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Key Terms and Definitions

What is the College Bound Secure Portal?

* A specially-designed web page which displays College Bound
application information in a user-friendly manner.

How can | access the Portal?

* Email your name, title, phone number, and the schools you serve
to ChristinaR@wsac.wa.gov.

* Instructions to activate your account will be sent to you.
You must activate your account within 48 hours!

* Bookmark https://fortress.wa.gov/wsac/portal
for future access to your students’ names.



mailto:ChristinaR@wsac.wa.gov
https://fortress.wa.gov/wsac/portal

Key Terms and Definitions

Application
* Online (English and Spanish)
* Paper — downloadable in 11 languages
* Applied vs. Complete
* What makes a “complete application?”
* The Big 3: 2 signatures and an Income Requirement M

Sign-up and Deadline
» Students may sign up in 7t or 8t grade.
* Must by June 30 at the end of the student’s 8t" grade year.
» Students only need to apply once.

Follow-up Process
* Missing information pages
e Batching
* Letters home




Key Terms and Definitions
MS Toolbox

* Resource created by WSAC for middle school staff to monitor
their sign-up efforts and track the students’ application status.

* Must have portal access to use
* Must agree not to share information
* Highlights include:
* Progress Bars
Ability to print Missing Information Letters

Edit student information

Track events
Ability to upload list of eligible students




Portal Login Screen

:\0:.'/, WASHINGTON STUDENT christinar@wsac.wa.gov | |sseseees | [Login]
'7*{ ACHIEVEMENT COUNCIL email address password (forgot it?)
EDUCATION * OPPORTUNITY + RESULTS

Middle/High School Staff Financial Aid Administrators Students/Parents/Other
To nominate students for the Washington CSAW Reaqister for a username and password
Scholars Award, activate your account

Unit Record Apply for the College Bound Scholarship
Enter College Bound applications for
students Reaqgister as a Health Professional

Request a GEAR UP account

, 6
m K’ GET mm %lege i WAsgﬁ\}}TON ( J

G RA D thewaShBOal‘dag Guaranteed Education Tuition- WASHINGTON STATE m@ﬁb‘p ~OPPORTUNITY PATHW/AYS



https://fortress.wa.gov/wsac/portal/default.aspx

Confidentiality Notice

Confidentiality Notice

This site contains confidential student information on College Bound
I Scholarship applicants provided by Washington Student Achievement I
Council and the Office of Superintendent of Public Instruction.

By logging in to this tool, | acknowledge that:

» | have access to this information solely for informing sign-up
efforts and providing academic guidance and support only for
students enrolled at my school. —

+ | understand this information is confidential and that [ am
responsible for maintaining this confidentiality. .

I » | agree not to divulge, transfer, sell, or otherwise make known to

unautharized persons any information contained in this system —
without written permission from the Washington Student

Achievement Council.

| Agree to the Terms




MS Toolbox Home Screen

Programs ¥ | College Bound v MsToolbox

Choose & menu item Q

@ By using this site you agree to our terms of use

MI dd IE‘ SC h DOI TOD Ibﬂx leave feedback my student list student lookup import students
A4 application(s) still need parent/student signatures. Print Missing 0 3 application(s) are missing vital information such as S5ID, grad year,
Information Letters here or address. View them here
Musical School District -

Showing combined totals for all students graduating in 2019 or 2020

Brass MS - 0% compleie, 0% ineligible, 100% incomplete see breakdown by vear 1 applied
1 incomplete
Woodwind MS - 25% complete, 25% ineligible, 50% incomplete see breakdown by vear 4 applied

1 completed 1 ineligible 2 incomplete




Data by School

Programs ¥ | College Bound ¥ MsToolbox

Choose & menu item Q

@ By using this site you agree to our terms of use

Mlddle SChDOI Tﬂﬂlbﬂx leave feedback my student list student lookup import students
A4 application(s) still need parent/student signatures. Print Missing 0 3 application(s) are missing vital information such as SSID, grad year,
Information Letters here or address. View them here

Woodwind MS (Musical School Distric -

Class of 2020 - No Applications

Class of 2019 - 25% complete, 25% ineligible, 50% incomplete 4 applied

° )

Class of 2018 - 67% complete, 0% ineligible, 33% incomplete 3 applied




Students by Category

Programs ¥ | College Bound ¥ MsToolbox

Choose a menu item Q

@ By using this site you agree fo our terms of use

Midd Ie Sc h OOI Toolbox leave feedback my student list student lookup import students
A4 application(s) still need parent/student signatures. Print Missing 0 3 application(s) are missing vital information such as SSID, grad year,
Information Letters here or address. View them here

Show me all of my students at| Woodwind IMS v | graduating in | 2019 v | with application status

@ You can find any student in the system by SSID or name here

Show results per page

Showing results 1 -4 of 4

B Download entire list to CSV

Name (last, first) SSID School Grad Year Status
Coltrane, John 1203456789 Woodwind MS 2019 Incomplete view
Galway, James Woodwind MS 2019 Complete view
MNet, Claire 1023456759 Woodwind MS 2019 Ineligible view
Shaw, Artie 1234506789 Woodwind MS 2019 Incomplete view




CSV Download

Formulas Data Review View Developer Add-Ins Laserfiche MAcrobat

1 School  GradYear Status
John Coltr  1.2E+05 Woodwin 2019 Incomplete
James Galway Woodwin 2019 Complete
Claire Net 1.02E+05 Woodwin 2019 Ineligible
Artie Sha' 1.23E+09 Woodwin 2019 Incomplete

B

=] @ A

W]

M 4 F M
Ready i 100%




Students by Category

Programs ¥ | College Bound ¥ | MsToolbox

Choose a menu item Q

@ By using this site you agree to our ferms of use

Mldd Ie Sc h OOI TOOIbox leave feedback my student list student lookup import students
A4 application(s) still need parent/student signatures. Print Missing 23 application[s) are missing vital information such as SSID, arad year,
Information Letters here or address. View them here

Show me all of my students at| Woodwind S v | graduating in | 2019 ¥ | with application status

@ You can find any student in the system by SSID or name here

Show results per page

Showing results 1 -4 of 4

@ Download entire list to C5V

Name (last, first) SsID School Grad Year Status
Coltrane, John 1203456789 Woodwind MS 2019 Incomplete view
Galway, James Woodwind MS 2019 Complete view
Net, Claire 1023456789 Woodwind MS 2019 Ineligible view
Shaw, Artie 1234506789 Woodwind MS 2019 Incomplete view




Student File

Home ~ Programs ¥ | College Bound ¥ MsToolbox

@By using this site you agree to our terms of use

Middle School Toolbox

leave feedhack my student list student lookup import students

A 4 application(s) still need parentistudent signatures. Print Missing 0 3 application(s) are missing vital information such as SSID, grad year, or address.
Information Letters here Wiew them here

John Caoltrane (1203456789)  print missing information letter

11f Missing Income Verification, Guardian Signature, Student Signature !!!

© You may share this student's name with select public and non-profit agencies approved by WSAC.

Student Info Parent Info
Last known school: Woodwind MS Addrass: 41 Meadowood Dr Bow, WA 88232
Year student applied: 2013-2014 Name: Dad Coltrana
Grad Year 2019 Phaone:
Birth date: Email:
Home language: English
Edit
Recent Activity
Student Grad  Birth Parent Parent Parent Updated = Updated
Name =2l School ' year  Date LIRS Name Phone Email S By Date
John Woodwind 41 Meadowood Dr Bow | Dad Missing Greg
Coltrane | 203458789 g 2018 WA 08232 Coltrane Information | Marin | 2202018
. Greg
Missing Info Letter Sent Martin 1122014
_— Greg
Missing Info Letter Sent it 121212013
o Greg
Missing Info Letter Sent et 111212013
Missing Info Letter Sent Greg 101212013

Martin




Student File - Edit Information

Home ¥ Programs ¥ | College Bound v MsToolbox

Choose a menu item Q

@ By using this site you agree fo our terms of use

Midd Ie Sc h DOI T‘DOIb‘Dx leave feedback my student list student lookup import students
A4 application(s) still need parent/student signatures. Print © 3 application(s) are missing vital information such as SSID, grad year,
Missing Information Lefters here or address. View them here
Student Info
Name |John | [Coltrane
first last

SSID 1203456789 |

Birth Date |mm-"dd.-"3-'3-'}-'3-‘ |

Language | English v

Grad Year 2019 O Please contact CBS staff if the grad year is incorrect.

Parent Info
Name |Dad | [Coltrane |
first last
Address |41 Meadowood Dr | | | [Bow (WA v |o8232 ||
street apt # city state zip zipd
Phone | |
Email | |

Save Student Cancel




Student File

Home ~ Programs ¥ | College Bound ¥ MsToolbox

@By using this site you agree to our terms of use

Middle School Toolbox

leave feedhack my student list student lookup import students

A 4 application(s) still need parentistudent signatures. Print Missing 0 3 application(s) are missing vital information such as SSID, grad year, or address.
Information Letters here Wiew them here

John Caoltrane (1203456789)  print missing information letter

11f Missing Income Verification, Guardian Signature, Student Signature !!!

© You may share this student's name with select public and non-profit agencies approved by WSAC.

Student Info Parent Info
Last known school: Woodwind MS Addrass: 41 Meadowood Dr Bow, WA 88232
Year student applied: 2013-2014 Name: Dad Coltrana
Grad Year 2019 Phaone:
Birth date: Email:
Home language: English
Edit
Recent Activity
Student Grad  Birth Parent Parent Parent Updated = Updated
Name =2l School ' year  Date LIRS Name Phone Email S By Date
John Woodwind 41 Meadowood Dr Bow | Dad Missing Greg
Coltrane | 203458789 g 2018 WA 08232 Coltrane Information | Marin | 2202018
. Greg
Missing Info Letter Sent Martin 1122014
_— Greg
Missing Info Letter Sent it 121212013
o Greg
Missing Info Letter Sent et 111212013
Missing Info Letter Sent Greg 101212013

Martin




Student File -
Reprint Missing

College Bound ¥

MsToolbox

Middle School Toolbox

Information

TO000n0 0

002413868

Bound SOLTRANE JoHN
rship DOB:
WASHINGTON AhCrads, &
Home language:

Information Letters here

4 application(s) still need tstudent signatures. Print Missing 3 appli 21 DIEABONOGD DR
applcaton(s) stll need parenvsiudent signatures. Erint MIssin 4
B ¢ ¢ \’Iew v BOW WA 98232

You must complete, sign and return this form to finish your application.

IR
000241388 "

COLTRANE, JOHN

Council (the Council) to receive and
with educational entities unhvhl the
‘academic support services, and determining

John Caoltrane (1203456789)  print missing information letter

1If Missing Income Verification, Guardian

Signature, Student Signature !!!

STUDENT INFORMATION

Office of Superintendent of Public.
and universities that participate in

@ You may share this student's name with select public and non-profit agencies approved by \I

Student Info

Last known school: Woodwind MS
Year student applied: 2013-2014
Grad Year: 2019

Birth data:

Home language: English

Edit
Recent Activity

Student

e §SID

School

John

Woodwind
Coltrane 1203456789 MS

Parent Info

Address: 41 Meadowood Dr Bow, WA 958232
MName: Dad Coltrana

Phaone:
Email
Grad  Birth
Year  Date LIRS
2019 41 Meadowood Dr Bow

WA 958232

Missing Info Letter Sent

Missing Info Letter Sent

Missing Info Letter Sent

Missing Info Letter Sent

Social Security Number -
o CIwil provide SSN later. birhdats, school and ID sumbers. The
school graduation date. | u my
T e e et mlaratin, i ding Lo il =iy the process later. important information
Email:
ba shared with select public and non-profit
Py the pmdmimx'simm,
N mlagabwnd I and
wagov may
Phana Number: “_ box below.
Email:
e a0 s S U 0 Do oo R LR,
BES na S L &l
oc degr s degree ClMaster's/doctorate E
INCOME REQUIREMENTS
You must meet one of these requirements. fsteony.
Check Iheq)pmprhm hm: 1 apply for college.
Household 2013 Income | Monthly = Weekly
a mnmua}mslassmmeroqmi nlhgamwnsh ize Guidelines* | Income | Income
[u] mmismnwhmmoraumemd ubmitting to the Council.
O Students family recaives ITANF benefis @ income standards.
O None of the above apply udent fulfills the requirements, the
35,855 e student is a U'S. or eligible’
NOTE: Income eligibility 1o recaive th will 574,167 36,181
beverlhdmnnmawdemlilesmFmAppih:nm Each additional and correct 1o the best of our knowledge.
o Feriaral Studaal Ald {FAFSA) bifors sntering household Add§7.511 | Add 5626
college and every year in college. member
“Household income must be kess than or squa in this amount.
Pa . Morson next page
Na Date
Dad Date
Coltrane
College Bound s.:ruasnlp )J \\
PO Bax 43430 O
HINGTON STUDENT
ﬁ?’\ullwwri\TLUU\ui ‘3;3:;53 74 oo 47, ceton 1
0 T Rsoan
wa WASHINGTON
S wwmlq?ﬁnm o OPPORTUNITY PATHWAYS
i i i
Greg
d 11122013
Martin
Gre:
d 10/12/2013

Martin




Printing ALL
Missing Information Letters

Programs ¥ | College Bound v MsToolbox

Choose & menu item Q

@ By using this site you agree to our terms of use

MI dd IE‘ SC h DOI TOD Ibﬂx leave feedback my student list student lookup import students

A4 application(s) still need parent/student signatures. Print Missing 0 3 application(s) are missing vital information such as S5ID, grad year,
Information L etters here or address. View them here
Musical School District -

Showing combined totals for all students graduating in 2019 or 2020

Brass MS - 0% compleie, 0% ineligible, 100% incomplete see breakdown by vear 1 applied
1 incomplete
Woodwind MS - 25% complete, 25% ineligible, 50% incomplete see breakdown by vear 4 applied

1 completed 1 ineligible 2 incomplete




Printing ALL
Missing Information Letters

Programs v | College Bound ¥ MsToolbox

Choose a menu item Q

@ By using this site you agree to our terms of use

Middle School Toolbox

leave feedback my student list student lookup import students

A4 application(s) still need parent/student signatures. Print Missing 0 3 application(s) are missing vital information such as SSID, grad year,
Information Letters here or address. View them here

Generate Missing Information Letters for one or more Schools

Check the box for one or more schools listed below then click the 'Generate Missing Information Letters for selected

schools’ button and Signature Pages will be generated for every student who is missing information at each of those
schools.

[l Brass MS
1 Missing Information Letters

) woodwind MS
3 Missing Information Letters

[} sort by Home Language

Generate Missing Information Letters for selected schools




Printing ALL
Missing Information Letters

Home Programs v College Bound v MsToolbox
- A

colle Bound COI.TRA.NE, JOHN

Scholarship B
WoodmlndMS
Home language:

. DAD COLTRANE
Middle School Toolbox & MEALIIOD DR

You must complete, sign and return this form to finish your application.

STUDENT INFORMATION

‘Social Security Number - - CIWill provide SSN later.
S o e St pg el gt ety e s
A4 application(s) still need parent/student signatures. Print Missing [ ] Emai:
Information Letters here —
Phone Number:
Email:
Highest education level eamed by either parent/legal quardian;
EL&MEMW Enimmmdﬂwmmsn Emmlsge
« We are currently generating your Missing Information Letters P——
s You may leave this page or log out while this process is running oo s e b
income from all sources (taxable Household | 2013 Income | Monthly | Weekly
l:lnonraoaho)ms\ussmmaram.d huamemrsh Size Guidelines*

« When the process is complete your Missing Information Letters will be aval

l:l Mﬂlsmmhmmwaumduum

o snm;ml,-m basic food/TANF benafits.
LI None of the above apply / not ligible

NOTE: Income el |uumhmmmuasmpmu $74,167
16 Focbra Shocent Al FAEGR) bl oo | e
entaring household Add $7.511 | Add 5626 |Add $145
college and every year in college. member
“Hausehoid income must be less than er equal to this smount.
= More on st page

b |

th date, schoal, and 1D numbers. The
ool graduation date. | understand my
ant information.

Is the requirements, the:
isaUs. or eligible

& 16 the best of our knowledge.

Parent/Legal Guardian Signature

Callege Bound Scholarship

WMHINL:TONHUDENT
F\F QUNC]

u AT

WWW.

PO Bax 42430 Olympia, WA 8504-2430
1-888-535-0747, option 1
Fax (360) 704-6218
WSac.wa.

wa.gev
wagov

A

WASHINGTON

OFPORTUNITY PATHWAYS




Printing ALL
Missing Information Letters

Home ¥ Programs ¥ | College Bound ¥ MsToolbox

Choose a menu item Q

@ By using this site you agree to our terms of use
Midd Ie Sc h DOI Tﬂolbﬂx leave feedback my student list student lookup import students

A4 applicationis) still need parent/student signatures. Print Missing 0 3 application(s) are missing vital information such as SSID, grad year,
Information Letters here or address. View them here

Download your most recently generated Missing Information Letters
B Download Now & Generate a new file

File details

Generated on 3/30/2015 8:33:10 AM
3 total students in file
Multiple Schools




MS Toolbox Home Screen

Programs ¥ | College Bound v MsToolbox

Choose & menu item Q

@ By using this site you agree to our terms of use

MI dd IE‘ SC h DOI TOD Ibﬂx leave feedback my student list student lookup import students
A4 application(s) still need parent/student signatures. Print Missing 0 3 application(s) are missing vital information such as S5ID, grad year,
Information Letters here or address. View them here
Musical School District -

Showing combined totals for all students graduating in 2019 or 2020

Brass MS - 0% compleie, 0% ineligible, 100% incomplete see breakdown by vear 1 applied
1 incomplete
Woodwind MS - 25% complete, 25% ineligible, 50% incomplete see breakdown by vear 4 applied

1 completed 1 ineligible 2 incomplete




Student Lookup Tool

Programs v College Bound ¥ MsToolbox

Choose a menu item Q

@ By using this site you agree to our ferms of use

Middle SChDOI TOleO)( leave feedback my student list student lookup import students
A 4 application(s) still need parent/student signatures. Print Missing 0 3 application(s) are missing vital information such as SSID, grad year,
Information Letters here or address. View them here
Find any student in the system by SSID: | view student

Find students by name at | any school in the state v |

| | | | [mmvddiyyyy Search
last first birth date (mm/ddiyyyy)

0 You can view all your students by school, grad year, or application status here

Show results per paged Search Tlp

e Use first few letters of
first and last names.




Student Lookup Tool

Programs ¥ | College Bound v

Choose 8 menu item Q

@ By using this site you agree to our ferms of use

Mlddle SChDOI Tﬂolbox leave feedback my student list student lookup import students
A4 application(s) still need parent/student signatures. Print Missing @ 3 application(s) are missing vital information such as SSID, grad year,
Information Letters here or address. View them here
Find any student in the system by SSID: view student

Find students by name at | any school in the state v |

pic | pet | [mmvdaryyyy || searcn

last first birth date (mmiddfyyyy)

© You can view all your students by school, grad year, or application status here

Show results per paged

Showing results 1 - 1 of 1

B Download entire list to C5V

Name (last, first) SSID School Grad Year Status

Piccolo, Pete Woodwind MS 2018 Incomplete view




Student File — Missing Signatures

College Bound ~ MsToolbox

@By using this site you agree to our terms of use

Middle School Toolbox

leave feedback my student list student lookup import students

A 4 application(s) still need parent’student signatures. Print Missing @ 3 application(s) are missing vital information such as SSID, grad year, or address.
Information Letters here Wiew them here

John Coltrane (1203456789)  print missing information letter

I Missing Income Verification, Guardian Signature, Student Signature 1!

B You may share this student's name with select public and non-profit agencies approved by WSAC.

Student Info Parent Info
Last known school: Woodwind MS Address: 41 Meadowood Dr Bow, WA 98232
Year student applied: 2013-2014 Mame: Dad Coltrane
Grad Year: 20149 Phone:
Birth date: Email:
Home language: English
Edit
Recent Activity
Student Grad Birth Parent Parent Parent Updated
Name ==L s Year Date e Name Phone Email SLIE SlELAT Date
. Christina
Batch Printed at Schoal Richmond 33012015
Jahn Woodwind 41 Meadowood DrBow | Dad Missing !
Coltrane | 1203456789 g — WA 08232 Coltrane Information | C'eg Martin - 3/30/2015

Missing Info Letter Sent Greg Martin 1122014
Missing Info Letter Sent Greg Martin 121272013




Complete Student File

College Bound ¥

BBy using this site you agree to our terms of use

Middle School Toolbox

leave feedback my student list student loockup import students

A 4 application(s) still need parent/student signatures. Print Missing Information B 3 application(s) are missing vital information such as SSID, grad year, or address.
Letters here Wiew them here

James Galway

J Application Complete

B You may share this student's name with select public and non-profit agencies approved by WSAC.

Student Info Parent Info
Last known school: Woodwind MS Address: 38072 S 232nd AFT R445 Bow, WA 98232
Year student applied: 2013-2014 Mame: Pops Galway
Grad Year: 2019 Phone:
Birth date: Email:
Home language: English
Edit
Recent Activity
Student Grad Birth Parent Parent Parent Updated Updated
Name SSID School Year Date Address Name Phone Email Status By Date
James Woodwind 38972 5 232nd AFT R445 Bow Pops Greg
Galway MS L WA 98232 Galway Complele |y gn | 2E020M5
Certificate Sent E151 10102013

IMartin




Ineligible Student

College Bound ¥ MsToolbox

Choose a menu item =]

9By using this site you agree to our terms of use
Mlddle SChODI TOOIbox leave feedback my student list student lookup import students

A 4 application(s) still need parentistudent signatures. Print Missing Information 0 3 application(s) are missing vital information such as SSID, grad year, or address.
Letters here View them here

Claire Net (10234557809)

1! Ineligible - Income 1!

B You may share this student's name with select public and non-profit agencies approved by WSAC.

Student Info Parent Info
Last known school: Woodwind MS Address: 2012 Boxwood Ave Bow, WA 08232
Year student applied: 2013-2014 Mame: Mom Net
Grad Year: 2019 Phone:
Birth date: 12/1/2000 Email:
Home language: English
Edit

Recent Activity

Student Grad Birth Parent Parent Parent Updated Updated

Name $5ID School Year Date Address Name Phone Email By Date

: Woodwind 2012 Boxwood Ave Bow Ineligible - ®reg
Claire Net 1023456789 S 2019 12M1/2000 WA 05237 Mom Net o iartin 313002015

Greg
— DNQ Letter Sent Magn | 1011202013




Import Students

Home * Programs ¥ | College Bound ¥ MsToolbox

BBy using this site you agree to our terms of use

Middle School Toolbox

leave feedback my student list student lockup impaort students

A 4 application(s) still need parent/student signatures. Print Missing Information B 3 application(s) are missing vital information such as SSID, grad year, or address.

Letters here Wiew them here
Import Students Previous Imports
Upload a CSV file with CBS application information for your students. [Filter by name... D search

Check out the instructions to learn about the file format and download the template here.

Mo applications have been imported.
No file selected. .. = browse

Upload




Import Students Instructions

Home Programs College Bound MsTool box

Middle School Toolbox

@By using this site you agree to our terms of use

leave teadback my etudant llat atudent lookup Impeort atudanta

B4 application(s) still need parent/student signatures. Print Signature Pages here

0 3 application(s) are missing vital information such as SSI0, grad year, or address. View them here

Middle School Toolbox C SV Import Instructions

First off, you need to know what a C5V file is. This wikipedia page describes it well http:en. wikipedis.org/wiki'Comma-separated walues. One thing we reguire with this S5V file is that the first row in

the file contains the column headers rather than actual values.

If you are creating your C5V file in & spreadsheet program such as Excel, you can sawve it to a TS5V file by:

= File » Save As
= Setthe "Save as type” field to: 5V (Comma delimted) (*.csv)
= (Click the Sawve button

B0 Seve As ]

s,
L J*| 8 » Computer » Local Disk (C) » Users » bryanb » Deskiop » CBS - -F?“ Search CBS B2
=

Organize = Mew folder = (7]

= MName : Date moedified Type Size

7l Libraries
B Docurments M iterns match yaur search.
J" Music




Import Students Instructions

Column Name Required Format
OSPIBuildingCode Yes *Number used on state test reporting
StudentSSID Yes *StudentSSID must be exactly 10 digits
StudentFirstName Yes *Must be less than 50 characters long
StudentMiddlelnitial No *Must be less than 1 characters long
StudentLastName Yes *Must be less than 75 characters long
StudentGrade Yes *Must be between 7 and 8

*Multiple formats accepted: yyyy-MM-dd,

StudentBirthDate Yes MM/ddlyyyy, MM.dd.yyyy, MM-dd-yyyy

ParentFirstName Yes *Must be less than 50 characters long




Import Students

Home * Programs ¥ | College Bound ¥ MsToolbox

BBy using this site you agree to our terms of use

Middle School Toolbox

leave feedback my student list student lockup impaort students

A 4 application(s) still need parent/student signatures. Print Missing Information B 3 application(s) are missing vital information such as SSID, grad year, or address.

Letters here Wiew them here
Import Students Previous Imports
Upload a CSV file with CBS application information for your students. [Filter by name... D search

Check out the instructions to learn about the file format and download the template here.

Mo applications have been imported.
No file selected. .. = browse

Upload




Import Students File Template

5).csv - Microsoft Exce

Formulas Data leview View Developer Add-Ins Laserfiche Acrobat

General

OSPIBuildingCode StudentSSID StudentFirstName StudentMiddlelnitial StudentLastMame StudentGrade StudentBirthDate ParentFirst

L fd e

[ I

~ O

[Ns]




Import Students

Home * Programs ¥ | College Bound ¥ MsToolbox

BBy using this site you agree to our terms of use

Middle School Toolbox

leave feedback my student list student lockup impaort students

A 4 application(s) still need parent/student signatures. Print Missing Information B 3 application(s) are missing vital information such as SSID, grad year, or address.

Letters here Wiew them here
Import Students Previous Imports
Upload a CSV file with CBS application information for your students. [Filter by name... D search

Check out the instructions to learn about the file format and download the template here.

Mo applications have been imported.
No file selected. .. = browse

Upload




Choose File to Upload

Home * Programs * College Bound ¥ MsToolbox

@By using this site you agree to our terms of use

Middle School Toolbox

leave feedback my student list student lookup import students

A 4 application(s) still need parent’student signatures. Print Missing Information B 3 applicationis) are missing vital information such as S3I0, arad year, or address.

Letters here View them here
Import Students Previous Imports
Upload a C3Y file with CBS application information for your students. [Filter by name... D search

Check aut the instructions to learn about the file format and download the template here.

— Mo applications have been imported.
& MySchoolUpload.csv # change

Upload




Error Messages

Home * Programs ¥ | College Bound ¥ MsToolbox

BBy using this site you agree to our terms of use

Middle School Toolbox

leave feedback my student list student lockup impaort students

A 4 application(s) still need parent/student signatures. Print Missing Information B 3 application(s) are missing vital information such as SSID, grad year, or address.

Letters here Wiew them here
Import Students Previous Imports
Upload a CSV file with CBS application information for your students. [Filter by name... D search

Check out the instructions to learn about the file format and download the template here.

Mo applications have been imported.

No file selected. .. = browse
Upload
Row Errors
Error Rows

StudeniGrade is required 2




Fixing Errors

S 1

4 A B C | D E ——
~ |O5PIBuildingCode OSPIBuildingMame StudentSSID  StudentFirstM StudentMidd StudentLagfl StudentGrade \tudentBirth Parent
2 9643 Brass M5 5087654321 Wynton L. Marsalis 12/2001 Mama
3 9548 Brass MS 9807654321 Miles R Davis 1/4/2002 Mothe
4 9648 Brass MS Arturo Sandoval 8 Father
B
=

-




Choose File to Upload

Home * Programs * College Bound ¥ MsToolbox

@By using this site you agree to our terms of use

Middle School Toolbox

leave feedback my student list student lookup import students

A 4 application(s) still need parent’student signatures. Print Missing Information B 3 applicationis) are missing vital information such as S3I0, arad year, or address.

Letters here View them here
Import Students Previous Imports
Upload a C3Y file with CBS application information for your students. [Filter by name... D search

Check aut the instructions to learn about the file format and download the template here.

— Mo applications have been imported.
& MySchoolUpload.csv # change

Upload




File Upload Success

Home * Programs ¥ | College Bound * MzToolbox

@By using this site you agree to gur terms of use

Middle School Toolbox

leave feedback my student list student lookup import students

A 6 application(s) still need parent/student signatures. Print Missing Information 1 3 application(s) are missing vital information such as SS10, grad year, or address.
Letters here View them here

Success!

There were no errors in your file and all the students have successfully been entered into the system.

MNew applications entered 0
Existing applications updated 2

Existing applications that were skipped because no data was changed |0

Print Missing Information Letters Back to Dashboard Import Details




File Upload Reminders

* Column headers must match template
* No spaces in column header names

* Must include all columns, even if you’ve not included any
information

* Do not include periods in middle initials




College Bound Reminders

Deadline

¢ June 30 of 8t grade year.

Why names not on list?
* Use the Student Lookup button in the MS Toolbox.

Data Matches

* OSPI - Occurs four times per year for new College Bound
students. Weekly updates for previously matched students.

* DSHS — Occurs twice per year.




Need Assistance?

Christina Richmond

ChristinaR@wsac.wa.gov
360.753.7785



mailto:ChristinaR@wsac.wa.gov?subject=MS Toolbox

