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Inter-State Photo Company requires a file of students and staff before they arrive
at the building to take pictures. This allows them to link the picture taken with a
specific student so that picture can be loaded back into Infinite Campus. In order

to work with Interstates system, the file needs to be sent using the following

instructions.

IMPORTANT: It is critical that you export the file from Ad Hoc using the steps below in order
to ensure the leading zeros on all student numbers remain preserved in the file.

Student Filter Set Up
A filter has already been set up under the elemsecretary Ad Hoc group called Elem
Inter-State Student Photo Export. Please DO NOT make any changes to this filter.
Before exporting the filter, ensure the filter is still set up as shown below. If the filter is

not set up correctly, contact the Office of Student Information, Planning and Assessment

to retrieve the original filter.

Ad Hoc Reporting > Filter Designer > elemesecretary group
Select the student Elem Inter-State Student Photo Export filter then click Edit.

Index | Search | Help |

ﬁ Kailey Leesman

(% Student Information
Instruction

@J Census

£ Behavior

g’ Health

i Attendance
Scheduling

Fees

[# Grading & Standards
[# (O] Medicaid

Letter Builder
n Data Export
W Data Analysis
[ Batch Queue
[ Transcripts
[C] User Communication
] Assessment
E&‘ System Administration
(] FRAM
] Messenger
O] Surveys
(] MO State Reporting
[C] Custom Reports
{#) JCPS IC Resources
E Account Settings

[ arrezzlon
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[# 2] Programs |4, student 00 hoyrs and over
= i [, student 08-09 Kdg file labels
ST Fitter Designer i
&r Lesigner .

Ad Hoc Filter Designer

This wizard will walk you through the creation of a new filter. Filter

Saved Filter
E2 5] AT ot

£5 AttendanceSecretary
£ Ccostaff

f] CounselingSecretary
Il o] Counselnr

= ¢F elemsecretary I

m. |

| 3

Search Edit

Create a new Folder

[ Copy ][ Delete ][ Export ]
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Field Selection

Verify that all the fields listed on the screen shot below are in the Selected Fields box and click Next.

Ad Hoc Query Wizard - Field Selection

Select fields to use for creating a fitter for which logic and output formatting may be applied. Click a field within the All Fields window, or use the Add F
the fields in the order selected; however, the sequence can be changed on the Output Formatting screen. At least one field must be selected to contin

Field Selection =[Filter Parameters = Output Fermatting = Grouping and Aggregation

*Query Name: Elem Inter-State Student Photo Export

Short Description: Fitter for Inter-State Student photo file

Long Description: +

Select categories & fields

All Figlds Selected Fields
1 23 Student - student.lastMame -
student. firstName
activeEnroliment.grade:
student. homerocomTeacher

+- ¥ Demographics
<¥ School Calendar

H- L2 S.c:ho.ol student studenthumber
+- &% District =ch.name

+|- £¥ Learner student. activeToday

+- 23 Counselor

+- &3 Learner Planning E

Save SEVE & 1o

= Eac,}l Next = |

Filter Parameters
Verify that the student.activeToday field has an Operator of =TRUE and click Next.

Ad Hoc Query Wizard - Filter Parameters

Parameters are used to filter data based on specific logic. Use the operators to apply logic to designated fields. Logic may be applied even if a field iz ni
operators using AND, OR, and NOT coenditions. If a Logical Expression is not used, the condition AND wil be applied to all operators. If uging Logical Exg

Figld Selection } Filter Parameters s)Output Formatting = Grouping and Aggregation

*Query Name: Elem Inter-State Student Photo Export
Short Description: Fitter for Inter-State Student phote file

Long Description: +

Filter the data

ID *Field Operator Value
)(_ 1 student.lastMame - -
)(_ 2 student firstMame - -
¥ 3 activeEnrollment.grade -
¥ 4 studenthomercomTeacher + -
¥ 5 studentstudentNumber -
¥ 6 schname - -
w I 7 student.activeToday - =TRUE - I

H

<Back] [ Next >
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Output Formatting
Verify the following:

All fields with the exception of student.activeToday are selected for Output
student.lastname is Sort 3

activeEnrollment.grade is Sort 1

student.homeroomTeacher is Sort 2

All fields except student.activeToday have a value in the Column Header field.

Ad Hoc Query Wizard - Qutput Formatting

Use output formatting to determine how columns and fields sheuld appear when data is extracted. The ability to zort and seguence results iz alzo available

Field Selection = Filter Parameters § Output Formatting { Greuping and Aggregation

*Query Name: Elem Inter-State Student Photo Export

Short Description: Filtter for Inter-State Student photo file

Long Description: +

Format the output file/report

Output distinct records

Field Outpullieq Sort |Direction Column Header Alignment  Formatting Length
student.lastName 3 Ascend | Last Name - -
student firsthame First Name - -
activeEnroliment.grade 1 Ascend « Grade - -
student.homeroomTeachlr V| 2 Ascend « Instructor - -
student.studentMumber Student ID - -
sch.name School Name - -
student.activeToday [l - -

Save To:

@) User Account
Folder: -:Original Fiters -

_! User Groups

57

=
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Student Filter Export

If the filter is set up as shown above, follow the steps below to export the file. Exporting
the file will look differently if using a Mac verses a PC. Please choose the correct
instructions based on the type of computer you are working on.

Calendar
Select the current Year, School and Calendar at the top of the page.

Year 13-14 w School Belair Elementary School b =-150 5 ST 13-14 Belair Elementary School g |

Index | Search | Help Data Export Wizard

r :
tﬂ Kailey Leesman This wizard will dump the result of a fitter into a data file (csv, tab delimited, xml} o
H Iﬂ Student Information

+ Q Instruction
¥ @ Cepsug j

Ad Hoc Reporting > Data Export > elemsecretary group
Select the student Elem Inter-State Student Photo Export filter, then click Delimited values (CSV) and click

Export.
Index | Search | Help Data Export Wizard
:‘—ﬁ Kailey Leesman This wizard will dump the result of a fiter into a data file (csv, tab delimited, xml) or a simple list report.

* Iﬂ Student Information
+ @ Instruction

+ % Census -
+ {3 Behavior ST FHET Elem Inter-State Student Photo Expo

¥ —wb Health [+ m CoungzehngSecretary L

3% Attendance + 7 Counselor

@ Fees 3, student 00 hayrs and over

+[#F Grading & Standards “ Pick an Export Format
+ [C] Medicaid _

+ (] Programs ':' HTML list report

- .@ Ad Hoc Reporting
~F Fitter Designer
e Letter Designer

I @ Delimited values (CSV) I

' Fixed width
) PDF report

| Delimiter: Comma

|Z Batch Queue
# (] Transcripts
*| ] User Communication '3, student emergecy labels Kdg Double guote da

Include column dispfay header

Only when it contains the delimiter

# ] Assessment ¥ v

+ Eﬁ‘ System Administration B o

50 FRAM {2 student ESL Listing

+# 7] Messenger {3 student FERPA Listing

# 7] Surveys <.*\' B ——— :

+# (] MO State Reporting

+ ] Custom Reports
{fj JCPS IC Resources

[ Account Settings Create a new Folder

| ] Access Log

'3, student emergency labels

[ Search ” Edit ” Test ” Copy ” Delete ]
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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.

= 'ﬁ User Communication

g'student Gifted: Newly Identified Qualified Stude

[Assessment §3, student Gified: Students Qualified for Gifted PG Only wihen it contains the defimier ~
g ?;.:t;m Administration @ student Gr K Percent Enrolled
(21 Messenger @ student Homeroom Roster il Export
DSUWE)O‘S “m R r." - P | -
(] MO State Reporting
(5 Custom Reports

(3 JCPS IC Resources

(5 Account settngs

D Access Log

a Campus Community

@] Log OFf

Do you want to open or save extract.csv from icjops.kl2.mo.us? Open Save E A Cancel X =

Save ¥

I Save as

Save and open

A

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.
[

@ Save As
v | 44 l"' Search Desktop p el [

- l- Desktop »

Organize v New folder EE v (7]
& — P
0 Favorites T " Libraries F
Bl Desktop = System Folder l

m

& Downloads =

ys
=\ Recent Places

] Kailey Leesman f
#& SkyDrive L & System Folder —
- Librari T | Computer "
o, branes =8| System Folder

|'5] Documents

&' Music Y . Network
[&5] Pictures 2 &n‘ System Folder e
1YL ET TSRl 3-14 Belair Student photo expo t.ibdt I v
b\
Save as type: [Microsoft Excel Comma Separated Values Filx VJ I
~ Hide Folders [ sawve ||| cancel |
—

Open Excel and select the File Menu > Open

vee—

Home Insert Formulas Data Review View Acrobat

Page Layout

|l save

cen Information about Time Card

E\Kailey Time Card.xls
.| Save as Adobe PDF

{ = Open

Compatibility Mode

[ Close @'E Some new features are disabled to prevent problems when worl
previcus versions of Office. Converting this file will enable thes
Convart may result in layout changes.
Recent
Permissions
PP &
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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 =~ 0O @
T Mi 2 [E= =
@ Microsoft Excel Libraries Kailey Leesman
l System Folder & System Folder
0 Favorites
B Desktop ¥ L 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
= Libraries Microsoft Access 2010 I Microsoft Excel 2010
B o *] Shortcut 4 Shortcut
ocuments 285K8 =4 283 K8
J’ Music - . . - . .
X f Microsoft PowerPoint 2010 i Microsoft Publisher 2010
=] Pictures T @ Shortcut \' Shortcut
B8 videos = 4 2.86 KB =4 296 KB
Microsoft Word 2010 Snagit 10 Editor
/% Computer Shortcut UG 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 |} g
®v|- Desktop » - | ‘,| | Search Desktop L |
— - —
Organize « Mew folder j‘:: - [ @
. ATIENTANCE REPOITS vocumentaton A
@ Microsoft Excel — FF File folder F L File folder
<t Favorites | Screen Shots SWW - Rolla
B Desicop E |- File folder File folder
& Downloads % 12-13 Food Service Upgrade m 12-13 Strategic Planning Te Do
~‘.¢.___-.| Recent Places Text Document 4 _ﬂ Microsoft OneNote Section
& SkyDrive = 144 MB =3 163 KB
T, - elair Student photo export modo Journal Response
13-14 Belair Stud h W“ a Edmode ) IR
. X X Text Document =—— | Microsoft Word Document
= Libraries 0 bytes — | 125 KB
o t:
@ oeuments f“ Elementary Summer School Google Chrome
J‘ Music d 4:1 Tardy_Absent Chart Shortcut =
[E5] Pictures L HIL Microsoft Excel Worksheet 2,32 KB
E Videos W & Meeting Date IEP issue soft OneNote 2010
== | Microsoft Word Document N Short
8 Computer —113.2KB = 281 KB
a 05 (Cy) f“ 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 [Ni 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

in the student number fields.
| i X

| 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 4
5 |Bab 1 Dosesas belair Elementary School i
6 Bu - . 1 B 1% % Belair Elein‘entary School ;

it

Select the File Menu and click Save As

Insert

Page Layout Formulas

s

5 Open
[ Close

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

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

[@ 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
- 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) -
Authors: Excel Workbook
YO Excel Macro-Enabled Workbook
Excel 97-2003 Workbook
+ Hide Folders e
Sinale File Weh Page, -

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 .
[#). 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

===
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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 12 of 18 Office of Student Information, Planning and Assessment
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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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Staff Filter Set Up

A filter has already been set up under the elemsecretary Ad Hoc group called Elem
Inter-State Staff Photo Export. Please DO NOT make any changes to this filter. Before
exporting the filter, ensure the filter is still set up as shown below. If the filter is not set
up correctly, contact the Office of Student Information, Planning and Assessment to

retrieve the original filter.

Ad Hoc Reporting > Filter Designer > elemesecretary group

Select the person Elem Inter-State Staff Photo Export filter then click Edit.

Index | Search | Help |

@ Kailey Leesman

(% Student Information
£ Instruction

@ census

é Behavior

‘G Heatth

-:Ll:- Attendance
Scheduling

Fees

[#%+ Grading & Standards
[Z] Medicaid
[ Programs

[:4 =

Letter Designer
Letter Builder
[ Data Export
i Data Analysis
E Batch Queue
[ Transcripts
(Z] User Communication
] Assessment
ﬁ System Administration
[C] FRAM
[ Messenger
(] Surveys
(] MO State Reporting
[ Custom Reports
[:tj JCPS IC Resources
[ Account Settings
D Access Log
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Ad Hoc Filter Designer

This wizard wil walk you through the creation of a new fitter. Fi

Saved Filter

[T

%
= T Counselor

=] elemsecretary
student 00 hours and over

[, |

E@\ person Elem Inter-State Staff Photo Export

# student Ele
#3 student Cla

m Intgr-=tate Student Fhoto Expo

ssérm Contact Info %

4|

1 | P

[ Search

| Edt |

Test ][ Copy ][ Delete ][ Export ]

[ Create a new Folder ] %
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Field Selection
Verify that all the fields listed on the screen shot below are in the Selected Fields box and click Next.

Ad Hoc Query Wizard - Field Selection

Select fields to use for creating a fiter for which logic and output formatting may be applied. Click a field within the All Fields window, or use the Add F|
the fields in the order selected; however, the seguence can be changed on the Output Formatting screen. At least one field must be selected to conting

Field Selection § Fitter Paramesters = Output Formatting = Grouping and Aggregation

=Query Name: Elem Inter-State Staff Photo Export

Short Description: Filter for Inter-State Staff photo file

Leng Description:

Select categories & fields

All Figlds

Selected Fields

+- 23 Person

- -

<# Demographics
<# Census

< Staff

<3 FRAM

3 Campus Usage

. i

individual.lasthame

individual. firstName
individual.staffNumber
schoolEmployment. schoolName
schoolEmployment.active

< Back

Filter Parameters

Verify that the schoolEmployment.active field has an Operator of =, a Value of 1 and click Next.

Ad Hoc Query Wizard - Filter Parameters

Mext =

Parameters are used to fiter data based on specific logic. Use the operators to apply legic to designated fields. Logic may be applied even if a field is m
operators using AND, OR, and NOT conditions. If a Logical Expression is not used, the condition AMD wil be applied to all operators. If using Logical Exp

Figld Selection

Cutput Formatting = Grouping and Aggregation

=Query Mame: Elem Inter-State Staff Photo Export

Short Description: Fiter for Inter-State Staff photo file

Long Description:

Filter the data

ID *Field Operator Value
P 1 individual.lastName -
P 2 individual firstName -
P 3 individual.staffNumber -
)(_ 4 schoolEmployment.schoolName
I)( 5 schooEmployment active - = 1 I
Lo Tepressi Rl 1)

Save

sw.  .OUPS

Save & Test
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Output Formatting
Verify the following:
o Allfields with the exception of schoolEmployment.active are selected for Output
e student.lastname is Sort 1
o Allfields except schoolEmployement.active have a value in the Column Header field.

Ad Hoc Query Wizard - Output Formatting
Use output formatting to determine how columns and fields should appear when data is extracted. The ability to sort and seguence results is also avail

Field Selection = Fitter Parameters » Qutput Formatting = Grouping and Aggregation

*Query Hame: Elem Inter-State Staff Photo Export
Short Description: Filter for Inter-State Staff photo file

Long Description: +]

Format the output file/report

Qutput distinct records

Field Qutpu Sort |Direction Column Header Alignment  Formatting Length
individual lastName 1 Ascend ~| Last Name - -

individual firstName First Name - -
individual staffNumber Staff Number - -
=schoolEmployment.schoolNam| School Name - -
schoolEmployment. active =0 | - -
SaveTo: (@) User Account

Folder: / -
() user Grou ps
Save & Test
= Back || Next =

Staff Filter Export

If the filter is set up as shown above, follow the steps below to export the file. Exporting
the file will look differently if using a Mac verses a PC. Please choose the correct
instructions based on the type of computer you are working on.

Calendar
Select the current Year, School and Calendar at the top of the page.

Year 13-14 w School Belair Elementary School b =-150 5 ST 13-14 Belair Elementary School g |

Index | Search | Help Data Export Wizard

r :
tﬂ Kailey Leesman This wizard will dump the result of a fitter into a data file (csv, tab delimited, xml} o
H Iﬂ Student Information

+ Q Instruction
¥ @ Cepsug j
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Ad Hoc Reporting > Data Export > elemsecretary group
Select the person Elem Inter-State Staff Photo Export filter then click Delimited values (CSV) and click Export.

Index | Search | Help |

@ Kailey Leesman
#% Student Information
Instruction

+ % Census

£ Behavior

g Heatth

[#4% Attendance

Scheduling

Fees

# @ Grading & Standards

[Z7 Medicaid

|_] Programs

E.@ Ad Hoc Reporting
SF Filter Designer

. Letter Designer
[d | etie o

N AT e
[ Batch Queue
[Z] Transcripts

[Z1 User Communication

Data Export Wizard

This wizard will dump the result of a filter into a data file (cev, tab delimited, «ml} or a simple lizt report.

Saved Filter

Elem Inter-State Staff Photo Export

Pick an Export Format

() HTML list report

Comma
dizplay header
data

Only when it contains the delimiter
[_] Assessment h‘ e

ﬁ System Administration

] FRAM

[Z] Messenger

] Surveys = . .- e

[C3 MO State Reporting

[Z] Custom Reports
({7 JCPS IC Resources
[f Account Settings
[ Access Log

| search || Edt |[ Test |[ copy || Dekete |

Create a new Folder

Open with Excel
Click the Filg Menu then Save As.

= vl
“ Home Insert Fage Layo
o save ‘

Save As

Save as Adobe P

L_;': COpen

Select a location for the file and change the Save as type from CSV (Comma delimited) to Excel 97-2003
Workbook.

F — n
@ Save As — ﬁ
@Ov|. Desktop » v“,H Se p|

=
Organize + MNew folder B~ .@.

-
=51 & x = in
(¥] Microsoft Excel Libraries Kailey Leesman

System Folder % System Folder
|t £
[ Favorites L ey

Bl Desktop 3 -A: Computer f Metwork
# Downloads =SSl System Folder L System Folder
| Recent Places = £

. r «  Attendance Reports k Documentation
& SkyDrive & File folder l File folder

& Libraries | Screen Shots K} W - Role
3 Documents b | File folder £~ File folder
e S Shortcut Time Card - Shortcut Il
cans - Shortcu ime Card - Shertcu
[ Pictures S E?‘ Shartrut @ Shartrut S
File name: 13-14 Belair Staff photo export -
Save as type: [CSV (Comma delimited) v]
Authors: Excel Workbook
PUTOT Excel Macro-Enabled Warkbook
lkadiar mbeicdecim—
Excel!) 2003 Workbook
# Hide Folders viL Uald
Single File Web Page

—Web Page
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Click Save.

~
[@ Save As g
@v‘- Desktop » - |4, ‘ Search Desktop e |
= -
Organize + Mew folder BE ~ @
3 . =Y -
[] Microsoft Excel Wl | | Libraries Kailey Leesman B
I System Folder & System Folder
w0 Favorites A
M Desktop i (] " ‘Il Computer ) Metwark
1% Downloads L System Folder —| System Folder =
=] Recent Places i
a t Attendance Reports Documentation
ShDIe : File folder ) L File folder
7 Libraries l Screen Shots !: SWW - Rolla I
@ Documents k F File folder File folder
o Music 13-14 Belair Student photo export Scans - Shortcut
. -14 Belair Student photo expo cans - Shortcu
=] Pictures kT 5 | Micrasnft Ferel 0722007 Warkchest F?‘ Sharteit S
File name: 13-14 Belair 5taff photo export
Save as type: [E)(cel 97-2003 Workbook
Authors: Kailey Leesman Tags: Add atag Title: Add a title
[ Save Thumbnail
“ Hide Folders I} Tools ~ Save Cancel
T— — — —— — oy

e —

Once files are exported
Once the staff and student files have been exported and saved as Excel documents,
attach both files to an email and sent it to Cathy Cornell at ccornell@inter-state.com.
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