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Step 1: From the start page, click on “All” Search Students
under the “Browse Students” section.
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Export templote? | CAHSEE Passffail  +— 1v|  Step 4: In the next drop-down menu,

o - select “CAHSEE Pass/Fail” and click on
q o Farmos, Gladys
For Which Records o o n sas ctudante “The selected ___ students.”

Step 5: Click the “Submit” button.
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Step 6: 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 7: 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 8: Click on “Open With” and then “Ch

gose Program.”

Step 9: Check the “Always use the selected program to open
this kind of file” box. Then, click on Microsoft Excel, and click
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Step 10: Click the “1” next to the
column headings and press “Ctrl-
B” to bold the headings.

1 School Student N Student N Grade

Step 11: Click the “Data” heading -y
at the top of your screen, and |2l Connedtions | 4| alzl | ; ; Sleat
click the “Filter” button. This will i Z| sort e
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add sortable drop-down menus to

each column.

E:ESEEM"} Step 12: Click the drop-down menu next to “Grade Level”
and uncheck the check boxes for the grades you'd like to
R exclude. Click the “OK” button when you're done.
Step 13: Click the drop-down menu next to “CAHSEE ELA [ (Select Al
Status” and uncheck the check box for “Passed.” This will r,:jz:;';ds'::f ‘
filter out all students who have passed the ELA portion of the I Passed |
CAHSEE.

Step 14: Copy & paste those students to another spreadsheet or document. These
are the students that still need to take the ELA portion of the CAHSEE.

[ (Select Al Step 15: Go back to the same drop-down menu and re-
Eg:;’;ds':;ed check the check box for “Passed.” This will remove the filter

on that particular column.
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Step 16: Repeat steps 13-15, except for the next column over:
“CAHSEE Math Status. ] (Select All
-] Mot Indicated
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When you're finished, copy and paste your results into another E

spreadsheet or document.

Huzzah! You’'re done!




