Exporting Students

**Run Overdue/Fine reports for the students you are exporting. Students’ history will not be included in
their export.**
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To begin your export, go to Back
D e Office.
o Select Export Patrons from the left
menu, the following screen should
appear.

Update Patrons

Import Patrons @ All Patrons

Export Patrons O patrons whaose || Patron Type vl is ‘EIE Student v

Upload Pictures

Library Policies

Access Levels

Calendar / Hours
Reports
Site Configuration

Inventory

Job Manager

|ej D Internet

2 Export Patrons - Microsoft Internet Explorer |:”E‘E‘
T

Fle Edt Vew Favortes Took  Help

QBT“ O HE@GPurfre B2 W -JOr B = If some of your students are moving to
Address g"lhtt :11216.239. 28, 20jbackoffice jservlet [presentexport patronsform, do?l2m=Export s 20Patrons v|[gdso Links . .
~ e o High Schoal (5. 12) : St oA ] ek 4. © middle or high school, select the “Patrons
",l "-_ J

N, e Home Catalog Girculation Back Office My Info Whose” radio button.

Enport Patrons

How da T...
Find Patron

ad patron Tech Note: Radio buttons get their name
e — from the buttons on the radio in your car.
Bortpatrns | ©Patrons whose| |Pairon Type o] is (58 Suent v Just like the buttons in your car, you can
Upload Pictures .

only select one at a time. (Check-boxes
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Here you select the term which will
“identify” the students who are being
exported.

The choices are listed. Select the
identifier which works best for your
export.
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If you choose Patron Type as your
identifier, your patron types will be

displayed and you can select the one you

want.

If you choose Patron Status as your

identifier, your choices will be active or

inactive.

Destiny v7.5
Revised 8/11/2007
Chris McArthur

Chrism@waubun.k12.mn.us

20f4



Exporting Students

A Export Patrons - Microsoft Internet Explorer

File Edt View Favorites Toos  Help i
Qe - Q- [¥] B @ Osern Flpreones € (2 i Jeri 3
adiress €] hitp:/j216.239 25.20)backofice{servisthandiesxportpatransform. do v B ks . .
. ‘5,*,1 Waubun High School (5-12) Chris McArthur | Help A @ If'you Choose ar%y Other ldentl‘ﬁer you
nofR e\ cataog ) Circuiation \@WENTIOR v o will need to fill in the box which follows
- — “is” with your identifier information, for
it example:
Update Patrons EEROHES ° d b s <C EE)
graduation year is “2010,
Import Patrons J O all Patrons s G . EL)
Export Patrons @ patrons whose | Graduation Year V” is | | [ ] homeroom 18 Smlth,
Upload Pictures ...and Patron e\s Al b :
Ij:ral'Y Policies roen e N b grade level IS “4'”
Access Levels L
Calendr / Hours
Reports
site Configuration
Inventory
Job Manager
&] Done ® Internet
2 Export Patrons - Microsoft Internet Explorer |ZHE‘E‘
Fle Edt Wiew Favortes Toos Help "
eaack - |ﬂ |EL‘ .ﬂ /f] search \_:J:(Favuntes | 2 :; 4} 3! ﬂ ﬁ
address ﬂjhttp:f/Z16.239‘28‘2DJbac!qofﬁce/serv\etfhandleexportpatronsfarm‘du : VB ks Y()u Wlll be giVen an Option to ﬁll in
. ._5,‘*,1 Waubun High School (5-12) Chris McArthur | Help A @
P . : patron type. You can select a type or elect
N o esrm Home GCatalog Circulation Back Office My Info « s . .
Sepatperome to use “Any” which means anyone with
How do 1.
S the identifier you have chosen will be

update Patrons Export...

Import Patrons QG all patrons
Export Patrons @ patrons whose Waduatmn Year Vl i |

Upload Pictures

exported, regardless of their patron type.

Satisfied with your choices, click export.
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You’ve completed an export. Where are the students? Do they only exist in the export file
you just saved? Were they deleted upon export?

No, they were not deleted upon export they are still in the original database.

At this point you may want to shift all the students you designated for export into a “holding” or “temporary”
homeroom. Once you know the importing school successfully imported the students you can delete them from
your database.
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