Importing students into AR using the Chancery Data Export
These instructions will assist you in converting Chancery student data to a format readable by the AR programs (AR, STAR Reading, and STAR Math).  You must do this process on a computer that has the AR Administrator program. 
Part One – getting the information from Chancery
Access Chancery using user number and password.  
On left side of screen click: Reports  

Scroll down until you see data export and choose the report for your grade level
On report options screen, click on arrow on Output Options line and select tab-delimited text, then click run report.
Wait for report to be generated – this may take 5-30 minutes depending on time of day and traffic level on Chancery. 
When report is generated:  click on File, Save As
In the save box:

 save in: desktop; file name: Patron export 1.26.07 (or whatever date you are running the export); save as type: text file; click Save.
You may now exit Chancery.

Part Two: getting the proper data in the order that AR will accept

Locate the file you just saved on the desktop and right click on the icon.  

From pop up menu select “Open With” Microsoft Office Excel. (if you don’t see excel, click on choose program at the bottom of the box and select Excel from the list)
This next part is really hard and complicated, but YOU CAN DO IT!
You will need to rearrange the columns and delete some in order to make a match for the data required for AR.  To do this you must arrange the columns so that they will contain data in this order:  last name, first name, middle initial, ID, birthday, password, grade, gender, race.  Some of the columns will be empty (middle initial, password), but there must be a column present so that when you import it into AR the fields match.

To do this, click on Column A and from top menu click Insert, column.  Do this three times to add 3 columns to the beginning of the sheet.  Once these columns are in place start moving the data into the correct columns – leaving columns that you don’t have data for blank.

To move columns:  highlight the column and choose edit, cut.  Highlight the column you want to move the data to, and choose edit, paste. Move the data into this order

Column A
last name

Column B
first name

Column C
empty

Column D
barcode

Column E
birthday

Column F
empty

Column G
grade


Column H
sex

Once you fill the M\F in column H, then delete all other columns past H in the spreadsheet – you do not need that data for the AR import.  Now, click on Save As and rename the file patron export AR.  Be sure to save it as a text (tab delimited) file.  It will tell you that some features are not compatible – just say Yes.
Part Three: formatting the report as a tab delimited file.

On the desktop, double click to open your new patron export AR file. Put your cursor in front of the first letter on the first line to and click “enter” to move that line down. Click on the new empty first line and type in ALL CAPS this EXACT line of text:

@LNAME,FNAME,X,ID,BIRTHDAY,X,GRADE,GENDER,X
X in the header at the position indicates that you want the information to be deleted and it corresponds to the empty columns that you inserted above.  Save the changes to your file.
Part Four:  Importing to AR – Finally!
Now you are ready to open the AR program.

In the AR Administrative program, click Go, then Students, then Import from the menu bar.

From the Select the file to import window choose the AR file that you placed on your desktop.  If you don’t see the file listed, check the Files of type box.  It should read: Any files.

Select the students you wish to import.  In this case, it will probably be all students.

You will be asked if you wish to choose a class in which to enroll the students.  Select do not enroll at this time.
.

