
2019 Opening class lists from SIS to add to Excel and Manipulate 
In SIS: 

Timetabling>  Reports> O&M Reports >Teaching sets(all sets) 
 – choose as normal then select Print then Yes  if asked to continue 

 

 

• Choose File then OK  
Choose a file location and filename then OK. 

Out of SIS: 

• Open Excel 
• Choose File> Open> Browse  

to the location it was saved in and  
change the All Excel Files dropdown to All Files 
 
 
 
 
 
 

 

 

 

 

 

 

 

Find your prn file and choose Open 

 



At the Text Import Wizard – Step 1  
Choose Delimited > Next 

 

 

 

 

 

 

 

 

 

 

 

At Step 2 
Scroll down in the Data preview window a bit to see the student names 
- Check the Delimiters – Comma & Space boxes 
- Uncheck Tab box   
- Check the Treat consecutive delimiters as one box 
- Choose Next 

 

 

- Keep it as General – then Finish 



You can now delete any extra rows/columns in Excel and click and move students around. 
 

 

 

 

 

To delete extra columns: 
Right mouse click on grey column headers 
(A B C etc) & choose Delete 

To delete extra rows: 
Right mouse click on grey row headers  
(1, 2, 3 etc) & choose Delete 

Note:  Some students with extra long 
names (or hyphenated/ double names) 
may need manipulation into correct 
columns – ie delete and click and drag or 
CTRL X CTRL V 


