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Distri ct Administrator Instructions  
 
Upload Student Data File    

 

 

Instructions for Excel 2003 can be found on page 5. 
 

Student Data: Process of saving in Excel 2007 and uploading in txt format.  

 
I.  Enabling Macros in Excel 2007 (changing Macro Security). 

a. Look for the Developer Tab on the Excel spreadsheet. 

b. If you do not see the Developer Tab, click on the Microsoft Office Button. 

 

 
 

c. Click on Excel Options. 
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d. Click on óShow Developer tab in the Ribbon. 

e. Click OK. 

 
 
  f. Click on the Developer tab. 

  g. Click on Macro Security. 
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h. Click on Enable all macros (not recommended; potentially dangerous code can run) 

i. Click OK. 

 

 

j. Close out of the Excel spreadsheet. 

k. Reopen Excel spreadsheet. 
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II.  Create txt file from Excel 

a. Open current STUDENT RECORDS TEMPLATE Excel workbook. 

(Go to www.txvsn.org > Students & Districts> Receiving Districts> Registration> Located 

in Step 3 Click on Student Template in Excel and save to your local drive.) 

 

b. Type Student information into Excel spreadsheet using correct format from Specifications 

for the Student Data Upload File. 

(Go to www.txvsn.org > Students & Districts> Receiving Districts> Registration> Located 

in Step 3 Click on Specifications for the Student Upload Data and save to your local drive.) 

 

c. Delete header row in Excel file. Only student data is to be uploaded. 

a. Highlight row 1. (See below) 

b. Right click and choose Delete. 

c. Only student information is in Excel sheet. 

d. Save file on your computer. 

e. Run Macro.  

a. Click on the Developer tab. 

b. Click on Macros. 

 

 

 

 

c. Choose Run. 

 

 

http://www.txvsn.org/
http://www.txvsn.org/
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Student Data: Process of saving in Excel 2003 and uploading in txt format.  

 
I. Create txt file from Excel. 

 

  

 a. Open STUDENT RECORDS TEMPLATE Excel workbook. 

Enable Macros 

 

 

 

 

b. Type Student information into Excel spreadsheet using correct format from Specifications 

for the Student Data Upload File. 

c. Delete header row in Excel file. Only student data is to be uploaded, not the example. 

a. Highlight row 1. 

 

 

 

 

 

 

 

 

b. Right click and choose Delete. 

c. Only student information is in Excel sheet. 

 

d. Save file on your computer. 

e. Run Macro 

 

Choose Tools/Macro/Macrosé 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

f. Choose Run. 
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g. Macro file is 

saved on your computer on your local C: drive. 

 

h. This is an example of a txt file.  

 

 

 

 
 

 
 
 

 Click on  
 

 
1A. Click the Select button.  
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1B. Look in your C Drive  

 
1C. Select the Macro  

 
1D. Click Open File  
 

 
 

 
1E. Click Upload File  
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1F. If  the upload is unsuccessful, you will see an error message in the Alert Center.  
 

1G. Click on each View button and it will activate green with an explanation of why itôs not being 
uploaded.   Each individual student with an error will  be highlighted in  red . 

 

 
 
 
Note: Correct errors and select the upload student data file again ðrefer to Steps A through  G.  
Please contact TxVSN Helpdesk at 866.938.9876 if you have additional questions.  

 
1H. If th e upload is successful you will see ñAll records in file have been uploaded successfullyò 

in the Alert Center.  
 

 
 


