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1. Consistent CSV column names

Between the nine schools participating in CompeteLA, the actual names and case-styles of the data columns submitted to Data.CompeteLA can vary dramatically, which makes it difficult to write and maintain the software needed to manage data coming from each school.

The following guidelines are recommended for all column names:

1. All lowercase letters. 
a. Ex:  first_name instead of FIRST_NAME
2. “Snake case” for multi-word names.
a. This is where an underscore (_)  is used to separate words, not spaces or changing cases.
b. Ex:  first_name instead of firstName or FirstName or first name
3. Do not use abbreviations when possible.
a. This makes it easier for future developers or other staff members to easily read the CSV files and decipher their meaning.  It also makes it easier to switch to a different CRM product down the line if needed.
b. Ex:  academic_year instead of ACADYR
c. Ex: application_completed_date instead of DATE_APP_COMP
d. Ex: cumulative_overall_gpa instead of CUMOVERGPA
e. The exception to this rule would be for extremely common abbreviations in higher ed, like “gpa”.



2. Consistent Value Formats

Any value which is blank or empty should be represented as simply an empty string.  Ex: “” or ,, in the CSV file.  Do not use values like “null”, “blank”, “0”, etc.

Any value which is a date should be formatted:
· YYYY-MM-DD
· Ex:  2022-01-07
· This is the international standard for representing dates, as it both sorts alphabetically into order as well as unambiguously defines each segment of the date.
· Unless otherwise specified, the hours, minutes, and seconds are not required and will be ignored.



3. Only Submit What is Needed To Update in the CRM

Currently, each school submits a large amount of data to Data.CompeteLA, where in fact only a small amount is needed.  Extraneous data might accidentally update the CRM where it is not desired.

For example, if the school submits a field for first_name, that will update the CRM for that student.  This is not desired.

The following are the recommended fields (with new naming convention applied).  Note the information in the parentheses is the ZOHO field name.

· compete_la_id (Lead ID)
· Formerly: compete_la_student_id, id_additional_id, lead_id, etc
· This is the CRM’s internal ID for the student which we need in order to track changes to this student.
· school_email (School Email)
· Formerly: email_2, email_1, or just never sent.
· This is the student’s email address at the university, not their personal email address.  Example: johndoe@university.edu
· This address should end with “.edu”.
· If this has not been assigned to the student, leave the field blank.
· institution_common_id (Student ID)
· Formerly: CWID, campus wide id, etc.
· This is the student’s id number at your institution.  Ex: 10035744
· institution_code_prospect (Institution code)
· home_phone (Other Phone)
· This is the student’s home phone number, or their official phone number which was given to your institution to contact them.
· race (Race)
· gender (Gender)
· date_application_received (Application Received)
· Formerly: date_app
· This is the date in YYYY-MM-DD format the application was received.
· decision_date (Admission Decision Date)
· Formerly: data_adm
· This is the date in YYYY-MM-DD format that a decision was made as to whether to admit the student or not.  Full options are in the filed admission_decision.
· date_enrolled (Student Enrolled)
· Formerly: date_enr
· This is the date in YYYY-MM-DD format the student was enrolled at the university.
· date_canceled (Date Student Withdrew)
· Formerly: date_canc
· The date in YYYY-MM-DD format the student withdrew
· date_application_completed (Date Application complete)
· Formerly: data_app_comp
· In YYYY-MM-DD format the application was completed.
· admission_decision (Admission decision)
· New field  
· This field captures the admission decision after the student has applied.
· Field options:  admitted, provisional admittance, admission by exception, denied, admitted for future term
· admission_status (Admit status)
· Formerly: admit_status, admit status, etc.
· cip_code (Enrolled Degree Program)
· Formerly: cip, cip code, cipcode
· full_time_part_time (Enrollment Status)
· Formerly: full-time-part-time-student-status, full_time_part_time_status, ft_pt_status, etc.
· academic_year (Academic Year)
· Formerly: ACADYR
· academic_term (Academic Term)
· Formerly: ACADTM
· student_level (Student Level)
· academic_standing (Standing)
· Formerly: A_STANDING, a_standing, standing_prospect
· scheduled_credit_hours  (Enrolled Credit Hours)
· Formerly: total_student_credit_hours_schedule, std_credits_sch, etc.
· current_term_gpa (Current Term GPA)
· cumulative_overall_gpa (Cumulative Overall GPA)
· Formerly: CUMOVERGPA
· cumulative_hours_earned (Cumulative Hours Earned)
· Formerly: CUMHRSEARNED, cum_hrs_earned
· applied_for_graduation (Graduation Application Received)
· Formerly: grad_application
· graduation_year (Graduation Year)
· Formerly: gradyr, grad_yr
· graduation_year_term (Graduation Year Term)
· Formerly: GRADTRM, GradYrTm, etc.
· degree_level (Degree Level)


These are the only fields we need at this time.  Any other fields sent in the CSV will be ignored.


