SSI Review Instructions and Guidance
Prior to the final determination of SSI allocations for each institution, a draft SSI File is sent for review to ensure that the data included matches the submissions that were sent to HEI. The instructions and guidance below will help with that process.
To validate this data, consider the following steps:
Use the Subsidy Reports in the HEI Portal
Use the subsidy summary reports in the HEI system with the data in the SSI projections workbook. FY 2021 is the example here.
Download four summary reports from HEI to double check the SSI workbook data.
Location of HEI reports:
https://hei.ohiohighered.org
Login using your username and password.
Reports > Subsidy Reports
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The four Subsidy Reports to double check are:
1. Subsidy FTE Summary (Community Colleges and Universities)
1. Subsidy Degree Completion Summary (Community Colleges and Universities)
1. Subsidy Transfer Completion Summary (Community Colleges)
1. Success Points Summary (Community Colleges)


To open each of the reports, 
[image: ]
Select your institution, college or university from the drop-down menu, then select Finalized, then select the Subsidy Year (Fiscal Year) from the drop-down menu. FY 2021 is used here as an example. 
Submit Query by clicking blue button.
Download query results, it will be in .csv format, then open and save in Excel.

Double check each of these reports against the SSI draft workbook.
1. Subsidy FTE Summary from the HEI system (Community Colleges and Universities) 
· For each college you check, you will generate a separate workbook.
· In the single tab, and for Community Colleges, look at column called Fiscal Year, column called Completed FTE, and column called 2Y Risk Completed FTE. 
· In the single tab, and for Universities, look at column called Fiscal Year, column called Completed FTE, and column called 4Y Risk Completed FTE. The screenshots below are for Community Colleges, but the internal check for Universities will compare 4Y Risk FTE to the column in our master sheets - At-Risk Completed FTE. 
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· Make pivot tables to be able to compare easily to the master workbook info. Subject Field variable in the HEI system is the same as Subject Area variable in our master worksheet.
· Open up draft SSI workbook 
· Use tab called “subject level FTE”
· In the projections workbook, look at columns for completed FTE for the two out of three previous FYs for which final completed FTE info is available (for the 1st 6 months); all FY will be final in the true-up. (Remember that completed FTEs are available for the two out of the three most recent FYs, the most recent FY will not have completed FTE data available until the true-up SSI drafts are released in Nov/Dec.)
· Look at columns called completed Access FTE for the two out of three previous FYs for which completed FTE info is available. (Remember that final completed FTEs are available for the two out of the three most recent FYs, the most recent FY will use projected completed FTE data for the 1st 6 months of funding.)
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· Make pivot tables to be able to compare easily to the master workbook info. Subject Field variable in the HEI system is the same as Subject Area variable in our master worksheet.

· Compare the data in the master workbook to the HEI summary to make sure it is identical.

· When you make pivot tables from both the HEI data and the master workbook, place them side by side to verify the values are identical. The example below is for Completed FTE and by Subject Field or Subject Area.
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· The example below is for Completed Access FTE and by Subject Field or Subject Area.
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Once the data has been reviewed, please also check the summary formula totals for consistency with appropriate internal data.


2. Subsidy Degree Completion Summary from the HEI system (Community Colleges)
· For each college you check, you will generate a separate workbook.
· In the single tab, look at columns with the degrees or certificates earned for three previous FYs.
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· In this single tab, also look at columns with one factor through four factors (access and at-risk mean the same thing).
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· Open up the projected SSI file.
· Tab “Completions” Notice that the first column has completion types 2, 3, and TR = transfers. This tab is used for degree completion info in the HEI system and transfer completion in the HEI system.
· Look at columns with degrees or certificates earned for three previous FYs. Compare this to Subsidy Degree Completions Summary from the HEI system FY1 Degree Completions, FY2 Degree Completions, and FY 3 Degree Completions. Make sure they are identical.
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· Filter by institution on the master worksheet. If HEI summary data is sorted by degree level then Subsidy Area, then the comparison is straightforward. The example below shows CYCC as an example, FY 2021 data.
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· You can also compare using pivot tables if you choose to. Notice when you make your pivot table from the master workbook that the completion type must be broken out. Notice that in HEI only designated completion types are in each sum value. The example below shows that in HEI only either degree type 2 or 3 are presented. So that means in your pivot table of the master sheet, the values need to match only those subtotals. For example, below, for Belmont, HEI shows Business Technologies degree level 3, FY 2017 degree count of 13, and the subtotal on the pivot table matches Business Technologies degree level 3, FY 2017 degree count of 13. Transfers will be both a degree type and a subject in your pivot table from the master worksheet, so this pivot table can be used to check the HEI Transfer Completion Summary worksheet also.
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· In the master workbook, “Completions” tab, look at columns ‘one factor’ through’ four factors’, each FY. Compare this to Subsidy Degree Completions Summary from the HEI system to ensure they are identical.
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· For this review step, a pivot table is not necessary. You can just filter the SSI master workbook, “Completions” tab for the college of interest. Then sort the HEI summary by degree level then Subsidy Area, then the comparison is straightforward. The example below shows OSCC as an example, FY 2021 data. Note that transfers are in our master “Completions” spreadsheet also and can be used for the next review step. 
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3. Subsidy Transfer Completion Summary from the HEI system (Community Colleges)
· For each college you check, you will generate a separate workbook.
· In the single tab, look at columns with transfers earned for three previous FYs.
· In this single tab, also look at columns ‘one factor’ through ‘four factor’ (access and at-risk mean the same thing).
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· Open the draft SSI workbook
· Tab “Completions” Notice that the first column has completion types 2, 3, and TR = transfers. This tab is used for degree completion info in the HEI system and transfer completion in the HEI system.
· Look at columns degrees or certificates earned for three previous FYs. Compare this to Subsidy Degree Completions Summary from the HEI system FY1 Degree Completions, FY2 Degree Completions, and FY 3 Degree Completions. Make sure they are identical.
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· No need for pivot tables, just filter for the college of interest.
· Look at columns one factor through four factor, each FY. Compare this to Subsidy Degree Completions Summary from the HEI system. Make sure they are identical.
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· No need for pivot tables, just filter for the college of interest.

4. Success Points Summary from the HEI system (Community Colleges)
· For each college you check, you will generate a separate workbook.
· In the single tab, look at column called Fiscal Year; column called Earned 12 Hrs; column called Earned 24 Hrs; column called Earned 36 Hrs; column called English Success; and column called Math Success.
· No need to make a pivot table for this review check.
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· Open up draft SSI workbook
· Tab “success points”, look to the row containing info from the college you are checking. For each fiscal year, look at the columns corresponding to 12 Hrs, 24 Hrs, 36 Hrs, Eng Success, and Math Success. Verify that these values are identical to the corresponding values in the HEI system, in the table discussed above.
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· [bookmark: _GoBack]Verify that these values are identical to the corresponding values in the Success Points Summary from the HEI system. Screenshot below is the side-by-side comparison showing they are identical for Belmont (as an example).
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