
1Format File

• Open the .csv in Excel.

• If prompted, do not convert data.

• Do not change the content of the 
header rows. (Column widths can 
be adjusted.)



2

LEA ID



3Format Spreadsheets – LEA ID

Excel (Format > Format Cells)

• Click on the Column letter (ex: C) to select the column that needs to be 

formatted.

• Format > Format Cells



4Format Spreadsheets – LEA ID

Excel (Format > Format Cells)



5Format Spreadsheets – LEA ID

Excel (Format > Format Cells)

• Select Custom

• Under Type, enter “0000”

• Select OK



6

School ID



7Format Spreadsheets – School ID

Excel (Format > Format Cells)

• Click on the Column letter (ex: C) to select the column that needs to be 

formatted.

• Format > Format Cells



8Format Spreadsheets – School ID

Excel (Format > Format Cells)



9Format Spreadsheets – School ID

Excel (Format > Format Cells)

• Select Custom

• Under Type, enter “0000-000”

• Select OK



10

MSIS IDs



11Format Spreadsheets – MSIS IDs

Excel (Format > Format Cells)

• Click on the Column letter (ex: C) to select the column that needs to be 

formatted.

• Format > Format Cells



12Format Spreadsheets – MSIS IDs

Excel (Format > Format Cells)



13Format Spreadsheets – MSIS IDs

Excel (Format > Format Cells)

• Select Custom

• Under Type, enter “000000000”

• Select OK
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Date



19Format Spreadsheets – Date

Excel (Format > Format Cells)

• Click on the Column letter (ex: C) to select the column that needs to be 

formatted.

• Format > Format Cells



20Format Spreadsheets – Date

Excel (Format > Format Cells)



21Format Spreadsheets – Date

Excel (Format > Format Cells)

• Select Custom

• Under Type, enter “mm/dd/yyyy”

• Select OK



34

Document Type

IEP 1



35Format Spreadsheets – Document Type IEP 1

Excel (Format > Format Cells)

• Click on the Column letter (ex: C) to select the column that needs to be 

formatted.

• Format > Format Cells



36Format Spreadsheets – Document Type IEP 1

Excel (Format > Format Cells)



37Format Spreadsheets – Document Type IEP 1

Excel (Format > Format Cells)

• Select Custom

• Under Type, enter “00000”

• Select OK



38

Document Type

IEP 2



39Format Spreadsheets – Document Type IEP 2

Excel (Format > Format Cells)

• Click on the Column letter (ex: C) to select the column that needs to be 

formatted.

• Format > Format Cells



40Format Spreadsheets – Document Type IEP 2

Excel (Format > Format Cells)



41Format Spreadsheets – Document Type IEP 2

Excel (Format > Format Cells)

• Select Custom

• Under Type, enter “00000”

• Select OK



42

Document Type

Transition



43Format Spreadsheets – Document Type Transition

Excel (Format > Format Cells)

• Click on the Column letter (ex: C) to select the column that needs to be 

formatted.

• Format > Format Cells



44Format Spreadsheets – Document Type Transition

Excel (Format > Format Cells)



45Format Spreadsheets – Document Type Transition

Excel (Format > Format Cells)

• Select Custom

• Under Type, enter “00000”

• Select OK



54Format File

• Open the .csv in Google Sheets.

• If prompted, do not convert data.

• Do not change the content of the 
header rows. (Column widths can 
be adjusted.)



55

LEA ID



56Format Spreadsheets – LEA ID

Google Sheets

• Click on the Column letter (ex: C) to select the column that 

needs to be formatted.



57Format Spreadsheets – LEA ID

Google Sheets (Format > 

Number > Custom Number 

Format)

• Click on Format in the Menu bar

• Select Number, then Custom 

number format



58Format Spreadsheets – LEA ID

Google Sheets (Format > 

Number > Custom Number 

Format)

• In the Custom number formats 

box, type “0000”

• Select Apply



59

School ID



60Format Spreadsheets – School ID

Google Sheets 

• Click on the Column letter (ex: C) to select the column that 

needs to be formatted.



61Format Spreadsheets – School ID

Google Sheets (Format > 

Number > Custom Number 

Format)

• Click on Format in the Menu bar

• Select Number, then Custom 

number format



62Format Spreadsheets – School ID

Google Sheets (Format > 

Number > Custom Number 

Format)

• In the Custom number formats 

box, type “0000-000”

• Select Apply



63

MSIS IDs



64Format Spreadsheets – MSIS ID

Google Sheets 

• Click on the Column letter (ex: C) to select the column that 

needs to be formatted.



65Format Spreadsheets – MSIS ID

Google Sheets (Format > 

Number > Custom Number 

Format)

• Click on Format in the Menu bar

• Select Number, then Custom 

number format



66Format Spreadsheets – MSIS ID

Google Sheets (Format > 

Number > Custom Number 

Format)

• In the Custom number formats 

box, type “000000000”

• Select Apply



70

Date



71Format Spreadsheets – Date

Google Sheets

• Click on the Column letter (ex: C) to select the column that 

needs to be formatted.



72Format Spreadsheets – Date

Google Sheets (Format > 

Number > Custom Date and Time)

• Click on Format in the Menu bar

• Select Number, then Custom 

date and time



73Format Spreadsheets – Date

Google Sheets (Format > 

Number > Custom Date and Time)

• In the Custom date and time 

formats box, notice the default 

setting



74Format Spreadsheets – Date

Google Sheets (Format > 

Number > Custom Date and Time)

• In the format options, select 

“8/5/30”



75Format Spreadsheets – Date

Google Sheets (Format > 

Number > Custom Date and Time)

• In the Month drop down, select 

Month with leading zero (08)



76Format Spreadsheets – Date

Google Sheets (Format > 

Number > Custom Date and Time)

• In the Day drop down, select 

Day with leading zero (05)



77Format Spreadsheets – Date

Google Sheets (Format > 

Number > Custom Date and Time)

• In the Month drop down, select 

Full numeric year (1930)



78Format Spreadsheets – Date

Google Sheets (Format > 
Number > Custom Date and Time)

• Ensure the custom date and 

time selections reflect:

• Month (08)

• Day (05)

• Year (1930)

• Select Apply



86

Document Type

IEP 1



87Format Spreadsheets – Document Type IEP 2

Google Sheets 

• Click on the Column letter (ex: C) to select the column that 

needs to be formatted.



88Format Spreadsheets – Document Type IEP 1

Google Sheets (Format > 

Number > Custom Number 

Format)

• Click on Format in the Menu bar

• Select Number, then Custom 

number format



89Format Spreadsheets – Document Type IEP 1

Google Sheets (Format > 

Number > Custom Number 

Format)

• In the Custom number formats 

box, type “00000”

• Select Apply



90

Document Type

IEP 2



91Format Spreadsheets – Document Type IEP 2

Google Sheets 

• Click on the Column letter (ex: C) to select the column that 

needs to be formatted.



92Format Spreadsheets – Document Type IEP 2

Google Sheets (Format > 

Number > Custom Number 

Format)

• Click on Format in the Menu bar

• Select Number, then Custom 

number format



93Format Spreadsheets – Document Type IEP 2

Google Sheets (Format > 

Number > Custom Number 

Format)

• In the Custom number formats 

box, type “00000”

• Select Apply



94

Document Type

Transition



95Format Spreadsheets – Document Type Transition

Google Sheets 

• Click on the Column letter (ex: C) to select the column that 

needs to be formatted.



96Format Spreadsheets – Document Type Transition

Google Sheets (Format > 

Number > Custom Number 

Format)

• Click on Format in the Menu bar

• Select Number, then Custom 

number format



97Format Spreadsheets – Document Type Transition

Google Sheets (Format > 

Number > Custom Number 

Format)

• In the Custom number formats 

box, type “00000”

• Select Apply
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