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Wisconsin Student Locator System 

User/Training Manual

5. Submission Status – File Upload & Mass Entry  
The Submission Status – File Upload and Mass Entry screen will allow Districts and Schools to view the status of files that have been uploaded or submitted for processing in the WSLS. A file will have one of three statuses – Received, Processing, or Completed. 

What do you need to do?
Note: If you are already on the Submission Status page skip section 5.1 Access Submission Status – File Upload & Mass Entry Screen. You will not need to perform section 5.3 Exit Screen or Change Role Selection until you are ready to leave this screen or exit the system.
· View the list and status of files that you have uploaded to WSLS. Perform sections:

· 5.1 Access Submission Status – File Upload & Mass Entry Screen; 
· 5.2 View Submission Status of Files; and 
· 5.3 Exit Screen or Change Role Selection.
· View the list and status of files that you have submitted from the WSLS Mass Entry screen. Perform sections:

· 5.1 Access Submission Status – File Upload & Mass Entry Screen; 
· 5.2 View Submission Status of Files; and 
· 5.3 Exit Screen or Change Role Selection.
	
	5.1 Access Submission Status – File Upload & Mass Entry Screen

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

	
	5.1.1 To Access the Submission Status Screen:

	Access Submission Status - File Upload & Mass Entry  
	1. Click on (Select) Submission Status – File Upload & Mass Entry on the main menu.
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	View Submission Status - File Upload & Mass Entry  screen
	2. Allow User access to the Submission Status - File Upload & Mass Entry screen.
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	5. 2 View Submission Status of Files 

	
	This screen is a Read Only screen. A user may have Write access or Read Only access to this screen. This screen will have the same functionality for a user with Read Only access as it does for a user with Write access. 

	
	5.2.1 To Select a School: 

	Select School

	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. If a district is submitting all schools for the district in one file then the school number on the filename will be 0000. District user must select school 0000 to see the status on those files.
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	3. Click on (Select)[image: image5.png]|2 rerresn



. 
4. A list of files that have been uploaded into the WSLS for processing
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	5.2.2 To Select a Different School:
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	1. School – If you have access to more than one school in the selected district, click on the School dropdown box. 

2. Select a school.
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3. Click on (select)[image: image9.png]|2 rerresn



.

4. A list of files for the selection will be displayed.
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	5.2.3 To View the Submission Status of File(s) for a School:

	View Submission Status of File(s) 
	You are allowed to view the following information:
1. School – the name of the school for which the file contains data.
2. Date – the time of the current status.
3. Filename – the name of the file.

4. Status:

· Received - file was received from the Upload screen or submitted from the Mass Entry screen. 

· Processing - file has been picked up for processing.
· Completed - file has completed processing and has been transmitted for the school to download their result files.
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	5.3 Exit Screen or Change Role Selection

	
	5.3.1 To Return to the Main Menu:
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	1. Click on (Select) [image: image13.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.

[image: image15.png]Wisconsin Student Number Locator System (School Year:
Abbotsford - 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






	
	5.3.2 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.
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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 shown on the Main Menu then you are assigned to more than one Role and/or District and/or School. 
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3. Click on (Select) [image: image19.png]ﬁsﬁ(cr
ROLE



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.

	
	5.3.3 To Exit WSLS:
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	1. Click on (Select) [image: image22.png]Pexr



 on the navigation bar at the top of the page.
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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: image25.png]


) in the upper right corner of the page. Note for some User’s this may be a white X with a red background, yet for other User’s it may be a black X with a gray background.
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