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Ohio Department of Higher Education 
Higher Education Information (HEI) System 
User Guide


Welcome to the new Higher Education Information (HEI) System!

[image: cid:image002.jpg@01D353F4.4F30A4F0]


This following documentation will provide step by step instructions on how to maneuver around the new website and complete processes such as extension request and file submissions.






Overview
The new Higher Education Information (HEI) Core Portal is a comprehensive relational database that includes student enrollment, course, completion, workforce, financial aid, personnel, facilities, and finance data submitted by Ohio's colleges and universities. The purpose of the system is to collect data used for a variety of reports and analysis on higher education outcomes, the performance based funding formula, financial aid program support, institutional audits, policy analysis, and strategic planning.
The HEI modernization project updates the system that was successfully deployed in 1998 and has essentially been running unchanged, with the same architecture and infrastructure, for almost 20 years.  Increasing demand for timely access to information, the expanding complexity of data relationships, the growing volume of data, and the proliferation of data silos to accommodate new needs for information have degraded system functionality and performance over time.  The intent is to simplify and improve the data collection and reporting process, for institutions and ODHE, which is in place today with the goal of ensuring data quality across all submissions and developing a platform that can more easily accommodate changes to reporting and analysis needs.
This guide will include a narrative and screen shots of the new system with instructions on each section.
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Institution Management
View Academic Calendar 
In order to view your Institutions Academic Calendar, click on the drop-down next to “Institution Management” and click on “View Academic Calendar”.
[image: ]
This will lead you to the screen below, where you can view all Term Details currently listed for your Institution.
[image: ]

In order to select a specific Academic Year, simply select the drop-down next to “Academic Year” and click of the year of your choice.
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Institution Management
Extension Request  
In order to request an extension for file submissions, you will need to click on the drop-down next to “Institution Management” and click on “Appeal for Submission Window Extension”. 
[image: ]

This will lead you to the screen below, where you will make a series of selections to complete your request.
[image: ]


You are required to make selections regarding the “Data Area”, “Year”, and “Term” (the “File Type” only requires a selection for Financial Aid files).  
In order to make each selection, simply click on the drop-down beside each field for a full list of variables under each category.
Under “Data Area”, you will choose as follows based on the files requiring an extension:
Data Area                                                             File______________________________
Enrollment                                                            SE, SN, CI, CN, DC, AC, XR, OC, IC, TF, UF
Facilities                                                                PS, AI, OS, CS, OR, FC
Faculty Staff                                                         AM, ST, FD 
Financial¹                                                               BD, CF, SR, EE, CX, CP, IO, FX, FF, CB, AL

[image: ]








You will then select the year and term requiring the extension.
[image: ][image: ]

You are also required to select the amount of time needed for the extension by clicking on the number of days beside “Extension Requested”.  The “other” option allows you to specify an amount of time not already listed.
You must also enter text explaining your necessity for an extension in the “Reason for request” box.
[image: ]Once all required fields have been selected, click the “Submit” button to complete your request.

You will be notified of the status of your extension request via email.
File Submission
File Submission Order 
Under “File Submission”, you will find “File Submission Order”.  Clicking on “File Submission Order” will lead you to a mapped view of all file dependencies (see below) required to successfully submit HEI files in specified order where necessary.

[image: ]

[image: ]
File Submission
Submit File  
In order to submit a file, you will click in the drop-down next to “File Submission” and click on “Submit File”.
[image: ]
Your Institution will already be pre-selected, however; you are required to make selections regarding the “Data Area”, “File Type”, “Submission Year”, “Submission Term”, and “Choose File”.
In order to make each selection, simply click on the drop-down beside each field for a full list of variables under each category.

[image: ]
You will select the “Data Area” that corresponds to the file you wish to submit:
Data Area                                                             File______________________________
Enrollment                                                            SE, SN, CI, CN, DC, AC, XR, OC, IC, TF, UF
Facilities                                                                PS, AI, OS, CS, OR, FC
Faculty Staff                                                         AM, ST, FD 
Financial¹                                                               BD, CF, SR, EE, CX, CP, IO, FX, FF, CB, AL

Next you will select the “File Type”, which represents the file you are submitting.

[image: ]


Next you will select the “Submission Year”, which represents the year of your specified file submission.
[image: ]
You will then select the “Submission Term”, which represents the term of your specified file submission.
[image: ]
Finally, you will select “Choose File”, which will give you the ability to browse and reference your specified text file for import.  Once you have chosen your file for submission, click on “Submit”.
[image: ]

Once you submit the file, you will get the following message:
[image: ]

Next you will click on the file name that you just submitted to review any errors or warnings.  This will lead you to the following screen which contains three sections.
[image: ]
Section 1 = File Details – Includes File Name, File Type, Submitted (date), File Size, and Status (of the file submission).
[image: ]
The details section allows you to review and ensure that the file submitted is indeed the intended submission.  You can also review the “Status” to understand the next steps in completing the submission.

Section 2 = File Contents Preview – Displays a view of the file you submitted by row.  You can click the “View Download” tab to download the file and open.
[image: ]
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Section 3 = File Data Validation Report – Includes Run began at, Total Records (submitted), Error Count, Warning Count, Run ended at, and Repeat Submissions.
[image: ]
In this section you will click on “View File Validation Report” to review any errors or warnings.  If there are any errors, you will need to make the corrections to your text file and then re-submit the file.  You will not be able to successfully submit a file until the “Error Count” is equal to zero.  
If there are warnings, please review them.  If corrections are necessary, please make them to your text file and then re-submit the file.  You can successfully submit a file even if the “Warning Count” is not equal to zero.  However, before requesting approval for the file, please select “Comments” and explain why the warnings are acceptable.
[image: ]

When reviewing the File Validation Report, if you want to download the “Error Details” or “Warning Details” data, you will need to download each report separately.  Click on the “Actions” drop down, and select download for each report you would like to retrieve.
[image: ]                                [image: ]

When you select “Comments” you will be lead to the following screen with the warning message listed below:
“WARNING: Notifications regarding File Comments are sent via email.  Personally Identifiable Information (PII), any information that can distinguish or trace an individual's identify, such as name, social security number (SSN), date and place of birth, biometrics, or any other information that is linked or linkable to an individual such as medical, educational, financial, and employment information, should NOT be included in File Comments.  Use caution when entering details here.”

[image: ]
You have up to 1000 characters in which explain/clarify any warnings.
[image: ]
Once you complete your comments, select “Submit”.
You will be able to view your comments and HEI Administration will receive an email with your comments listed.  
Next, click “Back”, which leads you back to the screen where you can approve your file submission. You will then select “Approval”.
[image: ]









The following box will pop-up, and you will select “Approve” if you want to proceed with the submission and “Deny” or “Cancel” if you do not want to proceed with requesting the submission.
[image: ]

You will receive an email notification when your file has been approved and loaded.  
















File Submission
Search File
In order to search for a file, you will click in the drop-down next to “File Submission” and click on “Search File”.
Search File gives you the option to view submitted files, check their “Submission status”, and download data.  
[image: ]

The “Submission status” of a file will fall into one of the following categories:
· Deleted – File has been removed from submission request.
· Structure Failed – File could not be submitted due to formatting errors in the text file.
· Rejected – File could not be submitted due to errors or file approval has been denied.
· Failed Validations – Error(s) on File – File needs to have any errors or warnings reviewed and corrected prior to approval.
· Resubmitted – File has been submitted multiple times.
· File Data Load to Database Complete – File has successfully been loaded into the HEI system.
· Pending Approval – Staged for Financial Review¹ - Financial files that have not received final approval for submission as they await review for amount comparisons.








File Submission
Financial Data Area
For the Financial File Submissions, you will need to approve your file submission as normal, however; these files are then moved the status “Staged for Financial Review”.  This gives you the ability to review amount comparison for files prior to final submission.
[image: ]
If you are satisfied with the data you have submitted, you have the option to click on the file name which will lead you to a screen where you can approve your file submission.
[image: ]
[image: ]




As with other submissions, the following box will pop-up.  You will select “Approve” if you want to proceed with the submission and “Deny” or “Cancel” if you do not want to proceed with requesting the submission.
[image: ]
If you prefer to review all Financial files prior to final submission, you can continue load files that will remain in the “Staged for Financial Review” status until you are ready to approve.
[image: ]
When you are ready to approve the files in “Pending Approval – Staged for Financial Review”, simply click on the “Filename” you want to approve.  This will lead you back to the “Approval” screen.  Click on the yellow “Approval” tab and again you will see the following pop-up below.  Click on “Approve”.[image: ]If want to remove a file that is in “Pending Approval – Staged for Financial Review” submission status, click on “Deny” and include text for why you are denying the file in the “Reason” box.
[image: ]
You will then receive a message and an email stating that the file been denied.
[image: ]

The “Submission Status” will move to “Rejected”, and you will have the ability to re-submit the file when you are ready.
[image: ]




Reports
Enrollment Reports  
In order to run and view reports, you will click in the drop-down next to “Reports” and click on “Enrollment Reports”.  Once you have chosen “Enrollment Reports”, you will have the option to select any of the following:
· Student Enrollment
· Degree/Certificates
· Academic Programs
· Course Inventory


[image: ]










Once you have selected the report you want to run (i.e. Student Enrollment), you have the options to:
1.  Run the report by “Combined” year and term (which enables you to choose Academic Year more easily). [image: ]

2. Run the report by “Separate” year and term (which enables you to choose a specific term for multiple years more easily).

[image: ]
Once you have made your Year and Term selections, simply click on “Submit Query” to view the report results.

You can view options to manipulate, filter, download, etc. report results by clicking on the drop-down beside “Actions”.
[image: ]
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