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Special Education Local Plan Areas (SELPAs) that have multiple Desired Results Developmental Profile (DRDP 2015) Excel data collection files must merge these files into a single file. 
NOTE:  Those SELPAs with only one data entry file may proceed to the next sequence of steps since file merging is not needed. Continue file preparations by following the directions found in Instructions for Conversion of Excel Worksheet to CSV Format (drdpconversn.doc) which can be found at:

http://www.cde.ca.gov/sp/se/ds/casemis.asp
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To complete these instructions, you must have a PC with the Microsoft Excel installed and a basic knowledge of using the software.

1. All DRDP Excel data collection files should be stored in central secured location in a single folder. 
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Locate and open the file where all of the data will be merged. In the remainder of these instructions the file will be called the Target File. 

If a file for merging data was not provided, copy a data file and remove the data (do not delete row 1 which contain the column headers).

The Target File should initially appear as shown in the diagram above.
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3. Open a data collection file, hereafter referred to as a Source File. Highlight the data to be copied by clicking the left mouse button over row reference 2.   

The cursor turns into a small horizontal arrow and the row will change color indicating that it was selected. 

Depress the [Shift] key and continue holding it down. Then depress the down arrow or Page Down key until all of the entered data is highlighted. The rows will remain highlighted.   


Release the [Shift] and [down] keys.
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With all of the data highlighted the screen should appear similar to the adjacent figure. (The number of rows may vary between data collection files.)

Copy the data. While holding down the [Ctrl] key, press the [C] key to copy the highlighted cells.



5. Depending on the version of Excel used will determine how to navigate from one file to the next. 


Navigate to the Target File.
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6. The Target File will be the active workbook in the Excel window. 

Select the first leftmost blank cell, in this case A2. (The cell number will be different in the subsequent data pastes.)   
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Depress the right mouse button. An option list will appear. 


Select Paste Special from the list. 
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The Paste Special options will appear.

Choose the Values and number formats option by selecting its radio button.

Select the OK button.



The pasted data will appear highlighted on the Target File. 
8. Save the file (while holding down the [Ctrl] key, press [S], then release the keys).
Should a message box appear to referring to a formula or sheet to be moved, then the proper paste option was not chosen. Select the Yes button repeatedly until the message(s) disappear. Close the worksheet without saving. Follow the copy and paste instructions for the file previously not pasted to the Target File.
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Repeat steps 3 through 8 until all of the Source Files’ data is copied to the Target File. 

Always use the Paste Special option in the Target File’s first empty cell in column A. 
Be sure to save the Target File after each data addition is completed.
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