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Student Data: Process of saving in Excel 2003 and uploading in txt format. 
 
I. Create txt file from Excel. 

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

 
2. Type Student information into Excel spreadsheet using correct format from 

Specifications for the Student Data Upload File. 
3. Delete header row in Excel file. Only student data is to be uploaded. 

a. Highlight row 1. 
b. Right click and choose Delete. 
c. Only student information is in Excel sheet. 

 
 

4. Save file on your computer. 
5. Run Macro 

a. Choose Tools / Macro / Macros… 
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b. Choose Run. 

 
6. Macro file is saved on your computer on your local C: drive. 

a. This is an example of a txt file. 

 
 
II. Upload txt file in the TxVSN system. 
1. Log into TxVSN system. 
2. Choose Upload Student Data File 

 
3. Click Select  
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4. Find macro file on your C: drive. 
a. My Computer / Local Disk (C:) / macro 

 
 

5. Click Upload 

 
a. If file upload is successful the following message will appear. 

 



 

Updated: 9-14-2009 4

b. If file upload was unsuccessful the screen will show invalid records.  Please 
review the student data in your Excel file. 

 


