High School Grades Submission

for SASI System Users 

For Submitting MTAG and MESG Grant Information

It is possible to select and export your student's demographic information from SASI. This is accomplished using the Query function, which is located within the SASI Modules/Utilities Suitcase.

In SASI go to:
1.  SASI Modules/Utilities Suitcase/Query Atom
2.  Change Display to Export
3.  Select the fields by the ASTU file by running the following query: 
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4.  Click on Export:
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5. Click on OK.

6.  Redirect the saving path by:

a. Click on the Down Arrow to the right of the “Save In” box

b. Click on Desktop

c. Click in the File name box:

d. Name your document Senior MTAG Info
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7. You should get a message “File Exported Successfully.”

8. Launch the Excel application.
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Click on File/Open. 

10. Direct “Look In” to the Desktop.

11. In the “Files of type” box, choose All Files.

12. Double click on “Senior MTAG Info” file.  This will open your file into an excel document.

13. Adjust the width of the columns to accommodate the largest item in a column by double click the right border of each column heading.

14. Select "File" (top of Excel sheet) and "Save as".

15. Change Save as type: to Microsoft Excel Workbook (*.xls).  The Save as type is located at the bottom of save window.  The filename should be Senior MTAG Info. Click the save button.  This will save this file in Excel format to your desktop.
16. Insert a row at the top of your spreadsheet:

a. Click on row 1.

b. Go to the Insert menu.

c. Click on Insert Row.

d. Name the columns according to the information below them and use the last four columns to the right of Birthdate to insert 7 semester GPA, SAT score, Ntl. Merit Semi Finalist (Yes or No), and Ntl. Achievement Semi-Finalist (Yes or No) consecutively.

17. Save to a blank diskette using the Save As option under the File option on your menu.  Redirect the Save In path to 3.5 floppy A as directed in Step 6.

Close the workbook and Open the Excel file that you placed on the diskette to verify it was written properly. Mail the diskette in a padded envelope to: Mississippi Office of Student Financial Aid, 3825 Ridgewood Road, Jackson, MS 39211-6453. If a padded envelope is not available wrap diskette in card board for protection.

Indicate that it contains diskette and ask that it be hand cancelled.

If you need assistance, please call Hubert Graves at (800) 327-2980 or (601) 432-6589.

