Tips for using Excel: How to Format the Date-of-Birth Column
for your SDU File

1. Login to your PALS Online account. From the Division Home Page, select “Upload SDU.”
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2. Scroll down to the bottom of the page and click on Download Template. This will open a
blank template of the .csv file that you’ll be filling in. (See also the “View Requirements”
link for formatting requirements.)
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3. Enter the student record information for your SDU.
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4. Column R (the 18th column) is the date of birth column. Highlight the entire column.
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PreKDemo/Alex PrekDemoStudent 3/9/2014 M 2014001
PreKDemo Jack PrekDemoStudent 6/2/2014 M 2014002
PreKDemo Sierra PrekDemoStudent 6/20/2014 F 2014003
PrekDemo Cindy PreKDemoStudent 2/11/2014 F 2014004
PreKDemo Niko PreKDemoStudent 12/4/2013 M 2014005
PreKDemo Debbie  PreKDemoStudent 3/22/2014 F 2014006
PreKDemo  Suzie PreKDemoStudent 6/9/2014 F 2014007
PreKDemo Nick PreKDemoStudent 11/12/2013 F 2014008
PrekKDemo(Tammy  PreKDemoStudent 1/22/2014 F 2014009
PrekDemo Joe PreKDemoStudent 5/3/2014 F 2014010
PreKDemo Tommy  PreKDemoStudent 10/26/2013 M 2014011
PrekDemo Alan PreKDemoStudent 7/31/2014 F 2014012
PreKDemo Sean PreKDemoStudent 7/2/2014 M 2014013
PreKDemo Patricia  PreKDemoStudent 8/19/2014 F 2014014
PreKDemo(lsabella  PreKDemoStudent 3/11/2014 F 2014015
KDemo  Teacher KDemo@stSteve KDemostudent 11/14/2012 M 2013001
KDemo  Teacher KDemo@stMaggie KDemostudent 10/3/2012 F 2013002
KDemo  Teacher KDemo@scBladen  KDemoStudent 7/18/2013 M 2013003
KDemo  Teacher  KDemo@stBetsy KDemostudent 6/22/2013 F 2013004
KDemo  Teacher KDemo@stDerrick  KDemoStudent 9/4/2012 M 2013005
KDemo  Teacher KDemo@scMichael — KDemoStudent 6/16/2013 M 2013006
KDemo  Teacher KDemo@scFernando KDemoStudent 8/22/2013 M 2013007
KDemo  Teacher KDemo@scHenry  KDemoStudent 5/8/2013 M 2013008
KDemo  Teacher KDemo@stKaron KDemoStudent 2/17/2013 F 2013009
KDeme  Teacher KDemo@s«Cl KDemoStudent 12/4/2012 M 2013010
KDeme  Teacher KDemo@s¢Ben KDemoStudent 6/30/2013 M 2013011
KDemo  Teacher KDemo@s¢lucinda  KDemoStudent 2/20/2013 F 2013012
KDemo  Teacher KDemo@scTravon  KDemoStudent 9/30/2012 M 2013013
KDemo  Teacher KDemo@scCarlos  KDemoStudent 3/7/2013 M 2013014
KDemo  Teacher KDemo@stFelipe  KDemoStudent 12/8/2013 M 2013015
1 FirstDemo Teacher  1stDemo@ Max FirstDemoStudent 8/22/2012 M 2012001
1 FirstDemo Teacher  FirstDemotJack FirstDemoStudent 1/18/2012 M 2012002
1 FirstDemo Teacher  FirstDemotRichard  FirstDemoStudent 2/17/2012 M 2012003
1 FirstDemo Teacher  FirstDemog Torrodjae _FirstDemoStudent 3/14/2012 M 2012004
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PreKDemor Alex PreKDemoStudent
PreKDemo: Jack PreKDemostudent
PreKDemo Sierra PreKDemosStudent
PreKDemoi Cindy PreKDemosStudent
PreKDemo: Nike PreKDemostudent
PreKDemo(Debbie  PreKDemoStudent
PreKDemo: Suzie PreKDemoStudent
PrekDemoi Nick PreKDemostudent
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3/9/2014 2014001
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2/11/2014 2014004
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