Distri ct Administrator Instructions

Upload Student Data File

Instructions for Excel 2003can be found on page 5

Student Data: Process of aving in Excel 20 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.
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d Click on 6Show Developer tab

e. Click OK.

Excel Options

t he Ri bbon

"~ Popular .

E@ Change the most popular options in Excel.

Formulas
Proofing Top options for working with Excel
Save [] iShow Mini Toolbar on selectioni’
[] Enable Live Preview
Advanced
Show Developer tab in the Ribbon i
Customize |:| Always use ClearType
’
Add-Ins / LColor scheme:

ScreenTip style: | Show feature descriptions in ScreenTips w |

Trust Centey d
Resources Create lists for use in sorts and fill sequences: Edit Custom Lists...

When creating new workbooks

Use this font: |Body Fant L |
Faont size:

Default view for new sheets: |Norma| View b

Include this many sheets: 3 F

Personalize your copy of Microsoft Office

User name: |tcroone |

Choose the languages you want to use with Microsoft Office: Language Settings...

QK l ’ Cancel
f. Click on theDeveloper tab.
g. Click on Macro Security.
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h. Click on Enable all macros (not recommended; potentially dangerous codengan
i. Click OK.

i Trust Center

i
Trusted Publishers
H Macro Settings
Trusted Lacations . X X
For macros in documents not in a trusted location:
Add-ins O Disable all macros without notification

. X O Disable all macros with notification
Active Settings
O Disable all macros except digitally signed macros

“Macro settings (%) Epable all macros inot recommended: potentially dangeraus code can runj

Message Bar
External Content

Privacy Options

[ Ok ][ Cancel ]

J. Close out of the Excel spreadsheet.
K. Reopen Excel spreadsheet.
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Create txt
a.

Insert

file from Excel

OpencurrentSTUDENT RECORDS TEMPLATE Excel workbook.

(Goto www.txvsn.org> Students &Districts> Receiving Districts> Registration> Located
in Step 3 Click orStudent Template in Excednd save to your local drive.)

Type Student information into Excel spreadsheet using correct format from Specifications
for the Student Data Upload File.

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

in Step 3 Click orbpecifications for the Student Upload Dagand save to your local drive.)

Delete header row in Excel file. Only student data is to be uploaded.
a. Highlight row 1.(See beloyw
b. Right click and choose Delete.
c. Only student information is in Excel sheet.
Save file on your computer.
Run Macro.
a. Click on the Developer tab.
b. Click on Macros.
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c. Choose Run.

Cancel

Step Into
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Student Data: Process of aving in Excel 2003and uploading in txt format.

|. Create txt file from Excel.

a.0Open STUDENT RECORDS TEMPLATE Excel workbook.
Enable Macros

Disable Macros ] I Enable Macro [ Mare Info

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 togdeaded, not the example.
a. Highlight row 1.
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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/MacrMa cr o s é
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f. Choose Run.
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Cancel

Step Into
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Delete
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Macros in; All Gpen Workbooks W | Options. ..

Description

g. Macrofileis
saved on your computer on your local C: drive.

h. This is an example of a txt file.

Il macro - Notepad \._HEHZ
Fil= Edit Format View Help
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Upload Student Data File

. Upload student information for
e Click on carmnus 851 in vour district

1A. Click the Select button.

Manage Campus (» Upload Student Data File
Manage campus information in your Appro ; it Upload student information for
district Coordi ] camnusl es) in vour district

Alert Center

Upload Student Data Files
Please select a file to upload. Note that the file must be a plain text file.

| Select "_A

Please note that only 500 students at a time can be uploaded at this time. If your file contains more than 500
students, only the first 500 students will be processed.

Meed help with this section? |
Upload File
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1B. Look in your C Drive
1C. Select the Macro

1D. Click Open File

Choose File to Upload

Look in: | g System [C:]
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1E. Click Upload File

- 1
Alert Center

Upload Student Data Files

Please select a file to upload. Note that the file must be a plain text file.
Select

Please note that only 500 students at a time can be uploaded at this time. If your file contains more than 500
students, only the first 500 students will be processed.

st | e

Need help with this section?
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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 gr e
uploaded. Each individual student with an error will  be highlighted in red.
Note: Correct errors and select the upload student data file again o refer to Steps A through G.

Please contact TxXVSN Helpdesk at 866.938.9876 if you have additional questions.

1H.Ifth e upl oad is successful you wi Ible esne eu pfil Aolald erde csourcdcse
in the Alert Center.
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