Middle 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 - MS Sec Ad Hoc group called MS
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 - MS Sec group
Select the student MS Wagner Student Photo Export filter then click Edit.

Index | Search | Help |

@ Kailey Leesman

(7 Student Information
Instruction

% Census

3 Behavior

“§ Health

4 Attendance
Scheduling

Fees

[#8+ Grading & Standards
[Z] Medicaid
[_] Programs

¥ Filter Designer
[ Leter Desmner
Letter Builder
[& Data Export
Wi Data Analysis
H Batch Queue
[_] Transcripts
[Z] User Communication
] Assessment
ﬁ System Administration
(] FRAM
] Messenger
] Surveys
[Z] MO State Reporting
[Z] Custom Reports
{3 JCPS IC Resources
[ Account Settings
D Access Log
ﬂ Campus Community
@] Logoff
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Ad Hoc Filter Designer

Thiz wizard will walk you through the creation of a new fitter. Filte

Saved Filter

=l *Ad Hoc - MS Sec i
person M5 lgter-State Staff Photo Export

f* EE\ student M5 inger-State Student Photo Expot

E@\ student WS Wagner Student Photo Export

*F AUTIOL = SIPA Ddld WUy
€7 “District Mentors
€71 06-07: North

€7 06-07: Sl

€7 06-07: Southwest
€0 0607 T

€] 07-08: East
€5 07-08:JCAC
€T 07-08: ICHS
€0 0708 T

€7 08-09: East
€7 08-09: Gordon
€ 08-09:JCHS
€7 03-10: JCH
P 011

m

1| 1] | 3

| search || Ed'rt-l Test || Copy || Deete || 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 Function opy
however, the seguence can be changed on the Qutput Formatting screen. At least one field must be selected to continue

[Fitter Parameters = Output Formatting > Grouping and Aggregation

‘Query Hame: M Wagner Student Phete Export

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

Leng Description: +

Select categories & fields

Fitter By |Search|Clear|
All Fields
¥ €2 Student student.lastName
+- £3 Demographics student. firstName
- £3 School Calendar student.grade
&) €3 School student teamName
- £ District student studentNumber
G %3 Learner student statell
student.activeToday
- 2 Counselor P
& 23 Learner Planning course,ect!on courseNumber
courseSection.courselame
-2 Census courseSection teacherDisplay
El- E2l Health courseSaction.roomNiame
+)- €3/ Medicaid sectionSchedule.periodStart
[ &2l Behavior | | sectionSchedule periodEnd
- 3 Attendance —
(- 53l Assessment

|Save| |Save & Test|

Iz Eacl Hext =| I

Filter Parameters

Verify the only Operators and Values are set up on the sectionSchedule.periodStart and
sectionScheduled.periodEnd fields. 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.

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 not|
conditiens. If a Logical Expression is not used, the condition AND wil be applied to all operators. If using Logical Expression, include all fields that have Of

Field Selecticn § Filter Parameters >J0utput Formatting > Grouping and Aggregation

'Query Name: NS Wagner Student Photo Export

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

Long Description ]

Filter the data

ID *Field Operator Value

* 1 | stugentlastName A v

¥ 2 student firstame * v

¥ 2 | student.grade v v

¥ 4 studentteamName A v

> 5 | student studenthumber v v

* B | studentstateD A v

¥ 7 | studentactiveTeday * v

¥ 8 | courseSection.courseNumber ¥ v

9 | courseSection.courseName ¥ v

¥ 10 courseSection teacherDisplay ¥ v

11| courseSection.reomiame A v

¥ 12| sectionSchedule periodStart ¥ || = ¥ ||HR ~
K 13| sectionSchedule.pericdEnd ¥ || = ¥ ||HR v
‘Add'

BS—E; East -

|Save| |Save & Test
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Output Formatting
Verify the following the format output appears the screen shot below shows. Then click Save.

Ad Hoc Query Wirzard - Output Formatting

Use output formatting to determine how columns and fields should appear when data iz extracted. The ability to sort and seguence results is alzo available. If &

Field Selection = Fiter Parameters » Output Formatting = Grouping and Aggregation

*Query Mams:

W5 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

L4 Qutput distinct records

Field

student.lastName

student. firstName:
student.grade
student.teamMame
student.studentMumber
student.statelD

student. activeToday
courseSection. courseNumbs
courseSection. courseName
courseSection teacherDispla
courzeSection. roomMame
sectionSchedule periodStart
sectionSchedule. pericdEnd

OutputSeq

1

AYRLYRCNRLNRLNELN

@ len e pa

h
r

Sort Direction
4 Aszcend

1 Aszcend

Aszcend

(%]

[

Ascend

Save To:

S

Save| | |Save & Test

User Account

L

Column Header
Last Mame

First Name
Grade

Team Name
Student Number
MOSIS Number

Teacher
Room Mumber

Blignment

4|4 4 4 4 4|4 4 4 A4 4 4 4

Formatting

Length

L IERE RERE RERE RERE RE RE RE RE |
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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 Lewis & Clark Middle School

» Calendar 13-14 Lewis & Clark Middle Sch

Index | Search  Help

:—ﬂ Kailey Leesman

+ Iﬂ Student Information

+ Q Instruction
Bt gl

B T T

Ad Hoc Reporting > Data Export > *Ad Hoc - MS Sec group

Ad Hoc Query Wizard - Output Formatting

Use output formatting to determine how columns and figlds should appear when data is €

Select the student MS Wagner Student Photo Export filter, then click Delimited values (CSV) and click Export.

Data Export Wizard

This wizard wil dump the result of a filter into a data file (csv, tab delimited, xml) or a simple list report.

Index | Search | Help

:ﬂ Kailey Leesman
+ I@ Student Information
+ @ Instruction

+ @:] Census

+ < Behavior

Y Health

+ ‘Ll:- Attendance

+ ¢ Scheduling

+ %' Fees

+ [ Grading & Standards

¥ C] Medicaid

+ ] Programs

= @ Ad Hoc Reporting
SF Fitter Designer
iy Letter Designer

H Batch Queue
+ ] Transcripts
+# ] User Communication
+ ] Assessment
+ ﬁ System Administration
# ] FRAM
+ ] Me=senger
4[] Surveys
¥ ] MO State Reporting
¥ C] Custom Reports
(i JCPS IC Resources
[ Account Settings
| ] Access Log
ﬂ Campus Community
@ Log Off
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+ ¢ 06-07: 58I

+ ¢ 06-07: Southwest
+ ¢ 06-07:TJ

€7 07-08: East

€ 07-08:JCAC
€7 07-08:JCHS

€7 07-08: T

€7 03-09:East

€7 08-0%: Gordon

+ ¢ 08-0%:JCHS

+ ¢ 09-10: JCHS

4 nr

5
4
+
5
+
5

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

Create a new Folder

Office of Student Information, Planning and Assessment

+ ’! AUTUE - S5IPA
+ ¢ *District Mentors
= ¢ 06-07: North

m

MS Wagner Student Photo Export

Pick an Export Format

() HTML list report

I-i‘- Delimited values (CSV) I

') Fixed width
) pOF repart

Delimiter:

Comma

In cEde columg'display header

Double qu

data

Only when it contains the delimiter
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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.

.
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
» Scusomepons
(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 ¥

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 & ﬂ
% |- Desktop » - | 3 | | Search Desktop o

Organize * Mew folder Bz - (7]
- Favorites B = T =
Bl Desktop L 1| Systern Folder I
& Downloads £ 3
5| Recent Places ) Kailey Leesman | &
& SkyDrive R % Systemn Folder
o s | Computer I
Gal Libraries L= yl Systemn Folder
@ Documents
J7 Music ‘h\ . Metwork
|| Pictures 1 | System Folder -
IR AR 3-14 Lewis & Clark Student Photo Expo b.bd -
Save as type: | Microsoft Excel Comma Separated Values File \ '] \
4 Hide Folders [ Save ] [ Cancel ]
8 — :

Open Excel and select the File Menu > Open
————

Home Insert Page Layout Formulas Data Review View Acrobat

lg Save

cen Information about Time Card

L\Kailey Time Card s
| Save as Adobe FDF

O
[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
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 =~ 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 Q *] Shortcut 4 Shortcut
ocuments 285KB =4 288 kB
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 u
®v|- Desktop » - | ‘,| | Search Desktop L |
o
Organize « Mew folder j‘:: - [ @
) - 1.44 MB =4l 163 kB -
@ Microsoft Excel (Tl
% 13-14 Belair Student photo export " 13-14 Belair Student phote export
. . Text Document -F‘ Microsoft Excel 97-2003 Worksheet
30 Favorites 227KB SHIL 73.0 KB
B Desktop T 13-14 Lewis & Clark Student Photo W“ Edmode Journal Response
& Downloads Export - Microsoft Word Document
“C] Recent Places | Text Document ——1 12.5KB
¥& SkyDrive i f“ Elementary Summer School Google Chrome
=-H Tardy_Absent Chart . Shertcut
= |inrari =5 Microsoft Excel Worksheet 232KB
- Libraries
Meeting Date IEP issue icrosoft OneMote 2010
Di t: w! g
@ oeuments w {' Microsoft Word Document N
J‘ Music —\ 132 KB
] Pictures bl xd pref family =
B videos :1_-51 Microsoft Excel Worksheet
= 133 KB 701 bytes
1% Computer s Time Card - Shortcut il Website Information
a 05 (Cy) :1_-51 Shortcut w _li Microsoft Word Documgt
. ) il [#= 980 bytes ===l 16.7 KB il
S® plan Mhicos-filesrvr] ()
File name: 13-14 Lewis & Clark Student Photo Export \ All Files -
Tools -
. .
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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
Choos

pe 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 grigin: 37 1 JIEM Wimteet Siat

Preview of file C:\Users\kailey. leesman\Desktop!13-14 Lewis & Clark Student Photo Export. txt.

Last Name, First Name Grade, Instructor, Team, Student number,K School -

= LSS

Cancel

[ Next > ][ Finish

Text Import Wizard - Step 2 of 3

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

Delimiters

[ Treat consecutive delimiters as one

Text qualifier: |~ IZ|

D Space
[ other:

Data preview

lLast: Hame I]?irst Name L;rade lInsr,ructc:r ll'eam kﬁtudem: number

F [}

chool -
ewis & Clark Mi
ewis & Clark Mi
ewis & Clark Mi

ewis & Clark Mig =

e ] [ |

Next > i [ nish

Select the Student ID column and change the Column data forma

Text Import Wizard - Step 3 of 3

T |

This screen lets you select each column and set the Data Format.
Column data format

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

remaining values to text.

(7) Do not import column (skip

Data preview

sne SnSIs

2 eperzCene end
Last Name First Name

Crade [nstructor Tean

ewis & Clark Mi
ewis & Clark Mi
ewis & Clark Mi

[ Cancel ][ < Back ]

ewis & Clark Mid =

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

@ﬁ1

t from General to Text. Then click Finish.

Page 8 of 18

Office of Student Information, Planning and Assessment

Modified 7/23/14



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 Cc D H G

1 |Last Name First Name Grade Instructor Team Student number Bchool

2 6 51 + | ewis & Clark Middle School
3 6 it | ewis & Clark Middle School
4 6 oo | ewis & Clark Middle School
5 6 T | ewis & Clark Middle School
6 6 s s | ewis & Clark Middle School
7 . 6 Abercrombie, Lori ohees | ewis & Clark Middle School
O e LUt PRRNGERE QiR NS5 UG JTIRT . P ;

Select the File Menu and click Save As

Home Insert Formulas

Page Layout

Information abo
Ch\Users\kailey.leesman' Desl

Permissii

gl? Anyone ¢

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

E Save As
! ) [ » Computer » 05(C) b Users b kaileyleesman » Desktop » + [ 42| Search Desktop 3
- -
Organize ~ New folder (7]
m Name : Date modified Type Size
- Favorites B
| Attendance Reports 2/26/2013 9:53 PM File folder
Bl Desktop .
| Documentation 6/28/201311:19 AM  File folder
& Downloads L
N E |1 Screen Shots 7/16/2013 3:17 PM File folder
1=l Recent Places
I SWW - Rolla 11/19/2012 4:32 PM  File folder
& SkyDrive
| 12-13 Food Service Upgrade 6/11/2013 3:20 PM Text Document 1479KB
o || 13-14 Belair Student photo export 7/16/201311:07 AM  Text Document 23KB
ﬁ@':"“ . 24 13-14 Lewis & Clark Student Photo Export  7/17/2013 10:34 AM  Text Dacument 73KB
? M“?'"E" < @) Scans - Shorteut 10/2/20128:58 AM  Shorteut 1KB
st ] Time Card - Shorteut 10/2/20121:04PM  Shortcut 1KB
[ Pictures
H videos il
File name: 13-14 Lewis & Clark Student Photo Export -
Save as type: [Tﬂﬁ (Tab delimited) ']
Excel Workbook
Excel Macro-Enabled Workbook |
ERCET EME
| xcel 97-2003 Workbook k
“ Hide Folders LA Diete
Single File Web Page
e ek Page r
Excel Template
8 [kocl - P, - e
Click Save.
™
[@ Save As ¥ u
m ‘ m » Computer » OS(C:) » Users » kaileyleesman » Desktop » - | 3 ‘ ‘ Search Desktop pel |
= -
Organize » New folder - (7]
i Name ’ Date modified Type Size
¢ Favorites W )
| Attendance Reports 2/26/2013 9:53 PM File folder
Bl Desktop . y
| Documentation 6/28/2013 11:19 AM  File folder
& Downloads A 3
. = |. Screen Shots 7/16/2013 317 PM  File folder
1=l Recent Places )
| SWW - Rolla 11/19/20124:32PM  File folder
& SkyDrive ) ) .
2] 13-14 Belair Student photo export 7/16/201311:32 AM  Mlicrosoft Excel 97... 73 KB
; . [#): Scans - Shortcut 10/2/20128:58 AM  Shortcut 1KB
4 Libraries )
[&] Time Card - Shorteut 10/2/20121:04 PM  Shortcut 1KB
| Documents
&' Music
[&] Pictures
B videos il
File name:  13-14 Lewis & Clark Student Photo Export -
Save as type: | Excel 97-2003 Workbook v
[F] Save Thumbnail
= Hide Folders

R — e — - - —— = =
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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.

New #N

| Open... #0 | i1 '
I Open Recent > L | | extract-27.csv
1 Humber ,School Name
& & Clork Middle School
% Close ®W son City High School - HEC
Save 8S . Clark Middle Schaol

lark Middle Schoaol
City High School - MCC

Save All + School

Revert to Saved ;on City High School — NCC
fred
Attach Files A slair, Elementury School

wdar H1ll Elementary School

Show Properties %P |, childhood SPED
1zt Elementary School

Page Setup... 3P en Gifted
Print... P CHS Summer School
L sfferson City Academic Center

1 Heights Elementary School

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

click Save.

Save Asf 13-14 Lewis & Clark Fhl_)to Export

=]

Where: | (5] Downloads [

Plain Text Encoding: [ Western (Mac OS Roman)

B

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

( Cancel )

ESavej

Open Excel and select the File Menu > Open

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

r._. ™). Open : Microsoft Excel

(«») (22 = @ (&= Desktop

B @

DEVICES ] 13-14 le. .
.~ Macintosh HD

El iDisk

SHARED
Edns.jcpsad.... =
=] BO Student

E COcommé&mark...
= coCurriculumM. ..
[=| codirspecialed 4

|H conirstaffServices ¥ I

to Export

¥ Preview:

TXT

Name 13-14 Lewis &
Clark Photo Export

Enable: | All Readable Documents

Open: | Original 4 i
4
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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 carrect, 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.

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

Start import at row: 1 File origin: [Macintosh ﬂ

Cata preview

Preview of file Macintosh HD:Users:kaile...:13-14 Lewis & Clark Photo Export.txt.
[L]Last Nome,First Name,Grode, Instructor, Teom, Student number,5chaal D
12
El
[+
= N
1= .
[=] - r

[ Cancel )

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.

] Treat consecutive delimiters as one

( B

Deelimiters

O

Semicolon

Text qualifier:

(O space [ Other: ||

Data preview

[Last Mame [First Mame [Grade [Instructor [Team [Student number [school

& ewis & Clark Midd|
] Lewis & Clark Midd
& Lewis & Clark Midd|
& Lewis & Clark Midd|,
& Lewis & Clark Middf

( Cancel ) ( < Back \l( Next > ) |:/ Finish )

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.

O Ceneral

'General' converts numeric values to numbers, @ Text
date values to dates, and all remaining values '
to text. O Mete: (MDY |5
(" Advanced Y &) not import column (Skip)

Data preview

[General Joeneral 1 [ten

[Last Mome [First Mome [Grade [Instructor [Tear G
a6 & Clark Midd|
e & Clark Midd|
[515] & Clark Midd|
a6 & Clark Midd|,
[ & Clark Midd| 3

a aTr

[ Cancel [ < Back Next >

st N ot
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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

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 Lewis & Clark Photo Export ] E]

Where: ' (£ Desktop e
1 ]
Format: | Tab Delimited Text (.txt) e L
Description Excel Workbook (.xIsx) [
Exports the data on the activ -ells.
"~ CAarmiat

Excel 97-2004 Workbook (.xIs) J
Learn more about file format: xcel Template (.XItx

Excel 97-2004 Template (.xIt)

Bt D 5 Ao A AT A A A At B D 0]

Click Save.
|
i Save As: [ 13-14 Lewis & Clark Photo Export ] E]
i
| Where: [ (& Desktop [ ]
Format: | Excel 97-2004 Workbook {.xIs) -2 ]
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

( Options... ;I (_ Compatibility Report... ) Compatibility check recommended

(" Cancel ) (: Save )
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Staff Filter Set Up

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

J Year 13-14 » School Lewis & Clark Middle Schoal

Ad Hoc Filter Designer

Index | Search | Help |

@ Kailey Leesman

(% Student Information
Instruction

@h Census

£ Behavior

“§ Health

'ﬁ' Attendance
Scheduling

Fees

% Grading & Standards
[Z] Medicaid

[Z] Programs

= g

SF Fitter Designer

Letter Builder
H Data Export
W Data Analysis
E Batch Queue
(] Transcripts
[Z] User Communication
] Asssssment
ﬁ System Administration
(7] FRAM
] Messenger
] Surveys
[Z] MO State Reporting
[ Custom Reports
Ef_'i JCPS IC Resources
[ Account Settings
D Access Log
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» Calendar 13-14 Lewis & Clark

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

Saved Filter

@ “Ad Hoco -

L u £
=] #7 "Ad Hoc- M5 Sec

@\ persan MS Inter-State Staff Photo Export

20l student MS Wagner Student Photo Exp

€7 *AdHoc - SIPA Data Quality
¢ ‘District Mentors
€7 06-07: North

€7 06078l

€7 06-07: Southwest
€7 007 T

€7 07-08: East
€7 07-08 JcAC
¢ 07-08 JCHS
7 0708

€7 08-09: East
€7 08-09: Gordon
+ 7 0A-NG ICHS

4| ‘m | 3

| search || Edit || Test || copy || Delete || Export |

[ Create a new Folder ]

Office of Student Information, Planning and Assessment

Modified 7/23/14



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 Func
fields in the order selected; however, the sequence can be changed on the Output Formatting screen. At least one field must be selected to continue.

eld Sele n 4 Fitter Parameters = Output Formatting = Grouping and Aggregation

*Query Name: MS Wagner Staff Photo Export
Short Description: Fiter for Inter-State Staff photo file

Long Description: +

Select categories & fields

All Figlds Selected Fields
+-- 23 Person individual.lastName -

individual. firstName

individual stafflumber

+- ¥ Demographics

< Census
¥ €3 Staff schoolEmployment.schoolName
a schoolEmployment active
+-- 23 FRAM
+ =¥ Campus Usage

Sa'.r;e Save & Test

= Bacl || Next =

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 ng
operators using AND, OR, and NOT conditions. If a Logical Expression is not used, the condition AND will be applied to all eperators. If using Logical Exp

Field Selection § Filter Parameters | Output Formatting = Grouping and Aggregation

*Query Name: MS Wagner Staff Photo Export
Shert Description: Fiter for Inter-State Staff photo file

Long Description: +

Filter the data

ID *Field Operator Value
¥ 1 individual lastName - -
> 2 individual firstName - -
¥ 3 individual stafflumber - -
}(_ 4 =zchooEmployment.schoolName -
I)( 5 schoolEmployment.active v = - 1 I
Tada]

< BacH|| Next =
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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 putput formatting to determine how columns and fields should appear when data is extracted. The ability to sort and seguence results is also availa

Field Selection = Fiter Parameters § Output Formatting § Grouping and Aggregation

*Query Name: WS Wagner Staff Photo Export
Short Description: Fitter for Inter-State Staff photo file

Long Description: +]

Format the ocutput filelreport

Output digtinct records

Field Outputfeq | Sort irection Column Header Alignment  Formatting Length
individual lasthame 1 Ascend « Last Hame - -
individual. firsthame First Name - -
individual stafflumber Staff Humber - -
schooEmployment. schoolNage /| School Name - -
gchoolEmployment.active: |:| - -

SaveTo: (@ yser Account
Folder: / -

() user Groups

<« 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 + School Lewis & Clark Middle School + Calendar 13-14 Lewis & Clark Middle Sch

Index | Search = Help Ad Hoc Query Wizard - Output Formatting

:_jj Kailey Leesman
= IfE] Student Information Usze gutput formatting te determine how columns and figlds should appear when data is &

#1534 Instruction
g el gk, S .
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Ad Hoc Reporting > Data Export > *Ad Hoc - MS Sec group
Select the person MS 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
@h Census .
£ Benavior SOTEL AT S Wagner Staff Photo Export
G Health = = -
[# 4% Attendance = ¢ *Ad Hoc- MS Sec

Scheduling

Fees

[#[2% Grading & Standards
[Z] Medicaid

[* ] Programs

@ person Mﬁs Inter-State Staff Photo Export
@ student M er-State Student Photo Expot

person

Pick an Export Format

2 ™

*Ad Hoc - SIPA Data Quality

(2) HTML list report

Y

E.@ Ad Hoc Reporting !ﬁ
7 Fitter Designer €7 “District Mentors
1, Letter Designer €7 08-07: North =
Iid Letter Buide = 5 0807: 51 © PoF report
: € 08-07: Southwest -
W Ddld ATAhEE = ¢ 06-07: T —
— Delimiter:
[ Batch Queue €7 07-08: East 1 Fmier Comma
[:| Transcripte ﬁ 07-08: JCAC 3 Include column ghsplay header
- -
% i‘:r Cnmmimcatmn £ 0708 Jchs Double quotegfata Only when it contains the delimiter
essmen
07-08: TJ
Cﬁ‘ Systemn Administration g 05.09: East
] FRAM :
[Z] Messenger % Eigg JG:H";D”
: <
[+
# ] Surveys gl

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

[ Account Settings Create a new Folder

[ Access Log

[l | + L\\,

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

Open with Excel
Click the Filg Menu then Save As.

TG B

“ Home Insert Page Layo

[ save
Save As

Save as Adobe Pl

Lj COpen

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

OO [1 » Computer » OS(C) » Users » kaileylessman » AppDats + Local » Temp » v [#2 [ Search Temp )
a =
Organize » Mew folder = - (7]
=l Recent Places i Mame . Date modified Type Size ol
& SkyDrive o . ‘*l
3 {00E3EASF-C409-4B6B-B4AB-07DF3BAT28..,  ©/25/20128:24 AM  File folder
% ——_— il {0A4C1C17-87F4-4DBY-ADFA-EGBOOFAAL..  10/2/2012140 PM  File folder
| ﬁj';"es {0D4809B7-766D-4FD9-83A5-03F1A4BED...  10/8/20128:07 AM  File folder i
E| it
? M“”men : {0DDADESB-ABBS-41B0-0786-7F408D6ED...  10/8/20128:08 AM  File folder
| s = {0E413960-68F5-4CEQ-8156-0E51876CFD... File folder
l=| Pictures
B v {0EBACCSD-83B5-4438-88F7-A30CACA03... File folder
eeos {0EDIB74-EDEB-4EC3-8E2D-A25CT5CH07... File folder

{1B0DS563E-DEEL-4E52-82C4-B6CERTA21D... 9/25/20129:40 AM  File folder
{1CTFDE15-9A26-4767-B354-E42CO6CTF4..,  9/25/201212:00 PM  File folder
{1DDASBFE-6B6A-47AF-B003-38936814B...  10/2/20121:27 PM File folder

1M Computer
& 05(C)
S plan (\\jeps-filesrvr) (1)

{2ABASEBB-4CA9-4D26-8C3D-91A3E3896...  10/2/20121:33 PM  File folder %
File name: 13-14 Lewis & Clark Staff photo export -
Save as type: [CSV (Comma delimited) vJ
Authors: Excel Workbook
PUENETS By cel Enabled Workbook

* Hide Folders

Single File Web Page
JAloinen -

e ST PR PRI PP P P et
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Click Save.

@ Save As u‘
m | .. » Computer » O5(C:) » Users » kailey.leesman » AppData » Local » Temp » - | &,| | Search Temp L0 |
— -
Organize New folder BEES (7]
=] Recent Places “  MName ‘ Date modified Type Size Il
& SkyDrive Ll

| {00E3EABF-C409-4B6B-B4AB-07DF38AT728... 9/25/2012 8:24 AM  File folder
. {0A4C1C17-87F4-4DBI-ADFA-EGBOOF4AL...  10/2/2012 1:40 PM File folder

& Libraries I | {0D4809BT-7660-4FD9-83A5-93F1A348ED.., 10/8/2012 &:07 AM  File folder M
@ Doct.Jments J. {0DD4DESB-ABB8-41B0-9786-7F40BD6ED...  10/8/2012 8:08 AM  File folder
Jﬁ MUSIC £ Ju {0E413960-88F5-4CED-8156-9E51876CFDA..,  10/8/2012 8:09 AM  File folder
g ::t:or:s | {0EB4CC5D-83B5-4438-88F7-A30C9C403...  10/2/2012 5:43 AM  Filefolder

. {0ED99B74-E0ES-4EC3-8E2D-A25CT5C407.,.  9/25/2012 &:26 AM  Filefolder
J {1BOD563E-DEE1-4E52-82C4-B6CERT421D...  9/25/2012 9:40 AM  Filefolder
J {LCTFDEL5-9A26-47B7-B354-E42C96CTF4...  9/25/2012 12:00 PM  File folder
. {LDDASBFE-6B6A-4TAF-B003-389369148...  10/2/2012 1.27 PM File folder

] Computer
& os(c)
=¥ plan (\\jeps-filesrvr) () _

| {2ABABERB-4C49-4D26-8C3D-01A3E3806...  10/2/20121:39 PM File folder &
File name: 13-14 Lewis & Clark Staff photo export -
Save as type: [Excel 97-2003 Workbook -
Authors: Kailey Leesman Tags: Add atag Title: Add a title
[ Save Thumbnail
= Hide Folders I} Tools ~ [ Save ] [ Cancel

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.

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