Batch Processing
Extracurricular Activities

User Guide
The input file for Batch Extracurricular Activities is an Excel spreadsheet, saved as a .csv file.  The input file contains a Header row and a Column Headings row.  The input rows follow.  A template is available if the user needs it.
Header row – Data is as follows:

Column A – will always be the value “HD”


Column B – Institution Code (IUBLA, IUINA, etc).


Column C – User’s Department

Column D – User’s Name


Column E – User’s Email Address

Column F – File Name (used on log file)
Column Headings row – description of column heading are shown in the Input Rows section, along with their corresponding column.
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Input rows – ALL ALPHA DATA INPUT MUST BE IN ALL CAPITAL LETTERS.  There are 2 exceptions:  the Description field & the Comments field.  Those may be in mixed-case.  * denotes a required field.
Enter the following data:

*ADM_APPL_NBR (column A) – Application number associated with Emplid & Institution

*EMPLID (column B) – Student’s ID number

*INSTITUTION (column C) – campus identification, (IUBLA, IUINA, etc); input must be in capital letters
*ACAD_CAREER (column D) – career level for student (UGRD, GRAD, etc); input must be in capital letters
EXTRA_ACTIVITY (column E) – Extracurricular Activity code (see Table A); the batch program will populate the Description field, so input on the file is not needed for the Description field.
DESCR (column F) – Enter data for the Description field ONLY IF there is not a code listed in the Extracurricular Activity Code table (Table A).
START_DT (column G) – Start Date of Extracurricular Activity (optional)
END_DT (column H) – End Date of Extracurricular Activity (optional)
INTEREST_FLAG (column I) – Interest Flag check box, valid input is ‘Y’ or ‘N’; will default to ‘N’ if no input provided
NINTH_GRADE (column J) – Ninth Grade check box, valid input is ‘Y’ or ‘N’; will default to ‘N’ if no input provided
TENTH_GRADE (column K) – Tenth Grade check box, valid input is ‘Y’ or ‘N’; will default to ‘N’ if no input provided
ELEVENTH_GRADE (column L) – Eleventh Grade check box, valid input is ‘Y’ or ‘N’; will default to ‘N’ if no input provided
TWELFTH_GRADE (column M) – Twelfth Grade check box, valid input is ‘Y’ or ‘N’; will default to ‘N’ if no input provided
POSTSECONDARY (column N) – Postsecondary check box, valid input is ‘Y’ or ‘N’; will default to ‘N’ if no input provided
OFFICE_HELD (column O) – Office Held code (see Table B); Enter ONLY the codes included in the table, any other value will be displayed as ‘(Invalid Value)’.
TIMEUNIT_1 (column P) – Time Involvement, Time Unit 1; enter numeric value (optional)
TIME_UNIT_DEFINE1 (column Q) – Time Involvement, Time Unit definition for Time Unit 1 (see Table C); will default to ‘Hrs/Week’ (optional)
TIMEUNIT_2 (column R) – Time Involvement, Time Unit 2; enter numeric value (optional)
TIME_UNIT_DEFINE2 (column S) – Time Involvement, Time Unit definition for Time Unit 2 (see Table C); will default to ‘Wks/Yr’ (optional)
COMMENTS (column T) – Enter any Comments that you want attached to the Extracurricular Activity (optional)
Example of input file
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Save Files

Save Excel file as a .csv file.  Change ‘Save as type’ field to CSV (Comma delimited)(*.csv).  Format for file name is EXTRCUR_APP_ADD.*.csv.  The wildcard (*) can be any descriptive text (perhaps combination of campus & department).
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You will also need a .recon file containing the total number of rows of input in the .csv file (including the header & column header rows).  If you have 30 rows of actual input, then your .recon file should contain a value of 32.  Include a hard return after the data (press the Enter key once).  If the user doesn’t create a .recon file, the processor will do this before submitting the files to ED01.
Using Notepad, create the file.
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Change ‘Save as type’ to ‘All Files’.  Save file as EXTRCUR_APP_ADD.*.recon.  The wildcard portion of the file name must match the wildcard portion on the .csv file.
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Drop Files to Folder
Drop .csv and/or .recon files into \\ADS\USSS\Admissions_Batch_Loads_RC\Batch_Extracurricular_Activities.  Drop the files by 12 Noon to guarantee same-day processing.  Any files dropped after 12 Noon may possibly not be processed until the following business day.

If you do not see the ADS server listed in My Computer or My Network Places (from the Start menu), you may need to map the drive.  The IU Knowledge Base can tell you how to do this:  http://kb.iu.edu/data/adyv.html.  You will need to map to \\ADS\USSS.

Questions

Send any questions to SES-BatchProcessing@exchange.iu.edu.

Table A
	Extracurricular Activity
	Description

	ACACLB
	Academic Club

	AFROTC
	Air Force ROTC

	AIRFRC
	Air Force Service Person

	ARCHRY
	Archery

	ARMY
	Army Service Person

	AROTC
	Army ROTC

	ART
	Art Club

	ARTCLE
	Professional/Scholarly Article

	BADMTN
	Badminton

	BASBAL
	Baseball

	BOOK
	Novel/Book

	BOWLNG
	Bowling

	BOYSCT
	Boys Scouts

	BRDCST
	Broadcasting

	BSKBAL
	Basketball

	CHEER
	Cheerleading

	CHESS
	Chess Club

	CHORUS
	Chorus/Choir

	CHURCH
	Church Service

	CLSOFF
	Class Officer

	CLSPRS
	Class President

	COCURR
	Co-Curricular Experience

	COMPTR
	Computer Club

	COMSRV
	Community Service

	CREW
	Crew

	CSTGRD
	Coast Guard Service Person

	CULREL
	Cultural/Religious Orgnztn

	CYCLE
	Cycling

	DANCE
	Dance

	DECA
	DECA Business Club

	DIVING
	Diving

	DRAMA
	Drama Club

	EQUEST
	Equestrian

	FENCNG
	Fencing

	FLDHOC
	Field Hockey

	FOOTBL
	Football

	FORENS
	National Forensics League

	FRAT
	Fraternity

	FULLTM
	Full Time Employment

	FUTFRM
	Future Farmers of America

	FUTTCH
	Future Teachers of America

	GOLF
	Golf

	GRLSCT
	Girls Scouts

	GYMNAS
	Gymnastics

	HLTHCA
	Health Career Club

	HOCKEY
	Ice Hockey

	INSTRU
	Music - Instrumental

	INTERN
	Internship

	JAZBND
	Jazz Band

	JRACHV
	Junior Achievement

	LACROS
	Lacrosse

	LATIN
	Latin Club

	LITMAG
	Literary Magazine

	MARBND
	Marching Band

	MARINE
	Marine Corp Service Person

	MEMBER
	Member

	MUSIC
	Music

	NATHON
	National Honor Society

	NAVY
	Navy Service Person

	NEWPPR
	Newspaper

	NOUSMI
	Non US Military Service

	NROTC
	Navy ROTC

	ORCH
	Orchestra

	OTHATV
	Other Activity

	OTHCLB
	Other Club or Organization

	OTHEMP
	Other Employment

	OTHHON
	Other Honor Society

	OTHMIL
	Other Military Service

	OTHPUB
	Other Publication

	OTHSER
	Other Community Service/Vol

	OTHSPT
	Other Sport

	PARTTM
	Part Time Employment

	PERFAR
	Other Performing Arts

	RACQET
	Raquetball

	RESAST
	Research Assistantship

	RIFLE
	Rifle

	RUGBY
	Rugby

	SAILNG
	Sailing

	SCICLB
	Science Club

	SKIING
	Skiing

	SOCCER
	Soccer

	SOFBAL
	Softball

	SORITY
	Sorority

	SPEECH
	Speech/Debate

	STDLDR
	Other Std Leadership & Govn

	STDOFF
	Student Body Officer

	STDPRS
	Student Body President

	SWIMNG
	Swimming

	SYBAND
	Symphonic Band

	SYCSWM
	Sychronized swimming

	TCHAST
	Teaching Assistantship

	TENNIS
	Tennis

	THYCOM
	Music -Theory & Composition

	TRKFLD
	Track and Field

	TUTOR
	Tutoring

	VOCAL
	Music - Vocal

	VOLBAL
	Volleyball

	VOLUTR
	Volunteer Work

	WREST
	Wrestling

	WTRPOL
	Water Polo

	XCNTRY
	Cross Country

	YRBOOK
	Year Book


Table B

	Office Held Code
	Office Held Value

	AMBS
	Ambassador

	CAPT
	Captain

	EIC
	Editor-In-Chief

	GOV
	Governor

	LEAD
	Leader

	OTHR
	Other

	PRES
	President

	REP
	Representative

	SECY
	Secretary

	SENT
	Senator

	TRES
	Treasurer

	TRST
	Trustee

	VP
	Vice President


Table C

	Time Unit Code
	Time Unit Value

	 DM            
	Days per Month 

	 DW            
	Days per Week  

	 DY            
	Days per Year  

	 HD            
	Hours per Day  

	 HM            
	Hours per Month

	 HW            
	Hours per Week 

	 HY            
	Hours per Year 

	 MY            
	Months per Year

	 WY            
	Weeks per Year 


