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[bookmark: _Toc14766061]
What’s this guide about?
The Transforming the Collection of Student Information (TCSI) project is delivering a business to Government interface that enables automated reporting from education providers’ student management systems.
[bookmark: _Hlk51678777]The project will also deliver an internet portal for providers who are unable to connect to the interface. This portal is called TCSI Data Entry.
Uploading files to TCSI Data Entry allows you to create and update many records at once. This guide describes how to add, edit and delete records using file upload.
Check out the Reporting page for information on the scope of each collection and guidance on reporting for any of the elements.
[bookmark: _Toc14766062][bookmark: _Toc13748735][bookmark: _Toc13749012][bookmark: _Toc13749229][bookmark: _Toc13749445][bookmark: _Toc13749660][bookmark: _Toc13749872][bookmark: _Toc13750089][bookmark: _Toc13750300][bookmark: _Toc13750511][bookmark: _Toc13750717][bookmark: _Toc13750921][bookmark: _Toc13748736][bookmark: _Toc13749013][bookmark: _Toc13749230][bookmark: _Toc13749446][bookmark: _Toc13749661][bookmark: _Toc13749873][bookmark: _Toc13750090][bookmark: _Toc13750301][bookmark: _Toc13750512][bookmark: _Toc13750718][bookmark: _Toc13750922][bookmark: _Toc13748743][bookmark: _Toc13749020][bookmark: _Toc13749237][bookmark: _Toc13749453][bookmark: _Toc13749668][bookmark: _Toc13749880][bookmark: _Toc13750097][bookmark: _Toc13750308][bookmark: _Toc13750519][bookmark: _Toc13750725][bookmark: _Toc13750929][bookmark: _Toc13748744][bookmark: _Toc13749021][bookmark: _Toc13749238][bookmark: _Toc13749454][bookmark: _Toc13749669][bookmark: _Toc13749881][bookmark: _Toc13750098][bookmark: _Toc13750309][bookmark: _Toc13750520][bookmark: _Toc13750726][bookmark: _Toc13750930][bookmark: _Toc13748749][bookmark: _Toc13749026][bookmark: _Toc13749243][bookmark: _Toc13749459][bookmark: _Toc13749674][bookmark: _Toc13749886][bookmark: _Toc13750103][bookmark: _Toc13750314][bookmark: _Toc13750525][bookmark: _Toc13750731][bookmark: _Toc13750935][bookmark: _Toc13748761][bookmark: _Toc13749038][bookmark: _Toc13749255][bookmark: _Toc13749471][bookmark: _Toc13749686][bookmark: _Toc13749898][bookmark: _Toc13750115][bookmark: _Toc13750326][bookmark: _Toc13750537][bookmark: _Toc13750743][bookmark: _Toc13750947][bookmark: _Toc13749899]Structuring your files
The department supplied templates will meet the requirements for file upload. You can work in these templates or generate your own files, so long as they follow these rules:
· File name can only have alphanumeric, underscore, hyphen and period characters, e.g. Student_Submission_File.xlsx
· Only 1 sheet (tab) is allowed per file
· The text in the column titles must match the column titles in the template
· All columns in the template must be included in your file (you can change the order)
· Additional columns cannot be added to your file
· [bookmark: _GoBack]Rows can be in any order
· File must be less than five megabytes (5MB).
[bookmark: _Toc13739569][bookmark: _Toc13739752][bookmark: _Toc13748763][bookmark: _Toc13749040][bookmark: _Toc13749257][bookmark: _Toc13749473][bookmark: _Toc13749688][bookmark: _Toc13749900][bookmark: _Toc13750117][bookmark: _Toc13750328][bookmark: _Toc13750539][bookmark: _Toc13750745][bookmark: _Toc13750949][bookmark: _Toc13749901][bookmark: _Toc14766063]File Parts
Files are made up of the following parts:
· Information Type
· Identifying Elements
· Single Active Value Elements
· Extensions (where applicable)

In our templates, the columns for each part are grouped together and colour is used to identify the different parts of a file, for example, identifying elements are shaded yellow. The examples below use the same formatting as in the templates so you can find them easily.


Information Type
A record may contain several types of information, which will be reported either as Single Active Value Elements or as Extensions. Each type of information attached to a record must be reported on a separate line in the file and identified with that record’s Identifying Elements. 
Each complete row in the file must include the identifying elements of the record and the correct information type for that row. 
The information types for each file are listed at Appendix A.
	Information Type
	E313
Student Identification Code

	E314
Date of birth
	E402 Student family name
	…
	E615
Disability Code
	…
	E358
Citizen resident code
	E609
Citizenship effective from date

	Student
	E013843
	1986-09-12
	Smith
	
	
	
	
	

	Citizenship
	E013843
	
	
	
	
	
	1
	2018-02-23

	Citizenship
	E013843
	
	
	
	
	
	8
	2014-03-14

	Information Type
	Identifying Element
	Single Active
Values
	Extensions attached to the Identifying Element


Figure 2: Examples of Information Type
[bookmark: _Identifying_Elements][bookmark: _Ref12265534][bookmark: _Toc13749902][bookmark: _Toc14766064]Identifying Elements
A record is created in TCSI when you first report a unique combination of values in the identifying elements columns.
If you have previously reported the same combination of identifying elements in TCSI, the record in your file upload will update the record in our system.
You cannot leave any identifying element columns blank in your file.
	E313
Student Identification Code
	E307
Course Code
	E534
Course of Study Commencement Date

	This links the course Admission to the student
	This links the Course Admission to the Course
	This is the Identifying Element for the Course Admission


Figure 1: Examples of Identifying Elements
Note that you cannot update identifying elements as part of a file submission.
If you accidentally created a record with incorrect identifiers, you can update identifiers, one record at a time, through the “Records” section of TCSI Data Entry. Alternatively, records with incorrect identifiers can be deleted and re-reported.
The identifying elements for each file are listed at Appendix A.
[bookmark: _Toc14693713][bookmark: _Single_Active_Value][bookmark: _Toc13749903][bookmark: _Toc14766065]Single Active Value Elements
Single Active Value data elements can only have one value at any time.
To report these values, fill in the cell with the relevant information. You can leave them blank if they are not required as part of the submission.
To update or correct a single active value, simply submit another file with the correct value in the relevant cell. 
To delete a value you have previously submitted, submit another file and leave the cell that you want deleted blank.
Note that the system will not give you access to the history of changes made to these elements.
For example, the figure below shows a selection of Single Active Value elements from the Student Packet, alongside the Identifying Element E313.
	E313
Student Identification Code

	E314
Date of Birth
	E402
Student Family Name
	E403
Student given first name
	E404
Student given name others
	E410
Residential Address Street

	E123456
	1986-09-12
	Smith
	Tamar
	Rachel
	21 Soway Way

	Identifying Element
	Single Active Values


[bookmark: _Toc12879707]Figure 3: Examples of Single Active Value Elements
The single active value elements for each file are listed at Appendix A.
[bookmark: _Extensions][bookmark: _Toc13739573][bookmark: _Toc13739756][bookmark: _Toc13748767][bookmark: _Toc13749044][bookmark: _Toc13749261][bookmark: _Toc13749477][bookmark: _Toc13749692][bookmark: _Toc13749904][bookmark: _Toc13750121][bookmark: _Toc13750332][bookmark: _Toc13750543][bookmark: _Toc13750749][bookmark: _Toc13750953][bookmark: _Toc13739574][bookmark: _Toc13739757][bookmark: _Toc13748768][bookmark: _Toc13749045][bookmark: _Toc13749262][bookmark: _Toc13749478][bookmark: _Toc13749693][bookmark: _Toc13749905][bookmark: _Toc13750122][bookmark: _Toc13750333][bookmark: _Toc13750544][bookmark: _Toc13750750][bookmark: _Toc13750954][bookmark: _Toc13739575][bookmark: _Toc13739758][bookmark: _Toc13748769][bookmark: _Toc13749046][bookmark: _Toc13749263][bookmark: _Toc13749479][bookmark: _Toc13749694][bookmark: _Toc13749906][bookmark: _Toc13750123][bookmark: _Toc13750334][bookmark: _Toc13750545][bookmark: _Toc13750751][bookmark: _Toc13750955][bookmark: _Toc13739577][bookmark: _Toc13739760][bookmark: _Toc13748771][bookmark: _Toc13749048][bookmark: _Toc13749265][bookmark: _Toc13749481][bookmark: _Toc13749696][bookmark: _Toc13749908][bookmark: _Toc13750125][bookmark: _Toc13750336][bookmark: _Toc13750547][bookmark: _Toc13750753][bookmark: _Toc13750957][bookmark: _Toc13739578][bookmark: _Toc13739761][bookmark: _Toc13748772][bookmark: _Toc13749049][bookmark: _Toc13749266][bookmark: _Toc13749482][bookmark: _Toc13749697][bookmark: _Toc13749909][bookmark: _Toc13750126][bookmark: _Toc13750337][bookmark: _Toc13750548][bookmark: _Toc13750754][bookmark: _Toc13750958][bookmark: _Toc13739580][bookmark: _Toc13739763][bookmark: _Toc13748774][bookmark: _Toc13749051][bookmark: _Toc13749268][bookmark: _Toc13749484][bookmark: _Toc13749699][bookmark: _Toc13749911][bookmark: _Toc13750128][bookmark: _Toc13750339][bookmark: _Toc13750550][bookmark: _Toc13750756][bookmark: _Toc13750960][bookmark: _Toc13739581][bookmark: _Toc13739764][bookmark: _Toc13748775][bookmark: _Toc13749052][bookmark: _Toc13749269][bookmark: _Toc13749485][bookmark: _Toc13749700][bookmark: _Toc13749912][bookmark: _Toc13750129][bookmark: _Toc13750340][bookmark: _Toc13750551][bookmark: _Toc13750757][bookmark: _Toc13750961][bookmark: _Toc13739583][bookmark: _Toc13739766][bookmark: _Toc13748777][bookmark: _Toc13749054][bookmark: _Toc13749271][bookmark: _Toc13749487][bookmark: _Toc13749702][bookmark: _Toc13749914][bookmark: _Toc13750131][bookmark: _Toc13750342][bookmark: _Toc13750553][bookmark: _Toc13750759][bookmark: _Toc13750963][bookmark: _Toc13739584][bookmark: _Toc13739767][bookmark: _Toc13748778][bookmark: _Toc13749055][bookmark: _Toc13749272][bookmark: _Toc13749488][bookmark: _Toc13749703][bookmark: _Toc13749915][bookmark: _Toc13750132][bookmark: _Toc13750343][bookmark: _Toc13750554][bookmark: _Toc13750760][bookmark: _Toc13750964][bookmark: _Toc13739586][bookmark: _Toc13739769][bookmark: _Toc13748780][bookmark: _Toc13749057][bookmark: _Toc13749274][bookmark: _Toc13749490][bookmark: _Toc13749705][bookmark: _Toc13749917][bookmark: _Toc13750134][bookmark: _Toc13750345][bookmark: _Toc13750556][bookmark: _Toc13750762][bookmark: _Toc13750966][bookmark: _Toc13739587][bookmark: _Toc13739770][bookmark: _Toc13748781][bookmark: _Toc13749058][bookmark: _Toc13749275][bookmark: _Toc13749491][bookmark: _Toc13749706][bookmark: _Toc13749918][bookmark: _Toc13750135][bookmark: _Toc13750346][bookmark: _Toc13750557][bookmark: _Toc13750763][bookmark: _Toc13750967][bookmark: _Toc13739589][bookmark: _Toc13739772][bookmark: _Toc13748783][bookmark: _Toc13749060][bookmark: _Toc13749277][bookmark: _Toc13749493][bookmark: _Toc13749708][bookmark: _Toc13749920][bookmark: _Toc13750137][bookmark: _Toc13750348][bookmark: _Toc13750559][bookmark: _Toc13750765][bookmark: _Toc13750969][bookmark: _Toc13739590][bookmark: _Toc13739773][bookmark: _Toc13748784][bookmark: _Toc13749061][bookmark: _Toc13749278][bookmark: _Toc13749494][bookmark: _Toc13749709][bookmark: _Toc13749921][bookmark: _Toc13750138][bookmark: _Toc13750349][bookmark: _Toc13750560][bookmark: _Toc13750766][bookmark: _Toc13750970][bookmark: _Toc13739592][bookmark: _Toc13739775][bookmark: _Toc13748786][bookmark: _Toc13749063][bookmark: _Toc13749280][bookmark: _Toc13749496][bookmark: _Toc13749711][bookmark: _Toc13749923][bookmark: _Toc13750140][bookmark: _Toc13750351][bookmark: _Toc13750562][bookmark: _Toc13750768][bookmark: _Toc13750972][bookmark: _Toc13739593][bookmark: _Toc13739776][bookmark: _Toc13748787][bookmark: _Toc13749064][bookmark: _Toc13749281][bookmark: _Toc13749497][bookmark: _Toc13749712][bookmark: _Toc13749924][bookmark: _Toc13750141][bookmark: _Toc13750352][bookmark: _Toc13750563][bookmark: _Toc13750769][bookmark: _Toc13750973][bookmark: _Toc13739595][bookmark: _Toc13739778][bookmark: _Toc13748789][bookmark: _Toc13749066][bookmark: _Toc13749283][bookmark: _Toc13749499][bookmark: _Toc13749714][bookmark: _Toc13749926][bookmark: _Toc13750143][bookmark: _Toc13750354][bookmark: _Toc13750565][bookmark: _Toc13750771][bookmark: _Toc13750975][bookmark: _Toc13739596][bookmark: _Toc13739779][bookmark: _Toc13748790][bookmark: _Toc13749067][bookmark: _Toc13749284][bookmark: _Toc13749500][bookmark: _Toc13749715][bookmark: _Toc13749927][bookmark: _Toc13750144][bookmark: _Toc13750355][bookmark: _Toc13750566][bookmark: _Toc13750772][bookmark: _Toc13750976][bookmark: _Toc13739598][bookmark: _Toc13739781][bookmark: _Toc13748792][bookmark: _Toc13749069][bookmark: _Toc13749286][bookmark: _Toc13749502][bookmark: _Toc13749717][bookmark: _Toc13749929][bookmark: _Toc13750146][bookmark: _Toc13750357][bookmark: _Toc13750568][bookmark: _Toc13750774][bookmark: _Toc13750978][bookmark: _Toc13739599][bookmark: _Toc13739782][bookmark: _Toc13748793][bookmark: _Toc13749070][bookmark: _Toc13749287][bookmark: _Toc13749503][bookmark: _Toc13749718][bookmark: _Toc13749930][bookmark: _Toc13750147][bookmark: _Toc13750358][bookmark: _Toc13750569][bookmark: _Toc13750775][bookmark: _Toc13750979][bookmark: _Toc13739601][bookmark: _Toc13739784][bookmark: _Toc13748795][bookmark: _Toc13749072][bookmark: _Toc13749289][bookmark: _Toc13749505][bookmark: _Toc13749720][bookmark: _Toc13749932][bookmark: _Toc13750149][bookmark: _Toc13750360][bookmark: _Toc13750571][bookmark: _Toc13750777][bookmark: _Toc13750981][bookmark: _Toc13739602][bookmark: _Toc13739785][bookmark: _Toc13748796][bookmark: _Toc13749073][bookmark: _Toc13749290][bookmark: _Toc13749506][bookmark: _Toc13749721][bookmark: _Toc13749933][bookmark: _Toc13750150][bookmark: _Toc13750361][bookmark: _Toc13750572][bookmark: _Toc13750778][bookmark: _Toc13750982][bookmark: _Toc13739604][bookmark: _Toc13739787][bookmark: _Toc13748798][bookmark: _Toc13749075][bookmark: _Toc13749292][bookmark: _Toc13749508][bookmark: _Toc13749723][bookmark: _Toc13749935][bookmark: _Toc13750152][bookmark: _Toc13750363][bookmark: _Toc13750574][bookmark: _Toc13750780][bookmark: _Toc13750984][bookmark: _Toc13739605][bookmark: _Toc13739788][bookmark: _Toc13748799][bookmark: _Toc13749076][bookmark: _Toc13749293][bookmark: _Toc13749509][bookmark: _Toc13749724][bookmark: _Toc13749936][bookmark: _Toc13750153][bookmark: _Toc13750364][bookmark: _Toc13750575][bookmark: _Toc13750781][bookmark: _Toc13750985][bookmark: _Toc13739607][bookmark: _Toc13739790][bookmark: _Toc13748801][bookmark: _Toc13749078][bookmark: _Toc13749295][bookmark: _Toc13749511][bookmark: _Toc13749726][bookmark: _Toc13749938][bookmark: _Toc13750155][bookmark: _Toc13750366][bookmark: _Toc13750577][bookmark: _Toc13750783][bookmark: _Toc13750987][bookmark: _Toc13739608][bookmark: _Toc13739791][bookmark: _Toc13748802][bookmark: _Toc13749079][bookmark: _Toc13749296][bookmark: _Toc13749512][bookmark: _Toc13749727][bookmark: _Toc13749939][bookmark: _Toc13750156][bookmark: _Toc13750367][bookmark: _Toc13750578][bookmark: _Toc13750784][bookmark: _Toc13750988][bookmark: _Toc13739610][bookmark: _Toc13739793][bookmark: _Toc13748804][bookmark: _Toc13749081][bookmark: _Toc13749298][bookmark: _Toc13749514][bookmark: _Toc13749729][bookmark: _Toc13749941][bookmark: _Toc13750158][bookmark: _Toc13750369][bookmark: _Toc13750580][bookmark: _Toc13750786][bookmark: _Toc13750990][bookmark: _Toc13739611][bookmark: _Toc13739794][bookmark: _Toc13748805][bookmark: _Toc13749082][bookmark: _Toc13749299][bookmark: _Toc13749515][bookmark: _Toc13749730][bookmark: _Toc13749942][bookmark: _Toc13750159][bookmark: _Toc13750370][bookmark: _Toc13750581][bookmark: _Toc13750787][bookmark: _Toc13750991][bookmark: _Toc13739613][bookmark: _Toc13739796][bookmark: _Toc13748807][bookmark: _Toc13749084][bookmark: _Toc13749301][bookmark: _Toc13749517][bookmark: _Toc13749732][bookmark: _Toc13749944][bookmark: _Toc13750161][bookmark: _Toc13750372][bookmark: _Toc13750583][bookmark: _Toc13750789][bookmark: _Toc13750993][bookmark: _Toc13739614][bookmark: _Toc13739797][bookmark: _Toc13748808][bookmark: _Toc13749085][bookmark: _Toc13749302][bookmark: _Toc13749518][bookmark: _Toc13749733][bookmark: _Toc13749945][bookmark: _Toc13750162][bookmark: _Toc13750373][bookmark: _Toc13750584][bookmark: _Toc13750790][bookmark: _Toc13750994][bookmark: _Toc13739616][bookmark: _Toc13739799][bookmark: _Toc13748810][bookmark: _Toc13749087][bookmark: _Toc13749304][bookmark: _Toc13749520][bookmark: _Toc13749735][bookmark: _Toc13749947][bookmark: _Toc13750164][bookmark: _Toc13750375][bookmark: _Toc13750586][bookmark: _Toc13750792][bookmark: _Toc13750996][bookmark: _Toc13739617][bookmark: _Toc13739800][bookmark: _Toc13748811][bookmark: _Toc13749088][bookmark: _Toc13749305][bookmark: _Toc13749521][bookmark: _Toc13749736][bookmark: _Toc13749948][bookmark: _Toc13750165][bookmark: _Toc13750376][bookmark: _Toc13750587][bookmark: _Toc13750793][bookmark: _Toc13750997][bookmark: _Toc13739619][bookmark: _Toc13739802][bookmark: _Toc13748813][bookmark: _Toc13749090][bookmark: _Toc13749307][bookmark: _Toc13749523][bookmark: _Toc13749738][bookmark: _Toc13749950][bookmark: _Toc13750167][bookmark: _Toc13750378][bookmark: _Toc13750589][bookmark: _Toc13750795][bookmark: _Toc13750999][bookmark: _Toc13739621][bookmark: _Toc13739804][bookmark: _Toc13748815][bookmark: _Toc13749092][bookmark: _Toc13749309][bookmark: _Toc13749525][bookmark: _Toc13749740][bookmark: _Toc13749952][bookmark: _Toc13750169][bookmark: _Toc13750380][bookmark: _Toc13750591][bookmark: _Toc13750797][bookmark: _Toc13751001][bookmark: _Toc13739622][bookmark: _Toc13739805][bookmark: _Toc13748816][bookmark: _Toc13749093][bookmark: _Toc13749310][bookmark: _Toc13749526][bookmark: _Toc13749741][bookmark: _Toc13749953][bookmark: _Toc13750170][bookmark: _Toc13750381][bookmark: _Toc13750592][bookmark: _Toc13750798][bookmark: _Toc13751002][bookmark: _Toc13749954][bookmark: _Toc14766066]
Extensions
Extensions allow you to manage elements with multiple true values or important history, for example, when a student’s citizenship status changes during their study.
[bookmark: _Toc13739624][bookmark: _Toc13739807][bookmark: _Toc13748818][bookmark: _Toc13749095][bookmark: _Toc13749312][bookmark: _Toc13749528][bookmark: _Toc13749743][bookmark: _Toc13749955][bookmark: _Toc13750172][bookmark: _Toc13750383][bookmark: _Toc13750594][bookmark: _Toc13750800][bookmark: _Toc13751004][bookmark: _Toc13739634][bookmark: _Toc13739817][bookmark: _Toc13748828][bookmark: _Toc13749105][bookmark: _Toc13749322][bookmark: _Toc13749538][bookmark: _Toc13749753][bookmark: _Toc13749965][bookmark: _Toc13750182][bookmark: _Toc13750393][bookmark: _Toc13750604][bookmark: _Toc13750810][bookmark: _Toc13751014][bookmark: _Toc13739635][bookmark: _Toc13739818][bookmark: _Toc13748829][bookmark: _Toc13749106][bookmark: _Toc13749323][bookmark: _Toc13749539][bookmark: _Toc13749754][bookmark: _Toc13749966][bookmark: _Toc13750183][bookmark: _Toc13750394][bookmark: _Toc13750605][bookmark: _Toc13750811][bookmark: _Toc13751015][bookmark: _Toc13739636][bookmark: _Toc13739819][bookmark: _Toc13748830][bookmark: _Toc13749107][bookmark: _Toc13749324][bookmark: _Toc13749540][bookmark: _Toc13749755][bookmark: _Toc13749967][bookmark: _Toc13750184][bookmark: _Toc13750395][bookmark: _Toc13750606][bookmark: _Toc13750812][bookmark: _Toc13751016][bookmark: _Toc13739637][bookmark: _Toc13739820][bookmark: _Toc13748831][bookmark: _Toc13749108][bookmark: _Toc13749325][bookmark: _Toc13749541][bookmark: _Toc13749756][bookmark: _Toc13749968][bookmark: _Toc13750185][bookmark: _Toc13750396][bookmark: _Toc13750607][bookmark: _Toc13750813][bookmark: _Toc13751017][bookmark: _Toc13739638][bookmark: _Toc13739821][bookmark: _Toc13748832][bookmark: _Toc13749109][bookmark: _Toc13749326][bookmark: _Toc13749542][bookmark: _Toc13749757][bookmark: _Toc13749969][bookmark: _Toc13750186][bookmark: _Toc13750397][bookmark: _Toc13750608][bookmark: _Toc13750814][bookmark: _Toc13751018][bookmark: _Toc13739639][bookmark: _Toc13739822][bookmark: _Toc13748833][bookmark: _Toc13749110][bookmark: _Toc13749327][bookmark: _Toc13749543][bookmark: _Toc13749758][bookmark: _Toc13749970][bookmark: _Toc13750187][bookmark: _Toc13750398][bookmark: _Toc13750609][bookmark: _Toc13750815][bookmark: _Toc13751019][bookmark: _Toc13739640][bookmark: _Toc13739823][bookmark: _Toc13748834][bookmark: _Toc13749111][bookmark: _Toc13749328][bookmark: _Toc13749544][bookmark: _Toc13749759][bookmark: _Toc13749971][bookmark: _Toc13750188][bookmark: _Toc13750399][bookmark: _Toc13750610][bookmark: _Toc13750816][bookmark: _Toc13751020][bookmark: _Toc13739641][bookmark: _Toc13739824][bookmark: _Toc13748835][bookmark: _Toc13749112][bookmark: _Toc13749329][bookmark: _Toc13749545][bookmark: _Toc13749760][bookmark: _Toc13749972][bookmark: _Toc13750189][bookmark: _Toc13750400][bookmark: _Toc13750611][bookmark: _Toc13750817][bookmark: _Toc13751021][bookmark: _Toc12877719][bookmark: _Toc12878613][bookmark: _Toc12879682][bookmark: _Toc12880507][bookmark: _Toc12880605]Extensions are identified in the file template using different colours to the identifying elements and single true value elements.
The extensions and extension types for each file are listed at Appendix A.
[bookmark: _Full_History_extension][bookmark: _Toc14766067]Full History extension
The full history extension allows you to report changes in an element over time. The date of a change is important for funding and entitlement calculations and informs how publications are prepared.
To report the full history of an element against a set of identifying elements, you:
1. Insert a new row in the file
2. Copy only the identifying elements onto the new row
3. Enter the data required for the extension
You can only report one element per record in the single active values section. Make sure one row is filled out and all other rows for the record are blank.
In the example below, a student’s citizenship status have changed during their study so the citizenship extension on the student file has been used twice.
Student E013843 was first reported as a permanent humanitarian visa holder in 2014 and was reported as being an Australian Citizen from 2018. The student will need to be reported with these two extensions every time the identifying element (E313) is used in a student file.
	Information Type
	E313
Student Identification Code

	E314
Date of birth
	E402 Student family name
	…
	E615
Disability Code
	…
	E358
Citizen resident code
	E609
Citizenship effective from date

	Student
	E013843
	1986-09-12
	Smith
	
	
	
	
	

	Citizenship
	E013843
	
	
	
	
	
	1
	2018-02-23

	Citizenship
	E013843
	
	
	
	
	
	8
	2014-03-14

	Information Type
	Identifying Element
	Single Active
Values
	Extensions attached to the Identifying Element


Figure 4: Adding a full history extension
[bookmark: _Toc13726098][bookmark: _Toc13726109][bookmark: _Toc13726124][bookmark: _Full_History_–][bookmark: _Ref12263594][bookmark: _Toc14766068]Full History – multiples
This extension is just like the full history extension only there can be multiple active values at the same time.
They are reported in the same way as full history extensions, but with the addition of an 'effective from date’ (element E610) which is required to apply an end-date value.


[bookmark: _Multiple_Current_Values][bookmark: _Toc13726141][bookmark: _Ref12263581][bookmark: _Toc14766069]Multiple Current Values
Some elements will be reported with more than one current value per record.
For example, a student might be admitted to a course for two different reasons.
To report multiple current values against a set of identifying elements, you:
1. Insert a new row in the file;
2. Copy only the identifying elements onto the new row; and then
3. Enter the data required for the extension.
	Information Type
	E313
Student Identification Code

	E307
Course Code
	E534
Course of study commencement date
	E330
Type of attendance code
	…
	E327
Basis for admission code
	E560
Credit used value
	E561
Credit basis code
	E566
Credit provider code
(HE only)

	Course admission
	E013843
	BIZ102
	2020-09-18
	1
	
	
	
	
	

	Basis for admission
	E013843
	BIZ102
	2020-09-18
	
	
	31
	
	
	

	Basis for admission
	E013843
	BIZ102
	2020-09-18
	
	
	34
	
	
	

	Course prior credits
	E013843
	BIZ102
	2020-09-18
	
	
	
	0.25
	0200
	9999

	Course prior credits
	E013843
	BIZ102
	2020-09-18
	
	
	
	0.25
	0200
	9999

	Course prior credits
	E013843
	BIZ102
	2020-09-18
	
	
	
	0.125
	0400
	

	Information Type
	Identifying Elements
Repeat every row
	Single Active Values – one value per record
	Extensions attached to the Identifying Element


Figure 6: Adding multiple current values extensions
[bookmark: _Toc13726162][bookmark: _Toc13726167][bookmark: _Toc13726177][bookmark: _Toc13726182][bookmark: _Toc14766070]Important note on accidental deletions
When reporting extensions for records which already exist in the system, you must include all previously reported extensions.
[bookmark: _Toc13739648][bookmark: _Toc13739831][bookmark: _Toc13748842][bookmark: _Toc13749119][bookmark: _Toc13749336][bookmark: _Toc13739649][bookmark: _Toc13739832][bookmark: _Toc13748843][bookmark: _Toc13749120][bookmark: _Toc13749337][bookmark: _Toc13749552][bookmark: _Toc13749767][bookmark: _Toc13749979][bookmark: _Toc13750196][bookmark: _Toc13750407][bookmark: _Toc13739650][bookmark: _Toc13739833][bookmark: _Toc13748844][bookmark: _Toc13749121][bookmark: _Toc13749338][bookmark: _Toc13749553][bookmark: _Toc13749768][bookmark: _Toc13749980][bookmark: _Toc13750197][bookmark: _Toc13750408][bookmark: _Toc13739651][bookmark: _Toc13739834][bookmark: _Toc13748845][bookmark: _Toc13749122][bookmark: _Toc13749339][bookmark: _Toc13749554][bookmark: _Toc13749769][bookmark: _Toc13749981][bookmark: _Toc13750198][bookmark: _Toc13750409][bookmark: _Toc13739652][bookmark: _Toc13739835][bookmark: _Toc13748846][bookmark: _Toc13749123][bookmark: _Toc13749340][bookmark: _Toc13749555][bookmark: _Toc13749770][bookmark: _Toc13749982][bookmark: _Toc13750199][bookmark: _Toc13750410][bookmark: _Toc13739653][bookmark: _Toc13739836][bookmark: _Toc13748847][bookmark: _Toc13749124][bookmark: _Toc13749341][bookmark: _Toc13749556][bookmark: _Toc13749771][bookmark: _Toc13749983][bookmark: _Toc13750200][bookmark: _Toc13750411][bookmark: _Toc13739654][bookmark: _Toc13739837][bookmark: _Toc13748848][bookmark: _Toc13749125][bookmark: _Toc13749342][bookmark: _Toc13749557][bookmark: _Toc13749772][bookmark: _Toc13749984][bookmark: _Toc13750201][bookmark: _Toc13750412][bookmark: _Ref12263596]Leaving out an extension will cause that information to be deleted from the TCSI database.
This does not apply for campus course fees and full time staff extensions.
[bookmark: _Campus_course_fees][bookmark: _Toc14766071][bookmark: _Ref14766257]Campus course fees extension
The Course on Campus file allows higher education providers to report the latest information about their course fees without needing to provide their full history.
To report the latest staff file, you:
1. Prepare a file with course on campus information, including identifying elements and single true value elements
2. Use ‘E609 Campus course fee effective from date’ to identify the reference year for the course fees you are reporting (suggest a standard date of YYYY-01-01 for each year)
3. You can add multiple rows if you need to reflect more than one year of course fees.
The date provided under ‘E609 Campus course fee effective from date’ will act as an identifying element for each course fee at a campus at that date.
To correct or add to an existing Campus course fees record for a year, you:
1. Prepare a file with course on campus information, including identifying elements and single active value elements that are true at the time of reporting
2. Use ‘E609 Campus course fee effective from date’ to identify the reference date for the course fee(s) you are correcting or adding (suggest a standard date of YYYY-01-01 for each year).
[bookmark: _Full-time_staff_extension][bookmark: _Toc14766072][bookmark: _Ref14766211][bookmark: _Ref14766217][bookmark: _Ref14766228]Full-time staff extension
The Full time staff file allows higher education providers to report the latest information about their staff members without needing to provide their full history.
To report the latest staff file, you:
1. Prepare a file with staff information, including identifying elements and single true value elements
2. Use ‘E415 Reporting year’ to identify the reference year for the work classification you are reporting
3. You can add as many rows as you need to reflect all the work classifications for each staff member. Ensure the file only contains one set of single active values for each staff member.
The year provided under ‘E415 Reporting year’ will act as an identifying element for each staff member in that year.
To correct or add to an existing staff record for a year, you:
1. Prepare a file with staff information, including identifying elements and single active value elements that are true at the time of reporting
2. Use ‘E415 Reporting year’ to identify the reference year for the work classification(s) you are correcting or adding
3. [bookmark: _Toc13748851][bookmark: _Toc13749130][bookmark: _Toc13749347][bookmark: _Toc13749562][bookmark: _Toc13749773][bookmark: _Toc13749985][bookmark: _Toc13750202][bookmark: _Toc13750413][bookmark: _Toc13750618][bookmark: _Toc13750823][bookmark: _Toc13751028][bookmark: _Toc13748852][bookmark: _Toc13749131][bookmark: _Toc13749348][bookmark: _Toc13749563][bookmark: _Toc13749774][bookmark: _Toc13749986][bookmark: _Toc13750203][bookmark: _Toc13750414][bookmark: _Toc13750619][bookmark: _Toc13750824][bookmark: _Toc13751029][bookmark: _Toc13748853][bookmark: _Toc13749132][bookmark: _Toc13749349][bookmark: _Toc13749564][bookmark: _Toc13749775][bookmark: _Toc13749987][bookmark: _Toc13750204][bookmark: _Toc13750415][bookmark: _Toc13750620][bookmark: _Toc13750825][bookmark: _Toc13751030][bookmark: _Toc13748864][bookmark: _Toc13749143][bookmark: _Toc13749360][bookmark: _Toc13749575][bookmark: _Toc13749786][bookmark: _Toc13749998][bookmark: _Toc13750215][bookmark: _Toc13750426][bookmark: _Toc13750631][bookmark: _Toc13750836][bookmark: _Toc13751041][bookmark: _Toc13749999]Report ALL work classifications that applied for the reference year reported in your file. Ensure the file only contains one set of single active values for each staff member.

[bookmark: _Toc14766073]Deleting whole records
A delete file is use to delete whole records.
The delete file must contain the name of the record type you are deleting and all of the identifying elements of the record you are deleting.
To use the department’s delete file template:
1. Select a record type by using the drop down list in the first column
2. Enter identifying elements into the white cells (all the unrelated columns will be grey)
3. Upload your file to TCSI Data Entry.
The example file below has been prepared to delete different types of record using a single delete file.


	Information group to be deleted
	E307
Course Code
	E313
Student Identification Code
	E534
Course of Study Commencement Date
	E354
Unit of Study Code

	Course
	APB264
	RC865
	
	

	Course admission
	BSCI89
	E013658
	2018-02-23
	

	Group to be deleted (select ↓)
	
	
	
	

	This is where you pick/list the record type
	These are the Identifying Elements needed to identify
the record being deleted 


Figure 11. Deletion File Template
Place all linked records in a delete file to delete them together. For example, you can delete a student and all their linked course admissions and unit enrolments by placing all records in a single delete file.
The order of rows in your file does not matter. The system will process the file in an order that prevents records being orphaned.
[bookmark: _Toc13750002][bookmark: _Toc14766074]
Response File
TCSI Data Entry returns a response file for every file that is processed. The response file gives you details on which records were successful, and provides detail on any errors (fatal and warnings).
[bookmark: _Toc14766075]What’s in a response file?

	Column in response file
	What is it for?

	New/Existing Record
	Tells you if the set of identifying elements in your file is new to the government database or if they already exist.
This column will also show “incomplete” for any rows where you left an identifying element blank.

	Attempted action
	Indicates whether a row is attempting to create a new record, update an existing record, or was identical to a record in the government database (no update).
The response from a delete file will have the ‘delete’ attempted action.

	Outcome
	A status for each row, whether it was successful, failed, or led to no action.

	Error code
	A unique code for each error which you can use to lookup error resolution wording and guides on the TCSI support website.

	Severity
	Categorises errors into fatal (stopped the attempted action) and warning (might be a data quality issue for investigation)

	Error Description
	Provides a detailed description of why the system generated an error for the row.

	Copy of your original record
	This is a copy of all the columns in the originally submitted file. The rows are filled with the values you reported so you can check the data that you submitted.



The row you reported will be copied for each error that is generated, so there is one error per line. This allows you to sort and filter errors in Excel.


[bookmark: _Appendix_A:_File][bookmark: _Toc13750006][bookmark: _Toc14766076]Appendix A: File parts and elements for higher education providers
[bookmark: _Toc13750007][bookmark: _Toc14766077]Curriculum
	File
	Identifying Elements
	Single Active Value Information Type
	Single Active values
	Extensions & Extension Information Type
	Extension type
	Elements

	1.1 Course of study
	E533
	Course of Study
	E394, E310, E350 and E455
	N/A
	
	

	1.2 Course
	E307 and E533
	Course
	E308, E596, E609, E610
	Field of Education
	Full history
	E461, E462 and E609

	
	
	
	
	Special Interest Course
	Full history
	E312, E609 and E610

	1.3 Campus
	E525, E559 and E644
	Campus
	E609 and E610
	N/A
	
	

	1.4 Course on campus
	E307, E525, E559 and E644
	Course on campus
	E597, E569, E570, E571, E609 and E610
	TAC offer
	Multiple current values
	E557

	
	
	
	
	Campus course fees
	Campus course fee
(see 7.5 in this guide)
	


[bookmark: _Toc14766078]Student
	File
	Identifying Elements
	Single Active Value Information Type
	Single Active values
	Extensions & Extension Information Type
	Extension type
	Elements

	2.1 Student
	E313
	Student
	E314, E402, E403, E404, E410, E469, E470, E658, E320, E416, E488, E584, E315, E316, E346, E347, E348, E572, E612, E573, E574, E661 and E319
	Disability
	Full history – multiples
	E615, E609 and E610

	
	
	
	
	Citizenship
	Full history
	E358 and E609

	2.2 Revise
first reported address
	E313
	Address revision
	E787, E789, E791, E659 and E790
	N/A
	
	

	2.3 Commonwealth Scholarship
	E313, E415, E666, E526, and E545
	Commonwealth scholarship
	E538 and E598
	N/A
	
	


[bookmark: _Toc14766079]

Course admission
	File
	Identifying Elements
	Single Active Value Information Type
	Single Active values
	Extensions & Extension Information Type
	Extension type
	Elements

	3.1 Course admission
	E313, E307 and E534
	Course admission
	E632, E605, E620, E599 and E592
	Basis for admission
	Multiple current values
	E327

	
	
	
	
	Course Prior Credit
	Multiple current values
	E560, E561 and E566

	
	
	
	
	Specialisation
	Multiple current values
	E463

	3.2 Course admission (HDR)
	E313, E307 and E534
	Course admission
	E330, E632, E605, E620, E599, E592, E591, E594 and E595
	Basis for admission
	Multiple current values
	E327

	
	
	
	
	Course Prior Credit
	Multiple current values
	E560, E561 and E566

	
	
	
	
	Specialisation
	Multiple current values
	E463

	
	
	
	
	HDR End User Engagement
	Full history – multiples
	E593 E609 and E610

	
	
	
	
	Scholarship
	Full history – multiples
	E487, E609 and E610

	
	
	
	
	RTP stipend amount
	Full history – multiples
	E623 and E415

	3.3 Exit award
	E313, E307, E534 and E307
	Exit award
	E599 and E592
	N/A
	
	

	3.4 Aggregate award
	E313, E307 and E534
	Aggregated award
	E599, E592, E591, E329 and E330
	Specialisation
	Multiple current values
	E463


[bookmark: _Toc14766080]Unit enrolment and loans
	File
	Identifying Elements
	Single Active Value Information Type
	Single Active values
	Extensions & Extension Information Type
	Extension type
	Elements

	4.1 Unit enrolment
	E313, E307, E534, E354 and E489
	Unit enrolment
	E600, E355, E601, E660, E477, E329, E490, E392, E446, E339, E384, E381, E529 and E558
	N/A
	
	

	4.2 Unit enrolment (AOU)
	E313, E307, E534, E354 and E489
	Unit enrolment 
	E600, E355, E601, E660, E477, E329, E490, E392 and E446
	AOU
	Multiple current values
	E333, E339, E384, E381, E529 and E558

	4.3 OS-HELP
	E313, E307, E534 and E527
	OS-HELP
	E490, E528, E529, E521, E553, E554, E583 and E582
	N/A
	
	

	4.4 SA-HELP
	E313 and E527
	SA-HELP
	E490, E384, E381 and E558
	N/A
	
	





[bookmark: _Toc14766081]Staff
	File
	Identifying Elements
	Single Active Value Information Type
	Single Active values
	Extensions & Extension Information Type
	Extension type
	Elements

	5.1 Full-time staff
	E401
	Full-time staff
	E314, E315, E316, E346, E348, E501 and E502
	Work classification
	Full time staff
(see 7.6 in this guide)
	E415, E505, E506, E507, E408, E510, E511, E412, E513 and E423

	5.2 Casual staff actuals
	E415, E511, E510, E412, E509 and E315
	Casual staff actuals
	E514
	N/A
	
	

	5.3 Casual staff estimates
	E415
	Casual staff estimates
	E515
	N/A
	
	


[bookmark: _Toc14766082]Applications, preferences and offers
	File
	Identifying Elements
	Single Active Value Information Type
	Single Active values
	Extensions & Extension Information Type
	Extension type
	Elements

	6.1 Course applications
	E700 and E415
	Course applications
	E701, E358, E314, E315, E658, E402, E403, E410, E469, E620, E488, E320, E470, E702, E710, E632, E404, E316, E348, E347, E730, E669, E731, E670, E732, E671, E733, E672, E734, E673, E735, E674, E736, E675, E737, E676
	N/A
	
	

	6.2 Course Preferences
	E700 and E415
	Course preferences
	N/A
	Course preference
	Multiple current values
	E713, E306, E310, E724, E709, E461, E462, E744, E644, E559 and E329

	6.3 Course Offers
	E700 and E415
	Course offers
	N/A
	Course offer
	Multiple current values
	E713, E306, E310, E724, E709, E744, E705, E461, E462, E644, E559, E329, E723 and E327


[bookmark: _Toc14766083]Deletion
	File
	Identifying Elements
	Single Active values
	Extensions
	Extension type
	Elements

	7.1 Deletion
	All identifying elements
	N/A
	N/A
	
	



