Reporting Instructions: How to Submit RSA-911 Reports in New RSAMIS

The new RSAMIS will collect the RSA-911 in the same manner as the legacy RSAMIS – via CSV file upload in accordance with PD-16-04 (for PY 2019 Q4 reports) and PD-19-03 (beginning with PY 2020 Q1 reports). The new RSAMIS, however, will be organized differently in terms of how State VR agencies navigate the website to upload quarterly RSA-911 reports.   

After you have set-up your new RSAMIS account and you are logged-in, please follow the below steps to submit an RSA-911 report at rsa.ed.gov:  

1. Scroll down to the menu at the bottom of the page. Under the column labeled “DATA,” select “Data Entry.”

[image: Image of menu with arrow pointing to "Data Entry" under the "DATA" column. ]

1. This will take you to the “Warning” page. After reading the warning, select “Proceed to Data Entry.” 

[image: Image of "Warning" page with arrow pointing to "Proceed to Data Entry"]




1. This will take you to a page listing your Grantee name that includes the RSA-911 form if you have permission to use this form. If you have permissions to use other data collection forms (e.g., RSA-692), you will also see those listed on this page. 

[image: Sample image of Grantee's access to data collection forms listing the RSA-692 and RSA-911.]

1. Select the hyperlink labeled “RSA-911.” 

[image: Sample image of Grantee's access to data collection forms with arrow pointing to "RSA-692" hyperlink. ]

1. This will bring you to the RSA-911 data collection page, which includes details about the OMB-approved information collection. 

[image: Image of RSA-911 data collection page with details related to the OMB-approved information collection. ]

1. To submit the PY 2019 Q4 report, for example, select “RSA-911 through June 30, 2020.” PY 2019 Q4 begins April 1, 2020 and ends June 30, 2020. 

[image: Image of RSA-911 page with arrow pointing to "RSA-911 through June 30, 2020" hyperlink. ]

1. This will bring you to the page where you will upload the RSA-911 file in CSV format. The name of your organization will be prepopulated under “Submitting Organization.” 

[image: Sample image of pre-populated RSA-911 page with "Name of your organization" listed under "Submitting Organization" ]

	





1. Under “File to Upload,” select the CSV file from your computer to upload. 

[image: Image of file upload page with arrow pointing to "Browse, no file selected." ] 

1. Once you have selected the CSV file, you have the option to select the button labeled, “Ignore the first row of this file - it's a header row.” Use this only if it applies to your CSV file. At this point, the status will read, “Not uploaded.”

[image: Image of file upload page with arrow pointing to "Ignore the first row of this file  - it's a header row" button. ] 




1. Select “Upload.” 

[image: Image of RSA-911 file upload page with arrow pointing to "Upload" button. ]

1. The upload will take several minutes. For larger files, this process will take longer. Please do not navigate away from this page. A small stopwatch will spin next to the “Upload” button to show that the file is uploading. During this time, the RSA-911 file is being checked for errors in the Edit Checks.
		
[image: Image of RSA-911 file upload page with arrow pointing to stopwatch next to the "Upload" button. This stopwatch will be present when the file is uploading. ] 








1. If the RSA-911 file passes the Edit Checks, you will have successfully submitted the report and the status will read as, “Completed.” You will also receive an email confirming submission. 

[image: Image of RSA-911 page with arrow pointing to "Status: Completed"]

1. If the RSA-911 file generates errors from the Edit Checks, you will be able to view the errors on the RSA website. You will receive an email listing the errors. 

[image: Same image of RSA-911 edit check errors. This image shows only the errors for Data Elements 1 and 2 on the RSA-911. ]

1. Once you have corrected the errors and you have a new RSA-911 file to report, repeat the file upload steps until you are able to successfully submit the file without errors. 
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Warning

‘You are accessing a U.S. Federal Government computer system intended to be solely accessed by individual users expressly authorized to access the system
by the U.S. Department of Education. Usage may be monitored, recorded, and/or subject to audit. For security purposes and in order to ensure that the
system remains available to all expressly authorized users, the U.S. Department of Education monitors the system to identify unauthorized users. Anyone
using this system expressly consents to such monitoring and recording. Unauthorized use of this information system is prohibited and subject to criminal
and civil penalties. Except as expressly authorized by the U.S. Department of Education, unauthorized attempts to access, obtain, upload, modify, change,
and/or delete information on this system are strictly prohibited and are subject to criminal prosecution under 18 U.5.C § 1030, and other applicable statutes,
which may result in fines and imprisonment. For purposes of this system, unauthorized access includes, but is not limited to:

« Any access by an employee or agent of a commercial entity, or other third party, who is not the individual user, for purposes of commercial advantage or
private financial gain (regardless of whether the commercial entity or third party is providing a service to an authorized user of the system); and

« Any access in furtherance of any criminal or tortious act in violation of the Constitution or laws of the United States or any State.

If system monitoring reveals information indicating possible criminal activity, such evidence may be provided to law enforcement personnel.

Proceed to Data Entry <:|
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© Contact RSAMIS Technical Support@ed.gov - your upload was valid but failed to save due to the issues:
The system found 613 issues in the data you uploaded. A summary of these errors is shown below and a copy has been sent to you via email

Error Message f16-04
reference
1 Program Year Program Year is not P8 This error occurs 1 times: 5
correct
2 Program Year Quarter | Program Quarter s not p.8 This error occurs 312 times: 5, Row 2, AS0000003718, AS0000003819, AS0000003853, AS0000003889,
correct AS0000003919, AS0000004044, AS0000004071, AS0000004074, AS0000004079, AS0000004087,

AS0000004094, AS0000004105, AS0000004107, AS0000004111, AS0000004126, AS0000004129,
/AS0000004140, AS0000004155, ASO000004157, ASO000004161, AS0000004162, AS0000004164,





