Exporting Student Data

You have the ability to export your student information into an Excel spreadsheet,
a comma delimited text file, or a fixed length file. Call Agent Export is for use by
districts that utilize the School Messenger feature. For more information visit
www.schoolmessenger.com.
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To export student information into an Excel spreadsheet:
1. Click Features on the tool bar.
2. Click Export Student Info.
3. The Export to File screen appears.
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<% Export to File D

0!

Excel Spreadsheet

]

Comma Delimited Text File

]

Fixed Length File

]

Export to Call Agent

" Setup Call Agent Export

i Close Back ‘ Nexst > |

4. Click the radio button next to Excel Spreadsheet.
5. Click Next>.

6. Check in front of the school you wish to select or check Select All to
choose all schools.

3% Export to File =3

00006 0OCM Elementary School
00005  OCM High School
0OCM Middle School

oox

[~ Select Al

Close < Back Next >

7. Click Next>.
8. The Export to File screen appears.
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=¥ Export to File

Ml Student ID#
Address 1 First Name
Address 2 = Last Name
City

State

Zip

Guardian Name
Grade

School
Classroom

Date of Birth

P umber

E ligibility

Eligibility D ate
Close | < Back Next > |

(>

(€

9. Select your fields for exporting by clicking on the field to highlight.

10. Click on the right arrow button to move the field into the gray viewing box
on the right.

11.Click on the left arrow button to deselect your choice for exporting.

12.Click on the up and down arrows to change the field order of your
selections for exporting.

13.Click Next>.
14.The options export screen appears.

Note: If you wish to use Eligibility codes on the next screen, then you must select
Eligibility on the Export to File screen shown above.
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3% Export to File =3

Select List Option: Select Eligibility Codes:
(o All Students ¢ Program Codes
¢ Active Only Students " Free/Reduced/Paid
" F/R/P

" Inactive Only Students

Eligibilities to Include
v Free
v Reduced
lv Paid

o ok Expmt ............
15. Select which students you wish to appear in the export by clicking on the
radio button next to your choice under Select List Option:

* You may choose All Students, Active Only Students, or Inactive
Students.

16. Select which eligibilities you wish to appear in the export by checking on
the box next to a status under Eligibilities to Include:

* You may choose Free, Reduced, and/or Paid.
17.Select Eligibility Codes by clicking on the radio button next to your choice.

* Program Codes — This will list the student’s eligibility on the codes
entered into the program (under Tools/Preferences).

* Free/Reduced/Paid — This will list eligibility with the words Free,
Reduced, or Paid.

* F/R/P — This will list the eligibility with F, R, or P.
18.Click Export to export your data.

19.Click <Back to return to previous page.
20.Click Close to exit.
21.A sample of the Excel spreadsheet follows:
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B3 Microsoft Excel - Book1

5@_] File™ Edit View Insert Format Tools Data Window Help Adobe PDF Typeaquestonforhelp » o @ X
NS HR9-© @i -0 -[B]z U E=E=8 % 0 W - A2
: & snaglt |&f' | window v
ey !
Al - /A Student ID#
A | B | ¢ | D [Fomiagar| F | 6 [ H [ 1 [ J | K [ =
First Last Classroo
1 [StudentID# IName Name  Grade  School m

| 2 | 610116001 Alicia Astudent K 6 1
' 3| 610307363 Brittany  Astudent 5 6 43
4 | 610347528 Dakota  Astudent K 6 1
| 5 | 610307364 Danielle  Astudent 2 6 3
| 6 | 610354994 Erika Astudent 1 6 24
7| 610322011 Jaedyn  Astudent 4 6 4
8 | 610264266 Julie Astudent 5 6 1
1 9 | 610246454 Mark Astudent 5 6 1
10 | 610287233 Mercedes Astudent 5 6 1
11 610277721 Noah Astudent 3 6 16
1 12 | 610299543 Rabecca Astudent 4 6 25
13| 610358549 Aidan Bstudent K 6 1
14 | 610284516 Ashley  Bstudent 3 6 10
15| 610346084 Autum  Bstudent K 6 1
| 16 | 610279123 Brenna  Bstudent 4 6 9
| 17 | 610310636 Brooke  Bstudent 1 6 2
18 | 610264284 Brooke  Bstudent 4 6 9
19| 610254645 Casper  Bstudent 5 6 43
20 610289647 Christian _ Bstudent 5 6 43 A
4 < » )\ Sheetl { Sheet2 / Sheet3 / [< | 3|
Ready NUM

22.Click FILE.
23.Click SAVE.

Save As

Save in: |@ Desktop (v—‘ @) 4| Q X 4 3~ Tools~

DMy Documents

3 My Computer
My Recent QQMy Network Places
Documents lf‘jKim

[C3)NK DC Import Tool
[C)Nutrikids Powerpoint 2011
[5)Other icons

My Documents

My Computer

»
g File name:  ([Student 10| ) ¥ | save |

My Network

Places Save as type: IMicrosoft Office Excel Workbook v l | Cancel /l
i
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24.Select where you want to save the spreadsheet by choosing the drop
down arrow.

25.Click in the box next to File name: area.

26.Key in the name of the file.
27.Click Save button.

28.Click File.

29.Click Close to close spreadsheet.
30.Click OK.

¥ Export to File

Exporting Student Information, Please Wait.........

’l.ll. Save your file

You must now save the Excel Sheet.

OK

To export student information into a text file:
2% Export to File (=3

" Excel Spreadsheet

 Comma Delimited Text File:

 Fixed Length File

" Export to Call Agent

" Setup Call Agent Export

Close Back ‘ Nexst > |

1. Click the radio button next to Comma Delimited Text File.
2. Click Next>.
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<% Export to File E] (= [2]

0oooe OCM Elementary School
00005  OCM High School
0CHM Middle School

O0o®x

[~ Select Al

Close < Back Nexst >

3. Check in front of the school you wish to select or check Select All to
choose all schools.

4. Click Next>.

5. The Export to File screen appears.

=¥ Export to File

Ml A~ Student ID#
Address 1 B First Name *
Address 2 = | Last Name
City Move
State Up
Zip /
Guardian Name n
Grade = |
School
Classroom
Date of Birth
Pﬁ umber
( Eligibility Move
Eligibility D ate -7 BT
&l < Back Next > |

Select your fields for exporting by clicking on the field to highlight.

Click on the right arrow button to move the field into the gray viewing box
on the right.

o

Click on the left arrow button to deselect your choice for exporting.

©

Click on the up and down arrows to change the field order of your
selections for exporting.
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10.Click Next>.
11.The options screen appears.

Note: If you wish to use Eligibility codes on the next screen, then you must select
Eligibility on the Export to File screen shown above.

% Export to File E)EX

Select List Option: Select Eligibility Codes:
¢ All Students ¢ Program Codes
" Active Only Students ¢ Free/Reduced/Paid
" F/R/P

" Inactive Only Students

Eligibilities to Include
[v Free
lv Reduced
lv Paid

Close < Back

12.Select which students you wish to appear in the export by clicking on the
radio button next to your choice under Select List Option:

a. You may choose All Students, Active Only Students, or Inactive
Students.

13. Select which eligibilities you wish to appear in the export by checking on
the box next to a status under Eligibilities to Include:

a. You may choose Free, Reduced, and/or Paid.
14. Select Eligibility Codes by clicking on the radio button next to your choice.

* Program Codes — This will list the student’s eligibility on the codes
entered into the program (under Tools/Preferences).

* Free/Reduced/Paid — This will list eligibility with the words Free,
Reduced, or Paid.

* F/R/P — This will list the eligibility with F, R, or P.
15.Click Next>.
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16. A browse screen appears letting you find a location to save your export.

=% Export to File

Select Location/Mame of Export File:

EOX]

Close |

< Back ‘ Export |

17.Click Browse.

Export Student Eligibility

My Network
Places

Savein: | () OCM Demo POSData

?X

-5 00004

500005

[ 00006
|D)BrettTest

|- buttonpics

[C5) DistrictPicts
[CRTV

|5 SLBackup
[C)sLData

|) YEBackups

Z] error. txt

=] ImpExceptions. txt
Z] POSStudents. txt
Z] stvers. txt

Z) YEBackupPath0708. txt

File name: POSStuderrts o

Save as type: Itxt files

El
El

| Save I
Cancel |
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Note: The default location is to the database folder. It is recommended to save
your files to a folder created in a location on your computer designated for
exports for easy access. Change location by clicking the Desktop button!

18.Click on the drop down arrow next to the Save in: box to choose your
location.

19. The file name is defaulted to POSStudents.txt, but you may wish to
rename the file using your personal naming convention.

20.Click Save.

=% Export to File

| Select Location/Name of Export File:
|Desktop"~.DCM Demo POSD ata\POSStudents.txt
|
Browse
[

Close < Back Export

21.Click Export to export your data.
22.Click <Back to go to previous screen.
23.Click Close to exit.

24 .\When the export is finished you will get the following message showing
where the file is saved.
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¥ Export to File EL:J

" Excel Spreadsheet

« Comma Delimited Text File

POS Manager

Export file Completed! You will find this file at C:\POSStudents. txt

Close | Bach ’ Next > |

25.Click OK.
26.Click Close to exit module.

27.The following is a sample of your text file:

B POSStudents.txt - Notepad @@@

File Edit Format View Help

610116001, Alicia, Astudent, K, 00006,1
610307363, Brittany, Astudent, 5,00006,43
610347528, bakota, Astudent, K, 00006,1 =
610307364, Danielle, Astudent, 2, 00006, 3

610354994, Erika, Astudent, 1, 00006, 24

610322011, Jaedyn, Astudent, 4, 00006, 4

610264266, Julie, Astudent, 5,00006,11

610246454, ,mark, Astudent, 5,00006,11

610287233,Mercedes, Astudent, 5,00006,11

610277721, Noah, Astudent, 3, 00006,16

610299543, Rabecca, Astudent, 4, 00006, 25

610358549, Aidan, Bstudent, K, 00006,1

610284516, Ashley, Bstudent, 3, 00006,10

610346084, Autum, Bstudent, K, 00006,1

610279123, Brenna, Bstudent, 4, 00006, 9

610310636, Brooke, Bstudent, 1, 00006, 2

610264284, Brooke, Bstudent, 4, 00006, 9

610254645, Casper, Bstudent, 5,00006,43

610289647, Christian, Bstudent, 5,00006,43
610265109, Collen, Bstudent, 4, 00006, 9

610355006, Connor, Bstudent, 1, 00006, 2

610278407, David, Bstudent, 3, 00006,10

610243943, penielle,Bstudent, 5, 00006, 28

1111, perek, Bstudent, K, 00006,1

610324156, Destiny, Bstudent, 3,00006,10 v

[ >

To export student information into a fixed length file:
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=¥ Export to File

" Excel Spreadsheet

" Comma Delimited Text File

* Fixed Length File:

" Export to Call Agent

" Setup Call Agent Export

o)X

Close |

Next >

1. Click on the radio button next to Fixed Length File.

2. The directions for a fixed length file are the same as a comma delimited

text file.

3. Follow steps 2 through 26 for a comma delimited file.

4. The following is a sample of your fixed length file:

I POSStudents.txt - Notepad

CANNOACH O

Exporting Student Data.doc

File Edit Format View Help

610116001 Alicia
610307363 Brittany
610347528 Dakota
610307364 Danielle
610354994 Erika
610322011 Jaedyn
610264266 Julie
610246454 Mark
610287233 Mercedes
610277721 Noah
610299543 Rabecca
610358549 Aidan

e S I
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Astudent
Astudent
Astudent
Astudent
Astudent
Astudent
Astudent
Astudent
Astudent
Astudent
Astudent
Bstudent
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