Aftarschoo! Centers on Education ™

'st...._ Importing Student Grades

TX21 Student Tracking

Section One: Export Student Data from the Previous Term
Grantee Level

1) Go to Import/Export>Exports.

2) Select Students.

3) Select appropriate center, school year, and previous term. (Example: If you are currently in Spring 2011,
you would select Fall 2011 as the previous term.) Hold down the <CTRL> key and click the Export button.
Choose to save this file to your hard drive. You will use data from this spreadsheet in Section 2.
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Center Level
1) Go to Miscellaneous>Exports.
2) Select Students.

3) Select school year and previous term. (Example: If you are currently in Spring 2011, you would like select
Fall 2011 as the previous term.) Hold down the <CTRL> key and click the Export button. Choose to save
this file to your hard drive. You will use data from this spreadsheet in Section 2.
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Section TwoO: Prepare the Student Import Document for Previous Term Update

4)

5)

For Grantee Level Go to Import/Exports > Import Students

' 4 TeExAs EDUCATION AGENCY TEA Home | TEA Search | TEA Locator | TEA Di
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Grantee ™ Contacts™ Centers™ Partners™ Objectives™  Approvals Ilgnx;;zrrll! Reports
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Grantee Home Eeavance Training ESD (Cappelia HS, Cuellar MS, Brown E E Year (Spring) 2011
Import Activities
|Grantee Infermation Import Students '

For Center Level Go to Participants > Students > Import
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Download the User Import Help Document

Import Students

This page will allow you to import student data for the Grantee. Student data i )
student information will not load into TEA's 21st CCLC system. Please see the|User Import Help Document 5
correct student field formats and descriptions. The import file must be in a CS\ format.

Please review the student data once it has been imported to make sure it is correct. If errors occur on individual
students, you may enter those manually or import them separately after they have been corrected.

Note 1: If a match is found in TEA's PEIMS database on SSN or Alt SSN, the PEIMS name and demographics

will override the demographics that were imported. 21st CCLC always uses PEIMS demographic data as the
source of record.

Note 2: If you intend to update any non-demographic Student information using the Student Update process. it will
ONLY overwrite data that has values in the corresponding fields. Any fields left empty will not overwrite existing data, it
will be left as is in the TX21st system.

Please select which type of file you will be importing:

-

Import File Contains Headers:

Select Student Import CSV File:

Browse...

Note: Please make sure there are no carriage returns in the Comments field of the Student Import file.




6)

7)

8)
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Open the User Import Help Document and look at the tabs available:

IsHispanicLating Ethnicity: If selected then Student is considerad booiean 1 - Selected
8 Hispanic/Lating otharwise Nt Hispanic/Lating VBlank - Not Selectad
Isfrmencanindandlaskabatne Race: Il selected then Student i considered Amencan |boolean o 1 - Selecled
Indian or Alaska Native . ., O'Blank - Not Selected
9 Go To This Tab to Review | | isast one Race choice Is Required
IsAsian Race: I selecled ten Student is consid Student Update Help 1- Selected
Information VBl - Not Selected
10 o At least one Race choice is Required
IsBlackAMncanAmencan Race: I sedacted then Student 15 con 6 1 - Salecled

PreviousStudentipdateData | NI |

H 4 b H| StudentsHelp < StudentData - StudentUipdateHelp -~ Studentlipdate

TIP: Print out the PreviousStudentUpdateHelp so that you can use this as a guide when you are
entering data in the next step. Pay close attention to the grade codes outlined in the help sheet
and below:

Column F Average Grade Codes Columns G-J Subject Grade Codes
"1"-A's "20" - Not Available
"2" - Mostly A's and B's "18" - Unsatisfactory
"3 _B's "19" - Needs Improvement
. . . "21" - Incomplete
"4" . I\/'Iostly B'sand C's "22" - Satisfactory
5"-C's "23" - Excellent
"6" - Mostly C's and D's "24" - F
"7"-D's "25" - D
"8" - Mostly D's and F's "26"-C
II9II _ FIS "27" = B
"28" - A
"29" - Fall
"30" - Pass

Go to the PreviousStudentUpdateData tab and copy and paste the data from the file you exported in
Section 1 (above) into this template, column by column. Please note: The column headers are different,
not in the same order, and so do not paste more than one column at a time.

A B 5 D E F G H | J
®CenterName SSMNANumber LastName FirstName MiddlieName AverageGrades ReadingGrade MathGrade ScienceGrade SocialStudiesGi

3

Format the document by selecting all the cells with data. Be sure not to select any additional columns or
rows. Right click in the shaded area and select Format cells.

A El C ] E F [anal -0 -[A X8 -% 0 F
1 |CenterName SSNAltNumber LastName FirstName MiddleName AverageGrades Rea<1 [
2 |c3 111123456 Sanchez Marisela B L =@ s
3 |e3 111123467 Brown  Angella 2 28 2r L
4 |c3 111-12-3458 Douglass  Maricio 1 & | Cut
g lc3 111-12-3459 _ Bruster _ Paul 1 3 Copy
7 e
8
J Insert...
10
1 Delete.
12 Clear Contents
13 Filter r
14
15 Sart >
& | InsetComment
17 |' P —l
& @ [ Format Cells...
19 Pick From Drop-down List...
20 Name a Range.
g; @, Hyperink..
23
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9) Select Border tab and Select Outline option.
Format Cells =)

[ Fil__| Protecton | [ .\
)

I
number | Alignment | Font |1

Line Presets

Style:

Nore  -=--—-

None | Outine | Inside

Border
] T T
Text Text
= |- .
Color: Text Text
adematc  [~] ]

- - -
The selected border style can be applied by cicking the presets, preview diagram or the buttons
above.

10) Be sure you are on the PreviousStudentUploadData sheet in the Excel file. Save file as a .csv file by clicking
on the down arrow for the Save as type drop down.

- o
[ Save As =5
() [ v bredes » Documents » 2]

Organize ¥ New folder = @
R Documents library . gl
: ChangeManagement Includes: 2 locations e
| MSDF .
! fonts Name Date medified Type o
| kbro | 2stCCLCWEB 3/25/2010 245PM  Filefolder
. production_Articulate — 1l ACID Xpress 70 Projects 2/4/201110:38 AM  File folder
. Needs_Assessment_Course . Adabe 3/25/2010 246 PM  File folder
| Dropbox s | Adabe 10/21/2010 407 M File folder
L AHefner (ersatapp001) || ). Bluetooth Exchange Folder 3/25/2010 235 PM  File folder
| Camtasia Studio 6/1/20104:45PM  File folder
4 Libraries | Converted 1/4/2011211PM  File folder
[51 Documents | Cucusoft 6/15/2010 500 PM  File folder
o) Music Dell Weh(Cam Central 22519010 IR DM File Fnlder S
I SR i 1 v
L [Tl o) of 215tCCLCUserUploadM: .
Qo’ | Save a5 type: [csv (Comma delimited) | | -]
r Authors: teadefault Tags: Add atag Title: Add a title

11) You will get a warning message indicating that “The selected file type does not support workbooks....”
Click OK.
Micrasoft Office Excel ﬂ

The selected file type does not support workbooks that contain multiple sheets.

i l . «Tosave only the active sheet, dick OK.
»To save all sheets, save them individually using 3 different file name for each, or choose a file type that supports multiple sheets,

)

Was this information helpful?

12) You will get another warning as shown below. Click Yes.
Microsoft Office Excel [

Copy of 21stCCLCUserUploadMapping.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?

«To keep this format, which leaves out any incompatible features, dick Yes.
« To preserve the features, dick No. Then save a copy in the latest Excel format.

«To see what might be lost, dick Help.
12 [ e )
S
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Section Three: Import Grades into TX21st

13) Go in TX21st and go to Import / Export > Import Students. Select the Previous Term Student Update for
the file type. Make sure the checkbox is marked for Import file Contains Headers and select browse to
locate your saved *.csv file and select Import Data when done.

“)( TeExAS EDUCATION AGENCY TEA Home | TEA Search | TEA Locator | TEA Diy
21t Cenfury Community Learning Centers:

Grantee”  Contacts™  Centers™  Pariners™  Objeclives™  Approvals Import/Export ¥  Reports

Import Students ecvance Training £5D (Cappelia H3, Cuslar S, Brown Ele...) Cycle & Spring 2011

Import Students.

This page will allow you to import student data for the Grantee. Student data must be in the correct format or the student
information will not load into TEA's 21st CCLC system. Please see the User Import Help Document for the correct student
field formats and descriptions. The import file must be in a CSV format.

Please review the student data once it has been imported to make sure it is correct. If errors occur on individual students,
you may enter those manually or import them separately after they have been corrected.

Note 1: If a match is found in TEA's PEIMS database on SSH or Alt SSH, the PEIMS name and demographics will
override the demographics that were imported. 21st CCLC always uses PEIMS demographic data as the.
source of record.

Hote 2: If you intend to update any non-demographic Student information using the Student Update process, i will ONLY
overwrite data that has values in the corresponding fiekds. Any fields left empty will not overwrite existing data, it wil be left

as is in the TX21st system.

Please select which type of file you will be importing:

Full Student Data
[ Previous Term Student Update: (1‘@

; = [ Browse

Note: Please make sure there are no carriage returns in the Comments field of the Student Import file.

=] ==

You will receive one of two types of messages either denoting that the import was successful or
there was an error in importing. If you receive an error indicating that there are rows with missing
data, follow the instructions below:

Correcting error messages:

1) Ensure that your file is saved as a .csv (see step 10 above).

2) Open a text editor program. If you have Windows, you can use Notepad (found in Programs
> Accessories> Notepad), or if you have a MAC, you can use TextEdit (found from the Dock
or in the Applications folder).

Windows ) Mac

Accessories
L] Catculatar ann lzsl Applications (=)
B Command Prompt > . = TR =
& Conreect 15 & Metwork Pregector lﬂ;] E. =0 '-J &J R a
B Connctto a Projecto * DEVICES m | ===5]
§ Getting Started e —
: i Spaces sshis Stickies
_ Noteped ¥ PLACES
=TT [ Deskrep —
&, Hemote Desktep Comnecton % admin L [ /g
1 fun o APecaiions” 1= e W
= s 4
& Snipping Teol PN Jlgmers - E o
1. Sound Recorder e SuperDuper! System L Texted
Sticky Notes FSEARCH FON Preferences
At 1 of 104 selected, 10.93 C8 saable o

3) Go to File>Open and go to File Type and select All Files so that you can see all the files as
shown below:
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Windows:

Select All Files from the File Type so you can see the Comma Separated Values
(csv) file(s) and select the one that you saved in Step 11 above

Untitied - Notepad

=]

Fe_Ese Feemm View Help

Changehtanagemen:
MIDE

H videns

2 /8 Computer
L Locsl Dk (1)
e gl ()

incii -

4) Notice you will see a lot of data, separated by commas, but you want to find where there
are rows that ONLY have commas. (Note: if there are commas for a row that HAS data, this
is ok, do not change anything for that row):

" Student_Upload_File_formatted - Notepad

File Edit Format View HE\p

EnterName, LastName am
c3,5anchez, Mamss'\a F 4 2/15/1999 ,Luz MS 7
C3,Brown Angeﬂa F, 5 6/7/1998 LUz Ms, ?,,,,
c3, Doug]ass Mar’wcwo M 4, 5/12/199? Luz MS,8
c3,Bruster, Pau'l WM, 3 3/18/1997 Luz MS 8

This is ok Do not
delete any
commas here

This is not ok. Delete
these "empty" rows of
data so that the cursor is
at the end of the last
valid row of data.

5) Your file should look similar to:

“j Student_Upload_File_formatted - Notepad

File Edit Format View Help

CenterName,LastName,FirstName, SSNATtNumber ,Gender ,Ethnicity,Birthdate,CampusId,CampusName, Gl
c3,5anchez ,Mmarisela, ,F,4, 2/15/1999 ,Luz M5,7

c3,Brown Angeﬂa,.F 5,6/7/1998, ,LUZ M5,7, 1111 11erierieeriariaariariian
c3,Douglass,Maricio, M,4,5/12/1997, ,Luz MS,, . 101 11 iierierinerierieerineses
c3,Bruster,Paul, M, 3,3/18/1997, ,LUZ M5 By \1rrrsirerrrrrsirnrrrarsriioneidl

Cursor is
here.

6) Save your file as a .csv file by going to File>Save As. Select All Files for Save as type and put a
.csv at the end of your filename:
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7) Go back and try to re-import this document into TX21st as shown in step 13 above.



