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Overview

This guide will help you format your student information so that you can easily upload your students each year. We are using
Excel 2013, most excel versions are very similar, but if you run into problems see our troubleshooting section at the end of the

guide to help you with any version or program specific differences.

Get the Bulk Upload Template

Login to STARS

On your school page go to ‘New Student Imports’

Click ‘Download a template’

el A

This will be used in our final step to make sure our headings are exactly what they need to be

Format Your Student Information

Get Your Student Information
Download your student information and open it. Delete any columns that have information that is not included in the ‘Bulk

Upload Template’. If the birthdate is formatted as one column of information, follow the steps listed in ‘Split the Birthdate

Column’, otherwise move on to ‘Match the Template’.




Split the Birthdate Column

The template requires three columns for the birthdate information; Year, Month and Day. This will help you create them
without having to manually type them for each student.

1. Add two blank columns after the Birthdate column

2. Select the entire column of birthdates by clicking on the letter above it

H 9 < Example_Student_Data.csv - Excel
G HOME  INSERT  PAGELAYOUT  FORMULAS = DATA  REVIEW  VIEW  ADD-INS  ACROBAT  QuickBooks

(2] Connections Clear ] ’_E‘ E_a =/ E*D E‘ <0 Show Detail
[‘:3’ I:E D} D “Té Properties Reapply E= - g 7 Hide Detail
From From From From Other  Existing  Refresh K 7| Set  Filter Tetto Flash Remove  Data  Consolidate What-lf Relztionships  Group Ungroup Subtotal
Access Web Tedt Sources™ Connections  All- Edit Links VoAdvanced  Columns Fill  Duplicates Validation * Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools Outline i)
D1 - Birth Date
A 8 c E F G H | J
1 |First Name Middle Initial  Last Name Gender Year of Entry into Grade 8
2 |Martha Snyder 8/29/2016| Female 2012
3 |Margaret Howell 8/1/2016| Female 2012
4 [sohn Thompson 12/24/2015| Male 2012
5 |Pamela Crawford 11/30/2015| Female 2012
6 [Richard Ruiz 5/9/2016| Male 2012
7 |Charles Foster 10/3/2015 Male 2012
8 |Clarence Richards 12/6/2015| Male 2012
9 [Helen Wallace 5/31/2016| Female 2012
10 [Antonio Baker 10/16/2015| Male 2012
11Bruce Rivera 8/29/2018) Male 2012
12 1phillin Mever ala/oms| Male w2

3. Atthe top go to ‘Data’ and select ‘Text to Columns’ (if your version of excel or program you open your file in does not
look like this, see the troubleshooting section at the end of this guide)

H ©- =
HOME INSERT PAGE LAYOUT FORMULAS @ REVIEW VIEW ADD-INS ACROBAT QuickBooks
3 [=] Connectrs ] Clear ) E_a ?/@ E*D E’? (-Z[ B Show Detail
= Properties Reappl: s Hide Detail

From From From From Other  Eisting  Refresh ) 7] Set  Fiter Tetto Flsh Remove  Data  Consolidate What-ff Relationships  Group Ungroup Subtotal

Access Web Text Sources~  Connections Al Edit Links Vo advanced Columns Jill  Duplicates Validation - Analysis - - -

Get External Data Connections Sort & Filter Data Tools Outline i)
D1 - fi | mirthpate
A B c D E F G H | ]

1 |First Name Middle Initial  Last Name Birth Date Gender Year of Entry into Grade 8
2 |Martha Snyder 8/29/201 2012

3 |Margaret Howell 8/1/201¢ 2012

4 |john Thnmpsnn 12/24/2013 The Text Wizard has determined that your data is Delimited. 2012

5 |Pamela Crawford 11/30/2015 If this is correct, choose Next, or choose the data type that best describes your data. 2012

6 |Richard Ruiz 5/9/2018| Original data type 2012

7 |Charles Foster 10/3/2015 Choose the file type that best describes your data: 2012

8 |Clarence Richards 12/6/2015 {Delimited: - Characters such as commas or tabs separate each field. 2012

9 |Helen Wallace 5’31’201 Fixed width - Fields are aligned in columns with spaces between each field. 2012

10 |Antonio Baker 10/16/2015 2012

11 |Bruce Rivera 8/29/201¢ 2012

12 |phillip Meyer 9/6/2015 2012

13 |Robert Johnson 11/30/2013 2012

14 [Michelle Cox 6/12/2018  Preview of selected data: 2012

15 |Gloria Garza 9/12/2013 - N 2012

16 [Donna Scott 5/8/2016 Pt 2012
17|loe Hicks 4/8/2018| [abr1/2016 2012

18 [ose Campbell 12/8/201 Ej sy . 2012

19 |Andrea Butler 12/9/2019 2012

20 |Eric Garcia 8/8/2016 2012

21 |Terry Arnold 4/6/201¢ cancel Ba Finish 2012

22 |Christina Reid 9/6/201 2012

23 |Kenneth Watkins 11/16/2015| Male 2012

4. Make sure ‘Delimited’ is selected and click ‘Next >’



5. Change the ‘Delimiters’ to ‘Other’ and input the character that is separating the month day and year. In my case it is a

‘/’, but yours may be a ‘-‘. After you put in the separating character check the ‘Data preview’ box to ensure you now

have three columns like | do in the following picture and then go to ‘Next >':

This screen lets you set the delimiters your data contains. You can see how your text is affected
in the preview below.

Delimiters

[]71ab

[] semicalon [] Treat consecutive delimiters as one
D Comma

- Text gualifier: |~
[]space E

Other: |/

Data preview

irth Date

~

9 ale

o1&

2 4 015
a 015 W
Cancel || < Back || Next > || Finish

6. Make sure the ‘Column data format’ for each column is ‘Text’.

a. Youcan click in the ‘Data preview’ box to select each column and make the changes.

This screen lets you select each column and set the Data Format.

Calumn data format

Pam—— ‘General’ converts numeric values to numbers, date values
@ to dates, and all remaining values to text.
) Date: | MDY v

D Do not import column (skip)

Destination: | sD%1

Data preview

>

Cancel || < Back ext =




b. Once yours is set up like mine, you can select ‘Finish’

This screen lets you select each column and set the Data Format.
Column data format
General

‘General’ converts numeric values to numbers, date values
to dates, and all remaining values to text.

Date: MDY W Advanced...

Do not impart column (skip}

Destination: | SD%S1

Data preview

(=¥ 4]
Birth Date
]
=]
Lz
L1
£

7. Your document should now look similar to the one below (if it doesn’t, see the troubleshooting section at the end of

the guide)

H - = Example_Student Data.csv - Excel
EEl  -OME  INSERT  PAGELAYOUT  FORMULAS | DATA  REVIEW  VIEW  ADD-INS  ACROBAT  QuickBooks

gleln B B o Y s B BR X B~ B W W

From From From From Other  Bxisting  Refresh F!D‘}m:; z| Sot  Fitter eapp! Tetto Flssh Remove  Data  Consolidate Whatcff Relationships  Group Ungroup Subtotal
Access Web Test Sourcesw  Connections  All+ Edit Links ToAdvanced  Columns  Fill  Duplicates Validation = Analysis - - -
Get External Data Connections Sort & Filter Data Tools Outline E]
D1 - Jfr | sirthpate
A B C E F G H | 1]
1 |First Name Middle Initial Last Name Gender Year of Entry into Grade 8
2 |Martha Snyder 2016 Female 2012
3 |Margaret Howell 2016 Female 2012
4 |John Thompson 2015 Male 2012
5 |Pamela Crawford D015 Female 2012
6 [Richard Ruiz 016 Male 2012
7 |Charles Foster D015 Male 2012
8 |Clarence Richards 2015 Male 2012
9 2016 Female 2012

r.

Helen Wwallace



Match the Template
Format Header Names
The bulk upload feature in STARS only accepts .csv documents that have headers exactly matching the template.
1. Rename the headers to be the same as what is in the ‘Bulk Upload Template’ that was downloaded earlier. It’s
recommended to copy and paste to ensure they are identical. (Gender was not changed in this guide, be sure to

change all headers to match the template!)

H o s Example_Student_Data.csv - Excel
[ OME  INSERT  PAGELAYOUT  FORMULAS | DATA  REVIEW  VIEW  ADD-NS  ACROBAT  QuickBooks

% I:‘; [‘E D} D rg@Cmnections ?l Y Clear E’E E_E é E"D ,:\‘? —) (—Z[ %

From From From From Other  Busting  Refresh — 7" z| Sort  Fiter feopr! Teto Pt Remove  Dets  Consolidate Whatdf Relstionshie  Group Ungroup Sublotel
Access Web Test Sourcesw Connections  Allv Edit Links h Vo Advanced  Columns  Fil  Duplicates Validation = Analysis - - -
Get External Data Connections Sort & Filter Data Tools Outline 5
D1 - JSr | month of girth (M)
A B c D E F G H | J
1 |First Name Middle Initial Last Name Month of Birth (MM) Day of Birth (DD} Year of Birth (YYYY) |Gender Year of Entry into Grade 8
2 |Martha Snyder ] 29 2016 Female 2012
3 |Margaret Howell s 1 "2016 Female 2012
4 |John Thompson 12 24 "2015 Male 2012
5 |pamela crawford 11 30 015 Female 2012
6 |Richard Ruiz s % "2016 Male 2012
7 |Charles Foster 10 3 2015 Male 2012
3 |Clarence Richards 12 % 72015 Male 2012
9 |Helen wallace :5 :31 :2016 Female 2012



Format Header Positions
Move the columns to match the order they are in the template. (You may need to move different columns, but the same

process can be applied to any column.)

1. Select the column you need to move, right click on the letter of the column and choose ‘Cut’

H ©- = Example_Student_Data.csv - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS ACROBAT QuickBooks
alla - - =1
§§,Cut Calibri 1A = %Wrap Text General - | i)’l MNormal Bad
2 Copy ~
Paste . . . rl===|é&a= . . <o oo Conditional Format as lzl Explanatory ...
*  Format Painter I u b A === &= Merge & Center $-% » W Formatting = Table - ! ’
Clipboard F} Font r] Alignment ) Number ) Calibri = |11 | A" A7 $ -0 s E Style
F1 - e || vearofgirth fyvyy) B I=oH A -9 8w
A B C D E F - H
S Cut |
1 [First Name Middle Initial Last Name Month of Birth (MM) Day of Birth (DD} Year of Birth (¥ % Cut Year of Entry into Grade 8
2 |Martha snyder 3 23 (B3 Copy 2012
3 |Margaret Howell 3 1 | iy Paste Options: 2012
4 John Thompsaon 12 24 | ‘I'] 2012
5 [Pamela Crawford 11 30| | 2012
& |Richard Ruiz 5 9 | Pestepecial. 2012
7 |Charles Foster 10 3 | Insert 2012
& |Clarence Richards 12 6 | Delete 2012
8 |Helen Wallace 5 31 | Clear Contents 2012
10 |Antonio Baker 10 16 | 2012
11 |Bruce Rivera 8 29 | ) Eormat Cells. 2012
12 | phillip Meyer 9 5 | Column Width... 2012
13 |Robert Johnson 11 30 | Hide 2012
14 |Michelle Cox 6 12 | Unhide 2012
15 |Gloria Garza 9 12 el 2012
16 INanna Sentt 5 &l 1999|Female 2017

2. Right click on the letter of the column you would like to insert the column that was selected in the last step and select

‘Insert Cut Cells’

E -2~ s Example_Student_Data.csv - Excel

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS ACROBAT QuickBooks

s, . -

0 % Cut Calibri BV Ee Wrap Text General - — _# | Normal Bad Go

ER Copy -

Paste - . . - - «o0 .00 Conditional Format as IZI Explanatory ... |In

. ~ Format Painter I u D A Merge & Center $-% + 51 Formatting -~ Tabe- planatory 4

Clipboard [F] Font [F] Alignment Calibri <|11 - A. A' $ -0 s E Styles
D1 - Jx || month of Birth (M) B I=2-A -0 0
A B C D - F G H |
— o S S —

1 |First Name Middle Inftial Last Name Manth of Birth (M % Cu Year of Birth (YYYY} 1Gender (M/F) Year of Entry into Grade 8
2 |Martha Snyder _E@ Copy 9 1999 Femnale 2012
3 [Margaret Howell | ‘D Paste Options: 1 1999 Female 2012
4 [lohn Thompson | “D 1 1999;Male 2012
5 [Pamela Crawford 0 19931Female 2012
6 |Richard Ruiz | "5 19391Male 2012
7 |Charles Foster | Insert Cut Cells 3 1999 Male 2012
8 |Clarence Richards | Delete 51 1999, Male 2012
9 |Helen Wallace Clear Contents 1 1999;Female 2012
10 |Antonio Baker | B 19391Male 2012
11 [Bruce Rivera _ Format Cells.. 9 19991 Male 2012
12 | Phillip Meyer | Column Width... g, 1999 Male 2012
13 |Robert Johnson | Hide 1] 1999 Male 2012
14 |Michelle Cox | Unhide 2] 1399iFemale 2012
15 |Gloria Garza -;I 12, 19991Female 2012




3. Thisis the result:

E - - Example_Student_Data.csv - Excel

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS ACROBAT QuickBooks
] &Cut i | =

Calibri -l - A A == #- EfWrapText General - E‘J Normal

Paste B Copy - ay == &= 3= o0 oo Conditional Farr:;t as lzl Explanatory E

o Sormatpainter © 1 U7 " N S5 ElMegefiCenter - § - % 0 W53 Formatting *  Table - ey

Clipboard [F] Font [F] Alignment [F] Number [F]
D1 - f | vearofBirth (rrvy)
A B C D E F G

1 |First Name Middle Initial Last Name Year of Birth (YYYY) |Month of Birth (MM) Day of Birth {DD) Gender (M/F) Year of Entry into Grade 8
2 |Martha Snyder 1999 8 29 Female 2012
3 |Margaret Howell 1999 8 1 Female 2012
4 [John Thompson 1999 12 24 Male 2012
5 [Pamela Crawford 1933 11 30 Female 2012
6 |Richard Ruiz 1933 5 9 Male 2012
7 |Charles Foster 1933 10 3 Male 2012
8 [Clarence Richards 1933 12 6 Male 2012
9 |Helen Wallace 1933 5 31 Female 2012

4. Repeat as necessary until your columns are in the same order as the ‘Bulk Upload Template’



Final Steps

1. Double check that all the column headers are the same as the template in both name and position

2. Ensure the data in each column matches what is expected in the template (Female vs F, Mar vs 3, etc.)

3. Make sure the file is saved as a .csv file. There are a few different ways to do that, here are two:

a.

C.

Under File->Export->Change File Type Select ‘CSV (Comma delimited) (*.csv)’

New

Open

Save

Save As

Save as Adabe

PDF

Print

Share

Export

Close

Account

Options

Add-Ins~

Save As
&8s OneDrive
El:l Computer

== AddaPlace

Export

Create Adobe PDF

Create PDF/XPS Document

k% Change File Type

T

Organize =

8 This pC
i Desktop

b Music
| Pictures
H Videos

iy 05(Ca

€ Network

' Hide Folders

2] Recent places A

Authors:

Example Student_Data.ssx - Excel

Change File Type
Workbook File Types
-] Warkbook (*xisq)

5=t Exced 97-2003 Workbox
-] Uses the Excel Spreadsheet format BEE s the Excer 07-203 nat
OpenDocument Spreadsheet (*.0ds) m— Template ("t
g JpenDocument Spreadsbect.  NEL Stating poie ot new spreadsheets

Other File Types

Text (Tab delimited) (")

CSV (Comma delimited) (".csv)
Test format separated by tabs a

Text format separsted by commas

g Formatted Text (Space delimited) (*.prn)

Text format separated by spaces

Save as Another File Type
H.

B.

Save As

| Documents

18 Downloads

¥ data (\SVRBCS,

x

JJ « STARS » Bulk Upload Guide v| ¢ | | search Bulk Upload Guide »

New folder = @

Name Date modified Type Size

Example_Student_Dataxisx 9/1/2016 10:04 AM  Microsoft Excel W... 12K
v < >

File name: | Example_Student Data.xlsx "
Save as type: | Excel Workbook (*.xdsq v

Excel Workbook (*xIs)
Excel Macro-Enabled Workbook (*xlsm)
Excel Binary Workbook (*xsb)

Excel 97-2003 Workbook (*xls)

XML Data (*xml)

Single File Web Page (*:mht;*.mhtmi)
Web Page (* htm;*.htmi)

Excel Template (*xitx]

Excel Macro-Enabled Template (*.xitm)
Excel 97-2003 Template (*.xit)

Text (Tab delimited) (*.txt)

Unicode Text (*.bx)

XML Spreadsheet 2003 (*xml)

Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (*.0xt)

Text (MS-DOS) (*.bd)

CSV (Macintesh) (*.csv)

CSV (MS-DOS) (*.csv)

DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*:slk)

Excel Add-In ("xlam)

Excel 97-2003 Add-In (*xla)

PDF (*.pdf)

XPS Document (*.xps)

Strict Open XML Spreadsheet (*.xisx)
OpenDocument Spreadsheet (*.ods)

Microsoft Excel 5.0/95 Workbook (*.xls)
CSV (Comma delimited) (*.csv)

You will likely get a popup like the one below. Select ‘Yes’

Some features in your workbook might be lost if you save it as CSV [Comma delimited).

Do you want to keep using that format?




Troubleshooting

‘There’s already data here. Do you want to replace it?’
This will pop up after you try to separate the birthdate from one column to three if there are no blank columns to the right of

it. Go back to Step 1 Part B.

My problem isn’t in this guide

Please email info@bcschoolsports.ca with the problem you are having. If you can, include a screenshot of your data and/or

the error you are receiving and we will be happy to help you. We can then add the solution into this guide for the benefit of

everyone.


mailto:info@bcschoolsports.ca

