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Introduction

This guide is for Institution of Higher Education authorized users of the Michigan
Student Data System. The purpose of this guide is to offer a comprehensive
overview of the process for uploading multiple requests for Unique Identification
Codes via Microsoft Excel. While your institution’s IT team can configure your
Student Information System to export files for upload to the MSDS, this guide
offers an alternative. Institutions can use Excel to create files in Extensible Markup
Language (XML) for the MSDS.

For additional guidance, users should also utilize the IHE Request for UIC Collection
User Guide.

While the IHE Request for UIC collection does not have open and close dates, UICs
are a required data field in the Student Transcript and Academic Record Repository
Collection, which does have deadlines. Please refer to the CEPI calendar for more
information.

CEPI application users can also subscribe to application updates at the CEPI
Newsletters web page.

Important Information on UICs

Acquiring UICs at Student Enrollment

It is best practice to acquire and assign UICs at student enrollment. Early
acquisition of UICs enables the integration of student level data across state
systems (e.g., MiSSG and STARR). This is especially important in enabling the state
to assist in completing compliance reporting requirements in support of various
college grant programs.

Ensuring Primary UIC is in Student Information System

When an entity submits a UIC into a collection or reruns resolution, the matching
process may replace it with a primary UIC in the collection. This can occur when the
submitted UIC has previously been linked and is now a secondary UIC. Please refer
to the List of Changed UICs Report, a point-in-time report, in the IHE Request for
UIC and the STARR collections to ensure the primary UIC is listed in your student
system. This report is found in the staging area under UIC Resolution Reports.
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Overview

This guide describes the process of uploading multiple students to the IHE Request
for UIC collection in one file. Student information must be converted to the
Extensible Markup Language (XML) schema used for the IHE Request for UIC
collection. This process involves the use of Microsoft Excel to produce an XML file.
Students are added to an Excel spreadsheet and then uploaded to the IHE Request
for UIC Collection. This guide breaks the bulk upload process into the necessary
steps:

1. Preparing the data file
2. Preparing the data file or using template created by CEPI
3. Uploading the XML file to the MSDS

This guide describes the bulk upload process for college and university authorized
users.
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Step 1: Prepare the student data file

This step uses Microsoft Excel to create a Spreasheet with your students’ data.
Users may also have the ability to prepare data files directly from a student
information system. Because SISs vary and data fields used differ between entities,
CEPI cannot recommend a common export method.

This method only includes the required components for this collection.

1. Open a new, blank workbook in Microsoft Excel

New

Search for online templates

Suggested searches:  Business Personal Industry Financial Management

Take a
tour

Blank workbook I:} Whlaleame to Excel
Blank workbook

;I:l 6

Account
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A

Last Mame
Pig

Duck
Bunny

3 |Pig

6 |Gonzales
7 |Pussycat
8 |Le Pew
8 |Coyote
Leghorn
Hawk
Bunny
Warner
Runner

Student

B C D E F G
Student  Student Student Multiple  Gender
First Name Middle Name Suffix  Date of Birth Birth Order Code
Porky P 1/1/2013 M
Daffy 1/4/2014 M
Lola 2/15/2012 1F
Petunia 6/30/2013 F
Speedy 5 9/8/2014 M
Penelope 9/22/2013 F
Pepe 10/27/2012 M
Wile E 6/6/2013 M
Foghorn 1/8/2014 I
Henery Ir 7/4/2013 M
Bugs 12/25/2012 Ml
Dot 10/9/2013 3F
Road 9/2/2013 M

2. Enter/import your students’ data into the Spreadsheet using the column
layout shown above. Enter the following column headers into the designated
cells of the Spreadsheet and consider these important rules:

a. Cell Al: Student Last Name

This field is required and cannot be blank.

Data entered into this field may include lowercase and
uppercase letters (aBZz), apostrophes ('), commas (,), hyphens
and periods (.) but cannot include underscores (_), numbers
(0123), or special characters (&)

Data Type: Names

b. Cell B1: Student First Name

This field is required and cannot be blank.

Data entered into this field may include lowercase and
uppercase letters (aBZz), apostrophes ('), commas (,), hyphens
and periods (.) but cannot include underscores (_), numbers
(0123), or special characters (&)

Data Type: Names

c. Cell C1: Student Middle Name

This field is optional because not all students have a middle
name. However, it is highly encouraged and may prevent
future work for you.

Data entered into this field may include lowercase and
uppercase letters (aBZz), apostrophes ('), commas (,), hyphens
and periods (.) but cannot include underscores (_), numbers
(0123), or special characters (&)

Data Type: Names

d. Cell D1: Student Suffix

This field is optional.
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ii. Data entered into this field may include lowercase and
uppercase letters (aBZz), apostrophes ('), commas (,), hyphens
and periods (.) but cannot include underscores (_), numbers
(0123), or special characters ()

iii. Data Type: Free Form Text

. Cell E1: Date of Birth

i. This field is required and cannot be blank.

ii. Data in this field will be formatted in a later step

iii. Data Type: Date

Cell F1: Multiple Birth Order

i. This field is optional.

ii. This field should be used when students are twins/triplets/etc.
Students are designated by order of birth (i.e., enter “1” for the
eldest child, “2” for the second-oldest, etc.)

iii. To accommodate some local student information systems, “0” is
accepted for students who are not part of a multiple birth.

iv. Data Type: Whole Number

. Cell G1: Gender Code

i. This field is required.
ii. The Gender data value must be M or F. The following values are
invalid:
1. f, m, female, male, fe, or ma (lowercase or uppercase).
2. Numbers suchas 0, 1, 2, or 3.
3. Blank
iii. Data Type: Value List

. Cell H1: Student ID Number

i. This field is optional but may be needed if your institution
uses it to import UICs back into your local system (after your
file has been uploaded to the MSDS).

ii. Data in this field is text free form with a maximum of 20
characters.

iii. Data Type: Free Form Text
iv. If your Student ID Number includes leading zeros, you will need
to ensure this field is designated as a text field in your
spreadsheet.
Fields in each row must contain a value, except for Student Middle
Name, Student Suffix, and Multiple Birth Order (which can be
blank).To check for blank fields, use Excel’s “Filter” utility found under
the "DATA” tab.

i. Hold down the Ctrl key while clicking to select all the data
columns.

ii. Click the "DATA" tab.

iii. Click the “Filter” button.
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ii
File Home Insert Page Layout Formulas View De Iii
&=  [TShow Queries T L&l Connections | a) "TTR Y

= r— [7] From Table |—_e Propertie . m eapp
Get External  New Py Refresh z| Sort Filter

Data = Query - LG Recent Sources All~ Y- Advan

Get & Transform Connections Sort & Flﬁcr
Al fe | Student Last Name I
A B © D E F G C%

Student Student Student Student Multiple  Gender
1 |Last Name First Name Middle Name Suffix  Date of Birth Birth Order Code
2 |Pig Porky P 1/1/2012 M
3 |Duck Daffy 1/4/2014 M
4 |Bunny Lola 2/15/2012 1F
5 |Pig Petunia 6/30/2013 F
6 |Gonzales Speedy S 9/8/2014 M
7 |Pussycat Penelope | 9/22/2013 F
g |LePew  Pepe 10/27/2012 M
9 |coyote  Wile E 6/6/2013 M
10 |Leghorn  Foghorn 1/8/2014 M
11 [Hawk Henery Jr 7/4/2013 M
12 |Bunny Bugs 12/25/2012 M
13 |Warner Dot 10/9/2013 3F
14|Runner  Road 9/2/2013 M
15

Click on a column arrow box to check if there are blank values in a column. (Note:
Student Suffix is allowed to be blank - it's shown below to highlight how Excel
reports blank values. Required columns should not show a “(Blanks)” value.

Student |Student  Student Student
Last Nan ~ |First NarE Middle NanESuffix ec
Pig 7| SortAteZ 1
Duc 2| sorztoa 1
Bur Sort by Coelor 4 2N
pig. 6/
Gon_ 9/
Pus 9/2
LeF  TextFilters v | 10/2
Cor 6,
v Search D i
Leg| e 1/
' o] (Select Al
Haw Zr ?il'
Bun ¥ (Blanks) <:| 2
Wat 10/
Run 9/
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j. Date of Birth must be formatted as yyyy-mm-dd. Highlight the
column, right click, and select “Format Cells...”

E F G
Q‘; Cut
Date of Birtk Egy  Copy
1/1/201 T-_n‘ Paste Options:
1/4/201 e
2/15/201 A
6/30/201 Paste Special...
9/8/201 Insert
9/22/201 Delete
10/27/201
Clear Contents
6/6/201
1/8/201. Format Cells...
7/4a/201 Column Width...
12/25/201 Hide
10/9/201 Unhide
9/2/201.

i. In the text box that appears, select "Custom” from “Category:”
ii. In“Type,” enter yyyy-mm-dd.
iii. Click OK.

Format Cells 7 >
Mumber  Alignment Font Border Fill Protection
LCategory:
General Sample
Mumber Date of Birth
Currency
Accounting Type: ii
Date
Time hw-mm-dd
Percentage General ~
Fraction ]
Scientific 0.00
Text #8850
Special #,##0.00
[T | (%0 ye #40
. ###0_);[Red](# 220
1 # 220,00 )%, 5£0.00)
# #£0.00_);[Red](# #£0.00)
§%,#40 (5%, #40)
5%, #£0_):[Red] (5% #£0) M
Delete
Type the number format code, using one of the existing codes as a starting point.
i
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The dates should now be properly formatted for the MSDS.

Date of Birth |Bin
2013-01-01
2014-01-04
2012-02-15
2013-06-30
2014-09-08
2013-09-22

3. Type Submitting Entity Code into cell I1 (If submitting Student ID, it would
reside in column H). Then select the entire column by clicking “I1.”

G H |
Gender Student ID Number Submitting Entity Code
1234
1235
1236
1236
1238
1239

mZ T =

k. Right click and select “Format Cells...” to change the cells in the
column.

Submitt 2% Cut
Entity Ct EFE“I Copy

i Paste Options:

D

Paste Special...

Insert

Delete

Clear Contents
Eormat Cells... Ib

Column Width...

Llida
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[. In the window that appears, select "Text” from “Category:” (This will
prevent Excel from automatically correcting the data to remove
preceding zeroes from the entity code.)

m. Click OK.

Format Cells ? *

Mumber  Alignment Font Border Fill Protection

Category:
General Sample
Mumber . .
Submitting Entity Code
Currency g ty
Accounting Text format cells are treated as text even when a number is in the cell,
Date The cell is displayed exactly as entered.
Time
Percentage
Fraction
scientific

Special
Custam

c

n. Enter your five-digit entity code for each row that you have data in the
spreadsheet. To retrieve your entity code, search the Educational
Entity Master.

i. Enter the entity code code in the first row of the “"Submitting
Entity Code” column.

G H | ]
Gender Student D Mumber Submitting Entity Code
1234 d 04481
1235
1236
1236
1238

1239

m=Z mm = =
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ii. To copy the code across cells, move the mouse pointer to the
bottom right corner of the cell and hold down the right mouse

button.
G H | J
Gender Student D Mumber Submitting Entity Code
M 1234 " 04481
M 1235 D
F 1236
F 1236 /
M 1238
F 1239

iii. Keep the right mouse button pressed down and drag the mouse
down the screen. When you reach the last cell, release the
button. A context menu will appear. Click "Copy Cells.”

G H | J K L M

Gender Student ID Number Submitting Entity Code

1234 04481

ngmnzz
"
5
E

Copy Cells

Fill Series
Fill Eormatting Only

Fill Withgut Formatting

FElash Fill

The cell in each record will now be filled with the entity code.

4. Type Submitting Entity Type Code into cell "]J1”

H | J K
Student ID Number Submitting Entity Code Submitting Entity Type Code
1234 " 04481
1235 " 04481
1236 " 04481
1236 " 04481
1238 " 04481
1239 " 04481
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0. The “Submitting Entity Type Code” field will differ depending on the
entity type submitting for UICs. Characters in this field must
always be entered in uppercase.

i. College and universities with a 5-digit entity code enter: B
ii. Right click on the bottom right hand corner of cell.

I
Submitting Entity Type Cod ~ .

-

iii. Holding the button down, drag down to the last of the collection
records. Then release and select “Copy Cells.”

|
- Submitting Entity Type Cod -
B

The cells will now be filled with the character chosen, such as
"B” in the screenshot.

H |

Submitting Entity Cod = Submitting Entity Type Cod ~
‘04481 B

‘04481
‘04481
‘04481
‘04481
‘04481

mmmmmMm
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5. Save the Spreadsheet in a secure area since it contains Personally

Identifiable Information.

E:Sav'!.l!li
= - 4

Clrganl.'r - Mew folder

- P
Farme

B This PC
B Desktop
4 Documents
“r Downloads
B Music
= Pictures
B videcs
5 05Disk (C) v

« Working » Uic » Data

Date modified

Fie name: | [T NOIERN

Save as type: | Excel Workbook

[ 5ave Thumbnal

# Hide Falders

ags: Add a tag

Title: Add a title

Tools - Save

Cancel
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Step 2: Prepare the XML file or use template prepared by

CEPI

NOTE: CEPI has prepared an Excel template file that has been mapped and is ready
for users to copy their student data into. If you wish to use this template, please
download the template from the IHE Request for UIC Collection web page (under

Technical Material). Then you may skip to Step 9 below.

To begin obtaining UICs, student data must be provided to CEPI in a particular
format. This format is the Extensible Markup Language (XML) and the template

you’ll need to use is called a schema file.

1. Go to the IHE Request for UIC Collection web page

2. Obtain the most recent schema file

About CEPI
CEPI Applications.

CEPI
Postsecondary
Applications

MSDS: IHE Request
for UIC

MSDS: STARR
MPDI

Additional

Requirements
Calendar

Get Data
e-Transcript
Nenpublic Schools
MI School Data
Michigan

Longitudinal Data
System

N
|l Mi School Data

Center for Educational
Performance and Information

CEPI ' CEPI POSTSECONDARY APPLICATIONS ' MSDS: IHE REQUEST FOR UIC

Technical Material

Help and Training

-
CEPI Home Contact CEPI ‘ MI.gov

IHE Request for UIC Collection

The IHE Request for UIC Collection in the MSDS allows IHEs to obtain or validate Unique Identification
Codes for their students. The 10-digit UIC is needed for CEPI to create a student-level P-20 education
data connection

If a student’s UIC is unknown, submit that student's record without a UIC (UIC field would be blank)

To validate a student's UIC, submit that student's record with a UIC. Validating a student's UIC ensures
that the correct UIC has been assigned to that student's record.

o MSDS Security Form (IHE Users)

o See the CEPI Calendar Page for our master calendar of deadlines and collection dates

2021-22 IHE Request for UIC Collection XML Schema
2021-22 IHE Request for UIC Collection XML Sample
2021-22 IHE Request for UIC Collection Schema Summary g
2021-22 IHE Request for UIC Collection Components
2020-21 IHE Request for UIC Collection XML Schema
2020-21 IHE Request for UIC Collection XML Sample

a. Scroll to the bottom of the page and expand the “Technical Material”

menu.

b. Right-click on the most recent schema file. Select “"Save target as” (or

“Save link as” in other browsers)

c. A window will appear. Navigate to a directory to save the schema file.

Give the file a name you will remember.
d. Click Save to finish.
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This next step will convert the Excel Spreadsheet into an XML file.

3. Open a new, blank workbook in Microsoft Excel

New

Mew

Open Search for online templates

Suggested searches:  Business Persomal Industry Financial Management

Save

e . Take a
: tour

Close 7 m
Blank workbook Waleame to Excel
Blank workbook

Publish

Account

Insert Page Layout Formulas Da
ﬂ Y - =
D db Calibri M~ A A T ==
ER -
Pafte\? B I U~ #H~ A~ ===
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a. Click “Options”

Save

Save As
Print
Share
Export
Publish

Close

Account
Options =

Feedback

b. The Excel Options window will appear
i. Select “"Customize Ribbon” from the left column
ii. Select “"Main Tabs from “Customize the Ribbon:”
iii. Check “"Developer,” as shown in the following screenshot
iv. Click OK

Excel Options 14 b 4

i
exs Toolbar

Quick
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c. Look back at the menu at the top of the screen, you will see the
Developer tab. Click on that tab.

Bookl - Eucel

View Developer Q' Tell me what

A

E_!-'Wrap Text General -

L]

i

Mergeﬁtﬂenter - $ . g o

5. The Developer settings will offer options to convert Spreadsheet into XML
format.
a. Click “Source,” as shown in the following screenshot

Bookl - Excel
Developer Q Tell me what you want to do
: A= Dromerbiec |
perties D Map Properties [+ Import
w Code :,T:l Expansion Packs Export

Source
% Refresh Data
% XML

b. The XML Source pane will appear on the right-hand side of the screen.
Click on the “XML Maps...” button near the bottom.

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

Options « ML Maps...lz? <:|

Warifu Man for Fynnrt
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c. In the new window that appears, click “Add.”

XML Maps ? b4
XML maps in this workbook:
Mame Foot Mamespace
£ >
Fename... Delete Cancel

d. Navigate to the schema previously saved in step 2b (page 15). Click to
highlight the XML file and then click Open.

EM S
+ R This PC » Desktop o
Organize New folder =~ m @
Shared with Everyone i i
W This PC
J 3D Objects
I Desktop
| Documents
¥ Downloads
D Music
&= Pictures
l Videos
& O5Disk (C)
= Omom (\\HCS084VSNBPFO0G\DMB\CE
= Shared (\WHCS084VSNBPFODG\dmb'\cey
=~ ResDOE (\\HCS084VSNAPFOOE\DOE) (1 « | IHERequestforUICCallectiond w
v £ »
File name: |IHERequestforUICCollectiond < | | All XML Data Sources “
Tools . Open . Cancel
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e. Click OK.

| XML maps in this workbook:

Mame Root Mamespace
IHERequestferUCGroup_Map IHERequestforUICGroup <MNo Mamespace>
{
Bename... Add... Delete I oK I Cancel

f. The XML Source pane will appear with a list of XML elements.

XML Source T
XML maps in this workbook

IHERequestforUICGroup_Map -

= i3 IHERequestforUICGroup A~

A SchemaVersionMajor
& SchemaVersionMinaor
& Collectionid
& CollectionMame
& SubmittingSystemVendor
4 SubmittingSystemName
& SubmittingSystemVersion
- & IHERequestforUIC
— 2% SubmittingEntity
|3 SubmittingEntityTypeCode
1 SubmittingEntityCode
—1& PersonalCore
=N
A LastName
3 FirstName
= MiddleName
1 StudentSuffix
3 DateOfBirth
& MultipleBirthOrder
= Gender
-|- =% IHEEntityDemographics i

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

Options - XML Maps..
Verify Map for Export...

@) Tips for mapping XML
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6. The next steps involve mapping XML data elements to the worksheet.
a. Click on the folder icon labelled SubmittingEntity in the XML Source list
and drag it to cell A1, as shown in the following screenshot.

e : \ 5 SubmittingEntity
12 W 3 SubmittingEntityTypeCode

E]submittingEntityCode]

A B c D 3 F G H [ J K L M N o 3 -
il submittingEntityTypecode B submittingentitycode K2 |
2] \ : -
3| | = IHERequestiorUICGroup A
< | 4 SchemaVersionMajor
5| | 4 SchemaVersionMinor
i | d Collectionld
7 | @ CollectionName
s | | &1 SubmittingSystemVendor
9| | 3 SubmittingSystemName
o | ‘ 4 SubmittingSystemVersion
‘ & IHERequestiorUIC
|

| - 23 personalCore
| 4 uic
16 | | 4 LastName
| 1 FirstName
‘ J MiddleName

19 | £ StudentSuffix
1 DateOfBirth

b. Cells A1 and B1 should fill in with the text SubmittingEntity TypeCode
for A1 and SubmittingEntityCode for B1. Expand the width of the
columns to see the column headings more fully.

A B

c. Repeat these steps to drag the PersonalCore folder icon from the XML
Source list into cell C1.

A 8 & D 3 £ G H | J K L V-
[l submittingEntityTypecode [ submittingentitycode @l uic B Lastname [ Fi | [~ ] [~ B multiplesirthorder Bl Gender B ]
2 | Map ¥
=4 | 29 SubmittingEntity 2
4 | 1 SubmittingEntityTypeCode
5 | <1 SubmittingEntityCode
=i 5 PersanaiCore
7 | Juie
8| 1 I LastName
= | 1 FirstName
1] | 1 MiddleName
= i ) StudentSuffix
| 1 DatcOfBirth
2 | 1 MultipleBirthOrder
13| | 3
14| | & & IHEEntityDemographics
15 &3 SchoolFacilityNumber
16| & StudentidNumber
7| £/ PersonalDemographics
18] | J ResidentLEANumber
19| | £ StudentResidentCounty
20|
21|
22
2
24|
25|
26|
27|
28|
29|
30|
el
32|
33|
34|

sheetl | @ < y
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d. Cells C1, D1, E1, F1, G1, H1, I1, and J1 will fill with elements UIC,
LastName, FirstName, MiddleName, StudentSuffix, DateOfBirth,
MultipleBirthOrder, and Gender respectively.

D E F G H | J
LastNameﬂ FirstName n MiddleName ﬂ StudentSuffix ﬂ DateOfBirth ﬂ MultipleBirthOrder ﬂ Gender fig

e. Repeat these steps to drag the IHEEntityDemographics folder icon
from the XML Source list into cell K1.

&) Notset Public Data (Published to... | Intemal Data (Standard... | Confidential Data (Private) | Restricted Data (Life. x
B C D £ F

A G H I
SubmittingEntityTypeCode B SubmittingEntityCode B UiC B LastName B FirstName B MiddieName B Studentsuffix I DateofBirth B MultipleBirthOrder Bl Gender!

al
Juic
1 LastName
= 1 FirstName
- | I MiddieName
i £ StudentSuffix
1 DateOfBirth
] MultipleBirthOrder
El \ 1 Gender
14| =3 IHEEntityDemographics
£ schoolFacilityNumber

17 & P

Sheet! ® E] >

7. Add information for the XML header:
a. Click on the + icon at the bottom of the page to add a worksheet.

Sheet @ <:::_j

b. Type the following information in column A, adding each item in a
separate row:
i. SchemaVersionMajor
ii. SchemaVersionMinor
iii. CollectionID
iv. CollectionName
v. SubmittingSystemVendor
vi. SubmittingSystemName
vii. SubmittingSystemVersion
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A
SchemaVersionMajor
SchemaVersionMinor
CollectionID
CollectionMame
SubmittingSystemVendor
SubmittingSystemMName
SubmittingSystemVersion

== I = R R L L

c. Click on “B” to highlight the column.
d. Right-click "B” to bring up the context menu. Select “Format Cells...”

B - -
-V- Cut

By Copy
m Paste Options:

i

Paste Special...

Insert

Delete

Clear Contents
Format Cells...

Column Width... %

Hide

Unhide
]

e. Select "Text” from “Category:” and click OK.
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Format Cells ? *

Number  Alignment Font Border Fill Protection

Category:
General Sample
Number
Currency
Accaunting Text format cells are treated as text even when a number is in the cell,
Date The cell is displayed exactly as entered.

Time
Percentage
Fraction
Scientific

Special
Custom

f. In column B, enter the following information:

i. For Cell B1, enter: Collection

ii. For Cell B2, enter: 4

iii. For Cell B3, enter: 247

iv. For Cell B4, enter: IHERequestforUIC
v. Leave Cell B5 blank.

vi. Leave Cell B6 blank.

vii. Leave Cell B7 blank.

A E
1 |SchemaVersionMajor Collection
2 |SchemaVersionMinor ¢!
3 | CollectioniD a7
4 |CollectionName IHERequestforUIC
5 |SubmittingSystemVendor
6 |SubmittingSystemMame
7 |SubmittingSystemVersion
2
g
10
11
12

8. To map XML header elements, drag XML Source items to these cells.
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a. Look for the IHERequestforUICGroup folder and drag the item
SchemaVersionMajor to cell B1 where the word “Collection” appears.

A B C D E F G H | J

1 | SchemaVersionMajor Collection XML maps
2 SchemaVersionMinor fa 1HE
3 |Collectionip 247 =
ame IHEReguestforUIC 3 e
e
ol
ul

5 |submittingSystemVendor
6 |SubmittingSystemName
7 |submittingSystemVersion

20 DateOfBirth
2 MultipleBirthOrder

If a message box pops up and states, “"The data that you are
attempting to map contains formatting that is incompatible with the
format specified in the worksheet,” click the button marked Match
element data type.

Microsoft Excel ®

| The data that you are attempting to map contains formatting that is incompatible with the format specified in the worksheet,

Use existing formatting | Match element data type d} | Cancel |

b. The next XML Source item is SchemaVersionMinor. Drag it from the
XML Source list to cell B2.

c. Notice how the XML Source items have the same names as the text in
column A.

d. Drag the remaining items: CollectionName to cell B4,
SubmittingSystemVendor to cell BS, SubmittingSystemName to cell
B6, and SubmittingSystemVersion to cell B7. Elements in column B will
have a blue outline and the elements in the XML Source list will appear
in a bold font.

9. The next job is to copy the student records from Step 1 into the mapped
spreadsheet. NOTE: CEPI has prepared an Excel template file that has been
mapped and is ready for users to copy their student data into. If you wish to
use this template, please download the template from the IHE Request for
UIC Collection web page (under Technical Material).

a. Open the Excel spreadsheet with the student data.
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A B C D E F G
Student  Student Student Student Multiple  Gender

1 |Last Name First Mame Middle Name Suffix  Date of Birth Birth Order Code
2 |Pig Porky P 2013-01-01 M
3 |Duck Daffy 2014-01-04 Y
4 |Bunny Lola 2012-02-15 1F
5 |Pig Petunia 2013-06-30 F
& |Gonzales Speedy S 2014-09-08 Y
7 |Pussycat Penelope 2013-09-22 F
& |Le Pew Pepe 2012-10-27 M
9 Coyote Wile E 2013-06-06 M
10 |[Leghorn  Foghorn 2014-01-08 Y
11 [Hawk Henery Ir 2013-07-04 M
12 [Bunny Bugs 2012-12-25 M
13 |Warner Dot 2013-10-03 3 F
14 |Runner Road 2013-09-02 M

b. Highlight all the student last names in column B, but do not include
the header cell labelled “"Student Last Name” with the selection.

A

Student

Last Mame

1

2 |Pig
3 |Duck
4 |Bunny
3 |Pig

& |Gonzales
7 |Pussycat
2 |Le Pew
8 |Coyote
10 |Leghorn
11 |[Hawk

12 | Bunny
13 |Warner
14 |Runner

c. Copy and paste the records into the XML data file directly below cell
D1 (marked “LastName”) on the first worksheet (into the template you
created or into the template CEPI created).
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SubmittingEntityTypeCode |8 submittingEntitycode §8 uic B8 Lastname Bl Firstna
Pig
Duck
Bunmy
Pig
Gonzales
Pussycat
Le Pew
Coyote
Leghorn
Hawlk
Bunny
Warner

[T = <R I T IR SR FF B % B

[ -
[T

Runner

—
=

Q

. Repeat this process for the remaining records. The column titled “UIC"
should be left blank. This process is meant for obtaining UICs for
students. NOTE:

i. If you do not plan to include Local Student ID and are
using the Excel template provided by CEPI, you will need
to delete that field from the template before exporting
the XML file.

ii. The SchoolFacilityNumber is the same as the
SubmittingEntityCode.

ili. If your Student ID Number includes leading zeros, please
ensure that the leading zeros have not been removed
when copying into the mapped spreadsheet.

10.The final step is to finalize the new Spreadsheet with student data as an XML
file.
a. Select the DEVELOPER tab on the Excel menu ribbon
b. Click “Export”
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Bookl - Excel

Developer @ Tell me what you want to do

= —" Properties i't- Map Frof |“_= Import
] e =
” o) View Code = 12 Enpansion Packs |_'h;, Export < |
sert < ) Source 1:}
v W |d | Run Dialog Refe 1
Controls XML

c. Save the file in a secure location, as it contains Personally

Identifiable Information. Ensure the Save as type is "XML Files.”
d. Click Export.

KB Export XML
1 BB > ThisPC > OSDisk(C) > Users > omom > Desktop

Organize > New folder
Natebooks 4]

Shared with Everyone

= This PC

B 3D Objects
W Desktop

#| Documents
¥ Downloads
D Music
& Pictures

] Videos

v <
File name: | IHE Request for UIC Collection Flle for 04481
Save as type: XML Files

sthors: Omo, Meghann (CEP Tags: Add atag Title: Add a title

A Hide Folders Tools Export Cancel

Step 3: Upload the XML data file to MSDS

Once the XML file has been exported from Excel, it is ready to be uploaded to the
MSDS.

For detailed instructions on how to upload a file, reviewing your file’s status, etc.,
please review the IHE Request for UIC Collection User Guide.
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