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Student Import Tips

If the Student Import File Template was used, remove the header row from the file before
saving as a Text-Tab Delimited file (.txt). The first row in the file should be the first row
with student data in it. Save the excel version of the file for future imports or changes to
student information.

e Ifyousave afilein Text-Tab Delimited format (.txt), make sure that any quotations that
appear have been removed before importing. Please see the document titled How to Save
afile in CSV or TXT format for instructions.

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

Local Site Code
e Ensure that the local site codes in your student import file match what is listed in SNACS.
You can find your site codes in SNACS under the Admin tab>Management>Student Import
Codes.
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SR
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Student Import SFA Code: [ 230063 | | Save SFA Changes

Eligibility Guidelines

Student Import Codes

System Settings site Details

Site Code Student Import Site Code

Albany EI 20
Albany Mid 60
Albany Hi 40

Save Site(s) Changes

Phone Numbers
e All phone numbers should be numeric only, meaning no hyphens or parentheses. To
quickly reformat phone numbers in your file, highlight the column you wish to format, click
“Find & Select,” and choose replace (note: this may need to be done multiple times if phone
numbers contain both hyphens and parentheses).
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https://dpi.wi.gov/sites/default/files/imce/school-nutrition/xls/snacs_sttemplate.xls
https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/snacs-txtcsv.pdf
https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/snacs-txtcsv.pdf
https://dpi.wi.gov/sites/default/files/imce/school-nutrition/xls/snacs_stimport.xls
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e Toremove hyphens: Find: -, Replace with: (leave blank)

e Toremove open parentheses: Find: (, Replace with: (leave blank)

e Toremove close parentheses: Find: ), Replace with: (leave blank)
Click Replace All

V W X
Home Phone Number |Guardian Email  Addl Guardian First Name (Secondary Guardian)

Find Replace

Find what:

Replace with:

Options =>

Replace All Replace Find All Find Mext Close

Withdrawal date
e Thisis the last columnin the import file, and without a placeholder, the software
sometimes has difficulty discerning where the file ends. Therefore, it is recommended that
a “?”is used rather than leaving the column blank for any students without a withdrawal

date.

Annual Update
e Prior to the beginning of each school year, there is some student information that must be
updated. This can be done manually for each student, or the previously used Student
Import File can be updated and imported again. Please note that this cannot be done until
your School Nutrition Contract for the new school year has been approved.
e Theinformation in the file that must be updated on an annually basis includes:

o Grade

o Local Site Code

o Enrollment Date

o Withdrawal Date

e There are a few things to keep in mind when updating your Student Import File for the new
school year:

o Updates to students enrolled in the previous school year should be made in the
spreadsheet before adding any new students as their grades will not need to be
changed at this point.

o When using a method below to update grades, graduating students may
accidently get mixed into the current 12t graders OR have their grade changed
to 13, which is not recognized by SNACS. Two possible options to avoid issues
with this include:
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1. Maintaining two separate Student Import Files, one for active students
and one for students inactive students (withdrawn/moved/graduated).
If using this option, you would cut and paste all students who are no
longer enrolled in the district to a new spreadsheet and fill in their
withdrawal date. Then you would upload both student import files in
SNACS.

2. Allow the graduating students grade to be changed to 13 to keep track
of them. After entering their withdrawal date, go back and change their
gradeto 12.

GRADE
Two different methods for updating student grades are outlined below:

OPTION A

1. Sortthe spreadsheet by grade
a. Highlight Column|
b. Click“Sort & Filter” from the Editing group in the Home tab
c. Select“SortAtoZ”

2 Comments |

90 @

Sort &| Find & | Analyze
Filter ~ Select ~ Data

% E} @ ﬁg @ 3 AutoS

E3Fin~
tas Cell Insert Delete Format
i~ Styles~ - - - &’ Clear ~

Cells Editi 2| SortSmallestto largest "

a il Sort Largest to Smalle
H | ] K Custom Sort...

al) Birth Date Grade|Ethnicity  Race Stre < Filter I

1/1/2011 3 123
11/12/2009 5 123
2/1/2011 3 125 Y
12/11/2009 5 125 hevorrreorer
4/1/2007| 9 345 Sunset Trail
6/21/2016|KG 345 Sunset Trail
11/5/2010] & 345 Sunset Trail
7/16/2008] 7 47 Amber Drive
2/22/2016|KG 47 Amber Drive
3/5/2015 1 111 Milky Way
5/5/2012) 4 111 Milky Way

2. Ifa“Sort Warning” pops up, always select “Expand the selection” before clicking “Sort”.

L R R N N e Y

| Microsoft Excel found data next to your selection. Since you have not selected this data, it will
| not be sored,

| What do you want to do?

[ I (® Expand the selection I

() Continue with the current selection

Sort Cancel
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3. Once your grades are sorted, you should be able to go through and change the grades.
After changing the first entry for a grade, click on the updated cell and then drag the box in
the lower right corner down for all students in that grade. Repeat for each grade.

H | H | O H | H |

Birth Date Grade Birth Date Grade | Birth Date Grade Birth Date Grade
3/5/2015 3/5/2015 1 3/5/2015 3/s/2015
1/1/2011 1/1/2011 4 1/1/2011 1/1/2011
2/1/2011 2/1/2011 3 2/1/2011 2/1/2011
5/5/2011 5/5/2011 3 5/5/2011 5/5/2011

11/12/2011 11/12/2011 3 11/12/2011 11/12/2011

12/11/2009 12/11/2009 5 12/11/2009 12/11/2009

6

7

g

11/5/2010 11/5/2010 11/5/2010 11/5/2010
7/16/2008 7/16/2008 7/16/2008 7/16/2008
4/1/2007 4/1/2007 4/1/2007 4/1/2007
6/21/2016 KG 6/21/2016 KG 6/21/2016 KG 6/21/2016 KG
2/22/2016 KG 2/22/2016 K5 2/22/2016 KG 2/22/2016 KG

MR = T R TE R IU R TE R U
o] oo i wa ool e e
e = R R R R

OPTION B:

1. Typea“1”inanyempty cell

H | J
Birth Date Grade Ethnicity
1/1/2011 3
11/12/2009
2/1/2011
12/11/2009
4/1/2007
6/21/2016 KG
11/5/2010
7/16/2008
2/22/2016 KG
3/5/2015
5/5/2012

(=i} WL wa Ln

)

B

[

2. Rightclick on the cell with the “1” that was entered and select Copy (or with the cell
selected, press Crtl+c).

H | J K
Birth Date Grade Ethnicity Race Street i
1/1/2011 3 123 Mai
11/12/2009 5 123 Mai
2/1/2011 3 125 Mai
12/11/2009 5 125 Mai
4/1/2007 9 345 Sun
6/21/2016 KG 345 Sun
11/5/2010 6 345 Sun
7/16/2008 7 47 Amk
2/22/2016 KG — "
3/5/2015 1 Calibri  ~/11 ~ A
5/5/2012 a B I=O0-A

I: & Cut

(@ Copy
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3. Highlight the cells in the grade column that you want to apply this action to in order to
change the student’s grade.

H | ]

Birth Date Grade Ethnicity |
1/1/2011]
11/12/2009
2/1/2011]
12/11/2009
4/1/2007
6/21/2016|KG
11/5/2010
7/16/2008 7

2/22/2016|KG
3/5/2015 1
5/5/2012 q

W WL

o

4. Right click within those highlighted cells and select “Paste Special”

H | ] K
Birth Date Grade FEthnicity Race Street A
1/1/2011] 3 123 Mair
11/12/2009 3 123 Mair
2/1/2011 ] 125 Mair
12/11/2009)  Calibri /11~ AAg ~9%
Y2007 B T = e AT gl
6/21/2016|KG I v
11/5/2010f - aasa
7/16/2008| | & Cut
2/22/2016]KG. [ Copy
3/5/2015)
5[5{'2012 E.‘ Paste Options: .
(B0 0@
Paste Special... >

,® Smart Lookup

5. Change the operation to Add and then click Ok

T
| Paste Specia

| Paste

@ an (O Al using Source theme

O Formulas (O Al except borders

O values O Column widths

O rormats (O eogmulas and number formats

(O comments and Notes (O valyes and number formats

O validation All merging conditional f
Operation

O None O Muttiply

® add O pivide

*':J Subtract

[[] skip blanks [] Transpose
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6. Your numerical grades will now each be increased by 1. You can delete the 1 that you
entered in the random cell.

H I J
Birth Date  Grade Ethnicity
1/1/2011
11/12/2009
2/1/2011
12/11/2009
4/1/2007 10
6/21/2016 KG

= SR =

11/5/2010 7

7/16/2008 8

2/22/2016 KG
3/5/2015 2
5/5/2012 5

7. You will need to follow Option A or use the Find and Replace function (Ctrl+h) to change
any grades that contain letters such as PK, K3, K4, KG, etc.

For example, Find what: KG, Replace with: 1, then select “Replace All.”

H | 1 K L
e (orInitial) Birth Date Grade Ethnicity Race Street Address Line1  Street Add
1/1/2011 4 123 Main 5t.
11/12/2009 6 123 Main 5t. H I
2/1/2011 4 125 Main 5t. -
12/11/2009 6 125 Main St. Birth Date  Grade
4/1/2007 10 345 Sunset Trail 1/1/2011 4
a7 243 Sumset T u/12/2009 6
= ! bl ol 2/1/2011 4
12/11/2009 i)
Fingd Replace 4!1,"”200? 10
&6/21/2016 1
Find what: KG
cen v [ 11/5/2010 7
witl
F 7/16/2008 8
Options >> 2/22f2016 1
3/5/2015 2
Replace All Beplace Find All Close 5!5,f2012 5

LOCALSITE CODE

This will need to be updated for any students that have moved buildings. For example, if students
entering 6" grade move from the Elementary school to the Middle school, the local site code for all
6" graders will need to be changed. This should be done after grades have been updated, and
having the spreadsheet sorted by grade will expedite the process. Using OPTION A from the
Grade section above is recommended.

ENROLLMENT DATE

IMPORTANT - The enrollment date in your Student Import File must be from the current school
year (i.e., for SY 22-23 you could use July 15, 2022). DO NOT USE the actual first day of school for
the enrollment date. The date used should be before you process any DC files or free/reduced
meal applications.
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1. Toupdate the enrollment date, change the date for the first student and then highlight all
cells that you want to apply the change to. You either click and drag to highlight OR click in
the first cell under the enrollment date header and press Shift+Crtl+\.

AD AE
Enrollment Date Withdrawal Date
7/15/2022
8/1/2021
8/1/2021
8/1/2021
8/1/2021
8/1/2021
8172021
8/1/2021
8/1/2021
8172021
8/1/2021

B R B I R e

@’E

2. Select “Fill” from the Editing group in the Home Tab and choose “down.”

A.utoSum v %? p
Comek A1 Ciemal %I-

Down ud
Right
Up
\C Left
ar B W
| 22/?
Series... ?1 ?
Justify 217
21|?
F . I
£ Flash Fill e
8/1/2021|7
8/1/2021|?
8/1/2021|7
8/1/2021|?
8/1/2021|7
8/1/2021|?

Note: if you click and drag, it will make a series of dates rather than making them all the same. If
you have this little box, you can change that by clicking on the drop down arrow and selecting
“copy cells.”
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AD AE AF
Enrollment Date Withdrawal Date
7/15/2022|?
7/16/2022(7
7/17/2022(7
7/18/2022|?
7/18/2022(7
7/20/2022(7
7/21/2022(7
7/22{2022|?
7/23/2022(7
7/24/2022(7
7/25/2022(7
=
O Copy Cells
Fill Series
O Fill Eormatting Only
O Fill Without Formatting
O Fill Days
O Fill Weekdays
O Fill Months
O Fill Years
O Elash Fill
WITHDRAWAL DATE
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Any students who have graduated or left the district should have a withdrawal date entered. This

will change them to “inactive” in SNACS when the file is uploaded. To easily add a withdrawal date
for all graduating seniors, start with your spreadsheet sorted by grade and follow the steps for the
enrollment date update above.
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