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Ad Hoc Reporting > Data Export

The Data Export tool allows users to view the results of Ad hoc filters in multiple report formats and files. All Ad

hoc filters created via the Filter Designer are able to be exported via the Data Export tool.
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"8 |Year 13-14 ~ School Jefferson City High School - NCC ~ Calendar 13-14 Jefferson City High Scho =

Data Export Wizard

Index | Search @ Help

(] Kailey Leesman This wizard will dump the result of a filter inte a data file (csv, tab delimited, xml)
0 SdentInfurmation, e e

a) Select the Year, School, and Calendar the data is to be pulled from.

Data Export Wizard

This wizard will dump the result of a filter into a data file (csv, tab delimited, xml) or a simple list report. }
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{2l student Media Release €) | Pick an Export Format z
j\ student Boys Baseball Team
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+ ¢ secretary

d)]| Export I
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b) Select an Ad hoc filter from the Saved Filters window. This field is populated with filters created in the
Filter Designer tool. A description of the filter may appear if established within the filter itself.

c) Select the desired format of the exported Ad hoc filter by clicking the appropriate radio button in the
Pick an Export Format area. See the Data Export Fields table below for more information. The length of
each field within an Ad hoc filter must be defined in order to properly generate the Fixed Width format.
Field lengths are established within the Filter Designer tool.

d) Select the Export button. The exported Ad hoc filter will display in a separate window in the designated
format.
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Export Format Options

Field

HTML list
report

XML

Delimited values
(CsvV)

Fixed width

PDF
report

Description

Exports the results of the Ad hoc filter in HTML format (See image 1).

Exports the results of the Ad hoc filter in XML format (See image 2).

Exports the results of the Ad hoc filter in a number of Delimited values (CSV).
Options include:

Comma - Exports the Ad hoc filter in Comma delimited format (See image 3).
Tab - Exports the Ad hoc filter in Tab delimited format (See images 4).

Pipe - Exports the Ad hoc filter in Pipe delimited format (See image 5).

Caret - Exports the Ad hoc filter in Caret delimited format (See images 6).

The Include column display header checkbox allows users to control whether or not a
header is displayed on the exported Ad hoc filter (See image 7-8).

The Double quote data dropdown list allow users to determine when double quotations
are added to exported Ad hoc filter data (See image 9).

Exports the results of the Ad hoc filter in Fixed Width format (See image 10).

Exports the results of the Ad hoc filter in PDF format. Selecting the Field Name Only
radio button means field names in the header will only display the field name as it exists in
the database (i.e., grade is reported for the student.grade database field (See image 11)).
Selecting the Table Name and Field Name radio button means both the table and field
name will display in the header on the report (i.e., student.grade is reported in the header
for the student.grade database field (See image 12)).

Because Ad hoc filter fields can be grouped and report aggregate data, two variations of
the PDF format exist. For example, as seen in image 13, filter fields are grouped by
student.statelD and student.lastName with an aggregate count of student.statelD using
the Record Count Aggregate Type. Ungrouped Ad hoc filters display in a standard list
format (See image 14). For more information about grouping Ad hoc filter fields, see the
Ad hoc Query Wizard page.

HTML list report (IMAGE 1)
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https://community.infinitecampus.com/kb/display/DOC/Query%2BWizard

XML (IMAGE 2)

<?xml version="1.0" enceding="UTF-8"?:=
- <campusRoot>
- =Header g3PushNotificationEnabled="false" lepTab="true" accountabilityEnabled="false" limitedEdition="false" batchThreads="2"

batchQueueEnabled="true" simsLinked="false" |dapAuthenticationEnabled="false" taskScheduler="true"
datalmportToolEnabled="false" financeEnabled="false" payrcllEnabled="false" hrEnabled="false" posEnable="false"
logoutDelay="5" refreshLimit="12" refreshMinutes="5" appletGZip="true" clientIP="/192.168.46.162" isSafari="false"
isGecko="true" isFF="true" isMac="false" isIE="false" cnlinePaymentsMode="TEST" dataMartsEnabled="false"
onlinePaymentseEnabled="null" quartzSchedulerEnabled="true" campusIDEEnabled="false" shoutpeintEnabled="false"
meassengerEnabled="false" userAgent="Mozilla/5.0 (Windows NT 6.1; WOW&64; rv:24.0) Gecko/20100101 Firefox/24.0"
districthumber="026006" edition="district” group="" state="MO" appServer="app1" appMNal_g="jeffcity_sandbox"
yearScope="2014" structureScope="174" districtScope="1" schoolScope="1" calendarScope="182" calendarCockie="182"
time="08:27:03 AM" date="10/04/2013" baseURL="https://ic.jcps.k12.mo.us/campus/">

<Param value="adhoc.AdHocFilter-listAdhocData" name="x"/>

<Param value="live" name="source"/>

<Param value="extract.xml" name="saveAs"/>

<Param value="7576" name="filterID"/ =

<Param value="182" name="calendarID"/ >

<User lastLogin="10/03/2013 05:12 PM" calendarCount="205" OLPAccountID="0" sessionID="0" districtID="1"

firstMame="Kailey" lastName="Leesman" personIlD="71510" hideToolbar="false" hideBanner="false"

allFinanceAccounts="false" allCalendars="1" allModules="0" hasSecurityRole="false" username="adhoc.test"

userID="18174":>

=financeAccountAccessRights/ = i

Delimited Values (CSV)

Comma (IMAGE 3)
Note Pad Program Export

Ftudent Number ,First Name,Last Name,Grade,Gender
IMbes f 008 Hp* B er ,Allen,01,M
BASSLaant | syditey , Ambler ,01,F
Gae - e, Ke" ana,Anderson,01,F
200 e Cha les ,Baker ,01,M
1556 w0, Gl o, Burkemper ,01,M
SRy e Ra,cairo,01,F

62 F 1% Gavert,Carney,01,M
ZELNAE 0L Lt Casey,01,M

6 0 L1, Newt  Chapman, 01 ,M
6 e samantha,clack,01,F
4 aesess shaefa,clay,01,F

llok & &%,wt " 1am,Coates,01,M
e S8 J@gben,Coleman,01,F
S5 B0RRE Kkee b Crisp,01,F

BEC te et Keliicc,Davis,01,M
40 w0, Irsie]la,Delgado, 01, F
OF .48, Je nda,Espinosa,0l,F

Excel Program Export

A B C D E

1 Student Number First Mame Last Mame Grade Gende
7 10kt Hiitfer Al 1M
3 SARIMAIES Sydiney Arvities 1F
a4 G L e Koiliste A ralfiernie 1F
5 200 Choaties Btz 1M
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Tab (IMAGE 4)
Note Pad Program Export

Student Number First Name Last Name Grade  Gender
1ddis 1 Huear AT 01 M
Ba®, s emmsy Sydisey  ARRTer 01 F
51 _ S Sdy 2 K@t fana asddes so0n 01 F
el MR EE T Chav fes Balas 01 M
13 % “EEae GF @8 Bui W @lper 01 M
E1 ST ENRG Cahrg 01 F
Hita &) GEWEtT Carmey 01 M

=L S8 S LEss® Caray 01 M
(T * 24§50 N s Chagman 01 M
[ Tt S S@ERastha Clack 01 F
A0 BEEs Shatta Clay 01 F
T St B B ) WERREam Cealas 01 M
{7 Jggshen Celaman 01 F

SEF R K & s 01 F
B B8 gt Kl icc Davis 01 M
4358 0% Igde]la Delgado 01 F
083084 10 Jaw teda Esgtemsa 01 F
11T Sl Y B3 Nigh Sgah Fege 01 F
15 sieieieing - Risd B | Geavilly 01 L F L,
Excel Program Export

A

Student NumberFirst NamelLast NameGradeGender
Loeiin R o H yistae A e 01

BALELE LSyEy AR er01F

69T 55 MoK aletasmderson0lF

20l Chyties: B b rO 1M

116 58

LY, I S TR S R

(31

Pipe (IMAGE 5)
Note Pad Program Export

student Number |First Name|Last Name|Grade|Gender
1hhid 00 | HeE e | AT Das | 01 M

Bealiean] | sysdiney | anlklar |01 |F

8t 2 | ket Naha | asErson| 01| F

2008 TR0 E | Che NS | Bl | 01 M

15 % “H8a | or @8 | Burbesmper |01 M

SR AR R ENREEairelRl|F

61 M| carvest |Cafdey |01 M

2E 6 |Lewt £asoy @1 |M
60 "1 | NeE Chapsas | 01 M
SRS M " | samaemha |€ Pack |01 | F

450 ikeig §
] S B |
LT el By
b S 34 ]
B0 1l akalap
LT g
W SEEERT -
-l

Shastalcley 01|F

WEThram|Ceetes |01 M
J@ghen |Coleman |01 |F
Kee & Erisg 91|F

Kl {cc |Savis |01 M
TeaelTla|se gado|01]F
Ja ‘eddalEsg inosal0l|F

Excel Program Export
A B D E

Student Number | First Name | Last Name | Grade | Gender
LR | Hyssmes | Allies [ 01| M
BARLEIES | Sydmay | Amler | 01| F
GO 5 | Kol | Aslierson |01 F
DOM | Chsties | Batar | 01| M
El]uﬂm| Grast Bursemnper|01|m

C

LW R
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Caret (IMAGE 6)

Note Pad Program Export

Student NumberAFirst NameALast NameAGraderGender
1dis 2SR AHURT &rAA N RemAdLAM

Baa. Lham g Asydnay Al er AQLAR

6ot L asakat lanarssdier sonAOLAR

2k SdesAchar 1 esAgaher ADLAM

1856 S8EAGr ANt ABUS R emper A0 AM

SERF R dAE 1 1aACai e 1A Ar
681 SAGarret T aneyAllAM
28608 SR AL eviACasey 1AM

6 00 TR e ANoahAC hagmanA0l AM
oRaa" s ‘Asamantha e PackA0lAF

480 mmsied Achan arc Ragh 0l AF
o8 & e AW 1714 amA et es ADLAM

JSEmET S8 AT aydenAsCs femanA0lAF

SEF S Rl AKoriACT 1§D AE

BEC S s Ak andr | covdey i sA01AM J
foa by Ly A la welpador0lare

Excel Program Export

A B C D E F
Student Mumber”First Name®Last Name?GraderGender
T Eme 0 H ol r - Adeed A0 14
BARI LA LSyl y Al er~01°F
GG =5 K alah a M Ave rson*01°F
2SR A C it < " Paaibes r 01 M
11758 S0Saw “Gease Busesn per*01+M

1
2
3
4
3
]

Comma Delimited with Column Headers (IMAGE 7)

A B C D | E =
1 IStudent Mumber First Name Last Name Grade Gender]
2 RO Sy FIWEEE Aliest 1M
3 B s Sydieaey Aritiner 1F
4 OET L M Kailiote Ardierase 1F
3 200 CPonr e Biiben 1M

5] 17 %6 S8 G BlLetgisrgzeer

Comma Delimited without Column Headers (IMAGE 8)

4 B I C !n El
1 dideit 00 Hiot e Al 1M
2 | B L Sy Arsitier 1F
3 | O TL W K oe et Arfiernde 1F
4 | 20t Charties ETE 1M
5| 157 Shoaw Gt BuLetaes Fyjuer 1m

Tab Delimited with Double Quote Data — Always (IMAGE 9)

A

Student NumberFirst MameLast NameGradeGender i
TR " Hysten " " Al " "01""M"

SERILAIEL"Symey " Amiler™01""F"
G 3 Kl " Aslerson ™" 01" F"
ZUREAIS " Chites” " Balber " "01""M"
18%E S0 Gaase ' "Busesmper""01"" M"

L= I I TR S R
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Fixed Width (IMAGE 10)

ReasonBrittney09,/23/20091225
0000000000000TESTERANGe11Cca06/08,/20091225
0000000000000TESTERAlexis09,/08,/20091125
0000000000000TESTERMa106,/08/20091225

0000000000000TESTERCONNOr09,/08/20091225

-

0000000000000 TESTERMarquis06,/08,/20091125
0000000000000 TESTERTY 1er06,/08,/20091225
0000000000000TESTERM1Chae109/08,/20091225
0000000000000TESTEREr1c06,/08/20091125
0000000000000 TESTERDexter09,/08/20091225
0000000000000TESTERAMaNda09,/08/20091225
0000000000000TESTERANre09,/08,/20091225

0000000000000TESTERNOVE11e06/08,/20091225
0000000000000TESTERROry06,/08,/20091225
0000000000000TESTERTYCe106,/08,/20091225
0000000000000TESTERDa]1cia06,/08/20091225

PDF report

Field Name Only (IMAGE 11)

. 13-14 Active Student Listing Report

Belair Elementary School Print field name only 4

Generated on 10042015 05,0128 A Page 1of 5 Total Records: 240 4

3

grade 01
|studentNumber firstName lastName grade gender |

THibbE. ) vt Higsfies Al 01 M
Bat) b Sylitey Arritiier 01 F
Gt ) N Kaliss Arsiieruoe 01 F
20t Charties Biates 01 M

195474 vk Grarr Butermper 01 - M 4

Table Name and Field Name (IMAGE 12)

Belair Elementary School
701 Belair Drive, Jefferson City MO 65109
Generated on 10/04/2013 09:02:22 AM  Page 1 of 5 Total Records: 240

13-14

Active Student Listing Report

Print table name and field name

student.grade 01

I student.studentNumber student.firstName student.lastName student.grade student.gender I
1 bbbt 3 vt H=ter Allies 01 M
ol Sl 2 Swirey Asritier 01 F
Gl ) Mk Kaiiar s Asrtieruor 01 F
s T A2 Crimee B siteer 01 M
1A e Gralt Borimrger 01 M
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Grouped and Aggregated PDF (IMAGE 13)

13-14
Belair Elementary School

701 Belair Drive. Jefferson City MO 65109

Generated on 10/04/2013 09:02:22 AM

Page 1of 5

Print table name and field name

Active Student Listing Report 1
Total Records: 240

student.grade 01

student.studentNumber

student.firstName

student.lastName student.grade student.gender

1 hilbe. ¥ %5 H e Al 01 M
LR Ll Shrtirey Atrititer 01 F
Rt £ e Kl Asliersor 01 F
=l Crime B 01 M
_ 1METe Grant Bortemyer 01 M .

Y e Ky 1o U1 r

B2 Bromiyss Turses 01 F }
P — Eri Vamee 01 M ]
350 M Coaitigs Vaugh 01 M

717220 Blawe Walle 01 M

260rmERE1 s West 01 F 4
34en (R Reteiis Wi 01 F

87 88RO Abeugai Wit 01 F

2458 Sty [ 01 M i

|student.grade 01 Distinct student.studentNumber; 78

student.grade 02

student.studentNumber student.firstName student.lastName student.grade student.gender

29%7 1 Arvtierzcr 02 F !
07N T2 At 02 F

51408 Berewe 02 M

271y Berry 02 M

97T B 02 M 1
28744671 Jre—_ Bl 02 M J
39 1t Les Bysesus 02 =

Ungrouped and Aggregated PDF (IMAGE 14)

13-14

Belair Elementary School
701 Belair Drive, Jefferson City MO 65109

Generated on 10/04/2013 09:06:33 AM  Page 1 of 4

Active Student Listing Report
Print table name and field name
Total Records: 240

student.studentNumber

student.firstName

student.lastName student.grade student.gender

188462296 H— Al 01 M
846214641 S Ao 01 F
68572744 Koo Bt 01 F
208454604 Cramese S 01 M
115474144 G | 01 M
508233113 Ele Ci 01 F
615758870 G-t Cow 01 M K
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Exporting Student Numbers into Excel

If exporting Student numbers to Excel, please follow the steps below to ensure retention of leading zeros in the
Exporting with a PC using Internet Explorer

Exporting with a PC using Internet Explorer

A message will appear at the bottom of the window that states “Do you want to open or save extract.csv from
ic.jcps.k12.mo.us?” Select the arrow next to the Save button and select Save As.

U Comonicaton {l " student Gifled: Newly Kentified Qualified Stude TR
o] hen it tains the delimiter -
[ Assessment {0, student Gifted: Students Qualifisd for Gifted niy when i contains the deiimiter
ﬁ System Administration
D FRAM @ student Gr K Percent Enrolied
(C] Messenger @ student Homeroom Rester | Export
= - -

O surveys < m ] 3
(MO State Reporting
5 C) st s

G]JCPS IC Resources = =

B Account Settings reate anew Folder

D Access Log

g Campus Community

[©] Log OFF

Do you want to open or save extract.csv from icjcps.k12.mo.us? Cancel

S -

Si

Save and open -

A Save As window will appear. Change the file name and add .txt at the end of the file name. Select a location
on your computer to save the file, then click Save.

E’? Save As ﬂ\
‘ l. Desktop » - | 4y l"| Search Desktop o

Organize v New folder g v (7]

>
>

A Favorites W " | ibraries F
Pl Desktop = ‘ System Folder L I
& Downloads E |7
[ . s
| Recent Places } Kailey Leesman L
P SkyDrive L & System Folder

. . | Computer
= aries ¢ | System Folder

}J Documents

J’ Music ‘l\ , Network
|| Pictures = Lw‘ System Folder
SN SRl 3-14 Belair Student photo expo t.bd| -

Save as type: [Microsoft Excel Comma Separated Values FiIN VI

N

4 Hide Folders [ Save ] [ Cancel l

y/

Open Excel and select the File Menu > Open

Insert Page Layout Formulas Data Review View Acrobat

| save

s Information about Time Card

I'Kaileyh Time Card xls

.| Save as Adobe PDF
[ Open I
|4{\—/ ) Compatibility Mode
[ Close @E Some new features are disabled to prevent problems when worl
previous versions of Office. Converting this file will enable thes
Convert may result in layout changes.
Recent

Permissions
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An Open window will appear. At the bottom right corner of the window, select the All Excel Files drop down
box and select All Files.

Open
« |l Desktop » el |
Organize » Mew folder -~ @
T Mi = |FE= i
@ Microsoft Excel Libraries Kailey Leesman
l System Folder & System Folder
0 Favorites
B Desktop ¥ L I‘ Computer ) Network E
18 Downloads . 3 System Folder - | System Folder
‘] Recent Places E Adobe Acrobat X Pro DameWare Remote Support
& SkyDrive 1 Shortcut Shortcut
188 KB 208 KB
4l Libraries J 2-:1::::;& Access 2010 (3 xigzsiﬂ Excel 2010
[ Documents =
285 KB =i 283 KB
J’ Music - . . - . -
X f Microsoft PowerPoint 2010 I Microsoft Publisher 2010
=] Pictures T © | Shortcut ﬁ! Shortcut
¥ videos = 4 2.86 KB =4 296 KB
Microsoft Word 2010 Snagit 10 Editor
/% Computer Shortcut J Shortcut
& 0s(C3) =4 295KB : 207KB
¥ plan Micos-filesrer) (I 7 wTE Snagit 10 S YTD Video Downloader o
File name: -
Tools ~
Excel Files
All Web Pages

Go to the location you saved your export, select the file and click Open.

™y
{ Open s s
mv|- Desktop » - | ‘,| | Search Desktop L0 |
—_ - —
Organize « Mew folder j‘:: - [ @
. ATIENTANCE REPOITS vocumentaton A
(] Microsoft Excel = FF File folder H File folder
<t Favorites | Screen Shots SWW - Rolla
B Desktop E |- Filefolder File folder
& Downloads % 12-13 Food Service Upgrade m 12-13 Strategic Planning Te Do
»5-.___-.| Recent Places Text Document 4 =] Microsoft OneNote Section
& SkyDrive = 144 MB =34 163 KB
7. 13-14 Belair Student photo export W’“ & Edmode Journal Response
. X X Text Document == | Microsoft Word Decument
i Libraries 0 bytes — | 1258
o t:
@ oeuments E“ Elementary Summer School Google Chrome
& Music i~ | Tarcy_Absent Chart Shortcut =
[E5] Pictures L4 =il Microsoft Excel Worksheet 232 KB
E Videos W & Meeting Date IEP issue soft OneNote 2010
=— | Microsoft Word Document N Short
8 Computer —113.2KB = 281 KB
& 05 (Cy) E“ pref family Scans - Shortcut
. . = Ll—l -F1 Microsoft Excel Worksheet l Shortcut i
S® plan Mhicos-filesrvr] () SE1TTH [Py - ana
File name: 13-14 Belair Student photo export e [Alﬁ Files ']
Tools = [ Open Cancel ]
= J
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A Text Import Wizard window will appear. Click Next.
(ext Import Wizard - Step 1 of 3 2 [ |

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Next, or choose the data type that best describes your data.
QOriginal data type
Choos

type that best describes your data:
- Characters such as commas or tabs separate each field.

() Fixed width - Fields are aligned in columns with spaces between each field.

Startimport at row: | 1 || File origin: 437 : OEM United States [~]

Preview of file C:\Users'kailey leesman'Desktop!13-14 Belair Student photo export. txt.

a3t Mame, First Name,Grade, Instructor, Student ID,sch.name

1
2
3
4
5
4

T, )| e
|

Unselect the Tab Delimiters and select the Comma Delimiters, then click Next.

r 5
Text Import Wizard - Step 2 of 3 P |
This screen lets you set the delimiters your data contains. You can see how your textis affected in the preview
below.

[ Treat consecutive delimiters as one

|:| Space
[ other:

Text gualifier: | IZ|

Data preview

lLasr, Hame tE‘i:st Hame [Srade [nstructor btudent io
1

ch.name o
elair Elementary School
elair Elementary School
elair Elementary School

1
1
1 elair Elementary School |-

Lo [ezee )|Coe |

Select the Student ID column and change the Column data format from General to Text. Then click Finish.

r 5
Text Import Wizard - Step 3 of 3 T ||
I
Thiz screen lets kgu select each column and set the Data Format.

Column data format

General

'General' converts numeric values to numbers, date values to dates, and all
remaining values to text.

() Do notimport column (ski

Data preview

Eeper=1 |[eperzd eperseneral

ast Name tE‘irsr, NHame [Frade [nstructor|

Loera)

Fh.name

’ Cancel ]’ < Back ]
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If the student numbers exported with the leading zeros, the Student ID Column should appear with green flags

|n the student number fields.

| A | B c D E F
1 Last Name First Mame  Grade Instructo sch.name
2 |AII~_ ) 1 .:18m.:.*-t Belair Elementary School 4'
3 |Ansis 1 BARL v . Belair Elementary School
4 Anw 1 ‘o rmn Belair Elementary School
5 |Bab 1 Dosesas belair Elementary School
6 Bu - . 1 B 1% % Belair Elein‘entary School

gy oo ik

Select the File Menu and click Save As

Insert Page Layout Formulas

(@omen

Information abo
Ch\Users'kailey.leesman' Des|

-
E COpen ;

; Permissi
[ Close ;{gj}j Anyone c

Select a location for the file and change the Save As type from Text(Tab delimited) to Excel 97-2003 Workbook.
=

[@ Save As —— - - )
m | m » Computer » OS(C) » Users » kaileyleesman » Desktop » - | 3 | | Search Desktop )
= =
Organize = New folder Bz = @
“ Nome ’ Date modificd Type Size
W Favorites F
| Attendance Reports 2/26/2013 9:53 PM File folder
Bl Desktop
. Documentation 6/28/201311:19 AM  File folder
18 Downloads L i
- E I Screen Shots 12/4/2012 7:48 AM File folder
1=l Recent Places
) SWW - Rolla 11/19/2012 4:32 PM  File folder
& SkyDrive .
] 12-13 Food Service Upgrade 6/11/2013 3:20 PM Text Document 1479 KB
== lib || 13-14 Belair Student photo export 7/16/201211:07 AM  Text Document 23KB
= JURETS ) Scans - Shortcut 10/2/20128:58 AM Shortcut 18
@ Documents
: @] Time Card - Shortcut 10/2/20121:04 PM Shortcut 1KB
&t Music
[E5] Pictures
[ videos i
File name: 13-14 Belair Student photo export -
Save as type: [Text (Tab delimited) -
Auth Excel Workbook
U0 el Macro Enabled Workbook
h(el 97 -2003 Wmlrlmulr
' Hide Folders
Sinale File Weh Page, e -
Click Save.
-
[@ Save As g
m | m » Computer » OS(C) » Users » kailey.leesman » Desktop » - ‘ s | | Search Desktop 2|
= -
Organize « Mew folder = (2]
=
*  Name Date modified Type Size
4 ¢ Favorites B
| Attendance Reports 2/26/2013 9:53 PM File folder
Bl Desktop .
|, Documentation 6/28/201311:19 AM  File folder
& Downloads 1 X
. = [yl Screen Shots 12/4/2012 748 AM  File folder
=| Recent Places
. SWW - Rolla 11/19/2012 432 PM  File folder
& SkyDrive s A
[#). Scans - Shortcut 10/2/2012 8:58 AM  Shortcut 1KB
. @] Time Card - Shortcut 10/2/20121:04 PM Shortcut 1KB
44 Libraries
B @ Documents
» g Music
I* =] Pictures
- B Videos il
File name:  13-14 Belair Student photo export -
Save as type: [Exce\ 97-2003 Workbook -
Authors: Kailey Leesman Tags: Add atag Title: Add a title
[ Save Thumbnail
+ Hide Folders Tools = Save Cancel

===

— — J
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Exporting with a MAC using Safari

A Downloads window will appear with the extract-#.csv file. Right click on the extract and select Show in Finder.
o NeNe) Downloads |

Interstate?2 0Photo®20File%20Proged

y extract-27.csv

Remove From List

2 Downloads. 4

The Downloads window will open in the Finder. Right click on the extract file in the Finders window, select
Open Wi‘tl_1 > Other.

ano Downloads (an]
(<[>] Q ]
DEVICES () ——— e A =
.\ Macintash HD 5 extract-13.csv Jul 27, 2012 8:24 AM 70 KE
E ipisk Y extract-14.csv Jul 27, 2012 8:26 AM 70 KE
SHARED || extract-15.csv Jul 30, 2012 8:36 AM 217 KEm
| coserver - - extract-16.csv Jul 30, 2012 8:37 AM 217 KE
@ G a " extract-17.csv Jul 30, 2012 8:40 AM 217 KE
B jeps-Filesrvr a ' extract-18.csv Jul 30, 2012 8:45 AM 12 KE
[ 80 Student " extract-19.csv Jun 5,2013 12:09 PM 3.3 ME
COcommamarkspecialist  extract-20.¢sv Jun 5,2013 12:10 PM 3.3 ME
8] CocurriculumManger " extract-21.csv Jun 5,2013 12:13 PM 3.7 ME
I codirspecialed ' extract-22.¢sv Jun 5,2013 12:17 PM 7.1 ME
@ Al U " extract-23.csv Jun 5,2013 12:36 PM 258 KE
-  extract-24.csv Jun 5,2013 1:32 PM 893 KE
PLACES | extrag Jun 5, 2013 2:38 PM 7.3 ME
[EA Desktop ) ema lun . 2013 10:40 AM 1.8 ME
¢ dawn.berhorst R2 K
A\ Applications L . OpenWith ¥ Microsoft Excel (default)
]
[ Documents + L extract.odf Move to Trash
Loflosg Cet Info
Compress “extract-27.csv"
Burn “extract-27.csv" to Disc...
b e - b mamh. e . e N

A Choose Application window will appear. Scroll Down until you find the TextEdit application or enter TextEdit
in the Search field. Select the TextEdit application and select Open.

eveNe) Choose Application "
Choose an application to cpen the document “extract-27.csv".
[« » |32/ =m! [ Applications = NN
r']
DEVICES m Na.me Date Modified v |
= Macintosh HD FlipShare 12/15/10
£ iDisk » [[] SMART Gallery Setup 11/29/10
» [ ] SMART Product Update 12/4/09
SHARED ¥ TextEdit 6/27/09
= coserver = Chess 5/19/09
B dns.jcpsad.... & Stickies 5/19/09 |
[ jeps-filesrvr & EOC Browser 10/22/08 v
Enable: | Recommended Applications | :i
"] Always Open With
This application can open comma-separated values files.
( Cancel ) (_ QOpen )
A
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#N

> L | | extract-27.csv

HNumber ,School Name
& & Clork Middle School
son City High School - HEC
w Clark Middle Schoaol

lark Middle Schoaol

City High School - MCC
1 Heights Elementary School
+ School
;on City High School — NCC
fred

wdar Hill Elementary School
irly Childhood SPED

1zt Elementary School

em, Gifted

HS Summer School

New
Open... ®O |
Open Recent
Close W
Save 35
Save As... 4+#8S
ave As POF...
ave All
Revert to Saved
Attach Files... 4+ A
Show Properties 3P
Page Setup... 4 HP
Print... ®P

sfferson City Academic Center

A Save As window will appear. Change the file name, select a location on your computer to save the file, then
click Save.

& I P R

| | extract-27.csw

L

g ©]
2
@]

Save As:[ 13-14 Belair Student Photo Expord

| &

Where: | (5] Desktop

()

Plain Text Encoding: [ Western (Mac 05 Roman)

F

Elf no extension is provided, use ".txt".

Cancel Save

A

New Wo

rkbook

y¥w

An Open window will appear. Go to the location you saved your export, select the file and click Open.
NN

Open : Microsoft Excel

[« »] 32 =4 m] [(E Desktop

B @

DEVICES

| Macintosh HD
El iDisk
SHARED

= coserver

IEJ dns.jcpsad....
IEJ jeps-filesrvr
=3 BO Student

= coCurriculumM...

|H codirsnecialFd

I I»

[

s

v

MName
Screen chot 2017

lE or 2 SR 23 DA

Date Modified v v

13-14 Belair Student Photo Export

SCreen snot 2013,
Screen shot 2013...
Screen shot 2013...
Screen shot 2013...
Screen shot 2013...
Screen shot 2013...
Screen shot 2013...

Srreen shot 20013

16 a2t 2.55.05 PM
16 at 2.52.49 PM
16 at 2.52.23 PM
16 at 2.50.49 PM
16 at 2.46.28 PM
16 at 2.46.11 PM
16 at 2.40.40 PM
16 ar 7 40 74 PM

Enable: | All Readable Documents

A

Open: fOriginaI

5

]
S
=]
-
=

» i

Z-4n PR

( Cancel :I E—ﬁpen—a

A
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A Text Import Wizard window will appear. Click Next.
Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Next, or choose the Data Type that best describes your data.

Criginal data type

Choose the file type that best describes your data:

® Delimited ~ Characters such as commas or tabs separate each field.
() Fixed width  _ Fields are aligned in columns with spaces between each field.
Start import at row: 1 E] File origin: '.Matinto;h ﬂ

Cata preview

Preview of file Macintosh HD:Users:daw...:13-14 Belair Student Photo Export.txt.

m [ forfefs e
.

( Cancel ) < Back ( Finish )

Unselect the Tab Delimiters and select the Comma Delimiters, then click Next.
Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains. You can see how your text is
affected in the preview below.

Delimiters ] Treat consecutive delimiters as one

U semicolon Text qualifier: [ * B

"] Space [ | Other: |_

Cata preview

( Cancel ) [ <Back )

Select the Student ID column and change the Column data format from General to Text

Text Import Wizard - Step 3 of 3

This screen lets you select each column and Column data format
set the Data Format. —~
() General

'‘General' converts numeric values to numbers, @ Text

date values to dates, and all remaining values
to text.

& advanced==9 O not import column (Skip)
Data preview '}
——
[General Jieneral GenerdGeneral pxt Qenergl
Grade [Instructof OGELLAUE S h . nome D
ka1 S 3= Lair Elementary School
la1 el - Lair Elementary School
la1 6 el :1air Elementary School
faL 2t b Helair Elementary School r
la1 Beloir Elementary School |
[ =] 4k
( \ § 3 =
| Cancel ) ( <Back ) Next >
Page 15 of 16 Office of Student Information, Planning and Assessment

. Then click Finish.

Modified 10/4/13



If the student numbers exported with the leading zeros, the Student ID Column should appear with green flags

in the student number fields.
| e

| A | B c D
1 Last Name First Mame  Grade Instructo
2 |al J
3 An
4 |An
5 |Bak
6 Bu

e e e S WP U

1
1
»
1
1

sch.name
Belair Elementary School 4'
Belair Elementary School
Belair Elementary School
Eelair Elementary School
Belair Elein‘entar\,ur School

gy oo ik

it

Select the File Menu and click Save As

New Workbook

New from Template...
Open...

Open URL...

Open Recent

Select a location for the file and change the Save As type from Tab Delimited Text (.txt) to Excel 97-2004

Workbook (.xls).

Save As: l 13-14 Belair Student Photo Export

&

[« ]»][as ill]II]fDesktop \ﬂ Q
DEVICES m = 13-14 Be...to Export
=l Macintosh HD 2012-13 ...ames.fp7? m
El iDisk extract.xls
EI For Kailey 5
btz (] For Pam P
= coserver = Growth T..010_2011 |

El dns._jcpsad....

=N Mailing Label.doc v
B jeps-filesrvr &= ¥

[0 MAP Serv..ads 2011~ Il

Format: | Tab Delimited Text (.txt)

Description Excel Workbook (.xIsx)
Exports the data on the activ

Learn more about file format xcel Template ((xItx,
Excel 97-2004 Template (.xIt)
PRI S Y
4 B i PR . B il
Click Save.

Save As: l 13-14 Belair Student Photo Export

&

| («1»] (28] = ) [ Desktop B @

|

i ¥ DEVICES m = 13-14 Be...to Export [

1 7! Macintosh HD 2012-13 ...ames.fp7? m

| HE ipisk extract.xls I

I [ For Kailey 5

| ¥ SHARED [ For Pam N

t &l coserver = Growth T..010_2011 |4

i

| [ dnsjepsad... & & Mailing Label.doc v

i [B jcps-filesrvr & ¥ [] MAP Serv..ads 2011 ~ Il

i

; Format: | Excel 97-2004 Workbook (.xIs) 4

Description

i The workbook format that is compatible with Excel 98 through Excel 2004 for Mac and Excel 97

| through Excel 2003 for Windows.

|

4 Learn more about file formats

I

1 ( Options... ) ( Compatibility Report... ) Compatibility check recommended

1 EHide extension New Folder |
!
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