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Data Integrity & Operations

The Enrollment File Submission Process
Part Three of the Data Excellence & Operations Webinar Series
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Agenda

• When and Who to Report
• Programming & Testing 

Guide
• Clearinghouse Data Flow
• Contact List & FTP Account
• Email Notifications
• Best Practices
• Questions

3



12/4/20

2

©2019 National Student Clearinghouse. All Rights Reserved.

4

Enrollment Reporting Service

• The Clearinghouse provides enrollment status and 
deferment information for financial aid students on 
behalf of its participating institutions to guarantee 

agencies, lenders, servicers, and the Department of 
Education.

• The data that is provided on your enrollment files and 
uploaded into our database also drives other services 
that schools participate in, such as Student Tracker, 

Student Self-Service, Verifications, etc.  
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Timely Reporting

• The Department of Education/National Student Loan 
Data System requires institutions certify all federal aid 
recipients at least every two months.

• Report changes in Status to the Clearinghouse as 
swiftly as possible because...

– The ED requires Status changes to be sent to NSLDS 
within 60 days of the Date of Determination
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When to Submit files

• First of Term: should be submitted once the add/drop 
period has ended, but no later than 30 days after the 
Term Begin Date

• Subsequent of Term: should be submitted every 30-45 
days from the Certification Date of the previous file

• Graduates Only: should be submitted on or after the 
term end date that you are reporting for, once degree 
audits are completed

• Clearinghouse processes files in chronological order, 
therefore, you must complete reporting for the prior term 
before files are processed for the new term
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Identifying Students that Should be Reported

• Degree/Certificate seeking students

• Non-degree seeking students

• NO SSN/International Students

• Students studying abroad under a school-sponsored 
program

• Students studying at a different institution under a 
consortium agreement in which you are the home, 
degree awarding institution

• All students receiving aid/loans
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Identifying Students that Can be Reported

• Students taking no classes, but are preparing a 
thesis/dissertation or completing residencies/internships 
required for degree completion

• Dual enrolled HS students not receiving aid/loans
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Identifying Students that Should Not be Reported

• Students with consortium agreements that are reported 
by their home institution where your institution is 
designated as the host/visitor school

• Students that are attending/auditing courses and do not 
have an enrollment Status of Less Than Half Time or 
above

9



12/4/20

5

©2019 National Student Clearinghouse. All Rights Reserved.

10

Enrollment Reporting Programming and Testing Guide 
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Clearinghouse Data Flow – Enrollment 
Data Intake
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School back to Clearinghouse 

Corrections are reviewed and, if corrections are complete, data is loaded to Clearinghouse database. 

Clearinghouse back to School 

School completes required edits to data, correcting any information that was identified as erroneous.

Clearinghouse Database

Once the file arrives, the Clearinghouse performs edits on the data.

School Sends Data

Via secure FTP 

School Extracts Data from SIS

School extracts enrollment data from SIS and creates Enrollment file
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Are you on the FTP List and/or Contact List?
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Are you on the FTP List and/or Contact List?
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Logging into the Secure FTP Site

• The FTP site is used 
to enable secure 
electronic file 
exchanges between 
your institution and 
the Clearinghouse
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User Administrator Help Link
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Enrollment Reporting Notification Emails 

• File formatting issues

• File received

• Error Resolution Report posted for review

• File retrieved/returned

• Questions/concerns from assigned analyst

• Late reminder emails

• File processed
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Once the File has been Submitted
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Enrollment Reporting Best Practices

• Submit on time and in sync with your submission schedule and file 
type.

• Identify and ensure students that should be reported are on 
enrollment files with the accurate campus and program enrollment.

• Keep your Submission Data and Submission Data Alternate 
contacts updated.

• Ensure emails with “@studentclearinghouse.org” are accepted to 
your inbox. 

• Contact SchoolOps@studentclearinghouse.org or 1.703.742.4880 
with any questions related to enrollment reporting.
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Questions?
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