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

Step 4: Click on “Clear Extract Criteria”
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Step 5: Select your school from the list. (may already be populated)

>

Step 6: Click “Run Extract”

D
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Step 7: You now see the number of students in your school. Click “Go Back...”

Step 8: Click on the door to exit this screen now
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Step 9: Click on “Export/Ad Hoc File”

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 aain using

the button. You will need to move the Legal Name, First Name, Grade, and Pupil
Number.

Step 12: Click “Create File”

D
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Step 13: Make sure that the delimiter is set to a comma and then click “Save’As

O
O

Step 14: Save the file as “something.csv” (must end in .csv) and then click “Save”

O O
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Step 15: Click “Create Export”

Step 16: Click “OK”
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Step 17: BCeSIS should say “Export is complete”, Click “OK”

Step 18: Go find the file that you just saved in your computer. It will be ableat be opened
in MS Excel and you can verify the data in there.
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