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Online Tutorial: Identifying English Learners
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Step 1: From the start page, enter the Search Students

following into the search box and hit return:  [>°E=2=t2lis @
View Field List “iew Function List Haow to Search

CA_ELAStatus=EL Browse Students
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ney Adela 9 Step 2: In the drop-down menu at the
Reports Menu v bottom of the screen, select “Quick
he Export.”

Step 3: Enter the following fields into the

text box:
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Step 4: Click the “Submit” button.



Step 5: After you click “Submit,” you'll
receive a prompt about the file you're
exporting.

Choose “Save to Disk” and save the
file to your desktop. \

Step 6: Find the file on your desktop,
and right-click on it.
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Opening student. export. text

You have chosen to open

|:aj student.export.text
which is a: Te:xt File
fram: http:ffpstest.greendat.org

~ what should Firefox do with this file?
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Step 7: Click on “Open With” and then “Ch

gose Program.”

Step 8: Check the “Always use the selected program to open
this kind of file” box. Then, click on Microsoft Excel, and click

Z WICFOSOTT LITICE LIOCUMENT LMaging
Microsaoft Office Excel
Microsoft Cffice InfoPath

Microsoft Office Pickure Manager
=

€

B mem b e e

cmFimieb

Always use the selected program ko open this kind of file

Step 9: In the Excel spreadsheet, bold your column titles in row 1 and sort your

data as needed.




