAccount
	LastNM


Form Validations

The table below outlines the general validations for the fields on the Forgot Password page.  All fields are required.  Grantees must pass all validations before submitting the form.

	Screen Label
	Edit Check
	Expected Error Message(s)

	OPE ID Number
	Should not be blank
	Please enter OPE ID Number.

	Email Address
	Should not be blank
	Please enter Email Address.

You have entered an invalid Email Address.

	First Name
	Should not be blank
	Please enter First Name.

	Last Name
	Should not be blank
	Please enter Last Name.


2.4 Successful Login

Description

After the user has logged into the system successfully, he or she is directed to the Warning page, which cautions the user that they are accessing a government network, which is available to authorized users only.  After clicking on the “OK” button, the user proceeds to the PR Number Confirmation page.

The Warning page displays below:
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Page Details

The grantee is asked to verify the information displayed in the below page.  If this is not the institution’s PR number, the grantee clicks on the “Cancel” button to log in again.
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Database Tables

The data displayed in the OPE ID Number Confirmation page is retrieved from the following database tables and the associated columns:

	Field Name
	Table Name
	Database Column Name

	Institution/Campus OPE ID Number
	tblStatus
	   OPEID

	Name of Institution/Campus
	tblStatus
	   institution

	
	tblStatus
	   StateCD


3 Step 1 - Financial Aid Administrator and Data Entry Person Information
Description
This page displays the details about the project, which includes the information about the Grantee Institution, Project Characteristics, Project Director, Data Entry Person and Certification.

Page Details

Based on the OPE ID number the user entered upon login, the system pre-populates the values for the financial aid administrator.
Step 1 displays below:
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Mary:  Do we need to display institution address?

The pre-populated values in Step 1 are retrieved from the following database tables and their associated columns when the user enters Step 1 for the first time:

	Field Name
	Table Name
	Database Column Name

	OPE ID  Number
	tblStatus
	   opeid

	Name of Grantee Institution
	tblStatus
	   institution

	Address:

	    City
	tblStatus
	   institution City

	    State
	tblStatus
	   StateCD

	FAA’s detail:

	   Prefix
	tblFAA
	   FAAPrefixCD

	   First Name
	tblFAA
	   Firstname

	   MI
	tblFAA
	   MI

	   Last Name
	tblFAA
	   Lastname

	   Telephone Number
	tblFAA
	   FAAPhone

	   Fax Number
	tblFAA
	   FAAFax

	   Email
	tblFAA
	   Email


Database Tables

Once the form is saved by the user, the data in Step 1 is retrieved from the following database tables and the associated columns:

	Field Name
	Table Name
	Database Column Name

	OPE ID Number
	tblStatus
	   opeid

	Name of Grantee Institution
	tblStatus
	  institution

	Address:

	   City
	
	   institutionCity

	   State
	
	   StateCD

	FAA’s detail:

	   Prefix
	
	   FAAPrefixCD

	   First Name
	
	   FirstName

	   MI
	
	   MI

	   Last Name
	
	   LastName

	   Telephone Number
	
	   FAAPhone

	   Fax Number
	
	   FAAFax

	   Email
	
	   email

	Data Entry Person:

	   Prefix
	
	   EntPrefixCD

	   First Name
	
	   EntFirstName

	   MI
	
	   EntMI

	   Last Name
	
	   EntLastName

	   Telephone Number
	
	   EntPhone

	   Email
	
	   EntEmail


Page Operations

Step 1 has validation edits for certain fields that will prevent users from saving their form if a response is not provided.  Fields marked with an asterisk * are required.  The Reset button will erase any unsaved values entered.

Once Step 1 is complete, the user clicks on the Save and go to next section button.

After making changes in Step 1, if the user does not click the button Save and go to next section but clicks any of the hyperlinks in the menu to go to a different section, the alert message will be displayed as follows:
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Form Validations 

The table below outlines the general validations on the fields in Section I. Institutions must pass all validations before proceeding to the next section.

	Field No.
	Screen Label
	Edit Check
	Expected Error Message(s)

	1.
	First Name
	Should not be blank
	FAA First Name is a required field

	
	Last Name
	Should not be blank
	FAA Last Name is a required field

	
	Telephone Number
	999-999-9999
	Phone No is a required field and must be entered in the telephone format; e.g.: 999-999-9999

	
	Fax Number
	999-999-9999 if entered or it can be blank
	Fax Number must be entered in the fax number format; e.g.: 999-999-9999

	
	Email
	1. Should not be blank

2. Email format validation
	1. Director Email is a required field
2. You have entered an invalid FAA Email

	2.
	First Name
	Should not be blank
	Data Entry Person First Name is a required field

	
	Last Name
	Should not be blank
	Data Entry Person Last Name is a required field

	
	Telephone Number
	999-999-9999
	Phone No is a required field and must be entered in the telephone format. 

e.g.: 999-999-9999

	
	Email Address
	Email format validation
	You have entered an invalid Data Entry Person Email


4  Step 2:  Record Structure for Participants

4.1 Step 2 Main Page

Description

The Step 2 main page will display brief instructions for completing the TEACH data collection for 2008-09.  The page provides a link for new users to start the participant data collection process and options for returning users to continue reviewing participant data or start a new process. 

Page Details

Based on the OPE ID number the user entered upon login, the system will determine whether the grantee already started the participant data collection process.  After the user clicks on the Step 2 tab, the following screen displays:
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Step 2 - TEACH Data Collection
Getting Started

Institution OPE I

Access Participant Data

Your TEACH participant data was preloaded into the online system. To continue working on your participant data, click the
"Contirue” button

p—

Download Data to an Excel File

You may obtain 2008-09 data in an Excel spreadsheet for editing on your desktop. The download fle will allow you to add
data to the last two data fiels. The systern wil not except data change in any other data fields

For securlty reason we will only include your participants lastd of social security numbers in the downioad file.

Once you have cornpleted the participant data file you must save the file as an Excel spreadsheet or a cormma delirmited
format with “csv™ extension, then upload the file using the "Upload an Excel File to the Web Data Entry Form” function

By clicking on the "Download Data” button the system will generate the participants' data fle from last year and this screen
will be refieshed to show a link to this data file

Upload an Excel File to the Web Data Entry Form

Prior to uploading your fle, verify that you have the correct nurmber of fields and that they are in the correct sequence.
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Access Participant Data

Your TEACH participant data was preloaded into the online system. To continue working on your participant data, click the

"Continue” button.

Download Data to an Excel File

You may obtain 2008-09 data in an Excel spreadsheet for editing on your desktop. The download fle will allow you to add
data to the last two data fiels. The systern wil not except data change in any other data fields

For securlty reason we will only include your participants lastd of social security numbers in the downioad file.

Once you have cornpleted the participant data file you must save the file as an Excel spreadsheet or a cormma delirmited
format with “csv™ extension, then upload the file using the "Upload an Excel File to the Web Data Entry Form” function

By clicking on the "Download Data” button the system will generate the participants' data fle from last year and this screen
will be refieshed to show a link to this data file

Upload an Excel File to the Web Data Entry Form
Prior to uploading your fle, verify that you have the correct nurmber of fields and that they are in the correct sequence.
Please use the Browse button to select the file or type the file name and directory path in the box below. The participant data

fle must be in an Excel spreadsheet or a comma delimited format with "csy™ extension. Then click an the "Upload File"
button to proceed

File to Upload (Browse... )

What is a CSV file?

»
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4.2 Getting Started Page

Description

The Getting Started page provides three options for starting the participant data collection process:

1. Access the 2008-08 data online through the web data entry form;

2. Download data to  Excel/CSV file to work offline; 

3. Upload an Excel/CSV file to the web data entry form.
When a user chooses Option 1, the system will allow the user to directly enter individual participant data into the system via the web form.  Option  2, allows the user to access the data as an Excel spreadsheet for editing on the user’s desktop.  Once the user updates the participant data file, it can be saved either as a comma delimited file with CSV extension, or as an Excel file; then uploaded in Option 3.  In Option 3, the system can transfer last year’s participant data to the web data entry form for review and submission.  
Please note:  Due to security concerns regarding the use/transmittal of sensitive data, if the user downloads the data, only the student’s social security number (SSN) 4 digits will be displayed. 
Page Details

If the grantee has not yet started the process, the system will show the following screen:

Page Operations

To download the data files pre-loaded in the system, click the Download Data button to display a hyperlink to an Excel file.  To open the Excel file or save it in the desktop, click on the hyperlink. The following pop up message will display when the Download Data button is clicked.
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Step 2 - TEACH Data Collection
Getting Started

Accessy

Your TEA

“Continu Please be advised that you only need to add the last two columns of data to the spreadshest in the download file. No
changes to the other columns are allowed. The studentID column s for system use only.

Down

You may oBtam 200009 data i an Excel spreadsheet for ediing on your desktop. The dawnload e wil allow you To add
data to the last two data fiels. The systern wil not except data change in any other data fields

For securlty reason we will only include your participants lastd of social security numbers in the downioad file.

Once you have cornpleted the participant data file you must save the file as an Excel spreadsheet or a cormma delirmited
format with “csv™ extension, then upload the file using the "Upload an Excel File to the Web Data Entry Form” function

By clicking on the "Download Data” button the system will generate the participants' data fle from last year and this screen
will be refieshed to show a link to this data file

Upload an Excel File to the Web Data Entry Form
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After downloading the Excel spreadsheet of last year’s data, users must then review and edit the file on their own desktop and return to the website to upload the revised file in Option 2.

The Upload File function allows users to upload either an Excel spreadsheet or CSV file (no other file types are accepted) to the web. Prior to uploading your file (i) verify that you have the correct number of fields and that they are in the correct sequence The following pop up message will display when the Upload File button is clicked.
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Download Data to an Excel File

You may obtain 2008-09 data in an Excel spreadsheet for editing on your desktop. The download fle will allow you to add
data to the last two data fiels. The systern wil not except data change in any other data fields

For securlty reason we will only include your participants lastd of social security numbers in the downioad file.

Once you have cornpleted the participant data file you must save the file as an Excel spreadsheet or a cormma delirmited
format with “csv™ extension, then upload the file using the "Upload an Excel File to the Web Data Entry Form” function L)

The dawnload file for your grantee has been generated in our system. Please click on the file name ta open the file or right

click on /A — e
Upload When uploadingyourcata youshouk provid the st two cokans of data and o changes  the daa i the other
P ol e dowiosd spreadsheet. bo you wanttacontinde?
Priorto 4
Please u data

fle must be in an Excel spreadsheet or a comma delimited format with “csv" extension. Then click an the “Upload File”
button to proceed

File to Upload [thammerheadstaflinh\DO NOT DELETE\Desktop| [ Browse... ]

What is a CSV file?
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If the grantee uploads a file type other than XLS or CSV, the following pop up message will be displayed:
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Upon successfully uploading the file, the Table View screen is displayed, which allows the user to view the data and will also indicate all data errors that need to be fixed.  It lists all participants and error fields; if any, on the file (see Table View page for details).  Users will be able to select a participant record to view or edit.     

4.3 Unsuccessful Upload of Excel Files

Description

The functionality to upload an Excel spreadsheet has the following error types.

4.3.1
Check Name and Number of Columns 
The Upload Excel File function checks that the number and names of columns in the upload spreadsheet match the Record Structure Document.  If not, the system will display the following page and a new file must be uploaded.  Note:  The system identifies the particular column(s) containing errors to facilitate correcting the file.
Page Details
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Page Operation

The Go Back button will return the user to the Getting Started page.  The user must correct the errors on the upload spreadsheet then restart the upload process.

4.3.2
Check for Valid Student ID Number and match student ID with student name
The system checks for a valid Student ID number in the upload file and match the student ID with student name in the system. If not, the system will display the following page and a new file must be uploaded.

Page Details
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Page Operation

The Go Back button will return the user to the Getting Started page.  The user must correct the errors on the upload spreadsheet then restart the upload process.

4.3.3
Check for Blank File

The Upload Excel File function checks to make sure the upload file is not blank.  If it is blank, the system will display the following error screen.

Page Details
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Page Operation

The Go Back button returns the user to the Getting Started page.  The user must correct the errors on the upload spreadsheet then restart the upload process.

4.3.4
Check for Reporting Year

The Upload Excel File checks to make sure that the Reporting Year column is same as the reporting year. If not, the system will display the following message.
Page Details
[image: image21.png]A\ e onin syt et o th rportin e f 20653, T rpoting s el you aonsted o ulad 6 ok it rportin o f 20099

oK





Page Operation

The OK button will abort the upload process. The user must correct the reporting period error on the upload spreadsheet then upload again.
4.3.5
Check for total student number in the upload file

For the reporting period 2008-09, the student data was preloaded into the online system. Grantees are not allowed to delete or add student during the data submission process. The upload Excel function checks the total student number in the upload file to match the number of student records in the system.

Page Detail
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Page Operation

The OK button will abort the upload process. The user must correct the errors on the upload spreadsheet then upload again.
4.3.6
General Errors

For any other errors, the system will display the following page and a new file must be uploaded.

Page Details

<Insert General Error Screen>
Page Operation

The Go Back button returns the user to the Getting Started page.  The user must correct the errors on the upload spreadsheet then restart the upload process.

4.4 Unsuccessful Upload of CSV Files

Description

The functionality to upload a CSV file has the following five error types.

4.4.1
Check for Number of Columns, Column Names and Order
The Upload CSV File function checks to make sure that there are the correct number of columns in the file. It checks to make sure that the column order and names of columns match the required order. If not, the system will display the following page and a new file must be uploaded.  The file’s record structure is compared to the required record structure to enable the grantee to view the point in the file at which the columns do not follow the required record structure.
Page Details
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Page Operation

The Go Back button will return the user to the Getting Started page.  The user must correct the errors on the upload spreadsheet then restart the upload process.

4.4.2
Check for Valid Student ID  Number

The system checks for a valid Student ID Number in the upload file.  If not, the system will display the following page and a new file must be uploaded.

Page Details
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Page Operation

The Go Back button will return the user to the Getting Started page.  The user must correct the errors on the upload spreadsheet then restart the upload process.
4.4.3
Check for Blank File

The Upload CSV File function checks to make sure the upload file is not blank.  If it is blank, the system will display the following error screen.

Page Details
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Page Operation

The Go Back button will return the user to the Getting Started page.  The user must correct the errors on the upload spreadsheet then restart the upload process.

4.4.4
Check for Reporting Year

The Upload Excel File checks to make sure that the Reporting Year column is same as the reporting year. If not, the system will display the following error screen.

Page Details
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Page Operation

The OK button abort the upload process. The user must correct the errors on the upload spreadsheet then restart the upload process.
4.4.5
General Errors

For any other errors the system will display the following page and a new file must be uploaded.

Page Details
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Page Operation

The Go Back button will return the user to the Getting Started page.  The user must correct the errors on the upload spreadsheet then restart the upload process.

4.5 Successful Upload – Table View Page

Description

The Table View screen lists all the participants transferred, uploaded, or entered via the web form.  The total number of participants displays.  The Name columns list all the participants transferred or uploaded.  The participant’s last name is also a hyperlink to the individual’s participant field data.  The Invalid Format/Value Error column lists any fields that have errors in the format or value.  The Data Validation Error column lists any fields that did not pass the cross-check validations.  The Message column lists any fields for a recommended change. The Record Number column will display the record numbers in your upload file for each individual participant record. The record numbers will help you to find the records with errors easily if you want to correct errors offline. The user must correct all the data errors displayed in the table before proceeding to the Review section to submit participant data.  Users are able to sort by columns by clicking the hyperlink on the field headings.  The Participant List Report can be printed by clicking the printable version hyperlink.

The Table View page is sorted by data validation error, so all participant records containing errors will be listed first.  To change the sort order, the grantees may click on any column heading (except for First Name) to re-sort the data. 

Page Details
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Database Tables

The following table gives information about the database tables and the associated columns for the data displayed above on the Table View page.   

	Field Name
	Table Name
	Database Column Name

	LastName
	tblTempStudent
	LastNM

	FirstName
	tblTempStudent
	FirstNM

	last4
	tblTempStudent
	last4

	Invalid Format/Value Error
	tblTempStudent
	ErrList

	Record Number
	tblTempStudent
	recordNum


Page Operations

Clicking the hyperlink of an individual participant’s name will direct the user to the Participant Data Form screen (see the Participant Data Form page for details) to review or edit that participant’s data.  After editing, the system will redirect the user back to the Table View page.  The user can delete an individual participant by clicking on the x image in the Delete column.  The system will display an alert message (see below) to confirm the deletion.

Question - We need to decide what to do if they submit  additional students in the list.. The system automatically delete? Or let the user.
If the user uploads a file with missing participant, the system will automatically add the participant back on the list.  The system will not provide an option to add a participant. 
If any changes have been made to the participant's data on the Web application, at any time user may obtain a downloadable file by clicking the button Download Participant Data.  This will allow them to edit offline and re-upload the data file by returning to the Section III – Getting Started page.

4.6 Participant Data Form Page

Description

The Participant Data Form page is used for reviewing, editing, and entering participant data via the web.  The data will display the participant data on file or data uploaded an Excel spreadsheet.  The  individual participant data can be reviewed or edited one record at a time until all the data errors have been fixed.  The page contains the 9 data fields.  Data validation is enforced by clicking on the Save button under each tab.  The Back to Table View button will take the user to the participant list on the Table View page.  A message will be displayed to save the participant data before the page is redirected.  The system provides instructions for certain fields in small popup windows.  The user can review the data by clicking the Next or Prev hyperlinks at the bottom of the table or by selecting the page number from the page number dropdown list.
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Page Details

Screen Navigational Instructions:
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The table below defines the relationship between the field names and the database columns (from table: tblTempStudent) and valid field content for each column in section III:
	Field No.
	Field Name
	Database Column Name
	Valid Field Content

	1
	Last 4 of SSN
	Last4
	Displayed value from database

	2
	Student’s Last Name
	LastNM
	Displayed value from database 


	3
	Student’s First Name
	FirstNM
	

	4
	Student’s Middle Initial
	MI
	Displayed value from database

	5
	Date of Birth
	DOB
	Displayed value from database

	6
	Student’s Total TEACH Award
	teachaward
	Displayed value from database

	7
	Student’s Year in School
	yearcollege
	Displayed value from database

	8
	Student’s Eligible Field of Study Code
	CIPcode 
	Drop-down Text Box
Validate upload data against CIPCodes in table tblCIPCode

	9
	Student Total Cost of Education for the Year
	
	COENumeric six digit numeric 

Validate for numeric field


5 Review and Submit Start Submission Page
Review and Submit: (No Errors)
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Description

The Review and Submit section will guide you through the submission process. An "[image: image32.png]


" below indicates that you have completed data entry and passed all validation checks for both data field #8, Eligible Field of Study Code and field #9, Total cost of education for all your students. 

Click the "Submit 2008-09 Data" button to submit your data. 
Page Operations

Click “Submit 2008-09 Data” button to submit 2008-09 student data.
Review and Submit : (with Errors)
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The Review and Subrrit section will guide you through the submission process. Your data is not considered subrritted until
you have provided al the required fields for your 200809 participants on fle.

Institution Name:

Step 2: TEACH Data Collection and validation

An "% indicates that the Data Collection for reporting period 2006-09 has ot been completed or contains data error(s)
Please verify that you have provided data for data field #5, Eligible Field of Study Code and field #9, Total cost of education for
all your students. You will not be able to submit data until you have completed data entry and passed all validation checks for
both data fields. Click on the Step2 tab at the top of the screen to retur to Step2





Description

The Review and Submit section will guide you through the submission process. Your data is not considered submitted until you have provided all the required fields for your 2008-09 participants on file. 

An "[image: image34.png]


" indicates that the Data Collection for reporting period 2008-09 has not been completed or contains data error(s). Please verify that you have provided data for data field #8, Eligible Field of Study Code and field #9, Total cost of education for all your students. You will not be able to submit data until you have completed data entry and passed all validation checks for both data fields. Click on the Step2 tab at the top of the screen to return to Step2.
Page Operations
Grantees will have to go back to Stap2 to complete data entry or correct data errors.
Review and Submit - Step 3:
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Reinr\ Problem | Email Heli Desk | TEACH Instructions | TEACH APR Web Site User Guide | Log Out
Institution OPE ID: 01111700 In: ersity Institution City, State: SAN DIEGO, CA |
Data Successfully Submitted!
Your participant data file has passed the data guality checks. No additional changes to your participant data file are required.
Thank You!

Debugging Information
ColdFusion Server Enterprise 9,0,1,274733
Template Ieach/Tndex cfin
Time Stamp 20-Oct-10 1025 AM.
Locale English (US)
User Agent Mozill/4.0 (compatible; MSIE 7.0; Windows NT 5.1, GTB6.5; MET CLR 1.1.4322, NET CLR 2.0.50727; NET CLR 3.0.0450¢
Remote IP 10.1030.62
Host Mame 10.1030.62
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Page Operations

The data has submitted successfully. [image: image36.png]
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