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RGM Memo
Date: 
November 9, 2016

To:

Dear School Owners and Financial Aid Personnel,
RE:                How to copy the NACCAS back-up List from the RGM to NACCAS excel file
Step 1: Generate the NACCAS Report and your Back-up List

On the NACCAS Report generated in RGM, click on Item 1 “Students Scheduled TO graduate in reporting period”. 
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Step 2: Copying your List

On the pop-up screen, click select ALL, and click COPY. Depending on your computer, you may do this by right clicking the mouse or using the tool bar:
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Step3: Pasting the Cohort List to Excel

Open a blank Excel File (not the NACCAS file), click in the First Cell in top left corner (see screen shot below), and click Paste.
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Step 4: Formatting the Data before copying into the NACCAS file

Once Students are copied into the blank excel file, select field” A” (which will highlight the entire first column heading at the top left corner), click Delete to remove this column. Delete any other page breaks or data that is not student data as this will cause an error when pasting into NACCAS file.
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Deleting the Page Break between students

Step 5: Selecting the Student Data to Copy into NACCAS File

Click the First Student’s Name, Highlight the student data (not the column headings) by highlighting over to the right to “Passed ALL Parts of Exam” field, and continue to drag it down to highlight the last Student’s data, click copy. Note, you are only to copy the student data, do not copy the headings as they are already in the NACCAS file.
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Step 6: Pasting Student Data into NACCAS File

Open the NACCAS document, click Enable Editing, click the First Field under Student name (column B row 6), and click Paste.
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NOTE: You will need to do this for Each Program!![image: image9]
