 Export ALL “Active” Students on your campus from Student Plus
Step 1:  Under applications select “Demographics” and then “Students”

Step 2:  Current Building:  Campus Building

               Student Status:  Active

              Select “FIND” button on the student demographic search page
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Step 3:  When student names appear, select the “PRINTER ICON” at the top left hand corner

Step 4:  Select the “Select Columns” option
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Step 5:  Use the drop down box to select the information you want


Student Name

               State___ID

               Student___ID

               Grade

               Birthdate
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Step 6:  Click on “OK”

Step 7:  Click “OK” again

Step 8:  Click “File”
Step 9:  Change the File Name

               Remove the last part of the file name up to the 1st back slash

[image: image4.png]§ Student Demographics Search - SCHOOL YEAR 2011-2012 (STUBOX). =10l x|
Fie Ed Tools Favertes. Help
I&sn = H%@ |44>>|“§'%9h‘!
(- Seach for Studerts
StudentID m | S
Fist Name ek
Last Name:
Curert Buiding[7-OPEZHGRSCROOL =] 7
Curtet Grade |
StudertStatus [Astve =] &2
Gt [Er—— q
State D
Y | Stop.
~Search Resuls
Pivasy | tudent Nare Sudert D Grae Leve] Biidng Gender Face FedFace
=18 M Male 5:WHITE ialicoc
BRI P REIEE FoFemdl  5-WHITE - Hisparic
M- Make 5-WHITE 1-Hisparic
“Infomaton
M- Make 5-WHITE 1 -Hisparic
This eper s st f student nformation incuding selected Demogtaphics ks, VK "
Valies il pintfr studerts slected on the Student Seaich vindow _ M- Hale 5-WHITE 1-Hisparic
Ricords il ot the e it sttt v riselsue et St Sesech windews 4o Bk FoFemdk  5-WHITE 1 Hisparic
g Print - SCHOOL YEAR 2011-2012 (STUBOX) Ji= S| 5-WHITE 1- Hispanic
€ Piinter Printer Name [Default VoK male 5-WHITE 1-Hisparic.
- Repart Header
© Fie Number of Copies wwBack [ ok SWHITE - Hisparic
i  Sersen —— Inae 5-WHITE 1-Hisparic.
2 File Name [/users/ad007mdg/ipt/reg o] nale 5-WHITE 1.-Hispanic
3 ale 5-WHITE 1- Hispanic.
EEm— - Tlake 5-WHITE 1-Hisparic
‘ ‘OVR M -Male 5-WHITE 1- Hispanic.
A F - Female 5-WHITE 1 - Hisparic:
AGUILAR, ASHLEY NICOLE 4501097 09 - NINTH GRADE 7-LOPEZ HIGH SCHOOL FoFemdl  5-WHITE 1 -Hisparic
AGUILAR, JACQUELINE = 3300613 10 TENTH GRADE 7-LOPEZ HIGH SCHOOL FoFemdl  5-WHITE 1 -Hisparic
AGUILAR, JESUS ADAN 2000723 09 - NINTH GRADE 7-LOPEZ HIGH SCHOOL M- Make 5-WHITE 1 -Hisparic
AGUILAR, LUIS = 3500883 11 - ELEVENTH GRADE 7-LOPEZ HIGH SCHOOL M- Make 5-WHITE 1 -Hisparic
AGUILAR, LUIS = 3300300 09 - NINTH GRADE 7-LOPEZ HIGH SCHOOL M- Make 5-WHITE 1 -Hisparic
«
2254 student(s) found
o
\ A,

Ayston] ) box - ot | € Texs o,

| & Tevas Education a...| £ Taks alt Teacher .. | 2 10.80.1.50 - FGLTTY | L estudentPlus - ... |[@) Student Demog... ] bocument -ticr... | [Z)

2 [ 1asm




Step 10:  Rename the File as a TEXT File

                  /monthdate.txt

                  “/sept06.txt”

Step 11:  Select “Back”

                  Select “Back” again

This will take you back to the MAIN Demographic Search Screen

Step 12:  Click on “Reports” at the top of the Search Screen

Step 13:  Select “View Files”
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Step 14:  Under Directory the box labeled “File Mask” type the following “*.* “ and then click “OK”

Step 15:  Search and highlight the file you saved

Step 16:  Click “SAVE TO PC”
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Export “Active LEP” Students on your campus from Student Plus

Step 1:  Under applications select “Demographics” and then “Students”

Step 2:  Select the “Advanced” option

Step 3:  Select “LOAD”

Step 4:  Under Search Name select the “Active LEP” option and click “OK”

Step 5:  You will see the following screen
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Student Status Code         Equals          “A”          And
Enrollment Building         Equals         “    “ (Type in your building number)     And

LEP Indicator Code            Equals        “1”           End

Step 6:  Click “SAVE” and title your saved search   Active LEP—Campus Name

Step 7:  Click “OK”

Step 8:  When students are downloaded, you may continue with STEPS 3 – 16 from the Section Above

Export “BAC” Students on your campus from Student Plus

Step 1:  Under applications select “Demographics” and then “Students”

Step 2:  Select the “Advanced” option

Step 3:  Select “LOAD”

Step 4:  Under Search Name select the “BAC - Active” option and click “OK”

Step 5:  You will see the following screen
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Student Status Code          Equals            “A”                And
Exception Code             Is in (Comma Delimited)       B1,B2,B3,B4        AND (You have to change this)

                                                                                                                               --This will give you an extra row
Using the drop down box Select the following for the 3rd row

Demographics     Enrollment Building    Equals      “Campus Number”      End

Your screen will look like this….
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Step 6:  Click “SAVE” and title your saved search   BAC—Campus Name

Step 7:  Click “OK”

Step 8:  When students are downloaded, you may continue with STEPS 3 – 16 

Export “BLA” Students on your campus from Student Plus

Step 1:  Under applications select “Demographics” and then “Students”

Step 2:  Select the “Advanced” option

Step 3:  Select “LOAD”

Step 4:  Under Search Name select the “BLA - Active” option and click “OK”

Step 5:  You will see the following screen
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Student Status Code                Equals             “A”                 And

Exception Code                  Is In(Comma Delimited)         A1,A2        AND (You have to change this)

3rd Row

Demographics     Enrollment Building    Equals      “Campus Number”      End

Your screen will look like this….
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Step 6:  Click “SAVE” and title your saved search   BLA—Campus Name

Step 7:  Click “OK”

Step 8:  When students are downloaded, you may continue with STEPS 3 – 16 

Export “Lincoln Park” Students on your campus from Student Plus
Step 1:  Under applications select “Demographics” and then “Students”

Step 2:  Select the “Advanced” option

Step 3:  Select “LOAD”

Step 4:  Under Search Name select the “Lincoln Park - Active” option and click “OK”

Step 5:  You will see the following screen
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Student Status Code                Equals             “A”                 And

Exception Code                         Equals            “LP”               AND (You have to change this)

3rd Row

Demographics     Enrollment Building    Equals      “Campus Number”      End

Your screen will look like this….
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Step 6:  Click “SAVE” and title your saved search   Lincoln Park—Campus Name

Step 7:  Click “OK”

Step 8:  When students are downloaded, you may continue with STEPS 3 – 16 

Export “Active SpEd” Students on your campus from Student Plus
Step 1:  Under applications select “Demographics” and then “Students”

Step 2:  Select the “Advanced” option

Step 3:  Select “LOAD”

Step 4:  Under Search Name select the “Active SpEd” option and click “OK”

Step 5:  You will see the following screen
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Student Status Code        Equals       “A”              And
Special Ed Indicator Code         Equals           “1”               AND (You have to change this)

3rd Row

Demographics     Enrollment Building    Equals      “Campus Number”      End

Your screen will look like this….
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Step 6:  Click “SAVE” and title your saved search   ActiveSpEd—Campus Name

Step 7:  Click “OK”

Step 8:  When students are downloaded, you may continue with STEPS 3 – 16 
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