Instructions for Using the MS Excel Student Data Template
California Physical Fitness Test
Instructions for Using the Excel Student Data Template

The Physical Fitness Test (PFT) Student Data File Layout, which displays all of the same allowable values as the Excel template, is available from the California PFT Resources Web page at http://www.pftdata.org/resources.aspx.

1.	Once downloaded, save a copy of the Excel template to your local drive, and name it something that can be readily identified. The file name must contain alphanumeric characters. Do not use hyphens, dashes, or other non-alphanumeric or special characters (#&+/@) in the file name.

2.	Open the Excel template, noting the following features of this template:
· There is only one spreadsheet in the document (labeled Student Data File).

· The first row of column names (i.e., header row) matches the fields listed in the PFT Student Data File Layout. The numbers in parenthesis displayed at the end of the column names are the allowable widths for each field.

· The test data columns (or fields) have been color-coded according to the following fitness areas:
Aerobic Capacity – Orange
Body Composition – Blue
Abdominal Strength and Endurance – Red
Trunk Extensor Strength and Flexibility – Pink
Upper Body Strength and Endurance – Purple
Flexibility – Green

· Yellow boxes pop up as you move the cursor across the columns. These boxes contain important notes and descriptions about the allowable data entry formats and values. You can move these yellow boxes aside, as needed.

· The template has built-in validation features that should not be changed.

3.	You have several options for filling out and using this Excel template, as follows:
· Enter the data, cell by cell, for each student.

· Copy and paste the data, column by column, from another spreadsheet. If you use this approach, note that some of the data validation features, which have been built into the template, will not be preserved. You must check your final entries to ensure the data formats and values are correct.

· This Excel template may be uploaded and completed in Google Docs. Once completed, however, it will need to be exported as plain text before uploading the data file. The exported plain text file will have a tsv (tab-separated values) file extension, which will need to be renamed with a .txt file extension before uploading the file. Currently, .txt is the only accepted file extension accepted for PFT data submissions.

4.	Verify your data prior to uploading:
· Leave the cells blank for the results of tests that the student did not attempt. Do not fill in the empty cells with 0’s (zero’s) as the system treats a 0 (zero) as a score of 0 (zero).

· Be sure to leave the two filler fields (i.e., columns AL and AM) blank. If any data is included in these two columns, it will not be read in by the system. These two columns were formerly for Participation Level and Reason for Participation Level, which are no longer required. The Participation Level will be calculated during scoring from the data submitted. The Reason for Participation level is no longer collected.

5.	To ensure success with uploading your data file, it is essential that this template be used exactly as is. Do not attempt take any of the following actions:
· Change the order of the columns
· Delete any of the existing columns
· Change the titles or format structure of the columns
· Merge any columns or cells
· Add data beyond column BH

6.	Be sure to double check your data file for the following requirements prior to uploading or submitting your final Excel file:
· The data does not contain asterisks, parenthesis, number or pound sign (#), ampersands (&), or other such symbols or characters. Hyphens, dashes, or apostrophes in student first or last names are acceptable.

· The column header row should be deleted prior to uploading the file. If the column header row remains, this row will upload as a student record with errors. This student record will need to be subsequently deleted.

· Save the Excel file as a tab-delimited or tab-separated text (.txt) file. This is the only acceptable file format for submitting files via data upload. A warning message may appear similar to the message provided below. If the warning appears, select the “Yes” button to save your file as a tab-delimited file.
[bookmark: _GoBack]
[image: ]

· The saved file name contains only alphanumeric characters. Do not use hyphens, dashes, or other non-alphanumeric or special characters (#&+/@) in the file name.

8. If you have any questions about the use of this template or how to submit your data file, please contact the San Joaquin County Office of Education PFT Help Desk by using the contact form at http://wwwpftdata.org.contact.aspx (preferred) or by phone at 888-852-9681.
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