How to Utilize the Completions Checking Program

In order to make the completioreporting process easier for both TICUA and our member institutions, a
program was created in Visual BASIC for Applications (VB®) membergo use for checking enroliment
data files for errors in quick and automatic way. It is designed for use in Microsoft Excel XP/2003, but will
probably work fine in alExcel versions from 2000 on up.

It is not a standalone application like a traditional program (meaning, you do nobyuddubleclicking
an .EXE file)i rather it is a compilation of VBA code that the user can insert into their spreadsheat and
like an MSOffice macro.

How to import the code into your spreadsheet

Visit the TICUA Research / Data Collection pagétp://www.ticua.org/data_collection
and download the latest version of the program, and also make sure you are using the latest version of the
CompletionsReporting templatéalso available on the datallection page)

It is very important that the version of the template and the version of the program that you are using

match. The columns in your worksheet must match the
CompletionR e p o r t16f nat thepregram will alert you and abort with an error message, so that

formatting and data checks will not be run on the wrong data columns.

Once downloaded, opehe .VB file with a text editosuch as Notepad. It should look something like the
below picture:
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File Edt Format View Help
' TICUA Completions data checking program 2
' Version: 0.1.1
' Checks Excel files for proper data formatting / values for submission to TICUA

" written in VBA for Office 2003/XP - should work fine on Office 2000
' Last update: 09-07-2006 by M. W. Albert - albert@ticua.org

' Please backup your data before running!
' This program is distributed freely, with no guarantees of any kind

Option Explicit

Dim intNumberOfRecords As Integer
' Declare variables to hold the column names containing variables we'll need
Dim strSTDTNU As String

Dim strINTNUM As String

Dim strCOMPTERM As String

Dim sttFICECODE As String

Dim strCOMPYEAR As String

Dim strAWARDEDYEAR As String
Dim strAWARDEDTERM As String
Dim strDEGREELEV As String

Dim strMAJORI1 As String

Dim strMAJOR?2 As String

Dim strInTELS As String

Dim strERROR As String

Dim strTELSGPA As String

Dim strCUMGPA As String

Dim strCUMHRS As String

Sub CheckFICECODE(Q
' Check to see that each student has a FICECODE value
&
4/ start| | | O] Inbox - Microsoft Outlook | () TICUA SURD Envolment ... | 1] How To Liize the Compl... || 5 completions Checkin... |« @O = PD 2w 241pm

[Image 1- .VB file opened with Notepad]

Now click Edit->Select All then clickEdit->Copy (while these directions are written for Notepad, the
process is often the same in different prograhsa si cal | y, what youbére doing it
copying it to the Clipboard)


http://www.ticua.org/data_collection

Open the Excel file containing your enrollment report. Make sure that the worksheet (notesheetk*

not work*book*it he name of the workbook (the filename)

report Comgplettonst,| eadsi ébtkelpmgram will generate an error.

osoft Excel - Completions Tester.xls B
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| 1 [ficecode INTNUM stdtnu py P ly ded g majorl major2 intels telsgpa cumgpa cumhrs ml
12 | AOD2222 123-45-6789 2005 Sp 2005 Sp BAC 511617 451001 08/2004 3.25 325 150
| 3 |003999 2005 Sp 2005 Sp BAC 511617 0872004 3.20 3.40 132
| 4 003999 AOD1212 123-45-6790 Sp 2005 Sp BAC 511617 520201 |08/2004 4.00 4.00 152
| 5 (003999 AOD1213 987-65-4322 2005 2005 Sp BAC 511617 4.00 132
| 6 |003993 AOD1214 123-45-6791 2005 Sp Sp BAC 511617 3.25 132
| 7 |003993 AOD1215 987-65-4323 2005 Sp 2005 BAC 511617 3.25 134
| B |003993 AOD1216 123-45-6792 2005 Sp 2005 Sp 511617 3.40 132
| 9 |003993 AOD1217 987-65-4324 2005 Sp 2005 Sp BAC 4.00 132
| 10003999 AOD1218 123-45-6793 2005 Sp 2005 Sp BAC 511617 090402 145
| 11003993 AOD1219 987-65-4325 2005 Sp 2005 Sp BAC 511617 08/2004 3.40
| 12003993 AOD1220 123-45-6794 2005 Sp 2005 Sp BACCAL 511617 4.00 132
| 13003999 AOD1221 987-65-4326 2005 Sp 2005 SPRING BAC 511617 4.00 132
| 14003993 AOD1222 123-45-6795 2005 Sp Sp Sp IEAC !511517 250 132
| 15 /003999  AOD1223 987-65-4327 2005 2005 2005 Sp BAC 511617 3.40 132
| 16 /003999  AOD1224 123-456796 Sp Sp 2005 Sp BAC 511617 4.00 132
| 17 |aasas  AOD1227 987-65-4329 2005 Sp 2005 Sp MAS 130101 2.10 132
| 18 /003999  AOD1228 123-45-6798 2005 Sp 2005 Sp MAS 130101 08/2004 4.00 132
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[Image 2- open Excel filei make sure your worksheet is named Enrollment like above!]

In Excel, clickTools-> Macro -> Visual Basic Editor. The Visual Basic Editor should open and look
something like the below picture.
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[Image 3- The Visual BASIC Editor]
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Make sure that the wor kbook t i tharedidefoffihe sceeddolfinitb ook 0 i s
double click it to select it.

If there is any existing codeom older versins of theprogramalready inthe file y ou 6 1 | need to sel
all and delete it(If there is code from something other than the enrollment checking program, you probably

wonobét want to delete it)

Click Edit->Pasteto paste the program code into yourrisgheet. Now you can close the editor window by
clicking thefi X i the top right of the screen, or by clicking
File->Close and Return to Microsoft Excel

Now that the code is in the worksheet, you can run the program just like any Office macrd.oBliEk
>Macro->Macros. This will bring up a menu similar to the one below.

[Image 4- Macro selection menu]

Make sure that the first column in your spreadsheet i
column from any previous runs of the progiaon else itmighti nsert a second fAQuestionsoao
problems will ensue.

Al so make sure that your dat a doiettesemre humbeacolemnga ny 6 Nu mt
that have records preceeded blygremmptiasgte appgatingiathg 6) and ar
upper lefthand corner of the cells. This will throw off the error checks, and also cause the last digit of the

PZIP column to be deleted (a function designed to remove the endigif 2ip codes in the form of

123456789). If you have any numbers stored as text, select them and click the error box and click

AConvert to Numberd as shown bel ow.

Select the ThisWorkBook.Che€kompletionsmacro from the menu, and cliétun.

The program will then proceed to run, runningfiaiting and data checks. It may take a few minutes,
depending on the speed of your computer and the number of records in the file.



