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LifeTouch Photography: Creating the Export Template 
 

1. Log into your building 
2. Click on Special Functions 
3. Click on Importing & Exporting 

 

 
 

4. Click on Templates for Exporting 
 

             
 

5. Once the window opens – click on the New button 
 

                                    
 
 
 
 
 



 
6. Complete the window with the information shown below 
 

 

              
7. Submit 
8. Once the Export Template is created the window will open showing # of 

Columns 0 – click on the blue 0 to start creating the columns for the 
template. 

 

                            
 

9. Once the creating columns window opens – click on the New button – you 
will create 6 columns for the export 

 

                       
 
 
 



 
Columns 1 – create as shown below 

 Submit 
 

 
                 
Click on the New button to continue creating the columns 
 

                   
 
Columns 2 – create as shown below 

 Submit 
 

 
 
 
 



 
 
Columns 3 – create as shown below 

 Submit 
 

 

 
 
Columns 4 – create as shown below 

 Submit 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Columns 5 – create as shown below 

 Submit 
 
 

 
Columns 6 – create as shown below 

 Submit 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

              
 

Once you have completed creating the Export Template: 
 

1. Go back to the Main Screen of PowerSchool 
2. Click on Special Functions 
3. Click on Importing & Exporting 
 

 
 

15.Click on Export Using Template 
 

 
 
16. Use the Drop Down window and choose Students 
 
 

To the left 
you will see 
the columns 

you have 
created for 

your 
Lifetouch 

Export 
Template 



 
 

              
 
17. When the next window opens; use the Drop Down window and choose 
LifeTouch Photography Export 
 
18. For Which Records? – choose All or a group of students to export 
 
19. Submit 
 
This Export is run at least once a week; but can be run more often if needed. 
 

 The window will open asking you to Save or Cancel 
 Click on Save 

 

 
 

 The Browse window will open select where you would like to file saved 
to – it must be saved as a txt file. 

 

 
 


