DIRECT CERTIFICATION – Date Conversion Instructions
If birthdates will not format, as required, to “MMDDYYYY” with no slashes, following is the conversion to use in order for the record layout to upload correctly for the Direct Certification process.
	


1. Open your district excel file; make sure that all the required data is there.  File should have columns A-O.  Some may be left blank due to required enrollment criteria. 
2. Copy the birth dates by using the left mouse button to click once at the top of the birth date column, on the letter that labels the column (should be column F).  The birth dates should be highlighted.
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3. With the birth dates highlighted, right click in the highlighted column.  A menu with several options should pop up.  Choose “Copy”.
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4. Minimize the district file.
5. Open the Date Conversion Formula Excel file. This is available on our website (http://www.cde.state.co.us/index_nutrition.htm) under Child Nutrition Program Forms, Direct Certification.
6. Go to the row 1 column C and click the right mouse button in this cell.
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7. A menu will pop up with several options.  Click on “Paste.”  This should paste all of the birth dates that were copied from the district file into the spreadsheet.
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8. Use the left mouse button to click on row 7 column D.  Release the mouse button.  Notice that there is a small square at the bottom right corner of the cell that has been selected.
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9. With the left mouse button click and hold the bottom right corner square, in the cell you have selected.  Continue to hold and drag the mouse upward until you reach the top of the column.  Data should appear in each cell as you drag.  
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10.  Repeat step 9, but instead of dragging upward, drag the mouse downward,   

 until the information fills each cell and matches up to column C.  The 

 information that populates will not be identical to the information in column  

 C.
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11.   Repeat steps 9 and 10 for Columns E and F.
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12.   Use the left mouse button to click on the first birth date in Column F.  Hold 

  the mouse button down and drag to the last birth date in Column F.

[image: image10.png]Microsoft Excel

Pooeigout  Formes oy Rpie iy Aqabat
i3 1005 af (R W} 8
0 > = LR
ot o AR & | [cuton 5
a (o o |- 21
o Tl 2 [ )| Condtonal Fomat_co Sot & Find &
e $ o [ e s~ | Elromat+ | 2+ B Seeas
cipboard 1 Font 5 SR sy cens atng
F1 - £ | =E1

3 Date Comversion (Compativity Mode]

bl G\H\l\J\K\L\M\Ni

6/6/1996 06061996
77711997 07071997
8/8/1993 08081998
9/9/1999 09091999
2/2/2000 02022000
2/1/2001 02012001
2/2/2002 02022002
2/3/2003 02032003
2/412004 02042004
2/5/5005 02055005

[11]

2]

13

1]

1]

16|

7]

18|

19

gb\s\ss\ﬁ\a\u\ﬁ\m\u\ﬁ\s\

Count:10





13.   Click in the highlighted area with the right mouse button and click on “Copy” 

  when a menu pops up with several options.
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14.   Minimize the Date Conversion file.

15.   Maximize/Open the district file.

16.   Using the right mouse button, click at the top of the column where the birth

dates are located (should be Column F).  Choose “Paste Special” when the    

menu with several options appears.
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17.   There will be another menu that appears with more options.  Choose  

  “Values” under the “Paste” options.  Then click on “OK”.
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18.   The dates should then appear with no slashes, and you should be 
  finished with the formatting of the birthdates.
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