
Uploading students to a Banner Contract from an Excel Spreadsheet
· Obtain your list of contract numbers to be loaded.
· Using the Ellucian TSPCSTU template layout, enter your students into an Excel spreadsheet.   
· Save your file in a .csv format (Example 201412.csv).  Name your file short and sweet like 201412.csv.  
· Document must be saved as a .csv file type.  You must enter either the student ID or the SSN.  The last name/first name is optional.  The Student Id and  Roll Student are required. If you are entering in a value like $45.00, it must be entered as 4500. 
· If an Expiration Term is not entered on TSACONT, you need to leave this field blank on the template. If you enter a “N”, you will received an error.
· If your college does not authorize students until generating bills, you can leave the Authorize field blank and Memos will be initially posted on the accounts. 
StudentID,SSN,LastName,FirstName,RollStudent,ExpireTerm,Authorize,AuthNumber,MaxAmount,SponsorReference

911115735,,Ayers,Betty,N,,Y,,4500,

900010362,,Harden,Mike,N,,Y,,,

9101999524,N,,Y,,,

· Sign into FTP on desktop

· Make sure your file is either saved on your desktop or desktop/banner folder in your local system in FTP. 

· Move your .csv file you created earlier (Example 201412.csv) to the /tmp directory on the remote/Banner system. 
· Sign in to Banner. 
· The Term, Contract ID and Contract Number must first be set up on the form TSACONT. Ensure “roll students” is checked on each contract number or you will receive an error.

In the Go To box type:
· TSPCSTU <<enter>> (Contract Student Load)
· CTRL+PAGE DOWN

· Type DATABASE into printer box or your printer name
· CTRL+PAGE DOWN
· Verify Parameter Values are accurate
· Parameter 01 is the Contract ID

· Parameter 02 is the Contract Number (1=TUIT, 2=MISR, etc.). You will need a separate Contract Number for each fund source. 
· Parameter 03 is the term 
· 
· File Location is the directory that you FTP’d your .csv file to earlier.  In this example, it is the /tmp/ directory. Don’t forget the last slash on the file name. The slash separates the File Location and the File Name.  If you put this into your home directory it could be:  /home/ddrazdow/

· File Name is your file name you copied down to the banner system, i.e 201412.csv
· Run Mode is always first run in Audit – value = A.  
· Check Save Parameter Set as box at the bottom of page and save your parameter values the first time
· Then click the save button or press F10
· Click the Options menu at the top of the page and then click Review Output (GJIREVO) in the drop-down box.
· Click on File Name

· Make sure the file is ready to open, by clicking in the box first; you may need to wait a few seconds and allow the document to populate.

· Once the report has populated, then double-click in the File Name box.
· The report will show an Output File Name (Example: tspcstu_1026758.lis). You can double-click   the report name to view it. 
· Your report will generate and show you if each student was applied correctly. You can scroll to the bottom to see if there are errors, and what type of errors occurred. Always verify your report because when you first load your file, you may have formatting issues.  If that is the case you will need to correct your file on your desktop and FTP the updated file back to the Banner box.
· Final step, go back to TSPCSTU and change Parameter Number (06) to (U) Update.
· Check Save Parameter Set as box at the bottom of page

· Then click save or press F10
· After verifying your report, verify your data has been loaded in form TSACONP.

Repeat TSPCSTU changing the contract number each time. Once you know your file is formatted properly, you can just run TSPCSTU in Update mode each time for the subsequent contract numbers (i.e. registration, activity fee, etc.).   You may want to save tuition until last so you can put in maximum amounts, if applicable.  

NOTES:
 (A) 
Audit mode allows you to verify the information on contract first before you (U) update and apply to the contract.
(U)
Update mode is ran after each contract number is verified in (A) audit mode.
If you have 40 students in your initial spreadsheet and then you add 10 more, you may upload and re-run TSPCSTU using this same file again.  Only new students will be loaded to form TSACONP/TSACONT.
If student changes occur after the upload, contract changes must be done manually in TSACONP/TSACONT.  

