High School Wagner Photo
File Procedures
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Wagner 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 Wagner’s 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 *Ad Hoc - HS Sec Ad Hoc group called HS
Wagner 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 > *Ad Hoc - HS Sec group
Select the student HS Wagner Student Photo Export filter then click Edit.

Index | Search | Help | Ad Hoc Filter Designer

@ Kailey Leesman This wizard will walk you through the creation of a new fitter. Fitte
[#3) Student Information

Instruction
@_j Census

Behavi lf‘“ﬂ'ma_l
%ﬁ o = €7 *Ad Hoc- H3 Sec | -

i3 Attendance /‘Qg student &ctive Sending School Listing - SK
% Scheduling {0l student 1413 Suspensions
Fees / @ student 201¢-2013 Daily Suspensions -Simonse
[#8+ Grading & Standards
[ Medicaid ﬁ student A+
D Prugrﬂms @ student A+ &
=0 i £, student A+ Eligitj
W Fiter Designer @ student A+ Informigtion
Er UESIGNEr
Letter Buider {3l student A+ QualifieY Students
Data Export @ student 4+ Status N
i student Attendance ending School - r
W Data Analysis tudent Attendance B} Sending School - 5K |

[ Batch Queus
Transcripts
% User Communication @ student Copy of Behavio\Resolution with Caomm
[ Assessment @ student Copy of Sending ool by Grade
Eﬂh System Administration
) FRAM
[ Messenger -
(1 surveys ) /| b
[ MO State Reporting L .
[C] Custom Reports [—ﬁﬁ
Search Edit t Coj Delete Export
(i) JCPS IC Resources — _
E Account Settings
[] Access Log
-ﬂ Campus Community
[©] LogOff

l 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 oreating a filter for which logic and output formatting may be applied. Click a field within the All Fields window, or us
selected; however, the sequence can be changed con the Output Formatting screen. At least one field must be selected to continue.

|Fie|d Selecti |>FiItEr. > Qutput F ing > Grouping and A

*Query Mame: HS Wagner Student Photo Export

Short Desoription: used to pull the student information for the beginning of the year photo company

Long Desaription: -
Select categories & fields
All Fields Fields
~ student.lastName -
endStatus student firstName
calendarll ktudent.grade
structurelD o ction. teacherf
school D secticnSchedule. pericdStart
districtiD sectionSchedule. termStart
calendarName istudent.studentMumber
calendarStart student. statelD
sch.name

calendarEnd
student.active Today

e O &
Ll

startYear

LT g P P o ™

m

Save & Test

< Ba Next >

Filter Parameters

Verify the sectionSchedule.periodStart field operator is set to = and value is set to 1 and the
sectionSchedule.termStart field operator is set to = and value is set to T1. Then Click Next.

*NOTE: If you are running this after school has started the student.activeToday field will need to be set to an

Operator of =TRUE.

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 spplied even if

AND, OR, and NOT iti If 2 Legicsl ion is not used, the condition AMD will be spplied to sll operators. If using Legicsl Expressi
Fizld Selectiol utput. ing = ping and A
*Query Mame:  HS Wagner Student Phote Export

Short Desoription: used to pull the student information for the beginning of the year phote company

Long Desaription: .
Filter the data
ID *Field Operator Value
¢ 1 studentlastName - -
¥ 2 studentfirstName - -
¥ 2 studentgrade - b
¥ 4 couneSectiontescherFullName -
> & sectionSchedule.pericdStart - = - 1 e
¥ 8 sectionSchedule.termStart - = - [T1 b
» 7 studentstudentNumber - -
* &  student.statell - -
¥ 9 schname - -
> 10 student.activeToday - -

P pndPS P A gt e, gpnd

)

i

Save & Test

< Badk || Next =
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Output Formatting

Verify the following:

o Allfields with the exception of courseSection.periods and student.activeToday are selected for Output
e student.lastname is Sort 2

student.firstname is Sort 3
courseSection.teacherFullName is Sort 1

o Allfields except courseSchedule.periodStart, sectionSchedule.terms, and student.activeToday have a
value in the Column Header field.

Ad Hoc Query Wizard - Output Formatting

Usze output formatting to determine how columns and fields should appear when data is extracted. The ability to =ort and sequence results is alzo availab

Field Selection = Fiter Parameters 4 Output Formatting | Grouping and Aggregation

*Query Name: HS Wagner Student Photo Export

Short Description: used to pull the student information for the beginning of the vear photo company

Long Description:

Format the output file/report

Qutput distinct records
Field QutpufSeq | Sort |Direction Column Header Alignment Formatting
student. lastName 2 Ascend + Last Name -
student. firsthame: 3 Ascend + First Name -
student grade I | Grade -
courseSection.teacherFullNajne /| 1 Ascend + Teacher -
sectionSchedule periodStart| 7] e | -
sectionSchedule termStart | 7] | -
student. studentMumber Student Number -
student.statelD MOSIS Number -
sch.name School Hame
student activeToday [ — -
SaveTo: @ User Account

Folder: -:Original Filters -

) user Groups

404 4

44 |44

L |

Length
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Student Filter Export
If the filter is set up as shown as 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

+ School Jefferzon City High School - NCC

+ Calendar 13-14 lefferzon City High Sche -

Index | Search | Help

m Kailey Leesman
H Iﬂ] Student Information
+ @ Instruction

+ @h Census

Ad Hoc Query Wirard - Qutput Formatting

Field Selection = Fiker Parameters = Qutput Formatting = Grouping and Aggregation

Use gutput formatting to determine how columns and fields should appear when data i

L ¢RI CRPPESIPEIE ) vy v S SO R O W

Ad Hoc Reporting > Data Export > *Ad Hoc - HS Sec group
Select the student HS Wagner Student Photo Export filter, then click Delimited values (CSV) and click Export.

Year 13-14
Index | Search Help

:ﬂ Kailey Leezman
-+ Iﬂ Student Information
+ £ Instruction
+ % Census
E ﬂs Behavior
# g’ Health
+ :Il: Attendance

+ ¢ Scheduling
+ % Fees

+ [+ Grading & Standards
# [ Medicaid

+ ] Programs

= Ad Hoc Reporting
~F Fitter Designer
i, Letter Designer

h 1l
™ Data Export

[/ Batch Queue
# ] Transcripts
+ 7] User Communication
# [ Assessment
+ Qﬁ‘ System Administration
# [T FRAM
+ ] Messenger
# ] Surveys
+ ] MO State Reporting
+# [ custom Reports
{{j JCPS IC Resources
G’ Account Settings
L] Access Log
m Campus Community
[@] Log Off
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« School Jefferson City High School - NCC

/ {9l student A+ Absences

» Calendar 13-14 Jefferson City High Scho -

Data Export Wizard

This wizard will dump the result of a fiter into a data file (cav, tab delimited, xmly or a simple list report.

Saved Filter HS Wagner Student Photo Export
= tAd Hoc - HS Sec [ -~
istudent Adive Sending School Listing - SK
student 12-1§ Suspensions

013 Daily Suspensions -Simonse
Pick an Export Format

{3l student A+ Agrekment ) HTML list report

{2l student A+ Eligibil LML
{9l student A+ Informatipn I-?- Delimited values(CS\.l"}l

Fixed width
"' PDF report

%A student A+ Qualified §tudents
%_}L student 4+ Status
%A student Attendance By %ending School - SK
ﬁ student Attendance Calci
%_}L student Copy of Behavior
%A student Copy of Sending School by Grade
ﬁ student HS Mailing Label

person HS Wagner Staff Phot

m

Delimiter: Comi -

display header

tions by Student
Include colu
=olution with Co

gner Student Photo Export

Ll m 2

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

Create a new Folder

Office of Student Information, Planning and Assessment

data Only when it contains the delimiter

Created 7/16/13



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.

. -
BT User Communication #3 student Gifted: Newly identified Qualified Stude P
[u] hen it contains the delimit
() Assessment §3 student Gified: Students Qualified for Gifted nly vihen i contains the defimier ~
q‘ System Administration
CFRAM @ student Gr K Percent Enrolled
[C] Messenger @ student Homeroom Roster il Export
£l PR . - - R

C7 Surveys O i +
(] MO State Reporting
9 cusoneprs

(3 JCPS IC Resources — =

[# Account Settings reale a new Folder

D Access Log

a Campus Community

@] Log OFf

Do you want to open or save extract.csv from icjops.kl2.mo.us? Open Save D Cancel s
1 Gl
Save ¥
Save as
I N

‘ 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.

@ Save As s - ﬁw
e

@-U'|- Desktop » - | +y || Search Desktop )
Organize = New folder Hoow @
& [ Er—— -~
0 Favorites i s '_J Libraries B I
Bl Desktop L 1| System Folder i
4 Downloads £ 7

] Recent Places } Kailey Leesman
& SkyDrive | & System Folder

- Libraries 5 f Computer I
- S System Folder

@ Documents

J’ Music "‘\ . Network
[ Pictures il LII System Folder

(N ET TR 3-14 JCHS Student Photo Expor Lbd

Save as type: | Microsoft Excel Comma Separated ‘u’alu‘bﬁlle v]

=) Hide Folders [ save ||| conee |

=

Open Excel and select the File Menu > Open

Insert Page Layout Formulas Data Review View Acrobat

lg Save

cen Information about Time Card

L\Kailey Time Card s

.| Save as Adobe FDF

8]
[M ' Compatibility Mode

i Close @i Some new features are disabled to prevent problems when worl
previous versions of Office. Converting this file will enable thes
Comvert may result in layout changes,

Recent
Permissions

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.
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Open

« |l Desktop » el |
Organize + MNew folder £ - O @
2 (M= =
[E Microsoft Excel | Libraries Kailey Leesman
System Folder & System Folder
0 Favorites
Bl Desktop q*} Computer 1 Network E
18 Downloads ¢ 3 System Folder | System Folder
J'.:'.' Recent Places = Adobe Acrobat X Pro DameWare Remote Support
& SkyDrive T Shortcut Shortcut
188 KB 208 KB
3 Libraries Microsoft Access 2010 Microsoft Excel 2010
B o Q *] Shortcut = Shortcut
ocuments 285KB =4 283 KB
J‘ Music - X i X X
X f Microsoft PowerPoint 2010 Microsoft Publisher 2010
[ Pictures m @ Shortcut " Shortcut
B8 videos = 4 286KB ~d| 2.96 KB
Microsoft Word 2010 7 Snagit 10 Editor
/% Computer Shortcut Shortcut
& 0s () ~4 2.85KB <4 207KB
¥ plan Miicos-filesr) M 7 @R Snagitld sl VD Video Downloader o
File name: -
Tools -
Excel Files
All Web Pages

- | 3 | | Search Desktop 2 |
-

Organize = Mew folder

==

== T

0 @

@ Microseft Excel

i Favorites
Bl Desktop
& Downloads
‘:5' Recent Places

& SkyDrive

. Libraries
@ Documents

Jz’ Music

|5 Pictures

E Videos

1% Computer

& o5

== plan Mhicos-filesrvr (1)

»

il | Y

=

il

12-13 Food Service Upgrade
Text Document
144 MB

13-14 Belair Student phote export
Text Document
227 KB

m 12-13 Strategic Planning To Do
d—| Microsoft OneMote Section
=G 163 KB

13-14 Belair Student photo export

L,
Microseft Excel 97-2003 Worksheet
S 720kB

m

13-14 JCHS Student Photo Export
Text Document
142 KB

13-14 Lewis & Clark Student Photo
Export
Text Document

5

®

-

JJ
@
w

Edmedo Journal Response
Microsoft Word Document
125KB

Google Chrome
Shortcut
232KB

Microsoft OneMote 2010
Shortcut
281 KB

Scans - Shortcut

Elementary Summer School
Tardy_Absent Chart
Microsoft Excel Worksheet

ing Date [EP issue
ft Word Document

m

pref family
Microsoft Excel V
133 KB

Rel —5 Time Card - Shortcut

| File name: 13-14 JCHS Student Photo Export

e

All Files -
Lom 1]

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

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:
- Characters such as commas or tabs separate each field.

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

Startimport atrow: |1 | File origin: 437 : OEM United States []

Preview of file C:\Users\kailey.leesman'\Desktop13-14 JCHS Student Photo Export. tit.

1 |La=r. Hame Firat Name frade Teacher Student Number MOSTS Number Schonl Na‘l 3

e oo Tra

a i

I 2

G ] Com )

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

p
Text Import Wizard - Step 2 of 3 P S|
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.
Delimiters L\\)

[ Treat consecutive delimiters as one

Text qualifier: |~ IZ|

Data preview
lLasr, Hame |First: Hame b’_—‘rade |Ieache1: kﬁtudent Humber LIOSIS Hurber kﬁchc -
Fl 1 3
I Cancel I I < Back I [ Next = ] I Finish I
“ s

Select the Student ID column and change the Column data format from General to Text. Then click Finish.
(Text Import Wizard - Step 3 of 2 2 [ |

This screen lets you 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 (skip)

Data preview

General zeperal CeperzCenora]

a5t Name [First Name [Frade [feacher o
Poock Colton o RBlewine, Eewin

Roree olly Lo Blewine, Eewin

Pdams aylor Lo Plewine, Eevin|

pdrian thony Lo Plewine, Eevin| -

4 n

o ) [ e =

Lo S

If the student numbers exported with the leading zeros, the Student ID Column should appear with green flags
in the student number fields.
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A
Last Name

wiklwin =

B C D E F G
First Name Grade Teacher Student Number [MOSIS Mumber School Name
10 Alewine, Kevin 97 ~ lefferson City High School - NCC
10 Alewine, Kevin ’ 7M. .- - Jefferson City High School - NCC
. 10 Alewine, Kevin "Bl 4 + Jefferson City High School - NCC
saring L‘__“10 ﬁLIev:i.ne, Kevin To7i - Jefferson City High School - NCC

Page Layout

Formulas

&

L USSP

Information abo
Ch\Users\kailey.leesman'\Deskf

p

Permissig
Anyone ci

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

Ksers T T—
= ‘ m + Computer » O5(C) » Users b kaileyleesman » Desktop » - ‘ +3 ‘ | Search Desktop Fe ‘
r—— — =
Organize = MNew folder - @
o MName Date modified Type Size
[ Favorites X
B Deskt . Attendance Reports 2/26/2013 9:53 PM File folder
esktol
— g : . Documentation 6/28/201311:19 AM  File folder
ownloads
J: Q ofl . Screen Shots 7/16/2013 3:17 PM File folder
: SEC;HI aces 4 SWW - Rolla 11/19/2012 4:32 PM  File folder
loyDrive || 12-13 Food Service Upgrade 6/11/2013 3:20 PM Text Document 1479 KB
v || 13-14 Belair Student photo export 7/16/201311:07 AM  Text Document 23KB
a@';"es ] 13-14 JCHS Student Photo Export 7/17/2013201 PM  Text Document 143 KB
t:
n Mm_’me" : £ 13-14 Lewis 8 Clark Student Photo Export ~ 7/17/201310:34 AM  Text Document T3KB
] :'c # Scans - Shorteut 10/2/2012 858 AM  Shorteut 1KB
% V‘d Hres ] Time Card - Shortcut 10/2/20121:04 PM Shortcut 1KB
Ideos
File name:  13-14 JCHS Student Photo Export -
Save as type: | Text i Eah delimitedit -
Excel Workbook
* Hide Folders AMIL Liata
Single File Web Page
ey e,
PP —

Click Save.

™
[@ Save As I} g
m | m » Computer » O5(C) » Users » kailey.leesman » Desktop » - | 5 | | Search Desktop Fel ‘
—— - — - —
Organize * Mew folder @
i Name Date modified Type Size
3¢ Favorites
. Attendance Reports 2/26/2013 9:53 PM File folder
Ml Desktop .
. Documentation 6/28/201311:19 AM  File folder
& Downloads
© | Screen Shots 7/16/2013 317 PM  File folder
=l Recent Places
J SWW - Rolla 11/19/2012 4:32 PM  File folder
& SkyDrive
13-14 Belair Student photo export 7/16/201311:32 AM  Microsoft Excel 97.., T3KB
~ i J Scans - Shortcut 10/2/2012 8:58 AM Shortcut 1KB
w4 Libraries .
Time Card - Shortcut 10/2/2012 1:04 PM Shortcut 1KE
@ Documnents
J’ Music
[ Pictures
B8 Videos I8
File name: 13-14 JCHS Student Photo Export -
Save as type: [Excei 97-2003 Workbook hd
| [ Save Thumbnail
“ Hide Folders Teools - Cancel
\ S —— — = =g ——— —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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The file will open the TextEdit Application. Select the File Menu > Save As.

it rmat Window Hel
New E Oy O
" Open... €0 b AT 1 [
| Open Recent I L | | extract-27.csv |
[ HNumber ,School Name
i Close ga\y S & Clark Middle School 0

son City High School - HEC
Save 8S . Clark Middle Schaol
lark Middle Schoaol
City High School - MCC
1 Heights Elementary School
Save All + School

Revert to Saved ;on City High School - NCC
fhed
Attach Files 43 58 A slair, Elementury School

g - ;'dva'r"i-llll Elementary School
Show Properties 8P 1\, thilghood SPED

1zt Elementary School

Page Setup... 3P en Gifted
Print... P CHS Summer School
L _sfferson City Acodemic Center

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

Save Ak | 13-14 JCHS Student Photo Export

Where: Desktop e

Plain Text Encoding: [ Western (Mac OS Roman) & ]

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

(" Cancel ) (_ Save )

Open Excel and select the File Menu > Open

Close

An Open window will appear. Go to the location you saved your export, select the file and click Open.
& 8 e Open : Microsoft Excel

(« ») (52 = @) (& Desktop B Q )
DEVICES )= 13-14 JCHS Student Photo Export Wfiew:
| Macintash HD e — et
£l ipisk
SHARED

Eldns.jcpsad.... =
= BO Student

E COcommé&mark. .. TXT

|E| cocurriculumM. .. . e
= codirspecialed . Name 513-‘114 Jiﬂs 3
— tudent oto

|E conirstaffserices T I N I

Enable: [ All Readable Documents |

ar

Open: | Original F

(" Cancel ) topen)

VA
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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.
Original 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 f? File origin: | Macintosh ﬂ

Data preview

Preview of file Macintosh HD:Users:kaile...:13-14 JCHS Student Photo Export.txt.

‘;[Lnst Mome,First Name,Grade,Teacher,Stude mber ,MOSIS Number,School \Inrem
R Al Pttt bl P gRtnen s

E}
[
[= a
& -
[=] A f
| Cancel ) < Back Next > | 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
| M ; :
| - | Semicolon Text qualifier: | * >
[ Space [| Other:
Data preview
[Last Mame [First Mame [orade [Teacher [student Number MOSIS Mumber [school
.
[ 1 1 1 1 1 1 i
(=] T

( cancel ) ( <Back (" Finish

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

Text Import Wizard - Step 3 of 3

This screen lets you select each column and Column data format

set the Data Format.

O General
‘General' converts numeric values to numbers, @ Text
date values to dates, and all remaining values i
to text. O pile: MDY o
TTE—— e A :
{ Advanced... ) (_} Dofot import column (Skip)
TR R

Cata preview

[General Joeneral GenerdGeneral ext Generd
Lnst Mame [Firct Morme [Grade [Teacher Studant Numher | IR SEh:l:llU
L3 hlewine, Kevin Rl leffer
18 (Alewine, Kevin B leffer|
13 hlewine, Kevin [l leffer
L@ [Alewine, Kevin EXf Jeffer(,
18 (Alewine, Kewvin leffer E3
=] ' —_— i
( N [ Y P
( Cancel ) ( <Back ) [ Next>
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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.

A B C D E T G
1 Last Name First Name Grade Instructor Team Student number Bchool
2 6 "5 | ewis & Clark Middle School
3 & "3t | ewis & Clark Middle School
4 6 & | ewis & Clark Middle School
5 6 53 | ewis & Clark Middle School
& B " | ewis & Clark Middle School
7 6 Abercrombie, Lori '0} | ewis & Clark Middle School
r
2 bl i i

Select the File Menu and click Save As
- < View Inse Format

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: 13-14 JCHS Student Photo Export | E]

Where: | [&] Desktop P ]

Format: [ Tab Delimited Text (.txt) e ]
Description Excel Workbook (.xlsx)
Exports the data on the active lis.

Common Formats
Excel 97-2004 Workbook (.xIs)

C LT 1 PR

Learn more about file formate e e
e st Fxmal Q2 0004, Taranlate [kt
Click Save.
! !
Save As:| 13-14 JCHS Student Photo Export | E]
Where: | (5] Desktop [ ]
Format: | Excel 97-2004 Workbook {.xls) = ]
Description

| The workbook format that is compatible with Excel 98 through Excel 2004 for Mac and Excel 97
through Excel 2003 for Windows.

Learn more about file formats

C Options... ) (_Compatibiliw Report... ) Compatibility check recommended

{ Cancel ) l:_ Save )
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Staff Filter Set Up

A filter has already been set up under the *Ad Hoc - HS Sec Ad Hoc group called HS
Wagner 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 > *Ad Hoc - HS Sec group
Select the person HS Wagner Staff Photo Export filter then click Edit.

Index | Search | Help |

@ Kailey Leesman

¥ Student Information
Instruction

@_}I Census

ﬂi Behavior

G Health

-:ﬁ.l;- Attendance
Scheduling

Fees

[#% Grading & Standards
[C] Medicaid
[ Programs

.@ Letter Builder
[& Data Export
i Data Analysis
E Batch Queue
[ Transcripts
[ User Communication
[ Assessment
qﬁ System Administration
[CO FRaM
[ Mes=zenger
[ Surveys
[C]1 MO State Reporting
[ Custom Reports
{{j JCPS IC Resources
E Account Settings
M . .
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J Year 13-14 w School Jefferson City High School- NCC + Calendar 13-14 Jefferson City |

Ad Hoc Filter Designer

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

Saved Filter

=N E_I.I.Iu'.'.-'l'llLi:leIItII}' [
= € “Ad Hoc-HS Sec |
%@ studept Active Sending School Listing - SK

-

4 student HS Wagper Student Photo Export

o e

[ 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 uze for creating a fiter for which logic and osutput formatting may be applied. Click a field within the All Fislds window, or use the Add Fy
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 continy

eld Selection = fiter Parameters = Output Formatting = Grouping and Aggregation

*Query Name: HS Wagner Staff Photo Export

Short Description; Fitter for Inter-State Staff photo file

Long Description: +

Selec%:ategories & fields

All Fields. Selected Fields
+- 2¥ Person individual lastName
+-- 23 Demographics individual firsthame
+- 43 Census individual staffNumber
¥ ¥ Staff schUUIEmpluyment.scr!uulName
H- %3 FRAM schoolEmployment.active
+-- 23 Campus Usage

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

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

er

Field Selection ameters § Output Formatting = Grouping and Aggregation

*Query Name: HS Wagner Staff Photo Export

Short Description: Fitter for Inter-State Staff photo file

Long Description: +

Filter the data

1D “Field Operator Value

X 1 individual lasthame - -

X 2 individual firstName - -

X 3 individual staffMumber - -

X 4 schoolE mployment.gschoolName -

X 5 schoolE mployment. active - = - 1

| —

AU

Save Save & Test
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Output Formatting

Verify the following:

o All fields 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 - Qutput Formatting

Use output formatting to determine how columns and fields should appear when data is extracted. The ability to sort and sequence results is also availabl

Field Selection = Fiter Parameters 3 Output Formatting- Grouping and Aggregation

*Query Mame: HS Wagner Staff Photo Export

Short Description: Fiter for Inter-State Staff photo file

Long Description:

Format the output file/report

Output distinct records

leq Sort Direction
1 Aszcend

Field Outputy
individual lastName
individual. firstilame
individual.staffNumber
schoolEmployment.zchoolNage
schoolEmployment.active |:|
S @ User Account
Folder: /
) User Groups

Column Header
Last Name

First Name
Staff Number

School Name

Alignment

-

Formatting

Length

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

< Back |

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.

ear 13-14 ~ School Jefferson City High Schaaol - NCC

+ Calendar 13-14 Jefferzon City High Scheo -

Index Search Help

m Kailey Leesman
H Iﬂ] Student Information
+ @ Instruction

+ @; Census

I £ JPTENTRpS—
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Ad Hoc Query Wizard - Qutput Formaiting

Use gutput formatting to determine how columns and fields should appear when data i

Field Selection = Fiker Parameters = Qutput Formatting = Grouping and Aggregation
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Ad Hoc Reporting > Data Export > *Ad Hoc - HS Sec group
Select the person HS Wagner Staff Photo Export filter then click Delimited values (CSV) and click Export.

Index | Search | Help | Data Export Wizard

@ Kailey Lessman This wizard will dump the result of a fitter into a data file (csv, tab delimited, xml) or a simple list report.

[¥3 Student Information

Instruction
Ci
ensu.s Saved Filter
Behavior e
Health - = -
i Aftendance = ' *Ad Hoc - WS Sec
g Scheduling il person r.|qE Inter-State Staff Photo Export
Fees 22l student MSMter-State Student Photo Expot
[#[2% Grading & Standards

[Z] Medicaid

[Z] Programs

E.@ Ad Hoc Reporting

SF Fitter Designer

I, Letter Designer
id Letter Builde

=T T
¢ *Ad Hoc - SIPA Data Quality
€7 “District Mentors

€7 08-07: North

€7 0607 8l

€ 06-07: Southwest

€7 0607 T

VRIS

£ Batch Queu €7 07-08: East
[Z] Transcripts o ﬁ 07-08: JCAC
[Z] User Communication !ﬁ 07-08: JCHS
[C] Assessment )

o €0 o708 T

Cﬁ‘ Systemn Administration ﬁ 08-09: East
] FRAM .
10 essenger €7 08-05: Gordon

[Z] Surveys

¢ 08-09: JCHS
4
[Z] MO State Reporting l

LU

[Z] Custom Reports
[:f_'i JCPS IC Resources

[ searcn |[ Edt |[ Test |[ copy || Delete |

[ Account Settings Create a new Folder

[ Access Log

Open with Excel

Click the File Menu then Save As.
Eld 9~ & Vs

“ Home Insert Page LayoLj

[ save
Save As

Save as Adobe Pl

Lj COpen

MS Wagner Staff Photo Export

Pick an Export Format

(2) HTML list report

Delimited values (CSV)

# ed width
) POF report

Delimiter:

Comma «

Include column ghsplay header

Double guot: ta

Only when it contains the delimiter

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

Workbook.
] save As T T ———— ——
3 » Libraries » Documents b - | i,” Search Documents Pl
- i
Organize + MNew folder i - .Q.

| »

Documents library

Includes: 2 locations

@ Microsoft Excel

-0 Favorites

Bl Desktop i ’ | !.P i»l

4. Downloads 1 r ;

| Recent Places | Baby Contempor Digital
Bonanza ary Scrapbook

& SkyDrive Worship Downloads

sl Libraries i

= il =8

j Documents f [

J? Music Integration LabVIEW My Data

=] Pictures - Services Data Sources

File name:  13-14 JCHS Staff Photo Export

?C

End of the
Year
Material

)

My
Notebook

IF

FBCIC

L

OneNote
Notebooks

i B

Files to FLEX

Merge Claims
Bl

tf

Outleok Personnel  ShopToWin SMART

Files File

Arrange by: Folder =

>

oW

Health & Integration

m

Fitness Services
Seript
Compone..
LR

Notebook -

Save as type: [CSV (Comma delimited]

Excel Workbook

Authors: Excel Macro-Enabled Workbook

rkbook

Excel 97-2003 Wo

* Hide Folders
Single File Web Page
[—— Web Page

E.. ittt o L GE LA EITIDIAE b i it s 0 ., b, .t .o . .., . s . i 0.1

Page 17 of 18 Office of Student Information, Planning and Assessment

Created 7/16/13



Click Save.

@ Save As

g S

m |@ v Libraries » Documents »

- | +4 | | Search Documents
-

2|

Organize « Mew folder

@ Microsoft Excel

0 Favorites
Bl Desktop
& Downloads
=l Recent Places

& SkyDrive

. Libraries
@ Documents

dﬁ Music

[E=] Pictures

~ Documents library

Includes: 2 locations

T 0 B ¥

Baby Contempor Digital
Bonanza ary Scrapbook
Worship Downloads
il l =
ll 1! : 5
Integration LabVIEW My Data
- Services Data Sources

File name: 13-14 JCHS Staff Photo Export

X

End of the
Year
Material

i

My
MNotebook

=)

= -

Arrange by:  Folder «

m 0 & h W

FBCIC Files to FLEX Health 8 Integration
Merge Claims Fitness Services
Script

Compone.

T I -

OneMote Outlook Pers;mne\ ShopToWin SMART
Notebooks Files File MNotebook

@

-

Save as type: [E)(cel 97-2003 Workbook

-

Authors: Kailey Leesman Tags: Add atag

# Hide Folders

[ Save Thumbnail

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 Wagner at data@wagnerportraitgroup.com.

Title: Add a title

Tools - [ Save ] ’ Cancel

Add your School Name in the subject line of the email.
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