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Lesson VI: Importing Information from STI and Excel into
Paperwork Solutions’ Field Entries

Many schools use the STI Classroom module for their school-
wide and system-wide school networking. Microsoft Excel is a
spreadsheet application found in the Microsoft Office Suite. To easily
import data into Paperwork Solutions’
field entries, Lesson VI will teach you
how to “copy and paste” data from STI
(such as class names). The lesson will
also provide you with the knowledge
to alphabetize collective data in Excel
before importing it into your
Paperwork Solutions’ database fields.

1.Access STI and

highlight (by
clicking
once) the
class from
which you
would like to
“copy and
paste,” or
export,
names from.
Next, single
click the
“roster” icon.



2. Click the printer icon.

3. Change roster setup user options to “None” and “Names
Only.” Click “Print.”
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4. Click the globe icon at the top of the page, and then select
“Export to HTML.”

5. Make sure that the box is checked where it says “Open Viewer
After Export.”

6. Click “OK.”
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