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This appendix includes the contacting materials, instructions, and website text that were approved in July 2019 for recruiting institutions to participate in the 2019–20 National Postsecondary Student Aid Study (NPSAS:20) enrollment list collection (OMB #1850-0666 V.23). A request for all of NPSAS:20, including student interviews and student records collection has begun the 60-day public comment period on August 28, 2019 (OMB #1850-0666 v.25).
The NPSAS:20 contact materials are divided by mailing, such that all materials for one mailing packet are included together. Mailings to institutions may include pens, notepads, or other small courtesy items bearing a logo related to the study and/or the National Center for Education Statistics (NCES), which will serve as reminders to institution staff as well as tokens of appreciation for their efforts. These items may also be distributed at conferences attended by potential NPSAS participants.
Each mailing in this appendix is separated by a heading, and each section includes a description of the mailing and the materials that are included. These descriptions are located in the gray box, directly below the section heading. An institution contacting flowchart is provided in section B.3 of the Supporting Statement Part B of this submission.
The instructions and website text included in this appendix are based on those submitted for NPSAS:18-AC and assume that each institution will create their own student enrollment list files using the instructions and file specifications included in this appendix. NCES is currently exploring options to provide institutions with templates, programs for statistical software, or additional tools that will reduce the burden associated with gathering and formatting the data for the student enrollment list. If one of these approaches proves feasible, the materials below will be updated to give institutions the option of creating their own enrollment list file using the specifications or downloading the template or program provided to them on NCES’ Postsecondary Data Portal (PDP) website.
For the sake of space, text stating OMB authorization and the control number has not been included in each letter and e-mail.  However, unless otherwise indicated, all letters will include the following text:  

NCES is authorized to conduct the 2019–20 National Postsecondary Student Aid Study (NPSAS:20) by the Education Sciences Reform Act of 2002 (ESRA 2002, 20 U.S.C. §9543) and the Higher Education Opportunity Act of 2008 (HEOA 2008, 20 U.S.C. §1015). The data are being collected for NCES by RTI International, a U.S.-based nonprofit research organization. All of the information you provide may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C. §151).

The Family Educational Rights and Privacy Act of 1974 (FERPA, 20 U.S.C. §1232g) allows for the release of institution record information to the Secretary of Education or her agent without prior consent of survey members (34 CFR §§ 99.31(a)(3)(iii) and 99.35).
According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless it displays a valid OMB control number. The valid OMB control number for this voluntary information collection is 1850-0666. The time required to complete this information collection is estimated to average the number of hours listed below per response, including the time to review instructions, search existing data sources, gather the data needed, and complete and review the information collection. If you have any comments concerning the accuracy of the time estimate, suggestions for improving this information collection, or any comments or concerns regarding the status of your individual submission of these data, please write directly to: Postsecondary Data Portal studies, National Center for Education Statistics, PCP, 550 12th St., SW, Room 4007, Washington, DC 20202.

NPSAS:20 OMB Clearance No: 1850-0666 Expiration Date: xx/xx/xxxx
NPSAS:20 List Collection: 5 hours, NPSAS:20 Student Records Collection: X hours
Similarly, unless otherwise indicated, all e-mails will include the following text:  

OMB Control Number: 1850-0666
Learn more about our confidentiality procedures at: surveys.nces.ed.gov/xxxx.
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[bookmark: _Toc18677906]Chief Administrator Mailing
	This mailing (letter and corresponding e-mail) is sent to each institution’s chief administrator at the start of data collection. The mailing includes a letter requesting the institution’s participation in NPSAS:20 and a NPSAS:20 brochure. There will be four versions of the letters/emails to be sent to:
institutions that participated in NPSAS:18-AC, NPSAS:16, and/or the BPS or the HSLS student records (SR) collections (BPS:12 SR and HSLS:09 F2 SR respectively) and from which we are requesting both a fall (calibration) and a spring enrollment list
institutions that participated in NPSAS:18-AC, NPSAS:16, BPS:12 SR, and/or HSLS:09 F2 SR and from which we are requesting only a spring enrollment list
institutions that were not sampled for or did not participate in NPSAS:18-AC, NPSAS:16, BPS:12 SR, or HSLS:09 F2 SR and for which we identified a potential coordinator through the Higher Education Directory
institutions that were not sampled for or did not participate in NPSAS:18-AC, NPSAS:16, BPS:12 SR, or HSLS:09 F2 SR and for which we cannot identify a potential campus coordinator 
The materials for this mailing are included below.




[bookmark: _Toc18677907]Chief Administrator Letter and E-mail – Past Participant 
(Date)
(Salutation) (FirstName) (LastName)
(Title)
(Institution)
(Address)
(City), (State)  (Zip)
Dear (Salutation) (LastName):
The U.S. Department of Education’s National Center for Education Statistics (NCES) is beginning its next cycle of the National Postsecondary Student Aid Study (NPSAS). NPSAS is endorsed by [fill name of organization most closely tied to institution]. I am pleased to inform you that [Institution] has been selected to participate in this new cycle, NPSAS:20, focusing on students enrolled during the 2019-20 academic year. Data from NPSAS collections are used to inform a wide range of critical education policies. For the study to be successful and to be representative of institutions like yours, we need your help and participation. We have provided a general timeline of study activities for you below.
[Timeline graphic – see page D-58]
The last time [Institution] participated in NPSAS, [fill last PC we had] served as your Campus Coordinator. Soon, we will contact [him/her/him or her] with guidance on how to proceed with this new data collection. If you wish to name a new Coordinator, you may do so through the NCES Postsecondary Data Portal (PDP).  We provide credentials allowing you to access the PDP at the bottom of this letter.
Highlights of NPSAS:20
NPSAS:20 results will be produced at national and, for undergraduates, at state levels, too.
Assuming enough institutions participate, at the end of NPSAS:20 we will provide you with a 2019-20 data feedback report comparing financial aid estimates at the national, sector, and, for undergraduates, state levels.
[If fall: Some institutions, including yours, are being asked to provide separate Fall and Spring enrollment lists to allow their students to be interviewed earlier in the data collection period, ensuring that we have enough time to collect the information needed for this cycle of NPSAS.]
NPSAS:20 includes a longitudinal study component, the Beginning Postsecondary Students Longitudinal Study (BPS), which will report on the persistence, attainment, and employment of postsecondary students through their first 5 years of enrollment.
The NPSAS:20 data collection website includes recent enhancements designed to make it easier for the Coordinator to complete study tasks.
Because we know your staff time is limited, we have been working very hard to simplify the reporting requirements and minimize the time and effort needed to participate in NPSAS:20.
Want to learn more?
To learn more about NPSAS overall, I invite you to visit the NCES study website (https://nces.ed.gov/surveys/npsas/). To learn more about how NPSAS data are used, visit the NPSAS research website at https://nces.ed.gov/surveys/npsas/POLICY AND RESEARCH PAGE.
We look forward to working with you over the next year. If you have questions about your participation in NPSAS:20, please contact RTI’s data collection manager, [fill name for this institution], at XXXXXX (e-mail). I can be reached at XXXX (e-mail).
Sincerely yours,
(NCES staff name)
(NCES staff title)
National Center for Education Statistics (NCES)
Institute of Education Sciences
U.S. Department of Education
Enclosures
Please note:  If you wish to update your Campus Coordinator, log in to the Postsecondary Data Portal using the following information: 
	surveys.nces.ed.gov/xxxx
Your user ID: (UserID)








[bookmark: _Toc18677908]Chief Administrator Letter and E-mail – New Institution – Campus Coordinator Recommendation
(Date)
(Salutation) (FirstName) (LastName)
(Title)
(Institution)
(Address)
(City), (State)  (Zip)
Dear (Salutation) (LastName):
The U.S. Department of Education’s National Center for Education Statistics (NCES) is beginning its next cycle of the National Postsecondary Student Aid Study (NPSAS), a congressionally mandated study of how students and their families pay for college. I am pleased to inform you that [Institution] has been selected to participate in NPSAS:20, which will focus on students enrolled during the 2019-20 academic year. Data from NPSAS collections are used to inform a wide range of critical education policies. For the study to be successful and to be representative of institutions like yours, we need your help and participation. NPSAS is endorsed by [fill name of organization most closely tied to institution]. Assuming enough institutions participate, at the end of NPSAS:20 we will provide you with a 2019-20 data feedback report comparing financial aid estimates at the sector and national levels and, for undergraduates, at the state level as well.
What’s required of you and your staff?
Participation in NPSAS:20 occurs in steps, laid out for you below. We plan to invite [fill name] to serve as Campus Coordinator for [Institution]. If you wish to name a different Coordinator, we provide instructions on how to log in to the Postsecondary Data Portal (PDP), the data collection system for NPSAS:20, at the bottom of this letter. Soon, we will contact [fill name] with guidance on how to register your institution in the PDP and provide a 2019-20 enrollment list to our contractor, RTI International (RTI), the research organization carrying out the NPSAS:20 data collection on behalf of NCES. RTI will select a sample of students from your list and, later, collect data on sampled students’ enrollment, budget, and financial aid for 2019-20. Because we know your staff time is limited, we have been working very hard to simplify the reporting requirements and minimize the time and effort needed to participate in NPSAS:20.
[Timeline graphic – see page D-58]
Want to learn more?
To learn more about NPSAS overall, I invite you to visit the NCES study website (https://nces.ed.gov/surveys/npsas/). To learn more about how NPSAS data are used, visit the NPSAS research website at https://nces.ed.gov/surveys/npsas/POLICY AND RESEARCH PAGE. 
We look forward to working with you over the next year. If you have questions about your participation in NPSAS:20, please contact RTI’s data collection manager, [fill name for this institution], at XXXXXX (e-mail). I can be reached at XXXX (e-mail).
Sincerely yours,
(NCES staff name)
(NCES staff title)
National Center for Education Statistics (NCES)
Institute of Education Sciences
U.S. Department of Education
Enclosures


To name an alternative Campus Coordinator for [Institution], please visit the NPSAS:20 Postsecondary Data Portal (PDP):
	surveys.nces.ed.gov/xxxx
Your user ID: (UserID)






[bookmark: _Toc18677909]Chief Administrator Letter and E-mail – New Institution – No Campus Coordinator
(Date)
(Salutation) (FirstName) (LastName)                       
(Title)                                                                              
(Institution)
(Address)
(City), (State)  (Zip)
Dear (Salutation) (LastName):
The U.S. Department of Education’s National Center for Education Statistics (NCES) is beginning its next cycle of the National Postsecondary Student Aid Study (NPSAS), a congressionally mandated study of how students and their families pay for college. I am pleased to inform you that [Institution] has been selected to participate in NPSAS:20, which will focus on students enrolled during the 2019-20 academic year. Data from NPSAS collections are used to inform a wide range of critical education policies. For the study to be successful and to be representative of institutions like yours, we need your help and participation. NPSAS is endorsed by [fill name of organization most closely tied to institution]. Assuming enough institutions participate, at the end of NPSAS:20 we will provide you with a 2019-20 data feedback report comparing financial aid estimates at the sector and national levels and, for undergraduates, at the state level as well.
What’s required of you and your staff?
Participation in NPSAS:20 occurs in steps, laid out for you below. All you have to do is name a Campus Coordinator, who will be asked to register your institution in the Postsecondary Data Portal (PDP), the data collection system for NPSAS:20, and provide a 2019-20 enrollment list to our contractor, RTI International (RTI), the research organization carrying out the NPSAS:20 data collection on behalf of NCES. RTI will select a sample of students from your list and, later, collect data on sampled students’ enrollment, budget, and financial aid for 2019-20. Because we know your staff time is limited, we have been working very hard to simplify the reporting requirements and minimize the time and effort needed to participate in NPSAS:20.
[Timeline graphic – see page D-58]
To name [Institution]’s Campus Coordinator, please visit the PDP:
	surveys.nces.ed.gov/xxxx
Your user ID: (UserID)


Want to learn more?
To learn more about NPSAS overall, I invite you to visit the NCES study website (https://nces.ed.gov/surveys/npsas/). To learn more about how NPSAS data are used, visit the NPSAS research website at https://nces.ed.gov/surveys/npsas/POLICY AND RESEARCH PAGE. 
We look forward to working with you over the next year. If you have questions about your participation in NPSAS:20, please contact RTI’s data collection manager, [fill name for this institution], at XXXXXX (e-mail). I can be reached at XXXX (e-mail).
Sincerely yours,
(NCES staff name)
(NCES staff title)
National Center for Education Statistics (NCES)
Institute of Education Sciences
U.S. Department of Education
Enclosures
[bookmark: _Toc18677910]Study Brochure
2019–20 National Postsecondary Student Aid Study (NPSAS:20)
What Is NPSAS?
The National Postsecondary Student Aid Study (NPSAS) is a nationally representative study focused primarily on how students and their families pay for postsecondary education. Student interview data are combined with institution and administrative record data to form a comprehensive research dataset with information on student enrollment, financial aid, and employment. NPSAS data are used by federal and state government, postsecondary institutions, associations advocating for higher education, researchers, employers, and other private agencies. It is the primary source of information used to analyze the effectiveness of student financial aid and to inform public policy on programs such as Pell grants and Direct/Stafford loans.
In addition to national-level estimates, the 2019-20 academic year NPSAS data collection (NPSAS:20) will  provide state-representative financial aid estimates for undergraduates, which will allow for evaluation of the different types of financial aid available at the state level. With these data, state decision makers can compare themselves to other states, as well as to the nation as a whole.
How Are the Data Used?
After each NPSAS is completed, NCES releases key statistics on financial aid then makes the data available to researchers who conduct their own analyses. NPSAS data are an important resource for informing decisions related to student financial aid programs and effecting change to the benefit of students and their families.  Analysis of NPSAS data from prior years has led to reinstatement of year-round Pell grants and the “prior-prior year” change to the FAFSA, which enables students to better research their aid options and file for aid earlier. “Prior-prior year” means that students are able to use tax information from two years ago to file their FAFSA.
In addition to these more prominent examples, NPSAS data are regularly cited in association and other national reports, scholarly journals, newspaper articles, and other publications, on a variety of topics, including student demographics, financial aid and debt accumulation, and work while enrolled in postsecondary education. 
Why Should My Institution Participate?
NPSAS is intended to be representative of students attending all types of postsecondary institutions.  Your participation ensures that institutions and students like yours are accurately represented in the sample. Each institution is unique and cannot be “replaced” in NPSAS. 
With your participation, and if enough institutions participate, you will receive a data feedback report comparing financial aid estimates at the sector and national levels and, for undergraduates, at the state level.
[bookmark: _Hlk19013484]It is also important to note that NPSAS:20 will serve as the base-year study for the next Beginning Postsecondary Students Longitudinal Study (BPS:20), which tracks first-time students’ paths through postsecondary education over the course of six academic years.  BPS permits examination of factors affecting student persistence in and completion of postsecondary education programs, their transitions to employment, and changes over time in their goals, marital status, income, and debt. Using BPS data to gain insight into these longer-term outcomes would not be possible without NPSAS.
Can I Access NPSAS National Data for My Own Use?
Absolutely! NCES’s DataLab (https://nces.ed.gov/datalab) provides a suite of powerful and intuitive online data tools for creating tables and conducting analyses using NPSAS and other NCES datasets. Many different reports and publications are also available for download from the main NCES website. 
Institutions can use NPSAS data to expand their benchmarking work and provide a useful complement to their Integrated Postsecondary Education Data System (IPEDS) data.  
About NCES
NCES is authorized by federal law to collect, collate, analyze, and report complete statistics on the condition of education in the United States and other nations. Through the Higher Education Opportunity Act of 2008 (20 U.S.C. §1015), Congress requires that NCES collect information from postsecondary institutions about how students and their families finance education beyond high school. NPSAS has collected information from postsecondary students and institutions since 1987.
Confidentiality of Data
NCES is required to follow strict procedures to protect personal information in the collection, reporting, and publication of data. All of the information provided by individuals or institutions may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C. §151).
[bookmark: _Hlk17967233]The Family Educational Rights and Privacy Act of 1974 (FERPA, 34 CFR §§ 99.31(a)(3)(iii) and 99.35) permits institutions to disclose personally identifiable information from students’ education records, without consent, to authorized representatives of the Secretary of Education in connection with an evaluation of federally supported education programs. RTI International, as the contractor for NCES, has been given the authority to collect information from institution records on behalf of NCES.
Protection of Electronic Files 
All electronic files from institution records will be protected. Computer accounts used to access data will be password protected with multilevel access controls to ensure that only authorized individuals are allowed access to confidential data. For the web-based data collection, proven methods of protection for online sessions and data security over the Internet will be used. Secure Sockets Layer (SSL) protocol will be used to encrypt the data. All the data entry modules on the website will be password protected, which will require the user to log in to the site before accessing confidential data.
Preparation of Data for Public Release
It will not be possible to identify specific individuals in any data released to the public (e.g., statistical tables and data files).

For assistance, please contact the Help Desk (9 AM to 9 PM ET):
or visit the website: https://XXXXX
Postsecondary Data Portal Help Desk
1-XXX-XXX-XXXX
XXX@rti.org
If you have questions or concerns about NPSAS:20, contact:
RTI International


Jennifer Wine, Ph.D.
Director, NPSAS:20
XXX@rti.org


1-XXX-XXX-XXX



National Center for Education Statistics (NCES)

Tracy Hunt-White, Ph.D.
NCES Project Officer, NPSAS:20
XXX@ed.gov
 (XXX) XXX-XXXX
Conducted by

<NCES logo>

U.S. Department of Education
National Center for Education Statistics (NCES), Washington, DC
https://nces.ed.gov



OMB Control Number: 1850-0666. Learn more about our confidentiality procedures at: https://surveys.nces.ed.gov/XXX.



[bookmark: _Toc18677911]Chief Administrator Reminder E-mail
We recently contacted you, asking that you name a Campus Coordinator to facilitate [fill institution]’s participation in the 2019-20 National Postsecondary Student Aid Study (NPSAS:20).
By participating, NPSAS:20 will provide you with estimates allowing you to compare your state with others and with the nation as a whole on key measures such as:
Average financial need and percentage of students with financial need
Average merit and need-based state grants and percentage of students with grants
Cumulative loan debt
Percentage of students with Pell grants
Cumulative undergraduate borrowing by loan type
No other national study of financial aid does that!  Your institution’s participation is important to ensuring we can provide state-level results for undergraduates.
It’s easy to kick off your participation. Just name your Campus Coordinator by visiting the NPSAS:20 Postsecondary Data Portal (PDP):
	surveys.nces.ed.gov/xxxx
Your user ID: (UserID)


NPSAS is endorsed by [fill name of organization most closely tied to institution]. If you have questions about your participation, please contact RTI’s data collection manager, [fill name for this institution], at XXXXXX (e-mail). I can be reached at XXXX (e-mail).

(NCES staff name)
(NCES staff title)
National Center for Education Statistics (NCES)
Institute of Education Sciences
U.S. Department of Education





[bookmark: _Toc18677912]Campus Coordinator Welcome Mailing

	This mailing is sent to each institution’s NPSAS:20 coordinator. It includes a letter/e-mail welcoming the coordinator to NPSAS20, a NPSAS:20 brochure, and a guide for getting started. There will be five versions of the letter/e-mail:
institutions that participated in NPSAS:18-AC, NPSAS:16, BPS:12 SR, and/or HSLS:09 F2 SR and from which we are requesting both a fall (calibration) and a spring enrollment list
institutions that participated in NPSAS:18-AC, NPSAS:16, BPS:12 SR, and/or HSLS:09 F2 SR and from which we are requesting only a spring enrollment list 
institutions that were not sampled for or did not participate in NPSAS:18-AC, NPSAS:16, BPS:12 SR, or HSLS:09 F2 SR and for which we identified a potential coordinator through the Higher Education Directory
institutions that were not sampled for or did not participate in NPSAS:18-AC, NPSAS:16, BPS:12 SR, or HSLS:09 F2 SR and for which the Chief Administrator named a coordinator
institutions that were not sampled for or did not participate in NPSAS:18-AC, NPSAS:16, BPS:12 SR, or HSLS:09 F2 SR and for which the IPEDS Keyholder recommended a coordinator
The same brochure included in the chief administrator mailing is included. The guide for getting started is included below.






[bookmark: _Toc18677913]Registration Letter and E-mail – Institutions in Both the Fall and Spring Collections
[Date]
[Salutation] [FirstName] [LastName]
[Title]
[Institution]
[Address]
[City], [State] [Zip]
Dear [Salutation] [LastName]:
The U.S. Department of Education’s National Center for Education Statistics (NCES) is beginning its next cycle of the National Postsecondary Student Aid Study (NPSAS), a congressionally mandated study of how students and their families pay for college. [Institution] has been selected to participate in NPSAS:20, which will focus on students enrolled during the 2019-20 academic year.
You are receiving this[letter/e-mail] because you were selected to be the NPSAS Campus Coordinator by the chief administrative officer of your institution the last time [Institution] was sampled for NPSAS in [LastSampledYear]. 
[If fall:  For NPSAS:20, [Institution] has been selected among a small group of institutions to provide two Student Enrollment List files following the timeline below. The new Fall Enrollment List plays a key part in ensuring that we use the soundest methodology for the student interview component of the study. The Spring Enrollment List will include the same data elements as the fall list, so any queries you create in the fall can be reused in the spring with very few edits.] As a coordinator for NPSAS:20, you will be asked to complete the following tasks between now and November 2020:
[Timeline graphic – see page D-58]
As the study progresses, we will provide you with detailed instructions for completing each portion of the study. At this time, we ask that you log in to the NCES Postsecondary Data Portal (PDP) and complete the Registration Page using the information provided in the box below. Enclosed is a guide to help you. During Registration, you will be asked to name colleagues at your institution who may be involved in providing data for NPSAS:20. Users you name will gain access to the PDP and receive information on the study. For this reason, please be sure that the users you identify are allowed to see personal information about students.
	surveys.nces.ed.gov/xxxx
Your user ID: (UserID)


Because we know your staff time is limited, we have been working very hard to simplify the reporting requirements and minimize the time and effort needed to participate in NPSAS:20. A representative of RTI International, our contractor for NPSAS:20, will reach out soon to answer any questions you may have.  
For more information on NPSAS, please visit the NCES study website (https://nces.ed.gov/surveys/npsas/).
We look forward to working with you over the next year. If you have questions about your participation in NPSAS:20, please contact RTI’s data collection manager, [DCMforSchool], at [DCMe-mail]. I can be reached at [NCESe-mail].
Sincerely,
NCES staff name
NCES staff title
National Center for Education Statistics (NCES)
Institute of Education Sciences
U.S. Department of Education
Enclosures


[bookmark: _Toc18677914]Registration Letter and E-mail – Spring Collection Only – Campus Coordinator Named from Other Source
[Date]
[Salutation] [FirstName] [LastName]
[Title]
[Institution]
[Address]
[City], [State] [Zip]
Dear [Salutation] [LastName]:
The U.S. Department of Education’s National Center for Education Statistics (NCES) is beginning its next cycle of the National Postsecondary Student Aid Study (NPSAS:20), a congressionally mandated study of how students and their families pay for college. [Institution] has been selected to participate in NPSAS:20, which will focus on students enrolled during the 2019-20 academic year.
You are receiving this [letter/e-mail] because [If Higher Ed Directory:  , as [fill position] for your institution, you are well placed to provide NPSAS:20 data on behalf of [Institution]. The chief administrative officer of your institution has been notified.]/[If named by Chief Administrator or IPEDS Keyholder: your institution’s [chief administrative officer named you to be the/IPEDS keyholder provided your name as a potential] NPSAS Campus Coordinator.  As a coordinator for NPSAS:20, you will be asked to complete the following tasks between now and November 2020:
[Timeline graphic – see page D-58]
As the study progresses, we will provide you with detailed instructions for completing each portion of the study. At this time, we ask that you log in to the Postsecondary Data Portal (PDP) and complete the Registration Page using the information provided in the box below. Enclosed is a guide to help you. During Registration, you will be asked to name colleagues at your institution who may be involved in providing data for NPSAS:20. Users you name will gain access to the PDP and receive information on the study. For this reason, please be sure that the users you identify are allowed to see personal information about students.
	surveys.nces.ed.gov/xxxx
Your user ID: (UserID)


Because we know your staff time is limited, we have been working very hard to simplify the reporting requirements and minimize the time and effort needed to participate in NPSAS:20. A representative of RTI International, our contractor for NPSAS:20, will reach out soon to answer any questions you may have.
For more information on NPSAS, please visit the NCES study website (https://nces.ed.gov/surveys/npsas/).
We look forward to working with you over the next year. If you have questions about your participation in NPSAS:20, please contact RTI’s data collection manager, [DCMforSchool], at [DCMe-mail]. I can be reached at [NCESe-mail].
Sincerely,
NCES staff name
NCES staff title
National Center for Education Statistics (NCES)
Institute of Education Sciences
U.S. Department of Education

Enclosures


[bookmark: _Toc18677915]Quick Guide to NPSAS:20
The Postsecondary Data Portal (PDP) is the data collection website for all institution-based postsecondary sample surveys conducted by the National Center for Education Statistics (NCES). You can access the PDP at surveys.nces.ed.gov/xxxx. The PDP provides information on the studies that have collected or are currently collecting data from colleges, universities, and vocational and trade schools throughout the United States.  You can also find links to the studies’ pages at NCES and to DataLab, which provides a suite of powerful and intuitive online data tools for creating tables and conducting analyses using NPSAS and other NCES datasets. 
	[image: ]

	This image is provided as an example. The PDP website is still being developed and the final image may include aesthetic changes that do not impact the content of the page.


The PDP includes resources to help you complete NPSAS:20. On the FAQs page, you can learn about NCES and how your institution was chosen to participate. The Contact page lists the names, telephone numbers, and e-mail addresses for staff involved with the collections at NCES and at RTI International, the nonprofit organization collecting the data on behalf of NCES. Efforts to protect study data are detailed on the Confidentiality page.
[bookmark: _Hlk19025184]Log in to the PDP using the user ID listed on your welcome letter. You will be e-mailed a security code that will allow you to complete the log in process. Once logged in, you may download your welcome packet, view instructional videos, and add additional users from your institution. Please note that for security purposes, your session will end and you will be logged out of the PDP if you remain idle for 30 or more minutes.
[image: ]
This image is provided as an example. The PDP website is still being developed and the 
final image may include aesthetic changes that do not impact the content of the page.
The PDP Task Menu will show you the steps you need to complete as a participating institution. 
 
	[image: ]

	This image is provided as an example. The PDP website is still being developed and the final image may include aesthetic changes that do not impact the content of the page.



The NPSAS:20 Help Desk is available, 9 AM to 9 PM ET, to answer your questions about NPSAS:20, troubleshoot technical issues, and discuss any obstacles to participation. Contact us at.
[number]
xxxx@rti.org
As a NPSAS:20 participating institution, you will be asked to complete the following steps over the 2019-20 academic year:
[Timeline graphic - see page D-58]
1. Register Your Institution by designating staff who will provide your institution’s data, specifying your institution’s term structure, and answering some brief background questions about your institution.
Registration also sets the due date for the next step in the NPSAS:20 data collection.  Due dates will vary based on the term structure you specify.
[graphic]

2. Submit Your 2019-20 Student Enrollment List, which will be used to select your institution’s student sample. When it is time to prepare your list, RTI will send you detailed instructions about which students should be included on your enrollment list.
[graphic]
3. Provide Student Record Data for the students at your institution sampled for NPSAS:20. Student records data include demographic, enrollment, budget, and financial aid information. You will receive your list of sampled students approximately 4 to 6 weeks after you submit your student enrollment list.
There are three modes for submitting student records data:
· Web mode - recommended for samples of up to 20 students; 
· Excel mode - recommended for samples of 20 to 100 students; and 
· CSV mode - recommended for samples greater than 100.
[Other options for delivery of student record data – such as SAS or STATA files – can be arranged by contacting the Help Desk.]
[graphic]


[bookmark: _Toc18677916]Registration Instructions
Registering your institution through the Postsecondary Data Portal (PDP) is an important first step in the NPSAS:20 data collection. As you register, you will be able to confirm your contact information, specify your institution’s term structure, provide needed information about your institution, and establish a due date for the next step in data collection, providing a student enrollment list.  This guide will help you make sure you have all the information you need to be successful. 
To get started, log on to the Postsecondary Data Portal (PDP) at surveys.nces.ed.gov/XXX and select “Register Your Institution” from the Task Menu. There you will find a brief video tutorial about registering your institution to help you get started. 
1) Designate PDP Users
[bookmark: _Hlk2347030]To begin, you will be asked to confirm your contact information and provide information for any additional staff who will assist you with providing your institution’s NPSAS:20 data on the PDP. You may choose to designate staff from multiple departments at your institution in order to provide the general demographic, enrollment, budget, and financial aid data needed. Each person you designate will receive credentials for logging into the Postsecondary Data Portal website. For this reason, please be sure that the users you identify are allowed to see personal information about students.
2) Provide Your Term Structure
Next, you will need to specify your institution’s term structure for the 2019-20 academic year, that is from July 1, 2019 to June 30, 2020.  Later, when you provide your institution’s student records data, you will report each sampled student’s enrollment status (e.g., full-time, half-time), and financial aid received, for the entire 2019-20 academic year by term. For that reason, setting up the correct term structure is the most important step in the registration process.  
If your institution has distinct terms with explicit start and end dates, you should report this information by term. 
	[image: ][image: ][image: ][image: ]

	This image is provided as an example. The PDP website is still being developed and the final image may include aesthetic changes that do not impact the contact of the page.


If your institution enrolls students continuously throughout the year, or if you have more than 12 terms per year, you should report your student data by month.
	[image: ]

	[bookmark: _Hlk10108833]This image is provided as an example. The PDP website is still being developed and the final image may include aesthetic changes that do not impact the contact of the page.



Whenever possible, we will preload information about your institution’s term structure, and you will be asked to confirm or update the preloaded information. 
Which Terms Should I Report?
You should enter the starting and ending month and year for all terms/enrollment periods at your institution for the 2019-20 academic year.  Terms may start prior to July 1, 2019 or end after June 30, 2020, but some portion of the term must occur between July 1 and June 30.
Be sure to include:
Summer sessions (instructions provided below).
Short sessions longer than two weeks in duration (e.g., Maymester, January term).
Terms for special types of students (e.g. medical students).
Unique Situations in Terms:
Summer sessions: Summer sessions should be included if any portion of the term falls in the period of July 1, 2019 through June 30, 2020. If your institution’s summer terms cross the June 30/July 1 cutoff (sometimes called “crossover terms”), enter summer terms for both the 2019 and 2020 summer sessions. 
Terms starting and ending in the same month, but on different days: If your institution has terms that share the same start and end month, but start and end on different days in the month, you can save time by only entering that term once (as month/year).
For example, the following sessions may be reported as a single term because they share the same start and end month:

[image: ]
[image: ]





Terms starting and ending in different months:  If your institution has terms that start or end in different months, please enter the terms separately. 
	Term: 
	Start
	End

	General college spring 2019
	01/2020
	05/2020

	Medical school spring 2019
	01/2020
	04/2020

	Law school spring 2019
	02/2020
	05/2020



3) Provide Background Information
Finally, you will be asked some brief questions about your institution, such as the type(s) of Student Information System(s) (SIS) you use and how you define standard academic credits.

What Happens After Registration?
After you register, staff from RTI International, the data collection contractor, will contact you to confirm your due date for your enrollment list and provide detailed instructions for preparing the enrollment list file.
The enrollment list file will include the following information:
	General and Demographic Information
	Enrollment Information

	Student name
	Degree program

	Student ID number
	Class level

	Social Security Number
	Major

	Date of Birth
	High school completion date

	Sex
	Dual enrollment in high school

	Ethnicity
	Date first enrolled in your institution

	Race
	First-time beginning student indicator

	Veteran/active duty military status
	

	Local address
	

	Permanent address
	

	E-mail address
	

	Phone number
	



Once received, project staff will review your list to make sure it has all the necessary components. They may contact you if there are any questions about your list.

What Happens After You Submit Your Enrollment List?
After your enrollment list is accepted, your institution’s student sample will be selected. Project staff will contact you again, about 4 to 6 weeks after you submit your list, with instructions for providing student records data for the sampled students. 

The NPSAS:20 Help Desk
The Help Desk is available, 9 AM to 9 PM ET, to answer your questions about NPSAS:20, troubleshoot technical issues, and discuss any obstacles to participation. Contact us at [number] or xxxx@rti.org.


[bookmark: _Toc18677917]Registration Reminder Letter and E-mail
[Date]
[Salutation] [FirstName] [LastName]
[Title]
[Institution]
[Address]
[City], [State] [Zip]
Dear [Salutation] [LastName]:
I am writing to remind you that [Institution] has been sampled for the 2019-20 National Postsecondary Student Aid Study (NPSAS:20), and that you have been identified as your institution’s Campus Coordinator.
Key facts about NPSAS:20:
It is the definitive dataset informing federal postsecondary financial aid policy and practice.
It will provide national and, for undergraduates, state-level data across different institution types.
It forms the sample for the Beginning Postsecondary Students Longitudinal Study (BPS), which will report on persistence, attainment, and employment among first-time postsecondary students.
Your participation is very important! Without it, students at [Institution] will not be represented in the NPSAS data.
Please log in to the Postsecondary Data Portal (PDP) and register your institution in our study data collection system at the website below.
PDP Website: surveys.nces.ed.gov/xxxx
Your User ID: [UserID]
If you have any further questions about the study, please contact us at Xxxx@rti.org, or [HelpDeskNumber].
Sincerely,
[DCMName]
Data Collection Manager, NPSAS:20




[bookmark: _Toc18677918]Registration Thank You E-mail 
Subject: NPSAS:20 Registration Completed
Dear [Salutation] [LastName]:
Thank you for completing the NPSAS:20 registration for [Institution]! This e-mail serves as a record that you have completed this task.
The next step in the study is submission of your [Summer/Fall 2019/2019-20 Enrollment List]. [When this phase of the study begins in January 2020/Shortly], you will receive a request with instructions for completing this step.
We very much appreciate your participation in this important study!
[Name]
Institution Relations Specialist
NPSAS:20
DID YOU KNOW? About 39 percent of undergraduates received student loans from any source in 2015-16.
Source: U.S. Department of Education, National Center for Education Statistics (NCES), 2015-16 National Postsecondary Student Aid Study (NPSAS:16).


[bookmark: _Toc18677919]Coordinator Letter to Introduce the Data Collection Manager and Staff
	
This mailing is sent to each institution’s coordinator after the Welcome Letter to Introduce the Data Collection Manager for the region. The manager’s business card will be attached.  



[Date]
[Salutation] [FirstName] [LastName]
[Title]
[Institution]
[Address]
[City], [State] [Zip]
Dear [Salutation] [LastName]:
We recently contacted you about the start of the next cycle of the National Postsecondary Student Aid Study (NPSAS) sponsored by the U.S. Department of Education’s National Center for Education Statistics (NCES), a congressionally mandated study of how students and their families pay for college. Your institution has been selected to participate in NPSAS:20, and I am writing to introduce myself and my team. 
As the Data Collection Manager for sampled institutions in your region, I am here to ensure that your NPSAS:20 experience is a positive one and that you receive timely and professional assistance as you respond to the request for information. 
Examples of assistance we can provide include
· helping you complete the registration page;
· providing guidance on the data requested on the enrollment list; and
· assisting with technical issues such as difficulty accessing the website or uploading a file.
You can reach me or a member of my team Monday to Friday, 9AM to 5PM [fill time zone], or by appointment, at:
xxxx@rti.org
[HelpDeskNumber]
To help us serve you more quickly, please have your institution’s ID number, [SchoolID] handy when contacting us. Including this number in the subject line of emails or entering it when prompted on calls to us will ensure that your inquiry is routed directly to my team.
We’re looking forward to working with you on NPSAS!  To get started, please log in to the NCES Postsecondary Data Portal (PDP) and completed the Registration Page. 

	https://surveys.nces.ed.gov/xxxx
Your user ID: (UserID)



Sincerely,
[DCM name]
Data Collection Manager, NPSAS:20
RTI International


[bookmark: _Hlk17968400][bookmark: _Toc18677920]Coordinator List Request Mailing
	[bookmark: _Hlk10109238]
This mailing is sent to each institution’s coordinator after the Registration Page has been completed. It includes a letter that confirms the institution’s due date for providing its student enrollment list and instructions for preparing the list. The letter and the instructions for this mailing is included below. There will be three versions:
requesting a fall enrollment list from the calibration group
requesting a spring enrollment list from the calibration group
requesting a spring enrollment list (non-calibration)






[bookmark: _Toc18677921]List Request Letter and E-mail
[bookmark: _Hlk2601117][Date]
[Salutation] [FirstName] [LastName]
[Title]
[Institution]
[Address]
[City], [State] [Zip]
Dear [Salutation] [LastName]:
Thank you very much for registering for the 2019-20 National Postsecondary Student Aid Study (NPSAS:20). We are pleased that [Institution] will participate in this important study, conducted by the U.S. Department of Education’s National Center for Education Statistics (NCES) and administered by RTI International.
Below is a summary of where you are in the study. The next step is providing your [Fall Student Enrollment List/Student Enrollment List/full-year Student Enrollment List].
[Timeline graphic – see page D-58]
Your [Fall] Student Enrollment List due date is: [DueDate]. Please contact us at [PortalHelpe-mail] or [PortalHelpNumber] if you would like to discuss this date.
Enclosed are instructions for providing the Fall Student Enrollment List, which should include all eligible students enrolled in your institution between July 1, 2019 and [date]. [If Fall:  As we mentioned in our first contact, this fall list will help to ensure we are using the soundest methodology for the student interview component of the study. In early 2020, we will request the same data elements for students enrolled between July 1, 2019 and April 30, 2020.] [The full-year list/This list] will be used to create a sample of students for the Student Records portion of the study.
NEW FOR NPSAS:20 – Please include students who were concurrently enrolled in high school and your institution on your enrollment list. More details are in the instructions guide.
Postsecondary Data Portal Website: surveys.nces.ed.gov/xxxx
Your User ID: [UserID]
For more info on how NPSAS data are used, please visit [ResearchSiteURL].
Thank you for your efforts in support of NPSAS:20. If you have questions about your participation in NPSAS:20, please contact RTI’s data collection manager, [DCMforSchool], at [DCMe-mail]. I can be reached at [NCESe-mail].
Sincerely,
Jennifer Wine, Ph.D.	NCES staff name
Director, NPSAS:20	NCES staff title
RTI International	National Center for Education Statistics (NCES)
	U.S. Department of Education
Enclosures



[bookmark: _Toc18677922]Student Enrollment List Preparation Instructions 
	Different versions of the student enrollment list preparation instructions will be sent to institutions depending on whether they were selected to provide a fall enrollment list. There will be three versions of the instructions:
1) Summer/fall enrollment list collection
2) Spring enrollment list for institutions selected for fall collection
3) Full-year enrollment list for institutions NOT selected for fall collection.


Preparing Your [Summer/Fall 2019; Spring] Student Enrollment List for NPSAS:20
These instructions will guide you through preparing the list of students enrolled at your institution between July 1, 2019 and [date]. [If summer/fall instructions:  In early 2020, you will be asked to provide an updated list of students enrolled between July 1, 2019 and [date].]
[If Spring instructions only:
You have already provided a list of students enrolled at your institution between July 1, 2019 and [date]. Now, please provide an updated list of all students enrolled between July 1, 2019 and [date].
When providing the updated list, you may choose whichever option is most convenient for your institution:
Option A: provide all students enrolled between July 1, 2019 and [date], regardless of whether they were already included on your fall enrollment list. Our staff will compare the two lists and deduplicate the students for you.
Option B: include only those students who were newly enrolled between October 31, 2019 and [date] (e.g., exclude students you already provided on your fall enrollment list).]

Step 1: Determine Which Students to Include
Your institution’s enrollment list should include students from all campuses, colleges, and schools, including graduate schools, reported to IPEDS under your institution’s IPEDS UNITID.
Provide a list of all eligible students enrolled at any time between July 1, 2019, and [date].
Some students may not be eligible for NPSAS; please carefully review the eligibility criteria below.
Eligible for NPSAS:20
Eligible students are those who, at any time between July 1, 2019 and [date], were enrolled in a term or course of instruction at your institution that is one of the following:
an academic program; OR
a course for credit that could be applied toward fulfilling the requirements for an academic degree;
an occupational or vocational program that requires at least 3 months or 300 clock hours of instruction to receive a degree, certificate, or other formal award;
noncredit remedial coursework within a Title IV eligible program (up to 30 semester or trimester hours, 45 quarter hours, or 900 clock hours).
NOT Eligible for NPSAS:20
Students are ineligible for NPSAS:20 if they meet any of the following conditions. Exclude these students from your student enrollment list.
Refunded tuition. Exclude students who dropped out of your institution early enough to receive a full refund of their tuition.
Paid tuition solely to another institution. Exclude students who attend this institution under joint arrangements with another institution and pay tuition solely to the other institution.
Enrolled solely in a remedial program. Students who are enrolled solely in a remedial program are not eligible.
For additional help determining which students should be included on your enrollment list, see the Frequently Asked Questions section on page 3 of this document.
Step 2: Prepare the Student Enrollment List
Prepare your list, preferably as an Excel (.xlx or xlsx) or comma-separated values (.csv) file, using the Student Enrollment List File Layout Specifications included on page 5 of this document.
The specifications provide a list of the data elements that we are requesting and the valid values for each element. If any of the requested elements do not apply to your institution, you may leave the field blank.
If you use codes other than the valid values listed in the file layout specifications, please provide us with a detailed description of the codes.
Step 3: Check for Errors
Please take a moment and review your enrollment list file for errors. Examples of common errors found on student enrollment lists include:
1.	Data elements not associated with the correct student because rows shifted during sorting or copying and pasting.
2.	Critical data elements not provided for all students.
3.	Eligible students omitted from the list because they attend campus/school other than the main campus (e.g., law school, medical school).
Step 4: Submit Your Student Enrollment List
Gather the information below and have it on hand when you submit your student enrollment list on the PDP.
1.	Date the list was prepared: Please record the date your student list was prepared, even if it is not the same as the date you submit the list.
2.	Contact information: Please provide the name, department, e-mail address, and phone number for all individuals responsible for preparing your list in case we have questions about the list.
3.	Comments: Provide any details that will clarify the layout of the enrollment list you are submitting, as well as any information necessary to correctly interpret the data provided. Define any special codes or abbreviations (e.g., major codes, class levels).
4.	Exclusion counts: Provide counts of the students that were excluded from your Student Enrollment List for the following reasons:
student did not meet the NPSAS eligibility requirements listed in Step 1
student requested that their information not be provided to external parties
student was excluded for any other reason.
To ensure data quality, the number of students submitted on your list will be compared to enrollment counts reported to IPEDS. Providing us with information about the number of excluded students will help to explain discrepancies and will expedite the processing of your list.
5.	An estimate of how long it took your institution to prepare the student enrollment list.
When you are ready, log in to the Postsecondary Data Portal website at surveys.nces.ed.gov/xxxx.
From the Task Menu, select Provide Your Student Enrollment List and follow the on-screen instructions. You will be asked to provide your list and the information list above.
Uploading is the most secure and most efficient method for submitting your list. If you are unable to upload your list, please contact the Help Desk to make other arrangements.

Frequently Asked Questions
Should I include non-degree seeking students?
Yes. Non-degree seeking students should be included if they are enrolled in a course for credit that could be applied toward fulfilling the requirements for an academic degree.
Should I include students taking remedial courses?
It depends. Students who are taking noncredit remedial coursework within a Title IV eligible program are eligible and should be included. Students who are enrolled solely in a remedial program are not eligible and should not be included.
Should I include students at branch or extension campuses on the list?
Yes, if the branch or extension campus reports to IPEDS through the same IPEDS UNITID as the institution that was selected for NPSAS:20. If the branch or extension campus reports to IPEDS through a different IPEDS UNITID, do not include the students from the branch or extension campus on the student list.
Our law/dental/medical/veterinary school has its own registrar’s office. Should I include students from those schools on the list of enrolled students?
Yes, if the other registrar's office reports to IPEDS through the same IPEDS UNITID as the institution that was selected for NPSAS:20. If the other registrar's office reports to IPEDS using a separate IPEDS UNITID, then students registered by that office should not be included.
I understand that NPSAS is a financial aid study. Should I include students who did not apply for or did not receive financial aid?
Yes. NPSAS includes aided as well as non-aided students.
I understand that students on the list need to have been enrolled between July 1, 2019 and [date]. Does it matter if the student also had enrollment outside of that period?
No. A student is eligible as long as he or she was enrolled at any time between July 1, 2019 and [date] and meets the other eligibility criteria, regardless of whether he or she also had enrollment outside of that timeframe.
Should I include...nonmatriculated students?
	...non-degree seeking students?
	Yes, include these students on the list if they otherwise satisfy the student eligibility requirements on page 1.

	...part-time students?
	

	...postbaccalaureate students?
	

	...students taking correspondence courses?
	

	...distance education students?
	

	...foreign exchange students?
	

	...continuing education students?
	

	...extension division students?
	


Note that students may be eligible for NPSAS:20 even if they are not in a formal degree program. For example, someone who is taking a credit-bearing computer programming course to enhance his or her job skills would be considered eligible and should be included on the enrollment list.
Should I include students who enrolled but later withdrew without completing any courses?
Include all eligible students who enrolled and paid their tuition and fees UNLESS they withdrew early enough to receive a full refund of their tuition and fees.
Should I include students taking courses on this campus when this is not the students' home institution?
No, do not include students on your enrollment list who pay their tuition solely to another institution. We consider students to be enrolled at the institution to which they pay their tuition.
Should I include graduate students on the list if they were enrolled in a graduate program but were only auditing courses (e.g., because they did not need any more credits for graduation)?
Yes. Students enrolled in academic programs are eligible for this study, even if they are no longer enrolled in courses for credit.
Should I include international students on the student enrollment list?
Yes. International students should be included on the student enrollment list if they meet the other eligibility criteria. Note that study abroad students who are paying tuition to another institution are not eligible.
My institution uses different student degree program classifications than you request. How should I provide degree program?
If possible, please categorize your students within the student degree program categories that we request. However, if this is not possible, please classify the students as indicated in your institution's records and provide us with the definitions of these classifications. You can upload these classifications with your list, or e-mail them to [E-MAIL ADDRESS].
What should I do if I cannot provide students’ first names, middle initials, last names, and name suffixes as four separate fields?
When uploading your file on the website, let us know how your file is constructed by providing comments in the text box located on the upload page or in an e-mail to [E-MAIL ADDRESS].
What if my institution does not have student ID numbers separate from SSNs?
If your institution does not have separate student ID numbers, you can either leave the student ID field blank or use SSN in the student ID field and the SSN field.


?-2	Report Name
D-2
NPSAS:20 Student Enrollment List File Layout Specifications
	Field #
	
Student data element
	Valid Values
	Notes
	Critical Data Element[footnoteRef:1] [1:  Institutions that refuse to provide the full list of data elements will be offered a reduced list of data elements. Those institutions will receive a set of revised instructions that contain the items marked “X” in this column.] 

	Max field length

	1. 
	IPEDS UNITID
	
	
	X
	6

	2. 
	Student ID
	
	
	X
	25

	3. 
	First name
	
	
	X
	100

	4. 
	Middle initial
	
	
	
	50

	5. 
	Last name
	
	
	X
	100

	6. 
	Name suffix (e.g., Jr., Sr., III, etc.)
	
	
	
	50

	7. 
	Social Security Number (SSN)
	
	We will use SSNs to match students to the U.S. Department of Education's Central Processing System (CPS) database, which contains information from the Free Application for Federal Student Aid (FAFSA), the National Student Loan Data System (NSLDS), and other databases prior to selecting the student sample. Matching to these databases prior to sampling will help us to select a representative sample of students.
	X
	9

	8. 
	Date of birth month (MM)
	01-12
	
	X
	2

	9. 
	Date of birth day (DD)
	01-31
	
	X
	2

	10. 
	Date of birth year (YYYY)
	1940-2008
	
	X
	4

	11. 
	Sex
	0 = Male
1 = Female
2 = Other
-1 = Unknown
	
	
	2

	12. 
	Veteran or Active Duty Military status
	0 = No
1 = Yes, veteran
2 = Yes, active duty military
-1 = Unknown
	Please indicate whether the sample member is a veteran of the U.S. Armed Forces or is serving on active duty (not whether the sample member is receiving veteran's benefits).
	
	2

	13. 
	Student was solely a dual enrollment high school student or completing high school requirements?
	1 = Yes, student was enrolled in high school between July 1, 2019 and [date], 2020
0 = No, student was not enrolled in high school between July 1, 2019 and [date], 2020
-1 = Unknown
	The purpose of this item is to identify students who are not eligible for NPSAS:20 because they were dually enrolled in high school or completing high school requirements for their entire period of enrollment at your institution in the July 1, 2019 to [date] timeframe.
Answer YES if the student was dually enrolled in high school or completing high school requirements for all enrollment at your institution within the July 1, 2019 to [date] timeframe.
Answer NO if the student was dually enrolled but completed high school and continued to be enrolled at your institution in a postsecondary course of study at any time between July 1, 2019 and [date].
	X
	2

	14. 
	High school completion date month (MM)
	
	
	
	2

	15. 
	High school completion date day (DD)
	
	
	
	2

	16. 
	High school completion date year (YYYY)
	
	
	
	4

	17. 
	Ethnicity
	0 = Not Hispanic or Latino
1 = Hispanic or Latino
-1 = Unknown
	If the student declined to provide his or her ethnicity or race, indicate “Unknown.”
Note that these ethnicity and race categories differ from those reported to IPEDS but are consistent with IPEDS requirements for the collection of ethnicity and race.
For more information about IPEDS requirements for the collection and reporting of ethnicity and race, visit https://surveys.nces.ed.gov/ipeds/visfaq_re.aspx#1.
	
	2

	18. 
	Race: White
	1 = Yes
0 = No
-1 = Unknown
	If the student declined to provide his or her ethnicity or race, indicate “Unknown.”
Note that these ethnicity and race categories differ from those reported to IPEDS but are consistent with IPEDS requirements for the collection of ethnicity and race.
For more information about IPEDS requirements for the collection and reporting of ethnicity and race, visit https://surveys.nces.ed.gov/ipeds/visfaq_re.aspx#1.
	
	2

	19. 
	Race: Black or African American
	1 = Yes
0 = No
-1 = Unknown
	
	
	2

	20. 
	Race: Asian
	1 = Yes
0 = No
-1 = Unknown
	
	
	2

	21. 
	Race: American Indian or Alaska Native
	1 = Yes
0 = No
-1 = Unknown
	
	
	2

	22. 
	Race: Native Hawaiian or Pacific Islander
	1 = Yes
0 = No
-1 = Unknown
	
	
	2

	23. 
	Permanent address 1
	
	
	
	100

	24. 
	Permanent address 2
	
	
	
	100

	25. 
	Permanent city
	
	
	
	100

	26. 
	Permanent state
	
	
	
	2

	27. 
	Permanent country (if not U.S.)
	
	
	
	50

	28. 
	Permanent ZIP code
	
	
	
	25

	29. 
	Local/most recent address 1
	
	
	
	100

	30. 
	Local/most recent address 2
	
	
	
	100

	31. 
	Local/most recent city
	
	
	
	100

	32. 
	Local/most recent state
	
	
	
	2

	33. 
	Local/most recent ZIP code
	
	
	
	9

	34. 
	Phone number 1
	
	Enter a valid 10-digit phone number with no spaces, parentheses, or dashes.
	
	

	35. 
	Phone number 1 type
	1=Home
2=Mobile
3=Other
	
	
	

	36. 
	Phone number 2
	
	Enter a valid 10-digit phone number with no spaces, parentheses, or dashes.
	
	

	37. 
	Phone number 2 type
	1=Home
2=Mobile
3=Other
	
	
	

	38. 
	Campus e-mail
	
	
	
	100

	39. 
	Permanent e-mail
	
	
	
	100

	40. 
	Date first enrolled at this institution (month)
	1 - 12
	
	
	2

	41. 
	Date first enrolled at this institution (day)
	1 - 31
	
	
	2

	42. 
	Date first enrolled at this institution (year)
	1940 - 2020
	
	
	4

	43. 
	First-time Beginning Student?
	0 = No
1 = Yes
	A student is considered a first-time beginner (FTB) for NPSAS:20 if he or she is an undergraduate student who enrolled in college for the first time at this institution between July 1, 2019 and June 30, 2020.
Students are NOT FTBs if they were enrolled in a postsecondary class for credit at this or any other postsecondary institution prior to July 1, 2019, unless the credit was advanced placement (AP) credit, international baccalaureate (IB) credit, or any other postsecondary credit or formal award earned while the student was still completing high school.
Please note that this is not the same as the first-time full-time designation reported to IPEDS.
	X
	1

	44. 
	Degree Program
	1 = Enrolled in undergraduate courses, not in a degree program
2 = Undergraduate certificate or diploma (occupational or technical program)
3 = Associate's degree
4 = Bachelor's degree
5 = Enrolled in graduate courses, not in a degree program
6 = Post-baccalaureate certificate program
7 = Dual bachelor's/master's degree
8 = Master's degree program
9 = Post-master's certificate
10 = Doctoral degree - research/scholarship
11 = Doctoral degree - professional practice
12 = Doctoral degree – other
-1 = Unknown
	In what degree program is this student enrolled? If the student is no longer enrolled, report the degree program for his or her last term enrolled.
If the student was enrolled in more than one program, enter the highest degree program. If the student was enrolled in a dual degree program in which both degrees are the same level (such as a dual MD/PhD or dual MA/MBA), respond based on the student’s primary degree program.
	X
	2

	45. 
	Class level
	1 = 1st Year/Freshman
2 = Sophomore
3 = Junior
4 = Senior
5 = 5th Year or higher undergraduate
6 = Undergraduate (unclassified)
7 = Student with bachelor's or advanced degree taking undergraduate courses
8 = 1st year graduate
9 = Beyond 1st year graduate
10 = Graduate (unclassified)
-1=Unknown
	Enter the student's class level. If the student is no longer enrolled, provide the student’s class level during his or her last term enrolled.
If class level was used to determine financial aid eligibility, report that class level for this item. Otherwise, report the class level as defined by your institution.
Institutions typically define class level based on the number of earned credits.
An example of a commonly used classification:
• 0-29 earned credit hours for first-year/freshman
• 30-59 earned credit hours for sophomore
• 60-89 earned credit hours for junior
• 90+ earned credit hours for senior.
	
	2

	46. 
	Student’s first major
	
	If your institution’s majors include codes or abbreviations, please include an explanation with your enrollment list.
	X
	30

	47. 
	Classification of Instructional Programs (CIP) code for student’s first major
	Format = NNNNNN (no decimal)
	The Classification of Instructional Programs (CIP) provides a taxonomic scheme that supports the accurate tracking and reporting of fields of study and program completions. For more information about the Classification of Instructional Programs, see https://nces.ed.gov/ipeds/cipcode/.
	X
	6

	48. 
	Student’s second major
	
	If your institution’s majors include codes or abbreviations, please include an explanation with your enrollment list.
	
	30

	49. 
	Classification of Instructional Programs (CIP) code for student’s second major
	Format = NNNNNN
	
	
	6




D-36
[bookmark: _Toc18677923]List Request Reminder Letter and E-mail
[Date]
[Salutation] [FirstName] [LastName]
[Title]
[Institution]
[Address]
[City], [State] [Zip]
Dear [Salutation] [LastName]:
I am writing to remind you of the [upcoming/recently passed] due date for your Student Enrollment List. This portion of the 2019-20 National Postsecondary Student Aid Study (NPSAS:20) will allow us to draw a sample of students enrolled at [Institution] for inclusion in the Student Records and Student Interview portions of the study.
Your current due date is [DueDate].
Please log into the Postsecondary Data Portal (PDP) and submit your Student Enrollment List.
PDP Website: surveys.nces.ed.gov/xxxx
Your User ID: [UserID]
If you need to set a new due date, or you have any further questions about the study, please contact us at Xxxx@rti.org, or [HelpDeskNumber].
Sincerely,
[DCMName]
Data Collection Manager, NPSAS:20




[bookmark: _Toc18677924]List Thank You E-mail 
Subject: NPSAS:20 Enrollment List Submitted
Dear [Salutation] [LastName]:
Thank you for submitting the [fill text:  Fall/Spring Student Enrollment List for [Institution]]! This e-mail serves as a record that you have completed this task. We may contact you shortly if there are any questions about your file.
The next step in the study is submission of your full-year 2019-20 Enrollment List. In early 2020, you will receive a request with instructions for completing this step.
We very much appreciate your participation in this important study!
[Name]
Institution Relations Specialist
NPSAS:20
[IF FALL:  DID YOU KNOW? In 2015-16, about 72 percent of undergraduate students received some form of financial aid, which includes grants, loans, and work-study.]
[IF SPRING:  DID YOU KNOW? Among undergraduate students, the average amount of aid received from any sources was $12,300 in 2015-16.]
Source: U.S. Department of Education, National Center for Education Statistics (NCES), 2015-16 National Postsecondary Student Aid Study (NPSAS:16).



[bookmark: _Toc18677925]Other Contact Materials
[bookmark: _Toc18677926]PDP User Approval E-mail for Campus Coordinator
Subject: Please approve new NPSAS:20 website user
Dear [Salutation] [LastName]:
I am writing to request your approval of [first name] [lastname] having access to the 2019-20 National Postsecondary Student Aid Study (NPSAS:20) Postsecondary Data Portal website. As the Campus Coordinator, your approval is needed before we create an account and user ID for additional institution staff who will be providing data for NPSAS:20. The request for this person’s access comes from [current PDP user (name)/NPSAS:20 Help Desk staff].  Please simply reply to this e-mail saying that you approve.  We will create a user ID for the individual and send it and the website address directly to the new user.
If you prefer, you can log in to the Postsecondary Data Portal (PDP) and approve the new user yourself. After logging in, click Manage PDP Users, find the person’s name, and then click on the I Approve Access button.
If you have any questions about the study, please contact us at Xxxx@rti.org, or [HelpDeskNumber].
Sincerely,
[DCMName]
Data Collection Manager, NPSAS:20

PDP Website: surveys.nces.ed.gov/xxxx
Your User ID: [UserID]


[bookmark: _Toc18677927]New Year’s Card to Campus Coordinator
[bookmark: _Hlk17968229]Outside
Happy New Year from NPSAS:20
[NPSAS logo]
Inside
Best wishes for a wonderful year ahead.
[staff signature]


[bookmark: _Toc18677928]Data You Can Use Mailer and E-mail
NPSAS Gives You Data You Can Use…
…but we need your participation.
Did you know that you will be able to get data for [State] from the current National Postsecondary Student Aid Study (NPSAS)?
NPSAS will send you state-level financial aid estimates for undergraduates and other data you can share with your critical target audiences, like your institution’s leadership and your state’s legislators.
Key Data from NPSAS:
Average financial need and percentage of students with need
Average merit and need-based state grants and percentage of students with grants
Cumulative undergraduate borrowing amounts by loan type
Please log in to our study website and register for NPSAS:20/provide an enrollment list on behalf of [Institution] as soon as you can. Your participation now will ensure that NPSAS provides the best quality data to the postsecondary community.
PDP Website: surveys.nces.ed.gov/xxxx
Your User ID: [UserID]
[IF MAILER:  NPSAS Help Desk: [HelpDeskNumber] | xxxx@rti.org]
[IF E-MAIL:  If you have any further questions about the study, please contact us at XXXX@RTI.ORG, or [HelpDeskNumber].
Sincerely,
[DCMName]
Data Collection Manager, NPSAS:20]



[bookmark: _Toc18677929]“Please Represent Your State” Mailer and E-mail
NPSAS is designed to represent <State>…
…but we need your participation.
Did you know that you will be able to get state-level data for [State] for undergraduates from the current National Postsecondary Student Aid Study (NPSAS)?
Traditionally, NPSAS data have provided a national picture of how students and their families pay for college. NPSAS:20 is designed to also provide state-level information for undergraduates. Want to know how state aid granted in [State] compares to that of [NeighborState]? Or how total tuition charged in [Sector] schools in [State] compares to the national average?  NPSAS cannot provide data for those comparisons without your participation.
Please log in to our study website and register for NPSAS:20/provide an enrollment list on behalf of [Institution] as soon as you can. Your participation now will ensure that NPSAS provides the best quality data to the postsecondary community.
PDP Website: surveys.nces.ed.gov/xxxx
Your User ID: [UserID]
[IF MAILER:  NPSAS Help Desk: [HelpDeskNumber] | xxxx@rti.org]
[IF E-MAIL:  
If you have any further questions about the study, please contact us at xxxx@rti.org, or [HelpDeskNumber].
Sincerely,
[DCMName]
Data Collection Manager, NPSAS:20]



[bookmark: _Toc18677930]BPS Base Year Mailer and E-mail
NPSAS studies provide insight into student experience…
…but we need your participation.
Did you know that the sample for the upcoming Beginning Postsecondary Students Longitudinal Study (BPS) will be drawn from the National Postsecondary Student Aid Study (NPSAS)?
BPS surveys first-time, beginning students three times over six years. Information collected from BPS participants will be compiled with transcript information and other administrative data to provide a comprehensive picture of student demographics, experiences, persistence, transfer, and degree 
attainment for the BPS population. The student enrollment list you provide for NPSAS:20 allows eligible first time students from [Institution] to be sampled for BPS.
Please log in to our study website and register for NPSAS:20/provide an enrollment list on behalf of [Institution] as soon as you can. Your participation now will ensure that NPSAS provides the best quality data to the postsecondary community.
PDP Website: surveys.nces.ed.gov/xxxx
Your User ID: [UserID]
[IF MAILER:  NPSAS Help Desk: [HelpDeskNumber] | xxxx@rti.org]

[IF E-MAIL:
If you have any further questions about the study, please contact us at xxxx@rti.org, or [HelpDeskNumber].
Sincerely,
[DCMName]
Data Collection Manager, NPSAS:20]



[bookmark: _Toc18677931]Registration/List Collection Is Ending Mailer and Email
NPSAS Registration/List Collection is coming to an end…
…and we need your participation.
We are moving into the next phase of NPSAS:20. So that [Institution] can move to the next phase as well, please log in to the Postsecondary Data Portal (PDP) and complete the NPSAS:20 registration/submit your student enrollment list at your earliest convenience.
Participating in NPSAS means having your institution’s students represented in a national study on postsecondary student aid. Taking part, along with other institutions in [State], allows the National Center for Education Statistics (NCES) to provide state-representative data for undergraduates, which will be used to gain a better understanding of the financial aid landscape in [State]. The entire NPSAS team values your contribution; our study could not exist without it.
Please log in to the Postsecondary Data Portal (PDP) and [register your institution for NPSAS:20/submit a student enrollment list] at your earliest convenience.
PDP Website: surveys.nces.ed.gov/xxxx
Your User ID: [UserID]
If you need to set a new due date, or you have any further questions about the study, please contact us at xxxx@rti.org, or [HelpDeskNumber].
Sincerely,
[DCMName]
Data Collection Manager, NPSAS:20

[bookmark: _Toc18677932]
Final Weeks of List Collection E-mail – From Project Director
Dear [Salutation] [LastName]:
Did you know that you will be able to get data for your state and region from the current National Postsecondary Student Aid Study (NPSAS:20)?  NPSAS:20 will send you state-level financial aid estimates for undergraduates and other data you can share with your critical target audiences, like your institution’s leadership and your state’s legislators.  Also with NPSAS:20 data, you will be able to compare your state with others and with national estimates on key measures like:
· Average financial need and percentage of students with need 
· Average merit and need-based state grants and percentage of students with grants 
· Cumulative loan debt 
· Percentage of students with Pell grants 
· Cumulative undergraduate borrowing by loan type 
As you probably have heard already, we are in the final weeks of this NPSAS:20 collection.  If you want to be able to receive these important data for (state), we need your help. Please upload the 2019-20 enrollment list for (Inst Name) to the NPSAS data portal (https://surveys.nces.ed.gov/xxxx). Your User ID is printed below – just follow the instructions and prompts to log in.  
Please call [PhoneNumber] or send an e-mail to [e-mailAddr] if you have questions or need assistance with the process.
Study website: https://surveys.nces.ed.gov/xxxx
User ID: (UserID)
Thank you for your support of NPSAS. Your participation now will ensure that NPSAS provides the best quality data to the postsecondary community. 
Sincerely,
Jennifer Wine, Ph.D.
Director, NPSAS:20 




[bookmark: _Toc18677933]Final Weeks of List Collection E-mail – From NCES 

Dear [Salutation] [LastName]:

I am e-mailing to encourage your institution’s participation in the 2019–20 National Postsecondary Student Aid Study (NPSAS:20). The last day to provide a student enrollment list and be included in the study is [EndDate]. NPSAS:20 is conducted by the National Center for Education Statistics (NCES) under a congressional mandate to gather information from postsecondary institutions on how students and their families finance college. Your participation is important to making this study a success.
NPSAS data play a key role in evaluating the effectiveness of federal financial aid programs in meeting the needs of students. NPSAS data are cited in journal and newspaper articles, foundation policy briefs, and a wide array of other publications and reports, and are focused on a variety of topics, including financial aid use and debt accumulation, education outcomes, and the changing demographics of today’s students. We want to make sure these data accurately represent, and are available to, institutions like yours. If enough institutions participate, including [fill institution], we will provide you with a data feedback report comparing financial aid estimates at the sector and national levels and, for undergraduates, at the state level.
We try to accommodate institutions’ individual needs whenever possible, and we do have some flexibility in certain aspects of the study. To discuss this, or if you have any questions about your participation in NPSAS:20, please contact the NPSAS Project Director, Dr. Jennifer Wine, at [PhoneNumber] or via e-mail at [e-mailAddr]. If you have any comments or general feedback that you would like to provide to NCES about this data collection, please contact me at [PhoneNumber] (e-mail address: [e-mailAddr]).
Please let us know how we can assist you. Thank you again for your cooperation and interest. 
Sincerely,Please log on and provide data at:
https://surveys.nces.ed.gov/xxxx
Your user name: «UserID»
If you do not recall your password, click Forgot Password.


NCES staff person
NCES staff title
National Center for Education Statistics (NCES)
Institute of Education Sciences
U.S. Department of Education



.



[bookmark: _Toc18677934]Reduced Data Elements List Collection E-mail – From Project Director 

Dear [Salutation] [LastName]:

We are in the final weeks of the 2019-20 National Postsecondary Student Aid Study (NPSAS:20) and we need your help.  We need a student enrollment list from your institution, <fill institution>, to make NPSAS:20 and its resulting data as beneficial as possible to the students, institutions, and organizations within the U.S. higher education community, as well as researchers, policymakers, and legislators at both the national and state levels. If you have already provided your list by the time this e-mail reaches you, please disregard this e-mail and thank you so much.

Each variable we request on the enrollment list is important to the study, but given that data collection ends at the end of the month and your institution’s participation is so important we are now requesting that your student enrollment list contain only the following variables:
- First name
- Last name
- Social Security Number (or institution student ID if you are unable to provide SSN)
- Student Level (undergraduate student = 1; graduate student = 2) 

To submit your enrollment list, please visit https://surveys.nces.ed.gov/xxxx, log in with the user ID below, and follow the prompts and instructions. After we receive your enrollment list, we will sample students from it and then request student records from your institution for only those students. Please call [PhoneNumber] or send an e-mail to [e-mailAddr] if you have questions or need assistance with the process.

Study website: https://surveys.nces.ed.gov/xxxx
User ID: [UserID]

Thank you for your support of the National Postsecondary Student Aid Study. Your efforts are greatly appreciated. 

Sincerely,

Jennifer Wine, Ph.D.
Director, NPSAS:20 




[bookmark: _Toc18677935]Postsecondary Data Portal Login Instructions
	These instructions will be sent to institutions that have difficulty with the login process on an as-needed basis.


In order to safeguard all data transmitted between your institution and NCES, we use a secure HTML website with two-factor authentication. This site is called the Postsecondary Data Portal (PDP) and can be accessed at surveys.nces.ed.gov/xxxx. Below are instructions on how to access the Portal and what to do if you are unable to gain access.
1)	Go to the PDP website and enter your User ID.
You can find your User ID in the letter or E-mail we sent to you. If you cannot find that letter or e-mail, please contact our HelpDesk at xxx-xxx-xxxx and we will send your User ID to the e-mail address associated with the account. Once you have entered your User ID, click “Continue”.
 [image: ]
2)	Create a Password (First Time Users)
The first time you access the PDP, you will need to create a password. You will also be prompted to create a new password every 60 days. Should you forget your password, you will be able to set a new password using the “Forgot Password” link. Below are the specifications for creating a password that the system will accept.
[image: ]
[image: ]3)	Complete Two-Factor Authentication
After you create your password the first time, it will be valid for 60 days. The next step is to enter your password when prompted, and click “Log In”.
Entering the correct password will prompt the system to send a code via e-mail to the e-mail address associated with your User ID. It will come from the address no-reply@ed.gov. This e-mail can take up to 10 minutes to arrive in your inbox, depending on your institution’s e-mail system. If you do not see it in your main inbox, please check any alternative inboxes you may have (“Other” inbox in Outlook, “Promotions” inbox in Gmail, etc.), as well as your Spam folder. If you still do not see the e-mail, please contact our Help Desk at xxx-xxx-xxxx or [helpdesk e-mail].
[image: ]
Thank you for beginning the log-in process at the NCES Postsecondary Data Portal (PDP) Website. Please enter the 6-digit security code shown below on the website to finish logging in. The code expires in 30 minutes.
123456
Enter the code provided in the e-mail when prompted, and you will be logged into the PDP.
[image: ]


[bookmark: _Toc18677936]Nonrespondent Follow-Up Materials
	Nonrespondents will be sent letters and informational flyers with information specific to institution type as needed during data collection. Letters and flyer content are included below. This section also includes a letter to state organizations requesting that they encourage specific non respondent institutions to participate.




[bookmark: _Toc18677937]Letter to Nonrespondent Institutions
[Date]
«cname»
«title»
«instname»
«Addr1» «Addr2»
«City», «st» «zip»
Dear «salutation» «lname»:
You are receiving this letter because we want to encourage your institution’s participation in the 2019–20 National Postsecondary Student Aid Study (NPSAS:20). NPSAS:20 is conducted by the U.S. Department of Education’s National Center for Education Statistics (NCES) under a congressional mandate to gather information from postsecondary institutions on how students and their families finance college. Your participation is important to making this study a success.
NPSAS data play a key role in evaluating the effectiveness of federal financial aid programs in meeting the needs of today’s postsecondary students, and are helpful to the postsecondary institutions and researchers concerned with these students. NPSAS data appear in a wide array of reports, journal and newspaper articles, and foundation policy briefs which focus on a variety of topics, including financial aid use, debt accumulation, and education outcomes. Just as important, we want to make sure these data are available to you and institutions like yours. If enough institutions, including yours, participate, we will provide you with a data feedback report comparing financial aid estimates at the sector and national levels and, for undergraduates, at the state level as well – but unfortunately, the data feedback reports can be prepared for participating institutions only.
There are a variety of tools available for people who want to access NPSAS data through NCES’s DataLab site (https://nces.ed.gov/datalab). PowerStats and QuickStats, for example, provide users with an interface for creating tables and conducting analyses with the prior NPSAS datasets. The College and Career Tables Library offers access to thousands of tables produced for NCES publications.
If you have any questions about accessing prior NPSAS data or your participation in NPSAS:20, please contact the NPSAS Project Director, Dr. Jennifer Wine, at [XXX] or via e-mail at [E-MAIL ADDRESS]. If you have any comments or general feedback that you would like to provide to NCES about this data collection, please contact Tracy Hunt-White, Ph.D., Project Officer, NPSAS:20, at XXX (e-mail address: xxxx@ed.gov).
Thank you again for your cooperation and interest. Let us know how we can assist you.
Sincerely,Please log on and provide data at:
surveys.nces.ed.gov/xxxx
Your user ID: «UserID»
If you do not recall your password, click Forgot Password.

(NCES staff name)
(NCES staff title)
National Center for Education Statistics (NCES)
Institute of Education Sciences
U.S. Department of Education
Enclosure



[bookmark: _Toc18677938]Text of Flyer for Nonrespondents – Public Institutions
(Page 1)
2019–20 National Postsecondary Student Aid Study (NPSAS:20)
According to NPSAS:16 data, about 72 percent of all undergraduates received some form of financial aid in 2015–16: some 55 percent received federal aid, 22 percent received state aid, and 25 percent received aid funded by the postsecondary institution they attended.
NPSAS is a nationally representative study of how students and their families pay for postsecondary education. It has been conducted since 1987 by the U.S. Department of Education’s National Center for Education Statistics (NCES) and is congressionally mandated through the Higher Education Opportunity Act of 2008 (20 U.S.C. §1015). NPSAS is used by policymakers and researchers to better understand the financial needs of postsecondary students in the United States.
The National Center for Education Statistics (NCES) designed NPSAS:20 to provide representative samples for each of the U.S. states, making it different from most previous NPSAS studies. This design will allow researchers and other data users to generate state-representative financial aid estimates for undergraduates and compare financial aid types at the state level.
Family Educational Rights and Privacy Act of 1974
The data request for NPSAS fully conforms to the requirements of the Family Educational Rights and Privacy Act of 1974 (FERPA) (20 U.S.C. 1232g; 34 CFR Part 99). FERPA, under provision of 34 CFR §§ 99.31(a)(3)(iii) and 99.35, permits institutions to disclose without consent individual student education records to NCES, as an authorized representative of the Secretary of Education, in connection with an evaluation of federally supported education programs. RTI International, as the contractor for NCES, has been given the authority to collect information from institution records on behalf of NCES. Student data are subject to strict protections that are adhered to by NCES and its contractor organizations. All of the provided student information may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C. §151).
Why Should Public Institutions Participate?
We need your participation in NPSAS:20 to ensure that we have data on students’ financial aid needs and how well they are being met, especially in terms of federal student aid. NPSAS:16 data show the following:
Fifty-five percent of all undergraduates received federal student aid.
Thirty-nine percent of all undergraduates received federal Pell Grants and 36 percent took out federal Direct Loans.
Undergraduates who received federal Pell Grants received an average amount of $3,700. 
Undergraduate borrowers took out an average of $6,600 in federal Direct Loans overall, $3,700 in Direct Subsidized Loans, and $4,000 in Direct Unsubsidized Loans.
Participants Receive a Data Feedback Report
After the data are collected and if enough institutions, including yours, have participated, we will provide a data feedback report comparing financial aid estimates at the sector and national levels and, for undergraduates, at the state level.
.


(Page 2)
Page 2 of the flyer will look like the image below, but the information on the left side of the page will contain these updated data:

· NPSAS: Three-fifths of undergraduates received grant aid in 2015-16, and 39% borrowed money to pay college expenses. 

[data from the below First Look table will be used to create a chart]


[image: ]

Source: U.S. Department of Education, National Center for Education Statistics (NCES), 2015-16 National Postsecondary Student Aid Study (NPSAS:16).

· BPS: Among 2011–12 first-time beginning postsecondary students who first enrolled in a public 2-year institution, 8 percent had completed a certificate, 18 percent had completed an associate’s degree, and 13 percent had completed a bachelor’s degree by 2017. Among their peers who first enrolled in a 4-year institution, 59 percent had completed a bachelor’s degree, 6 percent had completed an associate’s degree, and 2 percent had completed a certificate at any institution by 2017. 

[data from the below First Look tables will be used to create a chart]

[image: ]
[image: ]

Source: U.S. Department of Education, National Center for Education Statistics (NCES), 2012/17 Beginning Postsecondary Students Longitudinal Study (BPS:12/17).

· B&B: Four years after completing their degree requirements, 16% of 2007-08 bachelor’s degree recipients were enrolled in additional education, 65% were employed full-time in one job, 14% were employed part time or in multiple jobs, 9% were unemployed, and 12% were out of the labor force. 

[data from the below Web Tables will be used to create a chart]

[image: ]
Source: U.S. Department of Education, National Center for Education Statistics (NCES), 2008/12 Baccalaureate and Beyond Longitudinal Study (B&B:08/12).

[image: C:\Users\mhoeper\Desktop\_temp_PEAR\NPSAS_OMB\NPSAS_FINAL_PRESS__cropped_Page_2.png]
[bookmark: _Toc18677939]Text of Flyer for Nonrespondents – For-Profit Institutions
(Page 1)
2019–20 National Postsecondary Student Aid Study (NPSAS:20)
According to NPSAS:16 data, sixty-nine percent of undergraduates at proprietary institutions in 2015-16 were first-generation postsecondary students (that is, a student for whom neither parent earned a bachelor’s degree or higher), compared with 44 percent of students at private nonprofit institutions and 57 percent of students at public institutions.
NPSAS is a nationally representative study of how students and their families pay for postsecondary education. It has been conducted since 1987 by the U.S. Department of Education’s National Center for Education Statistics (NCES) and is congressionally mandated through the Higher Education Opportunity Act of 2008 (20 U.S.C. §1015). NPSAS is used by policymakers and researchers to better understand the financial needs of postsecondary students in the United States.
NCES designed NPSAS:20 to provide representative samples for each of the U.S. states, making it different from most previous NPSAS studies. This design will allow researchers and other data users to generate state-representative financial aid estimates for undergraduates and compare financial aid types at the state level.
Family Educational Rights and Privacy Act of 1974
The data request for NPSAS fully conforms to the requirements of the Family Educational Rights and Privacy Act of 1974 (FERPA) (20 U.S.C. 1232g; 34 CFR Part 99). FERPA, under provision of 34 CFR §§ 99.31(a)(3)(iii) and 99.35, permits institutions to disclose without consent individual student education records to NCES, as an authorized representative of the Secretary of Education, in connection with an evaluation of federally supported education programs. RTI International, as the contractor for NCES, has been given the authority to collect information from institution records on behalf of NCES. Student data are subject to strict protections that are adhered to by NCES and its contractor organizations. All of the provided student information may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C. §151).
Why Should Proprietary Institutions Participate?
Proprietary institutions serve a diverse and disadvantaged student population. NPSAS:16 data show the following:
The median age of students at proprietary institutions is 27 years old, whereas the median age of students at public institutions is 22 years and 21 years at private nonprofit institutions.
The median income of parents of dependent students at proprietary institutions is $31,000.  At public institutions, the median parental income of dependent students is $60,000 and $86,000 for parents of dependent students at private nonprofit institutions. 
Twenty-seven percent of undergraduates at proprietary institutions are Black and 25 percent are Hispanic.  At public institutions, 14 percent of undergraduates are Black and 25 percent are Hispanic.  At private nonprofit institutions, the rates are 14 percent Black and 21 percent Hispanic.
We need your participation in NPSAS:20 to ensure that we have data on your students’ financial aid needs and how well they are being met, especially in terms of federal student aid.
Participants Receive a Data Feedback Report
[bookmark: _Hlk4158780]After the data are collected and if enough institutions, including yours, have participated, we will provide a data feedback report comparing financial aid estimates at the sector and national levels and, for undergraduates, at the state level.

(Page 2 is the same as public institution flyer.)

[bookmark: _Toc18677940]Request to State Organizations to Encourage Institution Participation
(Date)

(Salutation) (FirstName) (LastName)
(Title)
(Organization)
(Address)
(City), (State)  (Zip)
Dear (Salutation) (LastName):
The National Center for Education Statistics (NCES) within the U.S. Department of Education is pleased to announce that the 2019-20 National Postsecondary Student Aid Study (NPSAS:20) is currently in progress in institutions across all 50 States, Puerto Rico, and the District of Columbia. NPSAS:20 is designed to provide national-level estimates on student financial aid, and now will be able to provide state-level estimates for undergraduates as well. State policymakers will have access to information on how state financial aid interacts with federal aid programs, be able to disaggregate types of state financial aid by student characteristics, and be able to benchmark measures such as merit- and need-based aid recipients against other similar states. In order for NPSAS:20 to be a success, we need your help!
As you know, for NPSAS:20 to produce these valuable state-level financial aid data for undergraduates in [fill State]/the [fill sector] in [fill state], your student sample must be representative.  However, the current participation rate for your institutions [is / may] not [be] sufficient to yield a representative sample for [fill state/the [fill sector] in [fill state].  For that reason, I am writing to ask that you reach out to encourage institution participation. [For State Coordinating bodies or entities for which it is permissible to disclose the sampled institutions and contacts:  Please e-mail [E-MAIL ADDRESS] if you would like information on which institutions have not yet responded.]
If you have any questions about the study, please contact Jennifer Wine, Ph.D., Director, NPSAS:20, at XXXX or via e-mail at [E-MAIL ADDRESS]. If you have any comments or general feedback that you would like to provide to NCES about this data collection, please contact Tracy Hunt-White, Ph.D., Project Officer, NPSAS:20, at XXXX (e-mail address: xxxx@ed.gov).Thank you in advance for encouraging participation in this important study.
Sincerely,
(electronic signature)
NCES staffperson name
NCES staffperson title
National Center for Education Statistics (NCES)
Institute of Education Sciences
U.S. Department of Education
Enclosures

[the words “your State” will be replaced with “Puerto Rico” or “the District of Columbia” as appropriate]




[bookmark: _Toc18677941]NPSAS Study Timeline Graphic

	The timeline graphics below will be used throughout the contact materials, PDP website text, instructions, and materials included in this appendix. “[Timeline graphic]” is used throughout the materials to indicate where the images will be inserted.
The graphic will be updated throughout collection based on (1) the intended audience for the materials (Chief Administrator or Campus Coordinator), (2) the institutions’ current step in the NPSAS:20 data collection process, and (3) whether the institution is selected for the fall 2019 enrollment list collection.
The three examples below illustrate how the timelines will appear and how they will be updated throughout NPSAS:20 data collection.



Example A: Initial timeline send to Campus Coordinators, for institutions participating in the fall 2019 enrollment list collection.
[image: ]
Example B: Initial timeline send to Campus Coordinators, for institutions selected for the spring 2020 enrollment list collection only (not the fall 2019 list collection).
[image: ]
Example C: Timeline sent to Campus Coordinators with the enrollment list request materials, after the initial steps have been completed.
[image: ]


[bookmark: _Toc5630046][bookmark: _Toc18677942]Spanish Mailing Materials
	[bookmark: _Hlk18675872]Each of the letters included earlier in this appendix as well as the study brochure, the Quick Guide to NPSAS:20, and the timeline graphics have been translated into Spanish for institutions in Puerto Rico. The Spanish materials are included below.



For the sake of space, text stating OMB authorization and the control number has not been included in each letter and e-mail in this document.  However, unless otherwise indicated, all letters will include the following text:
  
NCES está autorizado a hacer el Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria de 2019-20 (NPSAS:20) por el Acta de Reforma de las Ciencias de la Educación de 2002 (ESRA 2002, 20 U.S.C. § 9543) y el Acta de Oportunidad para Educación Superior de 2008 (HEOA 2008, 20 U.S.C. §1015). RTI International, una organización sin fines de lucro que realiza estudios y está basada en los Estados Unidos, está recopilando los datos para NCES. Toda la información que usted proporcione podrá usarse solamente para propósitos estadísticos y no podrá divulgarse ni usarse de manera que permita identificar a los participantes para ningún otro propósito, salvo que lo requiera la ley (20 U.S.C. § 9573 y 6 U.S.C. §151).
La Ley de Derechos Educativos y Privacidad Familiar de 1974 (FERPA, 20 U.S.C. §1232g) permite la entrega de récords institucionales al Secretario de Educación o su agente sin consentimiento previo de los miembros de la encuesta (34 CFR§§ 99.31 (a)(3)(iii) y 99.35).
Según lo establece el Acta de Reducción del Papeleo de 1995, ninguna persona está obligada a responder a un pedido de información si la misma no contiene un número de control de OMB válido. El número de control de OMB válido para recolectar esta información que se proporciona voluntariamente es 1850-0666. Se calcula que el tiempo necesario para completar este pedido de información es en promedio la cantidad de minutos aproximadamente por participante que se menciona abajo, incluyendo el tiempo que lleva revisar las instrucciones, buscar fuentes de datos existentes, juntar los datos necesarios, y completar y revisar la información que se solicita. Si usted tiene algún comentario con respecto a la precisión del cálculo de tiempo, sugerencias para mejorar esta encuesta, o cualquier comentario o inquietud acerca del estatus del envío de su encuesta individual, por favor escriba directamente a: Postsecondary Data Portal studies, National Center for Education Statistics, PCP, 550 12th St., SW, Room 4007, Washington, DC 20202.

Número de control de OMB para NPSAS:20: 1850-0666 
Fecha de Vencimiento: xx/xx/xxxx
Colección de listas: 5 horas 
Colección de los récords estudiantiles: X horas
[bookmark: _Toc18677943]
Chief Administrator Letter and E-mail – Past Participant 
[bookmark: _Hlk19010060](day) de (month) de (year)
(Salutation) (FirstName) (LastName)
(Title)
(Institution)
(Address)
(City), (State)  (Zip)
Estimado(a) (Sr./Sra./Dr./Dra.) (LastName):
El Centro Nacional para Estadísticas de Educación (NCES por sus siglas en inglés) del Departamento de Educación de los Estados Unidos está comenzando el próximo ciclo del Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria (NPSAS por sus siglas en inglés). NPSAS cuenta con el apoyo de [fill name of organization most closely tied to institution.] Me complace informarle que [Institution] ha sido seleccionado(a) para participar en este nuevo ciclo, NPSAS:20, el cual se enfocará en los estudiantes matriculados durante el año académico 2019-20. Los datos de recoleciónes de NPSAS se usan para informar una amplia variedad de políticas críticas de educación. Para que el estudio sea exitoso y representativo de instituciones como la suya, nececitamos su apoyo y participación. A continuación presentamos un calendario general de las actividades del estudio. 
 [Timeline graphic – see page D-100-101]
La última vez que [Institution] participó en NPSAS, [fill last PC we had] se desempeñó como Coordinador(a) de Campus. A la brevedad nos pondremos en contacto con [él/ella/él o ella] para darle instrucciones sobre cómo proceder para esta nueva recolección de datos. Si usted prefiere nombrar a otra persona como Coordinador(a), puede hacerlo a través del Portal de Datos de Postsecundaria de NCES (PDP). Al pie de esta carta encontrará las credenciales que le permitirán ingresar al PDP. 
Aspectos destacados de NPSAS:20
Los resultados de NPSAS:20 se prepararán a nivel nacional y también, para los estudiantes subgraduados también a nivel estatal o territorial.
Si suficientes instituciones participan, al final de NPSAS:20 le proporcionaremos a usted un reporte de resultados de los datos 2019-20 en el cual habrá comparaciones entre los estimaciónes de ayuda económica a nivel nacional, por sector, y --para estudiantes subgraduados-- a nivel estatal o territorial.
 [If fall: A algunas instituciones, incluyendo la suya, se les está pidiendo que presenten una lista de estudiantes matriculados para el otoño y otra para la primavera, para permitir que sus estudiantes sean entrevistados más al principio del periodo de recolección de datos, lo cual asegurará que tengamos suficiente tiempo para recolectar la información necesaria para este ciclo de NPSAS.]
NPSAS:20 incluye un componente que es un estudio longitudinal, el Estudio Longitudinal de Estudiantes que Comienzan Programas Postsecundarios (BPS por sus siglas en inglés), el cual reportará sobre la persistencia, los logros y el empleo de los estudiantes postsecundarios a lo largo de sus primeros 5 años de matriculación.
[bookmark: _Hlk19010683][bookmark: _Hlk19010606]El sitio para recolección de datos de NPSAS:20 incluye mejoras recientes diseñadas para hacer más fácil (al Coordinador/a la Coordinadora/al Coordinador o a la Coordinadora) completar las actividades del estudio.
Somos conscientes de que el tiempo de su personal es limitado; por eso hemos estado esforzándonos por simplificar los requisitos de provisión de datos y minimizar el tiempo y el esfuerzo necesarios para participar en NPSAS:20.


¿Desea más información?
Para más información sobre NPSAS en general, le invito a visitar la página web de NCES sobre el estudio (https://nces.ed.gov/surveys/npsas/). Para saber más sobre cómo se utilizan los datos de NPSAS, visite la página de investigación de NPSAS en https://nces.ed.gov/surveys/npsas/POLICY AND RESEARCH PAGE. 
Esperamos trabajar con usted en el curso del próximo año. Si tiene alguna pregunta sobre su participación en NPSAS:20, por favor póngase en contacto con [fill gender appropriate depending on who is named: el administrador/la administradora] de recolección de datos de RTI, [fill name for this institution], escribiéndole a XXXXXX. Puede comunicarse conmigo a mi dirección: XXXX.
Le saluda atentamente,
(NCES staff name)
(NCES staff title)
Centro Nacional para Estadísticas de Educación (NCES)
Instituto de Ciencias de Educación
Departamento de Educación de los Estados Unidos
Anexos
Nota: Si desea designar un Coordinador(a) de Campus alternativo(a), entre al Portal de Datos de Postsecundaria usando la siguiente información:
	surveys.nces.ed.gov/xxxx
Su ID de usuario (User ID): (UserID)






[bookmark: _Toc18677944]Chief Administrator Letter and E-mail – New Institution – Campus Coordinator Recommendation
(day) de (month) de (year)
(Salutation) (FirstName) (LastName)
(Title)
(Institution)
(Address)
(City), (State)  (Zip)
Estimado(a) (Sr./Sra./Dr./Dra.) (LastName):
El Centro Nacional para Estadísticas de Educación (NCES por sus siglas en inglés) del Departamento de Educación de los Estados Unidos está comenzando el próximo ciclo del Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria (NPSAS por sus siglas en inglés), estudio que se hace bajo un mandato del Congreso para entender cómo los estudiantes y sus familias pagan por sus estudios universitarios. Me complace informarle que [Institution] ha sido seleccionado(a) para participar en NPSAS:20, el cual se enfocará en los estudiantes matriculados durante el año académico 2019-20. Los datos de recoleciónes de NPSAS se usan para informar una amplia variedad de políticas críticas de educación. Para que el estudio sea exitoso y representativo de instituciones como la suya, nececitamos su apoyo y participación. NPSAS cuenta con el apoyo de [fill name of organization most closely tied to institution.]. Si suficientes instituciones participan, al final de NPSAS:20 le proporcionaremos a usted un reporte de resultados de los datos 2019-20 en el cual habrá comparaciones entre los estimaciónes de ayuda económica por sector y a nivel nacional. Para estudiantes subgraduados, también se incluirán estimaciónes a nivel estatal o territorial.
¿Qué se requiere de usted y de su personal?
La participación en NPSAS:20 se hace por pasos, los cuales están explicados más abajo. Planeamos invitar [fill name] para que sea [el Coordinador/la Coordinadora/el Coordinador o la Coordinadora] del Campus para [Institution]. Si usted prefiere nombrar a otra persona como Coordinador(a), le daremos instrucciones al pie de esta carta sobre cómo ingresar al Portal de Datos de Postsecundaria (PDP), el sistema para recolectar datos para NPSAS:20. A la brevedad nos pondremos en contacto con [fill name] para darle instrucciones sobre cómo registrar su institución en el PDP y proporcionar una lista de estudiantes matriculados de 2019-20 a nuestro contratista, RTI International, la organización de estudios de investigación que lleva a cabo la recolección de datos de NPSAS:20 en nombre de NCES. RTI seleccionará una muestra de estudiantes de la lista que ustedes proporcionen y, más adelante, recolectará datos sobre la matriculación, el presupuesto y la ayuda económica para 2019-20 de los estudiantes que estén en la muestra. Somos conscientes de que el tiempo de su personal es limitado; por eso hemos estado esforzándonos por simplificar los requisitos de provisión de datos y minimizar el tiempo y el esfuerzo necesarios para participar en NPSAS:20.
[Timeline graphic – see page D-100-101]
¿Desea más información?
Para más información sobre NPSAS en general, le invito a visitar la página web de NCES sobre el estudio (https://nces.ed.gov/surveys/npsas/). Para saber más sobre cómo se utilizan los datos de NPSAS, visite la página de investigación de NPSAS en https://nces.ed.gov/surveys/npsas/POLICY AND RESEARCH PAGE. 
Esperamos trabajar con usted en el curso del próximo año. Si tiene alguna pregunta sobre su participación en NPSAS:20, por favor póngase en contacto con [fill gender appropriate depending on who is named: el administrador/la administradora] de recolección de datos de RTI, [fill name for this institution], escribiéndole a XXXXXX. Puede comunicarse conmigo a mi dirección: XXXX.


Le saluda atentamente,
(NCES staff name)
(NCES staff title)
Centro Nacional para Estadísticas de Educación (NCES)
Instituto de Ciencias de Educación
Departamento de Educación de los Estados Unidos
Anexos

Para designar un  Coordinador(a) de Campus alternativo(a) para [Institution], por favor visite el Portal de Datos de Postsecundaria (PDP):
	surveys.nces.ed.gov/xxxx
Su ID de usuario (User ID): (UserID)






[bookmark: _Toc18677945]Chief Administrator Letter and E-mail – New Institution – No Campus Coordinator
(day) de (month) de (year)
(Salutation) (FirstName) (LastName)                       
(Title)                                                                              
(Institution)
(Address)
(City), (State)  (Zip)
Estimado(a) (Sr/Sra/Dr/Dra) (LastName):
El Centro Nacional para Estadísticas de Educación (NCES por sus siglas en inglés) del Departamento de Educación de los Estados Unidos está comenzando el próximo ciclo del Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria (NPSAS por sus siglas en inglés), un estudio que se hace bajo un mandato del Congreso para entender cómo los estudiantes y sus familias pagan por sus estudios universitarios. Me complace informarle que [Institution] ha sido seleccionado(a) para participar en NPSAS:20, el cual se enfocará en los estudiantes matriculados durante el año académico 2019-20. Los datos de recoleciónes de NPSAS se usan para informar una amplia variedad de políticas críticas de educación. Para que el estudio sea exitoso y representativo de instituciones como la suya, nececitamos su apoyo y participación. NPSAS cuenta con el apoyo de [fill name of organization most closely tied to institution.]. Si suficientes instituciones participan, al final de NPSAS:20 le proporcionaremos a usted un reporte de resultados de los datos 2019-20 en el cual habrá comparaciones entre los estimaciónes de ayuda económica por sector y a nivel nacional. Para estudiantes subgraduados, también se incluirán estimaciónes a nivel estatal o territorial.¿Qué se requiere de usted y de su personal?
[bookmark: _Hlk19019139]La participación en NPSAS:20 se hace por pasos, los cuales están explicados más abajo. Lo único que necesitamos de usted es que designe un Coordinador(a) de Campus, a quien le pediremos que registre su institución en el Portal de Datos de Postsecundaria (PDP), el sistema para recolectar datos para NPSAS:20 y le proporcione una lista de estudiantes matriculados de 2019-20 a nuestro contratista, RTI International, la organización de estudios de investigación que lleva a cabo la recolección de datos de NPSAS:20 en nombre de NCES. RTI seleccionará una muestra de estudiantes de la lista que ustedes proporcionen y, más adelante, recolectará datos sobre la matriculación, el presupuesto y la ayuda económica para 2019-20 de los estudiantes que estén en la muestra. Somos conscientes de que el tiempo de su personal es limitado; por eso hemos estado esforzándonos por simplificar los requisitos de provisión de datos y minimizar el tiempo y el esfuerzo necesarios para participar en NPSAS:20.
[Timeline graphic – see page D-100-101]
Para designar un Coordinador(a) de Campus para [Institution], por favor ingrese al PDP:
	surveys.nces.ed.gov/xxxx
Su ID de usuario (User ID): (UserID)


¿Desea más información?
Para más información sobre NPSAS en general, le invito a visitar la página web de NCES sobre el estudio (https://nces.ed.gov/surveys/npsas/). Para saber más sobre cómo se utilizan los datos de NPSAS, visite la página de investigación de NPSAS en https://nces.ed.gov/surveys/npsas/POLICY AND RESEARCH PAGE. 
Esperamos trabajar con usted en el curso del próximo año. Si tiene alguna pregunta sobre su participación en NPSAS:20, por favor póngase en contacto con [fill gender appropriate depending on who is named: el administrador/la administradora] de recolección de datos de RTI, [fill name for this institution], escribiéndole a XXXXXX. Puede comunicarse conmigo a mi dirección: XXXX.
Le saluda atentamente,
(NCES staff name)
(NCES staff title)
Centro Nacional para Estadísticas de Educación (NCES)
Instituto de Ciencias de Educación
Departamento de Educación de los Estados Unidos
Anexos


[bookmark: _Toc18677946]Study Brochure
[bookmark: _Hlk10464529]2019-20 Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria (NPSAS:20)
¿Qué es NPSAS?
[bookmark: _Hlk19012526][bookmark: _Hlk19012665]El Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria (NPSAS por sus siglas en inglés) es un estudio representativo a nivel nacional que se enfoca principalmente en cómo los estudiantes y sus familias pagan por los estudios postsecundarios. Los datos de las entrevistas a los estudiantes se combinan con los datos de los récords institucionales y administrativos para formar un conjunto de datos exhaustivo para investigación con información sobre matriculación, ayuda económica y empleo de los estudiantes. Los datos de NPSAS son usados por el gobierno federal y los gobiernos estatales, las instituciones postsecundarias, las asociaciones que propugnen la educación superior, los investigadores, empleadores y otras agencias privadas. Es la fuente principal de información que se usa para analizar la efectividad de la ayuda económica para estudiantes y para informar a programas de políticas públicas tales como las Becas Pell y los préstamos Directos/Stafford. 
Además de estimaciónes a nivel nacional, la recolección de datos de NPSAS del año académico 2019-20 (NPSAS:20) proporcionará estimaciónes de ayuda económica para estudiantes subgraduados representativos a nivel estatal o territorial, lo cual permitirá evaluar los distintos tipos de ayuda económica disponibles a nivel estatal o territorial. Con estos datos, los encargados de las decisiones estatales o territoriales podrán compararse con otros estados, así como también con la nación en su conjunto.
¿Cómo se usan los datos?
[bookmark: _Hlk19012946]Después de completar cada estudio NPSAS, NCES publica estadísticas claves sobre ayuda económica y luego pone los datos a disposición de investigadores que hacen sus propios análisis. Los datos de NPSAS son un recurso importante para informar las decisiones relacionadas con los programas de ayuda económica para estudiantes y hacer cambios que benefician a los estudiantes y a sus familias. El análisis de los datos de NPSAS de años previos ha llevado al restablecimiento de las Becas Pell a lo largo del año y el cambio a FAFSA de “prior-prior year”, todo lo cual permite a los estudiantes investigar mejor sus opciones de ayuda económica y presentar la solicitud para ayuda económica más temprano. “Prior-prior year” significa que los estudiantes pueden usar la información de impuestos de dos años atrás para presentar su solicitud FAFSA.
Además de estos ejemplos muy prominentes, los datos de NPSAS son citados regularmente en reportes de asociaciones y otras organizaciones nacionales, en revistas académicas, en artículos de periódicos y en otras publicaciones sobre temas variados, incluyendo datos demográficos de los estudiantes, ayuda económica y acumulación de deuda, así como también sobre trabajo de los estudiantes mientras están matriculados en educación postsecundaria. 
¿Por qué debería participar mi institución?
[bookmark: _Hlk19013172][bookmark: _Hlk19013124]El estudio NPSAS está diseñado para ser representativo de los estudiantes que asisten a instituciones postsecundarias de todo tipo. Su participación asegura que instituciones y estudiantes como los de su institución estén representados certeramente en la muestra. Cada institución es única y no puede ser “remplazada” en NPSAS. 
Con su participación, y si suficientes instituciones participan, usted recibirá un reporte de resultados de los datos en el cual habrá comparaciones entre los estimaciónes de ayuda económica por sector y a nivel nacional, y—para estudiantes subgraduados—a nivel estatal o territorial.
[bookmark: _Hlk19013321][bookmark: _Hlk19013419]También es importante destacar que NPSAS:20 servirá como el estudio del año base del próximo Estudio Longitudinal de Estudiantes que Comienzan Programas Postsecundarios (BPS:20 por sus siglas en inglés), el cual sigue a estudiantes universitarios de primera ves en su camino a través de los estudios postsecundarios durante el curso de seis años académicos. BPS permite examinar factores que afecta la persistencia y finalización de programas de estudios postsecundarios para los estudiantes, sus transiciones al empleo, y los cambios a lo largo del tiempo en sus metas, su estado civil, sus ingresos y deudas. Sin NPSAS, no sería posible usar datos de BPS para entender mejor estos resultados a más largo plazo.
¿Puedo tener acceso a los datos nacionales de NPSAS para mi propio uso?
¡Sin duda! El DataLab de NCES (https://nces.ed.gov/datalab) proporciona un paquete de poderosas e intuitivas herramientas en línea para crear tabulaciones de datos y llevar a cabo análisis usando conjuntos de datos de NPSAS y otros datos de NCES. También hay disponibles numerosos y variados reportes y publicaciones que pueden descargarse del sitio principal de NCES. 
[bookmark: _Hlk19013590]Las instituciones pueden usar datos de NPSAS para extender su trabajo de establecer parámetros (benchmarking) y proporcionar un complemento útil a sus datos del Sistema Integrado de Datos de Educación Postsecundaria (IPEDS, por sus siglas en inglés).  
Acerca de NCES
[bookmark: _Hlk19013657]NCES está autorizado por ley federal para recolectar, combinar, analizar y reportar estadísticas completas sobre la situación de la educación en los Estados Unidos y otros países. A través de la Ley de Oportunidades para la Educación Superior de 2008 (20 U.S.C. §1015), el Congreso requiere que NCES obtenga información de instituciones postsecundarias acerca de cómo los estudiantes y sus familias financian los estudios luego de la escuela secundaria. NPSAS ha recolectado información de estudiantes e instituciones postsecundarias desde 1987.
Confidencialidad de los datos
NCES tiene que seguir estrictos procedimientos para proteger la información personal al recolectar, reportar y publicar los datos. Toda la información proporcionada por individuos o instituciones podrá usarse solamente para propósitos estadísticos y no podrá divulgarse ni usarse de manera que permita identificar a los participantes para ningún propósito salvo que lo requiera la ley (20 U.S.C. §9573 and 6 U.S.C. §151). 
La Ley de Derechos Educativos y Privacidad Familiar de 1974 (FERPA, por sus siglas en inglés, 34 CFR §§ 99.31(a)(3)(iii) y 99.35) permite a las instituciones revelar información de los archivos educativos de los estudiantes que permita identificarlos, sin el consentimiento de ellos, a representantes debidamente autorizados del Secretario de Educación en conexión con una evaluación de programas educativos que reciben fondos federales. RTI International es el contratista de NCES al cual se ha otorgado la autoridad para recolectar información de récords institucionales a nombre de NCES.
Protección de archivos electrónicos 
Se protegerá a todos los archivos electrónicos de récords de instituciones. Las cuentas de computadora que se usen para tener acceso a los datos estarán protegidas con una contraseña con controles de acceso multinivel para asegurar que solo a los individuos autorizados se les permite el acceso a datos confidenciales. Para la recolección de datos en Internet, se usarán métodos comprobados para la protección de sesiones en línea y seguridad de datos en Internet.  Para encriptar los datos se usará el protocolo Secure Sockets Layer (SSL). Todos los módulos para ingreso de datos en el sitio de internet estarán protegidos con una contraseña, la cual requerirá que el usuario ingrese al sitio antes de poder tener acceso a datos confidenciales.  
Preparación de los datos para divulgación pública 
No será posible identificar a individuos específicos en ningún dato divulgado al público (por ejemplo, tabulaciones estadísticas y archivos de datos).

Si necesita asistencia, por favor contacte a la Línea de Ayuda (de 9am a 5pm):
o visite el sitio: https://XXXXX
Línea de ayuda del Portal de Datos de Postsecundaria
1-XXX-XXX-XXXX
XXX@rti.org
Si tiene alguna pregunta o inquietud acerca de NPSAS:20, puede contactar a:
RTI International


Jennifer Wine, Ph.D.
Directora, NPSAS:20
XXX@rti.org


1-XXX-XXX-XXX


Centro Nacional para Estadísticas de Educación (NCES)

Tracy Hunt-White, Ph.D.
Oficial del Proyecto en NCES, NPSAS:20
XXX@ed.gov
 (XXX) XXX-XXXX
Llevado a cabo por

<NCES logo>

Departamento de Educación de los Estados Unidos
Centro Nacional para Estadísticas de Educación (NCES), Washington, DC
https://nces.ed.gov



Número de control de OMB: 1850-0666. Para más información sobre nuestros procedimientos de confidencialidad, visite a: https://surveys.nces.ed.gov/XXX.



[bookmark: _Toc18677947]Registration Letter and E-mail – Institutions in Both the Fall and Spring Collections
[day] de [month] de [year]
[Salutation] [FirstName] [LastName]
[Title]
[Institution]
[Address]
[City], [State] [Zip]
Estimado(a) [Sr./Sra./Dr./Dra.] [LastName]:
El Centro Nacional para Estadísticas de Educación (NCES por sus siglas en inglés) del Departamento de Educación de los Estados Unidos está comenzando el próximo ciclo del Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria (NPSAS por sus siglas en inglés), un estudio que se hace bajo un mandato del Congreso para entender cómo los estudiantes y sus familias pagan por sus estudios universitarios. [Institution] ha sido seleccionado(a) para participar en NPSAS:20, el cual se enfocará en los estudiantes matriculados durante el año académico 2019-20. 
Le estamos enviando [esta carta/este correo electrónico] porque el más alto funcionario administrativo de su institución le designó a usted como Coordinador(a) de Campus para NPSAS la última vez que [Institution] fue parte de la muestra de NPSAS en [LastSampledYear]. 
[If fall: Para NPSAS:20, [Institution] es parte de un pequeño grupo de instituciones que han sido seleccionadas para proporcionar dos Listas de Estudiantes Matriculados de acuerdo con el calendario que aparece a continuación. La nueva Lista de Estudiantes Matriculados de Otoño juega un papel fundamental para asegurar que podamos utilizar la metodología más robusta para el componente del estudio en que se entrevista a los estudiantes. La Lista de Estudiantes Matriculados de Primavera incluirá los mismos datos que la lista del otoño; por lo tanto, cualquier búsqueda que usted programe en el otoño en su sistema podrá reusarse en la primavera con muy pocos cambios.] Como coordinador(a) de NPSAS:20, le pediremos que complete las siguientes actividades entre ahora y noviembre de 2020:
[Timeline graphic – see page D-101]
A medida que el estudio avance, le daremos instrucciones detalladas para completar cada porción del estudio. Ahora le pedimos que ingrese al Portal de Datos de Postsecundaria (PDP) de NCES usando la información que le damos en el recuadro que aparece más abajo y que complete la Página de Registración. Adjunto encontrará una guía de ayuda. Durante la registración le preguntaremos los nombres de colegas en su institución que tal vez deban participar en la provisión de datos para NPSAS:20. Los usuarios que usted nombre tendrán acceso al PDP y recibirán información sobre el estudio. Por este motivo, por favor asegúrese que los usuarios que usted identifique están autorizados a ver información personal sobre los estudiantes.
	surveys.nces.ed.gov/xxxx
Su ID de usuario: (UserID)


Somos conscientes de que el tiempo de su personal es limitado; por eso hemos estado esforzándonos por simplificar los requisitos de provisión de datos y minimizar el tiempo y el esfuerzo necesarios para participar en NPSAS:20. Un representante de RTI International, nuestro contratista para NPSAS:20, se pondrá en contacto con usted a la brevedad para contestar cualquier pregunta que tenga.
Para más información sobre NPSAS, por favor visite la página web de NCES sobre el estudio (https://nces.ed.gov/surveys/npsas/).  
Esperamos trabajar con usted en el curso del próximo año. Si tiene alguna pregunta sobre su participación en NPSAS:20, por favor póngase en contacto con [fill gender appropriate depending on who is named: el administrador/la administradora] de recolección de datos de RTI, [DCMforSchool], escribiéndole a [DCMe-mail]. Puede comunicarse conmigo a mi dirección: [NCESe-mail].


Le saluda atentamente,
NCES staff name
NCES staff title
Centro Nacional para Estadísticas de Educación (NCES)
Instituto de Ciencias de Educación
Departamento de Educación de los Estados Unidos
Anexos



[bookmark: _Toc18677948]Registration Letter and E-mail – Spring Collection Only – Campus Coordinator Named from Other Source
[day] de [month] de [year]
[Salutation] [FirstName] [LastName]
[Title]
[Institution]
[Address]
[City], [State] [Zip]
Estimado(a) [Sr./Sra./Dr./Dra.] [LastName]:
El Centro Nacional para Estadísticas de Educación (NCES por sus siglas en inglés) del Departamento de Educación de los Estados Unidos está comenzando el próximo ciclo del Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria (NPSAS por sus siglas en inglés), un estudio que se hace bajo un mandato del Congreso para entender cómo los estudiantes y sus familias pagan por sus estudios universitarios. [Institution] ha sido seleccionado(a) para participar en NPSAS:20, el cual se enfocará en los estudiantes matriculados durante el año académico 2019-20. 
Le estamos enviando [esta carta/este correo electrónico] porque [If Higher Ed Directory:  , como [fill position] de su institución, usted parece ser la persona indicada para proporcionar datos a NPSAS:20 en nombre de [Institution]. El más alto funcionario administrativo de su institución ha sido notificado.]/ [If named by Chief Administrator or IPEDS Keyholder: el [más alto funcionario administrativo/el responsable de acceso a IPEDS] de su institución nos dio su nombre como posible Coordinador(a) de Campus para NPSAS. Como coordinador(a) de NPSAS:20, le pediremos que complete las siguientes actividades entre ahora y noviembre de 2020]:
 [Timeline graphic – see page D-100-101]
A medida que el estudio avance, le daremos instrucciones detalladas para completar cada porción del estudio. Ahora le pedimos que ingrese al Portal de Datos de Postsecundaria (PDP) de NCES usando la información que le damos en el recuadro que aparece más abajo y que complete la Página de Registración. Adjunto encontrará una guía de ayuda. Durante la registración le preguntaremos los nombres de colegas en su institución que tal vez deban participar en la provisión de datos para NPSAS:20. Los usuarios que usted nombre tendrán acceso al PDP y recibirán información sobre el estudio. Por este motivo, por favor asegúrese que los usuarios que usted identifique están autorizados a ver información personal sobre los estudiantes.

	surveys.nces.ed.gov/xxxx
Su ID de usuario: (UserID)


Somos conscientes de que el tiempo de su personal es limitado; por eso hemos estado esforzándonos por simplificar los requisitos de provisión de datos y minimizar el tiempo y el esfuerzo necesarios para participar en NPSAS:20. Un representante de RTI International, nuestro contratista para NPSAS:20, se pondrá en contacto con usted a la brevedad para contestar cualquier pregunta que tenga.
Para más información sobre NPSAS, por favor visite la página web de NCES sobre el estudio (https://nces.ed.gov/surveys/npsas/).  
Esperamos trabajar con usted en el curso del próximo año. Si tiene alguna pregunta sobre su participación en NPSAS:20, por favor póngase en contacto con [fill gender appropriate depending on who is named: el administrador/la administradora] de recolección de datos de RTI, [DCMforSchool], escribiéndole a [DCMe-mail]. Puede comunicarse conmigo a mi dirección: [NCESe-mail].


Le saluda atentamente,
NCES staff name
NCES staff title
Centro Nacional para Estadísticas de Educación (NCES)
Instituto de Ciencias de Educación
Departamento de Educación de los Estados Unidos
Anexos


[bookmark: _Toc18677949]Coordinator Letter to Introduce the Data Collection Manager and Staff
[day] de [month] de [year]
[Salutation] [FirstName] [LastName]
[Title]
[Institution]
[Address]
[City], [State] [Zip]
Estimado(a) [Sr/Sra/Dr/Dra] [LastName]:
Recientemente nos pusimos en contacto con usted acerca del comienzo del próximo ciclo del Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria (NPSAS por sus siglas en inglés), patrocinado por el Centro Nacional para Estadísticas de Educación (NCES por sus siglas en inglés) del Departamento de Educación de los Estados Unidos. NPSAS es un estudio encomendado por el Congreso acerca de cómo los estudiantes y sus familias pagan por los estudios universitarios. Su institución ha sido seleccionado(a) para participar en NPSAS:20 y el propósito de esta carta es el de presentarme y presentar a mi equipo. 
Como Administrador(a) de Recolección de Datos para las instituciones de su región que están en la muestra, mi papel es el de asegurar que su experiencia con NPSAS:20 sea positiva y que usted reciba asistencia rápida y profesional cuando responda al pedido de información. 
Ejemplos de asistencia que podemos proveerle incluyen:
· ayudarle a completar la página de registración;
· proveerle orientación con respecto a los datos que se les piden en la Lista de Estudiantes Matriculados; y
· asistencia con problemas técnicos, por ejemplo, con dificultades para ingresar al sitio de Internet o para cargar un archivo.
Usted puede comunicarse conmigo o con un miembro de mi equipo de lunes a viernes entre las 9AM y las 5PM [fill time zone], o con cita, a:xxxx@rti.org
[HelpDeskNumber]
Para poder servirle mas pronto, por favor tenga a mano el número de ID de su institución, [SchoolID]. Si se incluye este número en la línea del “Asunto” de correos electrónicos o si lo ingresan en llamadas a la línea gratis cuando se les pide, se asegurará que sus preguntas sean dirigidas directamente a mi equipo. 
¡Estamos esperando trabajar con usted en NPSAS! Para comenzar, por favor ingresa al Portal de Datos de Postsecundaria (PDP) y complete la Página de Registración. 
	https://surveys.nces.ed.gov/xxxx
Su ID de usuario: (UserID)


Atentamente,
[DCM name]
Administrador(a) de Recolección de Datos, NPSAS:20
RTI International


[bookmark: _Toc18677950]NPSAS:20 Institution Handbook Volume I
	This handbook, along with the student enrollment list instructions, will be sent to sampled institutions that are located in Puerto Rico. Volume I of the handbook covers registering for NPSAS:20 and providing the student enrollment list. Volume II of the handbook covers student records collection and will be included in the student interview and student records clearance package (v.25). 



Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria 2019-20 (NPSAS:20)
Manual de la institución: Libro I

Acerca de este manual
Este manual guiará su participación en NPSAS:20 a través del sitio web del Portal de Datos de Postsecundaria (Postsecondary Data Portal o PDP). 
El Libro I del manual introduce NPSAS:20 y cubre las primeras dos etapas del estudio: registro de su institución y entrega de la lista de estudiantes matriculados.
El Libro II del manual cubrirá la tercera etapa del estudio: entrega de datos de récords de los estudiantes para una muestra de estudiantes seleccionados de su institución. Usted recibirá el Libro II cuando sea el momento para preparar los datos de récords de los estudiantes.
Contenido
· Acerca de NPSAS:20
· Tour del Portal de Datos de Postsecundaria
· Ingreso al sitio web PDP
· Registro de su institución)
· Preguntas más frecuentes
¿Necesita ayuda? Se puede comunicar al servicio de asistencia (Help Desk) gratis al [number] o por correo electrónico a xxxx@rti.org. El servicio de asistencia está disponible de 9:00 a.m. a 5:00 p.m. hora del este, de lunes a viernes.
Acerca de NPSAS:20
Su participación en el Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria (National Postsecondary Student Aid Study) o NPSAS, es importante. NPSAS es la fuente principal de datos que se utiliza para entender la efectividad de los programas de ayuda económica federal para los estudiantes y para tomar decisiones que afectan a los estudiantes y las instituciones a las que asisten.
Como institución participante en NPSAS:20, se espera que complete varios pasos durante el año académico 2019-20. Usted completará estos pasos mediante el Portal de Datos de Postsecundaria, o PDP, en el sitio web. El sitio web PDP es donde se recolectan los datos para todas las encuestas del Centro Nacional para Estadísticas de Educación (NCES) de las muestras de estudiantes de las instituciones postsecundarias.
[Timeline graphic]
1. Primero, registre su institución en NPSAS:20. Durante el registro, usted designará al personal que va a enviar los datos para NPSAS:20. Es posible que necesite designar personal de varios departamentos en su institución para proporcionar los datos demográficos generales, de inscripción, de presupuesto y de ayuda económica. Cada persona que usted asigne recibirá sus propias credenciales para ingresar al sitio web PDP.
También, usted proporcionará los antecedentes generales sobre su institución, como la estructura de los períodos académicos y fijará la fecha límite de entrega para proporcionar la lista de estudiantes matriculados. La fecha límite de entrega (due date) para proporcionar su lista va a cambiar de acuerdo a la estructura de los períodos académicos de su institución.
2. A continuación, usted enviará una lista de todos los estudiantes matriculados (student enrollment list) en su institución en un periodo de tiempo específico. Las instrucciones para preparar la lista de estudiantes matriculados (Student Enrollment List) proporciona detalles acerca de qué estudiantes debe incluir en la lista. Después de que usted envíe la lista de matriculación, revisaremos la lista y la muestra de estudiantes para NPSAS:20. Durante ese periodo de tiempo, es posible que nos comuniquemos con usted para hacerle preguntas sobre la lista.
3. Finalmente, usted enviará los datos de los récords de los estudiantes en su institución que fueron seleccionados para la muestra. Los datos de los récords de los estudiantes incluyen información demográfica, matriculación, presupuesto y ayuda económica. Recibirá su lista de muestra de estudiantes en aproximadamente 4 a 6 semanas después de enviar su lista de estudiantes matriculados.

Tour del Portal de Datos de Postsecundaria
El Portal de Datos de Postsecundaria (PDP) cuenta con recursos de ayuda para completar NPSAS:20. Tenga en cuenta que el sitio web PDP solo está disponible en inglés; sin embargo, este manual ofrece descripciones en español sobre el contenido de las páginas de PDP publicadas en Internet. Si necesita ayuda para completar alguna parte de NPSAS:20, por favor comuníquese con el servicio de asistencia en inglés o en español.
· Página principal (Home Page)/ Página de inicio de sesión (Login)
La página principal es donde usted tiene que iniciar su sesión en PDP usando sus credenciales que le envió RTI. La página principal también incluye enlaces a más información sobre cada uno de los estudios que recopilan datos usando PDP. Para más detalles sobre cómo ingresar a PDP, vea la página [ ].
· Qué puede esperar (What to Expect)
La página Qué puede esperar (What to Expect) describe las etapas de la recolección de datos de NPSAS:20 y cuándo ocurrirá cada paso. El contenido de la página Qué puede esperar (What to Expect) se describe en español en la página [ ] de este manual.
La primera vez que ingrese al sitio PDP verá la página Qué puede esperar (What to Expect). Cada vez que vuelva a ingresar, irá directamente al Menú de tareas (Task Menu) de PDP. Puede acceder a la página Qué puede esperar (What to Expect) en cualquier momento haciendo clic en Qué puede esperar (What to Expect) en el Menú de Ayuda (Help Menu). 
· Menú de tareas (Task Menu)
Menú de tareas (Task Menu) le guiará en la manera de proporcionar los datos para NPSAS:20 y los pasos que necesita completar después. 

Cada paso será marcado como: En proceso (In Progress), No ha empezado (Not Started), Completo (Complete), Todavía no está disponible (Not Yet Available).

[image: ]

· Registre su institución (Register Your Institution)
· Proporcione la lista de estudiantes matriculados (Provide Your Student Enrollment List)
· Proporcione los datos del récord del estudiante (Provide Student Record Data) 
· Notas de archivo u otra documentación (Archive Notes or Other Documentation)
· Menú de ayuda (Help Menu)
· Anuncios (Announcements)
· Qué puede esperar (What to Expect )
· Preguntas frecuentes sobre NPSAS:20 (NPSAS:20 FAQs)
· Materiales de Contacto (Contact Materials)
· Recursos (Resources)
· Cambiar mi contraseña (Change My Password)
· Administración de usuarios de PDP (Manage PDP Users)

El Menú de ayuda (Help Menu) en la parte derecha incluye varios recursos para ayudarle a completar NPSAS:20.
· La página Qué puede esperar (What to Expect) incluye el calendario de recolección de datos de NPSAS:20.
· Los Anuncios (Announcements) se utilizarán para publicar anuncios en PDP durante la recolección de datos, tales como las fechas de entrega o mantenimiento al sitio web. Los anuncios serán publicados en esta página y en la barra de Anuncios en la parte superior de la pantalla.
· La página Preguntas más frecuentes (FAQs) incluye información general sobre PDP y NPSAS, e información específica sobre las etapas de recolección de NPSAS:20.
· La página Recursos (Resources) tiene instrucciones, vídeos y otros materiales de referencia.
· En la página Materiales de contacto (Contact Materials), puede descargar una copia de los materiales que se envían por correo y documentos de apoyo que fueron enviados a su institución.
· La página Administración de usuarios de PDP (Manage PDP Users) le permite establecer credenciales de ingreso PDP para el personal adicional de su institución. Para muchas instituciones, NPSAS:20 posiblemente requiere coordinación entre varios departamentos dentro de su institución (tales como investigación institucional, tesorería/caja y oficinas de ayuda económica).
Ingreso al sitio web PDP
El sitio web PDP usa autenticación de dos factores para proteger todos los datos que se transmiten entre su institución y NCES (Centro Nacional para Estadísticas de Educación); eso significa que necesitará una identificación de usuario (User ID), una contraseña (Password) y un código de seguridad (Security Code) para entrar a PDP. 
Por favor, siga las instrucciones a continuación para acceder al sitio web PDP. Si necesita ayuda comuníquese con el servicio de asistencia técnica.
1. Vaya a https://surveys.nces.ed.gov/portal
[image: ]2. Ingrese su identificación de usuario (Enter your User ID )
Puede encontrar su identificación de usuario (User ID) en la carta o correo electrónico de bienvenida. Si no puede encontrar la carta o el correo electrónico, puede comunicarse con el servicio de asistencia al [xxx-xxx-xxxx].
Una vez que haya ingresado su identificación de usuario, haga clic en “Continue.”
3. Ingrese o establezca su contraseña (Enter or Create Your Password) (Para usuarios que ingresan al sitio por primera vez)
[image: ]La primera vez que ingrese a PDP, tendrá que crear una contraseña. Si olvida su contraseña (password), puede crear una contraseña nueva usando el enlace Olvidó su contraseña (Forgot Password). El portal PDP le pedirá que actualice su contraseña cada 60 días. 
Si ya tiene una contraseña, registréla cuando se le pida y haga clic en Iniciar sesión (Log In).
[image: ]4. Ingrese su código de seguridad (Enter Your Security Code)
Una vez que ingrese su contraseña, PDP le enviará un código de seguridad a la dirección de correo electrónico asociada con su identificación de usuario. Ingrese el código y haga clic en Enviar (Submit) para completar el proceso de inicio de sesión.
Si no recibe el código
· Vuelva a chequear en unos minutos. El correo electrónico puede tardar hasta 10 minutos para llegar a su bandeja de entrada, dependiendo del sistema de correo electrónico de su institución.
· Verifique cualquiera de las bandejas de entrada (Inbox) alternativas (e.g., Otra (Other) en Outlook, Promociones (Promotions) en Gmail) y la carpeta de Spam. 
· Si todavía no aparece el correo electrónico, puede comunicarse con el servicio de asistencia al xxx-xxx-xxxx o xxxx@rti.org.
[image: ]
Gracias por comenzar el proceso de inicio de sesión en el sitio web del Portal de Datos de Postsecundaria (PDP) del Centro Nacional para Estadísticas de Educación (NCES). Por favor, ingrese el código de seguridad de 6 dígitos que se muestra a continuación para terminar de acceder al sitio web. El código es válido durante 30 minutos.
123456


Registro de su institución
Registro de su institución (Registering your institution) a través del Portal de Datos de Postsecundaria (PDP) es un importante primer paso en la recopilación de datos de NPSAS:20. Mientras se registra, podrá confirmar su información de contacto, especificar la estructura del periodo académico, proporcionar la información necesaria sobre su institución y establecer la fecha límite de entrega para el siguiente paso en la recolección de datos, proporcionando la lista de estudiantes matriculados (student enrollment list). Esta guía le ayudará a asegurar que cuenta con toda la información necesaria para completar el registro de manera exitosa. 
Para comenzar, inicie una sesión en el Portal de Datos de Postsecundaria (PDP) surveys.nces.ed.gov/XXX y seleccione Registre su institución (Register Your Institution) del Menú de tareas (Task Menu). Ahí encontrará un breve vídeo didáctico (video tutorial) que muestra la manera de registrar su institución para ayudarle a empezar. 
1) Designe a los usuarios de PDP (Designate PDP Users)
Para comenzar, se le pedirá que confirme su información de contacto y proporcione la información del personal adicional que le ayudará a ingresar los datos de su institución para NPSAS:20 en PDP. Es posible que usted decida designar personal de varios departamentos en su institución para proporcionar los datos demográficos generales, de inscripción, de presupuesto y de ayuda económica. Cada persona que usted asigne recibirá credenciales para acceder al sitio web del Portal de Datos de Postsecundaria (Postsecondary Data Portal o PDP). Por esta razón, asegúrese que los usuarios que identifique tienen permiso para ver la información personal de los estudiantes. 
2) Proporcione la estructura de los semestres/trimestres (Provide Your Term Structure)
A continuación, necesitará especificar la estructura de los períodos académicos del año académico 2019-20, es decir del 1 de julio de 2019 al 30 de junio de 2020. Más adelante, cuando proporcione los datos de los récords de estudiantes, reportará el estatus de matriculación del estudiante en la muestra (e.g. tiempo completo, medio tiempo), ayuda económica recibida, para todo el año escolar 2019-20 por semestre/trimestre. Por esa razón, establecer la estructura correcta de los períodos académicos es el paso más importante en el proceso de registro. 
Si su institución tiene distintos períodos académicos con fecha de inicio y fin, debe reportar esta información por semestre/trimestre (term). 
	[image: ]



	Term Name
	Nombre del semestre/trimestre

	Start Date
	Fecha de inicio

	End Date
	Fecha de fin

	Summer 2019
	Verano de 2019

	FA 2019
	Otoño de 2019

	Spring 2020
	Primavera 2020

	Summer II 2020
	Verano II 2020

	ENROLLMENT STATUS AND NUMBER OF HOURS ENROLLED PER TERM
	Estatus de matriculación y número de horas matriculado por semestre/trimestre

	Select
	Seleccione

	Credit or Clock Hours Enrolled
	Créditos u horas reloj de matriculación



Si su institución matricula estudiantes en forma continua durante el año o si tiene más de 12 períodos académicos por año, debe reportar los datos de los estudiantes por mes.
	[image: ]



	ENROLLMENT STATUS AND NUMBER OF HOURS ENROLLED PER TERM
	Estatus de matriculación y número de horas matriculado por semestre/trimestre

	July 2019
	Julio de 2019

	Enrollment Status
	Estatus de matriculación

	Select
	Seleccione

	Credit or Clock Hours Enrolled
	Créditos u horas reloj de matriculación

	August 2019
	Agosto de 2019

	Enrollment Status
	Estatus de matriculación

	Select
	Seleccione

	Credit or Clock Hours Enrolled
	Créditos u horas reloj de matriculación



Cuanto es posible, precargamos la información sobre la estructura de los períodos académicos de su institución y se le pedirá que confirme o actualice la información precargada. 
¿Cuáles semestres/trimestres debo reportar?
Debe registrar el mes y año de inicio y fin de todos los semestres/trimestres, períodos de matriculación en su institución para el año académico 2019-20. Los semestres/trimestres pueden empezar el 1o de julio de 2019 y terminar el 30 de junio de 2020, pero alguna parte del semestre/trimestre debe ocurrir entre el 1o de julio y el 30 de junio.
Asegúrese de incluir:
· Sesiones de verano (se proporcionan las instrucciones a continuación).
· Sesiones cortas de más de dos semanas de duración (e.g, semestre/trimestre de un mes (Maymester), período académico de enero (January term )).
· Semestres/trimestres para ciertos tipos de estudiantes (e.g. estudiantes de medicina).
Situaciones únicas de los períodos académicos (Unique Situations in Terms):
Sesiones de verano (Summer sessions): Las sesiones de verano se deben incluir si alguna parte del semestre/trimestre ocurrió durante el período del 1o de julio de 2019 al 30 de junio de 2020. Si los semestres/trimestres de verano de su institución cruzan la fecha límite del 30 de junio/1o de julio a veces llamados semestres/trimestres mezclados (“crossover terms”), regístrelos en ambas sesiones de verano de 2019 y de 2020. 
Períodos académicos que inician y terminan en el mismo mes, pero en diferentes días: Si su institución tiene períodos académicos que comienzan y terminan el mismo mes, pero terminan en diferentes días del mes, puede ahorrar tiempo ingresando solamente ese período académico una vez (como mes/año). 
Por ejemplo, las siguientes sesiones se pueden reportar como un solo período académico porque comienzan y terminan el mismo mes:

	Estos semestres/trimestres: 
	Inicio
	Fin
	
	Se puede reportar todo como:
                      Inicio         Fin

	Cursos generales de College, otoño de 2019
	08/07/2019
	12/05/2019
	
	 Otoño de 2019
	08/2019
	12/2019

	Escuela de medicina, otoño de 2019
	08/09/2019
	12/07/2019
	
	

	Escuela de derecho, otoño de 2019 
	08/14/2019
	12/14/2019
	
	



Semestres/trimestres que comienzan y terminan en diferentes meses: Si su institución tiene semestres/trimestres que comienzan o terminan en diferentes meses, regístrelos por separado. 
	Semestre/trimestre (Term ): 
	Inicio (Start )
	Fin (End)

	Cursos generales de College, primavera de 2019 (General college spring 2019 )
	01/2020
	05/2020

	Escuela de medicina, primavera de 2019 (Medical school spring 2019)
	01/2020
	04/2020

	Escuela de derecho, primavera de 2019 (Law school spring 2019)
	02/2020
	05/2020



3) Proporcione información general
Finalmente, se le harán algunas preguntas breves sobre su institución, tales como, el sistema de información del estudiante que utilizan y cómo definen los créditos académicos estándar.

¿Qué sucede después del registro?
Después de que se registre, el personal de RTI International, el contratista de recolección de datos se comunicará con usted para confirmar la fecha de entrega de su lista de matriculación y dar instrucciones detalles para preparar el archivo de la lista de matriculación.
El archivo de la lista de matriculación incluye la siguiente información:
	General and Demographic Information
	Información general y demográfica 

	Student name
	Nombre del estudiante 

	Student ID number
	Número de identificación del estudiante 

	Social Security Number
	Número de seguro social 

	Date of Birth
	Fecha de nacimiento

	Sex
	Sexo

	Ethnicity
	Origen étnico

	Race
	Raza

	Veteran/active duty military status
	Veterano/militar en servicio activo

	Local address
	Dirección local 

	Permanent address
	Dirección permanente 

	E-mail address
	Dirección de correo electrónico 

	Phone number
	Número de teléfono 

	Enrollment Information
	Información de matriculación 

	Degree program
	Programa de estudio

	Class level
	Nivel de la clase 

	Major
	Carrera 

	High school completion date
	Fecha en que completó High school 

	Dual enrollment in high school
	Doble matriculación en High school 

	Date first enrolled in your institution
	Fecha en que se matriculó en su institución por primera vez 

	First-time beginning student indicator
	Indicador de estudiante de primer ingreso 



Una vez que se reciba la información, el personal del proyecto revisará la lista para asegurar que contiene todos los componentes necesarios. Se pueden comunicar con usted si hay alguna pregunta sobre la lista.

¿Qué sucede después de que envían la lista de estudiantes matriculados?
Una vez que es aceptada su lista de estudiantes matriculados, se hace la selección de la muestra de estudiantes de su institución. El personal del proyecto se volverá a comunicar con usted nuevamente en unas 4 a 6 semanas después de que envió la lista, con instrucciones para que proporcione los datos de los récords de los estudiantes de la muestra. 

Servicio de asistencia de NPSAS:20 (NPSAS:20 Help Desk)
El servicio de asistencia está disponible de 9 a.m. a 9 p.m. hora del este, para responder preguntas sobre NPSAS:20, resolver problemas técnicos y hablar sobre cualquier obstáculo de participación. Comuníquese con nosotros al [number] o xxxx@rti.org.

Preguntas más frecuentes
Preguntas generales más frecuentes (FAQs) sobre el sitio web del Portal de Datos de Postsecundaria (PDP)
¿Quién está recolectando estos datos?
El Centro Nacional para Estadísticas de Educación (NCES), que es parte del Instituto de Educación de Ciencias del Departamento de Educación de los Estados Unidos, realiza los estudios que se listan en la página principal de este sitio web. NCES, la entidad de estadísticas federal que recolecta y analiza datos sobre educación en los Estados Unidos y otras naciones, contrató a RTI International para recolectar datos para estos estudios. RTI International es una organización independiente sin fines de lucro que realiza estudios sociales y científicos, con oficinas centrales en la región del Research Triangle Park, en Carolina del Norte.
¿Con qué autoridad NCES recolecta esta información?
NCES está autorizado por el Congreso para llevar a cabo estos estudios, por la Ley de Reforma de las Ciencias Educativas de 2002 (ESRA 2002, 20 U.S.C. §9543) y la Ley de Oportunidades para la Educación Superior de 2008 (20 U.S.C. §1015). Cada estudio ha sido aprobado por la Oficina de Administración y Presupuesto (OMB).
¿Cómo seleccionaron a mi institución?
Para el Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria (NPSAS), se obtiene una muestra de todas las instituciones bajo el Título IV que se incluyen en el Sistema Integrado de Datos de Educación Postsecundaria (Integrated Postsecondary Education Data System o IPEDS), un depósito de datos de todas las instituciones en el marco del Título IV.
¿Por qué es importante la participación?
El Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria (NPSAS) es la fuente principal de datos que usan las agencias del gobierno federal y las asociaciones de educación superior para analizar la efectividad de los programas actuales de ayuda económica federal para estudiantes. NPSAS brinda datos integrales sobre el estatus de matriculación de los estudiantes de postsecundaria, objetivos de educación, empleo y características demográficas. Muchas agencias y organizaciones, como la Oficina del Presupuesto del Congreso (Congressional Budget Office o CBO) del Departamento de Educación de los Estados Unidos, la Oficina de Rendición de Cuentas del Gobierno (Government Accountability Office o GAO), la Oficina de Administración y Presupuesto (Office of Management and Budget o OMB), el Consejo Americano de Educación (American Council on Education o ACE), y la Asociación Nacional de Administradores de Ayuda Económica para Estudiantes (National Association of Student Financial Aid Administrators o NASFAA) usan los datos de NPSAS para preparar reportes que influirán en la dirección de las políticas de ayuda económica federal para estudiantes.
NPSAS además sirve como estudio del año inicial para dos estudios longitudinales de postsecundaria, el Estudio Longitudinal de Estudiantes que Comienzan Programas Postsecundarios (Beginning Postsecondary Students Longitudinal Study o BPS) y el Estudio Longitudinal de Estudiantes de Bachillerato y Estudios Avanzados (Baccalaureate and Beyond Longitudinal Study o B&B). Estos estudios dan seguimiento a los estudiantes a través del tiempo y capturan ambos resultados sobre educación y empleo de los estudiantes de postsecundaria en toda la nación. La combinación de los datos recolectados por estos estudios permite el análisis de la importante relación entre los costos de educación postsecundaria, la carga de la ayuda económica, el desempeño académico y el empleo y los resultados financieros con el tiempo.
Los datos que recolectan estos estudios son utilizados por los investigadores, legisladores y administradores para analizar y establecer puntos de referencia nacional actuales sobre los estudiantes de postsecundaria; analizar las tendencias nacionales con el tiempo; y tomar decisiones informadas sobre educación postsecundaria a nivel institucional, estatal y nacional.
La participación de cada institución en la muestra es esencial para el éxito del estudio. Una participación completa asegura que los datos utilizados representan en forma precisa a los estudiantes que asisten a los diferentes tipos de instituciones postsecundarias en los Estados Unidos.
¿Es necesario obtener permiso de los estudiantes antes de proporcionar esta información? 
No. No se requiere el consentimiento del estudiante ni de los padres para revelar la información de los récords del estudiante para los propósitos de estos estudios. La solicitud de datos de NPSAS cumple totalmente con los requisitos de la Ley de Derechos Educativos y Privacidad Familiar de 1974 (Family Educational Rights and Privacy Act of 1974 o FERPA). FERPA, bajo la provisión 34 CFR §§ 99.31(a)(3) y 99.35, permite a las instituciones revelar sin el consentimiento individual del estudiante los récords educativos a NCES, como representante debidamente autorizado del Secretario de Educación en conexión con una evaluación de programas educativos que reciben fondos federales. Los datos de los estudiantes están sujetos a protecciones estrictas que cumplen NCES y sus organizaciones contratistas. Puede revisar este reglamento en el sitio web del Departamento de Educación de los Estados Unidos en https://www2.ed.gov/policy/gen/reg/ferpa.
Los reglamentos de FERPA también estipulan que se debe reportar toda divulgación en el récord del estudiante, con una indicación de quién recibió la información y el interés legítimo en esta información. Para las escuelas que no tienen sistemas de registro estudiantil electrónico, pueden imprimir una notificación de divulgación (Disclosure Notice) de la página de Recursos (Resources) de este sitio web. Estas notificaciones cumplen los requerimientos de 34 CFR 99.32(a) de la Ley de Derechos Educativos y Privacidad Familiar (Family Educational Rights and Privacy Act , 20 U.S.C. §1232g). Los sistemas de registro estudiantil electrónico requieren la inserción de una declaración similar. La página de Recursos (Resources) también incluye una hoja informativa de FERPA, que describe la manera en que NPSAS cumple con los requisitos de FERPA.
¿Se mantienen seguros y confidenciales los datos recolectados? 
Tanto NCES como RTI International siguen procedimientos estrictos para proteger la información de los participantes del estudio. Para obtener más información sobre confidencialidad y seguridad de los datos vea surveys.nces.ed.gov/xxxx/Home/Confidentiality.


¿Qué tipo de asistencia ofrece el personal de RTI?
El servicio de asistencia en RTI International está disponible para responder preguntas sobre los estudios y navegación de este sitio web. Por favor, llame al 1-XXX-XXX-XXXX o envíe un correo electrónico a [E-MAIL ADDRESS] con sus preguntas o preocupaciones. El personal de servicio de asistencia está disponible de 9 a. m. a 9 p. m.  hora del este, de lunes a viernes.

Características y objetivo de NPSAS
¿De qué se trata el estudio?
NPSAS, diseñado para capturar información sobre cómo los estudiantes pagan por educación posterior a nivel secundaria, es la fuente de información principal de las agencias del gobierno federal y las asociaciones de educación superior que se usa para analizar la efectividad de los programas actuales de ayuda económica federal para estudiantes. NPSAS recolecta información de los estudiantes, datos demográficos, matriculación, gastos de vivienda y educación, empleo y tipo de asistencia económica, si la reciben los estudiantes (e.g. becas o subvenciones, becas de estudio, préstamos, asignación monetaria, contribución económica). NPSAS incluye estudiantes de todo tipo de instituciones postsecundarias—lucrativas privadas, sin fines de lucro públicas y privadas, Colleges y universidades de 2 y 4 años, e instituciones de menos de 2 años en los 50 estados, el Distrito de Columbia y Puerto Rico.
¿Por qué se comunican con las instituciones antes de que los datos de NPSAS sean necesario?
El proporcionar la información general necesaria antes de obtener de las primeras listas de estudiantes matriculados da tiempo adicional para que las instituciones desarrollen un plan de acción para cada uno de los pasos de la recolección de datos.
¿Cómo seleccionaron a mi institución?
Su institución fue seleccionada para la muestra de todas las instituciones bajo el Título IV incluidas en el Sistema Integrado de Datos de Educación Postsecundaria (Integrated Postsecondary Education Data System o IPEDS), un depósito de datos de todas las instituciones en el marco del Título IV. Para ser elegible para inclusión en la muestra de la institución, la institución debe cumplir las siguientes condiciones: (1) ofrecen un programa educativo diseñado para personas que han terminado la educación secundaria; (2) ofrecen un programa académico, ocupacional o vocacional de estudio con una duración de por lo menos 3 meses o 300 horas; (3) ofrecen acceso general al público, excepto las academias de servicio americano; y (4) están ubicadas en los 50 estados, el Distrito de Columbia o Puerto Rico.
¿Cuál es el objetivo de NPSAS:20?
El Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria (NPSAS) es la fuente principal de datos que usan las agencias del gobierno federal y las asociaciones de educación superior para analizar la efectividad de los programas actuales de ayuda económica federal para estudiantes. NPSAS brinda datos integrales sobre el estatus de matriculación, objetivos de educación, empleo y características demográficas de los estudiantes de postsecundaria. Muchas agencias y organizaciones, como la Oficina del Presupuesto del Congreso (Congressional Budget Office o CBO) del Departamento de Educación de los Estados Unidos, la Oficina de Rendición de Cuentas del Gobierno (Government Accountability Office o GAO), la Oficina de Administración y Presupuesto (Office of Management and Budget o OMB), el Consejo Americano de Educación (American Council on Education o ACE), y la Asociación Nacional de Administradores de Ayuda Económica para Estudiantes (National Association of Student Financial Aid Administrators o NASFAA) usan los datos de NPSAS para preparar reportes que influirán en la dirección de las políticas de ayuda económica federal para estudiantes.
¿Cuál es el rol del Coordinador del campus (Campus Coordinator)?
El rol del Coordinador del campus (Campus Coordinator) es servir como enlace entre su institución y el contratista de recolección de datos de NCES, RTI International. El coordinador será responsable de proporcionar los datos para NPSAS y además puede colaborar con el personal en otras unidades dentro de la institución para obtener la información requerida. 
¿Cuáles son los pasos de la recolección de datos?
La recolección de datos de NPSAS consta de los siguientes pasos: 
1)	Si es necesario, el administrador principal de la institución nombra al Coordinador del campus. 
2)	El Coordinador del campus registra la institución en NPSAS:20, incluso designa a otros usuarios en la institución quienes ayudarán a proporcionar los datos.
3)	El Coordinador proporciona la lista de estudiantes matriculados.
4)	RTI International extrae una muestra de estudiantes de la lista de estudiantes matriculados.
5)	El Coordinador proporciona los datos de los récords de los estudiantes en la muestra.
¿Cuánto tiempo tomará completar NPSAS?
Se estima que el tiempo promedio para que cada institución complete todas las tareas del estudio es de 35 horas. El estimado incluye el tiempo promedio para registrar la institución (10 minutos), preparar la lista de estudiantes matriculados (5 minutos) y proporcionar los récords de los estudiantes (30 horas). Si tiene comentarios sobre la precisión de tiempo estimado, sugerencias para mejorar la recolección de datos o comentarios o preocupaciones sobre el estatus de su entrega individual de estos datos, puede escribir a: Postsecondary Data Portal studies, National Center for Education Statistics, PCP, 550 12th St., SW, 4th floor, Washington, DC 20202

Generar la Lista de estudiantes matriculados
¿Cómo van a seleccionar la muestra en mi institución?
La lista de estudiantes matriculados que usted proporcione al contratista de recolección de datos de NCES, RTI International, se utilizará para seleccionar una muestra al azar de estudiantes de todos los niveles, incluso estudiantes subgraduados, de maestría y doctorado. 
¿Cuánto tiempo tomará generar la Lista de estudiantes matriculados?
El tiempo promedio estimado necesario para generar la lista de estudiantes matriculados es de 5 horas. El estimado incluye tiempo para revisar las instrucciones de preparación de la lista y para preparar la lista de estudiantes matriculados.
¿Qué tengo que hacer primero?
El Menú de tareas (Task Menu) de PDP le guiará en los pasos que necesita seguir. Si su institución aún no tiene un Coordinador del campus, el primer paso será que su administrador principal complete la página Designe a un coordinador (Designate a Coordinator).
Una vez que se nombra al Coordinador del campus, él o ella debe completar la página Designe a los usuarios de PDP (Designate PDP Users), que se usa para confirmar la información de contacto del Coordinador del campus y proporcionar información del personal adicional quién ayudará a dar los datos de su institución para NPSAS:20.
Segundo, el coordinador debe completar la página Registre su institución (Register Your Institution). Esta página recolecta información general sobre su institución, sobre el semestre/trimestre/períodos de matriculación en su institución para el año académico 2019-20 y establece la fecha límite de entrega de la lista de estudiantes matriculados. 
Después del registro, nos comunicaremos con el Coordinador para confirmar la fecha límite de entrega de la lista de estudiantes matriculados y dar instrucciones detalladas para prepararla.
¿Por qué necesitan la información de contacto de los estudiantes?
La información de contacto de los estudiantes se utilizará para contactar a los estudiantes en la muestra e invitarlos a participar en la parte de la encuesta del estudio. Tenga en cuenta que toda la información provista por los individuos o las instituciones para NPSAS:20 puede ser usada solo para propósitos estadísticos y no puede ser divulgada, ni tampoco utilizadas de manera identificable por ningún otro objetivo excepto como lo requiere la ley (20 U.S.C. §9573 y 6 U.S.C. §151).
Si tiene preguntas o preocupaciones, puede contactar al servicio de asistencia al 1-XXX-XXX-XXXX o enviar un correo electrónico a [E-MAIL ADDRESS]. Le daremos información adicional sobre el estudio y las leyes que protegen la confidencialidad de los datos recolectados.
¿Cuándo necesitan la lista de estudiantes matriculados?
Las listas de estudiantes matriculados se empezarán a recolectar en [date]. La fecha límite de entrega específica para su institución depende de la estructura de los períodos académicos y se determina después de completar la página Registre su institución (Register Your Institution).
Comuníquese a RTI llamando al 1-XXX-XXX-XXXX o por correo electrónico a [E-MAIL ADDRESS] si tiene preguntas o preocupaciones sobre el envío de la lista de estudiantes matriculados.
¿Por qué necesito proporcionar los números de seguro social (Social Security numbers o SSNs) además de los números de identificación de los estudiantes?
Usamos el número de seguro social (SSN) como identificador para que la información de los estudiantes coincida con otros datos en NPSAS provenientes de otras fuentes de información pertinente a NPSAS. Ejemplos de otras fuentes incluye la base de datos del Sistema de Procesamiento Central del Departamento de Educación de los Estados Unidos (U.S. Department of Education's Central Processing System o CPS), que contiene información de Solicitud Gratuita de Ayuda Federal para Estudiantes (Free Application for Federal Student Aid o FAFSA), y el Sistema de Datos Nacional de Préstamos a Estudiantes (National Student Loan Data System o NSLDS). El poder enlazar estas bases de datos antes del muestreo nos ayuda a seleccionar una muestra de estudiantes representativa.
La divulgación de información a NCES sin consentimiento explícito es permitido bajo la Ley de Derechos Educativos y Privacidad Familiar de 1974 (Family Educational Rights and Privacy Act of 1974 o FERPA). FERPA, bajo la provisión 34 CFR §§ 99.31(a)(3) y 99.35, permite a las instituciones revelar sin el consentimiento del estudiante información personal de identificación de los récords educativos a NCES, como representante debidamente autorizado por el Secretario de Educación, en conexión con una evaluación de programas educativos que reciben fondos federales. RTI International, como contratista de NCES, ha sido autorizado para recolectar información de los récords de la institución a nombre de NCES. Una definición de información personal de identificación se puede encontrar en 34 CFR 99.3. Identificadores personales, tales como los números de Seguro Social (Social Security Number) y los números de identificación de los estudiantes, se incluyen en la definición. Puede revisar esta legislación en el sitio web del Departamento de Educación de los Estados Unidos (U.S. Department of Education) en https://www2.ed.gov/policy/gen/reg/ferpa.
Ambos, NCES y RTI International siguen procedimientos estrictos para proteger la privacidad y confidencialidad de los participantes del estudio. Información sobre la seguridad de los datos se encuentra en la página Confidencialidad (Confidentiality) en PDP. Para obtener más información sobre confidencialidad y seguridad de los datos vea surveys.nces.ed.gov/xxxx/Home/Confidentiality.
¿Qué sucede con la lista de estudiantes matriculados después de que seleccionan la muestra?
Los datos de la lista de estudiantes matriculados se almacenarán en una Red de seguridad reforzada (Enhanced Security Network), certificada y acreditada como red NIST con nivel de seguridad moderado. El Departamento de Educación de los Estados Unidos tiene requisitos estrictos para proteger la información personal de identificación (personally identifiable information o PII), y ambos NCES y RTI International se apegan a procedimientos estrictos para proteger la confidencialidad de la información PII y otros datos confidenciales en todas las etapas del proyecto. Estos procedimientos incluyen normas para la transferencia de información personal de identificación (PII); mantenimiento, almacenamiento y uso de identificadores directos; reemplazo de identificadores directos por códigos internos; seguridad de los archivos de seguridad de acuerdo con los Procedimientos de tratamiento de incidentes del Departamento de Educación de los Estados Unidos (U.S. Department of Education Incident Handling Procedures). Para más información sobre los niveles de seguridad en NIST, puede ver la publicación 199 de FIPS en https://nvlpubs.nist.gov/nistpubs/FIPS/NIST.FIPS.199.pdf. Para obtener más información sobre confidencialidad y seguridad de los datos vea surveys.nces.ed.gov/xxxx/Home/Confidentiality.


[bookmark: _Toc18677951]Student Enrollment List Preparation Instructions
	Different versions of the student enrollment list preparation instructions will be sent to institutions depending on whether they were selected to provide a fall enrollment list. There will be three versions of the instructions:
1) Summer/fall enrollment list collection
2) Spring enrollment list for institutions selected for fall collection
3) Full-year enrollment list for institutions NOT selected for fall collection.


Confección de la lista de inscripción de estudiantes [de verano/otoño] 2019 para NPSAS:20

Estas instrucciones le servirán de guía para confeccionar la lista de estudiantes inscritos en su institución entre el 1 de julio de 2019 y el [date] de 2019. [If summer/fall instructions: A principios de 2020, se le pedirá que proporcione una lista actualizada con los estudiantes inscritos entre el 1 de julio de 2019 y el 31 de marzo o el 30 de abril de 2020 (según cómo esté estructurado el semestre de su institución).]
[If Spring instructions only:
Usted ya proporcionó la lista de estudiantes inscritos en su institución entre el 1 de julio de 2019 y [date] de 2019. Ahora, sírvase proporcionar una lista actualizada de todos los estudiantes inscritos entre el 1 de julio de 2019 y [date] de 2020.
Cuando proporcione la lista actualizada, puede elegir la opción que le resulte más práctica a la institución:
Opción A: incluir a todos los estudiantes inscritos entre el 1 de julio de 2019 y [date] de 2020, independientemente de que hayan sido incluidos o no en la lista de inscripción de otoño. Nuestro personal comparará las dos listas y eliminará a los estudiantes que estén duplicados.
Opción B: incluir únicamente a los estudiantes nuevos que se inscribieron entre el 31 de octubre de 2019 y el [date] de 2020 (es decir, excluir a los estudiantes que se incluyeron en la lista de inscripción de otoño).]
Paso 1: Determinar qué estudiantes incluir 
La lista de inscripción de la institución debe incluir a los estudiantes de todos los campus, universidades y escuelas, incluidas las escuelas de posgrado, reportados al Sistema Integrado de Datos de Educación Postsecundaria (Integrated Postsecondary Education Data System, IPEDS) con la identificación (UNITID) de su institución. 
Proporcione una lista de todos los estudiantes elegibles inscritos durante el período comprendido entre el 1 de julio de 2019 y el [date] de 2019.
Es posible que algunos estudiantes no sean elegibles para el Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria (National Postsecondary Student Aid Study, NPSAS). Lea con atención los criterios de elegibilidad que se detallan abajo.

Elegibles para NPSAS:20
Los estudiantes elegibles son aquellos que, en algún momento durante el período comprendido entre el 1 de julio de 2019 y [date] de 2019, se inscribieron en un semestre o curso de instrucción de la institución, el cual es:
· un programa académico; O
· un curso que otorga créditos que pueden usarse para cumplir con los requisitos de obtención de un título académico; 
· un programa ocupacional o vocacional que requiere un mínimo de tres meses o 300 horas reloj de instrucción para obtener un título, certificado u otro reconocimiento oficial;  
· un curso de recuperación que no otorga créditos dentro de un programa elegible según el título IV (de hasta 30 horas semestrales o trimestrales, 45 horas por trimestre o 900 horas reloj). 

NO elegibles para NPSAS:20
Los estudiantes no son elegibles para NPSAS:20 si se da cualquiera de las siguientes situaciones. Estos estudiantes no se deben incluir en la lista de inscripción.
Reembolso de matrícula. Se debe excluir a los estudiantes que abandonaron la institución de manera temprana, a tal punto de que obtuvieron el reembolso total de la matrícula.
Matrícula pagada únicamente a otra institución. Se debe excluir a los estudiantes que asisten a esta institución por un convenio conjunto con otra institución y pagan la matrícula únicamente a la otra institución. 
Inscritos únicamente en programas de recuperación. Los estudiantes que solo están inscritos en un programa de recuperación no son elegibles.

Para obtener más ayuda a la hora de determinar qué estudiantes se deben incluir en la lista de inscripción, vea la sección de Preguntas frecuentes en la página 3 de este documento.

Paso 2: Confeccionar la lista de inscripción de estudiantes
Para confeccionar la lista, utilice preferentemente un archivo Excel (.xls o .xlsx) o de valores separados por coma (.csv), siguiendo las Especificaciones de formato de archivo para la lista de inscripción de estudiantes que se incluye en la página 5 de este documento. 
Estas especificaciones detallan los datos que requerimos y los valores que se consideran válidos para cada dato. Si alguno de los datos requeridos no aplica a su institución, puede dejar el campo vacío. 
Si utiliza códigos diferentes a los valores válidos que se indican en las especificaciones de formato de archivo, incluya una descripción detallada de los códigos.

Paso 3: Revisar que no haya errores
Tómese un momento para revisar el archivo de la lista de inscripción y ver que no tenga errores. Los siguientes son algunos ejemplos de errores comunes en las listas de inscripción:
1. Datos no correspondientes al estudiante en cuestión porque se cambiaron las filas al ordenar la lista, o al copiar y pegar. 
2. Ausencia de datos esenciales sobre algunos estudiantes.
3. Omisión de estudiantes elegibles en la lista porque asisten a otro campus o escuela fuera de la sede principal (p. ej., escuela de leyes, escuela de medicina). 
Paso 4: Enviar la lista de inscripción de estudiantes
Cuando envíe la Lista de inscripción de estudiantes a través del Portal de Datos de Postsecundaria (Postsecondary Data Portal, PDP), reúna la información que se indica abajo y téngala a mano.
1. Fecha en que se confeccionó la lista: indique la fecha en que se confeccionó la lista de estudiantes, aunque sea diferente a la fecha de envío de la lista.
2. Información de contacto: indique el nombre, el departamento, la dirección de correo electrónico y el número de teléfono de todas las personas responsables de confeccionar la Lista de inscripción de estudiantes, por si tenemos preguntas sobre la lista.
3. Comentarios: dé detalles para explicar el formato de la lista de inscripción que envía, y toda la información que sea necesaria para interpretar correctamente los datos proporcionados. Defina los códigos especiales o abreviaturas que se utilicen (p. ej., códigos de especializaciones, niveles de instrucción).
[bookmark: _Hlk16836605]4. Número de estudiantes excluidos: indique el número de estudiantes que fueron excluidos de la Lista de inscripción por los siguientes motivos:
· el estudiante no cumplía con los requisitos de elegibilidad para NPSAS indicados en el paso 1;
· el estudiante solicitó que no se revelara su información a terceros;
· el estudiante fue excluido por otro motivo.
Para garantizar la calidad de los datos, el número de estudiantes que se indique en la lista se comparará con los números de inscritos reportados al IPEDS. Contar con la información del número de estudiantes excluidos nos ayudará a entender las discrepancias y agilizará el procesamiento de la lista.
5.  Un cálculo del tiempo que tomó confeccionar la lista de inscripción de estudiantes.

[image: ]Cuando esté listo para enviar la lista, inicie sesión en el sitio web del Portal de Datos de Postsecundaria, en https://surveys.nces.ed.gov/portal. 
En el menú de tareas, seleccione Provide Your Student Enrollment List (Enviar lista de inscripción de estudiantes) y siga las instrucciones en pantalla. Se le pedirá que envíe la lista junto con la información mencionada arriba.
El método más seguro y eficiente para enviar la lista es cargándola al sistema. Si no puede cargar la lista, comuníquese con el servicio de asistencia para coordinar el envío de otra manera.

Preguntas frecuentes sobre estudiantes elegibles
¿Debo incluir a estudiantes que no buscan obtener un título académico?
Sí. Los estudiantes que no buscan obtener un título deben ser incluidos si están inscritos en un curso que otorga créditos y dichos créditos pueden usarse para cumplir con los requisitos de obtención de un título académico.
¿Debo incluir a estudiantes de cursos de recuperación?
Depende. Los estudiantes que asisten a cursos de recuperación que no otorgan créditos dentro de un programa elegible según el título IV son elegibles y deben ser incluidos. Los estudiantes que están inscritos únicamente en un programa de recuperación no son elegibles y no deben ser incluidos.
¿Debo incluir a estudiantes de otros campus o sedes que dependen de la institución?
Sí, siempre y cuando la sede o el campus informe al IPEDS utilizando la misma UNITID de IPEDS que utiliza la institución seleccionada para NPSAS:20. Si la sede o el campus informa al IPEDS con una UNITID diferente, no incluya a los estudiantes de estos establecimientos en la lista de estudiantes.
Nuestra escuela de leyes/odontología/medicina/veterinaria tiene su propia oficina de admisiones. ¿Debo incluir a los estudiantes de esas escuelas en la lista de inscritos?
Sí, siempre y cuando la oficina de admisiones informe al IPEDS utilizando la misma UNITID de IPEDS que utiliza la institución seleccionada para NPSAS:20. Si la oficina de admisiones informa al IPEDS con una UNITID diferente, los estudiantes inscritos por esa oficina no deben ser incluidos.
Entiendo que NPSAS es un estudio de ayuda económica. ¿Debo incluir a estudiantes que no solicitaron o no recibieron ayuda económica?
Sí. NPSAS incluye tanto a estudiantes que reciben ayuda económica como a quienes no la reciben.
Entiendo que los estudiantes de la lista tienen que haberse inscrito entre el 1 de julio de 2019 y [date] de 2019.  ¿Importa si el estudiante también hizo otra inscripción fuera de ese período? 
No. Los estudiantes son elegibles en tanto y en cuanto se hayan inscrito en el período comprendido entre el 1 de julio de 2019 y [date] de 2019, y cumplan con los demás criterios de elegibilidad, independientemente de que también hayan hecho otra inscripción fuera de ese plazo.


¿Debo incluir a...
...estudiantes no matriculados?
...estudiantes que no buscan obtener un título académico?
...estudiantes a tiempo parcial?Sí, incluya a estos estudiantes en la lista si cumplen con los requisitos de elegibilidad que se detallan en la página 1.

...estudiantes de poslicenciatura?
...estudiantes de cursos por correspondencia?
...estudiantes de educación a distancia?
...estudiantes de intercambio extranjeros?
...estudiantes de educación continua?
...estudiantes de divisiones de extensión?
Observe que los estudiantes pueden ser elegibles para NPSAS:20 aunque no estén inscritos en un programa de grado formal. Por ejemplo, si una persona está realizando un curso de programación informática para tener más conocimientos y ese curso otorga créditos, se consideraría elegible y debería ser incluida en la lista de inscripción.
¿Debo incluir a estudiantes que se inscribieron pero que luego abandonaron los estudios sin terminar?
Se debe incluir a todos los estudiantes elegibles que se inscribieron y pagaron la matrícula y las cuotas, EXCEPTO que hayan abandonado los estudios de manera temprana a tal punto de que obtuvieron el reembolso total de dichos gastos.
¿Debo incluir a estudiantes que realizan cursos en este campus aunque no sea la institución de origen de los estudiantes?
No, no incluya en la lista de inscripción a los estudiantes que pagan su matrícula únicamente a otra institución. Se considera que los estudiantes están inscritos en la institución a la que pagan la matrícula.
¿Debo incluir en la lista a estudiantes de posgrado que están inscritos en un programa de posgrado pero solo asisten a clases como oyentes (p. ej., porque no necesitan más créditos para graduarse)?
Sí. Los estudiantes inscritos en programas académicos son elegibles para este estudio aunque ya no se inscriban en cursos para obtener créditos.
¿Debo incluir a estudiantes internacionales en la lista de inscripción?
Sí. Los estudiantes internacionales se deben incluir en la lista de inscripción si cumplen con los demás criterios de elegibilidad. Observe que los estudiantes extranjeros que pagan la matrícula a otra institución no son elegibles.
[bookmark: _Hlk2377112]Mi institución utiliza una clasificación de programas de grado diferente a la que ustedes requieren. ¿Cómo debo especificar los programas de grado?
Si es posible, clasifique a los estudiantes usando las categorías de programas de grado que requerimos. Pero si esto no es posible, clasifique a los estudiantes tal como figuran en los registros de su institución e incluya una definición de dichas categorías. Puede cargar las categorías junto con la lista o enviarlas por correo electrónico a xxxx@rti.org.
¿Qué debo hacer si no puedo ingresar el primer nombre, las iniciales del segundo nombre, el apellido y el sufijo del nombre en cuatro campos diferentes?
Cuando cargue el archivo en el sitio web, indique de qué manera redactó el archivo haciendo comentarios en el cuadro de texto ubicado en la página de carga o enviando un correo electrónico a xxxx@rti.org.
¿Qué sucede si mi institución no utiliza un número de identificación de estudiante diferente al número de seguro social (Social Security Number, SSN)?
Si su institución no usa números de identificación diferentes, puede dejar el campo de identificación vacío o usar el número de seguro social en ese campo y también en el campo de SSN.


D-52
Especificaciones de formato de archivo para la lista de inscripción de estudiantes de NPSAS:20

	N.º de campo
	
Dato del estudiante
	Valores válidos
	Notas
	Dato esencial
	Extensión máxima de campo

	1. 
	UNITID de IPEDS
	
	
	Sí
	6

	2. 
	Identificación del estudiante
	
	
	Sí
	25

	3. 
	Primer nombre
	
	
	Sí
	100

	4. 
	Inicial de segundo nombre
	
	
	
	50

	5. 
	Apellido
	
	
	Sí
	100

	6. 
	Sufijo del nombre (p. ej., Jr., Sr., III, etc.)
	
	
	
	50

	7. 
	Número de seguro social (SSN)
	
	
	Sí
	9

	8. 
	Mes de nacimiento (MM)
	01-12
	
	Sí
	2

	9. 
	Día de nacimiento (DD)
	01-31
	
	Sí
	2

	10. 
	Año de nacimiento (AAAA)
	1940-2008
	
	Sí
	4

	11. 
	Sexo
	0 = Masculino
1 = Femenino
2 = Otro
-1 = Se desconoce
	
	
	2

	12. 
	Condición de veterano o militar en servicio activo
	0 = No
1 = Sí, veterano
2 = Sí, militar en servicio activo
-1 = Se desconoce
	Indique si el miembro de la muestra es veterano de las Fuerzas Armadas de EE. UU. o presta servicio activo (no el hecho de que reciba beneficios de veteranos).
	
	2

	13. 
	¿El estudiante era solo un estudiante de secundaria doblemente inscrito o que completaba requisitos de la escuela secundaria?
	1 = Sí, el estudiante estaba inscrito en la escuela secundaria entre el 1 de julio de 2019 y el [fecha] de 2020
0 = No, el estudiante no estaba inscrito en la escuela secundaria entre el 1 de julio de 2019 y el [fecha] de 2020
-1 = Se desconoce
	El objetivo de este punto es identificar a los estudiantes que no son elegibles para NPSAS:20 debido a que se encontraban doblemente inscritos en la escuela secundaria o completaban requisitos de la escuela secundaria durante el período de inscripción de la institución comprendido entre el 1 de julio de 2019 y el [fecha]. 
Responda SÍ si el estudiante se encontraba doblemente inscrito en la escuela secundaria o completaba requisitos de la escuela secundaria cuando se inscribió en la institución entre el 1 de julio de 2019 y el [fecha].
Responda NO si el estudiante estaba doblemente inscrito pero terminó la escuela secundaria y luego se inscribió en un curso de educación postsecundaria de la institución en algún momento entre el 1 de julio de 2019 y el [fecha].
	Sí
	2

	14. 
	Mes en que terminó la escuela secundaria (MM)
	
	
	
	2

	15. 
	Día en que terminó la escuela secundaria (DD)
	
	
	
	2

	16. 
	Año en que terminó la escuela secundaria (AAAA)
	
	
	
	4

	17. 
	Origen étnico
	0 = No hispano ni latino
1 = Hispano o latino
-1 = Se desconoce
	Si el estudiante se negó a responder sobre su raza u origen étnico, indique “Se desconoce”.

Observe que estas categorías de raza u origen étnico difieren de las informadas al IPEDS, pero se condicen con los requisitos del IPEDS para la obtención de información étnica y racial. 

Para ver más información sobre los requisitos del IPEDS para la obtención e informe de datos de raza y origen étnico, visite https://surveys.nces.ed.gov/ipeds/visfaq_re.aspx#1..
	
	2

	18. 
	Raza: Blanco
	1 = Sí
0 = No
-1 = Se desconoce
	Si el estudiante se negó a responder sobre su raza u origen étnico, indique “Se desconoce”.

Observe que estas categorías de raza u origen étnico difieren de las informadas al IPEDS, pero se condicen con los requisitos del IPEDS para la obtención de información étnica y racial. 

Para ver más información sobre los requisitos del IPEDS para la obtención e informe de datos de raza y origen étnico, visite https://surveys.nces.ed.gov/ipeds/visfaq_re.aspx#1..
	
	2

	19. 
	Raza: Negro o afroamericano
	1 = Sí
0 = No
-1 = Se desconoce
	
	
	2

	20. 
	Raza: Asiático
	1 = Sí
0 = No
-1 = Se desconoce
	
	
	2

	21. 
	Raza: Nativo americano o nativo de Alaska
	1 = Sí
0 = No
-1 = Se desconoce
	
	
	2

	22. 
	Raza: Nativo de Hawái o de las islas del Pacífico
	1 = Sí
0 = No
-1 = Se desconoce
	
	
	2

	23. 
	Dirección de residencia permanente 1
	
	
	
	100

	24. 
	Dirección de residencia permanente 2
	
	
	
	100

	25. 
	Ciudad de residencia permanente
	
	
	
	100

	26. 
	Estado de residencia permanente
	
	
	
	2

	27. 
	País de residencia permanente (si no es EE. UU.)
	
	
	
	50

	28. 
	Código postal de residencia permanente
	
	
	
	25

	29. 
	Dirección local/más reciente 1
	
	
	
	100

	30. 
	Dirección local/más reciente 2
	
	
	
	100

	31. 
	Ciudad local/más reciente
	
	
	
	100

	32. 
	Estado local/más reciente
	
	
	
	2

	33. 
	Código postal local/más reciente
	
	
	
	9

	34. 
	Número de teléfono 1
	
	Ingrese un número de teléfono válido de 10 dígitos, sin espacios, paréntesis ni guiones.
	
	

	35. 
	Tipo de número de teléfono 1
	1 = Particular
2 = Móvil
3 = Otro
	
	
	

	36. 
	Número de teléfono 2
	
	Ingrese un número de teléfono válido de 10 dígitos, sin espacios, paréntesis ni guiones.
	
	

	37. 
	Tipo de número de teléfono 2
	1 = Particular
2 = Móvil
3 = Otro
	
	
	

	38. 
	Correo electrónico del campus
	
	
	
	100

	39. 
	Correo electrónico permanente
	
	
	
	100

	40. 
	Fecha en que se inscribió por primera vez en la institución (mes)
	1 - 12
	
	
	2

	41. 
	Fecha en que se inscribió por primera vez en la institución (día)
	1 - 31
	
	
	2

	42. 
	Fecha en que se inscribió por primera vez en la institución (año)
	1940 - 2020
	
	
	4

	43. 
	¿Inicia estudios por primera vez?
	0 = No
1 = Sí
	En NPSAS:20, se considera que un estudiante inicia estudios por primera vez (first-time beginner, FTB) cuando es un estudiante que asiste a la universidad por primera vez y se inscribe en esta institución entre el 1 de julio de 2019 y el 30 de junio de 2020. 
El estudiante NO es FTB si se inscribió en un curso de educación postsecundaria para obtener créditos en esta o en otra institución postsecundaria antes del 1 de julio de 2019, a menos que el crédito haya sido de colocación avanzada (advanced placement, AP), licenciatura internacional (international baccalaureate, IB) u otro crédito de postsecundaria o reconocimiento oficial obtenido mientras el estudiante aún estaba en la escuela secundaria. 
Observe que esta categoría no es igual a la designación de estudiante por primera vez a tiempo completo que se informa al IPEDS.
	
	1

	44. 
	Programa de grado
	1 = Inscrito en cursos de pregrado, no en un programa de grado
2 = Certificado o diploma de pregrado (programa técnico u ocupacional)
3 = Asociado
4 = Bachillerato
5 = Inscrito en cursos de posgrado, no en un programa de grado
6 = Programa de certificado de poslicenciatura
7 = Doble titulación en bachillerato y maestría
8 = Programa de maestría
9 = Certificado de posmaestría
10 = Doctorado (investigación/beca de estudios)
11 = Doctorado (práctica profesional)
12 = Doctorado (otro)
-1 = Se desconoce
	¿En qué programa de grado está inscrito el estudiante? Si el estudiante ya no se encuentra inscrito, indique el programa de grado del último semestre en que estuvo inscrito.

Si el estudiante se inscribió en más de un programa, indique el programa de grado académico más alto. Si el estudiante se inscribió en un programa de doble titulación donde ambos títulos son del mismo nivel (por ejemplo, doctorado y doctorado en medicina, o maestría en humanidades y maestría en administración de empresas), responda en función del programa académico principal del estudiante.
	Sí
	2

	45. 
	Nivel de instrucción
	1 = Estudiante de grado de 1.er año
2 = Estudiante de grado de 2.º año
3 = Estudiante de grado de 3.er año
4 = Estudiante de grado de 4.º año
5 = Estudiante de grado de 5.º año o años superiores
6 = Estudiante de grado (sin clasificar)
7 = Estudiante con bachillerato o título avanzado que realiza cursos de pregrado
8 = Estudiante de posgrado de 1.er año
9 = Estudiante de posgrado de años superiores
10 = Estudiante de posgrado (sin clasificar)
-1 = Se desconoce
	Ingrese el nivel de instrucción del estudiante. Si el estudiante ya no se encuentra inscrito, indique el nivel de instrucción que tenía en el último semestre en el que estuvo inscrito.
Si se usó el nivel de instrucción para determinar la elegibilidad para recibir ayuda económica, indique ese nivel en este punto. De lo contrario, indique el nivel de instrucción que defina la institución.
Normalmente, las instituciones definen el nivel de instrucción según la cantidad de créditos obtenidos. 
El siguiente es un ejemplo de clasificación usado con frecuencia: 
• Entre 0 y 29 horas de crédito para estudiantes de grado de primer año 
• Entre 30 y 59 horas de crédito para estudiantes de grado de segundo año 
• Entre 60 y 89 horas de crédito para estudiantes de grado de tercer año 
• 90 horas o más de crédito para estudiantes de grado de cuarto año
	
	2

	46. 
	Primera especialización del estudiante
	
	Si las especializaciones de su institución tienen códigos o abreviaturas, incluya una explicación en la lista de inscripción.
	Sí
	30

	47. 
	Código de clasificación de programas de enseñanza (CIP) para la primera especialización del estudiante
	Formato = NNNNNN (sin decimales)
	La clasificación de programas de enseñanza (Classification of Instructional Programs, CIP) ofrece un esquema taxonómico que permite un seguimiento e informe preciso de las áreas de estudio y la finalización de programas. Para ver más información sobre la clasificación de programas de enseñanza, visite http://nces.ed.gov/ipeds/cipcode.
	Sí
	6

	48. 
	Segunda especialización del estudiante
	
	Si las especializaciones de su institución tienen códigos o abreviaturas, incluya una explicación en la lista de inscripción.
	
	30

	49. 
	Código de clasificación de programas de enseñanza (CIP) para la segunda especialización del estudiante
	Formato = NNNNNN
	
	
	6



[bookmark: _Toc18677952]Quick Guide to NPSAS:20
Guía rápida para NPSAS:20
El Portal de Datos de Postsecundaria (PDP) es el sitio en internet para la recolección de datos para todas las encuestas postsecundarias por muestreo basadas en instituciones que realiza el Centro Nacional para Estadísticas de Educación (NCES). Usted puede ingresar al PDP en surveys.nces.ed.gov/xxxx. El PDP brinda información sobre los estudios en los cuales hemos recolectado datos (o estamos haciéndolo actualmente) de colegios, universidades y escuelas vocacionales y de oficios por todo los Estados Unidos. También puede encontrar enlaces a las páginas de cada estudio en NCES y para el DataLab, donde se proporciona un paquete de poderosas e intuitivas herramientas en línea para crear tabulaciones de datos y llevar a cabo análisis usando conjuntos de datos de NPSAS y otros datos de NCES. 
	[image: ]

	This image is provided as an example. The PDP website is still being developed and the final image may include aesthetic changes that do not impact the content of the page.


El PDP incluye recursos para ayudarle a completar NPSAS:20. En la página de Preguntas Frecuentes (FAQs) usted podrá informarse sobre NCES y sobre cómo su institución salió seleccionada para participar. La página de Contactos (Contact) tiene una lista con los nombres, números de teléfono y direcciones de correo electrónico del personal que trabaja en la recolección de datos en NCES y en RTI International, la organización sin fines de lucro que está recolectando los datos en nombre de NCES. Las medidas tomadas para proteger los datos del estudio se detallan en la página de Confidencialidad (Confidentiality).
Ingrese al PDP con el ID de usuario (user ID) que aparece en su carta de bienvenida. Le enviaremos por correo electrónico un Código de seguridad que le permitirá completar el proceso de ingreso. Una vez ingresado al portal, podrá descargar su paquete de bienvenida, mirar videos instructivos y agregar usuarios adicionales de su institución.
El Menú de Tareas del PDP le mostrará los pasos que necesita completar como institución participante. 
	[image: ]

	This image is provided as an example. The PDP website is still being developed and the final image may include aesthetic changes that do not impact the content of the page.


La Línea de Ayuda de NPSAS:20 está disponible de 9 AM a 9 PM hora del Este, para contestar sus preguntas sobre NPSAS:20, identificar y resolver problemas técnicos, y hablar sobre cualquier obstáculo para su participación. Puede contactarnos en:
[number]
xxxx@rti.org
Como institución participante en NPSAS:20, se les pedirá que completen los siguientes pasos durante el año académico 2019-20:
[Timeline graphic - see page D-100-101]
1. Registrar su institución designando al personal que proporcionará los datos de su institución, especificando la estructura de periodos académicos de su institución y contestando algunas breves preguntas sobre las características de su institución.
La registración también permite fijar la fecha límite para el paso siguiente en la recolección de datos de NPSAS:20.  Las fechas límites dependerán de la estructura de períodos académicos que usted especifique.
[graphic]

2. Entregue su Lista de Estudiantes Matriculados de 2019-20, la cual se usará para seleccionar la muestra de estudiantes de su institución. Cuando llegue el momento de preparar su lista, RTI le enviará instrucciones detalladas sobre cuáles estudiantes deberá incluir en su lista de estudiantes matriculados.
[graphic]
3. Proporcione los Datos de los Récords de los Estudiantes para los estudiantes de su institución seleccionados en la muestra para NPSAS:20. Los datos de los récords de los estudiantes incluyen información demográfica, de matriculación, de presupuesto y de asistencia financiera. Usted recibirá su lista de estudiantes seleccionados en la muestra aproximadamente de 4 a 6 semanas después que usted envíe su lista de estudiantes matriculados.
Hay tres modos para enviar los datos de los récords de los estudiantes:
· Modo Web – se recomienda para muestras de hasta 20 estudiantes; 
· Modo Excel – se recomienda para muestras de entre 20 y 100 estudiantes; y 
· Modo CSV – se recomienda para muestras de más de 100 estudiantes.
[Otras opciones para entregar los datos de los récords de los estudiantes – como archivos de SAS o STATA – se pueden permitir si contacta a la Línea de Ayuda.]
[graphic]


[bookmark: _Hlk8913631][bookmark: _Toc18677953]List Request Letter and E-mail
[day] de [month] de [year]
[Salutation] [FirstName] [LastName]
[Title]
[Institution]
[Address]
[City], [State] [Zip]
Estimado(a) [Sr/Sra/Dr/Dra] [LastName]:
Muchas gracias por registrarse para el Estudio Nacional de Ayuda Económica a Estudiantes de Postsecundaria de 2019-20 (NPSAS:20). Nos complace que [Institution] participará en este estudio importante que lleva a cabo el Centro Nacional para Estadísticas de Educación (NCES por sus siglas en inglés) del Departamento de Educación de los Estados Unidos. El estudio es administrado por RTI International.
A continuación, hay un resumen de su progreso en el estudio. El próximo paso es entregar su [Lista de Estudiantes Matriculados de Otoño/Lista de Estudiantes Matriculados/Lista de Estudiantes Matriculados para todo el año].
[Timeline graphic – see page D-100-101]
Su Lista de Estudiantes Matriculados [de Otoño] tiene como fecha límite de entrega: [DueDate]. Por favor póngase en contacto con nosotros en [PortalHelpe-mail] o llamando a [PortalHelpNumber] si quiere hablar sobre esta fecha.
Adjunto encontrará instrucciones para proporcionar la Lista de Estudiantes Matriculados [de Otoño], la cual debe incluir a todos los estudiantes elegibles, matriculados en su institución entre el 1o de julio de 2019 y [date]. [If Fall: Como mencionamos en nuestro primer contacto, esta lista de otoño nos ayudará a asegurar que estamos utilizando la metodología más robusta para el componente del estudio en que se entrevista a los estudiantes. A principios de 2020, le pediremos los mismos datos para los estudiantes matriculados entre el 1o de julio de 2019 y el 30 de abril de 2020.] [La lista para todo el año/ Esta lista] se usará para crear una muestra de estudiantes para la porción del estudio sobre los Récords Estudiantiles.
NUEVO EN NPSAS:20 – Por favor incluya en su lista de estudiantes matriculados a los estudiantes que estaban matriculados al mismo tiempo en la escuela secundaria y en su institución. Hay más detalles sobre esto en la guía de instrucciones.
Portal de Datos de Postsecundaria: surveys.nces.ed.gov/xxxx
Su ID de usuario: [UserID]
Para más información sobre cómo se usan los datos de NPSAS, por favor visite [ResearchSiteURL].
Gracias por sus esfuerzos para apoyar a NPSAS:20. Si tiene alguna pregunta sobre su participación en NPSAS:20, por favor póngase en contacto con [fill gender appropriate depending on who is named: el administrador/la administradora] de recolección de datos de RTI, [DCMforSchool], escribiéndole a [DCMe-mail]. Puede comunicarse conmigo a mi dirección: [NCESe-mail].

Le saluda atentamente,
Jennifer Wine, Ph.D.	NCES staff name
Directora, NPSAS:20	NCES staff title
RTI International	Centro Nacional para Estadísticas de Educación (NCES)
	Departamento de Educación de los Estados Unidos
Anexos


[bookmark: _Toc18677954]Timeline Graphics
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PDP Website Content – Pre-Login (Not Study Specific)

	The Postsecondary Data Portal (PDP) is the web-based data collection system for all NCES sample studies that collect data from postsecondary institutions. The sections of the website that are accessible prior to login include generic information about NCES postsecondary studies and the PDP itself, including answers to frequently asked questions. The content of these pages is included below. Study-specific information that is available after login is included in the next section.


Home page
The PDP website hosts data collection for multiple studies, and therefore some information may be added or removed as studies that use the PDP begin and end. This content includes the list of studies, their OMB numbers, and time estimates; links to the NCES websites for each study; and the list of contact persons.
Before a study is added, revisions and additions to the portal’s content will be submitted to OMB for review as part of the study’s clearance request; the website will be changed after the request is approved.
Page Header
About the PDP
PDP FAQs
Contact Us
Confidentiality
Login Area
Get Started
USERID __________
Forgot ID? Click Send User ID below to have your user ID sent to the e-mail address that you enter. Otherwise, click Cancel.
E-mail Address: __________________________________
Studies That Use the PDP
[NPSAS logo] National Postsecondary Student Aid Study – Learn more <link to NCES website for NPSAS>
[B&B logo] Baccalaureate & Beyond Longitudinal Study – Learn more <link to NCES website for B&B>
[BPS logo] Beginning Postsecondary Students Longitudinal Study – Learn more <link to NCES website for BPS>
[HSLS:09 logo] High School Longitudinal Study of 2009 – Learn more <link to NCES website for HSLS:09>
[QuickStats/PowerStats/TrendStats logos] DataLab – Learn more <link to https://nces.ed.gov/datalab/>

PRA Statement
NCES is authorized to conduct these studies by the Education Sciences Reform Act of 2002 (ESRA 2002, 20 U.S.C. §9543) and the Higher Education Opportunity Act of 2008 (HEOA 2008, 20 U.S.C. §1015). The data are being collected for NCES by RTI International, a U.S.-based nonprofit research organization. All of the information you provide may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C. §151).
The Family Educational Rights and Privacy Act of 1974 (FERPA, 20 U.S.C. §1232g) allows for the release of institution record information to the Secretary of Education or her agent without prior consent of survey members (34 CFR §§ 99.31(a)(3)(iii) and 99.35).
According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless it displays a valid OMB control number. The valid OMB control numbers for the voluntary information collections using this website are listed below. The time required to complete the information collections is estimated to average the number of hours listed below per response, including the time to review instructions, search existing data sources, gather the data needed, and complete and review the information collection.
If you have any comments concerning the accuracy of the time estimate, suggestions for improving the collections, or any comments or concerns regarding the status of your individual submission of these data, please write directly to: Postsecondary Data Portal studies, National Center for Education Statistics, PCP, 550 12th St., SW, Room 4007, Washington, DC 20202.
NPSAS:20 OMB Clearance No: xxxx-xxxx Expiration Date: xx/xx/xxxx
NPSAS:20 List Collection: 5 hours, NPSAS:20 Student Records Collection: X hours
Footer
[ED logo]
[IES logo]
<Link to https://nces.ed.gov/>
[bookmark: _Toc18677956]About the PDP
About this website
The Postsecondary Data Portal (PDP) is the data collection website for all NCES institution-based postsecondary sample surveys. The PDP reduces the time it takes to respond to NCES data requests and makes the data submission process as simple and straightforward as possible.
Benefits of the PDP include the following:
Centralization. It is a central hub for uploading postsecondary institution data for all NCES sample studies.
Continuity. Future data requests will remain as static as possible, and reports or programs you create to provide the data can be updated minimally to complete future requests.
Security. Data are secured through password-protected access and Secure Sockets Layer (SSL) encryption.
Tools at Your Fingertips. You can access DataLab, our powerful, easy-to-use suite of online data analysis tools that includes more than 30 federal education datasets.
Any data released to the public will be in aggregate form (e.g., statistical tables, graphs). Review the FAQs or log in to learn more about confidentiality and data security on the PDP. Background information on each study can be accessed from the Home page.
The Education Sciences Reform Act of 2002 (ESRA 2002, 20 U.S.C. §9543) and the Higher Education Opportunity Act of 2008 (HEOA 2008, 20 U.S.C. §1015) authorize NCES to collect and disseminate information about education in the United States. NCES is the primary federal statistical entity for collecting and analyzing data related to education in the U.S. and other nations. NCES is located within the Institute of Education Sciences of the U.S. Department of Education. NCES fulfills a Congressional mandate to collect, collate, analyze, and report complete statistics on the condition of American education; conduct and publish reports; and review and report on education activities internationally.
NCES has contracted with RTI International to administer the studies included on this website. RTI is an independent, nonprofit contract research organization located in Research Triangle Park, NC, that was established by a joint action of three major universities in North Carolina: University of North Carolina at Chapel Hill, North Carolina State University, and Duke University. RTI began operations in 1958 and has provided contract support to NCES on postsecondary research dating back to 1971.
Annually, NCES also conducts a system of interrelated surveys entitled the Integrated Postsecondary Education Data System (IPEDS) through a different website. IPEDS gathers information from every college, university, and technical and vocational institution that participates in the federal student financial aid programs. IPEDS data are made available to students and parents through the College Navigator college search website and to researchers and others through the IPEDS Data Center.
[bookmark: _Toc18677957]FAQs (prior to log-in)
These FAQs are available from the PDP home page before the user logs in.
Who is collecting these data?
The National Center for Education Statistics (NCES), part of the U.S. Department of Education's Institute of Education Sciences, conducts the studies listed on the Home page of this website. NCES, the primary federal statistical entity for collecting and analyzing data related to education in the U.S. and other nations, contracts with RTI International to collect data for these studies. RTI International is an independent, nonprofit research organization based in the Research Triangle of North Carolina.
By what authority does NCES collect this information?
NCES is authorized by Congress to conduct these studies in the Education Sciences Reform Act of 2002 (ESRA 2002, 20 U.S.C. §9543) and the Higher Education Opportunity Act of 2008 (HEOA 2008, 20 U.S.C. §1015). Each study has been approved by the U.S. Office of Management and Budget (OMB).
How was my institution selected?
For the National Postsecondary Student Aid Study (NPSAS), institutions are sampled from all Title IV institutions included in the Integrated Postsecondary Education Data System (IPEDS), a repository of data on all Title IV institutions.
Why is participation important?
The National Postsecondary Student Aid Study (NPSAS) is the primary source of data used by federal government agencies and higher education associations to analyze the effectiveness of current federal student financial aid programs. NPSAS provides comprehensive data on postsecondary students’ enrollment status, education goals, employment, and demographic characteristics. Many agencies and organizations, including the U.S. Department of Education, the Congressional Budget Office (CBO), the Government Accountability Office (GAO), the Office of Management and Budget (OMB), the American Council on Education (ACE), the National Association of Independent Colleges and Universities (NAICU), and the National Association of Student Financial Aid Administrators (NASFAA) use NPSAS data to prepare reports that influence the direction of federal student aid policies.
NPSAS also serves as the base year study for two longitudinal postsecondary studies, the Beginning Postsecondary Students Longitudinal Study (BPS) and the Baccalaureate and Beyond Longitudinal Study (B&B). These studies follow students over time and capture both education and employment outcomes for postsecondary students across the nation. The combination of data collected by these studies allows for analyses of the important links between the cost of postsecondary education, financial aid burden, academic performance, and employment and financial outcomes over time.
The data collected through the studies are used by researchers, policymakers, and administrators to analyze and nationally benchmark information about current postsecondary students; to analyze national trends over time; and to inform decisions about postsecondary education at the institutional, state, and national levels.
Participation of each sampled institution is critical to the success of the study. Full participation assures that the data used accurately represent students attending all different types of postsecondary institutions in the United States.
Do we need to have the student's permission before providing this information?
No. Student or parental consent is not required for release of student record information for the purposes of these studies. The data request for NPSAS fully conforms to the requirements of the Family Educational Rights and Privacy Act of 1974 (FERPA). FERPA, under provision of 34 CFR §§ 99.31(a)(3)(iii) and 99.35, permits institutions to disclose without consent individual student education records to NCES, as an authorized representative of the Secretary of Education, in connection with an evaluation of federally supported education programs. Student data are subject to strict protections that are adhered to by NCES and its contractor organizations. You can review this regulation on the U.S. Department of Education's website at https://www2.ed.gov/policy/gen/reg/ferpa.
FERPA regulations also stipulate that all disclosures be reported in the student record, with an indication of who received the information and their legitimate interests in the information. For schools without electronic student record systems, a Disclosure Notice can be printed from the Resources page of this website. These notices fulfill the requirements of 34 CFR 99.32(a) pursuant to the Family Educational Rights and Privacy Act (20 U.S.C. §1232g). Electronic student record systems will require the insertion of a similar statement. The Resources page also includes a FERPA Fact Sheet, which includes more information about how NPSAS conforms to FERPA requirements.
Are the collected data kept secure and confidential?
Both NCES and RTI International follow strict procedures to protect study participants’ information. For more information on confidentiality and data security see surveys.nces.ed.gov/xxxx/Home/Confidentiality.
What assistance is available from RTI staff?
[bookmark: _Hlk17969346]The Help Desk at RTI International is available to answer your questions about the studies and navigating this website. Please call 1-XXX-XXX-XXXX or e-mail [E-MAIL ADDRESS] with your questions or concerns. Help Desk staff are available Monday to Friday from 9 AM to 5 PM in Eastern, Central, Mountain, and Pacific time.
[bookmark: _Toc18677958]Contact Us
[image: ]
[bookmark: _Toc18677959]Confidentiality
Confidentiality and Data Security
All of the information provided as part of NCES sample studies may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C. §151). Any student data released to the general public (for example, in statistical tables) are formatted so that it is not possible to identify specific individuals.
Specific measures have been taken to protect data submitted through this website:
Data are collected over a secure server and connection, protected by Secure Sockets Layer technology (SSL; 128-bit encryption). A unique study identification variable (not the Social Security number or institution student ID) are created and maintained for each sampled student to protect against inadvertent disclosure of confidential data.
All electronic data are secured in protected data files, and personally identifiable information (PII) is stored in files separate from the descriptive information. The data are stored securely on an Enhanced Security Network, which is certified and accredited as a NIST moderate security level network. NCES and RTI employ strict procedures for the transfer of PII; maintenance, storage, and use of direct identifiers; replacement of direct identifiers with internal codes; security of master survey files; and reporting of data security breaches in accord with the U.S. Department of Education Incident Handling Procedures. For more information on NIST security level, please see FIPS Publication 199 at https://nvlpubs.nist.gov/nistpubs/FIPS/NIST.FIPS.199.pdf.
All NCES staff and contractors are subject to severe fines and possible imprisonment for disclosing individual responses.
All RTI project staff members have signed Confidentiality Agreements and Affidavits of Nondisclosure and are prohibited by law from using the obtained information for any purposes other than this research study.
Data security procedures are reviewed and approved by NCES data security staff.
Confidentiality and data security protection procedures have been put in place for the studies accessible through this website to ensure that the contractor and its subcontractors comply with all privacy requirements, including:
1.	The statement of work of each contract;
2.	Family Educational Rights and Privacy Act (FERPA) of 1974 (20 U.S.C. §1232(g));
3.	Privacy Act of 1974 (5 U.S.C. §552a);
4.	Privacy Act Regulations (34 CFR Part 5b);
5.	Computer Security Act of 1987;
6.	U.S.A. Patriot Act of 2001 (P.L. 107-56);
7.	Education Sciences Reform Act of 2002 (ESRA 2002, 20 U.S.C. §9573);
8.	Cybersecurity Enhancement Act of 2015 (6 U.S.C. §151);
9. Foundations of Evidence-Based Policymaking Act of 2018, Title III, Part B, Confidential Information Protection; 
10.	The U.S. Department of Education General Handbook for Information Technology Security General Support Systems and Major Applications Inventory Procedures (March 2005);
11.	The U.S. Department of Education Incident Handling Procedures (February 2009);
12.	The U.S. Department of Education, ACS Directive OM: 5-101, Contractor Employee Personnel Security Screenings;
13.	NCES Statistical Standards; and
14.	All new legislation that impacts the data collected through the contract for this study.
The data collection contractor complies with the U.S. Department of Education’s IT security policy requirements as set forth in the Handbook for Information Assurance Security Policy and related procedures and guidance, as well as IT security requirements in the Federal Information Security Management Act (FISMA), Federal Information Processing Standards (FIPS) publications, Office of Management and Budget (OMB) Circulars, and the National Institute of Standards and Technology (NIST) standards and guidance. All data products and publications will also adhere to the NCES Statistical Standards, as described at the website: https://nces.ed.gov/statprog/2012 /.
[bookmark: _Toc18677960]PDP Website Content – After Login
	This section includes content of the Postsecondary Data Portal (PDP) that is available to users after logging in to the website. The post-login webpages are customized based on the study or studies for which the institution has been sampled. The Task Menu, Designate a Coordinator, and Designate PDP Users pages are used for all studies that collect data through the PDP. The remaining pages in this section are specific to the NPSAS:20 enrollment list collection. The content of these pages, included below, was based primarily on the materials developed and approved for NPSAS:18-AC (OMB #1850-0666).


[bookmark: _Toc18677961]Welcome Page
[bookmark: _Hlk17969468]Welcome to NPSAS:20! This page provides an overview of what to expect during NPSAS:20. [You can view this page any time by clicking What to Expect in the Help Menu at right.]
Announcements
This section will be used to post announcements on the PDP during data collection, if needed. Content of these announcements may include upcoming website maintenance or updates about technical problems with the PDP (such as bug fixes).
What to Expect During NPSAS:20
[bookmark: _Hlk17969483]The Introduction to NPSAS:20 Video (right) introduces what to expect during NPSAS:20 and the resources available to you on the Postsecondary Data Portal website.
[NPSAS:20 Overview Video]
NPSAS:20 Timeline
[Graphic depicting steps in NPSAS:20 data collection]
As an institution participating in NPSAS:20, you will be expected to complete the following steps during the 2019-20 academic year:
1. Register Your Institution – starting October 2019
Designate staff who will provide your institution’s data, specify your institution’s term structure, and answer some brief background questions about your institution.
2. Provide Your Student Enrollment List – starting [date] [For non-calibration institutions]
Submit a list of all students enrolled at your institution between July 1, 2019 and [date]. The due date for providing your list will vary based on your institution’s term structure.
[bookmark: _Hlk17969499]2a. Provide Your FALL Student Enrollment List – starting [date] [For calibration institutions]
Submit a list of all students enrolled at your institution between July 1, 2019 and October 31, 2019. The due date for providing your list will vary based on your institution’s term structure.
2b. Provide Your SPRING Student Enrollment List – starting [date] [For calibration institutions]
Submit a list of all students enrolled at your institution between July 1, 2019 and [date]. The due date for providing your list will vary based on your institution’s term structure.
3. Provide Student Records Data – starting March 2020
Submit additional information for the students at your institution who are sampled for NPSAS:20. The student records data includes demographic, enrollment, budget, and financial aid information. You will receive your list of sampled students approximately 4 to 6 weeks after you submit your student enrollment list.
You can view this page any time by clicking “What to Expect” in the Help Menu at right.
[bookmark: _Toc18677962][bookmark: _Hlk17963321]Task Menu
The Task Menu displays a checklist of items that the institution completes to provide data. The specific items that appear on the Task Menu are customized for each study. The Task Menu below shows an example for an institution that has been selected for NPSAS:20 only. There are currently no planned data collections that will overlap with NPSAS:20
Welcome back! Please complete the steps below.
Designate a Coordinator
Register Your Institution
Provide Your Student Enrollment List
Provide Student Record Data (The content of the student records pages will be submitted as part of the student data collection package in July 2019.)
Archive Notes or Other Documentation
[bookmark: _Toc18677963]Designate A Coordinator Page
	[bookmark: _Hlk17963149]This page will only appear on the Task Menu for institutions without a prior coordinator from NPSAS:18-AC, BPS:12 SR, or HSLS:09 F2 SR.


Please provide the name and contact information for the person who will serve as your institution’s Campus Coordinator for NPSAS:20. We will follow up with the Coordinator to provide instructions and upcoming deadlines.
Please note that we need a 'FedEx-friendly' address - no PO Box addresses, please!
Campus Coordinator
	Salutation
	
	

	Name
	
	

	Title
	
	

	Department
	
	Select the option that most closely matches the Campus Coordinator’s department at your institution.

	Address
	
	

	Telephone
	
	

	E-mail
	
	

	Alternate e-mail
	
	


[bookmark: _Toc18677964]Registration Page
	On this page, institutions will be asked to confirm their term structure or provide terms for the 2019-20 NPSAS year. Institutions will receive a subset of these of items depending on whether (1) their term structure was preloaded into the PDP, (2) whether they are a continuous enrollment institution, and (3) whether the institution is set up as a reporter institution (i.e., the institution will provide data via a central contact person for several campuses/schools in the NPSAS study).


DESIGNATE (All institutions)
Please confirm your contact information and provide information for any additional staff who will assist you with providing your institution’s data for NPSAS:20. Over the course of NPSAS:20, you will be asked to provide the following:
Information about your institution’s term structure.
A list of all students enrolled at your institution between July 1, 2019 and [date].
Student records data, which includes demographic, enrollment, budget, and financial aid, for a subset of your students.
Each person you designate will receive credentials for logging into the Postsecondary Data Portal website. Please be sure that the users you identify are allowed to see personal information about students. You may need to designate staff from multiple departments at your institution. 
Campus Coordinator (User 1)
	Salutation
	[Coordinator salutation]
	

	Name
	[Coordinator name]
	

	Title
	[Coordinator title]
	

	Department
	[Coordinator department]
	Select the option that most closely matches this user’s department at your institution.

	Address
	[Coordinator address]
	

	Telephone
	[Coordinator telephone]
	

	E-mail
	[Coordinator e-mail]
	

	Alternate e-mail
	
	

	Campus Coordinator?
	Yes/No
	

	Should be copied on e-mails about NPSAS:20?
	Yes/No
	


[ADD USER]
	User 2
	
	

	Salutation
	
	

	Name
	
	

	Title
	
	

	Department
	
	Select the option that most closely matches this user’s department at your institution.

	Address
	
	

	Telephone
	
	

	E-mail
	
	

	Alternate e-mail
	
	

	Campus Coordinator?
	Yes/No
	

	Should be copied on e-mails about NPSAS:20?
	Yes/No
	


You can add users any time by selecting “Manage PDP Users” from the right-hand menu.
[ADD USER] [DELETE USER] [APPROVE USER]
REGINST (All institutions)
As a reminder, participating in NPSAS:20 involves a few steps.
[Timeline graphic – see page D-58]
[bookmark: _Hlk17969891]Next you will designate your PDP users and register your institution to participate in NPSAS:20. This step will involve answering some brief questions about your institution and providing information about your institution’s term structure.
Before you begin, watch this brief video that walks you through the registration process.
[Registration page video]

INSTNAME (All institutions)
Our records indicate that the name of your institution is <name>.
Is that correct?
1 = Yes
0 = No
If no, please enter the correct name of your institution: _______________
TERMINST (All institutions)
When you provide student records data, you will be asked to report each sampled student’s enrollment status (such as full-time or half-time) for the period of July 1, 2019 to June 30, 2020. You will also be asked about students’ tuition, budget, and financial aid during this period. To collect this information, we need to know about your institution’s term structure.
If your institution has distinct terms with explicit start and end dates, you should report students’ enrollment information by term.
If your institution enrolls students continuously throughout the year, or if you have more than 12 terms per year, you should report students’ enrollment information by month.
REPORTTERM (For Reporter institutions only)
Click here to review the list of institutions selected for NPSAS:20.
Do all these institutions have the same term structure? For example,
Do all these institutions enroll continuously throughout the year?
Do all of these institutions have explicit terms with the same start and end dates?
1 = All institutions are on the same schedule
2 = Some institutions have different schedules
REPORTDIFF (For Reporter institutions only)
Thank you. We will contact you to discuss the best way to report enrollment status for your sampled students.
CONTCONF (For institutions that are preloaded as continuous enrollment institutions)
As a reminder, when you provide student records data, to report each sampled student’s enrollment status (such as full-time or half-time) between July 1, 2019 and June 30, 2020. To collect this information, we need to learn about your institution’s term structure.
Our records indicate that your institution offers continuous enrollment for your students, rather than terms with explicit start and end dates. Is this correct?
1 = Yes
0 = No
TERMCONF (For institutions with terms preloaded)
Our records indicate that your institution has the following terms for the July 1, 2019 to June 30, 2020 academic year.
As a reminder, when you provide student records data, you will be asked to indicate students’ enrollment status for each of these terms. You will also be asked about students’ tuition, budget, and financial aid for this period.
	[Term name]
	[start date]
	[end date]
	[academic year]

	[Term name]
	[start date]
	[end date]
	[academic year]

	[Term name]
	[start date]
	[end date]
	[academic year]

	[Term name]
	[start date]
	[end date]
	[academic year]

	[Term name]
	[start date]
	[end date]
	[academic year]

	[Term name]
	[start date]
	[end date]
	[academic year]


Are these terms correct? To review the instructions about which terms should be included, click here.
1= Yes, these terms are correct
2 = No, I need to revise these terms
3 = No, my institution has continuous enrollment
BENRTYPE (For institutions with no term information preloaded)
As a reminder, when you provide student records data, you will be asked to report each sampled student’s enrollment status (such as full-time or half-time) for the period of July 1, 2019 to June 30, 2020. You will also be asked about students’ tuition, budget, and financial aid during this period.
Please indicate whether you will report students’ enrollment status by term or by month. If you are not sure which to choose, contact our Help Desk at [number].
Report by term. Provide term names and dates for each term in the July 1, 2019 to June 30, 2020 timeframe. For details about which terms should be included, review Step 4 below.
Report by month. Report enrollment status for each calendar month within the academic year. Recommended for institutions that enroll continuously throughout the academic year, or for institutions with more than 12 terms in the academic year.
1 = Report Enrollment Status by Term
2 = Report Enrollment Status by Month
PROVTERM (For institutions with no term information preloaded)
Enter the name, start date, end date, and academic year of each of the terms/enrollment periods occurring at <institution name> in the July 1, 2019 to June 30, 2020 timeframe. For each term, indicate the academic year as defined by your institution’s academic calendar. Terms may start prior to July 1, 2019 or end after June 30, 2020, but some portion of the term must occur between July 1 and June 30.
Please include:
Summer sessions.
Short sessions longer than two weeks in duration (e.g., Maymester, January term).
Terms for special types of students (e.g. medical students).
How to report summer sessions: Summer sessions should be included if any portion of the term falls in the period of July 1, 2019 through June 30, 2020. For institutions with summer terms that cross the June 30/July 1 cutoff (sometimes called “crossover terms”), two years of summer sessions will fall in the July 1, 2019 to June 30, 2020 timeframe. If this is the case, please report both years of summer sessions and indicate the academic year for each term as defined by your institution’s academic calendar.
How to report overlapping terms: If your institution has more than one term that starts and ends in the same month, you only need to report the term one time. For example, if the general college and medical school both have fall semesters that start in August and end in December, you need only provide one fall semester, even if they don’t start on the same days of the month. If the terms start or end in different months, please provide the terms separately. For additional help, click here.
	[Term name]
	[start date]
	[end date]
	[academic year]
	Remove

	[Term name]
	[start date]
	[end date]
	[academic year]
	Remove

	[Term name]
	[start date]
	[end date]
	[academic year]
	Remove

	[Term name]
	[start date]
	[end date]
	[academic year]
	Remove

	[Term name]
	[start date]
	[end date]
	[academic year]
	Remove

	[Term name]
	[start date]
	[end date]
	[academic year]
	Remove


If multiple terms share the same start and end month, you can save time by only entering that term once.
The following sessions may be reported as a single term because they start and end in the same month:
	Term Name
	Start Date
	End Date

	General college fall 2019
	08/07/2019
	12/05/2019

	Medical school fall 2019
	08/09/2019
	12/07/2019

	Law school fall 2019
	08/14/2019
	12/14/2019


The following sessions should be reported as separate terms because they start and end in different months:
	Term Name
	Start Date
	End Date

	General college spring 2019
	01/22/2020
	05/05/2020

	Medical school spring 2019
	01/09/2020
	04/28/2020

	Law school spring 2019
	02/04/2020
	05/14/2020


REVTERM (For institutions with term information preloaded)
Please revise your institution’s terms/enrollment periods occurring at <institution name> in the July 1, 2019 to June 30, 2020 timeframe. For each term, indicate the academic year as defined by your institution’s academic calendar. Terms may start prior to July 1, 2019 or end after June 30, 2020, but some portion of the term must occur between July 1 and June 30.
Please include:
Summer sessions.
Short sessions longer than two weeks in duration.
Terms for special types of students (e.g. medical students).
How to report summer sessions: Summer sessions should be included if any portion of the term falls in the period of July 1, 2019 through June 30, 2020. For institutions with summer terms that cross the June 30/July 1 cutoff (sometimes called “crossover terms”), two years of summer sessions will fall in the July 1, 2019 to June 30, 2020 timeframe. If this is the case, please report both years of summer sessions and indicate the academic year for each term as defined by your institution’s academic calendar.
How to report overlapping terms: If your institution has more than one term that starts and ends in the same month, you only need to report the term one time. For example, if the general college and medical school both have fall semesters that start in August and end in December, you need only provide one fall semester, even if they don’t start on the same days of the month. If the terms start or end in different months, please provide the terms separately. For additional help, click here.
	[Term name]
	[start date]
	[end date]
	[academic year]
	Remove

	[Term name]
	[start date]
	[end date]
	[academic year]
	Remove

	[Term name]
	[start date]
	[end date]
	[academic year]
	Remove

	[Term name]
	[start date]
	[end date]
	[academic year]
	Remove

	[Term name]
	[start date]
	[end date]
	[academic year]
	Remove

	[Term name]
	[start date]
	[end date]
	[academic year]
	Remove


If multiple terms share the same start and end month, you can save time by only entering that term once.
The following sessions may be reported as a single term because they start and end in the same month:
	Term Name
	Start Date
	End Date

	General college fall 2019
	08/07/2019
	12/05/2019

	Medical school fall 2019
	08/09/2019
	12/07/2019

	Law school fall 2019
	08/14/2019
	12/14/2019


The following sessions should be reported as separate terms because they start and end in different months:
	Term Name
	Start Date
	End Date

	General college spring 2019
	01/22/2020
	05/05/2020

	Medical school spring 2019
	01/09/2020
	04/28/2020

	Law school spring 2019
	02/04/2020
	05/14/2020


LISTDATE (For institutions in spring enrollment list collection only)
In the next stage of the study, you will be asked to provide a list of all students enrolled at your institution between July 1, 2019 and [date]. We need to establish the date you will be able to provide this list.
Please plan to provide the list when you will be able to report the final list of students who were enrolled between July 1, 2019 and [date]. Please remember to take your institution’s add/drop period into account.
Click here to view the list of data elements that will be requested on your student enrollment list.
Based on your institution’s term structure, your suggested due date is [date]. Can you provide the enrollment list by this date?
1 = Yes, we will provide the list by [date].
0 = No, please contact me to discuss a due date.
LISTDATE (For institutions in fall and spring enrollment list collections)
In the next stage of the study, you will be asked to provide two lists of students enrolled at your institution. We need to establish the date you will be able to provide these lists. Click here to view the list of data elements that will be requested on your student enrollment list.
[bookmark: _Hlk17969586]The first list will include all students enrolled between July 1, 2019 and October 31, 2019. Please plan to provide this list when you will be able to report the final list of students who were enrolled between July 1, 2019 and October 31, 2019. A member of our team will contact you to discuss a due date for this list.
The second list will include all students enrolled between July 1, 2019 and [date]. Please plan to provide this list when you will be able to report the final list of students who were enrolled between July 1, 2019 and [date].Please remember to take your institution’s add/drop periods into account.
The suggested due date for your second list (students enrolled from July 1, 2019 through [date] is [date]. Can you provide the first enrollment list by this date?
1 = Yes, we will provide the second list by [date].
0 = No, please contact me to discuss a due date.
Please provide following data elements on your student enrollment list. We will send you detailed instructions for creating the student enrollment list in advance of your due date. 
	General and Demographic Information
	Enrollment Information

	Student name
	Degree program

	Student ID number
	Class level

	Social Security Number
	Major

	Date of Birth
	High school completion date

	Sex
	Dual enrollment in high school

	Ethnicity
	Date first enrolled in your institution

	Race
	First-time beginning student indicator

	Veteran/active duty military status
	

	Local address
	

	Permanent address
	

	E-mail address
	

	Phone number
	


STANCRED (All institutions)
How many units of credit does your institution typically award upon satisfactory completion of a standard academic course (e.g., English 101)?
1 = 1 unit
2 = 3 units
3 = Other Amount (specify)
4 = Differs by program, class level, or for some other reason
5 = Institution is clock hour only
SIS (All institutions)
What student records software system does your institution currently use (e.g., Banner, Peoplesoft)?
1 = Ellucian Banner
2 = Ellucian Colleague
3 = Ellucian PowerCampus
4 = Jenzabar CX
5 = Jenzabar EX
6 = Oracle PeopleSoft
7 = Other (specify):
OBSTACLE (All institutions)
[bookmark: _Hlk17969634]Please indicate any major obstacles that may impact your institution’s participation in NPSAS:20. If you have no obstacles to report, click Next to continue.
1 = Software transition
2 = Accreditation
3 = Merging with another institution
4 = Closing/teaching out
5 = Other (specify):
Comments:
ENDORSE (All institutions)
We would like to include your name and title in the contact materials we send to students sampled from your institution. This information will help students understand the importance of NPSAS and the role that institution support plays in the success of the study.
If you agree, we will include the following sentence in some of our student letters and emails. Click here to see examples of these materials.
“In recent months, we have worked closely with [contact name], [contact title] at your institution to facilitate [institution name]’s participation in this important research.”
May we mention your name and title in the contact materials we send to students sampled from your institution?
1 = Yes
0 = No
[IF YES:] Thank you. Your name and title will appear in the letter as follows. Please make any necessary corrections, then click Next to continue with registration.
	First Name
	[Contact first name]

	Last Name
	[contact last name]

	Title
	[contact title]

	Department Name
	[contact title]


REGEND (All institutions)
Thank you! Your institution is now registered for NPSAS:20. We will contact you soon to confirm your due date and provide additional information about preparing your student enrollment list.
In the meantime, you can view the list of data elements that will be requested on your student enrollment list.
[bookmark: _Toc18677965]Enrollment List Page
Provide Your Student Enrollment List
Follow the steps below to submit your student enrollment list.
[bookmark: _Hlk17969675]1. Review Instructions and Prepare Your List
2. Check your list for errors
Please take the time to review your list for errors, including the following common errors:
[bookmark: _Hlk17969697]Data associated with the wrong student (i.e., rows shifted during sorting or copying and pasting).
Critical data elements are missing (e.g., Item 43: First-time Beginning Student)
List omits students from campuses/schools (e.g., law school, medical school) reported under your IPEDS UNITID.
List omits dually-enrolled high school students who otherwise meet the NPSAS eligibility criteria.
3. Provide information about your list
Date your list of students was prepared:
[bookmark: _Hlk17969707]Staff who prepared the list: Select the person(s) we should contact for questions about your institution’s student enrollment list.
[PDP User 1]
[PDP User 2]
[PDP User 3]
Other:
Name_____________	
Department_____________
E-mail Address_______________
Telephone number_________________
In the space below, provide any information that will help us review your enrollment list, including details about the file layout, special codes or abbreviations, or any other information necessary to correctly interpret the data you provided.
Comments: __________________________________________
Report excluded student counts
In each of the categories shown below, approximately how many students have been excluded from your institution's enrollment list?
	Exclusion reason
	Count of students

	Did not meet the NPSAS eligibility requirements
	

	Student requested that their information not be provided to external parties
	

	Excluded for any other reason
	

	Total
	


4. Upload Student Enrollment List
Press the Upload File button to locate your enrollment list file.
*(Files must be of type: .txt, .csv, .xls, .xlsx, .doc or .zip. Please zip your file if it is larger than 3MB.)
[Upload File]
How long did it take your institution to prepare the student enrollment list?  ____ hours
[bookmark: _Hlk17969719]Step 5. Finalize
[Submit]
Thank you, your institution’s enrollment list has been submitted. We will review your list and contact you if we have any questions.
We will contact you again when your student sample is ready and it is time to provide student records data, approximately 4–6 weeks from now. Click here to view the list of student records data elements that will be requested. You can view this list any time on the Resources page of the PDP. You only need to provide these data elements for the subset of students who are sampled for NPSAS:20, so please do not prepare your data submission until you have received the sampled student list.
[bookmark: _Toc18677966]Archive Notes or Other Documentation Page
If you have notes, programs, or other documentation about how you prepared the data request that you would like to store for future reference, you can upload them to this page. This step is optional.
In the future, if your institution is selected for another NPSAS study, this documentation will be available for your institution to download from the PDP.
These files will be stored using the same safeguards as the student-level data collected through this website. More information about data security on the PDP may be found on the Confidentiality page.
[bookmark: _Toc18677967]FAQs (after log-in)
This section contains answers to frequently asked questions (FAQs) about the National Postsecondary Student Aid Study (NPSAS) and other studies that collect data using the PDP website.
Click Expand All to view all FAQs on one page. You can also download a copy of these FAQs s a PDF document.
General FAQs about NCES sample studies
Who is collecting these data?
The National Center for Education Statistics (NCES), part of the U.S. Department of Education's Institute of Education Sciences, conducts the studies listed on the Home page of this website. NCES, the primary federal statistical entity for collecting and analyzing data related to education in the U.S. and other nations, contracts with RTI International to collect data for these studies. RTI International is an independent, nonprofit research organization based in the Research Triangle of North Carolina.
By what authority does NCES collect this information?
NCES is authorized by Congress to conduct these studies in the Education Sciences Reform Act of 2002 (ESRA 2002, 20 U.S.C. §9543) and the Higher Education Opportunity Act of 2008 (HEOA 2008, 20 U.S.C. §1015). Each study has been approved by the U.S. Office of Management and Budget (OMB).
Why is participation important?
The National Postsecondary Student Aid Study (NPSAS) is the primary source of data used by federal government agencies and higher education associations to analyze the effectiveness of current federal student financial aid programs. NPSAS provides comprehensive data on postsecondary students’ enrollment status, education goals, employment, and demographic characteristics. Many agencies and organizations, including the U.S. Department of Education, the Congressional Budget Office (CBO), the Government Accountability Office (GAO), the Office of Management and Budget (OMB), the American Council on Education (ACE), the National Association of Independent Colleges and Universities (NAICU), and the National Association of Student Financial Aid Administrators (NASFAA) use NPSAS data to prepare reports that influence the direction of federal student aid policies.
NPSAS also serves as the base year study for two longitudinal postsecondary studies, the Beginning Postsecondary Students Longitudinal Study (BPS) and the Baccalaureate and Beyond Longitudinal Study (B&B). These studies follow students over time and capture both education and employment outcomes for postsecondary students across the nation. The combination of data collected by these studies allows for analyses of the important links between the cost of postsecondary education, financial aid burden, academic performance, and employment and financial outcomes over time.
The data collected through the studies are used by researchers, policymakers, and administrators to analyze and nationally benchmark information about current postsecondary students; to analyze national trends over time; and to inform decisions about postsecondary education at the institutional, state, and national levels.
Participation of each sampled institution is critical to the success of the study. Full participation assures that the data used accurately represent students attending all different types of postsecondary institutions in the United States.
Do we need to have the student's permission before providing this information?
No. Student or parental consent is not required for release of student record information for the purposes of these studies. The data request for NPSAS fully conforms to the requirements of the Family Educational Rights and Privacy Act of 1974 (FERPA). FERPA, under provision of 34 CFR §§ 99.31(a)(3)(iii) and 99.35, permits institutions to disclose without consent individual student education records to NCES, as an authorized representative of the Secretary of Education, in connection with an evaluation of federally supported education programs. Student data are subject to strict protections that are adhered to by NCES and its contractor organizations. You can review this regulation on the U.S. Department of Education's website at https://www2.ed.gov/policy/gen/reg/ferpa.
FERPA regulations also stipulate that all disclosures be reported in the student record, with an indication of who received the information and their legitimate interests in the information. For schools without electronic student record systems, a Disclosure Notice can be printed from the Resources page of this website. These notices fulfill the requirements of 34 CFR 99.32(a) pursuant to the Family Educational Rights and Privacy Act (20 U.S.C. §1232g). Electronic student record systems will require the insertion of a similar statement. The Resources page also includes a FERPA Fact Sheet, which includes more information about how NPSAS conforms to FERPA requirements.
Are the collected data kept secure and confidential?
Both NCES and RTI International follow strict procedures to protect study participants’ information. For more information on confidentiality and data security see surveys.nces.ed.gov/xxxx/Home/Confidentiality.
What assistance is available from RTI staff?
The Help Desk at RTI International is available to answer your questions about the studies and navigating this website. Please call 1-XXX-XXX-XXXX or e-mail [E-MAIL ADDRESS] with your questions or concerns. Help Desk staff are available Monday to Friday from 9 AM to 5 PM in Eastern, Central, Mountain, and Pacific time.
NPSAS FAQs
Background and Purpose of NPSAS
What is this study all about?
NPSAS, which is designed to capture information on how students pay for education beyond high school, is the primary source of data used by federal government agencies and higher education associations to analyze the effectiveness of current federal student financial aid programs. NPSAS collects information on students' demographics, enrollment, education and living expenses, employment, and the type of financial assistance, if any, received by students (e.g., grants, scholarships, loans, awards, stipends). NPSAS includes students from all types of postsecondary institutions—private-for-profit, public and private nonprofit, 2- and 4-year colleges and universities, and less-than-2-year institutions in the 50 states, the District of Columbia, and Puerto Rico.
Why are institutions contacted before NPSAS data are needed?
Providing institutions with the basic information needed before the earliest student enrollment lists are collected provides additional time for institutions to develop an action plan to address each of the data collection steps.
How was my institution selected?
Your institution was sampled from all institutions included in the Integrated Postsecondary Education Data System (IPEDS), a repository of data on all Title IV institutions. To be eligible for inclusion in the institution sample, an institution must have met the following conditions: (1) offered an education program designed for persons who have completed secondary education; (2) offered an academic, occupational, or vocational program of study lasting at least 3 months or 300 clock hours; (3) offered access to the general public, except for U.S. service academies; and (4) been located in the 50 states, the District of Columbia, or Puerto Rico.
What is the purpose of NPSAS:20?
The National Postsecondary Student Aid Study (NPSAS) is the primary source of data used by federal government agencies and higher education associations to analyze the effectiveness of current federal student financial aid programs. NPSAS provides comprehensive data on the enrollment status, education goals, employment, and demographic characteristics of postsecondary students. Many agencies and organizations, including the U.S. Department of Education, the Congressional Budget Office (CBO), the Government Accountability Office (GAO), the Office of Management and Budget (OMB), the American Council on Education (ACE), the National Association of Independent Colleges and Universities (NAICU), and the National Association of Student Financial Aid Administrators (NASFAA) use NPSAS data to prepare reports that influence the direction of federal student aid policies.
What is the role of the Campus Coordinator?
The Campus Coordinator's role is to serve as a liaison between your institution and the NCES data collection contractor, RTI International. The Coordinator will be responsible for providing data for NPSAS and may also collaborate with staff in other units within the institution to obtain the requested information.
What are the steps involved with data collection?
NPSAS data collection comprises the following steps:
1)	If necessary, the institution’s chief administrator names a Campus Coordinator.
2)	The Campus Coordinator registers the institution for NPSAS:20, including designating other users at the institution who will help provide data.
3)	The Coordinator provides the student enrollment list.
4)	RTI International draws a sample of students from the student enrollment list.
5)	The Coordinator provides student records data for the sampled students.
How much time will NPSAS take to complete?
The estimated average time for each institution to complete all the tasks for this study is 35 hours. This estimate includes the average time to register the institution (10 minutes), prepare the student enrollment list (5 hours), and provide the student record data (30 hours). If you have any comments concerning the accuracy of this time estimate, suggestions for improving the data collections, or any comments or concerns regarding the status of your individual submission of these data, please write to: Postsecondary Data Portal studies, National Center for Education Statistics, PCP, 550 12th St., SW, 4th floor, Washington, DC 20202
Creating the Student Enrollment List
How will the sample at my institution be selected?
The enrollment list that you provide to the NCES data collection contractor, RTI International, will be used to select a random sample of students at all academic levels, including undergraduate, master's, and doctoral students.
How long will it take to create the student enrollment list?
The estimated average time needed to create the list of enrolled students is 5 hours. This estimate includes time for reviewing list preparation instructions and preparing the student enrollment list.
What do I need to do first?
The PDP Task Menu will walk you through the steps you need to complete. If your institution doesn’t yet have a Campus Coordinator, the first step will be for your Chief Administrator to fill out the Designate a Coordinator page.
Once the Campus Coordinator is named, he or she should complete the Designate PDP Users page, which is used to confirm contact information for the Campus Coordinator and provide information for any additional staff who will assist with providing your institution’s data for NPSAS:20.
Second, the Coordinator should complete the Register Your Institution page. This page collects background information about your institution, information about the term/enrollment periods at your institution for the 2019-20 academic year, and sets a due date for your student enrollment list.
After registering, we will contact the Coordinator to confirm your due date for the student enrollment list and provide detailed instructions preparing the list.
Why do you need students' contact information?
The contact information will be used to contact sampled students and invite them to participate in the student survey portion of the study. Note that all information provided by individuals or institutions for NPSAS:20 may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C. §151).
If you have questions or concerns, please contact the Help Desk at 1-XXX-XXX-XXXXor send an e-mail to [E-MAIL ADDRESS]. We will supply additional information about the study and the laws protecting the confidentiality of the data collected.
When do you need the list of enrolled students?
Enrollment lists will be collected beginning in [date]. The specific due date for your institution is based on your term structure and is determined after the “Register Your Institution Page” is completed.
Please contact RTI at 1-XXX-XXX-XXXXor via e-mail at [E-MAIL ADDRESS] if you have any questions or concerns about submitting your student enrollment list.
[bookmark: _Hlk17969806]What should I do if I cannot provide students’ first names, middle initials, last names, and name suffixes as four separate fields?
When uploading your file on the website, let us know how your file is constructed by providing comments in the text box located on the upload page or in an e-mail to [E-MAIL ADDRESS].
Why do I need to provide Social Security numbers (SSNs) in addition to student ID numbers?
We use SSN as an identifier to match data for students included in NPSAS with data from other sources that have information pertinent to NPSAS. Examples of other sources include the U.S. Department of Education's Central Processing System (CPS) database, which contains information from the Free Application for Federal Student Aid (FAFSA), and the National Student Loan Data System (NSLDS). Matching to these databases prior to sampling will help us to select a representative sample of students.
The release of this information to NCES without explicit consent is permissible under the Family Educational Rights and Privacy Act of 1974 (FERPA). FERPA, under provision of 34 CFR §§ 99.31(a)(3)(iii) and 99.35, permits institutions to disclose without consent personally identifiable information from student education records to NCES, as an authorized representative of the Secretary of Education, in connection with an evaluation of federally supported education programs. RTI International, as the contractor for NCES, has been given the authority to collect information from institution records on behalf of NCES. A definition of personally identifiable information can be found in 34 CFR 99.3. Personal identifiers, such as Social Security numbers and student numbers, are included in the definition. You can review this legislation on the U.S. Department of Education’s website at https://www2.ed.gov/policy/gen/reg/ferpa.
Both NCES and RTI follow strict procedures to protect the privacy and confidentiality of study participants. Information about data security may be found on the Confidentiality page on the PDP. For more information on confidentiality and data security see surveys.nces.ed.gov/xxxx/Home/Confidentiality.
What will happen to the student enrollment list file after you select the sample?
The student enrollment list data will be stored securely on an Enhanced Security Network, which is certified and accredited as a NIST moderate security level network. The U. S. Department of Education has strict requirements to protect personally identifiable information (PII), and both NCES and RTI International employ strict procedures for protecting the confidentiality of PII and other sensitive information in all phases of the project. These procedures include guidelines for the transfer of PII; maintenance, storage, and use of direct identifiers; replacement of direct identifiers with internal codes; security of master survey files; and reporting of data security breaches in accordance with the U.S. Department of Education Incident Handling Procedures. For more information on NIST security level, please see FIPS Publication 199 at https://nvlpubs.nist.gov/nistpubs/FIPS/NIST.FIPS.199.pdf. For more information on confidentiality and data security see surveys.nces.ed.gov/xxxx/Home/Confidentiality.
[bookmark: _Toc18677968]Contact Materials Page
Download an electronic copy of the hardcopy packets that were mailed to your institution.
Welcome Packet to Chief Administrator
Welcome Letter
NPSAS:20 Brochure
Welcome Packet to Campus Coordinator
Registration Letter
NPSAS:20 Brochure
Quick Guide to NPSAS:20
Registration Instructions
Student Enrollment List Request Packet
Enrollment List Request Letter
Student Enrollment List Instructions
Student Records Request Packet (These materials will be included in the student clearance package in July 2019)
Student Records Request Letter
Student Records Handbook
[bookmark: _Toc18677969]Resources Page
General NPSAS:20 Resources
NPSAS:20 Brochure
NPSAS:20 Endorsements (Included in appendix B)
Confidentiality and Data Security Fact Sheet
FERPA Fact Sheet
Disclosure Notice
NPSAS:20 Overview [VIDEO]
Registering Your Institution [VIDEO]
NPSAS:20 Frequently Asked Questions
Quick Guide to NPSAS:20
Registration Instructions
Student Enrollment List Resources
Student Enrollment List Instructions
Student Enrollment List Overview [VIDEO]
Student Records Resources (These materials will be included in the student clearance package in summer 2019)
Financial Aid Types Cheat Sheet
Student Records Codebook
Student Records Item Overview Handout
Student Records Handbook
FSA Handbook (link to external website)
Student Records: Selecting a Mode [VIDEO]
Student Records: Web Mode [VIDEO]
Student Records: Excel Mode [VIDEO]
Student Records: CSV Mode [VIDEO]
To download an electronic copy of the hardcopy packets that were mailed to your institution, click here.
To review the Frequently Asked Questions, click here.


[bookmark: _Toc18677970]Resource Materials
	This section includes content that appears in the “Resources” section of the Postsecondary Data Portal (PDP).


[bookmark: _Toc18677971]Confidentiality and Data Security Fact Sheet
THE 2019-20 NATIONAL POSTSECONDARY STUDENT AID STUDY
Confidentiality and Data Security Fact Sheet
Your institution has been selected to participate in the 2019-20 National Postsecondary Student Aid Study (NPSAS:20). NPSAS is designed to provide information on how students and their families meet the cost of education beyond high school. Lists of students provided by institutions will be used to select a sample of students who will be asked to complete a questionnaire online.
Data Collected for NPSAS
The information collected about students includes demographic information used for sampling (such as degree program); contact information; and personal identifiers (such as Social Security numbers and student IDs), which are used to deduplicate lists of students across institutions and to match students against federal financial aid records. The security of this information is, of course, of paramount importance to the U.S. Department of Education’s National Center for Education Statistics (NCES) and its contractors, as well as to participating institutions and respondents. It is important for each institution sampled to be fully aware of the federal laws that both authorize the release of student information and protect the confidentiality of record data and survey responses.
NPSAS is Authorized by Congress
The Education Sciences Reform Act of 2002 (ESRA 2002, 20 U.S.C. §9543) and the Higher Education Opportunity Act of 2008 (HEOA 2008, 20 U.S.C. §1015) authorize NCES to collect, acquire, compile, and disseminate full and complete statistics on the condition and progress of education, including postsecondary education. The provisions of ESRA can be found at the following website: https://www.ed.gov/policy/rschstat/leg/edpicks.jhtml?src=ln.
Federal Law Protects the Confidentiality of Data Collected for NPSAS
Both NCES and its contractor for NPSAS:20, RTI International, follow strict procedures to protect the privacy and confidentiality of study participants. All RTI project staff members have signed confidentiality agreements and affidavits of nondisclosure. Any data released to the public are in aggregate form (e.g., statistical tables, graphs) so that individual students cannot be identified. All of the information provided by individuals and institutions may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C. §151). For more information on confidentiality and data security see surveys.nces.ed.gov/xxxx/Home/Confidentiality.
Federal Law Authorizes Release of Personally Identifiable Information to NCES and Its Agents
NPSAS:20 requests students’ directory and personally identifiable information from institutions. The Education Sciences Reform Act of 2002 (ESRA 2002, 20 U.S.C. §9543) and the Higher Education Opportunity Act of 2008 (HEOA 2008, 20 U.S.C. §1015) authorize NCES and its current contractors (RTI International for NPSAS:20) to gather this information.
The data request for NPSAS fully conforms to the requirements of the Family Educational Rights and Privacy Act of 1974 (FERPA) [20 U.S.C. 1232g; 34 CFR Part 99]. FERPA is designed to protect the privacy rights of students and their families by providing consistent standards for the release of personally identifiable student and family information. NCES and its data collection agent for NPSAS:20, RTI International, are explicitly authorized under an exception to FERPA’s general consent rule (in which the right to consent is held by the student, regardless of age) to obtain student-level data from institutions. This exception provides for the collection of data on any eligible student, without prior consent, if the disclosure is to authorized representatives of the Secretary of Education [34 CFR §§ 99.31(a)(3)(iii) and 99.35]. You can review this regulation on the U.S. Department of Education's website at https://www2.ed.gov/policy/gen/reg/ferpa. For questions regarding the applicability of FERPA to this study, school officials may contact the Family Policy Compliance Office (FPCO) at this e-mail address: +@ed.gov.
Data Collected are Stored Securely
Both NCES and RTI International follow strict procedures to protect study participants’ information. These procedures include obtaining signed confidentiality agreements from all personnel who will have access to individual identifiers, personnel training regarding the meaning of confidentiality, and controlled access to computer files.
All electronic data from institution records and students are carefully protected. Computer accounts used to access electronic data are password protected. Only project staff members with clearance from the study database manager are able to log on to these accounts. Personally identifying variables (e.g., name, address, and phone numbers) are kept separate from data variables such as educational experience or financial aid.
A unique study identification number (not the Social Security number or student ID) are created and maintained for each sampled student to protect against inadvertent disclosure of confidential data. Any data released to the general public (for example, statistical tables) are tailored so that it is not possible to identify specific individuals or institutions.
These confidentiality and data security protection procedures have been put in place to ensure that RTI International and its subcontractors comply with all privacy requirements, including:
1.	The statement of work of each contract;
2.	Family Educational Rights and Privacy Act (FERPA) of 1974 (20 U.S.C. §1232(g));
3.	Privacy Act of 1974 (5 U.S.C. §552a);
4.	Privacy Act Regulations (34 CFR Part 5b);
5.	Computer Security Act of 1987;
6.	U.S.A. Patriot Act of 2001 (P.L. 107-56);
7.	Education Sciences Reform Act of 2002 (ESRA 2002, 20 U.S.C. §9573);
8.	Cybersecurity Enhancement Act of 2015 (6 U.S.C. §151);
9.    Foundations of Evidence-Based Policymaking Act of 2018, Title III, Part B, Confidential Information Protection;
10.	The U.S. Department of Education General Handbook for Information Technology Security General Support Systems and Major Applications Inventory Procedures (March 2005);
11.	The U.S. Department of Education Incident Handling Procedures (February 2009);
12.	The U.S. Department of Education, ACS Directive OM: 5-101, Contractor Employee Personnel Security Screenings;
13.	NCES Statistical Standards; and
14.	All new legislation that impacts the data collected through the contract for this study.
The data collection contractor, RTI International, complies with the U.S. Department of Education’s IT security policy requirements as set forth in the Handbook for Information Assurance Security Policy and related procedures and guidance, as well as IT security requirements in the Federal Information Security Management Act (FISMA), Federal Information Processing Standards (FIPS) publications, Office of Management and Budget (OMB) Circulars, and the National Institute of Standards and Technology (NIST) standards and guidance. All data products and publications will also adhere to the NCES Statistical Standards, as described at the website: https://nces.ed.gov/statprog/2012/.
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FERPA Fact Sheet
The release of the information requested for NPSAS:20 without explicit consent is permissible under the Family Educational Rights Privacy Act (FERPA). For the purposes of this collection of data, FERPA permits educational institutions to disclose personally identifiable information from students’ education records, without consent, to authorized representatives of the Secretary of Education in connection with an evaluation of Federally supported education programs (34 CFR §§ 99.31(a)(3)(iii) and 99.35). As a contractor for NCES, RTI is an authorized representative of the Secretary.
FERPA requires educational institutions to maintain a record of the disclosure of student information to NCES (see 34 CFR 99.32). The record of disclosure must include: 1) the parties who have requested or received personally identifiable information records (NCES/RTI) and 2) the legitimate interests the parties had in obtaining the information (the 2019-20 National Postsecondary Student Aid Study). For institutions without electronic student record systems, a Disclosure Notice may be printed from the Resources page on the PDP. 
See the highlighted sections below for excerpts of FERPA that pertain to this exemption and the requirement to maintain a record of the disclosure.
Family Educational Rights and Privacy Act, 34 CFR PART 99
Subpart A—GENERAL
§99.1 To which educational agencies or institutions do these regulations apply?
§99.2 What is the purpose of these regulations?
§99.3 What definitions apply to these regulations?
§99.4 What are the rights of parents?
§99.5 What are the rights of students?
§99.7 What must an educational agency or institution include in its annual notification?
§99.8 What provisions apply to records of a law enforcement unit?
Subpart B—WHAT ARE THE RIGHTS OF INSPECTION AND REVIEW OF EDUCATION RECORDS?
§99.10 What rights exist for a parent or eligible student to inspect and review education records?
§99.11 May an educational agency or institution charge a fee for copies of education records?
§99.12 What limitations exist on the right to inspect and review records?
Subpart C—WHAT ARE THE PROCEDURES FOR AMENDING EDUCATION RECORDS?
§99.20 How can a parent or eligible student request amendment of the student's education records?
§99.21 Under what conditions does a parent or eligible student have the right to a hearing?
§99.22 What minimum requirements exist for the conduct of a hearing?
Subpart D—MAY AN EDUCATIONAL AGENCY OR INSTITUTION DISCLOSE PERSONALLY IDENTIFIABLE INFORMATION FROM EDUCATION RECORDS?
§99.30 Under what conditions is prior consent required to disclose information?
§99.31 Under what conditions is prior consent not required to disclose information?
§99.32 What recordkeeping requirements exist concerning requests and disclosures?
§99.33 What limitations apply to the redisclosure of information?
§99.34 What conditions apply to disclosure of information to other educational agencies or institutions?
§99.35 What conditions apply to disclosure of information for Federal or State program purposes?
§99.36 What conditions apply to disclosure of information in health and safety emergencies?
§99.37 What conditions apply to disclosing directory information?
§99.38 What conditions apply to disclosure of information as permitted by State statute adopted after November 19, 1974, concerning the juvenile justice system?
§99.39 What definitions apply to the nonconsensual disclosure of records by postsecondary educational institutions in connection with disciplinary proceedings concerning crimes of violence or non-forcible sex offenses?
Subpart E—WHAT ARE THE ENFORCEMENT PROCEDURES?
§99.60 What functions has the Secretary delegated to the Office and to the Office of Administrative Law Judges?
§99.61 What responsibility does an educational agency or institution, a recipient of Department funds, or a third party outside of an educational agency or institution have concerning conflict with State or local laws?
§99.62 What information must an educational agency or institution or other recipient of Department funds submit to the Office?
§99.63 Where are complaints filed?
§99.64 What is the investigation procedure?
§99.65 What is the content of the notice of investigation issued by the Office?
§99.66 What are the responsibilities of the Office in the enforcement process?
§99.67 How does the Secretary enforce decisions?
Subpart A—GENERAL
§99.1 To which educational agencies or institutions do these regulations apply?
(a) Except as otherwise noted in §99.10, this part applies to an educational agency or institution to which funds have been made available under any program administered by the Secretary, if—
(1) The educational institution provides educational services or instruction, or both, to students; or
(2) The educational agency is authorized to direct and control public elementary or secondary, or postsecondary educational institutions.
(b) This part does not apply to an educational agency or institution solely because students attending that agency or institution receive non-monetary benefits under a program referenced in paragraph (a) of this section, if no funds under that program are made available to the agency or institution.
(c) The Secretary considers funds to be made available to an educational agency or institution of funds under one or more of the programs referenced in paragraph (a) of this section—
(1) Are provided to the agency or institution by grant, cooperative agreement, contract, subgrant, or subcontract; or
(2) Are provided to students attending the agency or institution and the funds may be paid to the agency or institution by those students for educational purposes, such as under the Pell Grant Program and the Guaranteed Student Loan Program (titles IV-A-1 and IV-B, respectively, of the Higher Education Act of 1965, as amended).
(d) If an educational agency or institution receives funds under one or more of the programs covered by this section, the regulations in this part apply to the recipient as a whole, including each of its components (such as a department within a university).
(Authority: 20 U.S.C. 1232g)
Subpart D—MAY AN EDUCATIONAL AGENCY OR INSTITUTION DISCLOSE PERSONALLY IDENTIFIABLE INFORMATION FROM EDUCATION RECORDS?
§99.30 Under what conditions is prior consent required to disclose information?
(a) The parent or eligible student shall provide a signed and dated written consent before an educational agency or institution discloses personally identifiable information from the student's education records, except as provided in §99.31.
(b) The written consent must:
(1) Specify the records that may be disclosed;
(2) State the purpose of the disclosure; and
(3) Identify the party or class of parties to whom the disclosure may be made.
(c) When a disclosure is made under paragraph (a) of this section:
(1) If a parent or eligible student so requests, the educational agency or institution shall provide him or her with a copy of the records disclosed; and
(2) If the parent of a student who is not an eligible student so requests, the agency or institution shall provide the student with a copy of the records disclosed.
(d) “Signed and dated written consent” under this part may include a record and signature in electronic form that—
(1) Identifies and authenticates a particular person as the source of the electronic consent; and
(2) Indicates such person's approval of the information contained in the electronic consent.
(Authority: 20 U.S.C. 1232g (b)(1) and (b)(2)(A))
§99.31 Under what conditions is prior consent not required to disclose information?
(a) An educational agency or institution may disclose personally identifiable information from an education record of a student without the consent required by §99.30 if the disclosure meets one or more of the following conditions:
(1)(i)(A) The disclosure is to other school officials, including teachers, within the agency or institution whom the agency or institution has determined to have legitimate educational interests.
(B) A contractor, consultant, volunteer, or other party to whom an agency or institution has outsourced institutional services or functions may be considered a school official under this paragraph provided that the outside party—
(1) Performs an institutional service or function for which the agency or institution would otherwise use employees;
(2) Is under the direct control of the agency or institution with respect to the use and maintenance of education records; and
(3) Is subject to the requirements of §99.33(a) governing the use and redisclosure of personally identifiable information from education records.
(ii) An educational agency or institution must use reasonable methods to ensure that school officials obtain access to only those education records in which they have legitimate educational interests. An educational agency or institution that does not use physical or technological access controls must ensure that its administrative policy for controlling access to education records is effective and that it remains in compliance with the legitimate educational interest requirement in paragraph (a)(1)(i)(A) of this section.
(2) The disclosure is, subject to the requirements of §99.34, to officials of another school, school system, or institution of postsecondary education where the student seeks or intends to enroll, or where the student is already enrolled so long as the disclosure is for purposes related to the student's enrollment or transfer.
NOTE: Section 4155(b) of the No Child Left Behind Act of 2001, 20 U.S.C. 7165(b), requires each State to assure the Secretary of Education that it has a procedure in place to facilitate the transfer of disciplinary records with respect to a suspension or expulsion of a student by a local educational agency to any private or public elementary or secondary school in which the student is subsequently enrolled or seeks, intends, or is instructed to enroll.
(3) The disclosure is, subject to the requirements of §99.35, to authorized representatives of—
(i) The Comptroller General of the United States;
(ii) The Attorney General of the United States;
(iii) The Secretary; or
(iv) State and local educational authorities.
(4)(i) The disclosure is in connection with financial aid for which the student has applied or which the student has received, if the information is necessary for such purposes as to:
(A) Determine eligibility for the aid;
(B) Determine the amount of the aid;
(C) Determine the conditions for the aid; or
(D) Enforce the terms and conditions of the aid.
(ii) As used in paragraph (a)(4)(i) of this section, financial aid means a payment of funds provided to an individual (or a payment in kind of tangible or intangible property to the individual) that is conditioned on the individual's attendance at an educational agency or institution.
(5)(i) The disclosure is to State and local officials or authorities to whom this information is specifically—
(A) Allowed to be reported or disclosed pursuant to State statute adopted before November 19, 1974, if the allowed reporting or disclosure concerns the juvenile justice system and the system's ability to effectively serve the student whose records are released; or
(B) Allowed to be reported or disclosed pursuant to State statute adopted after November 19, 1974, subject to the requirements of §99.38.
(ii) Paragraph (a)(5)(i) of this section does not prevent a State from further limiting the number or type of State or local officials to whom disclosures may be made under that paragraph.
(6)(i) The disclosure is to organizations conducting studies for, or on behalf of, educational agencies or institutions to:
(A) Develop, validate, or administer predictive tests;
(B) Administer student aid programs; or
(C) Improve instruction.
(ii) Nothing in the Act or this part prevents a State or local educational authority or agency headed by an official listed in paragraph (a)(3) of this section from entering into agreements with organizations conducting studies under paragraph (a)(6)(i) of this section and redisclosing personally identifiable information from education records on behalf of educational agencies and institutions that disclosed the information to the State or local educational authority or agency headed by an official listed in paragraph (a)(3) of this section in accordance with the requirements of §99.33(b).
(iii) An educational agency or institution may disclose personally identifiable information under paragraph (a)(6)(i) of this section, and a State or local educational authority or agency headed by an official listed in paragraph (a)(3) of this section may redisclose personally identifiable information under paragraph (a)(6)(i) and (a)(6)(ii) of this section, only if—
(A) The study is conducted in a manner that does not permit personal identification of parents and students by individuals other than representatives of the organization that have legitimate interests in the information;
(B) The information is destroyed when no longer needed for the purposes for which the study was conducted; and
(C) The educational agency or institution or the State or local educational authority or agency headed by an official listed in paragraph (a)(3) of this section enters into a written agreement with the organization that—
(1) Specifies the purpose, scope, and duration of the study or studies and the information to be disclosed;
(2) Requires the organization to use personally identifiable information from education records only to meet the purpose or purposes of the study as stated in the written agreement;
(3) Requires the organization to conduct the study in a manner that does not permit personal identification of parents and students, as defined in this part, by anyone other than representatives of the organization with legitimate interests; and
(4) Requires the organization to destroy all personally identifiable information when the information is no longer needed for the purposes for which the study was conducted and specifies the time period in which the information must be destroyed.
(iv) An educational agency or institution or State or local educational authority or Federal agency headed by an official listed in paragraph (a)(3) of this section is not required to initiate a study or agree with or endorse the conclusions or results of the study.
(v) For the purposes of paragraph (a)(6) of this section, the term organization includes, but is not limited to, Federal, State, and local agencies, and independent organizations.
(7) The disclosure is to accrediting organizations to carry out their accrediting functions.
(8) The disclosure is to parents, as defined in §99.3, of a dependent student, as defined in section 152 of the Internal Revenue Code of 1986.
(9)(i) The disclosure is to comply with a judicial order or lawfully issued subpoena.
(ii) The educational agency or institution may disclose information under paragraph (a)(9)(i) of this section only if the agency or institution makes a reasonable effort to notify the parent or eligible student of the order or subpoena in advance of compliance, so that the parent or eligible student may seek protective action, unless the disclosure is in compliance with—
(A) A Federal grand jury subpoena and the court has ordered that the existence or the contents of the subpoena or the information furnished in response to the subpoena not be disclosed;
(B) Any other subpoena issued for a law enforcement purpose and the court or other issuing agency has ordered that the existence or the contents of the subpoena or the information furnished in response to the subpoena not be disclosed; or
(C) An ex parte court order obtained by the United States Attorney General (or designee not lower than an Assistant Attorney General) concerning investigations or prosecutions of an offense listed in 18 U.S.C. 2332b(g)(5)(B) or an act of domestic or international terrorism as defined in 18 U.S.C. 2331.
(iii)(A) If an educational agency or institution initiates legal action against a parent or student, the educational agency or institution may disclose to the court, without a court order or subpoena, the education records of the student that are relevant for the educational agency or institution to proceed with the legal action as plaintiff.
(B) If a parent or eligible student initiates legal action against an educational agency or institution, the educational agency or institution may disclose to the court, without a court order or subpoena, the student's education records that are relevant for the educational agency or institution to defend itself.
(10) The disclosure is in connection with a health or safety emergency, under the conditions described in §99.36.
(11) The disclosure is information the educational agency or institution has designated as “directory information”, under the conditions described in §99.37.
(12) The disclosure is to the parent of a student who is not an eligible student or to the student.
(13) The disclosure, subject to the requirements in §99.39, is to a victim of an alleged perpetrator of a crime of violence or a non-forcible sex offense. The disclosure may only include the final results of the disciplinary proceeding conducted by the institution of postsecondary education with respect to that alleged crime or offense. The institution may disclose the final results of the disciplinary proceeding, regardless of whether the institution concluded a violation was committed.
(14)(i) The disclosure, subject to the requirements in §99.39, is in connection with a disciplinary proceeding at an institution of postsecondary education. The institution must not disclose the final results of the disciplinary proceeding unless it determines that—
(A) The student is an alleged perpetrator of a crime of violence or non-forcible sex offense; and
(B) With respect to the allegation made against him or her, the student has committed a violation of the institution's rules or policies.
(ii) The institution may not disclose the name of any other student, including a victim or witness, without the prior written consent of the other student.
(iii) This section applies only to disciplinary proceedings in which the final results were reached on or after October 7, 1998.
(15)(i) The disclosure is to a parent of a student at an institution of postsecondary education regarding the student's violation of any Federal, State, or local law, or of any rule or policy of the institution, governing the use or possession of alcohol or a controlled substance if—
(A) The institution determines that the student has committed a disciplinary violation with respect to that use or possession; and
(B) The student is under the age of 21 at the time of the disclosure to the parent.
(ii) Paragraph (a)(15) of this section does not supersede any provision of State law that prohibits an institution of postsecondary education from disclosing information.
(16) The disclosure concerns sex offenders and other individuals required to register under section 170101 of the Violent Crime Control and Law Enforcement Act of 1994, 42 U.S.C. 14071, and the information was provided to the educational agency or institution under 42 U.S.C. 14071 and applicable Federal guidelines.
(b)(1) De-identified records and information. An educational agency or institution, or a party that has received education records or information from education records under this part, may release the records or information without the consent required by §99.30 after the removal of all personally identifiable information provided that the educational agency or institution or other party has made a reasonable determination that a student's identity is not personally identifiable, whether through single or multiple releases, and taking into account other reasonably available information.
(2) An educational agency or institution, or a party that has received education records or information from education records under this part, may release de-identified student level data from education records for the purpose of education research by attaching a code to each record that may allow the recipient to match information received from the same source, provided that—
(i) An educational agency or institution or other party that releases de-identified data under paragraph (b)(2) of this section does not disclose any information about how it generates and assigns a record code, or that would allow a recipient to identify a student based on a record code;
(ii) The record code is used for no purpose other than identifying a de-identified record for purposes of education research and cannot be used to ascertain personally identifiable information about a student; and
(iii) The record code is not based on a student's social security number or other personal information.
(c) An educational agency or institution must use reasonable methods to identify and authenticate the identity of parents, students, school officials, and any other parties to whom the agency or institution discloses personally identifiable information from education records.
(d) Paragraphs (a) and (b) of this section do not require an educational agency or institution or any other party to disclose education records or information from education records to any party except for parties under paragraph (a)(12) of this section.
(Authority: 20 U.S.C. 1232g(a)(5)(A), (b), (h), (i), and (j)).
§99.32 What recordkeeping requirements exist concerning requests and disclosures?
(a)(1) An educational agency or institution must maintain a record of each request for access to and each disclosure of personally identifiable information from the education records of each student, as well as the names of State and local educational authorities and Federal officials and agencies listed in §99.31(a)(3) that may make further disclosures of personally identifiable information from the student's education records without consent under §99.33(b).
(2) The agency or institution shall maintain the record with the education records of the student as long as the records are maintained.
(3) For each request or disclosure the record must include:
(i) The parties who have requested or received personally identifiable information from the education records; and
(ii) The legitimate interests the parties had in requesting or obtaining the information.
(4) An educational agency or institution must obtain a copy of the record of further disclosures maintained under paragraph (b)(2) of this section and make it available in response to a parent's or eligible student's request to review the record required under paragraph (a)(1) of this section.
(5) An educational agency or institution must record the following information when it discloses personally identifiable information from education records under the health or safety emergency exception in §99.31(a)(10) and §99.36:
(i) The articulable and significant threat to the health or safety of a student or other individuals that formed the basis for the disclosure; and
(ii) The parties to whom the agency or institution disclosed the information.
(b)(1) Except as provided in paragraph (b)(2) of this section, if an educational agency or institution discloses personally identifiable information from education records with the understanding authorized under §99.33(b), the record of the disclosure required under this section must include:
(i) The names of the additional parties to which the receiving party may disclose the information on behalf of the educational agency or institution; and
(ii) The legitimate interests under §99.31 which each of the additional parties has in requesting or obtaining the information.
(2)(i) A State or local educational authority or Federal official or agency listed in §99.31(a)(3) that makes further disclosures of information from education records under §99.33(b) must record the names of the additional parties to which it discloses information on behalf of an educational agency or institution and their legitimate interests in the information under §99.31 if the information was received from:
(A) An educational agency or institution that has not recorded the further disclosures under paragraph (b)(1) of this section; or
(B) Another State or local educational authority or Federal official or agency listed in §99.31(a)(3).
(ii) A State or local educational authority or Federal official or agency that records further disclosures of information under paragraph (b)(2)(i) of this section may maintain the record by the student's class, school, district, or other appropriate grouping rather than by the name of the student.
(iii) Upon request of an educational agency or institution, a State or local educational authority or Federal official or agency listed in §99.31(a)(3) that maintains a record of further disclosures under paragraph (b)(2)(i) of this section must provide a copy of the record of further disclosures to the educational agency or institution within a reasonable period of time not to exceed 30 days.
(c) The following parties may inspect the record relating to each student:
(1) The parent or eligible student.
(2) The school official or his or her assistants who are responsible for the custody of the records.
(3) Those parties authorized in §99.31(a) (1) and (3) for the purposes of auditing the recordkeeping procedures of the educational agency or institution.
(d) Paragraph (a) of this section does not apply if the request was from, or the disclosure was to:
(1) The parent or eligible student;
(2) A school official under §99.31(a)(1);
(3) A party with written consent from the parent or eligible student;
(4) A party seeking directory information; or
(5) A party seeking or receiving records in accordance with §99.31(a)(9)(ii)(A) through (C).
(Authority: 20 U.S.C. 1232g(b)(1) and (b)(4)(A))
§99.35 What conditions apply to disclosure of information for Federal or State program purposes?
(a)(1) Authorized representatives of the officials or agencies headed by officials listed in §99.31(a)(3) may have access to education records in connection with an audit or evaluation of
Federal or State supported education programs, or for the enforcement of or compliance with Federal legal requirements that relate to those programs.
(2) The State or local educational authority or agency headed by an official listed in §99.31(a)(3) is responsible for using reasonable methods to ensure to the greatest extent practicable that any entity or individual designated as its authorized representative—
(i) Uses personally identifiable information only to carry out an audit or evaluation of Federal- or State-supported education programs, or for the enforcement of or compliance with Federal legal requirements related to these programs;
(ii) Protects the personally identifiable information from further disclosures or other uses, except as authorized in paragraph (b)(1) of this section; and
(iii) Destroys the personally identifiable information in accordance with the requirements of paragraphs (b) and (c) of this section.
(3) The State or local educational authority or agency headed by an official listed in §99.31(a)(3) must use a written agreement to designate any authorized representative, other than an employee. The written agreement must—
(i) Designate the individual or entity as an authorized representative;
(ii) Specify—
(A) The personally identifiable information from education records to be disclosed;
(B) That the purpose for which the personally identifiable information from education records is disclosed to the authorized representative is to carry out an audit or evaluation of Federal- or State-supported education programs, or to enforce or to comply with Federal legal requirements that relate to those programs; and
(C) A description of the activity with sufficient specificity to make clear that the work falls within the exception of §99.31(a)(3), including a description of how the personally identifiable information from education records will be used;
(iii) Require the authorized representative to destroy personally identifiable information from education records when the information is no longer needed for the purpose specified;
(iv) Specify the time period in which the information must be destroyed; and
(v) Establish policies and procedures, consistent with the Act and other Federal and State confidentiality and privacy provisions, to protect personally identifiable information from education records from further disclosure (except back to the disclosing entity) and unauthorized use, including limiting use of personally identifiable information from education records to only authorized representatives with legitimate interests in the audit or evaluation of a Federal- or State-supported education program or for compliance or enforcement of Federal legal requirements related to these programs.
(b) Information that is collected under paragraph (a) of this section must—
(1) Be protected in a manner that does not permit personal identification of individuals by anyone other than the State or local educational authority or agency headed by an official listed in §99.31(a)(3) and their authorized representatives, except that the State or local educational authority or agency headed by an official listed in §99.31(a)(3) may make further disclosures of personally identifiable information from education records on behalf of the educational agency or institution in accordance with the requirements of §99.33(b); and
(2) Be destroyed when no longer needed for the purposes listed in paragraph (a) of this section.
(c) Paragraph (b) of this section does not apply if:
(1) The parent or eligible student has given written consent for the disclosure under §99.30; or
(2) The collection of personally identifiable information is specifically authorized by Federal law.
(Authority: 20 U.S.C. 1232g(b)(1)(C), (b)(3), and (b)(5))
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Information from student records for this individual has been provided to RTI International, a data collection agent for the 2019-20 National Postsecondary Student Aid Study (NPSAS:20), conducted by the National Center for Education Statistics (NCES) within the U.S. Department of Education. This disclosure statement fulfills the requirement of 34 CFR 99.32(a) pursuant to the Family Educational Rights and Privacy Act of 1974 (20 U.S.C. 1232g).
Strict protection of all information obtained for NPSAS:20 is assured by current federal laws and regulations. All of the information provided may be used only for statistical purposes and may not be disclosed, or used, in identifiable form for any other purpose except as required by law (20 U.S.C. §9573 and 6 U.S.C. §151).
March 2019
NPSAS:20 OMB # 1850-0666; Expiration Date: (insert date)
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Brief instructional videos will be embedded throughout the PDP and will walk users through participating in NPSAS:20 and providing data. Scripts and storyboards for the first three videos are provided below. The images in these storyboards are provided as examples of the content that will appear in the videos. The PDP website is still being developed; the final videos may include aesthetic changes that do not impact the content of the pages.
Scripts and storyboards for four student records videos will be included in the student records OMB package, to be submitted in summer 2019.





NPSAS:20 Overview Video
	
Script for Audio
	Visual
	Scene Description

	Your participation in the National Postsecondary Student Aid Study, or NPSAS, is important. NPSAS is the primary data source used to understand the effectiveness of federal student financial aid programs and to make decisions that affect students, their families, and the institutions they attend.
As an institution participating in NPSAS:20, you will be expected to complete several steps over the 2019-20 academic year. You will complete these steps through the Postsecondary Data Portal, or PDP, website. The PDP website is the data collection website for all NCES institution-based postsecondary sample surveys.
	[image: ]
	Shot of PDP home page.
Cursor clicks in Get Started box, logs in to the PDP.

	First, you will register your institution for NPSAS:20. When you register, you will designate staff who will submit data for NPSAS:20. You may need to designate staff from multiple departments at your institution to provide general demographic, enrollment, budget, and financial aid data. Each person you designate will receive their own credentials for logging into the PDP website.
You will also provide important background information about your institution, including your term structure, and set the due date for providing your student enrollment list. The due date for providing your list will vary based on your institution’s term structure.
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	Shot of NPSAS timeline graphic. Mouse over and highlight “Register Your Institution.”

	Next, you will submit a list of all students enrolled at your institution between July 1, 2019 and April 30, 2020. After you submit your enrollment list, we will review the list and sample the students for NPSAS:20. During this time, we may contact you with questions about the list.
A small group of institutions will also be asked to submit an enrollment list in fall 2019.”
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	Shot of NPSAS timeline graphic. Mouse over and highlight “Submit Student Enrollment List.”

	Finally, you will submit student records data for the students at your institution who are sampled for NPSAS:20. The student records data includes demographic, enrollment, budget, and financial aid information. You will receive your list of sampled students approximately 4 to 6 weeks after you submit your student enrollment list.
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	Shot of NPSAS timeline graphic. Mouse over and highlight “Provide Student Records Data.”

	The PDP has resources to help you complete NPSAS:20:
The Task Menu will show you the steps you need to complete next.
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	Shot of PDP Task Menu. Mouse over to highlight steps in the Task Menu.

	View the FAQs page to answer your questions about NPSAS:20.

	[image: ]
	Click FAQs link, open FAQ page.

	The Resources page has instructions, videos, and other reference materials.
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	Click Resources link, open Resources page.

	On the Contact Materials page, you can download a copy of the mailing materials that were sent to your institution.
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	Click Contact Materials link, open Contact Materials page.

	On the Manage PDP Users page, you can manage the staff at your institution who have access to the PDP.
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	Click Manage PDP Users link, open Manage PDP Users page.

	Finally, if you need assistance, you can contact the Help Desk.
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	Shot of Task Menu. Mouse over to highlight Help Desk contact information.





Registration Page Video
	Script for audio
	Visual
	Scene Description

	When you register your institution for NPSAS:20, you will first designate staff at your institution who will provide data.
	[image: ]
	Open on shot of PDP Task Menu. 
Mouse over “Register” link, click to open registration page. 

	You may need to designate staff from multiple departments at your institution to provide general demographic, enrollment, budget, and financial aid data. 

                                 
	[image: ]
	Shot of DESIGNATE form on the registration page. Mouse over form, click Add User button to add a new user. 

	Each person you designate will receive their own credentials for logging in to the PDP website.
	[image: ]
	Shot of Add User form. 
Enter contact information for the new user into the form.

	Next, we will collect information about your institution’s term structure. This information will be used for two purposes:
Setting your due date for providing the student enrollment list.
Determining how you will report student-level enrollment and financial aid data.

	[image: ]
	Shot of TERMINST form. 

	When you provide student records data, you will be asked to report each sampled student’s enrollment status (such as full-time or half-time) and financial aid received for the period of July 1, 2019 to June 30, 2020.

If your institution has distinct terms with explicit start and end dates, you should report this information by term.


	[image: ]
	Close shot of Enrollment Status section from Student Records instrument.
 
Mouse over drop-down box, click to expand the box, select “full-time” response option.  


	During registration, you will be asked to confirm or provide the term name, start date, and end date for every term in the July 1, 2019 to June 30, 2020 time period.
	[image: ]
	Shot of REVTERM form. Mouse over drop-down boxes and revise start and end dates for one term. 
Click Next.

	If your institution enrolls students continuously throughout the year, or if you have more than 12 terms per year, you should choose to report enrolment information by month.


	[image: ]
	Shot of BENRTYPE form. Mouse over form, select “Report Enrollment Status by Month” option.

	Whenever possible, we will preload information about your institution’s term structure. You can either confirm the preloaded information or choose to provide new term information.

	[image: ]
	Shot of TERMCONF form.

	Finally, you will be asked some brief background questions about your institution.
	[image: ]
	Shot of SIS form. Click one of the radio button options, click Next.

	Once you submit information through the Registration page, you will no longer be able to make changes. Please contact us if you need to revise your registration information.
	[image: ]
	Shot of OBSTACLE form. Click one of the checkboxes, then click Save and Finalize Registration.





Enrollment List Page Video
	Script for Audio
	Visual
	Scene Description

	The next step for NPSAS:20 is to submit a list of all students enrolled at your institution between July 1, 2019 and [date] who are eligible for NPSAS:20.
	[image: ]
	Open on shot of PDP Task Menu. 
Mouse over “Provide your student enrollment list” link, click to open page.


	The enrollment list instructions include information about which students are eligible and should be included on your enrollment list.
	[image: ]
	Shot of Provide Your Student Enrollment List page. 
Cursor over instructions hyperlink and click link.

	The list instructions also include file layout specifications. These specifications include the list of data elements you should include on your list and which data elements are most critical.

	[image: ]
	Shot of enrollment list instructions document. Scroll down to the file layout specifications table.

	Once you’ve prepared and reviewed your list, upload your list file on the PDP. 
	[image: ]
	Shot of Provide Your Student Enrollment List page. Cursor clicks on Select File button, selects a file to upload, and uploads file.


	Please also provide counts of ineligible students that you excluded from your list. This information will help us review the list and compare it against enrollment counts reported to IPEDS.

After you submit your enrollment list, we will review the list and sample the students for NPSAS:20. During this time, we may contact you with questions about the list.

	[image: ]
	Shot of Provide Your Student Enrollment List page. Cursor clicks on each field and enters a value.

Cursor scrolls to the end of the page and clicks the Submit button.


	Once your students have been sampled, we will contact you again with instructions for providing student records data for the sampled students. We will contact you with these instructions about 4 to 6 weeks after you submit your list.
	[image: ]
	Shot of NPSAS:20 timeline.
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POSTSECONDARY DATA PORTAL TASK MENU

Welcome back! Please complete the steps below. ANNOUNCEMENTS
£, Register Your Institution In progress T O BT
Review NPSAS:20 Timeline
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NPSAS:20 FAQS
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Thank you for registering for NPSAS:20. It is now time to submit your student enrollment.
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CONTACT US

Name

Organization
(optional)

Phone
(optional)

Comments

The contact information you provide in this form will only be
used to follow up on your message.

END

@ Telephone contact information can be found at the bottom of each page of this website.
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NPSAS:20 FAQS
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STUDY SPECIFIC FAQS

Task Menu / Study Specific FAQs

NPSAS FAQS

‘This section contains answers to frequently asked questions (FAQs) about the National Postsecondary Student Aid Study (NPSAS). Because institutions have
multiple tasks to complete in response to this data collection, the following sets of questions provide both general and specific guidelines for an institution's
staff to review.

'You can access general FAQs about this website here.
(Click on the + to see the FAQ text or click on "Expand All" to display all FAQ Text)

{Expand All | [Close All]

BACKGROUND AND PURPOSE OF NPSAS
CREATING THE STUDENT ENROLLMENT LIST
STUDENT ENROLLMENT LIST: WHICH STUDENTS TO INCLUDE

STUDENT RECORDS COLLECTION
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Task Menu / Resources

General NPSAS:20 Resources

NPSAS:20 Brochure

NPSAS:20 Endorsements

Confidentiality and Data Security Fact Sheet
FERPA Fact Sheet

Disclosure Notice

NPSAS:20 Overview [VIDEO]

NPSAS:20 Frequently Asked Questions

Student Enrollment List Resources.

Student Enrollment List Instructions
Student Enrollment List Overview [VIDEO]

Student Records Resources.

Quick Guide to Providing Student Records Data
Student Records Handbook

Student Records: Selecting a Mode [VIDEO]
Student Records: Web Mode [VIDEO]

Student Records: Excel Mode [VIDEO]

Student Records: CSV Mode [VIDEO] [VIDEO]
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Task Menu / Reference Materials

Download an electronic copy of the hardcopy packets that were mailed to your institution.

‘Welcome Packet to Chief Administrator

Welcome Letter
NPSAS:

Brochure

Welcome Package to Campus Coordinator

Enrollment List Request Letter
NPSAS:20 Brochure
Student Enrollment List Instructions
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MANAGE MY USERS

‘A Primary Coordinator for this institution, you are the only person who can add additional users. Click Add User below to add a new user. A user ID will be
‘generated for the person, and you can select whether an email with that information is sent to the user. Study staff, including the Help Desk, do not have
access to password information.

To send or re-send the user ID or a security code (needed to reset their password) to the user, click "Resend User ID" or "Forgot Password" on their row below.
‘You can also edit the user's first name, last name, and email address if needed.

Resend  Forgot
UserName  * First Name Last Name Email Role  Status UseriD Password

990982 [wescon@riiorg pC v = @

999983 JDZQE v = c

Adminfname AdminLname portalhelp@riorg ADMIN

Showing 1 o 2 of 2 rows
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B  Provide Your Student Enrollment List

B  Provide Student Record Data

&  Archive Notes or Other Documentation

In progress

Not started

Not started

Not started
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REGISTER YOUR INSTITUTION

Please confirm your contact information and provide information for any additional staff who will assist you with providing your institution's data for NPSAS:20.
Over the course of NPSAS:20, you will be asked to provide the following:

« Information about your institution’s term structure.

« Alist of all students enrolled at your institution between July 1, 2019 and [datel.

« Student records data, which includes demographic, enrollment, budget, and financial aid, for a subset of your students.
Each person you designate will receive credentials for logging into the Postsecondary Data Portal website. Please be sure that the sers you identify are allowed
to see personal information about students. You may need to designate staff from multiple departments at your institution.

o, Resend
UserID 4 First Name Last Name Email oot Status  User 1D
Lp|eosess wescor@reiorg 0 v =

/999983 IDZQE Jr— AdminLname portalhelp@rtiorg

Showing 1to 2 0f 2 rows.
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Background: Reporting Term Structure
When you provide student records data, you will be asked to report each sampled student's enrollment status (such as full-time or half-time) for the period of
July 1, 2019 to June 30, 2020. You will also be asked about students' tuition, budget, and financial aid during this period. To collect this information, we need to

know about your institution’s term structure.

If your institution has distinct terms with explicit start and end dates, you should report students' enrollment information by term.

If your institution enrolls students continuously throughout the year, or if you have more than 12 terms per year, you should report students’ enrollment
information by month.

i

PREVIOUS | | EXITTOTAsKMENU | [N





image38.png
999983 School 83-DEV 999983  Logout.

NATIONAL CENTER FOR EDUCATION STATISTICS | INSTITUTE OF EDUCATION SCIENCES

POSTSECONDARY

DATA PORTAL

REGISTER YOUR INSTITUTION

Revise Terms and Term Dates

Please revise your institution's terms/enroliment periods occurring at School 83 - DEV for the 2019-2020 academic year (uly 1, 2019 to June 30,
2020). Terms may start prior to july 1, 2019 or end after June 30, 2020, but some portion of the term must occur between July 1 and June 30.

Please include:

« Summer sessions.
« Short sessions longer than two weeks in duration.
« Terms for special types of students (e.. medical students).

How to report summer sessions: Summer sessions should be included if any portion of the term falls in the period of July 1, 2019 through June 30, 2020.
For many institutions, two years of summer sessions will fallin the July 1, 2019 to June 30, 2020 timeframe. If this s the case, please report both years of
summer sessions.

How to report overlapping terms: If your institution has more than one term that starts and ends in the same month, you only need to report the term
one time. For example, if the general college and medical school both have fall semesters that start in August and end in December, you need only provide
one fall semester, even if they don't start on the same days of the month. If the terms start or end in different months, please provide the terms

Separately.
Term
Number Term Name Start Date End Date
REMOVE L Summer 12019 3 vioo9 v 8 v ooog v
REM 2 FA2019 9 w09 v 12 v 2019 v
REM 9 Spring 2020 1 v o200 v s v o200 v
2 Summer 112020 6 v o200 v 8 v o200 v

ADD TERM
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2) CHOOSE HOW YOU WILL REPORT ENROLLMENT STATUS

Later, you will be asked to report each sampled student's enrollment status (e.g., full-time, half-time), during each of the terms at your institution. Please
indicate whether you will report the students’ enrollment status by term or by month.

Provide term names and dates for each term within the academic years
requested (up to 12 terms for each year). For details about which terms
should be included, review Step 4 below.

REPORT ENROLLMENT STATUS BY TERM v

Report enrollment status for each calendar month within the academic
year. Recommended for institutions that enroll continuously throughout the
academic year, or for institutions with more than 12 terms in the academic year.

REPORT ENROLLMENT STATUS BY MONTH
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Confirm Terms and Term Dates

A5 a reminder, when you provide student records data. you will be asked to indicate students'enrollment status for each of these terms. You will also be asked about
students' tuition, budget, and financial aid for this period.

Our records indicate that your institution has the following terms for the July 1, 2019 to June 30, 2020 academic year.

Term Name Start Date End Date

Summer 2019 06/2019 08/2019

FA2019 09/2019 122019

Spring 2020 01/2020 05/2020

Summer 11 2020 06/2020 08/2020
Are these terms correct?

© Yes, these terms are correct.
® No, I need to revise these terms.

© No, my institution has continuous enrollment OR | prefer enroliment status by month.

PREVIOUS | | savEAND ExT | (NSNS
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Student Information System

‘What student records software system does your institution currently use (e.g. Banner, Peoplesoft)?

© Ellucian Banner
@® Ellucian Colleague

© Ellucian PowerCampus
© Jenzabar CX

© Jenzabar EX

© Oracle Peoplesoft

© Other (specify):

PREVIOUS | SAVE AND EXIT
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Obstacles to Participation

Please indicate any major obstacles that may impact your institution's participation in NPSAS:20.
@ Software transition
O Accreditation
© Merging with another institution

 Closing or teaching out

© Other

Comments

PREVIOUS | SAVE AND EXIT ND FINALI
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Provide Your Student Enrollment List

@ Follow these instructions to prepare your student enroliment list.

@ Check your list for errors
Please take the time to review your lst for errors, including the following common errors:

« Isthe contact information provided associated with the correct name (i, make sure that the rows did not shift?
« Is degree program provided for all students?

« Did you include students from all campuses/schools (e.g. law school, medical school) reported under your IPEDS UNITID?
« Did you exclude students concurrently enrolled in high school or a high school completion program?
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Preparing Your Student
Enrollment List for NPSAS:20

These instructions will guide you through preparing the st of students enrolled at your institution between July 1, 2019

and [date].

Step 1: Determine Which Students to Include

Your institution’s enrollment list should include students from all campuses, colleges, and schools, including graduate
schools, reported to IPEDS under your institution’s IPEDS UNITID.

Provide a list of all eligible students enrolled at any time between July 1, 2019, and [date].

‘Some students may not be eligible for NPSAS; please carefully review the eligibility criteria below.

Eligible for NPSAS:20

Eligible students are those who, at any time between
July 1, 2019 and [date], were enrolled in a term or
course of instruction at your institution that is one of
the following

an academic program; OR

 course for credit that could be applied toward
fulfiling the requirements for an academic degree;

an occupational or vocational program that
requires at least 3 months or 300 clock hours of
instruction to receive a degree, certificate, or other
formal award;

noncredit remedial coursework within a Title IV
eligible program (up to 30 semester or trimester
hours, 45 quarter hours, or 900 clock hours).

NOT Eligible for NPSAS:20

Students are ineligible for NPSAS:20 if they meet any of
the following conditions. Exclude these students from
your student enrollment ist.

Refunded tuition. Exclude students who dropped out of

your institution early enough to receive a full refund of
their tution.

Paid tuition solely to another institution. Exclude
students who attend this institution under joint
arrangements with another institution and pay tuition
solely to the other institution.

Enrolled solely in a remedial program. Students who are
enrolled solely in a remedial program are not eligible.




image45.png
999983 School 83-DEV 999983  Logout

NATIONAL CENTER FOR EDUCATION STATISTICS | INSTITUTE OF EDUCATION SC

POSTSECONDARY

DATA PORTAL

Exclusion counts:

In each of the categories shown below, approximately how many students have been excluded from your institution's enrollment list?
Count of Students  Reason

. Did not meet the NPSAS eligib

requirements

o
5 b Student requested that their information not be provided to external parties
5 <. Excluded for any other reason
Total:
o

(@ Upload Student Enroliment List
Press the Upload File button to locate the file that contains your student list.

*(Files must be of type: ., .csv, xis. xisx, .doc or zip. Please zip your file ifitis larger than 3MB)
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Welcome back! Please complete the steps below.

Register Your Institution In progress
B Provide Your Student Enrollment List Not started
B  Provide Student Record Data Not started

&  Archive Notes or Other Documentation Not started
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July 2019
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These terms: Start End

General college fall 2019 08/07/2019  12/05/2019
Medical school fall 2019 08/09/2019  12/07/2019
Law school fall 2019 08/14/2019  12/14/2019
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Start End

Fall 2019 08/2019 12/2019
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Get started

USER ID:

CONTINUE
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Create Password

Your new password:

« must contain at least eight characters, but no more than 14 characters
« must contain at least one English upper case character (A, 8, C, ..Z)
« must contain at least one English lower case character (2, b, ¢, .2)
« must contain at least one Westernized Arabic numeral (1, 2, 3, .9)
« must contain at least one of the following non-alphanumeric ("special characters): ~, 1, %, 5, %, *, &% ?

« cannot contain your user name

Current User Name Required
New Password Required
Required

Confirm New Password

CREATE PASSWORD

Your password will expire in 60 days. At that time you will be required to create a new one.
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Get started

PASSWORD:
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Get started

ENTER THE CODE WE SENT TO YOUR EMAIL:

‘ 123456 ‘

SUBMIT

1 did not receive an email with a code.
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Table 1. Percentage of undergraduates receiving selected types of financial ad, by control and level of
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Table2.

ATTAINMENT AND PERSISTENCE RATES AT ANY INSTITUTION AMONG FIRST-TIME POSTSECONDARY STUDENTS

BEGINNING AT A PUBLIC 2-YEAR INSTITUTION: Percentage distribution of &-year undergraduate attainment and

persstence satus at any insttution among 201
instiution, by selected enoliment and tudent characteristcs: 2012-17

112 first.time postsecondary students beginning at a public 2-year

“Attainment: Porsistonce:
Highost undorgraduat crodontial No credential attained

attainod at any institution ‘atany institution

by spring 2017 by spring 2017

Enrolled at

Enrolled  less-than-
Selacted enroliment and. Associate's  Bacholors até-yoar dyoar Mot
student charactoristics Corificate ___dogreo __dogreo _institution _institution _enroliod
Total 84 181 127 a8 o8 463
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Table3.  ATTAINMENT AND PERSISTENCE RATES AT ANY INSTITUTION AMONG FIRST-TIME POSTSECONDARY STUDENTS
BEGINNING AT A 4-YEAR INSTITUTION: Percentage disrbution of &-year undsrgraduate atainment and persistence
Status at any institution among 2011-12 firstime postsecondary students beginning at a &-year nstitution, by selected
enrollment and student characteristics: 2012-17

“Attainment: Porsistonce:
Highost undorgraduat crodontial No credential attained

attainod at any institution ‘atany institution

by spring 2017 by spring 2017

Enrolled at

Enrolled  less-than-
Selacted enroliment and. Associate's  Bacholors até-yoar dyoar Mot
student charactoristics Corificate ___dogreo __dogreo _institution _institution _enroliod

Total 23 60 se1 83 26 27
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Table 1.

'SEX AND RACE/ETHNICITY: Percentage distribution of 2007-08 bachelor's degree recipients’
demographic, enroliment, and employment characteristics, by sex and racelethnicity: 2012—Continued

Sox Racolomniciy”

Twoor
Demographic,anroliment, and more
employment charactorstics Tolal Male Fomale Whits _Bisck Wspanic Asian Other races
Bachelors degree major”

STEM major® 62 253 94 158 50 122 23 281 19
‘Gomputer and information sciences 29 54 10 24 48 30 &7 % %
Engincering and

engincering technology 60 1S 19 &8 51 4s 13 831
Biologicaland physical scences,

science technology, mathematics,

and agrculural sciences 75 85 85 75 53 48 133 481 71

Non.STEM major 88 747 %6 84 0 a8 &7 &2 st
‘Genera sudies and ot 30 26 34 a1 20 28 311t 431
Socil sciences 52 132 168 183 189 200 187 1031 23
Humanites 171 21 128 49 Me 67 23 15
Health carefids 76 23 14 79 93 57 58 851 431
Business 23 0 18 22 W™e 24 21 211 24
Education 52 37 115 os 48 64 231 % 65
Otner applied® 9 137 157 s wss e 90 w7 17

Envolment satus n 2012

Envolled ul ime 91 92 90 88 102 &4 21 1001 18

Enroled part ime 57 50 62 54 88 63 37 ot 171

Equal mixoffulland part ime. 16 11 19 13 40 18l 231 151

Not envoled 86 86 B0 87 70 87 89 89 70

Federal undergraduate borowing
hrough 2012°
Did not orrow w02 w8 w6 4«8 67 B 52 M8 %2
Boroved 508 s 624 W2 733 619 428 82 08
Bartowed for any postsecondary
educaton trough 2012
Did ot orrow 24 314 261 M4 6 201 BT W61 255
Boroved 716 66 739 708 86 720 613 B4 745
Employment staus i 2012"

Fulktime, one job @4 8 @22 @3 570 614 7 s 52

Partime, one job 79 59 93 80 65 95 68 & 581

Mulipe jobs 64 52 73 @8 78 50 isl 121 110

Unemployed 85 86 85 68 0 109 138 781 121

Outof th lbor force A8 05 127 106 27 132 193 681 a8

‘See notes atend of tatle.
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FINDINGS FROM PAST NPSAS,
BPS, AND B&B STUDIES

NPSAS spins off two longitudinal studies:

the Beginning Postsecondary Students
Longitudinal Study (BPS) and the
Baccalaureate and Beyond Longitudinal Study
(B&B). BPS follows a cohort of first-time begin-
ning students up to six years after entering col-
lege. B&B follows a cohort of graduating col-
lege seniors up to ten years to leam about
their labor market and further education.

> NPSAS: Three-fifths of undergraduates
received grant aid in 2011-12, and
42 percent borrowed money to pay
college expenses.

> BPS: Among 2003-04 beginning
students who first enrolled in a public
2-year institution, 12 percent had
received a bachelor's degree, and
23 percent had earned a certificate
or associate’s degree by 2009. Among
their peers who first enrolled in a public
4-year institution, 60 percent had
received a bachelor's degree, and
5 percent had received a certificate
or associate’s degree by 2009.

> B&B: One year after completing their
degree requirements, 22 percent of 2007-08
bachelor’s degree recipients were enrolled
in additional education, 50 percent were
employed full time in one job, 19 percent
were employed part time or in multiple jobs,
7 percent were unemployed, and 3 percent
were out of the labor force.

Percentage of undergraduates receiving
financial aid, by type of aid: 2011-12

80%
60%
59%
40%
a%
20%
o 9%
i = -
Anygrants*  Any Any  Anyother
work-study  loans®  type of aid
‘Source: U.S. Department of Education, National Center for Education Statistics,
2011-12 Naticnal Postsecondary Student Aid Study (NPSAS:12)
Employment status of 2007-08
bachelor's degree recipients: 2009
% 3%
“ One full-time job, not
enrolled
9% “Enrolled

* Part-time or multiple
jobs, not enrolled

“ Unemployed, not
enrolled

not enrolled

Source: U.S. Department of Education, National Centor for Education Statistics, 2008

Baccalaurate and Boyond Longitudinal Study, First Follow-up (B&B:08/09).

* Out of the labor force,

DATA RESOURCES

The following tools are available for access-
ing these datasets through the NCES'’s
DataLab site (https://nces.ed.gov/datalab/)

> PowerStats provides users a drag-and-
drop workspace in which they may select
from many datasets—including NPSAS,
B&B, and BPS—to create complex tables
and conduct linear and logistic regression
analyses. Users can maintain a library of
their work, including variable specifica-
tions. A "Learn by Doing” library of step-
by-step guides is available from the
PowerStats homepage.

> QuickStats supplies an interface for
creating simple tables with the most
frequently used variables in the
available datasets

> The College and Career Tables
Library offers access to over 5,000
tables produced for NCES postsecondary
publications on a range of topics.

FOR MORE INFORMATION
ABOUT NPSAS AND ITS
RELATED STUDIES, GO TO:

http://nces.ed.gov/surveys/npsas/

Education attainment of 2003—-04 beginning postsecondary students, by type of institution first attended: 2009
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Public 4-year Private non profit 4-year Public 2-year
M No degree, enrolled / Attained certificate or AA/AS

a% 5%

For-profit! Other?

/ Atttained bachelor's degree

‘Source: U.S. Department of Education, National Center for Education Stafistics, 2003-04 Beginning Postsecondary Students Longitudinal Study, Second Follow-up (BPS:04/09).
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