
 
  



















QUICK EXPORT 
Exporting information for groups 

This guide was made using Firefox. Please use Firefox. 

From your start 
page, select
your group of 
students. 

Select group by 
multiple grades:
“Grade in 6, 7, 
8” 

Call/email for
more advanced 
search/grouping 
options

 Once you have your student selection, click the drop down 
arrow in the bottom right of the student selection (boxed w/ 
arrow above) and from the resulting drop down menu, select 
QUICK EXPORT.  

Once at the Quick Export page, you will enter the fields you wish
to export for those students. You can search for these fields by 
clicking FIELDS (below). Also see the last page for a list of
frequently used export fields. 























QUICK EXPORT 
Exporting information for groups 

Enter the fields you
wish to export in the
order you want them 
in on the report, then 
submit. 

If you have your computer set up for it, you will
be prompted to “Open With Microsoft Excel”. 
Click okay. This command may take a moment 
to open Excel. If this is your first time doing
this, check “Do this automatically for files like
this…” 

IF YOU ARE NOT SET UP TO OPEN W/
EXCEL, it may open as a text file. Simply copy
all data from the text file and past in cell A1 on 
a fresh Excel spreadsheet. 

IF YOU ARE NOT PROMPTED ON HOW TO OPEN THE FILE, Check your downloads
in the upper right corner of your FIREFOX browser (Below). If you have a new 
download, the down pointing arrow w/ a line underneath will be blue. 

Select the report labeled 
student.export.text. 

This will open a text file.
Copy and past the text into Excel. 



 







 







QUICK EXPORT 
Exporting information for groups 

USING CHROME 

Using Google
Chrome, use all 
the above steps,
then find your
download in the 
bottom left 
corner. 

Open the text
file, copy all info,
paste to excel. 

Using Safari, use all
the above steps.
Safari will 
automatically open
the text file (If
allowed). If the report 
does not open, find
your text file
download in the 
upper right hand 
corner. 

Open the text file,
copy all info, paste to
excel. 

USING SAFARI 






QUICK EXPORT 
Exporting information for groups 

Frequently Used Fields 
Field Result 

student_number State ID 

LastFirst Last, First (Name) 

Last_Name Last Name 

First_name First Name 

Grade_level Grade 

Lunch_ID Lunch ID 

DOB Date of birth 

Gender Gender 

Home_room Home Room 

ak_migrant Migrant Y/N 

ak_lep LEP Status (LP=LEP) 

Mailing_Street PO Box # 

Mailing_City Mailing City 

Mailing_Zip Zip Code 

Home_Phone Home Phone 

mother_cel_phone Mom’s phone 

father_cel_phone Dad’s phone 

guardian_cel_phone Guardian’s phone 

physical_date Date Physical was given 

physical_expiration Date Physical expires 

There are many, many more fields to export for students. If you do not see one you are 
looking for here, and have already searched the FIELDS available, please email or call
myself or Robin. 




