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1 Overview

The Public Centralized Higher Education Enrollment System (PCHEES) serves as the primary source
for public four-year higher education data collected from public four-year post-secondary
institutions in Washington State.

PCHEES is housed at the Washington State Office of Financial Management (OFM) Forecasting
Division and consists of a database driven suite of tools including a web application and several
reporting tools that currently holds data from, including admissions, term enrollments, and degree
completion, collected at the student level.

PCHEES supports the Washington Student Achievement Council (previously known as Higher
Education Coordinating Board), the Statewide Longitudinal Education Data System at OFM’s
Education Research and Data Center (ERDC), and research done on behalf of the Washington State
legislature, Governor’s office, the contributing public institutions of higher education, and external
researchers.

This document is arranged in two major parts: (1) processes for getting access to PCHEES, and (2)
use of the online PCHEES web application. To gain access to PCHEES it is necessary to obtain a
SecureAccess Washington (SAW) account, then to add PCHEES as a service within SAW, and finally
to request and be granted approval to access PCHEES by OFM. Only after those steps are complete
will you be able to access the PCHEES application.

Using the PCHEES application, institutions are able to: (1) release submitted PCHEES data; (2) view
reports of submission and release activity; (3) view term enrollment reports sourced by PCHEES
data submissions; and (4) download research data sets. The overall structure of menus and landing
pages within the PCHEES application are listed in Table 1.
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Table 1: PCHEES application structure

Data Administration -

Submission Management =
Final Collections
Day 10 Collections

Release Management

Reports =
Data Submission Results (including validation errors)
Data Submission & Release History

Reports =
Term Enrollment -
Non Redacted
Redacted
Annual Enrollment
Redacted
Data Availability
Documentation =
Data Submission Guide
OFM-Supplied Valid Values for Data Elements
Dashboard —»
Data Review
Help Page =
Frequently Asked Questions
User Manual
Data Submission Guide
Release Notes
GovDelivery Information
Contact Information
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2 Authentication: Creating a SecureAccess Washington (SAW) Account and
Requesting PCHEES Access

The Office of Financial Management’s (OFM) authentication mechanism for the PCHEES application
for those who are outside of the State Government Network (SGN) is SecureAccess Washington
(SAW). SAW is used to allow authorized users to access the PCHEES application from their own
computer via a web browser.

If you already have a SAW account, skip to Section 2.3 (Add PCHEES as a service).

SecureAccess Washington includes a Spanish language interface.

2.1 Create a SAW account (if you do not already have one)

1. Open a web browser and go to https://secureaccess.wa.gov/.

2. The SecureAccess Washington logon page will display. Click ‘Sign Up!

LOGIN

P — e - —r

3. Create a new SAW account if you do not already have one.

a. Provide your account information.
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b. Click “I’m not a robot”.

Adeannl Emad dddveas [Jetoral]
bnda lTE oGt Wi gov
oot Phome Mamiber | Dphonat
MCAIEL402
Sign Up For An Account B T =
Sl g iy PR G T B DT W TR Y el R R P R
e e Username and Pazsword
Personal Information VL
Frst K PCHEESNaw
Lrds
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! M mrrrrresim
T
Crirm Praywon]
Py Bt
Ends tera oot we gav
e b T ’—.-.
Contact Information For Sacurity (Optional) P
s e g i T )
L

c. You will be required to validate images. Click the images that correspond with the images
you are asked to verify and then click ‘Verify’ to continue.

Contact Information For Security (Optional)
i i s B gl | il e T gl REFTNTT i ST ARLTE LT o B

MO oo, D, b . e

Sebec ol mmages with

traffic lights
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d. When validation is completed, click ‘Create my account’

Eszaficd

Sign Up For An Account

Filt in the fallowing form v sign op for an accowt. If yoo are not sove i you siresdy have 20 sccowmt,
check fere

Personal Information
First Nama

Linds

RN MNHW S %

R

Usemame and Password

Lisarname

PCHEESNew

Password

Confirm Password

CHECK YOUR EMAIL

&n actvation link has besn sent to your smad, Vou must click the link o actiats your aocoost
before yoo can fogn.

You will not yet have access to PCHEES. You will still need to active your SAW account and be
granted access to PCHEES by OFM staff.

2.2 Activate your SAW account

After you have created a new SAW account, you will receive a confirmation email with activation
instructions.

1. Go toyour email to look for a message from secureaccess@cts.wa.gov. If you do not see an
email from secureaccess@cts.wa.gov in your Inbox, check your Junk or Spam folder.
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2. Click the first link in the email to activate your account.

St s WAk fenglent | WelLirme 10 S ure e Wik hinglir

e O S e T N R R gl e g . T —

3. You will be directed to the SecureAccess Washington LOGIN page.

4. Provide your Username and Password and then click ‘Submit’.

‘Welcome

to your login for Washington state.

2.3 Add PCHEES as a service

The PCHEES application is called a “Service” in SAW. You must add PCHEES as a service and be
approved by OFM before you can access the application.
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1. Click ‘Add A New Service’.

Good morning!

What can we help you access today?

‘Wedrome to Seoe Aocem Washiegion To siart ueeg services fom agescies miend MIsAngun, chaest ove hom s ket
aekre or chok the Sod & Wew Serece Rution To gee o0 i pogbecs tov s DS Team 9090 G0 G0N FaGE

— EIETEEE

#o Servces Livied

GOOD MORNING!

What can we help you access today?

DD D
Add A New Service

v lipmes | ol Eke o Browse o
[ ]
h o
- » I
& DI
[} ]

3. Click “I would like to browse a list of services by name”, to get a listing of all public displayable
services.
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a. Scroll down to the “P” section to find the PCHEES service.

What can we help you access today?

o €0 0 € €10 @5
ALL PUBLICLY DISPLAYABLE SERVICES

FRLE mo T G000 SO M3 0 Ao s el el o mppee i ol s b B Grmn 89 ESim code N IR RN I TR R R

it B S i S e it f P

|
PR FAMILY AHD WMEDCAL LEAVE [PFML) m
Sga Farridty Mavical | seos Frogren ssees For empamers o srmmen

PRTMENT SERVICES m

Ewyrrws: Sornory b Diaponal it Sagpor) amd e OFn of Frurois: Becovery

—  PCHES Apoty

Thet Pt © gt B ercivaret Spotne (POREES] (0 mA appitwio ued by the m bt outle
e e and e 10 pee i EfocRoa! S o OFM, Aooens Ao

BT s, e BEINOREIE I o ginciin. il oo JE W

4. Click ‘1 would like to browse a list of services by agency’.

a. Scroll until you find ‘Office of Financial Management’ from listing of agencies. Click on Office
of Financial Management:

What can we help you access today?

Add A New Service

e T e _.M,F T T
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b. Click ‘APPLY’ for adding the PCHEES service.

GOOD MORNING!

What can we help you access today?

ESBELICIICEI TS
SERVICES FROM OFM
B LAVISCHIRS (WER INTELLIGENCE) m

intwiwy i R Dbwes i i g oo ar (FM Pz B9 o= w0 Hete emsave s i
s

- =

vem Ed ] Spriws POSEEY § s by 1w 1m0
i i o DO el e BT DT 1 AR 0T B P e R BT NE
REFORT PORTAL m

Ao by k] s e e e P B e ] DFV Boss T aidur with A B by wrniuors 5 ot s
e

2.4 Identity Validation

1. You will be required to answer questions based on public records found for you. Click

‘CONTINUE’ when finished.

GOOD AFTERNOON!

What can we help you access today?

e

.'qilnnl:-

IBENTITY VERIFICATION

ottt ke 44 b e e B, A B et ) Pt e P e e St e

Bat .y T ) g s B 54 i e e 4
RS 4 et . o o o i 01 R g 1 e A s O T i Bk (e SO B B e B Mg S T 1A ]
Arn g B e b e e
[ e R e = T e e P

o i e G g e e S ol
e L ek T E T

[EET T

P b Bk b e Bt b e
e g bt b ok g S Lih
e 44 A e B

itiwE ! R
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2. You will be presented with a list of questions to verify your identity. Choose the correct answer
and then click ‘Continue’.

GOOD MORNING!

What can we help you access today?

IDENTITY VERIFICATION QUESTION

LT T TR P S
Fantuiry
]
iy
" Eeptenber
[
P iof chee el o0 | i vl Parmlai well T pos s

3. When all identity verification questions have been answered, you will see that your registration
is under review. Click ‘OK’ to close the notification window. Your request to access PCHEES will
automatically be routed to OFM.

REGISTRATION UNDER REVIEW

Thank you for registenng with PCHEES provided by Office of Financial
Menagement. You will be notified by emadl of the appraval or rejection of
your service registmtion

4. You will see your request for access to the PCHEES service is in a ‘Pending’ state. You will not be
able to login to PCHEES until your request has been approved by OFM and you have a
PCHEES account set up by OFM.
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5. Click ‘LOGOUT’ to exit SAW.
— e —

Good morning!

What can we help you access today?

LT

Wekome v Seare Arvess Washiapon To viwsaeeg sereves hom spescies moond Weskingfon, chocar one droms oo Ll
Tbirm vr chich i 'idd b Rorm Sevvice bufie Tooaed pued ek afiond fa the 320 T6am ik ani jaks mse.

e Frew Pending  m—

Thie P G e’ igior s Ko Sl Syeiaer POAEES] 0 aer appicartion unnd By e Alasggen it wornratr sl
B 1 i A AT 7 (W ATTROR I e R e AT

Services From
BLE TH A TV @

Lonad] e fedd crih [0 FIERD Vool ARTEE (106 MedE

2.5 Notification when approved for the PCHEES service

OFM will review your request to access PCHEES, and if approved, you will receive a confirming email

message from SecureAccess Washington (secureaccess@cts.wa.gov).

However, this is only part of what you’ll need to access the PCHEES application. You also need a
PCHEES account set up by OFM.

1. Click the link in the email which will take you to the SAW LOGIN page.

Casiprbocess Washingaon « Aroes Appeosed

e L e e T T e LT B

P — P J
Ligiens b Tl et iy dien . L LAt
L e
s e mastrn, e e i1 8 e

] el Y P AT AT
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2. Provide your Username and Password and click ‘Submit’ to continue. This will send an
automatic message to OFM with a request to create your PCHEES account.

Twwrty from @SscursdoosanWi
P T -

3. You will see PCHEES as a list of services added for your account and that your account is no
longer in a pending state.

4, Click ‘LOGOUT’ and wait for notification from OFM when your PCHEES user account is ready to
use.

2.6 OFM Notification for PCHEES account

1. You will receive two emails from OFM when your PCHEES account has been created. These will
come from OFMmisystemGuardLog@OFM.WA.GOV. You may need to have your IT department
allow emails from this address.

a. Check yourjunk mailbox if you do not get these emails within 2 days of your SAW request for
PCHEES service being approved.

2. Firstemail:
a. The subject of the email will be ‘New Customer Account Creation’.

b. Password information for your new account is included.
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¢. Your PCHEES account name, default password, phone number and address are included.

Mew Cuslowmer Accound Creation
OF MmiSystemGanelog BOMLWA GOV
8 Tarmwynt, Lvie (TP

Thi s dor parnsonds w0
Payssords can't be shorfer than 5 charscters

Painsrords ten't be iosge Bhan B3 characier

s aoads et Risd o a1 8 uppas G (harartis

Payrssnacds must have ob last 1 Bower case charsches

Paamsords meest hasvo of leaat § sumbay

Pavysorrs et haue st lesal 3 specisl charsrter. Dnby these wethin e parectheses are akd |1=955%)

Prease rewesd Hhe dolioweng imformahian b smuee A i roerect, Consast your sesurity ghhcer ff henges o regaened

T il SO 00 B BCHEESR
Your pamened i BESSWOAD

Wil e TR 151 | 3600 S0 8- 4800
Your mideess b 1500 fefernn 5T 52

miymats, Wi G851

Securtty THewm: Queashons

Contact the POHEES Hele Crask, 8l
pchises relptes LS o wa goy or sy

A pihei narbee &l YA, @il ade o 0 T the folewang applessinns: g
W

1 secunity afficar jLinds Temayn) has creied @ ness germart for poa, Yous cragentaly pre acrwe = thin fime, You mest change the prspwoed for your new soooust thie first hme you log in

ror cushoms: arcaunt vl e many spplicsbara GF provdoey. Examples nf thae spplicstinng are the: Sl Kaiem appicatisne, {sgnirires Sanicss spphications and other

3. Second email:

a. The subject of the email will be ‘Application role Assignment Add/Change’

b. This lets you know you have been assigned a role which will allow access at the appropriate

level in PCHEES.

Application Role Assignment Add/Change

e P - SR
OFMmiSystemGuardLogEO0FM WA GOV gy
To & Termayo, Linds (OFE

Stard your reply all whs | sccept! | & wnrked! Thank you Thars youil 'l Feedback

You have been granted privilages to, or your privileges have been updated for SystemGuard
Your customer account 10 5 PCHEESNew

You are authorized to use the following SystemGuard managed applications:
PCHEES Web [Public Centralized Higher Education Enralbment System)

i

) Reply &l

¥ Forwead

Liy

et LIRS
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3 Logginginto PCHEES

3.1 PCHEES Prerequisites

In order to use PCHEES, you must meet these prerequisites:

1.

Your workstation needs an internet connection and a web browser.

Users may notice some functions and features do not work the same in all browsers. Refer to the
Frequently Asked Questions (FAQ) for known issues once you are logged into the PCHEES
application.

A Secure Access Washington (SAW) account that has been approved for the PCHEES service.

A PCHEES Username, which was provided in the email sent from OFM when your account has
been set up.

A PCHEES Password, which was provided in the email sent from OFM when your account was set
up.

If you do not know your password, click on the Email my password to me link or you may create
a new one utilizing the “Change Password” feature on the PCHEES logon page.

For accessing PCHEES reports, your Windows settings must be set to enable downloads. See
Section 12 (Windows Internet Security Settings for Reports).

3.2 Access outside the State Government Network (SGN)

After your SAW account is created, PCHEES is set as an active service within SAW, and you have been
notified by OFM that your account has been approved and created; you will be able to login to the
PCHEES application.

1.

Those who are within the SGN (OFM staff) can go directly to the website at:
https://pchees.ofm.wa.gov/.

Login to Secure Access Washington (SAW) at https://secureaccess.wa.gov using the Username
and Password you set up previously.
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2. Click ‘Access Now’ for the PCHEES service.

Good morning!

What can we help you access today?

Wl o et B Wl etin D LT SN EEE B R el WE g Ve SoE B st
Lo m £k e Lald & Majw Sarrric bfiim T3 pow cimi b pmorions bor e SO Tesre g 1o i i pare

P s e T o B U m‘_

Py Sleier Cpiegit it e Bilradem Barofirgred i | PORIEE i it aaywpdione coadt By Py ol Aositeges solts’ swrersien pul
gy ¥ e s e el F PP durmm I e sl e ey sstuate

BLL U g T @

£ Vi e i

3.3 Multi-Factor Authentication

Due to the sensitive nature of the data processed in PCHEES, a second layer of authentication in
SAW is required. The first time you access PCHEES through SAW you will be prompted to enter your
SAW User ID and Password and then you will be required to go through Multi-Factor Authentication.

1. You must choose a Multi-Factor Authentication (MFA) method to continue your access to the
PCHEES application.

SAFETY FIRST!

This service requires MFA.

@
Choose Mefiod Zris Lind Hanuintie Davly Roied S
Multi-Factor Authentication (MFA)
Ths sermee iegaies addiomil rimboades Peyesd weinaee il pddwol© o geevesi
Froud and vty thehl. Wourwl pewd B0 evier o seibariow code.
Choose Method

oo waahd o B o reosiee our rikosiion pooed

ey S W

- P i ool i i ] e SO ] i
[ =ddar
E 190 e R R

2. Check your email for a message from secureaccess@cts.wa.gov for your MFA code.
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3. Enterthe codein the text box and then click ‘Submit’.

SAFETY FIRST!

This service requires MEA.

.@. i

= ‘e Codde 5 . ey

Multi-Factor Authentication (MFA
Erter Code

P meiee i by e

4. You will be asked if you want SAW to remember your device. Click ‘Submit’ to continue.

SAFETY FIRST!

This service requires MFA.

oo BT Erie Dol SprrberDevice 00000 D1

Multi-Factor Authentication (MFA)

Remember Devica?

TRz I e a1 ieTeE 0 sy e LT e R
e i cedd

1 D e i - o e ¢ el A e i OO B P T
o

Vo4 (PRETERT ITH TR

PCHEES User Manual with SAW Instructions July 28, 2025 Page 19



5. You will be presented with the ‘Now Accessing’ page. This lets you know you will be accessing
PCHEES. Click ‘Continue’ to proceed.

NOW ACCESSING

Office of Financial Management

Brsm inforeaten. Bxtter decnimors. Betier gorvt et Betier Wanhmygien,

Yo are now accessing PCHEES provided by Office of Financesl
Management. If you require assistance. the PCHEES help desk can be
reached ol pchees hebpdeskgotm, wa,gov or 360.902.0599

m

3.4 Accessing the PCHEES application

First-time users are required to change their password.

1. Enteryour User ID and then click the ‘Change Password’ button to select your own personal

password.

PCHEES Logon

User ID |PCHEESNew

Password |

Bassword Rules CRaRge Passwor,

= @

Email my password to me
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2. Be sure to manually enter “PASSWORD” in the Password field (do not allow this field to be auto

filled by your web browser), then enter a new password and confirm the new password. Click
‘Change Password’ to save your changes.

PCHEES Logon

User ID |PCHEESNew |

Password

Mew Password

Confirm |seessssneanes |

—_—————
Save Password Change

Password Rules "ERange Password™

Email my password to me

You MUST change your password before
you are granted access.

@ The “Password Rules” link indicates the password criteria.

Message fom webpage ==

i Passwords can't be shorter than 5 characters.

._I‘_. Passwords can't be longer than 15 characters.

Enl Passwords must have at least 1 upper case character,
Passwords must have at least 1 lower case character.
Passwords must have at least 1 numbser.

Passwords must have at ieast 1 special character. Only the

following are valid 1-#%%

You can create a shortcut on your desktop for the PCHEES Logon. From your web
browser, go to File > Send > Shortcut to Desktop.

miﬂ! Werw Fastarien  Teos  HElD

P CieT & s vone @ Tmatar @
Phrphenin ink i i
R W CyisN
Perav vpmeun

gen. oo+l

fAnanpinl Men
P HR e

S BL Cires

L] Celviy
Page wetin

Frisr Cim=p
Fnot cirwera

oM

Irrpuet e agEL.

Prof=Ties
Exit

The icon will be placed on your desktop. If you double click on the shortcut your browser

will open to the Secure Access Washington logon screen. If you have recently logged in
through SAW and have not closed the browser your session with SAW may still be active. If so,
the browser will open to the PCHEES logon screen.
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As users navigate to different pages within the application, they may see the following

pop up indicator. This informs the user that the system is loading information for the
page. When the pop up message goes away, your mouse pointer may still show a busy signal.
Once you move your mouse, the mouse pointer should return to normal.

Please wait...

4 PCHEES Security Roles

You will now be on the PCHEES website and may proceed with the functions allowed for your role
within PCHEES. The following roles are defined in PCHEES, with access to varying functionality
within the application:

Submitting Agency Data Manager (Default Page: Submission Management)
OFM Data Manager (Default Page: Release Management)

Submitting Agency Analyst (Default Page: Summary Reports)

Education Agency Analyst (Default Page: Summary Reports)

Outside Analyst (Default Page: Summary Reports)

o e

Allowed functions by role are shown with an “X” mark in Table 2.
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Table 2: PCHEES functions and access based on role

PCHEES web application role
1 2 3 4 5

PCHEES web application page access

Data Administration > Submission Management X

Data Administration > Release Management X X

Data Administration - Submission, Release and
Summary Reports > Submission Release Report

Data Administration >Submission, Release and Summary
Reports > Secondary Validation Report

Data Administration >Submission, Release and Summary
Reports > Data Released to All Users

Data Administration - Reports > Submission Results X X

Data Administration > Reports > Submission & Release
History

Summary Reports > Term Enrollment

Summary Reports > Annual Enrollment

Summary Reports > Data Availability

Summary Reports > Annual Data Extracts

Documentation - Data Submission Guide

X | X | X | X |X|X

Documentation - Valid Values

Administration > Student Match

Dashboard » OFM Dashboard Administration
Dashboard » Data Review

Help Link

X | X | X|X|X|X|X|X|X]|X

5 Data Administration
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5.1 Who has access to which functionality?

The two roles below (Submitting Agency Data Manager, OFM Data Manager) are shown with the
functionality they can access.

1. Submitting Agency Data Manager:
a. Submission Management
b. Release Management
i. Releaseto OFM
C. Reports
i. Submission Results
ii. Submission & Release History
iii. Secondary Validation
2. OFM Data Manager:
a. Release Management
i. Release to All Users
ii. Withdraw from All Users
b. Submission, Release, and Summary Reports
i. Submission Release
ii. Secondary Validation
iii. Data Released to All Users
Cc. Reports
i. Submission Results
ii. Submission & Release History

5.2 Data Administration » Submission Management

‘Submission Management’ is the landing page for Submitting Agency Data Managers when logging
into the PCHEES website. Only Submitting Agency Data Managers have access to this page and the
functionality to submit files.

5.2.1 FileRules

1. You must submit all of the required files for a collection. The required files per collection:
a. Dayl0 Collection:
i. Admission

ii. Course
iii. Program
iv. Registration
v. Student
vi. TermDates
b. Final Collection:
i. Admission
ii. Course
iii. Program
iv. Registration
v. Student
vi. TermDates
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vii. Completions
(1) For End of Term Enrollment submissions for Final data, the Completions file must
contain one record for ‘no completer’.
(2) For Final Completion submissions, the Completions file contains completion data for
each student record.

Data submitters will receive a message when a Final Completion set is submitted that
has completion data. This is to alert the user that the data might be submitted earlier
than the expected due date.

Only one term of collection files can be submitted at a time for an institution, academic year and
term.

No file can be larger than 100MB.

Files must be formatted as plain text and end with a “.txt” extension and be formatted with ISO-
8859-1, Windows-1252 or ANSI encoding for a successful load (see the PCHEES Submission
Guide for details).

The user can only upload files for their institution.

All files in the collection must have data. The files will not be uploaded and the submission will
fail if there are any empty files.

5.2.2 Selecting and Uploading Files

1.

Only the ‘Select Files’ button is enabled until files have been selected and appear in the
selection list. Clicking the ‘Select Files’ button allows users to locate their collection files stored
on a location available from their workstation.

Selnct hlec (RS (Thane

Afile selection window will appear.
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3. Highlight the required files for a collection and click ‘Open’.
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Fil e |y 02T TS Tenmones £ " HEADay 44T Admisson o™ HEADn/ 04084, - | | AN Fl 3

Open Cancal

Uploads are checked for various criteria. If the uploads violate any of the criteria, an ERROR
message is displayed. The criteria are listed below:

When a full collection of files for an institution, academic year and term are selected and
an additional file that is also for the same institution, academic year and term is part of
the selected set, an ERROR message is displayed and the ‘Upload’ button is disabled.
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When a collection of files for an institution, academic year, and term are selected that

meet the file submission rules and another file for either a different institution,

academic year or term is also selected, a SUCCESS message is displayed for the files in the

collection that meet the submission rules and an ERROR message is displayed for the file that

does not meet the submission rules.

BT ee—

A (e B0 LA ikl e

SEAD M L Cowtd bl T n
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When more than 7 files are attempted to be uploaded, an ERROR message is displayed
and the ‘Upload’ button is disabled.

'm.-
Yoxa are only sllowed o upiosd o maimum of [ e, Messe corect your selection,
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When any file is larger than 100MB, an ERROR message is displayed and the ‘Upload’
button is disabled.

EdThaa w0 TiApa it En i gadnmi
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4. Thefiles will appear on the page. Each line will include the file name, the size of the file and a
red ‘X’ option for removing a file from the list.
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5. Click the ‘Upload’ button. The files will be uploaded and checked to ensure that they meet the
File Rules. The dark gray progress bar (below the list of files) will show the progress as the files
are uploaded and checked.

P

B i il
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5.2.3 Upload Results
1. Successful file upload

a. A SUCCESS message is displayed when files have passed the File Rules and have been
successfully uploaded.

i. @The list of files is cleared from the listing.

ii. The ‘Upload’ and ‘Clear’ buttons are disabled.

2. Unsuccessful file upload

a. When the files fail the File Rules or the file upload fails, an ERROR message is displayed and
indicates the reason for the failure.

i @The ‘Upload’ button is disabled when files have been selected and appearin the
selection list.
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ii. Users must clear the files before selecting files with the same name.
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If the same files are selected again without clearing the list, users will receive an ERROR
message. The list must be cleared before re-selecting the same files.
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5.2.4 Clearing the list of selected files

1. The ‘Clear’ button is enabled whenever files have been selected and appear in the selection
window. It allows users to clear one or more elements from the list of files.
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2. When the Clear button is pressed a Clear All message is displayed allowing users to confirm the
removal of all of the files in the list or cancel the action.

Claar All

ST PO ST VOU W 10 SEkrtd SN selected RiesT

a. Clicking ‘Delete’ will remove all of the files from the list and return to the Submission
Management page.

b. Clicking ‘Cancel’ will return to the Submission Management page and the list of files.

5.3 Data Administration » Secondary Validation Report

OFM Higher Education analysts and Institution Managers or Analysts use the Secondary Validation
report to check data quality. It provides a way to quickly see if there might be an issue with the data
even though it has passed the PCHEES data edit checks.
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The Secondary Validation Report is available to OFM Data Managers through Data Administration,
Submission, Release, and Summary Reports.

Release Management
|_Submission, Release, and Summary Reports | Submission Release Report
| Reports. Secondary Validation Report |
Data Released to All Users

The Secondary Validation Report is available to non OFM Data Managers through Data
Administration > Reports.

e Reports

Subm-i:ssi:-:mmh;l-anagamé-rl-t_

Release Management

Reparts Submission Results
Submission & Release History
Secondary Validation Report

5.4 Data Administration » Reports » Submission Results

Once a submission has been processed the submitter will receive an email notification indicating
success or the presence of errors. After receiving this email, a Submission Results report may be
generated. The email will reference the https://secureaccess.wa.gov website to go to for your error
details, however if you are already logged into the PCHEES application you only need to go to the
Submission Results Report by following the directions below.

@ If you run the Submission Results report prior to receiving the email notification, you will be
notified by the application that file processing is still underway.

1. The Submission Results report contains error details for the second set of validation edits:
a. Records with invalid length.
b. Records where institution ID, academic year or enrollment term in the files do not match the
file name.
2. Once all of the errors from these second edit checks have been corrected the system will
proceed with the final set of edits for each file which evaluate:
a. Dataelements that have invalid values.
3. To generate your Submission Results report:
a. Pick the Collection you want:

Collection: Day 10 of Term
Final (End of Term)
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There is not a separate selection for Final Enrollment Collection vs. Final Completion
Collection. For a detailed report for either Final Collection, choose ‘Final (End of
Term)’.

b. Pick the Term:

Term:

Summer 2015
Spring 2015 |
Fall 2014 i
Summer 2014 |
Spring 2014
Fall 2013
Summer 2013
Spring 2013
Fall 2012

— summer 2012 |

The most current term that has been submitted will be listed first, followed by
previous terms.

c. Pick the Institution:

Institution: Washington State University v

@ Your login ID will limit the selection to the institution(s) you have access to.

d. Pick the Report Format:

Report Format: Adobe Acrobat

@ Adobe Acrobat PDF format is recommended for those who are visually impaired.
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e. Decide how to handle the report.
i. You may have the option for Microsoft Excel to prompt you to Open, Save, Save as, or
Cancel the file download.

Internet Explorer

What do you want to do with ReportDisplay.xls?

Size: 120 KB
From: pchees.ofrm.wa.gov

< Open

The file won't be saved autornatically,
< Save

<% Save as

Cancel

ii. If you receive the following error message after not taking action on the above screen for
a period of time, close the window and return to the application to regenerate the report.

Q Internet Explorer cannot display the webpage

What you can try:

[ Diagnose Connection Problems J

@ More information

f. Click ‘Generate Report’
i. Ifyou receive a ‘Pop-up blocked’ notification in the browser window, click on the
notification and select the ‘Always Allow Pop-ups from This Site...” option.
ii. For more information on trouble shooting problems in downloading reports refer to
Section 12.
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4. The Data Submission Results reports will have one to three sections
If there are no errors, there will be one section: Submission Summary, which details the last

a.

b.

load date and the outcome of the upload.

Last Load Date: 4/25/2025 2:17 PM
Outcome:

Succeszsful load of data submission into PCHEES database.

Submission Summary

Records
Files Loaded Validation Errors
HE4DAY 1040442024 255 PADMISSION. TXT 19626 0
HEADAY 1040442024 255PCOURSE. TXT 2 851 1]
HEADAY 1040442024 255PPROGRAM.TXT 268 [i]
HE4DAY 1040442024255 PREGISTRATION. TXT 42115 0
HE4DAY 1040442024 255P5TUDENT. TXT 19626 0
HE4ADAY 1040442024 255PTERMDATES TXT 1 o
Tortad Ba 488 O

If there are errors there will be three sections

i. Submission Summary: this details the last load date and the outcome of the upload.

Last Load Date: 37 W20 10:47 AM
Cutcome: Unsuccessful load of data submission into PCHEES database due to validation ermors
Submission Summary
Racords
Flias Loadad valldation Errors
HEAFINA L4047 2007 DAFLASMIEE N, ot 3] 35 (S2e Detall Balow. )
HE4FINALASLTI0ITISFLCompletion. td a 2 [Gee Delail Below. )
HE4FINA LSS 7 00T IEFL Cowse. brt 1] o
HEAFIMAL 49472007 DSFLProgram. b a 12 {32e Dietall Eslow.)
HEAFINALASET 2007 I8FLRegisbation.bd [1] o
HEAFINALLSET200TISFLSudent b a 2 [Ses Detal Befow.)
HEAFINALA 72007 IGFL TermDales. b 1] o
Total L] 51

ii. Submission Error Summary: this provides a summary list of validation errors by File

Name, Data Element and Error ID.

Submission Error Summary

File Name: HE4FIMAL4347200708FLCompletion. txt
Total validation Ernors: 2
Error Count Diata Element

Emor Massage

1 PCH-E0940 {Student Completion Second
Major)
1 PCH-EDA5A {Student Completion First Minar)

The value provided Is nat a valld value for the academic year and Insfiution
specified In the flie racon.
The value pravided Is nat a valld value for the academic year and Instiution
speciflad In the flie recond.

iii. Submission Error Details: this provides the details concerning each validation error by
File Name, Record Number, Data Element and Error ID.

Submission Error Details

File: HEAFINAL 23472007 08FL Completion txt
Walidation Emows 1-2 of 2

Record  Posltlon  Data Elament Emor ID_Error Mesaags

o3z - 50-55 PCH-EDS40 (Student Compietion Second Major) 231302 629  The value provided I= not @ valid vaiue Tor the academic yaar and
nettution specifiad in the fle recom.

000531 SE-61 PCH-E0G5] [Student Compietion First Minor) 231302 B31  The vaue provided is not 3 vaild vaiue Tor tha academic yaar and
nsttution speckied In the file record.
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Notes about Submission Results:

1. Final Enrollment or Final Completion? The Data Submission Results Report will have the same
structure for both Final Enrollment and Final Completion Submissions. There are a few indicators

to inform the user whether the submission was a Final Enrollment Collection or Final

Completion Collection.

a. Ifthe report represents Final Enrollment Collection data, the count of records loaded for the

‘Completion’ file will be zero, as highlighted below.

Public Centralized Higher Education Enrollment System (PCHEES)
Data Submission Results
| Final Collection | Fall 2024 | Central Washington University

Last Load Date: 1/2B/2025 12:34 PM
Outcome: Successful load of data submission into PCHEES database.

Submission Summary

Records
Files Loaded  Validation Errors
HE4FIMAL 40242024 25FL ADMISSION. TXT 11399 0
HEAFINALAD44202425FLCOMPLETION TXT o o
HE4FINALAD44202425FLCOURSE THT 2563 0
HE4FIMALAQA4202425F PROGRAM.TXT 263 1]
HE4FIMALAQA4202435F| REGISTRATION. TXT 44037 0
HE4F INALADA4202425F LSTLIDENT, TXT 17,380 o
HE4FINALA0A4202425FLTERMDATES. TXT 1 o
Tatal 81682 0

b. If the report represents Final Completion Collection data, the count of records loaded for the
‘Completion’ file will be greater than zero, as highlighted below. Another indicator this is
completion data is that the term and year listed in title line 3 matches when institutions have
submitted Final Completion data, outlined in red, and as detailed in the PCHEES Submission

Guide.

Public Centralized Higher Education Enrollment System (PCHEES)

Data Submission Results
|Flnal Collection | Fall 2022' Central Washington University

[ Last Load Date: 7/19/2024 9:56 AM|
Outcome: Successful load of data submission into PCHEES database.

Submission Summary

Records
Files Loaded  Validation Errors
HE4FINAL4044202223FLADMISSION.TXT 12211 0
HE4FINAL4044202223FLCOMPLETION.TXT 419 0
HE4FINAL4044202223FLCOURSE. TXT 2,057 0
HE4FINAL4044202223FLPROGRAM.TXT 264 0
HE4FINAL4044202223FLREGISTRATION. TXT 31468 O
HE4FINAL4044202223FLSTUDENT.TXT 12211 0
HE4FINAL4044202223FLTERMDATES. TXT 1 0
Total 58,631 0
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2. Fixing Errors. If your submission contains errors, fix the reported errors then resubmit your files.

Repeat as necessary until all files are loaded without validation errors.

Remember that you must correct all errors from the second set of edits concerning the valid

record length and file name matches before the data element errors will be reported.

3. A maximum of 500 errors will be reported. The details section will only report a maximum of 500

error messages for each file. If the count of errors exceeds 500, additional errors will not be

reported.

5.5 Data Administration » Reports » Submission & Release History

The purpose of the Submission & Release History report is to provide feedback to the user about
the data submission for a selected collection, term, academic year and institution. Information is
displayed about files that passed all data edits and were successfully loaded and have a submission
status of active, retired or deleted.

To generate a report:

1. Pick the Collection you want:

Collection:

Final (End of Term)

|

2. Pick the Term:

Term:

Summer 2015
Spring 2015
Fall 2014
Summer 2014
Spring 2014
Fall 2013
Summer 2013
Spring 2013
Fall 2012

Sormmmar 3049

The most current term that has been submitted will be listed first, followed by previous

terms.

3. Pick the Institution:

Institution:

Washington State University v

@ Your login ID will limit the selection to the institution(s) you have access to.
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4. Pick the Report Format:

Report Format:

Adobe Acrobat

Microsoft Excel

@' Adobe Acrobat PDF format is recommended for those who are visually impaired.

5. Click ‘Generate Report’.

@ If no Collection, Term or Institution data exists, then "None" will be in the list and the
Generate Report button will be disabled.

@ If you receive a "Pop-up blocked" notification in the browser window, click on the
notification then select the "Always Allow Pop-ups from This Site..." option.

The Data Submission & Release History reports will have two sections:

1. Submission Summary: this details the Submission ID, Submission Status and Release Status of

each data submission for a selected collection, term, academic year and institution. Information

is displayed about files that passed all data edits and were successfully loaded into the

permanent tables.

Submission Summary

Submission Submission Submission
ID Status Release Status
S004 Retired Institutional Use Only
S005 Retired Institutional Use Only
S006 Retired Institutional Use Only
s007 Active Released to OFM

MNote: This report provides information about successful data submissions only. Data submissions that contained
validation errors are excluded. As a result, sequences of submission |1D values referenced in the report (e.g., S026,
S028, and 5029) will contain gaps when one or more submissions (e.g., S027) were unsuccessful.
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2. Submission Detail: a separate section will be listed for each submission in the Submission
Summary section providing more detailed information on the files by name and record count
along with the full history of events related to the submission.

Submission S004
Current Submission Status: Retired
Current Submission Status: Institutional Ube Only
Submission Contents
File Name Records
HE4Final4301200708FLAdmission . txt 10,592
HE4Final4301200708FLCompletion.txt 510
HE4Final4301200708FLCourse. txt 2,159
HE4Final4301200708FLProgram txt 351
HE4Final4301200708FLRegistration .txt 38,156
HEA4Final4301200708FLStudent txt 10,592
HE4Final4301200708FLTermDates txt 1
Submission History i )
Resulting Resulting
Submission Submission
Event ID Date Time Event Status Release Status
S004.E001 05/07/2010 11:03:57AM Data loaded successfully into PCHEES database Active Institutional Use
On
S004.E002 05/14/2010 09:58:59AM Data submission retired. Triggered by event Retired Institutionhz;l Use
S005.E001. Only

Notes about Submission & Relesase report generation:

1. If no Collection, Term or Institution data exists, then ‘None’ will be in the list and the ‘Generate

Report’ button will be disabled.
2. If you receive a ‘Pop-up blocked
then select the ‘Always Allow Po

Table 3 contains the possible combi
that you may see on your report. Th
Submission Status and Submission

" notification in the browser window, click on the notification
p-ups from This Site...” option.

nations of Submission Status and Submission Release Status
e ‘Definition’ lists the event or action leading to the given
Release Status values. “Same data” means a new submission of

data for a previously submitted set of files for a given collection, institution, academic year and

term.

Table 3: Submission status and Submission release status levels

Submission Submission Definition
Status Release Status
Active Institutional Use | Institution submits valid data; data loaded successfully into
Only PCHEES database
Retired Institutional Use | Data submission is retired when the institution submits the
Only same data again
Deleted Institutional Use | The 4th submission of the same data causes deletion of the
Only oldest retired submission (1 Active/Institution and 2
Retired/Institution submissions of the same data are retained)
Active Released to OFM | Data released by institution to OFM or data withdrawn from All
Users by OFM and no Active/OFM submission exists
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Submission Submission Definition
Status Release Status
Retired Released to OFM | Submission is withdrawn from All Users when the same data
exists that is Active/OFM or the same data is released to OFM
Active Released to All OFM releases the submission to All Users
Users
Retired Released to All OFM releases a new submission of the same data to All Users
User causing previous submission to be retired

5.6 Data Administration » Release Management

The values that are available in each of the pick lists are dependent upon the role of the user (either
a Submitting Agency Data Manager or an OFM Data Manager); the collections that have been
submitted by the institution; and the past actions that have been taken on those selections. If there
are no submissions in any term which are available for release to OFM (i.e. no Active / Institution in
any term), all the controls on the page will be disabled.

1. Pick the Collection type you want:

Collection:

Final (End of Term)

|

2. Pick the Term:

Term:
Summer 2015
Spring 2015
Fall 2014
Summer 2014
Spring 2014
Fall 2013
Summer 2013
Spring 2013
Fall 2012

Comnrnar 20470

The most current term that has been submitted will be listed first, followed by previous
terms

3. Pick the Institution you are releasing data for:

Institution: Washington State University V|

@ Your login ID will limit the selection to the institution(s) you have access to.
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4. For Submitting Agency Data Managers, pick the Submission number for Release to OFM, then
click ‘Release to OFM".

Fubmission: 5052 (Active Submission, Institutional Use Only)

[ Release to OFM ]

5. Only OFM Data Managers may release or withdraw a submission for All Users. Select the desired
Submission and click ‘Release to All Users’.

Submission: S001 (Active Submission, Released to OFM)

[ FEelease to All Users ]

Submission: 5003 (Active Submission, Releazed to All Users) »

[ Withdraw From all Users ]

6 Summary Reports

6.1 Who has access to which data sets and at what redaction level?

1. Submitting Agency Data Manager
a. Non-redacted access to submitting agency’s own data at all release stages
b. Redacted access to other agencies’ data once released to all users
2. OFM Data Manager
a. Non-redacted and redacted access to all agencies’ data at all release stages
3. Submitting Agency Analyst
a. Non-redacted access to submitting agency’s own data once released to all users
b. Redacted access to other agencies’ data once released to all users
4. Education Agency Analyst
a. Non-redacted and redacted access to all agencies’ data once released to all users
5. Outside Analyst
a. Redacted access to all agencies’ data once released to all users

6.2 Report Data Redaction Specifications

6.2.1 Redaction to protect privacy

Some reports generated by PCHEES are subject to redaction. To comply with the Family
Educational Rights and Privacy Act (FERPA), each of the term and annual enrollment reports
generated by an authenticated user of the PCHEES web application will be redacted to safeguard
against the accidental disclosure of personally identifiable information about the students covered
in the report when the application user is not authorized to view such information.

Users who are authorized to view personally identifiable information about the students specified
in a report will have the option to generate either a redacted or a non-redacted version of the
report. Non-redacted versions of reports will be labeled as such in the report header. Users
generating non-redacted versions of PCHEES term enrollment reports via the PCHEES web
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application are prohibited from re-distributing them to individuals, agencies or organizations that
are not authorized to view personally identifiable information about the students covered in the
report. Redacted versions of reports should instead be generated in this circumstance.

The redaction rule used for Term Enrollment reports in the PCHEES web application uses a
minimum cell size of 5; however, the redaction rule used in the Statewide Public Four-Year
Dashboard uses a minimum cell size of 10. Due to user authorization for access to the PCHEES web
application, having a lower redaction threshold is appropriate.

6.2.2 Redaction methods

Redaction can be specified in the interface by selecting the report parameter ‘Report Type’. Two
redaction methods are employed.

1. Redaction by cell content suppression in report row sets.

Report Type: Redacted (Cell Content Suppresz=ion)

Row sets that violate the first or the second of the redaction requirements are treated by (a)
replacing numerical with null values in all cells other than row total cells in an offending row set as
well asin all lower-level row sets nested underneath when all row totals in the row set exceed the
cell size minimum of 5; and (b) replacing numerical with null values in all cells (including row total
cells) in an offending row set as well as in all lower-level row sets nested underneath when one or
more row totals in the row sets that are less than the cell size minimum of 5.

2. Redaction by row consolidation in report row sets.

Report Type: Redacted (Row Consolidation) W

An alternative redaction technique, available when a row set does not violate the third redaction
requirement, is to consolidate all offending rows in the row set into an ‘Others (details redacted)’
row that passes the first and second requirements. If the consolidated row still violates one of these
requirements, or if only one row in a row set violates the first or the second requirement, then the
offending row(s) will be combined with a compliant row to ensure that the row set finally satisfies
the first and second redaction requirements. If the consolidated row is the only row remaining in
the row set after the completion of this operation, then the operation will be rolled back and cell
content suppression will be enforced instead. Row sets that violate the third redaction requirement
will be redacted via cell content suppression even when the user selects row consolidation as a
redaction option.

6.2.3 Requirements for non-redaction

For PCHEES web application users who select one of the two redaction options from the Report
Type pick list, the application will generate a headcount report without first altering its information
content only if the report meets these three requirements:

1. Except for cellsin rows reporting on an ‘Unknown’ characteristic, each report cell with a
value > 0 must have avalue = 5.

In report tables 11-19, all of which disaggregate on student demographic characteristics:
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2. Except for rows that report on ‘Unknown’ as a characteristic, each row must contain two or
more non-total cells each with a value = 5.

3. Each column that contains a top-level row cell with a value =5 must contain two or more
such cells.

The PCHEES web application will redact a term enrollment report that counts full-time equivalent
(FTE) students in the same manner that it redacts the corresponding headcount report, except that
the minimum cell size requirement will apply not to the FTE values themselves but rather to the
number of actual heads that figure in the calculation of the FTE value (i.e., to the value that appears
in the same cell in the corresponding headcount report).

For example, if ten freshmen each take one three-credit undergraduate course, then this course-
taking activity represents 2.0 FTE. Whether this cell violates the minimum cell size requirement will
depend, not on whether the FTE value of 2.0 = 5, but on whether the corresponding headcount
value of 10 = 5. This guarantees that redaction measures applied to an FTE report are not held
hostage to (rather pronounced) seasonal and sector variations in the volume of course-taking
activity, and in fact produce the same alterations to the rows and columns of the FTE report that are
produced in the corresponding headcount report.

6.3 Summary Reports > Term Enrollment Reports

Term and annual enrollment reports generated by the PCHEES application come in two basic
varieties: (1) headcounts: reports on the number of students receiving instruction for baccalaureate
or post-baccalaureate credit under various student and instructional categories; and (2) FTEs:
reports on the number of full-time equivalent (FTE) students receiving instruction for baccalaureate
or post-baccalaureate credit under various student and instructional categories.

The values that are available in each of the pick lists are dependent upon the role of the user and
the information that is available to report upon.

The values selected in the following pick list (Collection, Term, Course Provider, Submission, Funding
Source) determine the outcome of data for each report.

To generate term enrollment reports:

3. Pick the Collection type you want:

Collection:

Final (End of Term)

B ——
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4. Pickthe Term:

Term:
Summer 2015
Spring 2015
Fall 2014
Summer 2014
Spring 2014
Fall 2013
Summer 2013
Spring 2013
Fall 2012

Cornrnare 30479

The most current term that has been submitted will be listed first, followed by previous
terms.

5. Pick the Institution you are releasing data for:

Institution: Washington State University v

@ Your login ID will limit the selection to the institution(s) you have access to.

6. Pick the Submission:

|5u|:umissi-:un: | 5013 (Active Submission, Released to OFM) W

S013 (Active Submission, ]
S012 (Retired Submission, Institutional Use Only)
=011 (Retired Submission, Released to OFM)
=010 (Active Submission, Released to All Users)
S00% (Retired Submizsion, Released to OFM)
=005 (Retired Submission, Institutional Use Cnly)
=004 (Retired Submission, Institutional Use Cnly)
=003 (Retired Submizsion, Released to All Users)
=002 (Retired Submission, Released to All Users)

Submitting Agency Analysts and OFM/HECB Analysts have access only to active, All User-
released PCHEES data submissions. Consequently, they will see a report parameters
selection page that is missing a Submission pick list.

7. Pick the Funding Source:

Funding Source: Instruction Covered by State Funds Appropriated to Course Provider
Instruction Covered by State-Funded 2&4 Year Partnerships
Instruction Covered by State-Funded HS Dual Enrollment Contracts
All State Funds

No State Funds

All Funds (State Funds and Other Funds)

After selecting a Collection, Term, Course Provider (which specifies the student enrollment
population), Submission (institutions may submit term data more than once), and Funding
Source, you can choose any one of the available student headcount reports by selecting
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“Headcount of Students” from the Report Measure pick list and by then choosing one of the
available table options for that measure from the Report Table pick list.

Similarly, you may choose one of the available FTE student reports by selecting “Number of FTE
Enrolled Students” from the Report Measure pick list and by then choosing one of the available
table options for that measure from the Report Table pick list.

8. Pick the Report Measure:

You can select reports to contain either headcounts or full-time equivalents.

Report Measure: Eadco 0 ge
Number of Full-Time Equivalent Students

9. Pick the Report Table:

The report title choices will reflect the unit of measure (headcount or FTE).

Table 1.1 - Headcount of Students by Course Provider

Table 2.1 - Headcount of Students by Course Level

Table 3.1 - Headcount of Students by Instruction Delivery Type

Table 4 1 - Headcount of Students by Instruction Delivery Site

Table 5.1 - Headcount of Students by Instruction Funding Source

Table 7.1 - Headcount of Students by Course Subject

Table 8.1 - Headcount of Students by STEM Status of Course Subject

Table 9.1 - Headcount of Students by Primary Field of Study (First Major)

Table 10.1 - Headcount of Students by STEM Status of Primary Field of Study

Table 11.1 - Headcount of Students by Sex

Table 12.1 - Headcount of Students by Age Range

Table 13.1 - Headcount of Students by Residency Status

Table 14.1 - Headcount of Students by Hispanic Origin

Table 15.1 - Headcount of Students by Race

Table 16.1 - Headcount of Students by Hispanic Origin and Race

Table 17.1 - Headcount of Students by Mation of Citizenship at Last Admission

Table 18.1 - Headcount of Students by US State/Territory of Origin at Last Admission
Table 19.1 - Headcount of Students by WA County of Origin at Last Admission

Table 20.1 - Headcount of Students New Entering by Class Standing and Entering Source

Table 1.2 - Number of Full-Time Equivalent Students by Course Provider

Table 2.2 - Number of Full-Time Equivalent Students by Course Level

Table 3.2 - Number of Full-Time Equivalent Students by Instruction Delivery Type

Table 4.2 - Number of Full-Time Equivalent Students by Instruction Delivery Site

Table 5.2 - Number of Full-Time Equivalent Students by Instruction Funding Source

Table 6.2 - Number of Full-Time Equivalent Students by Tuition Fees Payment Status

Table 7.2 - Number of Full-Time Equivalent Students by Course Subject

Table 8.2 - Number of Full-Time Equivalent Students by STEM Status of Course Subject

Table 9.2 - Number of Full-Time Equivalent Students by Primary Field of Study (First Major)

Table 10.2 - Number of Full-Time Equivalent Students by STEM Status of Primary Field of Study

Table 11.2 - Number of Full-Time Equivalent Students by Sex

Table 122 - Number of Full-Time Equivalent Students by Age Range

Table 13.2 - Number of Full-Time Equivalent Students by Residency Status

Table 14.2 - Number of Full-Time Equivalent Students by Hispanic Origin

Table 15.2 - Number of Full-Time Equivalent Students by Race

Table 16.2 - Number of Full-Time Equivalent Students by Hispanic Origin and Race

Table 17.2 - Number of Full-Time Equivalent Students by Nation of Citizenship at Last Admission

Table 18.2 - Number of Full-Time Equivalent Students by US State/Territory of Origin at Last Admission
Table 19.2 - Number of Full-Time Equivalent Students by WA County of Origin at Last Admission

Table 202 - Number of Full-Time Equivalent Students New Entering by Class Standing and Entering Source
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Multiple selection of table reports is covered under Section 6.3.1 (Batch Term
Enrollment Reports).

10. Pick either to Show or Hide the Report Details:

Report Detsil

Show Details ¥

Hi;IE Dn_efcails -

Mot Applicable W

When generating the following report tables, users will be able to select only ‘Not

Applicable’ from the Report Details pick list for the following reports:

Report number Description

Table 1.1 Headcount of Students by Course Provider

Table11.1 Headcount of Students by Sex

Table 17.1 Headcount of Students by Nation of Citizenship at Last Admission

Table 18.1 Headcount of Students by US State/Territory of Origin at Last
Admission

Table 19.1 Headcount of Students by WA County of Origin at Last Admission

Table 1.2 Number of Full-Time Equivalent Students by Course Provider

Table 11.2 Number of Full-Time Equivalent Students by Sex

Table 17.2 Number of Full-Time Equivalent Students by Nation of Citizenship at
Last Admission

Table 18.2 Number of Full-Time Equivalent Students by US State/Territory of
Origin at Last Admission

Table 19.2 Number of Full-Time Equivalent Students by WA County of Origin at
Last Admission

11. Pick the Report Type:

In addition to allowing specified users the ability to run Non-Redacted reports, the Report Type

pick list on the PCHEES Term Enrollment Reports web page allows users to redact term

enrollment reports via one of two distinct techniques. See 6.2 (Report Data Redaction
Specifications) for important information on data redaction and the difference in redaction

methods.

a. Non-redacted

Report Type:

Mon-Redacted |«

b. Redaction by cell content suppression in report row sets.

Report Type:

Redacted (Cell Content Suppression) |

c. Redaction by row consolidation in report row sets.

Report Type:

Redacted (Row Consolidation) w
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Users are able to select Row Consolidation for the following reports:

Report number Description

Table 12.1 Headcount of Students by Age Range

Table 17.1 Headcount of Students by Nation of Citizenship at Last Admission

Table 18.1 Headcount of Students by US State/Territory of Origin at Last Admission

Table 19.1 Headcount of Students by WA County of Origin at Last Admission

Table 12.2 Number of Full-Time Equivalent Students by Age Range

Table 17.2 Number of Full-Time Equivalent Students by Nation of Citizenship at
Last Admission

Table 18.2 Number of Full-Time Equivalent Students by US State/Territory of
Origin at Last Admission

Table 19.2 Number of Full-Time Equivalent Students by WA County of Origin at Last
Admission

Note that Report tables 1-10 are exempt from the second and third of the redaction
requirements in Section 6.2.3 because they disaggregate on instructional or funding
characteristics that are logically associated with only one student type in many report
populations. For example, all graduate and professional students are associated exclusively
with the four-year baccalaureate sector, not at all with the two-year applied baccalaureate
sector, in report Table 1. Similarly, graduate-level coursework reported in Table 2 may be taken
exclusively by graduate students at some institutions.

12. Pick the Report Format:

Feport Format: Adobe Acrobat |+
Adobe Acrobat
Micro=aoft Excel

For all accounts, users have the ability to generate either an Adobe Acrobat or a Microsoft Excel
version of each report.

@ Adobe Acrobat PDF format is recommended for those who are visually impaired.

13. Click ‘Generate Report’

If you receive a “Pop-up blocked” notification in the browser window, click on the notification
then select the “Always Allow Pop-ups from This Site...” option.

Windows Internet Security settings must be set to enable downloads. See Section 12.

6.3.1 Batch Term Enrollment Reports

Users have the capability to generate one report, multiple reports, or all nineteen reports at a time
from the report table list for their own institution only. Institutions can only run single reports for
other institutions.
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For a single report, you have the choice of either Excel or PDF output; however, if you choose to
generate multiple or all reports, only PDF files are generated.

1. Toselect asingle report, simply click on the table report you wish to generate a report from.

2. To select multiple that are in numerical order, click on the table report of the first report and
then hold the <SHIFT> key and then click on the last table report.

3. Toselect multiple reports that are not in numerical order, click on the table report of the first
report and then hold the <CTRL> key while clicking on additional table reports until you have
your selection.

4. To selectall reports, click on report Table 1.1, hold the <SHIFT> key and then click on the last
table report.

Report Table: Table 1.1 - Headcount of Students by Course Provider
Single report Table 2.1 - Headcount of Students by Course Level
select report Table 3.1 - Headcount of Students by Instruction Delivery Type
Table 4.1 - Headcount of Students by Instruction Delivery Site

"J'-"“ple reparts ) Table 5.1 - Headcount of Students by Instruction Funding Source
(Hold the Ctrl key and dick the .
report that you want to select) | 18ble 7.1 - Headcount of Students by Course Subject

Table 8.1 - Headcount of Students by STEM Status of Course Subject
mdﬁ_ﬁ;"_;ca tgﬂcr_ :-kelect_iﬁn- Table 9.1 - Headcount of Students by Primary Field of Study (First Major)
first and lact report of the | Table 10.1 - Headcount of Students by STEM Status of Primary Field of Study
desired selection) Table 11.1 - Headcount of Students by Sex

Table 12.1 - Headcount of Students by Age Range

Multiple report presets Table 13.1 - Headcount of Students by Residency Status

» Show Details Table 14 1 - Headcount of Students by Hispanic Origin
» Non-Redacted Table 15.1 - Headcount of Students by Race
* Report Format: PD Table 16.1 - Headcount of Students by Hispanic Origin and Race
A single PDF will be created Table 17.1 - Headcount of Students by Mation of Citizenship at Last Admission

‘f:”;f‘_izi:"qgcarg;; the selected Table 18.1 - Headcount of Students by US State/Territory of Origin at Last Admission
part ' Table 19.1 - Headcount of Students by WA County of Qrigin at Last Admission
Table 20.1 - Headcount of Students New Entering by Class Standing and Entering Source

6.4 Summary Reports > Annual Enrollment Reports

Annual enrollment reports generated by the PCHEES application come in two basic varieties: (1)
reports on the number of students receiving instruction for baccalaureate or post-baccalaureate
credit under various student and instructional categories (i.e., reports on student headcounts); and
(2) reports on the number of full-time equivalent (FTE) students receiving instruction for
baccalaureate or post-baccalaureate credit under various student and instructional categories.

Users of the application will be able to generate dynamically from the PCHEES database distinct
single-table annual enrollment reports that provide student headcounts:

Report number | Description
Table21.1 Headcount of Students New Entering by Class Standing and Entering
Source

Users of the application will be able to generate dynamically from the PCHEES database distinct
single-table annual enrollment reports that provide full-time equivalent (FTE) students:

Report number | Description
Table 21.2 Number of Full-Time Equivalent Students New Entering by Class Standing
and Entering Status
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The values that are available in each of the pick lists are dependent upon the role of the user and
the information that is available to report upon.

To create annual enrollment reports:

1. Pick the Collection type you want:

Collection:

Final (End of Term)

|

2. Pick the Academic Year you want:

Academic Year:
2013-14
201213
201112
2010-11
2009-10
2008-09
2007-08

3. Pick the Course Provider you want:

Course Provider:
Central Washington University
Eastern Washington University
The Evergreen State College
University of Washington T
UW Bothell Campus

UW Seattle Campus

UW Tacoma Campus

Washington State University

WS5U Pullman/Spokane Campuses
WSU Pullman Campus

WSU Spokane Campus

WSU Tri-Cities Campus

WS5U Vancouver Campus

Western Washington University

T T

@' Your login ID will limit the selection to the institution(s) you have access to.

4. Pick the Funding Source you want:

Funding Source:
Instruction Covered by State-Funded 2&4 Year Partnerships
Instruction Covered by State-Funded HS Dual Enroliment Contracts
All State Funds

No State Funds

All Funds (State Funds and Other Funds)
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After selecting a Collection, Academic Year, Course Provider (which specifies the student
enrollment population), and Funding Source; you can choose any one of the available student
headcount reports by selecting “Headcount of Students” from the Report Measure pick list and
then choosing one of the available table options for that measure from the Report Table pick
list.

Similarly, you may choose one of the available FTE student reports by selecting “Number of FTE
Enrolled Students” from the Report Measure pick list and by then choosing one of the available
table options for that measure from the Report Table pick list.

5. Pick the Report Measure you want:

Report Measure:

Number of Full-Time Equivalent Students

6. Pick the Report Table you want:

Report Table: Table 21.1 - Headcount of Students New Entering by Class Standing and Entering Source

7. Report Details:

Report Details: | Not Applicable V|

When generating the annual report tables, users will be able to select only ‘Not
Applicable’ from the Report Details pick list.

8. Pick the Report Type:

In addition to allowing specified users the ability to run Non-Redacted reports, the Report Type
pick list on the PCHEES Term Enrollment Reports web page allows users to redact term
enrollment reports via one of two distinct techniques. See 6.2 (Report Data Redaction
Specifications) for important information on data redaction and the difference in redaction
methods.

a. Non-redacted

IRepn:-l't Type: Mon-Redacted |«

b. Redaction by cell content suppression in report row sets.

Report Type: Redacted (Cell Content Suppression) |

c. Redaction by row consolidation in report row sets.

IREpu:-rt Type: Redacted (Row Consolidation) w

| Mon-Redactad
‘Mon-Redacted
Redacted [Cell Content Suppression]

| Rieport Thpe!

PCHEES User Manual with SAW Instructions July 28, 2025 Page 50



9. Pick the Report Format:

Report Format: Adobe Acrobat

Microsoft Excel

@' Adobe Acrobat PDF format is recommended for those who are visually impaired.

10. Click ‘Generate Report’

If you receive a “Pop-up blocked” notification in the browser window, click on the notification
then select the “Always Allow Pop-ups from This Site...” option.

Windows Internet Security settings must be set to enable downloads. See Section 12.

6.5 Summary Reports -» Data Availability

The Data Availability Report is an “on screen” report (i.e., does not prompt for download of Excel or
Adobe PDF file) that shows all active data submissions for all institutions by either Day10 or Final
collection selection. Academic years display in descending temporal order. Note that although
academic years display in descending order, terms are sorted in increasing temporal order.

@ Day 10 collection data for 2007-08 through 2009-10 was migrated from the PCHEES IlI system.

6.5.1 Day 10 Collection
The Day 10 Collection Data Availability Report includes information about all active submissions.

Data are displayed in each cell for a single term at a specific institution.

WsU
OFM s008 -——@
02/20/2023

Institution S010
03/21/2023 ~—-—-@

The elements for a term include:

A. Release level of the active submission

B. Submission identification number (in the format of S###)

C. Date, corresponding to the displayed release level, indicating when the submission was:
1. loaded at Institution level
2. released to OFM
3. released to All Users
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An example:
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6.5.2

Final Collection

The Final Collection Data Availability Report includes information about all active submissions.

Data are displayed in each cell for a single term at a specific institution.

A

K BT

Enstibutice #nooll,Coeng
040 -
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AH Ussrs Enrp® Comip Al Users Exrl], mp
i Tehi ] L1i) 1
b Tkl bk ] -3 B Lty ik
A. Release level of the active submission

Submission identification number (in the format of S###)

Date, corresponding to the displayed release level, indicating when the submission was:

1. loaded at Institution level

2. released to OFM

3. released to All Users

Indication whether the submission data includes Enrollment or Enrollment and Completion

data.
1. ‘Enroll’is displayed when there is only Final Enrollment data in the submission.
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2. ‘Enroll,Comp’is displayed when both Final Enrollment and Completion data is included
in the submission, as shown in the fall record for UW:
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6.6 Summary Reports » Annual Data Extracts

Annual Data Extracts are available to OFM users only. Users are able to obtain annual data for an
institution by generating an extract of data from the PCHEES database based on selected criteria.
Available extracts are for:

« Annual Headcount and FTE by Institution/Course Provider
« Annual Headcount and FTE by All Funding Sources

The values available in each of the pick lists are dependent upon the user’s role and what
data is available with PCHEES.

The values selected in the following pick lists determine the outcome of data extract.

For each selection criteria, a wait indicator appears letting you know the system is processing
your request for the Collection type. It will go away when the request is completed.

Your cursor may indicate a busy signal after the pop up goes away. Once you move your
mouse, the mouse pointer should return to normal.

To generate Annual Data Extracts reports:

1. Pick the Collection type you want:

Collection: )3 Jof Te
Final (End of Term)

L
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2. Pick the Academic Year:

Academic Year:
2022-23
2021-22
2020-21
2019-20
2018-19
2017-18
201617
2015-16

B oonn s 201405

A

| 0 Byl =

@ The most current academic year will be listed first, followed by previous academic years.

3. Pick the Course Provider you are requesting data for:

Only institutions who have data submitted for the Collection type and academic year chosen
will display.

@ Your login ID will limit the selection to the institution(s) you have access to.

4. Choose the Extract you want:

Exctract: Annual Headcount and FTE by Institution/Course Provider w
Annual Headcount and FTE by All Funding Sources

5. Choose the type of Funding Source:
When Extract is “Annual Headcount and FTE by Institution/Course Provider”, the Funding
Source pick list allows the following choices:

Funding Source: Instruction Covered by State Funds Appropriated to Course Provider w
Instruction Covered by State-Funded 2&4 Year Partnarships

Instruction Covered by State-Funded HS Dual Enrollment Contracts
All State Funds

Mo State Funds

All Funds (State Funds and Other Funds)

When Extract is “Annual Headcount and FTE by All Funding Sources”, the pick list is disabled
and defaults to “All Funds (State Funds and Other Funds)”.

6. Choose the redaction type you want:

Extract Type: MNon-Redacted A
Fedacted (Cell Content Suppression)
Redacted (Row Consolidation)
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See 6.2 (Report Data Redaction Specifications) for details on the difference in redaction
methods.

@ Your login ID will limit the selection to the Extract Types you have access to.

7. Click the ‘Generate Extract’ button to initiate the generation process. A CSV file is created and
available for download.

@ If you make any changes to the opened CSV file, make sure to save changes to the file as
needed.

7 Documentation
The PCHEES application has downloadable documentation files.

7.1 Who has access?

Submitting Agency Data Manager
OFM Data Manager

Submitting Agency Analyst
Education Agency Analyst
Outside Analyst

1.
2.
3.
4,
5.

7.2 Data Submission Guide

The Data Submission Guide describes the Day 10 and Final collections, files in each collection,
record layouts, and submission rules.

e I e TP P S iy T CR o i
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7.3 Valid Values

Valid PCHEES data element values for a given academic year and institution can be downloaded as
a tab-delimited text file. Values can be downloaded for a single data element or the complete list of
all data elements for the selected academic year and institution.

Fimamnctial Hamogiment

[t Sutmimion Gulde
Walisl Yalises

Vnhd Vahres

OFM-Ssprpibed Vinled Wahues for Uatn Besart

e LTy =1
Imstitution: | Cantral Weshington Univarsity v
[ila Ciessin Al Deta Flernenis i

S TP B el T e i el 4

To generate a list of valid values:

1. Pick the Academic Year:

— Valid Values

OFM-5upplied Valid Values for Data Elements

202324
2022-23
202122
2020-21
2019-20

el n | 23050

Academic Year:

2. Pick the Institution:

Institution: Central Washington University
The Evergreen State College
Eastern Washington University
Washington State University
University of Washington
Western Washington University
Eastern Washington University Semesterly
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3. Pick either ‘All Data Elements’ or an individual element:

Diaka Elemmank

[] Flermaenids
PGH-EQ0SD (Enroliment Term}
PCH-EQOR0 (Complebon Tesm)

PCH-EOCO0 (Institution 1D}

PCH-ED0S2 (Course Prowider Campus 10
PCH-EDOEA (Student Complation Campus 10)
PCH-EDDBE (Student Admession Campus D)
PCH-EONES (Student Pimary Enroliment Campus 10}
PCH-E0Q0 (Enroliment Term System)

PCH-ED260 (Program Degrea/Certificate Level)
PCH-E0280 (Program Fiekd of Study CIP Coda)
PCH-E0300 (Program Concentration CIP Code)
FPCH-E0300 (Student Sex)

PCH-ED400 (Shudent Race 1)

PCH-ED4D1 {Sludent Race 2)

PCH-EQ402 (Student Race 3)

PCH-E0403 (Student Race 4)

PCH-ED404 (Student Race 5)

PCH-ED410 (Student Hespanic Idantity 1)

PUH-ED411 (Student Hespanic ldentity 2)

PCH-ED412 (Student Hespanic Identity 3)

PCH-ED420 (Student LI 5. immigration Status)
PCH-ED430 (Student WA Residancy Stalus)
PCH-E0432 (Student Pnmary Encoliment Site)
PCH-E0434 (Baccataureate Class Standmg)
PCH-EDMED (Student Veleran Slatus)

PCH-ED4G62 (Student Velgran Federal Benelits Type)
PCH-E04TO (Student Tuition Foo Type)

PCH-ED4T2 i Student Mon-Resident Tuibion Fee Exemption 1)
PCH-EQMT (Student Non-Residant Tuihon Fee Exemgption 2)

4. Click the ‘Download’ button.
a. Download methods vary by browser type and configuration. One of these is likely to

happen:

iii. The file will open automatically in a text editor
5. To see a list of downloaded files in most browsers, click <CTRL><J>.

The browser will indicate there is a file downloaded (Chrome)

~ = Pt

e % ®» & 0O &

» Cther bookmarks

You will be prompted for which action to take (Edge)

Downloads B Q e

&

What do vou want to do with Valid Values Data (1).4d?

Open Save as Save
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6. The file can be opened in a text editor (less useful/visible) or Excel (more useful/visible). When
importing to Excel, specify that the file is tab delimited.

The Tt Wizard ha cetermen g thai pewr deta in Delmaed, This preen ks you 1et the defmden posr deks qommne, Tou e see now Foer e 1) sflecies mthe
W imia g ca e, Raaase Hitwi, o0 choee the daba bype that bed dewmbes you deie e Dete
Crignad drta Type Dzimier
Tmzane the Tie bype thal hesd depimbee yaun date: !Ilﬁ =
O Desiwnbed - Chanschsrs such & conemes oo EYDE Separane emch Fusi [} Semrpc niban L_| Teest commarthee Seltmber as one
75 Fend gifth - Fieidi aes abigned m oalumen was spaces Bebvsben aach eld l.__h.I:H\lh- P
|1 jnwew
Sladd wepoil ol a2 1 Fe giign: 20T OEL UniAsd Slakin = e
IRy it os eaders.
Dty prewies
Pimmwe o Peli 500 s Pl pH 08 Dl i’ o ‘s s D ok
1 [IENEET TOELEHENT ERSETALID TATOEISSCRIFTIONINSTITUTIONRIASONTS TERR | ELTIENT ID ELTHENT EXNE TRLIZ VRLTE DERCEIFTION eTT
PrR-To08aInedikution ID4044Caniral Hanhizgeon Thoivecsidtytentoal Washiz FCE-E00%)  foreitoticn 3D ROk4 00 [Pantca 1 Mashingien Seivsceity acize
FeH-Ba0Earclleeet TereFifall TermCancrsl Bashingrea Univessingaofdl PoA-EODEY  Enrollssst Term FL all Temm Fentes
FCH=-E0JL0Enrallussr TecmiiS—mmsr Tesromlencral Bashingooa Omivecrieylid FOE-EODED  Emrollmsst Teem s Term CaaTza
Canerl Rar hests | Eimish Canerl < gaik | e - Eimish

8 Administration

Administration is only available to OFM Data Managers.

8.1 Student Match
Student Match is only available to OFM Data Managers.

1. Student Matching is used for reporting purposes so that students are not counted more than
once if they attend different institutions in a given time period.

2. Eachinstitution maintains its own IDs to track individual students. Because of this, there are
two potential problems: (1) a single individual student may attend multiple institutions and
would therefore potentially have more than one student ID; (2) the same ID value could be used
to represent different individual students at more than one institution. The student match
process creates a unique statewide student identifier that is used for each individual student
regardless of whether they attend one or more institutions.

3. Student Match options include exporting data from PCHEES, Importing data back into PCHEES,
Deleting information and Refreshing the application page.

4. Export

Student Match

Import Delete Refresh

Erad student data for cross institutional student

match.
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5.

The Export process includes the following:

a. Creates a tab delimited file with all institution and student information.
b. Creates a distinct data set of all personal identifying information for all studentsin
PCHEES.

OFM identity resolution experts use the tab delimited file for performing a Student Match
(identifying a student across institutions) to create statewide research IDs.

c. Inserts keys into a database table so that data can later be imported into PCHEES and
matched back up with only the student data that existed when the export file was
created. It isimportant to note that any data brought into PCHEES after the export file
was created will not have research IDs until the next time data is exported and a Student
Match is performed.

Import

Student Match

| Export ||| Import ||| Delete | | Refresh

Update student records with OFM student id far the
selected match id
Selected 11 R N ettt AR ST Loy

a. Thelmport process combines the new research ID along with the original institution ID
and student ID then matches it with the data key for those student records that were
exported, finally matching the data back together in PCHEES.

Delete

Student Match

| Export | | Import ||| Delete ||| Refresh |

Delete student match data far the match id selected

a. Deletes row of information and all associated information for the Student Match.
Refresh

Student Match

import | | Delete

Bofrech tha rurrent nans
ey

a. Updates the screen when an active match process is occurring.
For reporting purposes, if a student’s information has not gone through the student match
process, reports will still contain data of those students by pulling the institution and student ID.
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9 Dashboard

9.1 Dashboard » Data Review

The Dashboard Data Review provides information to institutions about when data was last
generated for the PCHEES Dashboard, whether the review data is the same as the published data,
and when institutions were last notified for when data was published to the PCHEES Dashboard.

’-._:-q.,_
b ¥
g‘l'llllr'lc¢ el Wamapemant

Insintution Review
It Dvwinilopds
Beview PCHEES Dashboard
Reyiew and dommivad dakn generated on Mar 29 2022 B35 | |19 fUnCtonaliy Ras feen provisiongily disabied

Current Review 3T Mas nol been pubiished Far 2y questions, Sesse mnkacs the FCHEES Helpdesk at prhessheiodess fofm, wa, poy
Instibutions wers Lisk notified Sep 20 2023 7:124M

Review PCHEES Dashboard’ link allows users to open the Review Dashboard in a new window. All
institution users can visually see data as it would be viewed when published to the PCHEES
dashboard. There are three metric categories in the dashboard: Enrollment, Progress and
Graduation. Each metric category has different tabs that allow the user to navigate to different data.

Statewide Public Four-Year Dashboard

About the Dashboard student Enrodimsent Student Progress Degrees & Graduates About the Data

(gl iwildil  Frequently Asked Questions

About this Dashboard

OFv worked with the six public universities and colleges to create this centralized dashboard that displays
a number of accountability measures, such as, graduation rates and the time it takes to complete a
bachelor's degree for each institution and statewide.

The metrics are organized into the three categories listed in the sidebar to the left, with the specific metrics

listed below. For questions about the metrics, see the Metrics Calculations document
Student Enrellment Student Progress Degrees and Graduates
= Annual Enrollment » Success beyond Pre-College = [egrees
+ Pro-Collepe Courses * Success in Collepe Math & English = Time 1o Degros
= Enrollments by Origin = Credit Accumulation = Credits to Degrea

+ Graduaton/Continuation * Campleton Ratio

s Course Completon = Market Penetration

= [egree Counts

Questions

For questions about this dashboard. please contact the PCHEES Help Disk
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To access the Statewide Public Four-Year Dashboard (PCHEES Dashboard), go to:

https://erdc.wa.gov/publications-and-reports/statewide-public-four-year-dashboard

10 Help

The Help page includes resources for many aspects of working with PCHEES, including
downloadable user manuals.

10.1 Who has access?

1. Submitting Agency Data Manager
2. OFM Data Manager

3. Submitting Agency Analyst

4. Education Agency Analyst

5. Outside Analyst

10.2 Help Page

Bt ammie s Dienbelismndd

Drata Sy
L T T CELA BETE

Erenuently Asker Duestions (FAQE Frovites mimation o st o in osing the PCHEES apeboston. Use the (e Masusl for detals an spstom use (et cannat e answened ke

Dhevmyian b it}

Cata Submision Guids: Provies e most comens aormation o coBectom Bles, the daty model, detz slemers, md B niey on musmESng colectiens threegh the FOHEES applicstion
Bplepse Nobes: tdentifiss jecent changss snel snhancementy socired sith sach jeisre

i Manugls Prredes mesuchans e o the FOHEES applicaimn,

[FITRT LY PR
In edar be reckive Comimuicstians abeat changes, mhancaments, or nutges by this PCHEES spslation, you havr bias mdutad in e GavDelvary PCHEES sshscrbar st
Te avusl Fessng CoTOTAECteL. plerse oprate yaur wany A fo afmy messages from sy, pr

Lopmigot s
Apgdeation Sepidits Foe assimsary with the PCHEES sl i 18 lHanms 3 PUHEES inen [lice ratast the PCHEES Helsiledi ot g S e gl wa.
[t Qupaitinn’ FOr ssshlante with 4ata questisrs, plrdte o O Folstastiog ot {300} $02-5528

Back 5p Fep of Poag

L AL N Ay ANy S
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11 How do | end my session?

To end your PCHEES session click on “Logout” in the right corner of the application.

of Einamned gement

S, ——— i e ——

@ Closing the tab or browser window is also an acceptable way to end your session.

Your PCHEES session will time out automatically after no activity in the application for 20 minutes.
Your SAW session will time out automatically as well.

12 Windows Internet Security Settings for Reports

@ If you have trouble downloading reports you may need to alter Windows security settings to
allow downloads

=

Internet Properties

General Security Privacy Content Connections Programs Advanced =

Security Settings - Internet Zone

Select a zone to view or change security settings. Settings

@ W v/ O

Internet Local intranet  Trusted sites  Restricted l!' Script ActiveX controls marked safe for scripting
sites (O Disable

e © Enzble
. . " Sites
0 This zone is for Internet websites, Downloads
except those listed in trusted and .
restricted zones. % File download I
(O Disable
© Enzble

Security level for this zone

Allowed levels for this zone: Medium to High () Disable
Medium-high O Enable
- Appropriate for most websites O Prompt
- - Prompts before downloading potentially unsafe Enable .NET I setu
e &% Enal e ramework setup
- Unsigned ActiveX controls will not be downloaded O Disable
M crzhls
Custom level... Dffault level
Reset custom settings
" Reset all zones to default level Resetto:  medium-high (default) ~ Reset...
@ Some settings are managed by your system administrator.
Cancel
OK Cancel Apply
. 2 L ]

If you cannot access the PCHEES application, your Windows settings may be blocking sites.
You will need to add PCHEES (https://pchees.ofm.wa.gov/) and Secure Access Washington
(https://secureaccess.wa.gov/) as trusted sites.
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https://secureaccess.wa.gov/

.
‘® Intemnet Properties

General Security Privacy Content Connections Programs  Advanced

Select a zone to view or change security settings.

Internet  Local intranel] YPEEEREIES | Restricted
sites

b
J This zone contains websites that you e

trust not to damage your computer or
your files,
*fou have websites in this zone.

Security level for this zone

Custom

Custom settings.
-To change the settings, dick Custom level,
- To use the recommended settings, dick Default level.

Custom level... Default level

Reset all zones to default level

.@. Some settings are managed by your system administrator,

Cancel Apply

=
h Trusted sites

‘fou can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.

Add this website to the zone:
Add
Websites:
http://*.des.wa.gov Remove

http://*.gmap.wa.gov
http://*.gotomeeting.com
http:f/*.leg.wa.gov

Las . fem . ..

Require server verification (https:) for all sites in this zone

Close

@ If you continue having trouble downloading reports, please contact the PCHEES Help Desk at

pchees.helpdesk@ofm.wa.gov.

13 Need Assistance?

Application Support: For assistance with the PCHEES application or to become a PCHEES user,
please contact the PCHEES Helpdesk at pchees.helpdesk@ofm.wa.gov.

Data Questions:

Research at (360) 902-0599.

For assistance with data questions, please contact OFM Forecasting &

PCHEES User Manual with SAW Instructions July 28, 2025

Page 63


mailto:pchees.helpdesk@ofm.wa.gov
mailto:pchees.helpdesk@ofm.wa.gov

	Structure Bookmarks
	Table 1: PCHEES application structure 
	Table 2: PCHEES functions and access based on role 
	 
	Table 3: Submission status and Submission release status levels 
	 




