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Purpose

The Office of Accessible Systems & Technology (OAST) provides Test Reporting Spreadsheets to
facilitate documentation of Trusted Tester testing results. These spreadsheets can also be imported
into the Accessibility Compliance Management System (ACMS).
As ACMS is updated from time to time, previous versions of the spreadsheet may no longer be
compatible for importing. This document describes how to use copy results from older versions of
the spreadsheet to the most current version.
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Copying results from older versions of Test Reporting Spreadsheet

If an older version of the Test Reporting Spreadsheet was used to record results, ACMS may not be
able to import it correctly. If this is the case, the results from the older version of the spreadsheet
will have to be copied over to the newer version.

1. Open a new copy of the latest (“new”) Test Reporting Spreadsheet. This can be downloaded
from http://accessibility.dhs.gov at the Download Test Reporting Spreadsheet link, or
from https://www.dhs.gov/publication/dhs-section-508-compliance-test-processes.
a. Click Enable Content.

b. Open the Results sheet.

c. Select Review > Unprotect Sheet.

d. To copy over results from another Test Reporting Spreadsheet, the default setup
which prevents manual editing of the Results sheet must be disabled. In cell B1, to
the right of the cell that reads “Allow importing?”, enter “Y” (or any letter other than
“N”). This disables the anti-editing macros.

e. If needed, rename the file (Save As … using the format ticket-number_applicationname.xlsm (e.g. 14-30040_NSSI.xlsm).

2. Open the older-version (“old”) spreadsheet that has the testing results.
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a. Click Enable Content.

b. Open the Results sheet.

3. Select starting from the row above the column headings (row 4) down to the three rows at
the bottom.

a. Click on the row selector in the left margin to select the row above the column
headings (row 4). This is so that the entire rows, complete with hidden formulas, are
copied over.

b. Drag-select in the margin to select all the results rows, and include the three rows
below the last row of results. (It may be easier to drag from the bottom up.)

c. Select Copy (or ctrl-C). The selected rows are copied to the clipboard.

4. Copy the results to the the “new” spreadsheet.

a. Select the “new” spreadsheet. Select the Results sheet.

b. Select the cell above the results area (A4).
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c. Select Paste (ctrl-V). The results from the “old” spreadsheet are copied over.

5. Fill in the report header information in the “new” spreadsheet.
a. Select the “new” spreadsheet. Select the Report sheet.

b. Fill in the header information.
c. Select Save.
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Change History

Version 1.0, August 2017
Initial version.
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