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Student Data Collection Guide 
Process and Resource Overview 

 
Updated December 17, 2018 

Visit www.lasif.org for most updated version. 
 

Overview:  
 
The Los Angeles Scholars Investment Fund (LASIF) is a joint initiative of the California Community 
Foundation (CCF) and a network of local and national donors and funders, including the College Futures 
Foundation, to increase the number of low-income students from Los Angeles County to attend and 
complete college. LASIF combines multi-year scholarships with additional support and resources 
proven to help students graduate. 
 
All scholarship grantees are required to report certain information for all students whose scholarship(s) 
are supported with LASIF grant funds. This information includes name, birth date, gender, race, 
ethnicity, first generation status, high school, GPA, college or university attended, information about 
the LASIF supported scholarship, and detailed information about the student’s financial aid package, 
including their cost of attendance. 
 
Additionally, all students whose scholarship(s) are supported with LASIF grant funds must give their 
consent to share their information as a condition of receiving the scholarship and must complete an 
informed consent form. LASIF provides the consent form to all grantees, who must obtain signatures 
from all scholarship recipients and maintain these forms in their records system. It is recommended 
that these are retained until at least 2 years following the completion of the student’s postsecondary 
studies.  
 
Each LASIF Partner/grantee organization is required to enter student information into the College 
Futures’ online database named, a system created and managed by College Futures. LASIF will use 
the information in aggregate form for the purposes of research and evaluation and will protect the 
privacy of individual students. 
 
Appendices / Resources Included in this Guide: 
 

A. Guide to Data Fields – 2018-19 
B. Student Data Release Form (English and Spanish) 
C. Guide to Student Data Dashboard 
D. Guide to Student Data Review Report 

 

Additional Resources Available via www.lasif.org: 
 Student Data Release Form (English and Spanish) – Editable Word versions 
 CALynx Login Guide 
 CALynx Report Access Guide 
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Contact Information: 
 
Kelly King       TEL: 213.413.4130 ext. 279  
Senior Program Officer, Education & LASIF  EMAIL: kking@calfund.org  
 
Cheng Ung      TEL: 213.413.4130 ext. 218 
Program Associate, Education & LASIF  EMAIL: cung@calfund.org    

 
Annual Process and Timeline: 
 
  

 

 

 

 

 

 

 

 

 

 
 

SPRING/SUMMER/FALL   
Partner organizations collect student waivers and required information, 
often in alignment with the scholarship application and/or selection 
process.  
 
FALL (SEPTEMBER - NOVEMBER) 
Training on data entry into CALynx and reports available through CALynx 
are offered, in preparation for winter submission deadlines. Only 
students who received a LASIF scholarship during that academic year 
must be entered in CALynx (i.e. for AY2018-2019, only students who 
received a scholarship for use in AY2018-2019 need to be entered by the 
submission deadline.) 
 
Updated deadlines for winter data submission are shared with Partners. 
For AY2018-2019, the data submission deadline is February 16, 2019. 
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Submission 

via CALynx
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WINTER (NOVEMBER - FEBRUARY) 
Partner organizations submit data via CALynx by the submission deadline.   
 
CCF assist Partners to confirm that data submitted is complete through 
the Student Data Review Report tool.  

 
 

LATE SPRING/EARLY SUMMER (MARCH - JUNE) 
Demographic data analysis is available to Partners through the CALynx 
platform.  
 
Persistence and Graduation data are available to Partners via CALynx in 
the late spring/early summer, once the student data is sent to the National 
Student Clearinghouse for matched enrollment and graduation data and 
prepared for analysis. 

 
 
Partner organizations are encouraged to use available dashboards and 
reports to view, analyze, and utilize student data for continuous learning 
and program improvement.  
 
 

 
Roles and Responsibilities 
 
The following outlines responsibilities for the student data collection between partner organizations, 
CCF and College Futures. 
 
Responsibilities Who is responsible 

CALynx management College Futures 

LASIF Partner Data 
Collection Training 

CCF 

CALynx Training CCF/College Futures 

Data Collection & 
Submission 

Partner organizations 

Data Review CCF 

Data Analysis College Futures 
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LASIF Partner Roles and Expectations 

 
1. Data Contact – All LASIF scholarship grantees must identify one lead data contact per 

organization. The data contact must be a paid, professional staff member of the organization 
(not a volunteer or board member). This person is responsible for handling all communications 
and meeting all deadlines regrading data reporting and should be familiar with all key data 
points (e.g., where students can find Cal Grant information, BOG/CA Promise waivers, what is 
an EFC, etc.). 

a. Partner organization must inform LASIF staff regarding any changes in data contact. 
More than one data contact are permitted, but there must always be one designated 
lead data contact.  

b. CCF will direct all communications to the one lead data contact. CCF cannot commit to 
contacting more than one lead staff member with each communication.  
 

2. Student Consent Forms – All LASIF scholarship grantees must collect and maintain a student 
consent from every student whose data is entered into CALynx. Partner organization can 
modify the existing template to create their own student consent forms. Feel free to change 
the logo and add your organization’s name, but do not change the core language. These forms 
are essential for any data sharing of personally identifiable information and are FERPA (Family 
Educational Rights and Privacy Act of 1974) compliant. The consent forms are in both English 
and Spanish. You may decide to convert the consent form to a digital format so that students 
and/or guardians can consent via an online signature or confirmation. It is recommended to 
incorporate the student consent forms into the scholarship application/selection process, or 
your standard student onboarding/enrollment process.  

a. While CCF does not require partner organizations to share copies of the completed 
student consent forms, you are expected to keep copies on record and are able to 
provide them if requested. It is recommended that these are retained until at least 2 
years following the completion of the student’s postsecondary studies. 

 
3. Submit Data – All LASIF scholarship grantees must submit data for all scholarship awardees. 

Data submission is optional for other students. CCF will provide a yearly training to partner 
organizations and provide any updated information regarding the process.  

a. Partner organizations may choose to enter students who are not LASIF scholarship 
recipients into CALynx. These students will be tagged as non-scholars, but can still be 
tracked by the partner organization and used for analysis. Fewer fields are required for 
non-scholars.  

 
4. Meet Deadlines – All LASIF scholarship grantees must respond in a timely matter to all 

information request from CCF and meet all posted deadlines. Any concerns about deadlines 
they must be communicated to CCF and LASIF staff in a timely manner. 

 
Data Sources 
 
It is highly recommended that partner organizations and their data contacts are familiar with the data 
sources required for reporting. Please maintain copies of the data sources for future reference and in 
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the event of an audit. This includes, but is not limited to: scholarship application forms, high school 
transcripts, financial aid award letters, and college transcripts. 
 
Scholarship Award Process Documentation 
 
Similar to this document, it is highly recommended that partner organizations document their internal 
data collection process. This serves two key purposes: 1. Ensuring the process and lessons learned 
are passed on to future staff members; and 2. Encouraging process improvements by key staff. Having 
a document that outlines this process which has many moving parts provides a space for staff involved 
to reflect on their process and use it to make future improvements and adjustments. 
 
Analytics Capacity 
 
Once the data collection is complete, partner organization can use the data for analysis. Each 
organization will have their own questions and needs from the data. Please consider the skills needed 
from internal staff to maximize the use of the data analytics tools on CALynx and to connect those 
learnings to other sources of information used for decision making. 
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GUIDE TO DATA FIELDS – LASIF  
 

Guide to Scholarship Student Data Fields (AY 2018-19) 

The following reference guide provides brief tips and descriptions for the various data fields you will 
encounter as you complete and submit your student data reports via CALynx. The field names are 
listed in the same order as the online student data entry form.  

Field Name Description 

Grant Number Not required for LASIF grantees. 

Program Type 
This field appears for certain programs only. If it appears, please choose the 
appropriate type of program (e.g. Cal SOAP Upward Bound) in which your 
scholarship student is participating or has participated. 

Name-related fields* 

Please make sure you enter each student’s name exactly as it appears in 
college application forms. This is particularly important for matching names 
and birth dates with the National Student Clearinghouse. Please do NOT 
include any diacritics (e.g. accents, tildes, etc). 

Birth date* 
Enter birth dates as a numeric month, day and year (e.g., 03-28-1994). We 
use names and birth dates for matching with the National Student 
Clearinghouse. 

Gender* Please indicate if the student is male or female. 

First Generation* 
First generation students are students whose parents did not attend college. 
Please complete this field with “yes” if the student’s parents did not attend 
college or “no” if the student’s parents did attend college.  

Ethnicity & Race* 
Please complete these fields. If known, please specify Asian and Pacific 
Islander Group if your student is “Asian” or “Native Hawaiian or Other 
Pacific Islander.” 

High School* 

Your scholarship student must be a graduate of a California high school. If 
not, please contact your program officer. 
 

To find the student’s high school, search by county first. For example, if a 
student attends Lincoln High in San Francisco, search for San Francisco 
County, then find Abraham Lincoln High School.  If you do not see the 
school listed, please confirm that you are searching for the complete name 
(e.g. Lincoln High is actually Abraham Lincoln High School).   
 

If the school is not listed, click on “Create a Help Request to have a high 
school added to this list” so that we can add it.    
 
For batch upload users, please make sure the high school is not in the 
drop down menu first.  Please contact College Futures Data Support at 
datasupport@collegefutures.org if the high school is still not listed. 
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High School GPA and 
graduation year* 

Please make sure these fields are completed. 
GPAs should be “Cumulative Weighted Academic Grades 9 – 12” from the 
transcript. 

 
 
Postsecondary 
Institution* 

Your scholarship student must pursue a degree at an accredited 
postsecondary institution in the United States. If not, please contact your 
program officer. 
Search for the institution by state first. Then select the institution.  If you do 
not see the institution listed, please verify that you have the full name and 
the correct spelling.   
 
If an institution is not listed, please click on the “Create a Help Request to 
have a school added to this list” so that we can add it. 
 
For batch upload users, please make sure the institution is not in the 
drop down menu, and if the school is still not listed, please write in the 
name of the institution. 
 

*ACT & SAT scores 
Please enter applicable SAT and/or ACT test scores. *These fields are 
optional. 

A-G Courses 
Completed 

Please check “yes” if your student successfully completed the a-g course 
requirements with a grade of "C" or higher. 

Student Educational 
Goals 

A student’s education goal is defined as what type of degree a student is 
intending to complete: a bachelor’s degree at a 4-year Institution, transfer 
from a 2-year to a 4-year institution to complete a bachelor’s degree, or 
complete a degree at a 2-year institution. Please select the option that your 
student best associates with. 

Dependency Status 
Please select dependent, independent, or Foster Youth. Please visit this link 
for more information regarding dependency status.  

College Major Please select your student’s college major from the drop-down menu.  

College GPA Please enter your student’s cumulative college GPA.  

College Units Total number of credit units earned towards graduation. 

EFC Expected Family Contribution (EFC) should match the EFC line from the 
Student Aid Report which each student receives after completing the 
FAFSA. If your student completed a CA Dream Act Application, an EFC will 
also be reported on the Dream Act Application confirmation page.  
 

This field should remain blank ONLY IF the student is not reporting an EFC 
from the FAFSA or the CA Dream Act Application. DO NOT enter a 0 (zero) 
into this field unless the verified amount of the EFC is actually 0 (zero). 
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Note: If your student has an EFC above $10,000, please be prepared to 
provide documentation of how the student meets your low-income criteria. 

Origin of EFC Please select the origin of the EFC that is reported in the field, “EFC” (e.g. 
FAFSA, Dream Act, or Not Available). ONLY select the option, “Not 
Available,” if the student is not eligible to complete the FAFSA and did not 
complete a CA Dream Act Application. 
 

This field should remain blank ONLY IF the student did not report an EFC 
AND does not fall into any of the categories listed above. This will indicate 
that the student’s EFC is missing. 

FAFSA/Dream Act 
Completed by 
Priority Date 

For California colleges/universities, the priority deadline is typically in early 
March. For institutions outside of California, please check their deadlines as 
it varies across state. You can also access this information here: 
https://fafsa.ed.gov/fotw1819/pdf/Deadlines.pdf 

Community 
Foundation 
Scholarship Amount 

Enter the total scholarship amount you have awarded to the student for the 
entire academic year, even if it is an estimated amount. You can modify the 
amount later when you have complete information. 

Community 
Foundation 
Scholarship Type 

Please select from one of two options: New or Renewal. Please select New 
if your student is receiving a scholarship for the first time ever. Please select 
Renewal if your student has received at least one scholarship in the past. 

How often does 
student receive 
scholarship dollars? 

Select the frequency of scholarship disbursements to the student. For 
example, if you disburse scholarship dollars once a year, but the student 
receives scholarship disbursements once per semester (administered by the 
postsecondary institution), please choose “by term.” 
If you do not know how often the student receives disbursements, then 
enter how often you disburse the scholarship dollars.  

Student’s Living 
Situation 

Please provide your student’s living situation: on campus, off campus, or 
living at home.  

Pell Grant Amount The AY 2018-19 EFC cut-off for Pell Grants is $5,486. For students with 
EFCs $5,486 and below, you should include a Pell Grant amount (it should 
be between $650 and $6,095). For more information about Pell Grants, visit: 
https://ifap.ed.gov/dpcletters/GEN1804.html. If the student’s EFC indicates 
Pell-eligibility ($5,486 and below) and he or she does not have a Pell Grant, 
please explain this discrepancy in the Grant’s “Notes” field. 

Cal Grant A Amount Provide the tuition/fee dollar amount that a student with Cal Grant A 
receives: up to $12,630 at a University of California campus, up to $5,742 at 
a California State University campus, and up to $9,084 at independent 
colleges for 2018-2019. 

Cal Grant B Amount Fee Amount: the tuition/fee amount that a student with Cal Grant B receives 
after in his or her second year: up to $12,630 at a UC campus, up to $5,742 
at a CSU campus and up to $9,084 at independent colleges for 2018-2019. 
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Stipend Amount: the living allowance of up to $1,672 that a student with Cal 
Grant B receives in his or her first year, sometimes called Access Fee. 

Cal Grant A on hold / 
Cal Grant B on hold 

If a student was awarded a Cal Grant but decided to put it on hold (or defer) 
via the Web Grants account, please check the box with the corresponding 
Cal Grant award. 

BOG Waiver Community college students with Pell-eligible EFCs should be eligible for a 
BOG Waiver; those with higher EFCs might still be eligible for BOG Waivers. 
If you verified that your community college student did NOT receive a BOG 
Waiver, please elaborate in the Grant’s “Notes” field. 

Institutional Grant or 
Scholarship 

Please provide any institutional grants or scholarships the student received. 

Other Grant or 
Scholarship fields 

Please indicate the name and amount of other grants or scholarships the 
student received that are not listed above. Please DO NOT list LASIF/CCF-
funded scholarships (administered by your program) here. Please select the 
appropriate award in the drop down list.  

Work Study fields If the student accepted work study funding, please enter the ACCEPTED 
amounts only. 

Loan fields If the student accepted a loan, please enter ACCEPTED amounts only. 

 
If you have any questions about the fields and the data collection process in general, please contact 
Cheng Ung, cung@calfund.org.  
 
For questions regarding your CALynx login account or for CALynx troubleshooting, please contact 
College Futures Foundation, datasupport@collegefutures.org.  


