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State Report Manager - Enhanced Feedback Reports

Overview

The State Report Manager, or SRM, is a new tool that MDHE will roll out this fall for submitting EMSAS data to the state.
SRM is an online application that provides detailed, real-time feedback about potential data issues. It also allows you to
edit individual records, download your data file (especially useful after editing), and extract a report in Excel that
summarizes potential data issues. SRM is expected to replace FTP as the method for providing EMSAS files to the state in
the future.

Release Schedule:
Sept 15" — Term Registration

Sept 15 — Fall Enrollment
Oct 1* — Degree Completion

File layouts, business rules (information about what triggers each error or warning), and other information is available at
http://www.dhe.mo.gov/data/emsas/index.php

For many institutions, SRM will only require minor changes to the data files submitted in previous years. Specifically,
files must be comma or tab-delimited format with a header row that contains the field names.

Logging In:
1. Login by going to: http://dhe.mo.gov/data/srm

LN
State Report Manages

LN
Siade Aepori Manager

Walcome to MOSIS Data Collection

Submitting a Trial (data)
1. “Click Run a Trial”

Logout: TEST2Y

Welcome to MOSIS Data Collection

Please select a submission
Year: E_AII E Cycle: !_AH EE

Current Submissions

Name Collection Start Date  Due Date Trial Name  Trial Date  Submission Status  Cycle Year

EMSAS 2011 Term Registration Oct 15, 2011 PostSec 2011

2. Find the file by clicking “Browse”


http://www.dhe.mo.gov/data/emsas/index.php
http://dhe.mo.gov/data/srm

State Rep
ogout: TESTZY
dome > EMSAS 2011 Term Redistration > Import Source Data
Please upload your data fies. You can upload tab-delimited (. TXT) or comma-separated (.CSV) files. If a file is farge, you may zip it first. Uploaded files must be smaller than 20 MB.
Select File to upload (Registration): | I Browse_ I
[ cancel ]
3. Click “Import”
4. Wait for the system to process
1ome > EMSAS 2011 Term Registration
Latest Trial
Created: processing... Mot Started
Your job will run next.
Submitted: There are no certified submissions.
Reviewing Errors & Warnings
1. Submit a trial
2. Click on the “Errors”
Home > EMSAS 2011 Term Registration
Latest Trial
Ly E
Created: 09-09-2011 7:57;
Last F{ifwelty: T R T TR “y V
o & D o) el —

Submitted: There are no certified submissions.

3. Errors and warnings will be displayed
4. Now click on the error of interest

Home > EMSAS 2011 Term Reaistration > Latest Trial

Created 09-09-2011 7:57am.

Records Edits Reports
Registrations 4 Error 5 One or more required fields are missing (rule EMT00503 Violations Summary (MS Excel
Error 1 Invalid CALYEAR (rule EMT02001)
Error | 1 Invalid GENDER code (rule EMT05001) |
Warning 1 CLEVEL / CUMCREDR mismatch (rule EMTO7009)
Warning 2 Unexpected GRDTRM value (rule EMT14001)
Warning 1 Unexpected TOTRMOPT value (rule EMT18501)
Warning 2 Unexpected TRMGPA value (rule EMT20002)
Warning 1 Unexpected DISTANCE value (rule EMT32501)

Append | Replace

5. Records with violations will be displayed
6. Click on “View” next to a record



Home > EMSAS 2011 Term Redistration > Latest Trizl > Registrations violating EMT05001

Show: ‘ Registrations Violating EMT05001 |Z|

Rule EMT05001: Invalid GENDER code

GENDER must be 'M','F, or 'U".

Sort on muftiple columns
Showing 1-1 of 1

F]
lal]

Search: |

Violations  FILETYPE *

Page| 1]|of1l RoOWs per page:
[ | I I I I I
FICECODE ACTERM SSTAT1 SOCSEC1 SSTAT2 CAMPUSID GENDER
000002 11 1 561275496 1 ID56127549 w

7. Note- For fields which have a code set you will see a brief explanation of the provided code

Logout: TEST2Y

Home > EMSAS 2011 Term

> Latest Trial »

ions violsting EMT05001 >

[ e J ocicie J ocleto s Revaliote ]

Element
FILETYPE
FICECODE
ACTERM
CALYEAR
SOCSEC1
SSTATL
SOCSEC2
S5TAT2
CAMPUSID
GENDER
RACE
DOBRRTH
LOCDOMI
CLEVEL
STUSTAT
HIDEGREE
DEGREEST
PROGONE

Value
03

Type
Error

000002 - Four Year Test Institution

11 - SUMMER
2009
561275496

1 - SSN-VALID
000000000
1-NOOTRSSM
ID56127549

w

99 - Deprecated
19580428

999

13 - 50PH

3 - CONTINUING
25 - BACC
33-AAS
110201

Error

Error
Warning
‘Warning

‘Warning

State Report Manager

Heed He

Rule Definition
EMTO0503  Some fields supply data that is essential for the analysis of data. A value must be provided. There are no default values.
The record & missing the field RACEH.

EMT02001  CALYEAR must match the calendar year corresponding to the term type for this collection cycle. CALYEAR should be current
year-1 for summer (ACTERM=11) and fall (ACTERM=21) and current year for winter (ACTERM=31) and spring
(ACTERM=41). For example fal 2011 term should be coded as ACTERM=11 AND CALYEAR=2011, spring 2012 should be
CALYEAR=2012 AND ACTERM="31". Term files span summer-spring/winter. For example for the 2010-2011 term file should
contain summer 2010, fall 2010, and spring/winter 2011.

For TERM 2010-2011 file — CAL YEAR must be 2010 for summer (11) or 2l (21) and must be 2011 for spring (31) or winter (41).
EMT05001  GEMDER must be 'M','F, or 'U'.
EMT14001  Unexpected GRDTRM value

EMT20002 A student's term GPA should equal the number of total term guality points (TOTRMQPTS) divided by graded term hours
(GRDTRMR).

TOTRMQPT/GRDTRMR=7

EMT32501  Normally, a student wil not be enrolled in more than 30 distance education credit hours during the Fall term. Please verify
the accuracy of the data.

Difference between Errors & Warnings
Warning — allowed, but please exercise your best judgment

Errors — not allowed. One way or another, these will need to be cleaned up!

Downloading a Violation Summary for Microsoft Excel

1.

Follow the steps 1-3 above for reviewing and editing errors and warnings .

2. Click on “Violations Summary (MS Excel)

Home > EMSAS 2011 Term Registration > Latest Trial

Created 09-09-2011 7:57am.

Records

Registrations 4

Edits

Error
Error
Error
Warning
Warning
Warning
Warning
Warning

I= = n

I 1= 2

Reports

Qne or more required fields are missing (rule EMT00503) I Violations Summary (MS Excel) I
Invalid CALYEAR (rule EMT02001)

Invalid GENDER code (rule EMT05001
CLEVEL [ CUMCREDR. mismatch (rule EMT07009)

Unexpected GRDTRM value (rule EMT14001)

Unexpected TOTRMQPT value (rule EMT19501)

Unexpected TRMGPA value (rule EMT20002
Unexpected DISTAMCE value (rule EMT32501)




3. Save the file.

P
Opening emsas2011TermRegistrationViolati yxls ﬂ

You have chosen to open

=T 2011TermRegistrationVi ¥

which is a: Microsoft Office Excel 37-2003 Worksheet
from: hitps://srm.dese.mo.gov

What should Firefox do with this file?

) Open with Microsoft Office Excel (default) P

@ SaveFile

[] Do this automatically for files like this from now on.

4. Openin Excel.
5. This report provides each record which violates each business rule and produces errors and warnings. A
description of the violation is also provided.

Violations Summary

2 Record-Level Violations

3

4 Trial Name: Latest Trial

5 Trial Date: 2011-09-09 09:40:54

6 User Name: HETEST2Y

7 Report Date: 2011-09-09 09-44:32 |

8

9

10 Registration

11 EMT00503 (Error) Some fields supply data that is essential for the analysis of data. A value must be provided. There are no default values.
12 FILETYPE FICECODE

13 03 000002

14 03 000002

15 03 ‘000002

16 03 000002

17 03 ‘00002

18

19 EMT02001 (Error) CALYEAR must match the calendar year corresponding to the term type for this collection cycle. CALYEAR should be current year-1 for s
20 FILETYPE FICECODE

21 03 ‘000002

22

23 EMT05001 (Error) GENDER must be 'M','F’, or 'U".

24 FILETYPE FICECODE

25 03 ‘000002

26

27 EMT07009 (Warning) The student is reported as a freshman, but his or her Cumulative Credit Hours are outside the normal range for a freshman student. Typi
28 FILETYPE FICECODE

29 03 ‘000002

30

3 EMT14001 (Warning) Unexpected GRDTRM value

32 FILETYPE FICECODE

33 03 000002

34 03 ‘00002

35

36 EMT19501 (Warning) Generally, a student should have at least 1 quality point.

37 FILETYPE FICECODE

38 03 ‘000002

39

an FMTZ?007 Warninal A student's tarm GPA shanld eanal the numher of tntal term analite naints ITOTRMOPTS) dividad by araded tarm hanrs (GROTRMRY

Editing the Data for Single Record
1. Click on edit to modify the record or delete if you wish to remove the record

State Report Manager
Logout: TEST2Y Nesd He
Home > EMSAS 2011 Term 1 > Latest Trial > Registrations violating EMTO5001 >
[
Element Value Type Rule Definition
FILETYPE 03 Error EMT00503  Some fields supply data that is essential for the analysis of datz. A value must be provided. There are no default values.
FICECODE 000002 - Four Year Test Institution The record i missing the feld RACEH.
ACTERM 11 - SUMMER Error EMT02001  CALYEAR must match the calendar year corresponding to the term type for this collection cycle. CALYEAR should be current
CALYEAR 2000 year-1 for summer (ACTERM=11) and fall (ACTERM=21) and current year for winter (ACTERM=31) and spring

(ACTERM=41). For example fall 2011 term should be coded as ACTERM=11 AND CALYEAR=2011, spring 2012 should be

2. Make your desired change(s) to the record using the drop down menus or text boxes



Element Value

FILETYPE *

FICECODE * |nnuunz— Four Year Test Institution El
ACTERM

CALYEAR *

SOCSEC1 =

SSTATL

SOCSEC2

SSTAT2 [1- NOOTRSSN [~]

CAMPUSID *

GENDER “\'F - Female . iw]

e -
DOBIRTH =

EOED?MI &_—%EE?O:IIZQEI value)

3. When finished hit “Save”. The “Save” button appears as the bottom and the top of the page.

Home > EMSAS 2011 Term Registration = Latest Trial > Registrations violating EMT05001 > > Edit

oy e (e €

Remember to also update your Student Information System.

Element Value
FILETYPE *
FICECODE * [ 000002 - Four Year Test Institution [~

Revalidating Your Data
1. Return to your trials page by clicking on the submission type link near the top of the screen. In this example you
see “EMSAS 2011 Term Registration”

Home :I EMSAS 2011 Term Regish’aﬁon|> Latest Trial

Created 09-09-2011 7:57am.

Records Edits Reports
Registrations 4 Error 5 0ne or more required fields are missing (rule EMT00503) Violations Summary (MS Excel)
Error 1 Invalid CALYEAR (rule EMT02001)
Error 1 Invalid GEMDER code (rule EMT05001)
Warning 1 CLEVEL / CUMCREDR mismatch (rule EMT07009
warning 2 Unexpected GRDTRM value (rule EMT14001)
Warning 1 Unexpected TOTRMOPT value (rule EMT19501)
Warning 2 Unexpected TRMGPA value (rule EMT20002)
Warning 1 Unexpected DISTAMNCE value (rule EMT32501)

2. Click on the “Revalidate” button.

State Report Manager
Logout: TEST2Y Need Help?
Home > EMSAS 2011 Term Registration
Latest Trial T B
Created: 09-09-2011 7:57am Q \@“/
Last Activity: Updated at 09-09-2011 8:25am (Needs Revalidation) w¢ V
Errors (7 Records (4 Reports
. L. vl

Submitted: There are no certified submissions.

3. The system will process the new file



1ome > EMSAS 2011 Term Registration

Latest Trial

Created: processing... Mot Started

Your job will run next.

Submitted: There are no certified submissions.

4. When finished follow the steps above in the “Reviewing Errors & Warnings” section to resolve other violations

(errors and warnings).

Certifying Your Data

After submitting your data and correcting any errors you may certify your data. All errors must be resolved before a trial
can be certified. Warnings should be reviewed but you are not required to resolve warnings. Certifying your data is your
official transmission of data to DHE. Please contact he.research@dhe.mo.gov if you need to resubmit your certified
data.

1. Login if you have not.
2. If you have already logged on, click on the “Home” link on the top of each page.

EMSAS 2011 Term Registration

3. Click on the “Latest Trial” link next to the file type you wish to certify.

Welcome to MOSIS Data Collection

Please select a submission

vear:[All_[v]cycle: Al [7]

Current Submissions
Name Collection Start Date  Due Date g Trial Date Submission Status  Cycle Year
EMSAS 2011 Term Registration Oct 15, 2011 | Latest Tri 09-09-2011 9:27am  NOT SENT PostSec 2011

4. Click on the “Certify” button.

Home > EMSAS 2011 Term Registration

Latest Trial

Created: 09-09-2011 7:57am
Last Activity: Validated at 09-09-2011 9:27am

e e e Ed |

Submitted: There are no certified submissions.


mailto:he.research@dhe.mo.gov

5. Name your trial, click on the check box “I certify that this trial is accurate. This action cannot be revoked.” and
hit “Certify”. Please note that we should be able to un-certify your trail if required. This is just to remind you that
you should only submit data you believe is accurate.

Home > Certify

Mame: |cCertified Trial |

[T] | certify that this trial is accurate. This action cannot be revoked.

Downloading Your Data
1. Login if you have not.

2. If you have already logged on, click on the “Home” link on the top of each page.

EMSAS 2011 Term Registration

3. Click on the trial name of the file type you wish to download.

Welcome to MOSIS Data Collection

Please select a submission

v [ [l oyos a1 5]

Current Submissions

Name Collection Start Date  Due Date Trial Date Submission Status Cycle Year
EMSAS 2011 Term Registration Oct 15, 2011 | Latest Tri 09-09-2011 9:27am  NOT SENT PostSec 2011

4. Click on the “Download” button.

Home > EMSAS 2011 Term Registration

Latest Trial

Created: 09-09-2011 7:57am
Last Activity: Validated at 09-09-2011 9:27am

o [ o ed

5. Save the compressed zip file.



— - T =)
Cpening A”RECDrdS.ZIp‘ -—— - = ....._.,ng

You have chosen to open

1, AllRecords.zip

which is & Compressed (zipped) Folder
from: https://srm.dese.mo.gov

What should Firefox do with this file?

() Openwith | Windows Explorer (default) -

@ Save File

Do this automatically for files like this from now on.

Delete a File
1. Login if you have not.
2. If you have already logged on, click on the “Home” link on the top of each page.

EMSAS 2011 Term Registration

3. Click on the trial name of the file type you wish to download.

Welcome to MOSIS Data Collection

Please select a submission

vear:[All_[v]cycle: Al [7]
Current Submissions

Name Collection Start Date  Due Date tallame  Trial Date Submission Status  Cycle Year
EMSAS 2011 Term Registration Oct 15, 2011 | Latest Trial |09-09-2011 9:27am  NOT SENT PostSec 2011

4. Click on the “Delete” button.

Home > EMSAS 2011 Term Registration

Latest Trial

Created: 09-09-2011 7:57am
Last Activity: Validated at 09-09-2011 9:27am

o e & &

5. A confirmation message will appear. To delete the file click OK.



The page at https://srm.dese.mo.gov says: ‘

0 Ok to delete this sent submission?

I| OK I[ Cancel I

General Tips
Don’t use your browsers back and forward buttons, instead use the breadcrumb links
You can review records by rule (display only records that violate that rule) or by record (you can move from one

record to another, sequentially).

Save and revalidate — revalidating means the system checks over the data another time. It is important to
revalidate after making several edits.

Once you log out you must return to http://dhe.mo.gov/data/srm . You cannot use the login page which is
displayed after logging out.

You may have only one certified trial. It is possible to overwrite certified trials as necessary up until the deadline
for certifications. We will announce these deadlines as soon as they are identified.



http://dhe.mo.gov/data/srm

Secure FTP Submission (Traditional Method)

Overview

Institutions are encouraged to use the SRM as described above to transmit and clean their data to DHE. The SRM system
will provide you with enhanced feedback reports which can be run instantly. Submitting through FTP as described below
will be slower than SRM and you will only receive basic error reports which do not contain descriptive feedback only
error flags.

This new FTP system replaces the old one which was hosted by the MU Economics’ department. The new FTP system
can be accessed using a FTP client OR a web browser. Note that you cannot delete files. Please use a new file name
when submitting new data revisions.

Provision of Usernames & Passwords

Each public institution of higher education is provided a single username and password. These must be shared within
your institution. Contact DHE if you forget your password or username or if it needs to be reset. These credentials will
also be used for your SRM submissions.

IP Address Access Restrictions

As an added layer of security only IP specified by an institution may have access to the system. To facilitate this process
it is recommended that you work with your IT department to make sure that all your workstations which will need
access to the data share have static IP addresses. These should be provided to DHE to allow access. Unlike dynamic IP
addresses which are subject to change depending on your networks configuration, static IP addresses will remain
constant. If you wish to have the IP filtering feature removed please contact he.research@dhe.mo.gov .

Alert E-mails
If you would like to be made aware of any new file uploads to your institutions folder please provide a list of e-mail
addresses you wish to receive notification.

Accessing the System

There are two ways institutions may access the data share through a web browser or an FTP client both of which must
support secure protocols. You may need to work with your IT department to insure that you are able to connect to our
servers by opening up certain ports (22 for SFTP).

Folder Structure
If you are uploading files / transmitting them to DHE use your “Outgoing” folder. If you are downloading files / receiving
them from DHE use your “Incoming” folder.

Web Browser Access
1. Visit: https://moftp.mo.gov/, the public IP in case you need it is 168.166.15.152.

2. Enter your username and password provided by DHE and hit sign on. If you have forgotten or need your
password reset please contact he.research@mo.gov .



mailto:he.research@dhe.mo.gov
https://moftp.mo.gov/
mailto:he.research@mo.gov

STATE OF MISSOURI

g~ Secure File Transfer Server

Sign On
STATE OF MISSOURI
Security Notice
This computer system is for authorized use only.
Username: E=q Users (authorized or unauthorized) have no

explicit or implicit expectation of privacy.

Any or all uses of this system and all files on this
system may be intercepted, monitored, recorded,
copied, audited, inspected and disclosed to
authorized site and law enforcement personnel.

By using this system, the user consents to such

Password: (=== interception, monitoring, recording, copying,

auditing, inspection and disclosure atthe
discretion of authorized site.

Unauthorized or improper use of this system may
result in administrative disciplinary action and
civil and criminal penalties. By continuing to use
i this system you indicate your awareness of and
= *
LR SignOn ] |(% Reset ] consent to these terms and conditions of use.

LOG OFF IMMEDIATELY if you do not agree to the
conditions stated in this warning.

MNeed Help? Tech Support - Online Manual

Browsing Your Folders (Using a Web Browser)
1. Login to the system.
2. Use the drop down menu on the left and select the folder you wish to browse. For files from DHE select
“incoming” for files you are transmitting to DHE select “outgoing”. Or you may click on “Go to Your
Default Folder” which will display both the incoming and outgoing folders.

Sl

kip repetitive navigation

STATE OF MISSOURI

R it liime  occure File Transfer Server
Signed onto State of Missouri as HEOTC - OTC (heotc). Account Options - Sign Out
% Home
B Folders 6 Home
0 Logs
Find File/Folder: Browse Files and Folders...
To search for a particular file, enter the file name orfile ID in the Find File box on the left side
(2L Find File | ofthe page and press the "Find File” button
_ Find File |
Go To Folder: = GoTo Your Default Folder | F5 Browse Other Folders
! -
[EB3GoTo | _
Upload Files Now...
Need Help? User Quota Info: 0 kB of 100 MB used. (0%)
& Online Manual Select a folder: / Distribution / dhe / RAD / HEOTC -
et

e To upload files select the outgoing folder then use the “Upload a File Now” menu and hit “Browse”, select your
file and then hit “Upload”.

e To download files select the incoming folder and click on the download link.

Uploading Files
1. Login to the system.
2. Under “Upload Files Now” select your outgoing folder.
3. Then, click on “CLICK HERE to Launch the Java Upload Wizard”.



D\ SP =Sy
Signed onto State of Missouri as HEOTC - OTC (heotc).

6 Home

& Home
F;l Folders
O Logs

le/F

[C4 Find File |

Go To Folder:

r -
BGmw |

Need Help?
@ oOnline Manual
@ Tech Support

skip repetitive navigation
= e

'STATE OF MISSOURI

Secure File Transfer Server
Account Options - Sign Out

Browse Files and Folders...

To search for a particular file, enter the file name orfile ID in the Find File box on the left side
ofthe page and press the "Find File” button

5 GoTo Your Default Folder - £ Browse Other Folders

Upload Files Now...
User Quota Info: 0 kB of 100 MB used. (0%)
Select a folder:| / Distribution / dhe / RAD / HEOTC - I

" CLICK HERE to Launch the Java Upload Wizard

4. Select “Add File”

|| MOVEit Upload Wizan

right.

"wim Flease drop files into the list I
4 below, or use the bultons to the
wizard

Remove

Add Folder

Filename

Size Modified

8

Cancel

5. Browse to find your file and hit “Open”.

Look in: I,. dferlazz '] 5 ..“
T .android . Motepad ++
L":.'} .gimp-2.6 =] My Pictures
Recent Items  Saved Games
. thumbnails £ Searches

K
b
o Texdro
i
i
)

. 51FB15F4AD2743BCAD4BDD0O354FBEBBD.TMP | B My Videos

. AppData & Virtual Machines
Desktop i Contacts | java.policy
| csveditor L | Jmiwizre
1= Bl Desktop || recently-used.xbel
[‘] | My Documents || thedataweb.properties
My Documents & Downloads | foott
Lr Favorites mapdatadrive.bat
/ . ges | Vaultl
&! @ Links
Computer o My Music
< T | -
@-: File name: | | Open ]
Network Files of type: [;m Files - ] Cancel |

6. Then click “Next”



"WE" Please drop files into the list Remove
L below, or use the bultons to the
wizard ight
po Add Folder
Filename Size Modified
C:\Wsers'dferlazz!foo. bt 2337 2010-10-21 12:58
n ;
Options Mext = Cancel

7. Select “Upload files individually”, add notes if desired, if you wish to change the file name the check the
“Prompt for “Upload As” names and notes. You should use the rename feature when transmitting a new
version of old data since you will not be able to override files with the same name.

HWET’ Choose Upload Options
L @ Upload files individuall
wizard s v

(7 Upload all files as one .zip

Notes: | |
[7] Prompt for "Upload As™ names and notes
[7] Close Wizard when done
ﬁni [ <Back | [ New> | [ cancel

8. You can verify that your file was successfully and securely transmitted when this message is displayed.

| MOVEit Upload

. Transfer complete. Integrity verified on all files.

Transferred 1 file in 6.49 seconds; 7.03 KB/sec. I

@
ﬁ

Downloading Files (Using a Web Browser)
If you have setup e-mail alerts you should receive an e-mail with a secure link to directly download the file after you
login to the system. You may also login and then download your file(s).

1. Login to the system



FTP Client Access

Screen shots are not provided for FTP client access. Please note you cannot delete or override files one they are

transmitted. Please rename files or contact DHE for deletion.

1. Using an FTP client (WINSCP is a good free ftp client) that supports Secure FTP (SFTP) use the following settings:

(0]
(0]
(0]
(0]
(0]

Host: 168.166.15.152
Port: 22

User: username
Password: password
Protocol: SFTP

1. If you are uploading files / transmitting them to DHE use your “Outgoing” folder.

2. |If you are downloading files / receiving them from DHE use your “Incoming” folder.

Further Instructions
For detailed instructions on using the file share please review the manual:
https://moftp.mo.gov/doc/en/MOVEitDMZManual.pdf

Help:

Contact he.research@dhe.mo.gov for assistance with the SRM or FTP. DO NOT e-mail webreplyMOSIS@dese.mo.gov



https://moftp.mo.gov/doc/en/MOVEitDMZManual.pdf
mailto:he.research@dhe.mo.gov
mailto:webreplyMOSIS@dese.mo.gov
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