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             PowerSchool State Reporting Document 
Direct Certification File Import into PowerSchool

1. PREPARE FILE FROM CEPI IN EXCEL PRIOR TO IMPORTING INTO POWERSCHOOL

· Open Excel

· Select File, Open, and browse to the CSV file that you downloaded from CEPI

· Using the Text Import Wizard, choose Delimited, click Next.

· Text Import Wizard Step 2 of 3: uncheck Tab and check Comma, click Next.

· Text Import Wizard Step 3 of 3: choose Text and select all columns, click Finish. Note: to select all columns click on the first column, hold down your Shift key and scroll to the right and click on your last column.

· Delete rows 1-3.

· Delete all columns but the Student Number column. Change the heading from StudentNumber to Student_Number because that is the field name in PowerSchool.

· Create a column titled LunchStatus and fill with the appropriate lunch status code such as F or FDC. Check in PowerSchool for appropriate code (see screenshot below).

· Save your spreadsheet as a .txt file.

SCREENSHOT FROM POWERSCHOOL LUNCH SCREEN

2. IMPORT TEXT FILE INTO POWERSCHOOL. CAN BE DONE AT THE SCHOOL OR DISTRICT OFFICE 

· Import into PowerSchool using the Quick Import function.

· Select the Students table.

· Browse to your text file.

· Check the “Suggest field map” box.

· Click Import.

· The next screen should show Student_Number for column 1 and LunchStatus for column 2. Check the “Check to exclude first row” checkbox. Important! Check the “Update the student’s record with the information…” radio button.

· Submit.
[image: image1.png]Import Records from an ASCII Text File

1

2

4]

Student_Number

Student_Number v

lunchstatus

LunchStatus v

Check to exclude first row.

The lines below can be used to assign a constant
value to field(s) in all of the imported records,

Advanced Import Options

Note: The student number is required in all import files. Al information is keyed off of the student number field.

If the file being imported contains a student number that matches a student number already in the PowerSchool system, how would you like it

handled?

O Do not process that line from the file being imported

[§  Update the student's record with the information from the file being imported (Note: even if you have this option selected, if the student is in a
different school, the information will not be updated).

O Generate a new, unique student number for the student (from the range specified below) and import the data from the import file.
[ New student numbers are generated at random from within this range: 2000003427 to 2147483646

[ Synchronize Mode (Warning: This will transfer out all Students who are not found in the file being imported. Do not use this uniess you
know exactly what you are doing!)

[ Allow Update of Enroll Status (Warning: Don't use this unless you know exactly what you are doing?)
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