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Instructions for Transferring Data from USDA Certification Tools 
 
The majority of the data entered into the Certification Tool may be transferred into other age grade groups 

that may be offering the same items or into another version of the tool through the copy and paste 
functions built into Excel. The steps below instruct on how to use these functions to transfer data for the 

applicable tabs. 
 
All Meals Tab: 
 
SFAs may copy and paste the meal name, meat/meat alternate, grains information (columns 1-3) from 
one version of the tool to another version to facilitate data entry. Milk data may also be copied and pasted 
from the All Meals tab. 
 
To copy and paste data from the All Meals tab: 
 
Step 1: Highlight columns 1-3b 

 
 
Step 2: Right click and select copy, use the copy button from the top tool bar in Excel, or click the CTRL 
key and “c” key together to copy. There will be a moving dotted line around the 5 columns. This mean the 
cell contents are activated to be copied. 
 
Step 3: Open the new or other version of the Certification tool. Put your cursor in the first open row in the 
Meal Name column: 
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Step 4: Right click and select paste, use the tool bar at the top of Excel or click the CTRL key and letter 
“v” keys together to paste the copied data into the new or other Tool. Columns 1-3b should now be 
populated with the data from the previous version of the Certification Tool. 
 

 
 
The same steps may be followed above for copying the data in the Milk column(6) to the new or other 
Certification tool 
 

All fruit, fruit juice, vegetable, vegetable juice information must be reselected. Information 
selected in drop down arrows may not be copied and pasted to the new or other version. 

 
Information in the SFA notes may also be copied and pasted to the new or other version by following the 
copying and pasting steps above. The entire box can be highlighted or selected and then copied and 
pasted to the revised tab. 
 
Daily Tabs:  
Data cannot be transferred from the previous version of the tool. Information on these tabs must be must 
be reselected. 
 
The above steps may be used for the Breakfast Certification Tool Worksheets as well to facilitate 

the data entry process. 
 
Simplified Nutrient Assessment Tab: 
 
Main Dish information in columns M2-M5 and Other item information in columns O1-O4 may be copied 
and pasted to the new or other version.  
 
Step 1: Select/Highlight the information in columns M2-M5 in the Main Dish Section. Note that information 
in column M1 is already populated from the All Meals tab. Only columns M2-M5 should be selected. 
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Step 2: Step 2: Right click and select copy, use the copy button from the top tool bar in Excel, or click the 
CTRL key and “c” key together to copy. There will be a moving dotted line around the 3 columns. This 
mean the cell contents are activated to be copied. 
 
 
Step 3: Open the new or other version of the Certification tool. Put your cursor in the first open row in 
column M2. 
 

 
 
Step 4: Right click and select paste, use the tool bar at the top of Excel or click the CTRL key and letter 
“v” keys together to paste the copied data into the revised tool. Columns M2-M5 in the revised version 
should now be populated with the data from the previous version of the Certification Tool. 
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The same steps may be followed to copy and paste data from the previous version to the new or other 
version for columns O1-O4 in the Other Items information section. 
 

 
 

Options for the fruit, vegetable, and milk assessment must be reselected. 


