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Process Overview
Test score loading is a critical business process within the Admissions Office.  This process takes electronic test score data and batch posts the test scores to existing person records in PeopleSoft.
Where the Data for This Process Comes From

The electronic ACT score results via the ACT Internet Reporting Options (AIRO) are downloaded from ACT.  This occurs when the campus contact person is notified by ACT Testing Services via e-mail that scores are available.

Where the Data from This Process Goes

Test scores are loaded to applicant records so an admissions evaluation can be made.

Related Information

Prerequisites and Assumptions
Before you can successfully perform ACT Loading, it is either required or assumed that each of the following conditions has been met:
	Prerequisites and Assumptions

	Prerequisite/Assumption

	Test scores and test score components have been set up in the system.

	Electronic score file has been received and is ready to be downloaded.

	Test scores will be downloaded to the campus server and moved to the PeopleSoft Server.

	Test scores will be posted to existing records in PeopleSoft.


Helpful Hints

√
New records will not be created in the PS database by this process.  If an individual sends test scores to one of the Nebraska University System campuses—UNK, UNL, UNO or UNMC—and the individual does not already exist in the PS database with the same identifying information for the respective campus, the test score record will be suspended on a staging table until a match can be made and/or the test score record is purged according to insitutional policy.

Key Definitions

	Key Definitions

	Term/Acronym
	Definition

	Staging Table
	Where the system holds data loaded from an external file.  Data in staging tables can be reviewed for integrity errors before data in the system is updated.  Staging tables are the middle-man between an external file and the tables where the data should be at the end of the process.  Once data in the staging tables is reviewed, data is then moved from the staging table to an individual’s record.


ACT Loading
An electronic file of ACT scores is manually downloaded in response to an e-mail notification from ACT Testing Services.  The file is placed on a server the system can access.  The data in the file is loaded to a staging table in the system.  Search/Match/Post is run against the staging table to match records in the staging tables to records already in the system.  Next, the purge process is run to purge all posted files from the staging tables.  The suspended records are then manually reviewed for data errors and for possible matches in the database.  The search/match/post and purge processes are run again to finish processing any records that were manually updated.
Flow Diagram of Basic Procedure


[image: image1]
1.0
Download ACT file
ACT test scores are downloaded from the ACT server and placed on the appropriate local FTP server.

Insert or Refer to Campus-Specific Process

2.0
Transfer ACT File

The file is uploaded to the PeopleSoft server.
Insert or Refer to Campus-Specific Process

3.0
ACT External Test Score Load

This step loads the data from the external file that was placed on the server into a PeopleSoft staging table.
Navigation:
Menu > Student Admissions > External Test Score Processing > 
External Test Score Load

3.1
Set Up Run Control

	Step 1
	Set up a Run Control ID.  It is recommended your Run Control ID easily identify the type of test file being loaded. A Run Control can be used continuously if the same process is run routinely.


To search for an existing Run Control ID:

· Enter the existing Run Control ID or 

· Click the [image: image2.png]


 button to choose from the list of Run Control IDs.

Note:
Run Control IDs can only be viewed and accessed by the operator ID that created the run control.
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To create a new Run Control ID:

· Click on Add a New Value. 

· Enter Run Control name.  Recommendation: [campus designation]+ACT_LOAD.
· Click [image: image4.png]


. 
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	Step 2
	Test ID: set to campus-specific ACT code (e.g., OACT).  Tab out of field.

	Step 3
	In the Test Score File Name and Path field, enter the name of the drive with the name of the file.  For test, file path: /opt/apps/ftproot/NU/UNK/AD/in/name of the file

	Step 4
	Skip Name Prefix.

	Step 5
	Other Parameters:  Graduation Day: set to 01. Graduation Month set to 01.

	Step 6
	Test Day by Test Type: leave as defaults.

	Step 7
	ACT Test Parameters:

English: Set to ENGL

Math: Set to MATH
Reading: Set to READ
Science Reason: Set to SCIRE
Composite: Set to COMP
English/Writing: Set to EW
Writing: Set to WR

	Step 8
	Click [image: image8.png]


.


3.2
Run Load Process
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	Step 1
	Click on the [image: image10.png]Run



 button.  A Process Scheduler Request Window will open. The Process Scheduler Request window allows you to set up the parameters of the loading process.
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	Step 2
	Server Name: Set to PSUNX.  Leave all other fields as defaulted.

	Step 3
	Click [image: image12.png]


.  The Process Scheduler Request window will close and will return you to the External Test Score Load page.


3.3
Review Results

[image: image13.png]External Test Score Load

Run Control ID:  KACTLA

Reportbanager Process Monitor

Process Instance:1165.





	Step 1
	Take note of the Process Instance number and click on Process Monitor hyperlink.

	Step 2
	Click [image: image14.png]Refresh



 every ten seconds until Run Status shows Success (see page shot below) for the instance sequence number previously noted.  If success never appears, notify appropriate administrative user.
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Navigation:
Menu > Student Admissions > External Test Score Processing > External Test Score Suspense
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	Step 3
	Go to the External Test Score Suspense page. Test ID:  Set to campus-specific ACT code (e.g., OACT).  Date Loaded: date test scores you’re checking on were loaded.
Click [image: image17.png]


.

Confirm results matching your Date Loaded are found.  Continue to Section 4.0.


4.0
ACT Search / Match / Post

This step performs search/match between data in the staging tables to data in the database to find existing records. If it finds existing records, test scores are posted to the system. 

Navigation:
Menu > Student Admissions > External Test Score Processing > Search/Match/Post Test Scores

4.1
Set Up Run Control
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	Step 1
	Locate the same run control ID used in the ACT Load process.

	Step 2
	Test ID:  Set to campus-specific ACT code (e.g., OACT).  

	Step 3
	Execution Option: Set to Search, Match and Post.

	Step 4
	If you are processing more than one record, go to Step 5. 

If you are processing only one record, check box Process Single Record and enter the correct record number.

	Step 5
	Data Source: Set to ACT.

	Step 6
	Address Type:  Current/Local Address.

	Step 7
	Phone Type:  Curr/Local.

	Step 8
	Skip Populate Email Address.

	Step 9
	Leave Commit Frequency value at 1000.

	Step 10
	Skip Create Prospects.

	Step 11
	Click on Search Parameters Tab.
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	Step 12
	Search Parameter:  Set to NEADTESTLOAD.

	Step 13
	No Match Found:  Set to Suspend. 

	Step 14
	Set Order Numbers as illustrated above.

	Step 15
	Click [image: image20.png]


.


4.2
Run Search / Match / Post
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	Step 1
	Click on the [image: image22.png]Run



 button. A Process Scheduler Request Window will open. The Process Scheduler Request window allows you to set up the parameters of the loading process.
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	Step 2
	Server Name: Set to PSUNX. Leave all other fields as defaulted in.

	Step 3
	Click [image: image24.png]


. The Process Scheduler Request window will close and will return you to the Search, Match, Post page.


4.3
Review Results
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	Step 1
	Take note of the process instance number and click on Process Monitor hyperlink.

	Step 2
	Click [image: image26.png]Refresh



 every ten seconds until Run status shows Success (see page shot below) for the instance sequence number previously noted. If success never appears, notify appropriate administrative user.
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	Step 3
	Click on Details. 
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	Step 4
	Click on View Log/Trace. 
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	Step 5
	Click on AE_SAD_TEST_PST_[process instance #].stdout. A new page, shown below, will open.

	Step 6
	This new window has counts of your post results.  Be sure the number of records added or ignored is zero.  If these numbers aren’t zero, notify appropriate administrative user.

	Step 7
	After reviewing, close the count window.
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5.0
External Test Score Purge

This step purges flagged records from the suspense table. Records would be flagged because they’ve been posted to the system or because they are corrupt and cannot be loaded.

Navigation:
Menu > Student Admissions > External Test Score Processing > 
External Test Score Purge.

5.1
Set Up Run Control
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	Step 1
	Locate the same run control ID used in the ACT Load process.

	Step 2
	Test ID: Set to campus-specific ACT code (e.g., OACT).  

	Step 3
	Purge Processing Parameter: Set to Marked Suspense Rows.

	Step 4
	Message Purge Parameter: Set to Remove Associated Messages.

	Step 5
	Click [image: image32.png]


.


5.2
Run External Test Score Purge
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	Step 1
	Click [image: image34.png]Run



. A Process Scheduler Request Window will open. The Process Scheduler Request window allows you to set up the parameters of the loading process.
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	Step 2
	Server Name:   Set to PSUNX. Leave all other fields as defaulted.

	Step 3
	Click [image: image36.png]


.  The Process Scheduler Request window will close and will return you to the External Test Score Purge page.


5.3
Review Results
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	Step 1
	Take note of the process instance number and click on Process Monitor hyperlink.

	Step 2
	Click [image: image38.png]Refresh



 every ten seconds until Run status shows Success (see page shot below) for the instance sequence number previously noted. If success never appears, notify appropriate administrative user.
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	Step 3
	Click on Details. 
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	Step 4
	Click on View Log/Trace. 
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	Step 5
	Click on AE_SAD_TST_PRG_[process instance #].stdout. A new page, shown below, will open.

	Step 6
	This new window shows the number of records purged from the suspense table. 

	Step 7
	Click [image: image42.png]View Log/Trace
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 to exit View Log/Trace.
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6.0
Resolve Errors (Updates Pending)
Records can be loaded to the staging table with errors. These records will not go through Search/Match/Post until the error is resolved. Errors can be data errors in the file, like a missing or incorrect birthdate, or can be caused due to a missing test component match.

Navigation:
Menu > Student Admissions > External Test Score Processing > External Test Score Suspense
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	Step 1
	Go to the External Test Score Suspense page. 

Test ID: Set to campus-specific ACT code (e.g., OACT).
Edit Processing Option: Set to Error.

Click Search.

	Step 2
	All ACT records with errors will appear. Click on the first value.

If no values appear, continue to Section 7.
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	Step 3
	The Error Indicators field on the Test Score Suspense Data tab will describe the data element causing the error. 

	Step 4
	To resolve the error:
Last name, First name, birth date and address errors can be resolved on the Personal Information Tab.
· To resolve birth date errors, either delete birth date or if birth date can be determined by ACT Birthdate on the Personal Information tab, enter that in the birth date field.

· To resolve address errors, populate the error field with what displays for the ACT value. A country error example can be found below.

High School Graduation Date errors can be resolved on the Student Data tab.

· To resolve graduation date errors, change the graduation year to the current year. Go back to the Test Score Suspense Data tab and confirm the Edit Processing Option is set to Complete.

· Go back to the Student Data tab and delete the now bogus graduation date. These two steps reset the system so it no longer sees the graduation date as an error.

Test component or test date errors can be resolved on the ACT tab.

· If test component or test date is marked, review the ACT Tab. Find the checked error box for any of the test components or test date. Check both tabs for errors.

· To resolve a test date error, enter a valid date in the test date field.
· To resolve test component errors, locate which component is marked with an error flag. Fix the score post if possible, or fix the PeopleSoft test component if possible. If you can not resolve the test error, go to Test Score Suspense Data tab, leave Edit at error and update Post to purge. This will mark the record for deletion. Go to Step 6.
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	Step 5
	After resolving errors, verify the Edit field on the Test Score Suspense Data tab is set to Complete. Go to Step 7.

If errors cannot be resolved and the record is corrupt, set the Edit field on the Test Score Suspense Data tab to Complete, the Search field to Complete and the Post field to Purge. The next time the purge process is run, this record will be deleted. Go to Step 6.

	Step 6
	Click [image: image47.png]


.  This record is now ready for Purge Processing. Click Next in List hyperlink to continue to next record for processing.

	Step 7
	Click [image: image48.png]


.  This record is now ready for Search Match Post. Click the Next in List button to continue to next record for processing. Resolve all errors before moving to Step 8.

	Step 8
	If only a few errors were resolved, continue to section 7.0. If many errors were resolved go back Section 4.0 and rerun ACT Search/Match Post.


7.0
Resolve Search/Match Suspended Records

This section reviews how to match suspended test records with existing records in the database. 

Navigation:
Menu > Student Admissions > External Test Score Processing > External Test Score Suspense

7.1
Run Test Load Suspense SM Query

This query will list by date records that need to be manually reviewed.
	Step 1
	From the External Test Score Suspense page, open a New Window using the New Window hyperlink.  Navigate to Reporting Tools > Query > Query Manager or Query Viewer.
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	Step 2
	Find the NBOAD_TEST_LOAD_SUSPENSE_SM Query. Click the Excel link.

	Step 3
	A new window will open, shown below. Test ID: set to campus-specific ACT code (e.g., OACT). Click View Results.
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	Step 4
	A new window will open, shown above. 

If you wish to save the file, click Save and save the file in an appropriate area. 

If you wish to view and print the file, click Open. The current window will then display the results of the report as shown below. 
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	Step 5
	If records are found, the report will list all the records that need to be manually reviewed. Go to Section 7.2.

If no records are found, the ACT load process is complete. 

	Step 6
	Close the Query Manager window.


7.2
Manually Match Suspended Records.

This section describes how to link suspended test records to existing records in the system.

Navigation:
Menu > Student Admissions > External Test Score Processing > External Test Score Suspense
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	Step 1
	Using the report generated in Section 7.1, start at the top of the report and find the first Record Number. The report is sorted to list the newest test scores first.

	Step 2
	On the External Test Score Suspense page, set Test ID to campus-specific ACT code (e.g., OACT).  Enter appropriate Record Number. Click Search. 
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	Step 3
	Click on the Personal Information Tab. 
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	Step 4
	Open a New Window using the New Window hyperlink. Use this new window to perform manual search/match based on information on the Personal Information Tab. Navigation: Student Admissions > External Test Score Processing > Search/Match. Refer to the Search/Match BPG for search/match details.
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	Step 5
	If you don’t find a match, skip to the next record in the report and repeat Steps 1-5. The name will appear in the report until a match can be made. Go to Step 7.

If you do find a match, take note of the ID and click on the Test Score Suspense Data tab. Set Search to Complete and Post to Update Existing ID, as shown below.
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	Step 6
	Click on the Personal Information tab and enter the existing ID in the ID field. 
Click [image: image58.png]


.

	Step 7
	Repeat these steps until all records in the report have been reviewed. Once all records have been reviewed, repeat Section 4.0 to post the scores and Section 5.0 to purge the processed records. Continue to Sections 6.0 and 7.0 to ensure all records have been processed.


Expected Outcomes

Using this Business Process Guide, you should be able to obtain the following results:

· ACT test scores are successfully posted to existing records in the PS database.
· ACT test scores that are suspended on the staging table due to conflicts or missing or incorrect information can be corrected, reprocessed and posted to existing records in the PS database.
· ACT test scores on the staging table that have been posted to the PS database, or those that are corrupt and can’t be posted, can be purged.

· ACT test scores that are suspended on the staging table and don’t match an existing record after [campus determines length of time, e.g. 1 year] can be purged.

Double Click Here to Change Text





This document was prepared for the exclusive use of the designated recipient and contains proprietary and confidential information of CedarCrestone, Inc. 


Distribution outside the designated recipient's organization is prohibited.





PSNT





�








�





�





PSNT











































































































































































































Proprietary and Confidential to CedarCrestone, Inc.

Page ii

