How to Export By Courses for Picture Files

-Go to School and Find Number Search for Courses.  For instance, at BHS for PE Search for HE, For Govt SS…

-DDE
-CC(4)  Table

Search – SchoolID
Search – TermID    >=   Current Year  Ex: 2500
Course_Number contains (Search from first line)

Export Records:

[1]student_number 
[1]Last_Name
[1]First_Name
[1]Grade_Level
[2]Course_Name 
[5]LastFirst
TermID 
Expression

Clean up File:

Delete all:
Second Semester Classes (sort by term ID)
Grade Levels you don’t want (sort by grade level)

Fix Expressions:

Click on Column:
Choose Data - Text to Column
Delmited – Next – Check Other 
Place ( in the Other box – click Next – Finish
Delete new row you created with A)


Next to First Expression number

=(then click on the Expression in box)-1 return
Copy that box and paste formula all the way down

Copy and Paste Special (Values) into Column to the Right of that column.

[bookmark: _GoBack]Delete Previous 2 columns, Fix column headings and send to photographer. 
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