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 Export Case Load
 Edit exported data in spreadsheet (.xlsx)
 Save spreadsheet (.xlsx) to computer/server location
 Import spreadsheet (.xlsx)
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Export Case Load
 Click Approvals and Claims -> Student -> Caseload Definition

 User Case Load Definition Search filters to view desired Case Load

 Click the Caseload icon in the results grid

Export Case Load

 Click Export located below the Case Load Definition Information

 Click on the .xlsx file at the bottom of the screen
 Note:  The download location will vary based on the browser used.  

This example was populated using Google Chrome.
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Edit Exported Data 
 Click Enable Editing
 Edit data 
 DO NOT:

 Edit Column A or B

 Edit the Header Row (Row 1)

 Save spreadsheet (.xlsx) with changes to computer/server location
 Close spreadsheet (.xlsx) and return to I-Star Case Load Definition

Import Spreadsheet (.xlsx)

 From the Case Load Definition, click Choose File
 Browse to locate the saved spreadsheet (.xlsx)
 Click Import File
 Click Refresh Grid
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Before…

After…



11/4/2019

5

Harrisburg Project
(800) 635-5274

support@hbug.k12.il.us


