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Excel Wizard
Tools ->Excel Wizard

1) Data Base Plus

(s Window  Help

Under the Data Base menu there are several options for

Backup & Restore

Ede * | sending data out to Excel.
Maryland State Reports

Grade Quick 4

Import Wizard SELECT THE EXCEL REPORT ]
RRIRGERsG RN MShEg Please select the module:
AP Palm Sync Manager

@ 1) Data Base Plus
¢ 2) Atendance Plus
3) Report Cards Plus

Groups and Queries
Super Deluxe Schedule Builder

APWeb/Lunch Count 4 4) Scheduling Plus
Receive Tuition Payments 5) Discipline Plus
SIF Agent

6) Billing Plus
7) District Control
lete Data:

Teacher Evaluator
Send Transcripts to Connect!
View Previous Messages from Rediker Software

e © 9 loile

Student Data

SELECT THE EXCEL REPORT - Data Base Plus

you to the specifications screen where you

Please select the Excel report:

will select the data base fields that will be

Student Totals by Grade Level (Chart)
Student Data (Pivot Table)

School Information -~ - >
Staff Data (Pivot Table) el £ ardigDataibaselns S ARMSTRONGIACADEMYEZ0T 01T 3
Student Field Properties
Staff Field Properties

SPECIFICATION SCREEN: STUDENT DATA

——_

i 1) Start Grade? GRADE 1 |
B | 2) End Grade? SaoEz =
~~'\ 3) Include which students?  |Active Only ¥

{303)MIDDLE NAME \

{305)UNIQUE ID
{304) FORMAL NAME = { 0)APID é
{306) FAMILY CODE ﬂ {301) LAST NAME
{307) CALENDAR {302) FIRST NAME

\ 4) Select the data base fields for Excel Report:

{308) LANGUAGE {311)GRADE LEVEL
{303) GUID { 7)HOMEROOM
{310)ACTIVE/INACTIVE { 8)GENDER
{312)AGE = { 9)BIRTH DATE
¢ 1)PARENT/GUARDIAN » ] { 1liGrade Level
{ 2)STUDENT STREET
{ 3)STUDENT CITY

Advanced Lookup feature in the Address| ¢ ( Dstoomr st 9

sent out to Excel (similar to setting up the

Screen_) . - - [ Back JN[  Next ]
A B c D E F G

1

2

3

4 | UNIQUEID/~ APID [~ LAST NAME [v| FIRST NAME [v| GRADE LEVEL [v| HOMEROOM|~ GEND:
5 [999100258 1002 |Ameika Andrew 1 Dr. Seuss M

6 (99910039 01003 Bardsley Saul 1 Dr. Seuss M

7 [1000060 01005 Dubois Nicole 1 Mr. Locke F

8 1000061 01006 _|Edwards James 1 Mr. Locke M

9 [1000063 01007 Federico Darcia 1 Dr. Seuss F:

10 [1000064 01008 Gertish Ryan 1 Mr. Locke M
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Preparing to use the Import Wizard
Preparing Administratords Pl us
- 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.
- I'f your school i's brand new to Administrato
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 Agrowo.
Preparing the import data in Microsoft ExcelE

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

A B C D E R G H I
1 GRADE LEVEL[v| LASTNAME|~| FIRSTNAME|~v| GENDER[v| BIRTH DATE|~ PARENT/GUARDIAN > STUDENT STREET v| STUDENT CITY|v| STUDENT
2 04 Abbott Jeremiah ] 11-05-2001 Mr. and Mrs. James Abbot 50 Spencer St. Ridgefield MA
i’ 03 Adams Eric M 09-30-2003 Mr. and Mrs. Tom Adams 9 Watch Hill Rd Springfield MA
_.‘L' 03 Addington Amber E: 06-11-2002 Bryan Addington P O Box3 Hampden MA |
i’ 03 Albrecht Creed M 07-08-1988 Ms. Nora Albrecht 5 Smith Ave Springfield MA ]
i’ 12 Albrecht Kathy F 10-31-1984 Mrs. Amy Albrecht 123up street Longmeadow MA
L’ 02 Allen Christine E 04-01-2003 Mr. and Mrs. Sherman Allen 32 Sandy Way Longmeadow MA
i’ 12 Allen Jessie E 07-15-1984 Mr. Roger Peaco RR #2, Box 136 Springfield MA
ERd 05 Almloy Erik il 04-01-2001 Mr. and Mrs. Bernie Almloy 656 Maple Road Springfield MA
10[ 01 Ameika Andrew M 02-13-2005 Mr. & Mrs. Andrew Ameika 123 River Road Springfield MD
117 08 Anderson Bridget E 02-09-1997 Bart Anderson 1941 Ewell Rd Monsaon MA
127 02 Babcock Marianne B 06-17-2004 Mr. and Mrs. Thomas Babcock 1186 Main Street Springfield MA
1137 12 Baird Cathrine F 12-03-1984 Mr & Mrs Silvester Baird P. 0. Box 125 Hampden MA
l’ 05 Baitler Rachael F 01-30-2004 Mr. and Mrs. Roger Baitler 304D Sandy Way Springfield MA
15[ 04 Baker Andrew M 03252002 |Mrand e lany Bake BSE Winaton Gireat |Homod o
(16 1 Baker Edward [ 04-30-1986
| 17 | 03 Baldwin Melissa ES 02-21-1988
18 01 Bardsley Saul i) 03-14-2004 Save in: ‘D My Documents v @ @& Q X [y [ v Tools~

jMy Music
J (2} My Pictures
My Recent §My Videos
Documents ) WebEx

make sure there is a column with their Lﬁ

If you are importing data for new students,
grade level. pesticp

. . - L/
- If you are importing data for existing | #ooumens

students, make sure you have at least 1 8

My Computer
column with a unique identifier. . Ng} | Flenane: s npor v
Iy Metworl =
Places Save as type! | Microsoft Office Excel Workbook ~
- I f O u d o n 6 t h a Vv e a Text (Tab delimited) A
y Unicode Text
Microsoft Excel 5.0/95 Workbook
Microsoft Excel 97- Excel 2003 & 5.0/95 Workbook
CSY (Comma delimited
can us e t h e S t u d en t Microsoft Excel 4.0 Worksheet 5 d

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

Import Wizard!



Using the Import Wizard
Accessing the Import Wizard from the toolbar

Tools ->Import Wizard

Window Help

Backup & Restore

Edline 4
Maryland State Reports

Excel Wizard

Grade Quick 4

The Import Wizard Utility has been written to be very user

friendly, and intuitive.

AP Pocket PC Sync Iq\fanager

AP Palm Sync Manager

Groups and Queries
Super Deluxe Schedule Builder

APWebjLunch Count 4

Receive Tuition Payments
SIF Agent

Teacher Evaluator
Send Transcripts to Connect!

Yiew Previous Messages from Rediker Software

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.




