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While working in a spreadsheet we recommend that you:

1- Save the spreadsheet as Excel/Sheets with all directions and headers

2- Cut these (directions & header rows) and paste them to a new worksheet in the file for reference

3- BEFORE saving as CSV ensure there are no blanks cells;
a. Find the first empty column to the right, select multiple blank columns and delete them.
b. Find the first empty row at the bottom, select multiple blank rows and delete them.

4- Save again as CSV

5- If you are loading the data next, keep the original file open.

6- If you need to re-open the CSV, date formats are very likely to revert back to MM/DD/YY

Comma-separated values (CSV) is a text file format that uses commas to separate values. A CSV file
stores tabular data (numbers and text) in plain text, where each line of the file typically represents one
data record. Each record consists of the same number of fields, and these are separated by commas in
the CSV file. Wikipedia

LO errors are frequently easy to identify by viewing the CSV file as the raw data.
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Need help? Call: 631.218.4134 email: NYCCharterData@esboces.org


https://en.wikipedia.org/wiki/Comma-separated_values#:~:text=Comma%2Dseparated%20values%20(CSV),commas%20in%20the%20CSV%20file.
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The MOST common import error is a CSV file with blank cells:

1. Rows at the bottom will create a message about the DISTRICT CODE

Cause: tapping in a cell of a row below the last row of data in Excel or Sheets.
FIX: delete all rows of only commas in the CSV or blank rows at the bottom in Excel or Sheets.
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+oeee [DC2401: The District Code selected on the Import Screen does not match the District Code listed in the file: . The validation
rocess cannot continue until all the records in the import file match your selected district.
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2. Extra commas at the end of a record(s).

Cause: tappingin a cell of a column beyond the last required field, off to the right in Excel or Sheets.
Fix: Delete the extra commons at the end of EACH row. Easiest to clean up in Excel or Sheets.

CSV files can have fewer columns/commas at the end of a row but not more. Knowledge of the eScholar
templates may help your understanding of this. All Templates.

S‘DD:LDDD:L! DDDD! 9D0?544?4!2D23_D9_0?!!!!P!2D24_D6_3D!!!IN!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

50010001,0000,534432599,2023-09-07,,,,PRSNT-IN,2024-06-30,,,IN, rrrrrrrrrorerororrrorererers
90010001,0000,534506285,2023-09-07,,,,PRSNT-IN,2024-06-30, ;s IN; s rrrrrerrr o r e rerererorererers
90010001, 0000, 934573547,2023-09-07,,,,PRSNT-IN,2024-06-30, sy IN, s rrrrr s rrrsrsrersrsrscesroresrs
90010001, 0000,934577548,2023-09-07,,,,PRSNT-IN,2024-06-30, sy IN, s rrrrr o rrrer s rersrsrecrsroress
50010001,0000,5934581072,2023-09-07,,,,PRSNT-IN,2024-06-30,,,IN,, rrrrrrrrrorerorerrrorererers
90010001,0000,5934€12158,2023-09-07,,,,PRSNT-IN,2024-06-30, ;s IN; s rrrrrerrr o r e rerererorererers
90010001, 0000,934613354,2023-09-07,,,,PRSNT-IN,2024-06-30, sy INy s rrrrr o rrrsrsrersrsrsssroresrs
90010001, 0000,9036€16651,2023-09-07,,,,PRSNT-IN,2024-06-30, sy IN, s rrrrrorrrerrrersrsrersroress

Need help? Call: 631.218.4134 email: NYCCharterData@esboces.org


https://nyccharterdatacentral.esboces.org/Resources/Templates
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3. Bad Dates -ALL dates must be in the format of YYYY-MM-DD. Accuracy can be ensured with
custom formats in Excel and Sheets.

General -

.0 .00
$ - % ) {._EIEI =0 ? »

Fermat Cells

Number = Mumber  Alignment  Font Border Fill Protection

LCategory:

General Sample
Mumber
Currency

Accountin

Time
Percentage
Fraction
Scientific
Text
Special
Custom

March 14, 201

Locale (location):

English (United States)

Change LOCALE to English UK
If 2012-03-14 is not visible for US.

Date formats display date and Time serial numbers as date values, Late Tormats that Degin wir
an asterisk [*] respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

Format Extensions  Help
| € Them ~[w]+ 8 7 = A ' % B - W~ J
W3 Number = Autarmatic
B Text ot Plmnin text
B Alignment -
ol Wrapping . Number 1,000.12 6/30/2024
- 6/30/2024
v Rotation o Percent 1012 6/30/2024
E Sclantfic 1.01E4+020 6/30/2024
YT Font sizw . 6/20/2024
s > 6/20/2024
#4 Merge calle - Acgounting POV 8/30/2024
G Financial 1,000.12) BI30/2024
oogle Sheets @ o T Aice ey S
OO O TR 6/30/2024
Q@ Alternaung colors Currency roundwed %1,000 6/30/2024
= 6/30/2024
= Clear tormattina Ctriy o Date b /26/2008 6/20/2024
Ti 6/20/2024
e 59.00 PM 9 5 0
Custom date and time formats x e . B/30/2024
Date time 9/20/2080 15:59:00 6/30/2024
’ ~ 6/30/2024
Month (A) = Day (Tuesday) - Apphy Duration 24.01.00 6/30/2024
Year (1930) = 6/30/2024
2008-09-26 6/30/2024
PR Vaisa. b 6302024
204.050
B/20/2024
/51930 o 1230 B/30/2024
6/30/2024
B—— Adorinad
Custom date and time 6/30/2024
1930-08-08 Custom number format 32024
6/30/2024

Need help? Call: 631.218.4134 email: NYCCharterData@esboces.org
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Creating a CSV in Sheets

Google Sheets

Untitled spreadsheet & m &
Edit View Insert Format Data Tools Extensions Help

mn

Q umy New > 090 123 | Defaul. ~

Open Ctrl+0

Ll
Import o B

1 Make a copy 9/7/2023

2 9/7/2023

3 — . 972023

4 9/7/12023

5 ail . 9/7/2023

6

. & Download Excel (.xIsx)

8 t(

: . OpenDocufhent (.ods)

= ae e PDF (.pdf)

1 P |

2 (&, Add shortcut to Drive weteg )

13 Comma Separated Values (.csv)

Move to trash

Need help? Call: 631.218.4134 email: NYCCharterData@esboces.org



