Extracting Homeroom Lists of Student Couriers from MyEducation BC

Many Elementary schools use a Family Courier to take home the important newsletters,
notifications, etc. To extract this information as to which students are listed as the Family
Courier in the program, you will need to use the following steps:

School View>Student Top Tab>Details Side Tab~~make certain that every student in your
school that should be listed as the family courier has the Yes filled in
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Next you will need to use the following steps to set up your Query for this extract:

School View>Student Top Tab>Options>Query
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The steps to set up your Query are:

Tables: Student>click Sort A-Z>Fields: Family Courier>Operator: Equals>Value: Yes>click
And>click Search
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After clicking the Search button, the program will send you back to your Student Top Tab, but it
will only show the list of students that have the Family Courier as a Yes. You will now need to
use the following steps to print these lists by Homeroom:

Student Top Tab>Reports>Other Jurisdiction>Homeroom List

% BRITISH . :
coLumMBIiA | MyEducation =
. .. pepd™s

Pages School SV . s’ Attendance Conduct Grades

Options Reports Help

Student List

Details
Contacts
Attendance
Conduct
Transcript
Assessments
Academics
Schedule
Membership

Transactions Step 3: Homeroom List

Documents

At Risk

Snapshots




