Using 2007 Microsoft Excel or Access to Produce HEI Compatible Submission Files

HEI submission files consist of two parts: header line and record lines.
Header Line

This must be the first line in the data file that is being submitted. It tells HEI who is submitting the file, what
data it contains, and what to do with it. In most cases you will need to type the header line in as the very first
line of your file; however, it is easier to convert the rest of your data without worrying about the header record
until the very end. Just remember to put it in before submitting the file to HEI.

General information on the header record can be found at:
http://regents.ohio.gov/hei/datasubdoc/general/fileheader.html

A typical header line will look like this:

OHSUNC2007NA000010
Broken down, this is what the header record says:

OHSU Institution submitting the file

NC Type of file

2007 Year of submission

NA  Term of submission (NA stands for an annual file)

Record Lines

All file descriptions can be found on the HEI website. General information concerning data format can be
found at: http://regents.ohio.gov/hei/datasubdoc/general/dataformat.html

In addition, each submission field has its own description page. Here is the description for the record lines for
both of the Non-Credit data reporting areas:

NC (Non-Credit Course/Activity) file: http://regents.ohio.gov/hei/noncredit/datasubdoc/ncfile.html
NE (Non-Credit Student Enrollment) file: http://regents.ohio.gov/hei/noncredit/datasubdoc/nefile.html

Here’s a typical record description:

Field Names Field Attributes and Procedures Data Format
Campus Enter a campus code from Institution/Campus Codes. Alphabetic
4 characters
Columns 1-4
Student Identifier | Enter the federally assigned Social Security Number (SSN) Alphanumeric
whenever possible. 1f the SSN is unavailable, enter another 9 characters
identifier which uniquely relates to this student. Student Columns 5-13
identifiers for minors are to be assigned by the campus. Left justify
Institution Enter Y if the student identifier is not a federally assigned Alphabetic
Assigned Social Security Number. Enter N if the student identifier is the | 1 character
Identifier Switch SSN assigned by the federal government. Column 14



http://regents.ohio.gov/hei/datasubdoc/general/dataformat.html
http://regents.ohio.gov/hei/noncredit/datasubdoc/ncfile.html
http://regents.ohio.gov/hei/noncredit/datasubdoc/nefile.html
http://regents.ohio.gov/hei/datasubdoc/vertables/instcamcodes.txt
http://regents.ohio.gov/hei/datasubdoc/enrollment/production/sefile.html#Institution_Assigned_Identifier
http://regents.ohio.gov/hei/datasubdoc/enrollment/production/sefile.html#Institution_Assigned_Identifier
http://regents.ohio.gov/hei/datasubdoc/enrollment/production/sefile.html#Institution_Assigned_Identifier

Turn it on the side to see the correct layout needed for your text file:

Campus Student Identifier Institution Assigned Identifier Switch
Alphabetic Alphanumeric Alphabetic
4 characters 9 characters 1 character
Columns 1-4 Columns 5-13 Column 14
Left justify

So, a short NE upload file will look like this:

ASHT123456789NDoe John MWH4PERFLVL2FY0630004 NN
ASHT234567890Y Smith John MWH2PERFLVL2FY0630004 NN
ASHT345678912NDavis James MWH3PERFLVL2FY0630004 NN
ASHT456789123NMcGee  Mark MWH3PERFLVL2FY0630004 NN
ASHT567891234Y Macy William MWH3PERFLVL2FY0630004 NN
ASHT678912345Y Miller Jim MWH3PERFLVL2FY0630004 NN

How to use Microsoft Excel to Produce HEI compatible Submission Files

The real question is how do you convert an Excel spreadsheet into the above?

Things to note:

Columns A, C,F,G,H, K, and L all look good as all the text data has the same number of characters
Columns B, D, E, I and J could be is an issue due to the possibility of variable length text fields

| F12 - fe | 2

A B .8 D E F G H | J K L M N o P If

Institution WIA Delete T

1 Campus Student ID Assigned ID Last Mame First Name Sex Race Age Course ID Section ID completer Switch

2 |ASHT '258365126 N HARCLD  DAVIES M WH '4 PERFLVL2FY0G '30004 M N
3 |ASHT '4? Y RYAN WODRICH M WH '2 PERFLVL2FY06 '30004 N N
A4 |ASHT '281?40242 M MATT PHILFOTT M WH '3 PERFLVL2FY0G '30004 ] N
5 |ASHT '2??6444?3 N MARK BARRON M WH '3 PERFLVL2FY0G '30004 N N
6 |ASHT '146 Y MIKE TERELMES M WH '3 PERFLVL2FY0G '30004 M N
7 |ASHT '38 Y BRAD MILGATE M WH '3 PERFLVL2FY0G '30004 M N

The problem with using Excel is preventing it from stripping off leading zeroes from numbers or adding ending
zeroes to numbers. To ensure the data has the correct number of characters we must use the format cells
feature.

#‘ B 7 =wi-&-A-wNE | =
A B o = F|le [mn 1 ] K L ™M N o P
&% cut wia Delete T
1 Campus |Stude =3 Cepy Sex Race Age Course D Section ID completer Switch
2 ASHT |29836¢ [ Paste M WH 4  PERFLVLZFY06 30004 N N
3 asHT a7 Paste Spacial M WH 2  PERFLVLZFY06 30004 N N
4 |ASHT  [28174( Insert M WH 3 PERFLVL2FY06 30004 N N
5 |asHT  [377644 . M WH :3 PERFLVL2FY06 :30004 N N
6 |asHT  [146 Clear Content M WH 3 PERFLVL2FY06 30004 N N
7 |ASHT |38 - M WH 3 PERFLVLZFY06 30004 N N
2 '  Format Cells...
g Column Width...
10 Hide
11 Unhide =
12 I




Click on the “Number” tab and in the category box chose “Custom”. In the “Type” box enter a zero for each
character for the width of the field. Click on “OK” to assign the format to the column. For example, column B
(student identifier) should be 9 characters wide, so in this example we would enter 9 zeroes in the “Type” box.
Perform this operation on all numeric columns to ensure they contain the proper number of digits.

| BL - fe | studentiD &
A B C D E F G H | J K L M N (o] P 'i
Institution WiIA Delete
1 Campus|Student ID JAssigned ID Last Name First Name Sex Race Age Course ID Section ID completer Switch
2 |ASHT 123456789 (N Doe Format Cells
3 |ASHT 234567890 |Y Smitj
4 |ASHT |47 N Davil | Mumber | Alignment Font EBorder Fill Prokection
5 |ASHT  |[456789123 [N MCG| | cateqory:
6 |ASHT 136 s Macy | |ceneral Sample
7 |asHT |as \ Mmillg | |Mumber Student 1D
Currency
2 Accounting Type:
Date
El Time 000000000
10 Percentage General -
11 Fraction a = =
Scientific 0.00
12 Texk &80 g
13 Special #,#40.00
I | 208, 040)
14 #, 0 [Red](#, ##0)
£, 340,004, #40,00)
15 #,2#0.00_y;[Red](#,##0.00)
16 f #0055, #20)
17 b, w20 [Red)$#, #40) b
i
13 Type the number Format code, using one of the existing codes as a starting paint,
20
21
27
23
2
4 4 b+ | Document 3 I il |

e Note: For the above spreadsheet this option would not be a valid option since these are zero numeric
fields and most fields are alphanumeric which can lead to variable length text fields

The next step is to export the data into a text file. Click on the “Office Button”, chose “Save as” and click
“Other Formats”. In the “Save as” selection box in the “Save as Type” field chose “Text (Tab Delimited)”.
Once you chose the proper directory to store your file and giving it a proper name click “Save”.

Save in: |B Iy Documents w | ) o X (¥} j -
s My Recent | (C)analyst Test
o Documents @BRIAN_INFO
@ Desktop [D)Desktop
S lalnterviews
B qucuments My Data Sources
— ="} |[5)My Digital Editions
d qumputer @MY Msic
. hﬂMy Pictures
L r}:}:crinztwork [CZIMC training
i SharePaoint Drafts
5oL
E] [rata
E] Document
E] Document1
E] practice
E] training
File name:  |KENTRCZ008MADD00DS] |
Save as bype: |Text {Tah delimited) w |
Save l ’ Cancel




Unfortunately, this is still not quite what we need for submission to HEI. Excel does not possess the ability to
export true fixed width records. So, we created a tab-delimited file by placing an invisible tab character
between the data columns. In order to finalize the file for HEI submission we need to remove these invisible
characters.

You now need to make a choice. If the submission file contains variable length fields (e.g. names, Course 1D,
etc), or embedded spaces as fields, you will need to ensure that these fields contain the proper number of spaces
so that all the fields contain the same number of characters. Excel offers no way to make these corrections. If it
is a small submission file you may want to do this in Notepad or Textpad (I would recommend Textpad as it
shows which row and column space you are in) by simply inserting the spaces in the required fields. However,
this method is not practical for large files and you will need to use Access to make these corrections.

If your submission file does not contain variable length text data you can use Notepad or Textpad to remove the
tab characters and add the header record. To do so, open Notepad and open the file.

e Note: This option cannot be used for the file that was mentioned previously due to the variable length
text fields and embedded spaces as fields. So for this demonstration | am using a different text file.

Notice the spacing caused by the invisible tab characters:

2 Book1 - Notepad

File Edit Format Miew Help

KEMT 1234567589 Course_Td_1 Sect 1 050 ¥ ¥
KEMT 234567891 Course_TId_2 Sect 2 035 ¥ ¥
KEMT 345078512 Course_Id_3 Sect 3 075 ¥ ¥
KEMT 4567589123 Course_TId_4 sect_1 004 Y W
KEMT Se7E91L254 Course_TId_"& Sect_2 00l ¥ ¥
KEMT a7E912345 Course_Id_& Sect_3 085 ¥ ¥

Using the mouse select one of the tabs.

& Book1 - Notepad

File Edit Format Wiew Help

KENTELZ34 56785 Course_Id_1 sect 1 050 i N
KEMT 2345678090 Course_Id_2 Sect 2 035 W ki
KEMT 345878512 Course_Id_3 sect 3 075 W N
KEMT 4567839123 Course_TId_4 sect_1 004 b b
KEMT SEFE01LZ34 Course_Id_ & Sect_2 Q01 W ki
KEMT a78912345 Course_Id_5A Sect_3 085 W N

Then, select Edit chose Copy (or Ctrl+C) to copy the tab. Then select Edit chose Replace to bring up the
Replace dialogue box. Click once on the “Find what” box then right click and chose paste (or click once in the
box then press Ctrl+V).

Replace [? %]
Find what: |I] |
Replace with; | |
[ tatch casze




Make sure that the “Replace with” box is empty. Click on “Replace All”. Instantly you will see that all the tab
characters have been removed from the text file.

I Book1 - Notepad
File Edit Format View Help

KEWT1234 56789 Course_Id_lSect 1050vY
KEWTZ234 5678% L Course_Id_2Sect 2039%Y
KEMNT3456783912Course_Id_3Sect 3075%Y
KENT456789123Course_Id_4sect_1004%Y
KEMT 567891234 Course_Id_SSect_2001vY
KEMTE7E912345Course_Id_Gsect_3065vY

Insert the header record. Make sure there are no extra spaces in the document by pressing “Ctrl+End” to see
where the end of the document is and if it is not after the last character in your file press “Delete until you see
the cursor after that last character.

How to use Microsoft Access to Produce HEI compatible Submission Files

Why would you want to use Access for this procedure? There are three reasons of why you would want to use
Access:

e Normally the data is housed in Access databases at your institutions
Your IT department gave you the data in an Access database

e You exported a text file from Excel but it contains variable length text fields that need to be converted to
fixed width

If you are dealing with variable length text fields the easiest method is to export the file from Excel as a tab
delimited text file. This will allow you to import the text file into Access while maintaining leading zeroes in
the numeric fields. To import the file, create a new database in Access. Go to “External Data” along the
ribbon, chose Import “Text File”.

/D"J\. A - ¢ = Database3 : Database (Access 2007) - Microsoft Access - O X
H —
—/ Home Create External Data Ciatabase Tools L7
= S EH |y Text File ':Dj iws Word i - 21 Discard Changes |
1}1— P? [xF [P ; Ay A i Sl - ; ] 5 ; : @
—_— ¥ XML File || = i » ¥ Text File — > .+ Cache List Data
Saved Access  Excel SharePoint Saved Excel SharePoint Y Create Manage Nork Synchronize o _ _ Maove to
Impaorts List ?;j Maore = Exports List 4k More E-mail Replies Online = Relink Lists SharePoint

Import Export Collect Data SharePoint Lists



Click “Browse” and go to the correct directory of where the tab delimited text file you exported from Excel is
stored and click “OK”. The “Import Text Wizard” selection box comes up and make sure “Delimited” is

selected. Click “Next”.

Elm port Text Wizard

Your data seems to be in a 'Delimited’ format. If itisn't, choose the format that more correctly
describes your data.

(%) Delimited - Characters such as comma or tab separate each field
(") Fixed Width - Fields are aligned in columns with spaces between each field

Sample data From file: H:AKENTHC2008MA000006, TXT,
IWSHTO1234567590N00oe0JohnOMOWHO4O0PERFLVLE F YOO &3 00040MNO _J
ILEHTOZ 34567590003 mich0JohnOMOWHOZOPERFLVLEZ FY0OO63 00040MNON
1L SHTO47?0NODav isO0JamesOMOWHOSOFERFLVL2ZF Y0063 00040MNON
IWSHTO4567591230M0NcGeedMar OMOWHOSOPERFLVLZ FYOO63 00040MON
LSHTO13 600 MacyOWilliand MOWHOSOPERFLVLZ F Y0063 00040MNOMN
L3HTO480V0OM1 1 1erOJ iOMOWHOSOPERFLWLZF¥O0OE3 000 40MON

[ Jin [ue Jea Teo Tie

4 ol
T (o

“Tab” should be selected in regards to what type of delimiter separates your fields. Also, make sure “First Row
Contains Fields Names” is checked. Click “Next”

=l Import Text Wizard
What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below.

Choose the delimiter that separates your fields:
(=) Tab () Semicolon (") Comma (") Space () Cther:

gFirst Row Contains Field Mames Text Qualifier:  |[{none} +

Campus |Student ID |Institution Assigned ID |Last Name |[First MName |[Sex |Race |Age |Course ID
ILSHT 123456789 N Loe Mohn M [irH 53 [FERFLVLZFYO | =
ILSHT E34567320 |7 Fmith Mohn M irH E PERFLVLZFYO
IWSHT F456758912 N Deavis M atne 5 I} [irH <} FERFLVLZFYO
ILSHT M56789123 N Mo Gee Mark M [irH &} FERFLVLZFYO
ILZHT FE7E21234 ¥ Macy Willizm M irH 3 PERFLVLZFYO
ILSHT 75912345 T Miller 1T itn M irH [ PERFLVLZFYO

=l

Kl i
Cancel ] [ < Back ] [ Mext = l [ Einish ]




Specify every field as “Data Type” Text. To do so, click on each column and change the “Data Type” to Text.
Click “Next”

2l Import Text Wizard

You can spedfy information about each of the fields you are importing. Select fields in the area below. You can then modify field
information in the 'Field Options' area.

Field Options
Field Mame: |Student ID Data Type: @t "
Indexed: Yes (Duplicates OK) ~ | [ ] Do notimpert field (Skip)

Campus |Student ID [Institution Assigned ID |Last Nawe [First Nawe (Sex |[Race [Lge |[Course ID

IWIHT 45 Loe Mohn o8 [WTH 1% FPERFLVLZFTO | ~
IWIHT Fmith Mohn M [WTH E FERFLVLZFTO
ILZHT Davis Tames M [iTH 3 FERFLVLEFYO
ILSHT M Gee Mark M MrH 3 FERFLVLZFYO
IWIHT Macy Willism M [WTH [ FERFLVLZFTO
IL3HT Miller 1T im M rH B FERFLVLZFYO

K i
[ Cancel ] [ < Back ] [ Mext = ] [ Einish ]

Microsoft Access recommends that a primary key is defined for a new table; however, for this process a
primary key is not needed. Make sure “No primary key” is selected. Click “Next”.

=l m port Text Wizard

Microsoft Access recommends that you define a primary key for your new table. A primary key is used to

Carl uniquely identify each record in your table. It allows you to retrieve data more quiddy.
LRETETUE
20w
3 unnonunounn .
2 (O Let Access add primary key.
R o () Choose my own primary key. 7
@;Ng primary key. i

Campus |3tudent ID |Institution Assigned ID |[Last Nawme |[First Name |Sex Race |Age |Course ID

WS HT 123456789 W Loe Mohn ftt WH 12 PERFLVLEFYOD | ~
|ASHT Ea45e7390 [V Fmith ohn a8 iTH 4 PERFLVLEZFYO
JASHT 45675912 N Deavis ames a8 TH } FERFLVLEFYO
IWSHT joe7E91l23 N HoGees Mark a8 WH 3 PERFLVLEZFTOD
|ASHT paTE91234 [V Macy Millism a8 iTH &} FERFLVLEFYO
IASHT 675912345 ¥ Miller 1T im a8 TH } FERFLVLEFYO

| 2
Cancel ] [ < Back ] [ Mext = ] [ Einish ]




Give your new table a proper name for the file. Click “Finish”.

E| Import Text Wizard X

That's all the information the wizard needs to import your data.

Import to Table:
ICEN'I'NCZOUSNAOUUUUGl

[] 1 would like a wizard to analyze my table after imparting the data.

e .

You have successfully imported your text file into Access. Click “Close”.

Get External Data - Text File

Save Import Steps

Finished importing file 'H:\Document. txt' to table 'KENTMC2008MAQ00006',

Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

Close




Right click on the table you have just imported into your Access database and select “Design View”.

O M) Qi) = Database3 : Database (Access 2007) - Microsoft Access - 2 X
| Home [ Create External Data Database Tools (7]
iy — § = A s 5 al

> ?' ‘ B % = VH ;’;ﬂ = New 3 Totals 31l V7 Selection lﬁ 2. Replace
e % Er =" =Hsave ¥ Spelling || £ V=] Advanced - = GoTo~

View || Paste |§y ] Refresh A | Fitter v Find

~ ~ All~ X Delete ~ E More ~ i) W Togale Filter lg Select -

Views || Clipboard . RichText J| Records J Sort & Filter Find

All Access Objects BARY

Tables 2

23 KENTNC2008NA000006

@ open
}M Design View
Import »
Export »
»'@ Collect and Update Data via E-mail
Rename
Hide in this Group
Delete
Cut
Copy
Paste

Linked Table Manager

REE G >

Table Properties

Ready Num Lock |

In the “Design View” be sure to check and make sure all “Data Type” fields are “Text”, if not change them to
“Text”.

Cin = Al ) - Table Tools  Database3 : Database (Access 2007) - Microsoft Access - =5 X
[t |
Home Create External Data Database Tools | Design l @

% ? g& @ < Insert Rows ;

?‘Delete Rows
View Primary Euilder Test Validation

Property Indexes
- Key Rules 220 Lookup Column | Sheet
Views | Tools ] ShowyHide |

All Access Objects @ | <«
Tables ~ |1 Field Name Data Type Description
] KENTNCZ008MNAQOO0D0E | Campus Text ™~
| | StudentID Text
| | Institution Assigned ID Text
| Last Name Text
| |First Name Text
Sex Text
|| Race Text >-
| |Age Text
| |CourseID Text
| | Section ID Text
| | WIA completer Text
Delete Switch Text _/
[ -

Field Properties

General luukupl

255

o[>

Afield name can be up to 64 characters long,
including spaces. Press F1 for help on field
Mo names.

Yes

Mo

Mo

Mo Control
Mone

™

lick here to begin|- 2" irch Panes. FL = Help. Num Lock [[ 4B 6|




Also in this window, you must define the “Field Size” of each data field. You can input the numbers directly
from the HEI file description directly into this form. For example, in this scenario the Campus field size should
be changed from 255 characters to 4 characters, as well as every other field to adhere to the HEI file description.

Table Tools

@H 0-@- )
Lo

Home Create
Bl Y

External Data

&

Database Tools Design

“r=Insert Rows

= Delete Rows

Database3 : Database (Access 2007) - Microsoft Access - = X

View Primary Builder Test Validation ] Property Indexes
- Key Rules Egt Lookup Column Sheet
Views Tools Show/Hide
Tables 2 Field Name Data Type Description -
T KENTNCZ00BNAOOO00E Campus Text =
Student ID Text
Institution Assigned ID Text
Last Name Text
First Name Text
Sex Text
Race Text
Age Text
Course ID Text
Section ID Text
WIA completer Text
Delete Switch Text

Field Properties

General |Lookup!

Field Size L] -~

Format ;

Input Mask b |

Caption

Default Value

Validation Rule The maximum number of characters you can
Validation Text enter in the field. The largest maximum you
Required No can set is 255, Press F1 for help on field size.
Allow Zero Length Yes

Indexed Mo

Unicode Compression Mo

IME Mode Mo Control

IME Sentence Mode Mone

Smart Tags =)

Design view. F6 = Switch panes. F1 = Help.

Num Lock ‘i 'ﬂ'ﬂ'gl

Right click the “Table Name” (in this instance KENTNC2008NA000006) tab and click “Save”.

(nE A H9:-00)+ Table Tools | Database3 : Database (Access 2007) - Microsoft Access - 7 X
R I-_a:‘ -

Home Create External Data Database Tools Design @

E BN 0, Ziansert Rows
e = Delete Rows
View Primary Builder Test Validation Property Indexes
v Key Rules E§ Lookup Column Sheet

Views Tools Showy/Hide
All Access Objects - « || =3 ke =
Tables 2 - aType Description

T KENTNC2008NADODODE fampus Llose
Student ID Eloseall
Institution Assig Design View
Last Name Datasheet View
First Name PivotTable View
Sex )
Race PivotChart View
Age Text
Course ID Text
Section ID Text
WIA completer Text
Delete Switch Text

Field Properties

[ »

General Luukupl

Field Size 4 -

Format E

Input Mask b |

Caption

Default Value

Validation Rule Afield name can be up to 64 characters long,
Validation Text including spaces. Press F1 for help on field
Required Mo e

Allow Zero Length Yes

Indexed Mo

Unicode Compression MNo

IME Mode Mo Control

IME Sentence Mode Mone

Smart Tags i~

Design view. F& = Switch panes. F1 = Help.

Num Lock [ eB & |



Microsoft Access prompt for notification of “Some data may be lost” will appear after making changes in the
design view of a table. This is fine and no data will actually be lost. Click “OK”.

Microsoft Office Access |X|

Some data may be lost.

t "-\ The setting For the FieldSize property of one or more fields has been changed to a shorter size, IF data is lost,
validation rules may be violated as a resulk,
Do wou wank Fo conkinue anyway?

Yes

The next step is to export this table as a text document. To do this, right click on the table name, select
“Export” and chose “Text File”.

E37 1 B e e A Database3 : Database (Access 2007) - Microsoft Access = o
;‘ Home { Create External Data Database Tools @
L’{‘\Z‘ 3 * ‘ - Ji |§ == @ = New X Totals ‘ ‘2], ‘( (, Selection - ﬁ 2.c Replace
;/;/v_! || Paste o "m| |?“?Ij' Re‘fresh e o el | £ Filter EAgmncsd | ind =l
. [ = J i ST RIS Lol ) e " All- | X Delete~ EMore - || 3 W Toggle Filter || I Select -
Views ||Clipboard ™ Font = L Records || sortaFite || Find
All Access Objects v |«
Tables 2
1 KENTNC
G Open
E Design View
Import »
[ Export > x> Excel
@ Collect and Update Data via E-mail iLﬁ} SharePoint List
Rename ‘iwp Word RTF File
Hide in this Group D Access Database
Delete | b TextFile
% cut % XML File
53 Copy @ ODBC Database
B | paste & | Snapshot Viewer
3| vLinked Table Manager |8} HTML Document
%' Table Properties 4By dBASE File
Px» Paradox File
123y Lotus 1-2-3 File
gp Merge it with Microsoft Office Word
Ready Num Lock ||




Click “Browse” and go to the correct directory of where you want the exported tab delimited text file to be
saved and click “OK”. The “Import Text Wizard” selection box comes up and make sure “Fixed Width” is
selected. Click “Next”.

= Export Text Wizard x

This wizard allows you to spedfy details on how Microsoft Office Access should export your
data. Which expart format would you like?

() Delimited - Characters such as comma or tab separate each field
@;Fu(ed Width - Fields are aligned in columns with spaces between each field

Sample export Format:

1RSHTZ983 6912 6HAROLD DAVIES HWH4PERFLVLEFYOG30004 NI —
;ASHTQT TETAN WODRICH MWHZPERFLVLEFYO&30004 NI

EASHTZBITQquzNﬁﬂTT FHILFOTT MWHIPERFLVLEFYO&30004 NI

ELSHTZ??EQQQ?SNHERK BARERON HWHIPERFLVLZFTOG30004 NI

EASHTlQE TMIEE TERELMES MWHIPERFLVLEFYO&30004 NN

EASHTSB FTERLD MILGATE MWHIPERFLVLEZFYO&30004 NI

_ I
A 2

e .

The “Export Text Wizard” has installed the changes you made to the “Field Size” to the Field Names and
correctly places where field breaks occur. Click “Next”

&= Export Text Wizard x
The wizard has made some guesses about where your field breaks occur. Are they correct? If not, you can make adjustments now.

Lines with arrows signify field breaks.

To MOVE a line, dick and dragit.

10 20 30 40 50 a0 70 g0
= L rr . L L * L L L . L * e L L L L
IWIHTES83 6912 6MHLROLD AVIES MWHHPERFLVLEFYO&E0004 MR &
ILIHTH7? [FET AN E‘ODRICH MWHEPERFLVLEFYOAE0004 T :‘
WIHTES 17202 42MMATT FHILPOTT MWHEPERFLVLEFTOGEO00L T
IWIHTE 7764447 IHMLRE B ARRON MWHEPERFLVLEFYOGEO004 R
ILZHT|146 [FMIKE TERELMES MWHEPERFLVLEFYOAE0004 M
ILSHT[R S [FERLD MILGATE MWHEPERFLVLEFYOAE0004 [T
1]
A 2

Cancel ] [ < Back ] [ Mext = ] [ Einish ]




Chose the proper directory of where you want to store your text file, give it a proper name and click “Finish”.

Eal Export Text Wizard X

That's all the information the wizard needs to export your data.

Export to File:

DEENTMC 2008MAQ00006, tx

(o ) (e ]

You have successfully finished exporting your text file to the following directory. Click “Close”.

Export - Text File

Save Export Steps

Finished exporting table KENTNC2008MAQD000&" to file 'H: \WENTNC 2008MADDD00S. txt',

Do you want to save these export steps? This will allow you to quickly repeat the operation without using the wizard.

Using Notepad (or Textpad) open up the latest text file, insert the header record and click save. You are now
ready to submit to HEI.



If you are working directly from a native Access table and that table contains data that should not be included in

the submission file, you will need to create a query that returns only the required data in the correct format. To

do this, Click on “Create” and then Click on “Query Design”.

() b9 -7
ca

Home Create

= 62 [ &

SharePoint Table
Design

Table
Templates =
Tables

Table
Lists =

External Data

Cuery Tools

Database Tools Design

= =
=
Split  Multiple
Form

fi{5) PivotChart
|=_-| Elank Form

Items 'El More Forms ~
Forms

All Access Objects

-

£

Tables
5 KENTNC2008NADOODDG

ol

Database3 : Database (Access 2007) -

— =
=
]

Form Report
Design

i_| Blank Report

Reports

2] Labels F‘

[n)

Rep
Ea Report Wizard pesign

&l | R & 2

ort Cuery Query Macro
Wizard Design

Other

MNew Object: Query

Create a new, blank gquery in
Design view,

The Show Table dialog box is
displayed, from which you can

choose tables or queries to add to
the query design,

Microsoft Access -

s

After Clicking on the “Query Design” tab, the “Show Table” prompt box appears, select which Table you need
to extract your data from and click “Add”.
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To select which fields you would like to add to your custom query, simply double click on that particular field
name and Access automatically drops those fields into your query.
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After selecting which fields you would like in your table, click on the ) (the summation sign) and click “Run”.
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If you are not an SQL aficionado, the easiest way for you to bypass writing an SQL query to assign the correct
formats to numeric data is to take your query that you just created and in the “Design View” of that query Click
on “Make Table” and type in a table name for your table and Click “OK”.

‘O 1= A RO Query Tools | Database3 ; Database
woa |

ccess 2007) - Microsoft Access =
Home Create External Data Database Tools Design @

= 3 v =) au
’ = ' *’ A % ' D Union E‘L SralnsertRows | Insert Columns [ Property Sheet
E L] Eq Ve x' @ Pass-Through lj z 155 Table Names
Table

=¥ Delete Rows W Delete Columns

Vi R Select | Make |A d Update Crosstab Delets 5hi Total
Ifw un & i) pend Mptate Hossia e f_[}ata Definition Tal‘:\v: ";\ Builder E@l Return: |All © s E[-;] Parameters
Results Query Type Query Setup Show/Hide
Al Access objecs -« |57 enen
Tables x =
T KENTNC2008NA000006 LSS Make Table (2] =
campyf Make Hew Table oK
Studer|  Table Mame: | w |
Instity Cancel
Lr:stll: () Qurrent Database
First N () another Database:
Sex File Mame: ‘ |
Browse. ..
-
4 »
Field: ~
Table:
Sort:
s ] O O 0 L] L]
Criteria:
or:
4 »
Ready Num Lock [[E |28 @ sot &
: . (13 b : o5 b : (13 2
Still in the “Design View” of the Query you just created, click “Save”.
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In order to run your “Make Table” query, you simple need to double click on that query name.
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Microsoft Access prompt notifying you that you are about to run a “Make Table” query that will modify data in
your table and if you are sure you want to run this action query. Click “Yes”
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Another prompt notifying that a certain number of rows are to be pasted into a new table appears, Click "Yes".
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Cnce you click Yes, wou can't use the Undo command ko reverse the changes,
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The table that you just created from your customized query now shows up in your Access Database.

Cin =R RN R Database3 : Database (Access 2007) - Microsoft Access

- O X
e —
| Home | Create External Data Database Tools @
LB/')’ =1 & = ﬂ = New % Totals =l f “C7 Selection }} 5 Replace
= J Ee — = =4 Save ?Spelling i.], T Advanced = GoTo
View Paste =EE| ab Refresh Filter Find
7 All )( Delete - EMore ‘%/ “ Toggle Filter g Select
Views | |Clipboard | Font ES Rich Text | Records J Sort & Filter | Find
All Access Objects |«
Tables

»

1 KENTMC2008NAO0000G

EH  Mew table

Queries X

ET practice Newtable'

Next step is to define the “Field Size” of each data field for this new table. See previous section on this topic.
You can input the numbers directly from the HEI file description directly into this form. For example, in this
scenario the Campus field size should be changed from 255 characters to 4 characters, as well as every other
field to adhere to the HEI file description. After changing “Field Size” simply export as a text document.



