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10. File Download Request
The File Download Request screen will allow you to request a file containing students that the WSLS show in your school during a certain time period. The primary purpose of this screen is to allow you to request a file based on the student’s Assignment Date to load the WSNs of students that receive a WSN through the Match Review process for File Upload & Mass Entry and Individual assignment (including requesting a WSN and confirmation of an exit request). This is a very important step in the WSN assignment process. You must use this functionality to load the WSNs to your Student Information System or wherever you store your student data.
You may also request files containing student information that you may also perform a comparison with your Student Information System. The function of the WSLS only includes creation of these files. How you use the data on these files is for you or your Student Information System vendor to determine. Large districts may benefit from requesting files and comparing the WSLS data to their Student Information System, whereas small districts may use the information to populate their current student roster.     
What do you need to do?
Note: If you are already at the File Download Request screen skip section 10.1 Access File Download Request. You will not need to perform section 10.5 Exit Screen or Change Role Selection until you are ready to leave this screen or exit the system. 
· Request a file from the WSLS. Perform sections:

· 10.1 Access File Download Request; 
· 10.2 Request a File; and 
· 10.4 Exit Screen or Change Role Selection. 
· Get information about the requested file, how to use it, etc. See section:

· 10.3 Information about the File You Requested.
	
	10.1 Access File Download Request

	
	Note: User access to this screen is based on the role assignment of the user.

	
	10.1.1 To Access the File Download Request Screen:

	Access File Download Request
	1. Click on (Select) File Download Request on the main menu.
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	View File Download Request screen
	2. Allow User access to the File Download Request screen.
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	10.2 Request a File 

	
	10.2.1 To Enter Selection Criteria:

	Enter Selection Criteria

	Note: Click on (Select) [image: image3.png]Jcear



to remove data you have entered or selected on the page.

1. District - defaulted to your district and cannot be changed on this screen.
2. School - defaulted if you have access to only one school in the selected district. If you have access to multiple schools in the selected district, click on the dropdown arrow and select a school or the All Schools option. 
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3. Select Student File Type –

· Enrolled – select if you want all students enrolled during the ‘Date Range’ (Start Date through End Date) or on the ‘Date of Inquiry’ (Start Date only). Depending on the date(s) you specify, this file may include students that are no longer attending your school.
· Assignment Date – select if you want students that became assigned to your school within the ‘Date Range’ (Start Date through End Date) or on the ‘Date of Inquiry’ (Start Date only). Depending on the date(s) you specify, this file may include students that are no longer attending your school. 
· Enrollment Date – select if you want students that have an enrollment date during the ‘Date Range’ (Start Date through End Date) or on the ‘Date of Inquiry’ (Start Date only). Depending on the date(s) you specify, this file may include students that are no longer be attending your school.
· Exit Date – select if you want students that exited your school during the ‘Date Range’ (Start Date through End Date) or on the ‘Date of Inquiry’ (Start Date only). This will only include students that have exited your school.
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4. Enter Date Range or Date of Inquiry – you must enter a valid Start Date and End Date for Date Range or a valid Start Date only for Date of Inquiry.

· Valid dates consist of:

· Must be a valid month, day, and year;

· Must be entered in the MM DD YYYY format; and

· End Date must be blank or equal to or after Start Date for a valid date range.
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	Request File

	5. Click on (Select) [image: image7.png]sumrT



 to request the file.
Note: If your criteria returned less than 10,000 student records, you will be shown the name of the file that is being created.
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Note: If your criteria returned more than 10,000 student records, you will be shown the filename(s) of the file(s) that will be generated during over night batch process.
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6. In order to retrieve the file(s) created, return to the main menu and select the Results – File Upload/Download & Mass Entry screen and download the file(s).  If your file(s) are set to be generated during overnight batch, you will need to wait until the following day to perform this step.


	
	10.3 Information about the File You Requested

	
	10.3.1 The File You Requested:

	
	The name of the file will tell you the district, school, date file was created, student file type selected, sequence number, and the format of the file. The file name format is: 
Example:     S_2793_0000_08252004_ENR_00001.XML

Name:
<SendTag>_<DistrictCode>_<SchoolCode>_<MMDDYYYY>_<Type>_<SeqNumber>.format


Size: 
     <1>
           <4>                     <4>     
 <8>               <3>
         <5>
           <3>



1. SendTag – is always S.

2. DistrictCode – is your selected district.

3. SchoolCode – is your selected school or 0000, which indicates All Schools.
4. MMDDYYYY – is the date the file was created.

5. Type – is the type of student file you have selected. The types include:

a. ENR – if you selected Enrolled.

b. ADT – if you selected Assignment Date.

c. EDT – if you selected Enrollment Date.

d. XDT – if you selected Exit Date.  

6. SeqNumber – is a unique identifier for files generated online.  Defaults to 00001, and increments sequentially for overnight batch generated file(s).  

7. Format – is CSV or XML. The file will be created in a CSV or XML format based on the Submit Method that has been selected for your school on the District/School WSLS Preferences screen.


	
	10.3.2 When To Request a File:

	
	1. You must request a file to get the WSNs of any students you requested a WSN or an exit (after exit confirmation by previous school) for on the following screens:

· Match Review – File Upload  & Mass Entry screen

· Individual Student Search/Match Review 

2. It is recommended that you request an assignment date (ADT) file when you assign new WSNs on the Match Review – File Upload & Mass Entry or receive confirmations of exit requests in order to keep your student information current. 

3. You may request a file anytime you want to compare the students in the WSLS to students in your SIS.


	
	10.3.3 How To Use the File You Requested: 

	
	1. If you have a Student Information System (SIS) - Your SIS should have the functionality to use the data on the file to match to students in your SIS and load the WSNs. Additional functionality by your SIS to process the files you request is not required in order to use the WSLS.

2. If you do not have a SIS – You must have a way to match students on the file to the student records that you have and store the WSNs.   

3. State Student Collection Dates - You may request any of the students file types and use the data to compare to your students for reconciliation purposes before any of the required state student collection dates.


	
	10.4 Exit Screen or Change Role Selection

	
	10.4.1 To Return to the Main Menu:
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	1. Click on (Select) [image: image11.png]MAIN
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on the navigation bar at the top of the page.
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2. User is returned to the WSLS Main Menu.
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	10.4.2 To Select a Different Role:

	Change Role
	If you are assigned to more than one Role and/or District and/or School you may change your selection by performing the following steps.

1. Click on (Select) [image: image14.png]MAIN
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on the navigation bar at the top of the page.
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2. If you have the Select Role icon[image: image16.png]ﬁsﬁ(cr
ROLE



 shown on the Main Menu screen then you are assigned to more than one Role and/or District and/or School. 
[image: image17.png]Wisconsin Student Number Locator System (School Year:
Adams-Friendship Area - Coleman, Renee

1 2003-2004)

WSLS Main Menu

sevect %
| fgfezeer | o | T

Main Menu:

Data Submission

File Upload

Mass Student Entry

Individual Student Searchiatch Review
Individual Student Update

Mass Student Transfer Request

Mass Student Transfer Confirmation

Status & Results

Submission Status - File Upload & Mass Entry
Results - File Upload/ Download & Mass Entry
File Download Request

Match Review

Match Review - File Upload & Mass Entry
Exit Confirmation

Administration

District/ School WSLS Preferences





3. Click on (Select) [image: image18.png]ﬁsﬁ(cr
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on the navigation bar at the top of the page.
4. You are returned to the Role Selection screen.
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5. You may select another Role.

	
	10.4.3 To Exit WSLS:
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	1. Click on (Select) [image: image21.png]Pexr



 on the navigation bar at the top of the page.

[image: image22.png]File Download Request (* required field) | Dsvemarr | M | Rexrr | Thee




2. You will exit the WSLS and be transferred to the Logoff screen.
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3. To close your browser click on the X ([image: image24.png]


) in the upper right corner of the page.
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