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Miscellaneous Conversion Information 
 
Inactive SASI Students are not converted 
 
Time commitment: 

 A significant amount of your summer will be filled with: converting data, importing data, 
validating data, scheduling training, attending training, leading training. 

 
Ethnicity 

 We decided to setup the ethnic codes 1 through 6 in PowerSchool to match the MSDS manual. 
Since we had a Multi-racial code in SASI, we decided to use 7 as Multi-racial and you will have to 
add this code into PowerSchool. 

 Brian wrote conversion program to transfer codes as follows:  
 
1 1 American Indian or Alaska Native 
2 2 Asian American 
3  3 Black or African American 

4  6 Hispanic or Latino 
5  5 White 
6  7 Multiple or No Response 
7  4 Hawaiian or Pacific Islander 
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Pre-Conversion Cleanup and Prep in SASI 
 
SASI Data 

 Have your most current SASI Data for importing.  

 Reorganize all files 

 Delete orphan records 

 Delete temp files 

 It is best to just copy your entire DATAFILE folder for the conversion process 

 Student count - get a student count in SASI by running STU98 or a query. Remember to include 

inactive students. This count will allow you to compare numbers before and after import.  

SASI Teacher File 

 Must contain teachers employee number. This is necessary for Data Director. 

 Fix duplicate teachers. For example AM/PM kindergarten, have to change the teacher number in 
the section. 

 
SASI Courses and Sections 

 Powerschool has one district file, so duplicate courses in each of your schools will have to be      
addressed. 

 Brian has written a SASI enhancement that will add the prefix HS MS to a course – this is 
optional. This enhancement program can be ran in the rolled over year in SASI. 

 The conversion program also has a built-in option that will add a prefix of your choice to a 
course number – this is also optional. 

 Course names cannot contain any punctuation; examples - / &. Courses will not import with 
special characters.  

Course ID examples:  Sasi – HS1001 PowerSchool – HS1001 
Section ID examples:  Sasi – 0027PE9 PowerSchool - .1 

 PowerSchool sections cannot contain leading 0’s and cannot contain any alpha characters. Our 
conversion program will remove these characters. 

 If students in SASI only had a teacher number on the Student screen then you will need to 
create courses and sections in SASI – one AM section (period 1) and one PM section (period 2). 
Note: you cannot use period 0 in PowerSchool. We found this problem by running ATT701x 
which showed period 2 all greyed out. 

 If students were scheduled into only one course such as 1st grade, 2nd grade, etc., for the whole 
day, then you need to duplicate that course and create a second period. This is easy to do using 
the Duplicate Section option in Sections. After 2nd period section is created, you can open both 
sections, select all students and drag those students from the original section to the newly 
created section.  Don’t worry about the class start dates as the conversion program will use the 
enter date from the Student screen for this date. 

 Print a MST03 before changes. 

 Delete sections that have no students scheduled 

 Course numbers with characters example 00K+ and changed to 00KP 

 Max class sizes of zero 

 Update class seat counts (Section atom) 

 Print MST03 after changes 
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 CLS19 – students with less than a full schedule. Ran again after done schedule for less than two 
classes 

 
SASI Scheduling Tab in School Atom 

 Must set to course and manual. 

 Length field must be set 

 
SASI Rotation Schedules 

 The conversion program now allows for schedules with rotation days.  It will allow the user to 
select the proper start date for the rotation day(A or B for example) based on the term code.   
Example – A day starts on 9/9/09 for first semester and B day starts on 9/10/09. 
A day starts on 1/7/2010 for second semester and B day starts on 1/8/2010. 

 Once these are coded, all rotating schedules will import correctly. 

 Must set to course and manual. 

 Length field must be set 

 
Mid-Year Elementary Conversion Checklist – Utica and MISD Schools (the changes listed below were 
done in a copy of the current school year in SASI) 
 

 In PowerSchool we have to have an AM and PM period in order for PowerTeacher to work and 
for our attendance conversion program to work.  
 

 Teacher File 
o Teacher records must contain teachers employee number for Data Director 
o Fix duplicate teachers. For example AM/PM kindergarten, have to change the teacher 

number in the section. 
 

 School Atom 
o expand section number to 5 characters (depends on length of section #s) 
o expand section number to 5 characters (depends on length of section #s) 
o period range should be set to 0-2. Having a range of 0-3 can cause period 2 not to 

convert (the spreadsheet will only have a 1 under Period Abbrev and no 2s. 
 

 Sections/Courses/Schedules 
o If students in SASI only had a teacher number on the Student screen then you will need 

to create courses and sections in SASI – one AM section (period 1) and one PM section 
(period 2). Note: you cannot use period 0 in PowerSchool. 

o If students were scheduled into only one course such as 1st grade, 2nd grade, etc., for the 
whole day, then you need to duplicate that course and create a second period. This is 
easy to do using the Duplicate Section option in Sections. After 2nd period section is 
created, you can open both sections, select all students and drag those students from 
the original section to the newly created section.  Don’t worry about the class start 
dates as the conversion program will use the enter date from the Student screen for this 
date. 

o Print a MST03 before changes. 
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o Delete sections that have no students scheduled 
o Course numbers with characters example 00K+ and changed to 00KP 
o Max class sizes of zero 
o Update class seat counts (Section atom) 
o Print MST03 after changes 
o CLS19 – students with less than a full schedule. Ran again after done schedule for less 

than two classes 
 

 Run query from each elementary school to identify students who have multiple lines of 
enrollment within the same school year. We need to look for students who exited and re-
entered, not those with teacher changes.  Use this query: ASTU, AENR, fn ln effdate, transyear, if 
transyear = 09 and $count > 2. The enter dates for these students will have to be change on the 
spreadsheet otherwise attendance will not be converted for the entire year. This will cause the 
Transfer Info screen to not be accurate so you will have to correct each student by transferring 
student out and back in. 
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Running The Conversion Program 
 

 Open the cvtMain.exe program.  

        

   
 

 Select areas to export. DO NOT choose School Records (ASCH). This information was keyed in 
manually to PowerSchool. If you are not sure about some areas, it’s okay to select them anyway 
since the program will not convert data if it does not find data in SASI. You will get an error 
message later on stating that there was no data to convert. 

 

 Select the school to convert by browsing to the SASI data and selecting the appropriate ASTU 
files. For example, ASTU9075 for the year 2009-2010 and the school 075. Note about converting 
multiple schools at once. Although the conversion program allows you to select multiple schools 
at once, it creates one large file which is difficult to convert from since conversions at the 
District level in PowerSchool do not work well. We found the best practice to be to select each 
school’s ASTU individually and then import that file at the School level in PowerSchool.  

 

 Write export files to a converted data folder: (browse to converted data folder) 
 

 Select Create new export files option unless you forgot to choose an area to export which then 
you will select the Append records to existing export files. 
 

 If doing a mid-year conversion, be sure to select the mid-year conversion checkbox. 
 

 Click Continue. 
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Verify State building numbers. 
 

 
 

 
Choose the PowerSchool Term Codes.  This school has Semesters & Quarters and so we removed the 
trimesters and associated the correct PS Term Code.  If we were choosing Trimesters and not Semesters 
& Quarters, they would be:  T1 for termcode 01; T2 for termcode 02; T3 for termcode 03 and remove 
the Semesters & Quarters. Important: Do not change YR=00 to Y1 or YR since 00 is a numerical 
representation for 1900. If you are converting multiple schools such as middle/jr and high schools at one 
time, you have to include all appropriate term codes. 
 

 



PowerSchool Conversion & Import Directions Page 7 of 63 
 
 

C:\DOCUME~1\NDROUI~1\LOCALS~1\Temp\CONVERSION-IMPORT-DIRECTIONS.Doc  
 

 
Course Numbers – since PowerSchool has one big district course file, some liaisons wanted to identify 
their courses by adding an HS before the course number for their high schools, an MS for their middle  
and an EL for their elementary schools. Some liaisons made this change in SASI, others made the change 
in the spreadsheet.  If you wish to use this conversion program to put a prefix before the course number 
you can choose it here. 
 
Section Numbers – the conversion program exports SASI’s courses and sections together so most 
liaisons chose to use the Remove all characters… option.  Brian wrote other options to help convert 
section number since PowerSchool does not like leading zeroes. Make the selection that best 
appropriate for your school data. 
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If you wish to create a translation table for these Discipline Options select it here. 

 

 
 

 
This section will export the parent (APRN) and Emergency Contact (AEMG) files. The CVTMAIN program 
reads the APRN first then looks at the AEMG and compares and tries to only take one record. It will sort 
mother, then father. 
 
Need to determine the maximum number of contacts you want to allow in PowerSchool. Most of the 
time we chose 6. 

 

 

 
 

 
If you are converting Course History you will get the following screen. 
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Your files will begin to process; subsequently this screen will ask which GPA to export. 

 

 
 

 
Choose the immunization codes for each of the 3. Note: not many people chose to convert 
Immunizations since they keep this data in MCIR, the Health Dept’s site. 
 

 
 

The program gives you a report on what was just converted. 
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Here is an example of the files that were created and you will import into PowerSchool. 

 btsDiscipline.txt (BTS Discipline) 

 course.txt (Course ACRS) 

  EmgContAndMed.txt (Emg Contact/Medical) 

 Migrant.ext (State Reporting) 

 Parent.txt (Parents) 

 sections.txt (Sections AMST), 

 staff.txt (Teacher (ATCH) & Staff (ASTF/AUSR) 

  StateReporting.txt (State Reporting) 

  stuSched.txt (Student Schedules (ACLS), 

  teacher.txt (Teacher (ATCH) & Staff (ASTF/AUSR) 

  xpDiscipline (SASI Discipline (ADIS),  

 history.txt (ACHS) 
 

Running The custCvt1 Conversion Program to convert additional fields from 
SASI’s ASTU, AEMG, AHLN, UMBR, USRS files. These would be fields that are not 
converted with the cvtMain.exe program. 
 



PowerSchool Conversion & Import Directions Page 11 of 63 
 
 

C:\DOCUME~1\NDROUI~1\LOCALS~1\Temp\CONVERSION-IMPORT-DIRECTIONS.Doc  
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
The screenshot below is an example of the fields that we converted for our ISD schools.  
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Important! 
Some of these fields had a table relation in SASI so you have to change data in the spreadsheet prior to 
importing. 
 
For example, the 10/30 day rule information exports as numerical value of either a 10 or a 30. 
  
In PowerSchool, this field information is selected from a drop-down menu as 10 Day Rule. 
 
So you have to change 10 to 10 Day Rule and 30 to 30 Day Rule. 
 
This is the same for Pupil Codes. The data converts a RS, but you have to change the data in the 
spreadsheet to be RS-Reduced Schedule. 

 
After adding rows and choosing all your field information, be sure and select Save Specs so you can Load 
at a later time when converting other schools.
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Post-Conversion Cleanup in the Excel Spreadsheet 
 
Excel Spreadsheet Formatting 

 Once the data is converted you can pull it into excel and check your data prior to importing the 
data into PowerSchool. After creating your data in excel the file must be saved as a text file or it 
will not import into PowerSchool. See the PowerSchool Importing Directions documentation for 
details. 

 

 If there are leading zeros in the text file and you open it in Excel, then save it, the leading zeros 
will be removed.  This will create issues on the matching of student data.  You will need to make 
the column a text column, then do a search and replace to keep the leading zeros. 
Ex:  Find 400 and replace with ‘0400.  The single quote must be there to retain the lead zero. 
 

 Spreadsheet formatting – check your converted data and make sure that your excel spreadsheet 

is saved as a text file to import the data. 

Student Count 

 check lines in spreadsheet to see if number matches numbers from SASI. Note: depending on 
the spreadsheet you are looking at not all rows in the spreadsheet will match since some 
conversions result in multiple records for students. 

 
Entry Date – student.txt - shows in the Transfer Info screen in PS 

 We had a lot of problems with ADA/ADM reports because this field converted with a 7/1/2009 
date as it was pulled from SASI’s Enrollment History record and PowerSchool needs this date to 
be the first day of school. Carefully check this date on the spreadsheet to avoid having to mass 
change later in PS. 

 
Exit Date – student.txt - shows in the Transfer Info screen in PS 

 This date pulled from the last day active school day in the SASI calendar. In PowerSchool we 
decided to use the day before count (June 29) so we mass changed that date. 
 

Expressions 

 Watch for period zero. The periods that are zero will not import if the school does not have a 
zero period in their bell schedule in PowerSchool. 

 Elementary setup - – in SASI most elementary schools periods were setup as 0 period for AM, 1st 
period for lunch, and 2nd period for PM.  This setup was necessary in order for our 
enhancements to work.  In PowerSchool the setup for an elementary should be:  1st 
period=period 1, leave time gap for lunch, 2nd period=period 2. 

 If the class meets am and pm at the elementary the expression should be: 1-2(A), based on the 
periods being 1 and 2. Track schedules would be: 1(A) 2(B) for example. 

 In PowerSchool we do not use a 0 period.  In the section.txt spreadsheet, you may have to 

change expression 0(A) to 1(A) but 2(A) should be okay as is. When they attend for 2 periods the 

expression in the section should say 1-2(A). This would happen if you have the same section for 
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AM and PM, same teacher teaches all day. Kindergarten AM would be 1(A), Kindergarten PM 

would be 2(A). 

Grades Level 

 Many Pioneer schools chose to use -6 for their grade 30 students because they didn’t want to 

open their PowerSchool grade range to 30. PowerSchool will not import student data if the 

associated grade level in the Grade_Level field is less than negative two (-2). This issue affects 

Quick Import, Import Using Template, AutoComm. If you chose to use -6 for your Early 

Childhood grade of 30, keep in mind that the conversion program will convert a grade 30 to a -6 

but PowerSchool won’t import a -6.  So you need to mass change the -6 in the spreadsheet to a 

grade level that does not normally exist in the school building. You may have to add that grade 

to the school setup. After the import you can do a mass change to change the grade from (?) to -

6. Remember to remove the (?) grade range in the school setup. 

 MISD Schools - we chose to use grade 30 as a normal grade in PowerSchool since our schools’ 

use it so heavily. Since the conversion program changes grade 30 to -6, we need to check the 

Student.txt spreadsheet prior to import in order to change -6 back to 30. 

Next_School (student.txt) 

 For schools with grade level of 30 the conversion program assigns next school of 999999. Need 

to change this to the same school so student doesn’t get put in the graduated school during the 

EOY process. Or…this can be done using Student Field Value change in PowerSchool. 

State Reporting 

 Column width must be less than 200 columns.  Need to break the import into 2 imports.   

 
Student Renumbering 

 If student numbers are too large in SASI it will be necessary to assign students new numbers in 

PowerSchool. There is an option to assign new numbers during the Importing function. This 

process works well if you are importing all students at once and not doing a mid-year 

conversion. 

 PowerSchool also has a renumbering option named Assign New Student Numbers which 

replaces student numbers with new ones. This is how L’Anse Creuse was renumbered but Tom 

had to export and then reimport in order to preserve the previous numbers . 
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 UTICA RENUMBERING - Because Utica took their schools in phases and wanted to be sure and 

preserve the students’ previous SASI numbers for 3rd party software, they chose to assign 

numbers at the spreadsheet level. See steps below. 

o Rename column heading Student_Number to prevstudentID 

o Add a column after SchoolID and name the header Student_Number. 

o Go into PowerSchool District Office, select ALL students and use DDE to get the highest 

student number. 

o Pad by 2000 

o Key that number into the first cell of the Student_Number column. 

o In the next cell, key in the next student number. Now that you have two numbers keyed 

in, you’ve established a pattern in Excel. 

o Select both cells and copy. 

o Use the handle and drag down for remaining students. Numbers should get 

incrementally larger. 

o Save the Student.txt spreadsheet and this will be the very first spreadsheet to import. 

o Before  you can import other “slave file” spreadsheets (those that are student related), 

you have to export the students from PowerSchool using DDE. See directions under the 

Pre Import Prep in PowerSchool below. 
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Pre-Import Prep in PowerSchool 
 
Years and Terms 

 There can be no overlapping of dates. Term must begin on a Monday or must be on an in-

session day – check the calendar!!!  

 In order to import Sections and Student Schedules, you must have the Import File Term # field 

filled in. Go to School, Years & Terms, Edit Terms, click on each year/semester/etc link, and fill in 

the Import File Term # field. 

 Need to know your calendar 

 Years / Semesters / Quarters / Trimesters / Minis? 

 In PowerSchool terms are alpha numeric.  For example the 2009-2010 has year long, semester, 
and quarter classes. Therefore the terms are setup as: 
Y1 = 1900, S1 = 1901, S2 = 1902, Q1 = 1903, Q2 = 1904, Q3 = 1905, Q4 = 1906 
 

Grade Levels 

 If you are using negative numbers such as -6 or a higher number such as 30 in your school’s 

grade range you will have to enter in the number in an opposite manner. For example if you key 

in -6 to 6 and Submit, the numbers will disappear when you go back in the screen. You need to 

key in 6 to -6 and click Submit. The program will automatically transpose the numbers for you. 

This seems to be a quirk in the system, but it works! 

Calendar 

 Should be setup as complete as possible. 

 Mid-year – make sure the calendar matches the SASI calendar. 

 School start date  - must be first of enrollment 

Bell Schedule 

 Must have a bell schedule assigned to the calendar in order for schedules to show in the bell 

schedule view. 

 Elementary schools (also for mid-year). Make sure set to 1 and 2, not 0 and 2 like SASI’s bell 

schedules. 

Periods/Expressions 

 Should be setup beginning period 1, since PowerSchool doesn’t like period zero. Periods 1 & 2 

for AM and PM elementary schools. 

 Periods & Days are called expressions in PowerSchool. A 1st hour that meets everyday will look 
like 1(A) 
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Special Programs 

 Need to start thinking about buildings with special programs – different calendars / different 
bell schedules / periods. 

 
Scheduling Considerations  

 Rotations 

 Days 

 Teams  

 Houses 

 Blocks – what does a block mean to you? 

 
Attendance Preference Setup 

 PowerSchool is setup very differently than SASI. Many reports such as state reports and our 
custom attendance letters are dependent on how attendance preferences are set. We have 
detailed attendance setup documentation – please refer to this when setting up attendance. 

 All schools are set up as Meeting Attendance – even elementary level buildings. 
 
Attendance Conversions 

 If the elementary school is using periods, but wants to take attendance only AM and PM, this 
can be accomplished by setting the preferred periods to count for ADA in the bell schedule and 
removing this option from the rest of the periods. 

 It is also important to set up the Attendance Conversion for a full day to be based on a 2 period 
day.  This would mean that if the student is present two periods, it would be worth a full FTE.   If 
the student is present on period, it is worth a 0.5 FTE.  And if the student is absent 2 or more 
periods, then it is worth zero FTE. 

 
Final Grading Setup 

 Has to include all your grade reporting segments in order for progress reports, report cards, and 
the teacher gradebook to work correctly. Please see our documentation on how to setup.  

 
Ethnicity 

 In PowerSchool have to add 7 Multi-racial 
 
Test Scores  

 Tests need to be entered. Test scores can be imported (see documentation for this process) 
clean as possible. 
 

Student Contacts Screens 

 Need to initialize all the fields before import screen makes sense when importing parent.txt file.   
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Utica’s Renumbering Process 

 Import the students (Student.txt) spreadsheet ONLY. 

 After student import, go to the Start Page and select ALL students. 

 Go to DDE to export the students. 

 Make sure Current Table: is Students (1) 

 Select all records in this table 

 Click on Search only in records belonging to (name of school) 

 Search within the current ???? records only 

 Export Records 

 The Student table should automatically be selected 

 Key in ID, Student_Number, prevstudentid (see screenshot) 

 Select Record Delimiter CRLF 

 Submit 

 
 

 Save the file to the converted data location and name the file something like newstudentids.txt. 
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 Run the chgStuNbr program. This program will read a PowerSchool import file and create a new 
one replacing the old student number from SASIxp with the new PowerSchool student number. 

 
File from SASIxp: stuSched.txt (converted data file) 
 
New File: newsched.txt (this will be the file you will import into PowerSchool after running this 
chgStuNbr program) 
 
File from PowerSchool: newstudentids.text (file created from the Quick Export) 
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Importing 
 

 Have your most current SASI data for importing. Although the conversion program allows you to 
select multiple schools at once it creates a big file with all schools in it. We found we were not 
able to import from this spreadsheet. Best practice is to select each school’s ASTU individually. 
 

 Using the Update opt Using the Update option when importing into the student or other tables 
will overwrite the records with the corrected information.  It is not necessary to complete clear 
the table and re-import. 

 
 Importing Order: 

 School – DON’T DO - THIS PROCESS WAS ONLY DONE BY SCOTT. This is done at District Level. 
Once the schools imported go into System / System Settings / Reset Server – Submit. Then 
you go to District Info and change district information.  

 Students - done at the school level 

 Teachers - done at the school level  

 Courses - done at the school level 

 Sections - done at the school level 

 Student Schedules - done at the school level 

 Attendance – (mid-year conversions) done at the school level  

 State Reporting – done at the school level 

 Historical Grades - done at the school level 

 The rest of the imports can be done in any order as long as you have followed the above 
order. Discipline, Emergency Contacts & Medical, Parent/Guardian, Test Scores, Migrant, 
Staff, Fees, Community Service.  

 
1. Turn Global Sync Off and Set Sync to Non-Atomic Mode 

 System, Special Operations, Turn Global Sync Off – Submit 

 Set Sync to Non-Atomic Mode – Submit 
 

2. Make sure you are in the correct school and correct year 
 

 Click on Special Functions 

 Importing & Exporting 
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3. Click on Quick Import 
 

 
4. Once the Quick Import window opens select: 

 

 Table: use the drop down window to choose the correct table to import your data into 

 Field delimiter: leave as Tab 

 End-of-line marker:  choose CRLF 

 Character Set: leave as Mac Roman 

 File to import: browse to your converted data folder and choose the file you are importing 

 Suggest field map: leave checked 

 School – you should see the school name that you are importing the data to 

 Import  
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5.  Matching your fields will be the next window to open.  
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Students Import (done at the school) (the District Import Checkbox Option Does 
NOT Work) (see screenshot) 
 

 Select a table: Students 

 File to import: student.txt 

 Suggest field map - leave checked 

 Import 

 Map Fields – leave as is. 

 Check to exclude first row - check this 

 Do not process this line from the file being imported. 

 Allow Update of Enroll Status - only checked the first time you import students 

o The first time you import students check Allow Update of Enroll Status. 

o If you are going to do subsequent imports that have new students, check Allow Update 

of Enroll Status. 

o If you are importing and updating existing information, check Update the student’s 

record…. 

 Submit 

 
After importing students, initialize the State Reporting fields: 

 Initialize the State Reporting fields after importing students and before importing state 

reporting data. You only need to do this for one building for the entire district. Do this in the 

State Reporting tab.  Any field that is blank, key in the number 1, Submit, go back in and 

delete the number 1. If these fields are not initialized they will not show up in the 

PowerSchool Fields List.  
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PowerSchool Import Options 

 

Options for importing New Students.  Will ignore students that already exist in Powerschool and 

only create new Enrollment Records for new students. 

 

 

 

Options for updating student files for students already enrolled in Powerschool.  Make sure the 

Allow Update of Enroll Status box is unchecked. 
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Teachers Import (done at the school) (can import same teacher number at 
another building if import by building) 
 

 Select a table: Teachers 

 File to import: teacher.txt 

 Suggest field map - leave checked 

 Import 

 Map Fields – leave as is. Make sure SSN to SSN is matched as this will convert the teacher 

employee number to the PowerSchool  SSN field which is necessary for Data Director. 

 Check to exclude first row - check this 

 Advanced Import Options - leave unchecked 

 Submit 
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Courses Import (done at the school or district) 
 
Courses cannot have duplicate course numbers. 
 You can import at the District level by checking the district import option in the Miscellaneous screen 
but you will have to manually check courses that belong to each school at each school. 
 
It is recommended that courses be imported at the building level so the import process will populate the 
courses checkboxes at the building and display the list of courses correctly on the left side of the 
window. 
 
If you have to import courses again, it will update (see Advanced Import Options and check update). Or, 
you can delete the file and start fresh.  
 

 Select a table: Courses 

 File to import: course.txt 

 Suggest field map - leave checked 

 Import 

 Map Fields – leave as is. 

 Check to exclude first row - check this 

 Submit 
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Sections Import (done at the school) 
Sections must be imported at the building level instead of the district level.  The advantage of this is that 
Powerschool also uses teacher number to import sections and if there are multiple teachers with the 
same number across the district, it will import all sections related to that teacher number, regardless of 
the school that the section is taught at. 

 
 Select a table: Sections (Master Schedule) 

 File to import: sections.txt 

 Suggest field map - leave checked 

 Import 

 Map Fields – need to map each field where you can find a matching field. 

o When mapping Course Name - leave blank 

o When mapping Teacher Name - leave blank 

o Have to match Teacher Number to Teacher Number 

 Check to exclude first row - check this 

 Submit 

 
Errors you might see: 

 Unknown term ID specified – make sure term ID is filled out at the bottom of the screen. 

 Invalid teacher number – due to selecting teacher name in field mapping. 
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Student Schedules Import (done at the school) 
 

 Select a table: Student Schedules 

 File to import: stuSched.txt 

 Suggest field map - leave checked 

 Import 

 Map Fields – leave as is. 

 Check to exclude first row - check this 

 Submit 
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Attendance Import (done at the school) (This is only done for mid-year 
conversions. Brian has to convert attendance data) 
 

 Select a table: Attendance 

 File to import: schoolnameatt.txt 

 Suggest field map - leave checked 

 Import 

 Map Fields – leave as is. 

 Check to exclude first row - check this 

 Select Meeting attendance mode 

 Submit 
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Health/Emergency Import (done at the school) 
 

 Select a table: Students 

 File to import: EmgContAndMed.txt 

 Suggest field map: leave checked 

 Import 

 Map Fields – need to map each field where you can find a matching field. 

 Check to exclude first row (check this) 

 Update the student’s record… 

 Allow Update of Enroll Status (may not need to check) 

 Submit 
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SRSD Import (done at the school) 
 
Prior to importing, you must initialize all of the fields for all of the tabs to have the ability to map the 
field.  This needs to be done in only one school for the district.  
 
Need to make sure that the cross-reference table from SASIxp is correct.  Make sure that the resident 
LEA and grade or setting fields are correct. 
 

 Select a table: Students 

 File to import: StateReporting.txt 

 Suggest field map - leave checked 

 Import 

 Map Fields – leave as is. 

 Check to exclude first row - check this 

 Update the student’s record for… - check this 

 Allow Update of Enroll Status (may not need to check this) 

 Submit 
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State Reporting – UMSD Import (done at the school) 
 

 Select a table: Students 

 File to import: UMSDS.txt 

 Suggest field map - leave checked 

 Import 

 Map Fields – leave as is 

 Check to exclude first row - check this 

 Update the student’s record for… - check this 

 Allow Update of Enroll Status  (may not need to check this) 

 Submit 

 
 
 



PowerSchool Conversion & Import Directions Page 43 of 63 
 
 

C:\DOCUME~1\NDROUI~1\LOCALS~1\Temp\CONVERSION-IMPORT-DIRECTIONS.Doc  
 

Parent/Guardian Import (done at the school) 
 

 Select a table: Students 

 File to import: Parent.txt 

 Suggest field map - leave checked 

 Import 

 Map Fields – leave as is 

 Check to exclude first row - check this 

 Update the student’s record for… - check this 

 Allow Update of Enroll Status  (may not need to check this) 

 Submit 
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Migrant (done at the school)  
 

 Select a table: Students 

 File to import: migrant.txt 

 Suggest field map: leave checked 

 Import 

 Map Fields – need to map each field where you can find a matching field. 

 Check to exclude first row (check this) 

 Update the student’s record for… - check this 

 Allow Update of Enroll Status (may not need to check this) 

 Submit 
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Discipline (done at the school) 
 

 Select a table: Log Entries 

 File to import: btsDiscipline.txt or xpDiscipline 

 Suggest field map: leave checked 

 Import 

 Map Fields – need to map each field where you can find a matching field. 

 Check to exclude first row (check this) 

 Allow Update of Enroll Status (may not need to check this) 

 Submit 
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Staff (done at the school) (Note: check spreadsheet info carefully before doing 
this) 

 Select a table: Teachers 

 File to import: staff.txt  

 Suggest field map: leave checked 

 Import 

 Map Fields – need to map each field where you can find a matching field. 

 Check to exclude first row (check this) 

 Allow Update of Enroll Status  

 Submit 
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Historical Grades (done at the school)  
 

 Select a table: Historical Grades 

 File to import: history.txt 

 Suggest field map: leave checked 

 Import 

 Map Fields – need to map each field where you can find a matching field. 

 Check to exclude first row (check this) 

 Allow Update of Enroll Status  

 Submit 
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History.txt import: 
 
Change Year/Term from “None” to 09/10S1 or 09/10S2 after importing high school course 
history. 
 
After you import history.txt into your high school in the correct year, you may find that the 
year/term says “NONE” – that is a “known issue”.  The year imports as a negative number 
behind the scenes, so “NONE” is entered instead. 
 

 
 
To correct these negative numbers behind the scene you will go to System, DDE and select the 
Stored Grades table 
 
Select all the records, then Search StoredGrades for TermID < 0 and check the box to search 
records belonging to your school.  Search all records. 
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Once all the records are searched and the “Current Records in Selection: xxxx displays (see 
below), you can look at them by selecting Table View 
 

 
 
By looking at your list, you can determine which negative number corresponds to which 
semester.  In this data -9000 corresponds to S1 and -8900 corresponds to S2. 
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Now we can search for the negative numbers and change them.  Search for TermID = -9000 
which is our S1 term, check the box to search only in this school then select Search within the 
current xxx records only.  
 

 
I now have 3233 records that list as -9000 and must be corrected in order for the Year/Term to 
display in Historical Grades.  In this example the number we must enter to correct the problem 
is 1901 – which is the name for the term as you have set-up in Years and Terms. 
 

 
 
You can check your List View again to confirm that these are the records that you wish to 
change. 
 
Now go to DDA and make the changes.  Select Modify Records.  Make sure the correct number 
of records are displayed. 
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Select TermID and the correct value for this field.  Now select Modify Selected Records. 
 
You will follow this procedure again to change the other incorrect internal number.  In this 
example it was -8900 for 09/10 S2 and the internal number that you will use in the Modify 
Records would be your S2 number 1902. 
 
 
 
 
 
 
 
 
 

 
Test Score (directions are printed and can be found under the Test Scores 
section in this binder and also in the Conversion & Importing Processes folder)  

 Importing Test Scores.doc 

 Importing Test Scores with delete.doc 
 

 

Fees & Community Service (directions are printed and can be found under Fees 
& Comm Serv section in this binder and also in the Conversion & Importing 
Processes folder) 

 Fees & Comm Serv Conversion and Import Directions cvtOther.exe program 

 Brian assisted the Pioneers with this process 
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District of Residency Import ((template name: District Numbers by County Macomb) 

 

 Special Functions  

 Import / Quick Import 

 Choose Rooms table (if this table doesn’t work try Courses)  
 

             
 Browse out to find the template 

 Import 
 

Once the Import record from an ASCII table – go to the URL and type in after html?filenumber=600 
 

        
 

 Enter 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Import record from an ASCII table you should see: 
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Match your fields: 

 1. Value / Value 

 2. District Name / Name 

 3. Cat / Cat 

 4. Sort Order / Sort Order 

 Exclude first row 

 Submit 
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Cleanup In PowerSchool After Importing 
 

 Always check the number of records imported so it matches the spreadsheet. It will be off by 

one record due to the header record. Also compare these numbers to your SASI export. 

 System > System Settings > Reset Server > Submit 

 System > Special Operations > Turn Global Sync On > Submit 

 System > Special Operations > Set Sync to Atomic Mode > Submit 

 System > Security > Users by Groups > select user account and check the district’s schools > 

Submit. 

 Setup of Groups first, then restrict pages by going to Access to Page Permissions – make sure 

you turn it off after using! 

 Go to the State/Province-MI, MI General screen and change the Educational Setting for early 

childhood if you are using a -6. This way your early childhood students will export for the state 

reporting submission 

 Student counts (SASI, PS, SS) - get a student count in SASI, from your spreadsheet and from 

PowerSchool after importing to you can compare numbers of students before and after. 

Historical Grade Import problem for Term later than 1900 

 Tammy explained this problem and has documentation with a workaround. We tested so we 
could all see it firsthand. Hopefully Pearson will have a fix for this soon. If not we’ll have to do 
this fix for all Phase 2 conversions. 

 
Credit Types 

 If you change credit types in PowerSchool they will show in the converted Historical Grades – 
BUT the course will not show or calculate on the Graduation Progress Screen. 

 
Subject Codes and Departments Setup 
 
Grad Progress/Requirements 

 When setting up the grad requirements, the sort order is considered in how Powerschool 
applies the credits to the subject areas.  Courses that have multiple credit types, will be assigned 
to the credit type that has the highest sort order first.  Core classes should be given the highest 
sort orders.  Classes should be listed in groups according to subject and given the priority that 
you want the credits assigned in. 
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Elementary Schedules 

 Create the anchor sections 

 Create the dependent sections 

 Schedule the students into the anchor section – this will schedule them into all the dependent 
sections. 

 
Walk-In Scheduling - need to show counselors how to see schedules prior to first day. 
 
Lockers 

 PowerSchool only stores one locker combination 

 The rest of the combinations can be stored in an excel file 
 
District Entry Date (Modify Info) - PowerSchool 

 This field was converted from the SASI OrgEntDate.  This field also writes to the State Reporting 
tab. 

 
School Entry Date (Modify Info) - PowerSchool 

 This field was converted from the SASI Enrollment History. 
 
Exit Dates 

 Had to change the exit dates for all students to the ending date of the calendar which was 
6/29/09. 
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Scheduling Setup Screen 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Next Year Grade (Sched_NextYearGrade) – this field 
was in the student.txt spreadsheet and imported fine 

Schedule This Student (Sched_Scheduled) – can add 

this field to the end of the student.txt spreadsheet 

and mass change the column to a value of 1 or after 

import use the Student Field Value option and mass 

change all students to a 1. 

 
Year of Graduation (Sched_YearOfGraduation) – add 
this field to the custCvt1 program and use the 
SASIxp field ORIGYRGRAD. 

Next School Indicator (next_school)  – this field was 
in the student.txt spreadsheet and imported fine 
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FTEID Field – need to mass change for all students 

 This field gets populated for the student upon enrollment when a Full-Time Equivalency is 

selected.  The FTEID number comes from the FTE code(s) you created. 

 Most likely the school should only have one FTE created. 

 Imported students do not have this field populated and this field must be filled in so that 

ADA/ADM reports work accurately. 

 FIND THE FTEID NUMBER 

 Go into DDE and select the FTE (159). 

 Query YearID = 19 and Search only records in this building. 

 Go to List View and open the link and write down the ID number 

 Go to the Start Page and key in:  FTEID#the number you wrote down. For example FTEID#145 

 The students displayed in the list do not have the correct FTEID. 

 You can use Student Field Value function to change this field for this group of students. 

 Anytime a change is made to attendance preferences or to the FTEID field, you should run the 

Refresh Attendance Views by going to: 

Special Functions>>Attendance Functions>>Refresh Premier Attendance Views Data. 

 Now run the ADA/ADM  by Date and/or ADA/ADM by Student to make sure that totals under 

membership and attendance are accurate. 

 
Room File 

 Must be set up once converted to PowerSchool 

 
 
 
Data Validation (see Data Validation section in binder) 
 

 Run Validation Reports in PowerSchool - these reports should be run daily the first year, by 
running these reports you will save yourself a lot of headaches. 

 Report menu / Section Enrollment Audit Report and School Enrollment Audit Report 
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	Inactive SASI Students are not converted 
	 
	Time commitment: 
	 
	Ethnicity 
	 
	1 1 American Indian or Alaska Native 
	2 2 Asian American 
	3  3 Black or African American 
	4  6 Hispanic or Latino 
	5  5 White 
	6  7 Multiple or No Response 
	7  4 Hawaiian or Pacific Islander 
	 
	 
	 
	 
	 
	 
	 
	 
	Pre-Conversion Cleanup and Prep in SASI 
	 
	SASI Data 
	SASI Teacher File 
	 
	SASI Courses and Sections 
	Course ID examples:  Sasi – HS1001 PowerSchool – HS1001 
	Section ID examples:  Sasi – 0027PE9 PowerSchool - .1 
	 
	SASI Scheduling Tab in School Atom 
	 
	SASI Rotation Schedules 
	Example – A day starts on 9/9/09 for first semester and B day starts on 9/10/09. 
	A day starts on 1/7/2010 for second semester and B day starts on 1/8/2010. 
	 
	Mid-Year Elementary Conversion Checklist – Utica and MISD Schools (the changes listed below were done in a copy of the current school year in SASI)  
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Running The Conversion Program 
	 
	        
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Verify State building numbers. 
	 
	 
	 
	 
	Choose the PowerSchool Term Codes.  This school has Semesters & Quarters and so we removed the trimesters and associated the correct PS Term Code.  If we were choosing Trimesters and not Semesters & Quarters, they would be:  T1 for termcode 01; T2 for termcode 02; T3 for termcode 03 and remove the Semesters & Quarters. Important: Do not change YR=00 to Y1 or YR since 00 is a numerical representation for 1900. If you are converting multiple schools such as middle/jr and high schools at one time, you have to 
	 
	 
	 
	Course Numbers – since PowerSchool has one big district course file, some liaisons wanted to identify their courses by adding an HS before the course number for their high schools, an MS for their middle  and an EL for their elementary schools. Some liaisons made this change in SASI, others made the change in the spreadsheet.  If you wish to use this conversion program to put a prefix before the course number you can choose it here. 
	 
	Section Numbers – the conversion program exports SASI’s courses and sections together so most liaisons chose to use the Remove all characters… option.  Brian wrote other options to help convert section number since PowerSchool does not like leading zeroes. Make the selection that best appropriate for your school data. 
	 
	 
	If you wish to create a translation table for these Discipline Options select it here. 
	 
	 
	 
	 
	This section will export the parent (APRN) and Emergency Contact (AEMG) files. The CVTMAIN program reads the APRN first then looks at the AEMG and compares and tries to only take one record. It will sort mother, then father. 
	 
	Need to determine the maximum number of contacts you want to allow in PowerSchool. Most of the time we chose 6. 
	 
	 
	 
	 
	 
	If you are converting Course History you will get the following screen. 
	 
	 
	 
	Your files will begin to process; subsequently this screen will ask which GPA to export. 
	 
	 
	 
	 
	Choose the immunization codes for each of the 3. Note: not many people chose to convert Immunizations since they keep this data in MCIR, the Health Dept’s site. 
	 
	 
	 
	The program gives you a report on what was just converted. 
	 
	 
	 
	Here is an example of the files that were created and you will import into PowerSchool. 
	 
	Running The custCvt1 Conversion Program to convert additional fields from SASI’s ASTU, AEMG, AHLN, UMBR, USRS files. These would be fields that are not converted with the cvtMain.exe program. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	The screenshot below is an example of the fields that we converted for our ISD schools.  
	 
	 
	 
	Important! 
	Some of these fields had a table relation in SASI so you have to change data in the spreadsheet prior to importing. 
	 
	For example, the 10/30 day rule information exports as numerical value of either a 10 or a 30. 
	  
	In PowerSchool, this field information is selected from a drop-down menu as 10 Day Rule. 
	 
	So you have to change 10 to 10 Day Rule and 30 to 30 Day Rule. 
	 
	This is the same for Pupil Codes. The data converts a RS, but you have to change the data in the spreadsheet to be RS-Reduced Schedule. 
	 
	After adding rows and choosing all your field information, be sure and select Save Specs so you can Load at a later time when converting other schools.
	Post-Conversion Cleanup in the Excel Spreadsheet 
	 
	Excel Spreadsheet Formatting 
	 
	Ex:  Find 400 and replace with ‘0400.  The single quote must be there to retain the lead zero. 
	 
	Student Count 
	 
	Entry Date – student.txt - shows in the Transfer Info screen in PS 
	 
	Exit Date – student.txt - shows in the Transfer Info screen in PS 
	 
	Expressions 
	Grades Level 
	Next_School (student.txt) 
	State Reporting 
	 
	Student Renumbering 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Pre-Import Prep in PowerSchool 
	 
	Years and Terms 
	Y1 = 1900, S1 = 1901, S2 = 1902, Q1 = 1903, Q2 = 1904, Q3 = 1905, Q4 = 1906 
	 
	Grade Levels 
	Calendar 
	Bell Schedule 
	Periods/Expressions 
	 
	 
	 
	 
	Special Programs 
	 
	Scheduling Considerations  
	 
	Attendance Preference Setup 
	 
	Attendance Conversions 
	 
	Final Grading Setup 
	 
	Ethnicity 
	 
	Test Scores  
	 
	Student Contacts Screens 
	 
	 
	 
	 
	 
	Utica’s Renumbering Process 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	File from SASIxp: stuSched.txt (converted data file) 
	 
	New File: newsched.txt (this will be the file you will import into PowerSchool after running this chgStuNbr program) 
	 
	File from PowerSchool: newstudentids.text (file created from the Quick Export) 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Importing 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	              
	5.  Matching your fields will be the next window to open.  
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Students Import (done at the school) (the District Import Checkbox Option Does NOT Work) (see screenshot)  
	 
	After importing students, initialize the State Reporting fields: 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	P
	 
	P
	 
	 
	PowerSchool Import Options 
	 
	Options for importing New Students.  Will ignore students that already exist in Powerschool and only create new Enrollment Records for new students. 
	 
	 
	 
	Options for updating student files for students already enrolled in Powerschool.  Make sure the Allow Update of Enroll Status box is unchecked. 
	 
	 
	Teachers Import (done at the school) (can import same teacher number at another building if import by building) 
	 
	 
	P
	Courses Import (done at the school or district) 
	 
	Courses cannot have duplicate course numbers. 
	 You can import at the District level by checking the district import option in the Miscellaneous screen but you will have to manually check courses that belong to each school at each school. 
	 
	It is recommended that courses be imported at the building level so the import process will populate the courses checkboxes at the building and display the list of courses correctly on the left side of the window. 
	 
	If you have to import courses again, it will update (see Advanced Import Options and check update). Or, you can delete the file and start fresh.  
	 
	 
	Sections Import (done at the school) 
	Sections must be imported at the building level instead of the district level.  The advantage of this is that Powerschool also uses teacher number to import sections and if there are multiple teachers with the same number across the district, it will import all sections related to that teacher number, regardless of the school that the section is taught at. 
	 
	 
	Errors you might see: 
	 
	P
	Student Schedules Import (done at the school) 
	 
	 
	 
	Attendance Import (done at the school) (This is only done for mid-year conversions. Brian has to convert attendance data) 
	 
	 
	 
	 
	 
	Health/Emergency Import (done at the school) 
	 
	 
	 
	 
	 
	 
	 
	SRSD Import (done at the school) 
	 
	Prior to importing, you must initialize all of the fields for all of the tabs to have the ability to map the field.  This needs to be done in only one school for the district.  
	 
	Need to make sure that the cross-reference table from SASIxp is correct.  Make sure that the resident LEA and grade or setting fields are correct. 
	 
	 
	P
	P
	P
	P
	P
	P
	P
	State Reporting – UMSD Import (done at the school) 
	 
	 
	 
	 
	P
	Parent/Guardian Import (done at the school) 
	 
	 
	P
	P
	P
	Migrant (done at the school)  
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Discipline (done at the school) 
	 
	 
	 
	P
	Staff (done at the school) (Note: check spreadsheet info carefully before doing this) 
	 
	 
	 
	Historical Grades (done at the school)  
	 
	 
	 
	History.txt import: 
	 
	Change Year/Term from “None” to 09/10S1 or 09/10S2 after importing high school course history. 
	 
	After you import history.txt into your high school in the correct year, you may find that the year/term says “NONE” – that is a “known issue”.  The year imports as a negative number behind the scenes, so “NONE” is entered instead. 
	 
	 
	 
	To correct these negative numbers behind the scene you will go to System, DDE and select the Stored Grades table 
	 
	Select all the records, then Search StoredGrades for TermID < 0 and check the box to search records belonging to your school.  Search all records. 
	 
	 
	Once all the records are searched and the “Current Records in Selection: xxxx displays (see below), you can look at them by selecting Table View 
	 
	 
	 
	By looking at your list, you can determine which negative number corresponds to which semester.  In this data -9000 corresponds to S1 and -8900 corresponds to S2. 
	 
	 
	Now we can search for the negative numbers and change them.  Search for TermID = -9000 which is our S1 term, check the box to search only in this school then select Search within the current xxx records only.  
	 
	 
	I now have 3233 records that list as -9000 and must be corrected in order for the Year/Term to display in Historical Grades.  In this example the number we must enter to correct the problem is 1901 – which is the name for the term as you have set-up in Years and Terms. 
	 
	 
	 
	You can check your List View again to confirm that these are the records that you wish to change. 
	 
	Now go to DDA and make the changes.  Select Modify Records.  Make sure the correct number of records are displayed. 
	 
	 
	 
	Select TermID and the correct value for this field.  Now select Modify Selected Records. 
	 
	You will follow this procedure again to change the other incorrect internal number.  In this example it was -8900 for 09/10 S2 and the internal number that you will use in the Modify Records would be your S2 number 1902. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Test Score (directions are printed and can be found under the Test Scores section in this binder and also in the Conversion & Importing Processes folder)  
	 
	 
	Fees & Community Service (directions are printed and can be found under Fees & Comm Serv section in this binder and also in the Conversion & Importing Processes folder) 
	 
	 
	 
	District of Residency Import ((template name: District Numbers by County Macomb) 
	 
	 
	            
	 
	Once the Import record from an ASCII table – go to the URL and type in after html?filenumber=600 
	 
	       
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	The Import record from an ASCII table you should see: 
	 
	 
	 
	 
	Match your fields: 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Cleanup In PowerSchool After Importing 
	 
	Historical Grade Import problem for Term later than 1900 
	 
	Credit Types 
	 
	Subject Codes and Departments Setup 
	 
	Grad Progress/Requirements 
	 
	 
	 
	Elementary Schedules 
	 
	Walk-In Scheduling - need to show counselors how to see schedules prior to first day. 
	 
	Lockers 
	 
	District Entry Date (Modify Info) - PowerSchool 
	 
	School Entry Date (Modify Info) - PowerSchool 
	 
	Exit Dates 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Scheduling Setup Screen 
	 
	 
	Next School Indicator (next_school)  – this field was in the student.txt spreadsheet and imported fine 
	 
	Year of Graduation (Sched_YearOfGraduation) – add this field to the custCvt1 program and use the SASIxp field ORIGYRGRAD. 
	Schedule This Student (Sched_Scheduled) – can add this field to the end of the student.txt spreadsheet and mass change the column to a value of 1 or after import use the Student Field Value option and mass change all students to a 1. 
	 
	Next Year Grade (Sched_NextYearGrade) – this field was in the student.txt spreadsheet and imported fine 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	FTEID Field – need to mass change for all students 
	Special Functions>>Attendance Functions>>Refresh Premier Attendance Views Data. 
	 
	Room File 
	 
	 
	 
	Data Validation (see Data Validation section in binder) 
	 
	 
	 
	 
	 




