
Importing FA (EMIS) Test Scores: 

Prior to using these directions to import into the FA tab for EMIS – you should 

check to see if the assessment you are wanting to load is already a part of the 

(FA) Student Assessment Record Import process, if available do not use the 

following directions/process. 

PS path – District -> Data Import Syatems -> (FA) Student Assessment Records 

Import 

The import file must be saved as a tab-delimited text file, and all columns/fields 

need to be formatted as TEXT (to preserve leading zeroes in columns). 

Note: If your district already has assessment results loaded into Test Results option 

in PowerSchool – review Appendix A first. 

Formatting the Import File: Column Headings for Field Names: 

foreignKey is the PowerSchool ID number of the student (from the student’s table) 

Test_Type – value in column should be a valid EMIS test type you wish to import 

Test_Date – should be the test date – value should be something like 

201209 (notice it is not mmddyyyy format) – note – this may be changing for FY17/18 

at sometime to contain the day. 

 
Required_Test_Type - value in column should be a valid EMIS Required Test Type 

you wish to import 

 
Test_Grade_Level - value in column should be a valid EMIS grade level for the test 

you wish to import 

 
Student_Grade_Level – value in column should be a valid EMIS grade level for the 

student you wish to import 

  
Score – value in column should be a valid EMIS Score for the test you are importing 

 
Score_Not_Reported - value in column should be a valid EMIS Score Not Reported o 

for the test you are importing (most likely one *) 

 
Type_of_Accommodation - value in column should be a valid EMIS Type of 

Accommodation for the test you are importing (most likely **) 

 
Assessment_Area – value in column should be a valid EMIS Assessment Area for the 

test you wish to import 

 
user_defined_text – value in column is anything you want to distinguish the test you 

are loading – Exampe: Fall2016ACT or a date or something that you can supply your 

ITC with in a case where you need to remove the test records after you imported 

them 

 



Example of column headings of the Text (tab delimited) file to be imported 

 

 

(The above example is an ACT import for one student) 

 

To Import the FA Records into PowerSchool: 

Start Page > Special Functions > Importing/Exporting > Quick Import 

Select the OH_Student_Assessment table 

Field Delimiter:  TAB 

End of Line Marker:  CR 

Character Set:  Select ‘Windows ANSI’ if you are using a PC; for a MAC, accept the 

default ‘MAC Roman’ 

Browse and select the import file. 

Check the box “Suggest Field Map” 

 

Click “Import” 

 

 

 

 

 

Check box to Exclude First Row then check your mappings and click “Submit” 



 

Results should indicate Imported 

 

Verify student records were imported properly from your file 

 

 

 

 

 

 

 

Always check the FA section of the EMIS manual and your student software for the 

available valid options for each assessment.  Below is subject to change and should 

always be verified prior to importing: 



 

 

 

 

 

 

 

APPENDIX A 

ACT/SAT EMIS Reporting From Test Results 

 



If your district already has assessment data entered for ACT/SAT tests loaded into 

the Tests Results Screen or from your custom screen in PS, you can use DDE to 

export those records out of PS so that you can manipulate that file for loading into the 

FA tab for EMIS reporting.  You must report these tests as they will be measures on 

your districts LRC from ODE.    

 

Note – this documentation is based on the scores entered into the PS the Tests 

Results Screen – you can substitute the table and fields for your custom fields. 

 

In PS – select your High School building from the drop down, then from the left menu 

select System, then select Direct Database Export (DDE) 

 

 
Select the correct Table as listed above and then click on Select all xxx records in 

this table, then select Export Records. 

 

Type the following fields into the export box and then click submit to export the tests 

out of PS. 

 
 

 

 

 

 

 

 

 

Next open Excel and then import this file into Excel as TEXT – to preserve any 

leading zeros in the dates and so on.  Click the Data option on the menu then click 

From Text icon 



 

 
 

Find your file text then click Import 

 

 
For step one – click Next 

For step two - click Next (providing you chose Tab during your export from PS – 

otherwise updated to your choice when you created your file) 

 

 

 

 

 

 

 

For step three – Make sure you import the data as Text for all columns of data and not 

General 

 



 
 

Once in Excel – you will need to sort and filter your data and delete out any tests  

(PLAN, PSAT…)and test dates for any students who you do not have to report for the 

current fiscal year.   

 

You will also need to create a second export file out of PowerSchool to capture the 

student DCID number for importing assessments.  You can use DDE or Quick Export 

for this process.  We will use Quick Export, so click back to the start page – then 

select your HS students, then go to the Quick Export Group Function 

 

 
Once you have both of your exports (cleaned up test results and students) opened in 

Excel you will need to use the VLOOKUP function in Excel to get the students DCID 



number from your student export onto your test results file for use with the 

foreignKey column. 

 

Note – for the ACT – you will likely delete all Composite and Eng/Writ data – you 

only need to report Reading, Writing, English, Science and Math (R,W,ENG,S,M) 

 

To get your ACT scores into three digit scores – you can use the =TEXT(xx,”000”) 

function – replace xx with a your proper cell number make sure your new column for 

the three digit score is formatted as a number prior to using the function. 

 

Remember you’ll save your excel file as a spreadsheet then save it as a TXT tab file 

for importing into PS. 

 

Sample file: 

 

 
 

In the above screen shot – Score1 column is not loaded. 

 

foreignKey is the student’s DCID number that you exported and you can remove the 

student number column from your export – we only exported this so you can later 

pull up the student if you wish to. 

 

At this point you should be able to follow the document for importing assessments 

into PowerSchool to help you further clean-up the data for importing. 

 

Return to page one - Formatting the Import File: 

 

 

 

 


