NORTH DAKOTA DEPARTMENT OF
PUBLIC INSTRUCTION

There are two ways to update the Ed Career Plan in STARS — Manually or via Export/Import.

This guide covers the Export/Import Method (you will some minimal Excel knowledge to complete)

Narrative

Screenshot

Log into STARS
Enter login ID and Password

Hit Login

Login

Please enter your State of North Dakota Login ID

—

Select the Enrollment report group

Select a report category

Show all reports

Direct Certification ” EDFacts |

On the Enrollment report, select your school
from the ‘Entity’ dropdown

Select the current school year from the
‘School Year’ dropdown

Hit ‘Select Report’

Enroliment @
Entity | State Responsible ~|
School Year

Due Date Spring Enrollment: 9/15/2022

Status FALL ENROLLMENT NOT SUBMITTED

SPRING ENROLLMENT NOT SUBMITTED

Select Report

If you have the ‘export rights’, you will be able
to pull up a list of students loaded

Select ‘Export’ (under ‘Tools’)
Select ‘EdCareerPlan’ from the dropdown

Select ‘Export’ (gray button)

This gives you a CSV file of students who have
their EdCareerPlan updated

Remember where you saved this file

Spring Enroliment
: 022

Status: NOT SUBMITTED

District Student Filter
Notification

Plant Courses

Undocumented Student Transfer
Title | Private & Local Neglected
Graduation Rate

State Student Search
PowerSchool Waiting for State 1D
(PSStateStudentSearch)
Versions
Import/Transfer

Batch ID Assigner

Contact: Steve Snow
mail: 00
Phone: 701-326-2236

WSS

Available Exports:
ACT Results v]
ACT Results
CourseData

EL

ELAccess Results

ELAltemnale Access Resulls

EL Assessment

EL Exit Information

EL Previously Identfied

EL Student List and Prior Year Access Scores

Enrollment Aggregate Totals - Current year and prior year

GraduationRate

Home School

Homeless

Migrant

NDSA Student Accommodations

NDSA Student Data

OtherSchoolStudentCourseDetails

Parental Directive

PS Course Data Staging Area Export

This file will be used as the import file. You will
add student information from the pupil data
file (exported in the next step) and then update
the ed career plan and then import
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Narrative

Screenshot

The purpose of this step is to get the pupil data
needed to populate the EdCareerPlan
spreadsheet

Select ‘PupilData’ from the Available Exports
dropdown menu.

This will export a CSV (excel) file of all students
who currently have an Ed Career Plan selected.

Please note where the file is saved

Fall Enroliment
Status: SUBMITTED 9/17/2021
by Donna Muckle

Spring Enrollment
Due Date: 6/30/2022
Status: NOT SUBMITTED

District Student Filter
Notification

Plant Courses

Undocumented Student Transfer
Title | Private & Local Neglected
Graduation Rate

State Student Search
PowerSchool Waiting for State ID
(PSStateStudentSearch)
Versions

Import/Transfer

Batch ID Assigner

Export
Student and Course information can be exported from STARS to a fil

Available Exports:

ACT Results v
Home School a
Homeless

Migrant

NDSA Student Accommodations

NDSA Student Data
OtherSchoalStudentCourseDetails

Parental Directive

PS Course Data Staging Area Export

PS EL Assessment Staging Area Export

PS EL Staging Area Export

PS Homeless Data Staging Area Export

PS Staging Area Export

PS StateStudentAssignment

PS Student Course Details Staging Area Export
PS Title | Staging Area Export

Pupil Membership Summary Detail

PupilDala
Resident district report
StudentCourseDetails
Students Included in AMAO

The purpose of the next 6 steps is to copy the
demographic data from the PupilData file to
paste into the EdCareerPlan file.

The next steps may be slightly different
depending on the version of Excel you have.

Open the ‘PupilData’ file

From the ‘Home’ ribbon, select ‘Sort & Filter,
then ‘Filter’.

This will allow you to filter the pupil data file
and delete unneeded columns
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Insert Delete Format
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Delete PlantEnd column date (should be
column J after completing previous step)

Formuli

L3
| &

PlantBe =
i 20200826| 20210527

J
PIantErE Serving
11-041-62:

Delete the DaysPresent and DaysAbsent
columns (should be column L and M after
completing previous step)

K
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Residel ~ |DaysPri ~ | DaysAE PlantPy

11-041

170.39 20250
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Narrative

NORTH DAKOTA DEPARTMENT OF
PUBLIC INSTRUCTION

Screenshot

Delete the columns after the EnrollStatus
(should be columns N — AQ after completing
previous step)

M

N (o] P Q R S r

(1] (1] (1]

EnrollSJSench ~ speckd|~|alted [~ |immigr | usentr * | Origind = | Migra
1

Filter the GradeEnrolled column to get just the
grade(s) you want to load the EdCareerPlan to
(likely grades 8 and 10)

Hit the drop-down arrow in the Grade Enrolled
column

Deselect all grades, except the ones you want)

Select ‘OK”
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This should give you the pupil data needed to
populate the EdCareerPlan file

Copy all these columns (do not select the top
‘header’ row)

Click starting on the row 2 and drag to the

bottom, once highlighted (selected), right click
and select copy
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Narrative Screenshot
B IZ=Z O A

1 State.. S N
2
2 A Cut
4 (& Copy
: ﬁ:‘l Paste Options:

Past into the EdCareerPlan (right click in cell A2 7 ARG RE
8

and paSte) 9 Paste Special... >
10 Insert...
1
12 Delete...
13 Clear Contents
14

Update Column N (enter the number next to
the career interest survey/cluster you
conducted)

1 - Interest Profiler (Gr. 7-10)

2 - Career Clusters Interest Survey (Gr. 7-10)
5 - COPS Interest Inventory (Gr. 7-10)

6 - Self-Directed Search Form R (Gr. 9-10)

7 - IDEAS Self-scored Assessment (Gr. 7-10)
8 - JOB-0 Enhanced (Gr. 7-10)

9 - JOB-O-A (Gr. 9-10)

10 - Career Matchmaker (Gr. 7-10)

11 - IEP/504 Team Decision

12 — blank

13 - Kuder Career Search (Gr. 7-10)

14 - The Career Keys (Gr. 7-9)

15 - ACT Profile (Gr. 7-10)

16 - ACT Profile Interest Inventory (Gr. 7-10)
18 — ASVAB

Update Column O (Did you develop a HS
Education Plan?)

1-YES
2—NO

Update columns P or Q (how did you conduct
the Ed Career Plan?)

Must enter a 1 in either column P or Q, but not
both

Enter a 1 in column P if you conducted the ‘Education
and Career Planning Consultation’ or enter a O if not.

Enter a 1 in column Q if you conducted the ‘9 Week
class on Education and Career Planning’ or enter a0
if not.

Update column R (did you conduct the
ACT_WorkKeys review?)
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Narrative

~ NORTH DAKOTA DEPARTMENT OF
- PUBLIC INSTRUCTION

Screenshot

In STARS, select Import/Transfer

State Student Search
PowerSchool Waiting for State ID
(PSStateStudentSearch)
Versions
Import/Transfer
Export

Batch ID Assigner

Make sure ‘Import from File” is selected

Select EdCareerPlan from the drop down and
hit ‘Next’ (on the far right)

STARS Home » Enroliment

Import
Import from File | Transfer Within District

Student and Course data can be imported from a file and students can be trans|
Step 1 - Select Import

Select the import you would like to work with from the drop down below and the|

Available Imports:
| CourseData ~|

CourseData

EdCareerPlan report
EL prep

EL Assessment

GraduationRate

Home School

Homeless
OtherSchoolStudentCourseDetails
Parental Directive

PupilData

StudentCourseDetails

Select ‘Choose File’ and navigate to the saved
EdCareerPlan file and hit ‘Next’ (on the far
right)

Import
Import from File | Transfer Within District

Student and Course data can be imported from
Step 2 - Select File for Upload

Click the "Browse” button to locate the file you w
Import Selected in Step 1: EdCareerPlan

File:

Choose File | No file chosen

The file will be moved into the STARS staging
area

Hit ‘Next’ (on the far right)
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STARS Home » Enrollment

Import
Import from File | Transfer Within District I

Student and Course data can be imported from a file and studen
Step 2 - Select File for Upload

The file hias been uploaded successfully to DPI. Below are the d
Import Selected in Step 1: PupiData

Uploaded File Name: PupilData (8).csv

Uploaded File Size: 7184 bytes

Uploaded File Type: application/vnd.ms-excsl

The file is now ready to be validated for proper structure. Please
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Narrative Screenshot

STARS Home » Enrollment

Import

Import from File | Transfer Within District

The flle Wl II be Va | |dated Student and Course data can be imported from a file and studen
Step 3 - Validate File Structure

. ) The structure of the file was validated successfully. Click "Import]
H It NeXt (On the fa r rlght) Import Selected in Step 1: PupilData
File Uploaded in Step 2: PupilData (8).csv

If the import has errors, you will get a report
indicating the record number (CSV file row),
the column name and error description

Correct the CSV file as needed and reimport

Import

Impeort from File | Transfer Within District

Student and Course data can be imported from a file and students
Step 4 - Import Data

If there are no errors, you will an indication of Data imported successfully!
Records Inserted (any new records) or Records Import Selected in Step 1: EdCareerPlan

« .. File Uploaded in 2: EdC. Pl 1).
Updated (for any updates to existing records) e Uploaded in Step 2 EdCareerPlan (1) cov

Records Inserted: 98
Records Updated: 0

Please click the "Validate” button to view any problems with the ne|
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