
Page 1 of 8 
 

Reporting Graduation Details, FAFSA Opt-Outs, and Pre-Admissions GPAs 

What needs reporting by June 30, 2024: 

12th Grade 21st Century Scholars (report as Final) 

• Cumulative GPA 
• Diploma Type earned 

12th Grade Students who earned an Honors Diploma (report as Final) 

• Academic Honors Diploma 
• Technical Honors Diploma 
• Academic and Technical Honors Diploma 
• International Baccalaureate  

11th Grade 21st Century Scholars (report as Preliminary) 

• Cumulative GPA up to this point 
• Anticipated Diploma Type 

11th Grade for Pre-Admissions Participation (report as Preliminary) 

• Cumulative GPA up to this point 

There are two ways to report these details Bulk Uploading (see below) or by entering details for 
each student (page 7).   

 

Steps for Bulk Uploading:  

1. Log into your ScholarTrack account – www.scholartrack.in.gov 
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If you do not have a School User or School Admin ScholarTrack account, email 
schools@che.in.gov for access.  

 

2. Navigate to the Graduation Details tab and select appropriate cohort year.  
 

 

 

3. Select Populated File to download 
 

 
 
 
 

4. Retrieve “Grad Details Populated” file from downloads and begin updating details in the 
following columns:  

mailto:schools@che.in.gov
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a. Diploma:  
i. General 

ii. Alternate 
iii. Core 40 
iv. Core 40 with Academic Honors (AHD) 
v. Core 40 with Technical Honors (THD) 

vi. Certificate of Completion 
vii. International Baccalaureate 

viii. Core 40 with Academic and Technical Honors 
ix. Other 

b. Is Diploma Preliminary or Final: 
i. Preliminary 

ii. Final 
c. Cumulative GPA: 

i. Please enter GPA on a 4-point scale. Contact your Outreach Coordinator for 
questions.  

d. Is Cumulative GPA Preliminary or Final: 
i. Preliminary (keep for 11th grade) 

ii. Final (graduating students) 
e. FAFSA Status: 

i. Student Opt Out 
ii. Parent/Guardian Opt Out 

iii. School Opt Out 

Once you have updated this information, save your updated Populated File in a secure 
location and prepare to upload. Ensure the file is saved as a .csv file to upload properly. 
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Do not delete or move the location of columns on the Populated File. To upload correctly, 
the file’s columns cannot be deleted or reordered.  

Deleting students from this file will not remove them from your roster. If you need to remove 
students from your roster, please contact your Outreach Coordinator or use the “Transfer 
Out” function. You can upload the updated populated file with blank information – it will not 
change anything in ScholarTrack.  

The VLOOKUP function is highly recommended when completing Graduation Details 
Reporting if you are working with large cohorts of students, especially. You can use STN as 
the common value between the Populated File and your SIS File. Your Outreach Coordinator 
can provide resources to learn how to use this function.  

 

5. Uploading updated Populated File 

Choose “Upload” under Import Details and select the appropriate file you want to upload.  

 
 
You will then select import to continue with uploading the selected file. If you need to 
choose a different file, simply refresh the page to remove the file you originally selected.  
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6. Toggle to “Import History” under Graduation Details to see the status of your upload. You 
will see the date of upload, name of user who uploaded file, status of the upload, and 
actions.  
 

 
 
Status will change from “Uploading” to “Complete” once the upload has finished.  
 
Leaving the page or closing the browser will not disrupt the uploading process – uploading 
can take a few minutes to a few hours depending on the file size and how many files are in 
the queue to be uploaded. However, we ask that you come back to the page to check on the 
status a few hours later or the next day. Further action may be needed. 
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The bule, red, and green buttons under “Actions” indicate the following: 

Blue – Original File (XX records) 

This is the original file that was uploaded with the number of students (records) that 
were included. You may need this to refer to.  

Red – Error File (XX records) 

This file shows how many records had issues and will need correcting. These 
records require additional action to correctly upload. An Error Message will be 
included in the file with a description of the issue. Please contact your Outreach 
Coordinator if you need support with the errors you see.  

Correct errors on the error file, delete the error message column, and rename the 
file for your records. Re-upload the file for the students that needed corrections.  

Green – Success File (XX records)   

This file shows the number of records that were uploaded successfully. No further 
action for those records is needed.  
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Individual Student Graduation Details Reporting:  

 

1. Navigate to the Graduation Details tab. Scroll down to “Students” under the Graduation 

Details section and click the  icon for the student you would like to edit.  
 

 

 

2. Choose Diploma Type, add in GPA, and toggle from Preliminary to Final for both Diploma 
Status and Cumulative GPA Status for graduation students. 
 

a. Please enter GPA on a 4-point scale. Contact your Outreach Coordinator for 
questions.  

b. If FAFSA Status is not greyed-out, please choose one of the following: 
i. Student Opt Out 

ii. Parent/Guardian Opt Out 
iii. School Opt Out 
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 Save then move on to next student.  

 

 

Need support? Contact your Outreach Coordinator: https://learnmoreindiana.org/contact/  

https://learnmoreindiana.org/contact/

