
How to Upload the 5-Year Forecast CSV Output file to the 
Data Collector  

1. DO NOT OPEN OR DOWNLOAD THE FILE FROM K12- This will cause the file to drop the leading 
zero’s and that will cause issues when you review your prepared data in the data collector 

2. Click and drag the CSV file from K12 to your desktop or specific folder/drive you want to store 
and upload the file from 

3. Log into the Data Collector 
4. First navigate to the Data Sources tab over on the right side of the page 

 
5. Click over to the “Other Data Sources” tab 

 
6. Click on “Manage” under Actions 

 



7. Click “Upload File(s) 

 

8. Click “Choose File”  

 

9. Locate where you saved/clicked and dragged the file from K12 or your third party that provided 
the CSV output file, click on the file you want to upload, then click open or you can double click 
the file 

 
 



10. Click Upload 

 
11. Now Click over to the Collection Requests Tab and find the collection for the Forecast, named 

Budget and Three Year Forecast – Initial Required (FY26) and “Start Collection” 

 



12. Check the 5YR4 data sources check box and click on the link in red stating: Start Data Collection 
for all items checked below  

 
13. After the collection is done/shows completed successfully then prepare the data  

 
14. Click OK 

 
15. Next preview the prepared data 

 



16. Select all data and exceptions for the “Include in CSV files” option and click Generate Preview 

 

17. Ensure you see a number (not zero) for valid accounts and under total. If you show zero (0) 
valid/total results reach back out to K12 as the file sent by the third party may have had the 
leading zero’s dropped off (if you previously opened or downloaded the file before clicking and 
dragging it to your PC this will cause the leading zero’s to fall off).  

 



18. If you show you have valid results; click to certify & submit 

 

19. ***If you have to get/upload a new file you will need to cancel any current collection to re-start 
this process over again once you have a good file from the 3rd party 
 


