UIC Request using XML

Note: This process is shown with screenshots from Microsoft Excel 2013, but it will work in Microsoft
Excel 2010 as well.

1. Download the UIC Request Schema from the CEPIl web page
a. Click this link: http://michigan.gov/cepi/0,4546,7-113-986 50502 52376---,00.html
b. Click the blue bar that says “Technical Manual” to display a list of files below.
c. Right-click on “2014-15 Request for UIC Schema”, and select “Save target as...”

ance and Informz ... "o

d : Open in new window

I CEP| > CEPI APPLICATIONS > MICHIGAN S Save target as... BT FOI
I MSDS Request for UIC Collectiof ~ Frinttarget

The Request for UIC collection in the M B N OF Ve

Codes (UICs) for their students. aia

If a student's UIC is unknown, submit t N JIC fiel

Copy shortcut
To validate a student’s UIC, submit tha Pacte fing a

the correct UIC has been assigned to tl

« MSDS Security Form (District/1§ 57 E-mail with Windows Live
« MSDS Security Form (Nonpubli «,

T T ith Bi
» See the CEPI Applicatiol Ax | Hracsizte with Bing 5 and
All Accelerators L4
Inspect element

Add to favorites..,

Send to OneMNote
Technical Material

« 2014-15 Request for UIC Schema *
/- 2014-15 Request for UIC Sample File
b + 2014-15 Collection Component Matrix

d. Save the file to your computer for use later in the process. The default name of the file
will be “requestforuiccollection2.xml”, but you can rename it if you choose. However,
remember the name and the placement of the file.

Properties



http://michigan.gov/cepi/0,4546,7-113-986_50502_52376---,00.html

2. Create a data extract from your data collection software into either an XML or Microsoft Excel
file.

a. The following data fields are required for each child you are requesting UICs for
e First Name
e Last Name
e Date of Birth
e Gender
b. The following data fields are optional for the children you are requesting UICs for
e Middle Name
e Student Suffix
e Birth Order
c. If you extract your data into an XML File, go to step 3.
d. If you extract your data into an Excel file, go to step 4.

3. If you extracted the data into an XML file, we need to format it so it can be uploaded. First,
open Microsoft Excel.

a. From Microsoft Excel, open the XML file as an XML Table.
o Click File
o Click Open
e Locate the data file in .xml format and click ok
e Choose “As an XML table” in the prompt, then click “OK”

| open xmL 2 [

Please select how you would like to open this file:

() As a read-only workbook
() Use the XML Source task pane

oK ][ Cancel ][ Help

b. Your data should appear as a table. Ensure that you have, at a minimum, data that
includes date of birth, first name, last name, and their gender.

xs:string 0| 11/8/2010 Paul McCartney M
129 xs:string 0| 2/11/2011 Ringo Starr M
29  xs:string 0 8/3/2011 John Lennon M
xs:string 0 9/7/2010 George Harrison M
10/29/2010 Mary Wilson F
4/19/2011 Diana Ross F

6/18/2011 Florence Ballard F |




4.

Ensure your data file has the required information in the columns and is in the proper format.

A B C D E F G
1 |Last Mame First Name Middle Name Student Suffix Date of Birth BirthOrder Gender
2 |McCartney Paul 11/8/2010 3 M
3 |Starr Ringo Ir 2/11/2011 M
4 |Lennon John Imagine 8/3/2011 M
5 |Harrison  George 9/7/2010 M
6 |Wilson Mary 10/29/2010 F
7 |Ross Diana af1s/2011 2 F
g |Ballard Flarence 6/18/2011 F

a. First Name and Last Name can consist of the 26 standard uppercase and lowercase
English letters, spaces, hyphens (-), apostrophes ( *), periods ( . ), and commas (, ), but
cannot have any other characters.

e Special characters (such as @ or =) cannot be used

b. Date of Birth has to be in yyyy-mm-dd format.

e See appendix A for a method to change the date format if necessary

c. Gender must be signified by an UPPERCASE “M” or “F.”

e |t cannot be “Male” or “Female”, or a lowercase “m” or “F”
e See appendix B for a method to change this if necessary

Create a new column next to your existing data in the table with the heading “Submitting Entity
Code.”
a. Select the entire column.
b. Change format of the cells in the column to “text” (this will prevent autocorrect from
removing any numbers from the entity code).
c. Putinyour five or nine digit entity code for each row that you have data in the
spreadsheet.
i If you do not know your entity code, you can look it up on CEPI’s Educational
Entity Master (EEM) web page.

: F
ity Type Code  Submitting Entity Code
'040000001
'040000001 ’
'040000001
'040000001
'040000001
'040000001
'040000001

]
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6. Create another new column next to your existing data with the heading “Submitting Entity Type
Code.”
a. Inthis column, you’ll put a single UPPERCASE “A” if the Submitting Entity Code (the
number from step 4) has nine (9) digits, or an UPPERCASE “D” if your Submitting Entity
Code has five (5) digits.
i It cannot be a lowercase “a” or “d.”
b. Copy this same letter in the column for all the rows you have data.

D E F
) GenderCode Submitting entity Type Code

mmm s =22 =
> > P> D> >

7. You should have a dataset that looks similar to this, with a row for each child you are submitting
a request for UIC for.

A B C D E F G H I

1 |Last Mame First Name Middle Name Student Suffix Date of Birth BirthOrder Gender Submitting Entity Code Submitting Entity Type Code
2 |McCartney Paul 11/8/2010 3 M '040000001 A

3 | Starr Ringo Ir 2/11/2011 M '040000001 A

4 |Lennon John Imagine 8/3/2011 M "040000001 A

5 |Harrison  George 9/7/2010 M "0a0000001 A

& |Wilson Mary 10/29/2010 F "040000001 A

7 |Ross Diana af19/2011 2 F "0aoooooo1 A

g IBallard Florence 6/18/2011 F ‘040000001 A

Q | |

8. Save this file as a Microsoft Excel (.xls or .xlsx) file in a secure area as it contains Personally
Identifiable Information.

9. Open a new, blank workbook.

10. Ensure the DEVELOPER tab is showing.
a. To show the DEVELOPER tab, click “FILE” on the top menu.

m HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAI



b. Click “Options” on the left menu.

Account

Options

c. Select “Customize Ribbon” on the left menu (1), “Main Tabs” on the right dropdown (2),
click the box next to “Developer” in the list (3), then click “OK” (4).
Escel Optians B “

pLi Cutomge the Ribbon

Chaese camenandd frams Cugaiue the Rilban
Pinohng o =
T Pl Comenands =4 Bgin Tabs =
Save
L 11 AN Chast Types . Main Tabs y 2
Boder, ] = |4 Hame
5 Cabulrie Mew % Chgbourd
Conter = Font
F:" Ceonditional Formnatting ’ 4 Afigrmint
L& Connechons 3 Mumber
Bl Copy = Sryles
7] Cumtom Sort. 3 ey
" f Cut Ef # Edeting
utd Conte :- Decrense Fond Sime # (7] et
 Delete Celli. [ Page Layeut
A Delete Sheet Columng = F:F P
¥ Delete Sheet Rows
) Emad H [l Oaa S
v il Catse ' T 1] P =l
T Fiker [ Vit
A,

Fent I s o Deveioper

Fint Cobse L w

Font Sse I- :hﬁl-n: " "
— Fscent Calbi = [ Background Fenaceea
_"_ Format Pambes 3

L5 Fremm Panes

__f_; Incresse Font Sae

A lenert Cells. S T T
j& Yraent Funsction... | Mgy Tals Hew Group | | Rename.
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= hieene B Cenber
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d. Hereis an online video showing how to do this in Microsoft Excel 2010 (which is the
same process as Microsoft Excel 2013).

11. Under the DEVELOPER tab, click the “Source” button.
NEN VEN DEVELOSER Team

E e - = Progert }_"Hﬂ't
——

a - Exparsaon Facis
?&m‘* Refresh
n =1 Rgfresh Data

5"


https://www.youtube.com/watch?v=UgKJmSwjfek

a. Click the “XML Maps...” button on the bottom of the side panel that just opened up.

This workbook does not contain any XML maps. Chick XML
Maps to add an XML map to this workbook

Cptions « ML Maps...

ﬂ Tips for mapping XML \

b. Inthe new subwindow, click “Add...”

[ XML Maps )

¥ML maps in this workbook:
Name Root Hamespace
] i ] [}
Renane o) [ cone |
2

c. Locate the UIC Request Schema you downloaded at the beginning and click “open” (the

default file name will be requestforuiccollection2.xml).
Mame )

|. business rules

. Manuals

J. Vendor Letters

| Copy of Ready for Mappingaxmi

/‘— requestforuiccollection2.xml

] m ] [

me: requestforuiccollection2 - Copyaxs = Iﬁl XML Data Sources ("aml;"se v]

T? Open | | cance |




d. Click “Ok.”

[ L Maps |2 jmmSem|

XKML maps in this workbook:

Name Root Hameaspace
Requestfor.. Requestfo.. «<No Namespaces

Rename... E Add.., |[ Delete OK |[ Camcel

e. You should now have your XML Source, which is a list of the XML elements in a side

panel.
XML Source v X
XML maps in this workbook:
| RequestfarlICGroup_Map | - |
=15 RequestforUICGroup -

----- = SchemaVersionMajor
----- = SchemaVersionMinor
..... = Collectionld
----- =] CollectionMame
----- = SubmittingSystemVendar
----- = SubmittingSystemMame !
..... £ SubmittingSystemVersion
=i RequestforllC
= SubmittingEntity
‘i SubmittingEntity TypeCode
‘.t SubmittingEntityCode
£ PersonalCore
(5] UIC
(2] LastMame
(2] FirstMame P
(=] MiddleMName
-.[] StudentSuffix
(2] DateOfBirth
(=] MultipleBirthOrder
& Gender
-4 SchoolDemographics
-] OperatinglSDESANumber
2] OperatingDistrictMurmber
-.[5] SchoolFacilityMumber
--[=] StudentldMumber
- GradeOrSetting -

To map elements, drag the elements from the tree onto your
warksheet.

|Options - | | XML Maps... |

m

Verify Map for Export...

e Tips for mapping XML



12. The next step is to map the data elements to the page.
a. Click on the folder icon labeled “SubmittingEntity” in the XML Source list and drag it to

cell Al.
A E C -
1 XML Source
2 XML maps in this workbook:
3 RequestforlUlCGroup_Map
4 o RequestforUlCGroup
C I R R U | A = SchemaVersionMajor
6| W] i =] SchemaVersionMinor
7 O | L T & Collectionld
o e . V[ =] CollectionMame
al .| e = SubmittingSystemVendor
w0 TR & SubmittingSystemMName
1 W = SubmittingSystemVersion
g RequestforlIC
12 L X
15 i =] submittingEntity TypeCode
14 - . SubmittingEntityCode
15 EI PersonalCore
16 L E UIC
17 ...... | acthlame

b. Cells Al and B1 should fill in with the text “SubmittingEntityTypeCode” for Al, and
“SubmittingEntityCode” for B1. You can make the columns wider as necessary to better
see the column headings.

A B
il SubmittingEntityTypeCode n SubmittingEntityCode [




c. Repeat step A, but with the “PersonalCore” folder icon from the XML Source list. Drag
and drop it into cell C1.

1
2
3
4
3
3]
7
8
g

10
11
12
13
14
15

E

SubmittingEntityCode |

XML Source

XML maps in this workbook:
RequestforlUlCGroup_Map

------ = SubmittingSystemName

e = SubmittingSystemVersion

EI@ RequestforlIC

25 SubmittingEntity

----- =
- ittingEntityCode
{25 PersenalCore
..... T UIC
..... =] LastName

..... = FirstName
..... = MiddleName
----- =] StudentSuffix
..... = DateOfBirth

d. Once again, the cells should autofill with the elements from the Personal Core data
fields (UIC, LastName, FirstName, MiddleName, StudentSuffix, DateofBirth,
MutipleBirthOrder, and Gender).

9 D

E F

LastName n FirstName n MiddleName n StudentSuffix ﬂ DateOfBirth n MultipleBirthOrder ﬂ Gender |

13. On a new tab, type in the information for the XML Header.

a. Create a new tab by clicking the “+” on the bottom of the page next to the current tab.

b. Type the following information in column A, giving each item its own row

i
ii.
iii.
iv.
V.
vi.
vii.

SchemaVersionMajor
SchemaVersionMinor
CollectionID
CollectionName
SubmittingSystemVendor
SubmittingSystemName
SubmittingSystemVersion

c. Highlight column B, and change the format of the cells to “text.”



d.

In column B, put the following information VERBATUM next to the columns you just

typed.

i Collection

i. 2

iii. 102

iv. RequestforUIC

V. Microsoft

Vi. Excel

vii. 1.0
It will look like this:
SchemaVersionMajor
SchemaVersionMinor
CollectionlD
CollectionName
SubmittingSystemVendor
SubmittingSystemMName

= O o s W R

B
Collection
2
102
RequestforlIC
Microsoft
Excel

SubmittingSystemVersion .0

14. Now you need to map the XML header elements to the data you just entered.
In the XML Source list on the right, click the icon labeled “SchemaVersionMajor.” Drag
and drop it onto cell B1 where the word “Collection” appears.

a.

s

i
j

e

M o -
SchemaVersionMajor Collection
SchemaVersionMinor 2
CollectionID 102

CollectionName RequestforUIC
SubmittingSystemVendor Microsoft
SubmittingSystemMName  Excel

SubmittingSystemVersion 1.0

XML Source

XML maps in this workbook:

equestforUICGroup_Map

!

AL SchemaVersionMajor
..... = SchemaVersionMinor

..... &l Collectionld

..... =] CollectionMame

----- & SubmittingSystemVendor
----- = | SubrnittingSystemMarne

0
"N A L B = SubmittingSystemVersion
b. If a message pops up that states, “The data that you are attempting to map contains
formatting that is incompatible with the format specified in the worksheet,” click
“Match element data type.”
[ Microsoft Excel ﬁ‘
I ,  The data that you are attempting to map contains formatting that is incompatible with the format specified in the worksheet.

Use axisting formatting J [ Match element data type | I Cancel




15.

c. Repeat the above process for the rest of the header elements. Drag and drop them onto

their corresponding header data (column B).
M =]

SchemaVersionMajor Collection
! |SchemaVersionMinor 2
CollectionlD 102
I |CollectionName Requestfo
i |SubmittingSystemVendor Microsoft
i |SubmittingSystemMame
" | SubmittingSystemVersion rl.D

s

Excel

e

= O

XML Source

XML maps in this workbook:

RequestforUICGroup_Map

1= RequestforUICGroup

e ] SchemaVersionMajor
ﬂ SchemaVersionMinor
n-(] Collectionld

E] CollectionMame

£ SubmittingSystemVendor
= SubmittingSystermMame
----- = | SubmittingSystemVersion

d. If done properly, the elements in column B will be outlined in a blue line, and the

elements in the XML Source list will now be bolded.

XML Source

¥ML maps in this workbook:

RequestforUlCGroup_Map

A B -
1 |SchemaVersionMajor Collection
2 |SchemaVersionMinor 2
3 |CollectionlD 102
4 |CollectionMame RequestforUIC
5 |SubmittingSystemVendor |Microsoft
& |SubmittingSystemMName  |Excel
7 |SubmittingSystemVersion |10
8
9
10
11

=155 RequestforUICGroup

----- i SchemaVersionMajor

----- 1 SchemaVersionMinor

..... & Collectionld

----- Z] CollectionName

..... = SubmittingSystemVendor
..... ] SubmittingSystemName
..... 1 SubmittingSystemVersion

Now, to add the data from your database excerpt to the mapped spreadsheet

a. Bring up your spreadsheet with the child data on it.
- B

A C D E F
1 |Last Mame First Name Middle Name Student Suffix Date of Birth BirthOrder
2 |McCartney Paul 11/8/2010 3
3 |Starr Ringo Ir 2f11/2011
4 |Lennon John Imagine 8/3/2011
5 |Harrison  George 9/7/2010
6 Wilson Mary 10/29/2010
7 |Ross Diana 4f19/2011 2
8 IBallard Florence 6/18/2011
] I 1

G H I
Gender Submitting Entity Code Submitting Entity Type Code
M '040000001 A
M "040000001
M ‘040000001
M "040000001
F "040000001
F "040000001
F "040000001

P rPFPEFFE

11
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b. Select all of the last names of the children, making sure that you DO NOT select the
header cell labeled “Last Name.”

A B
Last Name First Name Mic
McCartney |Paul
Starr Ringo
Lennon lohn lmiz

Harrison |George
Wilson Mary
Ross Diana
Ballard .Flnrence

I - R - R R - R

c. Copy these cells by pressing Ctrl+c on your keyboard.

d. Open up your mapped spreadsheet, and pull up the first tab that looks like this:
B C ] E F G H I J

SubmittingEntityCode ﬂ uIC ﬂ LastName ﬂ FirstName ﬂ MiddleName ﬂ StudentSuffix ﬂ DateOfBirth ﬂ MultipleBirthOrder ﬂ Gender R4

e. Paste the information that was copied by selecting the cell directly below the cell
labeled “LastName” (in this case, cell D2), and press Ctrl+v.
C D E
4 UIC kd LastName B4 FirstNa
McCartney
Starr
Lennon
Harrison
Wilson
Ross
Ballard
[N
f. Repeat to copy and paste all of the data from your excerpt spreadsheet into your
mapped spreadsheet. Make sure to leave the column titled “UIC” (in this case, column
C), blank.
g. Your spreadsheet should now look similar to this:

A B C D E F G H 1 J
SubmittingEntityTypeCode -SubmittingEntityCDde n Ultﬂ I.astName- FirstNamen MiddIEName-StudentSuﬂix - DateD'IBirthn MultipleBirthOrder - Gender |
A ‘040000001 McCartney  Paul 11/8/2010 3 M
A ‘040000001 Starr Ringo Ir 2/11/2011 M
A ‘040000001 Lennon John Imagine 8/3f2011 M
A ‘ba0oo0001 Harrison George 9/7/2010 M
A ‘040000001 Wilson Mary 10/29/2010 F
A '040000001 Ross Diana 4/19/2011 2 F
A ‘040000001 Ballard Florence 6/18/2011 F

12



16. Export your data into an XML Excerpt.
a. Inthe options menu, at the top of the page, under DEVELOPER, click the “Export
button that is located next to the “Source” button.

2

VIEW DEVELOPER Team

@ Map Properties @?Impor‘c
;T.j Expansion Packs E'L Export
Source
(%1 Refresh Data

XM

=

b. Name your file (1), ensure that the Save as type: is “XML Files (*.xml)” (2), and click
“Export” (3). Note: Make sure this file is saved to a secure location as it will contain
Personally Identifiable Information!

Librarias || testingml|
| Documents
} Music
| Pictures
| videos | - 2l Kl b
File name: geantPepperilon earteClubBand -
Save a5 type: | XML Files ("xmi) -

- Meumann, Andiea ICEF'[_I Fagi: Add s tag

ide Folders Tools = Export I .Cancd ]

17. Go to the Michigan Student Data System (MSDS) web page. Login using your SSO login
information.

18. Under “Student Data Submission...,” on the left menu, click on “Upload File.”

Student Data 23]
Submission...

%

Uploaded Fils Status
Data Staging Area
Student Data

Search...

Certified Data B
Reports... The Student Dat

e e S e L

13
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19. Upload the XML file.

SDS File Upload

Collection: Reguest for UIC Collection v|
For more information on the Collections refer to the Collection Data Field
a Descriptions report on the Report Menu.
Description: The Reguest for UIC collection in the MSDS allows schoal districts te
obtain or validate Unique [dentification Codes (UICs) for their students. "™

1f a student’s UIC s unknown, submit that student’s record without a UIC
(LN Field would be blank]. L]

User Notes: 1t was 20 yesrs ago today, Sergesnt Pepper taught the band to play.
They've besn going in and out of style, but they're guaranteed to raise a
semile.

b , S0 may | Introduce to you, the act you've bnown for all thess years:

SEARGEANT PEPPERS LONELY HEARTS CLUB BAND!

c
[Cclick here to receive a notification message when file has been processed

File Name: C:EUanmnunnAl\.DﬁlHﬂp\E-rqun&pp-mLmﬂ}Huﬂ!ﬂti: EI‘M“{
[Sossdrin]

a. Under Collection, choose “Request for UIC Collection.” The Description will fill in
automatically.

b. Putinany notes for the file. These are notes to assist you in identifying different upload
files (e.g. different groups/buildings).

c. Click Browse, select the file, and then Ok.

d. Click Upload File.

20. Make sure you get a message saying the file was uploaded successfully.

| File Upload Successful

SergeantPeppersLonelyHeartsClubBand.xml was uploaded
successfully.

Ok

14



21. Go to “Uploaded File Status” on the left menu.

M5DS Home

Manage Requests. [7]

Student Data
Submission...

Upload File
Uploaded Fle Status

Data Staging Area

Student Data
Downloads...

The Student Dat

SEe e Bt B B T e B BT L]

22. Select “Request for UIC Collection”, then click filter.

File Upload Status

Select your filter critenia...

Uploaded Date From: i:[; To: I:_l r;':ﬂ

Collection:

Status: [Salect Status

23. The next screen will tell you the status of the file you just uploaded.

Collection Fip File Mams File Name Uplaaded Dale Soure Stalus Uplanded By User Cancel Upload?
| Request | SsreeantPerperslonelvHeartsCluband om) 06/04/2015  |File  |Writtento |Andrew 3 Meumann
for WIC 11:33 AM Uplead | Queus = |
Collechan ul Available
far
Processing
Reguest SerpeantPepoersloneiyHenrtsClobiiand O5/04/2015 File Fadled File |&ndrew ) Heumann
for UEC bad.xm! 11221 AM Upload |Lewel
Collection u Valdation -
Reguest peantPepperslongl I Q6043015 File Processed | Andrew ] Heumann
for UIC 11:19 &M Upload | Sucoessdully
Collection | ul d

a. The column labeled “Status” will tell what state the file is in.

b. Ifitis processing, press “F5,” or refresh your browser to update the page periodically.
The larger the data file, the longer it will take to process.

c. If the process is not successful, it will state “Failed....” with a reason.

d. If the process is successful, it will state “Processed Successfully.”
15



24. If the file uploaded successfully, go to step 25. If it failed, click the file name to find out more
about what caused the file to not upload properly.

Reguest n hyH 1 06/04/2015 File Failed File |Andr
for UIC J bad.xml 11:21 AM Upload |Level

Collection ul Validation

N Emrmn = e T I mmabllo s ebe ™l o sl el AEIf AT/ Eiln [ P T | Aol

a. The next screen will tell you more information about the file. At the bottom, it will

describe why the file was unable to upload. In this case, the Entity Code Type was a
lowercase “a”, which caused the file to fail. If you can, fix the issue in the file, and try to
upload again.

25. Once the file is uploaded, go to the “Data Staging Area” by clicking on the left menu.

Collection: Request for UIC Collection

Filie Hame: SergeantPeppersLonelyHeartsClub8and bad.oml

Stored File Name:
Shored Tia Numa bad_201506041 12055045.:0cml

Motes:

Upload Date: B Z015 11:20:00 AM
Uplaad Sowerce: File Updoad Ul

Uplead Ststus: Faidled File Level Valdateon
Status Description:

Uploaded By: Andrew ] Neumann

Submittng System Mame:
Submdteng System Yersson;
Submatteng System Vendor:

Mo Submitting Entities Found

Records Contained: Unable to Determine

The “SubmittingEntiy TypeCode” element & irvabd - The
walue “a’ o5 invalid according to its datatype
'SubmitengEntity TypeCodeType'

Validatson Error:

congtra=nt Taled,

Manage Requests.[i]

Student Data

Submission...
Upload File
Uploaded File Status

Data Staging Ar=a

Student Data
Downloads...

i

SergeantPeppersLonelyHeartsClubBiand

Thie Enumeration

Home
(R L=

[Fa]

Michig:

16



26. Here will be the UICs assigned to the children you uploaded, as well as the list of children you
need to resolve.

Select School Facility # User Notes UIC Last Name First Name Gender

|:| 4301820284 | Ballard Florence F 06/18/201
[] 1057421867 |Harrison George 0] 09/07/201
D 8436629555 | Lennon John M 08/03/201
] 2794073450  McCartney | Paul M 11/08/201

17



Appendix

Changing the date format for XML Upload

1. Start by selecting the entire date column in your data (not on the mapped document, but the
original data).
E
ix| Date of Birth |Bi

11/8/2010
2M11/2011
8/3/2011
9/7/2010
10/29/2010
4/19/2011 2
6/18/2011

[£%]

2. Right-click on the letter above the column, and select “Format Cells...”
E E e

ix|Date of Birtl 36 Cut Si
11/8/2010 Ez Copy o
2/11f2011 | | Paste Options: :D‘
8/3/2011 - 0
9/7/2010 O (¥
10{29{2010: Paste Special... 0
4/19/2011 Insert [
6/18/2011 | Delete VD‘

Clear Contents

B EcrmatCeIIs...‘\
_ Column Width...

Hide
Unhide




3. Onthe list that appears, make sure that the tab is on “Number” (1), and click “Custom” on the

list (2).

ot Gl B

tom |14-Mar-12 x
Zi“ Locale location):

Number || alignment | Font | Border | Ful | Protection |

Lategory.
General s | Sample
Humber "
Curvency Drate of Birth
Mmunllﬁ Type:
e 3142012 -
Percentags E:mm March 14, 2012 EI
Fraction
Scientifis Frdpniyd
fext 031412
. 14.Mar
Special

English (United States) =]

Date formats display date and time serial numbeers as date values. Date formats that begin with
an asterisk [*) respond te changes in regional date and time settings that are specified for the
operating system, Formats without an asterisk are not affected by operating system settings.

4. Inthe “Type” field, input “yyyy-mm-dd” and then click “OK.”

Format Cells 7] & |

Mumber | Alignment | Font | Border | Fin | protection |

Cateqor
| General « | Sample
| Huimer Date of Birth
| Currency
CALcounting e
| Date o ]
ITime yyyy-mem-dd
:Fer:emw/n% -
| Fraction 0.00%
| Seientifie 0.00E-00
| Tewt 80,080
Special -3 =
cErT— | |- 4
L0
d-enmen-yy
d-mmm
Mgy
hemms AM/ERA -

Type the mumber farmat code, using one of the existing codes as & starting paint.

i =

19



5. The dates for the Date of Birth have been changed to the correct format for the XML
upload. Copy and paste the data into the XML mapped file (step 15 in the “UIC Request

using XML instructions v2.0”).

E

Date of Birth |E

2010-11-08
2011-02-11
2011-08-03
2010-09-07
2010-10-29

2011-04-19 |2

2011-06-18

How to change “Male” and “Female”, or “m” and “f” to “M” and F”

6. Insert a column next to the column you want to change.

a. Right-click on the column to the right of the column that contains the data,

then click “Insert.”

W oo~ oW N

SEHEEE

15

i B
Gender |Date .S
Male Em
Female &
Female

Male

b. A blank column should appear.
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A

Lopy

Paste Options:
e

O

Paste Special...
Insert

Delete

Clear Contents
Format Cells...
Column Width...
Hide

Unhide

Gender
Male
Female
Female
Male
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7. Insert a formula in the new column to change “Male” and “Female” to “M” and “F.”
a. If the column with “Male” and “Female” is column A, then in cell B2, type the
formula =IF(A2="Male”,”M”,”F”).
A B
1 |Gender
2 [M3|E =IF(£2="Male","M","F")
Female

Female
Male

[ T Wy I =S W

b. Press “Enter” on the keyboard. The cell should display an “M” if the original data
had “Male”, or “F” if the original data had “Female.”
A B
1 Gender |
2 |Male %
3 |Female

4 |Female
5 Male

c. Click back on the cell with the formula. Click the small square on the bottom right
of the cell, and drag it down to the bottom of the data table.
A B
1 |Gender I
2 |Ma|e Il
Female

Female
Male

[ W ) I S W

d. The formula will be copied down the table and will create an “M” or “F”
accordingly.
A B
Gender I
Male
Female

Female
Male

VU s W R
- L R -

e. Copy the already selected cells by pressing Ctrl+c.
f.  Onthe top cell, with data in the original “Male” and “Female” column, right-click



and select the “Paste Values” button.
i. Note: This will change the values of the column you created to show all “F”,
disregard this change.

A
1 |Gender
2 |Male 3{)
3 |Female
4 |Female Em
5 |Male Ty Paste Options: /:
5 il il il ﬁ‘ il
. h Folgh % o
5 Paste Special... k
g Insert Copied Cells...
10 Delete...
11 Clear Contents
12

g. Delete the column that the formula was created in by right-clicking the letter above
the column and clicking “Delete...”

A B r
1 |Gender _ X% Cut
2 M F B Copy
3|F F Paste Options:
4 IF F
5 |m F
6
- Insert
8
9 i
10 ar Lontents
11 | Eormat Cells...

4

h. Your data now is displayed as “M” and “F” in place of “Male” or “Female.”
A

Gender
M

L1

1
2
3 [F
4 |F
3 |M
6
7
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