CollegeNET will need the following information to create a download file for you:

1. A download layout.  For your reference, page 2 contains an example of a fixed length file; Page 3 contains an example of Tab/Comma Separated.  Your file will most likely contain different lengths and/or positioning then the provide examples.
2. Any codes for fields you wish to download, if not previously provided. Page 4 contains examples of codes.

3. IT Contact Information, and information on who should be copied on download related e-mails.

4. Please let us know if you wish to ftp/sftp/https OR access the download from the main administrative page.

If you wish to use FTP we need to know which version:

FTP with encryption requires keys be exchanged.

sFTP is a secure log in with user name and password. We would need to know what current user name to give access to or if we should create a new user name just for sFTP access.

HTTPS is also a secure log in. You would use the tools on the admin screen to access the file. We would need to know what current user name to give access to or if we should create a new user name just for https access.

5. If you want ftp/sftp/https and tab separated, let us know if you would like the quote separators removed (we cannot remove the quotes from the administrative screen download)

6. Any special rules you have in regards to the download.  For example, “If State equals Georgia and Citizenship equals US set Residency to R.”
NOTE: If your system does not require a specified layout, CollegeNET still requires this information.  From your application please indicate any questions you do NOT wish to download.  The download will then be built based on the order of the application, in tab or comma separated only.
Example Layout of fixed length:

Last Name


35


1-35


Required

First Name


35


36-70


Required

Middle Initial


15


71-85

Prefix



4


86-89

Social Security Number
9


90-98


Required

Street



20


99-118


Required

City



20


119-138

Required

State



2


139-140

Zip



9


141-149

Phone



10


150-159

Mailing Street


20


160-179

Mailing City


20


180-199

Mailing State


2


200-201

Mailing Zip


9


202-210

Mailing Phone


10


211-220

End Mailing Dates

8


221-228

MMDDCCYY

Father’s Last Name

17


229-245

Father’s First Name

17


246-262

Father’s Middle Initial
5


263-267

Father’s Job


30


268-297

Mother’s Last Name

17


298-314

Mother’s First Name

17


315-331

Mother’s Middle Initial
5


332-336

Mother’s Job


30


337-366

U.S. Citizen


1


367-367

Required

Birth date


8


368-375
MMDDCCYY Require

Gender



1


376-376

Required

Ethnicity


1


377-377

Application start term

4


378-381

Required

Major



6


362-387

Required

Last High School Name
35


388-422

Required

Ceeb Code


6


423-428

Required

Begin Dates


6


429-434

MMYYYY

End date


6


435-440

MMYYYY

Previous High School
Name
35


441-475

Ceeb Code


6


476-481

Begin Dates


6


482-487

MMYYYY

End Dates


6


488-493

MMYYYY

Example Layout of tab or comma separated length:

Last Name


Required

First Name


Required

Middle Initial


Prefix




Social Security Number
Required

Street



Required

City



Required

State





Zip

Phone

Mailing Street


Mailing City

Mailing State

Mailing Zip

Mailing Phone


End Mailing Dates

MMDDCCYY

Father’s Last Name

Father’s First Name

Father’s Middle Initial

Father’s Job


Mother’s Last Name

Mother’s First Name

Mother’s Middle Initial

Mother’s Job

U.S. Citizen


Required

Birth date


MMDDCCYY Required

Gender



Required

Ethnicity

Application start term

Required

Major



Required

Last High School Name
Required

Ceeb Code


Required

Begin Dates


MMYYYY

End date


MMYYYY

Previous High School
Name


Ceeb Code



Begin Dates


MMYYYY

End Dates


MMYYYY

Example of Codes:

Ethnic:

White



1

Black, Non-Hispanic

2

Asian/Pacific Islander

3

Hispanic


4

Native American

5

Other



6

Application Term:

Spring 2002


02S

Fall 2002


02F

Summer 2002


02X

Spring 2003


03S

Fall 2003


03F

Summer 2003


03X

