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Import and  
Excel Wizards 





Excel Wizard  

Tools ->Excel Wizard  

1) Data Base Plus  

Under the Data Base menu there are several options for      

sending data out to Excel. 

 

 

 

 

 

 

 

 

Student Data  

Selecting Student Data or Staff Data will bring 

you to the specifications screen where you 

will select the data base fields that will be 

sent out to Excel (similar to setting up the      

Advanced Lookup feature in the Address 

Screen.) 
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Preparing to use the Import Wizard  

Preparing Administratorôs Plus 

­ Whether importing data for new students, or existing ones, all fields into which you are going 

to import data, must be identified in the address screen first.  

­ If your school is brand new to Administratorôs Plus, take some time to figure out how 

the database will be organized. Think about all the information that you will be storing 

on students, and try to organize the address screen in a logical way that leaves your 

school room to ñgrowò. 

Preparing the import data in Microsoft ExcelÊ 

­ Make sure you have 1 header row at the top of the spreadsheet with the column titles.  

­ If you are importing data for new students, 

make sure there is a column with their 

grade level. 

­ If you are importing data for existing    

students, make sure you have at least 1    

column with a unique identifier.  

­ If you donôt have a unique identifier, you 

can use the studentôs birth date, last and 

first names as the primary and secondary key fields. 

­ You can have as many columns of information as you want, but before starting the Import 

Wizard make sure you know how many columns of information you are going to import.  

­ Once you are satisfied with your data, save the spreadsheet as a ñcsvò file. 

­ Make sure that both the .csv file and Microsoft Excel are closed before you try to use the   

Import Wizard!  
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Using the Import Wizard  

Accessing the Import Wizard from the toolbar  

Tools ->Import Wizard  

The Import Wizard Utility has been written to be very user 

friendly, and intuitive.  

 

Start at the top and go down 

the Specifications list until you 

are ready to perform the       

import test.  

 

As each step has been        

completed, a red dot will         

appear  to the left of it.  
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