SPP #14 PIAR Website Submission Directions
Before you begin you will need a username and password. 
The username is tied to the email address of the District Contact. You can always use the “Retrieve Password” option on the main menu page of our website. You should receive an email very quickly. If you do not, please contact PIAR (315-267-2718) or (888-419-2697). 
Only one format option should be used: File Transfer or Direct Web Submission. 

Do you want to submit a file? See File Transfers below.
OR
Do you want to use the website to record information on individual students?  See Direct Web Submission below. (The directions for Direct Web Submission are longer, but many smaller districts find this method works best for them.)
File Transfers (Excel File option)
Open the worksheets by clicking on the tabs at the bottom of the workbook. There is one sheet for each set of information: Enroll exiters, Contact, and Demographics.

Fill in the cells. (Note that columns A-F are the same on each sheet.)

Please save the file with the district name in the title; once it is uploaded there is no other name attached to the file.
To submit the file, go to the website, or click on File Transfers. Enter your username and password.

You will see one empty cell (a long rectangle). Either type or paste in the file name, or click on BROWSE to select a file from your computer or network. 

Select the file (generally by click or double click). 

You will see it appear in the cell. 

Click SUBMIT. 

For the quickest response, please send me an email or give me a call to notify me that you have sent the file. 
Direct Web Submission
Begin with Student Enrollment. Here you will build your exiter list – basic information on each student will be used for the other two sets of information: 

Student Contact Information
Student Demographics 
(These last two can be done in either order)
Student Enrollment

You’ll notice that the BEDS code is already selected. (You should see the name of your district here. If you don’t, please contact PIAR so this can be fixed. Otherwise, you will likely be unable to submit the Contact and Demographics information.)

Enter information for one student. When you have finished click on SUBMIT.

You will then see another form for the next student. When you have submitted all the information you care to for this session, click on FINISHED.


(You are able to return and add students to your exiter list at any time.)
FINISHED will take you back to the menu page where you will be able to log into another area. 
You will not be able to make corrections to student ID number, name, date of birth or date of exit. Please contact us for these changes.

Student Contact – You will only be able to get onto this page if you have already entered students on the enrollment form.
- You’ll see a list of students you have entered so far

- For each student there will be a click here that will bring you to the form to fill out

- Students who decline to participate should be given a “No” for consent, and no other information needs to be entered. The consent form is designed to be “opt out” – students who do not return the letter are assumed to be participating.
Notice that the BEDS code, the student ID and Name are already listed. Below this are cells for you to fill out for the 1st set of contact information. When you have filled in as much as you can, click SUBMIT.
You’ll be taken to a form for Family Information. 

Here SUBMIT will take you to a form for “Other” Contact Information.

At the “Other” form, SUBMIT will take you back to the Exiter List.

You may then select another student or Return to main menu (located on the left hand side above the list)

Student Demographics
Please complete demographic information for each student, whether or not they withdrew consent to be interviewed. 
Please note that after your first visit you will be able to access your information again to add students or to add information about students you’ve already entered.
We will be very happy to help you with web submission.

Please feel free to call or email PIAR for assistance.

(315-267-2718) or (1-888-419-2697)     nysspp14@potsdam.edu
