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Creating a GPA Text File

When submitting GPA Verifications to the Student Aid Commission, the data must be sent in a
text (.txt) format. The record layout appears below.

L. GPA - Text File Specification

FieldName |Length Type Position Comments

SSN 9 Numeric 1-9 Required

Blank 1 Filler 10 Blank

GPA 3 Numeric 11-13 Required

Blank 1 Filler 14 Blank

School . .

Code 6 Numeric 15-20 Required

Blank 1 Filler 21 Blank

High School .

GPA Flag 1 Alpha 22 Required

Blank 1 Filler 23 Blank

HS Grad . .

Date 6 Numeric 24-29 Required

Blank 1 Filler 30 Blank

SP School 6 Numeric 31-36 Required

Code

Blank 1 Filler 37 Blank

State Student . .

ID (SSID) 10 Numeric 38-47 Required

Example of final output for High Schools: Example of final output for Colleges:
123456789 250 050000 Y 062004 050000 1234567890 123456789 250 001111 Y 062004 050000
234567891 350 050000 Y 062004 050000 1234567891 234567891 350 001111 N 001111
345678912 400 050000 Y 062004 050000 1234567892 345678912 400 001111 N
Using Excel

Many schools do not have the resources to create a data file directly from their campus software
and download data into an Excel format. When creating a new document using Excel, it is not
necessary to leave blank columns. The key is to ensure that all the data elements are formatted
as text within each cell.

L GPA - Excel format File Specification
A | B | CcC | D/ E | F | G

Spring

SSN GPA School Code
School code

Y or N ‘ HS Grad Date ‘

‘ SSID
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Format Excel Spreadsheet as Text

When using Excel to create the GPA file, you must first format all cells as text before
entering data into the spreadsheet.

To format all cells as text:

* First, click on the corner cell between “1” and “A” to highlight all cells
* Next, right click to choose “Format Cells”

¢ Then, select “Text” in the Number tab

+ Last, Click “OK”

MNumber |Alignrnent| Font I Border I Fill IProtection|

Category:

General Sample
Mumber
Currency
Accounting Text format cells are treated as text even when a number is in the cell.

Date The cell is displayed exactly as entered.
Time

Percentage
Fraction
Scientific
Special
Custom

[ ]w [ [5[s [ |8 |5 ]5 |0 |56 |2 |5 [8|=]]e o] ]o|o ] |o s =
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Enter Student Data into the Spreadsheet

All cells are now formatted as text; you can begin entering the student’s data into the
spreadsheet.

Your spreadsheet may look like the following illustration. You may want to have a title row
and a column for student names while you are gathering the data.

Bookl - Microsoft Excel

Insert Page Layout Formulas Data Review

= iti i S lnsert - E - ﬂ [‘ﬁ
| 3

3% Format as Table - I Delete -
= Sort & Find &
=, Cell Styles ~ MIFormat~ | 27 Fitter~ Select~

Name SSN GP. School Code HS GPA? Grad Date  Spring School Code SSID

VanHolt, Chris 123456789 400 "os0001 Y '062014 "0s0001 "1234567890
Smith, John 123356789 297 ‘050001 ¥ ‘062014 ‘050001 "1234567890
Cortex, Maria 23456789 321 "050001 ¥ ‘062014 "050001 "1234567390

0O = & U W M

W
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Remove Title Row

Before the spreadsheet is saved as text; the title row and student names must be removed.

To remove the title row:

o First, highlight the title row by clicking on the number “1” to the far left of the
spreadsheet.
e Next, right click with your mouse and choose “Delete”

BT R

File Home insert Page Layout Formulas Data Review View
im0 i AN =] ® | Fwapter e
' EHe | S-A- EXE| -3{Merge & Center = |
Al
D = F | G | H |
Nam| & " GPA School Code HS GPA? _Grad Date Code SSID
el \Van Holt, | g, paste Options: 400 050001 Y 062014 050001 1234567890
EW Smith, Joh 3 297 050001 % 062014 050001 1234567890
M Cortex, Ma) Paste Speciat 321 050001 Y 062014 050001 1234567890
S nsent
) Delrte
7 Clear Coptents
S rormet Ceinn
Bow Height
thae
Unhide

e The title row will delete and the data below will move up.

D E F
il Cortez, Maria 123456789 400 050001 ¥ 062014 050001 1234567890
£ <mith, John 123456789 297 [ 050001 Y [ 062014 050001 1234567890
£l Van Holt, Chris 123456789 321 " os0001 ¥ 062014 050001 1234567390

00 =] O U &
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Remove Student Name Column

To remove the student names column:

e First, highlight the student name column by clicking on the “A” at the top of the
spreadsheet.
e Next, right click with your mouse and choose “Delete”

X E
Home
Ccut .. -
:‘ Calibri Ju A A --[;" e | SiwrpTet Text =
Paste . = o| Sae A~ _ ' .
Al - Cortez, Maria
N
1 Ha  Copy
1 [cortez, Maril o o 89 400 | 050001 ¥ 062014 050001 1234567890
2 |smith, John| 89 297 | 050001 vy | 062014 | 050001 = 1234567890
3 |[VanHolt, CH  rastesoecn.  [89 3221 | 050001 vy | 062014 = 050001 = 1234567890
4 et
5 Dielete
—_— Clear Cogtents
i F Format Cein
? Bow Height...
Hige
ynhide

e The student name column will delete and the data will move to the left.

050001 1234567890

¥ ‘062014  'oso001 1234567890
r " r

Y 062014 050001 1234567890
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Save As Text

The first student’s social security number should be in box “A1”.
Now, you are ready to save the spreadsheet as text.

To save the spreadsheet as text:

e First, click on “File” in the top left of spreadsheet and choose “Save As”.
¢ When the Save As box appears, the “Save as Type” needs to be:
Text (MS-DOS)(.txt)

123456789 400 050001 062014 050001 1234567890

2 123456789 297 " 050001 vy " oe2014 " 050001 1234567890
v v v
3 122456789 321 050001 Y 062014 050001 1234567890
3
. r~ —am
- (Z] Save As =
L3
7 @\) o/« Users » thostCSAC » Desktop » - | 49 | [ 5e 0
9 File name:  Cal_Grant GPA txt =
30 Save s type: [Teat (MS-005) (1) =)
: x. Authors Tabitha Frost Tage Add atag
13 X
14 * Browse Folders Tools ~ ! chc =4 ! 5 Conc!l
33 | J
16
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Save As Text

When saving an Excel spreadsheet as text, you will receive two pop-up alerts.

The first alert informs you that Excel has multiple sheets and that only the selected sheet will be
saving as text. This is ok; the data is on the selected sheet.

Click “OK” to the first alert.

The selected file type does not support workbooks that contain multple sheets,
« To save only the active sheet, dick OK.

« To save all sheets, save them ndvidually using a dfferent file name for each, or dhoose a file type that supports multiple sheets,

[ o

The second alert informs you that by saving the spreadsheet as text, the data will only be saved
in a plain text format. No highlights or special fonts will be saved. This is ok.

Click “Yes” to the second alert.

Cal_Grant_GPA. txt may contain features that are not compatible with Text (MS-00S). Do you want to keep the workbook in this format?
« To keep this format, which leaves out any incompatble features, dick Yes,

« To preserve the features, dick No. Then save a copy in the latest Excel format.
« To see what might be lost, dick Help,

(e | [ % | [ Ho |
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GPA Text File

The text file document will look like this:

You are ready to upload.

123456782 400 050001 ¥ 062014 050001 1234567320
123456780 297 050001 ¥ 062014 050001 1234567890
123456789 321 050001 ¥ 062014 050001 12345673290

- S
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Uploading the GPA Text File

Choose ‘Upload GPAs’ from the GPA Menu.

California Student Aid Commission (sarrp) Portal Meny WebGrants Teols Help Sign Out
WebGrants System Enwlment GPA Studentinfo School Info ResterReconciliation Data Transfer Chafee Grant

h School Graduate Varification

Privacy Policy Copyright 2000-2011, Calif y Student Aid C Contact Us

Step 1 of 3: Browse your computer for the text file and Click the ‘Begin Upload’ button.

Step 1 of 3: Select a file to upload by following the instructions below.

Upload GPAs

@ Enter the file path and name of vour file (Use the BROWSE button to find vour file)

@ File type must be .txt or .xml

& Select the GPA type (if necessary) all boxes checked will apply to all records on the upload
& Click the Begin Upload button to start this operation
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Uploading the GPA Text File

As your file is uploading, these gears will turn, WebGrants is checking the file for valid data.
These gears should only turn for a few seconds.

File Uploading. Please wait...

Step 2 of 3: Review and Print the invalid records report.

Step 2 of 3: Review Pending Records

GPA File Upload Sts

¥ Vaid Records will be copied to CSAC when Submit Records is clicked.
= Download Invalid Records Instructions: To view, select the Download ink. To download, right click on the Download link and choose the “Save™
option.

Schools must print or download their invalid records prior to completing the upload. Once valid GPA records are submitted, the invalid data is
irretrievable

Vigw Valid Records RSO
Fila Size
File Type

Total Records

05271900.txt
11018
tews,” t=in
290
286

View ! Print Invabd Records
Download Ievabd Records

Valid Records
Invalid Records
Deleted Records

Step 3 of 3: Submit Records to CSAC

‘When Submit Records is selected you will receive an "GPA File Successfully Submitted” message. We recommend that youw print your
submitted records at that ime
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Invalid Records

The GPA File Upload — Invalid Records report will display in a pop-up window. The reject reason

is listed for each invalid record so that you may fix the error.

Vald Records | GFA Printer Page
Downioad Irevaki
oplion . .
Sehoolks must pl ]--;f Masne D527 1000 ext
iretrievable Number of Records: 4
View Viakd Records Rec il
1
r]
View / Pt Invalid R 3
Download lmalid Rec
4
When Submit H
Sulprritbed recor
Do

£ GIPA Printer Page

Ble [Edt Yew Hglory Bockmaris

c

Morilla Firefox
Toss  Help

EFH
414
303

414

& L :,m D el SIS .0V [OP A PrraerFrien

GPA File Upload
Iavalid Records
Academic Year 2010 - 2011

=
wn

1
P,

(3]
=

) "‘.-':-‘1E|

Grad
Date
062005
06 200
0sIT19

06 200

Spring

Schoal Code

052719
051719
052719

032719

GPA Type

.". ¥

Page: 1 choose the “Save™
Diate: 1172472009
Teme 4:18:34 PM

th irmvakcl Clata is

Raject
Beasom
lTenvalid S5
Ievalid GPA

Iemvalid HS
Grad Date

Ievalid GPA

0L Pren o
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Uploading the GPA Text File

After the invalid records are corrected, re-save your file as Text (MS-DOS)(.txt), and re-upload.
Step 3 of 3: Submit Records

When there are zero Invalid Records, click the ‘Submit Records’ button.

WebGrants System Enrollment GPA Student Info School Info Data Transfer
GPA Upload GPAs File Upload Status Add GPAs Change/View GPAs Add Test Scores View/Change Test Scores High School Graduate Verification

Reports Delete GPA Batches

Step 2 of 3: Review Pending Records

GPA File Upload Status

Y walid Records will be copied to CSAC when Submit Records is clicked.

File Name 05271900.txt
File Size 11018
File Type text/plain

Total Records 290
Valid Records
Invalid Records 0
Deleted Records 0

View Valid Records

Step 3 of 3: Submit Records to CSAC

% When Submit Records is selected you will receive an "GPA File Successfully Submitted" message. We recommend that you print your
submitted records at that time.

Privacy Policy Copyright 2000-2009, California Student Aid Commission  Contact Us
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Upload Successful

Once your upload is successful you will see an instant confirmation message in green.

It is recommended that you print the report of students that you uploaded.

Congratulations. Your file has been successiully su

strongly recommend that you print a copy of the file for

your records before proceeding, and maintain the repor as proof H submission. The report will not be available once you et

this screen

THIS

HBatch Muminer

Fila Mame

File Skre

File: Typa

Date Croated

Total Records Submitted

Records Added as Active GPAs
Records NOT Added to Active GPAS

IS THE FINAL SCREEN!

201

05271900, txt

11018

text / plain

1172472009 4:33:50 PM

290

290

1]

0 Falled additional edits on the GPA record,

0 hawve an existing record for the student with equal or higher GPA value.
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