Student and Application Import Tips

05). You may need to format the cells as a text in order to do so.

1) Highlight the cell you wish to format:
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e If you use the Student or Application Import Template(s), make sure to delete out the
headers before importing.

e If you save a file in Text-Tab Delimited format (.txt), make sure that all quotations have
been removed before importing. Please see the document titled How to Save a file in
CSV or TXT format for instructions.

e Review the Student and Application Import Format document to ensure you have the
correct formatting for fields.

e If you are manually entering information for the application import, you must put a
placeholder to signal the end of the file (as most applications won’t contain 30
household members). We have been placing a question mark (?) in column TJ to show
the end of the file. A placeholder must be present for each application listed on the file.
Please note: if you are getting this information from your software vendor (which will be
the majority of SFAs), you will not need to worry about adding in a placeholder.
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e Make sure grades with a single digit (1, 2, 3, 4, 5) contain leading zeros (01, 02, 03, 04,
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2) Right click on the highlighted cell and select Format Cells...
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4) Add back in the leading zeros to the grades and resave the document:
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