End of Year
Extracting the SSA Files in Infinite Campus (IC)

Student School Association (SSA) File – Known in IC as “School Association”
Note: The SSA file is titled: “School Association” in IC
1) Go to: “Index” tab, (New Look View-“Main Menu”)
2) Select: “CO State Reporting” drop down, (New Look View-“Reporting”, “CO Data Pipeline”)
3) Select: “Student Interchange”.
You can do this from any calendar year.
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Under Extract Options:
1) Report Type: Select “School Association” from the dropdown,
2) Report Format: Select Current School Year Format,
Ad Hoc Filter: Leave Blank,
Effective Date: Leave as Default Date (Current Date),
3) Attendance Start Date: Recommend using a general date (ex. 08/01/YEAR) to include 1-Day Records,
4) Attendance End Date: Recommend using a general date (ex. 06/30/YEAR),
5) Include Partial Enrollment: Check this Box,
6) Report Legal Name: Check this Box,
Exclude Attendance: Leave Empty,
Format: Leave as Default “CSV”.




Under Select Calendars:
7) Choose calendar/s that you would like to include. Use “Shift /Click” to select multiple, 
8) Click: Generate Extract.
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[image: ]When submitting files to CSI, do NOT open the downloaded file directly and resave, or it will lose critical leading zeros! Instead, save the file first. Then you can open and/or submit the saved file. OR, if using a newer Excel, you will receive a warning. Choose “Don’t Convert” 
Submission Steps:
· Use the Record Check Tool (RCT) prior to an initial submission,
· Save file using the following format: SchoolCode_SchoolAbbreviation_SD_MMDDYYYY (no spaces),
· Upload to: G-Drive>Submissions>End of Year>(Choose Year)>Files to Run,
· Notify the Data Team of the submission by emailing: Submissions_CSI@csi.state.co.us.  
*See resources: 
· For more on naming files:https://resources.csi.state.co.us/data-submissions-library/: 
· Training Submissions Process / “Step 3: Extracting the Files and Submitting to CSI”
· For SD details: https://resources.csi.state.co.us/end-of-year/:“Student Demographic File Layout”
· For SSA details: https://resources.csi.state.co.us/end-of-year/: “Student School Association File Layout”
· For RCT: https://resources.csi.state.co.us/end-of-year/:“EOY Record Checker Tool”
· For converting CSV to Excel, Excel Filters, etc: https://resources.csi.state.co.us/data-submissions-library/: “Excel for Data Submissions Contacts (Part 1)”

For More Quick Guides:
https://resources.csi.state.co.us/end-of-year/
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Last updated January 2024

· EOY – Extracting SSA Files in IC 
· EOY – Extracting Title I Files in IC
· EOY – Using the RCT
· EOY – Extracting SD Files in IC 
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· EOY – Extracting GG Files in IC
Last updated August 2023


image3.png
Student Profile Interchange

“This toolwil extract data o completethe Student and Enroliment Inerchange fles.

— —
A ee — . BTTeereraecem—
5)Repotromat 20252008 Formal v © sctve year

Ao Pl [ — 61

Efecive Dste Gazemozs ) Oty year

6)atendance siaiDate 6012025 ] 7524
7)Atencance Enaate  [asrs0z026 || 10)

8) ncuce Paria Enolment
) Report Legal Name
Exclude Attendance ]

Format

11) Germaie e |
[[SubmittoBaten |




image4.png
X

Microsoft Excel

By default, Excel will perform the following data conversions in this ile:

/\ s

Do you want to permanently keep these conversions?

() Don't notify me about default conversions in .csv or similar files.




image1.png
Vear([Chouss ANV v]| - senool [

- e .

‘Search Campus Tools

- FRAM
» Messenger
» Surveys

VE-135 File

READ Act Extract
~ Data Pipeline
EDIS Export
RITS Export
EDISIRITS Import
‘School Discipine and Atten
‘SPED Discipline Inferchang
‘SPED IEP Interchange
3) student interchange
Tite 1
TSDL Interchange
Kindergarten Readiness
CO Behavior Attendance Audit R




image2.png
Message Center ¥¢

v [

‘Announcements

[scectat | [ Remove | [ Seaeh | Sortey: [Siey

Communication
Employee Self Service
Fees

FRAM

Reporting
Grading & Standards
Ad Hoc Reporting

Health Office

My Account

Scheduling & Courses

School & District Settings

System Settings

Civil Rights Data Collection
(CRDC)

CO Data Pipeline





image5.png
/ o
o T S LR
A’ ’

COLORADO
CHARTER SCHOOIL INSTITUTE




