How to Utilize the Enrollment Checking Program

In order to make the enrollment reporting process easier for both TICUA and our member institutions, a program
was created in Visual BASIC for Applications (VBA) to use for checking enroliment data filesréos in quick

and automatic way. It is designed for use in Microsoft Excel XP/2003, bytnetiably work fine in alExcel

versions from 2000 on up.

It is not a standalone application like a traditional program (meaning, you do not run it by-cdaktg an .EXE
file) T rather it is a compilation of VBA code that the user can insert into their spreadsheet ¢ikd 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 taerollment Reporting Template. The template should already have the
checking program embedded as a macro. If so, you may skip down tarthin@the Checking Program section.
If not, download the latest version of tBarollmentData Checking Prograalso available on the data collection
page)and follow the steps below

It is very important that the version of the template and the veddithe program that you are using match. The
columns in your worksheet must match the ordeirf of t he
not the checks and formatting will be performed on the wrong columns and result in false errors.

Once downloaded, open the .VB file with a text editor, such as Notepad. It should look something like the below
picture:

Fle Edt Format View Help

T TICUA :nroﬂmen( data checking program ~
' version

* checks ;xcew 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: 11-09-2005 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
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Declare variables to hold the column names containing variables we'11 need
m StrsTDTNU As string

m StrEICECODE As Str1ng
m StrTERM As String

m stryear As 5(r1ng

m STrGENDER As String

m StrCITZEN As String

m STrRESIDT As String

m STrBIRTHD As String

m STrPZIP As String

m STtrPCOUNTY As String

m STrPCNTRY As String

m STrPSTATE As String

m STrHOPEFO As String

m STrHOPEDU As String

m strRegainTELS As String
m strRepeatTELS As String
m STrSLEVEL As string

m STrREGTYPE As String

m StrEirstTR As String

m STrTFICE As String

m STrMAJORL As String

m STrATMHME As String

m STrATMTELS As String

m STrERNHME As String

m STrCURHRS As String

m strRemDevHrs As String
m STrGPAHME As String

m STrGPATELS As String

m STrINTELS As Strin

m STrHSCODE As String
m StrGRADTYPE As String
m STrGRADDATE As String
m STrOVERGPA As String
m STrUNWTGPA As String
m STrNUMAP As String

m STrACT As string

m STrSAT As String

m StrPELL As string

m StrSTFSUB As String

m STrSTFUSB As String
m STrTSAAG As String

m STrHOPEGR As String
m STrHOPESC As String
m STrHOPESU As String
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[Image 1- .VB file opened with Notepad]

Now click Edit->Select All then clickEdit->Copy (while these directions are written fdiotepad, the process is

often the same in different prograinb asi cal | y, what youbére doing it selecti
Clipboard)


http://www.ticua.org/data_collection

Open the Excel file containing your enroliment report.

) Fle Edt Vew Insert Format Toos Data  Window Help
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| 1 |[FICECODE INTNUM | STDTNU _ TERM YEAR RACE GENDER CITZEN RESIDT BIRTHD  PZIP |PCOUNTY PSTATE PCNTRY SLEVEL REGTYPE FirstTR TFICE MAJOR1 ATMHME ATMTELS ERNHME CURHRS RemDe|
| 2 003400 PA1111111 12345-6789 Sp 2005 6 M Y | 09/17/1981 38472 033 ™ us 1 6 N 240199 14 14 14 16 0
003400 PA1111112 123-45-6789 Sp 2005 6 F Y: | 09/18/1981 38477 /035 ™ us 1 6 N 240199 14 14 14 12 0
4 003400 PA1111113 |123-45-6789 Sp 2005 6 F Y. | 09/19/1981 38301 037 ™ us 1 6 N 310504 14 14 14 16 0
5 1003400 PA1111228 | 123-45-6789 Sp 2005 6 F hd | 09/20/1981 37388 039 ™ us 1 6 N 260101 14 14 14 16 0
6 /003400 PA1111115 123-45-6789 Sp 2005 6 M Y I 09/21/1981 38460 041 N us 1 6 N 380299 14 14 14 16 0
003400 PA1111116 123-45-6789 Sp 2005 6 M Y | 09/17/1981 37082 043 ™ us 1 6 N 240199 15 15 15 13 0
8 003400 PA1111117 |12345-6789 Sp 2005 6 [ Y | 09/17/1979 37412 045 ™ us 1 6 N 131202 15 15 12 16 0
9 1003400 PA1111211123-45-6789 Sp 2005 6 F Y. I 09/17/1981 38477 047 ™ us ] 6 N 1240199 3 3 3 7 0
10 /003400 PA1111119 12345-6789 Sp 2005 6 F Y | 09/23/1982 38478 047 ™ us 1 6 N 240199 3 0 3 3 0
1/003400 PA1111120 123-45-6789 Sp 2005 6 F Y | 09/19/1981 38478 049 ™ us 5 6 N 240199 3 0 3 3 0
' 12003400 PA1113321 123-45-6789 Sp 2005 6 E Y | 09/20/1981 38468 051 ™ us 1 6 N 301701 6 6 6 6 0
13003400 PA1111122 123-45-6789 Sp 2005 6 F Y | 09/21/1981 38468 053 ™ us 1 6 N 301701 6 6 6 6 0
141003400 PA1111123 123-45-6789 Sp 2005 6 F Y I 09/17/1981 38401 055 N us 1 6 N 131202 |6 6 6 6 0
e
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[Image 2- open Excel filei make sure yar worksheet is named Enrollment like above!]



In Excel versions 2003 and prior, cliglools-> Macro -> Visual Basic Editor.

If you are usindgexcel 2007, enable the Developer tab if it is not enabled. To do this, click the Microsoft Office
Button inthe upper left corner and go to Excel Options. SeledPtiprilar category, clickShow Developer tab in
the Ribbon, then clickOK and you are ready to g@nce the Developer tab is enablegen the Visual Basic
Editor by selecting thBevelopertab, trenVisual Basic

The Visual Basic Editor should open and look something likgititare below:

[Geners : T [onersson =

s 8 AcrobatPDFWriter (PDFV
# & funcres (FUNCRES.XLA)
+ &% VBAProject (PERSONALX
=1 & VBAProject (TICUA_SUR

=) £ Microsoft Excel Objects
Sheet2 (Enroliment)
&) ThisWorkbook
=3 Modules
& Module1

0.. ‘Microsof STICES| ~§ Microsoft Visual Basic ...

[Image 3- The Visual BASIC Editor]

Make sure that the wor kbook t i thamadidefffhe sceeddolfrnét,doubld&k 6 i s s ¢
click it to select it.

If there is any existing codeom older versions of thprogramalready in the file y ou 6 1 | need to selec
deleteit( 1 f t here is code from something other than the enrtr
ddete it)

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

Running the Checking Program

Now that the code is in the worksheet, you can run the program just like any Office mdexoel 2003, kick
Tools->Macro->Macros. In Excel 2007, click th®evelopertab, then seledtlacros. This will bring up a menu
similar to the one below.



[Image 4 - Macro selection menu]

The worksheet (note: workheet* not work*book*it he name of the workbook (the fi
this case) containing yoaboveioepohe psogi amewi RIEng ®h & ma th ¢
Ran g erdor.

Make sure that the first column in your spreadsheet 1is
from any previous runs of the programr el se it wi | | insert a second AQuest

Select the ThisWoook.CheckEnrollment macro from the menu, and dick.

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

Should all go aplanned, and no errors encountered, you should seeapopb ox st arting that AEN]
i s comAtoumretidedi Questi onso will be inserted at the beginn
any error messages relating to the reamatained in that row.

Should you edit arecord and needtoren t he program, simply delete the AQu
above, from the point of clicking ToetsMacro->Macros.

Make sure to delete the @@uestionsd column or errors m

Data Tips for SuccessfullyRunning the Enrollment Checking Program

The following errors are common yet easily fixed:

Yes/No felds such agirstTRandRegainTELS, RegatTELS, & NonTradHOPEor TELS students should not be
left blank If the value idNo or Falsenake sure that @&dis reported Blank values areinterpreted as
missingunknownandmissing data errors will result.



