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Student Information in the Annual Report: 

Completing with Accuracy



Discussion 
Points

• FCSUA community access

• Reporting deadlines

• What information will be collected?

• The cloning function

• Common errors

• Walkthrough 

• Available assistance & resources



Access to the FCSUA Community
• Three licenses per program

• Four licenses for program on multiple campuses and 
large number of students



FPCTP 

Program and 

Student -

Timeline

Annual Program Information Report – Available July 1
● Submit and be approved before Student Report
● There is not limitation on when to start this report. Start early

Annual Student Information Reports – Available on August 1
● Not available until Program Information Report is 

approved
● Individual data for each student enrolled
● Should align with student scholarships

2 Months Away

3 Months Away



● All approved FPCTP who had students this past year will submit an 

Annual Report – Student Information

● Update information. Avoid cloning!

○ Section 1, question 14: Expected time to complete.

○ Section 2, enrollment and course data.

○ Remember to only report credentials earned this past year. 

○ For #13, please list the courses the student participated in and their 

respective grades. 

● Begin towards the end of the academic year

● Submit and be approved to access student follow up reports

Annual Report – Student Information



FPCTP Student Reports: 
How did we do last year?

20
FPCTP submitted 

Student Information 

reports



This year

25
FPCTP will submit 

Student Information 

reports

FPCTP submitting Student Information Reports 

for the First Time:

• Emerald Coast Technical College

• Florida State College Jacksonville

• Manatee Technical College

• Miami Dade College

• University of North Florida



Understanding the List View
Filter by Reporting Year

Format: YYYY-YYYY

Select all reports 
Ready for 

Submission

Submit all
reports selected 

at once. 

Not available to 
clone. Student 

exited the 
program



For Established FPCTPs

Annual Report – Program Information Reports

To Consider after Cloning



To Consider About All Reports

To Consider after Cloning
• After cloning previous year report, information is not updated to the 

most recent year. 

• The resulting report is identical to the one used to create it except for the 
reporting year

• All sections need to be revised and updated before submitting to FCSUA.

• Do not leave questions empty.

• Provide additional information using the description boxes



Student Information Reports

To Consider after Cloning

• Do not wait until receiving the Program Information approval to start 
gathering student information.

• Consider that newly admitted students will not have a report to clone. A 
new report must be created for them.

• FCSUA expects the number of report to at least match the number of 
scholarship request during the year.

• Be available during the reporting period to complete the reports and to 
address FCSUA in a timely manner. 



Student Information Reports (Continued)

Student Information Reports
Section 1
• This section will not need updates. All the information entered here remains 

the same as it is all related to pre-enrollment.

Section 2
• Most of the information will change because it is related to the current 

reporting year.

Section 3
• Only completed once the student exits the FPCTP. Do not exist the 

student if the students is planning to continue. 



Student Information Reports (Continued 2)

Section 2
• Question 1b: Report on the student status at the end of the current 

reporting year.
o Consider whether the student is taking additional courses the following 
year or taking time off from the program

Student Information Reports



Student Information Reports (Continued 2)

Section 2
• Question 5: Report on the status of all credential the students was enrolled 

or is expected to enroll during the current reporting year.
• Leave the rest empty

Student Information Reports



Student Information Reports (Continued 3)

Section 2
• Question 6: Revise this question to reflect all the courses the student 

enrolled during the current report year.

o To remove courses the student is not enrolled in, make sure to delete the 
information included in the three far right columns before changing the 
answer to No. Once the answer is set to No, the subsequent information 
cannot be deleted.

Student Information Reports



Student Information Reports (Continued 3)

Section 2
• Questions 9-12: Make sure to delete answers for sub-question b.-e. before 

changing answers for sub-questions a. to No.

Student Information Reports



Student Information Reports (Continued 3)

Section 3
• Questions 2a: Why did this student leave the program? 

Will determine whether the student’s name transfers over follow-up report 
next year. 

o Completed Program Requirements = Follow-up on student for five years

o Did not complete the program = No follow-up report needed

Student Information Reports



Student Information Reports (Continued 3)

Section 3
• Questions 3a: Credentials

o Indicate the status for all credentials earned by the student upon exiting 
the FPCTP.

o Report on the status of certifications and micro-credentials/badges 
included in the Concentrations/CTE Programs

Student Information Reports



Reminder - Common Errors to Avoid
• Vague reporting on courses taken. 

o In this year's reports please include specifics on courses and grades.

• Inconsistent credits/clock hours completed. 

o Reporting in clock hours, but program length is years or credits.

• Credentials earned do not align with Program Information or FPCTP 

application. 



• Reports are cloned, but information is not updated. 

• Students are reported as making SAP, even though they failed 

courses. 

• Students not attending on more than a half-time basis. 

• Students taking online courses, which is not in line with 

legislative requirements. 

Reminder - Common Errors to Avoid



1. Let’s log in to the FCSUA Community: https:\\fcsua.force.com

2. Open a  2023-2024 student report or 

3. Click New if you are completing this report for the first time

4. Follow along as we walk through the report form. Take notes on data points you 

will need to collect before completing this report for each student.

Walkthrough

Let’s Practice 1



FPCTP- Communication
• Maintain contact with FCSUA staff

o Changes in leadership/personnel

o Student concerns

• Update FCSUA Community contacts

• Complete accurate and timely data reporting

• Request TA as needed



Resources Available
FPCTP Reporting Section on FCSUA's Website

https://fcsua.org/reporting/reporting-schedule.php


Resources Available
Help Center available now! 

https://ucffpctp--ems0001.sandbox.my.site.com/fcsuahelpcenter/s/


Resources Available
Don't forget about Slack! 

https://app.slack.com/client/T07JAEU38K1


Social Media

Search for @Floridacsua

FCSUA Community Playlist



Your Feedback is Valuable!

• Scan QR Code

• Link shared on Zoom chat

• Link will be shared in a follow-up email 

with handouts and recording posted 

on FCSUA YouTube Channel



Contact Information
Florida Center for Students with Unique Abilities 

fcsua@ucf.edu

fcsuasupport@ucf.edu

(407) 823-5225

University of Central Florida - Teaching Academy

4000 Central Florida Blvd.

P.O. Box 161250

Orlando, FL 32816-1250

mailto:fcsua@ucf.edu
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