MAKING SURE THAT YOU HAVE THE INFORMATION YOU NEED BY CREATING A SPREADSHEET FROM VOCED3/7

Ask your SIMS Coordinator for the VOCED3 or a VOCED.bld.  Be sure to let them know that you don’t need a printout.  When the VOCED3 or 7 is built, a group of files is formed.  You will need the file with the extension .voc.  

Use this process:

· Open Microsoft Excel

· Go to File – Open

· Look in  (Wherever you have put the .voc file)

· At the spot where it says Files of Type, select All Files

· Highlight the .voc file and click Open

· This will open Text Import Wizard

Be sure that the radio button beside Fixed Width is on, and then click Next

· To create a break line, click where you want a break

· To delete a break line, double click on it

You will need a break line at these places:

· After school code, 

· Before year

· After year

· After social security #

· After ID #

· After name

· After whole address (you may have to remove some breaks in the address)

· After phone #

· After birth date

· After gender

· After race

· After grade level

· After instructional setting

· After next letter (y or n)

· After None (or handicap)

· After next 3 spaces (Grade Point Average)

· After next 4 spaces (Course of Study)

· Between next single spaces  (4)  either y or n

· After course code (there will be several of these)

· After next 3 letters 2XS (or something similar)

· Between next 3 (will be y or n)

· Before and after MS

· Ignore numbers (I don’t know what they mean)

Click Next

Be sure that the radio button beside General is on, and then click Finish.

This will create the spreadsheet.

Click in the first block then Select Insert Row

This will create a row for your headings.  Fill in this row as shown on the sample.

Adjust column width

Select File – Save

Select the location where you want your file to save

File name I usually name it (School) Whole Spreadsheet (year)

Save As:  Microsoft Excel Workbook

Click Save

You now have a spreadsheet with all the information from the VEIS report.  This can be used for many purposes.

To create spreadsheet you can use, Open the file, as soon as you open it, select SAVE AS and save the file as (school name year) or whatever you want.

Delete the rows you won’t need for special populations information.  Highlight the row and select Edit, Delete.  You will not need the following columns.

Whatever

Address

Phone

Birth Date

Setting

Any blank columns

MS column

Column with unusual numbers

You can sort many ways and save spreadsheets with whatever information you need.

For example:  Sort by Handicap

Go to DATE – Sort

Sort by Handicap Ascending

Then by Name Ascending

Arrow down till Handicap is NONE, click in the # block on that row, hold down shift then arrow down until the next handicap shows up, when all rows with NONE are highlighted, Select Edit – Delete

You now have a file with just handicapped students

Go to File, Save As (school)(year) Handicapped Only

I realize that these instructions are complicated.  Call me if you need help.

