
Procedure for Uploading Completions, Scholarship, and Enrollment Data 
 

1. Effective with any data submitted from fall 2006 forward. 
2. Formats  

a. Text 
b. Excel – for all formats, the individual columns of data that are being 

reported have not changed. 
 
An example of an Excel Completion file is presented below (New Race/Ethnicity 
Format): 
 

 
 
 

1. Row 1 has the field descriptions for each column.  Row 1, Column A must have 
information, such as the field description in it. 

2. Data will ALWAYS begin in ROW 2.  Our programs will start reading data in 
row 2 so if data has been placed in row 1, it will not be read. 

3. Sheet name for completions data is aCompletion 
4. Sheet name for double major data is bDoublemajor 
5. If using the sheet that is posted on our web site, the third sheet will have the 

definitions. 
6. When the spread sheet is saved, it can be given any name. 

 

 1



An example of an Excel Enrollment File is presented below: 
(These are the first columns of reporting the full format for Enrollment.  See the file 
layouts for the different versions.) 

 
 
 

1. Row 1 has the field descriptions for each column.  Row 1, Column A must have 
information, such as the field description in it. 

2. Data will ALWAYS begin in ROW 2.  Our programs will start reading data in 
row 2 so if data has been placed in row 1, it will not be read. 

3. Sheet name for enrollment data is aEnrollment 
4. Sheet name for transfer data is bTransfer 
5. Sheet name for doublemajor is cDoublemajor 
6. If using the sheet that is posted on our web site, the definitions will not be 

included as you see above. 
7. When the spread sheet is saved, it can be given any name. 
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An example of an  Excel Scholarship Report is presented below: 
 

 
 
 

1. Row 1 has the field descriptions for each column.  Row 1, Column A must have 
information, such as the field description in it. 

2. Data will ALWAYS begin in ROW 2.  Our programs will start reading data in 
row 2 so if data has been placed in row 1, it will not be read. 

3. For the scholarship data, the sheet name is aScholarship. 
4. When the spread sheet is saved, it can be given any name. 
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The web address for the Excel formats is 
 
http://www.che.sc.gov/Forms/ 
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http://www.che.sc.gov/Forms/


The DATA UPLOAD process 
 

1. Enter the user id and password received from CHE. (If a user id and password is 
needed, please contact Camille Brown.) 

2. This will apply to uploading enrollment, completion, scholarship, identifier, 
course, facilities, and faculty data. 

3. You can upload either a text file (.txt) for any of the components or an excel file 
(.xls, xlsx) for enrollment, completion, or scholarship. 

 
This is a secure web site as noted with the https.  The web address for the page below is 
https://connect.che.sc.gov/upload/data/chefiles/default.htm and can also be found on the 
forms page shown above, http://www.che.sc.gov/Forms/. 
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https://connect.che.sc.gov/upload/data/chefiles/default.htm
http://www.che.sc.gov/Forms/
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Scenario:  You have just uploaded a data file and realized that you need to make a 
correction.  When the message that your file was saved was displayed, processing was  
not completed.  If the message above is displayed, processing for your file is still 
underway, and you must wait until that process is completed before you can upload your 
data again.  Recommended waiting time is about 5 minutes. 
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1. Data will be uploaded to our file server and processed automatically at 8:30, 
12:30, 2:30, 4:30, and 6:30, Monday through Friday.  If you upload your data at 
8:30, the editing process may not execute until 12:30.  If you haven’t received an 
edit from us in a timely fashion, please call or e-mail Camille Brown. 

2. The e-mail notifications will look like the above.  We have added to the general 
messages that will be received. 

a. Subject – CHE:  Enrollment Data 
i. Text – Please see the attached message from CHE.  There are 

errors in the data upload. 
b. Subject – 003419_Completions_Reports 

i. Text – Please review the attached reports.  No errors were found in 
the data. 

ii. Text – Please review the attached reports.  There are errors in the 
data. 

3. Reports will be in Adobe Format. 
4. Edit reports will look the same. 
5. When all errors have been corrected, the last report produced will be the summary 

report of the data that is uploaded to IPEDS.  This information can be checked, 
and if it is not correct, completions data can be submitted again.  Below is an 
example of a completions report that was created.   

6. This same type of data also exists for enrollment. 
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