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Request for UIC Process 

 

1. Creating the upload file for CEPI: 

Go to the District Office.   Click on Data and Reporting > Reports > Compliance Reports > Michigan Data 

Collections > Select MI Request for UIC. 

 

 

 

 

 

 

 

 

 

 

 

 

Find Current Selection Students should be set to All Students.  Put in your District Code and District 

Number (this is the same number).  Enter the appropriate dates.  NOTE: you will need to update the 

dates for each submission. 

Select the schools you are reporting on.  Hold the control key down while clicking on the desired 

schools.  For the Run for option select Students Without UIC.  You can click the dropdown and “Select 

All”.  This will save these settings so that you don’t have to enter them on our next pull. 

 

All Students 

District #: Both Areas 

Enter Dates – Remembering to 

change after each Count Day 

Select Schools:  Hold CTRLKey 

to select Multiple Schools Students without UIC 

Select All 
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Under Scheduling you can click Run Now and then Submit 

 

 

This will take you to your Report Queue 

 

 

Click on the “Refresh” button and the file will then show under Completed Reports.  Once the status 

indicates “Completed” click on the word Completed.   

 

 

 

Open the file from your download director and save to your computer. 

Run Now 
Submit 

 

Refresh 

Completed 
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Upload to CEPI, resolve any issues and download file.   

 

2. Prepare the file from CEPI to import into PowerSchool: 

Open Excel and open the file you downloaded from CEPI  with your new UIC’s. 

Click on the downloaded UIC file from CEPI and drag it into cell A1 of the Excel spreadsheet.  You will get 

a pop-up window that asks how you how to open it.  Click “As an XML table” 

 

 

 

 

 

Cell A1 

XML Table 
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The data imported into the Excel spreadsheet as seen below 

 

You will need to delete all columns except for the “UIC” column and the “StudentIDNumber” column. 

 

Rename the columns to “State_Studentnumber” for the UIC and “Student_number” for the Student ID 

Make sure there are no blank rows as the top of the spreadsheet. 

  

Keep these 2 Columns 
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Highlight to select and Right click on the State_Studentnumber column.  Select Format Cells 

On the Number tab, select “Custom” and type ten zeros (0000000000) in the “Type:” box and click “OK”. 

 

This will fill in all leading zeros in the UIC Number column.  Note the leading zeros indicated below. 

 

Select Column 

and right click 

Select Custom 

Type in ten zeros 

Click OK 
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Save the spreadsheet as a tab delimited text file on your computer 

 

 

3. Importing the prepared UIC file into PowerSchool 

 

Go to District Office entity. 

Select Data & Reporting from the menu on the left. 

Select Imports and then Quick Import 

Select the Student table 

Select Choose File next to “File to Import:” and select the tab delimited file that you just saved. 

Make sure the “Suggest field map” link has a check mark then Click Import 

 

  

File Name 

Text (Tab delimited) 

Students 

Choose File 

Suggest field map Import 
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Your fields should map to PowerSchool as listed below for Column 1 and 2.  Place a check mark in the 

box to exclude first row. 

Select the “Update the Student Record….” Option under Advanced Import Options.  Click Submit 

 

Review any errors that are listed in the report.   

Exclude first row 

Update the student record.. 

Submit 


