[bookmark: _GoBack]          HOW TO FILL OUT THE ASSESSMENT TEST SPREADSHEET

Columns
B:  SSN – 9-digit number (no dashes). If unknown, use the student’s G number.

C:  CIP Code – 6-digit number. Indicates student’s major. Use Banner form     STVMAJR to get this code. If major is unknown, fill field with 6 asterisks: ******

E:  Test Name – 10 characters only! Fill field with asterisks at the end to get 10 characters, if necessary. Do not leave blank. A 10-character description may be used for now, until the names are standardized.

F:  Test Type – 10 characters only! Select from the attached list of codes; be sure to include the appropriate number of asterisks at the end.

G:  Test Date – 8 characters only! Use current date if test date unknown; must be in this format: YYYYMMDD, ie, 20110631. NOTE: You may need to clear the formatting from this column, if you have an old version of Excel.

H:  Test Result – 1 character. Use ‘M’ for passed or ‘D’ for failed.

J:  G number – 9 characters.

Save the file using the following naming convention (for identification purposes):
          tsas-[year]-[program or subject]-[your initials].xlsx   (or .xls)                                                            
          example:  tsas-2011-aviation-abc.xlsx
   
Please check your work – you are responsible for the accuracy of your file! Email Sue at satkin@pcc.edu or call 971-722-7704 if you have any questions. 

Send the completed form as an attachment to jwetzel@pcc.edu and satkin@pcc.edu on or before July 29. 
