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Presenter Notes
Presentation Notes
Good morning, everyone, My name is Nicola Manning-Davenport, and I am the PIMS Application Support Supervisor for PS PIMS Support. Today, I will be presenting on "Successful Uploads to PS PIMS." Let's get started.



PS PIMS How to Create and Upload 
templates; 

Identify and Fix…
– Upload Errors

– Validation Errors

– ETL Errors///’✓

Presenter Notes
Presentation Notes
Today, we will cover how to create and upload templates, identify and fix upload errors, validation errors, and ETL errors. By the end of this session, you will be equipped with the knowledge to ensure successful data uploads into PS PIMS.



CREATING
THE TEMPLATES
MANUALLY

Presenter Notes
Presentation Notes
Creating�the templates�manually



Creating 
Template file from scratch in Excel

Fields 1,2,3,etc in the manual correspond to columns A,B,C,etc
in Excel. Don’t forget to include columns that are not collected.

Presenter Notes
Presentation Notes
First, let's discuss creating the templates manually. You can create a template file from scratch in Excel. It's important to ensure that the fields in the manual correspond to the columns in Excel. Also, remember to include columns that are not collected but might be necessary for your template.



NAMING THE 
TEMPLATES

Presenter Notes
Presentation Notes
Naming the Templates



• Use the appropriate Target Table name
– Found in each template description in the PSPIMS Manual Volume 1.1

Upload 
File Name/Data Collection

Presenter Notes
Presentation Notes
Accurate naming of the templates is crucial. Always use the appropriate Target Table name found in each template description in the PS PIMS Manual Volume 1.```When naming your upload files, make sure to use the correct format: <Institution ID>_<tablename>_<timestamp in YYYYMMDDHHMM format>.<type>. With file extension of csv or tab.  This helps in avoiding errors like invalid timestamps.



UPLOADING 
FILES 

Presenter Notes
Presentation Notes
Uploading Files 



Login to MyPDESuite
https://www.mypdeapps.pa.gov/Login/wfKeystoneLogin.aspx

Presenter Notes
Presentation Notes
Once you have your files ready, log in to MyPDESuite at the provided URL on the PDE webiste and begin the upload process. Once you have navigated to and logged into my PDE MyPDE Suite, click on PS PIMS.



System 
Messages 
alert you to 
changes or 
downtime

“Collection” list 
available/open 

collections

Presenter Notes
Presentation Notes
System Messages serve to notify you about upcoming changes or scheduled downtimes within the system. The "Collection" list displays the collections that are currently available and open for data submission.



Uploading Files 

Click on Upload Files 

Presenter Notes
Presentation Notes
To upload a file, go to the Data Submission dropdown at the top of the page and navigate to Upload Files. Click to Upload



Uploading Files 

Select the appropriate data collection, then 
choose the template/file.

Presenter Notes
Presentation Notes
Navigate to the required collection from the dropdown. Then click on choose file to search for the template/file you wish to upload.



Uploading Files 

Select your template

Presenter Notes
Presentation Notes
Once you locate the file/template, select it by double clicking it. 



• Look for file names with extra (__) 

• Also watch for spaces!

Identify Upload Errors
Incorrect File Name/Data Collection

Presenter Notes
Presentation Notes
If there is an issue with your file name you will see Error – roll over with mouse to view.Look for file names with extra (__) Also watch for spaces!



• Invalid Timestamp means there is something wrong with the 
timestamp format in the File Name

– Timestamps in the File Name should be in the format:
YYYYMMDDHMM representing Year Month Day Hour Minute

Identify Upload Errors

100000000_PS_STUDENT_INSTITUTION_20220704345.CSV: 
Invalid file name. File Name should be of the form
 <full Institution ID>_<table_name>_<timestamp in 
YYYYMMDDHHMM format>.<type>, Invalid Timestamp

Invalid Timestamp:
2022 07 04 3 45
YYYYMMDDHHMM

Presenter Notes
Presentation Notes
Invalid time stamp can cause upload errors. It means there is something wrong with the way the timestamp is formatted in the File Name.



• The error below means the file is 0 KB (kilobytes) and has no 
data

• Blank files cannot be uploaded into PS PIMS

Identify Upload Errors
Blank File

Presenter Notes
Presentation Notes
Other issues that can cause upload errors are blank files.



• File Already Exists in System means there is already a file in 
File Manager with the same name. 

• How to correct:
– Rename the file you are uploading; OR

– Delete the file in File Manager before uploading

Identify Upload Errors
File Already Exists in System

100000009_PS_STUDENT_ENROLL_2022070403
45.csv: File already exists in system

Presenter Notes
Presentation Notes
Also, Files in File Manager with the same name as what would currently be uploaded will give the error:  File Already Exists in System.  



Identify Upload Errors
Incorrect File Name/Data Collection

• The template is not available in the selected collection

– PS_STUDENTS template is not part of the “23-24 TACC EOY” collection

– Make sure the appropriate collection is selected from the 
Data Collection dropdown

Presenter Notes
Presentation Notes
The requested template is not included in the currently selected collection. Specifically, the PS_STUDENTS template is not a part of the "23-24 TACC EOY" collection. Ensure that you have selected the appropriate collection from the Data Collection dropdown menu.



• The template in not available in the selected collection can 
indicate that the file name is incorrect

• Use the PS PIMS Manual to verify the Template Name for 
each template

Identify Upload Errors
Incorrect File Name/Data Collection

Presenter Notes
Presentation Notes
The error message "The template is not available in the selected collection" may also indicate that the file name is incorrect. To resolve this issue, refer to the PS PIMS Manual and verify the correct Template Name for the specific template you are attempting to upload.



Uploading Files 

Check the box : File/All files within Zip file 
contain headers if your template has a 
header row.

Presenter Notes
Presentation Notes
Once you have successfully selected the appropriate file, Check the box : File/All files within Zip file contain headers if your template has a header row. Then click Upload.



Validation

If the file/template fails validation, there are 
steps to take to correct the issues. 

Presenter Notes
Presentation Notes
You get the file to finally upload, but you get a failed  validation error. Don’t worry, there are steps to take to correct the issues. 



Validation

Presenter Notes
Presentation Notes
Select the Validation Information Tab, and navigate to view errors either in Error List or Highlighed Errors ( Classic View), both  will give you the information needed to correct the issue.



VALIDATION ERRORS 
IN 
FILE MANAGER

Presenter Notes
Presentation Notes
Validation Errors �in �File ManagerErrors can be identified in one of two ways:  Error List: This view displays the errors in a detail list  Highlighted Errors (Classic View): This view displays highlighted errors



File Manager 
Errors

• Common Errors include:
– Invalid PAsecureIDs

– Invalid Date Format

– Missing Required Fields

– Conditionally Required Fields 

– Invalid Field Combinations

– Invalid Code Sets

– Included Header Rows

Presenter Notes
Presentation Notes
Common Errors include:Invalid PAsecureIDsInvalid Date FormatMissing Required FieldsConditionally Required Fields Invalid Field CombinationsInvalid Code SetsIncluded Header Rows



Identify File 
Manager 

Errors

To identify errors in File manager:
– Click the View Errors button next to the 

Red X

– Click the View Errors button for the 
Highlighted Errors (Classic View) file 
(old “error.zip file”)

– Find the fields highlighted in Red

– Hover mouse over the red fields to view 
error message

OR

– Click the View Errors button for the Error 
List file

– Each error will be enumerated and show 
Field Number, Name, & Value, Error 
message and Error Message Values 
(from fields)

Presenter Notes
Presentation Notes
To identify errors in File Manager, follow these steps:Click the View Errors button next to the Red X icon.Click the View Errors button for the file titled "Highlighted Errors (Classic View)" Hover your mouse over the red fields to view the error message.Alternatively, you can:Click the View Errors button for the "Error List" file.Each error will be enumerated, displaying the Field Number, Name, Value, Error Message, and Error Message Values (from the respective fields).



Identify File Manager Errors
Error List

• Each error is enumerated in the Error List with details: 
• Source Record Number in the uploaded file
• Field Number and Field Name of the field in error

• Unless combination of fields, then see “Error Message Values”
• Field Value in the uploaded file
• Key Fields includes the Key fields that uniquely identify the record
• Error Message identifies the problem with the record
• Error Message Values again identifies the fields and values in error. 

• When there are Field Combinations in error, all the fields also 
appear here

Presenter Notes
Presentation Notes
The Error List enumerates each error with the following details:Source Record Number in the uploaded fileField Number and Field Name of the field in errorFor errors involving a combination of fields, refer to "Error Message Values"Field Value in the uploaded fileKey Fields include the key fields that uniquely identify the recordError Message identifies the problem with the recordError Message Values again identifies the fields and values in errorWhen errors involve Field Combinations, all the relevant fields will appear in this section



Identify File Manager Errors
Highlighted Errors (Classic View)

• Hover over the Red in the Highlighted Errors to see 
the pop-up error message

• In this error: the dates are in the wrong format. 

Presenter Notes
Presentation Notes
When hovering over the red-highlighted fields in the "Highlighted Errors" file, a pop-up error message will appear. In the case of the specific error you mentioned, the pop-up message indicates that the dates are in an incorrect format.



File Manager Errors
Invalid Date Format

• To resolve the error Failed ISO Date

– Format dates to ISO Format when reporting to PIMS: 
YYYY-MM-DD

– Such as 2022-07-15

• If you open a file in Excel, 
Excel may change the date 
formats if not imported properly

Presenter Notes
Presentation Notes
Resolving the "Failed ISO Date" ErrorEnsure that dates are formatted in the ISO format when reporting to PIMS: YYYY-MM-DD (e.g., 2022-07-15).Exercise caution when opening files in Excel, as Excel may inadvertently change the date formats if not imported correctly.



Identify File Manager Errors
Highlighted Errors (Classic View)

• Hover over the Red in the Highlighted Errors to see 
the pop-up error message

• In this error: required fields are blank

Presenter Notes
Presentation Notes
Hover over the red text in the Highlighted Errors to see the pop-up error message. In this example, the error indicates that required fields are blank.



File Manager Errors
Missing Required Fields

• To resolve the error Failed Required
– Use the Template Specifications in the 

PIMS Manual Volume 1 to identify the Required 
fields

– Enter the appropriate valid value and reupload

Refer to the R/O/CR column 
to identify the 

Required/Optional/
Conditionally Required fields

Presenter Notes
Presentation Notes
Resolving the "Failed Required" ErrorConsult the Template Specifications in the PIMS Manual Volume 1 to identify the required fields.Enter the appropriate valid value in the required fields and re-upload the file.Refer to the R/O/CR column in the manual, which indicates whether a field is Required, Optional, or Conditionally Required.



Identify File Manager Errors
Highlighted Errors (Classic View)

• Hover over the Red in the Highlighted Errors to see 
the pop-up error message

• In this error: Field value is incorrect.

Presenter Notes
Presentation Notes
When hovering over the red-highlighted text in the "Highlighted Errors" file, a pop-up error message will appear. In the provided example, the error message indicates that the value entered for a particular field is incorrect or invalid.



File Manager Errors
Invalid PAsecureID

• To resolve error Failed Unique Student ID:
– Verify the PAsecureID (Student ID) is valid and active in the 

PAsecureID application

• Note: PASecureID should refresh every minute in Production

Presenter Notes
Presentation Notes
Resolving the "Failed Unique Student ID" ErrorVerify that the PAsecureID (Student ID) is valid and active in the PAsecureID application.



File Manager Errors
Conditionally Required Fields

• Conditionally Required Fields must be populated when certain 
conditions are met, usually involving other fields within the 
template. 

Presenter Notes
Presentation Notes
Conditionally required fields must be populated when specific conditions, often related to other fields within the template, are met.



File Manager Errors
Invalid Code Sets

• Most of the valid values for Fields are Case Sensitive. See the PS PIMS Manuals 
for Valid Values

PS Student Enrollment Template 
Specifications
: Field 19 Valid values of YES and NO 
must be in CAPITAL Letters

Presenter Notes
Presentation Notes
Fields in the PS Student Enrollment Template are case-sensitive for most valid values. Refer to the PS PIMS Manuals for a comprehensive list of valid values. Regarding Field 19 specifically, the valid values of 'YES' and 'NO' must be entered in CAPITAL LETTERS.



File Manager Errors
Included Header Row

• If a file has a Header Row,  on the Upload screen check the box for “File/All 
files within Zip file contain headers”

– Otherwise, when uploading you will get an error on the fields in Source Record 
Number 1

• Pay Attention to Header rows when using Excel Template Reporting Tools

Presenter Notes
Presentation Notes
When uploading a file with a header row, ensure to check the "File/All files within Zip file contain headers" box on the upload screen. Failing to do so will result in an error for the fields in the first source record. Exercise caution regarding header rows when utilizing the Excel Template Reporting Tools.



File Manager Errors
No Header Row

• Make sure that if the fields at the end of the template file will not be 
populated with data, that the file contains a header row. 

Presenter Notes
Presentation Notes
If there are fields at the end of the template file that will remain unpopulated, ensure that the file includes a header row. This will prevent potential issues when uploading or processing the template.



Uploading Files 

If the file is successful and gets uploaded to 
File manager, the next step is to send the 
file/template to Batch Manager.  Only files 
with a green check can be batched.

Presenter Notes
Presentation Notes
If the file is successful and gets uploaded to File manager, the next step is to send the file/template to Batch Manager.  Only files with a green check can be batched



Uploading Files 

Check the box in front of the file that 
will be sent to Batch Manager, then click 
add to batch.

Presenter Notes
Presentation Notes
Check the box in front of the file that will be sent to Batch Manager, then click add to batch.



Uploading Files 

Click view batch, to continue the 
process to Batch Manager.

Presenter Notes
Presentation Notes
Click view batch, to continue the process to Batch Manager.



Uploading Files 

Click process batch, to complete the 
process to Batch Manager. It is a good 
idea to add something in the Add 
comment field to identify what is being 
loaded.

Presenter Notes
Presentation Notes
Click process batch, to complete the process to Batch Manager. It is a good idea to add something in the Add comment field to identify what is being loaded.



ETL ERRORS IN 
BATCH 
MANAGER 
(EXTRACT, TRANSFER & LOAD)

Error are identified with an X or E in the ERROR or ALERT file



Common 
ETL Errors 

in Batch 
Manager

• Bad Dates

• Duplicate Errors 

Presenter Notes
Presentation Notes
Frequently Encountered ETL Errors in Batch ManagerIncorrect Date FormatsDuplicate Records



ETL Errors 
in Batch 

Manager

• Batch will have a status of “Complete” 
with a Red X in the Data Status

Good

Errors

• To see the errors:

– Click on the “View Errors” button for the Batch

– Find the Red Xs under BATCH FILES

– Click on “View Errors” for the file with errors

– Under ETL GENERATED FILES, find the ERROR files and click ”View File”

• ETL Errors stop the individual records with errors. All other 
records are submitted to PIMS

Presenter Notes
Presentation Notes
ETL Errors in Batch Manager While the overall status may display as "Complete" with a red X indicating a Data Status error, you can view the specific errors by following these steps:Click the "View Errors" button for the batch.Locate the red X icons under BATCH FILES and click "View Errors" for the file with errors.Under ETL GENERATED FILES, find the ERROR files and click "View File."It's important to note that ETL errors only stop the individual records with errors from being submitted to PIMS. All other records without errors will be successfully submitted.



ETL Errors 
in Batch 

Manager
• If the Data Status icon shows a Red 

X for any of the files, then there are 
still errors in Batch Manager.

Presenter Notes
Presentation Notes
The presence of a red X icon in the Data Status column for any file indicates that there are remaining errors within that batch in Batch Manager. Further investigation and resolution of these errors is required.



Locate 
ETL 

Error 
files

Presenter Notes
Presentation Notes
To determine if any data was successfully loaded into the PS PIMS warehouse, analyze the ETL Information page. Examine the page to check if records were rejected or inserted. Utilize the "Alert Valid Values" or "Error Valid Values" sections to identify the specific errors that caused the file to fail.



Locate 
ETL 

Error 
files

-
These 

files are 
NOT 

errors
If ERROR_SOURCEFILE_MSG  has a 
record count of 0, it can be disregarded

The “Load” files are never Error files 

Presenter Notes
Presentation Notes
If ERROR_SOURCEFILE_MSG  has a record count of 0, it can be disregardedThe “Load” files are never Error files 



ETL Errors 
in Batch 

Manager

• Errors are noted with an X in one of the 
columns

– Or, E if in ALERT_VALID_VALUES file

– Hyphens (-) are place holders, not errors

• Errors are NOT highlighted Red

– Red Highlights are only used in File 
Manager

Presenter Notes
Presentation Notes
ETL Errors in Batch ManagerErrors are indicated by an 'X' in one of the columns or an 'E' in the ALERT_VALID_VALUES file.Hyphens ('-') are placeholders, not errors.Errors are not highlighted in red.Red highlights are exclusively used in File Manager.To summarize, within Batch Manager, pay attention to 'X' and 'E' markers to identify errors, while being mindful that hyphens are not indicative of errors, and red highlighting is not utilized in this context.



PS PIMS 
RESOURCES

PDE Website: www.education.pa.gov
Submitting Online Tickets: https://copaprod.service-

now.com/oaportal

http://www.education.pa.gov/


PDE Website: www.education.pa.gov 

http://www.education.pa.gov/


Presenter Notes
Presentation Notes
Then click on PIMS Postsecondary on the right of the page 



Presenter Notes
Presentation Notes
At the bottom of the page click on the 2023-24 PIMS TAOC Manual; and  PAsecureID trainings



Updatable versus Key Fields

• Refer to the Template 
Specifications in the 
PS PIMS Manual Volume 1

Code Column: 

K = Key
Deletion Form is required for PDE to 
remove the record
 
U = Updatable
You can upload to modify the field

Presenter Notes
Presentation Notes
When referring to the Template Specifications in the PS PIMS Manual Volume 1, the following codes are used in the Code Column:K = Key This indicates that a Deletion Form is required for PDE to remove the record.U = Updatable You can upload data to modify the value of this field.



SUBMITTING 
ONLINE HELP 

REQUESTS
The New OA Portal: https://copaprod.service-now.com/oaportal

https://copaprod.service-now.com/oaportal


Online Help Request

• From the PIMS Page of the 
PDE Website

– www.education.pa.gov 

• Click on the “PIMS 
Application Support” box

• Online Ticket System 
allows you to review your 
assigned tickets

Presenter Notes
Presentation Notes
From the PIMS Page of the PDE Websitewww.education.pa.gov Click on the “PIMS Application Support” boxOnline Ticket System allows you to review your assigned tickets

http://www.education.pa.gov/


QUESTIONS?
Contact PS PIMS Support for additional 

technical  assistance:
800-661-2423

Monday through Friday from 8am to 5pm

Submit a ticket electronically:
https://copaprod.service-now.com/oaportal 

(as a Non CWOPA User)

Presenter Notes
Presentation Notes
Contact PS PIMS Support for additional technical  assistance:800-661-2423Monday through Friday from 8am to 5pm

https://copaprod.service-now.com/oaportal
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