Formatting a Tab-Delimited Text File
This document outlines instructions for downloading a CDD-801A Management Report as a Microsoft Excel (Excel) file from the Child Development Management Information System (CDMIS). Additionally, this document contains instructions for converting an Excel file to a tab-delimited text file that meets the file format specifications for uploading CDD-801A reports to the CDMIS.
Additional resources that may be helpful when converting an Excel file to a tab-delimited text file include the following:
· CDMIS user name and password
· CDMIS User Manual, Appendix A: File Format Specifications[footnoteRef:1] [1:  The CDMIS User Manual is available for download on the California Department of Education, CDMIS Support web page at https://www.cde.ca.gov/sp/cd/ci/main.asp.] 

· Working knowledge of Excel
Downloading CDD-801A Management Reports
1. From the CDMIS Main Menu, select the function "CDD-801A Management Reports"
2. Click "Submit" 
3. Click "CDD-801A Submission Export"
4. Select the desired report month and year, and sub-agency (if applicable)
5. Click "Submit"
6. Scroll to the bottom of the CDD-801A Electronic File Transfer Status Report screen and click "Download this Screen to Excel File"
Converting an Excel File to a Tab-Delimited Text File
Adding Fields (Columns)
1. Select Column "A" and right click on the mouse
2. Insert 2 blank columns to the left of Column "A"
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Field Number 1, Field Letter A
3. Click on the "A" at the top of the spreadsheet to select all rows of Column "A"
4. Navigate to the Home Tab on the Excel Ribbon and expand the Number Group 
5. Select the Number Tab of the Format Cells dialog box
6. Click Custom from the Category Menu
7. In the Type Field, enter mm/yyyy
8. Click "OK"
9. Navigate to Cell "A5" and enter the report month and year
a. Note: Excel will automatically reformat your text to mm/yyyy
10. Copy the same report month and year for all families in the Excel file 
Vendor Number/Submission Code
Field Number 2, Field Letter B
11. Navigate to Cell "B5"
12. Enter your agency's vendor number and submission code as XXXXXXX
a. The first 4 numbers are your agency's vendor number
b. The last 3 numbers are your agency's sub-agency code
i. Note: If your agency does not use sub-agencies in reporting, this code will be 000
13. Copy the same vendor number/submission code for all families in the Excel file
Formatting Dates
The steps listed below are to be used to format the following fields:
· Family Start Date: Field Number 15, Field Letter O
· Child Date of Birth: Field Number 26, Field Letter Z
· Child Start Date: Field Number 30, Field Letter AD
· Services Date: Field Number 41, Field Letter AO

1. 
2. Navigate to the indicated column
3. Click on the letter at the top of the spreadsheet to select all rows of that column
4. Navigate to the Home Tab on the Excel Ribbon and expand the Number Group 
5. Select the Number Tab of the Format Cells dialog box
6. Click Custom from the Category Menu
7. In the Type Field, enter mm/dd/yyyy
8. Click "OK"
a. Note: Excel will automatically reformat all dates in this column to mm/dd/yyyy
9. Repeat steps 1 through 7 for all pertinent fields
Adding Leading Zeroes
The steps listed below are to be used to format the following fields:
· Head-of-Household FIPS Code: Field Number 14, Field Letter N
· Child's Primary Language: Field Number 28, Field Letter AB
· Provider FIPS Code: Field Number 33, Field Letter AG
· Type of Child Care: Field Number 37, Field Letter AK

1. Navigate to the indicated column
2. Click on the letter at the top of the spreadsheet to select all rows of that column
3. Navigate to the Home Tab on the Excel Ribbon and expand the Number Group 
4. Select the Number Tab of the Format Cells dialog box
5. Click Custom from the Category Menu
6. In the Type Field, enter the following:
a. For Child's Primary Language and Type of Child Care, enter 00
b. For Head-of-Household FIPS Code and Provider FIPS Code, enter 00000
7. 
8. Click "OK"
a. Note: Excel will automatically reformat all values in this column to 00
9. Repeat steps 1 through 7 for all pertinent fields
Deleting Dashes "-"
The steps listed below are to be used to format the following fields:
· Head-of-Household Zip Code: Field Number 8, Field Letter H
· Provider Zip Code: Field Number 34, Field Letter AH

1. Navigate to the Home Tab on the Excel Ribbon and click Replace… on the Find & Select dropdown menu
2. Enter a single dash (-) in the Find What Field of the Find and Replace dialog box
a. Note: Leave the Replace With Field blank
3. Click "Replace All"
a. Note: Excel will automatically remove all dashes within the spreadsheet
Removing Additional Formatting
1. Navigate to Cell "A1"
2. Click on the "1" at the left of the spreadsheet and drag the cursor down to the "4" to select all contents of rows 1 through 4
3. Right click on the mouse
4. Click Delete from the dropdown menu
5. Select all columns and rows of the spreadsheet
6. Navigate to the Home Tab on the Excel Ribbon and expand the Font Group
7. Select the Border Tab of the Format Cells dialog box
8. Click None under the Presets Heading
9. Click "OK"
a. Note: All cell borders will disappear from the spreadsheet
Saving the Excel File as Tab-delimited Text File
1. Navigate to the File Tab on the Excel Ribbon and click Save As
2. Browse to the location where you would like to save this file
3. Name the file
4. Select Text (Tab-delimited) (*.txt) from the Save As Type dropdown menu
5. Click "Save"
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