Instructions for Converting GMADE Data Into an Excel Document (Window Users)
1.  Go to GMADE main menu.
2. Click “Import or Export Data”.
3. Under “Export Research File”, click the 3rd bubble “Export individual students’ basic demographic data and derived scores.”
4. Under “Specify Date Range”, click “Specify Date Range”.
5. Beside “Start” select the month, date and year of the date the test was given from the drop-down menus.
6. Beside “End” select today’s month, date, and year from the drop-down menus.
7. Under “Include IDs in Export File”, click “School/Class” AND “Teacher”.  
8. Click “Continue” in the bottom right corner.
9. You will then choose the location to save the exported file.  It seems to be more efficient to save the file on the desktop and then name it according to KCM specifications as requested earlier – MITNumber.SchoolCode.TestName.TimeofYear.11-12
10. Right click on the desktop icon and choose “Open with Microsoft Excel”.
11. Then you are ready to delete any columns of un-needed data following KCM guidelines.
12. Once you’ve made the necessary changes, don’t forget to save the spreadsheet.  It should save with the same name as above but with “xls” at the end.


Do not hesitate to call Cher Rosser at Lewisburg Elementary School (270) 755-4823 if you need further assistance.
