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The Excel worksheet must be converted to a .csv format to be processed by the California Special Education Management Information System (CASEMIS). These instructions explain how to convert the file.
	Open the Excel file containing all of the Special Education Local Plan Area’s (SELPA) Desired Results Developmental Profile (DRDP 2015) access assessment data entries.

· Select File on the command ribbon at the top of the worksheet. 
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Select Save As from the list.
Navigate to the secure location where the file will be saved (desktop, folder, or drive) as appropriate for your operating system, i.e., Windows 7 will use the Navigation pane or Address Bar.
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· Select the Save as file type as CSV (Comma delimited)(*.csv) from the pull down menu.

· Select the Save button.
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One or two warning messages may appear (depending on the Excel version). Select the Yes or OK button depending on the version’s available button.


	Select File on the command menu/ribbon at the top of the worksheet.

Select Exit from the list.


	Select the No or Don’t Save button (depending on the Excel version) when the warning message appears asking “Do you want to save the changes you made to ‘xxxxxxxxxx.csv?”
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Continue processing the data file(s) with the instructions titled Process for Submitting File to CASEMIS named, casemisdrdpprocs.doc.
1  Select the Save as type as CSV.





 2  Select Save button.





2  Select the Save button.
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