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Below is an alphabetical list of commonly used acronyms, initialisms, and terms used throughout this document.
· CALPADS: California Longitudinal Pupil Achievement Data System
· CAPSDAC: California Preschool Data Collection
· CDS: A 14-digit county-district-school code that is the official, unique identification of a school within California. 
· CSPP: California State Preschool Program
· CSV: Comma-Separated Values
· EED: Early Education Division
· ETF: Electronic Transfer File
· LEA: Local Educational Agency
· MB: Management Bulletin
· Report Period: Month and year of report
· SEID: California Statewide Educator Identifier
· Vendor: Software vendor who has expressed interest in working with contracted agencies on the electronic reporting of the CAPSDAC Report
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The purpose of this document is to provide agencies maintaining a California State Preschool Program (CSPP) contract with the California Department of Education (CDE), Early Education Division (EED), with technical descriptions and format specifications for the CAPSDAC electronic file uploads (Classroom, Classroom Enrollment, Staff, Staff Assignment, Staff Classroom, Family, Child, Enrollment, Language Status, Supplemental DLL, Education Program, Incident, Incident Result, Attendance) and comprehensive instructions for creating, editing, and formatting these files.
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Agencies maintaining a CSPP contract with the CDE, EED may utilize the Electronic File Upload of the CAPSDAC Online Portal to fulfill the data submission requirement.
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This section provides step-by-step instructions for Local Educational Agencies (LEAs) to upload Electronic Transfer Files (ETFs) to the California Preschool Data Collection 2.0 (CAPSDAC 2.0). The upload process applies to the following 14 required record types:
· Classroom
· Classroom Enrollment
· Staff
· Staff Assignment
· Staff Classroom
· Family
· Child
· Enrollment
· Language Status
· Supplemental DLL
· Education Program (To Be Released Later)
· Incident (To Be Released Later)
· Incident Result (To Be Released Later)
· Attendance (To Be Released Later)
Note:
Before uploading new files, always save a copy of the most recent successful upload for backup purposes.
For record type codes, please see Appendix 1. Electronic Record Type Codes at the end of the instruction.
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The EFT process is the primary method for submitting preschool data to CAPSDAC 2.0. Files must be prepared in Comma-Separated Value (CSV) format. Templates can be downloaded from the CDE CAPSDAC Planning Resources for Upcoming Release web page. CAPSDAC 2.0 automatically validates uploaded files. If validation errors occur, the upload will fail and errors must be corrected before resubmission.
[bookmark: _Toc213856534][bookmark: _Toc214374081]A.2 Understanding Upload Rules and Processes
[bookmark: _Toc213856535][bookmark: _Toc214374082]A.2.1 Log In
1. Access the CAPSDAC 2.0 System Portal at: .
2. Log in using your assigned credentials.
3. Review and accept the Privacy Statement to continue.
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· All uploads occur at the LEA level; site-specific uploads are not supported at this phase.
· Ensure your CSV files comply with specifications and business rules referenced in CAPSDC Data Domains and Fields and CAPSDAC Code Sets.
· This process allows LEAs to report Child, Staff, and Classroom records for all preschools in one upload. Files must be in CSV format and can be prepared using Microsoft Excel or similar software. 
· Each row represents an entity record (e.g., a child, staff member, or classroom) and each column corresponds to a data field (e.g., Child ID, Preschool CDS Code, Program Code). 
· Required fields must be completed; optional fields may remain blank. Always use valid codes from CAPSDAC Code Sets (e.g., Language Code, Program Type Code).
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1. Navigate to the CAPSDAC 2.0 Support Webpage and download the File Upload Template.
2. Open the worksheet tab that corresponds to the file type you are preparing. For example, if you wish to enter data for classroom, click on the “Classroom.”
3. Begin entering data in Row 2, which is the row right below the header row. Each cell contains guidance indicating whether the field is required or optional, along with built-in validations.
4. Save the file to your local drive. Make sure you choose the CSV file format.
[bookmark: _Toc214374086]A.3.2 Make a Copy of the File
1. Right click on the file tab in which you have completed data entry; choose “Move or Copy.”
2. On the pop-up menu, click on the “To book” dropdown menu, select (New book) and check the “Create a copy” box. Then click on “OK”.
3. You will see a new Excel file with a single tab of the file you have completed.
4. Delete Row 1 (the field name row).
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1. Go to File > Save As.
2. Enter a file name, change the file type from Excel Workbook (*.xlsx) to CSV(Comma delimited) (*.csv) and click Save.
3. Save the file to your local drive.
4. Upload the CSV file to the CAPSDAC website.
Note:
· Do not change the column order.
· Do not add extra formatting such as colors, filters, or merged cells.
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1. From the navigation menu, select Data Exports → ODS Data Exports.
2. Set Record Type to Currently Active Preschools.
3. Filename and Email Address fields are optional.
4. Click the Request Extract button.
5. Wait until the status in the table shows “Complete.”
6. Download the CSV file.
7. In the CSV, the number following School-Beta is the LEA code, and the number at the end of the string is the Preschool code.
[bookmark: _Toc214374089]A.5 Upload a File
1. [bookmark: _Toc160801706]Click on “File Upload” on the CAPSDAC navigation menu.
2. On the right of “Selected Files”, click “Browse Files” to select your CSV file or drag and drop it into the upload area.
3. CAPSDAC will automatically detect the file type. If it does not, use the dropdown menu to manually select the correct file type.
4. Click “Submit Files” to upload.
5. To monitor progress, select “View Submissions” from the navigation menu.
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1. After submission, CAPSDAC validates each uploaded file automatically.
During submission, CAPSDAC automatically updates the file status to reflect each validation stage or any authorized user actions (e.g., posting or rejected).
2. Files may appear under one of the following statuses:
· Failed – Upload was unsuccessful. Reformat the file and retry or contact CAPSDAC Support.
· Posted – Records passed all validations and were committed to the database.
· Rejected – File uploaded successfully but failed input validation. View the number of errors and click the file to bring a pop-up screen showing the details of errors. Make corrections accordingly and re-upload the file.
3. To view the progress of the submitted file:
· Click the “View Submission” or scroll down the page to see Submitted Files.
· Each row displays a file upload status, file name, record type, date of submitted, submitted by whom, the number of errors, and the number of records.
· Click on any place in the row to view the details of submission. In the case of a file is rejected, it shows details of each error. Carefully read the error code and error message to make the data correction.
· Resolve all issues before resubmitting.
4. A file may fail due to intra-file validation issues. When this occurs, CAPSDAC will display the following message:
“The upload encountered one or more errors.”
To review and resolve these errors:
· Click “View Submission” or scroll down the “File Upload” page.
· The Validation Summary page will appear, displaying three sections:
· Percentage of Errors: Shows the proportion of records that contain validation errors.
· Count of Errors: Indicates the total number of errors identified in the uploaded file.
· Error Details: Provides a detailed description of each specific error encountered during validation.
5. No data is committed until all errors are resolved.
6. View the Error on the CAPSDAC System, correct the issues in your CSV file, and re-upload.
7. [bookmark: _Toc160801707]If issues persist, contact CAPSDAC Support by clicking the CAPSDAC Customer Support Portal link at the bottom of the page and submitting a ServiceNow ticket.
Note:
· For electronic file upload status and definition, please refer to Appendix 2. Electronic File Submission Status at the end of this instruction.
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[bookmark: _Toc214374091]Section B: Data Exports 
Data Exports allows LEAs to extract their data directly from the Operational Data Store (ODS). An LEA may request an extract of the current data contained in the ODS for each record type previously submitted to the CAPSDAC. These files can be used to compare and identify differences between data stored in CAPSDAC and the data maintained in a local student information system.
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Note: ODS extract files are refreshed throughout the day and reflect the most current data available.
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ODS extract files are generated in CSV format. The structure of each file follows CAPSDAC’s standard order and data type specifications. Date fields adhere to the required CAPSDAC File Format (CCYYMMDD, e.g., 20251001).
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LEAs may request ODS Extract files for any record type via the CAPSDAC 2.0 System portal. The ODS Extract feature allows authorized users to specify selection criteria, when applicable, and request that a file be generated by CAPSDAC. The completed file will be made available for secure download within the system. For data security, ODS extracts should be stored in the LEA’s secured system.
Steps:
1. Log into the CAPSDAC 2.0 System.
2. Navigate to Data Exports → ODS Data Exports.
3. Select the desired Record Type from the “Record Type” dropdown menu. Please see Appendix 1. Electronic File Record Type Codes at the end of this instruction for the complete list.
4. Enter the desired Filename. This field is optional.
5. Select the program year from the dropdown menu.
6. Select the preschool if it is applicable. By default, all preschools are selected. To manually select multiple preschools, hold the “Control” key and click on the desired options.
7. Enter an email Address if you’d like to be notified when the extract is ready. This field is optional.
8. Click on “Request Export.”
9. Wait a few seconds to see the file show up under the “ODS Exports” list. Once the status shows Complete, download the ODS Data Extract file as needed.
Note:
· Do not open the downloaded file using Microsoft Excel.
· Open an Excel file and get the data From Text/CSV by clicking on the “Data” menu and then clicking on “From Text/CSV” to bring the data into the Excel file.
· Check to see if there are any leading “0” being dropped and reformat the file to make sure leading “0” are showing if you would like to edit the file and resubmit it.
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CAPSDAC 2.0 System applies two types of validation rules to submitted files: inter-file and intra-file validation. Understanding these validation processes helps Local Education Agencies (LEAs) ensure that their data submissions are complete, accurate, and consistent across all file types.
[bookmark: _Toc213856549][bookmark: _Toc214374096]C.1 Inter-file and Intra-file Validation Rules
· Inter-file Validation: These rules check for consistency across multiple files within a submission. Files that trigger inter-file validation errors are still accepted but flagged for review. These errors appear in the Data Discrepancies section for users to address later.
For example: In the “Family” file, if the ‘FamilySize’ field is 1, the Head of Household #1 name must match the Child name.
· Intra-file Validation: These rules validate the internal structure and content of each individual file, including required fields, data formatting, and value constraints. Files that fail intra-file validation are rejected on the View Submission screen.
For example: In the “Family” File, MailingAddressZip is not a valid Zip Code. It must be in the format 12345 or 12345-6789.
Note:
· For file input validation status and definition, please refer to Appendix 2. Electronic File Submission Status at the end of this instruction.
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Data Discrepancies (DDs) are validation issues triggered by records that have been successfully posted to CAPSDAC but contain errors or inconsistencies. They differ from submission errors, also known as Intra-file Validation Rules (IVRs), which prevent files or transactions from being accepted.
Key Points:
· DDs are triggered dynamically as data changes and are not dependent on nightly batch processing.
· Unresolved fatal DDs evolve into Certification Data Discrepancies (CDDs), which appear on the Snapshot Detail screen.
· The Data Discrepancies window allows users to preview potential CDDs for upcoming submissions (e.g., Fall 1 or End-of-Year) before the snapshot revision period begins.
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LEA-level users must have appropriate security roles to access and manage DDs in CAPSDAC:
· Any Role – Grants basic access to the Data Discrepancy screen. Users can navigate to the page but view limited data unless assigned a specific View role.
· Edit Role – file-specific – Grants full access to view summary counts, explore record details, and download discrepancy extract files for designated file types.
[bookmark: _Toc213856552][bookmark: _Toc214374099]C.4 Navigating the Data Discrepancy Interface
Access the Data Discrepancies from the CAPSDAC navigation menu on the left screen. After selecting your criteria, click on “Apply Filters” to view the results.
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The Data Discrepancy screen is divided into three key sections:
1. Search / Selection Filters – Located at the top and used to refine results.
Note: 
Some filters (e.g., Certification Cycle or Academic Year) may not show all values to optimize performance.
2. Summary Grid (Error Counts by Code) – Displays a summary of triggered errors after filters are applied.
· Error codes are listed with counts.
· Each error code includes a hyperlink to the CAPSDAC Support page for more information.
3. Display Grid – Lists individual discrepancy records with sortable headers and links to data points.
· Click on “View” to open a detailed record and troubleshoot the issue.
Always verify that the correct Academic Year and Certification Cycle are selected before filtering to ensure accurate results.
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The DD validation process runs automatically against ODS data throughout the day.
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	Record Type
	Code

	CLRM
	Classroom

	STFF
	Staff

	SASS
	Staff Assignment

	SCLR
	Staff Classroom

	CHLD
	Child

	FAMI
	Family

	LANG
	Language

	SLNG
	Supplemental Language DLL

	ENRL
	Enrollment

	CENR
	Classroom Enrollment

	ATTN
	Attendance

	PRGM
	Education Programs

	CINC
	Incident

	CINR
	Incident Result


[bookmark: _Toc214374104]Electronic File Submission Status
	
	Status
	Definition

	File Upload & Preparation
	Created
	File upload was successful; validations have not run on the data yet.

	File Upload & Preparation
	Failed
	File upload was not successful; the system did not receive the file. The user needs to reformat the file or reach out to customer service for assistance.

	File Upload & Preparation
	Standardizing
	Converting to batch file.

	File Upload & Preparation
	Standardized
	File converted.

	File Upload & Preparation
	Staging
	File is in staging database and is processing.

	File Upload & Preparation
	Staged
	File has been processed in staging database. Once the file is posted, the staged data is purged.

	File Input Validations
	Validating
	Data is being validated through IVR processes.

	File Input Validations
	Validated
	File has been processed; user can review errors.

	File Input Validations
	Posting
	Records are posting to database.

	File Input Validations
	Posted
	Records are posted - data have passed all input validations and the records are committed to the database.

	File Input Validations
	Rejected
	File uploaded successfully but triggered full rejection when file input validations were executed. The file input validation errors should be resolved before data is resubmitted.
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