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Selecting a Group of Students for Auto Dialers 
Based on Absences 
Export templates have been created to assist in the export of data for the Auto Dialers. The 

export files will not automatically select a specific group of students. This must be done 

manually prior to exporting.  For information on searching for groups of students using 

available student fields, see the Student Selections QRD at  

http://www.nc-sis.org/Documents/student_info/PS_QRD_StudentSelections.pdf 

 

To select a group of students based on absence data for a specific date follow the 

instructions below. 

 

Navigation: System Reports > Absentee 

1. On the Absentee Report screen enter the following information: 

a. Attendance Mode = the attendance type taken at the school (Daily or Meeting) 

b. Students to Include = select All Students 

c. Attendance Codes = select the attendance codes to search for.  Multiple codes 

may be selected by holding the CTRL key while clicking selections. 

d. Date to Scan = date to be searched (to search for absences on August 27, 2013 

enter 8/27/2013) 

e. Processing Options = select ASAP from the drop-down to run the report now. 

2. Click Submit. 

 

http://www.nc-sis.org/Documents/student_info/PS_QRD_StudentSelections.pdf
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3. The Report Queue will open. When the report has finished running click View to see 

the report. 

 

 

 

4. When the report opens click Functions at the bottom of the list. The Group 
Functions screen will open. 

 

 

5. Click Export Using Template. 

 



Selecting a Group of Students for Auto Dialers Based on Absences 

 

PowerSchool 7.8 – 08/30/2013 NCDPI Page 3 of 4 
Doc # 59 –Revision 1.0 

 

 

6. On the Export Using Template screen enter the following: 

a. Type of Export = select the type of data being exported (this example uses 

data from the Students table). 

b. For Which Records? = click the appropriate radio button (for this example all 

18 students from the Absentee Report are needed for the export). 
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7. Click Submit. 

The Export File dialog box will be displayed. Follow usual procedures for saving the 

file.  The file will contain the necessary information for the Auto Dialer. 

 

Important:  The language pulled for the extract will be from the Home Language field on 

the student Other Information screen.  This field is populated by the ESL 

department. 
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