
School Messenger Communicate: 
Create list based off PowerSchool quick export 
 
Step 1:  Ask your Data Manager to pull a quick export of students needed to reach.  Only need 
to include PowerSchool Number, First Name, Last Name.  The file needs to be saved in a .csv 
format.  No header row is required. 
 
Step 2:  In Communicate click Broadcasts, Lists.  Click Add New List 

 
 
Step 3:  Enter List Name & Description (optional).  Under Additional Tools select Upload List 

 
 
Step 4:  Under Type select ID# lookup & click Choose File.  Browse & select .csv file provided 
by Data Manager. 

 
 



Step 5:  By having the Data Manger include the names in the initial extract, it helps me to verify 
the ID numbers matched correctly.  If everything looks correct, click Save. 

 
 
Step 6:  You are back on initial List Editor screen.  Scroll all the way down to select Done to 
completely save all changes. 

 


