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Please read the following information before importing your student data.   
1. To open the SCAS Student Import Template double click on the icon on the right
2. Description

Student enrolment details may be loaded in bulk into the new Student Conveyance Allowance System (SCAS) using the 'Import Student Enrolment Data' facility. The 'Import Student Enrolment Data' facility requires an 'Import File' containing a header record, followed by one data record per student. 
Every data record consists of 21 fields.  All data records must contain data in the Mandatory fields, as listed in the table below. Highly Recommended  data fields should be provided if the data is available. Optional data fields may be empty, but all fields (mandatory, highly recommended, and optional) must be separated by a comma. There is no comma following the last field (field number 21).
Important note: In order for the import to be successful, a header (or field name, as listed below) must be recorded in column/row A1 – U1, even if those fields are not mandatory and will not be populated. 
	Field Number
	Field name
	Maximum Size (excl. terminating comma)
	Mandatory/Highly Recommended/ Optional
	Sample Data

	1
	Student VSN
	9
	Mandatory
	123456782,

	2
	Student Identifier
	10
	Mandatory
	PAT004XX31,

	3
	Student First Name
	20
	Mandatory
	NALBERT,

	4
	Student Surname
	30
	Mandatory
	NEINSTEIN,

	5
	Student Birth Date
	10  (dd/mm/yyyy)
	Mandatory
	09/09/1999,

	6
	Student Full Time Equivalent
	3    (n.n,  e.g.   0.4)
	Mandatory
	1.0,

	7
	Student Enrolment Date
	10  (dd/mm/yyyy)
	Mandatory
	09/09/2009,

	8
	Student Exit Date
	10  (dd/mm/yyyy)
	Optional
	,

	9
	Student Year Level
	2
	Mandatory
	06,

	10
	Student Contact Telephone Number
	20
	Mandatory
	03 9999 9999,

	11
	Student Residential  Address Line 1
	30
	Mandatory
	UNIT 9,

	12
	Student Residential  Address Line 2 (required if Line 1 is blank)
	30
	Mandatory
	99 AMBERLEY COURT,

	13
	Student Residential Suburb
	30
	Mandatory
	GLEN WAVERLEY,

	14
	Student Residential Postcode
	4
	Mandatory
	3150,

	15
	Applicant First Name
	20
	Highly Recommended
	,

	16
	Applicant Surname
	30
	Highly Recommended
	,

	17
	Applicant Contact Telephone Number
	20
	Highly Recommended
	,

	18
	Applicant Residential  Address Line 1
	30
	Highly Recommended
	,

	19
	Applicant Residential  Address Line 2
	30
	Highly Recommended
	,

	20
	Applicant Residential Suburb
	30
	Highly Recommended
	,

	21
	Applicant Residential Postcode
	4
	Highly Recommended
	,


3. Sample File
A sample file with a header record and five (5) Student records is shown below. Note that:

a) Although the header, and records 1 and 2, are split over two lines on this page, they are individual records and would occupy a single line in the file. 
b)  The last seven (7) optional fields have been omitted from records 3, 4, and 5.

c)  Each field (except the last) is followed by a comma ‘,’.
	Hdr  (
	Student VSN,StudentID,StudentFirstName,StudentSurname,Birthdate,FTE,Enrol-Date,Exit-Date,Year-Level,Contact-No,Addr-Line1,Addr-Line2,Suburb, Postcode,Applic-Firstname,Applic-Surname,Applic-Contact-No,Applic-Addr-Line1,Applic-Addr-Line2,Applic-Suburb,Applic-Postcode

	Rec1 (
	123456782,PAT004XX31,NALBERT,NEINSTEIN,09/09/1999,1.0,09/09/2009,,06,03 9999 9999,UNIT 9,99 AMBERLEY COURT,GLEN WAVERLEY,3150,
NHERMANN,NEINSTEIN,03 9999 9999,UNIT 9,99 AMBERLEY COURT,GLEN WAVERLEY,3150

	Rec2 (
	223456782,BT99004,NISAAC,NNEWTON,19/09/2002,0.4,14/01/2009,,04,9653 1940,"275, HIGH STREET",,GLEN WAVERLEY,3150,
ABRAHAM,NNEWTON,9653 1940,"275, HIGH STREET",,GLEN WAVERLEY,3150

	Rec3 (
	323456782,CXX31,NRICHARD,NFEYNMAN,27/12/2003,1.0,02/02/2009,31/12/2017,06,84535299,,9 NONAGON CRESCENT,GLEN WAVERLEY,3150,,,,,,,

	Rec4 (
	423456782,DYY03,NERWIN,NSCHRODINGER,16/08/2004,1.0,17/09/2010,,05,03 85213299,55 SHANTUNG DRIVE,,GLEN WAVERLEY,3150,,,,,,,

	Rec5 (
	523456782,E125X31,NEVARISTE,NGALOIS,03/10/2004,1.0,04/09/2010,,05,0415486009,,5 QUINTIC  WAY,BLACKBURN,3130,,,,,,,
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To view a sample of a completed file, click on the icon on the right:  

4. Technical Information

a) The file format is CSV – comma separated values

b) The file name extension must be “.csv”

c) Each field must be separated from the next by a comma (,).

d) Fields containing a comma (,) - e.g. an ‘address line’ field such as ’27, High Street’ - must be enclosed within double quotation marks("). Thus, if the field StudentResidentialAddress1  was: 

27, High Street
 the field would be entered into the file as: "27, High Street"
e) Additional technical details are provided in the table below.

SCAS Import File  -  Technical Details

	Field Name
	Description of data
	Format of data
	Field width

(max. size excl. terminating comma.)
	Example Data
	(for  IT Dept use)

	
	
	
	
	
	Data Type
	Optional / Mandatory

	StudentVSN
	Victorian Student Number
	left justified
	9
	123456782,
	varchar(9)
	Mandatory

	StudentID
	Unique provider student identifier
	left justified
	10
	PAT004XX31,
	varchar(10)
	Mandatory

	StudentFirstname
	Student first name
	left justified
	20
	NIONEL,
	varchar(20)
	Mandatory

	StudentSurname
	Student surname
	left justified
	30
	NEINSTEIN,
	varchar(30)
	Mandatory

	StudentBirthDate
	Student birthdate
	DD/MM/YYYY
	10 
	09/09/1999,
	DateTime
	Mandatory

	StudentFTE
	Student Full Time Equivalent
	n.n
	 3
	1.0,
	Float
	Mandatory

	StudentEnrolmentDate
	Student enrolment date
	DD/MM/YYYY
	 10
	09/09/2009,
	DateTime
	Mandatory

	StudentExitDate
	Student enrolment exit date
	DD/MM/YYYY
	10 
	09/09/2019,
	DateTime
	Optional

	StudentYearLevel
	Student year level
	left justified
	2
	06,
	varchar(2)
	Mandatory

	StudentContactNumber
	Student contact number
	left justified
	20
	03 9999 9999,
	varchar(20)
	Mandatory

	StudentResidentialAddress1
	Student residential address line 1
	left justified
	30
	UNIT 9,
	varchar(30)
	Mandatory, if Address 2 is blank

	StudentResidentialAddress2
	Student residential address line 2
	left justified
	30
	99 AMBERLEY COURT,
	varchar(30)
	Mandatory, if Address 1 is blank

	StudentResidentialSuburb
	Student residential suburb
	left justified
	30
	GLEN WAVERLEY,
	varchar(30)
	Mandatory

	StudentResidentialPostcode
	Student residential postcode
	left justified
	4
	3150,
	varchar(4)
	Mandatory

	ApplicantFirstname
	Applicant first name
	left justified
	20
	NERMANN,
	varchar(20)
	Highly Recommended

	ApplicantSurname
	Applicant surname
	left justified
	30
	NEINSTEIN,
	varchar(30)
	Highly Recommended

	ApplicantContact
	Applicant contact number
	left justified
	20
	03 9999 9999,
	varchar(20)
	Highly Recommended

	ApplicantResidentialAddress1
	Applicant residential address line 1
	left justified
	30
	UNIT 9
	varchar(30)
	Highly Recommended

	ApplicantResidentialAddress2
	Applicant residential address line 2
	left justified
	30
	99 AMBERLEY COURT,
	varchar(30)
	Highly Recommended

	ApplicantResidentialSuburb
	Applicant residential suburb
	left justified
	30
	GLEN WAVERLEY,
	varchar(30)
	Highly Recommended

	ApplicantResidentialPostcode
	Applicant residential postcode
	left justified
	4
	3150
	varchar(4)
	Highly Recommended
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SAMPLE_Import_Files_ONLY

		VSN		Student ID		Student First Name		Student Surname		Generated Birthdate		FTE		Generated Enrolment Date		Exit Date		Year Level		Student Contact Number		Student Address 1		Student Address 2		Student Suburb		Student Postcode		Applicant First Name		Applicant Surname		Applicant Contact Number		Applicant Address 1		Applicant Address 2		Applicant Suburb		Applicant Postcode

		810467912		A810467912		David		James		12/5/98		1		2/4/03		0		9		15051995		118		Urquhart Street		GEELONG		3350		Boris		James		422450988		118		Urquhart Street		GEELONG		3350

		621727122		A621727122		Melanie		Peters		8/24/97		1		2/4/02		0		10		15051995		23		Errard Street Sth		GEELONG		3350		Count		Peters		422450988		23		Errard Street Sth		GEELONG		3350

		855875837		A855875837		Joe		Bellu		11/2/96		1		2/4/01		0		11		15051995		104		Church Street		GEELONG		3350

		841387253		A841387253		Guy		Martin		2/12/00		1		2/4/05		0		7		15051995		1		Sebastopol Street		GEELONG		3350

		471407522		A471407522		Frank		Stone		11/22/00		1		2/4/05		0		7		15051995		29		Eyre Street		GEELONG		3350		Verily		Stone		422450988		29		Eyre Street		GEELONG		3350






SCAS Student Import Template

		StudentVSN(varchar9)		StudentID(varchar10)		StudentFirstname(Varchar20)		StudentSurname(Varchar30)		StudentBirthDate(DD/MM/YYYY)		StudentFTE(Float)		StudentEnrolmentDate(DD/MM/YYYY)		StudentExitDate(DD/MM/YYYY)		StudentYearLevel(varchar2)		StudentContactNumber(varchar20)		StudentResidentialAddress1(varchar30)		StudentResidentialAddress2(varchar30)		StudentResidentialSuburb(varchar30)		StudentResidentialPostcode(varchar4)		ApplicantFirstname(20)		ApplicantSurname(30)		ApplicantContact(20)		ApplicantResidentialAddress1(30)		ApplicantResidentialAddress2(30)		ApplicantResidentialSuburb(30)		ApplicantResidentialPostcode(4)






