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Let’s get started… 
Your Student Data file must be submitted to DHCS in a very specific format and requires that it be converted to a Flatfile 

that conforms to their specifications. 

Re-verify that your Student Data Base file is in Excel 2010.  

DETERMINING YOUR VERSION OF EXCEL, 2010 versus 2007 

If your menu bar is not the same as above, return to the main web page and click on the link for instructions for using 

Excel 2007. 

Create a flatfile in the proper format for exchanging with DHCS 

This section has instructions for creating a flatfile using an Excel 2010 workbook formatted with a “Macro” 
command 
1. Open your Student Data Base:  your columns will have information in the following order 

 

Column C is for middle name, if your database included it.  It may remain blank, which is fine. 

 

2. Insert a column between Gender and School Name, your spreadsheet will then look like this: 

 

 

Column F is for you to insert your NPI number.  It is your 10 digits National Provider Identification Number.  It 

entered in Column F-Row 1 and duplicated down to the last row of students in your file.  If you do not know your 

NPI number, you can find it in the top right hand corner of the LEA Medi-Cal checks that you receive from DHCS, or go to 

NPPES site and look it up.   

  

A B C D E F G 

Adolf Michael  6/17/2003 M My school 6 

A B C D E F G H 

Adolf Michael  6/17/2003 M This will be blank My school 6 

If the first tab says File and the rest of the menu looks like the 
illustration below, you have Excel 2010 

https://npiregistry.cms.hhs.gov/NPPESRegistry/NPIRegistrySearch.do?subAction=reset&searchType=org
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1.  Open the Flatfile_Macro.xls provided for you on the ,  CHIPER website , 

a.  If you see a security warning, as pictured below,  click “Enable Content”  

 
 

 

 Check that your columns of data are in the same order as Flatfile_Macro.xls.  If necessary adjust the order of the 

columns in your Student Data Base spreadsheet to match the column order in Flatfile_Macro.xls. 

 

IMPORTANT  Do not move the column headings or alter the column order in Flatfile_Macro.xls. 

You MUST put your data in the same column order that matches the Flatfile_Macro.xls. 

 

 

 

4. Copy and paste the data from your Student Data Base records into the Flatfile_Macro.xls. 

5. Verify that the data you pasted is in the exact same order as the columns in the screenshot below. If the 

columns don’t align properly, remove the data that you pasted and return to step C. Do not move the columns 

in Flatfile_Macro.xls. 

 

6. Once your data are pasted in the correct columns, click the View tab   

  

http://www.chipers.org/eligiblity-chiper-report/convert-your-database
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7.  Click the Macros button  

 

8. Click the View Macros  
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9. . Select the “FlatFile” macro, then click Run (see screenshot below)  
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10. . The CHIPER excel macro file will begin to create your DHCS compatible flatfile. After it is finished you will be 

presented with the Save File dialog,  

Rename the file to a unique name that identifies the school and the date of the data included in the file, as an 

example, “2013-08 ABC Student data macro”  

Select a location on your computer where you would like to save the file and click ok.  Pick a location that you can 

easily find as you will need to locate the file for the next step in the process.  

 

NOTE: The file creation process may take several minutes to process depending on the number of students. 

Please be patient. 

NOTE: If your file contains more than 65,536 rows, it will need to be split it into multiple files.   

 

 

 

You’ve created a flatfile! You can find it in the location on your computer where you saved it. It should look like a bunch 

of text squished together.  

Select a place on your computer where you 

would like to save the file. 

Don’t change the type of file; it must stay as 

a text file. 
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