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1 Overview 

 
1 What is the SSS Online student verification system?  
 

The SSS Online Student Verification System is a one-time student record verification process 
that will necessitate projects review and confirm a list of participant records to be included in 
the 2010-11 SSS Annual Performance Report data submission. 
 

2 What is the goal and purpose of the student record verification system? 
The purpose and goal of the student record verification system is to create a single-year file 
that will assist the Department in improving transparency in the calculation of prior 
experience (PE) points and to ultimately provide SSS projects with their PE points at the time 
of the APR online data submission.  
 

3 What is the process for achieving the Department’s goal? 
The process for achieving the Department’s goal is requires projects include on their 2010-11 
SSS APR data files, for each reporting year, all participants that were served in the timeframe 
needed to calculate PE points as follows: 
 For 4-year institutions, records must remain on the file for six years. 
 For 2-year institutions, records must remain on the file for four years. 

 
4 How will a project know which records to include in the 2010-11 APR? 

The Department created a file that identifies all records to be included, based on when the 
participant was first served (i.e., new participant in the reporting period).  As such, each 
student record will contain a message indicating if a record is missing from the 2009-10 data 
file.  If this message is present, projects must ensure that the record(s) are included in their 
2010-11 APR data submission. 

 For 4-year institutions, the file will contain student records for 5 sets of cohorts: 2005-
06 through 2009-10. 

 For 2-year institutions, the file will contain student records for 3 sets of cohorts:  2007-
08, 2008-09, and 2009-10. 

 
 
 

 
 
 
 
 



Guide to SSS Online Student Verification System 4  November 2011 
(Tier 1A) 

 

2 Getting Started 

 

2.1 Main Page 
 
 

Description 
This page provides information about the submission due date, login and registration process.  Hyperlinks 
are provided for Forgot Password, First time user, Help Desk and Guide to SSS Tier 1A.  
 
Page Details 
This page allows users to log in to the SSS online program if they have already registered.  All first time 
users must register in order to access the APR.  The Login page displays as follows: 
 

 
 
 

2.2 First Time User 
 
Description 
Registration is required to protect the security of the annual performance report data.  To receive the user 
id and password, a project director must provide the PR number, first and last name, email address, and 
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answer two security questions.  If the information is correct, the project will receive an email with the 
user ID and temporary password. 
 

 
 
 
 

2.3 Resetting the Temporary Password 
 
The project will then be required to reset their temporary password by first entering the project user id and 
temporary password which the project received via email.   
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.  
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You are required to reset your temporary password in order to login and will be required to provide the 
information below: 
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Once the temporary password is reset, the project is automatically logged in and can continue to review 
and verify the student records.  
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2.4 Forgot Password 
 
Description 
A new user id and password are required.  To receive a user id and password, the user must first register on 
the index page.  If the user has already registered but has forgotten the password, the user will be able to reset 
their password without assistance from the Help Desk by providing the contact information and answering the 
two security questions provided by the project at initial registration.   
 
The Forgot Password page displays as follows: 
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2.5 Successful Login 
 
 
Description 
After the user has logged into the system successfully, he or she is directed to the Warning page, which 
cautions the user that they are accessing a government network, which is available to authorized users only.  
After clicking on the “OK” button, the user proceeds to the PR Number Confirmation page. 
 
The Warning page displays below: 
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Page Details 
The grantee is asked to verify the information displayed in the below page.  If this is not the institution’s 
PR number, the grantee clicks on the “Cancel” button to log in again. 
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3 Reviewing and Confirming Student Records 

3.1 Table View 
 
All projects must review and correct records with suspected data errors.  Any suspected data 
error(s)/messages are reported in RED.   A data error occurs when there is a conflict between the year the 
participant was first reported and the most recently submitted data.  To sort the table by type of data error, 
projects can click on the column header Date Error/Message. Below is the Table View which shows six 
(6) columns:  Participant’s Last Name, First Name, SSN, DOB, Data Error/Message, and an Edit button.  
The Edit button is only applicable for those records that contained either a data error or message as 
described below. 
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At the bottom of the Table View are navigational instructions as well as a description of the data 
errors and message. 
 

 
 
 

3.2 Explanation of Data Fields and Data Errors 
 

The following data fields were compared between the year the participant was first reported and 
the most recently submitted data to identify inconsistent reporting: 

1. Name  
2. SSN  
3. DOB  
4. Cohort Year 

 
There are five (5) data errors that may be displayed: 

1. Name Change—Indicates that the student’s name was changed between the year 
the participant first entered the project and the most recent year reported. 

2. SSN Change—Indicates that the student’s SSN was changed between the year the 
participant first entered the project and the most recent year reported. 

3. DOB Change—Indicates that student’s date of birth was changed between the 
year the participant first entered the project and the most recent year reported. 
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4. Cohort Discrepancy—Indicates that a participant was reported as “new” 
(PartCD=1) in two or more years or that the cohort could not be established 
because the explanation the grantee provided did not contain sufficient 
information to make a cohort determination. 

5. Duplicate record—Indicates the student record appears at least twice on the data 
file 

 

3.3 Correcting Data Errors 
 
To identify the participant records that contain data errors or messages, you will need to scroll 
through several screens by using the <<Prev or Next >> arrows or selecting a page number from 
the drop down list.  You can also click on the “Printable Version—Participant List Report by 
Data Error/Message” or “Printable Version—Participant List Report by Cohort Year

 

” at 
the top of the Table View to print a report of all of your participant records.  

3.3.1  Review and Confirm Name Change 
 

To review and confirm the data error “Name Change” do the following: 
 

• Select “Yes”, if the most recently reported name is the correct name. 
• If the most recently reported name is not correct, select “No” and enter the 

correct first and last name.   You must enter both the first and last name.  
•  

 
 
 
 
 

3.3.2  Review and Confirm SSN Change 
 

To review and confirm the data error “SSN Change” do the following: 
• Select “Yes” if the most recently reported SSN is correct. 
• If the most recently reported SSN is not correct, select “No” and enter the 

correct SSN.  If you do not want to provide an SSN or do not know the SSN, 
please enter 000000000. 

• Please do not leave it blank or use dashes.  
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3.3.3 Review and Confirm DOB Change 

 
To review and confirm the data error “DOB Change” do the following: 
 

• Select “Yes”, if the most recently reported DOB is correct. 
• If the most recently reported DOB is not correct, select “No” and enter the 

correct DOB. If you do not know the exact date, use 15 for the day and use 
your best estimate for the month and year; otherwise, enter 00/00/0000.  

 

 
 
 
 
 

3.3.4 Review and Confirm Cohort Discrepancy Change 
 

A student belongs in a specific cohort year based on the reporting year in which the 
response to field #15, Participant Status, option 1 (new participant) was provided. 
Identifying the participant’s cohort is critical for prior experience points as it is the 
reference point used to calculate the completion objective.  If a record contains the data 
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error “Cohort Discrepancy,” the student was coded “new” in at least two reporting 
periods within the specific time frame being measured (e.g., six years for 4-year 
institutions).  Based on the explanation provided in the New Duplicate Report, the 
Department was unable to determine the correct cohort for the participant.   

 
To select the correct cohort, select the correct cohort (i.e., using the drop down list) for 
each record with this data error.  Note that most projects do not have this data error; 
therefore, if your records do not contain the cohort discrepancy data error, you do not 
have to provide any additional information related to the participant’s cohort. 

 

  
 

3.3.5 Correcting Duplicate SSN Records 
 

When there is a conflict between SSNs for two or more students, the SSN must be resolved so 
that SSNs are unique for a student.    
 
When both students have data that can be updated (i.e., the “Edit” link is visible), please provide 
the correct SSN for each student.    
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In the event an SSN conflicts with a student that does have “editable data” (i.e., one of the 
records does not have an “Edit” link), grantees should use all zeros for the one student’s SSN 
that can be changed and provide the SSN for both students as an explanation.   
 

 
 

4 Records Not Reported on 2009-10 APR 

If a record contains the message: “Message: Not Reported in 2009_10” this indicates that 
the record is missing from the 2009-10 SSS APR data file that you submitted to the 
Department.  Reasons why records may be missing from the file are: 

• Project reported a participant as a prior year no longer enrolled, so in subsequent 
reporting period, the project was allowed to drop the participant record 

• Participant graduated and/or transferred in a previous reporting period; therefore, 
project was not required to include the participant in subsequent reporting periods 

• Project inadvertently dropped records 
 

In order to be able to calculate a project’s prior experience points, it is essential that projects 
keep a participant’s record for a period of six (6) years in the case of a 4-year institutions 
and four (4) years in the case of a 2-year institution as these are the points of measurement 
for the completion objective.  

 
As such, projects with this message are required to add the participant(s) back to THEIR 
data file at the time they are preparing their data file and prior to

 

 the 2010-11 APR data 
submission. To avoid having to click on each participant record, from the Table View, a 
project needs to click on any record containing only the message “Message: not reported in 
2009-10.” 
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Once this is done, all of the student records containing this message will be displayed allowing 
the project to confirm that all records displayed will be added back to their file.  Note that the 
information displayed also provides the student’s cohort year as well as the last time (APR 
reporting year) the project provided information to the Department. 
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5 Review and Submit 

Once the project has verified and confirmed all of the data errors and has confirmed that they 
will add the missing records back to the 2010-11 SSS APR submission, the project should click 
on the Review and Submit button at the top of the Table View.   
 
 

 

 
 
 
 

5.1 Submitting an Explanation 
 
Once the project clicks on the Review and Submit button, the screen below will be displayed.  If 
the project needs to provide an explanation regarding the data that has been confirmed, the 
project should select “Yes” and click on “Continue”.  Otherwise, the project should select “No” 
and click on “Continue”.   
 
 
 

Explanation 
Although you are generally not allowed to delete records or change a participant’s cohort, if you feel that 
you need to delete a record or change a participant’s cohort, please select "Yes" below and click 
"Continue". Otherwise select "No" to continue to complete the verification process. 
Provide explanation: 
  

Yes 
No  

 
 
 

 
Notes:   

Explanations such as you lost track of the student, you lost the student’s data, the student is deceased, 
the student was called for military service, the student withdrew or did not return, etc., are not valid 
reasons for deleting the record from the file. 
 
Explanations such as the student did not earn enough credits during the semester, withdrew or did not 
return, attended only one semester, etc., are not valid reasons for changing the student’s cohort. 
 
 
 

Continue 
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EXPLANATION SUBMITTED 

Explanation 
Although you are generally not allowed to delete records or change a participant’s cohort, if you feel that 
you need to make such changes after reviewing your project’s records, please provide an explanation in 
the box below. However, please note that there are very rare instances in which a grantee will be 
allowed to delete or add a record or change a student’s cohort year. To facilitate the review 
process, where applicable, please provide the case number(s) for the record(s) you are providing an 
explanation. Once you provide an explanation, please click on the Submit button. 

Each explanation will be reviewed on a case-by-case basis by TRIO staff. Upon reviewing your 
explanation, you will be contacted and informed on how to proceed to complete the data verification 
process. Please note that providing an explanation does NOT mean that you have successfully 
submitted and completed the data verification process.  You will be required to log in and 
complete verification process. 

 _________________________________________________________________ 

(1,000 character limit) 

 

 

 
 

 
 
The screen below will be displayed, if the project provided an explanation.  Per instructions 
below, the project’s submission is not complete until TRIO has reviewed the explanation.  
 
 

Review & Submit 
  
Thank you for submitting an explanation. 

You have not completed the student verification because you provided an explanation. Your explanation will be reviewed by 
TRIO and/or the Help Desk. 

After the review process is completed, you will be contacted and informed on how to proceed with your final submission. 
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5.2  NO EXPLANATION SUBMITTED 
 
If the project selected “No”, then the following screen will be displayed.  
 

Review & Submit 
  
You have successfully completed your student verification process. 

 Please check this box to verify that the data you are submitting is correct and that, if applicable, you have reviewed the 
list of students that need to be added back to your APR for 2010-11. 

After you click on the Submit button below, you will be able to download your participant data. 

 

 
Submit 

 

 
6   DOWNLOAD PARTICIPANT DATA 
 
If the project successfully submitted their data without having to provide an explanation, the 
screen below will be displayed.  At this point, the project should download their participant data 
file.  The participant Name, DOB, SSN, and Cohort Year, as it appears in this file must be 
submitted at the time the project submits their 2010-11 SSS APR data to the Department.  A 
slight variation to the participant’s name or a change to the DOB, SSN, or Cohort Year, will 
result in a non-match during the 2010-11 SSS APR submission; therefore, projects must ensure 
that the data contained in this download file is exactly the same as the data that will be submitted 
for 2010-11. 
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