Instructions for Exporting Student Information for School
Photographers

Step 1: Login to Main BCeSIS Page.
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Step 3: Click on “‘Specify Extract Criteria
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Step 5: Select your school from the list. (may already be populated)
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Step 6: Click ‘“Run Extract”
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Step 7: You now see the number of students in your school. Click “Go Back...”

& Training Database Student Information System
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Step 8: Click on the door to exit this screen now
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Step 9: Click on “Export/Ad Hoc File”

& Training Database Student Information System

n Edit 2 Lo

tudent Info

(£ "'\:'201 Attendance - Daily Method Reporting . Sample Report
> ‘EIDE Attendance - Period Method Reporting
e
"'\:IEIS Homeroom “ ExportiAd Hoc File ’
@] 04 Demographics
-\ 05 Mailing and Labels i
Q i Ad Hoc Report
[ ‘UDE Enroliment Reporting oy
"'\:'ID? Health i Medical Reparting
QDBIncidentRepuﬂing ‘|l Bename AdiHoc Fields

@] 09 Repont Cards

[+ ‘31 0 Course Reporting Export’Single

[+ "'\:'111 Diploma ! Marks Reparting

[+ "'\:11 3 Timetahle Building {MTB) Reports

-] 14 Student Scheduling Reports
@] 15 Export b

[+ "'\:'11 6 Co-op Reporting

@] 17 Transpotation Repotting o

Step 10: You may have to click “Grant this session”
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Step 11: Now select items from the left column and move them to the right column using

the button. You will need to move the Legal Name, First Name, Grade, and Pupil
Number.
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Step 12: Click “Create File”
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Step 13: Make sure that the delimiter is set to a comma and then click “Save As”

& Traini ng Database Student Information System

n Edit Block Field E y Hel

o Training Database Student Information System

Save As

Save in: | e Local Disk () V| Q2 E-

__|BIPrinker [CS)Pragram Files E] CtDrvstp.log
|5 Dacuments and Settings CITEMP Edefault‘v‘NCse
|5 Dovenloads |ywehserver :Z}DimdimConF.ir
[CSiFiles [ WINDOWS @ launchz php
[ MyBackup @catanreg.reg j}rsqzkclir.ini
[Choracle E] CtDrvIns.log @ search, ahk

ﬂu_\\|
)

Export Help Saved Exports Start Over Create File

9/12/2007 Produced for BCeSIS iGroup by Vancouver Computer Consulting Inc. Page 7 of 9



Step 15: Click “Create Export”
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Step 17: BCeSIS should say “Export is complete”, Click “OK”
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Step 18: Go find the file that you just saved in your computer. It will be able to be opened
in MS Excel and you can verify the data in there.

9/12/2007 Produced for BCeSIS iGroup by Vancouver Computer Consulting Inc. Page 9 of 9



