
Instructions for Importing the Custom OGT Screen & Importing Data into the Screen 

Importing the Custom OGT Screen: 

The purpose of this screen is to store the OGT data in order for to print on the transcript.   

*****If you have already imported this screen, please skip to the instructions for “Importing Data into 

the Screen”***** 

□ Wiki.nwoca.org > NWOCA Student Services Public Wiki > PowerSchool > Customized Screens > 

OGT_Tests.psst 

 

□ Log into PowerSchool (you can be in either the District Office or the building) > System under Setup > 

Import Report Template > choose the correct Character Set > Browse for the .pst file you just saved from 

our Wiki > Import 

If you are a Windows user, your screen might look like this: 

 

**For Mac users, you will choose the MacRoman character set.** 

Job well done! 

 

 



 

□ Back > Start Page > high school building > choose any student > Custom Screens > OGT Tests  

 

Importing Data into the Screen: 

Using Excel or any spreadsheet database you prefer, open your test scores file.  Remove all test scores 

below 400, remove all columns until you are left with a column that resembles the student’s ID number 

and test scores.  You will need a file that begins with the header, Student_Number followed by: 

OGT_Reading, OGT_Writing, OGT_Science, OGT_Citizenship, OGT_Math.  We recommend creating 

spreadsheets for each test type.  Also, you will need to replace the number score with something like, 

“Met Requirements” or “Fall2012” as this will appear on the transcript: 

 

 

□ ****Save your new files as a text tab delimited file.****  Save As > enter File Name > Save as type: 

Text (Tab delimited) > Save 

 

 



 

 

Importing the Files: 

□ Special Functions > Importing & Exporting > Quick Import > Table: Students > select the appropriate 

Character Set > Browse for one of your text files > check Suggest field map > Import: 

If you are a Windows user, your screen might look like this: 

 

**For Mac users, you will choose the MacRoman character set.** 

□ The columns ‘From your file’ -----> ‘To PowerSchool’ need to match > Check to exclude first row > 

Update the student’s record….. > Submit: 

 

□ Note any red errors. 



□ Start Page > pull up a student who passed the OGT > Custom Screens > OGT Tests: 

 


