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
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2. Date format incorrect

G

27 April 1967 <——— Date should be in the format DD/MM/YYYY
14/10/1967
1989-11-20 o
16/06/1973
26/03/1985
02/09/1973

8/28/57 4= Date should be in English-UK format not

03/03/19588

Date should be in the format DD/MMAYYYY

3. Email Addresses

]

émm@rﬂyuui:vzgu.:du
Jones@mycollege edu
Peacock@mycollege edu
Armitage@nycollege edu
Ericson@mycollege edu
Patel@mmycollege_ edu
Simpson@mycollege_ edu
George@mycollege.edu

accented characters not permitted
in email addresses



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

¢ H(Gender)

° I (Tltle)

e N (Mode of study)
e (Enrolment status)
e 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 Select Number and then Custom, then in Type: enter 0000
Identifier

C  |University Select Number and then Custom, then in Type: enter
Student 0000000000000
Number

| G |Dateof Birth |Select Date, select DD/MM/YYYY from Type
| M [StartDate Select Date, select DD/MM/YYYY from Type




Here is an example for Column B : Institution Identifier:

Step 1: Select Column B

A
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REG
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REG
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C
0399666397480 OL203
0899666897712 OL215
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0799666770175 0L195
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0799666771345
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Step 2 : Select Format Cells
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Cell Size
:E Row Height...

AutoFit Row Height
Column Width..,
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Visibility
Hide & Unhide 3
Organize Sheets

Bename Sheet
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Tab Color

Protection
(S} Protect Sheet..,

Lock Cell

Format Cells... I\

F
Janet Mary
Sue Jane
Rehecca
Patricia Anne
lan Peter
Paul
Laurance
Gareth

G H

27/04/1967 F
14/10/1967 F
201111989 F
18/06/1973 F
26/03/1985 M
02/09/1978 M
28/08/1987 M
03/03/1988 M

I
Mrs
Mrs
Miss
Miss
Mr
Mr
Mr
Mr

J
RXC-BASAT
RXC-BASAT
RXC-BAJAT
RXC-BASAT
RXC-BAJAT
RXC-BASAT
RXC-BASAT
RXC-BASAT

T S N N

M
4 01/09/2008
4 01/09/2008
4 01/09/2008
4 20/09/2007
4 14/09/2005
4 03/09/2007
4 02/09/2009
4 02/09/2009



Step 3 : Select Number and then Custom:

Format cells 2|

Mumber |Alignment I Font I Border I Fill I Protectionl

Category:

General

armple
9956.00

Accounting Decimal ol . |z -
Date Decimal places: I 3
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Fraction Megative numbers:
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Mumber is used For general display of numbers, Currency and Accounting offer
specialized formatting For monetary walue,

Select Number

oK I Cancel |
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Categary:

General ‘I ample

Mumber 9966.00 ‘
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:I Delete |

Type the numbehformat code, using one of the existing codes as a starting point.

Select Custom option

oK I Cancel




Enter 0000 as the Type field:

Formatcells 21
MNumber |Alignment| Font | Eorder | Fill | Protection
Category:
General - I ample
Mumber 3966 ‘
Currency
Accounting Type:
Date
Time DPDD
Percentage neral -
Fraction
Scientific .an
Text
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[Custom [ P

£, 420 [Red]-£4, #40 =

Delete |

Type the number formalf code, wsing one of the existing codes as & skarting poink.

Enter 0000

OK I Cancel

And then click OK to return.
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