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1.0 Introduction 
 
The Preschool through Twenty and Workforce Information Network (P20 WIN) is the data sharing 
system designed to help monitor success at the macro level, meet reporting requirements and answer 
critical policy questions. The system will assist the state in achieving the vision that more students 
complete high school ready for college and the workforce and that students completing academic 
programs in Connecticut enter meaningful and well-paying jobs in Connecticut soon after completion 
and advance their careers in CT.  This manual serves as a “how to manual” for the basic functionality of 
the P20 WIN User Interface (UI).  As such it outlines how users can use the P20 WIN UI from the most 
basic levels of account registration through the submission of data requests and the download of 
approved data.  Administrative functions such as data element management, query execution and 
accessing audit logs are covered in other Manuals directed at Agency Administrators and Tech Admins.  
This manual is also not designed to cover query management or governance policies.  These policies can 
be found in the documents “P20 WIN - Data Governance Policy” and “P20 WIN Query Management 
Process”. 
 

1.1 P20 WIN SYSTEM ARCHITECTURE OVERVIEW  

 
The P20 WIN System has a distributed network architecture which consists of one main module and a 
remote module for each of the network participants, the State Department of Education (SDE), the 
Board of Regents for Higher Education (BOR) and the Department of Labor (DOL). 
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Data from the participants is utilized by the P20 WIN system through a two-step process:  The first step 
is an ‘initialization’ process that uses limited personally identifiable information (PII) to identify matching 
records of individuals for the creation of record locators at Remote Servers attached to the Participants’ 
data systems.  Records are matched using a probabilistic matching algorithm that identifies record 
matches among the Participants’ data sets to be linked and complete the matching process.  The second 
step, which only occurs after a data request (Query) has been submitted by a Requestor and approved 
by the Data Governance Board, utilizes the record locators to create a combined data set.  This 
combined data set contains only data associated with the individuals but no PII.    

1.2 THE P20 WIN USER INTERFACE 

Approved users access the P20 WIN System via the web based UI.  Through the UI, approved users can 
browse metadata, build and save queries, approve queries and manage data fields and users depending 
on the permissions granted through their account. To inquire about UI access and account registration 
email Jan Kiehne (kiehnej@ct.edu) with the Connecticut Board of Regents for Higher Education. 

1.3 P20 WIN ROLES AND PRIVILEGES  

 
Access to the P20 WIN UI is gained though the creation of an active system account.  P20 WIN provides 
user access to various functionalities based upon designated roles.  As such, system accounts are 
intended to be individual and not shared.  P20 WIN roles are currently divided into three account types:  
Data Consumer*, Agency Administrator*, and Tech Admin.  Roles and their corresponding rights within 
the system are detailed in Table 1: P20 WIN User Roles and Privileges.   
 
*Please note that the roles of Data Consumer and Agency Administrator are otherwise named in some 
other documents.  The role of Data Consumer is referred to elsewhere as Data Requestor, while the role 
of Agency Administrator is referred to as Data Manager/Steward.  For the purposes of simplicity this 
guide will exclusively use the role titles as they are found in the P20 WIN application.    

mailto:kiehnej@ct.edu
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Table 1: P20 WIN User Roles and Privileges 
 

*User can only view the status of queries that they submitted.   
**User can only perform these functions on data from their Agency. 
 
 
 

This chart describes how authorized users interact with the software system. 

 
 
Action 

Data 
Consumer 

Agency 
Adminis

trator 
Technical  

Admin 

My Account Features: Viewing messages, editing your profile and changing your 

password.   See sections 2 and 3 of this manual √ √ √ 

Browse Metadata:  Browsing meta-data includes viewing what data elements are 

available to the system and the data element definitions.   Does not provide access 

to any actual data.  See section 4 of this manual 
√ √ √ 

Build query:  Selecting data elements from the UI and saving a query.   See section 
5 of this manual 

√ √ √ 

Review and approve query:  Viewing the query to verify that it matches 
specifications in an approved Query Management Document and approve or 
disapprove the query accordingly.   See the Tech Admin Manual 

  √ 

Execute query and schedule for execution:  Performing the technical step on an 
approved query that enables and pulls and matches data from the included data 
sources.  See the Tech Admin Manual 

  √ 

Review/approve query results for download:  After execution verifying that the 
query ran as expected before enabling the query results to be downloaded by the 
approved requestor.    See the Tech Admin Manual 

  √ 

Download Query Results: Downloading query results of a query that you submitted 
after approval for download has been received.  See section 6 of this manual 

√   

Monitor the usage of queries and dataset downloads:  Viewing status logs which 
show query status.  See section 5  of this manual 

√* √* √ 

Enable/disable data source:  Enabling or disabling your agency’s data source to 
make it available or unavailable for query.  See the Agency Administrator Manual   √*  

Enable/disable the system:   Enabling or disabling the entire system available to 
make it available or unavailable for query.    See the Tech Admin Manual   √ 

Manage properties of data elements from data source:  Setting properties for each 
data field to make fields visible/invisible and available/not available through the UI.    
See the Agency Administrator Manual  

 √**  

System Monitoring and Configuration Information:  Viewing system status and 
configuration information.   See the Agency Administrator and Tech Admin 
Manuals 

 √ √ 

User Management:  Registering users, setting user privileges, unlocking accounts 
and resetting forgotten passwords.    See the Tech Admin Manual 

  √ 

View and Download P20 WIN Application Logs: Viewing and downloading 
application logs for auditing and monitoring purposes.  See the Tech Admin Manual 
   

√ 
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1.4 QUERY WORKFLOW* 

 
Data is retrieved from the P20 WIN System though a query workflow process.  Data queries are built by 
Requestors and approved via a multistep procedure.  The query work flow begins when a Requestor 
builds and saves a query containing specific data elements.  The query then goes through a three step 
process of approval, execution and approval for download*.  Once this process is complete the 
Requestor has a period of 7 days to download the data.  All query workflow processes are managed 
through the P20 WIN UI.   
 

           Query Workflow in P20 WIN UI 
 
 

  
 

 
 
 
 
 
* Note:  this process describes the steps within the P20 WIN Application and does not address the 
approval of queries by the P20 WIN Data Governance Board.  Approval must be gained from the Data 
Governance Board prior to beginning this process.  

1.5 OVERVIEW OF THE P20 WIN USER INTERFACE 

 
Approved Users access the P20 WIN system via a web based UI.  The initial screen seen upon entry is the 
Home screen which provides access for Users to login to the UI.   From the Home screen Users can also 
access a FAQ tab which answers some general questions about P20 WIN.  Once a user is logged in 
additional tabs appear across the top of the page, each of which has screens used to access P20 WIN 
functions.  The tabs consist of a “Data Sources” tab, a “Queries” tab and an “Admin” tab.  Additionally, 
on the top right of every screen, users will find links to manage their account and logout of the UI. 
 
The functions found under each tab are as follows: 
 
Data Sources:  Provides access to browse metadata to all user account types.  Users will find summary 
information on all on all data sets in the P20WIN system by selecting the “Overview” screen.  Users will 
also find metadata for Participant specific datasets by selecting the appropriate Participant screen.    
 
 
 
 
 
 

Query 

Created by 
Data 

Requestor 

Query 
Approved 

Query 
Executed  

Query 
Download 
Approved 

Query Results 
Downloaded 

by Data 
Requestor 

 

           Performed by Tech Admin 
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Queries:  Provides access to screens on which Users can build and submit queries.  Additional screens 
will be available to Agency Administrators and Tech Admins for access to query management tasks.  
Screens include: 
 

 Create New Query:  Used by Data Consumers to build and save queries 

 Query Management: Displays all queries that are in the system along with their 

statuses.  Used by Administrators to approve, execute and approve query results for 

download  

 View Execution Schedule:  Displays query execution schedule 

Admin:  Provides Agency* and Tech and Administrators access to administrative functions.  Screens 
consist of: 
  

 Users:  Displays all approved an disabled users   

 Add User:  Used to add user accounts 

 Remote Data Fields:  Used to view and manage data element properties 

 Monitor System:  Displays data sources and the connectivity status  

 System Configuration:  Displays system configuration information 

 Log Review:  Access point to download logs for audit purposes 

 

*Agency Administrators are only provided access to manage functions for the data contributed by their 
own organization. 

2.0 Using the P20 WIN User Interface  
 
The following sections provide step by step instructions for users interacting with the P20 WIN UI.   

2.1 Login   

The P20 WIN UI requires users to login prior to gaining access to any of its functions.  In order to reach 
the P20 WIN login screen users must be first logged into the State of Connecticut Network.  Users 
employed by agencies on the State Network may go directly to the P20 WIN Home Page to login.  As of 
12/31/13 Network account holders are employees of the State Department of Education and the 
Department of Labor.  All other account holders will need Gateway accounts and will begin login steps 
by logging into the State Network.  For more information on these distinctions, on how to obtain a 
Gateway account, and for login instructions for the Gateway account please contact the P20 WIN 
Administrator at ConnSCU-P20WIN-Admin@ct.edu. 
 
 
 
 
 
 
 
 

mailto:ConnSCU-P20WIN-Admin@ct.edu
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To login execute the following: 
 

1. Ensure that you are logged into the state network and Browse to the P20 WIN Home page 

2. Click the login link  

 
 
 
 

3. In the login box enter username and password.  Please note that both password and username 

are case sensitive. 

4. Click the  “Login” button  

 

 

 

 

 

 

 

 

 

5. You will return to the initial screen.   The message “You have successfully logged in!  Welcome to 

P20WIN!” will appear in red at the top center of the screen to indicate that you have 

successfully logged in 
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2.1.1 LOGIN FAILURES 

If an incorrect username or password is entered in the login box the box will remain visible along with 
the message “invalid user name and password” which will appear in red at the top center of the screen.   

 
2.1.2 FORGOTTEN PASSWORDS   

 
If you have lost your password to either the Gateway or the P20 WIN UI please email P20 WIN 
Administrator at ConnSCU-P20WIN-Admin@ct.edu.  
 
Please Note:  As of 12/31/13 the Forgot Password” link shown below is not active.  Do not attempt to 
use this link to recover a lost password. 
  
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

  

2.1.3 FORGOTTEN USERNAMES 

To recover a forgotten username please email the P20 WIN Administrator at ConnSCU-P20WIN-
Admin@ct.edu.   

 

2.1.4 ACCOUNT LOCKOUT 

Entering an incorrect password 3 times in succession will result in the locking of that user account.  To 
unlock a user account please email the P20 WIN Administrator at ConnSCU-P20WIN-Admin@ct.edu. 

 

2.2 USER LOGOUT 

Users should promptly logout once their work with the UI is complete or if they need to step away from 
their computer for a prolonged period of time.  To logout of the P20 WIN UI execute the following steps: 
 
 
 
 

mailto:ConnSCU-P20WIN-Admin@ct.edu
mailto:ConnSCU-P20WIN-Admin@ct.edu
mailto:ConnSCU-P20WIN-Admin@ct.edu
mailto:ConnSCU-P20WIN-Admin@ct.edu
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1. Click the “Logout” button displayed on the top right hand corner of all P20 WIN screens                                                                                        

 

 
 
 

2. You will be returned to the initial P20 WIN screen but the “My Account” and ‘”logout”’ buttons 

will no longer appear at the top right hand corner of the screen 

2.2.1 TIMEOUT LOGOUT 

After 30 minutes of inactivity the P20 WIN UI automatically logs the user out.  After this a user 
attempting to access any part to the UI they be redirected to a screen with the message “You have not 
logged into the application or your session is expired.  Click here to Login.”  Clicking on the “here ” link 
will bring the user back to the initial screen and provide the opportunity to log back in to the UI (see 
section “2.2.1 Login” for steps to login.) 

3.0 My Account  
 
Once logged into the P20 WIN UI, users will find a “My Account” button at the top right of each screen.  
This button provides access to manage accounts including editing contact information and viewing 
messages.  All registered users have access to “My Account”functions.” 
 

https://chin-test-app.uchc.net/chinapp/Loginmain.htm?caller_code='WN'
https://chin-test-app.uchc.net/chinapp/Loginmain.htm?caller_code='WN'
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3.1 EDITING YOUR CONTACT INFORMATION  

 
To edit your contact information execute the following steps: 
 

1. Click on the “My Account” button at the top right of each screen.  This will expand the button to 

provide three choices:  “edit profile”, “change password”, and “view messages”   

2. Click on the top option, “edit profile” which will bring you to the “edit user” screen 
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3. On the “edit user” screen you may change any of 

the following elements in your profile: 

a. First Name 

b. Last Name 

c. Email Address 

d. Phone number 

e. Organizational affiliation 

f. Department 

g. Mailing address 

h. User Group (Only Administrator accounts 

have this option, all      

i. other account types will be able to view 

user group information only.) 

 
4. Click on the information that you wish to edit and change the text 

5. Click the “Submit” button to save your changes 

6. Your profile is now updated.  You will receive the message “update of user: [name] successful!” 

in red at the top center of the page 

3.2 RESETTING A PASSWORD  

 
To reset a password please follow the steps outlined above in section 2.1.2. 

3.3 VIEWING MESSAGES 

 
The P20 WIN UI provides users with messages when a query that they have submitted is approved, 
executed or available for download.   It also provides the same messages to Administrators for all 
queries.  Messages appear at the top of “Query” and “Admin” tab pages but can also  be viewed by 
executing the following steps:  
 

1. Click on the “My Account” button at the top right of each screen.  This will expand the button to 

provide three choices:  “Edit Profile”, “Change Password”, and “View Messages”   
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2. Click on the bottom option, “View Messages” which will bring you to the “Messages” screen 

3. This screen will display any messages waiting for you.    

 
3.3.1 DELETING MESSAGES 

All messages on the P20 WIN UI have the following format:   

          “Query Name” “Query Approved/Executed/Approved for Download”  
 
Clicking on the blue check mark will delete the message.  The message will be immediately deleted from 

the system and will not be recoverable.  

4.0 Browsing Metadata  
 
The P20 WIN UI displays extensive metadata to all account types.  Metadata screens provide an 
overview of data source size and overlap as well as give some details on the probabilistic integration 
method.  They also provide information on how matching was accomplished.  Additional metadata 
screens for each P20 WIN Participant provide detailed information on the data elements contributed by 
that Participant.  All registered users can browse metadata.   
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4.1 VIEWING OVERVIEW INFORMATION  

 
The “Data Sources” tab holds summary information on the number of individuals and of records in each 
data source and displays information on the number of individuals that are present are in multiple data 
sources.  To view overview information execute the following steps: 
 

1. Click the “Data Sources” tab which will bring you to the “Overview” screen 

 
 

 

 

 

 

 

 

 

2. View information in the table at the top of the screen which includes the following columns: 

a. Data Source: Name of the data source 

b. Number of Individuals:  Number of individuals in this data source  

c. Number of Records:  Number of records in this data source  

d. Individuals Unique to Data Source:  Number of individuals that are found in this data 

source only and will provide no matched records from any other data source in the 

network 

e. Individuals in Multiple Data Sources:  Number of individuals that are found in other data 

sources.  This includes counts of those found in only one other source and counts of 

those found in multiple data sources.  
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4.1.2 VIEWING INFORMATION ON MATCHING 

 
Information on the identifiers available for use in matching are also available for review.  To access this 
information execute the following steps: 
 

1. Click the “Data Sources” tab which will bring you to the “Overview” screen 

2. Scroll down to view the table that displays each data source and the  identifiers it contains for 

use in matching 
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4.2 VIEWING DATA SOURCE METADATA 

 
Metadata tables for each P20 WIN participating organization will be found on the organization screen 
under the “Data Sources” tab.  Metadata provided includes information on the number of individuals 
and records in the data sources and on the number of matches with other data sources.  It also includes 
the following information about each data element: 
 

a. Field Name:  Name of the data element  

b. Table Name:  Name of the table from which the data element originates 

c. Description: Short description of the data element 

d. CDE:  Common Data Element which provides common name of identified fields used in 

matching 

e. Data Type:  Data Type (i.e. integer, text, date, etc.) 
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f. Value Domain:  Values and their meanings if appropriate (these can be viewed in a 

separate window by clicking the < > symbol) 

g. % of Values Filled in:  Provides the percentage of records which have an entry for this 

field 

To view metadata execute the following steps: 
 

1. Click the “Data Sources” tab, which will bring you to the “Overview” screen 

 
 

 
2. Click the agency screen, which will bring you to the data source page for that agency 
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3. Click the link for the data source that you wish to review, which will result in the display of the 

metadata table for that data source 

 

 
 

4. Consult the small table at the top for information concerning the number of individuals, records 

and matches with other data sources 

 
 

5. Consult the larger table below for information on the data elements contained in the data 

source. 
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4.2.1 NAVIGATING THE METADATA TABLES 
 

By default metadata tables display the first 10 records from the data source.  They can be expanded to 
display 25, 50, or 100 entries by selecting the number of entries from the “show entries” drop down box 
to the top left of the data source table.  These tables can also be filtered and sorted.    
 

 

 

 
4.2.2 SORTING METADATA 
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Each column in the metadata tables is sortable in both ascending and descending order.  Sort arrows are 
found at the top right of each column header.  Simply click the sort arrows once for ascending order and 
a second time for descending order.     

 
 
4.2.3 SEARCHING METADATA 

 
Each metadata table has a search function which gives users the option of searching by entries in a 
single column, multiple columns, or across the entire table.  To search a metadata table by text in 
columns execute the following steps: 
 

1. Enter the text for which you would like to search in the box(es) directly under the column 

heading(s).   

2. The table will now only display metadata for elements that contain the entered text in that 

column or columns.  

3. To return to the complete table simply delete the text in the search box(es)  
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To search for text across an entire metadata table execute the following steps: 
 

1. Enter the text for which you would like to search in the search box just above the right of the 

table 

2. The table will now be searched to display only metadata for elements that have the entered text 

in any of the columns 

3. To return to the complete table simply delete the text in the search box  
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4.2.4 SHOWING/HIDING METADATA COLUMNS 

Users may hide or show columns in each metadata table.    To hide or show a column in a metadata 
table by text in columns execute the following steps: 

 

1. Click the “Show/hide columns” tab at the top right of the metadata table.  The column list will 

expand below 

 

 
 

2. Columns with check marks will show in the metadata table, those without will be hidden.  To 

hide a column unclick the associated check box.  The column will now be hidden 
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3.  To show a column that is hidden click the associated check box.  The column will now be shown 

in the metadata table 

 

 

5.0 Building and Submitting Queries  
 
All Account types have permissions to request data through P20 WIN by building, saving and 
downloading a query, but please note that only Data Consumers have permission to download data, and 
that a query can only be downloaded by the user who requested it.  Because of this Agency 
Administrators and Tech Admins should build and save queries for testing purposes only.  Once 
Requestors have built and saved a query, and approval has been granted by the P20 WIN Governing 
Board, the Tech Admin will move the query through the three step process of approval, execution and 
approval for download.  Once the query has moved through this entire process it will be available for 
download by the requestor.   
     

5.1 BUILDING AND SAVING A QUERY 

 
Queries can be built and saved on the “Create New Query” screen of the “Queries” tab.  Please note 
that changes to queries cannot be made once they are submitted*.  To build and save a query execute 
the following steps: 
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1. Click the “Queries” tab which will bring you to the “Query Management” screen 

 

 
2. Click the “Create New Query” screen which will bring you to the “Create Query” screen 

3. Provide a name and description for the query that you are about to build 

 

 
 
 
 
 
 



 

P20 WIN User Manual: Version 3 5/9/2013   25 

 

4. Click the data source link to expand the first data source that you wish to include in your query 

 

 

 
5. Click the check box in the far right “Select Field” column to include the data element in the 

query.  Note: if a data element has an entry of N/A instead of a check box, this element is not 

available for use in queries. 

6. Repeat steps 4 and 5 for any additional data sources that you wish to include in your query 
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7. Once all data elements are selected scroll down and click the “Point of View Filtering Link” to 

select a point of view for the query. 

 
 

8. The “Point of View Filtering” table will be displayed. Check boxes for any data source which you 

wish to include as appoint of view data source.  Point of view data sources will contribute all 

available records to the output data set, including both matched and unmatched records.  Any 

data source in the query that is not selected as a point of view data source will contribute only 

matched records.  You may select any number (zero to all) of data sources in the query as point 

of view data sources.  Selecting zero will produce an output file with only matched records 

included.  Selecting all data sources will produce an output file with all records included, both 

matched and unmatched. 



 

P20 WIN User Manual: Version 3 5/9/2013   27 

 

 
 
9.  Once point of view filtering selections have been made, scroll down to and click the “Save 

Query” button and your query will be submitted and saved.  Please note that once you save the 

query no changes to it may be made.  If you need to make changes to the query it will be 

necessary to start over and begin a new query.  If you find that you no longer need a query that 

you have previously submitted please email the P20 WIN Administrator at ConnSCU-P20WIN-

Admin@ct.edu so that the query can be disapproved. 

 

 

 

 

 

 

mailto:ConnSCU-P20WIN-Admin@ct.edu
mailto:ConnSCU-P20WIN-Admin@ct.edu
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5.2 MONITORING QUERY STATUS 

 
Users can view the status of any queries that they have requested by clicking on the “Query 
Management” screen under the “Queries” tab.  To view query status execute the following steps: 
  

1. Click the “Queries” tab, which will bring you to the “Query Management” screen 

2. Queries that have been approved will be found in the “Approved Queries” table.  This table 

provides the following information about each approved query: 

a. Query Name: Name provided for the query by the requestor. 

b. Description:   Description as provided by the requestor.  

c. Owner name:  First and last name of the requestor. 

d. Last execution time:  Date and time that query was executed.  Will be blank if query is 

awaiting execution. 

e. Download approval status: Provides status of the query as awaiting execution, awaiting 

approval, or approved.  In this case approved refers to approval for download only.    
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3. Queries still awaiting approval will be found in the “Queries Waiting for Approval Table” found below 

the “approved Queries” table. 

 

5.3 DOWNLOADING A QUERY*  

*Data Consumers only.  Agency Administrators and Tech Admins do not have permission to download 
query results, even if they are the requestor who has submitted the query. 

 
Once an Administrator has moved the query through its entire workflow the requestor will be able to 
download the query results.  No one other than the requestor will be able to download the query 
results.  The requestor will be notified that the query has been approved for download via email and 
onscreen messages.   
 
To download a query execute the following steps: 
 

1. Click the “Queries” tab which will bring you to the “Query Management” screen 

2. Identify the targeted query on the “Approved Queries” table and click the “Download” button 

which will bring you to the “Summary” screen 
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3. Scroll down to the “Download Data Set” button at the bottom of the screen 
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4. Click the “Download Data Set” button and click open or save in the file download box to open or 

save the file(s)  

 

Note: For more information on query output files please see Appendix A: Understanding Query 

Output 
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Appendix A: Understanding the Matching Process  
 
The P20 WIN system uses a probabilistic matching algorithm (Pi) to match records across data sources.  
This algorithm, developed at the University of Connecticut Booth Engineering Computing and Advanced 
Technology (BECAT), allows for records to be matched at the individual level without the need for a 
common unique person identifier.   Instead Pi utilizes multiple identifiers present in the data sets that 
are being linked.  To match records across data sets Pi calculates edit distances (number of differences 
in the characters) between the identifiers of the records to determine whether or not records are 
considered to be from the same individual.  If the edit distance is above a set threshold Pi will determine 
the records to be from different individuals.  If the edit distance is below a set threshold Pi will 
determine that the records are from the same individual.  Pi references a nickname database and can 
account for some common misspelling in order to improve matching outcomes.     
 
For a more information about Pi in the P20 WIN System contact the P20 WIN Administrator at ConnSCU-
P20WIN-Admin@ct.edu. 
 

Appendix B: Understanding Query Results Files  
 
The P20 WIN system returns data to users in a file or set of output files which will contain the following 
information: 
 

1. Summary information about the data including data elements requested and whether value 

domain information will be included in the results files 

2. IDs to link individuals across data sources and among parent-child data files 

3. Value domain information to understand codes used the data sets when applicable 

4. Data requested from the main “person” table from the data source(s) queried 

5. Data requested from “child” tables if requested 

 
For a more information about understanding query results contact the P20 WIN Administrator at 
ConnSCU-P20WIN-Admin@ct.edu. 
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