RTD Bus Pass List “c:mes

Create New Folders

1. Right mouse click on the desktop to add a new
folder.

Arrange Icons By 3 ﬁ“ -
Refresh “* " -

a M
Unda Copy Ctri+2
Properties @ Shortouk

2. Type RTD Pass Lists for the new folder and [Enter],

Note: The District will be using this naming convention
in case you need help exporting files. You will need this
folder to save the Infinite Campus export file in.

IC Export File

Each month a new list will can be exported and printed to use for
student signatures when tracking RTD Bus Pass Information.

Index
3. Make sure you are on the tab
4. Click on ‘ + .@Ad Hoc Reparting |
5. Clickon , located under Ad Hoc
Reporting

6. In the Data Export Wizard click on
|42 RTD &1 Status

| file if you want a list of all

students. Or ‘M FTD Elig List lfile for only
eligible students.
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'@' Comma separated Yalues [CS5Y)

7. Clickon
right of the file selected

8. Click to export the file from IC

9. Click [save]to save the file to your RTD Folder

to the

File Download
Do you want to open or save this file?
@j Mame: report.csv
ity Type: Microsoft Excel Worksheet
From: icdevat
[ openl ] Gave ] [ ) Cancel

[¥] &lways ask before opening this type of W

while fles frar the Intemet can be useful, same files can patentially
harm your computer, If you do not trust the souice, do not apen or
save ths file, t/hal s the isk?

10. In the Save As window click the drop down arrow
to locate the RTD Bus Pass Lists folder where the
RTD files will be saved.

‘Save As o ‘

ot o

‘ Savein: || RTD Bus Pass Lists

11. Type the file name using naming convention

below.
(Naming convention recommended)

(School#RTDMonthYear)

File name: [453RTDAUg2004 |

12, Click  Save |

13. If this window appears click export is
complete.

Download complete [:}

Y
Download Complete

Saved:
report.cey from icdevil

Downloaded: 453 KBin 1 sec
Download to: C:\Documents and. .. \Bus Pass Info.csv
Transfer rate: 45,3 KB/Sec
[ Close this dialog box when download completes
[ Open ] l Open Fo(jer ] [ Close 1
AN
14. Click Q on the Query window
and.

Importing to Excel

- start

All Programs D I
2.
3 I Microsoft OFfice k
4 @ Microsoft Office Excel EDDSI
If using Offiice XP or Office 2000 Excel
could be in the All Programs options.
5. From ain Menu select File, Open
dit  View Insert  Format  Tools Data  Window
o N
||_,% Qpen,.,, CtrI+CD ‘
\@L
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RTD Bus Pass List ‘e

So
6. Change the Look In option to the RTD Bus Pass Sort by Formattl ng LlSt for
List folder student, lastMame v ® asc nd::g P ri nti ng
. . sCending
Lock in: I3 RTD Bus Pass Lists b 1. Hold your mouse down and highlight all the
| (w | (3 Ascending columns of data.
7' Change the Flles Of Type to TeXt Files . . O Desceﬂding 1T Date lepoiltial Sta Infisl Student 1D Last Name First Name Grade Student ReEly Stetus Reason
Files of BYPe: | Tewt Files (*,prny *.bxt; *,csv) henty —_—
) LA ‘v] @ ascending 2. From the Main Menu select Format,
) Descending Column, Auto Fit Selection. This will
8. Click on the files created for current month i G g =3 allow room for data to be written on the list.
BLEASORTDALIG2O00S. cov © Header row O No header rop If more space is needed drag the column
with the mouse to adjust all.
[ Options. .. ] [ ik ) l [ Cancel l Format | Tools Data  ‘Window Help  Acrobat
9. Click open ~ Sr Cells.. witt | @ oz A %]
Row 3 .
. 5. From the Main Menu click File, Save As [ Gl N ;nfel}dtinj%vm!_
SO rt StU d e nt L | St Shest [ AutoFit Selection |
When adding new students to the list for current month you may 6. From the Save As window change Save as type to AutoFormat... Hide
need to sort to pUt itin alphabetical order again' MiCI‘OSOft Off|Ce Excel Workbook. Conditional Formatting. .. Unhide
Skyle. .. Standard Width...
1. Click on Column A and drag to Column | to Save 35 1yPEE ot O Excl Workbogk ) -

highlight all records - 3. Select File, Page Setup to set the margins

2. Click Data from the main menu and select Sort . . . . pogesety X
; 7. The file name will remain the same continue to el [l
Data | Window Help  Acrobat next ste Fage | Margins | HeaderiFooter | sheet
] sot. | S — ;
” X lename: |450RTDAUGEO0S 5 | @ poryst OLandsceps
=
. SEI"\."E @ adiustto: 100 3% normal size
- . 8. Click Ofitte: [1 % pagefsiwideby |1 |=|tal
3. Click in the Sort by and change to Last Name
and or Grade. You choose how you want the list 9. Type the headings for each column then click =l Foparsizer[retter 3
to sort. icon to save these changes. prot qusity: |00 3p v
First page number: Auto
This file_will not be sent to RTD mailbox only used
4. Click Ok for school to use for student signatures for audit
purposes.
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RTD Bus Pass List “cne.:

4. Set Page Orientation to Landscape
5. Set the Adjust to: 110

Page Setup ‘E‘E‘

Fag¢ | Margins | HeaderiFooter | Shest
Orientation

A
ENIEREs

@ adustter |10 %% nomal size

O Fttor page(s) wideby  [1 % |tal

Paper size: ‘Letter v ‘

rink guality: |30 dpi v

o

6. Click on Set Margins tab

7. Set top/bottom margins to .5, Left/Right margins

.25, and Headers/Footer to .25

Pa | P | et | Sem

Adjust margins to fit custom titles

8. Click Header Footer tab to set the title, page
numbers, and date on list.
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10.

11.

12.
13.
14,

15.

16.

Page Setup 'i.rﬁ_
Page | Margrs |[Masdueoctes || Shaet
| [Cem
[t )

e} g (o]
| Stombeater.. | | cCustom Pocter...
Eootes

[ [Ceaned |

Click on to set the title

Click in the Center Section and type RTD Bus
Pass Listing, then hit enter and type Month and
Year.

Click [0 when done.

T format beat: sebee e beal, then dhessse e fonk bt
T st & page runber, date, e, fis path, flsrame, or b name: pastion the

To nsert gl the
cumsor i tha adk b and prass the Pomat Fcturs buttan

EY) EJD EE @EE E

Bt section:

Click on to setup information
By .
Click A File Name icon

Click in Center Section and click on !‘ﬂ] for date

of printed list

Click in Right Section and click on [E. for page
numbers

Click [oK] when done

17.

18.

19.
20.

Fafurmak beat: seboct he e, then dhoxria the lont Button.
Tainsert 5 pane runber, dabe, time, s path, flename, of tah name! pestion the

Talsart piture: ress the drsert Picsurs buiton. To format your picture, place the
bax

A EE EE BEE &

Bight sectiont

Center section:

EqDute]

Click Sheet tab
Page Setup
Page | Margins | Header/Footer | Sheet
August 2004

RTO Bus Pass | Print..

Pl’lnt Preview

Header:
|RTD Bus PassDAugust 2004 v ‘

[ customHeader... ]

Custom Footer. . ]

Fooker:

459RTOAUG2004 FEE 1|

Click in Rows to Repeat at top and type
$1:$1

Click box for Gridlines
Click [oK]
Page Selup 2%
Page | Mwgns  Hesdm[Fooke | Sheet
Pt e (7 |
<: rH;—iborenMaloﬂ: $1:411 >E] m
ok o repest ot ket = (ot
IIrl’:lsrﬂms ] e s e hesadings
; ;;adwﬂz Comments: | one) o
Clossftgaser  cotgrons s P
‘- Lh‘-ﬂ.tknom
3 Cryer, then down
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21. Click = icon to save these changes to retain all

the page setup information.

Copy Fields

5. Click | Save icon to save changes.

Insert a Line

When adding new students a line can be inserted.

When adding repeated information to the list, use the fill option.

1. Click in the field and type information
Example: 08/10/04 in the Date Issued field

A

1

Date lssued |

2

051 Dmu

2. Hold mouse down on the fill handle and drag to
the end of the fields needing the date and let go of

the mouse.

A |

1 |Date Issued Ini

2

08/10/74 |

'q
3. Right mouse click on the AutoFill Option icon

to view choices.
38

39

21152004
S/16,20041

40

e

4. Right mouse click to view Auto Fill Options,

then click on Copy Cells

j=F3

Copy Cells

Fill Eormatting Only

Fill “Without Formatting
Fill Days

Fill \eekdays

Fill Manths

e s e e e

Fill ¥ears
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1.

Click on the line number below the line where you
want to insert.

Right mouse click on the line number for the
shortcut menu, and select Insert

|

&
23 copy
[/ Paste

Paste Special...

Insert

Delete

Clear Contents

27 Eormat Cells. ..
Row Height
Hide:
Urhide

wleele =zl = Ll il m

The blank line will be inserted and lines below the
insertion will be moved down.
B8,10/2004

80,2004
80,2004

Enter the data and save your workbook

RTD Bus Pass List “cmes
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