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ADVISER PERSON ID

1 INTRODUCTION

The ADVISER Person ID Instruction document is provided to assist districts/systems with the assigning
and updating of the students’ unique ID numbers. Every student enrolled in a Nebraska school will need
an ID assigned to them and this student needs to be kept current in the ADVISER Person ID system.

The student data includes the students’ current grade level, district code, school code and school year.
Any other changes or corrections, such as name changes or correction of birth dates should also be
reflected on the student’s record. The student data being kept current is important for the public and
special purpose schools reporting student data to ADVISER as well as any schools, including nonpublic
schools, which use the Direct Certification system.

The ADVISER Person ID collection is located in the NDE Portal under the Student & Staff tab. An
activation code is required to access this collection. Activation codes can be acquired from the District
Administrator.

There are two types of activation codes for the ADVISER Person ID; District and District Read Only. The
District code allows the user to search for student ID numbers, create new ID numbers, edit or update ID
numbers and upload batch files. The District Read Only allows only the search for student ID numbers.
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2 MENU TABS

2.1 HomeTab
The Home tab will always bring the user back to the Batch Display/Search screen.

ADVISER PERSONID  Home  Assign Download  Search dschuyler DA Logout

EXAMPLEVILLE PUBLIC SCHOOLS EXAMPLEVILLE PUBLIC SCHOOLS \ SELECT

DISTRICT CODE BATCH NUMBER BATCH STATUS
EXAMPLEVILLE PUBLIC SCHOOLS w All v
E FROM TO

All V]
. 2019-06-22 2019-07-24 SEARCH

Show 10 w enfries Search:
UPLOAD DATE 2 BATCH TYPE BATCH INFO DISTRICT CODE STATUS RECORD COUNT NEXT ACTION
Showing 1 to 1 of 1 entries Previous - Next

© 2019 - NEBRASKA DEPARTMENT OF EDUCATION

District/System Name — Should be the same in all 3 places if user has access to only one district/system.
If user has access to more than one district/system, the District dropdown box will list all districts the
user has access to. In order to change the district, in the dropdown menu select the desired district and
press the SELECT button to confirm.

ADVISER PERSON ID Home Assign Download Search dschuyler DA Logout

EXAMPLEVILLE PUBLIC SCHOD EXAMPLEVILLE PUBLIC SCHOOLS w SELECT

BATCH NUMBER BATCH STATUS
EXAMPLEVILLE PUBLIC sc@ All v
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Date range for batches displayed below

ADVISER PERSONID  Home

Assign

EXAMPLEVILLE PUBLIC SCHOOLS

Download

Search

dschuyler_DA Logout

SELECT

EXAMPLEVILLE PUBLIC SCHOOLS v

BATCH STATUS

All ~v

TO

DISTRICT CODE BATCH NUMBER
EXAMPLEVILLE PUBLIC SCHOOLS wv
BATCH TYPE FROM
File Upload v

< 2019-06-22 > < 2019-07-24

SEARCH

_

Drop-down for selecting the number of batches to display

Displays the batches that have been submitted during selected date range

DISTRICT CODE BATCH NUMBER BATCH STATUS
EXAMPLEVILLE PUBLIC SCHOOLS wv All v
BATCH TYPE FROM T0
File Upload v 2019-06-22 2019-07-24 SEARCH
UPLOADDATE |: BATCH TYPE BATCH INFO DISTRICT CODE STATUS RECORD COUNT NEXT ACTION
P —

Showing 1 to 1 of 1 entries

Previous - Next

NOTE: Users can also search for a specific BATCH NUMBER, a batch in a specific BATCH STATUS or a
batch in a specific BATCH TYPE on this page.
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2.2 Assign Tab

ADVISER Person ID

Assign Download Search

EXAMPLEVILLE PUBLIC SCHOOLS Upload File

Assign Tab Menu:
e Enter Online — Entering Individual Students
e Upload File — Legacy (Student Unique ID) or ADVISER Person ID Formats
o Both of the above features are only available to users with update access (District
UserType activation code)

The Enter Online process, located under the Assign tab, is where an individual student can be assigned
an ID number. If a student enters a Nebraska school from out of state or is a new student to the public
or nonpublic school system, the student will need to be assigned an ID number. If the system finds a
student matching the information that was entered in the online submission, the system will either
assign the new information to the existing ID number or display a near match status for resolution.

The Upload File process, also located under the Assign tab, is where a student ID file can be uploaded to
update multiple students with the new school year information as well as to create multiple new
student ID numbers if needed. During this process, the system does a comparison of the students’
information in the file to the information currently in the system.

o If the system sees a student with an ID included in the file that exactly matches an existing
student ID number, the student will be updated with any new information provided in the file

o If the system sees a student without an ID in the file that it believes matches to a single existing
student, it will assign the existing student’s ID to the student in your file and update that
student with any new information provided in the file

o [f the system sees a student without an ID in the file that it believes matches no existing
students, it will create a new ID for the student in your file using the information provided in the
file

o If the system sees a student without an ID in the file that it believes could match several
existing students, that student in the file will be placed in Near Match status and the user will
have to choose what to do with that student
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2.2.1 Enter Online — Individual Student

Enter Online

(GENERAL INFORMATION < ENROLLMENT INFORMATIO!

First Name * Grade * v

Middle Name School * v

Last Name * District EXAMPLEVILLE PUBLIC SCHOOLS W

Suffix District of v
Residence *

Gender * v School Year 2019-2020 v

Date of Birth * MM ~| | DD v |YYYY | Local ID

GENERAL INFORMATION

All asterisk (*) fields must be completed; First Name, Last Name, Gender and Date of Birth. Enter the
student’s legal name, gender and birth date, (i.e. from birth certificate).

ENROLLMENT INFORMATION

All asterisk (*) fields must be completed. District will be prepopulated with district name selected on
the top district drop-down box. If user has access to more than one district, changing the district in the
top drop-down and clicking on the SELECT button, will change the District in the Enrollment
Information. There are drop-down boxes for Grade, School, District of Residence and School Year.
Local ID is optional.

Click the ASSIGN ID button when all data has been entered to assign a student an ID number.
Click the RESET button to clear all data and start over.

NOTE: Itis possible a student entering a district/system as an HP or PK student may already have a student
ID number. In this case the system may display a near match which the user must check in order to verify
the number for the student; or the system will automatically assign the student the ID number that was
found in the system. The number the system assigns to the student can be downloaded. If the resultis a
near match, please see section 2.2.3 for Resolving Near Matches.

After selecting the ASSIGN ID button, the system will return to the Home Screen/Batch Display Screen
and display the batch which was just created. The Add Person Online batch will display with the Batch
Complete status in the table. Selecting the DOWNLOAD link in the Next Action column will open a dialog
box asking to either Open or Save the file.
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Add Person Online Batch

Show 10 v entries Search:
LAST UPDATED |: BATCH CREATED BATCH TYPE BATCH INFO DISTRICT CODE STATUS RECORD COUNT  NEXT ACTION
09/19/2019 09/19/2019 Add Person Online 300097 55-0148-000 Batch Complete 10f1
Showing 1 to 1 of 1 entries Previous - Next

The downloaded file will be in text format (.txt) and will be the ADVISER Person ID file format. The ID
number the system either created or found for the student will be in this file.

A apid_55-0148-000_300097_20194120_34107 PM.txt - Notepad - B
File Edit Format View Help

PersonUniqueID PersonFirstMame PersonLastMame PersonMiddleName PersonNamesuffix Gender
PersonDateOfBirth PersonSchoolyear PersonDistrictCode DistrictOofResidence PersonschoolCode
GradeLevel PersonLocalld

6950098030 Jason Snow D m 96/15/2009 20192020 55-0148-000 55-@161-
oee 092 a5 1Ds4e15

2.2.2 Upload File — Multiple Students

If the district/system has a Student Information System (SIS) that can extract a file for the student ID
updates, it will more than likely be in the Legacy Student ID format that has been used that past several
years.

For instructions on how to create a file for the Upload File process, see Appendix A.

The file should be extracted from the SIS in either the .tab, .txt or .csv format (not .html) and should not
be “opened” once extracted from the SIS. If needing to view the contents of the file prior to uploading,
the file must be imported into Excel to maintain the appropriate file formatting. Follow the instructions
for importing a text file into Excel from Appendix B.

UPLOAD FILE
Template: ADVISER Person ID
Legacy Student ID
Select a file to upload: Browse..,
— M
Qualifier:
First row contains headers?:
No
UPLOAD
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Template: Select the file format of the file to be uploaded

Select a file to upload: Browse local computer to locate the file to be uploaded

Delimiter: Depending on the format of your file, select TAB for .txt, Select COMMA for .csv or .txt

Text Qualifier: double quotes, single quote, or none
Select the qualifier type if the file exported from the Student Information System has text
qualifiers (used in cases where the student’s name might have a comma in it within a comma-
separated values file) or leave blank if the file is exported with no qualifiers

First row contains headers?: Select either Yes or No

Click the UPLOAD button to begin the upload process

While the file is processing, the Status will be Waiting to Find Matches while attempting to locate the
students in the file.

Click the Refresh Status button to refresh the display.

E¥AMPLEVILLE PUBLIC SCHOOLS - 99-9999 EXAMPLEVILLE PUBLIC SCHOOL Vv SELECT

DISTRICT CODE BATCH NUMBER BATCH STATUS
EXAMPLEVILLE FPUBLIC SCHOOLS W All v
BATCH TYPE FROM TO

All v 08/23/2019 09/25/2019 SEARCH

—————

‘ Refresh Status )

Show 10 ~ entries Search:
LAST UPDATED |t BATCH CREATED BATCH TYPE BATCH INFO DISTRICT CODE STATUS RECORD COUNT  NEXT AGTION
00/25/2019 09/25/2019 File Upload 300103 EO=CEED Waiting to Find Matches 550 of 550
Showing 1 to 1 of 1 entries Previous - Next

When the upload is successful, a message like the one below should display.

UPLOAD FILE

Your file has been successfully uploaded.
A total of 11 records have been processed.
Your Batch Number is{300050

Click on the Batch Number to return to the Home Screen — Batch Display to view the upload status.
When Batch Status is Batch Complete, the DOWNLOAD link in the NEXT ACTION column, can be
selected to download the file.
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Show 10 w entries Search:
UPLOAD DATE |: BATCH CREATED BATCH TYPE BATCH INFO DISTRICT CODE STATUS RECORD COUNT NEXT ACTION
08/13/2019 08/13/2019 File Upload 300050 55-0148-000 Batch Complete 11 of 11
Showing 1 to 1 of 1 entries Previous n Next

The downloaded file will have all of the students and their ID numbers. Students in the file upload that
did not have ID numbers entered for them, will have the numbers the system assigned to them in the
file download.

When the file is downloaded, it will be in the ADVISER Person ID file format as a .csv file type and should
be saved to the local computer rather than opened.

If needing to view the data in the download file to obtain ID numbers for students that did not have a
number in the file upload, the file must be imported into Excel. Do Not double click on the file to open
it. Follow the instructions for importing a text file into Excel in Appendix B.

2.2.3 Reviewing Near Matches

During the file upload process or the online entry process, if students are found in the system that it
cannot determine an exact match for, a RESOLVE NEAR MATCHES link will display in the Next Action
column. The Status will be Ready for User Review. Click on the RESOLVE NEAR MATCHES button to
continue the process.

EXAMPLEVILLE PUBLIC SCHOOLS ,
EXAMPLEVILLE FUBLIC SCHOOLS SELECT
DISTRICT CODE BATCH NUMBER BATCH STATUS
EXAMPLEVILLE PUBLIC “ Al -
SCHOOLS
BATCH TYPE FROM TO

Al v 08/23/2019 09/26/2019 SEARCH

Refresh Status

LAST UPDATED |: BATCH CREATED BATCH TYPE BATCH INFO DISTRICT CODE STATUS RECORD COUNT NEXT ACTION

RESOLVE NEAR MATCHES

phowing 1 to 1 of 1 entries Previous 1 Next

Phow 10 v entries Search:

09/19/2019 09/19/2019 File Upload 300099 $9-3999 Ready for User Review 15 or 550
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A list of the students’ records that are in the Near Match status will display
Review Near Matches

Show 10 W entries Search:

1= LastName First Name Middle Name Suffix Birth Date Gender District School LocallD
Lewis Oliver MM/D/YYYY M 99-9993-000  99-9399-001 753159 REVIEW & SELECT
357951

Gray Dexter MM/DD/YYYY M 99-9999-000  93-9999-001 REVIEW & SELECT

Riley Louise MM/DD/YYYY F 99-9999-000  99-9999-002 852456 REVIEW & SELECT

Showing 1 to 3 of 3 entries Previous n Next

CANCEL SELECTED RECORDS RETURN

Near Matches must be resolved before the process can complete. Click on the REVIEW & SELECT link in
the far right column for each of the students to view the student from your batch and their near
matches.

The CANCEL SELECTED RECORDS button will cancel all near matches in the list. No student data will be
updated. District would need to return to these students and update them either in another file upload
or individually.

The RETURN button will return to the Batch Display/Search screen.

2.2.4 Resolving Near Matches

On the Review and Select Screen, the top record is the submission record, the data that was either in
the file uploaded or the data entered in the online section. The bottom two records are students the
system found that could be the same student as the submission record. Click on either the first name,
last name or the COMPARE to continue.

Review and Select Screen

Last Name First Name Middle Name Suffix Birth Date Gender District School LocallD
Riley Louize T 08/20/2003 F 99-9999-000 99-9999-002 753159
Show 10 W entries Search:

1= LastName First Name Middle Name Suffix Birth Date Gendler District School LocallD Match Probability

COMPARE Riley Louise 08/20/2003 f 99-9999-000 99-999%-002 753159 100.00

COMPARE Riley Louise M 06/20/2003 f 79-0079-000 79-0079-001 100.00
Showing 1 to 2 of 2 entries Previous n Next

BACK | CANCEL RECORD | ASSIGN SELECTED ID

NOTE: The Assign Selected ID button is disabled on this screen. The only options available would be to
click on the BACK button to go back to the list of near matches or click on the CANCEL RECORD button
to cancel the record. Cancelling the record removes the near match and the student in the submission
record does not get assigned or updated.
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Compare Screen

The highlighted record in the top section below is the record that was selected to Compare from the
previous screen and is the record that is in the Near Match Record section in this Side-by-Side view.
This is the record system found.

The Submission Record is the student’s information in the file upload or online entry.

The highlighted fields in the Side-by-Side view are the data that are different between the Submission
Record and the Near Match Record.

Show 10 v entries

1 LastName
COMPARE Riley
COMPARE Riley

[Showing 1 to 2 of 2 entries

FIRST NAME
LAST NAME
MIDDLE NAME
SUFFIX

BIRTH DATE
GENDER
DISTRICT
SCHOOL
RESIDENT DIST
GRADE
SCHOOL YEAR
LOCAL ID
Person ID
RECORD CREATED

LAST UPDATED

First Name

Louise

Louise

EXIT

Middle Name Suifix Birth Date
M 06/20/2003

08/20/2003

SUBMISSION RECORD

Louise

Riley

08/20/2003

F

99-9999-000
99-9959-002
99-9999-000

11

20192020

10/4/2019 3:00:42 PM

10/4/2019 3:00042 PM

CANCEL SUBMISSION CREATE NEW ID

Gender District School

f 79-0079-000 79-0079-001

f 99-9999-00099-9999-002 753159

NEAR MATCH RECORD.

Louise

Riley

08/20/2003

f

99-9999-000
99-9999-002
99-9999-000

10

20182019

753159

1234567830

7/25/2018 7:50:50 AM

7/25/2018 7:50:50 AM

ASSIGN SELECTED ID

LocallD

Search

Match Probability
100.00

100.00

Previous n Next

Be sure to review all students’ records in the Near Match to ensure the correct choice is made. Review
the information carefully to determine if the Near Match is the same student as the Submission Record.
The options on this page are:
Exit — if unsure and to go back to make another selection
Cancel Submission — which cancels the Near Match
Create New ID - if all near matches have been reviewed and none of them are the same student as in
the submission record

Assign Selected ID — to update the selected ID number to the submission record data
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When the Near Match is resolved, a screen like the one below should appear. The DOWNLOAD button
can be selected to view the result.

Show | 10 w  entries Search:
LAST UPDATED |z BATCH CREATED BATCH TYPE BATCH INFO DISTRICT CODE STATUS RECORD COUNT NEXT ACTION
10/25/2019 10/25/2019 Edit Person Online 300171 99-9999-000 Batch Complete 10f1 DOWNLOAD
Showing 1 to 1 of 1 entries Previous n Next

2.3 Download Tab
Download — Location

ADVISER Person ID

Home Assign Download Search

The Download — Location process will download a file for the district, school and school year selected in
the dropdown boxes and in the chosen file format.

If user has access to more than one district, the desired district will need to be selected in the dropdown
box in the upper right of the screen and click the SELECT button to confirm.

< EXAMPLEVILLE PUBLIC SCHOOLS ™ > SELECT
EXAMPLEVILLE PUBLIC SCHOOLS 99-9999

Download Location

District EXAMPLEVILLE PUBLIC SCHOOLS Y

School * All Schools
SECONDARY SCH AT RAYMOND

ELEMENTARY SCHOOL AT CERESCO
AR A ALPARAISO

R AT VALPARA

M
School Year * 20192020
2018-2019

Template = © ADVISER Person ID
O Legacy Student ID

DOWNLOAD
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All schools within the chosen district will display in the School dropdown box.
School year choices will begin with the 2018-2019 school forward.
User can choose the file format, ADVISER Person ID or Legacy Student ID, for downloading the file.

Depending on the browser a dialog box will display asking the user what to do with the file. The
download file will be in text format (.txt) and will include all students and their ID numbers that were
assigned to the chosen district, school and school year.

To open the file in Excel, DO NOT “open” the file by simply double clicking on it. The file must be
imported into Excel to make changes to the file. Follow the instructions for importing a text file into
Excel from Appendix B.

2.4 Search Tab
Search - Student

ADVISER Person ID

Home Assign Downloac Search

The Search — Student process is for locating an ID number for a student or to assign/update a student’s
record.

There are two available searches, Basic Search and Advanced Search.
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Basic Search

The Basic Search allows a search by the student information. Search with as many fields, with as much
information as is known. Partial names can also be entered to search by as if there is a wildcard entered
behind what is entered.

INDIVIDUAL STUDENT SEARCH

BASIC SEARCH ADVANCED SEARCH

Person ID

First Name

Middle Name

Last Name

Name Suffix

Gender

Date of Birth [MM ~|[DD V|| YYYY
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Advanced Search

The Advanced Search allows a search by student information and enrollment information. Search with
as many fields, with as much information as is known. Again, partial names can be entered to search by
as if there is a wildcard entered behind what is entered. A search can be done for students in any
district or school year, and then edited to share them with your district.

INDIVIDUAL STUDENT SEARCH

BASIC SEARCH ADVANCED SEARCH

GENERAL INFORMATION ENROLLMENT INFORMATION
Person ID Grade Level v
First Name School Code v
Middle District Code EXAMPLEVILLE PUBLIC SCHOOLS
Name
Dist. of Residence v
Last Name
School Year
Name Suffix 2018-2020 v
Local ID
Gender

Date of [MM V][DD V][ YYYY

Birth
SEARCH CLEAR
When the search is complete, a list of students will display below. Each column has a sort feature which

will assist the user in locating their student in the list. Click on the student’s first or last name to display
the Student Information screen.

Show 10 v entries Search:
Person ID Last Name First Name Middle Name Name Suffix Gender Birth Date Match Probability 15
6552976293 Gray Dexter Male 2015-01-01 72.00
1234567890 Gray Justus Male 1826-01-01 42.00
9987654321 Gray s R Male 1826-01-01 42.00
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Student Information

On the Student Information screen, the student’s current information is displayed in the General and
Enrollment Information sections. Below the Batch Information is the student’s history. The Person
Information will display history information regarding the student. The District Information will display
the history information of the District/Districts the student has been reported. If the staff searching for
the student has the appropriate access to the ADVISER Person ID collection, there is an EDIT STUDENT
button at the bottom of the page.

STUDENT INFORMATION (STATE ID: 6552976293) CREATED 10/23/2019 11:24:53 AM
Add Note
GENERAL INFORMATION < ENROLLMENT INFCRMATIOE)
FIRST NAME Dexter GRADE Kindergarten (Full Day)
MIDDLE NAME SCHOOL CODE 002 ELEMENTARY SCHOOL AT CERESCO
LAST NAME Gray DISTRICT CODE 550161 RAYMOND CENTRAL PUELIC
SCHOOLS
SUFFIX
RESIDENCE 550161 RAYMOND CENTRAL PUBLIC
GEMDER Male DIST SCHOOLS
PERSON ID 6552976293 SCHOOL YEAR 2019-2020
CREATED DATE 10/28/2019 11:24:53 AM LOCAL ID
BIRTH DATE 010172015
BATCH INFORMATION
LAST BATCH # 300176
LAST UPDATED 102872019 11:24:53 AM
INPUT TYPE Add Person Online
CREATED BY dschuyler_DA
CREATED 10/28/2019 10:49:45 AM
STATUS Batch Complete
PERSON INFORMATION
LAST UPDATED PERSON UNIQUE ID LAST NAME FIRST MAME MIDDLE NAME SUFFIX DATE OF EIRTH GENDER
10/28/2019 11:24:53 AM 6552976293 Gray Dexter 01/01/2015 Male
DISTRICT INFORMATION
PERSON SCHOOL DISTRICT SCHOOL BATCH BATCH DISTRICT OF GRADE PERSON
LAST UPDATED UNIQUE ID YEAR CODE CODE DETAILID D RESIDENCE LEVEL LOCAL ID
10/28/2019 6552976293 20192020 55-0161-000 25-0161-002 152092 300176 25-0161-000 KG
11:24:53 AM
BACK TO RESULN EDIT STUDENT

|
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Update Person Details

The student’s information can be edited on the screen. All of the fields except the Person ID field can be
edited onling, including assigning the student to the logged in user’s district. Once the editing is complete,
select the UPDATE STUDENT button.

v
RAYMOND CENTRAL PUBLIC SCHOOLS [55-0161] RAYMOND CENTRAL PUBLIC SCH( SELECT

GENERAL INFORMATION ENROLLMENT INFORMATION
First Name * Dexter Grade * Kindergarten (Full Day) v
Middle Name School * ELEMENTARY SCHOOL AT CERES v
Last Name * Gray District RAYMOND CENTRAL PUBLIC SCH( v
Suffix District of RAYMOND CENTRAL PUBLIC SCHC v

Residence *

Gender * Male v School Year * 2019-2020 v
Date of Birth* | 5015 0101 Local ID
Person ID 6552976293

S UPDATE STUDENT >Back to Student Details
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If a student is enrolled in more than one district or school during the same school year, both enrollments
will be seen in the Search. For example, if a student is enrolled at a nonpublic system, but receives services
from a public district, both the nonpublic system and the public district can have the student assigned to
them at the same time.

GENERAL INFORMATION ENROLLMENT INFORMATION
FIRST NAME Dexter GRADE Kindergarten (Full Day)
MIDDLE NAME SCHOOL GODE 003 ELEMENTARY SCH AT VALPARAISO
LAST NAME Gray DISTRICT CODE  55-0161 RAYMOND CENTRAL PUBLIC
SCHOOLS
SUFFIX
RESIDENGE 5§5-0161 RAYMOND CENTRAL PUBLIC
GENDER Male DIST SCHOOLS
PERSON ID 6552976293 SCHOOL YEAR  2019-2020
CREATED DATE 10/28/2019 11:24:53 AM LOCAL ID
BIRTH DATE 01/01/2015

BATCH INFORMATION
GRADE Kindergarten (Full Day)

SCHOOL CODE 002 ELEMENTARY SCHOOL AT CERESCO

LAST BATCH # 300178
DISTRICT CODE  55-0161 RAYMOND CENTRAL PUBLIC
LAST UPDATED 10/28/2019 12:28:31 PM SCHOOLS
INPUT TYPE Edit Person Online RESIDENCE 55-0161 RAYMOND CENTRAL PUBLIC
DIST SCHOOLS
CREATED BY dschuyler_DA
SCHOOL YEAR 2019-2020
CREATED 10/28/2019 12:28:31 PM
LOCAL ID
STATUS Batch Complete

Please Note: If student is known to have transferred in from another Nebraska school, public or
nonpublic, and a student ID number cannot be found, please contact the NDE Helpdesk at
ADVISERHelp@nebraska.gov for assistance in locating the student. DO NOT assign a new ID number.
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3 APPENDIXA

3.1 Creating a File for Upload

To create a file to upload, start with a blank Excel spreadsheet (or use the template file posted in the
ADVISER Resources website at https://www.education.ne.gov/dataservices/adviser-resources/) and

format all cells to text. To do this in most versions of Excel, highlight the entire blank spreadsheet by
clicking on the box above the first row and to the left of the first column.

@2 3 - Book - Excel
Insert Page Layout Formulas Data Review View ‘;' Tell me ou want to do...

ala .

& cut Calibri M AN T == ¥~ EPWrapText General - | 4 | Normal Bad
Past: EECUDV : Ce d' I F 0t | leul
aste - - -A-|l===|e=3= - - 0 «0 .  Conditional Format as| Neutra Calculation

- * Format Painter ym o 2T == =8 Merge & Center $-% 0 WA Formatting ~ Table -

Clipboard [F] Font [F] Alignment [F] Number [F1 Styles

Al - fe
A B C D E F G H J K L M N o] P

1] \ \ \ \ \ \ | | | | | \ \ \ \ \

Right click anywhere within the highlighted spreadsheet and from the popup menu that will display,
click the Format Cells

db Cut

B3 Copy

e

[y Paste Options:

o,

0

Paste Special...
Insert

Delete

Clear Contents |
Format Cells.../_

Row Height...

Hide
Unhide
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In the next popup box to display, click on Text and then click the OK button.

Format Cells ?

MNumber |Alignment | Font | Border | Fill |Protect|'on

LCategory:

General Sample
MNumber
Currency
Accounting
Date

Time
Percentage

Fraction
Scientific | ‘

Special
Custom

Text format cells are treated as text even when a number is in the cell.
The cell is displayed exactly as entered.

| oK | | Cancel ‘

A header row can be added in the first row to help the creator know what data to enter in each of the

columns. Then follow the example data from the Record Layouts below for the file format chosen and
enter the data in the cells following the Sample Data.

When all students’ data has been entered into the file, choose Save as to save the file as a .csv file.
Instructions for saving the file can be found in the instructions for importing a text file into Excel in
Appendix B. There is no specific naming convention for the file name.
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3.1.1 File Formats for File Upload — ADVISER Person ID or Legacy Student ID

ADVISER Person ID file format
File will need to be in either a .csv, .tab or .txt file type.

Detailed Record Layout

Column Letter or Number Field Required Data Type | Notes/Format Details Sample Data
Name
ColumnAor1l Person No VarChar Leave blank if this student has 6789012345
Unique ID (10) not yet been assigned an NDE
Student ID. Once assigned, all
subsequent submissions for
this student should include the
assigned NDE Student ID.
Column B or 2 Person Yes VarChar Student’s Legal First Name John
First (75)
Name
ColumnCor3 Person Yes VarChar Student’s Legal Last Name Doe
Last Name (75)
ColumnDor4 Person No VarChar Student’s Middle Name or M
Middle (75) Initial
Name
ColumnEor5 Person No VarChar Student’s Suffix, (e.g., Jr., Sr., Jr
Name (10) 1)
Suffix
ColumnFor6 Gender Yes VarChar M/F M
(20)
Column Gor7 Person Yes VarChar Required Format: 01/30/1994
Date of (10) MM/DD/YYYY
Birth
ColumnHor8 Person Yes VarChar Both years during the current 20192020
School (8) school year (e.g., 20192020)
Year
Columnlor9 Person Yes VarChar Nine Digit Current District in 99-9999-000
District (12) Which Student is Enrolled with
Code hyphens (e.g., 99-9999-000)
(must have leading zero if
applicable)
Column J or 10 District of | Yes VarChar Nine Digit District in Which the | 99-9999-000
Residence (11) Student Lives with hyphens
(e.g., 99-9999-000) (must have
leading zero if applicable)
Column K or 11 Person Yes VarChar Nine Digit School Building in 99-9999-001
School (12) Which Student is Enrolled with
Code hyphens (e.g., 99-9999-001)
(must have leading zero if
applicable)
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Column Letter or Number Field Required Data Type | Notes/Format Details Sample Data
Name

Column L or 12 Grade Yes VarChar HP | Half-Day 09
Level (20) Prekindergarten

PK | Prekindergarten
HK | Half-Day
Kindergarten

KG | Kindergarten

01 | Gradel
02 | Grade2
03 | Grade3
04 | Grade 4
05 | Grade5
06 | Grade6
07 | Grade7
08 | Grade 8
09 | Grade9
10 | Grade 10
11 | Grade 11
12 | Grade 12

PS | Postsecondary
AE | Adult Education
Column M or 13 Person No VarChar Student Local ID number 123467
Local ID (25) ID used in the district student
information system (SIS) to
uniquely identify the student.
This field provides a means to
import student data from the
Unig-ID System back into the
district SIS.
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Legacy Student ID
The Legacy Student ID format is the same as the one that has been used the last few years and is
probably the format that the Student Information Systems are currently exporting.

File will need to be saved as a .csv, .tab or .txt file type.

Detailed Record Layout

Column Letter or Number Field Required Data Type | Notes/Format Details Sample Data
Name

ColumnAor1l Record Yes VarChar Always “ID”. ID
Type (2)

Column B or 2 Current Yes VarChar School Code of school in which | 001
School (6) student is currently enrolled.
Code (Must have leading zeros.)

ColumnCor3 Resident Yes VarChar District Code of district in 99-9999
District (8) which student currently
Code resides.

ColumnDor4 Last Name | Yes VarChar Student’s Legal Last Name Doe

(60)

ColumnEor5 First Yes VarChar Student’s Legal First Name John
Name (60)

ColumnFor6 Middle No VarChar Student’s Middle Name or M
Initial (60) Initial

Column Gor7 Name No VarChar Student’s Suffix, (e.g., Jr., Sr., Jr
Suffix (10) 1)

ColumnHor8 Gender Yes VarChar M/F M

(6)

Columnlor9 Date of Yes VarChar Required format: 01/30/1994

Birth (10) “mm/dd/yyyy”
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Column Letter or Number Field Required Data Type | Notes/Format Details Sample Data
Name

Column J or 10 Current Yes VarChar Valid Values: 09
Grade (2) HP | Half-Day
Level Prekindergarten

PK | Prekindergarten
HK | Half-Day
Kindergarten

KG | Kindergarten

01 | Grade1
02 | Grade 2
03 | Grade3
04 | Grade4
05 | Grade5
06 | Grade6
07 | Grade7
08 | Grade8
09 | Grade9
10 | Grade 10
11 | Grade 11
12 | Grade 12

PS | Postsecondary
AE | Adult Education
ColumnKor11 Local Yes VarChar ID used in the district student 123467
Student ID (20) information system (SIS) to
uniquely identify the student.
This field provides a means to
import student data from the
Unig-ID System back into the

district SIS.
Column Lor 12 Social No VarChar Optional. (blank)
Security (11)
Number
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Column Letter or Number Field Required Data Type | Notes/Format Details Sample Data
Name

Column M or 13 Race / No VarChar NOTE: Although the following (blank)
Ethnicity (4) values remain valid, NDE

recommends leaving
Race/Ethnicity blank on future

submissions.
Valid Values:
blank
AM American Indian or
Alaska Native
AS Asian or Pacific
Islander
BL Black (Not
Hispanic)
HI Hispanic
WH White (Not
Hispanic)
Pl Native Hawaiian or
Other Pacific
Islander
Column N or 14 NDE No VarChar Leave blank if this student has 6789012345
Student ID (25) not yet been assigned an NDE

Student ID. Once assigned, all
subsequent submissions for
this student should include the
assigned NDE Student ID.

Column O or 15 Current Yes VarChar District Code of district in 99-9999
District of (8) which student is currently
Record enrolled.
Column P or 16 Current Yes VarChar Required format: a “yyyy”. 2020
School (10) Use “ending” year of school
Year year, for example “2020” for
2019-2020.

3.1.2 Editing an Existing File for Upload

If needing to edit an existing text file (.txt, .tab or .csv) from a previous school year’s student ID update
DO NOT “open” the file by simply double clicking on it. The file must be imported into Excel to make
changes to the file. Follow the instructions for importing a text file into Excel from Appendix B.

When all data is complete in the file, the file will need to be saved again (Save as) as a .csv. Instructions

for saving the file again can be found in the instructions in Appendix B. There is no specific naming
convention for the file name.
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4 APPENDIX B
4.1 STEPS TO IMPORTING .csv or .txt file with Microsoft Excel

In order to edit a .csv or .txt file, the file must first be imported into Excel. Do Not OPEN a CSV
or TXT file by double clicking on the file. Once the corrections have been made, the file will need
to be saved again as a CSV (Comma Delimited) (*.csv).

Below are separate instructions for each version of Excel on how to IMPORT a .csv file.

A. Microsoft Excel 2007-2013
B. Microsoft Excel 1997-2003

4.2 Using Microsoft Excel 2007, 2010 and 2013
NOTE: The steps below will work with the 2007-2013 Versions of Excel, though the program
look and feel may be slightly different.

1. Open a blank Excel spreadsheet.
2. Select the Data tab from the top on the screen.

'nn‘ \d9-e- 28 ) E‘uukl - Microsoft Excel - = X
R Home  Insert Page Layout Furmuhmlm View  AddIns @ - o x
(£ From Access L‘E L_‘Ei F@ [B)ca + ) " Clear 'E |2 Data validation ~ || @ Group v #=
‘i From Web ‘ % Properties “rlzla G Reapply [ Consolidate < Ungroup ~ =
‘% From Text B L TNk & sort | Fitter e || e e (5 what-If Analysis - || & subtotal
I Sources™ | Connections | All I || Columns Duplicates ysis ~ || |
Get External Data | Connedtions | Sort & Filter | Data Tools Outline
| A o ]
A | B [ ¢ | o [ E F | &6 [ W [ o [ 3 | x |
1 |
| 2|
3|
4|
| 5 |
1 6 |
7
8 |
9
10|
1
12
—
Ready |
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3. In the Get External Data group, click From Text.

[" H9 - ¢0-58 )+ Book2 - Microsoft Excel
Home Insert Page Layout Formulas I Data [ Review View Add-Ins
g5 From Access - | ‘@ [35) connedtions || 4 | S W Clear
I E}FromWeb %" Properties ‘(:) Reapply ‘
From Other Existing Refresh : il Sort Filter v
Sources~ | Connections || All~ == Edit Links ¥ Advanced |
\ Get Data | Connedtions Sort & Filter 1l
TR o
[ 4N B_| ¢ Dl e F G H 1
36
2
i3 |
4

4. Browse to find the file (.csv or .txt) and click the Import button.
Note: If the file does not appear; make sure All Files (¥*) is selected from the file drop down.

pg. 27

@ e T S )
%v . » NSSRS Files = v [ 44 [ Search NSRS Fites o
O T — T —

Organize v

New folder

2~ 0 @ |

[=' Microsoft Office Excel
fl ¢ Favorites

|4 Recently Changed
B Desktop

"= ibraries

m.

|¥5499-6999_STUDENT_200907271031.CSV |

Text Files (".prn:™ bt ™. csv) |




ADVISER PERSON ID

5. The Text Import Wizard will appear. The Delimited radial button is already selected. Click Next.

- e
Text Import Wizard - Step 1 of 3

[ % it

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type
Choos

that best describes your data:
- Characters such as commas or tabs separate each field.

© Wi - Fields are aligned in columns with spaces between each field.

Start import at row: File origin: 437 : OEM United States

Preview of file C:\Users\Aimee\DesktopWS5R.S Files\99-9999_STUDENT _200907271031.C5V.

1 PISTRICT_CODE, LOCATION_CODE, SCHOOL YEAR DATE, STUDENT_ID, SOCIAL SECURITY_J -

Z[99-9939, 001, 2010-06-30, 4948002518, ,,.,,. 11,,,,1995-08-28,F, v rvrrvrrer WH,

3

4

s -

< [l 3
Einish

. Check the Comma checkbox. Leave the Tab box selected. Click Next.

NOTE: The data in the preview window should display in columns if the correct delimiter (tab or
comma) is selected.

v ~
Text Import Wizard - Step 2 of 3 (2] = ]
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.
Semicolon Treat consecutive delimiters as one
Comma
Space
Qther:
Data preview
[DISTRICT CODE TION_CODE [SCHOOL_YEAR DATE [STUDENT_ID [SOCIAL SECURITY NUY +
[#5-5333 o1 010-0&-30 (4548002518
e
<« [ r
p—
et ] [ <mae oo )
\
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7. Select all of the data in the Data preview window by using the scroll bar underneath. Only

the first column is currently selected.

[? =

Text Import Wizard - Step 3 of 3
This screen lets you select each column and set the Data Format.

Column data format
‘General canverts numeric values to numbers, date values to dates, and al

@ General

O Text remaining values to text.
-

) Do nat impart calumn (skip)

Data preview
nexral nerzl neral

[ECHCOL_YEAR DATE [STUDENT ID [SOCIAL SECURITY NUJ ~

oi10-08-30 jps48002518 |_|

Scroll to the very last column, click the SHIFT key on your keyboard and click on the last

column. This will select all of the data.

Text Import Wizard - Step 3 of 3

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

Column data format

© General

Text remaining values to text,
o

Date: |MDY
) Do not import column (skip)

‘General converts numeric values to numbers, date values to dates, and all

Data preview

Cancel
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8. Change the data format to text by selecting the Text radial button. Click the Finish button. All
columns should have the Text heading.

Text Import Wizard - Step 3 of 3 7| =

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

() General
. 'General' converts numeric values to numbers, date values to dates, and all
(@) Text remaining values to text.

O ot [7]

(7) Do not import column (skip)

Data preview

Cancel ]’ < Back ext f \>

9. The Existing worksheet: can be left selected as the worksheet the data will be imported into.
Select OK.

Import Data ? 2

Where do you want to put the data?
(@) Existing worksheet:
=§AS1 53

(7)1 Mew worksheet

rpenen. | (o D[ e

4.2.1 Tip: To Replace Column Headings with numbers instead of letters (Optional):

Microsoft 2007: Click the “Office” button, then Options, then Formulas = R1C1 Reference Style
Microsoft 2010 and 2013: Click the “File” Tab, then Options, then Formulas = R1C1 Reference Style
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Popular & . :

\ ’ B ‘ Change options related to formula calculation, performance, and error har
Proofing Calculation options
Save Workbook Calculation i) [] Enable iterative cal
ey @ authmatic Mayimum Eeration:

O Automatic except for data tables %
Maximum Change:

Customize (@) Manual

Recalculat ne
Add-Ins x 2
Trust Center \ D Iy o

R1C1 reference style i/

Formula AutoComplete ()

Use table names in formulas

Use GetPivotData functions for PivotTable references

Resources

4.2.2 Saving Corrections

Once the file has been imported into Excel, the data can be reviewed for accuracy, corrections can be
made or records can be deleted.
Follow the steps below to save the file as a .csv (comma separated value) when changes have

been completed.

1. Click on File (in 2007 click on the “Office Button”) and choose Save As from the menu. T —
| save
& save As
|5 Open
[f Close

2. Within the Save As window choose the folder/location where the file will be saved.
3. Click on the dropdown arrow at the end of the Save As Type option and choose CSV (comma

delimited).

Bookl.csv

XML Data (*xmi)

Single File Web Page (*.mht".mhtmi)
Web Page (".htm;".htmi)

Excel Template (“it)

Excel Macro-Enabled Template (*xtm)
Excel 97-2003 Template (*xlt)

Text (Tab delimited) (*:txt)

Unicode Text (*.tt)

XML Spreadsheet 2003 (“xmi)

CSV (Ms-DOS)
DIF (Data Inter
SYLK (Syr
Excel Add-In (*xlam)

Excel 97-2003 Add-In (" xia)

PDF (*.paf)
XPS Document (*xps)
OpenDocument Spreadsheet (*.ods)
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4. Click Save.
5. Two warning messages from Excel will display. Click OK and YES

Microsoft Excel

Microsoft Excel == Workbook n this format?
@ «To keep this format, which leaves out any incompatble features, cick Yes.
The selected file type does not support workbooks that contain multiple sheets. »To preserve the features, dick Mo. Then save a copy in the latest Excel format.

= To see what might be lost, dick Help.
(_Ié. «To save only the active sheet, dick OK.

o [

99-5999_STUDENT_200907271031.CSV may contain features that are not compatible with CSV (Comma delimited). Do you want to keep 1

«To save all sheets, save them individually using adifferent file name for each, or choose a file type that supports multiple sheets. Yes ] No ] [ Help ]
J
[oc ] ) canel | T

e ———

6. When closing the file, Excel will ask if changes need to be saved. Click the Don’t Save.

Microsoft Excel ‘ = |

£ ! % Do youwant to save the changes you made to
'99-9999_STUD! 31.C5V'?

Save Don't Save Cancel

4.2.3 Using Microsoft Excel 1998-2003

1. Open the Excel Program.

2. Select the Data tab on the Ribbon at the top on the screen. Get External Data Import Text
File.

3. Inthe “Get External Data” group, click Import Text File.

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

5. The Delimited radial button should be selected. Click Next.

E

Text Import Wizard - 5tep 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.

O Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: |1 @ File origin: = Macintosh B

Preview of file Secure lupload07.txt. |

18/80/2806 13:35:49 1111111111 1 delimiter=8400
ID 881 19-B@58 Brabec Malyver Steven M 181871998 BZ 197831 WH 4534377983 19-8783 2887
ID 831 19-8@58 Paprocki Shelby Margerite F @3/19/1998 @2 197334 WH 7513785457 19-8783
ID 831 19-8@58 Delong Destimy Veronica F @3/15/1998 @3 197835 WH 3661523163 19-3783 20|
C[ID 831 19-BASE Movoiny Alyssa Michole F 09/22/1997 83 197836 WH G4712B212C 19-8733 2687)
6|10 881 13-8858 Paprocki Jakub Michoel M @5/12/1998 83 197837 WH 5SE20814553 19-8783
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6. If the datain the Preview window is separated by commas (not displaying in columns) check
the Comma checkbox. The Tab box does not need to be deselected. Click Next.
NOTE: The data in the preview window should display in columns if the correct delimiter (tab or

comma) is selected.

Text Import Wizard - Step 2 of 3

This sileen lets you set the delimiters your data contains. You can see how your text is
affectell in the preview below.

_DeliMiters [0 Treat consecutive delimiters as one

™ Tab | Semicolon ] Comma Text qualifier: |~ B

) Space | Other:

Data preview

18/99/2986 (13:35:49 1111111111 1 Limi ter=2X239
0 il 19-8358 |Brabec iyver Steven [1a/18/1998
] L 19-8358 |Paprocki  (Shelby rgerite F 19/1998
0 il 19-8a56 [DeLang Destiny [Veranica F 3/15/1998
] L 19-8058 |Mowotny lyssa Michole F 22/1997
] L 19-8358 |Paprocki akub ichoel 5/12/ 1998

[ Cancel ) < Back Finish

7. Select all of the data in the Data preview window by using the scroll bar underneath. Only

the first column is currently selected.

Text Import Wizard - Step 3 of 3 [2] = ]
This screen lets you select each column and set the Data Format.
Column data format
@) General
General' converts numeric values to numbers, date values to dates, and al
remaining values to text.
o [
() Do not import column {skip)
Data preview
epexral eneral eneral
[ECHOOL_¥=aR_DATE [STUDENT_ID FOCIAL_SECURITY_NTY
oi10-0&-30 js4s002518
v

Scroll to the very last column, click the SHIFT key on your keyboard and click on the last
column. This will select all of the data.
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8. Change the data format to text by selecting the Text radial button. All columns should have
the Text heading. Click the Finish button then Save.

Text Import Wizard - Step 3 of 3

This screen lets you select each column and _Column data format
set the Data Format. =
G
'General' converts numeric values to numbers, ® Text
date values to dates, and all remaining values
to text. O pate MDY

) Do not import column (Skiph

Data preview

e e
delimiter=8009

MaGyver Steven

Shelby Margerite

Destiny Veromica
Alyssa Nichole
Jokub  Michoel

( Cancel ) ( < Back ) Next > @

Follow Step 9 from previous instructions for the later versions of Microsoft Excel to complete the
import.

4.2.4 Tip for Microsoft Excel 1998-2003: To replace Column Headings with numbers

instead of letters (Optional):
Select Tools > Options. In the General tab, check R1C1 reference style.

P Preferences
® View Settings‘
® save ™ RIC1 reference style 1 Prompt for workbook properties
@ Caiculation
® Edit [_] Provide feedback with sound
» [_] Confirm launching applications in Open and New

® Compatibility
® Custom Lists # Recently used filelist: (4 | [2) entries
® Chart ;
® Color Measurement units: @ Web Options...
® Security
® Error Checking m

Sheets in new workbook: 3 -

Standard font: Verdana ® sie: 0 @

Default file location: Select...
Alternate startup file location: Select...

User name: Sue Oppliger

™ 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.
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