Instructions on how to
Export File out of Data Manager
and Import into Microsoft Excel

http://www.nde.state.ne.us/nssrs

Updated August 3, 2009

1. Logon tothe NDE Portal.

E

Collection Announcements

Portal Sign In =lp

Login ID:
**3009-2010 American Recovery and Reinvestment Act (ARRA) State Fiscal Stabilization Funds (SFSF)**
Password: The 2009-2010 ARRA State Fizcal Stabilization Funds (SFSF)application will open Monday, August 3, 2008. If you have questions, please contact Brian
- Halstead at 402-471-0732 or brian.halstead@nebraska.gov. This application is due to NDE October 1, 2009. read more...
) I *2009-2010 LC-2 (Due 9/20/09)
Sign In The 2009-2010 LC-2 is open. If you have any guestions on completing the 2009-2010 LC-2, please contact Kay Stilwell Bergguist, 402-471-0526,
kay.bergquist@nebraska.gov or Janice Eret, 402-471-2248, janice.eret@nebraska.gov. read more...
, Register
P oo pasenord 2009-2010 Early Childhood State Grant o
orgot Fasswor The 2009-2010 Early Childhood State Grant became available in the GMS Wednesday July 1, 2009. This application is due August 14, 2009. If you

2. Goto the ‘Student & Staff (NSSRS)’ red tab.

Dat Student & Help My NDE Viewer Help Training
Collec 5 Stafi ) Text Profile Staff Links Desk Videos

The GMS is back online.

AIMS (Adult Education) is back online.

= Hel,

T Collection Announcements Hele

2 1S Dept of Education

# NE Dept of Education *¥*2009-2010 American Recovery and Reinvestment Act (ARRA) State Fiscal Stabilization Funds (SFSF)
¥

#NCES The 2009-2010 ARRA State Fiscal Stabilization Funds (SFSF)application will open Monday, August 3, 2008. If you have

questions, please contact Brian Halstead at 402-471-0732 or brian.halstead@nebraska.gov. This application is due to NDE
October 1, 2009. read more...

3. Click on the ‘Data Manager’ link.

Activation |, e/Link

Code(s)
Internal |Edit/Remove | NSRS Administration NDE-only
Available | Edit/Remove | NSSRS Data Managerh For training purposes only.
Available | Edit/Remove | NSSRS Walidation For training purposes only.
Internal |Edit/Remove | Student Unigue Identifier (Unig-1D) Upgrade in progress.

4. Click on the ‘Batch Manager’ in the left hand column.

Menu
Home
Upload
File Manager
Batch Manager <=
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http://www.nde.state.ne.us/nssrs

5.

Find the batch that has the file you want to download
a. If you do not see the batch you are looking for, you may need to change the

“Date From” then click on “Filter” to find the batches uploaded during a specific time.
Batch Manager

Batches Search

4

- - Date From: Date To: Batch Status:
Hide from list _u 06/11/2009 |8 [07/31/2009 [ [ A v [Filter | 2%

I:‘ % Batch ID Batch Type Comments Modified Time Batch Status Data Status Actions
2003-07-28 . ()]
O 10054 Data Load Student and Staff. BB 07:36 Complete E 0y
. - 2009-07-24 . @
I:‘ 10036 Data Load Student File containing 3 new students. ... 10:59 Complete =

b. If you still do not find your batches you uploaded, you may have removed them from the view at one
point. In that case, you can search for those ‘removed’ batches by first clicking on the ‘Search’ tab.

Enter search criteria in the ‘Comments’ box and select ‘Search Hidden Batches’, then click on ‘Search’.

Batch Manager Search

Batches Search
Batch ID : l
Comments
Search : D Search All Available Districts i Search Hidden Batches

When you find the batch you need, click on the magnifying glass under the ‘Actions’ Column
to open this batch. Make sure the file you select is complete with a GREEN check mark.

Batch Manager

Batches Search

- - Date From: Date To: Batch Status:
Hide from list _J 06/11/2009 [ [o7/31/2000 [ | Al v [Filter ] 22

I:l ¥ Batch ID Batch Type Comments Modified Time Batch Status Data Status Actions
2009-07-28 . @
O 10054 Data Lead Student and Staff. BB 07:56 Complete E =<
) - 2005-07-24 . @
I:‘ 10026 Data Load Student File containing 3 new students. ... 10:59 Complete -2
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7. Next screen — Again, click on the magnifying glass under the ‘Actions’ column of the file you want.

File Uploaded Batch Data Actions

hT [FEEE [z EE Time Status Status /
17988Year-end 2008-2009 99-9999_STUDENT_200907 131049.CS5V 2008-07- _ Plan #H C)Q
20 Complete

8. Click on the ‘General Information tab, Scroll down on the page to find ‘Source File. Then click on the ’View File

Content’.
Source File
File Type / File Mame Records Last Modified Date View File Content
Source File S99-9555_STUDENT_200S507131045.C5V 3 2009-07-20 14:24 :g_i h

Cancel

9. Find the Green Globe —Click on it .
Select 'Save’ to your computer - (Do not select open).
It will produce a .csv (comma separated value) document for you to save to your computer.

rd

Action(s): 1) Downlead SOURCE File g | e
2] View Clean Fila

STEPS TO IMPORTING .csv or .txt file with Microsoft Excel

Now that you have your file downloaded from Data Manager, you will need to update this data with the corrections

you need and then resubmit.

The best way to update this information is to use Microsoft Excel.
Do not OPEN this document in Excel. You will need to IMPORT this document into an Excel.
When you are done making the corrections in Excel, be sure to “SAVE AS” CSV (Comma delimited) (*.csv)

Below is information on how to IMPORT a .csv document into Excel.
There are two separate set of instructions according to which version of Microsoft Excel you have on your

computer.

A. Microsoft Excel 2007
B. Microsoft Excel 1997-2003
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A. Using Microsoft Excel 2007

1.

2.

3.

4.

Open the Excel Program

Select the Data tab on the Ribbon at the top on the screen.

NOTE: A blank Excel workbook must be open for the “Data” tab to be available.

In the “Get External Data” group, click once on the From Text command.

N Y-S & ) Book2 - Microsoft Excel

et
& P ]
B Home Insert Page Layout Formulas | Data | Review View Add-Ins

e

@ - ™

IDE H9 - v-EZ&)+ Bookl - Microsoft Excel oE %
el i —s =
Home  Insert  Pagelayout  Formula{ | Data | jew  View  AddIns ® - 7 x
| 5 From Access 5 o ‘@ @mk 8l & Clear = ZfDatavaligation v | % Group =
| | zt |} 1; = = =
| 3 From Web L ST U] 53 properties L4 T Reapply &5 = [ Consolidate < Ungroup = =
From Other | Existing | Refresh Z| Sort | Filter Textto Remove i
BFromTet  sources~ | Connections || All= = Edit Links A 3 hdvanced || calumns Duplicates = What-If Analysis ~ || 57 subtotal
Get External Data Cannectians Sort & Filter Data Toals Outline &
\ AL - 5|
A B o8 D E F G H 1 il K )5 N

1
ey -

2.

3|

4

5|

65 |

7|

8 |

5 |

10|

11|
12|

4 4 b v Sheetl -~ Sheet? ,“Sheet3 ~¥J - T

Ready |

[ : = - >
5 From Access B By @ 3] Connedtions 1 ?’ % Clear = |=f Data Validation -
I AR - E
3 From Web = =1 &1 & Properties ¥ Reapply R sl consolidate
From Other Filter Textto Remove

Existing | Refresh z| sort
:ngmmTaxt> Sourtes~ || Connections || All= == EditLinks

Get External Data Connections Sart & Filter Data Tools

Wz Advanced | Columns Duplicates £ What T Analysis =

& Group ~  *:
A Ungroup =

] subtotal

Cutline

IF]

& Goal

1]

. e [ c [ o [ e [ e [l e [ n [ o ] o G

N

W 4 » 4| Sheetl ~Sheet2 ~Sheet3 ¥J 4 T

Ready

Browse to find the file (.csv) and click on the Import button. Be sure to look for All Files.
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5.

6.

The Delimited radio button should be selected. Click the Next button.

Text Import Wizard - Step 1 of 3

The Text wizard has determined that vour data is Delimited,

If this is correct, choose Mext, or choose the data type that best describes wour data,

Criginal data bype

£ kthat best describes wour data;
Characters such as commas or tabs separate each field,

- Figlds are aligned in calurins with spaces between each Field.

Skart impork &k rowe; | 1 % | File origin: 437 : OEM United States w

Prevview of file OOFFice2007TEST File For Lor.csy.,

istrictCodelLlocationCodelSchoolYearO0Student IDOSocial SecurityNunberOF ami] ™
S-0011000102007-06-300541 30578 5300000N00200001 %52 -03-120F00000000Z00000
$-001100010z2007-06-2300281&5858472100000EO00700001553-08-030M0000000020000 =
S-001100010Z2007-06-300160247462500000A01100001%22-10-020M00000000Z0000H]
3-0011000102007-06-3002205981008200000TO0500001%51-10-040F0000000020000 50 4+

>

mext > | | Finish

The file you are importing is comma-delimited, un-check the Tab checkbox and
check the Comma checkbox. Click Next to continue.

Text Import Wizard - 5Step 2 of 3

belaw,

[] Treat consecutive delimiters as one

Text gualifier: |" W
[]space
[ other:
Daka preview
istrictCode LocationCode PBEchoolYear pPtudentID ocialfSecurityNumber [Famild ™
S-0011 ol 007-06-30 [E41205785%
S-0011 ol 007-06-30 Blesag84781
S-0011 ol o07-06-30 Le09474635
S-0011 ol 007-06-30 PE0921008E W
£ >

Zancel ][ < Back ][ Mext = ][ Einish
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7.

8.

Select all of the data in the Data preview window by clicking in the first column, scroll to the last column,
holding down the SHIFT key click in the last column. Change the data format to text by selecting the

Text radio button. Click the Finish button.

Text Import Wizard - Step 3 of 3

This screen lets vou select each column and set the Data Format,

qta format

Dl o

remaining values to bext,

pork column {skip)

?IX]

‘izeneral’ converts numeric values to numbers, dake values ko dates, and all

[ Cancel ][ < Back ]

Select the worksheet you want the data to be imported into. Select OK.

Import Data E]@

Where do you want to put the data?
(%) Existing warksheet:

=

3 Mew worksheet

lP[u:uperties... ] [ (04 ] [ Cancel ]

Tip in Microsoft 2007: To replace Column Headings with numbers instead of letters:

Click the “Office” button, then on “Excel Options, then “Formulas”, then “R1C1 Reference Style”

ERCelnTonE

B
Popular W . . .

| ¥ : 4 I__"f_hl Change options related to formula calculation, performance, and error handling.
Formulas

Proafing Calculation options
Save Workbook Calculation i [[] Enable iterative calculation
Advanced @ Automatic Maximum Iterations: 100
i () Automatic except for data tables ;

Maximum Change:  |0.001

Customize C? Manual

Add-Ins
Trust Center Workin ﬁmulas

R1C1 reference styleti

Farmula AutoComplete

Use table names in formulas

Use GetPivotData functions for PivotTable references

Resources
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Using Microsoft Excel 1998-2003

1. Open the Excel Program
a. Mac - double-click the Excel icon in the Dock
b. Windows Start —All Programs —Excel

2. Select Data -> Get External Data -> Import Text File.
NOTE: A blank Excel workbook must be open

for the “Data” menu to be available.

3. Browse to find the file (.txt) and click the Open button. Be sure to look for All files.

Text Import Wizard - Step 1 ot 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the Data Type that best describes your data.

Original data type

\ Choose the file type that best describes your data:

@ Delimited - Characters such as commas or tabs separate each field.
) Fixed width - Fields are aligned in calumns with spaces between each field.
Start import at row: |1 % File origin: | Macintesh ™

Preview of file Secure ltupload07 txt.

(=]

377983 19-3783 2807
WH 7513785457 10

| 0 ]
&
g
=
3

00

( Cancel ) < Back Eﬂmﬂ—ya (_ Finish )

4. The Delimited radial button should be selected.

Click the Next button.
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5. The file you are importing is comma-delimited.
Un-check the Tab checkbox and check the Comma

= (0 M

checkbox.

Click Next to continue.

Text Import Wizard - Step 3 of 3

This screen lets you select each column and
set the Data Format.

'General' converts numeric values to numbers,
date values to dates, and all remaining values
to text.

| Advanced...

Data preview

Column data format

) General

@ Text (

Date: | MDY [§)

Do not import column (Skip)

( Cancel ) ( <Back ) xt {;Fhﬂish -_)

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains. Yeou can see how your text is
affected in the preview below.

Celimiters | Treat consecutive delimiters as one
@ Tab __! Semicolon || Comma Text qualifier: [~ :} T
| Space | Other:

Data preview

H [10/09/2986 |13:35:43 1111 111 1 idelimiter-2%33 3
D foal H Gyver [Steven 10/1 2 |73z
o 1 Paprocki  [Shelby rgerite F 2 [197a34)
D feal Delong  [Destiny Veranica F 3 [wo7e3s
i} 1 Mavatny lyssa Pichale F 3 |uarese(,
o 1 Paprocki  [laokub ichael ER T E
e o

( Cancel ) ( < Back ) ( Nexr>-§ [ Finish

Highlight the 1°* field, move the scroll button all the
way to the right. Hold down the Shift key and click the

within the scroll window, so the entire area becomes
highlighted (black).

Click the Text radial button.
Then click Finish button then Save.
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Tip for Microsoft Excel 1998-2003: To replace Column Headings with numbers instead of letters:

Mac: Select Excel = Preferences. In the General category, check the R1C1 reference style.

PC: Select Tools = Options. On the General tab,

check R1C1 reference style.

Preferences
@ View Settings /
@ Ssave # R1C1 reference style | Prompt for workhook properties
® Calculation B
® Edit | Provide feedback with sound
m "1 Confirm launching applications in Open and New
® Compatibility
® Custom Lists # Recently used file list: 4 » Entries
® Chart ; E
® Color Measurement units: _Inches I [ Web Options... |
® Security
® Error Checking <
Sheets in new workbook: 3 .
Standard font: Verdana @ Size: 10 @
Default file location: \ Select... )
Alternate startup file location: \ Select... .-'.I
User name: Sue Oppliger

a Show Project Gallery at startup
Description of preference

R1C1 reference style

Changes the reference style of row and column headings and cell references from Al style to R1C1 style. In Al
style, columns are labeled alphabetically, and rows are labeled numerically. In R1C1 style, both columns and rows

are labeled numerically.

{ Cancel ) @

Now the column headings are numbers (1,2,3) which match the column numbers associated with each data

elementin all

= 1 2

3 4 5 5]

B DISTRICT CILOCATION C SCHOOL YEASTUDENT 1D SOCIAL SECLFAMILY MNUME
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