CREATING
PROCESSING

LISTS
IN
SKYWARD




Step 1:

Step 3:

Processing List

PART 1: Setup the Excel File

A B c D E F G H
1 |OtherID st Description CY Subject CY Teacher
2 |12345 . . TH MODELS FOR ALGEBRA 1 Mathematics  GERMANY
3 12345 For import processing, the TH MODELS FOR ALGEERA 1 Mathematics  C MINER
4 |12347 first Columns tit|e must have OMETRY Mathematics  J HARDIN
5 (12248 Other ID GLISH INDEPENDENT STUDIES  Language Arts  CJORDAN
6 12361 D er IN OF TRANS Career/Tech Ed M JIMENEZ
7 (12349 DOErErTeRTD= . £NGLISH INDEPENDENT STUDIES  Language Arts | C JORDAN
8 12350  DOE, GABRIEL 3 4114 14 INT PHY & CHEM Science N GARZA
9 |12351 ISH 2 Foreign lang O CARDENAS
10 12352 The students Other ID must ISH INDEPENDENT STUDIES CT | Language Arts R PLETCHER
11 |12353 . . L. . . C HLTH sc1 Career/Tech Ed V PEREZ
12 12354 include six digits starting with  [icai term Career/Tech Ed V PEREZ
13 12355 the |eading 0 OF TRANS Career/Tech Ed M JIMENEZ
14 12356 ISH 2 Foreignlang O CARDENAS
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ACROBAT
- @ P == . - v L
} Calibri n A A == |% =* Wrap Text General rm EZ -
B I U-~ 2 ¢= 3= | ElMerge&Center ~ | $ ~ % ¢ | B 4 itional Formatas Cel
- aq~ Table~ Style
Clipboard & Font 1 Alignment ] Number
A17 v £ || 12359
2. Under the Number section, select the drop
A B c | b | E F down option (to the right of General), select
B e bl B W weons ORI S1O0E NS OIS, SEE6h CUSom, el
3 (12346 DOE, BIANCA 3 3204 5 MATH MODELS FOR ALGE Type enter m
4 112347 |DOE, CINDY 3 3513 4 GEOMETRY
5 |12348  |DOE, DANIELA 3 1200 3 ENGLISH INDEPENDENT STUDIES  Language Arts  C JORDAN
6 |12361 |DOE, EVAN 3 8720 1 PRIN OF TRANS Career/Tech Ed M JIMENEZ
7 |12349 DOE, FERNANDA 3 1200 3 ENGLISH INDEPENDENT STUDIES Language Arts CJORDAN
8 (12350 [DOE, GABRIEL 3 4114 14 INT PHY & CHEM Science N GARZA
9 |12351 DOE , HERBEY 3 6313 1 SPANISH 2 Foreign Lang O CARDENAS
1012352 DOE, ISELA 3 1200CT 1 ENGLISH INDEPENDENT STUDIES CT Language Arts R PLETCHER
1112353 Bo’ Career/Tech Ed V PEREZ
12|12358 < 1. To add the leading O, Career/Tech Ed V PEREZ
Blizsss o highlight all the Other IDs Career/Tech E4 | MAMENEZ
1412356 |D¢ Foreignlang O CARDENAS
1512357 |DOE, NICK 3 8730 3 PRIN OF LAW Career/Tech Ed G SANTELLA
16(12358  [DOE, OLGA 3 8720 1 PRIN OF TRANS Career/Tech Ed M JIMENEZ
17[12359  IDOE, PETE 3 1200CT 1 ENGLISH INDEPENDENT STUDIES CT  Language Arts R PLETCHER
18
| o B
8 (55
ABC General )
123  No specific format 1
12 Nomber !
12359.00
i Currency
1
< [ Accounting 1
i > 36000
il $12,359.00
G \
G | ShortDate B
11/1/1933
)
r Long Date )
=
i Wednesday, November 1, 1933 ;
Ir )
1
7 Percentage 1
F 70 123500000% 1
1 Fraction ]
o 1
1 02 Scientific 1
1.24E+04 1
ABC et ; Select More Number
T q
Formats
More Number Formats... AI—\




Step 4:

2
Format Cells :
MNumber | Alignment Font Border Fill Protection
Category:
General Sample
Mumber
012359 .
Eu"wtsf 2. Enter six zeros
ccounting Type:
Date = 000000
Time 000000
Percentage d-mmm-yy ~
Fraction d-mmm
Scientific mmm-yy
Text h:mm AM/FM
Special h:mm:ss AM/FM
| m h:mm
[ h:mm:ss
1. Select Custom ]
T hd
Delete
|
Type the number format code, using one of the existing codes as a starting point.
[ 3. Select OK ]
Cancel
Step 5:
A B C D E [ G H
1 |OtherID Student Full Name CY Period CY Course CY Section CY Description CY Subject CY Teacher
2 |012345 DOE, ANNETTE 3 3204 1 MATH MODELS FOR ALGEBRA 1 Mathematics GERMANY
3 (012346 DOE, BIANCA 3 3204 5 MATH MODELS FOR ALGEBRA 1 Mathematics C MINER
4 1012347 DOE, CINDY 3 3513 4 GEOMETRY Mathematics JHARDIN
5 012348 D LISH INDEPENDENT STUDIES Language Arts CJORDAN
6 |012361 Other ID now includes six digits I\lOFTRANS Career/Tech Ed M JIMENEZ
7 012345 D LISH INDEPENDENT STUDIES Language Arts CJORDAN
& 012350 DOE, GABRIEL 3 4114 14 INT PHY & CHEM Science N GARZA
9 |012351 DOE, HERBEY 3 6313 1 SPANISH 2 Foreign Lang O CARDENAS
10|012352 DOE, ISELA 3 1200CT 1 ENGLISH INDEPEMDENT STUDIES CT Language Arts R PLETCHER
11012353 DOE, JAKE 3 8650 5 PRINC HLTH 5CI Career/Tech Ed V PEREZ
Step 6:
File name: | Doe Students v
Save as type: | CSV (Comma delimited) v
Save the report.
Authors: Juarez, Vannessa C. title sil  Select Save
Under Save As Type select,
CSV (Comma Delimited)
Hide Folders Tools ~ Save Cancel
Step 7:
H ©- = Doe Students - Excel
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ACROBAT
[ .
“D ‘E% Calibri B Y B | Eowrap Tent Tet - B ’;‘4 p.} E‘I' EX [ > Select EXit
B Fill+
g A- 5= | B Merge & Center = | § - % » | % g9 | Conditional Formatas Cell | Insert Delete Format ‘ and Don’t
- = = “ | Formatting~ Tablew Styles- - - - £ Clea
Clipboard 1 Font B Alignment ® Mumber o Styles Cells Save
B13 - I DOE, LAUREN
A B C D E F G H 1 J K L M N
1 |other ID StudentFull Name CY Period CY Course CY Section CY Description CY Subject CY Teacher
2 012345 DOE,ANNETTE D3 3204 01 MATH MODELS FOR ALGEBRA 1 Mathematics  GERMANY
3 012346  DOE, BlANCA ‘03 3204 o5 MATH MODELS FOR ALGEBRA 1 Mathematics € MINER
a4 [012347 DOE, CINDY ‘03 3513 N GEOMETRY — > — ;
5 012348 DOE,DANIELA 03 200 oz ENGLISH INDEPENDENT STUDIE s v (B2
v v v v
o ,012361 DOE, EVAN ,03 '3720 ,01 PRIN OF TRANS Some features in your workbook might be lost if you save it as CSV [Comma delimited),
7 (012345 DOE, FERNANDA 03 1200 03 ENGLISH INDEPENDENT STUDI o
8 (012350 DOE,GABRIEL 03 2114 na INT PHY & CHEM Doi¥oiiaantidlkesplusnoithatiomat)
9 (012351 DOE, HERBEY ‘03 6313 01 SPANISH 2 Yes No Help
10 (2352 DOE, ISELA ‘03 1200cT 01 ENGLISH INDEPENDENT STUDII —
11012353 DOE, JAKE ‘03 8650 (5 PRINC HLTH SCI Career/Tech Ed V PE

Select Yes




Slide 1:

Slide 2:

Slide 3:

Processing List

PART 2: Import the Excel file

J 3 er
§ 5
g Student Food Educator LGELGELE Federal/State  Custom
v Students | Families = Staff o 00| oo oo Ofice Administration , ~ o, Repading Bl Raperds Q |
4 Q # Student Management Setup
~ Advanced Features Setup ~ Entity Counts Setup ~ District Calendar Setup )
Automated Emails L] Entity Counts L] Calendar Events L] |
System Contacts © Reports Lo Activity Events L] E h
Student Indicators Lo Field Trips Lo
Processing Lists o +~ Name Maintenance Setup Lunch Menus L]
Messag \Center Lol N e =on r
Processing Lists ©
Click here to access Processing Lists. r
Who, What, When, Why? =
A Processing List is a list of student names
generated by a set of report parameters P
or by an individual selection of students, -
which can be used in various reports. WSIADFUNRE
Q Student Profil ]
I Use a Processing List when generating your report and ranges w:\seRpRm ‘ ™
Long to get a list of specific students needed for your reporting purposes. Entry by Student o
i A [T We Zers to despby WS\OF\GR\GS

Entity (400) Grades 9 to 12 (400) =

e

<4l Processing Lists 7 (385)
Processing Lists

Description a Date Created Time Created | Created By

There are no records to dsply; check your fiter settings.

From this screen you have the capability
to Add, Edit, and Delete Processing Lists.

The current user or all user's processing lists
display on this screen
depending on the filter option selected.

~ Student  Food R Educator WEGIELGELE Federal/State  Custom
Home w Students Families Staff Sevcesilisenice Office  Administration AdcassPhis Repoting | Reports Q

FS Alert Mary Jonesscr  Account | Preferences | Ext | ? b

] J @ ' . \':JFavomcs' '{JNcmedow @Mypnnmueu:

e Filter
K

Add
/1

Processing List ID

7

LCIidc Add to create a new Processing List. ' s

4l Processing Lists % (385)

Entity (400) Grades 9to 12 (400) v FS Alert Mary Jonesscr  Account | Preferences | Ext ? %
SKYWARD'
4 Student  Food e Educator WAGELEGM Federal/State - Custom
Home w Students Families Staff Sarces | Sanica Office ~ Administration Aicwst Diils Reporing | Reports Q

'] ._,_. ' . QFavomcs' ‘DNcw Window Gh‘y Print Queue

* Description: |

Processing Lists @] & Filter
Options
Description a Date Creg S ~=—ssing ListID o
(1 Add a Description and Long Descripti N &

There are no records to @ Processing List Informatior| for the new Processing List. Firefox o B % M

@ broker9:81/scripts/cqiip.4 Click Sa

| ve.
Processing List Infch.l/ — A @S 2
Processing List Information Save
Back g

Long Description: |

Asterisk (*) denotes a required field




Slide 4:

Student Food Educator LGEUEELN Federal/State | Custom
Home |v‘ Students  Families [ S!df‘ Sevices LiSenice Office = Administration |: Access Plus: Reporting | Reports Q
<l Processing Lists W (369) » 2 [ @ ® Wrovortesy TIhew Window & My Print Quee
Click the arrow to expand the processing list information. l Y
o Crested By Processing List ID |
¥ List Name 14/07/2014 11:30 am| Jonesscr, Mary Ag-d ‘
gat |
Expand Al Collapse Al Modify Details (displaying 2 of 2) View Printable Detais T
w Proces:
" Nbr of Records: [}
Long Description: List Name
w Names in Processing List
No Names in Prq “essing List
Select Add/Delete Names
to add or remove names from the Processing List.
Slide 5:

] Processing Name List (227) | oS 2
Views: General v Fiters; *Skyward Default v Yo =) & A |
Last Name a First Widdie Grade |GradYr |S | School |Advisor Other D | |(__Dewete |

Kenyetta AB ENOO | il |
Abbescr Temple L ABBESTEMOO1 ! — ) =
AbbotscrillSEIGER Jon ABBOTIONOOO 09 2017 A 400 Burd{ A |ist of students can also be imported |
Abboudscr Kelsie G ABBOUKEL0OO1 to create a processing list.
Abundisscr Tad L ABUNDTADOOL
Adwellscr Marvel c ADWELMAROO1 Click Import.
Airdscr Juan~ ) AIRDSJUROOL 02 2024 n/a

Slide 6:

Processing Name List (87) 2O H 7
Views: Seanral v DR *Siywerd Defaslt v Y W & hee
L haew o Fowt Voo My Omoe Ot vr & Show | Adveer Otrer © Deame

-+ meont
[T
1. Select the List Type. | ——
This is how the students are listed Lt - Enmty 400 - WEVAPUYL - M98 08 == & B
in the file you are importing. arveten 11 200wl aproced SN0 wiliPopupetrus L
In the example, we will use the Other ID waoulncultm AW S 7
Other options indude Other 1D and State 1D.
T NB had I\
‘ LSt TYpe 44enn - gt i
s 3. Click Import
PELDY Svpact l%—h”"m to create the processing list.
| - 2. Click the Browse button
to select the file to import.
Slide 7:
Home v Students | Families = Staff g‘eu’::;“. | S’:?wo::’e | Office = Administration | A;m.g:‘, F.d'n "Vﬁ:;“ | gm Q [
<« Processing Lists i (369) D 2 [F @ @ iirevortesy Tinew window £ My Print Queue \
Processing Lists N @ \

Description a Date Created Time Created Created By Processing List ID ]

(=)

* List Name 14 11:30 am|J

( Ear |
Expand Al Colapse Al Modffy Detalls (displaying 2 of 2) View Printable Details ( D"M i
e
Nbrof Records: 0 M
Long Description:  List Name
I
[
Abadiscr, Kenyetta R.
I

| .




Processing List
PART 3: Generate a Data Mining report using imported file

Slide 1:
Student | Food Educator =~ Advanced Federal/State Custom
Famiies = Staff | sorvices | Service | Office  Administration | accoce pius | ‘Features  Reporting | Reports
4 Q " Student Management Setup Lo
' ~ Students - ST Setup » Emergency Contacts - EC setup  » Childcare - CH Setup -
Student Profile - PR L]
d | Student Browse - ST « » District to District - DD Setup
g | Custom Forms - CF Ll
A Data Mining - DM_ ©
Pseudo Approy e
Reports - RE View an Existing Processing List
Navigate to Students, then Student Data Mining
b Student Ace to view Processing Lists. !
Who, What, When, Why? e
View an existing Processing List 3:’;‘;’;:1'[‘)‘;9
to verify the names associated with the list and 5
to determine if a new list needs to be created. v:gfg?\f:'"p
| | 7Studem Profile
WS\ST\PR
Slide 2:
f Entity (440) Grades 8 to 12 (440) = Sk oo ceommt, | Pt 1S 12
WARD
Student  Food Educator ~ Advanced Federal/State Custom
Homa ' Families | Staff | gorvices | Service | Office | Administration | sccoccpys | ‘Features | Reporing | Reports
» Data Minin: ﬁ (191) ._! . ﬁTaskManager {IFavomesv thewWindow ﬁMyF'thueue
<N g
Reports to Display:|A11 Reports =
Views: [Report Information ¥ Filters:[ *All Reports =l Y W = & Add
Report Name a Report Title [Favorte | CresteaBy | Editabie | Is g g‘":‘" | g, 2 [ :g L I 0:: 7
» 10th Grade Birthday Report 10th Grade Birthday Report [ HOLLIMAROOO Y |[N|A ]Y% Y | 790p | 07/24/0 |
» 2nd Family Permissions 2nd Family Permissions &  HOLLIMAROOD Y N B Both 685/L | 07/17/ | _Clome
» doned report doned report w TAYLOAMAODD N N B Both 857 L | 07/16/ Preview
» College Visits College Visits §¢ HOLLIMAROOD Y | N_A Yes Viliealo i e
» Default Default #  DREWROB0OO N ’ Select any report and Print
» new new & TAYLOAMAOOD N dick Print Using Processing List.
» November Birthdays November Birthdays §y HOLLIMAROOD Y | N A Yes B P | 0/LTN——
» October Birthdays October Birthdays {7 HOLLIMARODD Y N A Yes Y 9sp o111 ;’;‘c‘e‘:m
» SC Entity Issue Entity Test #  TAYLOAMAODD N N B Both 899L | 07/16/ List
Slide 3:
f ~ Processing Lists (57) DU G? e 2
SKYWARD'  processing lists available for the (Sample Processing List) report
Home |« Descripiion a Date Created Time Created Created By Pint |
™ Arbor Area Lockers 07/24/2012 2:29 pm | Holliscr, Mark
4 p» Da =T r—
i Expand All Collapse All Modify Details (displaying 2 of 2) View
Report nfom | — Select Excel or prererrem il s
. Processing . Processing
Fields —— Print for PDF Lis
Long Description: Students with Lockers in the Arbor Area ( Add |
Sorting - - ing List | Edit |
peETiedShy Add/Delete Names Change names in list using the Sample Processing List report [ Delete |
Family Acces 1 Billafuertescr, Ismael W.
Fomsat 2 Briarscr, Alvin Ncnange
3 Binglescr, Phi Expand o see the Names i
And/Or Filter B e e o : e S SRR  Ramc
associated with this Processing List.
5 Gelfandscr, Tyler | Back | m:le
6  Korabscr, Barb .
. =t et The links above
Maytubbyscr, Hugo 7
8 Mowherlersar Makeda can be used to modify the names
O e e . that are a part of the list.




