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Directions for Completing the EXCEL files for NJDOE Parent Survey
Use Secure Website (https) for Download/Upload of Data Files:

A secure website has been developed (https://njspecedsurvey.rutgers.edu/login.php) for you to download your Excel templates that you will need to complete with parent contact information.  After completing your Excel templates, upload the files to the same website.  We will provide you with a username/password for this site.  All data transfers will be encrypted.
Parent Mailing Address Information:

Each district participating in the Parent Survey is required to submit mailing information for parents whose children are receiving special education services (students with IEPs) in the CURRENT academic year (2012-2013).  
In order to ensure consistent mailing information statewide, NJOSE is providing each district with two EXCEL template files to complete: 

1. Parents of students with disabilities enrolled in school-age programs (K-12)

2. Parents of students with disabilities enrolled in preschool programs
File names:
There are various size templates for a district to choose, dependent on the number of addresses that will be entered into the template.  District staff should choose a template, (small, medium, large) that will have enough rows to accommodate all student files within a single upload, one for preschool students, and one for schoolage students. You will download one file for preschool students, considering size, and one file for schoolage students, considering size.  The downloaded files will be renamed as follows:

1. districtcode_districtname_schoolage.xls for mailing information for parents of students with disabilities enrolled in school-age programs (i.e., 5850_woodbridge_schoolage.xls)

2. districtcode_districtname_preschool.xls for mailing information for parents of students with disabilities enrolled in preschool programs (e.g. 5850_woodbridge_preschool.xls)

Key Components of Each Parent Mailing Address Data Set:

· Use the Microsoft EXCEL templates provided by NJOSE to provide parent mailing information.
· Complete one row (i.e. one record) in the EXCEL template with the parents’ name(s) and mailing address for each student receiving special education services.  (i.e. one parent address entry – one child; two parent address entries – two children, three parent address entries – three children, etc.)  This will permit parents to receive a separate survey for each child receiving special education services.
· DO NOT INCLUDE STUDENT NAMES
· As a CHECK for the completeness for each of your two address files: 
The total number of parent address entries for each file (school-age and preschool) should correspond closely to the total number of school-age as well as the total number of preschool students you reported on your Data Verification Form as of October 15, 2012. 

Using Existing District Databases:

· When copying and pasting from an existing district database, ONLY use the ‘paste special’ command and choose the ‘values’ option.  If you are copying from some other type of spreadsheet software, you may get a dialog box from the paste special command.  From the list of available formats, please choose to paste as type ‘Csv’.  If copying, please review all data to insure that only information requested is pasted into the datasheet and that all data is in the same format as specified in the template.
Entering Data in Each Field:
· The chart below represents how data should be entered into each field as text and/or numerical data.  

· Fields are preset regarding size. 
· All Fields must be completed.  (EXCEPTION: If there is no apartment number, leave the field blank.)
	NAME
	County Code
	District Code
	Parent First Name
	Parent Last Name
	Street Address or P.O. Box Number
	Apartment Number
	City
	State
	Zip Code

	FORMAT
	Number
	Number
	Alphabetic Text
	Alphabetic Text
	Number and Alphabetic Text
	Number and Alphabetic Text
	Alphabetic Text
	Alphabetic Text
	Zip or Zip + 4 Numeric

	
	Limit to 2
	Limit to 4
	Limit to 35
	Limit to 25
	Limit to 35
	Limit to 30
	Limit to 30
	Limit to 15
	Limit to 10

	EXAMPLES
	23
	5850
	John and Mary
	Doe
	1241 North Main St.
	2nd floor
	Woodbridge
	NJ
	07095

	
	23
	5850
	Mary
	Smith
	12 West Ave.
	Apt. 20
	Woodbridge
	NJ
	07095

	
	23
	5850
	Mr. and Mrs.
	Jones
	217 Oak Way
	
	Woodbridge
	NJ
	07095

	
	23
	5850
	Mr. and Mrs. John and Mary
	Young
	P.O. Box 295
	
	Woodbridge
	New Jersey
	07095-1234

	NOTES
	These fields are pre-set in your datasheet template.  Please do not change their values.  
	
	This field should ONLY contain the last name of the parent.
	Enter Street Number (#), Street Name and Suffix  (i.e., St., Ave., Blvd., etc.) 
Or  P.O BOX #.
Do NOT enter Apt or floor number in this field. 
	Please ONLY enter Apt or Floor # or similar designation
	
	
	


Please upload your files to the secure website no later than February 4, 2013. 
MaryAnn Joseph - Learning Resource Center South

New Jersey Department of Education/Office of Special Education 
107 Gilbreth  Parkway Suite 200
Mullica Hill, New Jersey 08062
If you have questions regarding the EXCEL format or the creation of the EXCEL files,
please contact maryann.joseph@doe.state.nj.us or 856-582-7000 ext 106.

