On-Demand Data Instruction Manual
Step 1: Please download the Blank On-Demand Data File template from our website. This can be accessed by following the link to support.   Support
Step 2: Once you have downloaded and opened the file it will look like this.
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The first four Columns’ in the spreadsheet, YEAR, YEAR_LEVEL, TEST and TEST No, will need to be filled in manually. The other columns E to L will be a direct copy and paste for the word documents from your On Demand tests.

Column A- YEAR: Is the year the test was taken in. For Example (2008)
Column B- YEAR_LEVEL: Is the year level that has taken the test. For Example (7)
Column C-TEST: Is which test has been taken. Either (Reading) or (Maths).

Column D-TEST No: Is which test it is. Either (1) or (2).
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Step 3: Open up one of your On-Demand Tests (as seen below). You will see a table with all the results pasted into it.
1. Highlight all the data in the table ignoring the first row. (i.e. Student Name, Student ID etc) 

2. Copy and Paste it into the On-Demand EXCEL file starting at column E (Student Name).
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Step 4: Fill out the columns A-D with the information about the test explained on page 2 of this document. An example of what the file will look like once you have filled out all the columns can be seen below.
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Step 5: Repeat steps 3 and 4 for all of your testing data you have available back to 2007.
It does not matter what order you put the tests into the document. The SPA software will look at the file and work all of that out for you.
Step 6: Once you have finished inputting all your testing data, you will need to save the file as a common delimited file.
a) From the “Office button” (Excel 2007) or the “File” menu (Excel 2003) select “Save As”. (see below)
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[image: image6.png]Edit Vew Insert Format Tools Data Window Help

Type a question forhep v/ & x

Draw~ | | Autoshapes~

N\ NOOK 4l & |

Ready

open... o0 | oo o 2e 3 F 2 - £ B &L W[ 0o -
S 0 -AA|BZU | 1 O A~
Page Setup...
| print... cri+p F G H ] J K L M N [ a
1| 1\Documents and Seftings\..\Test_Scalesxs | me READING WRITING SPELLINGMATHEMAClass  Date of Bil Gender LBOTE | ATSI  Home SchRe
7] [t ey T 420 518 469 339 7/02/1993 Male  Yes No 99995-VIC 99
3 c 41 341 39 H Male Yes No 99995-VIC 99
4 3 \Documents and Set...\Evaluation Graphs.xs 353 457 5 339 1/01/1993 Female | Yes No 99995-VIC 99
5| | 4\Documentsand settings\Ph..\AlStudesxts  |HAN 332 407 336 299 it Female | Yes No 99995-VIC 99
6 9 203 312 301 364 it Female | Yes No 99995-VIC 99
7 2007 YR7P  |BART _ |NULL | SIMPSON 31 295 282 295 st Male  Yes  Yes  99995-VIC99
8 2007 YR7P BRENDAN WHALLEY 299 20 201 305 A Male Yes No 99995-VIC 99
9 2007 YR7P  BRENDANNULL  SEYMOUR 428 321 291 364 s Male No No 99995-VIC 99
10| 2007 YRTP  COURTNE BOLLARD 332 423 39 292 s Female  No Yes  99995-VIC99
11) 2007 YRTP  DANIEL NULL  PETERSE 54 347 291 456 s Male No No 99995-VIC 99
12| 2007 YRTP  DANNY NULL  SEBBO 286 285 282 228 A Male Yes No 99995-VIC 99
13| 2007 YRTP  ELISHA MOLIVAS 47 446 371 422 3/03/1993 Female  No No 99995-VIC 99
14| 2007 YRTP  GRACE NULL  DENT 3.39 et Female  No No 99995-VIC 99
15| 2007 YRTP  HAMZA NULL  MUTAHIR 3.4 20 301 211 A Nale Yes No 99995-VIC 99
16| 2007 YRZP  HENRY NULL  JETSON 41 317 268 s Male No No 99995-VIC99 -
17| 2007 YRTP  JACINTA CORBETT 299 361 412 326 s Female  No No 99995-VIC 99
18| 2007 YR7TP  JOSHUA NULL  SIMMONS 252 316 268 s Male No Yes  99995-VIC99
19] 2007 YRTP  KUNI | NULL  ZARRU 228 1/05/1993 Female | Yes No 99995-VIC 99
20| 2007 YRTP LY  NULL  BAFAS 295 £/01/1995 Female  Yes No 99995-VIC 99
21| 2007 YRTP  MOHAMMI MOLESW( 363 329 301 295 # Male No Yes  99995-VIC99
22| 2007 YRTP  NICK  NULL  GALLOWA 515 388 336 401 71011993 Male  No No 99995-VIC 99
23| 2007 YRTP  ROSIE NULL  TANG 200 207 301 389 £8/06/1993 Female  Yes No 99995-VIC 99
24| 2007 YRTP  ROSS NULL  BROWN 385 505 412 364 s Male No No 99995-VIC 99
25| 2007 YRTP  STACY NULL  CLARK 343 409 336 295 it Female | Yes No 99995-VIC 99
26| 2007 YRTP  STEFAN NULL  BARKER 420 503 39 414 £11/1993 Male  No No 99995-VIC 99
27| 2007 YRTP  STEPHENNULL  HUGHES 41 374 514 5 H Male No No 99995-VIC 99
28| 2007 YRTP  THERESE GREGORY 428 9/07/1993 Female  No No 99995-VIC 99
29| 2007 YRTP  THOMAS NULL  CAMERON 429 388 469 445 9/11/1993 Male  No No 99995-VIC 99
30| 2007 YRTP  VERTY NULL  MCNELL 563 53 539 494 it Female  No No 99995-VIC 99
31| 2007 YRTP  WILLIAM NULL  SPENCER 332 31 282 299 s Male No No 99995-VIC99
32| 2007 YRTP  ZACHARYNULL  LEVI 332 321 28 284 A Male Yes No 99995-VIC 99
33| 2007 YRTP  ZAINAB NULL  SULEIMAI 279 329 301 292 it Female | Yes No 99995-VIC99
1€ 4> 3\ 4qmbyonrwe3pviyzzaldhp2c~Outcom / B m ] £

start € =

~ [ § AM_al_day.doc.






b) In the “Save As” dialogue box you will need to do three things. First you will need to put your curser in the “File Name” box and give the file an appropriate name (e.g. On-Demand). Second, the “Save as type” box should be showing that the file is currently a “CSV (Comma delimited) (*.csv)” file. If not, make sure it is. Third, you will need to select an appropriate folder in which to store the file. When you have completed these three tasks click on “Save” to save the file. The following message will appear so click on the “Yes” button to keep the file as a *.csv file.
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Step 7: Once you have created and saved your file as a Common Delimited file you need to upload it to the SPA online software. 
Please Refer to the Uploading your data instruction manual. Which can be found here.

