Generating Extracts for Submission to ASD

1) From the PowerSchool homepage, navigate Special Functions = Interfaces to other
systems - Tennessee Education Information System (EIS).

2) Select “Set Current Term Year” and ensure that the term year that you are choosing to
report on appears at the top of the page.

School: District Office

Term: 13-14 Year

3) Return to the Tennessee Education Information System (EIS) screen.

4) Choose one of the following options based on whether you intend to submit an extract
file related to student information or non-student information (e.g. calendar, section,
staff).

5) Once you move into one of these two screens, select the extract(s) that you want to
generate.

PLEASE NOTE

o Choosing to Extract ALL DATABASE RECORDS will pull all information on the
extract(s) from your system. It is strongly urged that you only do this the FIRST
time that the information is posted.

¢ Running an extract without Extracting ALL DATABASE RECORDS will only
process changes to the system (followed by the “Submit” button being hit) that
occurred since the last extract was run.

e Every time that you run an extract, you clear the “changes queue.” If this extract is
not posted to EIS, all changes are lost.

6) After you hit “Submit,” return to the Tennessee Education Information System (EIS)
screen.

7) Move down and select View EIS Upload Files.

8) Locate the file that you generated and save it to your Desktop.



Naming Extracts for Submission to ASD

» Files generated for EIS from an SIS automatically follow a standard naming
convention:
[District number][Extract date][File name]

» Because each operator can use their own SIS, there is the possibility of multiple files
with the same name being loaded to EIS.

+ If this happens, organizations will overwrite each other’s’ data.

* To prevent this, the ASD will use the following numbering convention for files:

Operator Extract Numbers

Achievement Schools 01-04
Cornerstone Prep 01 — 04 (on ASD'’s Instance of PS)
Gestalt Community Schools 10-14
Aspire 20-29
KIPP 30 -39
Project GRAD 40 - 49
Pathways 50 — 59
GreenDot 60 — 69
Promise Academy 70-79
Frayser Community Schools 80 — 89
Freedom Prep. 90 — 99
Scholar Academies 05-09
Libertas 15-19
Brick Church No action; reporting through MNPS

+ Example: you generate a file named 98520917R01.eis
* If you're Gestalt, you would rename this
98520917R10.eis
* You would also open to file to edit the file name at the start AND end of the data file.
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|| File Edit Format View Help
00101009852012091798520917R10]. EIS
01001N00985201232T106051100000011100 0 184
01001N00985201201T110030600000011030000000B8000000004001 86

01001N00985201202T1100306000000010300000000000000000000180
01101N00985201232201303275HI050

« Ensure that the file is saved with the .EIS at the end of the filename.
» Compress the extract into a .ZIP file




