* Open the .csv in Excel.
* |f prompted, do not convert data.

* Do not change the content of the
header rows. (Column widths can
be adjusted.)
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Format Spreadsheets — LEA ID 3

Excel (Format > Format Cells)

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

« Format > Format Cells

[ ] @ AutoSave (D () & 9v G - Book1 @ No Label
Home Insert Draw Page Layout Formulas Data Review View  Automate Acrobat
e A cut A = =1 » ab ! ll_—!—' ' vl ==
|:| v Aptos Narrow (Bod... v | 12 v AOA =1 oS v 22 Wrap Text v General v ﬁ v Hglﬁv / v ﬁﬂ]::]v :J#LX H:H v
(3 copy v
Paste u e M A = = = = 3= [ ) <0 .00 Conditional Format Cell Insert  Delet Format
LB Foren B or U o oE v a9 = — == Merge & Center v $ v% 9 000 = Formatting as Table Styles
A B C D E F G H | J K L M N 0 P Q R S
1
2
3
4
5
6
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Format Spreadsheets — LEA ID

Excel (Format > Format Cells)

Home Insert Draw Page Layout Formulas Data Review  View Automate Acrobat

o 2(0 Cut

[~ [[3 copy v

Paste

%
<

Aptos Narrow (Bod... v 12 v ATA E) Wrap Text v General

&
<
>
<
11
1
(il
[
[

&5
< Format Merge & Center v

Al : fx

>
w
(@]
o
m
m
@
x
—
=

I

©ONO R ®NR

NRNNRE R R BB B 2 BB
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$v% 9

&
0

0
.00

v

0
=%

.00
0

E- B &8 3= [=E

Conditional Format
Formatting as Table

Cell
Styles

Insert

Z AutoSum v é\v 5

e | [ Fill v
Doletg Cell Size Lf‘
171 Row Height...
. = AutoFit Row Height E

"1 column Width...
AutoFit Column Width
Default Width...
Visibility

Hide & Unhide >
Organize Sheets
Rename Sheet

Move or Copy Sheet...
Tab Color >

Protection
EZ Protect Sheet...
v [ Lock Cell

[ B Format Cells... ]




Format Spreadsheets — LEA ID 5

Excel (Format > Format Cells) T
. Select Custom
« Under Type, enter “0000” 5 ]I
. Select OK =L

##0.00
Custom HHO_); (# ##0)
##0_): [Red] (#,##0)

###0.00_); (#,##0.00)
###0.00_); [Red] (#,##0.00)
$# ##0_); ($# ##0)

$#.##0 ):[Red1($# ##0)

Delete

Type the number format code, using one of the existing codes as a starting point.

Cancel
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Format Spreadsheets — School ID 7

Excel (Format > Format Cells)

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

« Format > Format Cells

[ ] @ AutoSave (D () & 9v G - Book1 @ No Label
Home Insert Draw Page Layout Formulas Data Review View  Automate Acrobat
e A cut A = =1 » ab ! ll_—!—' ' vl ==
|:| v Aptos Narrow (Bod... v | 12 v AOA =1 oS v 22 Wrap Text v General v ﬁ v Hglﬁv / v ﬁﬂ]::]v :J#LX H:H v
(3 copy v
Paste u e M A = = = = 3= [ ) <0 .00 Conditional Format Cell Insert  Delet Format
LB Foren B or U o oE v a9 = — == Merge & Center v $ v% 9 000 = Formatting as Table Styles
A B C D E F G H | J K L M N 0 P Q R S
1
2
3
4
5
6

+*
% MISSISSIPPI
DEPARTMERNT O3
-

EDUCATION




Format Spreadsheets — School ID

Excel (Format > Format Cells)

Home Insert Draw Page Layout Formulas Data Review  View Automate Acrobat

- X Cut N o At av = — [ ORI ab " 2 T > AutoSum v A
|:| v [‘@ . Aptos Narrow (Bod... 12 A A = B Cre 22 Wrap Text General ﬁ v @ v @ v @ v E):( v @ v = ZV v
Paste - 2t o = = = <= 3= . v © <0 .00 Conditional Format Cell Insert  Delete . L&
¥ Format B I U o A G e — Merge & center $ A ? ) =0 Formatting as Table Styles Cell Size er
1 .
P s A 1_] Row Height...
= AutoFit Row Height E
A B G D E F G H J K L M N 0 P Q R

: 1 1 Column Width...
3 AutoFit Column Width
4 Default Width...
5
j Visibility
8 Hide & Unhide >
9
10 Organize Sheets
E Rename Sheet
13 Move or Copy Sheet...
1 Tab Color >
15
16 .
17 Protection
18 EZ Protect Sheet...
- v 5 Lock Cell
21
2 B Format Cels...
23 T T T

)




Format Spreadsheets — School ID

Format Cells

Excel (Format > Format Cells)

Number  Alignment = Font  Border

Fill

Protection

e Select Custom
» Under Type, enter “0000-000” i ].
e Select OK ggg:::::c 5;120

##0.00
Custom HHO_), (#,##0)
##0_): [Red] (#,##0)

# ##0.00_): (#,##0.00)
# ##0.00_): [Red] (#,##0.00)
$#,#H#0_); ($#,#4#0)

$#.##0 ):TRed]($#.##0)

Delete

Type the number format code, using one of the existing codes as a starting point.

Cancel
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Format Spreadsheets — MSIS IDs 11

Excel (Format > Format Cells)

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

« Format > Format Cells

[ ] @ AutoSave (D () & 9v G - Book1 @ No Label
Home Insert Draw Page Layout Formulas Data Review View  Automate Acrobat
e A cut A = =1 » ab ! ll_—!—' ' vl ==
|:| v Aptos Narrow (Bod... v | 12 v AOA =1 oS v 22 Wrap Text v General v ﬁ v Hglﬁv / v ﬁﬂ]::]v :J#LX H:H v
(3 copy v
Paste u e M A = = = = 3= [ ) <0 .00 Conditional Format Cell Insert  Delet Format
LB Foren B or U o oE v a9 = — == Merge & Center v $ v% 9 000 = Formatting as Table Styles
A B C D E F G H | J K L M N 0 P Q R S
1
2
3
4
5
6
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Format Spreadsheets — MSIS IDs

Excel (Format > Format Cells)

Home Insert Draw Page Layout Formulas Data Review  View Automate Acrobat

- X Cut N o At av = — [ ORI ab " 2 T > AutoSum v A
|:| v [‘@ . Aptos Narrow (Bod... 12 A A = B Cre 22 Wrap Text General ﬁ v @ v @ v @ v E):( v @ v = ZV v
Paste - 2t o = = = <= 3= . v © <0 .00 Conditional Format Cell Insert  Delete . L&
¥ Format B I U o A G e — Merge & center $ A ? ) =0 Formatting as Table Styles Cell Size er
1 .
P s A 1_] Row Height...
= AutoFit Row Height E
A B G D E F G H J K L M N 0 P Q R

: 1 1 Column Width...
3 AutoFit Column Width
4 Default Width...
5
j Visibility
8 Hide & Unhide >
9
10 Organize Sheets
E Rename Sheet
13 Move or Copy Sheet...
1 Tab Color >
15
16 .
17 Protection
18 EZ Protect Sheet...
- v 5 Lock Cell
21
2 B Format Cels...
23 T T T

)




Format Spreadsheets — MSIS IDs 13

Excel (Format > Format Cells)
» Select Custom
. Under Type, enter “000000000" =™ (B
. SelectOK

# ##0.00
e t,##o_); (#,##0)
##0_); [Red] (#,##0)

# ##0.00_); (#,##0.00)
# ##0.00_);[Red] (#,##0.00)
$#,##0_); ($#,##0)

$#.##0 ):TRed1($#.##0)

Delete

Type the number format code, using one of the existing codes as a starting point.

Cancel
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Format Spreadsheets — Date 19

Excel (Format > Format Cells)

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

« Format > Format Cells

[ ] @ AutoSave (D () & 9v G - Book1 @ No Label
Home Insert Draw Page Layout Formulas Data Review View  Automate Acrobat
e A cut A = =1 » ab ! ll_—!—' ' vl ==
|:| v Aptos Narrow (Bod... v | 12 v AOA =1 oS v 22 Wrap Text v General v ﬁ v Hglﬁv / v ﬁﬂ]::]v :J#LX H:H v
(3 copy v
Paste FIEE = = = = 5= = 0, <0 .00 Conditional Format Cell Insert Delet Format
¥ Format B I Uw 2 v A A o = = — = Merge & Center v $ v% 9 00 =0 Formatting as Table Styles
A B C D E F G H I ] K L M N 0 P Q R S
1
2
3
4
5
6
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Format Spreadsheets — Date

Excel (Format > Format Cells)

Home Insert Draw Page Layout Formulas Data Review  View Automate Acrobat

o 2(0 Cut

[~ [[3 copy v

Paste

%
<

Aptos Narrow (Bod... v 12 v ATA E) Wrap Text v General

&
<
>
<
11
1
(il
[
[

&5
< Format Merge & Center v
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>
w
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$v% 9

&
0

0
.00

v

0
=%

.00
0

E- B &8 3= [=E

Conditional Format
Formatting as Table

Cell
Styles

Insert

Z AutoSum v é\v 5

e | [ Fill v
Doletg Cell Size Lf‘
171 Row Height...
. = AutoFit Row Height E

"1 column Width...
AutoFit Column Width
Default Width...
Visibility

Hide & Unhide >
Organize Sheets
Rename Sheet

Move or Copy Sheet...
Tab Color >

Protection
EZ Protect Sheet...
v [ Lock Cell

[ B Format Cells... ]
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Format Cells

Excel (Format > Format Cells)

Number  Alignment Font Border Fill  Protection
Category: Sample
o S | t t General
elect Custom General
Currency
Under T ter “mm/dd/yyyy” ]
naer ype, enter yyyy Date  mm/dd/yyyy | |
Time - 4
Percentage mmm-yy
Fraction h:mm AM/PM
» Select OK
Text h:mm
pr——ETTE h:mm:ss
Custom {dfyy h:mm
m:ss
mm:ss.0
@
[h]:mm:ss

($* #.4##0 ): ($* (#.##0): ($*"-" ) (@ )

Delete

Type the number format code, using one of the existing codes as a starting point.

Cancel
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* Open the .csv in Google Sheets.
* |f prompted, do not convert data.

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

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

Untitled spreadsheet % &
File Edit View Insert Format Data Tools Extensions Help

Q. Menus o e 5 % 100% ~ $ % O .00 123 Defaul.. v - + B I = A < @ 52

C.C v | fx

A . () - : F e !

4 oo g A W N =
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Format Spreadsheets — LEA ID 37

Google Sheets (Format > i [~ O

& ¢ © Theme b - -(0)+ B I & A%
Number > Custom Number s
: B Text " Plain text
Form at) = Alignment >
s Wrapping . Number 1,000.12
" " % Rotation . Percent 10.12%
* Click on Format in the Menu bar T g -
T Font size . Accounting $(1,000.12)
« Select Number, then Custom - o o0
Currency $1,000.12
@M Convert to table %+0ption+T Currency rounded $1,000
n u m be r fo rm at & Conditional formatting
@ Alternating colors Date 9/26/2008
Time 3:59:00 PM

X Clear formatting *\ Datetime  9/26/2008 15:59:00

Duration 24:01:00

Custom currency

Custom date and time

Custom number format
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Format Spreadsheets — LEA ID 38

Google Sheets (Format >

Custom number formats X
Number > Custom Number [ ] []
Form at) Sample: 1235 Help

* In the Custom number formats
box, type “0000”

« Select Apply

*
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Google Sheets

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

Untitled spreadsheet % &
File Edit View Insert Format Data Tools Extensions Help

Q. Menus o e 5 % 100% ~ $ % O .00 123 Defaul.. v - + B I = A < @ 52

C.C v | fx

A . () - : F e !

4 oo g A W N =
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Google Sheets (Format > i [~ O

& ¢ © Theme b - -(0)+ B I & A%
Number > Custom Number s
: B Text " Plain text
Form at) = Alignment >
s Wrapping . Number 1,000.12
" " % Rotation . Percent 10.12%
* Click on Format in the Menu bar T g -
T Font size . Accounting $(1,000.12)
« Select Number, then Custom - o o0
Currency $1,000.12
@M Convert to table %+0ption+T Currency rounded $1,000
n u m be r fo rm at & Conditional formatting
@ Alternating colors Date 9/26/2008
Time 3:59:00 PM

X Clear formatting *\ Datetime  9/26/2008 15:59:00

Duration 24:01:00

Custom currency

Custom date and time

Custom number format
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Google Sheets (Format >

Custom number formats X
Number > Custom Number [ ][]
FO rm at) Sample: 0001-235 Help

* In the Custom number formats
box, type “0000-000”

« Select Apply

*
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Format Spreadsheets — MSIS ID 44

Google Sheets

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

Untitled spreadsheet % &
File Edit View Insert Format Data Tools Extensions Help

Q. Menus o e 5 % 100% ~ $ % O .00 123 Defaul.. v - + B I = A < @ 52

C.C v | fx

A . () - : F e !

4 oo g A W N =
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Google Sheets (Format > i [~ O

& ¢ © Theme b - -(0)+ B I & A%
Number > Custom Number s
: B Text " Plain text
Form at) = Alignment >
s Wrapping . Number 1,000.12
" " % Rotation . Percent 10.12%
* Click on Format in the Menu bar T g -
T Font size . Accounting $(1,000.12)
« Select Number, then Custom - o o0
Currency $1,000.12
@M Convert to table %+0ption+T Currency rounded $1,000
n u m be r fo rm at & Conditional formatting
@ Alternating colors Date 9/26/2008
Time 3:59:00 PM

X Clear formatting *\ Datetime  9/26/2008 15:59:00

Duration 24:01:00

Custom currency

Custom date and time

Custom number format
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Google Sheets (Format >

Custom number formats X
Number > Custom Number [ ] []
F O rm at) Sample: 000001235 Help

* In the Custom number formats
box, type “000000000”

« Select Apply

*
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Google Sheets

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

Untitled spreadsheet % &
File Edit View Insert Format Data Tools Extensions Help

Q. Menus o e 5 % 100% ~ $ % O .00 123 Defaul.. v - + B I = A < @ 52

C.C v | fx

A . () - : F e !

4 oo g A W N =
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Google Sheets (Format > | el E—_—
. ¢ @ Theme . ~ | =[10]+ B I & A
Number > Custom Date and Time)

123 Number >

v Automatic
B Text g Plain text
* Click on Format in the Menu bar :
lel Wrapping . Number 1,000.12
%> Rotation . Percent 10.12%
© Smart chips . Scientific 1.01E+03
» Select Number, then Custom
, 1T Font size > Accounting $(1,000.12)
d t d tll I I Merge cells Financial (1,000.12)
a e an I e Currency $1,000.12
Convert to table Curreney rounded £1,000
& Conditional formatting
@ Alternating colors Date 9/26/2008
Time 3:59:00 PM

X Clear formatting #\ Datetime  9/26/2008 15:59:00

Duration 24:01:00

Custom currency

Custom date and time

Custom number format
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53

Google Sheets (Format >
Number > Custom Date and Time)
* In the Custom date and time
formats box, notice the default
setting

Custom date and time formats

[ Year (1930) . - Month (08) ¢ - Day (05)

1930-08-05

08-05-1930

8/5/30

08-05-30

8/5

08-05

5-Aug

5-Aua-1930
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Format Spreadsheets — Date 54

Google Sheets (Format >

. Custom date and time formats X
Number > Custom Date and Time) e e
* In the format options, select

! 8/5/30” 08-05-1930

= ]

08-05-30

8/5

08-05

5-Aug

5-Aua-1930
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Format Spreadsheets — Date 55

Google Sheets (Format > |
N mber S Custom Date and T|me) ;ustom date and time formats X
u Month without leading zero (8) a: h

Month with leading zero (08)

* In the Month drop down, select ot s btrviton (g
Month With Ieading Zero (08) Month as full name (August)

First letter of the month (A)

Delete
\0'05-90 )

8/5

08-05

5-Aug

5-Aua-1930
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56

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

 In the Day drop down, select
Day with leading zero (05)

Custom date and time formats X
(
Month (08) °f / Day without leading zero (5)
Day with leading zero (05)
1930-08-05 Day as abbreviation (Tue)
Day as full name (Tuesday)
08-05-1930
Delete
8/5/30 \ y
08-05-30
8/5
08-05
5-Aug
5-Aua-1930
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Format Spreadsheets — Date 57

Google Sheets (Format > |
. Custom date and time formats X
Number > Custom Date and Time) C

Month (08) 2 / Day (05) o}/ Two digit year (30)

* In the Month drop down, select
FU” numenC year (1 930) 08-05-1930 \

8/5/30

Full numeric year (1930)

Delete

08-05-30

8/5

08-05

5-Aug

5-Aua-1930
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Format Spreadsheets — Date

58

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

e Ensure the custom date and
time selections reflect:

« Month (08)

« Day (05)

* Year (1930)
« Select Apply

Custom date and time formats

[ Month (08) & / Day (05) & / Year(1930)

| =)

1930-08-05

08-05-1930

8/5/30

08-05-30

8/5

08-05

5-Aug

5-Aug-1930
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