TN Department of

.Education

Opening and Editing a Direct Certification File in
Excel

1. Save the direct certification (DC) file to your documents or desktop.
2. Open Excel.
3. Open the saved DC text file using Excel.
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4. Choose "“Fixed width.”

e SiWrap Text General - ﬁ Normal Bad Good
i | B Merge & Center = | $ ~ 9% » | %9 ;% Conditional Format | Neutral Calculation Check Cell

Formatting -~ as Table ~

T | Alignment e = |
 Text Import Wizard - Step 1 [ 3
- . - - |
G | | The Text Wizard has determined that your data is Fixed Width. I I“

If this is correct, choose Mext, or choose the data type that best describes your data.

Criginal data type

Choose the file type that best describes your data:
() Delimited - Characters such as commas or tabs separate each field.

i -Fields are aligned in columns with spaces between each field.
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Start import at row: File origin: 437 : OEM United States E|

Preview of file C:\Users\ca19252\Desktop\FAKE dc. bct.
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01234567859WILLIAM ASMITH 0012345678012365JAMES D
L0345678501BILLY BJONES 0045&678901012167BETSY
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[ cancel || <ok | [ Mext> | [ Fiish

5. Click “Next.”

Office of School Nutrition « Andrew Johnson Tower, 12th floor « 710 James Robertson Parkway * Nashville, TN 37243
Tel: (800) 354-3663 * Fax: (615) 532-8312 « tn.gov/education



TN Department of

.Education
6. Use your mouse to create, delete, or move lines to separate fields.
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Lines with arraws signify a column break,

To CREATE a break line, dick at the desired position.
To DELETE a break line, double dick on the line.
To MOVE a break line, didk and drag it.
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Create the file you want. To insert a break, just click where you want it. To move a break, just drag it
to where you want it. To delete a break, double-click it.

Office of School Nutrition « Andrew Johnson Tower, 12th floor * 710 James Robertson Parkway « Nashville, TN 37243
Tel: (800) 354-3663 * Fax: (615) 532-8312 « tn.gov/education



TN Department of

.Education

7. Once you have all the breaks where you want them, click “Next.” Note the breaks below in front
of the “Y” and “N;” this is the field that designates SNAP (Y) or TANF (N). Beginning Y is SNAP;

beginning N is TANF.
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Lines with arrows signify a column break.
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To CREATE a break line, dick at the desired position.
Tao DELETE a break line, double dick an the line.
To MOVE a break line, dick and drag it.
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8. Convert the data from a general format to text format here. Click on the columns that contain
any numbers, such as the SSN column, Case Number column, address, etc. Change from general

to text to keep any zeroes from dropping off during the conversion (see second screen shot
below).
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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.
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9. Click “Finish.”
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10. Once completed, your file should look similar to this:

DHS March 2017
"0 "123456783 WILLIAM
Mo 345678901 BILLY
"0 "123456783 WILLIAM
"0 345678901 BILLY
"0 "123456783 WILLIAM
"0 345678901 BILLY
"o "123456783 WILLIAM
"o 345678301 BILLY
"0 "123456789 WILLIAM
"0 345678901 BILLY
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JONES
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JONMES
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JONMES
SMITH
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"0012345678
"0045678301
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‘012167
‘012365
‘012167
‘012365
‘012167
‘012365
‘012167
‘012365
‘012167

JAMES
BETSY
SANDY
ANNIE
5USSY
BETTY
JIMMY
ANNA
WILLIAM
CINDY

SMITH
JOMES
SMITH
JONES
SMITH
JONMES
SMITH
JOMES
SMITH
JOMES

1234ANY STREET DRIVE
555 13TH AVE

1244ANY STREET DRIVE
55567 13TH AVE

1234ANY STREET DRIVE
55565 13TH AVE

123456 ANY STREET DRIVE
5500 13TH AVE

12 ANY STREET DRIVE
545 13TH AVE

SOMECITYHT
ANOTHERCITY
SOMECITYHT
ANQTHERCITY
SOMECITYHT
ANOTHERCITY
SOMECITYHT
ANOTHERCITY
SOMECITYHT
ANQTHERCITY

If you have additional questions, please reach out to our team at 800-354-3663.
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