MOSIS: Data Collection System
Template Instructions

Who Should Use the Template?
This template is meant to be used by districts that do not have an automated system capable of exporting student data in the format that the MOSIS: Data Collection System requires.  If you have a Student Information System capable of producing the output for the MOSIS: Data Collection System you do not need this template.
Before You Begin

Note that lines 2-100 have validation rules applied to the cell.  These rules are in place to help you get started.  The rules provide you with information regarding what data is to be entered in the field, it also prevents you from entering data that is not a valid format.  The rules in this spreadsheet do not guarantee you will not have violations later when you upload the file into the MOSIS: Data Collection System.

 These rules are not applied past cell 100 for Excel technical reasons.  You still must follow the format of the column, but you will no longer have validation rules ensuring you put in correct formats so use the previous columns as guidance.  
When you have completed entering your student’s information, if you have less than 100 records you will need to remove the validation rules from the cells.  You may do this by highlighting all of the rows that need to be deleted, click on Edit on the Excel menu and choose “Clear”, then choose “All” from the dropdown list.  This will remove the formatting of the cells so your spreadsheet will be ready for uploading (See Appendix E).
Entering the Information
If you have already started entering information into the sheet and have not read the “Before you begin” section please do so.  If you have questions about a column refer to the “File Layouts” located at http://www.dese.mo.gov/MOSIS/FileLayout.html.  The columns in the template that are marked yellow are required fields. 

How To Get Your Data Saved and Ready To Submit
Now that you have the student data entered you must save it in a comma delimited format.  Navigate to the Excel template and ensure the tab for the template you are working on is in your active view.  You should see all the students you entered.  Once you have achieved this click “File” on the Excel menu and choose “Save As”.  You will be presented with a dialog box prompting you for where to save your document and what to name it (See Appendix A).  The first thing you should do is browse to where you want to save the file you are going to submit to the MOSIS: Data Collection System, but you are still not ready to save. 

Once you have chosen where you are going to save the file you need to tell Excel to save it in a comma delimited format.  To do this you will use the same “Save As” dialog box you used to find where you want to save your file, but this time you need to change the “save as type” drop down and choose “CSV (Comma Delimited) (*.csv)” (See Appendix B).  You may name your file and click on the save button.  Excel will present you with 2 message boxes before the file is saved.  The first one is warning you that there are more sheets in the Excel workbook and you are only saving the current sheet (See Appendix C).  You click “OK” on that message.  The second message will say that you have chosen to save the sheet in a format that does not support all of excel’s formatting features (See Appendix D).   You are to click “Yes” on that message.
Submitting Your Data

If you do not have access to the MOSIS: Data Collection System refer to http://dese.mo.gov/MOSIS for information on how to gain access.  To submit your file to the MOSIS: Data Collection System use Internet Explorer to access DESE’s web applications and enter the MOSIS: 2007 Data Collection System component.  Choose to work on the Data Collection System submission (if asked) and select the orange “New Submission” button.  The application will prompt you to locate and upload the file you have prepared with this template.
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Appendix B
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Appendix C
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Appendix D
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Appendix E
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Highlight the appropriate rows.



















On the Excel menu, select Edit, Clear, All.






