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Y v
In troduction el
This user guide describes how to set up a worksheet that Home A i i doldiiioss
will contain data for more thanonevyear. | t 6 s advi s ab |l @&ficetsitton
append all of your data befor 6groomingé takes |l ace t
ensure consistent results and reduce steps. . Chek here 1h Oper, save, i B,
and to see everything else you can

Opening and  Joining Text Files

Open Excel andfr o m E xOffieelBéton,s el e c t

do with your document.
Cli

60pe
1
=
T &) Press F1 for more help.

Open

Look in:

‘ () Assessment Analysis Sheets

v] @@ % i@~

Locate, and open an MCA I, text data file.
Thi s s houtkfiledMCT araExakl.

6 . Xile!s 6

@ Recent

@ Deskkop

Qp
Documents

Computer
‘—d My Network.
Places

Note: You can open/append files in any
order. Methods described here reflect
personal preference.

Name Size | Type Date Modified
D)Local File Folder 7j2{2008 6:59 AM
(2)One Touch Data Grooming v1.4 File Folder 71912008 2:46 PM
C)State File Folder 4/912008 9:32 AM

2,160KB  Text Document 4/10/2008 2:28 PM

1,997 kB
1,672KB

33KB
1,075 KB

Text Document

Microsoft Office Excel 9...
Microsoft Office Excel 9...
Microsoft Office Excel 9...

4/10/2008 2:26 PM
5/1/2008 7:37 AM
4/29/2008 4:18 PM
4/18/2008 10:36 AM

@j2007UniversaIFiIeFomat_043008.xls
IszDE Data Survey.xls
Why MCA Doesn't Compare to MCA IL.xls

File name: [

Files of type: | All Files (*.%)

Tools ~

Text Import Wizard - Step 1 of 3

Follow 3 Steps

Because the file youdll b
del imited text fileaJoudl]l
step, text import wizard.

The first step requests you to confirm whether the

text file is Delimited, or Fixed width.

Sel ect o6Delimiteddé, then |c
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The Text Wizard has determined that your data is Delimited.

é’ this iso‘or ctéhﬁsei Ne:f}'T ogchoosi thesdata tygf that fest&eﬁibes your data.
Origin: dag t

Start import at row:

: to,ego through
Choose the file type that best describes your data:

() Delimited - Characters such as commas or tabs separate each field.
O Fixed width - Fields are aligned in columns with spaces between each field.

1 ‘—;}—\ File grigin:

437 : OEM United States

Preview of file C:\Documents and Settings\Dale\Desktop\Assessment Analysis ...12007 text data.txt.

1l Test NameOTest DatelTest SubjectOTest FormOForm Nbr/PruptOFillerOTest Dif

E CA-IT 0z00704160R0A0110 07000101003001503134503802028060 iz‘
EI CA-IT 0z00704160M0A0140 07000101003001503134904202042060 B
!! CA-IT 0z00704160R0A0120 07000101003001503135703802038060 |
g CA-IT 0z00704160M0A0150 07000101003001503135704202042060 [VJ[
i',sr'l_4 . A (2]
ck ONext 0.
) (o= ]
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Ma k e
Step

sure that t
2, then cl i

The third and final step gives you the opportunity to
make any last-minute updates to the source data
characteristics.

Select ALL columns and change them from
6General 6 to
following discussion on the Data Groomer requires
loading of textual data. By changing the data type
to 6Texto6, all 1 eading
important for student State ID numbers!

Append Subsequent Data

There is more than one way to append data in
Windows, but the following method is
recommended and supported.

Last Revised - 11/17/2008

z

6Text 0. The

er

Text Import Wizard - Step 20f3
[ 1

i rk—n t o oTabo I n
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below,

Delimiters

Tab

[] semicolon [] Treat consecutive delimiters as one

[[] comma W 1

Text gualifier: v |

[[] space e

[[] other:

Data preview
est Nanme est Date [Test Subject [Test Form [Form Nbr/Prmpt [Filler est |
CA-II 0070416 1 ali]
CA-II 0070416 4 [alu]
CA-II 0070416 4 00
CA-II 0070416 s 00 [
£ >

Cancel ] [ < Back l I Next >%’I [ Finish ]

Text Import Wizard - Step 3 of 3

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

ral

O
L/

'General' converts numeric values to numbers, date values to dates, and all

® ___ remaining values to text,

Prergmgrteiniskd or t his i s because

are retained.

0€es
Data preview

Cancel ] [ < Back
12006 text data.txt =Jo&d
{55 5 = 5 O O e
20060417 M A 1 700 1 20
20060417 R A 8 700 1 20
20060417 M A 1 700 1 20
20060417 M A 1 700 1 20
20060417 M A 1 700 1 20
20060417 R A 2 700 1 20
20060417 R A 4 700 1 20
20060417 M A 1 700 1 20
20060417 M A 1 700 1 20
20060417 R A 8 700 1 20
20060417 R A 10 700 1 20
20060417 M A 1 700 1 20
20060417 R A 99 700 1 20
20060417 R A 13 700 1 20
20060417 M A 1 700 1 20
20060417 M A 1 700 1 20
20060417 R A 5 700 1 20
20060417 M A 1 700 1 20
20060417 M A 1 700 1 20
20060417 R A 15 700 1 20
20060417 R A 14 700 1 20
22 20060417 R A 10 700 1 20 ‘v
Crm 1\ 2006 text data / [<] >l

4
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Click on the menu Flombextb. 6 D

Locate the next file youdd like to append, then
click 6l mportod.

A window will pop up thalkeinquires about where youdd
to place the imported file.

Select the next ava,jadshowha cel |l in column O0Ad

the right.
Click 60OK6 to load/ append the file.

Repeat this procedure for as many files as youdd Iike to
append.
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