High School Grades Submission
for OSCAR Software Users 

It is possible to select and export your student's demographic information from OSCAR. This is accomplished using the Utilities function, which is located on the menu bar on the main menu screen. 

First use "My Computer" to create a new folder on your local disk (C:) or another drive letter if you save data to a drive other than (C:). The instructions below are for drive (C:).
1. To create this folder, double click on the "My Computer" Icon on your desktop.
2. Double click on the local disk (C:) icon.
3. Left click the word "File" at the top left of window.
4. Select "New"->Folder. A folder will be created and its name "New Folder" will appear in bold. Replace the name "New Folder" with "HSMTAG" by typing in "HSMTAG". It does not matter if the name is all lowercase or uppercase. 

In OSCAR go to:
1. Utilities on the Main menu bar, then Tool Kit>Text File Utility.
2. On the OSCAR Text File Utility Screen:
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  a. Drop the date format down it is defaulted to mm/dd/yyyy, you may change it or keep this format.

  b. In the Upper Case Option check the box for all text to be upper case.

  c. Click Browse under Export File Name (from the dialog box that opens use the drop down to select the C: drive, then HSMTAG folder. In the File Name block, name the file Senior03.txt, then click Open, then OK.

  d. Select the fields to export in this order: soc sec no., last name, first name, middle name, address 1, address 2, city, state, zip code, birthdate and grade level, then click OK.

  e. Select students. Unselect all grades and then select grade 12 only, then click OK.

  f. You will be asked if you want to view file specs. Click No.

  g. The file “Senior03.txt” should now be located in the location you selected in the HSMTAG folder you created.

  h. Click Close to close the OSCAR Text File Utility.

Start Microsoft Excel application:
1. A blank workbook should be displayed.
2. Click "File" at the top of Excel and Select "Open". Change the Look in: folder to the folder OSCAR wrote your student information (C:\HSMTAG) or other location you selected.
3. Change the files of type: to Text files. This is at the bottom of the open window.
4. Double click on the file named "senior03.txt".
5. Text Import Wizard Step 1 of 3 should appear and delimited should be selected. Click the "Next" button.
6. Text Import Wizard Step 2 of 3 should appear. Remove the check mark by Tab and put a check mark by Comma. The individual fields should be delimited now. Click the "Next" button.
7. Text Import Wizard Step 3 of 3 should appear.    Click the "Finish" button.
8. Adjust the width of the columns to accommodate the largest item in a column.
9. Select "File" (top of Excel sheet) and "Save as".
10. Change Save as type: to Microsoft Excel Workbook (*.xls). The filename should be senior03.xls. Click the save button. The Save as type is located at the bottom of save window.
11. Your GPA’s (4.00 scale) are not included. Enter each student's high school GPA in the column where grade level 12 is located (This should be the last data column and grade level is not needed). Review the information and save it to your local disk. It will update the file you saved in step 10.
12. Copy (or do another Save as) to a blank diskette for data submission. Close the workbook and Open the Excel file that you placed on the diskette to verify it was written properly. Mail the diskette in a padded envelope to: Mississippi Office of Student Financial Aid, 3825 Ridgewood Road, Jackson, MS 39211-6453. If a padded envelope is not available, wrap diskette in cardboard for protection. Indicate that it contains diskette and ask that it be hand cancelled.

If you need assistance, please call Hubert Graves at (800) 327-2980 or (601) 432-6589. 

