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This document explains how to prepare flat files by converting Excel files to comma separated values (CSV) files

and how to import CSV files into Excel files.

How to Convert Excel Files into CSV Files

Please note that these instructions were written for
Excel 2007 or later. For those local educational
agencies (LEAs) using older versions of Excel, please
contact the CRDC Partner Support Center.

If an LEA’s data are in Excel, then the data will need to
be changed to CSV, the only format the web-based
data collection submission system understands. CSV
files can contain large amounts of data while
maintaining a small file size.

Transforming an Excel file to a CSV file is easy. The file
will NOT upload properly if the steps are not followed
exactly.

Q

TIP: Save time resolving
errors by double checking
that the first data element
ID is either the SCH_ID or
LEA_ID.

Step 1

Other Helpful TA Documents

Pre-Collection

e Flat File Specifications
This spreadsheet contains the data elements

collected in the CRDC.
e Excel Template Instructions
These instructions illustrate the process for
entering the data into the templates and
saving the data in the required flat file format.
e CRDC List of Data Elements

Submission

e Flat File Instructions
o Instructions for using the CRDC Flat File
Submission Method
o Error Checks and Validation
e Using the Error Resolution Report
e Skipped Field Warnings

Contact Support
Partner Support Center

Phone: (855) 255-6901
Email: PSC Contact Us

Click the Excel tab with the CRDC data. If using the CRDC Excel template, then this is the Consolidated tab.

| Excel Template Instructions

School Form Instructions

School Form Data E

School Form Consolidated |

Figure 1. Four tabs in the CRDC School Form Excel Template

Step 2
Click the File tab on the top Ribbon Bar.
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https://crdc.communities.ed.gov/resources/2023-24-flat-file-specifications
https://crdc.communities.ed.gov/resources/excel-template-instructions
https://crdc.communities.ed.gov/resources/2023-24-crdc-list-data-elements
https://crdc.communities.ed.gov/resources/flat-file-submission-method-instructions
https://crdc.communities.ed.gov/resources/using-error-resolution-report
https://crdc.communities.ed.gov/resources/skipped-field-warnings
https://crdc.communities.ed.gov/contact-us
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Figure 2. Excel Template, FILE highlighted

Step 3

Click the Save As menu option on the left.

®© Save As
fal oo @ Racant T+ [ CRDC's OneDrive » Documents > Attachments
|

[ mew 2021-22 CRDC School Form Excel Template_
B Applied Engineering Management G5V (Comma delumited) (*.cov)

Open Excel Workbook (*adsx

‘ OneDrive - Applied Engineerin... Exncel Macro- Enabled Workbook (*xdsm

e CROC@aemoorp.oom Enced Binary Workbook (* x|

= Exced 97-2003 Woekbook (*xds]

- Q Sites - Applied Engineering Ma... c?‘.' L'TF‘-S ::cul.--a.s._- it {* 2o

CROC@zemaorp.com ¥ Data (*om

Single File Web Page (“.mhi “.mhimd
Save As 5 B e & bl
locations Web Page [* htm, * htmi
Excel Template (*xitx

Save as Adobe ici ; Encel Macro-Enabled Template [*xfim
POF Zmm This PC Sl
Excel 97-2003 Template (*.d¢
drn Text (Tab dedimited) ("o
Unicodie Tet (" txt
ML Spreadsheet 2003 (*omi)

Mecrosoft Excel Sul/D5 Wioridhook (*ads
5V (Comma delimited) (*.csv)
Formatied Text (Space delimsted) (*.pmi

Text [Macintosh) (*.x1)

Teext (MS-DOS) ("ot

CSV (Macentosh) (*.cov]

TSV (M5-DOS) [

DF (Data Intenchange Format) (*.dsf
SYLE (Symibodic Link) (*.slic)

Exoel Add-in (" xiam]

Exced 97-2003 Aded-in (" xia

PDF (" pdf)

| XP'S Dipcument (*aps

Figure 3. When saving, use SAVE AS

Step 4

Once the new window appears, pick the destination of where to save the file, and name the file.
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Before clicking the Save button, click on the Save as Type dropdown menu, under the File Name field. Be
sure to select CSV (Comma delimited) (see Figure 3 above).

Step 5

Click the Save button.

Step 6

Two dialog boxes will appear in sequence. These are non-critical notifications that the properties of the file
will be changed as the file is changed from an .xlsx file to a .csv file. This is OK! Click OK and Yes on these
dialog boxes (see Figures 4 and 5).

The selected file type does not support workbooks that contain multiple sheets.
L[il._ « To save only the active sheet, dick OK.
» To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

o ] [ comcel |

Figure 4. Dialog box 1 - The properties of the documents will be changed

Some features in your workbook might be lost if you save it as CSV (Comma delimited).

Do you want to keep using that format?

['c'es]|No][Help]

Figure 5. Dialog box 2 - Some features of the document might be lost

Congratulations!!—Your file has now been saved properly.
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Please note that these instructions were written for Excel 2007 or later. For those local educational agencies
(LEASs) using older versions of Excel, please contact the CRDC Partner Support Center.

If your LEA has a CSV file and you need to make changes or open the file in Excel, then follow the steps below to
import the data. This ensures that leading zeros will not be dropped and all the formatting necessary to upload

your CSV file will be preserved.

Step 1

Open a new blank Excel File and click on the Data tab to import a text file. Click on From Text/CSV.

a AutoSave [% '9 - Q.

File Home Insert Page Layout

Get [& From Web [&) Recent Sources

Data v % From Table/Range

Get & Transform Data

Formulas

(B From Text/CSV _ Picture v

['Ej Existing Connections

Figure 6. Blank Excel with From Text highlighted

X
P Search 2021-22 Collection

-0 @

This file can't be
previewed.

1KB
1k8

>

~| | TextFiles

Import Cancel

Step 2
After clicking on From Text/CSV, import the CSV file and select your CRDC CSV file.
EM Import Data
« v 1 > OneDrive - Applied Engineering Management > CRDC > 2021-22 Collection v 0
Organize ~  New folder
CRDC A Name ¥ Status Date modified Type

2017-18 Collection B foitr
2020-21 Collection File folder
2021-22 Collection File folder
File folder
- File folder
- . File folder
. File folder
. File folder
. File folder
- File folder
- File folder
- - File folder
— File folder
File folder
- File folder
- File folder
— File folder
File folder
N - — File folder
- 8 Shortcut

- @ SCH_In_LEA 0199999 e 4/11/2023 10:45 AM Microsoft Excel Co...

. -
v <€
File pame: [ SCH_In_LEA_0199999 \
e
5 Tools +
B ! SCH_In_LEA 0199999 |

Figure 7. Importing CSV file from file listing
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Step 3

Then click the Import button next to the file name. This will open Excel’s Text Import Wizard. In Step 1 of the
Wizard, select Delimited. This lets Excel understand that the file you are importing is separated by commas.

Text Import Wizard - Step 1 of 3 [

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type
Choose the file type that best describes your data:
@ |Delimited] - Characters such as commas or tabs separate each field.

() Fixed width - Fields are aligned in columns with spaces between each field.

Start import at fow: |1 ~+~ File grigin: 437 : OEM United States E

[7] My data has headers.,

Preview of file C\Users\AbigailDocuments\SCH_In_LEA_1600360.csv.

CH_ID,SCH_S04ENR_AM F, 5CH_SO4ENR_AM M, 5CH_S04ENR_AS_F, SCH_SO4EHR_AS M, 50 =
€0036000708,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,H8,0,0,0,0,0,0,0,0,0,0,0,0,
€0036000042,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,K5,0,0,0,0,0,0,0,0,0,0,0,0,00
§0036000552,0,0,0,0,0,0,0,0,0,0,90,0,0,0,0,0,H5,0,0,0,0,0,0,0,0,0,0,0,0,
€003€000758,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,K8,0,0,0,0,0,0,0,0,0,0,0,0,0 =

[ cancer | ok | [ Net> ] [ Enisn |

Figure 8. Text Import Wizard - Step 1

Step 4

For the next step in the Excel Wizard, select the type of delimiter as Comma. Excel may automatically select
Tab, and this will need to be changed to Comma. Then, click Next.

Text Import Wizard - Step 2 of 3 =

This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below.

Delimiters
[ ffab
[7] semicalon [ ] Treat consecutive delimiters as one

E é::::. Text gualifier: - B

[] other:

Data preview

CH_ID CH_SO4ENR_AM_F BCH_S04ENR_AM M [FCH SO4ENR_AS_F ECH_SO4ENR_RS_| -
€0036000708 I
60036000042
E003€000582
€0036000758

<« [ ¥

[ cancet | [ <pack | [ mea> ][ Einisn

Figure 9. Text Import Wizard Step 2 — changing to Comma in Delimiters
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Step 5: Critical Step

Excel will need to set the formatting for the data. In order to preserve the 12-digit School ID, make sure to
select Text for the first column of SCH_ID.

Text Import Wizard - Step 3 of 3 [0 o]

This screen lets you select each column and set the Data Format.
Column data format

) General
ey ‘General’ converts numeric values to numbers, date values to dates, and
=) all remaining values to text.

) Date: | MDY El Advanced... |
) Do not import column (skip)

Data preview

ECH_SO4ENR_RM F [SCH_SO4ENR_AM M [ECH SO4EZNR_AS F BCH_S04ENR_AS |

[Lcamcer ] [ cbox ][ e

Figure 10. Text Import Wizard Step 3 — changing to Text in Column Data Format

Step 6
Click Finish and a box will appear asking where the data should be imported. Select either Existing Worksheet
or New Worksheet and click OK.

Import Data m

Select how you want to view this data in your workbook.
Bl @ Table
PivotTable Report
13 PivotChart
D Only Create Connection
Where do you want to put the data?
@ Existing worksheet:
=5As1| 2.7
() New worksheet

("] Add this data to the Data Model

[ (0] ¢ ] [ Cancel

Figure 11. Import Data screenshot
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How to Make Changes in Data from Previously Saved CSV Files

LEAs may need to make changes in their CSV Files before uploading into the Submission System. To maintain the
proper format and data element ID headers from the CRDC LEA Form Excel Template or School Form Excel
Template, re-open the original Excel Templates which include all data entries. LEAs may make changes under the
Excel file and resave as a new flat file (.csv). Please refer to Managing Flat File Submissions when submitting partial
files or overriding a previously submitted flat file. The file submission feature of CRDC allows flexibility for
managing data submissions. This document will assist with organizing, submitting partial files, delegating
responsibilities, and assigning permissions.

Changes or corrections can be made after a file has been created. Be cautious when viewing or working with an
already created CSV file in Excel or another spreadsheet application. If a CSV file is opened in Excel by double
clicking on the file name, then text fields may be converted to numbers. This means the LEA ID or School ID may
change to a truncated number with dropped leading zeros, or change to scientific notation (e.g., 5.60426E+11),
which will not be read by the CRDC data collection submission system. Tips to avoid these errors are found in the
How to Import CSV Files into Excel Files section of this document on page 4. Tips to address these errors can also
be found in the Troubleshooting School or LEA IDs Converted by Excel tip sheet.

Contact the Partner Support Center
(855) 255-6901 | PSC|Contact Us
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https://crdc.communities.ed.gov/resources/2021-22-crdc-lea-form-excel-template
https://crdc.communities.ed.gov/resources/2023-24-crdc-school-form-excel-template
https://crdc.communities.ed.gov/resources/2023-24-crdc-school-form-excel-template
https://crdc.communities.ed.gov/resources/managing-flat-file-submissions
https://crdc.communities.ed.gov/resources/troubleshooting-school-or-lea-ids-converted-excel
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Brook Neace - CTR
Updated link 
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