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Edit Student Membership Details
Navigation: StudentInformation > SIS > Student > Edit Memberships 

Click  to edit the membership details for the student in context. 

Membership Name (read-only) – Lists the name of the membership.

Start Date (required) – The date the student became associated with the membership.

Stop Date (optional) – The date the student stopped being associated with the membership.

Staff Member (optional) – Select a staff member to be associated with this membership, if 
applicable.

Program Provider IRN – This field is used by EMIS processing. Click  for assistance with the 
search for the IRN by accessing the ODE IRN Search.

Save – Click to save the changes and return to the Edit Student Memberships screen. You 
receive a confirmation message.

Cancel – Click to discard your changes and return to the Edit Student Memberships screen.
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Add Student Membership
Navigation: StudentInformation > SIS > Student > Edit Memberships 

Click Add Membership to add a student membership. 

Membership Group (required) – Select the membership group.

Membership (required) – Select the membership. This drop-down list populates based on the 
Membership Group selected.

Note: When FY13 and forward is in context, you must enter special education 
services (215xxx codes) on the Services tab on the Special Education screen. 
For more information, refer to the ProgressBook StudentInformation EMIS Guide.

Start Date (required) – The date the student became associated with the membership.

Stop Date (optional) – The date the student stopped being associated with the membership.

Staff Member (optional) – Select a staff member to be associated with this membership, if 
applicable.

Program Provider IRN – Used by EMIS processing. Click  for assistance with the search for 
the IRN by accessing the ODE IRN Search.
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Save – Save changes and return to the Edit Student Memberships screen. You receive a 
confirmation message and the newly added student membership displays in the student 
membership grid.

Cancel – Click to discard your changes and return to the Edit Student Memberships screen.

Membership Members Screen
Navigation: StudentInformation > SIS > School > Membership Members
The Membership Members screen displays all students associated with a specific membership 
code. You can also add students to memberships either by searching for students using various 
criteria or typing in specific student IDs and adding them to the selected membership.

Show Active Members – Select this option to display students who are currently associated with 
the selected membership (have no Stop Date).

Show Members From/To – Select this option to display students who are associated with the 
selected membership for the entire duration between the date range.

Go – Click to display students based on the search criteria.
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View Membership Members
Navigation: StudentInformation > SIS > School > Membership Members
To view the members of a membership, first select a Membership Group from the drop-down list. 
This populates the Membership drop-down list with applicable membership codes for selection.

Sorting – You can sort by any column (ID, Name, Homeroom, Staff Member, Start, End, 
Grade) in ascending or descending order by clicking the column header.

Add Students to Membership – Click to search for individual students to add to the selected 
membership code.

Bulk Addition of Students – Click to add several students based on their student ID to the 
selected membership code.

 – Click to delete this student from the Membership.

Contrary, Mary – Clicking a student’s name takes you to that student’s View Student 
Memberships screen.
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Add Students to Membership
Navigation: StudentInformation > SIS > School > Membership Members

Click Add Students to Membership to search for students and add them to the selected 
membership code.

Membership Group (read-only) – Membership group name.

Membership (read-only) – Membership name.

First Name – Enter a name to use as a search criterion or enter part of a name and select the 
checkbox to perform a wild card search.



ProgressBook StudentInformation Student and Registration Guide 152

Student Information

Last Name – Enter a name to use as a search criterion or enter part of a name and select the 
checkbox to perform a wild card search.

Grade Level – Select a grade level from the drop-down list to narrow your search results.

Last Initial – Select an initial from the drop-down list to search by the first initial of the students’ 
last name.

Search – Click to perform a search based on the criteria you selected.

Available Students Found – Results of your search display in this multi-select list. Select the 
students you wish to add to the membership, then click  to move them to the Students to Add 
to Membership multi-select list on the right. (You can hold down CTRL or SHIFT to make multiple 
selections and use any of the arrow icons to move students between the 2 multi-select lists.)

Students to Add to Membership – Displays students selected from the Available Students 
Found list that you wish to add to the membership code.

Effective Start Date (required) – Start date of the membership that should be added to the 
students’ records.

Effective End Date (optional) – End date of the membership so that it will be removed from 
students’ record. Only include if the membership has a specific end date.

Staff Member (optional) – Select a staff member to be associated with this membership, if 
applicable.

Title I Public School Choice IRN (Transfer from IRN) (optional) – This field is only available 
prior to FY09. Select a school IRN from the drop-down list. This designates the IRN from which 
this student membership is transferring. This field can be selected here or selected separately 
later for each student.

Program Provider IRN (optional) – Used by EMIS processing. Click  for assistance with the 
search for the IRN by accessing the ODE IRN Search. This field can be selected here or selected 
separately later for each student.

Add Students to Membership – Click to add the selected students to the membership.

Cancel – Click to cancel the membership assignment for the selected students and return to the 
Membership Members screen.
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Delete Students from Membership
Navigation: StudentInformation > SIS > School > Membership Members

Click  to delete a student from the selected membership code.

End Membership as of – The current date is listed and can be changed. Select this option to 
enter the listed date as the Stop Date for the student’s association with this membership.

Completely Remove Student’s Membership – Select this option to delete the student’s 
association with this membership completely, removing all records relating to the association.

OK – Click to remove the membership from the student’s record using the method selected.

Cancel – Click to cancel the removal of the membership from the student’s record and return to 
the Membership Members screen.
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If you selected End Membership as of and entered a date, it displays on the Membership 
Members screen.

If you selected Completely Remove Student’s Membership, the student no longer displays on 
the membership list.
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Bulk Addition of Students
Navigation: StudentInformation > SIS > School > Membership Members
Several students can be added at the same time to a membership code using the Bulk Addition 
of Students option. You must know the Student IDs for all students you wish to add to the 
membership.

Click Bulk Addition of Students to add several students at once to the selected membership 
code.

Student ID (required) – Enter student ID numbers separated by commas for all students that you 
wish to add to the selected membership code.

Effective Date (required) – Start date of the membership that should be added to the students’ 
records.
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End Date (optional) – End date of the membership so that it will be removed from students’ record. 
Only include if the membership has a specific ending date.

Staff Member (optional) – Select a staff member to be associated with this membership, if 
applicable.

Title I Public School Choice IRN (Transfer from IRN) (optional) – This field is only available 
prior to FY09. Select a school IRN from the drop-down list. This designates the IRN from which 
this student membership is transferring. This field can be selected here or selected separately 
later for each student.

Program Provider IRN (optional) – Used by EMIS processing. Click  for assistance with the 
search for the IRN by accessing the ODE IRN Search. This field can be selected here or selected 
separately later for each student.

View Students – Click to display a list of all student names based on the entered student IDs in 
a new window. Any invalid student IDs entered also display.

Save – Click to save students with the selected membership code or remove the membership 
code from selected students according to the selected options.

If any listed student IDs are invalid, you receive an error message when you click Save.

Cancel – Click to cancel the membership assignment for the selected students and return to the 
Membership Members screen.
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Copy Ad-Hoc Membership to Membership
Navigation: StudentInformation > Management > School Administration > School Building 
Administration > Ad Hoc Copy
This screen lets you copy students who are in an ad-hoc membership to a regular membership 
within a membership group.

Select Ad Hoc Membership Tab

Ad-Hoc Membership (required) – Choose an ad-hoc membership from the drop-down list. By 
default, the Ad-Hoc Membership drop-down list populates with private ad-hoc memberships 
assigned to the user. Select the Public and Private checkbox to display both public (assigned to 
others and marked as public) and private (assigned to the user) ad-hoc memberships in the 
Ad-Hoc Membership drop-down list.

Click  to find or build an ad-hoc membership. See the ProgressBook StudentInformation 
Getting Started Guide for details on creating or editing an ad-hoc membership.

After selecting an ad-hoc membership from the drop-down list, click Next to proceed to the Copy 
tab.
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Copy Tab

Membership Name (required) – The ad-hoc membership from which you are copying displays.

Start Date (optional) – Enter the start date for the new memberships you are creating. Date must 
be within the current school year. This field is available from FY09 and forward.

End Date (optional) – Enter the end date for the new memberships you are creating. Date must 
be within the current school year. This field is available from FY09 and forward.

Staff Member (optional) – Choose the staff member associated with this membership, if 
applicable. This field is available from FY09 and forward.

Program Provider IRN (optional) – Used by EMIS processing. Click  for assistance with the 
search for the IRN by accessing the ODE IRN Search. This field is available from FY09 and 
forward.

Membership Group (required) – Choosing a membership group populates the Membership 
drop-down list with memberships that belong to the chosen group.

Membership (required) – Choose the membership to which you are copying students.

School Year (read-only) – Defaults to the school year in context.

Click Back to return to the Select Ad Hoc Membership tab.

Click Copy to copy these students from the selected ad-hoc membership to the selected regular 
membership. A confirmation message displays if it is successful.
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If the students being copied are already in the chosen membership, you receive the following 
message instead:

Family Groups
Navigation: StudentInformation > Management > District Administration > Family Groups
The Family Groups screen lets you select students who reside in the same household so that 
when the district or school needs to notify the parents of an event, such as by phone or mail, only 
one notification is sent per household. You can set up family groups by school or district.

You can designate one of the students in the family group as the courier. The courier is the student 
through whom all correspondence from the school or district is sent. On the Family Groups 
screen,  displays next to the student selected as the courier.

Note: You can also access this screen by selecting View a Student’s Family 
Group in the I want to… drop-down list on either the View Profile screen or in 
the student in context area of the masthead.
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Once a student has been assigned to a family group, it displays on the student’s profile.

Create a Family Group
1. On the Family Groups screen, click Add Family Group.

The add/edit screen displays.

2. On the Group tab, in the Name field, enter a short description for the group.

3. (Optional) In the Description field, enter a long description for the group.

4. Click the Students tab.



161  ProgressBook StudentInformation Student and Registration Guide

Student Information

5. Search for a student you want to add to this group by entering any of the following values, 
and then click Search.

• In the Student Name field, enter all of the student’s last name. If you want to search 
using part of the student’s name, type * to indicate a wildcard search. For example, to 
return all the students with a last name that starts with s, type s*.

• In the Phone Number field, enter the student’s phone number. You must type all 10 
digits (dashes and parentheses are not required).

• In the Street Address field, enter all or part of the student’s street address.
The search results display at the bottom of the screen.

6. Select the checkbox in the row of the student(s) you want to add to the family group. To 
select all of the students, select the checkbox in the heading row of the grid.

7. When you have selected all of the applicable students, click Add Selected Students.
The students you selected display in the grid on the Students tab.

Note: Your changes on the Students tab are saved automatically.
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8. To assign a student as the courier for the family, click  in the Is Courier column next to 
the student.

 becomes  into indicate that the student is selected.

Note: Only one student can be selected as the courier at a time. When you click 
 in the Is Courier column for another student, the previous student is 

deselected as the courier.

9. (Optional) To add contacts to a family group, see “Add Contacts to a Family Group.”

Modify a Family Group
1. On the Family Groups screen, in the Search By field, search for the family group you 

want to modify by entering all or part of the family group name or student last name, and 
then click Search.

The family groups meeting the search criteria you enter display in the grid at the bottom of 
the screen.

2. Click  in the row of the family group you want to modify.

The Students tab on the Family Groups maintenance screen displays.
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3. Perform one of the following actions to change the students assigned to the family group:

• Click  in the row of a student to remove that student from the family group.

• Click  or  in the Is Courier column next to the student’s name to assign or 
remove that student as courier for the family group. The icon for the student who is 
assigned as the courier displays .

• To add a student to the group, refer to steps 6 through 8 in “Create a Family Group.”
4. Click the Group tab, and then perform one of the following actions to change the basic 

information for the family group:

• In the Name field, change the short name for the family group.
• In the Description field, change the long description for the family group.

5. When you are done modifying the family group, click Save.

Add Contacts to a Family Group
You can add personal and professional contacts, such as a day care provider, doctor or dentist, 
to more than one student in a family group. Your system administrator determines whether or not 
you have access to update contacts for students in the family group who are outside the building 
in context. See “Set Page Level Security for Family Groups Contacts.”

1. With a building in context, on the Family Groups screen, in the Family Group Name field, 
search for the family group to which you want to add contacts by entering all or part of the 
family group name, and then click Search.

The family groups meeting the search criteria you entered display in the grid at the bottom 
of the screen.

2. Click  in the row of the family group.

The Students tab on the Family Groups maintenance screen displays.
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3. Click the Contacts tab.

4. Add a contact in one of the following ways:

• To search for a professional contact that already exists in the system for another 
student:
i. In the Search Professional Contacts area, enter all or part of an existing 

contact’s name. (Do not press ENTER.)

If a contact record is found, it displays in a drop-down list.

ii. In the drop-down list, click the contact’s name.

iii. Click Add To Group.

The contact is added to all students in the family group who are within the building 
in context.

• To add a new personal or professional contact:

i. Click .

The Add Student Contact window displays.

ii. Add the contact. For information on adding contacts, see “Add Contact.” 
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The contact is added to all students in the family group for whom you have 
permission to add contacts (based on your security). See “Set Page Level 
Security for Family Groups Contacts.”

Note: The following fields on the contact record are tied to the contact itself. 
Therefore, they apply to all students having this contact:

• Phone Number
• Address
• Email Address
• Contact Comments
• Available at Work
• Migrant Worker 
The following fields on the contact record are tied to the student. Therefore, if more than 
one student has this contact, you need to set these field values individually for each 
student:

• Relationship Comments
• Legal Guardian
• Emergency Contact
• Living with Student
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• Copied on Correspondence
• Willing to Volunteer
• Medical Contact
• Authorized to Pickup

5. (Optional) To remove the contact from a specific student who is within the building in 
context, in the row of the contact, deselect the checkbox for the student.

Delete a Family Group
When you delete a family group, it no longer displays.

1. On the Family Groups screen, search for the family group you want to delete by entering 
all or part of the family group name in the Family Group Name field, and then click 
Search.

2. Click  in the row of the family group you want to delete.

A confirmation message displays, and the family group is deleted.

Set District Courier Policy
StudentInformation > Management > District Administration > District Options
The District Options screen lets you set the courier policy at the district level. The Student 
Registration Wizard uses this policy to assign family couriers. If you withdraw a student who is 
assigned to be a family courier, StudentInformation assigns a new courier to the family group 
based on the district policy.

1. In the Select a method to assign a Family Courier area, select one of the following 
options: 

• No Family Courier assignment – Does not assign a family courier to the family 
group.

• Assign Family Courier to youngest family member – Assigns the youngest 
student in the family group as the family courier.
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• Assign Family Courier to oldest family member – Assigns the oldest student in the 
family group as the family courier 

2. (Optional) To exclude students in certain grade levels (for example, preschool) from being 
selected as the courier for family groups, in the Grade multi-select list, select the grade(s) 
you wish to exclude, then click  to move them to the multi-select list on the right. (You 
can hold down CTRL or SHIFT to make multiple selections and use any of the arrow icons 
to move students between the 2 multi-select lists.)
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3. Click Save.

Note: To reassign couriers based on your updated district policy, see “Set Page 
Level Security for Family Groups Contacts.”

Set Page Level Security for Family Groups Contacts
StudentInformation > Management > District Administration > District Options
The District Options screen lets you control page level security on the Family Groups Contacts 
tab.

1. In the Select a method to edit Family Group Contacts area, select one of the following 
options:

• Allow edits per school – Users can only add or remove contacts for students in the 
family group who are within the building in context. Contacts checkboxes for students 
in other buildings are disabled.

• Allow edits per district – All contacts checkboxes are enabled, and users can add or 
edit contacts for all students in the family group in the district.
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2. Click Save.

Link ParentAccess Accounts to Contacts
Navigation: StudentInformation > Management > District Administration > ParentAccess 
Accounts/ParentAccess Account Administration (old)
You can link ParentAccess accounts to family group contacts. This can help you identify which 
contact is using a specific ParentAccess account. You can also manage security access to 
viewing and editing contact information for family groups in ParentAccess.

Link ParentAccess Accounts
You can search for ParentAccess accounts through the ParentAccess Accounts or 
ParentAccess Account Administration (old) screen.
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1. Search for ParentAccess accounts through the ParentAccess Account Administration 
(old) screen.

• The ParentAccess Account Administration (old) screen displays a listing of the 
ParentAccess accounts in the district or school in context.

Note: The Active column is for display only and cannot be edited by any user.

• (Optional) Filter the listing and/or include additional types of accounts as follows:
• To include both active and inactive ParentAccess accounts in the list, select the 

Show Inactive ParentAccess Accounts checkbox.
• To search for a specific account, enter all or part of the account name or user’s 

name, and then click Search.
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The screen displays your refined search results.

• Click a ParentAccess Account to view more details.
• The new ParentAccess Accounts screen displays with search results for the 

username of the ParentAccess account you selected.

2. Search for ParentAccess accounts through the ParentAccess Accounts screen.

a. On the ParentAccess Accounts screen, with the district or school in context, you 
must first conduct a search to display a listing of the related ParentAccess accounts.
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b. (Optional) Select  to filter the listing and/or include additional types of accounts as 
follows:

• Username (default) – Select the checkbox to apply the search terms to 
Usernames; deselect the checkbox to exclude Usernames in the search.

• Last Name (default) – Select the checkbox to apply the search terms to Last 
Names; deselect the checkbox to exclude Last Names in the search.

• First Name (default) – Select the checkbox to apply the search terms to First 
Names; deselect the checkbox to exclude First Names in the search.

• Address – Select the checkbox to apply the search terms to Addresses.
• Email – Select the checkbox to apply the search terms to Emails.
• Include Inactive ParentAccess Accounts – Select the checkbox to include both 

active and inactive ParentAccess accounts in the search.

3. The first listing in the search results is always expanded to reveal additional details. You 
can expand each account in the list by clicking on  to reveal additional details. Details 
for students associated with a family group display as follows:

• Student Name – Name of student.
• School – Student’s current attending school.
• Grade – Student’s current grade level.
• Contact Name – Family group contacts associated with the student; primary contact 

is identified with .
• Username – The username of a linked ParentAccess account displays in blue with 

 next to it; unlinked contacts display No Account .
• Email – Email address(es) of associated contact(s).
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• Type – Type of associated contact; e.g. parent, grandparent, aunt etc.

Note: The Active icon  is for display only and cannot be edited by any user.

4. On the header row, when a ParentAccess account is linked to a contact, the username 
displays in blue with  next to it; when a ParentAccess account is not linked to a contact, 
the username displays in black with  next to it.

5. To link the ParentAccess account to a contact, click  on the header row or in the details 
area. A Link Account to Contact window opens.
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a. In the header row, when you click , all contacts associated with the student display 
as options.

b. In the details area, when you click  next to a contact name, only that contact 
associated with the student displays.
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6. From the available contacts, in the row of the contact you want to link to the ParentAccess 
account in context, click Link.

Note: Only one contact can be linked to one ParentAccess account at any time. 
To change the linked contact, you must first unlink the current contact and then 
choose a new contact to link.

7. The ParentAccess Accounts screen refreshes and displays at the top of the screen: 
“Success! The account was Successfully Saved.” Now, the ParentAccess account shows 
the username in blue with  to indicate it is linked.

Unlink ParentAccess Accounts

1. To unlink a ParentAccess account, on an existing linked account, click . The Unlink 
Account window opens.

2. Click Yes, Unlink Account. The ParentAccess Accounts screen refreshes and no 
longer shows a linked account. You can now link the ParentAccess Account to a different 
contact.

Edit ParentAccess Account Security Access
1. You can grant/remove permissions for a ParentAccess account to view/edit a student’s 

contacts data through the ParentAccess Accounts screen. This determines which 
contacts the ParentAccess account holder can view and/or edit through their account.
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2. On the ParentAccess Accounts screen listing, on the header row or details area, select 
the blue username of a linked ParentAccess account.

The Account Permissions window opens.

3. For each associated contact in the student’s family group, you can select the checkboxes 
to indicate which associated contacts the ParentAccess account in context can view 
and/or edit through ParentAccess.

Note: If you select the Edit checkbox for a contact, you must also select the View 
checkbox in order to grant the ParentAccess account Edit permissions.

4. To remove permissions for the ParentAccess account in context, deselect the appropriate 
view/edit checkboxes corresponding to each contact.

5. After granting/removing the permissions, click Update Permissions to save the changes.
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Family Groups Wizard
Home − StudentInformation − District Administration − Family Groups Wizard
The Family Groups Wizard guides you through the process of creating all of the family groups for 
a school or district at once. You can create family groups by matching on address, city, state, zip 
code, contact last name, contact first name, and/or phone number.

Create Family Groups with the Family Groups Wizard

Note: In order for the Family Groups Wizard to recognize new students, the 
default school year must be the year in which the new students will start. For 
example, if you are registering new Kindergarten students with an admission date 
of 8/1/14, the default school year must be 2014-2015 when you run the Family 
Groups Wizard.

1. On the Family Groups Wizard screen, select one of the following options:

a. Build groups with single and multiple students – Creates a family group for a 
single student if StudentInformation does not find another with matching information.

b. Build only groups with multiple students – Creates only groups where two or more 
students have matching information.

c. Add Students to existing groups – Searches existing family groups based on your 
chosen criteria and attempts to match students who are not yet included in the group.

d. Reassign Courier based on Family Courier District Policy – Reassigns the 
courier in all family groups based on the school district’s courier policy. See “Set 
District Courier Policy.”

If you select one of the first three above options, the following selectable checkboxes 
display: Address, City, State, Zip Code, Contact LastName, and Contact FirstName.

1. (Optional) In the Matching Criteria area, select applicable checkboxes criteria by which 
you want StudentInformation to match the students to create a family group.

2. (Optional) If you want to delete all of the existing groups in the district, select Remove 
existing groups in the district.

Note: This option is only available for users with delete access to this screen and 
if the above radio options (a) and (c) are selected.


Caution:If you select this option, all of the currently existing family 
groups in the district are deleted. Ensure that you do not have any 
existing family groups that you want to keep before selecting this 
option.
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3. Click Next.

The Selection Summary tab displays.

4. Review the criteria you selected, and then click Next.
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StudentInformation matches students based on the criteria you selected and creates the 
family groups. Once the process is complete, the created family groups display on the 
Display Groups tab.

5. From the Display Groups tab, you can perform the following tasks:

• Delete a family group by clicking .
• Edit a family group as described in “Modify Groups in Family Groups Wizard.”
• Search for a family group by entering the Family Group Name or Student Last 

Name in the Search By field.
6. Save the family group(s) you want to keep.

• To save one or more of the family groups, select the checkbox next to the family 
group(s) you want to save, and then click Save.

• To save all of the family groups on the current tab, select the checkbox in the table 
heading to select all of the family groups, and then click Save.
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Modify Groups in Family Groups Wizard

1. On the Family Groups Wizard screen, click  next to the family group you want to 
modify.

On the Family Groups maintenance screen, the Students tab displays.

2. Perform one of the following actions to change the students assigned to the family group:

• Click  in the row of a student to remove that student from the family group.

• Click  or  in the Is Courier column next to the student’s name to assign or 
remove that student as courier for the family group. The icon for the student who is 
assigned as the courier displays .

3. To add additional students to the group:

a. Search for a student you want to add to this group by entering any of the following 
values, and then click Search:

• Enter all of the student’s last name in the Student Name field. If you want to 
search using part of the student’s name, type * to indicate a wildcard search. For 
example, to return all the students with a last name that starts with s, type s*.

• Enter the student’s phone number in the Phone Number field. You must type all 
10 digits (dashes and parentheses are not required).

• Enter all or part of the student’s street address in the Street Address field.
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The search results display at the bottom of the screen.

b. Select the checkbox in the row of the student(s) you want to add to the family group, 
or click the box in the heading row of the grid to select all of the students.

c. When you have selected all of the applicable students, click Add Selected Students.
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The students you selected display in the grid on the Students tab.

4. To change the name of the family group, click the Group tab, and then perform one of the 
following actions to change the basic information for the family group:

• Change the short name for the family group in the Name field.
• Change the long description for the family group in the Description field.

5. When you are done modifying the family group, click Save.

The Family Groups Wizard screen displays with the changes you made to the family 
group.
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Student Alert Screens
StudentInformation has several alert capabilities that let the appropriate school personnel view at 
a glance if there is a situation to which they need to be alerted for the selected student. When 
alerts have been added for the selected student, the applicable icon displays in the context area 
as shown below.

Available Alerts in StudentInformation include:

•  – Custody

•  – Medical

•  – (Life Threatening) Medical

•  – Disability

•  – Miscellaneous

•  – Outstanding Fees
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Student Alerts and Student Promotion/Bulk Enrollment
Custody, medical, disability, and miscellaneous alerts copy to the new school year as part of the 
Student Promotion and Bulk Enrollment process as shown in the following table.

Custody Alert
Navigation: StudentInformation > SIS > Student > Custody Alert
Custody alerts can be designated for individual students as needed.

Sorting – You can sort by any column (Date, Alert Description, Priority, Starting Date, Ending 
Date, Author, Critical, Active) in ascending or descending order by clicking the column header.

 – Click to delete (inactivate) this custody alert.

 – Click to edit this custody alert.

 – Indicates the custody alert is critical.

 – Indicates an active custody alert.

 – Indicates an inactive custody alert.

Show Active Only – Select this checkbox to show only active custody alerts; deselect this 
checkbox to show both active and inactive custody alerts.

Add Custody Alert – Click to add a new custody alert.

Alert No Ending Date End Date in previous school year End Date in future school year

Custody Yes, copies Yes, copies Yes, copies

Disability Yes, copies Yes, copies Yes, copies

Medical Yes, copies Yes, copies Yes, copies

Miscellaneous Yes, copies No, does not copy Yes, copies
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Add/Edit/Delete Custody Alert
Navigation: StudentInformation > SIS > Student > Custody Alert

Do one of the following:

• Click Add Custody Alert to add a new custody alert.

• Click  to edit a specific custody alert.

• Click  to delete (inactivate) a specific custody alert.

Date (read-only) – Defaults to current date; cannot be modified.

Priority (required) – Priority is used when more than one alert exists. Highest priority is listed first 
on the screen. Valid range of 1-10 with 10 being the highest priority.

Starting Date (optional) – Date this custody alert begins.

Ending Date (optional) – Date alert ends if applicable.

Custody Alert Description (required) – Enter a description of the custody alert.
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Critical (optional) – Select this checkbox to mark the alert as critical and display the applicable 
icon.

Is Active – Selected by default. If an Ending Date is specified, the alert becomes inactive when 
that date passes.

Save – Click to save the custody alert information and return to the Custody Alert listing screen 
where the new information displays.

Save and New – Click to save the custody alert information and return to the Custody Alert 
add/edit screen.

Cancel – Click to clear out already entered data and return to the Custody Alert listing screen.

If you click  to delete a specific custody alert, a confirmation screen displays.

OK – Click to delete the custody alert.

Cancel – Click to cancel the delete action and return to the Custody Alert listing screen.

Note: When you delete a custody alert, it is not actually deleted. It is made 
inactive as notated by  in the Active column. Display both active and inactive 
custody alerts by selecting or deselecting the Show Active Only checkbox.
To activate an inactive custody alert, see “Add/Edit/Delete Custody Alert.”
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Disability Alert 
Navigation: StudentInformation > SIS > Student > Disability Alert
Disability alerts may be designated for individual students as needed.

Sorting – You can sort by any column (Date, Alert Description, Priority, Starting Date, Ending 
Date, Author, Active) in ascending or descending order by clicking the column header.

 – Click to delete (inactivate) this disability alert.

 – Click to edit this disability alert.

 – Indicates an active disability alert.

 – Indicates an inactive disability alert.

Show Active Only – Select this checkbox to display only active disability alerts. Deselect this 
checkbox to show both active and inactive disability alerts.

Add Disability Alert – Click to add a new disability alert.

Add/Edit/Delete Disability Alert
Navigation: StudentInformation > SIS > Student > Disability Alert

Do one of the following:

• Click Add Disability Alert to add a new disability alert.
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• Click  to edit a specific disability alert.

• Click  to delete (inactivate) a specific disability alert.

Date (read-only) – Defaults to current date; cannot be modified.

Priority (required) – Priority is used when more than one alert exists. Highest priority is listed first 
on the screen. Valid range of 1-10 with 10 being the highest priority.

Starting Date (optional) – Date this disability alert begins.

Ending Date (optional) – Date this disability alert ends if applicable.

Disability Alert Description (required) – Enter a description of the disability alert.

Is Active – Selected by default. If an Ending Date is specified, the alert becomes inactive when 
the date passes.

Save – Click to save the disability alert information and return to the Disability Alert listing screen 
where the new information displays.

Save and New – Click to save the disability alert information and return to the Disability Alert 
add/edit screen.

Cancel – Click to clear out already entered data and return to the Disability Alert listing screen.

Note: When you delete a disability alert, it is not actually deleted. It is made 
inactive as notated by  in the Active column. Display both active and inactive 
disability alerts by selecting or deselecting the Show Active Only checkbox.
To activate an inactive miscellaneous alert, see “Add/Edit/Delete Disability Alert.”
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Miscellaneous Alert
Navigation: StudentInformation > SIS > Student > Miscellaneous Alert
Miscellaneous alerts can be designated for individual students as needed.

Sorting – You can sort by any column (Date, Alert Description, Priority, Starting Date, Ending 
Date, Author, Active) in ascending or descending order by clicking the column header.

 – Click to delete (inactivate) this miscellaneous alert.

 – Click to edit this miscellaneous alert.

 – Indicates an active miscellaneous alert.

 – Indicates an inactive miscellaneous alert.

Show Active Only – Select this checkbox to display only active miscellaneous alerts. Deselect 
this checkbox to show both active and inactive miscellaneous alerts.

Add Miscellaneous Alert – Click to add a new miscellaneous alert.

Add/Edit/Delete Miscellaneous Alert 
Navigation: StudentInformation > SIS > Student > Miscellaneous Alert

Do one of the following:

• Click Add Miscellaneous Alert to add a new miscellaneous alert.
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• Click  to edit a specific miscellaneous alert.

• Click  to delete (inactivate) a specific miscellaneous alert.

Date (read-only)– Defaults to current date; cannot be modified.

Priority (required) – Priority is used when more than one alert exists. Highest priority is listed first 
on the screen. Valid range of 1-10 with 10 being the highest priority.

Starting Date (optional) – Date the miscellaneous alert begins.

Ending Date (optional) – Date the alert ends, if applicable.

Miscellaneous Alert Description (required) – Enter a description of the miscellaneous alert.

Is Active – Selected by default. If an Ending Date is specified, the alert becomes inactive when 
the date passes.

Save – Click to save the miscellaneous alert information and return to the Miscellaneous Alert 
listing screen where the new information displays.

Save and New – Click to save the miscellaneous alert information and return to the 
Miscellaneous Alert add/edit screen.

Cancel – Click to clear out already entered data and return to the Miscellaneous Alert listing 
screen.

Note: When you delete a miscellaneous alert, it is not actually deleted. It is made 
inactive as notated by  in the Active column. Display both active and inactive 
miscellaneous alerts by selecting or deselecting the Show Active Only 
checkbox. To activate an inactive miscellaneous alert, see “Add/Edit/Delete 
Miscellaneous Alert.”
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Medical Alert
Navigation: StudentInformation > SIS > Student > Medical > Medical Alert
Medical alerts may be designated for individual students as needed.

Note: See the ProgressBook StudentInformation Student Medical Guide for 
details on setting up a medical alert.

Outstanding Fees Alert
Navigation: StudentInformation > SIS > Student > Fees
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Click  to display the Student Open Fees screen. 

Note: For more information about student open fees, see the ProgressBook 
StudentInformation Fees Guide.

Student Note Maintenance
Navigation: StudentInformation > SIS > Student > Notes
The student Notes screen lets you add, modify, or delete notes pertaining to an individual student.

Student notes will copy to the new school year as part of the Student Promotion and Bulk 
Enrollment process.

Sorting – You can sort by any column (Date, Author, Note, Private) in ascending or descending 
order by clicking the column header.

 – Click to delete this student note.

 – Click to edit this student note.

Add Student Note – Click to add a new student note.

Add/Edit/Delete Student Note
Navigation: StudentInformation > SIS > Student > Notes

Do one of the following:

• Click Add Student Note to add a new student note.

• Click  edit a specific student note.

• Click  to delete a specific student note.
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Note (required) – Enter up to 1,000 characters of text for the student note.

Private (optional) – Select this checkbox if you want the note to only be viewable to the author of 
the note; otherwise, deselect this checkbox.

Save – Click to save the new note and return to the Student Notes Maintenance listing screen 
where the updated information displays.

Save and New – Click to save the student note and return to Student Notes Maintenance 
add/edit screen.

Cancel – Click to clear out already entered data and return to the Student Notes Maintenance 
listing screen.

Student Miscellaneous Data 
Navigation: StudentInformation > SIS > Student > Misc. Data
Miscellaneous data is used to track any other ad hoc student miscellaneous data. It can be 
configured as needed.

Filter By Group – Select a miscellaneous group from the drop-down list.
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The grid for the selected miscellaneous group with all the miscellaneous data definitions displays 
for input. See the following example.

Value – Enter or select the applicable value(s) you wish to add or edit for the selected student.

Save – Click to save the current miscellaneous data and return to Student Miscellaneous Data 
filter by group screen.

Cancel – Click to clear out already entered data and return to Student Miscellaneous Data filter 
by group screen.
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Student Counselor Assignment
Navigation: StudentInformation > SIS > School > Counselors
The Student Counselor Assignment screen displays students assigned to the selected 
counselor.

Filter by Counselor (required) – Choose a counselor from the drop-down list. Counselors are 
identified with the job function of Counselor on their Staff Member Schools record 
(Management > Security > View Staff Members > Add/Edit Staff Member Schools tab). Job 
functions are school and school year specific.

Sorting – You can sort by any column (Student ID, Student Name, Student Status, Grade, 
Gender, Homeroom, Phone Number, Program, Age) in ascending or descending order by 
clicking the column header.

Student Name – You can click any student name to go to their View Profile screen.
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View-Only Student Profile 
Navigation: StudentInformation > SIS > Student > View Profile
The view-only student profile displays basic student information and a photo (if available) of the 
selected student. From this screen, there are several links to other areas within the 
StudentInformation application, such as the student’s schedule, contact information, etc. (For 
more information, see the ProgressBook StudentInformation Getting Started Guide and 
ProgressBook StudentInformation Quick Reference Card.)

Student Photographs 
You can load student pictures into StudentInformation. Contact your ITC for more information. 
Use the following guidelines to determine the optimal photograph size for your application: 

• The standard U.S. passport size photograph works well with StudentInformation.
• The second best photograph size is 200x200 pixels with a file size of 10kB or less. If you 

require rectangular photographs, the first dimension (width) can be less than the second 
(height).

• The maximum photograph size should not exceed 225x225 pixels with a maximum file 
size of 10 kilobytes. 

• The minimum useful photograph size is 128x165 pixels with a file size of about 6 
kilobytes.
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Please see the Batch/Report Management documentation for more detailed information about 
running and viewing reports.

Student Lunch Free/Reduced (LUNCH) 
Navigation: StudentInformation > SIS > School > Student Reports > Student Lunch 
Free/Reduced (LUNCH)
The Student Lunch Free/Reduced (LUNCH) report lists students and total students on the free 
and reduced lunch program.
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.

Homeroom Date (required) – Specify the date to use to retrieve the students’ homerooms. 
Defaults to the current date.

Effective Date (required) – Specify the date to use to select students with free lunches as of the 
date selected. Defaults to the current date.

School (required) – Select the schools you wish to include in the report. Defaults to all available 
schools.
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Lunch Status (required) – Select which lunch statuses you wish to include in the report. You must 
select at least one lunch status.

Grade (optional) – Select one or more grades you wish to include in the report. If no grades are 
selected, all grades are included in the report.

Student Status (optional) – Select one or more student statuses to include in the report. If no 
student statuses are selected, all student statuses are included in the report.

Gender (optional) – Select one or more genders you wish to include in the report. If no genders 
are selected, all genders are included in the report.

Group By (required) – Select to group by Grade, Homeroom, or Counselor. Defaults to Grade.

Sorting Options – Select one or more sort options for your report.

Output – Select Report, Labels, or Both Report and Labels.

If you select labels, use the following Adobe page settings when printing the labels to ensure that 
the labels print correctly on the page.

• For Adobe 9:
• Page Scaling = None
• Auto Rotate and Center = Unchecked

• For Adobe 10:
• Size Options = Actual Size
• Orientation = Portrait

Note: If you are using Firefox, you must change a setting before printing labels. In 
Firefox, go to Options. On the Applications window, below Content Type, 
locate Portable Document Format (PDF). In the Action column of that row, 
change the selection from Preview in Firefox to an Adobe option (such as Use 
Adobe Acrobat).

Label Type – If you selected the Labels or Both Report and Labels radio button, select a label 
type from the drop-down list.

Address – Select the address to use for labels. If you select the Use custom address text 
checkbox, the text you enter in the field is added to the top of each label.

Include Copied on Correspondence – Yes or No. If you select Yes, address labels for contacts 
with the Copied on Correspondence checkbox selected are included when creating labels.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Description – If entered, displays on the Batch/Report Management screen.
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Submit – Click to submit this report to the Batch/Report Management screen.

Student Alerts (STD_ALRT) 
Navigation: StudentInformation > SIS > School > Student Reports > Student Alerts 
(STD_ALRT)
The Student Alerts (STD_ALRT) report displays all student alerts for students meeting the 
specified criteria and having the selected alerts – medical, custody, miscellaneous, disability, fees, 
pending enrollment, and/or pending withdraw alerts.
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public and Private checkbox to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
ad-hoc membership group. All other criteria are ignored.

Date Range (required) – Specify the date range in which you want to look for specific alerts; the 
start date defaults to the first day of school of the school and school year in context and the end 
date defaults to today’s date.

Homeroom Date (required) – Specify the date to use to retrieve students’ homerooms. Defaults 
to the current date or the most recent valid school day for the school and school year in context.

Alert Type (required) – Select one or more alert types for this report.

Grade (optional) – Select one or more grades you wish to include in the report. If no grades are 
selected, all grades are included in the report.

Student Status (optional) – Select one or more student statuses you wish to include in the report. 
If no student statuses are selected, all student statuses are included in the report.

Administrative Homeroom (optional) – Select one or more administrative homerooms to include 
in the report. If no administrative homerooms are selected, all administrative homerooms are 
included in the report.

Membership Group (optional) – Select one or more membership groups to include in the report. 
If no membership groups are selected, all membership groups are included in the report.

Membership (optional) – Select one or more memberships to include in the report. If no 
memberships are selected, all memberships are included in the report.

Special Education Services (optional) – Select the special education services to include 
students in the report who are assigned those services. If no special education services are 
selected, the report includes students assigned to all services. This list box contains the 215xxx 
codes and refers to the records entered for a student on the Special Education screen Services 
tab.

Note: The Special Education Services list only displays when FY13 and forward 
is in context. In prior years, the special education services were entered on the 
Edit Student Memberships screen and are selected for this report in the 
Membership Code list.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.
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Submit – Click to submit this report to the Batch/Report Management screen.
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Student with No SSID (SSID) 
Navigation: StudentInformation > SIS > School > Student Reports > Student With No SSID 
(SSID)
The Student with No SSID (SSID) report lists all students meeting the specified criteria with no 
state student ID (SSID) recorded in their FS record. The report can also display a listing of 
students meeting the specified criteria and the SSID record in their FS record.

Homeroom Date (required) – Specify the date to use to retrieve students’ homerooms. Defaults 
to the current date or the most recent valid school day for the school and school year in context.



205  ProgressBook StudentInformation Student and Registration Guide

Student Reports

Grade (optional) – Select one or more grades you wish to include in the report. If no grades are 
selected, all grades are included in the report.

Student Status (optional) – Select one or more student statuses to include in the report. If no 
student statuses are selected, all student statuses are included in the report.

Administrative Homeroom (optional) – Select one or more administrative homerooms to include 
in the report. If no administrative homerooms are selected, all administrative homerooms are 
included in the report.

Only show students missing the SSID on one or more of their FS records (optional) – Select 
this checkbox to display only students without an SSID on one or more of their FS records; 
otherwise, deselect this checkbox to display only students with an SSID. Selected by default.

Group By (required) – Select to group by Grade, Homeroom, or Counselor. Defaults to Grade.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Student with No SSNO (SSNO) 
Navigation: StudentInformation > SIS > School > Student Reports > Student With No SSNO 
(SSNO)
The Student With No SSNO (SSNO) report lists students meeting the specified criteria with no 
social security number (SSN) record in their demographic record. The report can also display a 
listing of students meeting the specified criteria and the SSN recorded in their demographic 
record.

Homeroom Date (required) – Specify the date to use to retrieve students’ homerooms. Defaults 
to the current date or the most recent valid school day for the school and school year in context.

Grade (optional) – Select one or more grades you wish to include in the report. If no grades are 
selected, all grades are included in the report.
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Student Status (optional) – Select one or more student statuses to include in the report. If no 
student statuses are selected, all student statuses are included in the report.

Administrative Homeroom (optional) – Select one or more administrative homerooms to include 
in the report. If no administrative homerooms are selected, all administrative homerooms are 
included in the report.

Show Students With No Social Security Number Only (optional) – Select this checkbox to 
display only students without an SSN; otherwise, deselect this checkbox to also display students 
with an SSN.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.

Student Contact List (CONT)
Navigation: StudentInformation > SIS > School > Student Reports > Student Contact List 
(CONT)
The Student Contact List (CONT) report displays contact information and type for contacts 
associated with the students that meet the specified criteria.



ProgressBook StudentInformation Student and Registration Guide 208

Student Reports



209  ProgressBook StudentInformation Student and Registration Guide

Student Reports

Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public and Private checkbox to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
ad-hoc membership group. All other criteria are ignored.

Homeroom Date (required) – Specify the date to use to retrieve students’ homerooms. Defaults 
to the current date or the most recent valid school day for the school and school year in context.

Contact Type (optional) – Select one or more contact types you wish to include in the report. If 
no contact types are selected, all contact types are included in the report.

Grade (optional) – Select one or more grades you wish to include in the report. If no grades are 
selected, all grades are included in the report.

Student Status (optional) – Select one or more student statuses to include in the report. If no 
student statuses are selected, all student statuses are included in the report.

Administrative Homeroom (optional) – Select one or more administrative homerooms to include 
in the report. If no administrative homerooms are selected, all administrative homerooms are 
included in the report.

Membership Group (optional) – Select one or more membership groups to include in the report. 
If no membership groups are selected, all membership groups are included in the report.

Membership (optional) – Select one or more memberships to include in the report. If no 
memberships are selected, all memberships are included in the report.

Special Education Services (optional) – Select the special education services to include 
students in the report who are assigned those services. If no special education services are 
selected, the report includes students assigned to all services. This list box contains the 215xxx 
codes and refers to the records entered for a student on the Special Education screen Services 
tab.

Note: The Special Education Services list only displays when FY13 and forward 
is in context. In prior years, the special education services were entered on the 
Edit Student Memberships screen and are selected for this report in the 
Membership Code list.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.
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Submit – Click to submit this report to the Batch/Report Management screen.

Student Locker Allocation (LOCK)
Navigation: StudentInformation > SIS > School > Student Reports > Student Locker 
Allocation (LOCK)
The Student Locker Allocation (LOCK) report displays information of all lockers of specified 
status(es) assigned to students that meet the specified criteria. You can also include unassigned 
lockers or locker combinations in the report.
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Homeroom Date (required) – Specify the date to use to retrieve students’ homerooms. Defaults 
to the current date or the most recent valid school day for the school and school year in context.

Locker Status (optional) – Select one or more locker statuses to include in the report. If no locker 
statuses are selected, all locker statuses are included in the report.
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Locker Grade Level (optional) – Select one or more locker grade levels to include in the report. 
If no locker grade levels are selected, all locker grade levels are included in the report.

Student Status (optional) – Select one or more student statuses to include in the report. If no 
student statuses are selected, all student statuses are included in the report.

Student Grade Level (optional) – Choose one or more student grade levels you wish to include 
in the report. If no student grade levels are selected, all student grade levels are included in the 
report.

Administrative Homeroom (optional) – Select one or more administrative homerooms to include 
in the report. If no administrative homerooms are selected, all administrative homerooms are 
included in the report.

Academic Locker Only (optional) – Select this checkbox to display only academic lockers; 
otherwise, deselect this checkbox to display all locker types. Selected by default.

Include Unassigned Lockers (optional) – Select this checkbox to display lockers unassigned to 
students; otherwise, deselect this checkbox to exclude unassigned lockers. Selected by default.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Student Location Report (Report Builder)
Navigation: StudentInformation > Local > Report Builder Links > Report Builder Reports
The Student Location report lists the rooms in which students are located each period of the day 
based on their scheduled classes. This report also includes the students’ homeroom, gender, 
ethnicity, and status.

1. With the school or district for which you want to run the report in context, on the Report 
Builder screen, in the View Report column for the Student Location report, click .

The Report Viewer screen displays.

2. In the Report Header field, modify the heading as you want it to display at the top of the 
report, if desired.



ProgressBook StudentInformation Student and Registration Guide 214

Student Reports

3. In the Select Required Parameters area, in the Grade drop-down list, select the grade(s) 
you want to display on report.

4. In the Student Status drop-down list, select the status(es) of the students you want to 
display on the report.

5. For the Expand All Details option, select Yes to display the details in the report by default; 
otherwise, select No to hide the details by default.

Note: You can expand and collapse the details in the generated report as desired 
by clicking  or  next to each fee code. This option only determines if the 
details are expanded or not by default when the results display.

6. If you would like to apply an additional filter to the report results, in the Set Optional Filters 
grid, perform the following steps:

a. In the Field Name drop-down list, select the field by which you want to filter the 
report.

b. In the Operation drop-down list, select the operation you want to apply to the filter. 
The available options may vary depending on the field you selected in the Field 
Name drop-down list. For more information about the filter operations, refer to the 
ProgressBook StudentInformation Report Builder User Guide.

c. In the Value field, enter or select the appropriate value, if applicable.

Note: The available options and acceptable values vary depending on the 
option you selected in the Field Name drop-down list. You may be able to 
enter only alphabetical or only numeric characters depending on the option 
you selected in the Field Name drop-down list. If you selected an option in the 
Field Name drop-down list that requires a date, a calendar becomes available 
in the Value field. If you select Has a Value or Does Not Have a Value in the 
Operation drop-down list, then the Value field is unavailable.

d. To add an additional filter, repeat step a through step c in the line below the previous 
filter.

7. Click View Report.
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The report displays at the bottom of the window.

8. To save the report with your selected parameters and filters, perform the following steps:

a. Click Save Setup As.

b. In the New report name field, enter a unique report name.

c. In the New description field, enter a description of the report.

d. Click Save.

The following message displays at the bottom of the screen: “Report setup saved 
successfully.”

The report is saved. You can now run it directly from the user reports area on the 
Report Builder screen.

9. Click  to close the Report Viewer screen and return to the Report Builder screen.
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Withdrawal List (WITH)
Navigation: StudentInformation > SIS > School > Student Reports > Withdrawal List (WITH)
The Withdrawal List (WITH) report displays all students who have withdrawn within a specific date 
range.

Withdrawal Date Range (required) – Specify the date range to use to retrieve student 
withdrawals; the start date defaults to the first day of school for the school and school year in 
context and the end date defaults to the last day of school for the school and school year in 
context.

Student Status (optional) – Select one or more student statuses to include in the report. If no 
student statuses are selected, all student statuses are included in the report.

Grade (optional) – Select one or more grades you wish to include in the report. If no grades are 
selected, all grades are included in the report.

Withdrawal Code (optional) – Select one or more withdrawal codes to include in the report. If no 
withdrawal codes are selected, all withdrawal codes are included in the report.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
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• Email Notification – Receive an email with a link to the report when the report is ready to 
view.

• Email Delivery – Receive an email with the report included as a PDF attachment.
Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.

Student Status/Attendance Code (STAT)
Navigation: StudentInformation > SIS > School > Student Reports > Student Status / 
Attendance Code (STAT)
The Student Status/Attendance Code (STAT) report displays students’ EMIS situations. You can 
include students in the report based on their disability conditions and other student properties.
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Grade (optional) – Select one or more grades you wish to include in the report. If no grades are 
selected, all grades are included in the report.

Student Status (optional) – Select one or more student statuses to include in the report. If no 
student statuses are selected, all student statuses are included in the report.

Disability Condition (optional) – Select one or more EMIS disability conditions to include in the 
report. If no disability conditions are selected, all disability conditions are included in the report.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)
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Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.

Admission/Withdrawals (AWEX)
Navigation: StudentInformation > SIS > School > Student Reports > 
Admission/Withdrawals (AWEX)
This report displays school admission and withdrawal events within specific date ranges and 
specific admission and withdrawal types.
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public and Private checkbox to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
ad-hoc membership group. All other criteria are ignored.

Date Match Method (required) – Select And or Or.
Select the And option to display only admission records with an admission date within the 
Admission Date Range specified AND a withdrawal date within the Withdrawal Date Range 
specified.

Select the Or option to display only admission records with an admission date within the 
Admission Date Range specified OR a withdrawal date within the Withdrawal Date Range 
specified.

Admission Date Range (required) – Specify the date range to use to retrieve student admission 
records. The start date defaults to the first day of school for the school and school year in context 
and the end date defaults to the current date.

Withdrawal Date Range (required) – Specify the date range to use to retrieve student withdrawal 
records. The start date defaults to the first day of school for the school and school year in context 
and the end date defaults to the current date.

Admission Code (optional) – Select one or more admission codes to include in the report. If no 
admission codes are selected, all admission codes are included in the report.

Withdrawal Code (optional) – Select one or more withdrawal codes to include in the report. If no 
withdrawal codes are selected, all withdrawal codes are included in the report.

Grade (optional) – Select one or more grades you wish to include in the report. If no grades are 
selected, all grades are included in the report.

Student Status (optional) – Select one or more student statuses to include in the report. If no 
student statuses are selected, all student statuses are included in the report.

Membership Group (optional) – Select one or more membership groups to include in the report. 
If no membership groups are selected, all membership groups are included in the report.

Membership (optional) – Select one or more memberships to include in the report. If no 
memberships are selected, all memberships are included in the report.

Special Education Services (optional) – Select the special education services to include 
students in the report who are assigned those services. If no special education services are 
selected, the report includes students assigned to all services. This list box contains the 215xxx 
codes and refers to the records entered for a student on the Special Education screen Services 
tab.

Note: The Special Education Services list only displays when FY13 and forward 
is in context. In prior years, the special education services were entered on the 
Edit Student Memberships screen and are selected for this report in the 
Membership Code list.

Show Building or District Admission Date (required) – Select the admission date types 
(building or district) to include in this report.

Show Earliest or Latest Admission Date (required) – Select to include the earliest or latest 
admission date when multiple dates exist within the date range.
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Show Building or District Withdrawal Date (required) – Select the withdrawal date types 
(building or district) to include in the report.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.

Ethnicity Summary Report
Navigation: StudentInformation > SIS > School > Student Reports > Ethnicity Summary 
Report
This screen displays students by ethnic origin classification. The report displays ethnicity code 
specific to the school in context as well as the EMIS standard ethnicity codes.

Report Type (required) – Select the ethnicity summary report type you wish to generate: grade, 
summary, or district.

Active Only – Select this checkbox to display only active students; otherwise, deselect this 
checkbox to display both active and inactive students.
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Show Results – Click to submit the report. The results display on the screen

Ethnicity Summary Report – Grade Summary Report

Ethnicity Summary Report – School Summary Report

Ethnicity Summary Report – District Summary Report
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Student Roster Detail (R101-A)
Navigation: StudentInformation > SIS > School > Student Reports > Student Roster Detail
The Student Roster Detail (R101-A) report generates a detailed listing of all students, as well as 
create address labels if desired. This report can also generate student rosters for specific groups 
of students by grade, age, program, previous school, etc.
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public and Private checkbox to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
ad-hoc membership group. All other criteria are ignored.

Student Numbers (optional) – If the R101-A is needed for specific students, you can enter the 
student numbers here (comma-separated) and the R101-A runs only for these specific students. 
If you enter student numbers, all other criteria is ignored.

Use Family Group Couriers – Select this checkbox if you want to print address labels by family 
courier. If you select this option, labels only print for family groups that have an assigned courier.

School (required) – Select the school(s) you wish to include in the report. Defaults to all available 
schools.

Grade (optional) – Select one or more grades to include in the report.

Student Status (optional) – Select one or more student statuses to include in the report.

Disability Condition (optional) – Select one or more disability conditions to include in the report.

Program (optional) – Select one or more programs to include in the report.

Home School (optional) – Select one or more home schools to include in the report. This field is 
populated based on values entered in the Home School field on the Edit Student Profile screen 
General tab.
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Homeroom Date (required) – Specify the date to use to retrieve students’ homerooms.

Note: This date does not determine anything else on this report; all students 
included in the report display with current information, not information as of the 
date selected.

Age Range (optional) – Specify an age range to include in the report.

Gender (optional) – Specify a gender to include in the report.

Print Each School Separately (optional) – Select this checkbox to have each school on the 
report print separately; otherwise, deselect this checkbox to sort all students according to the sort 
options instead.

Include Middle Names (Report Only) (optional) – Select this checkbox to include middle names 
as part of each student’s name; otherwise, deselect this checkbox. Labels always print without the 
middle names.

Include Demographic Data – Select this checkbox to include demographic data (mailing 
address) in the report; otherwise, deselect this checkbox. Yes or No; Check if you wish to include 
demographic data on the report. Demographic data includes the student’s mailing address and 
the parent/guardian name of the student’s primary contact.

Include SSN In Demographic Data (optional) – Select this checkbox to include the students’ 
SSNs in the report only if the Include Demographic Data checkbox is also selected; otherwise, 
deselect this checkbox.

Use Unlisted Phone Numbers – Select this checkbox to include unlisted student phone numbers 
in the report; otherwise, deselect this checkbox.

Print Copied On Correspondence Contacts on Report (optional) – Select this checkbox to 
include address labels for contacts with the Copied on Correspondence checkbox selected.; 
otherwise, deselect this checkbox.

Include Summary Counts – Select this checkbox to include summary counts in the report; 
otherwise, deselect this checkbox.

Page Break on First Sort – Select this checkbox to insert a page break based on each unique 
value of the first Sorting Option selected; otherwise, deselect this checkbox.

Print Names Only on Labels – Select this checkbox to print only student names on labels and 
no other text; otherwise, deselect this checkbox. In order for this option to work, you must have 
labels with the Use Student Address checkbox selected and the Include Copied on 
Correspondence checkbox deselected. 

Sorting Options – Select one or more sort options for your report.
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Output – Select Report, Labels, or Both Report and Labels.

If you select labels, use the following Adobe page settings when printing the labels to ensure that 
the labels print correctly on the page.

• For Adobe 9:
• Page Scaling = None
• Auto Rotate and Center = Unchecked

• For Adobe 10:
• Size Options = Actual Size
• Orientation = Portrait

Note: If you are using Firefox, you must change a setting before printing labels. In 
Firefox, go to Options. On the Applications window, below Content Type, 
locate Portable Document Format (PDF). In the Action column of that row, 
change the selection from Preview in Firefox to an Adobe option (such as Use 
Adobe Acrobat).

Label Type – If you selected the Labels or Both Report and Labels radio button, select a label 
type from the drop-down list.

Address – Select the address to use for labels. If you select the Use custom address text 
checkbox, the text you enter in the field is added to the top of each label.

Include Copied on Correspondence – Yes or No. If you select Yes, address labels for contacts 
with the Copied on Correspondence checkbox selected are included when creating labels.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Description – If entered, displays on the Batch/Report Management screen.
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Submit – Click to submit this report to the Batch/Report Management screen.

Student Roster Detail Report – Without Demographics

Student Roster Detail Report – With Demographics
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Student Roster Summary (R101-B)
Navigation: StudentInformation > SIS > School > Student Reports > Student Roster 
Summary
The Student Roster Summary (R101-B) report generates a summary listing of information about 
all students attending the school based on the criteria selected. The report can also produce 
address labels if desired.
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public and Private checkbox to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
ad-hoc membership group. All other criteria are ignored.

School (required) – Select the school(s) to include in the report. Defaults to all available schools.

Grade (optional) – Select one or more grades to include in the report.

Student Status (optional) – Select one or more student statuses to include in the report.

Disability Condition (optional) – Select one or more disability conditions to include in the report.

Program (optional) – Select one or more programs to include in the report.

Homeroom (optional) – Select one or more student homerooms to include in the report.

Home School (optional) – Select one or more home schools to include in the report. This field is 
populated based on values entered in the Home School field on the Edit Student Profile screen 
General tab.

Homeroom Date (required) – Specify the date to use to retrieve students’ homerooms.

Age Range (optional) – Specify an age range to include in the report.

Gender (optional) – Specify a gender to include in the report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.

Student Roster Summary Report by School
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Student Roster Summary by Home School (R101-B By Home 
School)
Navigation: StudentInformation > SIS > School > Student Reports > Student Roster 
Summary by Home School
The Student Roster Summary by Home School (R101-B By Home School) report is similar to 
the Student Roster Summary (R101-B) report but this report breaks out students for each school 
by grade, gender, and home school. The summary section breaks out students by grade, gender, 
and home school across all selected schools.

Student Roster Summary Report by School District
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public and Private checkbox to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
ad-hoc membership group. All other criteria are ignored.
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School (required) – Select the school(s) to include in the report. Defaults to all available schools.

Grade (optional) – Select one or more grades to include in the report.

Student Status (optional) – Select one or more student statuses to include in the report.

Disability Condition (optional) – Select one or more disability conditions to include in the report.

Program (optional) – Select one or more programs to include in the report.

Homeroom (optional) – Select one or more student homerooms to include in the report.

Home School (optional) – Select one or more home schools to include in the report. This field is 
populated based on values entered in the Home School field on the Edit Student Profile screen 
General tab.

Homeroom Date (required) – Specify the date to use to retrieve students’ homerooms.

Age Range (optional) – Specify an age range to include in the report.

Gender (optional) – Specify a gender to include in the report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Student Roster Summary by Homeroom (R101-B By 
Homeroom)
Navigation: StudentInformation > SIS > School > Student Reports > Student Roster 
Summary by Homeroom
This report is similar to the Student Roster Summary (R101-B) report but breaks out students 
for each school by grade, gender, and homeroom. The summary section breaks out students from 
all schools by grade, gender, and homeroom.
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public and Private checkbox to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
ad-hoc membership group. All other criteria are ignored.

School (required) – Select the school(s) to include in the report. Defaults to all available schools. 

Grade (optional) – Select one or more grades to include in the report.

Student Status (optional) – Select one or more student statuses to include in the report.

Disability Condition (optional) – Select one or more disability conditions to include in the report.

Program (optional) – Select one or more programs to include in the report.

Homeroom (optional) – Select one or more student homerooms to include in the report.

Home School (optional) – Select one or more home schools to include in the report. This field is 
populated based on values entered in the Home School field on the Edit Student Profile screen 
General tab.

Homeroom Date (required) – Specify the date to use to retrieve students’ homerooms.

Age Range (optional) – Specify an age range to include in the report.

Gender (optional) – Specify a gender to include in the report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Student Roster Summary by Program (R101-B By Program)
Navigation: StudentInformation > SIS > School > Student Reports > Student Roster 
Summary by Program
This report is similar to the Student Roster Summary (R101-B) report but breaks out students’ 
grades and genders by program for each school. The summary section breaks out students’ 
grades and genders by program for all schools on report.
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Ad-Hoc Membership (optional) – Select an ad-hoc membership from the drop-down list if you 
wish to only include students associated with the membership for this run of the report. Select the 
Public and Private checkbox to see memberships created by other users in your drop-down list. 
Selecting an ad-hoc membership group limits the report to the students associated with that 
ad-hoc membership group. All other criteria are ignored.

School (required) – Select the school(s) to include in the report. Defaults to all available schools. 

Grade (optional) – Select one or more grades to include in the report.

Student Status (optional) – Select one or more student statuses to include in the report.

Disability Condition (optional) – Select one or more disability conditions to include in the report.

Program (optional) – Select one or more programs to include in the report.

Homeroom (optional) – Select one or more student homerooms to include in the report.

Home School (optional) – Select one or more home schools to include in the report. This field is 
populated based on values entered in the Home School field on the Edit Student Profile screen 
General tab.

Homeroom Date (required) – Specify the date to use to retrieve students’ homerooms.

Age Range (optional) – Specify an age range to include in the report.

Gender (optional) – Specify a gender include in the report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.
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Submit – Click to submit this report to the Batch/Report Management screen.
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Administrative Homeroom List Summary (R201B)
Navigation: StudentInformation > SIS > School > Student Reports > Administrative 
Homeroom List Summary (R201-B)
This report displays student summary information by homeroom.

Homeroom Term (optional) – Select the homeroom term from the drop-down list.

Homeroom Date (required) – Specify the date to use to retrieve students’ homerooms. Defaults 
to the current date.

Student Status (optional) – Select one or more student statuses to include in the report. If no 
student statuses are selected, all student statuses are included in the report.

Administrative Homeroom (optional) – Select one or more administrative homerooms to include 
in the report. If no administrative homerooms are selected, all administrative homerooms are 
included in the report.

Grade Level (optional) – Select one or more grade levels to include in the report. If no grade levels 
are selected, all grade levels are included in the report.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:
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• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Administrative Homeroom List Detail (R201-A)
Navigation: StudentInformation > SIS > School > Student Reports > Administrative 
Homeroom List Detail (R201-A)
The Administrative Homeroom List Detail (R201-A) report displays selected student details by 
homeroom.
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Homeroom Term (optional) – Select the homeroom term from the drop-down list.

Homeroom Date (required) – Specify the date to use to retrieve students’ homerooms. Defaults 
to the current date.

Student Status (optional) – Select one or more student statuses to include in the report. If no 
student statuses are selected, all student statuses are included in the report.

Administrative Homeroom (optional) – Select one or more administrative homerooms to include 
in the report. If no administrative homerooms are selected, all administrative homerooms are 
included in the report.

Grade Level (optional) – Select one or more grade levels to include in the report. If no grade levels 
are selected, all grade levels are included in the report.

Printable Columns (required) – Select one or more fields to print for each student by homeroom. 
You must select at least one field.

Omit Unlisted Phone Numbers (optional) – Select this checkbox to exclude unlisted phone 
numbers from the report; otherwise, deselect this checkbox to include unlisted phone numbers.

Sorting Options – Select one or more sort options for your report.

Output – Select Report, Labels, or Both Report and Labels.

If you select labels, use the following Adobe page settings when printing the labels to ensure that 
the labels print correctly on the page.

• For Adobe 9:
• Page Scaling = None
• Auto Rotate and Center = Unchecked

• For Adobe 10:
• Size Options = Actual Size
• Orientation = Portrait

Note: If you are using Firefox, you must change a setting before printing labels. In 
Firefox, go to Options. On the Applications window, below Content Type, 
locate Portable Document Format (PDF). In the Action column of that row, 
change the selection from Preview in Firefox to an Adobe option (such as Use 
Adobe Acrobat).

Label Type – If you selected the Labels or Both Report and Labels radio button, select a label 
type from the drop-down list.

Address – Select the address to use for labels. If you select the Use custom address text 
checkbox, the text you enter in the field is added to the top of each label.

Include Copied on Correspondence – Yes or No. If you select Yes, address labels for contacts 
with the Copied on Correspondence checkbox selected are included when creating labels.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)
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Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen..
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Student Roster by Membership (R102)
Navigation: StudentInformation > SIS > School > Student Reports > Student Roster by 
Membership (R102)
The Student Roster by Membership (R102) report generates a list of students that belong to the 
selected group(s) or membership(s).
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Membership Date Range (optional) – Specify a date range to include students with memberships 
that fall within that date range. The date range and other selected criteria return information on the 
report. If you do not enter a date range, all students with members according to the other selected 
criteria display.

Membership Group (optional) – Select one or more membership groups to include in the report.

Membership (optional) – Select one or more memberships to include in the report.

Special Education Services (optional) – Select the special education services to include 
students in the report who are assigned those services. If no special education services are 
selected, the report includes students assigned to all services. This list box contains the 215xxx 
codes and refers to the records entered for a student on the Special Education screen Services 
tab.

Note: The Special Education Services list only displays when FY13 and forward 
is in context. In prior years, the special education services were entered on the 
Edit Student Memberships screen and are selected for this report in the 
Membership Code list.

Grade (optional) – Select one or more grades to include in the report.

Student Status (optional) – Select one or more student statuses to include in the report.

Homeroom Date (required) – Specify the date to use to retrieve students’ homerooms. Defaults 
to the current date.

Display Address In Report (optional) – Select this checkbox to display student addresses in the 
report; otherwise, deselect this checkbox.

Sorting Options – Select one or more sort options for your report.

Output – Select Report, Labels, or Both Report and Labels.

If you select labels, use the following Adobe page settings when printing the labels to ensure that 
the labels print correctly on the page.

• For Adobe 9:
• Page Scaling = None
• Auto Rotate and Center = Unchecked

• For Adobe 10:
• Size Options = Actual Size
• Orientation = Portrait

Note: If you are using Firefox, you must change a setting before printing labels. In 
Firefox, go to Options. On the Applications window, below Content Type, 
locate Portable Document Format (PDF). In the Action column of that row, 
change the selection from Preview in Firefox to an Adobe option (such as Use 
Adobe Acrobat).

Label Type – If you selected the Labels or Both Report and Labels radio button, select a label 
type from the drop-down list.

Address – Select the address to use for labels. If you select the Use custom address text 
checkbox, the text you enter in the field is added to the top of each label.
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Include Copied on Correspondence – Yes or No. If you select Yes, address labels for contacts 
with the Copied on Correspondence checkbox selected are included when creating labels.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.

Student Roster by Membership Report with Addresses



247  ProgressBook StudentInformation Student and Registration Guide

Student Reports

Student Roster by Membership Report without Addresses
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Principals Report of Enrollment (R305)
Navigation: StudentInformation > SIS > School > Year End Reports > Principals Report of 
Enrollment (R305)
This report displays student enrollment by age, grade, and gender and displays totals by grade 
level and gender.

Date for Age Calculation (required) – Enter the date to use when calculating student ages. 
Defaults to the current date.

Student Status (optional) – Select one or more student statuses to include in the report. If no 
student statuses are selected, all student statuses are included in the report.
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Grade (optional) – Select one or more grades you wish to include in the report. If no grades are 
selected, all grades are included in the report.

Gender (optional) – Select one or more genders to include in the report. If no genders are 
selected, all genders are included in the report.

Ethnicity (optional) – Select one or more ethnicities to include in the report. If no ethnicities are 
selected, all ethnicities are included in the report.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Year-End Enrollment Summary (R306-B)
Navigation: StudentInformation > SIS > School > Year-End Enrollment Summary (R306B)
This interactive report displays student enrollment by grade and admission/withdrawal code.

Date From/Date To (required) – Enter the date range for student enrollment.

Grade (optional) – Select one or more grades you wish to include in the report. If no grades are 
selected, all grades are included in the report.

Gender (optional) – Select one or more genders. If no gender is selected, all genders are included 
in the report.

Ethnicity (optional) – Select one or more ethnicities. If no ethnicity is selected, all ethnicities are 
included in the report.

Student Status (optional) – Select one or more student statuses to include in the report.
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Show Results – Click to display the enrollment summary report on the screen.

Grade and Beginning Enrollment Grid
Displays the enrollment by grade and gender on the Date From selected.

Admission Grid
Admission Code – Displays grade enrollment by admission code (including blank values). You 
can click any admission code link to see the students included.

Admission Code Name – Description of each admission code. You can click any admission code 
name link to see the students included.

Grade Levels – Displays the enrollment by gender and admission code for each grade level, 
including Total Admissions by Grade. You can click any grade level link to see the students 
included in that admission code/grade level, or click any gender total link to see the students 
included.

Show All Admissions – Click to view all admissions.

Withdrawal Grid
Withdrawal Code – Displays grade enrollment by withdrawal code (including blank values). Click 
any withdrawal code link to see the students included.

Withdrawal Code Name – Description of each withdrawal code. You can click any withdrawal 
code name link to see the students included in that withdrawal code.
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Grade Levels – Displays the enrollment by gender and withdrawal code for each grade level, 
including Total Withdrawals by Grade. You can click any grade level link to see the students 
included in that withdrawal code/grade level, or click any gender total link to see the students 
included.

Show All Withdrawals – Click to view all withdrawals.

Grade and End Enrollment Grid
Displays the enrollment by grade and gender on the Date To selected.
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View Archived Student Data

Navigation: StudentInformation > SIS > School > Student Archive
The View Archived Student Data screen displays students’ deleted enrollment data by building. 
Additional details can be accessed for each student.

All student withdrawals for the school year and school in context are displayed.

Student – Name of the student withdrawn.

Type – Indicates either Summer Withdraw, Withdraw, or Bulk Enroll Withdraw.

By – The name of the user who processed the withdrawal in StudentInformation.

Date – The date and time of the withdrawal process in StudentInformation.

 – Click to view the student details. The type of details vary by student depending on when the 
student was withdrawn, what type of activity the student had at the time of withdrawal, and the 
type of withdrawal.
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Archived Student Details – Student Profile Tab

The Student Profile tab displays the Student Annual, Student Admission, Homeroom 
Assignments, and transportation information for the student at the time of their withdrawal.
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Archived Student Details – Scheduling Tab

The Scheduling tab shows the Course Section Assignments and Course Requests 
information for the student at the time of their withdrawal.
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Archived Student Details – Marks Tab

The Marks tab shows the GPA set information for the student at the time of their withdrawal.

Archived Student Details – Fees Tab

The Fees tab shows the Student Fees information for the student at the time of their withdrawal.
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Marking Pattern Mapping

Navigation: StudentInformation > Management > School Administration > Marks 
Administration Menu > Marking Pattern Mapping
The Marking Pattern Mapping screen is used to create and save the mappings of marking 
patterns from one school to another school for a specific year. These mappings can be defined at 
any time and are used when transferring student course history between schools in the same ITC.

With the receiving school district in context, enter search criteria, or click Search to display a 
listing of the previously defined mappings for the district.

Sending District (optional) – School district sending the course history.

Sending School (optional) – School sending the course history.

Receiving School (optional) – School receiving the course history.

School Year (optional) – School year to which the mapping applies.

Show Active Only (optional) – Select this checkbox to only show active mappings; otherwise, 
deselect this checkbox to also display inactive mappings.
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Add Marking Pattern Mapping
Click Add Marking Pattern Mapping to add a new mapping.

Sending District (required) – School district sending the course history.

Sending School (required) – School building sending the course history.

Receiving School (required) – School building receiving the course history.

Marks Available to Transfer From School Year (required) – School year to which this mapping 
applies.

Active (optional) – Select this checkbox to indicate the mapping is active; otherwise, deselect this 
checkbox.



259  ProgressBook StudentInformation Student and Registration Guide

Marking Pattern Mapping

When the required fields are selected, several grids display. Select the appropriate receiving 
marking pattern and receiving reporting term for each sending marking pattern listed in the first 
grid. Also, select the appropriate receiving school alpha or numeric grades in the remaining grids. 
Refer to “Registration Wizard – Course History Tab”  for more detailed information about mapping 
marks.

Edit Marking Pattern Mapping

Click  next to an existing mapping to edit that mapping.

Refer to “Registration Wizard – Course History Tab”  for more detailed information about mapping 
marks.
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Deactivate Marking Pattern Mapping

Click  next to an existing mapping to delete (inactivate) that mapping.

Click OK when asked if you want to deactivate this mapping.

Deactivated marking pattern mappings can be located (deselect the Is Active search option) and 
reactivated at any time. If you try to create a mapping that already exists but is currently 
deactivated, the deactivated mapping displays. You can modify the deactivated mapping as 
required and then reactivate it.


