


PORTAL TIPS AND TRICKS

GENERAL OPERATIONS
· Portal works best if Applicant is selected first, before any other item.
· Internet Explorer has issues.  Chrome or Firefox browsers are recommended for best use.

CIPS
· 30.9999 is nationally assigned as Multi-/Interdisciplinary Studies, Other.  In Arkansas it is General Technology. 
· 24.XXXX CIP only category excluded from CIPs for degree levels 1,2 and 3. ALL CP and TC programs are included even if the college offers a CP in Fine Arts or Poverty Studies. 
· CIP2010 designations were used beginning with AY2009-10.

FIRST AND SECOND DEGREES CALCULATION 
· 5P1 and 5P2  
· if the NT CIP is the first of two degrees, portal will report the NT CIP
· if the NT CIP is the second of two degrees, the portal will report the NT but in the first CIP declared (EMSI is reprogramming this to report the correct NT CIP)
· if both CIPs are NT, the student will be reported in the first degree CIP
· Participant/Concentrator
· Student will be reported if either of the two degrees are Perkins eligible
· If student was CTE in Fall and not CTE in Spring, student will not be counted.  If was CTE in Spring but not in Fall, student will be counted.
· Student will become a concentrator when threshold of lowest degree declared is reached

3P1-RETENTION/TRANSFER
Students in the numerator and denominator are calculated for the “from” school, not the “receiving” school. 

4P1-PLACEMENT IN EMPLOYMENT
· If school reports a student’s SSN incorrectly into AHEIS, the student cannot be checked for UI wage records for 4P1 reporting.

BUDGET
Do not use commas when entering dollar amounts.  This causes digits to drop out.

COMPARE WITH
· Only One Version Available=an original plan that has not had any amendments
· None=the current view; there is no comparison being shown on the screen.  This is the default view when there have been amendments.
· Date=the most current information will be in black text; information as of the “compare with” date will be shown in red.  This allows the viewer to “compare” old and current versions without having to toggle between screens and discern changes.
· Original=A date will be shown for every submission, including those that are rejected.  The last date under this view will be the date that the original submission was approved.


AMENDMENT DESCRIPTION
When amending, some schools do not immediately get the Amendment Description box.  However, there is a workaround for this issue.  
· Open the activity
· Click Amend
· Save the amendment
· Re-open and the Amendment Description box should be there.  
· Enter the information and save.

ADD NEW ACTIVITY
When adding a new activity after the annual plan has been approved, the system does not consider the new activity to be an amendment and therefore does not show an amendment description box.  The activity should be completed as it would have if it had been included in the original application, saved and submitted.  Once it is approved, the Amend button will appear and the Amendment Description box will be available.

FILTER
Whenever you apply the filter, you apply it across the whole of the accountability section. That is why the numbers will look off at first glance when viewing “All Applicants”. To get back to the original, just choose an applicant and then click filter and then click reset filter. (EMSI is currently working on a fix to make this simpler.)

EXITERS/SUPPLEMENTAL REPORTING
The “Earnings Documented” Column in the Detail on exiters has 0 as the default at the moment.  Just ignore that and input Y or N.  This will be corrected soon.


DEMO
Accountability totals highlighted
Financial Coordinator
Concentrators (Pell/BIA added)
Exiters (Supplemental Reporting activated)

Others?
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