
EZ Report Cheat Sheet for Uploading Data from iNOW

iNOW Format 
StateID 
Number

Student 
Number LName MName FName Birthdate SchoolNumber G Address Address2 City State Zip Telephone Not in iNOW Language GR

Ethnicity 
Name

EZReport Format
State Student 

ID
District 

Student ID Last Name Middle Name First Name DOB School Code Gender Code Street Address Apartment # City State Code Zip Phone
Registration 

Date

Primary 
Language 

Code

Prinary 
Language 

Other

Grade 
Level 
Code

Race 
Code

Correct Example 1234567890 S1000193 CLOONEY TIM JORGE 05/06/2003 0075' M 325 HOLLY BLVD Apt#1 TITUS AL 36080-1234 123-456-7890 E 5 1

iNOW Format IsHispanic
CurrentLunc
h Program

Guardian 
LName

Guardian 
FName

Guardian  
Telephone  LEP

SpecialEducation 
Status

Primary 
Exceptionality UF_21st_CCLC

EZReport Format Ethnicity Code

Free or 
Reduced 

Lunch
Parent Last 

Name
Parent First 

Name

Parent Cell 
Phone

Limited 
English 

Proficiency
Special Education Gifted & Talented Filter Only

Correct Example H 1 FULMER MARJORIE 334-201-1256 0 1 0 1

Make sure that you know where you are saving the file on your computer so that you can easily find it to send the completed 
file or edit the file. Do not enter data into a temporary file, enter it directly into the file you have saved to your 

computer.

N O T E S - Red is 
Mandatory

Enter                                   
1 for Yes                        

or                                    
0 for No

Active or Inactive is 
in iNOW will need to 
change this to 1 for 

Yes or 0 for No

SPREADSHEET CONTINUED BELOW:

N O T E S - Red 
Field is Mandatory

If you enter Parent First Name, then it is 
mandatory to enter Parent Last Name and 
vice versa If you enter value for Parent Cell 
Phone, then also it is mandatory to enter the 
Parent First and Last Names. Alternatively, 

you can leave all the Parent fields blank. 
The cell phone must be entered in the 

format 999-999-9999                         {iNOW 
uses (999) 999-9999}

Enter                                   
1 for Yes    

or                
0 for No

Change this 
column - 

Hispanic = H

Will list all 
Exceptionalities 

unless you filter in 
iNOW - need to 

change this to 1 for 
Yes or 0 for No

This field is used to 
filter only - must be 

deleted prior to 
upload

Can not use 
paranthesese 
around (area 

code) 

Must be in 
this format M or F Only Requires 

zip+4



If any number starts with a 0 you will need to do 
one of the following 2 steps while putting the values 
in the columns 

1- Select the column then go to Format>Format 
Cells>select “text” under the number tab>click 
ok. 

OR 
2- Enter a single quote and then type the number 

and another single quote; i.e., ‘0075’ 

iNOW Query/MS Excel  Tips for Data Extract: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Custom Tab on a student record 
must be completed to use Query 
 

I use csv format because it will automatically open in MS Excel – 
once you are in MS Excel you will need to save it as a workbook 

To add Gifted & Talented use the Primary Exceptionality as the Filter 
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