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Mass Update

Use the Mass Update option to permanently change one set of values to another set of values for the
same field. For example, maybe all of the students in Homeroom 101 are being switched to Homeroom 14.

It is possible to mass update a field with another field or an expression. For those, you need to perform an
Advanced Mass Update.

To use the Mass Update option:

1. Gotoany list page, such as the Student List:

Pages School Student Staff Attendance Conduct = Grades  Assessment | Schedule Global
Options Reports Help Y

Student List
Details | [1: Acterman, James v 0 of 760 selected (7 Primary Active Students
Contact [] Name LASID SASID Grade Homeroom DOB EnrStatus Email 1
Contacts
[] |aderman, James 252475 |1245504568 11 107 Bi18/1982 Adtive jaderman@comcsst.com
Attendance [ |acam, Monique z06542 1202489311 1 E207 1/20/1892 Active madsm@tlusyender.com
Conduct ] |adams, Tyler 257230 |18s222€004 12 D107 71101991 Active tewis@worldmail.com
[ |atderisio, Mingle 232038 [1172891282 10 4 11121992 Active maldorisic@eudors com
[]|anen. Diana 208672 [1129284845 0z E107 12/26/1992 Active dsllen@acl.com
] |iper, Heather 228235 [1082586430 11 lcz0e 11181992 Active halper@tlusycnder.com
Schedule [] |amice, Eisine 244040 [1204051281 12 B208 /201991 Active =pilla@hotmail.com
[] |amico. Jeseph 208214 [1215430888 1 H201 121883 Active jamice@sudora.com
Membership
[] |amice. Timothy 241287 |1082045502 0z GYMA /1411995 Active tamice@sudora.com
Transactions [ |anderson. Isabella 283480 |1260305884 0z B105 5/12/1995 Active ipast@earthlink.com
Documents [ |Anderson. Lee ze0esT  [1208280062 10 D114 |2/24/1954 Active com
[ |anderscn, Margaret 238301 1285487850 11 c108 /2011982 Adtive manderscn@cemeast. com
Snapshots
i [] |andesson, Rese 255284 (1188357751 12 c108 5/2/1852 Adtive randerson(@eudors.com

2. Select the records you want to mass update by doing one of the following:

o Select their checkboxes and then from the Options menu, select Show Selected.
e Useaquery.
e Useasnapshot.

0 of 25 selected (4

3. From the Options menu, click Mass Update. The Mass Update dialog box appears:
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To use the Modify List option:

1. Gotoany list page, such as the Student List:

Conduct

Grades

Assessment

Schedule

Global

Y

4. Use the Field drop-down to select the field whose value you want to replace, such as Homeroom.

5. Type or select the Value to replace the existing value. For yes/no fields, such as Include in Honor
Roll, a checkbox appears. Select the checkbox to indicate a value of true or yes. Deselect the
checkbox to indicate a value of false or no.

6. Click Update.
7. The system confirms the field and value that you selected. Click OK or Cancel.

8. If youclicked OK, the system confirms the number of records that will be affected and asks if you want
to continue. Click OK to complete the mass update or Cancel to cancel the operation.

Use the Modify List option to quickly and easily edit text on a list page for any field that is editable. This is
especially useful when you need to change values for multiple records.

< ‘ 1: Adverman, James v | 0 of 760 selected ¢7 Primary Active Students
[] Name LASID SASID Grade Homeroom DOB EnrStatus Email 1

[ |ackerman, James 293479 (1345584569 1 [c107 l8/19/1992 Active jsckerman@comeast.com
[] |adam. Monique 208544 |1202488311 1 E207 1/20/1992 Active madam@blusyonder.com
[ |adams, Tyler 297230 1652226004 12 D107 (7/10/1981 Active tlewis@worldmail.com
[[] |adarisio, Mingle 232039 [1172891282 10 4 11/13/1993 Active maldorisio@eudors. com
[[]|anen. piana 208672 [1129254645 Lt} E107 12/26/1993 Active dall=n@aol.com

[] |Alper. Hesather 248235 |1082656430 1 206 11/15/1993 Adtive halper@blueyender.com
[] |Amico, Elsine 244040 1204051361 12 B206 16/20/1991 Active epilla@hotmail.com

[ |amico, Jeseph 205314 [1215430988 1 H201 /211993 Active ismico@eudora.com

[ |amico, Timothy 241387 (1082845502 Lt} GYMA 1/14/1995 Active tamico@eudora.com

[ |andemsen, lsstells 283490 1260305854 o2 B105 5/12/1995 Active ipost@earthlink com

[ |andemson, Le= 280887  |1208288082 10 D114 [2/22/1994 Active Ivenkstesh@esrihlink.com
[ |anderson, Margarst 238301 1395487850 1 [c108 le/20/1992 Active manderscn@eomeast. com
[] |anderson, Rase 255284 [1188397751 12 [c108 5/3/1992 Active randerson@eudors. com
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2. From the Options menu, click Modify List. A Pencil rd appears below the names of fields that can
be edited:

Pages School Student Staff Attendance Conduct Grades Assessment Schedule Global

Options Reports Help Y
Student List
oy ; = . .
Details [1: Aderman, James ] 0 of 760 selected 7 Primary Active Students
= N LASID SASID Grade Homeroom DOB EnrStat Email 1
ontacts ame pa 7 7 # # nritatus P

Attendance [ Acermsn, James 292473 1245584589 11 c107 8119/1992 |Active ljsckerman@eomesst com

D Adam, Monique 208544 1302499311 11 E207 1/20/1993 \Active madam@blueyonder com
Conduct

D Adams, Tyler 1297230 16852226004 12 0107 7/10/1991 \Active tlewis@worldmail com
Transcnpt D Aldarisic, Mingle 232039 10 4 11/13/1993 \Active maldorisic@eudora.com
Assessments [] ti=n, Dians 208872 09 E107 12/26/1992 |Active |dsllen@scl.com

Alper, Heather (248235 11 C206 11/15/1993 \Active halper@blueyonder com

Schedule O

[ Amice, Elsine 244040 1204051281 12 5208 €/20/1991 |Active lepills@hetmsil.com
Membership [ |mice, Jesech 205314 1215450888 11 H201 1/2/1382 |Active liamico@eudora.com
Transactions [ |mice, Timethy 241287 [1062845502 03 GYMA /1411595 |Active ltamico@eudors.com

[ |Andersen, Issbells 282450 1260205854 03 5105 511211995 |Active ipost@esrthlink.com
Documents

[ |Andersen. Lee 260887  |1208286082 10 D114 2241994 |Active Ivenkstesh@earthlink.com
Snapshots [] |Andersen, Margaret 238201 1285457350 11 c108 \8/20/1992 |Active manderson@comcest.com

3. Click #* inthe column containing the text you want to edit. Two new icons replace the pencil in the
selected column:

Homeroom
vV ®

40 | Q, urdi. M
3 | Q Coyne, M

4. Do one of the following:

o Select a checkbox to change its value to "yes," or deselect it to change its value to "no".
o Use the drop-down to select the desired value.
o Type avalue in the blank field.

5. Repeat Step 4 for as many records as you need to modify.
6. When you have finished making your modifications, at the top of the column:

e Click | to save all of your changes. If you don't do this before moving to a new page, all of your
changes will be lost.

e Click ® to discard all of your changes and leave the values in the column as they were.
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