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RITS Batch Pipeline Training

The goal of this training is to help local education agencies (LEASs)
obtain SASIDS more efficiently and accurately. This training will
include:

» Submitting a RITS Batch File

» Batch Maintenance

> Validation Report

» Editing a Record

» Submitting to RITS Web

» Using the SASID Download Report in RITS




Things to Remember

»You may submit batches any time of year regardless of what the
school year reads

> It can take up to several days at the beginning of the school
year, due to heavy volume, for cases in review to be reviewed.
As such, please submit students to RITS as soon as possible
(ideally you would start in the previous spring and summer).

> In the unusual event that a case(s) is/are still in review 5 days or
more contact the RITS consultant

» Follow protocol on entering student information. For guidance
refer to http://www.cde.state.co.us/datapipeline/ritsguidance
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» Try to avoid submitting duplicate students



RITS Batch Submission

» Your Local Access Manager (L A M ) will be able to give you access to the
Data Pipeline System

» To submit and update records via the RITS web-based system or via Data
Pipeline, you must have “district admin” permissions.

» Log on to the Data Pipeline, the system will display a screen similar to the
one below:
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RITS Batch Submission

Use the file layouts to prepare for file submission. The three acceptable file formats
are:

1) Text

2) CSV-must include a header row with text

3) Excel-mustinclude a header row with text

The naming conventions of the file is determined by the user, with the exception of the
use of spaces in the file name-spaces are not allowed.

Your student information vendor may have already set this up as an automatic
extraction. If your district is not set up for an automated RITS Batch export, you will
need to build the file yourself following the RITS Batch file layout specifications. The file
layouts can be found on this website:

http://www.cde.state.co.us/datapipeline/yr rits
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File Upload

Select the File Upload button on the left side of the screen
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File Upload

Click on Format Checker
This will check the first row of your file for formatting errors

The system is not checking the formatting of the entire file ONLY
the first row.




Format Checker

Select the following:

Dataset-RITS

File Type-RITS Batch

School Year-Current school year
Browse to where you saved your file
Click on Upload

« File Upload

Batch Maintenance

MSreRe  £ormat Checker

Oata File Upload

Validation Report
« Student Profile Dataset * Is'.d j'
« EDIS File Type
+ RITS

+ Dataset Administration
+ Cognos Report




Format Checker

The screen will display formatting errors in the first row of the file, which are
highlighted in red. If this is the case, go back to the file and correct any formatting

errors. If there are no errors in the file then the screen will show pass in green.
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Data File Upload

Select the following:
Dataset-RITS

File Type-Batch

School Year-Current School Year
Organization-Your district

Browse for your saved file and then click submit.
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Data File Upload

Larger file uploads could take 15-30 minutes to process. This pop up will be
displayed on the screen:

“the file has been successfully uploaded and the batch (your batch number) is
processing....”

When a file is uploaded the district is notified via e-mail. If you don’t receive
the e-mail, check your junk e-mail. The e-mail contains records submitted and
error count.
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Batch Maintenance

Batch Maintenance can delete and download batches. If there are numerous errors, you can delete
the entire batch and start over. Select the following:

Dataset-RITS

File Type-Batch

School Year-Choose current school year
Organization-Your district

Finally, select submit.

 oou Upinad ==
ﬁ.'h h Maintenance
Faromgt e e
Date Fie Untead

Y oiutat an Aopert
Organiaatent A * [#996 COLORADO DEFARTMENT OF EDUCATION ] Sobwitted Oy Me |

.
* Student Prafie

* SaN Pralis

. wrow

Outaset * [WiT3 ~) e Type © (W13 Banen ~] Sohoot Year * [J01a 13 V]

12




Batch Maintenance

» After the submit button is pressed, the result will allow the user to choose the batch
with the check box to the left. The user can delete or download the checked batch.

» If the download button is chosen, the batch will open in the same format of the
submitted file. A prompt will appear to open, save or cancel. Once the file is opened
or saved, the data can be manipulated.

» If there were errors in the batch, the error count would represent the number of
errors in the entire batch.

» This screen does not specify which records had the errors.

(e Upeaa m

Poremet Chaeber

S e Detases = [IiTa e | roe Type = [Hi15 Rawn = | Saheot Yesr = [Fora o)

Ovpanisntnnt LA *  [$996. COLORADO DEPARTMENT OF EDUCATION +] Sarbnmie s By M

134800 T LY syl s arligee adabmet sae

13




Validation Report

The Validation Report gives a summary of errors and how many warnings there are in
the file. It displays the error code as E=errors, W=warnings.

Select the following:

Dataset-RITS

File Type-Batch

School Year-Choose current school year
Organization-Your district

Batch ID-Enter batch ID. The newest batch submission will be the first on the list.

Click View Report
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Validation Report

If your file had no errors, then the Validation Report would show
no errors (see below). *Please note that the Validation Report is
not the place to fix the errors.
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Validation Report

Below is an example of when there are errors.

ErrorCode  Error Type Error Message Count
RT040 3 The code entered is not a valid grade :
RT033 W Warning: The reported age for the grade level is outside of expected tolerances. 12
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Edit Record

Fixing Errors in your File

Click on the RITS Button on the left

= Fila Upload

Batch Maintenance

Format Checker Validation Report
Data File Upload
“Validaton Repert Dataset -

+ Student Profile

+ Dataset Administration

+ Cognos Report

Error Code Error Type
RT040 E
RT033 w
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Error Message
The code entered is not a vaiid grade

Warning: The reporied age for the grade level 8 cutside of expected tolerances.
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Edit Record

Click on the Edit Record button on the left
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+ Student Profile

I Validation Report

Dataset IFUTS 'l File Type * |RITSBowh 'l

i School Year* [2012-13 ¥] Organization/LEA * [0180-ADAUS-ARAPAHOE 26) ~]
File Extract Download

Batchid* |12812- 042420130104 PN ¥
+ Dataset Administration

o e

Error Code Error Type Error Message Count
RT040 3 The code entered & not 8 vald grade 4

RTO33 w Warning: The reported age for the grade level is outsise of expecied tolerances 12
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Edit Record

To continue to fix the errors select the following:

File Type-RITS Batch

School Year-Current school year

Organization-Your district

Batch-The batch number with the errors needing to be fixed

*Please note that the most current batch will be the first listed in
the drop-down menu.
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Edit Record

Error Records:

Select your Error Record criteria and click search.
» All-selecting all will yield all of your file

» Yes-selecting yes will yield only your errors

» No-selecting no will yield records with no errors

EDIS

Edit Record
RITS
L
School
. -1
T File Type' [RTS Batcn v Year 12012132
file Bxtract Dosnload Organization/LEA * | 0180-ADAMS-ARAPAHOE 28) |  BatchiD* [12812- 04242013 01.0¢ P w|
Dataset Administration Fields marked with * are mandatory
Cognos Report
Student's
state 1D | ] m |
(SASID)
Local ID [ I Student's I ]
(LASID) Last Name
Student's [ ] Student's [ ]
First Nlame Date of Birth

e
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Edit Record

In this example “yes” was selected from the Edit Record screen in
order to see all the errors. Errors are in red and warnings are in
yvellow. To more move forward all errors in red must be addressed
however, warnings in yellow do not need to be addressed before
moving forward unless you so choose.

_— Edit Record
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« Cognos Report
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Edit Record

The errors that need to be corrected in this file are records 1-4.
To correct the error you must do the following:

» Check the box by the number of the record with the error

» Fix the error and then press save at the bottom

it Edit Record
. RITS
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s — | Stugents Last Name ]  |Stugents State © (5450) w|  [Stucents First Name -] m
File Extract Download
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Dataset Administration
Total # of Records : 16 | Go to)
. Cognos Report
# Student's State ID (SASID) School Code Local IL
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Edit Record

The Save button must be clicked after corrections have been made on each page. The
number of records viewed per page (up to 100) can be changed at the bottom of the
page (see red arrow). Records may also be deleted from this page as well. To delete,
check the record that is to be deleted, then click delete, then click the Save button.
REMEMBER to update your student information system when correcting errors in
Pipeline.

+ Edit Record
- RITS

RITS Match Tool

Fils Extract Download
« Oataset Administration

Sort Order #1 Sort Order #2 Sort Order #3

| Stesenrs Last tame *]  |Stcenrs Stese © (S4S0) ¥| | Stusenrs Frst Name - m

Flelds shown In RED have an error

Total # of Records : 16
e Cognos Report

# Student’s State 1D (SASID) School Code
1 | | 1453-AURORA CENTRAL HIGH SCHOOL
[ ] | 1452-AURORA CENTRAL HIOK SCHOOL
[ | | 1452-AURORA CENTRAL HIGH SCHOOL
[ ] [1452-AURORA CENTRAL HIGH SCHOOL
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Edit Record

Once you have corrected your errors and have clicked the Save
button, this message will appear:

+ EDIS

Edit Record
- mITS
IR — 4 record(s) updated successfully. Reminder: Please update these changes in your source mlm
—
RITS Match Yool Sort Order #1 T Sort Ovder W2 Sort Order #3
S e [Sousents Last Name ¥]  [Swoents state © (5a50) ¥|  [Students Frat Name ~ m
+ Dataset Administration

L Fiolds shown in RED have an error

Total # of Records : 16

# Student's State 1D (SASID) School Code Local
1 [ ] [ 1458 AunrcaA CENTRAL MGH SCHOOL

| 1458 AURORA CENTRAL MIGH SCHOOL

| 1455-AURORA CENTRAL HIGH SCHOOL

I | 1458 4UR0DRA CENTRAL MIGH SCHOOL
s [ 0 [eceenon-Anensng
- | 0cee-Non-Attenaing
7 [oeee-nen-anensng

w1 1 1 1 10 0
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Edit Record-Submitting to RITS

Click on Submit to RITS (see circle in red below)

By clicking this button the file is being sent to the SASID Download
Report in the RITS Web System (Data Pipeline feeds into the RITS
Web System).

The message will ask if you are sure your want to submit. Click Ok
or cancel.

_ 4 record(s) updeted succmadully. Hemmnder: Plaase updats these changes in your sourcs syslem as well
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SASID Download Report in RITS

Web

An e-mail stating the matching engine has completed the process will be generated if a
SASID Download report is requested in RITS Web.

The Data Pipeline portion of the RITS Batch submission is now down.
Go to the RITS Web system and under Reports, click on the SASID Download Report.

RITS Home

The purpose of the Recsed Integration Tracking System (RITS) is to be able to assign each student in the state of Colorado a unique student 1D that will stay w
student until they are 21 vears of age
There are three ways o obtain 2 State Assigned Student 1D (SASID):

1. Add Single Student

This method allows the institution to submit 3 single student’s information and to obtain an unigue 1D for the submitted student. This function i not avallable b
with “Read-Only” access to RITS.

2 Add Multiple Students

This method allows the institution to submit 3 st of students via an on-line form in crder 10 assign sach student 2 unique identifier. A list of 10s will be supples
the institution through a listing on the web site.

3. Data Pipeline File Upioad

This method allows the sending instRution the option of sending a large batch of studest information in order 1o assign sach student 3 unigue 10, The sending |
5 able t0 receive the identifiers back via a similar Data Pipeline file,

v —
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-m?
FORM # OMC- !
EDAC APPROVED
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SASID Download Report in RITS

Web

Your batch will appear in the Batch ID and Date Box. The case type will show Review,

Update or Add (explanations on following slide). For any sort criteria changes click
refresh report.

1TACKIngG
System (RITS)

Tt Malshenmmos SASID Download Report for Select district(s)
atact Sa0rch | Undate

4 Sngle Staders The State Assigned Student 1D (SASID) Download Report provides a list of all student submissions for a District.
dMdtaie Suderts
23 Posine Fre Ugicad * DOWNLOAD THIS REPORT - Select & Data Pipeline Batch 1D & Date. chocse the File Format you would like the regort i and gress the Dowmload button, ( If you have Internet
Caglorer 5.5 or pider verson, when (he frst pop wD Ga'eg Dos Comes ud yOou have to select “Open tha Rle from A3 curvert location” and when second Saicgue Do DODS WP YOu Can ether
open & of save 2 to your ‘ocsl machine)
o CHANGE or SORT THE REPORT DATA - Select the and Data Pipeline Batch 10 & Date (1 spplcable), select the desced data i the Sort Onder drop-down boses below, then
press the Refrosh Regort button
ITS User Guide o DOWNLOAD NOTICE: - If your PC & behund 2 server or ol that restricts downicads your System Admunsirator may need to configure such systems to allow flt functonaiity of ths ste.
IS A0 ndmie Queds
r + SASID SEPOST DOWNLOAD SPECIFICATION
IS Vew User Guede
District Pipeline Batch 10 & Date Approx. Download Time Approx. Hile Sue: .0 K8
Seect Dt} ./ o File Format
:Z‘l-nm 1 28300 bys ©2.0100.0100.9 Fxad Length v
N Y 3
MY 2 v J
ADAMS 17 FIVE STAR SCHOC | A Sveaaens { 2
. So— 31K ©0.0/00.0100.0 Download
Sort Ovder #1 Sort Ovder #2 Sort Order 23 Sort Order :
District L Sebmitted Order VvV LASED v [Last Kame v Refresh Report |

% of assigned SASIDs s not available lor the "All’ solection Total sumber of records: O

SASID  Last Name First Name Middie Name  DOB  Gender Last District to Update LASID  CoseTypm  Case 1D Status

There are no records availahle for thes report.
Please select & District or Subrssion 1D & Date (i apphcable), then press the “Refresh Report” button.
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SASID Download Report in RITS

Web

Case Type:

Review-There are other students in RITS with some common data elements who may be
a possible match to your student. The CDE consultant will need to review the record.
You may or may not be contacted by the RITS Consultant. If a record is still in review
after a few days contact CDE.

Update-The system recognized an existing SASID that had the same student
demographics as your submitted student so the existing record in the system was
updated with your record.

Add-There were no possible matches in RITS so a new SASID was issued for the
submitted student record.
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Contact Information

Should you have further questions, please contact:

Debbie Puccetti
RITS Consultant
puccetti_d@cde.state.co.us
303-866-6612

This training as well as other information can be found at the following website:

http://www.cde.state.co.us/datapipeline/yr rits
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