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Exporting Guardian Emails from PowerSchool 
with Quick Export Function 
This document instructs the user on how to export guardian emails from PowerSchool using 

the Quick Export Function. 

 

1. Login to the PowerSchool/admin portal. 

2. From the Start Page, select the desired students (Select: All). 

3. Select Quick Export from Functions, or 

Navigation:  Navigate to Start Page > Special Functions > Importing & Exporting > 

Quick Export 

4. Enter the fields you'd like to export, and how you'd like the records to be delimited.   

See an example below.  

Fields to use: Last_Name 
         First_Name 

         Student_Number 

         Grade_Level 
         GuardianEmail 
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5. Click Submit 

Note:  You may add additional fields to pull from the students table if you like. 

 

Note:  To pull data not listed in the Students table use the 

[TABLENAME/NUMBER]FIELD_NAME FORMAT 

(e.g., ([1]lastfirst)) 

 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
This document is the property of the NC DPI and may not be copied in whole or in part 

without the express written permission of the NC DPI. 

 


