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Add Attendance Recovery Program
Records using the Import File option

on the Federal/State Program Updater
COPY
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Tool Search: Federal/State Program Updater

The Federal/State Program Updater (FSPU) allows State Edition and District Edition users to import
federal or state program participation data using an import file. Users can also add, edit, or delete
federal or state program participation data using an Ad hoc filter.

Records can also be imported for Attendance Recovery (AR) using the same file used when
requesting new SSIDs, a current Ad hoc filter, or another file that includes the student's SSID.

Use this tool to:

e Create Attendance Recovery Program records.
e Add Attendance Recovery Program Services records for Days Used.
e Add Attendance Recovery Program Services records for Hours Earned.

The FSPU can be used to add and maintain Attendance Recovery records when using the

manual process to manage records, particularly when program attendance for recovery
programs is recorded outside of Campus.

The import can be run daily (consider creating a daily task using the Task Scheduler). Every
time the import runs, the total hours earned for students are updated.

Federal/State Program Update Wizard & Student Information Program Administration Federal/State Program Update Wizard
Federal/State Program Updater

The Federal/’State Program Updater allows federal or state program participation data to be added or edited using an
import file. Federal or state program participation data records can also be added, edited, or deleted using an Ad ho filter
For programs that allow an Owmer lo be specified, edil, delete, and overlapping record logic will be limited fo records
owned by this District or State Edition.

Select Federal Program: )
| Recovery v

Select Mode:

Import File:

(®) Add/Edit Parficipation
Ad Hoc Filter

() Add Parficipation

() Delete Participation
() Edit Participation

[ Next |
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Before you start

e Review the Federal/State Program Updater article for a general understanding of the tool.

e See the Federal/State Program Updater Tool Rights article for details on available tool rights.

e Create a list of students who require Attendance Recovery Program records and/or have
existing Attendance Recovery records. This can come from the Filter Designer, the SSID file,
an existing Google Sheet, or an Excel file. Verify the list of students includes their SSID.

Every student can be assigned an Attendance Recovery Program record without that record
affecting reporting. Attendance hours are not reported on the Program record; the hours are
recorded on the Program Services record.

This task creates only the Program record by importing a file.

Step 1. Select Program and Mode

1. Select Attendance Recovery from the Select Federal Program dropdown list.
2. Select Import File: Add/Edit Participation from the Select Mode list of radio buttons.
3. Click Next.

Step 2. Create a new Import Mapping

1. Click New. An Import Options modal displays.

2. Enter the Mapping Name that identifies what is included in the mapping, e.q., Student
Attendance Recovery Program Records 011426.

3. Select the correct file type in the What is the file type? Options are Comma Delimited or
Tab Delimited.

4. Select the correct identifier for the records in the What identifier(s) in the import file will
be used to match to students? Options are State ID, Last Name/First Name/Birth Date, or
Person ID. Best Practice is to match to the student's State ID when possible.

5. Mark the remaining checkboxes when your file includes the following:

o Source File includes a header row
o Overwrite existing data
o Auto-end overlapping records
6. Click Save. The import record is available in the Saved Import Mappings window.
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Attendance Recovery Program Updater

Select an existing, edit or add new Import Mapping to create new records.

Saved Import Mappings

. Mew Student Atlendance Recovery Program

Import Options x

*lMapping Name:

Mew Student Attendance R

*What is the file type?
| Comma Delimited ~ |

" *What idenfifier(s) in the import file will be used to
=] |[EL (EREE match fo students?

[ state 1D |

Find and Upload Source File

M35 0urce File includes header row
Browse... | Attendance Recovery FSPU csvcsv -
| loverwrite existing data

| |Auto-end overlapping records

Back Mext
Save Cancel

Step 3. Upload the Source File

1. Click Browse to locate the source file to import on your device.

2. Select the file from your device location and click Open on the File Upload window. The
selected file is listed next to the Browse button.

3. Click Next to map the fields in the source file to the saved import mappings.

Step 4. Map the Import Mapping to the Source
Fields

When you created the import mapping, you chose how to map the data to the selected students.
Now you are going to use that entry to test and eventually import the data in the source file to
create Attendance Recovery Program Records.

Attendance Recovery Program Updater

Enter the column number(s) from the import file that contain the student identifier(s): Import Data File Sample:

1 2 3

icYearlD|  SSID |LocalStudentiD
*Sfate ID [ - | [ clear | 2025-2026  |2705538071
2025-2026 _ [1691103712

Field Name Column in Import File Actions

To import data, fill the Column in Impart File box with the column from the Import File that comresponds
with the Campus field. To batch update a field with the same value for all records, leave the column field
blank. Select the Map Data button to select the action you want for each field. Leave the column field
blank and do not create a field mapping if you do not have data to import or batch update for any of the
non-required fields.

Field Name Column in Impaort File Actions

*Sart Date ‘ | | Set Value | | Clear | Mapped Fields:

E2EE ‘ | Set Value | | Clear No columns defined

Comments | [ setvave | | Clear
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The columns from the source file are displayed in the Import Data File Sample (see image above),
with each column from that file assigned a corresponding number.

1. Enter the column header name from the import file that contains the student identifier. For
the field name State ID, select SSID from the Column in Import File field. That field is then
displayed in the Mapped Fields window.

2. Enter the column header name from the import file that contains the student's Start Date. In
this example, the start date is column 8.

3. Date fields need to be mapped to a specific format. After selecting Start Date in the Column
in Import File field, click Map Field. Select the Date Format in the Start Date Field Map
modal. In this example, the date format is MMDDYYYY. Select that option from the dropdown
field and click Save. That field is then displayed in the Mapped Fields window.

Enter the column number(s) from the import file that contain the student identifier(s): Import Data File Sample:
[—
Field Name  Column in Import File Actions 5 6 T 8 9 10
fame M LasiName |BirthDaitdl Start Date fradelevel|End Dale:
Stateld  [ssip v [ cear | Tate 07012025 06 06302026
ia Tellez 07012025 06 16302026
To import data, fill the Column in Impart File box with the column from the Import File that comesponds.
with the Campus field. To batch update a field with the same value for all records, leave the crt——o5-1=
blank. Select the Map Data button to select the action you want for each field. Leave the colul
blank and do not create a field mapping if you do not have data to import or batch update for Start Date Field Map x

non-required fields.

Date Format A
Field Name Column in Import File Actions | MMDDYY or MMDDYYYY 1
-
I *StartDale | grart Date v [ MapField | | L

1 Y]

[ setvaie |

Comments

When finished, the Mapped Fields window includes the columns for State ID and Start Date.

Attendance Recovery Program Updater

Enter the column number(s) from the import file that contain the student identifier(s): Import Data File Sample:
Field Name Column in Import File Actions 5 6 T B8 9 10
ame | Mis L BirthDate| Start Date |GradeLevel| End Date
“StatelD gD v [ cex | F Tate 07012025| 06 06302026
ia Tellez 07012025 06 06302026

To import data, fill the Column in Import File box with the column from the Import File that coresponds
with the Campus field. To batch update a field with the same value for all records, leave the column field
blank. Select the Map Data button to select the action you want for each field. Leave the column field
blank and do not create a field mapping if you do not have data to import or batch update for any of the
non-required fields.

Field Name  Column in Import File Actions

*StartDate [ giari Date v | EdtMap | | Clear | Mapped Fields:

EER | v | | setvawe | | clear | 2 B
Comments ‘ - | | Set Value | | Clear | State ID | Start Date

270553507 1|07/01/2025]
1691103712|07/01/2025|

Run Test or Run Tool

| Test | or | Batch Queue - Test |

| Acd/Edit Records | or [ Batch Queue - Add/Edit Records |

| Back |

The SSID and Start Date are the only required values to be mapped. However, you can also map
the End Date and any Comments, if desired. Comments may not be in the source file, so instead of
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mapping a value, you can Set the Value with a comment that will be added to each student's
record that is created. This might be useful to track who created the records and when they were
entered.

To include a Comment in the Mapped Fields:

1. Click Set Value for the Comments.

2. In the Comments Field Set Value, enter the desired comment to import with each
student's record.

3. Click Save. The Comments field is added to the Mapped Fields.

Attendance Recovery Program Updater

Enter the column number(s) from the import file that contain the student identifier(s):

6 | 7 B
|BirthDale| Start Date

*State D [gsiD o [ Clear Tale | 07012025

Tellez | 07012025

Field Name Column in Import File Actions

To import data, fill the Column in Import File box with the column from the Import File that coresponds

with the Campus field. To batch update a field with the same value for all records, leave the column field
biank. Select the Map Data button to select the action you want for each field. Leave the column fiel|
blank and do not create a field mapping if you do not have data to import or batch update for any of Comments Field Set Value
non-required fields.

Field Name Column in Import File

created 1.14.26 using

Y

*Stat Dale [ giart Date
End Date [
Comments [

Run Test or Run Tool

or [Batn come -t

| Add/Edit Records | or | Batch Queue - Add/Edit Records |

Save Cancel

Step 5. Test the import

Before adding or editing the records, test the import first. This allows you to edit the source file or
the mapped fields without altering any records.

1. In the Run Test or Run Tool section, click Test. A CSV file displays in your downloads that
lists what data is imported and if there were any errors.

2. If there are errors or warnings, make adjustments to the import file and test the record
again.

3. If there are no errors or warnings, the file can be imported.
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Federal/State Program Update Wizard v¢ Student Information > Program Ad
Enter the column numberi(s) from the import file that contain the student dentmer(s): nup a1 s Sarpne. ;

Field Name ~ Column in Import File Actions [ [ s [ s [ 7 s | 9 | |

*StalelD  [ssm Gn  Autosave B 9~ &~ s AtiendanceRecoveryTestResults (@ » Saved to this PC v P

To impart data, fill the Columin in Import File box File Home Insert Draw  Page Layout Formulas Data Review View  Automate  Help

with the Campus field. To batch update a field wi| - - .

blank Select the Map Data bution to select the 2 X |Aptos Marrow |11 v — Cy [ Conditional Formatting ~ @

blank and do not create a field mapping if you d: |:| P — (8]

CERMELOELEES Paste EB v B I U~ A A Alignment  Number @ Format as Table ~ Cells Editing
Field Name ~ Column in Import File - g - e A e - Cell Styles ~ ~ e
*Sfart Date @ Clipboard ] Font = Styles
End Date G14 v i fiv
‘Comments: T

] A 8 c D 3 F e w | ) K

Attendance Recovery Import Report Generated on 01/14/2026 01:42:59 PM

1
Run Test or Run Tool 2
— 3 |THISISATEST. NO DATAWASWRITTEN TO THE DB.
or | Balch Queve-Tes
—
5 |Summary
| AddfEdit Records | or | Baich Queue-AY § | New Errors/Warnings
T 0 2
8
9 |New Records

10 |PersonlD StatelD  First Nam Last Namg Birth Date

Shmlm“’m submitted 12 | Error/Warning

PersonlD StateID  First Nam Last Nam:eBirth Date Message
< > AttendanceRecoveryTestResults + |

L@ Display Settings

f\’; Accessibility: Unavailable

Ready

Step 6. Import records

1. In the Run Test or Run Tool section, click Add/Edit Records. A CSV file displays in your
downloads that lists what data is imported.

2. Navigate to the Attendance Recovery Program Record for one of the students who was
imported. A new record with the selected start date and any comments displays.

Attendance Recovery hxd Student Information State Programs Attendance Recovery|
Student, Tyler @ Student #: 2705538071 Grade: 11 DOB: 05/15/2008

Program Information

Start Date: (Required) End Date:

I 07/01/2025 |ﬁ l [ month/day/year ‘ B ]
Hours Earned: Days Used:

0 0

Comments:

Maximum 255 characters

created 1.14.26 using FSPU

m

What's next

¢ Create Attendance Recovery Program Services records for Earned Hours and Days Used.

Page 6



.sdfsd

Page 7



