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This document provides instructions for importing an ASCII file posted on the
Institution Score Reporting System into a Microsoft Excel Spreadsheet.

1. Download the ASCII file by following the instructions on the Institution Score
Reporting System Web site.

A Files for Download - Microsoft Internet Explorer
File Edit “iew Favorites Tools Help

GBack - O - \ﬂ @ ;\] | /.._jSearch \j“\'\/ Favorites €}| - .\7 =

Address I@ https: AAwwew educationreports. net/Reporting_IE_FileView.asp

Institution Score Reporting files for Download in Directory -

Zelect the file you wish to download by nght-clicking your mouse on i, {control + click for Mac users). ¢
As, (Wac users click Dowsload Link fo Disk). Follow the mstructions on your computer to select aloc
mouse on a file may just open it for wiewing, I you are not prompted for a location to save the file, it will
when vour dewnload 15 complete.

Files posted are available for download for one vear before they are removed.
Files are sorted by Date. Click on a column heading to change the sort order.

Eeturn to main menn

File Name File Size Date Modified File Type
oy 30020080531 pdf 60 6/25/2008 3:08:10 P FDF File
30020080531 asc 1 A/25/2008 23500 P AZC File
thy300edOENE?1 nn 2% A/25/2008 2:35:00 FM  ASC File
. Ope
tny300e2008  open in Mew Window #/30/2008 1:54:50 PM  PDF File
oy 300200 F M. 072008 1:36:36 PM ASC File
) Frint Target
ry300e200F 130/ . gy 36:36 PIM - ASC File
§ Zut )
oy 3002008 Copy /19/2008 1:16:59 PN FDF File
my300s2008  Copy Shortrut 10/2008 10:54:54 AN ASC File
: Faste .
ry300e200F /1972008 10:54:54 AN ASC File
. Add to Favarites... .
3002007 2/5/2008 4:00:39 FM ASC File
: Properties .
rhy300ed 00 rorrree 2/5/2008 4:00:39 FM - ASC File

="
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2. Save the ASCII file to a specified folder on your computer.

A Files for Download - Microsoft Internet Explorer
File Edit ‘iew Faworites Tools Help

@Back < @ < @ @ {;j‘pSearch *Favorites @‘ 8' %

Address I@ hitps: ffwwew educationreports netReporting_IE_FileYiew. asp

Institution Score Reporting files for Download in Directory - RNY300

Select the file you wish to dewnload by right-clicking your mouse on it, (control + chck for Mac users). On the pop-up r
Az, (MWac users click Devwaload Link to Disk). Follow the instructions on your cotnputer to select a location to save the
mouse on a file may just open it for viewing, If you are not prompted for a location to save the file, it will not be saved to

when your dewnload 15 complete. File Download _lolx
. . . ?
Files posted are avaiable for download for x|
Files are sorted by Date. Click on a colum: Savein I@ Data ;I 2 E-
Eeturn to main meny
File Name File Size
my3DDrEDDSDS31.pdf 60
B rny300520080531 a5c !
B my300e20080531 asc 28
y300r20030405. pdf 51 File name: Irny999320080531 .asc Save
m—y—BDDSEDDSMDS'aSC L Save as type: ITextDocument LI Cancel \l/l
B rny300220080405 35¢ 44— s Z
mﬁjuuﬂuugnggg_pdf 60 34102008 1:16:50 PV PDF File

3. Open Microsoft Excel. From the File menu in Excel, select Open.

2 Microsoft Excel

H File Edit Wiew Insert Format Tools Data MWindow Help

JQEW... tI+ k'n'%%ﬂzﬁ‘%lil‘gﬂg
”gloe — % =HE|s %, wa|=s|n

E SavE ChH 45
Save fs,,,
Save as HTML. ..

Save Warkspace, .,
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Select the folder where you have saved the ASCII file, then click Open.

N Microsoft Excel - Book1
ﬁ Eile Edit View Insert Format Tools Data Window Help

DEHERY 2R -~ (@€ = 4 8 2| @p| w0 -

2)

| aria o - |BruUlSE=E=E8%, WS EE_ A
NL7 v =|
o [ =] [ £ [ r | [= | F | = [ H [ [ 1

T
2]

Look in: |m Deskkop

% My Documents open

=] My Computer

e Cancel |
\ Advanced. .. |

Find files that match these search criteria:

File narne: I j Texk or property: I j Eind Mo |
Files of bype: IMicrosoFt Excel Files j Last modified: Iany time j Mew Search |

|u file{s) found.

B

Y
)

—
(ma]

B 0| —
— (|

)
=

In the Files of type drop-down list, select All Files.

™, Microsoft Excel - Book1
“ﬁ File Edit Wew Insert Format Tools Data Window Help

DEESRY s2RT o -« A® =~ 45 e g -0

[ v -0 - B I U =HE|$ %, W EE|
a1 =] =

A | r | oo | n

I
I
|
I

COpen |
advanced. .. |

Find files that match these search criteria:

File name: I _"I Taxk oF properky: I j Eind Mo |
Files of bype: |Microsoft Excel Files vN&d: Iany time ﬂ Mew Search |

Y

0 file(s) fouwycrosoft Excel Files |
——————————{Text Files
Lotus 1-2-3 Files
Quattro ProfDOS Files J
Microsoft Works 2,0 Files A

T e e
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Select the ASCII file from the list, then click Open.

™. Microsoft Excel - Book1

ﬁ Flle Edit Wiew Insett Format Tools Data Window Help

EHERY | s m2B L o o

= 5 4L 3 il Q’_| 100% ~

“nrial - 10 v|BI§|§§§|$/, 03+0|£
a1 - =
A I | ¢ [T n | F [ F | 5 [ H | | [

|
g

Lok in: I[:I Data j | Ql || = |
Pry399520080531 . a5 open |

Advanced. ..

Find files that match these search criteria:
File name: I j Text or property: I

J Find o |
Files of bvpe: Mﬂ Last modified; Iany time j Tews Search |

1 file(s) Found.

e e

The Text Import Wizard will appear. Select Fixed Width (if not already
selected), then click Next.

™. Microsoft Excel - Book1
”ﬁ File Edit “iew Insert Format Tools Data ‘Window Help

EEHEGRY| BRSO o EﬁﬂMﬂ@
il -0 -|Bruls==88 %,
a1
A " g
Text Import Wizard - Step 1 of 3 2=l

The Text Wizard has determined that your data is Fixed Width,
If this is correct, choose Mext, or choose the Data Tvpe that best describes vour data,

1
| 2
| 3 |
4 -
T riginal data type
T Choose the File bype that best describes yvour data:
T £ Delimi - Characters such as commas or tabs separate each Field,
T ' {Fixed wu:lth: - Fields are aligned in columns with spaces between each field,
9 |

0

Start impart at row: |1 E‘ File Crigin: IWindDws (AMNST) j

—

11

W Preview of file Ci\Documents and Settings. . \rny2@29220080531  asc,

13 |11 Examinee01 012-34-5¢78 0G~-31-2008 01 P 260 05 3|«
14 |2 Examineel2 123-45-6789 05-31-2008 08 P 237 06 2
EE |3 Examines03 234-56-7890 05-31-2008 B0 P 255 04 2
| |4 Examines04d 345-p7-8901 0&5-31-2008 01 F 210 05 2
16 |5 Examines05 456-78-9012 05~-31-2008 91 F 260 04 2
17 b Fxanineelf Sp7-89-0123 (5~-31-2008 90 F 245 04 2| 7|
18 2 i
19

2 Cancel | = Back | Next > | Finish |

(]

1
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Follow the on-screen instructions to adjust columns if necessary, then click
Finish.

™ Microsoft Excel - Book1
“ﬁ File Edit Yew Insert Format Tools Data  Window

Help

RW = 5 45 i@ g oo -

—— w0 .0 | £= 5
‘33 % 3 .00+.0‘

EECIEER A I 7

“.D.rial B 7 U |§

- 10 =

al x| =
A | B | ¢ | D

E | F | & | H | 1 [ J1 ]

Text Import Wizard - Step 2 of 3

This screen leks yvou set Figld widths {column breaks),

Lines with arrows signify a column break,
To CREATE a break line, click at the desired paosition,
To CELETE a break line, double click on the line,
Ta MOYE a break line, click and draq it

rData preview
L 1 1ID 1 2ID 1 3ID 1 40 1 50 1
Examines01 012-34-5878 O05-31.-2008 01 P 260 05| 300
Examines02 123—-45-6789 0L5-31.-2008 08 P 237 08l 289
Examines03 234-55-78390 05-31.-2008 &0 P 255 04 279
Examinecs04 345—-57-8901 0L5-31.-2008 01 F 210] 05 224
Examines05 45p—-78-9012 05312008 91 P 2600 04 273
Ezaninse=slt Se7-39-01-3 0GL-31-.2008 90 P 245 04 22301~
1 |
Zancel I < Back

Jdlrl=l=m ===l = | =] —=|—

From the File menu, select Save As.

X Microsoft Excel - rny999e20080531.asc

”ﬁ@ Edit Yiew Insert Formak Tools Data Window Help
DD bew. N L L T !
o & S5 T b= =E s %, W EE-0-A-
Close
:ESave Ctrl+5 D |E] F |5] H | | J | K
L' b 1R 2600 5 300 P 276 276 220
| 2 | Save as HTML, .. 5P 237 B 269 186 220 281 209
| 3 | Save Workspace... Y P 255 4 279 273 222 180
EN = 1F 2100 5 224 202 202 239 180
| 5 | Page Setup... NS 2600 4 273 245 260 273
| 6 | Print Area 3 an R 245 4 230 258 236 247
L & Prink Prewview
% &) Print... Ctrl+P
E Properties
11
W 1 rny399e20080531 . asc
ﬁ Z H:\Random Travel schedule.xls
E 3 \Documents .. \ProfEdhonscorables, xls
| 15| 4 HFTCEVL..\60 ElemEd IRT wlags. xls
1B
| 47|  Ext
18




10.In the Save as type drop-down list, select Microsoft Excel Workbook, then

click Save.

™, Microsoft Excel - rny999e20080531.asc

ﬁ Flle Edit Wiew Insett Format Tools Data Window Help

DSEEGRY | §BBRI -

QW = A4 E P oo -

| aria 10 - BIU|EE=E$ %, WA= - B A -
Al =| ExamineeD?
A B | ¢ [DJE] F JG] H | | J | |

1 |Examinesll  0012-34-5675 5/31/2003 1P 260 5 300 227 276 276 220
| 2 |Examinee02 123-45-6789 53172008 gF 237 B 186 220 281 209
3 | 20| a0

4 |E : 239 180
IE Save in! ID Data j EI E EI 273

B |E 1 247
| = | 3
7 | Save
| 8 | Cancel |
EN _ |
£ Optians. ..
[11]
12
13 ]

14

15

% File narme: |my993220080531 |

E Sawve as type: | Text (Tab delimited) -

19 .

En Template .

F Formatted Text (Space delimited)

| ="' | Texk {Tab delimited)

| 22 | Microsoft Excel 5.0/95 Workbook J

3 Microsoft Excel 97 & 5.0/95 Warkbook x




