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 OBTAINING A LIST OF NAMES

Chapter 4

1. Select OTA Responsibility.

2. Navigation List  ( Enrollments ( Student ( <Open>.
3. The Search for Event Window displays.  Query to 

locate the Event you need, close the window. 

4. The Enrollment Summary Window displays with 

Students and Events populated.  ( NOTE:  As only 8

names display at a time, click Query/Count Matching

Records on the Main Menu.  The total number displays 

at the bottom of the window.

5.  You can sort the names by Enrollment Status before 

your next action by using the Folder Tools button on the

Toolbar.  (
EXPORTING NAMES TO AN EXCEL                       SPREADSHEET

                                    Chapter 4

1. With the Enrollment Summary Window open, or 

another window such as List People by Special

Information, click Action on the Main Menu Bar then

click Export.

2. The Export Data Window displays. Click the radio

button “To a text file (tab-delimited)” then click 

<Browse>.

3.  Click the Drives Drop-down menu and select a shared

drive or use C:\TEMP drive as you will save later in Excel.  

Select desired Folder in the Folders menu. Type in your

file name under File name data field. Click <OK>.

4. The Export Data Window displays with your file

name.  Make a note of the file name for later.  Click

<Export>.

5. Open an Excel spreadsheet, then click File and Open.

Locate the file you saved in Step 4 and click Open.

6. The Text Import Wizard – Step 1 of 3 Window

displays.  Click <Next> until you reach Step 3, then

click <Finish>.

7. The information populates in the spreadsheet.  You

may now format it to meet your needs, export to

Managers, etc.

8. Save your Excel worksheet to a folder you have set 

up for that purpose with an extension .xls.

NOTE:  The 11i version has reduced this process to a simple report, no exporting necessary.

Enrollment Summary:
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Export Data: 
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Export Window:
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Text Import Wizard:
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