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What is Cal-PASS Plus? 



Cal-PASS Plus active MOU coverage

▪ K-12 institutions: 628
>75% of all California students

▪ California Community Colleges: 116

▪ California State University: 16

▪ University of California: 4

▪ Private Universities: 2



Today’s agenda

WELCOME BENEFITS OF USING 

THE DASHBOARD

HOW TO UPLOAD 

YOUR DATA

Q & A



To submit a question, click on the Q&A icon on your control panel.*

How to submit a question during the webinar

*Note: We will respond to questions at the end of the webinar. Questions we are unable to respond to 
today, will be sent via email to all participants within 2 weeks of the webinar. 
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What are the benefits of using the Cal-PASS Plus 
Foster Youth Dashboard Cohort Tool?



Thank you to colleges that already submitted
recent foster youth cohort data files! 

PREPARE CONNECT



Let’s look at the data…









Follow these 4 steps to upload your foster youth 
cohort data file to Cal-PASS Plus

Step 1: 
Register

Step 2: 
Gather Info.

Step 3: 
Input data

Step 4: 
Submit



Step1:

Register as a user of 
Cal-PASS Plus



Visit the Cal-PASS Plus website:

www.calpassplus.org

http://www.calpassplus.org/
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Click “Join Free” on the website



Fill out the login 
request form with 
your information

Input “requesting 
researcher access” in 
special request box



Step2:

Gather required 
information for the upload



Here is the information you need to gather

1. Find your institution’s “Org Code” (Slide 28)
2. “Student ID” of all your program students (Slide 29)
3. The term and academic year for each year you are submitting data (Slide 30) 
4. Your program’s name (Slide 31)
5. First names of all your program students (Slide 32)
6. Last names of all your program students (Slide 33)
7. Birthdates of all your program students (Slide 34)
8. Gender for all your program students (Slide 35)



Download the foster youth cohort 
upload template

Login first. From the main menu, click on “Helpful Information”



Download the foster youth cohort 
upload template (continued…)

Click “Upload Data”



Download the foster youth cohort 
upload template (continued)

Scroll halfway down the 
upload data page. Find and 

click on “Community College 
Foster Youth Program Cohort 

Upload Template (CSV, No 
Header)”



FY Cohort Template

• Org_Code (COMIS IPEDS)

• Student_Id (COMIS SB00)

• Time_code (COMIS TermID)

• Program_Name (User 
Defined)

• Name_First (COMIS SB31)

• Name_Last (COMIS SB32)

• Birthdate (COMIS SB03)

• Gender (COMIS SB04)

Where is the 
information located?

• Community College DED

• Community College 
Cohort Template

• Both documents can be 
found on the data upload 
page under the Links to 
Data Descriptions 
and Definitions

Overview of the cohort file data elements

View the data element dictionary online here: https://bit.ly/3onijB0

https://bit.ly/3onijB0


Seek help inputting your student information into 
the foster youth cohort template

Contact your Admissions and 
Records Office or Institutional 
Research and Planning 
Department to seek assistance 
with populating the cohort upload 
template. This is to ensure the 
information inputted into the file 
matches student records in the 
Chancellor’s Office Management 
Information System (COMIS). 



Foster Youth cohort file format instructions

Important note: Information 
must be properly inputted 
into each column, in the 
order provided, and using 
the required format. After 
columns are populated, 
both headers must be 
deleted before submitting. 
A separate file must be 
created and uploaded for 
each year.



Important Reminders!

✓After the columns are populated, both headers must be 
deleted or else the file won’t process. 

✓There must be a separate file for each year of data 
submitted.



File format instructions continued…

When saving the file:

1) Name the file by 
your program 
name and year 
(see example 
below). 

2) Save the file as 
.CSV or else the 
upload will fail.



Column A: How to identify your “Org Code”

Visit: https://bit.ly/3ITFWdI

Look up your 
institution’s 

“Org Code” here

https://bit.ly/3ITFWdI


Column B: How to identify the "Student ID"

Each program participant’s student-
identifier should be inputted in the same 
way it is reported to the Chancellor’s Office 
Management Information System (COMIS). 
Failure to use the SB00 student identifier 
associated with the students in your 
program will cause difficulties in identifying 
and matching students in your program 
with the COMIS records. 

Note: Student ID must be a 9-digit number. 
For example: 123456789



Column C: How to identify the "Time Code"

To populate the “Time Code” 
column, determine the term type 
code (i.e. summer, fall, etc.) and 
follow the formatting 
instructions shown in the image.

For example: A program 
administered in the Summer 
of 2020 should be inputted as 
code “205”.

Note: Must be a 3-digit code. 



Column D: Identifying your "Program Name"

✓ This column must list the name of your program. 

✓ For example: Guardian Scholars, Husky Scholars, Bear 
Club Scholars, etc.



Column E: How to identify correct "First Name"

The person inputting the data must 
ensure the student’s first name matches 
how it appears in the Chancellor’s Office 
Management Information System 
(COMIS). 

For example: If you input, “Bob” it will not 
match if the students first name is entered 
as “Robert” in COMIS.

Note: First name has a 30-character max. 



Column F: How to identify correct "Last Name"

The person inputting the data must 
ensure each student’s last name is 
typed in exactly as it appears in the 
Chancellor’s Office Management 
Information System (COMIS).

For example: If the last name is 
inputted as “Jones-Smith” it will not 
match if the student’s last name is only 
entered as “Smith” in COMIS.

Note: Last name has 40-character max. 



Column G: How to identify correct "Birthdate"

The person inputting the data must 
ensure the birth date typed in appears 
the same as in the Chancellor’s Office 
Management Information System 
(COMIS). The birth date must be inputted 
in this format: “YYYYMMDD”. 

Note: The birth date should appear as 8 
digits. For example: 20000414



Column H: How to identify student’s "Gender"

The person inputting the data must ensure that 
the student’s gender appears the same as in the 
Chancellor’s Office Management Information 
System (COMIS). Follow the coding provided in 
the data element dictionary for the Gender 
column.

For example: A student registered in COMIS as 

male, should be inputted as “M”.

Note: Must be inputted as 1 alphabetic 
character and use only F, M, B or X. 



Step3:

Extract data and confirm it 
matches COMIS records



Begin extracting data from COMIS into the 
foster youth cohort template

Seek assistance from your 
Admissions and Records Office 
or Institutional Research and 
Planning Department to extract 
each student’s information as it 
appears in the Chancellor’s 
Office Management 
Information System (COMIS). 
Must follow the instructions 
from this presentation or else 
records won’t match. 



Final submission checklist

✓ Is the file labeled correctly by program name and year?
✓ Is file saved in .CSV (comma delimited) format?
✓ Is there a total of 8 columns in the file?
✓Are both sets of headers deleted from the template?
✓ Is there a separate file for each year of data that will be uploaded?

If yes to all the above, the file is ready to be uploaded to Cal-PASS Plus!



Step4:

Upload each year’s file to 
Cal-PASS Plus
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Properly select fields on the data upload page

File Purpose: Select Community 
College Foster Youth Cohort

File Description:
Input Program Name 2021-
2022 (File Name +Year)

Submit: Click Submit to process



Look for this message after uploading



Person uploading must check email to confirm the 
upload was successfully merged in the database

Check email inbox to confirm uploaded files were successfully merged in the 
Cal-PASS Plus database. If the upload was successfully received and merged, the 
uploader will receive an email message such as the one below:

Sender: noreply@calpassplus.org
Subject: None

Message:
Thank you for uploading your cohort files to Cal-PASS Plus. We’ve successfully received your cohort files. 
Please let us know if you have any questions.

<names of files successfully received listed here>

mailto:noreply@calpassplus.org


Final Reminders!
✓Save the file in .csv format.
✓Save the file as “Program Name + Year”. 
✓Submit a separate file for each year of data submitted.
✓Delete both sets of headers before submitting.
✓When uploading, select “Community College Foster Youth 

Cohort” as the file purpose.
✓Upload the file to Cal-PASS Plus!
✓Check email to confirm the upload was successful. 



Deadline to upload data: 
Friday, August 26, 2022 



Book an appointment online for help preparing 
and uploading your file. Click here to book time:

https://bit.ly/3BMSfnX

Still need help? Please schedule time with us for 
personal assistance!

Contact the Help Desk
help@calpassplus.org

(916) 498-8980
Hours: Mon – Fri, 9am to 5pm

https://bit.ly/3BMSfnX
mailto:help@calpassplus.org


Questions?

Your feedback is vital to improving our work. Please share 
your feedback on today’s presentation here:

http://bitly.ws/te7i

http://bitly.ws/te7i


Thank you! Please reach out to us directly.

Kashae Knox
Engagement Manager

Cal-PASS Plus
kknox@edresults.org

Debbie Raucher
Director of Education

John Burton Advocates 
for Youth

debbie@jbay.org

Steven Hill
IT Help Desk Technician

Cal-PASS Plus
shill@edresults.org

Alex Barrios
President

Educational Results Partnership 
Cal-PASS Plus

abarrios@edresults.org

mailto:kknox@edresults.org
mailto:Debbie@jbay.org
mailto:shill@edresults.org
mailto:abarrios@edresults.org

