
Preparing a File of Registration or Examination Entry Data 

File Formats 

Each file to be transferred must be:  

• An Excel spreadsheet  
• Contain only one worksheet  
• May not have a Header row  
• May not contain blank rows  
• Must contain the required columns 
• Must not contain any subtotalling rows 

Each file to be transferred may optionally also  

• have a name for the worksheet (i.e. may be other than the default ‘Sheet1’) 
• have additional columns after the required columns 

 

Common Errors 

1. Number formatted as text 
 

 



 

2. Date format incorrect 

 

 

3. Email Addresses 
 

 

  



 

4. Punctuation in fields 
No punctuation should be added to the following columns:  

• H (Gender) 
• I (Title) 
• N (Mode of study) 
• (Enrolment status) 
• P (Disability) 

 

So please use MR not MR. and MRS not MRS. and PROF not PROF. so on 

 

Column Formats 

Column formats may be applied using Excel using the following steps:   

Select the whole column to be formatted and then select Format from the menu bar and then Cells. 
In the pop-up window, select the Number tab and then apply the formats shown below: 

Column Description   
B Institution 

Identifier 
Select Number and then Custom, then in Type: enter 0000  

C University 
Student 
Number 

Select Number and then Custom, then in Type: enter  
0000000000000  

G Date of Birth Select Date, select DD/MM/YYYY from Type 
M Start Date Select Date, select DD/MM/YYYY from Type 

 

 

  



Here is an example for Column B : Institution Identifier: 

Step 1 : Select Column B 
  

 

 

Step 2 : Select Format Cells 

 

And then 

 

 



Step 3 : Select Number and then Custom: 
 

 

 



Enter 0000 as the Type field: 

 

And then click OK to return. 
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