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Navigating the ISIR Analysis Tool

The ISIR Analysis Tool is designed to help schools conduct an in depth analysis of

applicant populations in order to help them understand the effectiveness of their own
verification procedures in targeting data elements and students most likely to correct
applicant information. The purpose of this chapter is to show you how to access and
navigate the Tool, as well as to provide a step-by-step walk-through of the functions.

How do | access the ISIR Analysis Tool?

e To access the ISIR Analysis Tool, you first must enroll for FAA Access to
CPS Online. Most schools already have financial aid staff enrolled for FAA
Access to CPS Online. Staff who are responsible for using the ISIR Analysis
Tool must ensure that they are enrolled and have been assigned access to
use the ISIR Analysis Tool within FAA Access to CPS Online. For more
information, you can access the link on the QA Web site:
http://www.ifap.ed.gov/gadocs/Sampling/RevisedinstructionsforFAAAccess.d
oc

e Once you are enrolled and receive your PIN, you can access the site. Go to
Start, select Programs and then select your browser (e.g., Internet
Explorer).

o Enter the following address: (http://www.fafsa.ed.gov/faa/faa.htm).

e You are now on the FAA Access to CPS online page. From this page,
click the Next button.

e You now need to confirm your identity. Respond to the four questions by
entering your Social Security Number; the first two letters of your last
name; your date of birth in the proper format: mmddyyyy; and your PIN.
Click the Submit button.

e You should now be on the Welcome to the FAA main menu page. From
here, scroll down to the bottom (the second to the last bullet) and select ISIR
Analysis Tool.

e You should now be on the Destination/Federal School Code Entry Screen.
From here, you must enter your Destination Code (this code begins with a
TG). Enter your 6 digit Federal School Code. For the school year, you will
select either the current or previous award year. Click the Next button. See
third screen shot below.

e This will take you to the Home Page of the ISIR Analysis Tool. See the third
screen shot below.

What is your social security number ? I—
Flea=ze enter this number without the dashes. For example, 123456739

What are the first two (2} letters of your last name ? I

What is your date of birth? I—
Fleaze enter this date in "mmddygnw" format. For example, 081713975 for August 17, 1975,

What is your PIH? I
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FAA Access to CPS Online
DestinationiFederal School Code Entry

Wie need you to provide us with the TG# foryour Destination Point, your Federal School Code, and the school year. After you have
entered your TG#, Federal School Code, and school wear, select Hext to continue.

What is the TG# for your Destination Point # I',—
Erter this number wwithout the 'TG'. e}

What i= your Federal School Code ? |

For which school year are you logging in?

The 2008-2008 School Year [July 1st, 2008 - June 30th, 2008) |Select vl

The 2007-2008 Schaol Yesr [July 1st, 2007 - Jume 30th, 2008)

NEED HELP? EXIT

START HERE
FEDERAL STUDENT AID FAA Access to CPS Online

‘Home Help FAOs

| Data Request FAA Access to CPS Online - ISIR Analysis Tool

| user-speciriea Fietas
| Current Status
== Welcome to ISIR Analysis Tool
| Student Listing
| Export This application is designed for any schaol that wants to review and anahze its ISIR data and better
understand certain characteristics about its Title IV applicant population and verificatian -- either
| Data Validation Federally selected or defined by the institution.
| Analysis of Data IIsing the ISR Analysis Tool does not necessarily mean, however, that your schoal is in the Guuality

Assurance (QA) Program or exempt from federal verification requirements. To have these benefits
you must have a signed A Amendment to wour Title IV Program Padicipation Agreement (PPA).

Uze the links on the left Mavigation Bar ta request ISIR transactions and perfarm other functions.
The links helow explain the ISIR Analysis Taol functionality.

Before You Start Using ISIR Analysis Tool Follow Up
Crwveryiewn: Status: Export:
® What is ISIR Analysis n Current Status u How Records Are
J‘\::th? H for 2007 Estdtn ey Exported
n hat's New for - ;
2008 in the ISIR = From SSH Files Repodinansic
Analysis Tool? = Using Random m Specific Types of
) ) ] Samples Reports
Add user defined fislds: = Auloinad beature

n School Verification FIag | oy yart (ot

n Other Fields
n Deleting a Record
= Find an Existing
Student
n  Updating Record

m Because schools use different browsers, you may receive a series of
acknowledgement boxes when you first log into FAA Access to CPS Online. Because
these boxes are specific to certain browsers (such as Firefox or Internet Explorer), you
can simply read each box and continue with the action following the instructions. You
may receive similar boxes when you exit the Tool.
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Helpful Hint: General Navigation

When using the ISIR Analysis Tool, do not use the Back button on your
browser menu bar to move to the next or previous screens. Use the ISIR
Analysis Tool Command buttons at the bottom of the ISIR Analysis screen
instead.

How do | get back to the Home Page?

e From the menu at the top of your screen, you will see three buttons. The first
Is the Home button. The screen shot above is the home page for the ISIR
Analysis Tool and it will be the page that comes up when you first enter the
ISIR Analysis Tool. Scrolling down to the middle of the screen you will see
three columns. Review the relevant information as needed before using the
Tool.

® You may click on the Home navigational button at any time to return to the home page.

How to access the navigational Help and FAQs buttons?

e From the menu at the top of your screen, click the Help button. A pop-up box
appears listing all of the Help topics available. You will notice that the topics
are identical to menu items located on the home page button.

¢ Close the Help box by selecting the Close Help button at the bottom of the
box.

o From the menu at the top of your screen, click the FAQs button.

« Review the common questions and answers. These questions and answers
will be updated as important issues arise.

o Close the Help box by selecting the Close Help button at the bottom of the
box.

m You will notice that the Help button provides access to a variety of topics related to the
Tool. Since there are many locations throughout the Tool where you may need help,
you can access the Help topics from many places throughout the Tool.

m The FAQs button contains common questions and answers related to using the
ISIR Analysis Tool.

How to navigate within the tool?

e From the menu on the left-hand side of your screen, select Data Request.
Here, you can request your ISIR data from the ISIR data mart or you can
upload your user-defined data. Detailed instructions for performing these
tasks will be provided later in this guide.

o At the bottom of the page, click Need Help? Here you will find Help topics
related to this page. This feature is available throughout every page of the
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site. Close the Help box by selecting the Close Help button at the bottom of
the box.

e From the menu on the left-hand side of your screen, select User-specified
Fields. Click the drop-down arrow in the box. Here, you can view, add or
delete fields in the ISIR Analysis Tool.

e You can sort by Student Name, Student SSN, or by Verification Flag.
Detailed instructions for performing these tasks will be provided later in this
guide.

e From the menu on left-hand side of your screen, select Current Status.
Here, you will find how many records (Initial, Paid-on, Initial and Paid-on) are
in the ISIR Analysis Tool Database. Remember, you may have just initial
records (with no paid-on transactions) or paid-on records (with no initial
transactions) or you may have initial and paid-on records (with both initial
and paid-on transactions). You can also determine if data validation has
been performed for the records in the database.

« At the bottom of the page, click the Return button to go back to the home
page.

« From the menu on the left-hand side of your screen, select Student Listing.
Here, you have different options available to view the records in your
database. Click the drop-down arrow in the box. Note that you can view,
update, or delete records in your database. While in view mode, you can
also sort by any of the column titles that are underlined.

e From the drop-down arrow box, select View Only and click Next (if you have
uploaded your records, you can view all records in the database). At the
bottom of the screen, click the Previous command button.

e From the drop-down arrow box, select Update Records, click Next. (If you
have records in your database, you will be able to update the School
Verification Flag, or User-specified Fields for records in your database. Note
that you can click on an individual student record and make a change, or you
can use the buttons at the bottom to either Select All or Deselect All.
Remember to use the Save button to save any changed information.) At the
bottom of the screen, click the Previous command button.

e From the drop-down arrow box, select Delete Records, click Next (If you
have records in your database you may delete the School Verification Flag,
or User-specified Fields for records in your database. Note that you can click
on an individual student record to delete, or you can use the buttons at the
bottom to either Select all or Deselect All. Remember, to use the Delete
button to delete any marked records). At the bottom of the screen, click the
Previous command button.

e From the menu on the left-hand side of your screen, select Export if you
have records in your database and would like to export a SSN List to your
schools SAIG mailbox.

e From the menu on the left-hand side of your screen, if you select Data
Validation and have initial and paid-on ISIR records in your database, you
may run data validation for all records in your database. Data validation
should not be performed until both initial and paid-on records have been
uploaded. Data validation finalizes your student records for generating
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reports. The system will display how many records will be deleted before you
select the Next button.

e From the menu on the left-hand side of your screen, you will notice the
Analysis of Data button. This function is available once you have uploaded
your records.

m The Data Request menu allows you to request your ISIR data from the ISIR data mart.
The User-defined Data option for the data request process allows you to add values for
user-specified fields you’ve defined in your user-specified fields setup. You can define
up to 15 user-defined fields in setup. Examples might include the verification tracking
flag, Satisfactory Academic Progress or program of study. You can add values to your
student records by importing a flat file of data using the data request menu option or by
manually entering information at the student record level.

m The User-specified Fields menu allows you to view, add or delete a field. You can
create up to 15 user-specified fields to track data specific to your school’s needs. Field
types that can be created are Date format, Numeric format, String (text) format or
Yes/No format. For example, you might find it helpful to track student athletes, SAP,
program of study or other data specific to your school.

How do | exit the ISIR Analysis Tool?

e Scroll down to the bottom of the screen and select Exit. A pop-up box
appears that says, “Are you sure you want to exit FAA Access to CPS
Online?” Select OK.

Note: If you select OK you will be taken out of the ISIR Analysis Tool and the
FAA Main Menu and must log in again. You should only use the Exit button
when you are finished with the Tool.
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For questions about using the ISIR Analysis Tool, you may contact CPS/SAIG
Technical Support at 1-800-330-5947/TTY 1-800-511-5806 or via e-mail at
CPSSAIG@ed.gov. CPS/SAIG Technical Support representatives are available to
assist you between 7 a.m. and 7 p.m. CT, Monday through Friday, excluding
holidays.

Identifying ISIR Populations to Extract from the Data Mart

Purpose: The purpose of this section is to teach you how to identify the ISIR
population(s) you want to analyze and why identifying the correct population is critical to
your analysis.

Prior to using the Tool, you must first determine which ISIR records you want to
analyze. The ISIR Analysis Tool has the capacity to focus in on specific subsets of
records, but the Tool limits the number of ISIRs you may analyze at a time to 1,500.
Therefore, you may wish to restrict the type of ISIR records you request for uploading in
order to maximize your ability to analyze particular sub groups of aid recipients.

Please note that while you are limited to analyzing 1,500 records at a time, you can
analyze multiple ISIR groups by simply rebuilding the database to analyze each
subsequent ISIR group. We recommend that you name and save your flat files in a
manner that allows for ready re-analysis of each ISIR group. For instance, keep all of
the flat files in the same directory and name each to clearly identify what group of ISIRs
the file contains.

There are several options to consider. Once you determine the group(s) that you want
to analyze, please be sure to review the Analysis Section of this document for further
instruction and guidance.

m Entire Title IV Aid Recipient Population
To see the entire scope of changes applicants make to their ISIR information and the
impact these changes have on EFC and Pell eligibility at your institution. You will also
be able to determine the percentage of records falling into any of the desired
subpopulations you wish to examine. This may well assist in your evaluation of the
most frequently changed ISIR elements so that you can address them in your
consumer and high school night information.

m CPS Selected ISIRs
To determine how effectively CPS verification is in finding those with subsequent
changes to EFC and Pell eligibility at your institution. By focusing only on records
selected for CPS verification, you will be able to identify what changes to aid eligibility
were uncovered through the federally mandated verification process. You will also be
able to determine if specific types of applicants flagged for federal verification are more
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or less likely to experience a change to aid eligibility in comparison to other types of
applicants selected by the Secretary’s edits.

m Discretionary Verification ISIRs
To determine how effectively your own discretionary verification is working by
validating if your “gut” feeling about verifying additional cases is right. You will also be
able to determine if discretionary verification is making a difference in terms of the EFC
and Pell eligibility of those applicants you choose to verify in addition to the federal
edits, as well as learn if discretionary verification is worthwhile for the types of
applicants it targets.

m |SIRs Not Selected for CPS or Discretionary Verification
To see the changes applicants make to their own ISIR information and the impact
these changes have on EFC and Pell eligibility at your institution. You may use this
information to expand the scope of educational outreach or discretionary verification to
address changes applicants make that strike you as potentially problematic.

m Random Sample of Title IV Recipients Subjected to 100% Verification
Quality Assurance Schools are asked every other year to randomly sample a minimum
of 350 ISIR records from applicants verified during the most current award year. NON-
QA schools may want to consider a similar sampling exercise in future years. This ISIR
group contains all types of ISIR records including the groups identified above. The
accuracy of all ISIR information will be established for this sample to assess all
potential corrections of ISIR data and examine the impact of these corrections on EFC
and Pell eligibility. You may also determine the degree to which federal and
discretionary verification are catching the most significant changes, as well as learn the
degree to which federal and discretionary verification are selecting cases for
verification without a subsequent change to aid eligibility.

m Additional ISIR Groups to Consider

« Estimated filers

e Year in school groupings

e Professional judgment cases

e Recipients of state need-based aid

e Recipients of institutional need-based aid

After you determine which ISIR populations you wish to analyze, you will need to
prepare a flat file. For detailed guidance on how to create this flat file, please reference
the Creating ASCII File Requesting ISIR Data section on page X of this chapter.
EDExpress users can refer to Appendix A of this chapter for instructions on how to
create a flat file using EDEXxpress.
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Requesting ISIR Data
The ISIR Analysis Tool allows you to request:

m [SIR Data: This allows you to upload your flat ASCII file containing the
SSN, first two letters of the last name and transaction numbers for those
students for whom you want ISIR data.

m User-defined Data: This allows you to upload your flat ASCII file
containing the SSN, first two letters of the last name and other data you
want appended to a student ISIR record.

This section describes how to request ISIR data. We describe how to request User-
defined Data in the Creating and Adding User-defined Fields section of this chapter on
page 21 of this chapter.

To ensure that the particular records you analyze in the Tool reliably reflect the entire
subpopulation of interest, we suggest that you compile a listing of all the students
meeting the criteria of the group(s) you wish to examine. Prepare a flat ASCII file with
the SSN and the first two letters of the last name, and transaction number(s) for the
records you want to analyze. A flat ASCII file can include up to 10,000 records, but the
Tool will randomly select up to 1,500 records from flat files that exceed 1,500. Because
this subset of 1,500 records will be randomly selected, you may draw conclusions about
your entire subpopulation.

Example of a Flat File

SSN First two letters of the last name
250020103TO
2500201700L
250020243CO
250020333ES
2500205190H
250020525ST
250020527SM
250020568PE
250020686HO
250020695NG

Uploading Flat Files and Extracting ISIR Records

There are several ways schools can use ASCII flat files to indicate which ISIR records
they want to analyze in the Tool

o A file with both transactions.

« A file with only initial transactions only.

e A file with only paid-on transactions.

« A file with no transactions.
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The steps for uploading the flat files are similar regardless of types of transactions that
are identified.

Below we describe a variety of ways to use ACSII files to bring the specific ISIR data
you want into the Tool.

Follow these steps to upload a flat ASCII file with both transactions?

e From the menu on the left-hand side of your screen, select Data Request.
You may request your ISIR data from the ISIR data mart or upload user-
defined data.

e Inthe box “What type of data are you requesting?”

e Click on the down arrow and select ISIR Data and Click Next.

FAA Access to CPS Online - ISIR Analysis Tool
I User-Specified Fields

I Current Status

Data Request

| Student Listing

Data Request

I Export
What type of data are you requesting?

| Data Validation

| Analysis of Data

NEED HELP? FSA SCHOOL FﬂRTALI RETURN TO FAA MENU I EXIT '

m In the box “Which option would you like to select?” Click the down
arrow and select Build/Rebuild. Click Next.

Data Request FAA Access to CPS Online - ISIR Analysis Tool
User-Specified Fields

Current Status
Data Request: ISIR Data

Student Listing
You can request ISIR Data uging 5 different options:

= BuildRebuild - Used on first creation of data ar overlays existing recards, clearing and

Data Validation reloading all recards.

= Append - Adds to the existing records stored currently in the ISIR Analysis Tool database.

m Clear - Remaoves all existing recards currently in the 13IR Analysis Tool database.

n  futo-Load Indtial - This will add the initial transactions to all records in the ISIR Analysis
Tool database that hawe a paid on transaction but do not have an initial transaction.

n Auto-Load Paid On - This will add the paid on transactions to all records in the ISIR
Analysis Tool database that have an initial transaction but do not have a paid ontransaction.

Export

Analysis of Data

Select how you would like to reguest the data and then press the Mext button,

ISIR Records

I Build/R ebuild - l

Which option would you like to select?

Auto-Load Initial
FSA SCHOOL PORTAL M| A ta aad Paid On

NEED HELP?
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m  Build/Rebuild: Used on first creation of data or overlays existing records,
clearing and reloading all records.

m  Append: Adds to the existing records stored currently in the ISIR Analysis
Tool database. For example, if you upload a flat ASCII file containing only
an initial ISIR transaction, Append would allow you to upload your flat ASCII
file of the paid-on transaction.

m Clear: Removes all existing records currently in the ISIR Analysis Tool
database.

m  Auto-load Initial: This feature will add the initial transactions to all records
in the ISIR Analysis Tool database that have a paid on transaction but do
not have an initial transaction. The Auto-load feature is a quick way to add
the missing transaction numbers for schools initially loading one transaction
(i.e. paid-on) and selecting the random sample feature to load the records.
The Auto-load initial feature will tell the system to find the lowest transaction
existing in the data mart for the students already loaded as paid-on.

m Auto-load Paid-on: This feature will add the paid-on transactions to all
records in the ISIR Analysis Tool database that have an initial transaction
but do not have a paid on transaction. The Auto-Load feature is a quick way
to add the missing transaction numbers for schools initially loading one
transaction (i.e. initial) and selecting the random sample feature to load the
records. The Auto-load Paid-on feature will tell the system to find the
highest transaction existing in the data mart for the students already loaded
as initial.

m In the pop-up box, “Build/Rebuild will replace all student records with
the records requested. Are you sure you want to Build/Rebuild?”

Select OK.
Data Request FAA Access to CPS Online - ISIR Analysis Tool
User-Specified Fields NEED HELP?
Current Status
T Data Request: ISIR Data
Student Listing
Bxport x|
Data Validation
Build/Rebuild will replace all student records with the records requested. Are you sure you wank to build)rebuild?
Analysis of Data

— QK I Cancel |

Analysis Tool database that have an initial transaction hut do not have a paid on transaction.

Select how yvou would like to request the data and then press the Next hutton.

ISIR Records

Which option would you like to select? I Build/R ebuild - I
PREVIOUS NEXT
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e Inthe box, “From which source will you load your records?” Click on the
down arrow.

e Select, File-with Transactions. Click Next.

| Data Request FAA Access to CPS Online - ISIR Analysis Tool
| user-specified Fietas

| Current Status
Data Request: ISIR Data Load

You can only have a total of 1500 records stored in 1SIR Analysis at any one time.

| Student Listing

| Export
You can request

= File - With Transactions - The imported flat file specifies the transactions to be loaded for
| Analysis of Data each student.

= File - Without Transactions - The imported flat file does not specify the transactions to be
lnaded and the transactions will he selected based on the existing definitions.

| Data Validation

ISIR Records

From which source will you load records?

PREVIOUS NEXT

m File-with Transactions: This option is used when you have identified the
ISIR transaction numbers on the flat ASCII file.

e Inthe box, “Would you like to use a random sample of records?” Click the down
arrow and select NO.
e Select Next.

Data Request FAA Access to CPS Online - ISIR Analysis Tool
User-Specified Fields NEED HELP?
Current Status
s Data Request:
udent Listin . . .
= ISIR Data From File - With Transactions
Export
i You can only have a total of 1500 records stored in the ISIR Analysis database at any one time.
Data Validation
Analysis of Data ISIR Records From File - With Transactions
Would you like to use a random sample of records? -
If Yes, how many records ? |

Cereviolk | (NS

m  Would you like to use arandom sample of records? If your flat file has
1,500 records or less, you do not need to use the Random Sample feature.
However, if you have verified more than 1,500 records, you may write a flat
ASCI! file identifying your institutionally selected population (up to the
10,000 limit) and allow the Tool to randomly select 1,500 for analysis. In our
example, our file had less than 1,500 records so we did not need to use the
random sample feature.

m  More about the Random Sample feature: If your school has verified
more than 1,500 students, you would most likely select Yes, and then
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indicate how many records (up to 1,500) you would like uploaded into the
ISIR Analysis Tool. It is important to note that if you upload a file of more
than 1,500 records and the "Would you like to use a random sample?"
guestion is set to No, the ISIR application would select the first 1,500
records. If the "Would you like to use a random sample question?" is set to
Yes, you must indicate how many records you want in your sample and the
Tool will randomly select a sample. On the other hand, you may also use
the Random Sample feature even if your ASCII files contain fewer than
1,500 records. For example, if you create an ASCII file with 1,000 records
and only want the ISIR Analysis Tool to upload 500 records, you may set
the Question to Yes, and than indicate that you would like the ISIR Analysis
Tool to randomly select 500 records out of the 1000 records on your ASCII

file.

e Click the Browse button.
e Locate where you saved your file.

FAA Access to CPS Online - ISIR Analysis Tool

Data Request
User-Specified Fields
Current Status
Student Listing
Export

Data Validation
Analysis of Data

Data Request: ISIR Data From File - With Transactions

The file upload may take several seconds to complete. Ifthe file upload is immediately successful,
a confirmation page will display. Ifthe file upload is not immediately successful, 8 page with

additional infarmation will display.

ISIR Data
Where is your file ? | \ Browse... I
UPLOAD FILE

o Select your file by double clicking on the file.

Home Help FAQs

| Data Request

| User-Specified Fields
| current status

| student Listing

| Export

| pata vaiidation

| Anatysis of pata

Choose file d |
Lok in: [ £ 151 Toul x| « ®ckE- -
D? Fall Conference Beginners Workbook m Z006-07 15
I-_E. 0703 Beginners Workboaok @ 2006-07 15
P 07-05 Chapter 1 #2007 Begin
¥\ 070% I5IR. Guide Chapter 1 B 2007 1518,
"3 0708 ISIR. Tool Training For Beginners ™ z007 151R 4 fsfu,
D?DEE Q& Beginners Instructor WWorkbook @200? listser
Seac_grouf
24 )2005 2006 Requirements B activiey 20
3412006 2007 Requirements B additional ¢
C3 2006-07 ISIR Guide Chapter 1 B Beginners 1
F 3l 2006-07 I5IR Guide Chapter 2 & Bieginners b
1 i
File: niame: |D708iztoni365 | Open | jus |
Files af type: | &0 Files () =l ﬂl
v i

e Click on Upload File. The ISIR Analysis Tool will bring in the records from the
data mart into the Tool.
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I Data Request FAA Access to CPS Online - ISIR Analysis Tool

I User-Specified Fields
Current Status
S Data Request: ISIR Data From File - With Transactions
Student Listing
The file upload may take several seconds to complete. Ifthe file upload is immediately successful,
Export a confirmation page will display. Ifthe file upload is not immediately successiul, a page with
Data Validation additional information will display.
I Analysis of Data ISIR Data

Where is your file ? |C:\ISIH Tool\0708iatool J65. bt Browsze... |

C UPLOAD FILE

After you select Upload File, The Data Request: ISIR Data Confirmation will appear on
your screen.

PREVIOUS

In our example, three rejected records were rejected. If specific records did not
upload, the confirmation page displays the records not successfully uploaded and
provides a reason for the error. You can check those records to ensure that they
were entered correctly on your ASCII file. If there were errors on the ASCII file, you
may create a new file with those records and append your database.

| Data Request FAA Access to CPS Online - ISIR Analysis Tool
| User-Specified Fields

| Curren Status
| Student Listing
| Export

| Data Validation Errars were encountered while reading the input file. Please see the report helow for details of
these errors, and confirm that data is correctly formatted and then retry.

Data Request: ISIR Data Confirmation

Successfully loaded 363 records.

| Analysis of Data

Error Report

Original SSN Name ID Initial Transaction # Paid On Transaction # Error

543-30-0998 | RE 01 o RECORD DOES MOT EXIST
543-30-0364 | YO 01 o BLAMK EFC

543-30-0365 | YO 01 o BLAMK EFC

Total of 3 record-specific failures.

Note: A valid ISIR has an EFC and the school code listed.

After the records are uploaded, perform Data Validation.

e From the menu, Select Data Validation.
o Click Next to validate your records.
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D e
User-Specified Fields
Current Status
" Data Validation
Student Listing
Export Running the Data Walidation process will delete 0 student recards. Select Next to validate your

student records.

Data Validation

This process must be successfully completed prior to performing Analysis of Data functions.

NEED HELP? FSA SCHOOL PORTAL I RETURN TO FAA ME

m Data Validation: Remember, there must be one initial and one paid-on
record for each student in order for the Tool to compare ISIR data elements
for analysis. If there is not a paid-on and an initial transaction loaded for a
student, the record will be deleted during the validation process.

e At the pop-up box “Data Validation should not be performed until initial
and paid on records have both been uploaded. Continuing data
validation will delete student records for which initial and paid on

records have not been uploaded. Continue?” Select OK.
e Click Next.

FAA Access to CPS Online - ISIR Analysis Tool

Microsoft Internet Explorer x|

Data Validation @ Data Validation should not be performed until ‘Initial' and ‘Paid On' records have bath been uploaded. Cantinuing with
Running the Data vVali gztn?i:ilgatlon will delete all student records For which both ‘Initial' and ‘Paid On' records hawe not been uploaded.

student records.
[0]4 Cancel |

This process rust beme e Huu e

NEED HELP? FSA SCHOOL PORTAL I RETURN TO FAA MENU

The ISIR Analysis Tool will display Data Validation Confirmation.
In this example, 363 records were validated.
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| Data Request FAA Access to CPS Online - ISIR Analysis Tool
| User-Specified Fields
| Current Status
S Data Validation: Confirmation
| Student Listing

363 records were validated.

| (Bl 363 records were successiully validated.
| Data Validation 0 records failed validation and were deleted.
| Analysis of Data
FSA SCHOOL PORTAL I RETURN TO FAA MENU I EXIT '

To check the Current Status of records uploaded
e From the menu, Select Current Status.

m  Current Status: This screen displays the number of initial and paid-on
records in the Tools database. There are 363 initial and paid on records
loaded into the Tool database.

To upload a flat ASCII file with initial transactions only

e From the Menu, select Data Request.

« “What type of data are you requesting?” Select the down arrow and
select ISIR Data. Select Next.

e Inthe box “Which option would you like to select?” Click the
Build/Rebuild. Select Next.

e At the pop-up message “Build/Rebuild will replace all student records
with records requested. Are you sure you want to Build/Rebuild?”
Select OK.

e From “Which source will you load your records?” Select File with
Transactions. Select Next. “Would you like to use a random sample of
records?” select the down arrow and select NO.

e Select Next.

« “Whereis your file?” Select Browse and select your file by double clicking
on the file that has all of your initial transactions only (for this exercise it is
IA Tool Initial Transactions). Select Upload File.

After you create your ASCII file with initial transactions only and bring those records into
the Tool, you can then use the Auto-load Paid-on feature to automatically bring in the
highest transaction currently in the Data Mart to serve as the paid on transaction for all
the records currently in the Tool. This process saves time since you do not have to
create another flat file identifying the paid-on records.
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To use the Auto-load Paid-on feature to bring in the paid-on records
(after uploading initial transactions)

o Select Data Request.
“What type of data are you requesting?” Select the down arrow and
select ISIR Data. Select Next.

e Inthe box “Which option would you like to select?” Click Auto-load Paid-
on. Select Next.

After you bring in the paid-on records, the next step would be to perform Data
Validation as discussed above in the section describing how to upload an ASCII file
with both transactions.

To upload a flat ASCII file with paid-on transactions only

e From the Menu, select Data Request.
“What type of data are you requesting?” Select the down arrow and
select ISIR Data. Click Next.

e Inthe box “Which option would you like to select?” Click the Append.
This is because you are adding new records to the database. Click Next.

e From “Which source will you load your records?” select File with
Transactions. Click Next.

e “Would you like to use a random sample of records?” Select the down
arrow and select NO. Click Next.

« “Whereis your file?” Select Browse and select your file by double clicking
on the file that has all of your paid-on transactions only click Upload File.

To use the Auto-load Initial Feature to bring in the initial records
(after uploading paid-on transactions)

o Follow the steps to upload a file with paid-on transactions found on previous
pages.

e Once your paid-on file is uploaded into the Tool, go back to the menu, and
select Data Request.

« “What type of data are you requesting?” Select the down arrow and
select ISIR Data. Select Next.

e Inthe box “Which option would you like to select?” Click Auto-load
Initial. Select Next.

e« “What is the processed date you would like to use for selecting initial
transactions?” You may enter any date. Enter today’s date. By entering
today’s date, the database is automatically loaded with initial transactions
processed up through today corresponding to the paid-on transactions
already loaded in the Tool.

« “Based on the processed date, would you like the lowest or highest
transaction?” Click Lowest.

e Select Next.
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After you bring in the initial records, the next step would be to perform Data Validation

as discussed above in the section describing how to upload an ASCII file with both

transactions.

To upload a flat ASCII file that has no transactions

From the Menu, select Data Request.

For the type of data you are requesting, select the down arrow and select
ISIR Data. Click Next.

In the box “Which option would you like to select?” Click the
Build/Rebuild. Click Next.

At the pop-up message “Build/Rebuild will replace all student records
with records requested. Are you Sure you want to Build/Rebuild?”
Select OK.

From “Which source will you load your records?” select Without
Transactions. Click Next.

“Would you like to use a random sample of records?” Select the down
arrow and select Yes or No. If your ASCII file contains more than 1500
records, you may select Yes, and indicate how many records (up to
500) that you would like to sample. If your ASCII file contains 1,500 or
less records, you may select No and the ISIR Tool will bring in the
amount of valid records contained on the ASCII file.

“What type of transactions are you requesting?” Select Both Initial and
Paid-on.

“If you are requesting initial transactions, what is the processed date
you would like to use for selecting initial transactions?” The date you
enter will depend upon the time of year you bring in your sample. The
database will be loaded with initial transactions processed before the date
you enter.

“If you are requesting initial transactions based on a processed date,
would you like the lowest or highest transaction?” Determine which
transaction to upload by selecting “highest or lowest.”

Click Next.

“Where is your file?” Select Browse and select your file by double clicking
on the file that has only SSN, and the first two letters of the last name and
No Transactions. Select Upload File.
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Home Help FAOs .
Data Request FAA Access to CPS Online - ISIR Analysis Tool
User-Specified Fields NEED HELP?
I Current Status
I S Data Request:
udent Listin . ’ .
3 ISIR Data From File - Without Transactions
Export
& You can only have a total of 1500 records stored inthe ISIR Analysis database at any one time.
Data Validation
Analysis of Data ISIR Records From File - Without Transactions
Would you like to use a random sample of records? I No :"
If Yes, how many records? |
What type of transactions are you requesting ? | Both Initial and Paid On ;I
If you are requesting Initial transactions, what is the processed date
you would like to use for selecting Initial transactions ? I—
Flease enter this date in "mmddyynn” format.
For example, 08171975 for August 17, 19745,
I you are requesting Initial transactions based on a pr d date, I [ iwast ;l
would you like the Lowest or Highest transaction?
PREVIOUS
After you bring in the student SSN and first two letters of the last name information in

the ASCII file, perform Data Validation as discussed above in the section describing
how to upload an ASCII file with both transactions.

Use of the Export Function

The Export function is useful if you wish to create an ASCII file identifying initial records
or paid-on records only. For example, once you create an ASCII file with paid-on

trans

actions only and bring those records into the Tool, you may then select the Export

function (from the Tool's main menu bar) and the Tool will send the flat file of all records

curre

ntly in your database to your school's SAIG mailbox. The file is sent under

message class IATX080P. Retrieve this file from your SAIG mailbox and update the

initial
rever
is es

ISIR transaction number to the file and upload your initial records. You can
se this process if you would like to bring in your initial records first. This process
pecially valuable if you use the random sample feature of the Tool to bring in

initial or paid-on records.

To upload a flat ASCII file with initial records and use the Export Function to bring
in the Paid-on records

Follow steps to upload a file with initial transactions (found on previous pages).
Once the initial transactions file is uploaded into the Tool, go back to the main
menu, and select Export. A flat ASCII file of your initial records will then be sent to
your SAIG mailbox. Use this file to create the flat ASCII file for paid-on
transactions.

Follow the instructions for uploading a file with paid-on transactions only found
on previous pages.
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After you bring in both the initial and paid-on records, the next step would be to perform
Data Validation discussed previously.

To upload a flat ASCII file with Paid-on records and use the Export Function to
bring in the initial records

« Follow steps to upload a file with paid-on transactions (found on previous pages).
e Once your paid-on transactions file is uploaded into the Tool, go back to the main
menu and select Export. A flat ASCII file of your paid-on records will then be sent
to your SAIG mailbox. You can then use this file to create the flat ASCII file for
initial transactions.
« Follow the instructions for uploading a file with initial transactions only found on
previous pages.
After you bring in both the initial and paid-on records, the next step would be to perform
Data Validation discussed previously.

Creating and Adding User-Specified Fields

Bringing user-specified information into the Tool is a two-step process. First you must
add a field to the online database to hold the information. Then you populate this field
with your information stored in a flat ASCI| file.

You can create up to 15 individual User-specified Fields.

e The types of fields you can create are Date, Numeric, Yes/No, and String.
Each type has a different maximum field length. The help feature provides
specific information on maximum field lengths.

o Creating User-specified Fields allows you to track institutional specific
information pertaining to individual records.

o The Tool has a pre-defined field for School Verification. You can update this
field either manually through the student listing function or by uploading a flat
ASCII file containing the user data associated with a particular student
record. You can also include the School Verification Flag in the original flat
ASCII file so it can pre-populate the Verification Flag during the upload
process. Since the field length for the flat ASCII file is 16, you can include a
“Y” as the 16th character so that it will automatically set the Verification Flag
to a Y when you upload the records. This process is very important for a QA
school since QA schools have their own Verification criteria, but does not
necessarily apply for non-QA schools unless you are analyzing a set of
records selected for discretionary verification by the school. If you would like
to prepare a flat ASCII file to upload the School Verification Flag and other
User-specified Fields, please refer to the following document:
http://www.ifap.ed.gov/gadocs/Sampling/Phaselinst.doc.

e With the Data Analysis functionality of the Tool, you can run custom reports

that provide information about the records in the sample that met user-

specified criteria.
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To add a User-specified Field

From the menu, select the User-Specified Fields function. This function
allows you to create User-Specified Fields, and update School Verification
Flags. See first screenshot below.

Next, the Tool will ask, “How would you like to access the User-Specified
Fields?” Click on the down arrow and Select Add Fields, Click Next.

The Add User-specified Fields page will appear. There are 4 columns: Field,
Type, Length, and Description. Select the field to add. See second
screenshot below.

The field lengths are prepopulated.

Under the column Description type in the description for the User-specified
Field. Click Save to save the newly added User-specified Field.

After clicking Save a User-specified Field confirmation page will appear
and will indicate “all new user-specified fields were successfully added.”
Click Return to return to the ISIR Analysis Tool home page.

FAA Arrecs to CPS Online - ISIR Analysis Tool

User-Specified Fields

Current Status - y
L User-Specified Fields
I Student Listing
Export User-Specified Fields
Data Validation How would you like to access the user-specified fields ?
A is of Dat -
nalysis a HEST

NEED HELP? FSA SCHOOL PORTAL I RETURN TO FAA MENU I EXIT '

Click on the Need Help? if you would like help in identifying field/type/length/
description.
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/ FEDERAL STUDENT AID’ FAA Access to CPS Online
Home Help FAGs
Data Request FAA Access to CPS Online - ISIR Analysis Tool
User-Specified Fields
Current Status . y
L User-Specified Fields: Add
Student Listing
Armaxirurn of 15 userspecified fields can be added.
Export
Analysis of Data Field Type Length Description
1 IYes.-’No vl |Verificati0n Criteria 1
2 I Date - I |Withdrawa| Date
2 I Sting 'rl GP&
4 I Select vl |
5 I Select vl |
6 I Select = I |
T I Select 'rl I
8 I Select vl |

To upload User-defined Data via Data Request

e From the menu, select Data Request.

« On the Data Request Page “What type of data are you requesting?” Click
on the down arrow and select User-defined Data.

e Click Next.

e On the User-defined Data—Data Request page, Click the Browse button to
identify the location of the flat ASCII file that contains the User-defined data.
To open the file, double click on the file.

e Click Upload to upload the file.

m  Once data is uploaded, the records that match the SSNs in the flat file will
be updated to reflect the User-defined data that is specific to that particular
record.

m  You can review the information through the student listing.

m  With the Analysis component of the Tool, you can develop ad hoc reports to
determine what records in the sample meet specific User-specified fields.
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The Student Listing

m  The Student Listing identifies the specific students whose ISIR records are
currently in the Tool

m  The Student Listing will list 500 records per page. If the Select All feature is
used when more than 500 records are contained in the database, you must
be sure to save each page of 500 records.

m To update School Verification Flags you have two choices: manually on a
case-by-case basis or by uploading a flat ASCII file containing the SSNs,
Name ID and Y for institutional verification. If you would like to prepare an
ASCII file to upload the School Verification Flag, please refer to Appendix B
at the end of this guide.

m  We have also developed instructions to help you create a flat ASCII file. You
can find those instructions in Appendix A at the end of this guide.

m By using the Analysis component of the Tool, users can develop ad hoc
reports that provide information on those records that were marked with the
School Verification Flag.

®  You may sort in Student Listing by either clicking on the column for original
SSN, Last Name or School Verification Flags.

Viewing, Updating, Deleting and Setting School Verification Flag
Using the Student Listing

From the menu, select Student Listing.

e Inthe box “How would you like to access the “Student Listing?” Click the
down arrow and select Update Records. Click Next.

e The Student Listing will display a table of all of the student records in the
database. To manually update the School Verification Flag, users have the
option of individually clicking the check box labeled School Verification
Flag or using the Select All button at the bottom of the listing.

e Oryou can click on the Select All button to select all of the records to set
the School Verification flag to Yes.

o After populating the School Verification Flag field, click Save to save the
information to the database. A Student Listing: Update Records page
appears as confirmation.

“Home Help FAOs

| Data Redquest FAA Access to CPS Online - ISIR Analysis Tool
| User-Specified Fields

| Current Status
Student Listing

| Student Listing

| Export Student List

| Data Validation How would you like to access the student list?
| Analysis of Data
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| Data Request FAA Access to CPS Online - ISIR Analysis Tool
| User-Specified Fields
| Current Status
T Student Listing: Update Records
| Student Listing
| Export A maximum of 1500 records will he displayed, with @ maximum of 500 recards per page. Clicking

anthe Criginal SSM will display the User-Defined Data for that student. vou can modify the order in
| Data Validation which the recards are displayed by clicking on either the Qriginal 35N, Last Mame, or Schoal Verif.
Flag calumn headings.

Analysis of Data
| Page 1 of 1.
Student List
Transaction
Original SSN  Last Name First Name Number:
Initial Paid On
545-30-0001 CHIA TOOL BEMJAMIN 3 01 02 |
545-30-0002 FEI& TOOL REBECCA 01 02 I
545-30-0003 GOlA TOOLPOUR BAHAREH 01 01 |
545-30-0004 BEI& TOOL AR 01 01 I )
545-30-0005 MEIA TOOL MNAREEH o1 o1
545-30-0006 H LA TOOL EUM 1 01 02 |
545-30-0007 JaJ& TOOL MNATALLL, 01 01 I

< PREVIOUS || SELECT ALL || DESELECT ALL || SAve-

To review the current records with the Student Listing

e From the menu bar, Click on the down arrow and select Student Listing.

e On the Student Listing Page “How would you like to access the student
list?” Select View Only.

e Click Next.

e On the Student List, click on the any original SSN in the listing to access
the User-specified data.

e You can view user data uploaded during the User-specified request
process or data that was manually entered after the User-specified Field was
created.

e Click on Previous command button to return to the student list.

Creating Flat ASCII Files Requesting ISIR Data

What is an ASCII file?

An ASCII file is an unformatted file. It contains only the text entered by the user and
does not include formatting. There are no fonts, italics or boldface. An ASCII file is
sometimes called a "text file" or a "DOS file" or a "DOS text file."
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Why would | want to save a file as an ASCII file?

The easiest way to create a document that is compatible with other word processors is
to create an ASCI| file.

How do | write a flat ASCII file?

Listed below are three possible options to prepare flat ASCII files of your 2008—2009
ISIR records. These recommendations are not all inclusive and you can use other
products or methods to prepare your flat file.

Notepad to create your Flat ASCII file Page 27
Microsoft Word to create your Flat ASCII file Page 27
EDExpress to create your Flat ASCII file Appendix

Basic Information needed to prepare your Flat file:

Record Length is: 16

SSN (9 digits)

First two letter of the last name (2 digits)
Initial Transaction number (2 digits)
Paid on Transaction number (2 digits)
School Verification Flag (1digit)

Note: If you write a flat file with both initial and paid on ISIRs, your record length will be
15 characters. For example, (250010009T10102).

If you are writing two files (one with just initial transactions and one with Paid on
transactions) you need to remember that you will have to include two blank spaces for
the transaction number not included to ensure you have 15 characters as your record
length. You do not need an extra space for the School Verification Flag. It is necessary
to use the carriage return at the end of each record.
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Note: If you have IT support, provide the above information to your computer IT on
campus. They should be very familiar with writing Flat ASCII files. They just need to
know the students in your sample by SSN and they should be able extract this
information from your database and save it as a FLAT ASCII file.

Flat ASCII File:

Your flat file should resemble one of the formats illustrated below: Note: if the paid on
transaction is the same as the first, you would list the second transaction as 01 as well.
The ISIR Analysis Tool requires an initial and paid on transactions for every record,
even for students when the same transaction is both.

Flat ASCII File with Flat ASCII File with Initial Flat ASCII File with PAID-ON

BOTH Transactions ONLY Transactions ONLY Transactions

250010001JE0101 <ummm 250010001JEQ] <ummm 250010001JE 01  <ummm
250010002BU0101 250010002BUO1 250010002BU 01
250010003RE0101 250010004TR0O1 250010004TR 01
250010009T00102 250010009TO01 250010009TO 02
2500100180R0102 2500100180R01 2500100180R 02

m  Warning:

If you are doing ONE flat file to request BOTH Transactions, you need to
remember to make sure that you have TWO transactions after each record
or the ASCII file will not be recognized by the data mart.

m  Warning:
If you are doing a Flat file with PAID ON ONLY Transactions, you will need
to be sure that you have two blank spaces after the first two letters of the
last name and then type in the paid on transaction number.

If you do not have computer support and either you or someone on your team needs to

write the file, you need to review the following.

Do you have one of the following on your computer?

Notepad to create your Flat ASCII file
E Microsoft Word to create your Flat ASCII file

If you have to hand type these records into a Flat ASCII file, you can do so by using
either Notepad or Microsoft Word.
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Option 1: Notepad

SteJ Action

p
1 Click on Start

2 Click on Programs, Select Accessories, Select Formats, and Select Notepad.
3 Type SSN, First two letters of the last name, transaction code(s). If you are
writing two files (one with just initial transactions and one with paid on transactions)
you need to remember that you will have to include two blank spaces for the
transaction number not included to ensure you have 15 characters as your record
length. It is necessary to use the carriage return at the end of each record.
Remember, it is necessary to have a line break at the end of each row/record,
including the last row/record (line break means using the “Enter” key; only one
record per line).

4 Save the file as a txt file and remember where you saved it in your C drive. We
recommend that your write down the path so you will know where to locate the file
when in the ISIR Analysis Tool.

If you are letting the system select the highest and lowest transaction you do not need
any fillers (no spaces are required after the first two letters of the last name). You
however, need a carriage return after each row.

Option 2: Microsoft Word

Purpose: To show the user how to create a Flat ASCII file in Microsoft Word for the ISIR
Analysis Tool.

Ste | Action

p
1 Click on Start

2 Click on Programs, Select Microsoft Word.

3 Type SSN, First two letters of the last name, transaction code(s). If you are
writing two files (one with just initial transactions and one with paid on transactions)
you need to remember that you will have to include two blank spaces for the
transaction number not included to ensure you have 15 characters as your record
length. It is necessary to use the carriage return at the end of each record.
Remember, it is necessary to have a line break at the end of each row/record,
including the last row/record (line break means using the “Enter” key; only one
record per line).

4 Save the file as a Plain txt file and remember where you saved it in your C drive.
We recommend that your write down the path so you will know where to locate the
file when in the ISIR Analysis Tool.
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Creating Flat ASCII Files for Verification Tracking Flags and User-Specified Fields

1. To create aflat file to populate the School Verification Flag

As this is a pre-defined field in the Tool, you do not need to identify a field number in the flat file.
The system will recognize it automatically when you provide the SSN, first two letters of the last
name and a Y.

Example: Pre-defined Field for Verification Flag.

000540999LAY, If you are uploading just one field in your flat ASCII file, no blanks are
necessary after the Y.

Note: You do not need to include the students for whom you would like the School Verification
Flag to be N (no) because N is the default for the School Verification Flag.

If you want to update User specified Fields for one student record, you must identify the field
number and field value for each User-specified Fields you wish to update. See the example in
Question 2 below.

2. To populate User-Specified Fields in the Tool using a flat SSCII file

Please note that you do not need a separate file for each User-specified Field. You can include
all fields for each record. Please review the following example:

Example: User-defined Fields will be Withdrawal Date and Field of Study.

Note: Since this is a fixed length record layout:

- Field Numbers (01-15) must be in specified positions in the flat file.

- Field Values must be in specified positions in the flat file.

- 40 positions are allocated for each Field Value (data) in the flat file. This means that even if the
data for a specific field is less than 40 characters long, a total of 40 positions must still be
included for that Field Value (i.e., depending on how long your data value is, you may end up
with lots of blank positions after your data value).

The total record length for each student record must be 642 bytes, including a byte for the pre-
defined field Verification Flag, regardless of the number of fields being populated.

Field Number 01 (Withdrawal Date): (TYPE of Field is DATE—field length 8) and the value is
08022004.

Field Number 02 (Field of Study): (TYPE of Field TEXT—field length 40) and the value is
School of Nursing, your file would look like:

001020303LAY0108022004 02School of Nursing

01 (Field Number) 08022004 (include 8 positions for the date value and 32 blank spaces after
the date for total data field length of 40).

02 (Field Number) School Of Nursing (includes 17 positions for the value and 23 blank spaces
after the School of Nursing value for a total data field length of 40). The example above
includes spaces so that the requirement for 40 positions is met.

Note: There should be 546 blanks after the 40 position is met to complete the record
length of 642 for this student record.

29 of 78 | Chapter 1 The 2008-2009 ISIR Analysis Tool User Guide



START HERE
GO FURTHER :
FEDERAL STUDENT AID

THE ISIR Tool is located at the following web address: www.fafsa.ed.govIFOTWWebApp/faalfaa.jsp

Appendix: Creating ASCII Files for EDEXxpress Users

EdExpress will write a flat ASCII file (DAT file) and create the SSN, add the first two
letters of the last name and bring forward the 01 transaction number. However, please
be aware of the following:

e You must identify the 01 records in your sample by writing a query and
selecting the sample records in EDEXxpress. Instructions on how to do this
are on the next page.

e You will need to go back into the file and make sure that the 01 transaction
was the one you identified as the initial transaction. If not, simply open the
file and change it on the record. You will also have to type in the transaction
number used as the paid on ISIR.

o Please keep in mind, that the 2008-2009 EDExpress includes a function
called Global/File format that will have the original SSN. In most cases this
should not be a problem. However, if you discovered that an SSN was wrong
for someone in your sample and corrected it, you must revise the SSN used
for that student to reflect the correct SSN to ensure that you receive the
correct record. Global/File format will have the original SSN listed, so you will
only need to select a student name and not a specific transaction number.
Transactions may be added to the file once it is created.

We recognize that this option is not streamlined. However, using EDEXxpress can save
you time by creating the flat ASCII file along with the SSN and first two letters of the last
name.

The instructions on how to create this file in EDExpress are as follows:

Getting Started:

1. If you haven't already done so, download EDExpress onto your computer from
www.fsadownload.ed.gov. (Don't forget to import your year-to-date ISIR data into the
software after downloading and installing it.)

2. Create a folder to ensure that the flat ASCII file you write is easily identified and
accessible. Instructions on how to do this are in Step 1 on the following page. If you have
an IAM file already established, you do not need to set up a new folder and can save your
flat file to your IAM file.

3. Follow the steps on the next page.
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Step | Action

1 Right click on Start, select Explore, from the menu select Program Files, Select EDE Suite and right click in
the area to the right with other EDExpress folders. Choose New and Folder and left click. Click by folder
to type name of folder as IA Tool Uploads. Close window. You have successfully set up a folder where you
will be able to save your Flat ASCII file

2 Click on the EDExpress version you will be extracting data from. (2008—2009 or 2007—2008)
3 Type in User ID and Password
4 Select Tools
5 Select File Formats. Click on AppExpress tab at top of page
6 Select Format Code—Type in format Code A. If you already have Format Codes select
Add and Assign a Code
7 Type for Description: Transaction 1D
8 Scroll down and from menu select Student ID. (Field 248 in 06/07 and Field 244 in 07/08)
9 Select Save

10 Select OK
11 Go to Tool, Select Query, Select Add. You should be in the APPExpress Tab
12 Add Title by typing: 01 Transactions

13 Click the dropdown menu for Query Field and select Transaction Number
14 Click the dropdown menu for Operator and select = (equal to sign) and in the Value Box type 01
15 Select Append, Select Save and Select OK. You have written a query to identify all 01 transactions

16 Select File

17 Select Export. You should be in the App Express Tab. Export Type should be External ISIR. Click on Ellipse
by File if you have named your own folder as this is where you will type the path to the folder. Under
Transaction Preference—select Active transaction. You will use your query you just wrote to select all 01
transactions in Step 19 below. Caution: If you select ALL transactions, it will create a record for each
transaction on file and you would have to go into the file and remove the duplicate SSN. This will make the
process tedious. We recommend that you create one file and go back into the file and enter the transaction
codes you identified as the initial and paid on

18 Click the drop down menu for Select Delimiter, select fixed length. Sec7:50—Type A

19 Click the Ellipse button for Selection Criteria

20 Click Ellipse button Query Title. Select 01 Transaction. Click OK

21 Click Ellipse button Select Records

22 Right click on student’s Last Name, select Quick Sort Ascending to alphabetize the listing

23 Under the Selected Column, select the Students in your sample by clicking next to their name. Once records
are selected, select OK
24 Select OK again. This will run the report and select all the 01 transactions for the students you identified as

being in your sample. This report will be saved as a file in your C:\ ProgramFile\EDESuites\ IA Tool Uploads
folder or to your IAM folder. You do not need to save the file as a txt or DAT file, the system will do this for you

25 Minimize EDExpress and Select My computer
26 Select C: Drive and Select IA Tool Uploads folder
27 Open the file you just created by double clicking on the file. Remember, make sure you have identified the

correct transaction for the initial record and add a paid-on transaction to the file you created. This will
provide the necessary 15-character length. If the 01 transaction is the same for both the initial and paid-
on transaction, use 0101. Remember, a student must have an official EFC in order to be included in the
report. You must go into the file you created and add the student SSN, first two letters of the last name and the
appropriate transaction number(s)

28 Remember what you named the file and the path where it is located so that you can retrieve it from the

ISIR Tool
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Chapter 2 - Introduction

The ISIR Analysis Tool analyzes changes to ISIR information that occur between the
initial and paid on transactions. Using a suite of standard reports all schools can
analyze the impact that verification efforts have on the accuracy of need-based financial
aid at their campus. This chapter describes how to run and interpret each of the reports
available in the Tool.

The Reports available in the ISIR Analysis Tool

The table below summarizes the reports of the ISIR Analysis Tool by identifying the
research questions each addresses.

Table 1: ISIR Analysis Tool Standard Reports

ISIR Analysis Tool Research Questions Addressed
Sample Summary What students are in my database?

What was the aggregate impact of change in eligibility?
Verification Summary Which records were selected for CPS verification?

Which records were selected for school verification?
Which CPS verified records experienced an increase or
decrease to EFC?

Which school verified records experienced an increase or
decrease to EFC?

Field Change Which ISIR fields were most likely to be corrected?

Which corrections were most likely to be associated with a
change to aid eligibility?

Which corrections were most likely to be selected by school
and CPS verification criteria?

Field Increments Are changes to a particular field concentrated within a
particular value range of that or some other field?

Are corrections to ISIR fields concentrated within a
particular value range of that or some other field?

Pell Eligibility by Are changes to the selected field related to Pell eligibility
Dependency Status and dependency status?

How many students with changes to the selected field does
CPS or discretionary verification select?

Student Listing Which records selected by CPS did not experience a
change in aid eligibility?

Which records selected for school/discretionary verification
did NOT experience a change in aid eligibility?

Student Detail What was the impact on this student’s EFC?

What ISIR information changed after the initial application?
What was the primary reason for observed changes to
EFC?

EFC Impact Analysis Report | How are changes to EFC critical ISIR fields distributed
across initial EFC value ranges?
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Orange = Reports that are part of the Dashboard. Once you upload your records,
perform Data Validation and click the Analysis of Data button, the reports will
automatically run and will be included in the Dashboard. If you want to generate either
dashboard report using only a subset of cases, you can access filtering options by
running these reports from the Standard Reports Folder.

Blue = Reports often used for analysis. The Field Change Report is the place to begin.
You may then drill down to the Field Increment Report, Pell Eligibility by Dependency
Status Report, Student Listing Report and Student Detail Report. You can access the
reports without using the drill down feature. If you run the reports from the Standard
Reports Folder, you can take advantage of additional filtering options that are not
available in drill down.

Three ways to generate reports

We go into more specific detail on how to generate each report below, but first we
provide a general overview of how the Tool works. There are three ways to generate
reports within the ISIR Analysis Tool. The first is automatically. Two reports — the
Sample Summary and Verification Summary Reports are automatically available on the
Dashboard. See the annotated screen shot on the next page for the location of areas
identified here in bold text. Users can also choose to generate any of the Standard
Reports listed in the IA Tool subdirectory under the Domain Tree. Finally, users can
generate a second report by “drilling down” at certain locations of other reports. Users
often combine these three ways of generating reports as they investigate their data.

The Dashboard

The two Dashboard reports are generated by the system when the user launches
analysis of data. Users always have access to Sample and Verification Summary
reports that reflect the information of all the records currently loaded into the Tool.

The Domain Tree

Under the Domain Tree, users may select any of the Standard Reports. Note that the
two reports on the Dashboard are also listed here. The reason for this duplication is
users have access to a host of filtering options when they launch reports from under the
Domain Tree. By using these filters, users can limit which records are included in a
given report. For example they could select only dependent students who have adjusted
gross incomes less than $50,000. When working from the Domain Tree, users can also
change the format of the report from the default HTML to Microsoft Excel.
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The following table identifies all fields that may be used as filters in the Tool. If a user
does not select any filters, all of the records in the database will be included in the

report.
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Table 2: Filters Available in the ISIR Analysis Tool

Field Criteria/Action

Parents’ AGI Allow the user to select one of the following Operators:
< (less than)
<= (less than or equal to)
<> (not equal to)
= (equal to)
> (greater than)
>= (greater than or equal to)
Allow the user to specify a value/parameter for the field.
Valid Field Content:
-999,999 - 999,999

Student’'s AGI Same as Parents’ AGI

Dependency Status

Valid Field Content:

D - Dependent

| - Independent

Allow selection of one of the values.

Grade Level In College

Valid Field Content:

0 - 1st yr./never attended college

1 - 1st yr./attended college before

2 - 2nd yr./sophomore

3 - 3rd yr./junior

4 - 4th yr./senior

5 - 5th yr./other undergraduate

6 - 1st yr. graduate/professional

7 - Continuing graduate/professional or beyond
Blank

Allow selection of one or more than one of the values.

Parents’ Type of Tax
Return Used

Valid Field Content:

1-1RS 1040

2 - IRS 1040A or 1040EZ

3 - Foreign tax return

4 - A tax return with Puerto Rico, a U.S. Territory or freely
associated state

Blank

Allow selection of one or more than one of the values.

Student’s Type of Tax
Return Used

Same as Parent’s Type of Tax Return Used

Student’s State of Legal
Residence

Valid Field Content:
State Code list
Allow selection of one or more than one of the values.

CPS Verification Flag

Valid Field Content:
Y
N

School Verification Flag

Same Options as CPS Verification Flag
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Table 2: Filters Available in the ISIR Analysis Tool (continued)

Field Criteria/Action
Pell Eligibility Valid Field Content:
Pell Eligible
Pell Ineligible
- Allow selection of one of the values.
Pell Changed? Valid Field Content:

Y (student records in the IA Tool Database whose Initial
Pell Award and Paid On Pell Award are not equal)

N (student records in the IA Tool Database whose Initial
Pell Award and Paid On Pell Award are equal)

- Allow selection of one of the values.

EFC Change EFC Change = Paid On EFC - Initial EFC

Allow the user to select one of the following Operators:
< (less than)

<= (less than or equal to)

<> (not equal to)

= (equal to)

> (greater than)

>= (greater than or equal to)

Allow the user to specify a value/parameter for the field.
Valid Field Content:

0-99,999
EFC Same options as EFC Change
Student’s Tax Return 1 - Already Completed
Completed? 2 - Will File
3 - Will Not File
Blank
Parents’ Tax Return Same as Student’s Tax Return Completed?
Completed?
Report Output Format HTML
Excel
Not available for the “EFC Impact Analysis” report.
User-Specified Field Only includes the User-Specified Fields that have been

previously defined by the user

Drilling Down

The final way to generate a report within the Tool is to “drill down” to a second report
from an initial report. This feature of the Tool allows the user to get more information on
the specific records included in the initial report. All filtering options the user applied to
the initial report are carried forward when drilling down. The drill down feature is not
available on the Sample Summary Report, but allows users to integrate their analysis of
most standard reports. The following exhibit depicts how the reports are linked. As we
will explain in the section of this chapter on the Field Change Report, the drilling down
functionality hits a “fork in the road” at this report. Users have the options of drilling
down to either the Field Increment or the Pell Eligibility by Dependency Report.
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Drilling Down

Verification
Summary
Field Change EFC Impact Analysis
. Pell Eligibility by} Verification
[ Field Increment J——[ e Tracking Flag
Student Listing
' Y
P Y
Student Detall
S 4

Users may enter the drilling down “branches” suggested by the diagram above at any
point, but they can only return back up to the level of their initial entry. For example if a
user generated a Student Listing Report they could drill down to the Student Detail
Report and return to the Student Listing but they could not “drill up” to the Pell Eligibility
by Dependency Report. However if a user started at the Verification Summary report,
they could navigate down and back up both of the branches.

The Rest of the Chapter

We now turn to a detailed description of how to generate and use each of the ISIR
Analysis Tool reports, except the Verification Tracking Flag Report. We begin each
report specific section with a brief description of the reports contents by answering the
guestion, “What's here?” We also indicate the purpose of the report by responding to,
“How can you use it?”
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Sample Summary Report
e What's here?
o Counts of records
o0 Statistics on changes to Pell Awards
e« How can you use it?
0 Describe students in the Tool (or subset)
o Describe aggregate impact of changes to ISIR data on Pell eligibility

The Sample Summary Report provides descriptive information about the records in your
database and is found at the top section of the Dashboard. The report provides the
distribution of records that fall into the four categories defined by the combination of
dependency and Pell eligibility status.

To Enlarge the Sample Summary Report from the Dashboard

« Select the 2l icon located in the right hand corner of the Sample Summary
Report. You can enlarge the box by selecting the icon B! on the top right
corner — it is the middle icon.

e An annotated example of Sample Summary Repot is available on the next
page.

« When you are done reviewing the Sample Summary Report select the X
located at the top right hand corner of the report to close out of this report.

To run the Sample Summary Report from the Domain Tree

Note:

There is no reason to run the Sample Summary Report from the Domain Tree
unless you want to use filters or produce an Excel version of the report. The
unfiltered HTML version of this report is already available on the Dashboard.

e Under the Domain tree, click on + symbol next to the IA Tool 08 09.

e Click on + symbol to open the Standard Reports and then the 1A Tool
2008-2009 subfolders.

e Click on the first report listed, the “1. Sample Summary” or click on the page
icon immediately to left of this label.

e This will open the filter page. Select whatever filters options you want to use.

e Click Submit.

« When you are done reviewing the Sample Summary Report select the X
located at the top right hand corner of the report to close out of this report.

On the next page we provide an annotated example of a Sample Summary Report.
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Annotated Example of the Sample Summary Report
2008-2009 ISIR Analysis

FEDERAL STUDENT AID Tool
School Name: DEMO . .
Federal School Code: 999999 SCHOOL le’, f't't%r?] you used will
Sample Summary e listed nere

THIS DOCUMENT CONTAINS SENSITIVE INFORMA
PROTECTED BY THE PRIVACY ACT

Criteria: .

et Number of records in
Report Sample Size: 500 | database that meet criteria
Total Dependent Pell Eligible: 326 Record counts by
Total Dependent Pell Ineligible: 103 dependency and Pell
Total Independent Pell Eligible: 63 eligibility status
Total Independent Pell Ineligible: 8
Total Fields Changed: 4,847 Counts of changes to ISIR
Total EFC Changes: 293 fields, EFC, and Pell
Total Pell Changes: 222 amaniints
Total Initial Pell Award: $980,250 Pell volume by transaction
Total Paid On Pell Award: $955,430
Number of Records with Pell Number of potential Pell under-
Increases: 90 | awards and the average dollar
Average Pell Award Increase: $903 amount
g“n:ber of Records with Pell 13, | Number of potential Pell over-
Aec eases,. I Award D _ $803 awards and the average dollar

verage Pell Award Decrease: amount
Total Initial Pell Eligible: 389
Percentage of Initial Pell Eligible: 77.8%
Total Initial Pell Ineligible: 111 | Counts and percentages of
Percentage of Initial Pell Ineligible: 22.205 | records by Pell ellg.lb.ll.lty

status for both the initial and

Total Paid On Pell Eligible: 391 | paid on transactions
Percentage of Paid On Pell Eligible: 78.2%
Total Paid On Pell Ineligible: 109
Percentage of Paid On Pell Ineligible: 21.8%
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Questions the report answers

“What students are in my database?”

The total number of records in your database or that are selected when using specific
filters is a quite useful piece of information to have when you want to assess how
common specific changes to ISIR fields are. A complete count of all records that meet
selection criteria — whether they experience a change to ISIR information or not — is also
useful when considering the scope of adding or subtracting a certain group of students
from your school’s verification efforts. In addition to a total count, the report provides
counts by initial dependency and Pell eligibility status.

What was the aggregate impact of change in eligibility?

The report provides counts of changes to ISIR fields; EFC; and Pell amounts. Divide
each of these counts by the total number of records in the report to produce averages.
Using the annotated version of the report on the previous page for example, we
calculate an average of 9.67 (4847 + 500) fields changed per record, 58.6% (293 + 500)
records with an EFC change, and 44.4% (222 + 500) records with a change to Pell.

The report provides the total volume of Pell Awards on the initial and paid on
transactions.

The next four rows of the report provide the number and average dollar amount of
potential Pell under- and over-awards. By multiplying the number of Pell increases by
the average increase will provide the total dollar amount of Pell increases. Likewise
multiplying the number of Pell decreases by the average decrease will provide the total
dollar amount of reductions to Pell. In our example these calculations would yield a total
$81,270 (90 x $903) in Pell increases and $105,996 (132 x $803) in Pell decreases

How can you use this information?

You can use the information to describe current verification and evaluate the need for
improvement in your verification practices. The average number of ISIR fields per
records and the percent of records experiencing a change to EFC and Pell all measure
the need for verification. The higher these values the higher the need for verification.

The dollar amount calculations for changes to Pell can help your aid office quantify the
value of current verification efforts. By dividing the total dollar amount of Pell increases
and decreases by the total volume of Pell provided on this report, you can calculate Pell
under and over-awards in terms of the percent of initial Pell awards. Using our example
report these calculations would be 8.3% ($81,270 + $980,250) potential under-awards
and 10.8%. ($105,996 + $980,250) You can compare these percentages across
different groups of students or award years. The raw dollar amounts are not as readily
compared as percents because different years and subgroups will have different
numbers of records.
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Verification Summary Report

e« What's here?
0 Counts of records by CPS and School verification status
o0 Within verification groups, counts of records experiencing an

increase and decrease to EFC

e« How can you use it?
o Evaluate efficiency of verification criteria
o Drill down to a particular subset of records for further analysis

On the bottom pane of the Dashboard, the Verification Summary Report is available as
a bar graph. The bar chart graphically represents the verification status of records
uploaded into the tool as well as displaying the tendency of records in the various
verification groups to experience an increase and decrease in EFC. As we explain later
in this section, the Verification Summary Report can also be run under the Domain
Tree.

To Enlarge the Verification Summary Report on the Dashboard:

« Select the &l icon located in the right hand corner of the Verification
Summary Report. You can enlarge the box by selecting the icon &l on the
top right corner — it is the middle icon.

« Note that the dashboard version of the Verification Summary Report is really
two separate graphs. One for all dependent students and one for all
independent students.

o If you would prefer to View Report as Text simply click on that link (see
example report on the next page). Note that are two separate links to the text
versions for this report, one for dependent and one for independent records.

« When you are done, select the X located at the top right hand corner of the
Verification Summary Report to close the report.

On the following page we provide an annotated example of a Verification Summary
Report; this is followed by the “View Report as Text” version of the same information.
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Annotated Example of Verification Summary Report

2} WebFOCUS Business Intelligence Dashboard - Microsoft Internet Explorer &%

:ld View Report as Text . I@GD

-
Verification Summary - Dependent
Report Samplg Size: 429
viewrepotasTed | Counts for Specified Group
) /\ -
/ v \ Legen
300 —
K \ [ School Selected for Verification
260 O Sehool Selected - EFC Increase
\ O School Selected - EFC Decrease
200 O Sehool Hot Selected for \Verification
O Sehool Mot Selected - EFC Increase —
150 W School Mot Selected - EF G Decrease
O Initial CPS Selected for \rification
- W Initial CFS Selected - EFG Increase
O Initial CPS Selected - EFC Decrease
W Initial CPS Mot Selected for erification
5 W Initial CFS Mot Selected - EFC Increase
O Initial CPS Mot Selected - EFC Decrease
1]

Scroll down to see results for Independent records

Yerification Summary - Independent .
’ [ 18 Eodnras
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Same Report “Viewed as Text” — Dependent Records

3 ¥erification Summary Report - Microsoft Internet Explorer

Eile

Edit  Wiew Fawvorites Tools Help

d=EBack ~ = - (£) it | fQisearch [EFavorites EFMedia ©F | B S = 3

Address I@ https:jifaaisivd. ed.govfibi_apps/WF3ervlet?IBIF _webapp=/ibi_apps&IEIC_server=EDASERVERIBIWF _msgviewer=

FEDERAL STUDENT AID 2008-2009 ISIR A
Federal 3chool Code: 220000 Achool Hame: DELS

WerificatHon 5
THIZ DOCUMENT CONTAINS SENIITIVE INFORMWMATION PROTECTED EY THE PRIVACY ACT

Criteria:
Dependency = Dependent

Report Sample Size: 429
School Belected for Vertfication: 171
School Selected - EFC Increase: Al
School Belected - EFC Diectease: 29
School Mot Selected for Verification: 258
School Mot 3elected - EFC Increase: 29
School Mot Selected - EFC Dectrease: s
Initial CPS Selected for Verification: 298
Initial P32 Selected - EFC Increase: 1243
Initial CPS Selected - EFC Decrease: [
Initial TPS Mot Selected for Verification: 133
Initial P2 Not Selected - EFC Increase: 28
Initial TPS Mot Selected - EFC Diectrease: A7

&l

[T BE

To run the Verification Summary Report from under the Domain Tree

Note: Run the Verification Report from the Domain Tree if you want to: use filters
other than dependency status; combine dependent and independent records in a
single report; or produce an Excel version of the report. Note that only the “View as
Text” version of the report is available under the Domain Tree

Click on + symbol next to the IA Tool 08 09.

Click on + symbol to open the Standard Reports and then the IA Tool
2008-2009 subfolders.

Click on the first report listed, the “2. Verification Summary” or click on the
page icon immediately to left of this label.

This will open the filter page. Select whatever filters and output options you
want to use.

Click Submit.

When you are done reviewing the report select the X located at the top right
hand corner of the report to close out of this report.
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Questions the report answers
How many students were and were not selected for CPS verification?
How many students were and were not selected for School verification?

How many students in each of these four groups experienced an EFC increase or
decrease between their initial and paid on transaction?

All of the counts sought by the questions above correspond to bars in the default
Dashboard version of the Verification Summary Report. The same information can also
be found in the rows of data in the text version of the report.

How can you use this information?

You can use these counts to evaluate the effectiveness of current School or CPS
verification efforts. You can readily calculate the percent of verified records experiencing
a change in EFC. To illustrate using the example text version of the report above, we
would calculate that 58.5% ((61 + 39) + 171) of dependent records selected for School
verification experienced either an increase or decrease to EFC. Put another way, 41.5%
(100% - 58.5%) of the School selected dependent records experienced no change to
EFC. Ideally a high percentage of records selected for verification experience a change
to EFC.

While you could conduct analogous calculations using records not selected for School
or CPS verification, the interpretation of these results varies depending on your school’'s
situation. Generally speaking, you have no way of knowing whether or not changes
observed in either of the two not selected populations were in fact “corrections” or
simply “second tries.” You might find it interesting to examine the level of change among
non-selected students, but remember you generally don’t know whether or not each
change was for the better.

There is an important exception to this. Every other year, schools participating in the
Quiality Assurance Program conduct verification on 100% of records drawn into a
random sample of their applicants and analyze the changes to ISIR information
stemming from this exercise in the Tool. During sample years, Quality Assurance
schools should determine the percentage of records not selected by their School criteria
that experienced a change to EFC. Ideally, a low percentage of records not selected for
verification experience a change to EFC

Further Guidance for Quality Assurance Schools:

During sample years, run the Verification Summary Report under the Domain tree
using the filtering page to select students with initial EFC below your school’s cost of
attendance.

44 of 78 | Chapter 2 The 2008-2009 ISIR Analysis Tool User Guide



START HERE
GO FURTHER :
FEDERAL STUDENT AID

THE ISIR Tool is located at the following web address: www.fafsa.ed.govIFOTWWebApp/faalfaa.jsp

Drilling Down to Extend Analysis

You can use your results from the Verification Summary report to focus further analysis
on any of the individual counts displayed. You do this by simply clicking on the bar or
count of interest. Doing so will “drill down” to a report that provides counts of specific
ISIR field changes, the impact of these changes upon aid eligibility, and the percentage
of records that experienced a change to the indicated ISIR field that were selected by
CPS or School verification. This report is called the Field Change Report and is
discussed in the next section of this chapter.

Field Change Report

e What's here?
o Counts of records with specific changes
0 Description of the impact on EFC and Pell
o The tendency of CPS and School to select records with a given

change for verification

e« How can you use it?
o ldentify fields to target with outreach
o ldentify areas to target with verification
o0 Drill down for more information on records with a specific change

The Field Change Report provides counts of records experiencing changes to specific
ISIR Fields between the initial and paid-on transaction. It provides percentage of
records with the indicated change that also experience EFC increases or decreases, as
well as Pell increases or decreases.

It is important to keep in mind when using the Field Change Report that results are
based solely on records that experienced at least one change to an ISIR field. Records
where the initial and paid on transaction were the same are excluded from all counts
and percentages.

To Run the Field Change Report from the Domain Tree:

e From the Domain Tree, Select IA Tool 08-09 (left click on the mouse).

e Click the Standard Report (left click on mouse) Icon from the left navigation
bar and select IA Tool 2008 2009.

e Select 4. Field Change Report. If you receive the pop up box “Do you want
to display the Non Secure Items”, Select “yes”.

« On the Filters page select any desired criteria. In the example report that
follows, under Dependency Status we selected: Dependent and under CPS
Verification Flag we selected: Yes.

e Click Submit.

« By default the Field Change Report displays changes to all ISIR fields. See
the screenshot below.
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Annotated (Initial) Field Change Report

3 Field Change Repott - Microsoft Internet Explorer

File Edit \Wiew Favorites Tools Help

< Back = = - @ 7t | @Search [de] Favarites @Medla @ ‘ %- =h =, ﬂ

Address |&] hitps://f aaisid. 2d. gov/ibi_apps}FServIet?BLAPP_app=iatooiS9IBIF_ex=RPTFCRODSIBIMR _user=0010028PARTAKTYPED=08STUDTAXTYPEO=0BGRADELEVELD=08STATE_MAILD= = |

FEDERAL STUDENT AID 2008-2009 [3IR Analysis Tool
Federal School Code: 9559599 School Hame: DEMO SCHOOL
Field Change
THIZ DOCUMENT CONTAINS SENSITIVE INFORMATION PREOTECTED BY THE FRIVACY ACT

g:;eerrilac:lency=Dependent EFC Critical Field Link

CP3 Verification Flag= Yes

Report Bample Size: 210

Belect here to wew only the EFC-critical I3[R fields whose walues changed from the Initial transaction to the Paid On transaction.

Percentages in the EFC, Pell, and Verification columns
are hased on the number of Records Correcied

Records Records EFC EFC Pell Pell School CPs
Corrected Corrected Increase Decrease Increase Decrease Selected Selected
ISIR Field # i} i} oo %9 i} Yerification Yerification
Cotrection Applied against Transaction Mumber 210 100.0%5 581% 31.0% 23E% 32.9% 37 6% 100.0%
Source of Correction 210 100 0% S21% 31.0% 23 8% 329% 37 6% 100.0%
Transaction Data Source 210 100.0% 38.1% 31.0% 238% 32.9% 37 A% 100.0%
Transaction Number 210 100.0% S21% 31.0% 238% 52.9% 37.A% 100.0%,
Transaction Type Code 210 100.0% 58.1% 31L.0% 23.8% 52.9% 37.6% 100.0%
Werification Tracking Flag 203 06 T 59.1% 20.6% 23.3% 53.T% 37 A% 100.0%
EFC 187 82.0% 65.2% 34.8% 26.7% 39.4% 38.0% 100.0%
EFC Change Flag 187 B0 0% 65 3% 34.2% 26.7% 50.4% 32.0% 100.0%
FTL FISAP Total Income 166 T 0% S840 32.5% 259% S5.4% 35.5% 100.0%
Pell Avward Amount 161 TET¥ 62 0% 311% 31% 62.0% 30.1% 100.0%
TL Total Income 157 T4.3% 38 .9% E1% 26.8% S6.T% 34.4% 100.0%

e Most schools will want to focus on only those ISIR fields used in need
analysis. In order to restrict the results to these fields click on the EFC
Critical Fields Link at the top of the Field Change Report. The screen shot
on the next page shows the report after clicking on the link.
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Annotated Example of a Field Change Report - after clicking the EFC Critical Fields Link

3 Field Change Report - Microsoft Internet Explorer

Ele Edit View Favorites Tools Help

EBack - = - (D vat | Qsearch (EFavortes Ghvedia (% | B S = Ea

Address I@ https:,I'J'Faaisird.ed.gov,l'ibi_apps,I'WFServlet?IBIF_webapp=,|'ibi_apps&IBIC_server=EDASERVE&IBIWF_msgviewer=OFF&IBIAPP_app=iatooI89&IBIF_ex=rptfchD&CLICKED_ON=&critic.j

FEDERAL STUDENT AID
Federal School Code: 990009
Field Change

2008-2009 IZIR Analysis Tool
School Name: DEMO 3CHOOL

THIZ DOCUMENT CONTAINS SENRITIVE INFORMATION FROTECTED BY THE FRIVACY ACT

Criein Criteria
Dependency = Dependent
CF3 Verification Flag = Yes

Repott Sample Size: 204 Sample Size

Percentages in the EFC, Pell, and Yerification columns
are hased on the number of Records Corrected

Records Records
Corvected  Corrected

ISIR Field

Patents' Total from Worksheet B
Parents' Tax Return Completed?
Patents' US Income Tax Paid
Mothet's Ineome Barned from Wotk

Parents' Adjusted Gross Income

Drill down to
Field Increment
Report

#
94
70

[T T Y
[ =3

%

4.1%
343%
30.9%
29.9%
28.9%

EFC
Increase
%
4%
61.4%
63.5%
£.3%

5T6%

EFC Pell Pell School CPS
Decrease Increase Decrease Selected Selected
% hi] % YVerification Verification

Drill down to Pell Eligibility and Dependency

Status Report

To Drill Down to the Field Change Report from the Verification Summary Report:

o Enlarge the Verification Summary Report on the Dashboard or generate a
Verification Summary Report under the Domain Tree. See the previous
section of this chapter that explains how to generate this report.

e Select a subset of students represented by a single bar or entry in the text
data table. Click on that bar or number

« The initial version of the Field Change Report will be generated using only
those records that were represented by your selected subset of students.

Questions the report answers

Which ISIR fields were most likely to be corrected?

The Field Change Report displays results sorted (in descending order) by the number of
records changed. Therefore, the fields listed first are the fields most likely to change
between the initial and paid on transaction. In order to apply the term “corrected” to
these changes make sure that the report you are looking at includes only those records
that were verified. This can be accomplished by using the filtering page to include only
those students that your school verified. Quality Assurance Program schools are
reminded that when analyzing data from their random samples, all records in the Tool
should have been verified even if they did not meet your school’s normal criteria.
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Which corrections were most likely to be associated with a change to aid eligibility?

The Field Change Report provides the percent of records corrected that also
experienced: EFC increases; EFC decreases; Pell Increases; and Pell Decreases.
When analyzing the ISIR fields most likely to change, look at the fields with larger EFC
(Pell) increases and decreases. Just because an ISIR field is listed toward the top of the
report does not necessarily mean those changes will affect EFC or Pell.

As indicated by the red heading in the report the percentages displayed to the right of
the records corrected column are based on the number of records corrected, not the
entire report sample size. Therefore, you need to keep the percent of records correct in
mind when interpreting all other table entries.

You can easily derive the percent of all records experiencing a change to a specific field
that also have the change to aid eligibility or verification status indicated by the column
headings. Simply multiply the two percentages together. To illustrate using the first row
of data from EFC critical field version of the report on page 17, we can determine that
26.4% (46.1% x 57.4%) of all records with a change experienced both a change to
Parents’ Total from Worksheet B and an increase to EFC.

Tip:
If you are interested in performing the calculations described in the
preceding paragraph, use the filtering page to select Excel as the report’s
output format. This will allow you to use Excel to do the math.

Which corrections were most likely to be selected by either school or CPS verification
criteria?

The final two columns of the field change report provide the percent of records with the
indicated change that were selected by either School or CPS verification. Generally
speaking the higher these percentages, the better job school and CPS verification are

doing in terms of catching these corrections. However, be sure to factor in the effect of

any selection criteria you applied to the report when interpreting these percentages. In

our example on page 17 of this chapter all the entries under CPS Selected Verification

are 100% because the filtering criteria include CPS Verification Flag =Yes.
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How can you use this information?

The Field Change Report was designed to identify the most problematic ISIR fields in
terms of their tendency to contribute to inaccuracy in the awarding of need-based aid.
By displaying both the tendency of fields to change and the tendency of those changes
to affect EFC or Pell, the Field Change Report helps you identify the most problematic
ISIR fields for your students.

There are two ways you can use this information. First you can identify the FAFSA
items that correspond to problematic ISIR fields and address them with educational
outreach efforts. Second, you can identify ISIR fields to target with verification efforts.
You have the option of using other reports available in the Tool to target either
education or verification on the subset of students most likely to initially report incorrect
information in these problematic fields.

Keeping in mind the effect of any selection criteria you use when running the Field
Change report, you can also use this information to evaluate how well current
verification procedures — School or CPS — are addressing problematic ISIR fields.

Drilling down to extend analysis

When looking at a Field Change Report, you have access to two additional reports via
the “drill down” functionality of the Tool. Both of these reports can help you target
education or verification efforts.

First, you can look at the distribution of the records experiencing a change to the
indicated ISIR field across value ranges of that same or other ISIR fields. This is done
by clicking on name of the desired ISIR field. This will launch the Field Increment
Report using data from only those records that experienced a change to the selected
ISIR field. As we describe in more detail in the next section, this report shows you
whether or not changes to the selected field were concentrated in a particular value
range or ranges. This information allows you to target educational or verification efforts
only on the most problematic range(s).

Second, you can see how many of the records experiencing a change to an indicated
field were dependent vs. independent and initially eligible for Pell vs. initially ineligible.
This is accomplished by clicking on any of the counts or percents in the Field Change
Report. This second drill down option opens the Dependency and Pell Eligibility
Status Report. As we will describe in the section after the Field Increment Report, you
can use this information to target education or verification efforts. You can also use this
report to assess the percentage of students selected for School or CPS verification in
each of the four dependency and Pell eligibility defined groups

Note that the number you click on to drill down to Dependency by Pell Eligibility
Report matters. Only records satisfying all the conditions implied by the Field Change
entry will be included in the subsequent report. For example, if you select an entry
under either the Records Corrected (# or %) columns, all records with the associated
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change will be included. However, if you select an entry under the EFC Increase
column, only those records with the indicated change and an EFC increase will be
brought forward.

Field Increment Report
e What's here?
0 The distribution of changes to ISIR information across value ranges
of a selected ISIR field
o The distribution of EFC increases and decreases across the same
ranges
e« How can you use it?
o ldentify ranges to target with verification or outreach efforts

The Field Increment Report displays the percentage of records that experience a
change to ISIR information across various value ranges defined by a selected ISIR field.
The report also provides information about the tendency of these changes to be
accompanied by an increase or decrease to EFC.

There are two ways to generate the Field Increment Report. The report is available
under the Domain Tree; it can also be run by clicking on name of the desired ISIR field
in an open Field Change Report. There is an important difference between the reports
produced in these two fashions. Field Increment Reports produced under the Domain
Tree include records that experienced any change to any ISIR field. Reports produced
by drilling down include only records that experienced a change to the single ISIR field
selected.

To Run the Field Increment Report from the Domain Tree:

e From the Domain Tree, Select IA Tool 08-09 (left click on the mouse).

o Click the Standard Report (left click on mouse) Icon from the left navigation
bar and select IA Tool 2008 2009.

o Select 5. Field Increment Report. If you receive the pop up box “Do you
want to display the Non Secure Items”, select “yes”.

o The Filters page will display, including this report’s exclusive option to

“Select a Field for Increments.” You must select a field here. See table 3,

on the next page, for a complete list of available fields. Also select any

desired filtering criteria.

Click Submit.
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Table 3: Fields Available for Defining Field Increments

=  Father’s/Stepfather’'s Income Earned from Work

= FTI: FISAP Total Income

=  Mother’s/ Stepmother’s Income Earned from Work
=  Parents’ Adjusted Gross Income from IRS form

=  Parents’ Business and/or Investment Farm Net Worth
»  Parents’ Cash, Savings, and Checking

=  Parents’ Exemptions Claimed

] Parents’ Investment Net Worth

=  Parents Number in College

=  Parents’ Number of Family Members

=  Parents’ Total Amount from Worksheet A

] Parents’ Total Amount from Worksheet B

=  Parents’ Total Amount from Worksheet C

=  Parents’ U.S. Income Tax Paid

=  Primary EFC

=  Spouse’s Income Earned from Work

=  Student’s Adjusted Gross Income from IRS form

=  Student’s Business and/or Investment Farm Net Worth
»  Student’s Cash, Savings, and Checking

=  Student’s Exemptions Claimed

=  Student’s Income Earned from Work

=  Student’s Investment Net Worth

=  Student’s Number in College

=  Student’s Number of Family Members

=  Student’s Total Amount from Worksheet A

=  Student’s Total Amount from Worksheet B

=  Student’s Total Amount from Worksheet C

=  Student’s U.S. Income Tax Paid

= TI: Total Income

To Drill down to the Field Increment Report from the Field Change Report

« Generate a Field Change Report, using any desired filters. See the Field
Change Report section of this chapter for more details.

e Click on the desired ISIR field. (We produced the example Field Increment
Report below by clicking on Parent’s Total Value from Worksheet B in the
Field Change Report example we presented in that section)

e Afilters page will display. Including only this report’s exclusive option to
“Select a Field for Increments.” Select the desired ISIR Field from the drop
down box (we selected Primary EFC here for our example)

e Click SUBMIT
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Select a field for increments screen shot

Field Increments Repork — FMozilla Firefor

Eil= Edik Sy Hizskory: Bookrmarks Tools Help

- c }“{ T mT I |j | https: ffFaaisir. ed.gowfibi_appsfwEServlet?IBIF _webapp=/ibi_apps&IBIC_=se
ST ARI H E R E

GO FURTHER _

FEDERAL STUDENT Al FAA Access

Help FACQs

FAA Access to CPS Online — ISIR Analysis Tool

Select your increment field and select Submit

| Select a field for increments: | EPrimar: EFC
Select =
Father'sfStepfather's Incorme Earmned frorm “Work
FTIl: FIS&AF Total Incorme
rdothersiSteprmothers Incorme Earned frarm work
Parents' Adjusted Gross lncorme from IRS form
Farents’ Business andfor Investrment Farm Ret worth
Privacy Farents' Cash. Saving=s. and Checking
Parentz' Exermptions Clairmed
Farents' Investment RNet wWorth
Parents' MFMurmber in Coll=ase
FParentz' MHurmber of Family kAMAermbers
Farents' Total Armount from “wWorksheet &
Parents' Total Armount from “Worksheet B —
Farents’ Total Arnount from worksheet &
Farents' LI ncorme Tax FPaid

Spouse's Income Earned from “work

Student's Adjusted Giross lncorme from IRS form
Student's Business andfor Investment Farm Ret wWiorth
Student's Cash, Savings. and Checking

Annotated Field Increment Report

Increments Repork -

rosoft Internet Explorer

Eile Edit Wien Faworites Tools Help

d=Back ~ =» - () ot | ffl Search  [E5]Favorites  GEFMedia S5 | Eh- & = 32

address I&j hktps: fifaaisird. ed. gow/fibi_apps/wWFServlet7IBIAPP _app=iatoolS39&:IBIF _ex=rpkinc00&IBIMR_user=00100Z&IBIWF_ms=

FEDERAL STUDERNT AID 2002-2009 ISTR Analy
Federal School Code: 220200 School Hame: DEIIO =2
Field Increments
THIZ DOCUMENT CONTAING SENSITIVE INFORMATION PROTECTED BY THE PRIVACY ACT

Criteria: 47 H H
Dependency = Dependent Crlte”a
P33 Verification Flag = Yes

IZIR Field = Parents' Total from Worksheet B
Select a field for increments = Primary EFC

Report Sample Size: 24 4 Report Sample Size

Increment Field: Primary EFC

a 125 .
1- 500 11.7% & 4% 0%
01 - 1,000 2.1% 2.1%5 0%
1,001 - 1,500 17.0% 11.7%% 53%
1.501 - 2,000 1a6.0%: 2 .5%0 T.A%
2,001 - 2,500 12.8% T A% 53%
2,501 - 3,000 14.9%: 5. 3% 9.a%
=001 - 3,500 11.7%% &A% 5.3%
=01 A4 0nn 0 g T AGL RS

EFC value ranges
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Questions the report answers

Are any corrections to ISIR fields concentrated within a particular value range of
that or some other field?

When you run the report from the Doman tree, the Field Increment Report will display
the distribution of all corrections to ISIR information across value ranges of a selected
ISIR field. By comparing the percent of records corrected in the different value ranges
displayed, you can see whether or not changes are concentrated in one or more value
ranges. Conversely. you also should look for value ranges that have relatively few
corrections.

In addition to considering the prevalence of corrections across the value ranges, you
should temper the interpretation of your findings with the result displayed in EFC
increase and decrease columns. When the sum of the two EFC-change entries is equal
to or nearly equal to the percentage of records corrected, all or nearly all of the changes
were associated with a potential change in aid eligibility. When this is the case, give
your findings more weight. When the sum of EFC increases and decreases is
significantly less than the total records corrected a good share of changes to ISIR
information had no affect on EFC. Discount your findings in these situations.

If you want to focus exclusively on preventing potential over-awards of need-based aid
you can look at only the EFC increase column. Likewise if you want to concentrate on
reducing potential under-awards, you can focus exclusively on the EFC decrease
column.

Are changes to a particular field concentrated within a particular value range of
that or some other field?

When you drill down to the Field Increment Report from the Field Change Report, your
results will display the distribution of all corrections to a single ISIR field. You interpret
the findings just as described above, but they reflect only the changes to the field you
selected.

How can you use this information?

You can use this information to help target verification or education efforts. When
analyzing the changes detected by your school’s current verification, you can look for
value ranges where corrections to ISIR information are rare or where it rarely affects
EFC. If practical you may want to consider excluding students within these ranges from
future efforts.

Schools participating in the Quality Assurance Program can use the Field Increment
Report to find value ranges with high percentages of corrections that affect EFC among
records they typically do not verify. Schools should consider adding the most
problematic ranges to future school verification efforts.

53 of 78 | Chapter 2 The 2008-2009 ISIR Analysis Tool User Guide



START HERE
GO FURTHER s
FEDERAL STUDENT AID

THE ISIR Tool is located at the following web address: www.fafsa.ed.govIFOTWWebApp/faalfaa.jsp

Pell Eligibility by Dependency Status Report
e What's here
o Counts of changes to ISIR information by Pell and dependency
status
o0 Description of the impact on EFC and Pell within each group
0 The tendency of CPS and School verification to select records with a
given change within each group
e« How can you use it?
0 Assess the need to target changes with either verification or outreach
efforts
o Drill down to particular subset of records for further analysis

This report displays counts of changes to ISIR information broken out by dependency
and Pell eligibility status. It also presents disaggregated percentages of these records
selected by School and CPS verification.

There are two ways to generate this report. The report is available under the Domain
Tree; it can also be run by clicking on any of the count or percentage entry in the Field
Change Report. The reports produced in these two fashions differ in an important way.
Pell Eligibility by Dependency Status Reports produced under the Domain Tree includes
records that experienced any change to any ISIR field. When drilling down from the
Field Change Records, the records included depend on where on the drilling down took
place. Only records satisfying all the conditions implied by the location on Field Change
Report will be included in the subsequent Pell Eligibility by Dependency Report. For
example, if you select an entry under either the Records Corrected (# or %) columns, all
records with the associated change will be included. However, if you select an entry
under the EFC Increase column, only those records with the indicated change and an
EFC increase will be included.

To Run the Pell Eligibility by Dependency Status Report from the Domain Tree:

e From the Domain Tree, Select IA Tool 08-09 (left click on the mouse).

o Select the Standard Report (left click on mouse) Icon from the left
navigation bar and select IA Tool 2008 2009.

e Select 6. Pell Eligibility by Dependency Status Report. If you receive the
pop up box “Do you want to display the Non Secure Items”, Select “yes”.

e The Filters page will display. Select any desired filtering criteria.

e Click Submit.
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To Drill down to the Pell Eligibility by Dependency Status Report from the Field
Change Report:

e« Generate a Field Change Report, using any desired filters. See the Field
Change Report section of this chapter for more details.

o Drill down to the Pell Eligibility by Dependency report by clicking on any of
the numbers entries (except the Report Sample Size) in the Field Change
Report. Remember that this choice will determine which records are included
in your report.

e The report in the screenshot below was produced by clicking on the “94” to
the right of “Parents’ Total from Worksheet B” in the Field Change Report
displayed on page 17 of this chapter.

Annotated Version of Pell Eligibility by Dependency Status Report

a Pell Eligibility by Dependency Status Report - Microsoft Internet Explorer

File Edit Miew Fawvarites Tools Help

Back ~ = - &) ot | fQSearch  [GelFavorites  SfMedia £ | By S = =l
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FEDERAL STUDEMT AID 2008-2009 ISIR Analysis Tool
Federal School Code: 200000 School Hame: DEWO SCHOOL
Pell Eligibility by Dependency Staitus
THIZ DOCTUMENT CONTAINS SEMSITIVE INFORMATION PROTECTED BY THE PRIVACY ACT

Criteria

Criteria: <
Diependency = Dependent
CP3 Verification Flag = Yes

I3IR Field = Parents' Total from VWorksheet B

Report Sample Size

Report Sample Bize: 94 <

Percentages in the EFC, Pell, and Verification columns
are hased on the number of Records Corrected

Records Records EFC EFC Pell Pell School CPS
Corrected Corrected Increase Decrease Increase Decrease Selected Selected
# i) i) oh i) o Verification Verification
\Dipc_“ i
Pell Eligible o3 100.0% S8.1% 35.5% 26.0% 55.0% 33.3% 100.0%
Pell Ineligible 1 100.0% 0% 100.0%% 100.0% 0% 0% 100.0%

Wiew Beport as Graph

No independent students because the
criteria 11ced reatricted analvsis tn nnlv

Because the Pell Eligibility by Dependency Status Report above was produced by
drilling down on the number of records with a change to Parents’ Total for Worksheet B,
this report contains only those records that experienced a change to Parents’
Worksheet B. Note here the report sample size matches the record count we clicked on
when we generated this report. The report also retains the dependent student and CPS
verified filters that were used in generating the Field Change Report. To help you keep
track of which records are included in any report, the criteria used are printed at the top
the report. The circled column headings above indicate the location of information
provided. Depending on what criteria you use and the data you have in the Tool, the
report you produce may not include all four of the logically possible Pell combinations of
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eligibility and dependency status. In our example there are no rows for independent
students because the original Field Change Report selected only dependent records.

Questions the report answers

Are changes to ISIR information related to Pell eligibility and dependency status?

You can use this report to address changes to ISIR information in general by running it
from the Domain Tree. By drilling down from a Field Change report, you can use the
report to answer questions about changes to a specific ISIR field.

The report presents counts of corrected records accompanied by the effect the changes
had on EFC and Pell data broken out by Pell and dependency status. You can compare
the number of corrections and the tendency of those corrections to affect EFC or Pell.
Because the data are presented side by side, it is easy to see if students who are
eligible for Pell are different than ineligible students. If you do not filter the results by
dependency status, you can also compare dependent and independent students that
share the same Pell eligibility status.

How does the tendency for CPS or School verification to select records with
changes to any or a specific ISIR field vary by the student’s Pell and dependency
status?

The ability to answer this second question is generally limited to Quality Assurance
Program schools during a year they draw a random sample and verify all students in
that sample whether or not those students met the school’s normal verification criteria.
Outside a situation like this, there is no way to know how many changes School or CPS
verification may be missing or how many of the changes outside of the verified
population are really “corrections.”

But when sample data are available, the last two columns of output in the Pell Eligibility
by Dependency Status Report in essence give School and CPS verification flags a
grade in terms of selecting records with changes. When using this report to grade their
verification efforts, schools may want to use a filter to exclude students with an EFC
higher than their cost of attendance. Corrections to ISIR information above this
threshold are unlikely to affect aid eligibility. When interpreting their results, schools
should look at all the columns not just the final two. High percentages are not
necessarily good and low percentages aren’t necessarily bad. Ideally, the percent
selected for verification would be high when the percent of EFC and Pell changes is
high and low when those percentages are low.

How can you use this information?

Knowing whether or not Pell and dependency status are related to corrections to ISIR
information and the tendency of those change to affect aid eligibility is helpful in
targeting educational or verification efforts. For example, if you find that substantially
more Pell eligible than ineligible students are initially misreporting additions to income,
you might decide to target corrective measures exclusively on students eligible for Pell
grants.
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If you are analyzing data from a random sample of aid applicants that have all been
verified, you can assess the tendency of CPS and discretionary verification to miss
students who experience a change to ISIR data that affect their eligibility for need based
aid. You can use this information to improve your School verification procedures.

Drilling down to extend analysis

By clicking on any of the blue counts or percentages in the Pell Eligibility by
Dependency Status Report you can drill down to the Student Listing Report. This
report provides a list of individual students including: identifying information; a summary
of the change to EFC and Pell; and the student’'s School and CPS verification status.
You can use this information to identify individual students to review as part of your
analysis.

Student Listing Report
e What's there?
o List of students’ name, SSN, EFC change, Pell Change, School
verification and CPS verification status
e« How can you use it?
0 See tendency of School and CPS verification to select records with
and without changes to EFC and Pell
o0 Drill down to Student Detail Report for more information

This report provides a list of students containing: social security number; name; an
indication of whether their EFC increased, decreased, or stayed the same; an indication
of whether their Pell amount increased, decreased, or stayed the same; whether or not
the student was selected by the School for verification; and whether or not the student
was selected by the CPS for verification.

There are two ways to generate this report. The report is available under the Domain
Tree; it can also be run by clicking on any of the numeric cell entries identified in blue in
the Pell Eligibility by Dependency Status Report. If launched from under the Domain
Tree, the report will include whatever records satisfy any filtering selections you make.
When drilling down from the Pell Eligibility by Dependency Status Report, the records
included are determined by where you click when drilling down. Only records satisfying
all the conditions implied by that location will be included in the subsequent Student
Listing. For example, if you selected the count of dependent, Pell eligible students under
the Records Corrected # column, all dependent, Pell-eligible records would be included.
However, if you select the entry in the same row under the Pell Increase column, only
dependent, Pell-eligible records that experienced a Pell increase will be included on the
Student Listing.

To Run the Student Listing Report from the Domain Tree:

e From the Domain Tree, Select IA Tool 08-09.
o Select the Standard Report Icon from the left navigation bar and select 1A
Tool 2008-2009.
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o Select 8. Student Listing. If you receive the pop up box “Do you want to
display the Non Secure Items”, Select “yes”.

o The Filters page will display. Select any desired filtering criteria.

e Click Submit.

To Drill down to the Student Listing Report from the Pell Eligibility by Dependency
Status Report:

o Generate a Pell Eligibility by Dependency Status Report, using any
desired filters. See the section of this chapter devoted to that report for more
details.

e From the Pell Eligibility by Dependency Status Report, drill down to the
Student Listing Report by clicking on any of the cell entries in blue.
Remember the cell from which you drill down will determine which records
will be included in the Listing.

On the next page we present an example Student Listing Report. We produced this
report by drilling down from the 58.1% of dependent, Pell eligible students that
experience an EFC increase on the Pell Eligibility by Dependency Report displayed on
page 25. Note that the all the criteria that have been applied to this report are listed at
the top of the page.
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Annotated Example of a Student Listing Report

/3 student Listing Report - Microsoft Internet Explorer

File Edit  Wiew  Favorites  Tools  Help
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FEDERAL 3TUDENT AID 2002-2009 I3IR Analysis Tool
Federal School Code: 999550 School Nate: DERIO 3CHOOL
Student Listing
THIS DOCUMENT CONTAINS SENSITIVE INFORMATION PROTECTED BEY THE FRIVACY ACT

Criteria: _ _
Dependency = Dependent +— Cl’lterla
CP3 Verification Flag = Yes

ISIR Field = Parents' Total from Wotksheet B
Pell Eligihilityr = Eligihle

EFC Increase 4  Report Sample Size
Fepott Sample Size: 54
< Original EFC Pell School CPS
S8 Student Name Change Change Selected Selected
547010003 S ERAR DO T = s ¥

247010015 ITATOOLLASTOLS, MAVLANMA R
547010018 [ATOOLLAZSTOLE, NATALIEN.
247010020 ITATOOLLASTOZ0, JERAMIAH D.
547010032 [ATOOLLABTOZZ, AVANAT
247010043 JTATOOLLASTO43, RUTHANN W
547010050 [ATOOLLABTOS0, MICHELLEL.
247010053 TATOOLLASZTOSE, ANMA M.
547010056  [ATOOLLABTOSE, ALEXANDEA E.
247010057 TATOOLLAZTOS?, TIMOTHY W

+ + + + + + + + +
R A
I R R

Questions the report answers

Which records selected for School or CPS verification did not experience a change
in aid eligibility?

As you can see in the example report it is easy to distinguish records selected by School
or CPS verification, “Y”, from those who were not, “N.” The change to EFC and Pell
columns are populated with a “+” if there was an increase, a “-“if there was a decrease
and a “0” if there was no change. Putting this information together you could quickly
identify students with the desired combination of information.

Which records not selected by School or CPS verification did experience a change
in aid eligibility

While there are no “N’s” under either of the verification headings in the screenshot above,
if there were you could use them identify students with a change in aid eligibility that were
not selected by the applicable verification selection process. While all schools might be
interested in finding out which students experienced a major increase in aid eligibility after
their initial application, only Quality Assurance Program Schools analyzing their random
sample data can interpret these changes as corrections missed by current verification
procedures.
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How can you use this information?

The main purpose of the Student Listing Report is to make it easier for you to select the
records with the desired combination of verification status and change in aid eligibility.
By drilling down on an individual student’s social security number, you can look at all the
changes that occurred between the initial and paid on transaction as well as get basic
demographic information on the individual student. Comparing and contrasting the
details in this second report may provide insight into improving verification or
educational efforts.

All schools can use the Student Listing to help them contrast verified students with
changes to aid eligibility and verified students without. During this exercise you should
look for ways to distinguish students with changes from those without in the second
level reports. The idea is to try to stop wasting time and effort verifying the types of
students that are unlikely to experience a change in aid eligibility.

If you are analyzing data from a random sample of aid applicants that have all been
verified, you could analyze the population not normally selected for verification in a
similar fashion. In this situation you try to find ways to distinguish non-verified students
with changes to EFC and Pell from those without. The goal would be to add the types of
students likely to experience EFC and Pell changes to your school’s future verification
or educational efforts.

Given the student identifying information included on the Student Listing Report, you
could also use this reporting template to export the data into another application for
further analysis. When using the report in this fashion, we recommend that you use the
filtering page to change the output format to Excel.

Drilling down to extend analysis

By clicking on the social security number of a student, you can drill down to the Student
Detail Report for that student. This report provides a complete listing of all the changes
to ISIR information that occurred between the initial and paid on transaction for that
student. As discussed above, this is the information you use to compare students with
different verification outcomes. The main purpose of the Student Listing Report is to
make it easier for you to find the right Student Detail Reports to view. The next section
of this chapter provides details on how to run and interpret this report.
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Student Detail Report
e« What's here?
0 Student demographic data
o Listing of initial and paid on values for all ISIR fields that changed
between the initial and paid on transaction
e« How can you use it?
o Evaluate what changes to ISIR data were responsible for the
observed change in aid eligibility

The Student Detail Report displays student demographic data and a comparison of
initial and paid-on transaction values for ISIR fields that changed. This comparison
helps determine what correction(s) contributed the most to the observed change in aid
eligibility.

There are two ways to generate this report. The report is available under the Domain
Tree; it can also be run by clicking on the social security number of an individual student
in a Student Listing Report.

To Run the Student Detail Report from the Domain Tree:

e From the Domain Tree, Select IA Tool 08-09.

e Select the Standard Report Icon from the left navigation bar and select 1A
Tool 2008 2009.

e Select 9. Student Detail. If you receive the pop up box “Do you want to
display the Non Secure Items”, Select “yes”.

e The Filters page will display. Select any desired filtering criteria.

Tip:
If you know the student you want to see, the Filters page for the
Student Detail Report allows you to enter that student’s social
security number

o Click Submit.

Drill down to the Student Detail Report from the Student Listing Report.

o Generate a Student Listing Report, using any desired filters. See the
section of this chapter devoted to that report for more details

e From the Student Listing Report, drill down to the Student Detail Report
by clicking on an individual record’s social security number. We produced the
annotated Student Detail Report on the next page by clicking on the first
SSN - 547010003 - listed on the Student Listing Report presented on page
29 of this chapter.
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Annotated Example of a Student Detail Report

File Edit Miew Fawvorites Tools Help
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FEDERAL STUDENT AID 2008-2009 ISIR Analysis Tool
Federal 3chool Code: 990000 Hchool Hame: DEMO SCHOOL
Student Detail
THIS DOCUMENT CONTAINS BENIITIVE INFORMATION PROTECTED BEY THE PRIVACY ACT

Criteria:
Dependency = Dependent 47 H H
CPE Verification Flag= Yes Crlterla
ISIR Field = Parents' Total from Wotksheet B
Pell Eligibility = Eligible

EFC Increase

Ciriginal 33N ¢ 547-01-0003 Current 33H: 547.01-0003
Student Hame : IATOOLLASTOOZ, BRANDON I
Date of Birth: 062951989
Initial School Verification Flag: Yes

Initial Paid On
Transaction Humber . 1 2
CPS Verification Flag Demog raph|c Data ¥ ¥
Dependency Status D D
EFC 3028 4391
Field(s) Changed Initial Transaction Yalue Paid On Transaction Value Change
Transaction Mumber 1 2 ¥
Parents' Mumber of Family I embers . 4 3 i
Parents' A djusted Gross Incomes List of all 14100 14099 1
Father's Income Earned from Work 19900 1188 -1873
Mlothet's Income Earned from Work Changes to 18200 18207 ¥
Farents' T otal from Worksheet & I S I R d ata 19773 22393 3120
Parents' T otal from Wotksheet B Ta45 T3z4 -261
Parents' T otal from Worksheet C o 6240 6240
Transaction Data Source Web FAA Paper K

@15one ol

Like all ISIR Analysis Tool reports, the Student Detail Report lists any and all criteria
used at the top of the report. Student identifying information and the whether or not the
initial School verification was set to “Yes” or “No” follows the criteria. The student
demographic section of the Detail Report finishes with both initial and paid on values
for: transaction number; CPS verification flag; dependency status; and EFC value.

The information discussed in the preceding paragraph is included on every Student
Detail Report. A listing of all the changes for that student follows these common
elements. The fields listed vary depending on what fields changed for that particular
student. Both the initial and paid on values are provided. A final “Change” column
provides the difference (Paid on — Initial) for numeric field and a “Y” for text fields.

Remember that Student Detail Reports are not produced for students that experience
no change to their ISIR information.

Questions the report answers

What was the impact on this student’s EFC?

The initial and paid on EFC values are the final entry in the common “demographic
data” section of the Student Detail Report. By subtracting one from the other, you can
calculate the effect of all changes in ISIR data on aid eligibility.
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What ISIR information changed after the initial application?
Below the common area, the Student Detail Report lists all the changes to ISIR fields.

What was the primary reason for observed changes to EFC?

By reviewing the magnitude and direction of all the changes, you can determine which
change or changes were primarily responsible for the correction to EFC. Students often
misreport ISIR data by a trivial amount. For example, students may initially report
rounded off income and tax figures. While these values will be corrected during
verification, it is important to distinguish such errors from more profound corrections.

How can you use this information?

You can use the information on the Student Detail Report to understand the full context
of the observed change in aid eligibility. By strategically comparing students with no or a
trivial change in EFC to those records with a substantial change to EFC; you may be
able to gain insight into how to best target your educational and verification efforts.

EFC Impact Analysis Report
e What's here?

o Graph or table with counts of changes to any and the five most
commonly changed critical ISIR fields disaggregated by initial EFC
value range

e« How can you use it?

o Determine if changes to ISIR fields are concentrated in an initial EFC
range

0 Target verification or outreach efforts

This report can assist you in refining your verification procedures by identifying which
initial EFC value range accounts for most of the changes to EFC critical fields. The
three EFC value ranges for 2008-09 award year were 0, 1-4041, and 4042 or more.
These value ranges change annually, but always represent zero EFC, Pell eligible with
an EFC greater than zero, and Pell ineligible students.
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Run the EFC Impact Analysis Report:

e From the Domain Tree select 3. EFC Impact Analysis Report.

o From the Filters page, select any desired filters. When producing the
example report we made the following filtering selections under
Dependency Status we selected “Dependent” and under School
Verification Flag we selected “Yes.”

e Click Submit.

Annotated Example of a EFC Impact Analysis Report

a EFC Impact Analysis Report - Microsoft Internet Explorer

Fil=  Edit Wiew Favorites Tools Help
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FEDERAL 3TUDENT AID 20028-2002 IZIR Analysis Tool
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EFC Impact Analysis
THIZ DOCUMENT CONTAINS BENSITIVE INFORMATION PROTECTED BY THE PRIVACY ACT

Criteria: . . -
Dependency = Dependent Cl’lterla

Bchool Verification Flag = YVes

VewRepoiasTed View Report as Text
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ISIR Fields
Any EFC-critical Parents' Total Parents' Tax Parents' Total Parents' Fathers Income
ISIR Fields With from Waortsheet Return from Waortesheet Adjusted Gross Eamed from
A Change E . Completed? . A Inzome . Wk .
- M= 1082 M= 43 M= 35 M= 332 M= 32 M= 20
2]
g 100
=
[
) =0
=
k:
= GO
T
=
E 40 81
=
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34
21 2 23 23 22
o L6 g 9 |3« 5 | wtw 6 | o 7 |3 5
W Primary EFC is 0 Frimary EFC is 1 - 4,041 Frimary EFC is 4,042 - 99 999

|@ Done

As is the case with all reports, criteria used are listed at the top of the results. Note that
you have the option to View Report as Text. This will generate a table containing the
same information as the graph. (See the report above viewed as text on the next page).
The ISIR Fields being graphed are identified across the top of graphic image. Note that
the report is actually six separate graphs. The first displays results for records with any
change to ISIR information. The next five graphs display the results for the five most
common changes to EFC critical fields — those that factor into the calculation of EFC.
The graph displays Zero EFC records in purple; 1 — 4041 in green; and non-Pell eligible
in pink.
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Example of a EFC Impact Analysis Report — Viewed as Text

<} EFC Impact Analysis Report - Microsoft Internet Explorer

File Edit “iew Faworites Tools Help
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FEDERAL STUDENT AID 2002-2009 ISIR Analysis Too
Federal 3chool Code: 9959999 School Hame: DERLIO SCHOOI
EFC Impact Analysis
THIZE DOCUMENT CONTAINS SEMSITIVE INFORIATION PROTECTED BY THE PRIVACY ACT

Criteria:
Dependency = Dependent
School Verification Flag= Ves

Total # Primary Primary Primary
of records EFC is EFC is EFC is
ISTE Field corrected 0 1-4041 4042 - 99999
Ay EFC-critical IBIR Fields "With & Change 108 & 21 21
FParents' Total from VWotksheet B A3 a =4 9
Farents' Tax Return Completed? 35 3 27 5
FParents' Total from Worksheet & Ex] 4 23 a
Farents' Adjusted CGross Income a2 2 23 i
Fathet's Income Earned from Work =0 k3 22 5

Question the report answers

How are changes to EFC critical ISIR fields distributed across initial EFC value
ranges?

Simply by comparing the height of columns (or magnitude of values in the text version)
you can identify which EFC value range is most responsible for changes to the identified
ISIR field.

How can you use this information?

Knowing how initial EFC level relates to corrections to ISIR information may improve
your targeting of educational or verification efforts. For example, if you find that
relatively few of the corrections to a given error prone ISIR field occur among the zero
EFC students selected by your School verification criteria, you may decide to eliminate
zero EFC students from your discretionary verification efforts.

Reminder:

Only schools with a signed PPA indicating participation in the Quality
Assurance Program have the regulatory flexibility to decide not to verify
records selected by the CPS based on analysis done in the Tool.

Drilling down to extend analysis

When looking at an EFC Impact Analysis Report, you have “drill down” access to the
Pell Eligibility by Dependency Status Report. As we described in the section of this
chapter devoted to that report, you can use this information to target education or
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verification efforts. You can also use the Pell Eligibility by Dependency Status Report to
assess the percentage of students selected for School and CPS verification in each of
the four dependency and Pell eligibility defined groups.

Note that the column on the graph or the number in the text version of the reports
determines which ISIR field change and which EFC value range will be included in the
resulting report.

After drilling down to the Pell Eligibility by Dependency Status Report, you may
continue onto the Student Listing and Student Detail Reports as explained in the
sections of this chapter that describe those reports.
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Chapter 3 - Introduction

Despite the variety of analyses supported by the Tool’s standard reports, at times
schools may want additional ways of examining their information. Fortunately, the ISIR
Analysis Tool has the ability to create custom, ad hoc reports through a utility called
“Report Assistant.”

This chapter describes the basic elements of Report Assistant. Following this general
description, we go through a step-by-step illustration of creating a simple customized
report. Our example demonstrates how to use the ad hoc report writing capacity of the
Tool to populate a user-specified field. Once uploaded into the Tool, this user defined
field would be available as a filtering option on all standard reports run under the
Domain tree. We conclude this chapter by describing how schools participating in the
Quality Assurance Program can share custom reports.

Report Assistant
In the first section of this chapter we describe the basic navigation through the multiple
screens of the Report Assistant. To create an Ad hoc report:

e Click on the box ® next to Reporting Objects folder on the left toolbar.
« Click on the ® next to Custom Reports folder

« Right click on Ad Hoc

e From the drop down menu, select Report Assistant
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This will launch the Report Assistant interface. An annotated screen shot of this dialog
box is presented below. The interface consists of four different tabs (screens) and
seven buttons.
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The Tabs

You navigate between the four screens simply by clicking on your desired tab. The
current tab collection is indicated in blue. The four tabs are:
o Field selection — select fields, define new fields, choose how to include
fields in reports, and set display options
« Report headings — enter heading and footing text
e Selection criteria — limit the records included in the report by setting filters
« Report options — select the format for report output (e.g., HTML, Excel,
etc.)
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The Buttons

The seven buttons that run along the top of the screen are available in all tabs. Use
them to:

e Save - save the current report settings

e Save as — save the current report settings under a new name

e Run - execute the report

e Run deferred — this function is not currently supported

e Help — access Report Assistant’s online help

e About — display technical information about the version of Report Assistant

being used
e Quit — leave Report Assistant

The Field Selection Tab
Report Assistant opens in the Field Selection tab. This is appropriate, as users will
spend the vast majority of their time authoring Ad hoc reports working under this tab.

To select fields use the box labeled “Available Fields.” Simply highlight the field(s) you
would like to include in your report.

Tip — to select multiple fields hold down the control key.

You have choices in how you include the selected fields in a report. Fields can be
“Report Values” or be used to define “Column or Row Groupings.” See the annotated

screen shot above. You place highlighted fields in the desired box by clicking on the &
“yellow/teal, plus/minus sign” icon above the desired box. To group records based on
their value, place the selected field(s) in either “Sort by” or “Sort across” windows. If
you want the report to reflect the values of the selected field, click the plus/minus sign
icon to the right of the Sum and Print radio buttons. You can add as many fields as you
want to the boxes.

Clicking Sum or Print above the report values box changes the options available for
displaying the values of select fields in this box. Select Print when you want the report
to be a listing of all individual record values for the selected fields. Select Sum when
you want a report summarizing the values of multiple students in a single statistic (e.g.,
average or sum).

NEW - that the default has changed from Print to Sum.

When you highlight a field in the report value box, you can make formatting selections in
the Field Options box. When Print is selected the options are: Plain Field Value:
Number of distinct values; Percentage; and Total. When Sum is selected the options
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are: Plain Field Value; Average Square; Average; Count; Count Distinct; Number of
distinct values; Show first in group; Show last in group; Maximum; Minimum;
Percentage; Count Percentage; Row Percentage; Sum; and Total. For more information
on these options, click on the Help button to access Report Assistant’s online
documentation.

New Define Field

The Field Selection tab also provides a function called New Define Field that allows
you to create new fields that reflect the values of available fields and mathematical or
logical manipulations. After you define a new field you may use it like any other field,
(e.g. as an element in a report or as a selection criteria). To define new fields:

e Click on New Define Field on the Field Selection Tab.
o This will launch the Define field creator. A screen shot of this interface is
shown below.

<X Define field creator - {TCP93704) -- Web Page Dialog

I pizz | Fields

Function
Icon

e Inthe Field area in the upper left-hand corner of the creator window, enter a
name for the new field

e Click the Fields icon on the right side of the screen to get a list of current
fields that can be used to define new fields.

o Click on the Functions icon to get a list of available mathematical and
logical functions.
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Examples of using the New Define Field functionality

« In the Field area in the upper left-hand corner of the calculator
window, enter the name for this special field. For example,
EFC_Change to indicate this field is comparing the initial EFC to the
paid-on EFC

« Click the Fields tab on the right side of the screen and double click
EFC_P to get a listing of fields. Notice this field is added to the
calculator window

e On the calculator pad, click the - (minus) sign to the left of the
number 4

« Under the Fields tab, double click EFC |

« On the calculator pad, click the OK to close the calculator pad. You
should be back to the Field Selection screen, the initial screen on
which you selected fields for the report.

You could also create a New Define Field to Compare Pell Initial to Pell Paid-on to be
used in the AD Hoc Report (to indicate the Pell award changed from initial to the paid-
on transaction)

. In the Field area in the upper left-hand corner of the calculator
window, enter the name for this special field. Enter Pell_Change to
indicate this field is comparing the initial Pell award to the Paid on Pell
award

. Click the Fields tab on the right side of the screen, to get a listing
of fields to select. Double click Pell_Award_P. Notice this field is
added to the calculator window

. On the calculator pad, click the - (minus) sign, which is to the left
of the number 4

. Under the Fields tab, double click Pell_Award _|

. On the calculator pad, click the OK to close the calculator pad.
You should be back to the Field Selection screen, the initial screen on
which you selected fields for the report.

The Report Headings Tab

Clicking on the Report headings tab allows you to enter information that will be to be
displayed at the top (Heading) and bottom (Footing) of each page of the custom report.
A screen shot of this interface is provided on the next page.

Under Page Heading you may enter any desired text simply by typing. You may also
enter any of the available fields. Note that you would probably only want to enter fields if
you were producing a report where each page contained information from a single
student. You may enter text or fields in a similar fashion in the Page Footing window.
Note that by default the footing contains “Report Sample Size: <TOT.STUDCNTR.”
This will display “Report Sample Size: #” with the number being the count of students
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who satisfy any selection criteria imposed. There are a variety of formatting options for
the text in the Heading and Footing (e.qg., justification, font, etc.).
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The Selection Criteria Tab

There are two ways to add selection criteria. There are predefined “Available Filters.”
You may also use any Available Fields to define your own filter based on a logical
condition. When writing an AD hoc report, the 2008-09 ISIR layout can assist you with
identifying an ISIR element or value, click here to access the ISIR Layout. (Note: The

ISIR layout begins on page 3-6)
http://ifap.ed.gov/edereferences/attachments/3RecordLayouts0809EDETRApril08.pdf

Let's look at an example of both.

e Click the Selection Criteria tab at the top of the screen

e Inthe Available Filters (bottom of screen), scroll down and double click on
the desired filter. In this example double click the funnel icon next to
Dependent Students.

e Inthe Available Fields area, scroll down and double click on any field you
want to include in a logical condition. In the screen shot illustration below we
scroll down and double clicked on: PAR_TAX _FIG_|

e To complete the “Where” statement, we selected the Field Operator Down
button and selected EQUAL TO. We clicked on SELECT VALUES, clicked

on the Constant radio button and entered 2. We then selected OK
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The Report Options Tab
By default custom reports display in HTML format. You have a number of options

including Excel, PDF, and Active Report. To select the report format:
Prior to running the report, select the Reports Options tab.
In the Generate Report As box, click on the down arrow and make your

selection. In the illustration below, we selected Excel 97.

EXL97 - Excel 97

HTRL - Wb browser
HTRIL - WWek browesser (awith gricd)
AHTML - Active Report

EHLZHFORMULA - Excel w formula
PS5 - PostScript

Saving and Running a Custom Report

To prevent loosing your work you should save your custom report before attempting to
run it. To Save and Run the Ad hoc Report:

e Select the Save button.

Helpful hint: Do not use spaces when naming your report. Use the
underscore bar.

o After entering the name of the report, click OK.
Click the Run button. The custom report will display in the selected format
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Step by Step Illustration

The following example was derived from a school participating in the Quality Assurance
(QA) Program. This school verified dependent students when their parents estimated
their taxes. This was one of several school verification criteria and they wanted to be
able to distinguish students who met this specific criterion from other students in their
database.

Below we describe how to accomplish this by creating a custom report that lists all the
names and social security numbers of dependent students with parents who were
estimated filers. This would allow the school to generate reports in the Tool that focus
exclusively on only those dependent records with parents who estimated their taxes.
After generating this report, users would edit the file with a text editor, adding a “Y” flag
to these records. Then users would create a user defined field in the Tool to house this
information. The final step is to upload the file with the flags.

The first step is to log into the Tool and launch Analysis of Data.

Launching Report Assistant

e Click on the box ® next to Reporting Objects folder on the left toolbar.
e Click on the ® next to Custom Reports folder

e Click Ad Hoc

e From the drop down menu, select Report Assistant

The Field Selection Tab
Report Assistant opens in the Field Selection tab.

e Select on STUD_SSN in the available fields window

e Click on the plus/minus sign icon to the right of the Sum and Print radio buttons.
e Select on STUD_NAME_ID in the available fields window

e Click on the plus/minus sign icon to the right of the Sum and Print radio buttons.
e Change the Radio Button selection from Sum to Print.

Select the Report Headings Tab
To enter information in the Report Headings tab:

e At the top of the screen, click Report Headings

o To center the heading, click in the box that displays the center justification

e Inthe Heading box, type the heading, Dependent Student Parents Estimated
Tax Filer
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Select the Selection Criteria Tab
To enter information in the Selection Criteria tab:

e At the top of the screen, click the Selection Criteria tab

e Inthe Available Filters area, scroll down and drag and drop the following field in
the box under Screening Conditions: Dependent Students

e Inthe Available Fields area, scroll down and drag and drop the following field in
the box under Screening Conditions: PAR_TAX FIG_|

e To complete the “Where” statement, select the Field Operator Down button and
select EQUAL TO. Click on SELECT VALUES and click on the Constant radio
button and enter 2. Select OK

Select the Report Options Tab
To enter information in the Report Options tab:

e Prior to running the report, select the Reports Options tab
e Under the Generate Report As section, click on the down arrow and select
EXL-97 — Excel 97. (Select the version of Excel on your computer or lower.)

To Save and Run the AD Hoc Report
To Save and Run the AD hoc Report to determine records that met the criterion:

e Select the Save button in the description enter a name for the report such as,
“‘“DEP_PAR_ESTIMATED”

e Click OK

e On the tool bar, click Run. The Ad Hoc Report will display in Excel Format

e You can now save this Report as a text file to your hard drive. Click File, SAVE
AS, and then enter a name such as, DEP_PAR_ESTIMATED. Under the SAVE
AS section, click on the down arrow and select, Text (tab delimited) as the type.
Click SAVE. You may receive a pop up box regarding formatting. If so, simply click
YES

To Add “Y” Flags to Text File

« Open notepad (or another text editing program) on your computer. Locate the file
you just saved to your hard drive (DEP_PAR_ESTIMATED). You will need to
modify this file to include the values that identify the user defined field that will use
01 to 15. If you have not yet defined any user defined fields, use 01, (add the 01Y
at the end of each record).

« Delete any extra spaces and the Report Heading. Remember, the file must include
the Social Security Number and the first two letters of the last name, followed by a
space (or a “Y” if the records was selected for institutional verification), and by
01Y. The format would look like this: 555005555CA 01Y, or 555005555CAY01Y

e Save the revisions you made to the flat file to your hard drive. Remember where
you saved the file
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To Create a User-Specified Fields in the Tool

Before uploading this information into the Tool, you must add a data field in the
database to store the information. To add a User-Specified Field that identifies

dependent students with parents who are estimated filers, go back to the Home Page of
the Tool.

3 Analysis of Data - FAA Access to CPS Online - Federal Student Aid - Microsoft Internet Explorer
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Export Drata validation has been completed for all records. To proceed to the Analysis of Data functionalit
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Data Validation
I Analysis of Data Ifvou upload additional 1SIR recaords while performing Analysis of Data functions, be sure to run tk

Data validation process so your student recards are re-validated prior to resuming Analysis of Da
functions.

cONTINUE |l RETURN
o From the left navigation bar in the ISIR Analysis Tool on the Home Page, click on

User-Specified Fields

o From the drop down arrow, select Add Fields. Select the Next button

e Inthe second field in the Type column, select the drop down arrow and select
Yes/No

e Inthe Description column, enter a name such as DEP_PAR_ESTIMATED. Click
Save

To Upload the Flat ASCII File

e From the left navigation bar in the ISIR Analysis Tool, select Data Request.

e From the drop-down arrow, select User-defined Data.

e Select Next

o Click the browse button to locate your flat file. Once you find the file, double-click
on the file, then click Upload File

You can adapt these instructions to create and populate User-specified Fields for your
own Verification Criteria.

Shared Reports

If schools participating in the Quality Assurance Program are interested in pooling the
Ad Hoc reports that they and their QA colleagues develop, they can use the “shared”
report feature of Report Assistant. If you are interested follow the instructions below.
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To make your AD Hoc report available for sharing, click the “Share report” box when
initially saving your report. This will make the template available for use by any QA
school. If you want to make a report that was previously saved without the check mark,
simply open the report in Report Assistant, select the Save as button, enter a new
name for the report, and click the Share report box before clicking OK.

%) save my reports - Mozilla’f -0 x|

iﬁ i htkps: [ {faaisir. ed, govibi_apps)assisk) ’ﬂf

F
Fleaze enter & description to zave:

|DEP_PAR_ESTIMATED

W Share report
I Promgt for parameters

V' Run with OLAP

| |
| Dare | Faaisic.ed.gov L

How to access a shared report

1. Click on Shared Reports folder
2. Select the name of a school
3. Select Custom Reports

The shared reports for the school selected will be displayed. The school data is
not displayed, but the shell for the report (selection criteria, etc) is provided. You
can then save this report template as your own and make any desired
modifications to it.
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