1. Click the drop down menu for your county. Then click your county.
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2. Click your county and a pop-up screen will pop up for name and password.
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3. Type your username and password into the popup window. Your Direct Certification page will open.
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4. For current year of 2009-10, click the SY2009-10 link. You can go back as far as the school year 2006-07.
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5. Click which month (example:  Jun09) you are accessing.
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6. There are two (2) files in the month directory, a text file and an excel file. Text file will have a txt extension and the Excel file will have an extension of xls. (In this example above, County = Hinds). If you click the text file it will open into a text page using Word or Notepad. If you click the Excel file, you will get a popup window asking if you want to save or open the file in Excel.
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7. If you need to sort this file, you will need to “Save” the file onto your computer.

8. After opening the file within Excel, the A over Z button sorts your file ascending and the Z over A button sorts your file descending.
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97-2003 Excel Format
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2007 Excel Format

