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This guide is designed to outline the process for submitting student information
that will be used for the administration of the Nevada College Kick Start Program
by the State Treasurer’s Office and our Nevada College Savings Plans program
manager, Upromise.

Step 1: Create a spreadsheet with the required data
elements in Excel

1. Create an Excel file with the following column headings and in this order:
Student’s First Name
Student’s Middle Initial
Student’s Last Name
Student ID #
School ID #
Student’s DOB (mm/dd/yyyy)
Student’s Gender (M or F)
Student’s Mailing Address: Street 1
Student’s Mailing Address: Street 2
Student’s Mailing Address: City
Student’s Mailing Address: State
Student’s Mailing Address: Zip

. Parent/Legal Guardian First Name
Parent/Legal Guardian Middle Initial
Parent/Legal Guardian Last Name
Parent/Legal Guardian Email Address
Parent/Legal Guardian Mailing Address: Street 1
Parent/Legal Guardian Mailing Address: Street 2
Parent/Legal Guardian Mailing Address: City
Parent/Legal Guardian Mailing Address: State
Parent/Legal Guardian Mailing Address: Zip
Parent/Legal Guardian Phone Number (xxxxxxxxxx 10 digits, no
dashes)
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Step 2: Convert your Excel file to a CSV file

Note: Your Excel version may look different than the pictures included here, but the steps are
basically the same. Open the File menu and select the “Save As” option.

1. Click on the green File button in the very top left and click on
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2. In the new “Save As” window that appears, please name your file
using the name of your county and your school name. In the “Save
as,” drop down menu, scroll down and select CSV (MS-DOS)

(*.csv):
File name: Booklxlsx -
Save as type: [F_xcel Workbook (*xdsx) -

Authors:

e Folders

Excel Workbook (% xdsx)

Excel Macro-Enabled Workhook (% xlsm)
Excel Binary Workbook (*xlsh)

Excel 97-2003 Workbook (".xls)

HML Data (Faml)

Single File Web Page (*.mht;*.mhtml}
Web Page (*.htrm; " html]

Excel Template (*xlt)

Excel Macro-Enabkled Template (*xltm]
Excel 87-2003 Template (*.xlt)

Text (Tab delimited) (*.bd)

Unicode Text (bt}

#ML Spreadsheet 2003 (*xml)
Microzoft Excel 5.0,/95 Workbook (*.xls)
C5V (Comma delimited) (".cav)
Formatted Text (Space delimited]) (".prn)
Text (Macintosh]} (% td)

Text (M5-DO5) (" hd)

C5Y (Macintosh]) (*.csv)

DIF (Data Interchange Format) (*.dif}
SYLE (Symbolic Link) (*.slk)

Excel Add-In ("xlam)

Excel 97-2003 Add-In (*.xla)

PDF (*.pdf)

XP5 Document (7xps)

OpenDocument Spreadshest (*.ods)




-

3. When everything is correctly entered, click “Save” on the bottom

right-side of the page:
-
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File name: County - Schocol Mame.csv

Save as type: | C5V (M5-DOS) (*.csv)

Authors: Greg Galyean Tags: Add atag

Tools - [ Save ] ’ Cancel ]

4. You will receive a warning about your workbook containing
multiple sheets. Simply click “OK” to continue:

l'x

Microsoft Excel

The selected file type does not support workbooks that contain multiple sheets,

(3]

« To save only the active sheet, dlick OK.
« To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets,

QK ] | Cancel




5. Next, you will receive a warning about features not being
compatible. Simply click on “Yes” to finish saving your file:

Microzoft Excel

I:o:l « To keep this format, which leaves out any incompatible features, dick Yes.
- « To preserve the features, dick Mo. Then save a copy in the latest Excel farmat.
« To see what might be lost, dick Help.

es Mo Help
| | | |

=

Book 1.csv may contain features that are not compatible with CSV (Macintosh). Do you want to keep the workbook in this format?

Step 3: Upload your file to our webpage

1. Access our webpage at www.CollegeKickStart.nv.goviXXX and
upload your file to our server.
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Please review the Elementary School Data Submission Guide before you upload a file.

Select the file you would like to upload by clicking on the "Browse" button.

Upload File

Contact the Webmaster

Browse...

For additional information go to CollegeKickStart.nv.gov or call (888) 477-2667

Thank Youl!




