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Preparing Data File
1. Download student information into an excel spreadsheet.
a. Note:  write down the order of the columns or variables.  This is needed when you go to custom import your students’ information.
2. Save excel file as csv file (make sure it contains all your data that you need-see below).
3. Make certain that your teacher ID fields are formatted as text.  If your teacher ID includes leading “00,” formatting the field to text will ensure that they appear in the file.  
4. Include the school ID (this ID number must match with what The Cooper Institute (CI) set you up with.  If you have questions about this number please contact CI.  The CI uses the state official district + school id when setting up all schools.)
5. Make certain the gender column contains M and F, not Male and Female.
6. Include these rows:
a. School ID (District ID number + School ID Number)  Refer to #4 above
Note:  If your choose to not include the school ID in your file, you will have to select your district and then school from the drop down menus, step 4 and 5 of the import process.  Be very careful to ensure you select the appropriate school and district.  If you are importing multiple schools within a district you must include the School ID’s in your file.
b. Student ID
c. Student First Name
d. Student Last Name
e. Student Birthdate
f. Student Grade
g. Student Gender
h. Student username (if your school does not have one please fill this field with the word Autogen and FG will assign one.  If you utilize “Autogen” please keep in mind each time you import the students username is going to change.  You may want to use a district assigned username or come up with assigning usernames for your students so they are consistent).
i. Student password (if your student does not have one assigned by the school fill this field with the word Autogen.  If you utilize “augogen”, please keep in mind each time you import the student’s password is going to change. You may want to come up with a password for your students so it stays consistent).
* Putting autogen in the student username and password columns will signal the system to generate these
j. Class ID (This number must be unique statewide.  Suggestions:  District ID +Class ID  or District ID +School ID+Course Name+Section Number+ year.  Use the end of the school year, e.g. use 12 for 2012 or FY12).
k. Class Name (refers to PE class name and must be unique by teacher as well as statewide and be easily identifiable.  It is a good idea to include the fiscal year.  For example: Course Name + Section Number +Semester Identifier+Teacher Name+ Fiscal Year or Physical Education_Period 4_S1_Jones_FY12).
l. Class Start Date
m. Class End Date
n. Teacher ID (refers to PE teacher ID number).  Must be a unique number within the district as well as statewide.  CI assigns teacher Id to all FG main contacts in the NFL PLAY 60 FG project.  To view the teacher assigned ID, you click on the “User” icon in FG, select the teacher or user you want to view and then click “edit.” You want this ID number to match in your import file or you will create two users with the same names.  If you want it edited to be a school assigned ID number please contact CI.
o. Teacher First Name (refers to PE teacher) –Keep in mind, NFL PLAY 60 FG main contacts have been set up by CI so for this individual you will want to use the same information as listed in FG or it will create two users with the same name.  If you want CI to edit please contact them directly.
p. Teacher Last Name (refers to PE teacher) – Again, if the teacher has already been created in FG, make sure this name matches exactly with what has been defined already.
q. Teacher Username (you must assign) If the teacher is already set up in the system you will want to make sure you use the same username.
r. Teacher Password (you must assign – can be edited later by the teacher).  IF the teacher is already in the system you will want to make sure you use the same password.
NOTE:  When creating a secure username and password, please think about including 6-7 characters, upper and lower case, and numbers.  This is only if the teacher is not already in the FITNESSGRAM system.
Also, if the teacher or teachers are already created in the system, you would only need to include the Teacher ID field and name (first and last) in your import file.  It will not hurt to include the teacher username and password as long as it all matches what is already defined in FG.
7. Delete the header row 
Note: make sure your file does not include spaces after the text in each column.
Importing the Data File
1. Log on to FG 9 using your FG 9 assigned username and password.
2. Click on “Utilities” button.
3. Choose “Import and Export” tab.
4. Select “Custom Import”
5. Step 1: You are importing teacher, class and student information.
6. Step 2: Match on ID number.
7. Step 3: Line up your variables so that match your import file.  Remove variables not included in your file by highlighting the variable and then using the arrow keys.
Note:  If you remove the school ID from your file in Step 3, you will need to skip to Step 5 and select the correct district and school building, then go back to Step 4 and locate your import csv file.
8. Step 4:  Locate your import csv file.
9. Click “upload”
These steps should give you a successful import.
DID YOU REMEMBER TO?
· Before attempting a custom import please read the directions in the Help file for creating, formatting and adjusting the data in the import document.

· Make sure and use only a Microsoft Excel .csv (comma delimited) file.

· Make sure that each teacher and each student in the import file has a unique ID.

· Header rows can exist while preparing the data but the import will not work if the header row is left in the file when importing.

· Make sure that in all the fields there are no leading or trailing spaces. 
1. Using notepad, a part of Microsoft Office, is one way to determine if there are leading or trailing spaces.  Excel and CSV files do not show this.

· No quotation marks can be around text fields.

· Gender must be indicated with F or M only.

· If you include student ethnicities in your file, make sure they include the FG ethnicity codes.  These can be found in the FG software under the “Utilities” icon, then click on “Configuration Info,”, and lastly click on “Ethnicity Codes.”

· Leading zeros can be dropped when file is taken from excel to csv.  If you have column with leading zeros, you may need save that column as “text” so that the zeros are not lost. 

· Grade ID must be indicated  K, 1, 2, 3, 4, 5, 6, 7, 8, 9, 10, 11, 12, 13. Kindergarten is indicated by K and College by 13.
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