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1 Getting Started

1.1 Introduction
Welcome to DataLoader™!

DataLoader™is an application that facilitates the process of uploading data from a Student
Information System (SIS) into the Data Management Module (DMM). Datal.oader verifies roster
data extracted from the SIS and submitted for upload. SIS extracts that are compatible with the

template provided are accepted for upload. SIS extracts that contain any errors are rejected.
Extracts accepted for upload are then imported into DMM using a proprietary data upload
process. Notification is sent once the upload is complete.

Datal.oader™ has these salient features:*
It is a web based automated process of loading data — you can access any time of the
day, any day of the week.
You can access it from anywhere where you have a computer with internet access — at

work, at home...

You can use it on PC or MAC - with different browsers

Use the information in Technical Check to configure DataLoader™ on your computer.

1.2 Technical Check

The Technical Check provides you with the details of the requirements. These allow you to run
DataLoader™ on your system wherever you intend to use it.

1.2.1 PC
No System Types Comments
requirements
1 Computer Pentium 11l 500 MHz
or better
2 Operating Systems Windows 2000, XP, You can use any of these Operating Systems.
Win98, Vista
3 Browsers Internet Explorer 6.0, | You can use any of these browsers. You can use
FireFox 2.0 later versions than those mentioned here, but not
older versions.
4 Internet Connection Broadband (DSL not
dial-up)
5 Ancillary software Microsoft Excel SIS file can be uploaded only if it is in tab delimited
(Optional) text format. To support this, install Excel on your
computer.
6 Miscellaneous Popup Blocker Turn Off popup blockers.

checks

Popup blockers, part of applications like Google
Toolbar and Yahoo Toolbar are designed to
prevent annoying advertisements popup window.
However, they also block “legitimate” popup

! Please note that DataLoader™ is distinctly different than any “ETL” (Extract Transform Load)
application in that it accepts roster extracts provided by a school district, checks for errors, and
submits it for upload into DMM. It does not automatically extract data from the SIS on a preset
schedule like an ETL. An ETL option is also available to DMM customers. Please contact your
SChoolPlan™ representative for more details.
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No System Types Comments
requirements
windows. They must be turned off to allow proper
functioning of the application.
Proxy and Firewall If a Firewall is in place, ensure that it allows you to
Settings access DataLoader™. The School/District network
Administrator can check this. This is applicable only
if you are working within a network like a school
district or school; not to your home computer.
Monitor Display Set your monitor’s resolution to 1024 x 768.
Resolution DataLoader™ is designed to work best at a
resolution of 1024 x 768. At smaller resolutions,
screen will be larger than what your monitor can
accommodate and will require that you scroll
sideways. To avoid this, change the resolution of
your monitor using directions provided by the
manufacturer of your computer.
1.2.2 MAC
No System Types Comments
requirements
1 Computer Macintosh PowerPC
2 Operating Systems Mac OS version 8.6 You can use any of these Operating Systems.
or later with minimum
512 MB RAM.
3 Browsers Netscape 7.0, If the operating system on your Mac is older than
FireFox 2.0 OSX, you can only use Netscape. FireFox is not
available for versions older than OSX.
4 Internet Connection Broadband (DSL not
dial-up)
5 Ancillary software Microsoft Excel SIS file can be uploaded only if it is in tab delimited
(Optional) text format. To support this, install Excel on your
computer.
6 Miscellaneous Popup Blocker Turn Off popup blockers.

checks

Popup blockers, part of applications like Google
Toolbar and Yahoo Toolbar are designed to
prevent annoying advertisements popup window.
However, they also block “legitimate” popup
windows. They must be turned off to allow proper
functioning of the application.

Proxy and Firewall
Settings

If a Firewall is in place, ensure that allows you to
access DataLoader™. The School/District network
Administrator can check this for you. This is
applicable only if you are working within a network
like a school district or school; not to your home
computer.

Monitor Display
Resolution

Set your monitor’s resolution to 1024 x 768.
DataLoader™ is designed to work best at a
resolution of 1024 x 768. At smaller resolutions,
screen will be larger than what your monitor can
accommodate and will require that you scroll
sideways. To avoid this, change the resolution of
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No System Types Comments
requirements

your monitor using directions provided by the
manufacturer of your computer.

1.3 Login

Login is your first step to gain access to DatalLoader™. Prior to login,

1. Ensure (using the checklist above) that you have the necessary technical configuration to
run Datal oader™ on your computer.

2. Make sure you have a Login Name and Password to use the application. Each school
district is provided with a Login Name and Password. This Login Name and Password is
the same as your district's SChoolPlan™ FTP site Login Name and Password.

3. Have the URL handy for login to DataLoader™.

Use these steps to login:

1. Type the URL in the browser and click Enter on the keyboard.
http://spell.sccoe.org/Datal oader/Login.aspx

R T altisl
Fils Ll e Fpewtes  Tek el -
5 = 3 A Dewd eenm 38T 0
:.ln-| [ T N p—— \Q:: _-J s u-n_.:
. Type the URL and click
Enter on the keyboard

Datal oader™ login screen is displayed.
# DatavLoader™

Chean Dusa.., Thean Rasuhs

i Enter Login Hame

Login hasee: |

Pasmand | \‘\

e

f

Enter Password

Click Login

—EM

2. Enter the login name in Login Name textbox.
3. Enter the password in the Password textbox.
4. Click Login.

DataLoader™ homepage with the school district name is displayed upon login.
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#_| Each District is provided with a single Login Name and Password. If you try to login in with
a different login name and password, the message “Invalid Login Name and Password” is
displayed.

Incorrect Login Name and Password prevents successful login. If either of it is incorrect, the
screen displays a message “Invalid Login Name or Password”. Login Name is not case sensitive.
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2 Home Page

The Home Page of the Datal oader™ provides links that allow you to upload the roster data and

view previous uploads.

r

DatavLoader™

—— Mame of Lﬂgﬂut —Dm'.mh Chaan Rasubs -‘

Submit a

Eaview F

Paviaw info

/ the District link to exit \

Uploads
i Roster Data

data fie to be uploaded nto your Data Mansgement Module database

)

eious Uplosds
fepation sbout prior uplosds or continue warking with an unfinished uplesd job

kY

- Displays Previous
Uploads

The top section displays the following:

District: Name of the District for which the user has logged in. Ex: Maple Valley
Logout: The Logout link to logout of the application. You can log out of the application

by clicking on this link.

The bottom section displays these links:

Upload Roster Data: From this link, you can submit a data file that can be uploaded into
your Data Management Module (DMM). For information, see Upload Roster Data.
Review Previous Uploads: From this link, you can view information about prior data
uploads or continue to work with an unfinished upload job. For information, see Review

Previous Uploads.
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2.1 Upload Roster Data

On clicking the Upload Roster Data link in the Homepage, window is displayed as below:

|
; # . : Home link to \ PﬂtaLrnadr:r
I ame o navigate to } ot Doy Gl Frvmi
r / the District Home Page I'. 4
|
1
wirict: Mapls Valley Home ¢ Logout
Logout 7
link to exit

Submit Fila Upload Steps
Sulwmit File
» Review Validation

urements I [ hawe reviewed the fle requirements

Uplosd
Schespd Year:  [2007-7000 =
Selwct the schodl year 1o which the roster N spplies
Ters Femi =] Upload Steps
Selwct the term of grading pencd 1o which the roster fs spplies section
Flle Hame; [oee | [_—— “-.11
b
k! - "
; b Submit File
¥alldt Chok this Buttan to procssd with the fs validation .
section

The top half of the screen displays the following:

e District: Name of the District for which the user has logged in. Ex: Maple Valley
Home: The Home link to navigate back to the home page. You can navigate to the home
page by clicking this link.

Logout: The Logout link to logout of the application. You can log out of the application
by clicking on this link.

The bottom half of the screen displays these sections:

e Upload Steps: This section provides a view of the steps for uploading roster data. The
step in progress is highlighted in yellow background. For information, see Upload Steps.

Submit File: This section allows you to specify School Year, Term and Validate a file for
upload. For information, see Submit File.
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On clicking the Review Previous Uploads link in the Homepage, window is displayed as below:

User Manual

r

82

[
| =

DHatrict: Miple Valley

Filkers
Filbes &y Date | ¢ /

Walldate Stabus

Datn Croabed
[T STE00e 13 MO0 A
[T 00 3 140 a
[T DTa00s 13 10000 as
[T Smo00R 0000
[ DRG0 1 3500 P
[ RG00R & 510 P

[ DARG00R i ) P

[T DRC00e X L8 P

[ ADARS0ET 2o P
1320000 X800 P
T ADARS0ET 1o P
[ ADARG00T -5 00 e

. Dataioader™
Home link to Youn Ove.. G &
Namg Uf_ — R : =
the District Harme Page Ilu
o
Logout link to exit d / Filters
section
Filtes By Wwar [Fains vear =] Filter By States [Faina e ot | Cloar F
[ _view ]
File Mamsr Descripbiss Apcerds Yoar Staftus .
— Sr——— S Validate Status
- Teres Poster plast wo  w / section
BEpd Teresi Riossies Lipiomd (] E
25pa Torwt Rioites Lipioasd L] Foi IIJ
BEbd Terewi Fovsies iipioesl L] iy
[t ot 100 P o 11 Torwt Rioites Lipioasd L] Yy i
[t o 70 e ) 11 Torrnt Foster Lipiossd L] Wy X
Tt o TR s ) 11 Tormu! Riviter Lioast ] F
b A Tormnt Fioter Lipioasd e
Syl ST Tl Tervad Riviled Lipioadl 1800 o Can
S S 1ot Tormnt Fioster Lipioasd 180 W Cancsied
Sl ST e Termt Fioster Lipiossd e Cancsied
| wimm |

This screen lists all previous roster extracts submitted for upload using DatalLoader™ and the
upload status for each of these files.

The top part displays the following:

e District: Name of the District for which the user has logged in. Ex: Maple Valley

e Home: The Home link to navigate back to the home page. You can navigate to the home
page by clicking this link.

e Logout: The Logout link to logout of the application. You can log out of the application
by clicking on this link.

The bottom part displays these:
o Filters: This section allows you to choose a filter to be applied for the display in the

Validate Status section. For information, see Filters.

e Validate Status: This section displays validation status of all the files that were submitted
for upload. For information, see Validate Status.
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3 Upload Roster Data

The Upload Roster Data window allows you to submit a file, validate the submitted file and add it
to the queue for upload into DMM™,

3.1 Submit File

User Manual

Submitting a file for validation is the first step in uploading roster data. The Submit File window
displays these sections: Submit File and Upload Steps. The Submit File section allows you to
submit a file for validation while the Upload Steps section shows the current status in progress.

3.1.1 Submit File

The Submit File section allows you to select a file that can be validated for uploading. Only Tab-
delimited text files can be processed for submitting. The following steps take you through a
linear progression of uploading the SIS file.

File Requirements
link

Select School Year

Select Term

Validate file for
uploading

\ r

Sriepad Year I006- 3007 =

Salect the scheal year 19 which the roster fa sppl

Select the tafth oF GPaIRG P 1o which the ro

FIII-.. Hame; .4

|}
b

| 'l"'}lldulr ||j_.;p thig BUttan to proossd wil

SR i SO Dl

Select checkhox
to allow walidation

F [ hawe reviewsd the file requirements

L

Browse to
select a file

e

e e waEacon

1. Click the File Requirements link to view the requirements for uploading a file. The
Requirements window opens showing all the requirements. Read the requirements and see
if your file complies with the requirements
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Requirements:

» Tpload tab-delimited text files only. Tou may use any flename/extension

» If you are creatng your files from Excel, use File|Save As wath the fle type "Text(Tab delbruted)” to export them to the proper

format

» Do not melude colurmn names on the first e,

» Fields that are not required must stll be present in your fle, but they can be blank or empty

» The roster file must have ether 12 columns (for an elementary distnct wath no scheduled classes) or 17 columns.  All rows must

hawe the same number of cobmns

» The columns must appear m the correct order as bsted here. Colurnns marked with ™ are required and must have data on all rows

Student [D*

Student Last Hame™

Shudent Frrst Name™®

Student Middle Name

Student Drate of Burth {mmdddfynnyy)™

Student Gender™

Grade Level™

- R O ) N PR LY

School Mumber (7-digit portion of CDS code)™

w

School Name™

L]

Teacher Last Mame™

Teacher Furst Name

]

Teacher Humber™®

L5}

Penod (begnmng penod of class)

=

Sechon

Lh

Course Number

o

Course Title

-

Course Subject Area (e.g Math, ELA, etc)

Select | have reviewed the file requirements checkbox. The file will be submitted for

validation only if you select this checkbox. The file will not be submitted for validation if you

do not select this checkbox.

Select a School Year from the list. You have to select only that school year for which the
roster file you intend to upload, applies. Ex: 2007- 2008
Select a Term from the list. Term is also referred to as the Grading period. You have to

select only that term for which the roster file you intend to upload, applies. Ex: Term 1

@Please pay close attention when you are selecting School Year and Term.

Here are few examples of the selections you would make in different situations:

1. Your district has 6 schools — 4 elementary, 1 middle school and | high school.
You are submitting roster data for all 6 schools. You can extract the rosters from
your SIS system, concatenate them and then upload the single file into
Datal.oader™. At this time, you would select School Year 2007-2008 and Term

1

2. Letus assume that the high school was still in the process of finalizing their
course assignments. You can extract rosters of the four elementary schools and
1 middle school. You can submit each of those extracts independently or
concatenate the extracts and submit as one file. In either case, you would select
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School Year 2007-2008 and Term 1. This upload would be completed and you
can view data in DMM™ When the high school is ready, you will submit their
roster with the selection of School Year 2007 -2008 and Term 1. The data gets
appended to the prior data set making the roster complete.

Very frequently, while extracting roster data, data technicians forget to include
course information for middle schools. You can rectify this by correctly extracting
the rosters and submitting them for upload again, with the same School year and
Term selection. Course information will then be appended to prior uploaded
student data.

You can also use this method of resubmitting to the same selection of year and
term to correct errors in names of students.

If you have any questions on how best to use this function, please contact your DMM™
representative for clarification.

5. Click Browse to select a valid file. You can only select a tab delimited SIS file. The selected
file will be displayed in the textbox. Ex: SIS 2007- 2008 (file sample shown).
Selecting a file enables the Validate button.

10 Balliet Asron
10 Ballfet Ahren
10 Balllet daron
10 Bal116t Adron
1000 Mavarro Mariela v
1000 Mavarro Mardiela v
1000  Mavarro mardela v
1000 Navarro Mariela v

8802 Delaware Wi

CoOurse Name
Course Hamg
Course Mame
Course Name mrs

¥ columns
17 columns
7 columns
7 columns

04 6004 901 828
*3\1690‘9\11‘ 8

TRy W
Anthony Mayfield
cynthls vob
COUrse Mame
Course Name
Course
Course -
urse

=] H n
¢ Middle Schoo GOABRS490LI5S N :I columns

e Middle Schoo

&
]
3
1
1
5
3
&
1
3
6
6045854 TMnnnrr Midd 4

4901592 17 columns

n 17 columns

‘Course Name 17
17 columns
17 columns
Course tame|
17 columns

i.oaﬁisa Tennesses Midd1e schoo] Nancy

08 Kansas Middle School 'alr. een
oregen wigh Schaol Fin 133

oragon Wigh ',-'No' '.I:.'Jl'l"l' Le.'l'br 2901342

Tennessee Middle School Judy bellam ‘:Hﬁaﬂfl.i:‘.

or uasssa rennesiee middle School ) Lﬂr oellamanc 6048854500822

&‘Ll TE0C

17 columns
4 Course Name 7
5 Course Hame 17

R S B O B O S O A

EENMMEEE

i
4
4
G477 3
&
&
4
[

-] [T

&, The Clear button allows you to clear the current selection.

6. Click the Validate button. Validation will be initiated for the selected file.

glf you do not select | have reviewed the file requirements checkbox and click the Validate

button, the file will not be validated. Instead = "= appears next to the checkbox
indicating that you have to select the checkbox. Selecting the checkbox will start the process of

validation.

3.1.2 Upload Steps

The Upload Steps section displays the step that is in progress. In this window Submit File is
highlighted in yellow background indicating that you are submitting a file for validation.

* Upload

Upload Steps ———
* Submit Filé
* Review Validation

Displays the current step

Page 14 of 26



DatalLoader ™ User Manual

3.2 Review Validation

After you submit a file for validation, the file is validated and the Review Validation window
opens. This is the next step in uploading a file. The Review Validation window displays these
sections: Validation Result, Upload Details, Errors & Warnings, Upload Steps and two
buttons: Add this job to Upload Queue and End this job without uploading.

3.2.1 Validation Result

The Validation Result section displays the status of “validation” for the file. It can either be
Passed or Failed.

If the file has passed validation the following message will be displayed.
Validation Result

Fassed
This File Passed ‘alidation. Review any warnings below and click the upload button at the bottom
to queue this file for upload

If the file has not passed validation, the following message will be displayed.
Yalidation Result

Failed
This file failed validation and can not be uploaded. Flease review the error information below,
revise the data file accordingly, and submit the file again as a new upload job.
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3.2.2 Upload Details

The Upload Details section contains details of the file that has been submitted for validation. The
following details will be displayed for the file:

Upload Cetails
Job # 560 Selections: 2007, Terml
File Name: SIS 2007-2008 Status: Walidation Rewiew
Total Errors: 0 Records: 330
Total Warnings: 4 Students: 58

e Job #: Displays the job number. It is a unique number generated to identify the upload
job. In the example 560 indicates the number of the file.

o File Name: Displays name of the file that is submitted for validation. In the example, SIS
2007- 2008 is the name of the file that is submitted for validation. The name of the file
also acts as a link. You can view the file by clicking the link.

e Total Errors: Displays the number of errors in the file. In the example, 0 errors are found
in the file.

e Total Warnings: Displays the number of warnings for the file. In the example, 4 warnings
are posted for the file.

o Selections: Displays the selections you have applied to validate the file. In the example,
2007 (School Year) and Term 1 (Term) are shown. These selections are made in the
Submit File window.

e Status: Displays the status of the file. In the example, Validation Review is shown for
the file indicating that the current file is reviewed for validation.

e Records: Displays the number of records in the SIS file. In the example, 330 records are
found in the SIS file.

e Students: Displays number of students in SIS file. Each of the students can have
multiple entries. In the example, records for 58 students are present in the SIS file.

3.2.3 Errors and Warnings

The Errors and Warnings section displays the errors and warnings for the file. Errors and
Warnings are the problems in the SIS file. These are detected when the file is being validated.

3.2.3.1 Errors

Errors are problems in the text file that stops the process of validation. The errors are due to
irregularities in the format of the SIS file that is being submitted for validation. By default, the
Errors tab is displayed in the Errors and Warnings section.

The errors will be displayed either in a summarized form or in detailed form in the Errors tab. You
can download the log file to view the error details.
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Summary

The errors in the SIS file are summarized. This is the default display in the Errors tab. The
summarized errors are displayed in these columns:

Download Log File link Y
to download lag file for \

I'.
Etrors and YWarnings Download Log File

Errors | Warnings

‘f‘ Summary T petail

|
| ErrorType

Count
Mo Errors,

Errars in the SIS file
are sumrmarized

Error Type: Displays the type of the error. If there are no errors, No Errors is displayed
in the column.

Count: Displays the number of errors in the file. If there are no errors, the column is
blank
Detail

The errors in the SIS file are detailed. You have to select the Detail button to view the details for
errors. The error details are displayed in these columns:

f Errars in the SIS file Download Log File link n
[ are detailed to download log file for \
[ Etrors and YWarnings

L1
Download L og File

—
Errors 'ﬁarmrjs

" Ssummary ™ Detail
Line # ColumnID Mame Log
Thiz ne appears to have 1 fields, which does not match
1 Invvalic file format any of lhe allorwed formals. Please réview the file

requirements.

e Line #: Displays the line number in which the error exists. If there are no errors, No
Errors is displayed in the column.

e Column ID: Displays the column ID in which the error exists.
o Name: Displays the name of the error type.
e Log: Displays the description for the error in the log file.

Download Log File
The Download Log File link allows you to download the validation log. This is particularly useful
when there are too many errors to be reviewed. You have to click on this link to open the
validation log. The validation log for the errors will be displayed in the following columns:

e Type: Displays E. This indicates that the type of log is an Error.

e Line Number: Displays the line number in which error exists.

e Column Name: Displays the name of the column in which the error exists.
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¢ Name: Displays the name of the error type.
e Description: Displays the description as to why the entry is an error.

by

£ You can remove some of the errors in the SIS file and reuse the file for uploading again. If
the errors cannot be removed, the file should be generated again and re-uploaded.

You cannot download a validation log for a file with no errors. Instead, if the file has any warnings,
the validation log for the warning will be displayed for the file.

3.2.3.2 Warnings

Warnings are problems in the text file that do not stop the process of uploading. You have to click
on the Warnings tab to display the warnings. These allow you to detect any problems that might
pose a risk.

The warnings will be displayed either in a summarized form or in detailed form in the Warnings
tab. You can download the log file to view the warning details.

Summary
The warnings in the SIS file are summarized. This is the default display in the Warnings tab. The
summarized warnings are displayed in these columns:

Download Log File link y
to download log file for Y
Etrors and Warnings Download Log File

Errars | Warnings

# summary © Detail

I'|I Warning Type Count
III Student name/DOBigendar changed 4

. YWarnings in the SIS
file are summarized

e Warning Type: Displays the type of the warning. If there are no warnings, No Warnings
is displayed in the column.

e Count: Displays the number of warnings in the file. If there are no warnings, the column
is blank.
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The warnings in the SIS file are detailed. You have to select the Detail button to view the details
for the warnings. The warning details are displayed in these columns:

to download log file for '

Download Log File link \

Y

!

Errors and Warnings h

Download Log File

f Warnings in the
{ SIS file are
' detailed
Errors | Wa rmnqz.
" Summary & Detail
Line # ColumnID Name
14 LocalStudentiD Student nameDOBigender changsd
24 LocalStudentD Student nameDOBgender changed
136 LocalStudentD Student nameDOBgendar changed
3 LocalStudentD Student name DOBIgendsr changed

Log

Student ID [10003] with detais [Schwarlz Sparks-102092-
] vz losded previously with deteds [Schwartz Sparks-
102092

Student 1D [1001 3] with detads [Maria Duong-124 082.F]
witrs loaded previoushy with dedails [Maria Duong-121092-
F]

Student ID [1012] with detads [Eric Earl-102091-M] was
loaded previousty with details [Eric Earl-10205 -M)
Student ID [10170] with detals [Andres Banadyga-
11309350 wias naded previoushy with delais [Andres
Bannchga-113053-M]

Line #: Displays the line number for which the warning is posted. If there are no

warnings, No Warnings is displayed in the column.

Download Log File

Column ID: Displays the column ID for which the warning is posted.
Name: Displays the name of the warning type.
Log: Displays the description for the warning in the log file.

The Download Log File link allows you to download the validation log. This is particularly useful
when there are too many warnings to be reviewed. You have to click on this link to open the
validation log. The validation log for the warnings will be displayed in the following columns:

3.2.4 Upload Steps

The Upload Steps section displays the step that is in progress. In this window Review
Validation is highlighted in yellow background indicating that the submitted file is being validated.

Type: Displays W. This indicates that the type of log is a Warning.

Line Number: Displays the line number for which warning is posted.

Column Name: Displays the name of the column for which the warning is posted.
Name: Displays the name of the warning type.

Description: Displays the description as to why the entry is a warning.

Upload Steps
* Submit File

* Upload

» Review Validation

-
/

-

Displays the current step

3.2.5 Add this job to upload Queue

Add this job to upload Queue

The Add this job to upload Queue button allows you to

upload a validated file. You can upload only those files that have passed the validation review. If
you click this button, the Upload Queue window opens. For information see Upload.
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3.2.6 End this job without uploading

End this job without uploading
The End this job without uploading button allows you to

cancel uploading a validated file. You can stop uploading files that have not passed the validation
review or files for which the errors can be corrected.

To end uploading, follow these steps:
1. Click the End this job without uploading button. The Confirmation window pops up.
2. Click Yes to confirm. The file will be not be queued for upload.
The status of the file changes to Cancelled in the Status column of the Upload Details
section. For information see Upload Details.

You can revisit a file, fix the errors that can be removed and reload the file for uploading. If the
errors cannot be fixed, you have to generate another SIS file that complies with the file
requirements.

3.3 Upload

The Upload window is displayed only if you click the Add this job to upload Queue button in the
Review Validation window. The window displays these sections: Upload Queue and Upload
Steps.

3.3.1 Upload Queue

The Upload Queue section displays the message that a file has been queued for upload and that
the user will be notified by email once it is uploaded. This shows the Job # of SIS file that has
been queued for upload. This helps you to keep track of the files that are queued for upload. It
may take up to a week for your queued file(s) to be uploaded into DMM. If you want to find out
the status of a file that has been the queue for more than a week, please email
support@schoolcity.

Upload Queus — Job nurmber of the file that is
being gueued for upload

The file has been guewed for upload as Job # |S67.
You will notified by amail once the upload is chmpldte,

To start another upload please chek the home bk in the upper nght comer,

3.3.2 Upload Steps

The Upload Steps section displays the step that is in progress. In this window Upload is
highlighted in yellow background indicating that the validated file is queued for upload.

Upload Steps

* Submit File ~—— | Displays the current step

A

* Review Validation /
* Upload

&

Page 20 of 26



DatalLoader ™ User Manual

4 Review Previous Uploads

The Review Previous Uploads window allows you to review information about previous uploads.
You also have the opportunity to upload a file that had been discontinued in the process of
uploading. The window displays these sections: Filters and Validate Status. The Filters section
allows you to apply filters to the previous uploads, while the Validate Status section allows you to
view the previous uploads. If any filters are applied for the previous uploads, the same can be
viewed.

4.1 Filters

The Filters section allows you to apply filters for the previous uploads. The filters you apply here
will be applied to previous uploads and the files will be displayed accordingly in the Validate
Status section.

You can select to apply a single, multiple or all filters for the previous uploads.

Filters
’7 Filter By Date I v :ﬁ Filter By Year ISelectYear vl Filter By Status ISelect Status 'I Filter | Clear Filter

The following are shown for the Filters section:
e Filter By Date

Filter By Year

Filter By Status

Filter

Clear Filter

4.1.1 Filter By Date

The Filter By Date box allows you to select a Date to apply as filter for the previous uploads.

Enter the date manually ﬁ'-.,
in the texthox -

VYo Click the icon to
Filter By Date I i i Vg display the Calendar
44 4 February 2008 F b
S M T W T F 3
1 2
34 5 6 7 & 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29

o0 -l Mmoo

=
=

Use these steps to apply filter by date:

1. Click the ) icon to display the calendar. By default the calendar displays current month
and year.
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.
o o
o m

# 1 vou can also manually enter the dates in the textbox. The dash separator is displayed by
default. You have to enter the date in the mm/dd/yyyy format.

You can navigate forwards and backwards in the calendar by clicking the arrows in the calendar.

2. Click on the desired date in the calendar. The selected date will be displayed in the
textbox.

3. Click Filter. The filter is applied to the previous uploads and only those uploads that are
created on the date specified will be displayed in the Validate Status section.

4.1.2 Filter By Year

The Filter By Year list allows you to select a Year to apply as a filter for the previous uploads.

;I

Use these steps to apply a filter by date:
1. Click the drop down in the Filter By Year list. The years in the list are displayed.
2. Select a year from the list by clicking on that year. The selected year will be displayed in
the list.
3. Click Filter. The filter is applied to the previous uploads and only those uploads that are
created in the year specified will be displayed in the Validate Status section.

4.1.3 Filter By Status

The Filter By Status list allows you to select a Status to apply as filter for the previous uploads.

Filter By Status |select Status |

iSelect Status
Validating
Validation Review
Queued for Upload
Uploading
Cormpletad
Canceled

Use these steps to apply filter by status:

1. Click the drop down in the Filter By Status list. The status list displays the following:
e Validating: Indicates that the file has been initiated for validation.
¢ Validation Review: Indicates that the file is submitted for validation.
e Queued for Upload: Indicates that the file has been validated properly, might have

warnings but no errors and is queued for uploading.

e Uploading: Indicates that the file is being uploaded.
e Completed: Indicates that the file is uploaded.
e Cancelled: Indicates that uploading the file has been cancelled.

2. Select a status from the list. The selected status will be displayed in the list.

3. Click Filter. The filter is applied to the previous uploads and only those uploads whose
status matches with the status filter will be displayed in the Validate Status section.
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4.1.4 Filter

The Filter link allows you to apply filter for the previous uploads. After selecting filter by date, year
or status, you have to click this link to apply the filter. The filter is applied and the files with the
specified filters are displayed in the Validate Status section.

e All the filters
— el selected
| Filter By Date [02/06/2008 3 Filter By Year |2007 =] Filter By Status [Caidanes Reaias -I Eidtar | Cloar Filter
¥
\
validate Status } Filter link {o
Date Created File Mame DeEscription Records Year Status apply‘ ﬁlter
M i8iiiainiidie S5 Tarmd Rosher Lipload L] 0T Yakiston e
[ 280 35100 M Dot cunchn TipttF i £t Tarmd Roger Lipkaad o 0T Yakiston B -
M 2t §on: 0 fm Dndid, cuchn Tt el sl 0 Tarmd Roser Lipkoad L] M7 Vekdsion Redere ™ F”ES dlSplah"ed
[ View | Wlth.thE filters
applied

4.1.5 Clear Filter

The Clear Filter link allows you to clear all the filter selections you have applied for previous
uploads. Click on the link to remove the filters. All the previous upload files will be displayed in the
Validate Status section.

e All the filters
Filters e cleared

o
-~
-
ilter By Date | [/ / 3 Filter By Year |Sslect Year =1 Filter By Status [Selss seatus =1 I“'.ﬁr | Chaar Filter
1
\

Validate Status v
[ view B Clear Filter link
Change pager =1 2 > | Displarying page 2 of 2, Bema 20 ko 2008 28 to clear applied
Date Created File Mame Description Records Vear Status ﬁltEr
[T 26E008112500FM  SIShd Term| Roster Uiplosd o W07 akdabion Review
I 22008 55100 PM Dot ol_cenchew TesiF leassing £d Term| Roster Uiplosd o 0T vahdation Review
[T 202008 50000 PM ol n_gepchee TsiF e mling 1ed Term] Roster Uiplosd o 0T yabdabion Review
[ 2ECOEARO0PM  DatslosdsTesFisassng bd Termi Roster Upiond 0 2007 Canceled \\
[ 12920007 22600 M SampleSIs it Tarm Roster Upiosd 1500 2007 Cagmed fow Uipiged [ Files d|8p|ayed
[T 12N20007 21600 PM  SampkeSISEa tit Term2 Roster Uplosd 1500 2007 Coanceteq without filters
T 12AD07 15400 P SampleSIS i Term Foster Uplosd 1500 T Cenoeisd
™ 12AD007 1-51:00 PM  SampleSISEer hit Term| Roster Uplosd 1500 W06 Cancelsd
Change pager <1 2 = | Saplyying page 2 of 2, Bema 2 fo 33 of 38

4.2 Validate Status

The Validate Status section allows you to view all the previous uploads. The filters selected in
the Filters section will be applied for the display in this section. You can view a previous upload
by selecting a file in the checkbox and using the View button or by clicking on the status link of
the desired file.
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View button to x
display selected file )

Valldate Status

%

anaaaoaon

Charys pisps; 51 2 = | Detplinying pags 2 of 2, Dems 21 [0 27 of 27

Date Created File Mame Description Records Year Status
SECO0E 35100 Dbl coder Testflefassang td Term1 Roster Lipioad a 07 Woldation Revirw
S 5000 FM Conbesl comvcienr TeestF il mllrey Dt Texrmd Ricoster Lipkoesd o 2007 Wpldefon Feviers
BP0 B4S00PM  DatslosdsrTestFlsPassing bl Tl Roater Uipiosd o 2007 Canpeied

12420007 22600 PM  Samplssis ka Toemit Reter Lipiosd 1800 W07 Qs for Uk
12A 2007 Z16:00 W SamplsSESEn bd Torrmiz Reter Lipkosd 1500 W07 Canowied
V20007 1:5400 PW Sampledes b Termil Roorbar Lipkosd 1500 07 K

12N 20007 1:5100 P SampleSEEn bd Termit Roster Lipiosd 1500 2008 :ﬁ

Changepege =1 2 * | I:lsnla-.r?{:-ne 208 2, bems 21 1027 od 27

Link to view
the file

_.

The top and bottom part of the section shows these:

e Change Page: Displays the number of pages. You can navigate to the desired page by

clicking on the number link or by clicking the appropriate arrows. In the example, 12
shows the total number of pages. Arrows = 2 shows the page for which you can navigate.
The current page and the end of the page arrow are displayed in black. The page(s) you
can navigate to are displayed in blue with an underline.

Displaying Page X of Y: Displays the current page number by the total number of

pages. In the example, 2 of 2 is shown indicating that the current page displayed is the
second page in the total number of pages.
e |tems X to Y of Y: Displays the number of the first item in a particular page among the
total number of items. In the example, 21 to 27 of 27 is displayed indicating that the first
item in this page is the 21 item of total 27 items.

The previous uploads are displayed in these columns:
e Date Created: Displays the Date and Time of the creation of the SIS file.

File Name: Displays the name of the SIS file.

Description: Displays the description of the SIS file.
Records: Displays the total number of records in a SIS file.
Year: Displays the school year specified for the submitted SIS file.
Status: Displays the status of the SIS file. For information of status, see page. Each of

these files acts as link. Clicking on the status of the files will navigate to the Validation
Page. For information see Review Validation.

4.2.1 View

The View button is displayed both at the top and bottom of the Validate Status section. You can
view a selected previous upload using this button. To view the file, use these steps:
1. Select a file in the checkbox or click on the file in the row. The columns of the selected

file are displayed in a green background.

2. Click the View button. The Validation Page for the selected file opens. For information,

see Review Validation.

E,The Validation Page is the Review Validation window, except that the Upload Steps
section will not be displayed.
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In the Upload Details window, 3 new fields: Date Submitted, Date Queued and Date Uploaded
will be displayed with the rest of the other fields.

For files whose statuses are either Cancelled or Queued for Upload, the

button is displayed. This button allows you to navigate back

to the Review Previous Uploads page.

For files whose status is Validation Review, the

Add this job to upload Queue JEnd this job without uploadingly Go Back to Review Uploads

buttons are displayed. You can upload the file or return to the Review Previous Uploads page..
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Appendix A: Handling Pop-up Blockers

When toolbars like Google Toolbar and Yahoo Toolbar are installed for browsers, they contain
pop-up blockers of different types. The pop-up blockers are designed to prevent pop-up windows
from unsolicited content like advertisements, etc. from being displayed and interrupting your work.
But they also block legitimate pop-up windows in applications like DataLoader™. You will have to
turn off pop-blockers in order for DatalL oader™ to function efficiently.

Here are examples of pop-up blockers in Internet Explorer, Yahoo and Google and instructions
on how to disable them.

Allowing pop-ups in Internet Explorer

If pop-ups are blocked in your Internet Explorer and DatalLoader™ is attempting to open a pop-up
window to display a screen or report, a message will appear in a yellow bar running across the
top of the screen that says, “Pop-up blocked. To see this pop-up or additional options click here.”

If you want to view the pop-up, follow these steps:
1. Click on the yellow bar to display the pop-up menu.
2. Select “Always Allow Pop-ups from This Site” from the menu.
3. Click Yes in the confirmation window. The pop-up will be displayed.

If you want to make changes to the Internet Explorer Pop-up blocker settings, use these steps:
Choose Tools from Internet Explorer menus.

Choose Pop-up Blocker

Choose Pop-up Blocker Settings

You can then add DatalL oader™ website to your list of Allowed Sites. You could also
change the level of security in the Filter Level options to allow pop-ups from secure
sites, if you feel comfortable about allowing some pop-ups.

e N

Allowing pop-ups on the Yahoo toolbar

When the Yahoo toolbar blocks a pop-up, you will see an icon - i on the Yahoo tool bar.

1. Clickon i icon to allow pop-ups from the site.
A message “Always allow Pop-ups from:” and the name of the site from which you are
viewing the blocker is displayed.

2. Click on the site and click Allow.

3. Inthe confirmation window, click Yes to always allow pop-ups for that particular site.

Allowing pop-ups on the Google toolbar

The Google toolbar shows an icon - Bt when a site is blocked. Click on the icon and it will
toggle to allow pop-ups.
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