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Search and Select

Learning  perform searches is the key to using PowerSchool, since you select a student or group of students with whom you are going to work. Before you can do any type of work on a student’s record or on a group’s records, select the individual or group. By performing a search, you make such a selection. The simplest search finds just one student, but it is possible to perform searches that are more complex.

When performing both simple and advanced searches, it is important to keep in the mind the following:
· Any work with student records always begins with a search. You must tell PowerSchool which records to retrieve to work with an individual student record or a group of students.

· Enter field names in the Search field exactly as they are written in the field list. PowerSchool cannot find a field when its spelling does not match the fields in PowerSchool. Placement of underscores (_) is just as important. To verify the correct spelling of a field, click View Field List on the PowerSchool start page. Click the name of a field to insert it in the search field.

· While the spelling of the field name is important, the case is not. Enter gender=f, Gender=F, GENDer=F, or any variation thereof. PowerSchool searches are not case-sensitive.

· Separate different search criteria in the command line with a semicolon (;).
· Enter a plus sign (+) to add search results to the current selection of students.

· Enter an ampersand (&) to search within the current selection of students.
Select an Individual Student

Select a student to view that student's pages.
Select an Individual Student by Last Name

1. On the start page, enter in the Search Students field the last name of a student whose record you want to review.
Note: Alternatively, enter just the first few letters of the student’s last name. Keep in mind that this may produce more results.

2. Click the Search icon. If you search for a student who has a unique last name, the search displays the one record it finds. If you search for a student who has a common last name, a list of student records appears.

3. Click the name of the student whose record you want to review. To work with the entire group of students, click Functions at the bottom of the list to display the Group Functions page. 
Select an Individual Student by Student Number

1. On the start page, enter in the Search Students field the school identification number of the student whose record you want to review.

2. Click the Search icon. Because the same student number is never assigned to more than one student, your search produces just one name. The page displays that student’s record.

Search for Inactive Students

Use PowerSchool to search for the records of any student who has ever enrolled in your school. You can view the record of a student who has transferred to a new school, dropped out, or otherwise left your school, unless that student is enrolled in another school within the district.
1. On the start page, enter a forward slash (/) followed by the first few letters of the last name of the student whose record you want to review in the Search Students field.

2. Click the Search icon. PowerSchool returns a list of all active and inactive students whose names start with those letters.

Note: Notice the number of students on the list. To verify that this list includes active as well as inactive students, return to the start page and redo the search without the slash (/) before the last name. Fewer names on the resulting list appear if there are any inactive students, since the list includes only active students.

3. Click the name of the student whose record you want to review. To work with the entire group of students, choose a function from the group functions pop-up menu at the bottom of the list. 
Select a Group of Students

On the start page, you can search for a group of students using the quick links or by using the Search Students field. Using the quick links, you can quickly search for students by the first letter of their last name, grade, or gender. When using the quick links, such as 11 for eleventh graders and F for females, the search criteria do not appear on the Student Selection page. Using the Search Students field, you can locate a group of students that match a specific set of criteria. When using the Search Students field, the search criteria and the number of results appear on the Student Selection page.

Search for All Active Students

This is the easiest search, but it also produces the largest number of results.
1. On the start page, click All. The Student Selection page displays a list of all active students. Depending on the number of students at your school, it can take a while to produce the list of students. The list displays the names of all students at your school and a number (in parentheses) at the top of the list. This number indicates how many records were returned by the search.

2. Choose a function from the Select a function for this group of students pop-up menu. 

Note: To work with an individual student, click the name of the student whose record you want to work with. 
Search for All Active/Inactive Students

Use PowerSchool to search for the records of any student who has ever enrolled in your school. You can view the record of a student who has transferred to a new school, dropped out, or otherwise left your school.
1. On the start page, enter a forward slash (/) in the Search Students field.

2. Click the Search icon. The Student Selection page displays a list of all active and inactive students. Depending on the number of students at your school, it can take a while to produce the list of students. The list displays the names of all students at your school and a number (in parentheses) at the top of the list. This number indicates how many records were returned by the search.

3. Choose a function from the Select a function for this group of students pop-up menu. For more information, see Work With Groups.

Note: To work with an individual student, click the name of the student whose record you want to work with. 
Search for Students by Grade Level

1. On the start page, click a number to search by grade level.
Note: Alternatively, use the field name to search. In this case, enter grade_level= followed by the grade number in the Search Students field. This is helpful for when you want to search by criteria in addition to grade level. The page displays a list of all students in the specified grade level.

2. Choose a function from the Select a function for this group of students pop-up menu. For more information, see Work With Groups.

Note: To work with an individual student, click the name of the student whose record you want to work with. 

Search for Students by Gender

1. On the start page, click M to search for males or F to search for females. The page displays a list of all male or female students in your school.

Note: Alternatively, use the field name to search. In this case, enter gender=m or gender=f in the Search Students field.

2. Choose a function from the Select a function for this group of students pop-up menu. For more information, see Work With Groups.

Note: To work with an individual student, click the name of the student whose record you want to work with. 
Search for Students by Other Fields

Search for groups of students who share other commonalities besides grade level, gender, or ethnicity. Search by any field in your PowerSchool database.
1. On the start page, click View Field List. The Field List pop-up window displays a list of all fields that are used to perform a student search. Many of the fields displayed are the same as the fields in your school's PowerSchool system. However, each school can add or delete fields.

2. Click the field you want to use. The selected field appears in the Search Students field.

3. Enter a field operator and value after the selected field in the Search Students field.

4. Click the Search icon. The Student Selection page displays the students that meet the criteria you entered.

Note: If you search for a student who has a value for a field matching no other student’s value, the search displays the one record it finds.

5. Choose a function from the Select a function for this group of students pop-up menu. 

Note: To work with an individual student, click the name of the student whose record you want to work with. 

Select a Group of Students by Hand

This selection process is helpful to select a group of students from a larger group. Selecting students while holding COMMAND (Mac) or CONTROL (Windows) helps you narrow your search results even further. For example, you can quickly display a list of female sophomores.
1. On the start page, select the group of students using a search method, such as by gender, grade, or ethnicity. The Student Selection page appears.
2. Choose Select Students By Hand from the Select a function for this group of students pop-up menu to narrow the group of students even further. The Select Students By Hand page appears.
3. Press and hold COMMAND (Mac) or CONTROL (Windows) and click the names of the students to include in the group.

Note: If the students are listed consecutively, click the first name on the list. Press SHIFT as you click the last name on the list. This selects the first and last names you click and every name in between.
Alternatively, if you are selecting the majority of the students on the list, select the students you do not want to keep and select the Remove selected students option. If you are selecting only a few of the students on the list, select the Keep selected students option.
4. Click Functions. The Group Functions page appears.

Note: Click the Current student selection [number] to return to the Student Selection page.

Comparators

Comparators are tools that you use to search and retrieve records by combining two or more criteria. A combination of comparators and fields are used in searches to narrow the results to a very small group of students at your school. There are many operators or "comparators," but some of the most common are included in this section.

A simple example of a search using a comparator is last_name=jones. This is called a search command because you are commanding PowerSchool to perform a search that contains that particular line of text. In other words, you are telling the PowerSchool system to find all students whose last name is Jones. All search command lines are broken into three parts:
· Field name: last_name, first_name, or student_number
· Comparator: =, #, >, or <
· Search argument or value: Jones, becky, or 2301923

The general format is:

[field name][comparator][search argument]

Use Comparators

The following are some of the most common comparators.

= Comparator

Use this comparator to search for records that are the value of the field. Suppose you want to find all students in your school with the last name of Jones. Find them with the following search command:

last_name=Jones

This instructs PowerSchool to go through each student record and return those records that have Jones in the last_name field.

< Comparator

Use this comparator to search for records that are less than the value of the field. Suppose you want to find all students in your school who are in a grade level less than 12th grade.

Find them with the following search command:

grade_level<12

This instructs PowerSchool to go through each student record and return those records that have any value less than 12 in the grade_level field.

> Comparator

Use this comparator to search for records that are greater than the value of the field.

Suppose you want to find all students in your school who are in a grade level greater than 9th grade. Find them with the following search command:

grade_level>9

This instructs PowerSchool to go through each student record and return those records that have any value greater than 9 in the grade_level field.

<= Comparator

Use this comparator to search for records that are less than or equal to the value of the field. Suppose you want to find all students in your school who are in a grade level less than or equal to 12th grade. Find them with the following search command:

grade_level<=12

This instructs PowerSchool to go through each student record and return those records that have any value less than or equal to 12 in the grade_level field.

>= Comparator

Use this comparator to search for records that are greater than or equal to the value of the field. Suppose you want to find all students in your school who are in a grade level greater than or equal to 10th grade. Find them with the following search command:

grade_level>=10

This instructs PowerSchool to go through each student record and return those records that have any value greater than or equal to 10 in the grade_level field.

# Comparator

Use this comparator to search for records that are not the value of the field. Suppose you want to find all students in your school who are not in 12th grade. Find them with the following search command: 

grade_level#12

This instructs PowerSchool to go through each student record and return those records that do not have 12 in the grade_level field.

"in" Comparator

Use this comparator to verify that the value of the field matches any argument in the list you provide. For example, if you want a list of all the ninth, tenth, and eleventh graders at your school, enter the following search command line:

grade_level in 9,10,11

In this example, the field is grade_level, the comparator is "in," and the search argument is 9,10,11. Note that the items in the argument are separated with commas. This tells PowerSchool to find all students in grade levels 9, 10, and 11. PowerSchool goes to the grade_level field in each student record and returns the records where the entry is 9, 10, or 11.

"contains" Comparator

Use this comparator to search for records that have the value of the field. Suppose you want to find all students in your school who live on Cherry Lane. Find them with the following search command:

street contains Cherry Lane

This instructs PowerSchool to go through each student record and return the records that have Cherry Lane in the street field. It does not matter if the value of a student’s street field is 194 Cherry Lane or 24230 Cherry Lane Parkway. If Cherry Lane appears anywhere in the field, PowerSchool considers it a match and includes the record in the search results.

Note: You cannot use the contains comparator for numerical fields, such as student numbers.

"!contain" Comparator

The opposite of the contains comparator is "!contain." Use this comparator to find records that do not have the value of the field. Perhaps you want to find all students in your school whose phone numbers does not contain the number five. Use the following search command:

home_phone !contain 5

This instructs PowerSchool to go through each student record and return the records that do not have 5 in the home_phone field. It does not matter if the number is in the area code, the prefix, or the phone number. If there is not a 5 in the home_phone field, PowerSchool considers it a match and includes the record in the search results.

"@" (Wildcard) Comparator

Suppose you want to find all students whose first names start with "rob." This includes anyone named Rob, Robert, Robbie, Robby, Robin, or Roberta. To find these students, enter the following in the search field:

first_name=rob@

As you can imagine, the wildcard is a very powerful comparator. There is no rule as to where you place it in the command. It can be used anywhere to take the place of a letter, word, or phrase. Enter first_name=@ie to find student whose first name ends in "ie." This search produces results like Terrie, Debbie, or Eddie but not Terry, Debby, or Eddy. The command first_name=s@n produces results with names such as Susan or Stan.

Note: You cannot use the @ or wildcard comparator for numerical fields, such as student numbers.

Advanced Search and Select

While the searches described in the sections Select an Individual Student and Select a Group of Students provide enough information to get you started, you will need to perform other searches that produce narrower results. With some practice, the advanced searches will soon become a part of your daily routine.
Search for Students by Activities

Searching for groups of students who belong to certain clubs or participate in particular activities is a little different than searching by grade level or gender. Rather than telling PowerSchool to search for records whose field values match the criteria you enter, tell it to search for records whose specified activity field value (for example, volleyball, chess_club, or drama) is not blank.

If there is any value in the field, the student does participate. If the field is blank, the student does not participate. This can seem confusing, but after reviewing the following example, you will realize that it is actually very easy to search for students by activity. For example, practice this type of search by finding students in your school who are in the chess club.
1. On the start page, enter in the Search Students field an activity field name such as chess_club#. The number sign (#) means does not equal. For example, by entering chess_club# followed by nothing, you are telling PowerSchool to search for all records whose chess club field does not equal "blank."
2. Click the Search icon. Though all students have a chess club field tied to their record, only those students who are on the chess club team have a value in the chess club field. Non-chess club students have nothing in the chess club field. Therefore, PowerSchool eliminates them from the results of the search.

Note: All student records have all activity fields associated with them.

If no students match the search criteria, the system displays an alert message indicating that no students match your selection. Otherwise, the page displays a list of all students who participate in the specified activity.
3. Click the name of the student whose record you want to work with. To work with the entire group of students, click Functions at the bottom of the list to display the Group Functions page. For more information about the Group Functions page, see Work With Groups.

Search for Students by Ethnicity

1. On the start page, enter ethnicity= followed by the code for the ethnic group you want to search in the Search Students field.
2. Click the Search icon. The page displays a list of all students of the specified ethnicity in your school.
3. Click the name of the student whose record you want to work with. To work with the entire group of students, choose a function from the group functions pop-up menu at the bottom of the list.

Search for Students with Secondary Enrollments

Search for students who are enrolled at one school and taking classes at a different school.

From the resulting list of students, you can select individual students.
1. On the start page, enter *secondarystudents= in the Search Students field.
2. Click the Search icon. A list of the students currently taking classes at the school appears.
3. Click the name of a student to open the Student Selection page.

The following search codes are available for the Search Student field. The = operator is required:

	Code
	Result

	*secondarystudents=all

*secondarystudents=


	A list of students in all grades who are taking classes in the current school, but not enrolled in the school.



	*secondarystudents=[grade_level] 
	A list of students in the selected grade level who are taking classes in the current school, but not enrolled in the school. 

For example,

*secondarystudents=5 displays all

5th graders with secondary enrollments in the current school.



	*allstudents=all 

*allstudents= 
	A list of all students in all grades who are taking classes in the current school, including those who are enrolled in the school.

	*allstudents=[grade_level} 
	A list of all students in the selected grade level who are taking classes in the current school, including those who are enrolled in the school. For example,

*allstudents=5 displays all 5th graders, including those with secondary enrollments in the current school.


Search for Students using Search Commands

From the resulting list of students, you can select individual students.
1. On the start page, enter one of the commands from the following table in the Search Students field.
2. Click the Search icon. A list of the students appears.
3. Click the name of a student to open the Student Selection page.

The following search codes are available for the Search Student field. A comparator is required:

	Code
	Description / Function

	*birthday = today

*birthday = 5/1

*birthday >= 5/1;*birthday <= 5/31
	Finds all students whose birthday is today, matching only month and day.

Finds all students whose birthday is May 1.

Finds all students whose birthday is in the month of May.

	*as_of = 9/11/07
	Finds all students who were active on that date. A student is active if he or she enrolled in your school on or before the date you enter, or exited on or after the date you enter.

	*not_enrolled_in_period = 1
	Finds students who are not currently enrolled in a Period 1 course.

	*enrolled_in = 3131B1G

*enrolled_in = 3131B1G.21
	Finds student who are enrolled in Course 3131B1G in the current term or only those in Section 21.

	*not_enrolled_in = 3002B1H
	Finds students who are not currently enrolled in Course 3002B1H.

	*has_completed_course = 3102B1G
	Finds students who have at least one entry of Course AMA65 on their Historical Grades page.

	*has_not_completed_course = 3003B1G
	Finds students who do not have any entries for Course 3003B1G on their Historical Grades page.


	*cumulative_credit_hours < 14
	Finds students with fewer than 14 overall credit hours on their Historical Grades page.

	*number_of_classes < 6
	Finds students who are currently enrolled in fewer than six classes.

Tip: *number_of_classes # 8 to find students who are enrolled in less than or more than eight classes.


Search for Students by GPA

Search for a group of students who are receiving a particular grade point average. This function is especially useful to locate honor roll students or those receiving failing grades.
1. On the start page, choose Special Functions from the main menu. The Special Functions page appears.

Note: Alternatively, select a group of students, and then choose Search by GPA from the pop-up menu.
2. Click Search by GPA. The Search by GPA page appears.
3. Select the option to indicate which students to include, if applicable.
4. Complete any combination of the remaining fields. Use the following table to enter information in the fields:
	Field
	Description

	Who are enrolled in this


	Enter the course.section number to search by course.

Enter the period to search by period. To search by teacher, choose a teacher from the pop-up menu.

	Whose cumulative GPA is
	Choose the cumulative GPA cut-off criteria from the pop-up menu, and enter the percentage point of the cutoff. Choose a GPA calculation method from the pop-up menu.

	Whose term GPA is 
	Enter a store code in the field, such as Q2 or S1. Choose the term GPA cut-off criteria from the pop-up menu, and enter the percentage point of the cutoff. Choose a GPA calculation method from the pop-up menu.

	Whose current GPA is
	Choose the current GPA cutoff criteria from the pop-up menu, and enter the percentage point of the cutoff. Choose a GPA calculation method from the pop-up menu.

	Who were enrolled as of this date
	Enter the enrollment cutoff date using the format mm/dd/yyyy or mm-dd-yyyy. If you do not use this format, an alert appears. If you submit the date with an incorrect format, the date field is submitted as a blank entry.



	Who match this search
	Enter other criteria to search for students, such as activity membership.


5. Click Submit. The Group Functions page displays the number of selected students.
6. Click the Current student selection [number] to view the list of students. To work with the group of students, choose a menu option. 
Search for Students by Grades/Attendance

This report provides great flexibility in finding students based on their grades or attendance records. By using a combination of options, you can find any number of students.

Note: You can also access this report by clicking Attendance > Search by

Grades/Attendance.

1. On the start page, choose Special Functions from the main menu. The Special Functions page appears.

Note: Alternatively, select a group of students, and then choose Search by Grades/Attendance from the pop-up menu.
2. Click Search by Grades/Attendance. The Search by Grades/Attendance page appears.
3. Select the option to indicate which students to include, if applicable.
4. Enter the minimum number of classes necessary to meet the search criteria. For example, to list students failing at least two classes, enter 2. To list students receiving an A in any class, enter 1.
5. Complete any combination of the remaining fields. Use the following table to enter information in the fields:

	Field
	Description

	Scan for this final grade
	Select the checkbox and:

· Choose a comparator from the pop-up menu.

· Enter the specific letter grades for which you want to scan. Separate multiple grades with commas.

	Scan for this final grade percentage
	Select the checkbox and:

· Choose a comparator from the pop-up menu.

· Enter the specific percentage for which you want to scan.

	Scan for this citizenship grade
	Select the checkbox and:

· Choose a comparator from the pop-up menu. Use = to search for students who have that citizenship grade, or use # to search for students who do not have that citizenship grade.

· Enter the specific citizenship grades for which you want to scan. Separate multiple grades with commas.

	Scan for attendance 
	Select the checkbox and:

· Select the attendance mode from the pop-up menu.

· Select the attendance code to scan for, select a comparator, and enter the number of instances of the attendance code.

· Select the option indicating whether the scanned attendance codes are cumulative for each class or for the specified period only. For a specific period only, enter the first and last dates of the date range using the format mm/dd/yyyy or mm-dd-yyyy. If you do not use this format, an alert appears. If you submit the date with an incorrect format, the date field is submitted as a blank entry.

	Scan for grades in
	Choose the type of grade from the pop-up menu. If you choose historical grades, enter the store code/final grade, such as Q1 or Q2. This scans the grades for the store code entered for the year of the currently selected term. For example, if you are working in Q3 and enter a store code of

Q1, the system scans the Q1 grades for the current year. It does not scan grades from previous years. To do so, change the currently selected term. 

	Scan for all classes enrolled
	Select the option to scan for all classes enrolled either as of a specified date or anytime during the current term. If you select a specific date, enter it in the appropriate field using the format mm/dd/yyyy or mm-dd-yyyy. If you do not use this format, an alert appears. If you submit the date with an incorrect format, the date field is submitted as a blank entry.

	Results
	Select either Make this the current selection of students to continue working with the resulting group of students or Display matching students & Sections. If you select the latter option and click Submit, the Matching History page displays each matching student and the term, section, course name, and teacher for which the criteria are met.


6. Click Submit. The Group Functions page displays the number of selected students.
7. Click the Current student selection [number] to view the list of students. To work with the group of students, choose a menu option. 
Search for Students by Perfect Attendance

Use this report to find students who have perfect attendance records during a specified period.
1. On the start page, choose Special Functions from the main menu. The Special Functions page appears.

Note: Alternatively, select a group of students, and then choose Search for Perfect Attendance from the pop-up menu.
2. Click Search for Perfect Attendance. The Perfect Attendance Search page appears.
3. Select the option to indicate which students to include, if applicable.
4. Use the following table to enter information in the fields:

	Field
	Description

	Attendance mode to use
	Select the attendance mode from the pop-up menu.

	Date range to scan 
	Enter the first and last days of the date range to scan using the format mm/dd/yyyy or mm-dd-yyyy. If you do not use this format, an alert appears. If you submit the date with an incorrect format, the date field is submitted as a blank entry.

	Disregard these codes when searching
	Enter the attendance codes that do not render students absent. For example, if your school excuses absences when a student performs volunteer work, enter V if that is the code for a volunteer absence at your school.




5. Click Submit. The Group Functions page displays the number of found records underlined at the top of the page.
6. Click the Current student selection [number] to view the list of students. To work with the group of students, choose a menu option. For more information about the Group Functions page, see Work With Groups.

Search for Preselected Groups of Students

The selection processes make it easier for you to find a group because the group is made up of students in a specific class. Select just the students in one class or add the students in a class to another group you have already selected.

Use Teacher Schedules to Search for Groups of Students

Use this function to select a teacher whose schedule you want to view. Once you display a teacher’s schedule, select the students in any of that teacher’s classes.

To select a group of students in a class or section, skip to Step 3. To add the students in a class or section to another group, complete the entire procedure.
1. On the start page, search for and select a student or group of students. For more information, see Select a Group of Students.
2. Click the PowerSchool logo to return to the start page. The Search Students page displays the number of students found in the most current selection.
3. Choose Staff from the main menu. The Search Staff page appears.
4. Search for and select the staff member. For more information, see Select Staff.
5. Click Current Schedule. The teacher schedule for that teacher appears.
6. Click the number in the Size column for the class you want to display. The Class Roster page appears.
7. Click Make this the current selection of students to select the students in the class as the only group you want to work with. To add this group to a previously selected group, click Add these students to the current selection of students. The Group Functions page asks what to do with your selection of students.

8. Click the underlined number to view the list of students. To work with the group of students, choose a menu option. For more information about the Group Functions page, see Work With Groups.

Use the Master Schedule to Search for Groups of Students

The master schedule displays the schedules for all teachers in your school. All classes for each teacher are noted, along with the number of students in each class. Select a group of students in the same class.

To select a group of students in a class or section, skip to Step 3. To add the students in a class or section to another group, complete the entire procedure.
1. On the start page, search for and select a student or group of students. For more information, see Search and Select or Select a Group of Students.
2. Click the PowerSchool logo to return to the start page. The Search Students page displays the number of students found in the most current selection.
3. Choose Master Schedule from the main menu. The Master Schedule appears.
4. Locate the staff member who teaches the students you want to select.
5. Locate the class and section.
6. Click the number of students in the section. The Class Roster page appears.
7. Click Make this the current selection of students to select the students in the class as the only group with which you want to work. To add this group to a previously selected group, click Add these students to the current selection of students. The Group Functions page asks what to do with your selection of students.
8. Click the Current student selection [number] to view the list of students. To work with the group of students, choose a menu option. For more information about the Group Functions page, see Work With Groups.

Current Selection

PowerSchool remembers the most recently selected group of students. After searching for a student or group of students, the Search Students page displays a link to the Current

Selection. Click Current Selection to retrieve the most recently searched group of students. Access the current selection from either the PowerSchool start page or the student pages.

Make a Current Selection From the Start Page

1. On the start page, search for and select a student or group of students. For more information, see Select a Group of Students.
2. Click the PowerSchool logo to return to the start page. The Search Students page displays the number of students found in the most current selection.
3. Click Current Selection (number) to return to the Student Selection page. The Student Selection page displays the most current selection of students.

Make a Current Selection From the Student Selection Page

1. On the start page, search for a group of students. For more information, see Select a Group of Students.
2. Select a student from the Student Selection page. The student pages menu displays the number of students found in the most current selection.

3. Click Current Selection (number) to return to the Student Selection page. The Student Selection page displays the most current selection of students.
Student Field List

	1. Alert_Discipline 
	41. DistrictOfResidence 

	2. Alert_DisciplineExpires 
	42. DOB 

	3. Alert_DisciplineExpires2 
	43. Doctor_Name 

	4. Alert_Guardian 
	44. Doctor_Phone 

	5. Alert_GuardianExpires 
	45. Emerg_1_Ptype 

	6. Alert_Medical 
	46. Emerg_1_Rel 

	7. Alert_MedicalExpires 
	47. Emerg_2_Ptype 

	8. Alert_Other 
	48. Emerg_2_Rel 

	9. Alert_OtherExpires 
	49. Emerg_3_Phone 

	10. Alert_OtherExpires2 
	50. Emerg_3_Ptype 

	11. Alert_Transportation 
	51. Emerg_3_Rel 

	12. allergies 
	52. Emerg_4_Ptype 

	13. AllowWebAccess 
	53. Emerg_4_Rel 

	14. Applic_Response_Recvd_Date 
	54. Emerg_Contact_1 

	15. Applic_Submitted_Date 
	55. Emerg_Contact_2 

	16. Autosend_attendancedetail 
	56. Emerg_Contact_3 

	17. Autosend_balancealert 
	57. Emerg_Phone_1 

	18. Autosend_gradedetail 
	58. Emerg_Phone_2 

	19. Autosend_howoften 
	59. Emerg_Phone_3 

	20. Autosend_schoolannouncements 
	60. EnrollmentCode 

	21. autosend_summary 
	61. EnrollmentType 

	22. Balance1 
	62. Enrollment_SchoolID 

	23. Balance2 
	63. Enrollment_Transfer_Date_Pend 

	24. Balance3 
	64. Enrollment_Transfer_Info 

	25. Balance4 
	65. Enroll_Status 

	26. Building 
	66. EntryCode 

	27. Bus_Route 
	67. EntryDate 

	28. Bus_Stop 
	68. equipStudent 

	29. CampusID 
	69. ESL_placement 

	30. City 
	70. Ethnicity 

	31. ClassOf 
	71. Exclude_fr_rank 

	32. Cumulative_GPA 
	72. ExitCode 

	33. Cumulative_Pct 
	73. ExitComment 

	34. Custom 
	74. ExitDate 

	35. CustomRank_GPA 
	75. Family_Ident 

	36. dateOfEntryIntoUSA 
	76. family_rep 

	37. Dentist_Name 
	77. Father 

	38. Dentist_Phone 
	78. fatherdayphone 

	39. DistrictEntryDate 
	79. Father_Employer 

	40. DistrictEntryGradeLevel 
	80. Father_home_phone 

	81. Father_StudentCont_guid 
	121. Last_Name 

	82. FedEthnicity 
	122. LDAPEnabled 

	83. FedRaceDecline 
	123. LEP_exit_date 

	84. Fee_Exemption_Status 
	124. LEP_status 

	85. First_Name 
	125. Locker_Combination 

	86. foreignKey 
	126. Locker_Number 

	87. FTEID 
	127. Log 

	88. FullTimeEquiv_obsolete 
	128. LPAC_date 

	89. Gender 
	129. lunchapplicno 

	90. Geocode 
	130. LunchStatus 

	91. GPEntryYear 
	131. Lunch_ID 

	92. Grade_Level 
	132. Mailing_City 

	93. GradReqSet 
	133. Mailing_Geocode 

	94. GradReqSetID 
	134. Mailing_State 

	95. Graduated_Rank 
	135. Mailing_Street 

	96. Graduated_SchoolID 
	136. Mailing_Zip 

	97. Graduated_SchoolName 
	137. MathGames 

	98. graduation_year 
	138. Medical_Considerations 

	99. guardian 
	139. MembershipShare 

	100. guardiandayphone 
	140. Middle_Name 

	101. GuardianEmail 
	141. monitor_date 

	102. GuardianFax 
	142. Mother 

	103. guardianrelcode 
	143. motherdayphone 

	104. guardianship 
	144. Mother_Employer 

	105. Guardian_FN 
	145. Mother_home_phone 

	106. Guardian_LN 
	146. Mother_StudentCont_guid 

	107. Guardian_MN 
	147. Next_School 

	108. Guardian_StudentCont_guid 
	148. parttimestudent 

	109. HLN 
	149. Person_ID 

	110. homeless_code 
	150. phlote 

	111. Home_Phone 
	151. Phone_ID 

	112. Home_Room 
	152. PhotoFlag 

	113. House 
	153. PL_Language 

	114. ID 
	154. prevstudentid 

	115. ILDP 
	155. primarylanguage 

	116. immunizaton_dpt 
	156. PrintReq 

	117. immunizaton_mmr 
	157. related_To_Table 

	118. immunizaton_polio 
	158. Sched_AllowRequests 

	119. LastFirst 
	159. Sched_LoadLock 

	120. LastMeal 
	160. Sched_LockStudentSchedule 

	
	


	161. Sched_NextYearBuilding 
	201. SCS_EMailP1 

	162. Sched_NextYearBus 
	202. SCS_EMailP2 

	163. Sched_NextYearGrade 
	203. SCS_EmergCell1 

	164. Sched_NextYearHomeRoom 
	204. SCS_EmergCell2 

	165. Sched_NextYearHouse 
	205. SCS_EmergCell3 

	166. Sched_NextYearTeam 
	206. SCS_EmergCell4 

	167. Sched_Priority 
	207. SCS_EmergContact4 

	168. Sched_Scheduled 
	208. SCS_EmergEMail1 

	169. Sched_YearOfGraduation 
	209. SCS_EmergEMail2 

	170. SchoolEntryDate 
	210. SCS_EmergEMail3 

	171. SchoolEntryGradeLevel 
	211. SCS_EmergEMail4 

	172. SchoolID 
	212. SCS_EmergPhone4 

	173. SCS_Absences09 
	213. SCS_EmergRel4 

	174. SCS_Absences10 
	214. SCS_EnrEntrance 

	175. SCS_Absences11 
	215. SCS_EnrRelease 

	176. SCS_Absences12 
	216. SCS_EnrTrans 

	177. SCS_APEX 
	217. SCS_ESL 

	178. SCS_AutoSend_HowOften 
	218. SCS_FedEmploy1 

	179. SCS_BirthCity 
	219. SCS_FedEmploy2 

	180. SCS_BirthCounty 
	220. SCS_GradSchool 

	181. SCS_BirthNation 
	221. SCS_GWALG 

	182. SCS_BirthState 
	222. SCS_GWBIO 

	183. SCS_BP 
	223. SCS_GWENG 

	184. SCS_BPDate 
	224. SCS_HearDate1 

	185. SCS_CardHold 
	225. SCS_HearDate2 

	186. SCS_CarTag 
	226. SCS_HearScreen1 

	187. SCS_CellP1 
	227. SCS_HearScreen2 

	188. SCS_CellP2 
	228. SCS_HoldRep 

	189. SCS_CertBirth 
	229. SCS_Ht 

	190. SCS_CertImmun 
	230. SCS_HtDate 

	191. SCS_CertImmunDate 
	231. SCS_IBAddInfo 

	192. SCS_CertPhysical 
	232. SCS_IBAlert 

	193. SCS_CertSSN 
	233. SCS_IBExpires 

	194. SCS_ClassSize 
	234. SCS_IEPDate 

	195. SCS_Contracted 
	235. SCS_IEPinEffect 

	196. SCS_Counselor 
	236. SCS_IntAccess 

	197. SCS_DrLicStatus 
	237. SCS_ListExclus 

	198. SCS_DrLicStatusDate 
	238. SCS_MdReferDate 

	199. SCS_EarlyLv 
	239. SCS_MedCPoxDate 

	200. SCS_Eligibility 
	240. SCS_MedDPTDate 

	
	


	241. SCS_MedHepBDate 
	281. SCS_SumState 

	242. SCS_Media 
	282. SCS_SumStrte 

	243. SCS_Medications 
	283. SCS_SumZip 

	244. SCS_MedImmCom 
	284. SCS_Trans 

	245. SCS_MedMMRDate 
	285. SCS_TransStat 

	246. SCS_MedPolioDate 
	286. SCS_VisionDate1 

	247. SCS_MedRefer 
	287. SCS_VisionDate2 

	248. SCS_MultiCrd 
	288. SCS_VisScreen1 

	249. SCS_NameAKA 
	289. SCS_VisScreen2 

	250. SCS_NativeLang 
	290. SCS_WebPub 

	251. SCS_NoteLetProof1 
	291. SCS_Weight 

	252. SCS_NoteLetProof2 
	292. SCS_WeightDate 

	253. SCS_PeriodEnding 
	293. SCS_WWW 

	254. SCS_PhoneUnlist 
	294. SDataRN 

	255. SCS_PlaceHolder 
	295. secondarylanguage 

	256. SCS_PrintReq 
	296. Simple_GPA 

	257. SCS_Prmgrade 
	297. Simple_PCT 

	258. SCS_RelatP1 
	298. singleparenthshldflag 

	259. SCS_RelatP2 
	299. SSN 

	260. SCS_ResidesWith 
	300. State 

	261. SCS_ResNoteLet 
	301. State_EnrollFlag 

	262. SCS_ResNoteLetDate 
	302. State_ExcludeFromReporting 

	263. SCS_ResNoteProof1 
	303. State_StudentNumber 

	264. SCS_ResNoteProof2 
	304. Street 

	265. SCS_ResProof1 
	305. StudentPers_guid 

	266. SCS_ResProof2 
	306. StudentPict_guid 

	267. SCS_ResZone 
	307. StudentSchlEnrl_guid 

	268. SCS_ServPlan 
	308. Student_AllowWebAccess 

	269. SCS_SPED 
	309. Student_Number 

	270. SCS_SpedComment 
	310. Student_Web_ID 

	271. SCS_SpedConsentDate 
	311. Student_Web_Password 

	272. SCS_SpEdHours 
	312. SummerSchoolID 

	273. SCS_SpedIEP 
	313. SummerSchoolNote 

	274. SCS_SPEDPlace 
	314. TeacherGroupID 

	275. SCS_SpedPlaceDate 
	315. Team 

	276. SCS_SpedRC 
	316. TN_200AbbreviatedDays 

	277. SCS_StuRet 
	317. TN_200DiscretAdminDays 

	278. SCS_StuSuffix 
	318. TN_200DiscretInServiceDays 

	279. SCS_SumAdr 
	319. TN_200DiscretInstructionalDays 

	280. SCS_SumCity 
	320. TN_200DiscretOtherDays 

	
	

	321. TN_200DiscretTeacherVacDays 
	361. TN_PrevSSN 

	322. TN_200ExtendedDayMakeUp 
	362. TN_StaffAssignment 

	323. TN_200InServiceDays 
	363. TN_StateBirthCode 

	324. TN_200InstructionalCalendar 
	364. TN_StudentPIN 

	325. TN_200InstructionalDays 
	365. TN_StudentStandardDay 

	326. TN_200OptionalInServiceDays 
	366. TN_TransitionalGrade 

	327. TN_200ParentTeacherDays 
	367. TN_Yearentereredninthgrade 

	328. TN_200ScheduledDays 
	368. Track 

	329. TN_200Stockpile_IWD 
	369. Tracker 

	330. TN_200Stockpile_PDD 
	370. TransferComment 

	331. TN_200TeacherVacationDays 
	371. TuitionPayer 

	332. TN_AssignmentBeginDate 
	372. user_defined_integer 

	333. TN_AssignmentEndDate 
	373. Web_ID 

	334. TN_CityOfBirth 
	374. Web_Password 

	335. TN_ClassificationType 
	375. Withdrawal_Reason_Code 

	336. TN_ClassifyBeginDate 
	376. WM_Address 

	337. TN_ClassifyEndDate 
	377. WM_CreateDate 

	338. TN_ClubID 
	378. WM_CreateTime 

	339. TN_Club_MembBeginDate 
	379. WM_Password 

	340. TN_Club_MembEndDate 
	380. WM_Status 

	341. TN_Completion 
	381. WM_StatusDate 

	342. TN_CompletionDate 
	382. WM_TA_Date 

	343. TN_CountryBirthCode 
	383. WM_TA_Flag 

	344. TN_CountyBirthCode 
	384. WM_Tier 

	345. TN_CourseOfStudy 
	385. XCS_ArtClub 

	346. TN_DateEnteredUSA 
	386. XCS_Baseball 

	347. TN_DateFirstEnrolledInUSSchool 
	387. XCS_BBowling 

	348. TN_ELB 
	388. XCS_BCCountry 

	349. TN_EndOfServiceAction 
	389. XCS_BETA

	350. TN_FundIneligBeginDate 
	390. XCS_BSoccer

	351. TN_FundIneligEndDate 
	391. XCS_BTennis

	352. TN_FundIneligStatus 
	392. XCS_BTrack

	353. TN_GraduationPeriod 
	393. XCS_CLICK

	354. TN_Immigrantstudent 
	394. XCS_CoedCheer

	355. TN_ISPToS 
	395. XCS_DECA

	356. TN_MothersMaidenName 
	396. XCS_FBBkball

	357. TN_NativeLanguage 
	397. XCS_FBLA

	358. TN_PrevFirstName 
	398. XCS_FCA

	359. TN_PrevLastName 
	399. XCS_FCCLA

	360. TN_PrevMiddleName 
	400. XCS_FCheer

	
	


	401. XCS_FFA
	417. XCS_JVPom

	402. XCS_FFootball
	418. XCS_KeyClub

	403. XCS_FGBkball
	419. XCS_LatinClub

	404. XCS_FLA
	420. XCS_MuAlphaTheta

	405. XCS_FPom
	421. XCS_NHS

	406. XCS_FrenchClub
	422. XCS_SGA

	407. XCS_FTA
	423. XCS_Softball

	408. XCS_GBowling
	424. XCS_SpanishClub

	409. XCS_GCCountry
	425. XCS_Thespian

	410. XCS_GermanClub
	426. XCS_VBBkball

	411. XCS_GSoccer
	427. XCS_VCheer

	412. XCS_GTennis
	428. XCS_VFootball

	413. XCS_GTrack
	429. XCS_VGBkball

	414. XCS_HistoryClub
	430. XCS_VPom

	415. XCS_HOSA
	431. XCS_Wrestling

	416. XCS_JVCheer
	432. Zip


Staff Field List

	1. Access 
	36. NameAsImported 

	2. AdminLDAPEnabled 
	37. NoOfCurClasses 

	3. AllowLoginEnd 
	38. NumLogins 

	4. AllowLoginStart 
	39. Password 

	5. Balance1 
	40. PeriodsAvail 

	6. Balance2 
	41. Photo 

	7. Balance3 
	42. PowerGradePW 

	8. Balance4 
	43. PreferredName 

	9. CanChangeSchool 
	44. PSAccess 

	10. City 
	45. pwlog 

	11. Classpua 
	46. Sched_ActivityStatusCode 

	12. Custom 
	47. Sched_BuildingCode 

	13. DefaultStudScrn 
	48. Sched_Classroom 

	14. dob 
	49. Sched_Department 

	15. Email_Addr 
	50. Sched_Gender 

	16. Ethnicity 
	51. Sched_Homeroom 

	17. FedEthnicity 
	52. Sched_HouseCode 

	18. FedRaceDecline 
	53. Sched_IsTeacherFree 

	19. First_Name 
	54. Sched_Lunch 

	20. gender 
	55. Sched_MaximumConsecutive 

	21. GradebookType 
	56. Sched_MaximumCourses 

	22. Group 
	57. Sched_MaximumDuty 

	23. HomePage 
	58. Sched_MaximumFree 

	24. Homeroom 
	59. Sched_MaxPers 

	25. Home_Phone 
	60. Sched_MaxPreps 

	26. ID 
	61. Sched_PrimarySchoolCode 

	27. IPAddrRestrict 
	62. Sched_Scheduled 

	28. LastFirst 
	63. Sched_Substitute 

	29. LastMeal 
	64. Sched_TeacherMoreOneSchool 

	30. Last_Name 
	65. Sched_Team 

	31. Log 
	66. Sched_TotalCourses 

	32. LoginID 
	67. Sched_UseBuilding 

	33. Lunch_ID 
	68. Sched_UseHouse 

	34. Maximum_Load 
	69. SchoolID 

	35. Middle_Name 
	70. School_Phone 

	71. SCS_DeleteStatus 
	95. TN_LicensureCheck

	72. SCS_StaffForm 
	96. TN_PrevFirstName

	73. SCS_StaffSuffix 
	97. TN_PrevLastName

	74. SIF_StatePrid 
	98. TN_PrevLicenseNumber

	75. SSN 
	99. TN_PrevMiddleName

	76. StaffPers_guid 
	100. TN_PrevSSN

	77. StaffStatus 
	101. TN_WaiverCourse

	78. State 
	102. TN_WaiverStatus

	79. Status
	103. TN_WaiverYear

	80. Street
	104. TN_WorkStatus

	81. supportContact
	105. tpword_updated

	82. TeacherLDAPEnabled
	106. WM_Address

	83. TeacherLoginID
	107. WM_Alias

	84. TeacherLoginIP
	108. WM_CreateDate

	85. TeacherLoginPW
	109. WM_CreateTime

	86. TeacherNumber
	110. WM_Exclude

	87. Title
	111. WM_Password

	88. TN_EndorsementType
	112. WM_Status

	89. TN_ExcludeFromStateReporting
	113. WM_StatusDate

	90. TN_GrandfatherCourse
	114. WM_TA_Date

	91. TN_GrandfatherStatus
	115. WM_TA_Flag

	92. TN_GrandfatherYear
	116. WM_Tier

	93. TN_InstructionalProgramNbr
	117. Zip

	94. TN_LicenseNumber
	


Exporting
Quick Export

This method quickly produces a simple list of students and information from the Student table. Change the parameters to produce a more detailed list. 
Use Quick Export
1. On the start page, search for and select a group of students. The Student Selection page appears. For more information, see Select a Group of Students.
2. Choose Quick Export from the Select a function for this group of students popup menu. In most cases, you will not need to change the default options on the Export Students page, in which case you can skip the next step. To change the selections, proceed to the next step.
	Field
	Description

	Export the [#] selected students
	Enter the fields to be included on the exported spreadsheet.

Enter as many fields as needed. Only enter one field per line. Separate multiple fields with a hard return.

If you need help remembering field names, click Fields at the bottom of the page.

	Field Delimiter
	A field delimiter separates fields (or "columns") in the exported data. Use the pop-up menu to choose how you

want the system to separate each field in the export file:

· Tab

· Comma

· None

· Other: Enter the delimiter in the blank field.

	Record Delimiter 
	A record delimiter separates records (or "rows") in the exported data. Use the pop-up menu to choose how you want the system to separate each record in the export file:

· CR: Carriage return

· CRLF: Carriage return and line feed

· LF: Line feed

· Other: Enter the delimiter in the blank field.

	Surround Fields 
	Select the checkbox to surround the fields in the exported data with quotation marks.

	Column titles on 1st row


	Select the checkbox to include column titles on the first row of the exported data.

	Export DCID 
	Select the checkbox to export the Student table's unique identifier.


Note: Alternatively, if you have a current selection of students, you can access this page by choosing Special Functions > Groups Functions.

3. Use the following table to enter information in the fields:
4. Click Submit. The exported data appears.

5. Choose File > Save As... to save the file. Open the saved file using Excel. Format, print, and save it as any other spreadsheet document.

Formatting your Export:

dateformat=mm/dd – exports the date, usually birthdate, in mm/dd format so that it is easily sorted regardless of birth year

uppercase – converts the contents of the field being exported to uppercase characters

lowercase – converts the contents of the field being exported to lowercase characters

smartcase – converts the contents of the field being exported to proper case characters

substring (start,length) – exports only the designated characters of the field contents. Example: ^(SSN;substring=(6,4)
Export Commands:

^(*DABS) – provides a daily absence total. You can specify which term or leave off the term parameter for cumulative totals.

^(*period_info) – provides period specific information.

NOTE: You must know the period expression.

^(schoolname) – provides the school name
^(transfercomment;cr;sp)

Templates for Exporting

Export information by using a template. 
Export Using a Template
1. On the start page, search for and select a group of students. The Student Selection page appears. 
2. Choose Export Using Template from the Select a function for this group of students pop-up menu. The Export Using Template page appears. 

Note: Alternatively, if you have a current selection of students, you can access this page by choosing Special Functions > Groups Functions.

3. Choose the type of export from the Type of Export pop-up menu. The Export Using Template page appears.

4. Use the following table to enter information in the fields:

	Field
	Description

	Type of Export 
	The type of data to export appears.

	Export template? 
	Choose the template to export from the pop-up menu.

	For Which Records? 
	The number of selected records appears.


5. Click Submit. The results of the export appear.
6. Choose File > Save As....
7. In the Save dialog, specify a name, location, and file type.
8. Click Save. Open the file using a spreadsheet or other application.

Appendix A – Helpful Exports

Proofs of Residence:

Home_room
grade_level

First_Name

Last_Name

Street

City

State

ZIP

SCS_ResZone

SCS_ResProof1

SCS_ResProof2

SCS_ResNoteLet

SCS_ResNoteProof1

SCS_ResNoteProof2

Parents employed on Federal Property:

Home_Room
grade_level

First_Name

Last_Name

SCS_FedEmploy1

SCS_FedEmploy2

Student Entry / Exit Information:

Grade_Level

Home_room
Lastfirst

Gender

Ethnicity

entrydate

transfercomment

exitdate

exitcomment

Daily Absence Totals:

Grade_Level

Home_room
Lastfirst

^(*DABS;Q2)


Birthday List:

First_name

Last_name

Grade_Level

^(DOB;dateformat=mm/dd)

EIS Confirmation:

SSN

Student_Number

TN_StudentPIN

lastfirst

gender

ethnicity

DOB

EntryDate

Grade_Level

TN_ELB

TN_NativeLanguage

TN_StudentStandardDay

TN_ISPToS

Student Contact Information:

grade_level
lastfirst
home_phone
^(*period_info;HR(M-F);teacher_name)
father
fatherdayphone
scs_cellp1
mother
motherdayphone
scs_cellp2
emerg_contact_1
emerg_phone_1
scs_emergcell1
emerg_contact_2
emerg_phone_2
scs_emergcell2
emerg_contact_3
emerg_phone_3
scs_emergcell3
scs_emergcontact4
scs_emergphone4
scs_emergcell4
HS Testing Information:

Lastfirst

Grade_level

SCS_GWAlg

SCS_GWBio

SCS_GWEng
Teacher List:

TeacherNumber

First_name

Last_name

Street

City

State

Zip

Home_phone

Dob
Email_Addr
Status
StaffStatus

TN_ExcludeFromStateReporting

Sched_scheduled

TN_LicenseNumber
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