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Introduction

Use PowerSchool Help to learn the PowerSchool Student Information System (SIS) and to serve as a
reference for your daily work. However, before you can begin using PowerSchool, the PowerSchool
administrator at your school must set up the system and import the data from your previous
system. Once those steps are complete, you can start using PowerSchool. Use PowerSchool Help to
assist you in navigating in PowerSchool.

PowerSchool Help is updated as PowerSchool is updated. Not all versions of PowerSchool Help are
available in a printable guide. For the most up-to-date information, click Help on any page in
PowerSchool.

There are user guides available that include the same information as PowerSchool Help for each
major release of PowerSchool. These user guides include instructions for certain user roles, though
these roles will vary depending on your school or district's circumstances. For the most recent
version of the printable guides, visit the PowerSchool Customer Support web site at
https://lwww.powerschool.com/support/documentation/userguides/. This URL is case-
sensitive.

Note: You need a username and password to view anything on the PowerSchool Customer Support
web site. Contact your PowerSchool administrator for access.

You are encouraged to read each section of the help that pertains to you. While the introductory
sections build a foundation of knowledge that you will use every time you log on to PowerSchool,
the remaining sections are independent of each other and can be read in any order. However, if
you have never used PowerSchool before, it will be most helpful if you start with the section
“Introduction to PowerSchool.” Whenever you read this guide, keep the following points in
mind:

* The actions you can perform in PowerSchool depend on your job responsibilities and
subsequently on your level of access to PowerSchool. Some users only have viewing rights
to some pages. Others can view or edit any page. Still other users can view or edit any page,
and create new ones as well. Finally, some pages are view-only for everyone. This guide
outlines viewing, editing, and creating options for most pages. Depending on your needs
and your level of access, only certain options will be applicable and available to you. If you
find that your work requires a greater level of access, contact the system administrator at
your school.

* Almost all of the activities described in this guide begin by selecting the appropriate
student or group; thus, it is imperative that you understand how to search for and select a
student. For detailed instructions on how to do this, refer to the section "Search and
Select."

* The school and student records used in this guide differ from those displayed on your page
as you work. You will work with real data based on student records at your school. The
graphics in this guide are only examples.

* In PowerSchool, different pages provide some of the same information because you view
the same data from a different place each time. If you add, change, or delete data on one
page, it will be added, changed, or deleted on other pages that contain the same field(s) of
data.

Introduction © 2004 Apple Computer, Inc. All rights reserved.
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* The reporting features described in this guide are some of the most important you will use
in the system. A PowerSchool report is a statement of student or staff records that is
produced for viewing or printing and can include information text in addition to the report
listings. PowerSchool reports include report cards, lists of class schedules, lunch balance
sheets, mailing labels, lists of current staff members, and attendance records.

* Use PowerSchool to create numerous types of reports that pull selected data quickly and
easily. Select from a list of pre-configured reports that have preset parameters or create a
custom report to include parameters needed for a specific task. You should read the
sections "Custom Reports" and "Pre-Configured Reports" before creating a report.

Legend

This guide uses the > symbol to move down a menu path. Thus, if instructed to "Click File >
New > Window", begin by clicking the File menu. Then, click New and Window. The option
noted after the > symbol will always be on the menu that results from your previous
selection.

* Itis easy to identify notes because they are indented and prefaced by the text Notes:.

Audience

This document is intended for school administrators and system administrators.

Introduction © 2004 Apple Computer, Inc. All rights reserved. 6
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Import and Export

Use PowerSchool's importing functions to submit large amounts of information into the system.
Use the exporting functions to retrieve large amounts of information from the system. Before
importing or exporting, keep the following concepts in mind.

Select a Group

Before you can import or export, you must select a group of students whose records you want to
review. For more information, see the section "Search and Select."

Importing and Enroliment Dates

You can import student information into PowerSchool using Quick Import or AutoComm. When
you import a student record that has an enrollment date prior to or "less than" the current date, the
student record is considered "historical." Historical student records are considered inactive students.
Therefore, when searching for such students, your search criteria must start with a slash ("/") to
search all student records.

Student Number Field

The student number field is essential to moving all of the data in PowerSchool. This field matches
student data to the correct student with absolute certainty. Each student has only one number, and
everything in PowerSchool is linked to this number. Thus, you are strongly encouraged to include
the student_number field in all documents that you export. You must include the student number
in any document that includes data you want to import into PowerSchool. Keep this in mind when
exporting, especially if you will want to import the data back into PowerSchool after you have
worked with it in your spreadsheet application.

Enroll Status Field

The enroll status field indicates a student's current enrollment status, which defines the student's
entire basis in school. Enroll status codes include:

e (0= Active
* 1 =lInactive (Pre-registered student. Entry date is in the future.)
e 2 =Inactive (Students who transferred out of the current school.)

3 = Graduated Students (Students moved to "Graduated Students" school.)

* 4 =Imported as Historical

More often that not, the only time you will see this code is if you are working within the database.
However, you may encounter the code within the student pages of the application for students
with a enroll status other than Active, such as Inactive, Graduated Students, or Imported as
Historical. In which case, the code appears at the top of the page. This field is used throughout the
application and is a key element in searching or querying students.

Import and Export © 2004 Apple Computer, Inc. All rights reserved.
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Field Names

The importance of spelling field names correctly is noted in other sections. Case is unimportant in
field names, but spelling must be exactly as noted on the field list. If you omit the underscore,
misspell words, or enter a field name that is different than what exists in the field list, then
PowerSchool cannot find the field and it will not be imported into or exported from the
PowerSchool database. If you do not know how a specific field name is written, click View Field List
on the PowerSchool start page.

Special Export Codes

Use special export codes to include a student's GPA or other calculated value in your import or
export. For a list of codes, see the following website:

http://help.powerschool.com/viewtopic.html?t=codelist.

Data Versus Reports

Importing or exporting data is different than importing or exporting report templates. When you
import or export data, you move information between a spreadsheet application and your
PowerSchool database. When importing or exporting a report template, you are copying report
parameters from one PowerSchool system to another PowerSchool system. For more information
on importing and exporting report templates, see the sections "Alternate Ways to Create
Reports" and "Report Templates."

Import

Quick Import

Use the Quick Import function to enter a large amount of data into PowerSchool. Before
completing this procedure, you must have an ASCII text file that contains the data to import and is
preferably delimited by tabs. For information on importing test scores, see the section "How to
Import Test Scores."

How to Use Quick Import
1. On the start page, choose Special Functions from the main menu.

2. On the Special Functions page, click Importing & Exporting. The Importing & Exporting page
appears.

Import and Export © 2004 Apple Computer, Inc. All rights reserved.
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Importing & Exporting

Importing
Quick Import
Impart Using Template

Templates for
Imparting

Set up import templates.
Exporting

Quick Export Export student data.
Export Using Template

Templates for Exporting Set up export templates.

Import records froman ASCI text file,

Impart uzing an existing template.

Expart uzing an existing template.

3. (Click Quick Import. The Quick Import page appears.

Quick Impont
Option  Value
Table: | Students
Field
deimiter: (120 ][
End -of-
marker:
File 1
illll;l]l':: |StUdent.e><purt
Suggest
field map E
School  4pple Grove High School

- B
" Browse...

£ import ¥

Note: If the school is incorrect, click School at the top of the page to choose a new school.
Restart this procedure.

4. Use the following

table to enter information in the fields:

Import and Export
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Field

Description

Table

Choose the table to which the data will be imported from the
pop-up menu.

If you choose Sections, be sure the target term is selected. For
more information, see the section "How to Change Terms."

Note: When importing multiple section records, the sections'
expressions as defined by your school are required. An
expression is the combination of the periods and days in which
the section meets. Though PowerSchool creates internal values
for periods and days, you are to import the actual values that
you want to appear when the system displays expressions. Also,
an invalid expression causes an error for that record, which
results in the record not being imported.

Field delimiter

Choose the field delimiter from the pop-up menu. This refers to
the item that will separate the fields in the exported data. If you
choose Other, enter the delimiter in the blank field.

End-of-line marker

Choose the end-of-line marker from the pop-up menu. This
refers to the item that will separate the records in the exported
data. If you choose Other, enter the delimiter in the blank field.

* CR: Carriage return
* CRLF: Carriage return line feed
* LF:Line feed

File to import

Either enter the file path and name of the file to import or click
Browse next to the "File to import" field, navigate to the data
file, and click Open.

Suggest field map

Select this checkbox to have the system suggest into which
PowerSchool field each piece of data in the data file is saved.
These are just suggestions and can be changed before saving.

5. Click Import.

Note: When importing test score data, the Select Test page appears instead. For more
information, see the section "How to Import Test Scores."

Irpsar A ords fom am AR3 Toxl Ale

On the "Import Records from an ASCII Text File" page, determine into which PowerSchool
fields the system will import each field of data from the file.

Import and Export
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Import Maps

An import map is a set of directions that the system follows to find a place for each piece of data in
your PowerSchool system. Create an import map to determine into which PowerSchool fields the
system will import each field of data from the file. Determine what the system will do with records
that contain a student number that already exists in your PowerSchool system.

On the left side of the page, the "From your file" column displays the fields of the first record in the
import file.

* If you select the "Suggest field map" checkbox on the Quick Import page, the To
PowerSchool column displays the PowerSchool fields suggested for each piece of data
imported.

* If you do not select the "Suggest field map" checkbox or you need to change the fields, use
the pop-up menu to choose the PowerSchool field into which the system imports the data
from the import file.

How to Enter a New Value in a Field for All Records in the Import File

On the "Import Records from an ASCII Text File" page, determine whether you want to enter a new
value or update an existing value in a PowerSchool field for all records from the import file. For
example, you can enter the same city for all student records in an import file.

1. Choose the PowerSchool field into which you want to enter each value from the To
PowerSchool pop-up menu.

2. Enter the imported value for unmapped fields that you want to use, such as the city name,
and choose the PowerSchool field from the pop-up menu.

b Dimw o3l c=an Box wzerd Soom3aign o constant
walue to field{ad inal | of the imporfed records

oo -—-—-% | Mext_Schono v]

-

3. Either click Submit or, if applicable, select any combination of the advanced import options.

For more information, see the section "Advanced Import Options."

The Import Progress page displays the records that were successfully imported and those
that the system could not import because of your specifications. The system imports the
data into the selected table. Depending on the type of data, you can view, edit, and report
on it.

Templates for Importing

If you often import the same fields of data, you can create a template so that you don't have to
define the import parameters and field import map every time you perform an import.

For example, if you often import an update from the school nurse with immunization information,
create a template that includes the fields and format for immunization-related fields.

Import and Export User Guide

Import and Export © 2004 Apple Computer, Inc. All rights reserved.
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How to Add an Import Template

Create an import template to use each time you import the same data into your PowerSchool

system.

1. On the start page, choose Special Functions from the main menu.

2. Click Importing & Exporting. The Importing & Exporting page appears.

Importing & Exporting

Importing

Quick Import Import records froman ASCI text file,

Impart Uzing Template  Import using an existing template.

Templates for
Imparting

Set up import templates.
Exporting

Quick Export Export student data.

Export Uzing Template  Export usinganexisting template.

Templates for Exporting Set up export templates.

3. Click "Templates for Importing." The "Templates for Importing" page appears.

Templates for Importing

- -
Mew

Template Name Import To # Columns Width*
Lunch Students 3 ]

*wiidth applies only to fixed-width impart templates,
not delirmited templates.

Main Import/Export Menu

4. Click New. The New Import Template page appears.

Import and Export
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Mew Impart Template

Cplinn ekl
Hame of this template

I inf divis iaises I'.Aim:stj

Dehmrted or haed-held lenpih? | Cralimatead =

Field delimiter | Ta =.|_.-._ rad T Tz Bgh b Fils)
Enidl -0 dpeoondl dedimiter CR = I_

Ul Mol ) upeats azisting recores

Codumes Lhelds) Sl

Placs wach Relel on 3 s line

Format: column wAdth <teb field name

[Btate irfomalior

[EEal )

" Rubmit Y

5. Use the following table to enter information in the fields:

Field

Description

Name of this template

Enter a name for the template.

Import into this table

Choose the Students, Courses, or Teachers table from the pop-
up menu.

Delimited or fixed-
length?

Choose Delimited or "Fixed-field length" for the data format
from the pop-up menu.

Field delimiter

If you chose Delimited, use the pop-up menu to choose which
delimiter to use to separate the fields in the exported data:

e Tab
e Comma

* Other: Enter the type of field delimiter in the adjacent
field.

End-of-line (record)
delimiter

Use the pop-up menu to choose one of the following to
determine how the records are separated in the files you
import using this template:

* CR: Carriage return
* CRLF: Carriage return/line feed
* LF:Line feed

* Other: Enter the type of end-of-line delimiter in the
adjacent field, such as a semicolon.

Import and Export
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Field

Description

Update Mode

Select this checkbox if you want the data in the file you import
to update any fields with existing data. Otherwise, deselect this
checkbox.

Columns

Create a map to determine into which PowerSchool fields each
field of information in the import file is saved. Enter the fields in
the order they appear in the import file.

If you chose "Fixed-field length," indicate the width of each
column (in characters) and the field name. To separate the
number and field name, enter <tab>. For example, if the first
column in your fixed width file contains the student's phone
number, enter 12<tab>home_phone.

If you chose Delimited, enter each field name and press Return
(Mac) or Enter (Windows).

6. Click Submit. The "Templates for Importing" page displays the new template.

Templates for Imponrting

o -
Mew

Template Name Import To # Columns: Width*
Lunch Students 3 ]
State Information  Students 2 ]

*wwiidth applies anly to fixed-width impart templates,
not delimited termplates.

Main Import/Export Menu

How to Edit an Import Template

Edit an import template to use each time you import the same data into your PowerSchool system.

1. On the start page, choose Special Functions from the main menu.

2. Click Importing & Exporting. The Importing & Exporting page appears.

Import and Export

© 2004 Apple Computer, Inc. All rights reserved.
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Templates for
Imparting

Importing & Exporting

Importing
Quick Import Import records froman ASCI text file,

Impart Uzing Template  Import using an existing template.

Set up import templates.

Exporting
Quick Export Export student data.
Export Uzing Template  Export usinganexisting template.

Templates for Exporting Set up export templates.

3. Click "Templates for Importing." The "Templates for Importing" page appears.

Templates for Imponrting

o -
Mew

Template Name Import To # Columns: Width*
Lunch Students 3 ]
State Information  Students 2 ]

*wwiidth applies anly to fixed-width impart templates,
not delimited termplates.

Main Import/Export Menu

4. Click the name of the template to be edited in the Template Name column. The Edit Import

Template page appears.

Import and Export

© 2004 Apple Computer, Inc. All rights reserved.
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Edit Import Template

Oplion Walipe

Hnme: of this templnte |5|a|3 information

Impoet into INiz table tud=ris

Dalimited or ixed. Hedd length? Delimited = ]

Fiald dafimiter Tab il Lignorsd for fized-lemth Tiled
End-oldine (records delimiter CR = |

Update Mode _ Update e isking records

Columme (Heldel lastire

Place each ekl on 0 met line

Format: cobemn vadth <tabs
field name

State

" lelere F submic Y

5. Use the following table to edit information in the fields:

Field

Description

Name of this template

Edit a name for the template.

Import into this table

Choose the Students, Courses, or Teachers table from the pop-
up menu.

Delimited or fixed-field
length?

Choose Delimited or "Fixed-field length" for the data format
from the pop-up menu.

Field delimiter

If you chose Delimited, use the pop-up menu to choose which
delimiter to use to separate the fields in the exported data:

e Tab
¢ Comma

* Other: Enter the type of field delimiter in the adjacent
field.

End-of-line (record)
delimiter

Use the pop-up menu to choose one of the following to
determine how the records are separated in the files you
import using this template:

* CR: Carriage return
* CRLF: Carriage return/line feed
* LF:Line feed

* Other: Enter the type of end-of-line delimiter in the

Import and Export
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Field

Description

adjacent field, such as a semicolon.

Update Mode

Select this checkbox if you want the data in the file you import
to update any fields with existing data. Otherwise, deselect this
checkbox.

Columns

Edit a map to determine into which PowerSchool fields each
field of information in the import file is saved. Enter the fields in
the order they appear in the import file.

If you chose "Fixed-field length," indicate the width of each
column (in characters) and the field name. To separate the
number and field name, enter <tab>. For example, if the first
column in your fixed width file contains the student's phone
number, enter 12<tab>home_phone.

If you chose Delimited, enter each field name and press Return
(Mac) or Enter (Windows).

6. Click Submit. The "Templates for Importing" page displays the edited template.

Templates for Imponrting

o -
Mew

Template Name Import To # Columns: Width*
Lunch Students 3 ]
State Information  Students 2 ]

*wwiidth applies anly to fixed-width impart templates,
not delimited termplates.

Main Import/Export Menu

How to Delete an Import Template

Delete import templates when they are no longer needed to conserve space on your system and
minimize the possibility of confusion with the templates that are still used.

1. On the start page, choose Special Functions from the main menu.

2. Click Importing & Exporting. The Importing & Exporting page appears.

Import and Export
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Importing & Exporting

Importing
Quick Import
Impart Using Template

Templates for
Imparting

Exporting
Quick Export
Expart Uzing Template

Templates for Exporting Set up export templates.

Import records froman ASCI text file,

Impart uzing an existing template.

Set up import templates.

Export student data.

Expart uzing an existing template.

3. Click "Templates for Importing." The "Templates for Importing" page appears.

Templates for Imponrting

o -
Mew

Template Name
Lunch Students

State Information  Students

not delimited termplates.

Import To # Columns Width*

*wwiidth applies anly to fixed-width impart templates,

Main Import/Export Menu

3 0
2 ]

4. Click the name of the template to be deleted in the Template Name column. The Edit
Import Template page appears.

Import and Export
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Edit Import Template

Oplion Walipe

Home of this templnte I'Ei[,aLa Informatiaon

Impoet into INiz table studenls

Dalimited or zed Hedd length? | Delimited il

Fiald dafimiter I Tah il Lignored for fixsd-lengih files)

End-olding (records delimiter CR = I

Update Mode

) Update exisking records

Columme (Heldel |3arira

— astiirai
Place each Tebd on 0 mey line: Stata
Format: cobemn vadth <tabs
field name

[ miplefe
" Delere f submic ¥

5. Click Delete. The "Templates for Importing" page displays without the deleted template.

Templates for Importing

- -
Mew

Template Name Import To # Columns Width*
Lunch Students 3 ]

*wiidth applies only to fixed-width impart templates,
not delirmited templates.

Main Import/Export Menu

How to Import Using a Template

When importing data using a template, you match the data with the fields defined in the template.
To complete this procedure, you need a data file saved to a local or network location and an import

template. For more information on creating an import template, see the section "How to Add an
Import Template."

1. On the start page, choose Special Functions from the main menu.

2. Click Importing & Exporting. The Importing & Exporting page appears.

Import and Export © 2004 Apple Computer, Inc. All rights reserved. 19
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Importing & Exporting

Importing
Quick Import Import records froman ASCI text file,
Impart Uzing Template  Import using an existing template.

Templates for
Imparting

Set up import templates.
Exporting

Quick Export Export student data.

Export Uzing Template  Export usinganexisting template.

Templates for Exporting Set up export templates.

3. Click Import Using

Template. The Import Using Template page appears.

Import Using Template

Option Value

Import = -

template [ Students -

Hehool Apple Grove High Schoal

File Lo - )

impart State_Information. pst Browse...

f Submir 3

4. Use the following table to enter information in the fields:

Field

Description

Import template

Choose the template to use from the pop-up menu.

Note: Click template to link to the "Templates for Importing"
page, where you can view, create, edit, and remove templates
used for importing.

File to import

Either enter the data file path and name in the field, or click
Browse... to select the data file.

5. Click Submit. The Import Check: [data file name] page appears.

Import and Export

© 2004 Apple Computer, Inc. All rights reserved.
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Import Check: State_Information.pst

Below are the contents of the first two records fram WouUr Fmpart
file, &fter confirming that the data iz being fed into the intendead
fields, click the “Import” button at the bottorn of the screen to
continue with the import. Otherwise, click here to modify the
import template

Contents of Contents of
Column Field Neme E:::ﬁrﬂr:mneu Eﬁﬁﬁ"ﬁ]ﬁuneu
File File
1 lastfirst
2 Shate
f import A

6. Verify that the data correlates to the fields from the template. If it doesn't, click the link to
modify the template. For more information, see the section "How to Edit an Import
Template." Otherwise, click Import. The Importing: [data file name] page appears, and the
data is imported.

How to Export a Template

Export a template used for importing data to save a backup copy of the template. Though you can
view and modify the exported template using an application such as a web browser, the exported
template can also be sent to a system outside of your PowerSchool system.

1. On the start page, choose Special Functions from the main menu.

2. Click Importing & Exporting. The Importing & Exporting page appears.

Importing & Exporting

Importing
Quick Import Import records froman ASCI text file,
Impart Uzing Template  Import using an existing template.

Templates for
Imparting

Set up import templates.
Exporting

Quick Export Export student data.

Export Uzing Template  Export usinganexisting template.

Templates for Exporting Set up export templates.

3. Click "Templates for Importing." The "Templates for Importing" page appears.

Import and Export © 2004 Apple Computer, Inc. All rights reserved.

21



s
. PowerSchool

4. Click the name of the template to be exported in the Template Name column. The Edit

Import and Export User Guide

not delimited termplates.

]

Templates for Imponrting

L =)

Template Name Import To # Columns: Width*
Lunch Students
State Information  Students

*wwiidth applies anly to fixed-width impart templates,

Main Import/Export Menu

3 0
2 ]

Import Template page appears.

Edit Import Template

Qption Yalua

Hnma: ot this templnte

Impoet into INiz table studenls

|3tate Informatian

Dalimited or zed Hedd length? | Delimited

=]

Field delimiter I Tah il Lignored for fixsd-lengih files)
End-olding (records delimiter CR *

Update Mode : Update scisling records

Columme (Heldel |lastire

Place gach febd on 8 me line Stata

Format: cobemn vadth <tabs
field name

" Delere 1 3 Submilt L]

5. Click "Export this template." The File Download dialog appears.

Unhandled File Type

Internet Explorer doesn't know how to handle the type

of file you have selected.

¥ou can choose to save this file to your disk or you
can configure a Helper Application for this file.

MIME Type: text/ps-save-to-disk
File Name: State_Information.pst

Cancel ™ [ Save File As...

Plugin

 applicarion 3

Import and Export
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6. Select Save File As... or "Save this file to disk." The Save or Save As dialog appears.

Save
Save As .':11.115- Information. pst
Where:| | # Library «1 Fal
Applications L& Addresses
B8 Desktop L& Application Support
Doacuments £ Assistants
E Library B Audio
® Movies L Caches
# Music L4 ColorPickers
Pictures Decumentation
@ Publie Favorites
Sites \ FantCallections
Fants Y
1Apps *
f D <l»
“ New Folder © 7 Add to Favorites
Cancel % £ Save

7. Select a file location.

8. Click Save. The template saves to the selected location.

Advanced Import Options

Depending on the selections made on the Quick Import page, you can opt to use the advance
import options at the bottom of the "Import Records from an ASCII Text File" page.

Student Table

For the Students table, select one of the following options to determine what you want the system
to do when a student record in the import file contains a student ID number that already exists in
PowerSchool:

* If you do not want the system to import any record with a student number that already
exists, select "Do not process that line from the file being imported.”

* If you want the system to update the matching student’s record with the data in the import
file, select "Update the student's record with the information from the file being imported.”

* If you want the system to create a new record if a student ID number is in the import file,
select "Generate a new, unique student number for the student (from the range specified
below)." Then, select the checkbox below this option, and enter the number range within
which you want the system to generate and assign the new student ID numbers.
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* If your school uses AutoComm to synchronize your data in PowerSchool with data in
another system, select the Synchronize Mode checkbox to perform an AutoComm import.
Contact your PowerSchool administrator before using this option.
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Attendance Table

For the Attendance table, select the "Overwrite existing attendance with the imported attendance"
checkbox if you want the system to use the imported attendance data in cases where attendance
codes already exist for that day or class.

Sedverciad bnparl Cpliore
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Comment Bank Table

For the Comment Bank table, select the "Update comment bank records" checkbox if you want the
system to use the imported comment bank comments in cases where there are already comment
bank comments with the same code.

Advanced Import Options

Ipdate comment bank records iT an i mportsd comment cods
ratehes an exizting commeant Fecord

Courses Table

For the Courses table, select the "Update course records" checkbox if you want the system to add
course-related information to existing course records in cases where the course numbers are the
same.

Advanced Import Options

—

Update course records ifan imported course number
ratehes an existing course record.

Historical Grades Table
For the "Historical grades" table:

* If you want the system to include more than one score for a student only when the term
and storecode are the same, select the "Allow multiple grades for a student to be stored"
checkbox.

* If the school year indicated on the import file refers to the beginning of the school year,
select 97-98 from the pop-up menu. If the school year indicated on the import file refers to
the end of the school year, select 96-97 from the pop-up menu.
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* If the courses in the import file have unrecognized names and you want to specify the
course number range for the imported courses, select the "If a course name is imported that
is not recognized" checkbox and enter the range for the new course numbers in the range
fields. If you do not select this checkbox, the system will assign a random course number in
the 9000 range.

* If you want to store grades that include neither a letter grade nor any earned credit, select
the "Allow grades to be stored which contain both" checkbox.

Balvmiizd lmpurl Ogilinm

Alless mulSipe growen Banoa st edend bo b alared =Teen ik b e e and s s e deacal

Diitenrt Dok £ 15 e s T 2henl eers Sl rersle For satmale Inone f0x, 1997 mag refer bo b 50— 57 s baal
srrhila in aniber 55T refecs to b 37250 schaal veer In b A s by inepocls h x i mparasd sre
the iar Qe an segivgl: § spezifend i 19970t 2hiodld b2 it pretad af
15 earsa marw iz imarter Il = m T AN T (L] TELRIT] ri 1 w1k
courss unvisr from Eal renge. | SECCC -
= mlload s 0 Le ired e snlein bl fay B BETIEr Qriee il [ B e TED il 1, L2areh ekl &l
w0l be stored aniess oo zeleck this eodion.

Meal Transactions Table

For the "Meal transactions" table, select the "Use PowerSchool’s internal student id numbers"
checkbox if you want the system to reference the ID field versus the student_number field.

Bduented Inport Options
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Sections Table
For the Sections (master schedule) table:

* Select the "Update section records" checkbox if you want the system to add section-related

information to existing section records in cases where the course and section numbers are
the same.

* If your school uses AutoComm to synchronize your data in PowerSchool with data in
another system, select the Synchronize Mode checkbox to perform an AutoComm import.
Contact your PowerSchool administrator before using this option.

Advanced Import Options

Update section records iTan imported record matches an existing ssction
" maEtch ng"~ mesAns same course and s=ction numbers in the curreant
st hanl Yesr, )

- Synchronize Mode  {Warning: Thia will delete all sections for thia
achool for the current achool year that are not found in the file being
mported. )

Standards Table

For the Standards table, select the "Update standards records" checkbox if you want the system to

add standards-related information to existing standards records in cases where the standard
identifiers are the same.
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Student Schedules Table

For the "Student schedules" table, if your school uses AutoComm to synchronize your data in
PowerSchool with data in another system, select the Synchronize Mode checkbox to perform an
AutoComm import. Contact your PowerSchool administrator before using this option.

Advanced Impoet Options

Synchronize Mode warning: Thizwill remoe all courses that ara not
found in the file being imported. Usa thiz festure anly i you know exactly
what youane doing. )

Teachers Table

For the Teachers table, select the "Update teacher records" checkbox if you want the system to add
teacher-related information to existing teacher records in cases where the teacher numbers are the
same.

Advanced Import Options

Update teacher recards if an imported teacher number
matches an existing teacher record.

Test Scores Table

For more information about importing test scores, see the section "How to Import Test Scores."

AutoComm Setup

Use AutoComm to synchronize the data in your system with that in another system, such as a
mainframe system. To synchronize your data, set up intervals at which PowerSchool automatically
imports files of data from the other system.

To use AutoComm, create an AutoComm record where you determine the synchronization
parameters for each of the following files:

¢ Courses

* Teachers
e Sections
* Students

e Student schedules

Import and Export User Guide
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Note: When importing multiple section records, the sections' expressions as defined by your school
are required. An expression is the combination of the periods and days in which the section meets.
Though PowerSchool creates internal values for periods and days, you are to import the actual
values that you want to appear when the system displays expressions. Also, an invalid expression
causes an error for that record, which results in the record not being imported.

How to Add an AutoComm Record

PowerSchool uses the parameters that you define for the record on this page to import the
appropriate data at the dates and times you specify.

1. On the start page, choose System from the main menu.

2. Click AutoComm Setup. The AutoComm Setup page appears.

AutoComm Setup

- -
Mew

Name Time Dawylzl Execuie

3. Click New. The AutoComm Record page appears.
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AutoComm Record

Field

Name
Table to Import
When to Execute

Days to Execute

Turn Execution Off

Cuse rre [ use passive Mode

Path
Field Delimiter
Record Delimiter

Sort Order

Synchronize Mode (Important: Select this checkbox when
PowerSehool data is updated from another souree, such as a
mainframe.)

Update existing records with
imported data (when applicable)

Mark students and their schedules inactive when their exitdate
is ==today.

First record of file is "number_of_records=" "

E-Mail completion report to
(Separate multiple addresses with commas)

PowerSchool fields te import into:
Student field list

= Duplicate this AutoComm record to all schools on this server (use only when creating a new AutoComm record)

#**% The file will not be imparted if the number of records inthe file do not mateh the number given inthe first record of the file.

Value

|Phone number

[ Attendance ]

[ZAW ] 00 3]
l (MTWHFSU)

FTP host name: |

FTF account name: I

FTF password:

—

Timeout in seconds
{optionalb: I Default is 10 seconds

Tab ¥

_{ Recommended)

f ~ Submit )

4. Use the following table to enter information in the fields:

Field

Description

Name

Enter the name of this record.

Table to Import

e Attendance

e Students
e Courses
e Sections

e Student schedules

Use the pop-up menu to choose the table into which you are
importing data with this record:

Import and Export
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Field

Description

e Teachers

When to Execute

Use the pop-up menus to determine the hour and minutes at
which you want PowerSchool to automatically import data.

Days to Execute

Enter the days of the week you want the system to import
records. Starting with Monday, use the following abbreviations
for the days of the week: MTWHF SU.

Turn Execution Off

Do one of the following:

* Select this checkbox to stop the system from
automatically importing data.

e Deselect this checkbox to turn AutoComm on.

Use FTP

If you want to use the file transfer protocol (FTP) to import the
records from the other system, enter information in the
following fields:

e FTP host name
e FTP account name
* FTP password

* Timeout in seconds (optional): Default is 10 seconds.

Use Passive Mode

Some FTP servers require passive mode. If your FTP has
difficulty transferring, select this checkbox.

Path Enter the path to the folder of the file on your computer or
network.
Field Delimiter Use the pop-up menu to choose one of the following to

determine how values are separated in the import file:
e Tab

e Comma

Record Delimiter

Use the pop-up menu to choose how records are separated in
the import file:

* CRLF: Carriage return, line feed
* CR: Carriage return
e LF: Line feed

Sort Order

Enter the order that this record appears on the AutoComm
Setup page.

Update existing records
with imported data

Lathan analicahla)

Do one of the following:

* Select this checkbox if you want the system to update

Import and Export
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Field

Description

(when applicable)

existing student records with data from each import.
The system updates blank fields within records and
creates new records for those that do not exist.

* Deselect this checkbox if you do not want the system to
update any record that contains data.

Mark students and their
schedules inactive when
their exit date is <=
today.

If you want the system to automatically import a student record
as inactive if the student's exit date is earlier than today, select
this checkbox. Otherwise, deselect this checkbox.

First record of file is
number_of_records=

The system does not import the file if the number of records in
it does not match the number given in the first record of the
file. It is recommended that you select this checkbox.

E-Mail completion report
to

Enter the email addresses of the people you want the system to
send a completion report to each time it imports this file.
Separate multiple addresses with commas.

PowerSchool fields to
import into

Enter the PowerSchool fields in which the system saves each
value in the import file. After you enter each field code, press
Return (Mac) or Enter (Windows).

Duplicate this
AutoComm record to all
schools on this server

If you are creating this record for the first time, you can select
this checkbox to make the record available to all schools that
use your PowerSchool system. Otherwise, deselect this
checkbox.

5. Click Submit. The AutoComm Setup page displays the new record.

AutoComm Setup

- -
Mew

Name Time Dayiz} Execute
Phane number 2:00 u Run Mow
How to Edit an AutoComm Record
1. On the start page, choose System from the main menu.
2. Click AutoComm Setup. The AutoComm Setup page appears.
Import and Export © 2004 Apple Computer, Inc. All rights reserved. 30



s
' PowerSchool

Import and Export User Guide

AutoComm Setup

p- e

Name

Phane number 2:00 u

N

Time Dayiz} Execute

Run Mow

3. Click the name of the AutoComm record to be edited in the Name column. The AutoComm

Record page appears.

AutoComm Record

Field

Name
Table to Import
When to Execute

Days to Execute

Turn Execution Off

Cluse Frp ™ use passive Mode

Path
Field Delimiter
Record Delimiter

Sort Order

Synchronize Mode (Important: Select this checkbox when
PowerSchool data is updated from another source, such as a
mainframe.)

Update existing records with
imported data (when applicable)

Mark students and their schedules inactive when thair exitdate
is <= today.

First record of file is "number_of records="""

E-Mail completion report to
{Separate multiple addresses with commas)

PowerSchool fields to import into:
Student field list

Value

|Phone number

[ Students ]

(ZAM 500 3)

MTWHF ¢ MrwHFSU)

FTP host name: |

FTP account name: I
FTP paszword: I

Timeaut in seconds
Coptionall: IU Default is 10 seconds

Tab

CRLF %

00 & ?!I ]
L3

¢ Recammended }

Home_Phone

= Duplicate this AutoComm record to all schools on this server (use only when creating a new AutoComm record)

#**% The file will not be imparted if the number of records in the file do not match the number given inthe first record of the file.

[ Delete 3

£ Submit 3

4. Use the following table to edit information in the fields:

Import and Export
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Field

Description

Name

Edit the name of this record.

Table to Import

Use the pop-up menu to choose the table into which you are
importing data with this record:

e Attendance

e Students
e Courses
e Sections

¢ Student schedules

e Teachers

When to Execute

Use the pop-up menus to determine the hour and minutes at
which you want PowerSchool to automatically import data.

Days to Execute

Edit the days of the week you want the system to import
records. Starting with Monday, use the following abbreviations
for the days of the week: MTWHF SU.

Turn Execution Off

Select this checkbox to stop the system from automatically
importing data. To turn AutoComm on, deselect this checkbox.

Use FTP

If you want to use the file transfer protocol (FTP) to import the
records from the other system, edit information in the following
fields:

e FTP host name
e FTP account name
* FTP password

* Timeout in seconds (optional). Default is 10 seconds.

Use Passive Mode

Some FTP servers require passive mode. If your FTP has
difficulty transferring, select this checkbox.

Path Edit the path to the folder of the file on your computer or
network.
Field Delimiter Use the pop-up menu to choose one of the following to

determine how values are separated in the import file:
e Tab

e Comma

Import and Export
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Field

Description

Record Delimiter

Use the pop-up menu to choose how records are separated in
the import file:

* CRLF: Carriage return, line feed
* CR: Carriage return
* LF:Line feed

Sort Order

Edit the order that this record appears on the AutoComm Setup
page.

Update existing records
with imported data
(when applicable)

Do one of the following:

* Select this checkbox if you want the system to update
existing student records with data from each import.
The system updates blank fields within records and
creates new records for those that do not exist.

* Deselect this checkbox if you do not want the system to
update any record that contains data.

Mark students and their
schedules inactive when
their exit date is <=
today.

If you want the system to automatically import a student record
as inactive if the student's exit date is earlier than today, select
this checkbox. Otherwise, leave this field blank.

First record of file is
number_of_records=

The system does not import the file if the number of records in
it does not match the number given in the first record of the
file. It is recommended that you select this checkbox.

E-Mail completion report
to

Edit the email addresses of the people you want the system to
send a completion report to each time it imports this file.
Separate multiple addresses with commas.

PowerSchool fields to
import into

Edit the PowerSchool fields in which the system saves each
value in the import file. After you enter each field code, press
Return (Mac) or Enter (Windows).

Duplicate this
AutoComm record to all
schools on this server

If you are creating this record for the first time, you can select
this checkbox to make the record available to all schools that
use your PowerSchool system. Otherwise, deselect this
checkbox.

Import and Export

5. Click Submit. The AutoComm Setup page displays the edited record.
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AutoComm Setup

Name

Phane number 2:00 u Run Mow

- -
Mew

Time Dayiz} Execute

How to Delete an AutoComm Record

1. On the start page, choose System from the main menu.

2. Click AutoComm Setup. The AutoComm Setup page appears.

AutoComm Setup

- - -
Name Time Dayiz} Execute
Phane number 2:00 u Run Mow

3. Click the name of the AutoComm record to be deleted in the Name column. The

AutoComm Record page appears.

Import and Export
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4. Click Delete. The Selection Deleted page appears.
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AutoComm Record

Field

Name
Table to Import
When to Execute

Days to Execute

Turn Execution Off

Cluse Frp ™ use passive Mode

Path
Field Delimiter
Record Delimiter

Sort Order

Synchronize Mode (Important: Select this checkbox when
PowerSchool data is updated from another source, such as a
mainframe.)

Update existing records with
imported data (when applicable)

Mark students and their schedules inactive when thair exitdate
is <= today.

First record of file is "number_of records="""

E-Mail completion report to
{Separate multiple addresses with commas)

PowerSchool fields to import into:
Student field list

= Duplicate this AutoComm record to all schools on this server (use only when creating a new AutoComm record)

#**% The file will not be imparted if the number of records in the file do not match the number given inthe first record of the file.

Value

|Phone number

[ Students ]

(ZAM 500 3)

MTWHF

{MTWHFSL)

FTP host name: |

FTP account name: I

FTP paszword:

—

Timeaut in seconds
Coptionall: IU Default is 10 seconds

Tab >

CRLF %

0 & ?!I

¢ Recammended }

Home_Phone

£ Submit 3

How to Run an AutoComm Record

Manually run an AutoComm record to avoid waiting for the process to automatically run on the
specified day and time.

1. On the start page, choose System from the main menu.

2. Click AutoComm Setup. The AutoComm Setup page appears.

Import and Export
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AutoComm Setup

Name

Fhane nu

S -

Mew
Time Dayiz} Execute
mber 2:00 u Run Mow

3. Click Run Now. The AutoComm record runs, and the AutoComm Setup page appears. If an
email address is specified in the "E-Mail completion report to" field, the system emails the

recipient the status of the AutoComm process.

Fraom: PS5 AutoZomm Repork
To @apple, com
Ce!

Subject:

AutoComnm Student Overnight Unsuccessful; Copy Document Failed

Sent: Fri 11f2[2001 2:33 PM

Student Onwvernight for Ap
Tinizshed executlon &ac 3:
2001

Execution was unsuccesst
Tollowing error: Copy Do
The import file was not
location: o

ple Growve High School
32 PN on Fri, MNov £,

ul due to the

cument Failed

found in the expected

Export

Quick Export

This method quickly produces a simple list of students and information from the Student table.
Change the parameters to produce a more detailed list. For more information on exporting, see the

section "How to Export Using a Template."

How to Use Quick Export
1.

On the start page, select the group of students.

Note: Depending on the selection method you used, the Group Functions page appears

either immediately or after selecting students

from the Student Selection page. If the

Student Selection page appears, choose the function in the next step from the group

functions pop-up menu.

Click Quick Export. In most cases, you will not

need to change the default options on the

Export Students page. Skip to step 4. If you want to change the selections, proceed to the

next step.

Import and Export
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Quick Export
P L pof tthe 58 ae|ected atudent
LastFirst
Mext_school
Field Delimiter Tab =
Record Delimiter CR A '
: "Surround Fields ? Column titles on 13f row
f Submit k]

3. Use the following table to enter information in the fields:

Field

Description

Export the [#] selected

Enter the fields to be included on the exported spreadsheet.

students Enter as many fields as you want. Separate multiple fields with
spaces. If you need help remembering field names, click Fields
at the bottom of the page.

Field Delimiter Choose a field delimiter from the pop-up menu. The field

delimiter is the item that separates fields in the exported data. If
you choose Other, enter the delimiter in the blank field.

Record Delimiter

Choose the record delimiter from the pop-up menu. This refers
to the item that will separate the records in the exported data.
If you choose Other, enter the delimiter in the field.

* CR: Carriage return
* CRLF: Carriage return line feed
* LF:Line feed

Surround Fields

Select this checkbox to surround the fields in the exported data
with quotation marks.

Column titles on 1st row

Select this checkbox to include column titles on the first row of

the exported data.

4. Click Submit. The exported data appears.

Import and Export
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Lastfirst Next School
Eevan, Adam C 4000
BEliss, Justin 4000
Eriggs, Jessica K 4000
Eriggs, John E 4000
Briggs, Eyan Y 4000
Eudd, Dominique R 4000
Conder, Amberlee A 4000
Cornia, Lacey 4000
Denk, John E. 4000
puff, Cormac T 4000
Dunn, Andrea 4000
Egkbert, Justin 4000
Erickson, Jan L 4000
Fitzgerald, Angela 4000
Fortie, Eira Y 4000
Fredrickson, Channing 4000
Freeman, Amanda 4000
Fritz, Justin L 4000
Zarner, Joshua L 4000
Gordon, Carrlie E 4000
zreeff, Ashly 4000
zust, EKeith I 4000
Halbert, Chelsea E 4000

Import and Export User Guide

5. Choose File > Save As... to save the file. Open the saved file using a spreadsheet application,
such as Excel or Lotus 1-2-3. Format, print, and save it as any other spreadsheet document.

Templates for Exporting

Export information by using a template. Select the template from a list or create a new one. For
more information on exporting, see the section "Quick Export."

How to Create an Export Template

If there is no template that you can use to perform the export or no template you can edit to meet
your needs, you must create a new one.

1. On the start page, select the group of students.

Note: Depending on the selection method you used, the Group Functions page appears
either immediately or after selecting students from the Student Selection page. If the
Student Selection page appears, choose the function in the next step from the group

functions pop-up menu.

2. Click Export Using Template. The Export Using Template page appears.

Import and Export
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Export Using Template

Option Value

Type of Export: | Students =

£ Submit ¥

3. Click Template. The "Templates for Exporting" page appears.

Templates for Exporting
© New
Template Hame Export From & Columns  VWidih*®
Attendance Paint Students ] 0
S Students 0
H5 Reqistration Maste students ]
| lequstration Master students u}
Mame & Addras Students ]
Marme and nurm b Studenta 0
nevw kindergarten Students 3 0
WYCAS Export Students 13 0
Example Staff 0
Example Jtaff 0
Example Staff ]
lescher Lunch Galances Stafi ]
Histaricl Grades ?ng;;m’ ]
*fidth applies only to fized -width import templates
riot delirm | ted templates.
Main Import /Export Menu

4. Click New. The New Export Template page appears.
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New Export Template

Option
Hame of this template
Export from this table

Delimited or fisxed.-field
length?

Field delimiler
Tignored for lixed -Reld length)

End-ofdine (record) delimiter

Column Titles

Hime Type
{beawe blank for detault)

Value

|'da|r1-= and number

[ atudents

L1

(Tab 2]

_Surraund Tield saluzs with quates 7™

Ear

f Put column titles on firat row

[ 2 Submit R

5. Use the following table to enter information in the fields:

Field

Description

Name of this tem

plate

Enter a name for the template.

Export from this table

up menu.

Choose the table that will be used in the export from the pop-

length?

Delimited or fixed-field

Choose either Delimited or Fixed from the pop-up menu.

Field delimiter

If you chose Delimited in the previous field, use the pop-up
menu to choose the field delimiter. This refers to the item that
will separate the fields in the exported data. If you choose
Other, enter the delimiter in the blank field.

Select the checkbox if you want to surround field values with
quotation marks.

End-of-line (record)
delimiter

Choose the delimiter for the end of each record from the pop-
up menu. For Other:, enter the delimiter in the blank field.

Column Titles

Select this checkbox to put column titles on the first row.

Mime Type

Enter a MIME type if instructed to do so by PowerSchool
Technical Support. Do not perform any procedures related to
MIME types without their guidance.

6. Click Submit. The "Templates for Exporting" page displays the new template.

Import and Export
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Templates for Exporting
£ New O

Template Hame Export From & Columns  VWidih*®
attendance Poijnt Students 0
I..-I.- I nce T I I.II'
Lo ' Students 0
H3 Reqistration Maste Students o
| leqistration Maste students u}
Marma & Addras Studenta u}
Mama 17 1 b Students u}
new' kimndergarter Students T n

CAS Export Students 3 0
Example Staff n}
Examnple Staff o
Example Staff ]
leacher Lunch Balances atatn u

b il e Historical
Historicl Grades Gradas 0
*yefidth applies only fo fixed -width i mport t2mplates
riot delirm | ted templates.

lain Import /Ex port Menu

Add columns to the template using the procedure "How to Add Template Columns."

How to Add Template Columns
1. On the start page, select the group of students.

Note: Depending on the selection method you used, the Group Functions page appears
either immediately or after selecting students from the Student Selection page. If the
Student Selection page appears, choose the function in the next step from the group
functions pop-up menu.

2. Click Export Using Template. The Export Using Template page appears.

Export Using Template

Option Value

Type of Export: | Students =

£ Submit ¥
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3. Click Template. The "Templates for Exporting" page appears.

Import and Export User Guide

Templates for Exporting

© New
Template Hame Export From & Columns  VWidih*®
Attendance Paint Students n]
S Students 0
H3 Registration Maste Students ]
| lequstration Master students u}
Mama & Addrea Students ]
MNarma and furm b Studenta n]
new' kimndergarter Students s 0
WYCAS Export Students 13 0
Example Staff 0
Example Jtaff 0
Example Staff ]
lescher Lunch Galances Stafi ]
Historicl Grades ?Lii’;'“’ o

*fidth applies only to fized -width import templates
riot delirm | ted templates.

4. Click the # Columns link of the template to be changed. The Edit Columns page appears.

5. Click New to add a column to the template. The New Column page appears.

Edit Columns - Name and number

- -
Mew

Width® Cumulative

Column Title Row Width

There are no colurns set up for this export template.

not delimited templates.

Back to Templates for Exporting

*width applies only to fixed-width import terplates,

Import and Export
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New Column - Name and number

Option Value

Title/Heading |Nam g

{DI;:::‘I’dL? Export |Last_first

If Blank, Export  |[No name associated)]
This {optional )

Column Number 1 o0 45 place at end)
Vndth In

Characters I {uzed only for fixed field lengths)

Alignment {used anly far fixed field

lengthsy

f Submit ¥

6. Use the following table to enter information in the fields:

Field

Description

Title/Heading

Enter a title for the column.

Data to Export

click Fields.

Enter the fields of data to be exported. To display the field list,

If Blank, Export This

If a record has no data for a particular field, indicate a value to
replace the blank field (optional). For example, enter No Data.

Column Number

column number.

Enter a column number for this column on the template. All
column numbers will have a zero added as a suffix to the

Width in Characters

Enter the width of the column in characters if using fixed-field
lengths instead of field delimiters.

Alignment

Use the pop-up menu to choose the alignment of the column if
using fixed-field lengths instead of field delimiters.

Click Submit. The Edit Columns page appears.

8. Repeat the previous three steps to add additional columns to the template.

Click "Back to Templates for Exporting." The "Templates for Exporting" page appears.

The template has been changed. Perform the export by following the instructions in the
section "Export Using a Template."

Import and Export
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How to Edit a Template

What happens if you need a list that slightly differs from the list that the template produces? You
can easily modify the template to meet your needs.

Note: Everyone who uses the template will view the changes you enter. Contact other users before
changing a template that many people use.

1. On the start page, select the group of students.

Note: Depending on the selection method you used, the Group Functions page appears
either immediately or after selecting students from the Student Selection page. If the
Student Selection page appears, choose the function in the next step from the group
functions pop-up menu.

2. Click Export Using Template. The Export Using Template page appears.

Export Using Template

Option Value

Type of Export: | Students =

£ Submit ¥

3. Click Template. The "Templates for Exporting" page appears.
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Templates for Exporting

New )
Template Hame Exporl From & Columns  VWidih*®
Attendance Paint Students 4 n]
D:g:“ Totals o Students : 0
HS Registration Master Students 9 ]
M5 Reqistration Master students u}
Mama & Addrea Students 2] ]
Nama and number Studenta n]
new' kindergarten Students 3 n
WYCAS Export Students 3 0
Examnple staff 0
Example Jtaff 0
Example Starff 0
Teacher Lunch Balances Staff ]
Higtoricl Grades ;:,:;;3'“ ]

*yfidth applies only to fixed -width import templates,
not delirmited templates.

4. C(lick the template

name to be edited. The Edit Export Template page appears.

Edit Export Template

Labwel Value
Hame of this template |N ame and numker
Export from this table Studerts

Delimited or fined-field length? | Delimited =
Field delimiter I

lignored for fixed field lengthy

— Surround field val ues with quotes (* °)

End-of line {record delimiter

Column Titles T Put colurmn titles on first row

Kime Type
{leave blank for defaalth [

Humnbser OF Columines
In This Template

=

Total Widih 0 Cif wzing fixed=fiald langth)

LUTER ale

" Delete Y

€ submit Y

Import and Export
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5. Use the following table to enter information in the fields:

Field

Description

Name of this template

Enter a name for the template.

Export from this table

The table that will be used in the export appears.

Delimited or fixed-field
length?

Choose either Delimited or Fixed from the pop-up menu.

Field delimiter

If you chose Delimited in the previous field, use the pop-up
menu to choose the field delimiter. This refers to the item that
will separate the fields in the exported data. If you choose
Other, enter the delimiter in the blank field.

Select the checkbox if you want to surround field values with
quotation marks.

End-of-line (record)
delimiter

Use the pop-up menu to choose the delimiter for the end of
each record. For Other:, enter the delimiter in the blank field.

Column Titles

Select this checkbox to put column titles on the first row.

Mime Type

Enter a MIME type if instructed to do so by PowerSchool
Technical Support. Do not perform any procedures related to
MIME types without their guidance.

Number of Columns in
This Template

The number of columns for the exported data appears.

Total Width

The total width appears if using a fixed-field length instead of a
field delimiter.

6. Click Submit. The "Templates for Exporting" page appears. To continue modifying the
template, see the section "How to Edit Template Columns."

How to Edit Template Columns

1. On the start page, select the group of students.

Note: Depending on the selection method you used, the Group Functions page appears
either immediately or after selecting students from the Student Selection page. If the
Student Selection page appears, choose the function in the next step from the group

functions pop-up menu.

2. Click Export Using Template. The Export Using Template page appears.

Import and Export
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Export Using Template

Option Value

Type of Export: | Students =

£ Submit ¥

3. Click Template. The "Templates for Exporting" page appears.

Templates for Exporting
© New
Template Hame Export From & Columns  VWidih*®
Attendance Paint Students ] 0
S Students 0
H5 Reqistration Maste students ]
| lequstration Master students u}
Mame & Addras Students ]
Marme and nurm b Studenta 0
nevw kindergarten Students 3 0
WYCAS Export Students 13 0
Example Staff 0
Example Jtaff 0
Example Staff ]
lescher Lunch Galances Stafi ]
Histaricl Grades ?ng;;m’ ]
*fidth applies only to fized -width import templates
riot delirm | ted templates.
Main Import /Export Menu

4. Click the # Columns link of the template to be changed. The Edit Columns page appears.
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Edit Columns - Name and number

- -
Mew

. Cumulative
Column Title Width Rove Width
There are no colurns set up for this export template.

*width applies only to fixed-width import terplates,
not delimited templates.

Back to Templates for Exporting

5. Click the title of the column to be changed. The Edit Column page appears.

Edit Column - Name and number

Option Value

Titie Heading |$1|_,|:|-3'1[ Mame

Data To Expor { Fields) ||_gg'__1|"g'_

If Blank, Export This |[I~.:- name associalad) {optional b
Column Numbeer 1 Czarofo place at and)

Widih In Characiers ¥ ¢ used only for fixed field lengths
Alignment | Left = I' psed anly Tor Ticed Tield lengths)

-

Delete  Submit Y

6. Use the following table to enter information in the fields:

Field

Description

Title/Heading

Enter a title for the column.

Data to Export

Enter the fields of data to be exported. To display the field list,
click Fields.

If Blank, Export This

If a record has no data for a particular field, indicate a value to
replace the blank field (optional). For example, enter No Data.

Column Number

Enter a column number for this column on the template. All
column numbers will have a zero added as a suffix to the
column number.

Width in Characters

Enter the width of the column in characters if using fixed-field
lengths instead of field delimiters.

Import and Export
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Field

Description

Alignment

Use the pop-up menu to choose the alignment of the column if
using fixed-field lengths instead of field delimiters.

7. Click Submit. The Edit Columns page appears.

How to Delete a Template

1. On the start page, select the group of students.

Note: Depending on the selection method you used, the Group Functions page appears
either immediately or after selecting students from the Student Selection page. If the
Student Selection page appears, choose the function in the next step from the group
functions pop-up menu.

2. Click Export Using Template. The Export Using Template page appears.

Export Using Template

Option Value

Type of Export: | Students =

£ Submit ¥

3. Click Template. The "Templates for Exporting" page appears.

Import and Export
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Templates for Exporting
© New
Template Hame Export From Width*®
Attendance Paint Students n]
S Students 0
H3 Reqistration Ma: Students i]
| eqistration Master students u
Mam A Studenta n]
Marm 1 rrn b Students n
nevw' kimdergarte Students In]
WYCAS Export students 0
Example Staff 0
Example Jtaff 0
Example Staff ]
lescher Lunch Galances Stafi ]
Historicl Grades ?Lii’;'“’ o
*fidth applies only to fized -width import templates
riot delirm | ted templates.
Main Import /Export Menu

4. Click the name of the template to be deleted. The Edit Export Template page appears.

Edit Columns - Name and number

- -
Mew

Cumulative

VAdth® g Width

Column Title

There are no colurns set up for this export template.

*width applies only to fixed-width import terplates,
not delimited templates.

Back to Templates for Exporting

5. Click Delete. The "Templates for Exporting" page appears.

How to Delete Template Columns
1. On the start page, select the group of students.
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Note: Depending on the selection method you used, the Group Functions page appears
either immediately or after selecting students from the Student Selection page. If the
Student Selection page appears, choose the function in the next step from the group

functions pop-up menu

2. Click Export Using Template. The Export Using Template page appears.

Export Using Template
Option Value
Type of Export: | Students =
£ Submit ¥

3. Click Template. The "Templates for Exporting" page appears.

puil

A4E
FATIE

Hhy

niok

Template Hame

Reqistration Ma
| tration Master
i A
i 1 rrn b
kindergart
45 Export
ample
ample
armnple
ather Lunch Balances
storicl Grades

idth applies only to fixed-width import fermplates

delimlted templates,

Templates for Exporting

—

Mew

Export From & Columns  VWidih*®

Studentsa ]} ]
Students

Students
students
Studenta
Studenta
Students 3

Students

Staff
Staff
Staff

Staff

Histor|ca

Grades

-

{
o o o o0 o o o o o o O

L]

4. Click the # Columns link of the template to be changed. The Edit Columns page appears.

Import and Export
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Edit Columns - Name and number

- -
Mew

. Cumulative
Column Title adth Rove Width

There are no colurns set up for this export template.

*width applies only to fixed-width import terplates,
not delimited templates.

Back to Templates for Exporting

5. Click the title of the column to be deleted. The Edit Column page appears.

Edit Column - Name and number

Option Value

Title Heading [Student Mame

Data To Exporl ( Fiebds) |LE|S'._1IFS'|

IT Blank, Export This [(Mo name associated] {optionaly

Column Number 1 (zeroto place at end)

Width In Characlers 0 £ s i Iy far Tized field lengths )

Alignment Left = Ill|-|-|' anly Tor Tisced Tield lenglhs)
" Delete f Submit

6. Click Delete. The Edit Columns page appears.

How to Export Using a Template
1. On the start page, select the group of students.

Note: Depending on the selection method you used, the Group Functions page appears
either immediately or after selecting students from the Student Selection page. If the
Student Selection page appears, choose the function in the next step from the group
functions pop-up menu.

2. Click Export Using Template. The Export Using Template page appears.

Import and Export User Guide
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Export Using Template

Option Value

Type of Export: | Students =

£ Submit ¥

3. Choose the type of data to export from the "Type of Export" pop-up menu. The Export
Using Template page appears.

Export Using Template

Option Valug

Type of Export: Students

Export t ate? [ Artendance Totals for Semester 2 |
For Which Records? &)1 258 currently enrolled students

¢ submit )

4. Use the following table to enter information in the fields:

Field

Description

Type of Export

The type of data to export appears.

Export template?

Choose the template to export from the pop-up menu.

For Which Records?

The number of selected records appears.

5. Click Submit. The results of the export appear.

6. Choose File > Save As....

7. In the Save dialog, specify a name, location, and file type.

8. Click Save. Open the file using a spreadsheet or other application.

AutoSend Setup

Create AutoSend records to determine that your PowerSchool system can automatically create a
copy of the information you specify at the selected date and time intervals, and export the file to

another system.

When creating an AutoSend record, you can determine the export parameters for each of the

following types of data:

e Attendance

Import and Export © 2004 Apple Computer, Inc. All rights reserved.
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* Course

* Section

* Student schedule

* Student demographic

e Teacher

How to Add an AutoSend Record
1. On the start page, choose System from the main menu.

2. Click AutoSendSetup. The AutoSend Setup page appears.

AutoSend Setup

- -
Mew

Hame Time Dayls) Execuie

fest 2:00 Run Mow

3. Click New. The AutoSend Record page appears.
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AutoSend Record
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4. Use the following table to enter information in the fields:

Field

Description

Name

Enter the name of this record.

Data to Send

with this record:
* Attendance
* Courses
e Sections
* Student Schedules
* Students

e Teachers

Use the pop-up menu to choose the data you want to send

When to Execute

the data.

Use the pop-up menus to determine the hour and minutes at
which you want PowerSchool to automatically export a copy of

Import and Export
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Field

Description

Days to Execute

Enter the days of the week you want the system to export the
data. Starting with Monday, use the following abbreviations:
MTWHFSU.

Turn Execution Off

Select this checkbox to stop the system from automatically
exporting data. To turn AutoSend on, deselect this checkbox.

Use FTP

If you want to use the file transfer protocol (FTP) to export the
data to the other system, enter information in the following
fields:

e FTP host name
e FTP account name
* FTP password

* Timeout in seconds (optional). Default is 10 seconds.

Use Passive Mode

Some FTP servers require passive mode. If your FTP has
difficulty transferring, select this checkbox.

Path If you do not use FTP to send the export file to another system,
enter the path to the folder in which you want to save the file
on your PowerSchool server.

Field Delimiter Use the pop-up menu to choose one of the following to

determine how values are separated in the export file:
e Tab

e Comma

Record Delimiter

Use the pop-up menu to choose how records are separated in
the export file:

* CRLF: carriage return, line feed
* CR: carriage return
e LF:line feed

Sort Order

Enter the order that this record appears on the AutoSend Setup
page.

First record of file is
number_of_records=

The system does not export the file if the number of records in
it does not match the number given in the first record of the
file. It is recommended that you select this checkbox.

Include upload_type

If you select this checkbox, the first or second record of the
export includes the text "upload_type=", followed by the
upload type.

Import and Export
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Field

Description

Attendance-Specific
Settings

If you chose Attendance from the "Data to Send" pop-up menu,
select one of the following options to indicate which
attendance data you want the system to include in the export
file:

* Send any attendance modified in the last 24 hours.
* Send attendance modified since last upload.

* Send attendance data modified between these dates:
Enter the date range using the format mm/dd/yyyy or
mm-dd-yyyy. If you do not use this format, an alert
appears. If you submit the date with an incorrect
format, the date field will be submitted as a blank entry.

¢ Send all attendance to date.

Otherwise, leave this field blank.

Student-Specific Settings

If you chose Students from the "Data to Send" pop-up menu,
the page indicates that the system includes all students
currently enrolled at your school in the export file.

E-Mail completion report
to

Enter the email addresses of the people you want the system to
send a completion report to each time it exports this file.
Separate multiple addresses with commas.

Fields to export

Choose the PowerSchool fields to include in this export file
from the Field List pop-up menu.

Duplicate this AutoSend
record to all schools on
this server

If you are creating this record for the first time, you can select
this checkbox to make the record available to all schools that
use your PowerSchool system. Otherwise, deselect this
checkbox.

5. (Click Submit. The AutoSend Setup page displays the new AutoSend record.

Import and Export

AutoSend Setup
e
Name Time Dayis} Execute
Student attendance 2:00 u Run Mow
test 2:00 Run Mow
© 2004 Apple Computer, Inc. All rights reserved. 57



s
' PowerSchool

How to Edit an AutoSend Record

1. On the start page, choose System from the main menu.

2. Click AutoSend Setup. The AutoSend Setup page appears.

Import and Export User Guide

Name

test

AutoSend Setup

Student attendance 2:00 o

e
Time Dayis} Execute
Run Mow

Z2:00 Run Now

3. Click the AutoSend record to be edited in the Name column. The AutoSend Record page

appears.

AuteSend Record
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4. Use the following table to edit information in the fields:

Import and Export
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Field

Description

Name

Edit the name of this record.

Data to Send

Use the pop-up menu to choose the data you want to send
with this record:

e Attendance
e Students

e Teachers

When to Execute

Use the pop-up menus to determine the hour and minutes at
which you want PowerSchool to automatically export a copy of
the data.

Days to Execute

Edit the days of the week you want the system to export the
data. Starting with Monday, use the following abbreviations:
MTWHEFSU.

Turn Execution Off

Select this checkbox to stop the system from automatically
exporting data. To turn AutoSend on, deselect the checkbox.

Use FTP

If you want to use the file transfer protocol (FTP) to export the
data to the other system, edit information in the following
fields:

e FTP host name
e FTP account name
* FTP password

* Timeout in seconds (optional). Default is 10 seconds.

Use Passive Mode

Some FTP servers require passive mode. If your FTP has
difficulty transferring, select this checkbox.

Path If you do not use FTP to send the export file to another system,
edit the path to the folder where you want to save the file on
your PowerSchool server.

Field Delimiter Use the pop-up menu to choose one of the following to

determine how values are separated in the export file:
e Tab

e Comma

Record Delimiter

Use the pop-up menu to choose how records are separated in
the export file:

* CRLF: carriage return, line feed

* CR: carriage return

Import and Export
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Field Description
* LF:line feed
Sort Order Edit the order that this record appears on the AutoSend Setup

page.

First record of file is
number_of_records=

The system does not export the file if the number of records in
it does not match the number given in the first record of the
file. It is recommended that you select this checkbox.

Include upload_type

If you select this checkbox, the first or second record of the
export includes the text "upload_type=", followed by the
upload type.

Attendance-Specific
Settings

If you chose Attendance from the "Data to Send" pop-up menu,
select one of the following options to indicate which
attendance data you want the system to include in the export
file:

* Send any attendance modified in the last 24 hours.
* Send attendance modified since last upload.

* Send attendance data modified between these dates:
Enter the date range using the format mm/dd/yyyy or
mm-dd-yyyy. If you do not use this format, an alert
appears. If you submit the date with an incorrect
format, the date field will be submitted as a blank entry.

¢ Send all attendance to date.

Otherwise, leave this field blank.

Student-Specific Settings

If you chose Students from the "Data to Send" pop-up menu,
the page indicates that the system includes all students
currently enrolled at your school in the export file.

E-Mail completion report
to

Edit the email addresses of the people you want the system to
send a completion report to each time it exports this file.
Separate multiple addresses with commas.

Fields to export

Choose the PowerSchool fields to include in this export file
from the Field List pop-up menu.

Duplicate this AutoSend
record to all schools on
this server

If you are creating this record for the first time, you can select
this checkbox to make the record available to all schools that
use your PowerSchool system. Otherwise, deselect this
checkbox.

Import and Export

5. Click Submit. The AutoSend Setup page displays the edited AutoSend record.
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AutoSend Setup

- -
Mew

Name
Student attendance 2:00 o
test Z2:00

Time Dayis} Execute

Run Mow

Run Now

How to Delete an AutoSend Record
1. On the start page, choose System from the main menu.
2. Click AutoSendSetup. The AutoSend Setup page appears.

AutoSend Setup

- -
Mew

Name
Student attendance 2:00 o
test Z2:00

Time Dayis} Execute

Run Mow

Run Now

3. Click the AutoSend record to be deleted in the Name column. The AutoSend Record page

appears.

Import and Export
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AuteSend Record
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4. Click Delete. The AutoSend Setup page displays without the deleted AutoSend record.

AutoSend Setup

- -
Mew

Hame Time Dayls) Execuie

fest 2:00 Run Mow

How to Run an AutoSend Record

Manually run an AutoSend record to avoid waiting for the process to automatically run on the

specified day and time.

1. On the start page, choose System from the main menu.

2. Click AutoSend Setup. The AutoSend Setup page appears.
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AutoSend Setup

- - -
Name Time Dayis} Execute
Student attendance 2:00 o Run Mow
test Z2:00 Run Now

3. Click Run Now. The AutoSend record runs and displays the results.

645236526 S/6/2001 A 2011 3 2106055 645236735
sf30/2001 A 8031 01 2106055 645236739 5/31/2001
A 5031 01 2106055 645236735 5/5/2001 A w0351 01
2106055 645236735 3/4/2001 A 8031 01 2106055
645236739 9752001 A 5031 01 2106055 645236735
S6/2001 A 5031 01 2106055 645236735 272001 A
5031 01 2106055 645236735 8/30/2001 A 2033 1
2106055 645236750 B/31/2001 A 2033 1 2106055
645236759 9/3/2001 A 2033 1 2106055 645236739
G42001 A 2033 1 2106055 645236735 9/5/2001 &

Direct Database Export

Direct Database Access (DDA), also called Universal Search & Modify (USM), is one of the most
versatile features of your PowerSchool system. Use DDA to search and match data in all of the
internal tables on your PowerSchool server.

Note: Depending on your security settings, you may not be able to perform all functions.

PowerSchool data is stored in a relational database of tables. Each table contains an unlimited
number of fields. When you use DDA, you directly access a table in the relational database.

Use PowerSchool's Direct Database Export (DDE) page when you need to create an export file or
report that contains records from the tables. Use another application, such as a spreadsheet
application, to view or organize the records. Unlike using the Export Using Template page, you can
match and export data from two related tables.

You do not have to access DDA to export data from it. You can export DDA data while you are
logged in to PowerSchool. When you export data from DDA, the system creates an independent
export file that you can open or update using any application you want.

For example, assume you want to export all ninth graders and their current grades to a software
application in which you can create a pie graph. Use the DDE function to match the records in the
student table to the current grades table; then, export both tables of data, open the export file in a
spreadsheet application, and create the graph.
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How to Select Records for Export-List View

View a list of all records in a selected table or search for specific records in a table. You can also limit

the export to records for all schools on your system or for just one school. For example, export
student data about California residents in fourth grade or above who attend all schools on the

system.

1. On the start page, choose System from the main menu.

2. Click Direct Database Export. The Direct Database Export (DDE) page appears.

Direct Database Expont (DDE)
Currenl Ta I-['.'athe-l'ntsl_:J 2|
Current Records in Selection: 0 List Wiew Tabile Yiew
Expart Becords Hale b Selection Table Wiew Setup
[Salect all 1705 recards in this tab -]
Search Students
| 3R] —
| 2] = |
J zearchonly in records belonging o Aople Grove High Sehoo
[En-:::trl.'l all 1705 records irthis 1able|
[5~-:a':"| within the currert O records only)|

3. Use the following table to enter information in the fields:

Field

Description

Current Table

Choose the table from which you want to export records from
the pop-up menu.

Note: For a complete list of PowerSchool tables and fields , see
http://lyour.school.address/admin/home?ac=structure.

Select all [x] records in
this table

To indicate the records to use in the export, do one of the
following:

Click "Select all [number of] records in this table" to
select all records and skip to step 10.

Identify search criteria in the Search Students fields by
continuing to the next step.

Note: Search for students either on the Search Students
page before beginning this procedure or on the Direct
Database Export page. Repeat steps 5-7 to use the
second search field on the Direct Database Export page,
or repeat steps 5-9 to narrow the search results even
further.

Import and Export
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Field

Description

Search Students

Choose a field from the first pop-up menu.
Choose an operator from the second pop-up menu:
* Equals (=)
e Less than (<)
* Greater than (>)
* Less than or equal to (<=)
* Greater than or equal to (>=)
* Does not equal (#)
e (Contains (contains)
¢ Does not contain (!Contain)

Enter the value for the field in the last field.

Search only in records
belonging to [school
name]

Select this checkbox to filter your school's records in the search.

4. Click "Search within the current [# of selected] records only." The Direct Database Export

(DDE) page displays the new number of current records in selection.

Direct Database Export (DDE)

Currant Tab [ studerns (1) ¥

urrend Aecords In Selection: ¥4 lat Wi ahiE Yiew

Selecr all 1705 records in this IZE:||E']

Searchonly in recorcs belonging fo 4pple Grove High Scho

[Saarch all 1705 racords inthis tak a|

l'lQ<Ir;'I within the current 74 records anly

5. Click List View to make sure you selected the records you want to export. The List Records:

[Table name] page appears with the fields separated by five periods.
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List Records: Students

e rds A4

Do LestFlest. Flest _Mame . Middie_Name. . Last_Name
o Z416 , Waolstenkolme, daron. . Sarar waolstenholme | 25156
20 =4 AL NI, e ltaon.. . Keltaon. Wl L L2010
3. Sdl6. Winder, Bretl. . Srelt Jefinder. 25158
4 5414 . Wieae, Johnny ohnny YWiese . 25160
B SATE L 2iting, Kriston o ERiEtin L Zeting L2506
6. Sd1Z .. Nawdrey, Hadley . Hadley Yawidrey. .. 25162
7 411 Thompaon, Nicholes . Hicholaa.. W, . Thompaon . 251E
8 =A09. L Taylor, Eric Po. Eric...P. . .Tayler.. 25165
9, 5407, Spencer, Haglie, | Haylie Spencer, ZH16T
1] 05 . Shinel, lan. . dane Lo Shineel L 2507
1. =40z . Rushion, Dandel. . Dandel. ... Buskton. 25172
2. 5400, . Rostrom, Denie Danie Rostrom,. . 25174
50 S599  Quibell, Charles B Charlee . R Quibsll.... 25175
4. S39E...Powell Jessica... Jessica Piwe 25174
5 ' Rickards, Dillon Do Dillan. . D .. Richards 2177
B, 596 Park, Brandie ... Brandie. . R Park... 25178
7. 5395 . 0Ostler, Ashley D Ashley . D Oatler . 25179
[ A Dy, Kaemi. . Keemi. . Olney 251680
9. =395 . North, Eellizn...Eellian...... HNorthe 25181
0, 5322, Pingel, Duzatin ., Dustin Pirgel, 25182

Atudent_Number ...

(L]

Note: Click the field

How to Select Records

value to link to the Display Record page.

for Export-Table View

View a report in a table format of all records in a selected table, or search for specific records in a
table. You can also limit the export to records for all schools on your system or just one school. For
example, export student data about California residents in fourth grade or above who attend all

schools on the system.

To modify the format of the table view, see the section "How to Format the DDE Table View."

1. On the start page, choose System from the main menu.

2. Click Direct Database Export. The Direct Database Export (DDE) page appears.

Direct Database Expont (DDE)

Eu'lellelIr[SILCEHIS[l] ¢]
Currend Records in Selection: 0 Lizl View Table YWigw
Export Records Halch Selection Table Wiew Setup

_":.ﬂ_ ect all 1705 records in this tab -]

— BIE
1 Ol

— Zearchonly

records belongirg o Apple Grove High School
[Eearr.h all 1705 records inthis table|
[fa-:a':"n within the current 0 records r.-r'nlw_.-|

3. Use the following ta

ble to enter information in the fields:
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Field

Description

Current Table

Choose the table from which you want to export records from
the pop-up menu.

Note: For a complete list of PowerSchool tables and fields, see
http://lyour.school.address/admin/home?ac=structure.

Select all [x] records in
this table

To indicate the records to use in the export, do one of the
following:

Click "Select all [number of] records in this table" to
select all records and skip to step 10.

Identify search criteria in the Search Students fields by
continuing to the next step.

Note: Search for students either on the Search Students
page before beginning this procedure or on the Direct
Database Export page. Repeat steps 5-7 to use the
second search field on the Direct Database Export page,
or repeat steps 5-9 to narrow the search results even
further.

Search Students

Choose a field from the first pop-up menu.

Choose an operator from the second pop-up menu:

Equals (=)

Less than (<)

Greater than (>)

Less than or equal to (<=)
Greater than or equal to (>=)
Does not equal (#)

Contains (contains)

Does not contain (!Contain)

Enter the value for the field in the last field.

Search only in records
belonging to [school
name]

Select this checkbox to filter your school's records in the search.

4. Click "Search within the current [# of selected] records only." The Direct Database Export
(DDE) page displays the new number of current records in selection.
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Direct Database Export (DDE)

Cuerand Tah [ Studerts (1) =
-y rard Records In Salectlon- 74 (st View  Tabbe Yigw
Export Pecord ik &

[Select all 1705 records in this ta:nle]
Jearch Studenis
| = |
[ d = d
= Ganrchonly in reenres helanging o Spple Grove High Sbo:

[Saarch all 1705 racords inthis tak a|

I";-;_'dr;_'l within the current £ records anly

5. Click Table View to make sure you selected the records you want to export. The List
Records: [Table name] page appears with the records in a table format.

List Recards: Students moable Sriaek Hgh 2ol
4007 [401 I
L rooll [ gehoalis | ¥ Enkveme | Exitiiak
abauswid, 2lakue Caola Easlips 3 F9¥a3d L =Zardoul arEaraug
acmrmr, Hichas bradlsy T 3 e PR E] &IICO0 | SfTE 200
~r. Ensharine &nn %7 ageana > Pz o EEEETET o
| I 5 name | % ageeng |12 EARASICON | MOER00
Mfoltar Juysiw 13311 | D ago 1L EYZEFI00Z | BiELr200

Note: Click the field value to link to the Modify Record page.

How to Format the DDE Table View

1. On the start page,

choose System from the main menu.

2. Click Direct Database Export. The Direct Database Export (DDE) page appears.
3. C(lick Table View Setup. The DDA/DDE Table View Setup page appears.
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DDAMDDE Table View Setup
Gettings that opply to Table Wiewr
Ia ximuam number ol records per page IW
Maximum number ol Relds per Lable Iﬁ
Ida 2 imum namber of character per fhebd (deTaall is &0 char b Ii
Ilse font teg iunchecked is faster) kvl
Formal dala (umchecked is laster) B
Use gridines W
Alternote cobors (unchecked is fasterh -
Uge Cell padding (wsualhy 0 -3) |1_
Back i« Fect tabaza | r S
F Submir %

4. Use the following table to enter information in the fields:

Field

Description

Maximum number of
records per page

Enter the maximum number of records you want to appear on
each page of the table.

Maximum number of
fields per table

Enter the maximum number of fields you want the table to
display.

Maximum number of
character per field

Enter the maximum number of characters each field in the
table can display.

Use font tag

Select this checkbox to apply font formats. Otherwise, deselect
this checkbox.

Format data

Select this checkbox if you want the system to format the data
within the table. Otherwise, deselect this checkbox.

Use Gridlines

Select this checkbox if you want the table to separate each field
of data with gridlines. Otherwise, deselect this checkbox.

Alternate colors

Select this checkbox if you want the table to display each row
of data in a different color. Otherwise, deselect this checkbox.

Use Cell padding

Enter a number to indicate how much padding you want each
cell of the table to contain around the text. Most users enter a
number between 1 and 3.

Import and Export
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How to Match Selections for Export

Match the records you searched for and selected in one table to records in another table to gather
and select information so you can view what you need. For example, match records in the Students
table to records in the CC (current grades) table.

Note: You cannot match tables that do not have a relationship or shared field. For example, you
cannot match the Students table to the Teachers table.

1. On the start page, choose System from the main menu.

2. Click Direct Database Export. The Direct Database Export (DDE) page appears.

Direct Database Expont (DDE)

Eu'lellelIr[SILCEHIS[l] ¢]

Currend Records in Selection: 0 Lizl View Table YWigw

Export Records Metch Selection Tahle Wiew Set

:’SE gct all 1705 records in this tab -]

Search Students

l == =
l = )
—! Searchonly in records belonging to Apple Grove High Schol

[Eearl.h all 1705 records inthis table|
[&u':"n within the current 0 records r.-r'nlw_.-|

3. Choose one of the tables to match from the Current Table pop-up menu.

4. Click "Select all [#] records in this table." The Direct Database Export (DDE) page displays the
new number of current records in selection.

Direct Database Export (DDE)

'.ur-:rulTa'.Ie[ Studants (1) 5 I

yrrent Recorda on Selegimnn: 1705 13t Wigsw Table ¥ies

[EEIELL all 1705 records in this '.dJ;.lIei

earch Students

= |
(B 2]

Search only in records belonging to&pple Grove High S hoo

-
-

L1

[5earch all 1705 records in this table |

[5-=-n|'rh within the currept 1705 records on -]-']

5. Click Match Selection. The Match USM Selection page appears.
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tetiseen the tontables Forexample, racaeds (nthe Students fahle may be matched wits
regarde Tromn Ui CC Lalble, bevaire Lhe CC bzDla has g Cield called STadent @, Howsver,
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field

Bobe: This Tumction mey lzke seversl minubss lo compleie,
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Match USM Selection
Currand Table: Stugends
Thiz Turetioncreztes 4 nes selection of recorda inthis table (S udentay, Sazed on 10 re
inthe iable s=lected Delow
| Studerts 2]
btz Mok all tables can be ussd o creabe sslectiom in 1his lakle; Lhere must be 2 relalion

=i

Procesd to match BE|E:'.IL'I]

6. Choose the second table to match from the pop-up menu.

Click "Proceed to match selection." The Direct Database Export page displays the total
number of records between the two matched tables that you can export. To export the
selected records, see the section "How to Export Records."

How to Export Records

Select records before exporting using the Direct Database Export function. For more information,
see "How to Select Records for Export-List View," "How to Select Records for Export-
Table View," or "How to Match Selections for Export."

1. On the start page, choose System from the main menu.

2. Click Direct Database Export. The Direct Database Export (DDE) page appears.

Direct Database Export (DDE)

Currant Tab { studerns (1) ¥
erent Aecords in Selection 74 1at Vie Tahle Yigw
[ - .

Selecr all 1705 records inth sta:nle]

Search Jtudents

| = |
| -

Searchenly in recores helonging to dpple Grove High Schos

[Sear:'l all 1705 records inthis tab a|

lhq<|r;'| within the current 74 records _|r|I-,'|

d

3. Select records for exporting. For more information, see "How to Select Records for
Export-List View," "How to Select Records for Export-Table View," or "How to
Match Selections for Export."

4. Click Export Records. The Export Records page appears.
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Export Records

Export the 263 selected records (Table: Students)

:)

Student_MNumber
Last_Mame O
First_Mame
Middle_Mame
Grade_Level
Balancel
Lunch_ID ¥

Field Delimiter Tab

I

Record Delimiter CE =

— "Surround felds" E‘ Column titles an 15t row

Optional: Sort Field Name Direction

|Last_MName =

| i

| > &

Back to Direct Database Export Main Screen

£ Submit Y

5. Use the following table to enter information in the fields:

Import and Export

Field Description
Fields Use the pop-up menu to choose the fields from which you
want to export a copy of the data. After you choose each field,
the system inserts the field name in the text box.
To include fields from another table, manually enter the name
of the table in brackets, then the field name in the field box. For
example, to export fields from the Sections table and include
teachers' names, enter [teachers]lastfirst.
Field Delimiter Use the pop-up menu to choose how you want the system to
separate each field in the export file:
e Tab
e Comma
* None
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Field

Description

e Other: Enter the delimiter in the blank field.

Record Delimiter

Use the pop-up menu to choose how you want the system to
separate each record in the export file:

* CR: Carriage return

* CRLF: Carriage return and line feed

* LF:Line feed

* Other: Enter the delimiter in the blank field.

Surround Fields

Select this checkbox if you want the system to surround each
field with quotation marks in the export file. Otherwise,
deselect this checkbox.

Column titles on 1st row

Select this checkbox if you want the first row of the export file
to have column titles indicating the fields included in each
column. Otherwise, deselect this checkbox.

Sorting Records

Determine the order of the records in the export file. Define a
primary, secondary, and tertiary sort. In the first field in the Sort
Field Name column, enter the field name by which you want to
primarily sort the records in the file. Then, select one of the
following to determine if you want to sort records by this field
in ascending or descending order:

* < (descending)

* > (ascending)

6. Click Submit. For Mac users, the results of the export appear. For Windows users, continue

to the next step.

7. Choose File > Save As....

8. In the Save dialog, specify a name, location, and file type.

9. Click Save. Open the file using a spreadsheet or other application.
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