Obtaining New UICs for PowerSchool

Select Reports from the PowerSchool Menu on the left and then select the State tab. Then you can
run the Michigan Request for UIC/ Early Roster report.
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Right click on the view link once the report finishes and select “Save Target As...”
Report Queue (System) - My Jobs r=fr=zh

| System I ReportWorks I

Created Job Hame Started Ended Status

10/10/2009 Michigan Request for UIC / Ear 10/10/2009 5:02 AM 10/10/2009 3:03 AM Completed
Open

10/10/2009 Michigan General Collection 10/10/2009 1:25 AM 10/10/2009

Open in Mew Tab
Open in New Window
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10/10/2009 Michigan General Collection 10/10/2009 1:10 AM 10/10/20Q9

10/03/2009 Michigan Request for UIC/ Ear 10/03/2009 2:49 AM

10/03/2009 Michigan Student Record Mainte 10/03/2009 2:28 AM 10/03/2009 ]

Select a location and click the save button.
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Upload this file to the Michigan Student Data System(MSDS) and resolve all of the records. Once all
of the records are resolved, you can download a file from the MSDS to import the UIC numbers back
into PowerSchool.
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Select the proper file from the Download Status section of the MSDS and save it to a location on your
computer or network.
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|@ While files from the Intemet can be useful, some files can potentially

ham your computer. ¥ you do not trust the source, do not open or
save this file. What s the rigk?

Extract the zip file and open the resulting file in Excel. Select the option to open as a “read only
workbook”. NOTE: Versions older than Excel 2003 do not allow you to open the xml file with this
option.
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Delete all columns except for the “/RequestforUIC/PersonalCore/UIC” column and the
“/RequestforUIC/SchoolDemographics/StudentidNumber” column.

Rename the “/RequestforUIC/PersonalCore/UIC” column to “MI_SRSD_StudentUIC".

Rename the “/RequestforUIC/SchoolDemographics/StudentidNumber” column to
“Student_Number”.

Delete the first row of the spreadsheet.

i
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Right click on the UIC Number column, select the entire column, and select format cells.
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On the Number tab, select “Custom” and type ten zeros (0000000000) in the “Type:” box.
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Click OK. This will fill in all leading zeros in the UIC Number column. Note the leading zeros.
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Save the spreadsheet as a tab delimited text file. Note where you save the file.

Save in: |Ld.'J Public Documents Izl @ ~ 3 | 'a > Ci - Tools =
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Save as a tab delimited text file.

File name: |UICs for PowerSchool

UICs for PowerSchool, tet may contain features that are not compatible with Text (Tab delimited). Do you want to keep the workbook in this format?

« To keep this format, which leaves out any incompatible features, didk Yes.

» To preserve the features, didk Mo. Then save a copy in the latest Excel format.
« To see what might be lost, didk Help.
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Log into PowerSchool and select the school you want to import the UICs into.
Select Special Functions from the menu on the left.

Select Importing & Exporting.

Select Quick Import.

Select the Students table.
Click browse next to “File to Import:” and select the tab delimited file that you saved above.
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By renaming the column headings and allowing PowerSchool to suggest the field mapping, the
columns from your text file will align with the fields in PowerSchool.

Check “Exclude First Row”

Select the “Update the Student Record” option under Advanced Import Options

Import Records from an ASCII Text File

Colz From your file —— To PowerSchool
1. MI_SRSD_StudentUtc - = MI_SRSD_StudentUIC ¥
2. Student_Number e * Student_Number v

Check to exclude first row

The lines below can be used to assign = constant
value to figld(s) in all of the imperted records.

Check “Exclude First Row”

Motet The student number is required in all import files. All information is keyed off of the student number field.

If the file being imperted 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).

igue student number for the student (from the range specified below) and import the datz fram the import file.

O I:l Hew student numbers d at random from within this range: 10000000 |- | 214743364
D Synchronize Mode  [Warning: This vill transT who are not found in the file being imparted. Da not use this unless you know exactly what you are daing?)
O Allow Update of Enrcll Status  [Warning: D Select Upda‘te the

Student’s Record

£ submit )

Click Submit and review any errors that are listed in the resulting report.
Verify that the UICs have been imported on the General Page of the SRSD screen and on the
Student Demographics page.



