DIRECT CERTIFICATION – IF ALL ELSE FAILS
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. Minimize file.

3. Open the Conversion Formula excel file. This is available on our website under Direct Certification.
4. Go to Row 1 column P, Click in the box that has “0000” in it, (there will be a huge equation in the function box)  go to the toolbar and select COPY, minimize file

ON THE DISTRICT FILE:

5. Maximize the districts file and click in the row 1 column “P” box, go to EDIT and select PASTE. Keep this box selected and use the up and down arrows on the right of the screen to scroll down. 
6. Go to the last row in file that has entered data and hit the SHIFT button and click the mouse at the same time. The entire “P” column should be highlighted. Do not click off of this, keep the entire column selected.
7. Hit the CTRL and the “D” at the same time, the formula should have copied all the way down. Keep the entire column selected.
8. Hit the CTRL and “C” at the same time to copy (there should be a fuzzy line surrounding the entire “P” column).
9. Go to the “start” button and select “Run”, type in “notepad” and click on OK.
10. Hit CTRL and “V” at the same time to paste data in the notepad. 

11. Save the txt file as DISTRICT.txt, save on desktop.

12. Open the Direct Certification test program using your user name and password, select upload district file, click on the browse button, navigate to your desktop and then to the DISTRICT.txt file, highlight it and click on open.

13. Click on “Upload File”

14. Wait for file to finish uploading.  Using the error report to go from there. 

