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Change Log

Change Log

The following Change Log explains by Product Version, Heading, Page, and Reason where 
changes in the ProgressBook StudentInformation Student and Registration Guide have been 
made.
 

Product
Version Heading Page Reason

21.3.0 "Student Profile – FN-Graduate 
Tab"

98 Updated screenshot and text to reflect that fields have 
been rearranged and that some fields are now 
read-only.

21.3.0 "Edit Student Memberships" 145 Added note that the Edit Student Membership screen 
is no longer used to maintain membership records for 
Graduation Seal program codes and updated 
screenshots to show the related message on the Edit 
Student Membership screen.

N/A "Student Profile – Additional Tab" 69 Added note related to the Requires Paper Copy of 
Report Card checkbox.

21.1.0 "Registration Wizard – Complete 
Registration Tab"

47 Updated screenshot and text to add the Pronunciation 
field.

21.1.0 "Student Profile – General Tab" 64 Updated screenshot and text to add the Pronunciation 
field.

21.1.0 "Student Profile – FN-Attributes 
Tab"

95 Updated screenshot and text to remove the Admission 
to Current High School field.

21.1.0 "Student Profile – FN-Graduate 
Tab"

98 Updated screenshot and text to remove the CORE 
Graduation Requirement Exemption Date, CORE 
Graduation Requirement Met, and Expected 
Graduation Date fields.

21.0.0 "Registration Wizard – Family 
Group Tab"

51 Added and edited notes regarding the Uses Family 
Groups checkbox on the District Options screen.

21.0.0 “Civil Rights Reporting” 253 Removed section.

20.4.0 "Student Profile – FD-Attributes 
Tab"

87 Updated screenshots and text to reflect that LEP

N/A "Student Transfers" 115 Added note to indicate that the student’s disability 
condition transfers with them.

20.2.0 "Contact Type Codes 
Maintenance"

16 Updated text to reflect that only unique contact type 
codes can exist between the building and the district. 
Updated screenshots to reflect new user interface. 
Updated text to reflect updated style guide.

20.0.0 "Add/Edit Program Codes" 13 Updated text for Code field to indicate that * is allowed.

N/A "Registration Wizard – Family 
Group Tab"

51 Added note regarding family groups.
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Student and Registration Overview

The ProgressBook StudentInformation Student and Student Registration program is used by 
school personnel to enter all types of information on new and existing students. This data is used 
by the district as well as for EMIS reporting needs.

The student program is made up of several elements that are defined by code tables. These tables 
work in combination with the various student screens as validation for fields within the 
applications. This helps to maintain the integrity of data entered. Once these code tables have 
been defined, you can begin adding records for students. Staff members also have the capability 
to modify, change, and delete various student records as needed. The StudentInformation 
modules, such as miscellaneous data, memberships, alerts, and contact information, help to meet 
the reporting needs of the school and/or district.

Understanding Student and Student Registration
The student master or profile record, as it is called in StudentInformation, has many properties. 
Some properties are specific to the student at the school building level, while other properties are 
specific to the student at the district level. EMIS reporting requirements necessitate the addition 
of other properties as well. Each are outlined and explained in this chapter.

The student and student registration modules encompass several collection and reporting 
capabilities as well. Those areas include the following:

• Registration of new students and updating of existing students’ demographic information
• Admission and withdrawal history for all students
• Ability to define disability, medical, custody, and miscellaneous alerts for individual 

students
• Collection and reporting of all EMIS student demographic requirements
• Create contact information for students with the ability to view and edit
• Define student memberships with beginning and ending dates
• Capability to set up miscellaneous screens for collection of other/miscellaneous data
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Student Registration Outline and Flow
1. Student Codes Maintenance

• Student Status Codes – Codes used to define the enrollment status of a student, 
indicating if they are actively enrolled, inactive, expelled, etc.

• Team Codes – Available to group students together according to academic levels for 
the purpose of scheduling students as a common group to common course sections.

• Ethnicity Codes – Codes used to describe a student’s ethnic background.
• Program Codes – Defines a collective course of study and typically used to group 

students in a common education program.
• Custody Type Codes – Codes used to describe parental or guardianship custody of 

a student.
• Contact Type Codes – Defines the type of contact or relationship of a contact to the 

associated student. Some contact codes require that the custody code be included as 
well.

• Admission Codes – Codes used to describe the reason a student is being admitted 
to a school, such as new resident, from non-public school, first school attended, etc.

• Withdrawal Codes – Codes used to describe the reason a student is leaving the 
school, such as moving, drop out, etc.

• Birthdate Verification Codes – Codes that signify permitted methods of birthdate 
verification.

• Membership Group Codes – Used to group related memberships together, such as 
fall sports teams, academic clubs, etc.

• Membership Codes – Used to group related students to indicate a common 
affiliation or activity.

• Miscellaneous Data Groups Maintenance – Defines the valid miscellaneous groups 
with field definitions, for entry of additional student data not currently stored in any 
other area.

• Miscellaneous Data Definitions Maintenance – Used to define the field definitions 
for the Miscellaneous Data Group Maintenenace.

2. Registering Students
a. Registration Wizard – Initial screen used to register students in the working school.

i. Registration Pre-requisites tab 

ii. Possible Matches tab 

iii. Complete Registration tab 

iv. EMIS tab 

b. Student Profile – Series of tabs used for input of student information.

i. General tab – Detailed student demographic information.

ii. Additional tab – Additional demographic info and some scheduling information.

iii. Custom tab – Miscellaneous data definitions.

iv. Private tab – Private student information.
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v. FS-Standing tab – EMIS FS Student Standing records.

vi. EMIS Situation Wizard
vii. FS-Attendance tab – EMIS FS Student Attendance records.

viii. FD-Attributes tab – EMIS FD Attributes records.

ix. FN-Attributes tab – EMIS FN Attributes records.

x. FN-Graduate tab – EMIS FN Graduate record.

xi. Transportation tab – Student transportation info.

3. Student Information
a. Admission/Calendar History – Displays admission and withdrawal history as well 

as calendar changes for the selected student.

b. View Calendar History – Displays calendar history for the selected student.

c. Edit Calendar Percentages – Displays and allows editing of the selected student’s 
attendance percentage for multiple buildings.

d. View Admission History – Displays admission and withdrawal history for the 
selected student.

e. Edit History Details – Displays and allows editing and deletion of the selected 
student’s admission events.

f. Withdraw Student – Used to withdraw students from the district.

g. Student Transfers – Used to track transfer students.

h. Student Community Service Hours – Used to track community service hours for 
each student.

i. Student Contact Information – Viewable information for all contacts designated for 
the selected student.

j. Student Memberships and Membership Staff Members
i. View Student Memberships – View the selected student’s associated 

memberships.

ii. Membership Staff Members – View of student’s memberships and the staff 
member (if applicable) assigned to that code.

iii. Memberships Members – Used for adding students in bulk to a specific 
membership.

iv. View Memberships
v. Add Students to Membership
vi. Delete Students from Membership
vii. Bulk Addition of Students
viii. Copy Ad-Hoc Membership to Membership – Copy students in a selected 

ad-hoc membership to a regular membership.

ix. Copy Membership from Year to Year – Copy selected student’s membership 
from the previous year to the current year in context.
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k. Family Groups – Enables you to create a group of students who are living 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 set per household.

l. Student Alerts 

i. Custody Alert – Used to display and remove existing custody alerts for a student.

ii. Disability Alert – Used to display and remove existing disability alerts for a 
student.

iii. Miscellaneous Alert – Used to display and remove existing miscellaneous alerts 
for a student.

iv. Medical Alert – Used to display and remove existing medical alerts for a student; 
see the ProgressBook StudentInformation Student Medical Guide.

m. Student Note – This screen provides the ability to maintain the properties of a 
student note or to create a new student note.

n. Student Miscellaneous Data – Provides the ability to define the valid miscellaneous 
groups with field definitions for entry of additional student data not currently stored in 
any other area.

o. Student Counselor Assignment – View students assigned to a specific counselor.

4. View-Only Student Profile – Basic demographic information for selected student, 
including picture of student if available; screen has links to other areas of the student’s 
records.

5. Student Reports
• Student Lunch Free/Reduced (LUNCH) – Lists students on the free/reduced lunch 

program.
• Student Alerts (STD_ALERT) – Lists all student alerts for students meeting the 

specified criteria and having the selected alerts.
• Student With No SSID (SSID) – Lists all students meeting the specified criteria with 

no State Student ID (SSID) recorded in their demographic record; the report can also 
display a listing of students meeting the specified criteria and the SSID record in their 
demographic record.

• Student With No SSNO (SSNO) – 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.

• Student Contact List (CONT) – Displays contact information for contact of specified 
types and students meeting specified criteria.

• Student Locker Allocation (LOCK) – Displays all lockers of specified type and 
status when assigned to students meeting the user specified student selection 
criteria; additional options permit printing of unassigned lockers as well, and locker 
combinations may be optionally displayed in the report.

• Withdrawal List (WITH) – Displays all students who have withdrawn within a 
specified date range.

• Student Status/Attendance Code (STAT) – Displays students’ EMIS situations. The 
students reported can be limited by EMIS handicap situation and other student 
properties.
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• Admission/Withdrawals (AWEX) – Displays school admission and withdrawal 
events for specified date ranges and specified admission and withdrawal types.

• Ethnicity Summary Report – Displays students by ethnic origin classification; the 
report displays ethnicity codes specific to the school in context as well as EMIS 
standard ethnicity codes.

• Student Roster Detail (R101-A) – Generates a detailed listing of all students as well 
as create address labels. This report can be used to generate student rosters for 
specific groups of students by grade, age, program, previous school, etc.

• Student Roster Summary (R101-B) – Generates a summary listing of all students 
attending the school as well as create address labels.

• Student Roster Summary (R101-B By Home School) – Generates a summary 
listing of all students attending a selected group of schools by grade, gender, and 
home school. Similar to the Student Roster Summary (R101-B) report.

• Student Roster Summary (R101-B By Homeroom) – Generates a summary listing 
of all students attending a selected group of schools by grade, gender, and 
homeroom.

• Student Roster Summary (R101-B By Program) – Generates a summary listing of 
all students attending a selected group of schools by grade, gender, and program.

• Administrative Homeroom Summary (R201-B) – Prints a summary of student 
information by homeroom.

• Administrative Homeroom Detail (R201-A) – Prints detailed student information by 
homeroom.

• Student Roster by Membership (R102) – Generates a list of students that all belong 
to a group/membership.

• Principals Report of Enrollment (R305) – Displays enrollment by grade, age, and 
gender.

• Year-End Enrollment Summary (R306B) – This interactive report shows enrollment 
by grade and admission/withdrawal codes.
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Student Codes Maintenance

Most Student Codes may be defined globally (by the ITC), at the district level, or at the school level 
per the chart below.

 – Codes with this icon in place of the  (delete) and  (edit) icons have been defined at a 
higher level, as described above. You can only delete or edit codes at the same level they were 
defined.

The list of student codes are as follows:

• “Student Status Codes” 
• “Team Codes Maintenance” 
• “Ethnicity Codes Maintenance” 
• “Student Program Codes” 
• “Custody Type Codes” 
• “Contact Type Codes Maintenance” 
• “Admission Codes Maintenance” 
• “Withdraw Codes Maintenance” 
• “Birthdate Verification Codes” 
• “Membership Group Codes” 
• “Membership Codes Maintenance” 
• “Miscellaneous Data Groups” 
• “Miscellaneous Data Definitions” 

Visibility and Use Editable

Global Level ITC, District, School ITC

District Level ITC, District, School ITC, District

School Level ITC, District, School ITC, District, School
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Student Status Codes
Navigation: StudentInformation > Management > School Administration > Student Codes 
Administration > Student Status Codes
Student status codes are used to define the enrollment status of a student, indicating if they are 
actively enrolled, inactive, expelled, etc.

This screen has standard add record, edit record, and delete record controls.

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You can sort by any column (Code, Name, Overall Student Status, Description, 
Active) in ascending or descending order by clicking the column header.
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Add/Edit Student Status Codes

Code (required) – Enter up to 4 characters (alphanumeric) for the status code. If you try to use an 
existing inactive status code, you are prompted to reactivate this inactive status code if you wish. 

Name (required) – Enter the name of the status code.

Overall Student Status (required) – Select if this new student status code is to be considered 
with an overall status of Deleted, Inactive, or Active.

Description (optional) – Enter a description for the status code.
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Team Codes Maintenance
Navigation: StudentInformation > Management > School Administration > Student Codes 
Administration > Team Codes
Team codes are used to group students together according to academic levels for purposes of 
scheduling students as a common group to common course sections.

This screen has standard add record, edit record, and delete record controls. 

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You can sort by any column (Code, Name, Description, Active) in ascending or 
descending order by clicking the column header.

Add/Edit Team Codes
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Code (required) – Enter up to 4 characters (alphanumeric) for the team code. If you try to use an 
existing inactive team code, you are prompted to reactivate this inactive team if you wish. 

Name (required) – Enter the name of the team code.

Description (optional) – Enter a description of the team code.

Ethnicity Codes Maintenance
Navigation: StudentInformation > Management > School Administration > Student Codes 
Administration > Ethnicity Codes
The ethnicity codes describe a student’s ethnic background. The ethnicity values located on the 
Ethnicity Codes Maintenance screen displays in the Local Ethnic Category field located on the 
General tab of the Edit Student Profile screen. StudentInformation uses these values in many 
reports that include values for ethnicity. Ethnicity is also reported to EMIS; however, the values 
reported to EMIS are reported from the Summative Race field, which is also located on the 
General tab of the Edit Student Profile screen.
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The Ethnicity Code Maintenance screen has standard add, edit, and delete record controls. 

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You can sort by any column (Code, Name, EMIS Code, Description, Active) in 
ascending or descending order by clicking the column header.
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Add/Edit Ethnicity Codes

Code (required) – Enter up to 4 characters (alphanumeric) for the ethnicity code. If you try to use 
an existing inactive ethnicity code, you are prompted to reactivate this inactive ethnicity code if 
you wish.

Name (required) – Enter the name of the ethnicity code.

Description (optional) – Enter a description of the new ethnicity code.

Student Program Codes
Navigation: StudentInformation > Management > School Administration > Student Codes 
Administration > Program Codes
Student program codes give the school the ability to define special programs, groups, or activities 
that students may participate in. Programs are typically used by Joint Vocational Schools (JVS) 
to indicate the area of study in which a student has enrolled. Each program code may contain a 
weight indicator that is used when calculating course filling counts.
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This screen has standard add record, edit record, and delete record controls.

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You can sort by any column (Code, Name, Description, Weight, Active) in ascending 
or descending order by clicking the column header.

Add/Edit Program Codes
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Code (required) – Enter up to 4 characters (alphanumeric and/or *) for the program code. If you 
try to use an existing inactive program code, you are prompted to reactivate this inactive program 
code if you wish.

Name (required) – Enter the name of the program code.

Description (optional) – Enter a description of the program code.

Weight (optional) – Numeric value used as a multiplier for calculating course fillings. For example, 
you can enter 1.5 and any student with that particular program would count as 1.5 students when 
filling courses during scheduling process.

Custody Type Codes
Navigation: StudentInformation > Management > School Administration > Student Codes 
Administration > Custody Type Codes
Use custody type codes to define types of custody arrangements that you can assign to a 
student's contact.

This screen has standard add record, edit record, and delete record controls.

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You can sort by any column (Code, Name, Description, Weight, Active) in ascending 
or descending order by clicking the column header.



15  ProgressBook StudentInformation Student and Registration Guide

Student Codes Maintenance

Add Custody Type Codes
1. On the Custody Type Code Maintenance screen, click Add Custody Type.

The screen displays in add mode.

2. Enter information in the following fields: 

• Code – Enter up to 4 alphanumeric characters. 
• Name – Enter a name for this custody type code.
• Description (optional) – Enter a description for this custody type code.
• Custody – If a person assigned this custody type does not have any type of custody, 

deselect this checkbox.
• Is Active – To inactivate the custody type, deselect this checkbox.

3. Click Save to save the record or click Save and New to save and continuing adding 
records. 
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Edit Custody Type Codes
1. On the Custody Type Code Maintenance screen, in the row of the custody type code you 

want to edit, click . 

The screen displays in edit mode.

2. Edit any information in the following fields: 

• Code – Up to 4 alphanumeric characters.
• Name – Name of this custody type code.
• Description (optional) – Description of this custody type code.
• Custody – If selected, it indicates that a person assigned this custody type has some 

type of custody.
• Is Active – Indicates if the custody type record is active or inactive.

• Click Save. 

Contact Type Codes Maintenance
Navigation: StudentInformation > Management > School Administration > Student Codes 
Administration > Contact Type Codes
Use contact type codes to define the relationship of a student contact to the student, such as 
mother, father, grandparent, aunt, etc.

If you maintain contact type codes at the district level, you can map your building-level codes to 
them (see “Map Building Contact Type Codes to District Contact Type Codes” ). You can also map 
district-level contact type codes to professional codes. (See “Map District Contact Type Codes to 
Professional Contact Type Codes.”)
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This screen contains standard add record, edit record, and delete record controls.

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – Click any blue column header to sort by that column in ascending or descending order.

Add Contact Type Code – Click to create a new contact type code for the district or building in 
context.

Map Contact Codes (building level only)– See “Map Building Contact Type Codes to District 
Contact Type Codes.”

Map Professional Contact Codes (district level only) – See “Map District Contact Type Codes 
to Professional Contact Type Codes.”

 – Click to edit the contact type code.

 – Click to inactivate the contact type code.

Count – Displays the number of student contact records using the contact type.

Contact Type Codes Maintenance – District Level

Contact Type Codes Maintenance – Building Level
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Professional Contact (district level only) –  indicates that the contact is a professional contact, 
such as a daycare center, doctor, dentist, parole officer, etc., and displays for preloaded 
professional contacts when you have a district in context. Students can share this type of contact.

Note: The Professional Contact column is blank at the building level.

Add/Edit Contact Type Codes
Note: You can create unique contact type codes only between the building and 
district level; buildings within a district can still share identical contact type codes.

Code (required) – Enter up to 4 alphanumeric characters for the contact type code. If you try to 
use an existing inactive contact type code, you are prompted to reactivate this inactive contact 
type code, if desired. 

Name (required) – Enter a name for the contact type code.

Description – Enter a description of the contact type code.

Default Settings for Contacts of this type – Select the applicable checkboxes for default 
settings that you want to use the next time you use this contact type when adding student 
contacts. These values are only initial settings. If you change them in a contact type code, this 
does not affect existing contacts of this type. For more information on these settings, see “Student 
Contact Information.”

NCES Contact Type Code (district level only) – Select the appropriate National Center for 
Education Statistics (NCES) contact type for this contact type code. This drop-down list is 
available only at the district level.

Is Active – Select this checkbox to indicate that the contact type code is active and can be used.
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Is Publicly Viewable – If this checkbox is selected, and the Publicly Viewable checkbox is also 
selected on the contact record, existing contacts of this type display in ParentAccess.

Map Building Contact Type Codes to District Contact Type Codes
When you map a building contact type code to a district contact type code, the building contact 
type code is inactivated, and all records that reference this contact type code now reference the 
mapped district contact type code.

1. On the Contact Type Codes Maintenance screen, with a building in context, in the row 
of the code you want to map to a district code, in the District Codes drop-down list, select 
the district-level contact type code.

2. Click Map Contact Codes.
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Map District Contact Type Codes to Professional Contact Type Codes
When you map a district contact type code to a professional contact type code, the district contact 
type code is inactivated, and all records that reference this contact type code now reference the 
mapped professional contact type code.

1. On the Contact Type Codes Maintenance screen, with a district in context, in the row of 
the code you want to map to a professional contact code, in the District Codes drop-down 
list, select the professional code.

2. Click Map Professional Contact Codes.
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Admission Codes Maintenance
Navigation: StudentInformation > Management > School Administration > Student Codes 
Administration > Admission Codes
Admission codes are used to define the reason a student is being admitted to a school, such as 
new resident, from non-public school, first school attended, etc.

This screen has standard add record, edit record, and delete record controls.

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You can sort by any column (Code, Name, Description, Active) in ascending or 
descending order by clicking the column header.
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Add/Edit Admission Codes

Code (required) – Enter up to 4 characters (alphanumeric) for the admission code. If you try to 
use an existing inactive admission code, you are prompted to reactivate this inactive admission 
code if you wish. 

Name (required) – Enter the name of the admission code.

Description (optional) – Enter a description of the admission code.
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Withdraw Codes Maintenance
Navigation: StudentInformation > Management > School Administration > Student Codes 
Administration > Withdraw Codes
Withdraw codes are used to describe the reason a student is leaving school, such as moving, 
dropping out, etc. Withdraw codes are also reported to EMIS, so they must be mapped to valid 
EMIS withdraw codes.
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This screen has standard add record, edit record, and delete record controls. 

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You can sort by any column (Code, EMIS Code, Name, Description, Active) in 
ascending or descending order by clicking the column header.

Add/Edit Withdraw Codes

Code (required) – Enter up to 4 characters (alphanumeric) for the withdraw code. If you try to use 
an existing inactive withdraw code, you are prompted to reactivate this inactive withdraw code if 
you wish. 

EMIS Code (required) – Select the appropriate EMIS code that the new withdraw code should be 
mapped to for EMIS reporting purposes (withdraw codes must have an EMIS withdraw code, and 
some withdraw codes loaded from SIS may not have an EMIS code assigned yet).

Name (required) – Enter the name of the withdraw code (50-character limit).

Description (optional) – Enter a description of the new withdraw code.
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Birthdate Verification Codes
Navigation: StudentInformation > Management > School Administration > Student Codes 
Administration > Birthdate Verification Codes
Birthdate verification codes signify permitted methods used for verification of student birthdates.

This screen has standard add record, edit record, and delete record controls. 

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You can sort by any column (Code, Name, Description, Active) in ascending or 
descending order by clicking the column header.
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Add/Edit Birthdate Verification Codes

Code (required) – Enter up to 4 characters (alphanumeric) for the birthdate verification code. If 
you try to use an existing inactive birthdate verification code, you are prompted to reactivate this 
inactive birthdate verification code if you wish. 

Name (required) – Enter the name of the birthdate verification code.

Description (optional) – Enter a description for the birthdate verification code.

Membership Group Codes
Navigation: StudentInformation > Management > School Administration > Membership 
Groups
A membership group code is used to define a group that can then be used to group related 
membership codes together.

Memberships codes are used to group related students to indicate a common affiliation or activity, 
such as athletic team members, band members, special education program, etc.
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This screen has standard add record, edit record, and delete record controls. 

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You can sort by any column (Code, Name, Description, Active) in ascending or 
descending order by clicking the column header.

 – Indicates that this membership group code has been entered at the global level or district level 
and cannot be changed at the building level, or it is a pre-defined group (such as AD-HOC).

Interscholastic Athletics – If you click the blue name of a membership group, you are taken to 
the Memberships Maintenance screen for the members of that group (see “Add/Edit 
Membership Group” ).
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Add/Edit Membership Group

Code (required) – Enter up to 4 characters (alphanumeric) for the membership group code. if you 
try to use an existing inactive membership group code, you are prompted to reactivate this inactive 
membership group code if you wish. 

Name (required) – Enter the name of the membership group code.

Description (optional) – Enter a description of the membership group code.

Membership Codes Maintenance
Navigation: StudentInformation > Management > School Administration > Membership 
Groups 
Membership codes are used to group related students together to indicate a common affiliation or 
activity, such as athletic team members, band members, etc. Each membership must belong to 
one and only one membership group. 

To see which membership codes belong to which membership group, or to add, update, or delete 
Membership Codes, first access the Membership Groups Maintenance screen, and then click 
the blue group name to view memberships.
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This screen has standard add record, edit record, and delete record controls. 

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You can sort by any column (Code, EMIS Program Code, Name, Description, Active) 
in ascending or descending order by clicking the column header.

Back to Groups – Return to the Membership Groups Maintenance screen.

Educational travel – If you click a blue membership name, you are taken to the Membership 
Members screen with this membership pre-selected. This lets you see a list of all students listed 
as active members of that membership. This screen is detailed in “Membership Members Screen.”
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Add/Edit Membership

Code (required) – Enter up to 6 characters (alphanumeric) for the membership code. If you try to 
use an existing inactive membership code, you are prompted to reactivate this inactive 
membership code if you wish.

EMIS Program Code (optional) – If the new membership code you are adding should be reported 
to EMIS, select an EMIS program code from the drop-down list.

Require Staff Member – Select this checkbox if the membership code also requires a staff 
member to be reported to EMIS; otherwise, deselect this checkbox.

Require Dates – Select this checkbox to indicate that the effective start and end dates for a 
program should be reported to EMIS; otherwise, deselect this checkbox.

Default Staff Member (optional) – Select a staff member from the drop-down list that displays as 
the default staff member when a membership code requires a staff member (as per the Require 
Staff Member field). If more than one staff member provides the service, specify one staff 
member as a default and then select the appropriate staff member who is providing the service 
on the individual student membership record.

Default Program Provider IRN (required) – Enter an IRN to use as the default program provider 
for students in this membership. If not applicable, you must enter ******. Click  for assistance 
with the search for the IRN by accessing the ODE IRN Search.

Name (required) – Enter the name of the membership code.

Description (optional) – Enter a description for the membership code.
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Miscellaneous Data Groups
Navigation: StudentInformation > Management > School Administration > Miscellaneous 
Data Groups
Miscellaneous data groups are used to group related miscellaneous data items together. 
Miscellaneous data groups may be defined at the ITC level, district level, or building level. 

Miscellaneous data provides a way to store additional information for a student to support special 
requirements that are currently not provided in the StudentInformation application. Miscellaneous 
data groups must be established, and then data definitions for each data group defined. Once the 
data definitions are defined, students can be added to the group.

This screen has standard add record, edit record, and delete record controls.

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You can sort by any column (Code, Name, Description, # Fields, Data Definitions, 
Active, Read Only) in ascending or descending order by clicking the column header.

View Definitions – View miscellaneous data definitions for this group (see “Add Miscellaneous 
Data Group” ).

 (Read-Only Miscellaneous Data Group Code) – Cannot be used on new student records but 
you can view existing information.

 (Non Read-Only Miscellaneous Data Group Code) – Can be used on new student records.
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Add Miscellaneous Data Group

Code (required) – Enter up to 4 characters (alphanumeric) for the miscellaneous data group code. 
If you try to use an existing inactive miscellaneous data group code, you are prompted to 
reactivate this inactive miscellaneous data group code if you wish. 

Name (required) – Enter the name for the miscellaneous data group code.

Description (optional) – Enter a description for the miscellaneous data group code.

Is Read-Only (optional) – Select this checkbox to make information only available for viewing; the 
information cannot be modified and no new members can be added (for instance, miscellaneous 
data groups with testing data that has been converted using the Misc To AAT procedure becomes 
read-only). Deselect this checkbox to let users modify the miscellaneous data group code and add 
new members.

Note: If the Read Only checkbox is selected, the miscellaneous data group 

displays with  in the Read-Only column as shown below.

Once the miscellaneous data group has been added, Miscellaneous data definitions must be 
defined for the miscellaneous data group. For more information, refer to “Miscellaneous Data 
Definitions.”
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Miscellaneous Data Definitions
Navigation: StudentInformation > Management > School Administration > Miscellaneous 
Data Groups > Miscellaneous Data Definitions
Miscellaneous data definitions are used to define the values that are valid for each field in the 
miscellaneous group. A miscellaneous group can have up to 14 fields or data elements defined. 
The user can define the item name, data type from a predefined list of available types, and 
maximum length, and can specify the appropriate values via a regular expression pattern. You 
can also specify a display format for pure numeric data types and date/time items.

Each miscellaneous data item is associated with one and only one miscellaneous data group.

Once the miscellaneous group has been established, the data definitions for that group must be 
defined. To view or define miscellaneous data definitions, click the View Definitions link, as 
shown above.

This screen has screen add record, edit record, and delete record controls.

Records on this screen are not deleted but are inactivated instead. For information on reactivating 
records, see the ProgressBook StudentInformation Getting Started Guide.

Sorting – You can sort by any column (Field Title, Field Type, Data Type, Used By, Field 
Length, Value Expression, Sort Order, Searchable, On Profile, Active, and Read Only) in 
ascending or descending order by clicking the column header
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 (Read-Only Miscellaneous Data Definition) – Cannot be used on new student records but you 
can view existing information.

 (Non Read-Only Miscellaneous Data Definition) – Can be used on new student records.

Back to Groups – Click to return to the Miscellaneous Data Groups Maintenance screen.

Used By – This column displays the number of students with data in this definition. Click the blue 
number to display a list of students with data, as well as their data value for this field.

This screen shows up to 10 records. Select the Show All checkbox to view all records (the 
number of records is listed).

[Student’s Last name, Student’s First and Middle Name] – Click a blue student name to view 
that student's View Profile screen.

Back to Definitions – Click to go back to the Miscellaneous Data Definitions screen.

Add/Edit Miscellaneous Data Definition

Field Title (required) – Enter a title for the field that displays for this item in labels and 
StudentInformation.
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Field Type (required) – Select Textbox, Pre-Defined List, or Checkbox for the type of field. 
Each field type has different values and fields, as described in the sections below.

Sort Order (required) – Enter the sort order for this item to determine its order of appearance in 
the list of data definitions.

On Student Profile (optional) – Select this checkbox to display this field on the Edit Student 
Profile screen Custom tab. Otherwise, deselect this checkbox. These fields are sorted by the sort 
order of the data definition first, and then by the definition field title, each in ascending order. Only 
active data definitions are included on the Edit Student Profile screen Custom tab.

Is Read-Only (optional) – Select this checkbox to make the miscellaneous data definition 
available only for viewing; the information cannot be modified and no new members can be added. 
Deselect this checkbox to let users modify the miscellaneous data definition and add new 
members.

Field Type: Textbox

The Textbox field type requires the user to enter a value.

Data Type (required) – Select a type of data from the following list: Alpha Numeric, Whole 
Number, Decimal, Currency, Date, Phone Number, Email Address, Web Address, and Time. 
Each of these data types has a different default Field Length value.

Field Length (required) – The field length indicates the number of characters allowed for data 
input for the field. Defaults are 10 for Whole Number, Decimal, and Date; 8 for Currency and 
Time; 14 for Phone Number; and 100 for Email Address and Web Address. These default 
values (except for Phone Number) can be edited once the data type is selected.

Note: if you select a Data Type of Alpha Numeric, the additional Regular 
Expression field displays.

Regular Expression (optional) – Enter a regular expression for the field.
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Field Type: Pre-Defined List

The Pre-Defined List field type requires the user to select an option from a list defined on this 
screen.

List Type (required) – Select either Radio Buttons or Drop Down List.
View Pre-Defined List – Click to define values for the radio buttons or drop-down list options. 
(You must enter a Field Title and Sort Order for the miscellaneous data definition before clicking 
this button.) 

Add Option – Click to add an option to the list.

 – Click to delete an option from the list.

 – Click to edit an option in the list.

Adding a list option is very similar to adding other types of records.

Option Value (required) – Indicate the option(s) that should display in the pre-defined list.

Sort Order (required) – Enter the sort order for this item to determine its order of appearance in 
the pre-defined list.
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Field Type: Checkbox

The Checkbox field type simply displays as a regular checkbox available for selection and you 
do not need to select any additional options or set any values.
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Registering Students

The student is the primary entity of the StudentInformation application. A student is described by 
many properties. Some properties are specific to the student at the district level, others are 
specific to the student at the school level. EMIS reporting requirements necessitate additional 
properties for the student as well.

A student must have a master record before any additional elements can be defined for the 
student. A master record or student profile should include all required fields such as name, 
birthdate, gender, etc. Instructions on creating a student profile or master record is described later 
in this chapter. There should be one district record for a student, but a student can have 
information in several buildings within the district.

To begin entering data for any student, they must first be registered in the building for which you 
wish to report that student’s information.

As part of EMIS Reporting Period G requirements, the following rules now apply when registering 
a student or using the Registration Wizard.

• If a student is not newly enrolled in the district (i.e., was previously enrolled), do not 
update the graduate fields.

• If a student is newly enrolled in the district, initialize the graduate fields as shown in the 
table below.

Registration Wizard
Navigation: StudentInformation > SIS > Registration Wizard
The student Registration Wizard is used to register or re-enroll students. Users can use the 
Registration Wizard to create a new student record or enroll a new or previously-attending student 
to the school.

Students must first be registered in the working building before data can be collected for EMIS 
reporting, attendance, grades, etc. Student registration automatically creates new FS, FN, and FD 
records for the student with the proper effective dates where applicable.

Field Default

CORE Economics and Financial Literacy Requirement Met N

CORE Fine Arts Requirement Met N

CORE Graduation Requirement Exception *

Exempted from Physical Education Graduation Requirement N

Graduation Date Blank (null)

Diploma Type *

OGT Graduation Alternative 0

Military Compact Graduation Alternative 0
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The Exclude from Fall Initialization flags are set to false when:

• A student is newly enrolled or re-enrolls in the district.
• A student is promoted/bulk enrolled into a new school year.
• A student transfers into a new school district.

Three specific situations must now be identified when registering a student:

1. The student is new to the district or is re-enrolling after previously withdrawing from the 
district. This situation requires the EMIS data to be updated to reflect that the student is 
now enrolled in the district. The Effective Start Date should be the same as the 
Admission Date.

2. The student is currently registered in the district at another building and this registration 
changes the primary building/EMIS attending building. This situation requires the EMIS 
data to be updated to reflect that the student’s EMIS attending building has changed. The 
Effective Start Date should be the same as the Admission Date.

3. The student is currently registered in the district at another building and this registration 
does not change the primary building/EMIS attending building. EMIS data does not have 
to be updated in this situation.

To use the Registration Wizard screen, specific Registration Defaults must be entered at either 
the district or building level. If the proper defaults are not entered, you will receive the message 
shown below.

Click Registration Defaults Page to go to the Registration Defaults screen.

Registration defaults can be entered at the district or building level to pre-populate registration 
fields. The Registration Defaults screen can be found at StudentInformation > Management 
> School Administration > School Building Administration > Registration Defaults. Refer to 
the ProgressBook StudentInformation School Setup and Configuration Guide for more 
information on registration defaults.

Registration Wizard – Registration Pre-requisites Tab
Navigation: StudentInformation > SIS > Registration Wizard > Registration Pre-requisites 
Tab
Fill out all required fields and any additional fields desired, then click Next. The wizard then checks 
to see if a record already exists for the student even if you have entered only the minimum 
required information for the verification process. If no existing student record has a possible 
match, the wizard proceeds to the Complete Registration tab and you can skip the next several 
steps.
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First Name (required) – Legal first name of student, up to 50 characters.

Middle Name (optional) – Legal middle name of student, up to 50 characters.

Last Name (required) – Legal last name of student, up to 100 characters.

Called Name (optional) – Student's called name; e.g., Becky for Rebecca, or TJ for Thomas 
James, etc.

Social Security (optional) – Student's social security number.

EMIS ID (optional) – You can manually enter the EMIS ID number (a combination of your school 
code and a random number) or you can configure the automatic assignment of EMIS ID numbers 
on the School Demographics screen for the district (refer to the ProgressBook 
StudentInformation School Setup and Configuration Guide for more details).

Student Number (optional) – If you do not enter a specific number in this field, StudentInformation 
automatically creates a student number for this student.

Note on Auto-Assign Student Numbers: Auto-assign begins with the District Student 
Number Seed (as defined on the district School Demographics screen) when creating 
new student numbers using Auto-assign. The Maximum Increment from Seed (as 
defined on the district School Demographics screen) is the maximum number the 
Student Number Auto-Assign feature uses when incrementing to find an unused student 
number.

If the District Student Number Seed is not entered (as defined on the district School 
Demographics screen), StudentInformation starts from the largest student number 
currently in the district when auto-assigning student numbers. If the Maximum Increment 
from Seed is not set (as defined on the district School Demographics screen), 
StudentInformation uses increments of 1 to find the next unused student number. If the 
maximum student number allowable has been used, StudentInformation begins searching 
for unused student numbers beginning with the smallest student number in the district. 
Refer to the ProgressBook StudentInformation School Setup and Configuration Guide for 
more information on the School Demographics screen.

Birthdate (required) – Enter the student's birthdate.

Age – This field automatically calculates the student's age from the student's birthdate field.
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Gender (required) – Select the student's gender from the drop-down list.

Grade (required) – Select the appropriate student's grade from the drop-down list.

Student is a Non-Attending Graduate – Select this checkbox to indicate that the student is a 
non-attending graduate (grad only). The Registration Wizard enters Grad Only Registration Mode 
after you click Next>.

Note: Non-attending graduates can only be registered at community schools and 
traditional schools.

Note: Transfer students cannot be registered as non-attending graduates.

Next> – Click to move to the next appropriate tab in the Registration Wizard. If there are no 
possible matches, clicking Next> skips the Possible Matches tab and takes the user to the 
Complete Registration tab or Non-Attending Graduate Registration tab.

Registration Wizard – Possible Matches Tab
Navigation: StudentInformation > SIS > Registration Wizard > Possible Matches Tab
If certain parts of a student’s required information (on the Registration Pre-requisites tab) 
matches any existing student’s information, this tab displays.

StudentInformation finds a Strict Match if the social security number or EMIS ID matches an 
existing student in the district or the school building. StudentInformation finds a Non-Strict Match 
if the first initial of the student's First Name, as well as the student's Last Name, Birthdate, and 
Gender all match an existing student in the district or the school building.

These possible matches fall into the following four categories:

• Strict Match, Same School
• Strict Match, Different School
• Non-Strict Match, Same School
• Non-Strict Match, Different School

Depending on the possible match category, follow the steps below to continue to the Complete 
Registration tab or Non-Attending Graduate Registration tab of the Registration Wizard.
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Strict Match
If the social security number or EMIS ID number for a student being registered matches an 
existing student, StudentInformation does not permit registration of that new student. This helps 
prevent the duplication of students.

Select a matching student and click Next> to edit that student’s profile instead of registering a new 
student.

<Back – Click to return to the Registration Pre-requisites tab and edit the entered information.

Note: StudentInformation does not automatically update the student’s Building 
Progression Track when a Strict Match is found and used for student 
registration. You must manually update the student’s Building Progression 
Track.
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Non-Strict Match
If a student's First Name's first initial, Last Name, Gender, and Birthdate all match an existing 
student or students in the school, StudentInformation warns the user of a possible Non-Strict 
Match. You can either continue registering the new student as a brand new student (not using any 
information from any matching student's record), edit a matching student's profile (if the student 
is found in the current building and year), or enroll a matching student to the current building and 
year (if the student is found, but is not in the current building and year). A non-strict match can 
contain multiple students from the same or different schools.

Select a matching student and click Next> to edit that student's profile instead of registering a new 
student.

Select the Register New Student option and click Next> to register the new student (not using 
any information from the matching record or records).

<Back – Click to return to the Registration Pre-requisites tab and edit the entered information.

If a strict or non-strict match is found for the student in another building, you must indicate whether 
or not this is a change of the student’s primary building/EMIS attending building.
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If you select Yes, the primary/EMIS attending building is changed to the new building. If you select 
No, the primary/EMIS attending building remains as it is and does not change.

Registration Wizard – Non-Attending Graduate Registration Tab
Navigation: StudentInformation > SIS > Registration Wizard > Non-Attending Graduate 
Registration Tab
Fill out all required fields and any optional fields on the Registration screen. A student must have 
a master record before any additional elements can be defined for that student. Any Registration 
Defaults previously defined (refer to the ProgressBook StudentInformation School Setup & 
Configuration Guide) already populate this screen.

Note: You can view this tab only if you selected the Student is a Non-Attending 
Graduate checkbox on the Registration Pre-requisites tab.

Hispanic/Latino (required) – This drop-down list populates with values from EMIS field GI580. 

Note: If the student must be coded with the new Race/Ethnicity options, then only 
the “Y” and “N” options display.
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Local Ethnic Category (required) – This is the 2009-2010 Ethnicity field renamed to avoid 
confusion. Changing the value of this field no longer sets the EMIS Ethnicity. However, since the 
field is still used by most of the StudentInformation reports, we recommend you update it 
accordingly.

Racial Group(s) (required) – These fields are enabled if you select “Y” or “N” in the 
Hispanic/Latino field or if the student must be coded with the new Race/Ethnicity coding. These 
fields are disabled if you select “*” in the Hispanic/Latino field.

Summative Race (read-only) – This field is calculated based on the values set in the 
Hispanic/Latino and Racial Group(s) fields when the screen is saved. If the Hispanic/Latino 
field is set to “Y,” Summative Race displays H – Hispanic/Latino. If the Hispanic/Latino field is 
set to “N” and only one racial group is selected, Summative Race displays the selected group (A 
– Asian, for example). If the Hispanic/Latino field is set to “N” and multiple racial groups are 
selected, Summative Race displays M – Multiracial. Values from EMIS field GI090 are used to 
populate this field.

State Student ID (SSID) (required) – Enter the student’s 9-digit alphanumeric ID code unique to 
each public school student in Ohio; this code can be hidden through security settings. See the 
ProgressBook StudentInformation Security Guide for details.

Graduation Date (required) – The date the student received his/her diploma. Refer to the ODE 
EMIS Manual for more details on reporting this element.

Student Status (required) – Select the appropriate option from drop-down list.

Attendance Calendar (required) – Select the appropriate attendance calendar from the 
drop-down list. Direct any questions concerning which calendar to use to your building’s 
designated EMIS personnel. Defaults to the Default Calendar selected on the 
StudentInformation Options screen.

Grade (required) – Automatically populates from the Pre-requisites tab.

Address of Residence (required) – Enter the street address, city, state, and zip code where the 
student lives in these fields (the second address line is optional). If you have Address 
Standardization and Address Verification enabled,  displays to alert you that you must validate 
the address by clicking Validate.

Bypass Address Standardization/Verification – Select this checkbox to leave the Address of 
Residence as entered, and to ignore Address Standardization and Address Verification on the 
address. Use this option only if you are certain that the address is accurate.

Note: If you select the Bypass checkbox for either address, a new field displays.
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Use Address of Residence – Select this checkbox to duplicate the Address of Residence data 
in the Mailing Address fields.

Bypass Comments (required) – If bypassing standardization or verification, you must enter a 
reason in this field.

Mailing Address (required or optional) – In these fields, enter the street address, city, state, and 
zip code where the student receives mail (the second address line is optional). If you have 
Address Standardization and Address Verification enabled,  displays to alert you that you must 
click Validate to validate the address.

Bypass Address Standardization – Select this checkbox to leave the Mailing Address as 
entered and not run Address Standardization on the address. Select this checkbox only if you are 
certain that the address is accurate.

Phone Number (optional) – Enter the student’s phone number with an area code.

Unlisted (optional) – Select this checkbox so that the student phone number does not print or 
display on various screens/reports for privacy purposes.

Student Email (optional) – Enter the student’s email address. When registering a student that has 
been transferred to the district or school in context, the student’s email address from the previous 
district or school displays here. If your district has OAuth enabled, students can log into 
ParentAccess using this email after it is imported through GradeBook. (ProgressBook 
ParentAccess Administration Guide, ProgressBook GradeBook Principal Guide).

County of Residence (required) – Select the county in which the student resides from the 
drop-down list.

Diploma Type – The type of diploma received by the graduating student. Refer to the ODE EMIS 
Manual for more details on reporting this element.

Courses Completed IRN – Enter the IRN of the district in which the student completed the course 
requirements for a diploma. Click  for assistance with the search for the IRN by accessing the 
ODE IRN Search. SMART logic helps determine the correct value.

Courses Completed Date – Enter the month and year in which the student completed the course 
requirements for a diploma.

<Back – Click to return to the Registration Pre-requisites tab.

Finish – Click to finish registration for this student and continue to register new students.
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Registration Wizard – Complete Registration Tab
Navigation: StudentInformation > SIS > Registration Wizard > Complete Registration Tab
Fill out all required fields and any optional fields on the Registration screen. A student must have 
a master record before any additional elements can be defined for the student. Any Registration 
Defaults previously defined (refer to the ProgressBook StudentInformation School Setup & 
Configuration Guide) are already filled in on this screen.

Hispanic/Latino (required) – This drop-down list populates with values from EMIS field GI580. 

Note: If the student must be coded with the new Race/Ethnicity options, then only 
the “Y” and “N” options display.

Local Ethnic Category (optional) – This is the 2009-2010 Ethnicity field renamed to avoid 
confusion. Changing the value of this field no longer sets the EMIS Ethnicity. However, since the 
field is still used by most of the StudentInformation reports, it is recommended that you update it 
accordingly.

Racial Group(s) (required) – These fields are enabled if you select “Y” or “N” in the 
Hispanic/Latino field or if the student must be coded with the new Race/Ethnicity coding. These 
fields are disabled if you select “*” in the Hispanic/Latino field.
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Summative Race (read-only) – This field is calculated based on the values set in the 
Hispanic/Latino and Racial Group(s) fields when the screen is saved. If the Hispanic/Latino 
field is set to “Y,” Summative Race displays H – Hispanic/Latino. If the Hispanic/Latino field is 
set to “N” and only one racial group is selected, Summative Race displays the selected group (A 
– Asian, for example). If the Hispanic/Latino field is set to “N” and multiple racial groups are 
selected, Summative Race displays M – Multiracial. Values from EMIS field GI090 are used to 
populate this field.

Citizenship (optional) – Select the appropriate option from drop-down list.

Native Language (optional) – Select the language the student spoke at the onset of speech.

Birthplace City (optional) – Enter the student’s city of birth.

Birthdate Verified (optional) – Select the method used to verify the student’s birthdate.

Admission Date (required) – Enter the student’s admission date; defaults to the current date.

Home Language (optional) – Select the language the student speaks at home.

Student Status (required) – Select the appropriate option from drop-down list.

Building Prog Track (optional) – Building progression tracks describe the path a student can take 
through schools within a district. Select the appropriate option from drop-down list.

Admission Code (optional) – Select the appropriate option from drop-down list.

Attendance Calendar (required) – Select the appropriate attendance calendar from the 
drop-down list. Direct any questions concerning which calendar to use to your building’s 
designated EMIS person. Defaults to the Default Calendar selected on the StudentInformation 
Options screen.

Mother’s Maiden Name (optional) – Enter the student’s mother’s maiden name (for security 
purposes).

Program (optional) – Select the appropriate option from drop-down list.

Locker Assignment – Click Assign Primary Locker to open a window that lets you quickly find 
and select a locker for the student using the Locker Selection Wizard. If desired, you can also 
change the combination series of the locker to be assigned as part of the process. Refer to the 
ProgressBook StudentInformation Student Lockers Guide for more information about using the 
Locker Selection Wizard.

Free/Reduced Lunch Status (required) – Select the appropriate option from the drop-down list. 

Note: Selecting Free or Reduced sets the student's Disadvantagement to 1 – 
Economic Disadvantagement.

Last Name Suffix (optional) – Enter the student’s last name suffix if applicable; for example, Jr. 
or III.

Homeroom (optional) – Select a homeroom from the drop-down list. For more details or to update 
the list of homeroom options, refer to the ProgressBook StudentInformation Student Homeroom 
Guide.

Include in Ranking (optional) – Deselect this checkbox if the student should have no bearing on 
GPA calculations and ranks. Defaults to the value selected for the student’s building grade level.

Include in Honor Roll (optional) – Select or deselect this checkbox to determine if the student 
should be included or excluded from the honor roll. Defaults to the value selected for the student’s 
building grade level.
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Counselor (optional) – Select the student’s counselor from the drop-down list. Defaults to the 
value selected for the student’s building grade level.

Scheduling Priority (optional) – Select a priority level from 1-9 to set the priority of this student’s 
scheduling in the scheduling process. Defaults to the value selected for the student’s building 
grade level.

Include in GPA (optional) – Select or deselect this checkbox to determine if the student should 
be included or excluded from GPA calculations. Defaults to the value selected for the student’s 
building grade level.

Home School IRN (optional) – Used with JVS students. Refers to the IRN of the sending or home 
building. Click  for assistance with the search for the IRN by accessing the ODE IRN Search. 
SMART logic helps determine the correct value. This is the building IRN and not the district IRN.

Primary Grad. Rule (optional) – Select the student’s primary graduation rule used for Graduation 
Verification.

Secondary Grad. Rule (optional) – Select the student’s secondary graduation rule used for 
Graduation Verification.

Flags (optional) – These flags were converted from SIS, and are used for marking students with 
various letters or numbers, as determined by the school, for use with reports and grouping like 
students together.

Country of Origin (optional) – Select the student’s country of origin.

Grade (required) – Automatically populates from the Pre-requisites tab.

Graduation Year (optional) – Enter the school year in which the student will graduate. When 
registering a student that has been transferred to the district or school in context, the student’s 
graduation year from the previous district or school displays here.

Pronunciation (optional) – Use this text field to enter a phonetic spelling of the student’s name.

Address of Residence (required) – Enter the street address, city, state, and zip code where the 
student lives in these fields (the second address line is optional). If you have Address 
Standardization and Address Verification enabled,  displays to alert you that you must validate 
the address by clicking Validate.
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Bypass Address Standardization/Verification – Select this checkbox to leave the Address of 
Residence as entered and to ignore Address Standardization and Address Verification on the 
address. Use this option only if you are certain that the address is accurate.

Note: If you select the Bypass checkbox for either address, a new field displays.

Use Address of Residence – Select this checkbox to duplicate the Address of Residence data 
in the Mailing Address fields.

Bypass Comments (required) – If bypassing address standardization or verification, you must 
enter a reason in this field.

Mailing Address (required or optional) – In these fields, enter the street address, city, state, and 
zip code where the student receives mail (the second address line is optional). If you have 
Address Standardization and Address Verification enabled,  displays to alert you that you must 
click Validate to validate the address.

Bypass Address Standardization – Select this checkbox to leave the Mailing Address as 
entered and not run Address Standardization on the address. Select this checkbox only if you are 
certain that the address is accurate.

Phone Number (optional) – Enter student’s phone number with the area code.

Unlisted (optional) – Select this checkbox so that the student phone number does not print or 
display on various screens/reports for privacy purposes.

Student Email (optional) – Enter the student’s email address. When registering a student that has 
been transferred to the district or school in context, the student’s email address from the previous 
district or school displays here. If your district has OAuth enabled, students can log into 
ParentAccess using this email after it is imported through GradeBook. (ProgressBook 
ParentAccess Administration Guide, ProgressBook GradeBook Principal Guide).

Transfer Options (required) – Choose to transfer this student’s course history (not available for 
ITC to ITC student transfers), attendance, assessments (not available for ITC to ITC student 
transfers), or any combination of these options when transferring a student between ITCs or 
districts. The Course History, Attendance, and Assessment tab headings are visible when 
transferring a student. These tabs are available and used when the appropriate transfer options 
are selected. These options are not available when transferring a student between buildings within 
the same district.

Admission Reason (required) – Select the reason this student entered the district from the 
drop-down list.
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Admitted From IRN (required) – Enter the IRN of the district from which the student was admitted. 
Click  for assistance with the search for the IRN by accessing the ODE IRN Search. This field 
is enabled and required for students newly enrolled after July 1 with an admission reason 3, 6, or 
7. Joint Vocational School Districts (JVSDs) and Education Service Centers (ESCs) are required 
to report ****** in this field. This field defaults to ****** and is disabled when re-registering a student 
into a building in the same district as the building from which the student was withdrawn. This field 
is disabled and given a value of ****** when the school or district in context is a Joint Vocational 
School District (JVSD) or Educational Service Center (ESC).

County of Residence (required) – Select the county in which the student resides from the 
drop-down list.

Edit Profile – Click to continue adding information for this particular student.

<Back – Click to return to the Registration Pre-requisites tab.

Next> – Click to continue to the Family Group tab for this student.

Finish – Click to finish registration for this student and continue to register new students.

Registration Wizard – Family Group Tab
Navigation: StudentInformation > SIS > Registration Wizard > Family Group Tab
Add the student you are registering to an existing family group.

Note: If you deselect the Uses Family Groups checkbox on the District Options 
screen, this tab does not display.

Note: If the Family Group tab is visible and you do not add the student to an 
existing family group, a new family group is automatically created for the student.

1. To search for an existing family group to which to add the student, in the Family Group 
Search area, select either to Search By Family Group Name or Search By Family 
Group Criteria.

2. If you are searching by name, in the Family Group Name field, enter the family group 
name. If you are searching by criteria, in the Matching Criteria section, select your search 
criteria.

3. Click Search.
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The family groups (if any) that match your search criteria display in a grid.

4. Select the checkbox in the row of the correct family group.

5. To proceed to the EMIS tab, click Next >. To finish registration for this student, click 
Finish.
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Registration Wizard – EMIS Tab 
Navigation: StudentInformation > SIS > Registration Wizard > EMIS Tab
Complete all required fields and any desired optional fields on the EMIS tab. A student must have 
a master record before any additional elements can be defined for the student.

EMIS Situation (required) – Select student’s EMIS situation from drop-down list that is validated 
against EMIS situation codes.

 – Click to open the EMIS Situation Wizard window to assist with selecting the appropriate 
EMIS situation. This sets several of the following fields according to the EMIS Situation.

District Relationship (optional) – Select the appropriate educational relationship between the 
student and the district from the drop-down list.

District of Residence (optional) – Enter the district of the student’s legal residence. Click  for 
assistance with the search for the IRN by accessing the ODE IRN Search. SMART logic helps 
determine the correct value.

How Received (optional) – Select how the student arrived at the district from the drop-down list.

How Received IRN (optional) – Enter the district IRN from which a student is received. Click  
for assistance with the search for the IRN by accessing the ODE IRN Search. SMART logic helps 
determine the correct value.
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Percent of Time (optional) – Enter the average percent of time for the week that the student 
participates in any instruction provided by a certified/licensed employee.

Tuition Type (optional) – Select the appropriate manner in which the student is paying tuition to 
the reporting district from the drop-down list.

Attending Building IRN (optional) – Enter the IRN of the building within the district that the 
student attends between the effective dates inclusive of the record being reported. Click  for 
assistance with the search for the IRN by accessing the ODE IRN Search. SMART logic helps 
determine the correct value. The Attending Building IRN can be a district IRN only when the 
How Received value is one of the following:

• 6 – Non-Public (Services Only)
• F – Career Assessment Only
• I – Non-instructional, Supplementary, or Related Services
• P – Court Placed Students, Excluding foster Care
• T – Students Placed in Institutions, Non-Court Ordered
• V – Pre-school, Evaluated Only, Found Ineligible

Assigned Building IRN (optional) – Enter the IRN of the building the student would normally 
attend according to the standard district attendance policy. Click  for assistance with the search 
for the IRN by accessing the ODE IRN Search. SMART logic helps determine the correct value.

Sent To Reason 1 (optional) – Select the reason a student is sent to another district from the 
drop-down list.

Sent To Reason 2 (optional) – Select the reasons the student is sent to another district from the 
drop-down list if the student is sent to a second district.

Sent To IRN 1 (optional) – Enter the district to which a student is sent. Click  for assistance with 
the search for the IRN by accessing the ODE IRN Search. SMART logic helps determine the 
correct value.

Sent To IRN 2 (optional) – Enter the district to which a student is sent if the student is 
simultaneously being sent to a second district. Click  for assistance with the search for the IRN 
by accessing the ODE IRN Search. SMART logic helps determine the correct value.

Sent to Percent of Time 1 (optional) – Enter the average percent of time for the week that the 
student participates in any instruction provided by an employee at a non-EMIS reporting entity.

Sent to Percent of Time 2 (optional) – Enter the average percent of time for the week that the 
student participates in any instruction provided by an employee at a non-EMIS reporting entity. 

Legal First Name (optional) – Enter if different from the name on the Pre-requisites tab.

Legal Middle Name (optional) – Enter if different from the name on the Pre-requisites tab.

Legal Last Name (optional) – Enter if different from the name on the Pre-requisites tab.

Legal Name Suffix (optional) – Enter if different from the suffix on the Pre-requisites tab.

Birth Gender (optional) – Select an option if different from the gender on the Pre-requisites tab.

State Student ID (SSID) (optional) – Enter the student’s 9-digit alphanumeric ID code unique to 
each public school student in Ohio; this code can be hidden through security settings. See the 
ProgressBook StudentInformation Security Guide for details.
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Disability Condition (optional) – Select the student’s primary handicap code from the drop-down 
list; selecting ** updates any prior disability.

Edit Profile – Click to continue adding information for this particular student.

<Back – Click to return to the Family Group tab

Next> – Click to continue to the Course History tab for this student if marks are being transferred.

Finish – Click to finish registration for this student and continue to register new students.

Registration Wizard – Course History Tab
Navigation: StudentInformation > SIS > Registration Wizard > Course History Tab
The Course History tab is available when you are registering a pending transfer student (already 
transferred from another school or district within the same ITC) and selected the Transfer Course 
History transfer option on the Complete Registration tab. Only marks of high school credit 
courses are transferred. Fill out all required fields and any optional fields on this screen. A student 
must have a master record before any additional elements can be defined for the student.

Sending School – Indicates the school(s) from which marks can be transferred.

Marks Available to Transfer From School Year – Indicates the school year from which to 
transfer marks.

Mapping Status – Indicates the current status of the mapping for this sending school, receiving 
school, and school year combination. The following explains the different status types:

• No Mapping – Indicates that no mapping for this combination has been saved or it is 
currently inactive.

• Default Mapping – Indicates that a mapping for this combination is already active in the 
system and is in use.

• Temporary Mapping – Indicates that the mapping for this combination has been created 
or activated using  for this combination. 

Select the years of course history you wish to transfer. Not all years of course history need to be 
transferred.

Note: This is the only opportunity to transfer a student’s course history.
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Click  to retrieve the marking pattern and marking pattern rule information for the selected 
school and school year, which displays in a table similar to the following image. This table 
determines which marks are transferred.

Receiving Marking Pattern (required) – Select the marking pattern of the receiving school that 
corresponds to the marking pattern and reporting term combination of the sending school for the 
marks to be transferred. 

Receiving Reporting Term (required) – Select the appropriate reporting term of the sending 
marking pattern of the receiving school for the marks to be transferred.

Use Alpha Marks (required) – Transfer alpha marks from the sending school to the receiving 
school. A table similar to the following image displays. Select the receiving school’s alpha mark 
that corresponds to each sending school’s alpha mark.
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• Use Numeric Marks (Both Sending and Receiving School must be Numeric Marks) 
(required) – Transfer numeric marks from the sending school to the receiving school. A 
table similar to the following image displays. This table lists the numeric scale of the 
sending and receiving schools. Select the receiving school’s alpha mark that corresponds 
to each sending school’s alpha mark listed.

Add – Click to compile the marks information for this student and create a temporary mapping that 
is stored in memory for use by this registration for only this student. You then return to the initial 
Course History tab grid.

<Back – Click to return to the EMIS tab.

Next> – Click to continue to the Attendance tab for this student if attendance is being transferred.

Finish – Click to finish registration for this student and continue to register new students. If all 
school years for the student have not been mapped, you receive a prompt asking if you want to 
proceed with the transfer.
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Registration Wizard – Attendance Tab
Navigation: StudentInformation > SIS > Registration Wizard > Attendance Tab
The Attendance tab is available when registering a pending transfer student (already transferred 
from another school or district) and selecting the Attendance option on the Complete 
Registration tab. Select the years of attendance you wish to transferred. Not all years of 
attendance need to be transferred; however, this is the only opportunity to transfer a student’s 
attendance. A student must have a master record before any additional elements can be defined 
for the student.

<Back – Click to return to the Course History or EMIS tab.

Next> – Click to continue to the Assessment tab for this student if assessments are being 
transferred.

Finish – Click to finish registration for this student and continue to register new students. If all 
school years for the student have not been mapped or all attendance school years have not been 
selected, you receive a prompt asking if you want to proceed with the transfer.
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Registration Wizard – Assessment Tab
Navigation: StudentInformation > SIS > Registration Wizard > Assessment Tab
The Assessment tab is available when you are registering a pending transfer student (already 
transferred from another school or district within the same ITC) and selected the Transfer 
Assessment option on the Complete Registration tab Transfer Options section (for more 
information, see “Student Transfers” ). Select the high school assessments (ACT, PSAT, SAT, 
OGT, and PLAN) to transfer. A student must have a master record before any additional elements 
can be defined for the student.

<Back – Click to return to the Attendance, Course History, or EMIS tabs.

Finish – Click to finish registration for this student and continue to register new students. If all 
course history has not been mapped, all attendance school years have not been selected, or all 
assessments have not been selected, you receive a prompt asking if you want to proceed with the 
transfer.

Student Profile
Navigation: StudentInformation > SIS > Student > Edit Student Profile
Once a student is registered, you can edit the student’s profile as shown in the image below.

From FY09 and forward, the tabs on the Edit Student Profile screen are now configured to 
capture EMIS data according to the record it should be reported on. Student profiles from prior 
years still display the old format. Additionally, there is no longer a LIVE record for the student 
profile. Instead FN – EMIS Time period records are created specifically for each time period.
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StudentInformation/GradeBook Integration Note
If specific students are not properly extracted from StudentInformation into GradeBook, please 
check the following information:

• Student Profile – Additional tab: Ensure the Primary Building is the actual building the 
student is in and not the district.

• Student Profile: Ensure the student has an FS record with an Effective Start Date that 
is not in the future.

• Student Profile: Ensure the student has an FD record with an Effective Start Date that 
is not in the future.
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This profile contains the following tabs for entering information for the selected student:

• General – Basic information such as name, birthdate, gender, address, etc.
• Additional – Homeroom, building, graduation, etc.
• Custom – This tab lists miscellaneous data definitions that have been specified to be 

included on the student profile. Active miscellaneous definitions display in their sort order 
and are grouped by their miscellaneous data group.

• Private – Private information such as SSN, SSID, birthplace city, mother’s maiden name, 
etc.

• FS-Standing – EMIS FS student standing data which describes the standing of the 
student within the district reporting the student.

• FS-Attendance – EMIS FS student attendance totals for the school year.
• FD-Attributes – EMIS FD attributes data for a student that can change over time and the 

date of change can have a financial or other impact.
• FN-Attributes – EMIS FN student attributes data that needs to be reported for the 

student each reporting period or at year end.
• FN-Graduate – This is data for reporting in Period G. These fields are not school or 

reporting period specific and are only reported once during Period G when the student 
graduates.

• Transportation – Information related to the student’s transportation to and from school.

Note: Users must have proper security access in order to view and/or update 
the FS-Standing, FS-Attendance, FD-Attributes, FN-Attributes, and 
Custom tab. These profile tabs are controlled by Extra System 
Permissions. In the EMIS – Extra System Permissions folder, Edit Student 
Profile controls the EMIS and Private tabs. In the SIS – Extra System 
Permissions folder, Custom Profile Data controls the Custom tab.

Note: If the student is a non-attending graduate (grad-only), the following 
message displays on the General and FN-Graduate tabs: “This Student is a 
Non-Attending Graduate.”

Common Profile Controls

 – This shows the date, time, and user that 
most recently updated this student profile. This last modified information applies only to updates 
made through the Edit Student Profile screen; updates made through the Student Profile Bulk 
Update screen do not affect the Last Modified information. 

Note: The Last Modified date/time/name information is not tab specific, it reflects 
the last time any data on the student record was updated.

Save – Click to save information on the tab you are working on.

Cancel – Click to clear already entered data.
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If your search for a student yields multiple results, the following four buttons display on the top and 
bottom of the search results so you can navigate between screens of results. Each screen 
displays up to 25 student search results.

•  – Navigates to the first screen of the search results

•  – Navigates to the last screen in the search results

•  – Navigates to the previous screen in the search results

•  – Navigates to the next screen in the search results
The Edit Student Profile screen warns you when you make changes on a tab but then select 
another tab without saving the prior changes. If the changes on the previous tab are valid, you are 
given the option to save the changes and proceed to the chosen tab or cancel changes and 
proceed to the chosen tab. If the changes on the previous tab are not valid, you are given the 
option to return to the previous tab to re-enter the changes or cancel changes and proceed to the 
chosen tab.

Note: You can also access the Edit Student Profile screen by selecting Edit 
This Student’s Profile 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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Student Profile – General Tab

Information entered during initial registration populates many fields on this screen but can be 
modified at this time if needed.

Note: Student demographic information and student pictures are not school year 
specific. If you change student demographic information or reload student 
pictures in one school year, the information changes it in all school years.

Student Number (required) – You can manually modify the student number here or have the 
system automatically assign a number.
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Auto-Assign – Select this checkbox if you want the system to automatically assign the student 
number.

Note: The Auto-Assign checkbox is not selectable if the user does not have the 
Extra System Permissions – Reassign Student Number security setting 
enabled.

Note: Auto-assign begins with the District Student Number Seed (as defined on 
the district School Demographics screen) when creating new student numbers 
using Auto-assign. The Maximum Increment from Seed (as defined on the 
district School Demographics screen) is the maximum number the Student 
Number Auto-Assign feature uses when incrementing to find an unused student 
number.

Note: If the District Student Number Seed is not entered (as defined on the 
district School Demographics screen), StudentInformation starts from the 
largest student number currently in the district when auto-assigning student 
numbers. If the Maximum Increment from Seed is not set (as defined on the 
district School Demographics screen), StudentInformation uses increments of 1 
to find the next unused student number. If the maximum student number 
allowable has been used, StudentInformation begins searching for unused 
student numbers beginning with the smallest student number in the district. Refer 
to the ProgressBook StudentInformation School Setup and Configuration Guide 
for more information on the School Demographics screen.

Student Status (required) – You can select a different option from the drop-down list. This status 
is not EMIS related, but refers to the student’s status in the building.

First Name (required) – First name of student, up to 50 characters.

Middle Name (optional) – Middle name of student, up to 50 characters.

Last Name (required) – Last name of student, up to 100 characters.

Called Name (optional) – Student’s called name; e.g., Becky, TJ, etc.

Last Name Suffix (optional) – Suffix if applicable; e.g., Jr. or III.

Pronunciation (optional) – You can use this text field to enter a phonetic spelling of the student’s 
name.

Gender (required) – Select the appropriate option from the drop-down list.

Birthdate (required) – Student’s birthdate in mm/dd/yyyy format.

Age (automatic) – Once a birthdate is entered, the student’s current age automatically displays in 
this field.

Local Ethnicity Category (optional) – Select the appropriate option from the drop-down list. This 
field is not associated with ethnicity for EMIS purposes.

Verified With (optional) – Select the appropriate option from the drop-down list.

Hispanic/Latino (required) – This drop-down list populates with values from EMIS field GI580. 

Note: If the student must be coded with the new Race/Ethnicity options, then only 
the “Y” and “N” options display.
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Birthplace City (required for SSID assignment) – Place/name of the location where the student 
was born as it appears on the birth certificate (see the ODE EMIS Manual for more details on 
reporting this element).

Racial Group(s) (required) – Select the racial groups to which the student is a member. Hovering 
your cursor over a racial group displays an explanation of that group.

Summative Race (read-only) – This field is calculated based on the values set in the 
Hispanic/Latino and Racial Group(s) fields when the screen is saved. If the Hispanic/Latino 
field is set to “Y,” Summative Race displays H – Hispanic/Latino. If the Hispanic/Latino field is 
set to “N” and only one racial group is selected, Summative Race displays the selected group (A 
– Asian, for example). If the Hispanic/Latino field is set to “N” and multiple racial groups are 
selected, Summative Race displays M – Multiracial. Values from EMIS field GI090 are used to 
populate this field.

Native Language (optional) – Select the language the student spoke at the onset of speech.

Home Language (optional) – Select the language the student speaks at home.

Address of Residence (required) – Enter the street address, city, state, and zip code where the 
student lives in these fields (the second address line is optional). If you have Address 
Standardization and Address Verification enabled,  displays to alert you that you must validate 
the address by clicking Validate. See the ProgressBook StudentInformation Getting Started 
Guide for more information on Address Standardization and Verification.

Note: If you change the student’s address and the student has any contacts with 
the Same As Student Address checkbox selected in the contact record, a grid 
displays with these contacts and lets you select or deselect which contact 
address(es) you want to update along with the student’s address.

Bypass Address Standardization/Verification – Select this checkbox to leave the Address of 
Residence as entered and to ignore Address Standardization and Address Verification on the 
address. Use this option only if you are certain that the address is accurate.

Note: If you select the Bypass checkbox for either address, a new field displays.

Use Address of Residence – Select this checkbox to duplicate the Address of Residence data 
in the Mailing Address fields.
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Bypass Comments (required) – If bypassing address standardization or verification, you must 
enter a reason in this field. Click View Log to see a log of all comments used to bypass 
standardization and/or verification, including the name of the user who entered each comment.

If the student's address was previously bypassed, the Bypass Comments field is still present, but 
it is not required.

Mailing Address (required or optional) – In these fields, enter the street address, city, state, and 
zip code where the student receives mail (the second address line is optional). If you have 
Address Standardization and Address Verification enabled,  displays to alert you that you must 
click Validate to validate the address.

Bypass Address Standardization – Select this checkbox to leave the Address of Residence 
as entered and to ignore Address Standardization and Address Verification on the address. Use 
this option only if you are certain that the address is accurate.

Phone Number (optional) – Enter student’s phone number with the area code.

Unlisted (optional) – Select this checkbox so that the student phone number does not print or 
display on various screens/reports for privacy purposes.

Student Email (optional) – Enter the student’s email address. If your district has OAuth enabled, 
students can log into ParentAccess using this email after it is imported through GradeBook. 
(ProgressBook ParentAccess Administration Guide, ProgressBook GradeBook Principal Guide).

Building Grade (required) – Grade level in which the student is currently enrolled at this building. 

Note: Changing the Building Grade does not change the EMIS Grade. Please 
see the FD-Attributes tab to change the EMIS Grade.

Grade Next Year (optional) – Grade level that the student will be in next year. 

Note: Changing the Grade Next Year does not change the EMIS Grade Next 
Year. See the FN-Attributes tab to change the EMIS Grade Next Year. 
Whenever you edit a student’s General tab and save, the Grade Next Year is 
auto-populated based on the Building Progression Track, unless it is 
overridden manually.

EMIS Grade (view only) – The EMIS grade from the FD-Attributes tab.

EMIS Grade Next Year (view only) – The EMIS grade next year from the FN-Attributes tab.

Program (optional) – Select the appropriate program from drop-down list if applicable.
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Home School IRN (optional) – Used with JVS students. Refers to the IRN of the sending or home 

building. Click  for assistance with the search for the building IRN by accessing the ODE IRN 
Search.

Note: This is the building IRN and not the district IRN. In some cases 
(i.e.,community schools), the district and building IRN are the same.

Note: If a student is direct enrolled to the JVS, the home school field should be 
left blank.

Home School (view only) – The home school name displays based on the Home School IRN 
entered.

Attendance Calendar – Select the appropriate attendance calendar from the drop-down list if the 
student should not be assigned the default attendance calendar. For more information, see the 
ProgressBook StudentInformation Attendance and Calendar Guide.

Report to EMIS (view only) – Indicates if the student is reported to EMIS based on the selection 
on the FN-Attributes tab.

Save – Click to save your changes.

The Edit Student Profile screen warns you when you make changes on a tab but then select 
another tab without saving the prior changes. If the changes on the previous tab are valid, you are 
given the option to save the changes and proceed to the chosen tab or cancel changes and 
proceed to the chosen tab. If the changes on the previous tab are not valid, you are given the 
option to return to the previous tab to re-enter the changes or cancel changes and proceed to the 
chosen tab.

Cancel – Click to clear already entered data.
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Student Profile – Additional Tab

Primary Building (optional) – The drop-down list populates with all the schools with which a 
student is involved this year. It defaults to the working building in which the student record was 
added. If a student is enrolled in more than one building in the district, this field should reflect the 
primary/reporting building for the student (for EMIS reporting purposes).

Note: If this value contains a district (and not a building), the student will be in the 
DASL/ProgressBook StudentPersonal.xml extract file but will not be in the 
DASL/ProgressBook SchoolEnrollment.xml extract file. This could cause the 
student not to display properly in ProgressBook.

Special Ed (optional) – Field for entering information pertaining to special education. As of 9.0, 
this field is no longer used and can be updated to a zero or blank value.

Country of Origin (optional) – Select the student’s country of origin.

Citizenship (optional) – Select the student’s citizenship.

Building Progression Track – Building progression tracks describe a path a student can take 
through schools within a district. Select the appropriate option from the drop-down list.

Graduation Year (optional) – Enter the student’s graduation year. This displays in the student 
context area in parentheses between the school name and school year.



ProgressBook StudentInformation Student and Registration Guide 70

Registering Students

New School (optional) – Select the school the student will attend for the next year based on the 
progression track and the grade next year. If you choose to select a different new school from the 
expected one based on the Building Progression Track, you should remove any Building 
Progression Track assigned; otherwise, the New School field will be overwritten and replaced 
by the Student Promotion process.

Pri. Graduation Rule (optional) – Select the primary graduation rule to apply to the student and 
use with the graduation verification package.

Alt. Graduation Rule (optional) – Select the alternative graduation rule to apply to the student 
and use with the graduation verification package.

Counselor (optional) – Select the appropriate counselor from the drop-down list. The teacher 
must have been defined (in security) as a counselor job function (see the ProgressBook 
StudentInformation Security Guide).

Show grade appropriate counselors only – Select this checkbox if you wish to only see 
counselors with the selected student’s grade level assignment in the Counselor drop-down list.

Scheduling Priority (optional) – Select a student scheduling priority from the drop-down list. 
Valid options are 1-9 with 9 being the highest priority.

Locker Assignments – Click the Locker Assignments link to display the Student Locker 
Assignment screen. See the ProgressBook StudentInformation Student Lockers Guide for more 
information about using the Locker Assignment functionality.

Assign Primary Locker – Click to open the Locker Selection Wizard window that lets you quickly 
find and select a locker. If desired, you can also change the combination series of the locker 
assigned. See the ProgressBook StudentInformation Student Lockers Guide for more information 
about using the Locker Assignment functionality.

Note: If you wish to use the Locker Assignment or Assign Primary Locker 
screen, you must first click Save on the Additional tab to save any modifications 
made.

Team (optional) – Select from the drop-down list populated based on the Team Codes 
Maintenance screen; this field is used in the scheduling process.

Homeroom – Select from the drop-down list or click Auto Assign to randomly assign an available 
grade-level appropriate homeroom to the student.

Note: If you wish to use the Homeroom Assignment screen, you must first click 
Save on the Additional tab to save any modifications made.

Include in Honor Roll (optional) – Select this checkbox to include the student in honor roll 
calculations. When you register a student, the registration process looks at the student’s building 
grade level and selects or deselects the Include in Honor Roll checkbox according to the 
configured grade level default. If no grade level default value is defined, the Include in Honor Roll 
checkbox is selected by default when the student is registered.

Flags (optional) – These flags were converted from SIS and can be used for marking students 
with various letters or numbers, as determined by the school, for use with reports and grouping 
like students together.
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Include in Ranking (optional) – Select this checkbox to include the student in class ranking 
calculations (selected by default). When a class ranking is calculated, only students with Include 
in Ranking selected are considered in the calculation, and only these students display on any 
ranking reports. Students not included in ranking have no bearing on the ranking reports and 
calculations. Students who have Include in Ranking deselected are still included in the GPA set 
and have their GPA calculated.

When you register a student, the registration process looks at the student’s building grade level 
and selects or deselects the Include in Ranking checkbox according to the configured grade 
level default. If no grade level default value is defined, the Include in Ranking checkbox is 
selected by default when the student is registered.

Include in GPA (optional) – Select this checkbox to include the student in GPA calculations 
(selected by default). When you register a student, the registration process looks at the student’s 
building grade level and selects or deselects the Include in GPA checkbox according to the 
configured grade level default. If no grade level default value is defined, the Include in GPA 
checkbox is selected by default when the student is registered.

District’s Non-Public SSID Prefix – This is your district’s 4-letter prefix for non-public SSIDs. The 
prefix in this field must be assigned by ODE and added on the Non-Public SSID Management 
screen before you can add or edit the student’s non-public SSID on the Edit Student Profile 
screen. See the ProgressBook StudentInformation Ad-Hoc Updates Guide for instructions on 
updating the non-public SSID prefix.

Non-Public SSID – This is the state student identifier for students of non-public schools. The 
9-digit alphanumeric identification code is unique to this student. The non-public SSID must be 
assigned to non-public school students during pre-identification for OCBA. Refer to the ODE EMIS 
Manual for more details on reporting this element.

Add or edit the student’s non-public SSID. Enter your 4-letter district prefix and 5 digits unique to 
the student. Only new SSID numbers can be entered.

Requires Paper Copy of Report Card – Select this checkbox if a paper copy of the student’s 
report card is required.

Note: If this checkbox is not selected and  displays beside the student’s name 
on the Report Card Student List screen in GradeBook, it indicates there are no 
parent type ParentAccess accounts associated with the student, and therefore, a 
paper copy of the report card is still required. 

Save – Click to save your changes.

The Edit Student Profile screen warns you when you make changes on a tab but then select 
another tab without saving the prior changes. If the changes on the previous tab are valid, you are 
given the option to save the changes and proceed to the chosen tab or cancel changes and 
proceed to the chosen tab. If the changes on the previous tab are not valid, you are given the 
option to return to the previous tab to re-enter the changes or cancel changes and proceed to the 
chosen tab.

Cancel – Click to clear out already entered data.
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Student Profile – Custom Tab

The Custom tab lists all of the miscellaneous data definitions that have been specified to be 
included on the student profile. These fields display according to the sort order of the data 
definition first, and then by the definition field title, each in ascending order. Only active data 
definitions display on the screen.

Users must have proper security access in order to view and/or update the data on the Custom 
tab (Extra Systems Permissions – Custom Profile Data). If the user does not have access to 
this node, the Custom tab is disabled. If the user has only read access to this node, the Custom 
tab is enabled but all fields are disabled. The user must have read and write access in order to 
view and update the fields.

Save – Click to save your changes.

The Edit Student Profile screen warns you when you make changes on a tab but then select 
another tab without saving the prior changes. If the changes on the previous tab are valid, you are 
given the option to save the changes and proceed to the chosen tab or cancel changes and 
proceed to the chosen tab. If the changes on the previous tab are not valid, you are given the 
option to return to the previous tab to re-enter the changes or cancel changes and proceed to the 
chosen tab.

Cancel – Click to clear out already entered data.
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Student Profile – Private Tab
This tab contains the student’s private information for reporting. Reported names are only needed 
if they are different from the names located on the General tab.

Legal First Name (optional) – Legal first name of student (used for SSID assignment purposes). 
Only necessary if different from name on General tab.

Legal Middle Name – Legal middle name of student (used for SSID assignment purposes). Enter 
* if the student has no middle name.

Legal Last Name (optional) – Legal last name of student (used for SSID assignment purposes). 
Only necessary if different from name on General tab.

Birth Gender (optional) – Birth gender of the student (used for transcript purposes). Only 
necessary if different from gender on General tab.

Mother’s Maiden Name (optional for SSID assignment) – Maiden name of the student’s mother.

Social Security – Social security number of the student. This field is hidden by default. You can 
click View Social Security to view or edit the content.

Save – Click to save your changes.

The Edit Student Profile screen warns you when you make changes on a tab but then select 
another tab without saving the prior changes. If the changes on the previous tab are valid, you are 
given the option to save the changes and proceed to the chosen tab or cancel changes and 
proceed to the chosen tab. If the changes on the previous tab are not valid, you are given the 
option to return to the previous tab to re-enter the changes or cancel changes and proceed to the 
chosen tab.

Cancel – Click to clear out already entered data.
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Student Profile – FS-Standing Tab
This tab is used to view and enter the data describing the standing of a student within the district 
reporting that student. You can also enter data describing situations in which the reporting district 
receives a student from another district and/or in which the reporting district sends a student to 
another district.

The tasks that can be performed on this tab are as follows: 

• View the student standing history and individual record details.
• Add a new FS record.
• Correct a previously entered FS record.
• Adjust the effective start date of a previously entered FS record.
• Delete an FS record.

You can also select the proper EMIS situation or launch the EMIS Situation Wizard to aid you in 
entering some of the required student standing data along with the appropriate data validation. 
The new EMIS situation options and EMIS Situation Wizard help you code the following fields:

• EMIS Situation
• District Relationship
• District of Residence IRN
• How Received
• How Received IRN
• Tuition Type
• Percent of Time
• Sent to 1 Reason
• Sent to 1 IRN

Smart Logic has been built into the screen to perform checks on field values based on the selected 
EMIS Situation. The Smart Logic guides the user in coding the student correctly the first time.

Change – Means a change to the value of the element for the student. This requires the creation 
of a new FS record. See “Student Profile – Create New FS Record.”


Caution:Because the FS record is a date-effective record that 
captures the changing events for data related to the student, it is very 
important to understand the difference between a change and a 
correction.
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Correction – Means correcting a value on an existing record because it is incorrect, not because 
it has changed. This requires editing an existing FS record. See “Student Profile – Edit FS 
Record.”

At the top of the tab is a history grid that displays a summary of the student’s FS records. At the 
bottom of the tab is a detail area where you can view or modify student standing details. When the 
FS-Standing tab initially displays, the most recent FS record displays in the detail area. When a 
record displays in the detail area, the corresponding row in the history grid is highlighted.



ProgressBook StudentInformation Student and Registration Guide 76

Registering Students

EMIS ID (required) – ID assigned during initial registration used for EMIS reporting purposes (this 
is for local use only; ODE does not receive this information).

State Student ID (SSID) – State student identifier. The 9-digit alphanumeric identification code 
unique to this student. Refer to the ODE EMIS Manual for more details on reporting this element. 
This field can be hidden by the security settings.

Effective Start Date (required) – The effective start date of this FS record. It is recommended by 
StudentInformation State Support to use July 1 as the Effective Start Date for students who are 
promoted. For new students who are registered in the summer, it is recommended to use August 
1. Using a date before the first day of school also ensures that ProgressBook extracts on the first 
day of school will pick up these students.

Satellite Student – Select this checkbox to indicate that the student is a satellite student and for 
the attendance calculator to calculate the student’s attendance as if their Percent of Time at the 
district is 100% for HB410 reporting. This does not change the FS record’s Percent of Time 
values and EMIS attendance is still calculated according to the student’s Percent of Time values. 
For more information, see the ProgressBook StudentInformation HB410 District Task List.

District Admission Date (required) – Indicates the date of the student’s most recent admission 
to the district. Refer to the ODE EMIS Manual for more details on reporting this element.

Admission Reason (required) – Select from the drop-down list. You should select a value if the 
student needs an SSID assigned via SSID Import or Export.

Admitted From IRN (required) – Enter the IRN of the district from which the student was admitted. 
Click  for assistance with the search for the IRN by accessing the ODE IRN Search. This field 
is enabled and required for students newly enrolled after July 1 with an admission reason 3, 6, or 
7. Joint Vocational School Districts (JVSDs) and Education Service Centers (ESCs) are required 
to report ****** in this field. This field defaults to ****** and is disabled when re-registering a student 
into a building in the same district as the building from which the student was withdrawn. This field 
is disabled and given a value of ****** when the school or district in context is a Joint Vocational 
School District (JVSD) or Educational Service Center (ESC).

District Withdraw Date – Indicates the most recent date a student withdrew from the district. 
Refer to the ODE EMIS Manual for more details on reporting this element.

Withdrawn To IRN – IRN of the school to which the student was withdrawn. This field is enabled 
and required when withdraw reason 41, 42, or 45 is selected. Click  for assistance with the 
search for the IRN by accessing the ODE IRN Search. The default value is ******. This field is 
disabled and given a value of ****** when the school or district in context is a Joint Vocational 
School District (JVSD) or Educational Service Center (ESC).

Withdraw Reason (optional) – Choose the reason for withdrawal from the drop-down list.

EMIS Situation (required) – Choose from a drop-down list (or use the EMIS Situation Wizard) 
validated against the EMIS options file of all valid EMIS situations. Both the EMIS Situation 
number and description display. Refer to the ODE EMIS Manual for more details on reporting this 
element. 

District Relationship (optional) – Select the appropriate educational relationship between the 
student and the district.

District of Residence (optional) – Enter the district of the student’s legal residence. Click  for 
assistance with the search for the IRN by accessing the ODE IRN Search. SMART logic helps 
determine the correct value.
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How Received (optional) – Select how the student arrived at the district. SMART validation may 
require that you select a value.

How Received IRN (optional) – Enter the district from which a student is received. Click  for 
assistance with the search for the IRN by accessing the ODE IRN Search. SMART logic helps 
determine the correct value.

Percent of Time (optional) – Enter the average percent of time, for the week, that the student 
participates in any instruction provided by a certified/licensed employee at the district.

Tuition Type (optional) – Select the appropriate manner in which the student is paying tuition to 
the reporting district.

Attending Building IRN (optional) – Enter the IRN of the building within the district that the 
student attends between the effective dates inclusive of the record being reported. Click  for 
assistance with the search for the IRN by accessing the ODE IRN Search. SMART logic helps 
determine the correct value. The Attending Building IRN can be a district IRN only when the 
value of How Received is one of the following:

• 6 – Non-Public (Services Only)
• F – Career Assessment Only
• I – Non-instructional, Supplementary, or Related Services
• P – Court Placed Students, Excluding foster Care
• T – Students Placed in Institutions, Non-Court Ordered
• V – Pre-school, Evaluated Only, Found Ineligible

County of Residence (required) – Select the county in which the student resides.

Assigned Building IRN (optional) – Enter the IRN of the building the student would normally 
attend according to the standard district attendance policy. Click  for assistance with the search 
for the IRN by accessing the ODE IRN Search. SMART logic helps determine the correct value.

The value in the Assigned Building IRN field should only be an IRN if the student is attending a 
building other than the building the student would normally attend. If the student is attending the 
building to which a student would normally be assigned, the value in this field must remain ******.
Sent To Reason 1 (optional) – Select the reason a student is sent to another district.

Sent To Reason 2 (optional) – Select the reason the student is sent to another district if the 
student is sent to a second district.

Sent To IRN 1 (optional) – Enter the district IRN to which a student is sent. Click  for assistance 
with the search for the IRN by accessing the ODE IRN Search. SMART logic helps determine the 
correct value.

Sent To IRN 2 (optional) – Enter the district IRN to which a student is sent if the student is 
simultaneously being sent to a second district. Click  for assistance with the search for the IRN 
by accessing the ODE IRN Search. SMART logic helps determine the correct value.

Sent to Percent of Time 1 (optional) – Enter the average percent of time for the week that the 
student participates in any instruction provided by an employee at a non-EMIS reporting entity.

Sent to Percent of Time 2 (optional) – Enter the average percent of time for the week that the 
student participates in any instruction provided by an employee at a non-EMIS reporting entity. 
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Exclude FS Record from Fall Initialization Updates – Select this checkbox to exclude the 
student’s FS records from Fall Initialization. This checkbox is deselected by default when the 
following scenarios apply:

• A student is newly enrolled or re-enrolls in the district.
• A student is promoted/bulk enrolled into a new school year.
• A student transfers into a new school district.

Ignore EMIS Situation Errors – Select this checkbox to ignore certain required EMIS fields for 
this session only, so that the user can continue working with the student information or another 
StudentInformation module.

Note: See the following sections for creating, editing, and deleting an FS record.

FS-Student Standing History Grid

The history grid displays the FS records for the student in context. By default, only current fiscal 
year records display. Deselect the Show Current Year Only checkbox to show all FS records.

The history grid is sorted in descending order by Effective Start Date.

When a detail record displays in the FS-Standing tab, the corresponding history record is 
highlighted.

The first FS record in a school year cannot be deleted.

When you move and hover your cursor over individual fields in the history grid, tooltips display.

Student Profile – Create New FS Record
Navigation: StudentInformation > SIS > Student > Edit Student Profile > FS-Standing tab
You can insert a record with an Effective Start Date that falls between the Effective Start Dates 
of 2 existing FS records if the information in the new record meets the following criteria:

• At least one value in the inserted record is different than the values in the existing 
records.

• The inserted record does not have the same Effective Start Date as another record.
• The Effective Start Date in the inserted record must be greater than the earliest 

Effective Start Date for this school.
• The District Admission Date is greater than or equal to the current District Admission 

Date.
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To add a new FS record for the student in context, complete the following steps:

1. Click New Student Standing.

2. The detail area (bottom of the tab) of the FS-Standing tab displays with auto-populated 
values of the most recent FS record for this student with the exception of the Effective 
Start Date field.

3. Enter an Effective Start Date for this FS record and modify fields as needed in the detail 
area for the new FS record.

Note: It is recommended by StudentInformation State Support to use July 1 
as the Effective Start Date for students who are promoted. For new students 
who are registered in the summer, it is recommended to use August 1. Using 
a date before the first day of school also ensures that ProgressBook extracts 
on the first day of school will pick up these students.

4. Click Save to save the new FS record in the history grid at the top of the FS-Standing tab. 
If there are any data errors preventing this new FS record from saving correctly, they 
display on the screen. You must correct any errors before saving the new FS record.

5. If your save is successful, you receive a confirmation message and the new FS record 
displays in the history grid. The history grid is sorted in descending order by Effective 
Start Date.

Note: When the most recent FS record indicates a withdrawal (i.e.,the record has 
a Withdraw Date and the Withdraw Reason is not **), then a new FS record 
cannot be created. You must re-register the student or remove the Withdraw 
Date and Withdraw Reason.
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Student Profile – Edit FS Record

To edit an FS record for the student in context, complete the following steps:

1. Click  in the row in the history grid (top of the tab) that you wish to edit.

2. The FS-Standing tab displays the data from the selected record in the detail area (bottom 
of the tab).

3. Modify the FS fields as needed in the detail area of the FS-Standing tab. It is 
recommended by StudentInformation State Support to use July 1 as the Effective Start 
Date for students who are promoted. For new students who are registered in the summer, 
it is recommended to use August 1. Using a date before the first day of school also 
ensures that ProgressBook extracts on the first day of school will pick up these students.

4. Click Save to save the new FS record in the history grid (top of the tab) of the FS-Standing 
tab. If there any data errors preventing this new FS record from saving correctly, they 
display on the screen. You must correct any errors before saving the new FS record.

5. If your save is successful, you receive a confirmation message and the new FS record 
displays in the history grid. The history grid is sorted in descending order by Effective 
Start Date.

Student Profile – Delete an FS Record
Navigation: StudentInformation > SIS > Student > Edit Student Profile > FS-Standing tab

To delete an FS record for the student in context, complete the following steps:

1. In the FS history grid, click  in the row of the FS record you wish to delete.
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You receive a confirmation message. Click OK to continue with the delete or Cancel to not 
continue with the delete.

2. After clicking OK, you receive the following successful delete message:

3. The record no longer displays on the FS history grid.

Note: The first FS record in a school year is locked (indicated by ) and cannot 
be deleted.

EMIS Situation Wizard

Click  next to any EMIS Situation drop-down list to access the EMIS Situation Wizard, which 
walks you through selecting the appropriate EMIS situation.

This wizard opens in a new window. If you do not see this window, you may need to disable your 
pop-up blocker or authorize pop-ups from your StudentInformation site.

EMIS Situation Wizard – Standard School Screen
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Continue selecting the appropriate options from each screen.

.

Submit – Click to submit the EMIS situation that you have worked out using the wizard and update 
specific EMIS fields on the EMIS-related tabs of the student profile.

Cancel – Click to cancel the EMIS Situation Wizard and return to the student profile.

EMIS Situation Wizard – Resident Screen

EMIS Situation Wizard – Attends Elsewhere Full-Time

EMIS Situation Wizard – Review Selections



83  ProgressBook StudentInformation Student and Registration Guide

Registering Students

After submitting the results of the EMIS Situation Wizard, the following fields on the FS-Standing 
tab may auto-populate with the results indicated by the wizard selection if applicable.

• EMIS Situation
• District Relationship
• District of Residence IRN
• How Received
• How Received IRN
• Tuition Type
• Percent of Time
• Sent to 1 Reason
• Sent to 1 IRN

Once the information populates and you click Save, you may receive notification if some of the 
EMIS fields do not have valid data according to the EMIS Situation.

To continue to save without correcting the errors, you must select the Ignore EMIS Situation 
Errors checkbox to continue. The next time a user accesses this screen, they will receive the 
error(s) again and must either ignore or correct the error.

Note: The fields to which the Ignore EMIS Situation Errors checkbox applies 
are in the above list. If you select the Ignore EMIS Situation Errors checkbox, 
you can leave the screen if there are errors in any of the above fields. If the errors 
apply to any other fields, you must make the correction before leaving the screen.



ProgressBook StudentInformation Student and Registration Guide 84

Registering Students

Student Profile – FS-Attendance Tab
You can use this tab to view and enter student attendance absence totals for the school year.

Note: You cannot add new FS records on this tab. You can only add new FS 
records on the FS-Standing tab. (For more information about editing an FS 
record, see “Student Profile – Edit FS Record.”)

The top of the screen contains a link to the Student Absence Intervention screen (see the 
ProgressBook StudentInformation Attendance and Calendar Guide) and a historical list showing 
a summary of the attendance records. The bottom of the screen contains an area where you can 
view or modify details of the most recent attendance record.

Effective Start Date (read-only) – From the FS-Standing tab.

District Withdraw Date (read-only) – From the FS-Standing tab.

Current Entity – Reports attendance information for the student at the current school.

Note: The value in the Hours fields is reported to EMIS. These fields are 
automatically updated by the verify attendance process (ATTUPEMIS). After 
running the verify process, you can manually update these fields as needed to 
correct attendance values. The Days fields contain calculated values for 
reference purposes only.
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Other Entity – Reports attendance information for the student at any other school the student 
attended.

Note: The value in the Hours fields is reported to EMIS. You must enter these 
values manually. The Days fields contain calculated values for reference 
purposes only.

Attendance – Number of hours and days the student was in attendance during the selected FS 
record.

Excused Absence – Number of hours and days the student was absent for excused reasons 
during the selected FS record.

Unexcused Absence – Number of hours and days the student was absent for any reasons not 
listed as excused, including truancy, during the selected FS record.

Edit FS-Attendance Records
The FS-attendance history grid displays the student’s historical FS-attendance records. By 
default, only the attendance records for the school year in context display in the list. To display the 
records for the school year in context and all prior years, deselect the Show Current Year Only 
checkbox.

Note: When a record displays in the detail area, the corresponding row in the 
history grid is highlighted.

To edit the current record, make any needed changes in the detail area at the bottom of the 
screen.
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To edit a previous year’s record, complete the following steps:

1. In the row of the record you want to edit, click .

2. Make any needed changes in the detail area at the bottom of the screen.

3. Click Save.

A confirmation message displays, and the updated FS-attendance record displays in the history 
grid.
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Student Profile – FD-Attributes Tab
Navigation: StudentInformation > SIS > Student > Edit Student Profile > FD-Attributes tab
The FD-Attributes tab is used to view and enter the data attributes for a student that change over 
time; the date of change can have a financial or other impact.

The tasks that can be performed on this tab are as follows:

• View the FD history and individual record details
• Add a new FD record
• Correct a previously entered FD record
• Adjust the Effective Start Date of a previously entered FD record
• Delete an FD record

Change – Means a change to the value of the element for the student. This requires creating a 
new FD record. See “Student Profile – Create New FD Record.”

Correction – Means correcting a value on an existing record because it is wrong, not because it 
has changed. This requires editing an existing FD record. See “Student Profile – Edit 
FD-Attributes Record.”


Caution:Because the FD Attributes record is a date-effective record 
that captures the change events for data related to the student, it is 
very important to understand the difference between a change and a 
correction.
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At the top of the tab is a history grid that displays a summary of the student’s FD records. At the 
bottom of the tab is a detail area where you can view or modify student attribute details. When the 
FD-Attributes tab initially displays, the most recent FD record displays in the detail area. When 
a record displays in the detail area, the corresponding row in the history grid is highlighted.

Effective Start Date (required) – The effective start date of this FD record. It is recommended by 
StudentInformation State Support to use July 1 as the Effective Start Date for students who are 
promoted. For new students who are registered in the summer, it is recommended to use August 
1. Using a date before the first day of school also ensures that ProgressBook extracts on the first 
day of school will pick up these students.

District Withdraw Date (read-only) – Displays from the FS-Standing tab.

Withdraw Reason (read-only) – Displays from the FS-Standing tab.
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State Equivalent Grade – The grade level in which the student is included for ODE reporting 
purposes.

Note: Changing the State Equivalent Grade does not change the Building 
Grade. The General tab can be used to change the Building Grade.

Disability Condition – Indicates a student’s primary disability condition, if applicable. Refer to the 
ODE EMIS Manual for more details on reporting this element. Selecting ** updates any prior 
disability condition.

Section 504 Plan – Select Y to indicate that the student is identified with a disability under Section 
504 Code; otherwise, select N. Refer to the ODE EMIS Manual for more details on reporting this 
element.

Disadvantagement – Select the level of economical or academic disadvantagement the student 
meets. Refer to the ODE EMIS Manual for more details on reporting this element. 

Note: Selecting a Free/Reduced Lunch Status value of Free or Reduced 
automatically sets this field to 1 - Economically Disadvantaged.

Free/Reduced Lunch Status – Select the applicable lunch status to indicate if the student is 
eligible to receive the free or reduced-price lunch (a program through the National School Lunch 
and Child Nutrition Programs).

Note: Selecting Free or Reduced automatically sets the Disadvantagement field 
to 1 - Economically Disadvantaged.

Note: The Free/Reduced Lunch Status field only displays if the user has been 
granted Display access to Extra System Permissions – EMIS – Free And 
Reduced Lunch Status.

English Learner – Select the applicable English Learner proficiency level for the student. Refer 
to the ODE EMIS Manual for more details on reporting this element.

LEP Reclass Date – Enter or select a date to indicate when the student was reclassified as no 
longer an English Learner. Refer to the ODE EMIS Manual for more details on reporting this 
element.

Homeless Status – If the student lacks a fixed and adequate night-time residence, select an 
applicable residence type from the drop-down list. Refer to the ODE EMIS Manual for more details 
on reporting this element.

Unaccompanied Youth – Select Y to indicate that a student is not in the physical custody of a 
parent or guardian; otherwise, select N. Refer to the ODE EMIS Manual for more details on 
reporting this element.

Migrant Status – Select Y to indicate that the student or his/her parents or guardian is a migratory 
agricultural worker; otherwise, select N. Refer to the ODE EMIS Manual for more details on 
reporting this element.
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Immigrant Status – Select Y if the student meets all of the following criteria to be considered an 
immigrant; otherwise, select N. Yes or No.

• Age 3 through 21
• Not born in the United States of America (any of the 50 states, District of Columbia, 

Commonwealth of Puerto Rico, United States Virgin Islands, Guam, American Samoa, 
and Commonwealth of the Northern Mariana Islands)

• Has not attended any school or schools in the United States of America for more than 3 
full academic years

Foreign Exchange Graduation Plan – Select the foreign exchange status of a student as it 
relates to the student’s graduation plans.

Attendance Pattern (read-only) – Indicates the student’s attendance pattern used to calculate 
attendance. This field populates based on your Reporting Calendar selection. Refer to the ODE 
EMIS Manual for more details on reporting this element.

Reporting Calendar – Select the student’s reporting calendar. Your selection in this field 
determines the associated Attendance Pattern.

Preschool Poverty Level – Select the applicable preschool poverty level of the student’s family. 
Refer to the ODE EMIS Manual for more details on reporting this element.

Exclude FD Records from Fall Initialization Updates − Select this checkbox to exclude the 
student’s FD-attribute records from Fall Initialization. This checkbox is deselected by default when 
the following scenarios apply:

• A student is newly enrolled or re-enrolls in the district.
• A student is promoted/bulk enrolled into a new school year.
• A student transfers into a new school district.

Note: See the following sections for creating, editing, and deleting an FD record.

FD History Grid

The history grid displays the FS records for the student in context. By default, only current fiscal 
year records display. Deselect the Show Current Year Only checkbox to show all FS records.

The history grid is sorted in descending order by Effective Start Date.

When a detail record displays in the FD-Attributes tab, the corresponding history record is 
highlighted.

When you move and hover your cursor over individual fields in the history grid, tooltips display.
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Student Profile – Create New FD Record

You can insert a record with an Effective Start Date that falls between the Effective Start Dates 
of 2 existing FD records if the information in the new record meets the following criteria:

• At least one value in the inserted record is different than the values in the existing 
records.

• The inserted record does not have the same Effective Start Date as another record.
• The Effective Start Date in the inserted record must be greater than the earliest 

Effective Start Date for this school.
To add a new FD record for the student in context, complete the following steps:

1. Click New Student Attributes.

2. The detail area (bottom of the tab) of the FD-Attributes tab displays with auto-populated 
values of the most recent FD record for this student with the exception of the Effect Start 
Date field.
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3. Enter an Effective Start Date for this FD record and modify fields as needed in the detail 
area for the new FD record.

Note: It is recommended by StudentInformation State Support to use July 1 
as the Effective Start Date for students who are promoted. For new students 
who are registered in the summer, it is recommended to use August 1. Using 
a date before the first day of school also ensures that ProgressBook extracts 
on the first day of school will pick up these students.

4. Click Save to save the new FD record in the history grid at the top of the FD-Attributes 
tab. If there are any data errors preventing this new FD record from saving correctly, they 
display on the screen. You must correct any errors before saving the new FD record.

If your save is successful, you receive a confirmation message and the new FD record 
displays in the history grid. The history grid is sorted in descending order by Effective 
Start Date.
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Student Profile – Edit FD-Attributes Record 

To edit an FD record for the student in context, complete the following steps:

1. Click  in the row in the FD history grid (top of the tab) that you wish to edit.

2. The FD-Attributes tab displays the data from the selected record in the detail area 
(bottom of the tab).

3. Modify the FD fields as needed in the detail area of the FD-Attributes tab. It is 
recommended by StudentInformation State Support to use July 1 as the Effective Start 
Date for students who are promoted. For new students who are registered in the summer, 
it is recommended to use August 1. Using a date before the first day of school also 
ensures that ProgressBook extracts on the first day of school will pick up these students.

4. Click Save to save the new FD record in the history grid at the top of the FD-Attributes 
tab. If there any data errors preventing this new FD record from saving correctly, they 
display on the screen. You must correct any errors before saving the updated FD record.
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5. If your save is successful, you receive a confirmation message and the new FD record 
displays in the history grid. The history grid is sorted in descending order by Effective 
Start Date.

Student Profile – Delete FD-Attribute Record
Navigation: StudentInformation > SIS > Student > Edit Student Profile > FD-Attributes tab

To delete an FD record for the student in context, complete the following steps:

1. In the FD history grid, click  in the row of the FD record you wish to delete.

2. You receive a confirmation message. Click OK to continue with the delete or Cancel to not 
continue with the delete.

3. After clicking OK, you receive a success message.

The record no longer displays on the FD history grid.

Note: The first FD record in a school year is locked (indicated by ) and cannot 
be deleted.



95  ProgressBook StudentInformation Student and Registration Guide

Registering Students

Student Profile – FN-Attributes Tab
Navigation: StudentInformation > SIS > Student > Edit Student Profile > FN-Attributes tab
The FN-Attributes tab is used to enter student data that has only a single value that needs to be 
reported.

EMIS Grade Next Year – Select the grade level to which the student will be promoted, or the 
grade level to which they will be retained. Refer to the ODE EMIS Manual for more details on 
reporting this element.

Note: Changing the EMIS Grade Next Year does not change the District Grade 
Next Year. The General tab can be used to change the District Grade Next 
Year.

Retained Status – Select the appropriate retained status of the student. Refer to the ODE EMIS 
Manual for more details on reporting this element.

Oct Childcount IEP Outcome – Select the LRE outcome as of the October count week for a 
student whose IEP currently on file with ODE does not reflect the current LRE for a student with 
a disability. Refer to the ODE EMIS Manual for more details on reporting this element.
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Military Student – Indicates whether a student has a parent, step-parent, or legal guardian who 
is an active member of the Armed Forces or National Guard. Refer to the ODE EMIS Manual for 
more details on reporting this element.

Fiscal Year Began 9th – Select the fiscal year that the student began 9th grade. This value must 
be reported for all students in grades 09-12. Refer to the ODE EMIS Manual for more details on 
reporting this element.

CTE Program Area – Choose a program area for the CTE Program of Concentration field. 

CTE Program of Concentration – Choose an element that designates the program of 
concentration for a CTE concentrator. The list of available values in the CTE Program of 
Concentration drop-down list is dependent on the value selected for the CTE Program Area.

Tech Prep Completer – Select Y if the student completed a tech prep program; otherwise, select 
N.

Majority of Attendance IRN – Indicates the building IRN within the district (or district IRN) where 
the student was enrolled for at least 120 consecutive days. Refer to the ODE EMIS Manual for 
more details on reporting this element.

Accountability IRN – Only use this field if the district determines that another building within the 
district (other than the building designated in the Majority of Attendance IRN field) should be 
accountable for testing results. You must enter ****** if there is no Accountability IRN that 
applies. Refer to the ODE EMIS Manual for more details on reporting this element.

Attending Building IRN Next Year – This field is only visible for FY13 and forward and indicates 
the building within the school district that the student will attend next year. The drop-down list 
includes the available IRNs and school names within the district in context. ****** indicates that 
the student is withdrawn, graduating in the current year, or newly registered. When you run the 
Promotion/Bulk Enrollment process to move students to the next school year, the process updates 
the Attending Building IRN Next Year field on the FN-Attributes tab in the current school year. 
Students who are switching buildings in the upcoming year have their field updated with the new 
value. Newly registered students in the current year (who have a default value of ******) have the 
value updated to correspond with the building they will attend in the next school year. Refer to the 
ODE EMIS Manual for more details on reporting this element.

Attending District IRN Last October – This field is only visible for FY15 and forward and 
indicates the district the student attended as of the past October. If you leave this field blank, the 
transfer reports this element as asterisks (******).
Third Grade Reading Guarantee – This field is only visible for FY13 and forward and indicates 
the student’s math, reading, and writing diagnostic result codes using values of ** – Not 
Required, AO – Assessed, On Track, NO – Assessed, Not On Track, RN – Required, Not 
Completed, and (for the Reading Diagnostic Result Code only) EX – Exempt from Diagnostic 
Assessment. Refer to the ODE EMIS Manual for more details on reporting this element.
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Latest Third Grade Reading Promotion Status – This field displays and reports the student’s 
promotion status based on the most recent assessment entered on the Next Generation 
Assessment Grades 3-8 screen. 1 of 3 statuses displays:

• Yes – Student meets reading promotion score
• No – Student does not meet reading promotion score
• This student has not taken the 3rd Grade Reading Promotion Assessment

Refer to the ProgressBook StudentInformation Assessment Guide for more details on reporting 
this element.

Report to EMIS – Select this checkbox to report the student to EMIS (default); otherwise, deselect 
this checkbox. 

Exclude FN Records from Fall Initialization Updates – Select this checkbox to exclude the 
student’s FN-attribute records from Fall Initialization. This checkbox is deselected by default when 
the following scenarios apply:

• A student is newly enrolled or re-enrolls in the district.
• A student is promoted/bulk enrolled into a new school year.
• A student transfers into a new school district.

Save – Click to save your changes.

The Edit Student Profile screen warns you when you make changes on a tab but then select 
another tab without saving the prior changes. If the changes on the previous tab are valid, you are 
given the option to save the changes and proceed to the chosen tab or cancel changes and 
proceed to the chosen tab. If the changes on the previous tab are not valid, you are given the 
option to return to the previous tab to re-enter the changes or cancel changes and proceed to the 
chosen tab.

Cancel – Click to clear out already entered data.
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Student Profile – FN-Graduate Tab
Use the FN-Graduate tab to maintain information for a student who is a Non-Attending Graduate 
and to view a student’s reported graduation information. 

Non-Attending Graduates
Student is a Non-Attending Graduate – This checkbox is selected when the student is 
registered as a non-attending graduate (grad only). Deselect this checkbox to indicate that the 
student should be reported as an enrolled student.

If the student is a non-attending graduate (grad only), the message “This Student is a 
Non-Attending Graduate” ( ) displays at the top of the 
screen. Complete the fields in the Non-Attending Graduates section:

• Courses Completed IRN – Enter the IRN of the district in which the student completed 
the course requirements for a diploma. Click  for assistance with the search for the IRN 
by accessing the ODE IRN Search. SMART logic helps determine the correct value.

• Courses Completed Date – Enter the month and year in which the student completed 
the course requirements for a diploma..
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Click Save to save your changes.

The Edit Student Profile screen warns you when you make changes on a tab but then select 
another tab without saving the prior changes. If the changes on the previous tab are valid, you are 
given the option to save the changes and proceed to the chosen tab or cancel changes and 
proceed to the chosen tab. If the changes on the previous tab are not valid, you are given the 
option to return to the previous tab to re-enter the changes or cancel changes and proceed to the 
chosen tab.

Note: Click Cancel if you want to clear out already entered data.

EMIS Graduation Elements
Fields for graduation elements are read-only on the FN-Graduate tab. These fields are 
maintained on the Student Exemptions / Requirements screen in the EMIS Graduation 
Elements section. Information on the FN-Graduate tab is updated as soon as the Student 
Exemptions/Requirements screen is saved. 

Note: The following message is displayed on the FN-Graduate tab: 
“Maintenance of the following graduation elements has been moved to Student 
Graduation Points - Student Exemptions/Requirements.” 
In this message, Student Exemptions/Requirements is a link you can click to go 
to the Student Exemptions/Requirements screen for the student in context. 

An overview of information displayed in the graduation element fields is below. Refer to the 
StudentInformation Graduation Points Guide for more information about working with the Student 
Exemptions/Requirements screen.

• Graduation Date – Displays the date the student received his/her diploma.
• Diploma Type – Displays the type of diploma received by the graduating student. 
• CORE Economics and Financial Literacy Requirement Met – Indicates if a student 

has met the CORE Economics and Financial Literacy Requirement. If “Y,” the Student 
Exemptions / Requirements screen and all relevant Graduation Points screens 
automatically mark the student as having completed the Economics and Financial 
Literacy requirement. 

• CORE Fine Arts Requirement Met – Indicates if a student has met the CORE Fine Arts 
Requirement. If “Y,” the Student Exemptions / Requirements screen and all relevant 
Graduation Points screens automatically mark the student as having completed the Fine 
Arts requirement. 

• CORE Graduation Requirement Exemption – Indicates if a student qualifies for the 
CORE Graduation Requirement Exemption. 

• Exempted from Physical Education Graduation Requirement – Indicates that the 
district has adopted a policy to exempt certain students from the Physical Education 
Graduation Requirement and that the student has met the policy’s requirements. If “Y,” 
the Student Exemptions / Requirements screen and all relevant Graduation Points 
screens automatically mark the student as being exempt from the Physical Education 
requirement. 

• OGT Graduation Alternative – This field is selected if the student passed a graduation 
test using alternative criteria.
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• Military Compact Graduation Alternative – This field indicates if the student is using 
the Military Compact Graduation Alternative criteria and the number of Ohio graduation 
assessments the student is not required to pass. 

• Proficient Foreign Language – If the student has demonstrated high levels of 
proficiency in one or more languages and have the language(s) print on their transcript, 
the selected languages are shown.
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Student Profile – Transportation Tab
This tab is available for entering transportation information that is reported for the student in 
context.

Parking Permit (optional) – Enter up to 4 characters to designate the student’s parking permit 
number.
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Assigned Space (optional) – Enter up to 30 characters to designate the student’s assigned 
parking space.

Vehicle Description (optional) – Enter up to 65 characters to describe the student’s vehicle.

License Plate (optional) – Enter up to 12 characters to designate the student’s license plate 
number.

Driver’s License Number (optional) – Enter the student’s driver’s license number.

State – Choose state of student’s driver’s license from drop-down list.

Bus Number 1 (optional) – Enter the bus number.

Bus Number 2 (optional) – Enter the additional bus number.

Comments (optional) – Enter any additional comments (up to 200 characters) needed for student 
transportation.

Distance To School (optional) – Enter the number of miles a student lives from school.

Transportation – Select all applicable checkboxes. Options are Student Drives, Student is 
Bussed, and Student Walks.

Distance student was transported from residence to school building (community schools 
only) – Select the distance the student is transported during the selected days in the Countweek 
Transportation Days section.

Countweek Transportation Days (community schools only) – Select the checkbox for each day 
of count week in which the student uses school-provided transportation.

Save – Click to save your changes.

The Edit Student Profile screen warns you when you make changes on a tab but then select 
another tab without saving the prior changes. If the changes on the previous tab are valid, you are 
given the option to save the changes and proceed to the chosen tab or cancel changes and 
proceed to the chosen tab. If the changes on the previous tab are not valid, you are given the 
option to return to the previous tab to re-enter the changes or cancel changes and proceed to the 
chosen tab.

Cancel – Click to clear out already entered data.

Students Failing Address Verification
Navigation: StudentInformation > SIS > School > Address Verification > Failing Students
This screen displays a listing of all students whose addresses have failed Address Verification. If 
a student is listed on this screen and should not be, you should enter that student’s address on 
the District Addresses screen (StudentInformation > SIS > School > Address Verification > 
District Addresses) with the district in context.
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Ignore Bypassed Addresses – Select this checkbox to hide any addresses that have the 
Bypass Residence Address Verification checkbox selected. Deselect this checkbox to display 
all addresses that fail Address Verification whether or not they were bypassed.

[Student’s Last name, Student’s First and Middles Name] – Click a student’s name to take you 
to their Edit Student Profile screen General tab so that you can edit their Residence Address.
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Student Information

Admission/Calendar History
Navigation: StudentInformation > SIS > Student > Admission History > 
Admission/Calendar History
The Admission/Calendar History screen displays admission and withdrawal history as well as 
calendar changes for the selected student.

Each admission and withdrawal per building as well as calendar changes are listed in ascending 
chronological order.

Admission Date – Most recent admission date to the building/district.

Admission Code – Admission code that describes the reason a student was admitted to the 
school.

School Code – The school building code for the admission record; these are the 4-character 
building codes that are used in StudentInformation.

School Name – Name of the school.

Withdraw Date – Withdrawal date if applicable.
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Withdraw Code – Withdrawal code to describe the reason a student is leaving school if 
applicable. Otherwise,** displays.

Comments – The additional comments entered when the student withdrawal occurred.

Calendar Name – The attendance calendar the student was assigned during this admission 
history record.

School Year – School year applicable to this admission history record.

Dates – Dates enrolled during the school year.

View Calendar History
Navigation: StudentInformation > SIS > Student > Admission History > View Calendar 
History 

The View Calendar History screen displays calendar history for the selected student.

The calendar history is listed in ascending chronological order.

School Year – School year applicable to this calendar history record. E.g., School Year: 2016 
designates the 2016-2017 school year.

School Name – Name of the school.

Calendar Name – The attendance calendar the student was assigned during this calendar history 
record.

Dates – Dates that the student was assigned to a particular calendar.
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Edit Calendar Percentages
Navigation: StudentInformation > SIS > Student > Admission History > Edit Calendar 
Percentages
The Edit Calendar Percentages screen lets you view and modify a student’s attendance 
percentage for multiple buildings at the district level. It displays the start and stop date range 
during which a student attends one or more schools, the calendar(s) to which they are assigned 
during each time period, and the student’s attendance percentage for each building.

The calendar grid is listed in ascending chronological order.

Start Date – The date the student started attending the building(s).

Stop Date – The date the student stopped attending the building(s).

School – The school(s) the student attends during the start date and stop date range.

Calendar – The calendar(s) assigned to the student during the start date and stop date range.
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Attendance Percentage (%) – The percentage of time the student attends each building. 
Defaults to 100 for 1 building, 50/50 for 2 buildings, 33/33/34 for 3 buildings, etc. If the student 
attends more than one building during a time period, you can edit the percentages to receive 
accurate attendance calculations.

Note: Each time the student’s admission records change, the Attendance 
Percentage values are reset to the default amounts. You must return to this 
screen to adjust the percentage(s) again even if you had already done so before.

Click Save to retain the new percentages you entered.

Click Cancel to undo the percentages you entered and use the defaults.

View Admission History
Navigation: StudentInformation > SIS > Student > Admission History > View Admission 
History
The View Admission History screen displays the admission and withdrawal history for the 
selected student.

The admission history is listed in ascending chronological order.

School District – Name of the school district to which the student was admitted.

School Name – Name of the school building to which the student was admitted.

Dates – Dates that the student was assigned to a particular school building.

Description – Description of the Withdraw Code.



ProgressBook StudentInformation Student and Registration Guide 108

Student Information

Edit History Details
Navigation: StudentInformation > SIS > Student > Admission History > Edit History Details 
The Edit History Details screen lets the user edit and delete the selected student’s admission 
events.

The admission history is listed in ascending chronological order.

Note: The initial admission into the district generates both a District Admission 
event and a Building Admission event. A District Admission event is shaded in 
pale orange. The withdrawal from the district generates both a District Withdraw 
event and a Building Withdraw event. A District Withdraw event is shaded in 
orange.

School Year Type – Choose from Regular or Summer School; filters admission events 
accordingly.

Year – School year of the admission event.

Date – Date that admission event took place. Dates are not applicable to admission events 
generated by progression tracks.

Event – Type of admission event. Examples are: District Admission, Building Admission, 
Intrabuilding Progression, Summer Withdraw, Building Withdraw, and District Withdraw.

School – School Name where the admission event took place.

Calendar – Attendance calendar for this admission event.

Code – Description of admission event.
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 – Click to delete the admission event. Only the latest admission or withdrawal event in each 
school year can be deleted.

 – Click to edit the admission event. Only building admission events can be edited. When editing 
a building withdrawal, only withdrawal codes that are linked to the EMIS withdrawal code of ** 
display in the Withdrawal Code drop-down list.

Delete Admission Event
Navigation: StudentInformation > SIS > Student > Admission History > Edit History Details
The Edit History Details screen lets the user edit and delete the selected student’s admission 
events.

Note: Make sure you have the correct building and year in context.

If you are completely removing a student from a building in a particular school year, you must have 
that building and school year in context. As a safety feature, only delete/edit buttons display for 
those records where the school building and school year match the school building and school 
year in the current context to prevent a student from accidentally getting expunged.



Caution:Deleting the first admission event for a school year for a 
student completely removes the student’s record from 
StudentInformation for the selected school year only, and archives all 
student records. If a student is completely removed by accident, all 
student data has to be re-entered manually. As a safety feature, 
delete/edit buttons display only for those records where the school 
building and school year match the school building and school year in 
the current context to prevent a student from accidentally getting 
expunged.
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Click  to delete a specific admission event. Only the last building admission or withdrawal event 
in each year can be deleted.

OK – Click to delete the admission event. You return to the Edit History Details screen and 
receive a confirmation message.

Cancel – Click to cancel the deletion of the admission event and return to the Edit History Details 
screen.

As a safety feature, only delete/edit buttons display for those records where the school building 
and school year match the school building and school year in the current context to prevent a 
student from accidentally getting expunged.



Caution:If you delete the first admission event for a school year for a 
student, this action will completely remove the student’s record from 
StudentInformation, and archive all student records. If a student is 
completely removed by accident, all student data will have to be 
re-entered manually. Students can only be completely removed from 
a selected school year when the building the student is being 
removed from is also the building in context.
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Edit Admission Event
Navigation: StudentInformation > SIS > Student > Admission History > Edit History Details
The Edit History Details screen lets the user edit and delete the selected student’s admission 
events.

Click  to edit a specific admission event. Only the last building admission or withdrawal event 
in each school year can be edited.

School Year – School year of admission.

Event – Type of admission.

School – School name where admission event occurred.

Admission Date – Enter the date for the admission event.

Admission Code – Choose the code from the drop-down list for the admission event.

Calendar – Choose the attendance calendar for this admission event from drop-down list.
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Withdraw comments display on the following screens:

School Year – School year of withdrawal event.

Event – Type of withdrawal event.

School – School name where the withdrawal event took place.

Withdrawal Date – Enter the date for the admission or withdrawal event.

Withdrawal Code – Choose the code for the withdrawal event from the drop-down list. When 
editing a building withdrawal, only withdrawal codes that are linked to the EMIS withdrawal code 
of ** display in the Withdrawal Code drop-down list. When editing a district withdrawal, only 
withdrawal codes that are linked to EMIS district withdrawal codes display in the Withdrawal 
Code drop-down list.

Withdrawal to School Comments – Enter an additional comment concerning the withdrawal.

Save – Click to save the current updates to the admission event and return to the Edit History 
Details screen. A confirmation message displays along with a reminder to manually change the 
student’s FS record.

Cancel – Click to cancel the updates to the admission event and return to the Edit History Details 
screen.
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Withdraw Student 
Navigation: StudentInformation > SIS > Student > Withdraw Student
The Withdraw Student screen is used to withdraw the student from the building or district.

The withdraw student process functions as follows:

• Updates latest FS record with Withdraw Date and Withdraw Reason on district 
withdrawals.

• Sets Withdraw Date on FD record.
• Deletes any FS or FD records in the current year with an Effective Start Date after the 

Withdraw Date.
• Updates EMIS Grade Next Year on FN record effective as of the Withdraw Date.
• Building withdrawal leaves current open date records alone until student is admitted into 

new building within district.
• Removes assigned course sections that have not yet started (sets stop date equal to start 

date).
• The student’s FS, FD, and FN records are only expunged in the following scenarios:

• The student’s admission date on current Withdrawal Code is in the current fiscal 
year.

• EMIS Attending Building IRN on the record is the same as the school in context.
• Only current fiscal year FS, FD, and FN records are deleted.
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Withdraw the student from the building or entire district by selecting the Building or District 
(default) tab respectively. 

Note: If a student is enrolled in 2 buildings, the District tab is disabled. You must 
do a building withdraw for the student from one building. Then, once the student is 
only actively enrolled in one building in the district you can then district withdraw 
them, thus completing the district withdraw for the student.

Admission Date (read-only) – Most recent date that the student was admitted to school.

Withdraw Date (required) – Date that the selected student is withdrawing from the school or 
district. If you set this as a future date, it creates a Pending Withdrawal Enrollment Alert for that 
date, allowing users to continue entering data for this student until that withdrawal is processed. 
For more information, refer to the ProgressBook StudentInformation Portal Guide.

Withdraw Reason (required) – Select the withdraw reason from the drop-down list that describes 
why the student is withdrawing from school. If the District tab is chosen, the withdraw reason of 
** does not display in the drop-down list, only district withdraw reasons display. If the Building tab 
is chosen, only withdraw reasons mapped to the EMIS withdrawal code of ** display in the 
drop-down list. Additional building withdrawal codes can be set up and linked to the EMIS 
withdrawal code of ** if desired.

Withdraw to School/District IRN (optional) – IRN of the school that the withdrawing student will 

attend. Click  for assistance with the search for the building IRN by accessing the ODE IRN 
Search. This field is required when a Withdraw Reason of 41, 42, or 45 is selected. This field is 
disabled and given a value of ****** when the school or district in context is a Joint Vocational 
School District (JVSD) or Educational Service Center (ESC).

Withdraw to School/District Comments (optional) – Enter any additional comments regarding 
the student’s withdrawal from school. This field only displays for a building withdraw.

Student Status (required) – Select the student’s new student status at the current school from 
the drop-down list.

Remove Locker Assignment – Select this checkbox to remove the student’s current locker 
assignment, which leaves the locker free; otherwise, deselect this checkbox. This is selected by 
default.

Remove Homeroom Assignment – Select this checkbox to remove the student’s current 
homeroom assignment; otherwise, deselect this checkbox. This is selected by default.

Submit – Click to save current student withdrawal information and display the student’s 
Admission/Calendar History screen.

Cancel – Click to cancel already entered data and return to the previous screen.

Note: When a student is withdrawn, their EMIS Grade Next Year assignment is 
set to ** on the student’s Edit Student Profile screen General and FN-Attributes 
tabs, unless they are withdrawn with a Withdrawal Code of 71-75 (in which case 
their EMIS Grade Next Year is set to DR) or 99 (in which case their EMIS Grade 
Next Year is set to GR).

Note: When a student is withdrawn, StudentInformation does not prevent them 
from receiving marks through an import process. See the ProgressBook 
StudentInformation Import Export Guide for more details.
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Student Transfers
Navigation: StudentInformation > SIS > Student > Student Transfer
The student transfer screens are used to move student profile data from the current school 
building to another school building or district. The data included in this process updates at the time 
of enrollment in the destination school. The fields updated are as follows:

• General tab
• First Name
• Middle Name
• Last Name
• Called Name
• Last Name Suffix
• Gender
• Birthdate
• Age
• Native Language
• Home Language
• Birthplace City
• Residence Address
• Mailing Address
• Phone Number
• EMIS ethnicity value logic for FY11 and forward

• If the EMIS ethnicity values [Hispanic/Latino, Summative Race, and Racial 
Group(s)] have not been collected, you must provide the EMIS ethnicity values at 
the time of the student transfer.

• If the EMIS ethnicity values [Hispanic/Latino, Summative Race, and Racial 
Group(s)] have been collected and a student is transferred, the EMIS ethnicity 
values are moved with the student at the time of the transfer.

• Additional tab
• Country of Origin

• Private tab
• Legal First Name
• Legal Middle Name
• Legal Last Name
• Mother’s Maiden Name
• Social Security

• FS-Standing tab
• EMIS ID
• SSID
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• If the receiving school is a JVS school, the following rules apply:
• EMIS Situation at the JVS should be 302 - Regular student attending JVS F/T 

or P/T.
• District of Residence IRN at the JVS should be initialized to the sending district’s 

IRN.
• Attending Building IRN at the JVS should be initialized to the sending district’s 

IRN.
• Sent To 1 and Sent To 2 areas at the JVS should have Reason of NA - Not sent 

to another district and IRN of ******.
• FD-Attributes tab:

• A new FD record is created in the following circumstances:
• When the student is transferred to another building in the same district and the 

Change Primary/EMIS Attending Building option has Yes selected.
• When the student is transferred to a new district.

Note: The student’s Disability Condition transfers with the student.

Note: The student’s reporting calendar is set to the calendar from the 
Registration Defaults of the building into which the student is transferring.

• FN-Attributes tab:
• Accountability IRN is be set to a default of ****** during registration.

• Transportation tab:
• Vehicle Description
• License Plate
• Driver’s License Number
• Driver’s License State

The Exclude FS/FD/FN Records from Fall Initialization checkboxes are deselected by default 
when the following scenarios apply:

• A student is newly enrolled or re-enrolls in the district.
• A student is promoted/bulk enrolled into a new school year.
• A student transfers into a new school district.

Student Transfer
Navigation: StudentInformation > SIS > Student > Transfer Student
This screen requires a student in context and is used to move the profile data for the student from 
the current school building in context to the selected school building or district. 

If the student is moving within the district, the FN-Graduate tab data should not be changed and 
move with the student.

If the student is moving between districts, the FN-Graduate tab data should not move with the 
student.

Note: This screen is used by the school or district sending the student.
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To Building – Displays the name of the school building, if any, that the student is being 
transferred to for all previous and pending transfers.

To District – Displays the name of the school district the student is being transferred to for all 
previous and pending transfers.

JVS – Displays whether or not the destination school is a JVS for all previous and pending 
transfers.

Transfer Date – Displays the date the transfer was processed for all previous and pending 
transfers.

Status – Displays the status (Pending, Accepted, or Rejected) of all previous and pending 
transfers.

Make students available in (required) – Select the school year in which the transferred student 
is enrolled.

Search for District (required) – Enter the appropriate search text until the school district to 
receive the student is listed and then select that school district.

Building (optional) – Select the school building to receive the student. If you do not select a 
building, all buildings in the selected district can see the pending transfer until one of them accepts 
it.

Transfer – Click to process the student transfer.

Cancel – Click to cancel the student transfer.
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Once you click Transfer, the transfer displays in a data grid and the screen lets you continue 
entering additional transfers if necessary.

View Pending Transfers
Navigation: StudentInformation > Management > School Administration > Student Transfer 
> Pending Students
On this screen with a school in context, a school building can view any incoming transfers, enroll 
all (or selected) pending students, or view an individual student’s details and enroll or reject those 
students.

Note: This screen is used by the school receiving the student.

The fields in the search box act as search criteria, which limit the results that display.

Transfer Job ID – Enter a job ID to only display transfers matching that job ID.

Transfer Date Range – Select a start date and an end date to only display transfers processed 
during that range of dates.

Transferred From – Enter the appropriate search text until the school or district sending the 
student is listed and then select that school or district.
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Search – Click to display student transfers matching the selected criteria. You can sort the search 
results by clicking the appropriate column heading.

Check for Marking Patterns Mapping – Select this checkbox to review each pending student’s 
course history for marking patterns mapping; if you do not need to transfer any course history, you 
can leave this checkbox deselected to speed up the process.

Note: The message REMOTE SERVICE ERROR in the Student column 
indicates that the Remote Transfer Service of the ITC sending that student is not 
active or malfunctioning.

Hide Building List and Hide District List – Click to hide the building and/or district transfers list.

Show Building List and Show District List – Click to show the building and/or district transfers 
list.

Building transfers are transfers of students between buildings in the same district (determined by 
the building in context).

District transfers are transfers of students from outside the district (determined by the building in 
context).

Bulk Enroll Building Transfers – Click to enroll all (or selected) students awaiting building 
transfers using the same Grade, Student Status, Admission Date, and Attendance Calendar. 
You can also use the same Admission Code, Building Prog Track, or Program, if desired. See 
“Bulk Enroll Pending Students”  for additional details.

Delete Selected Transfers – Click to delete the selected building or district student transfers.

Bulk Enroll District Transfers – Click to enroll all (or selected) students awaiting districts 
transfers using the same Grade, Student Status, Admission Date, and Attendance Calendar. 
You can also use the same Admission Code, Building Prog Track, Program, or additional 
EMIS fields. See “Bulk Enroll Pending Students”  for additional details.
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 – Indicates that one or more years of course history cannot be transferred because a mapping 
for those specific combinations of sending school, receiving school, and school year have not yet 
been saved or are inactive.

 – Indicates that mappings for all available years of course history have been saved and are 
active.

Detail – Click to display a detail screen for this student transfer. See “Pending Student Detail”  for 
more information.

Pending Student Detail
Navigation: StudentInformation > Management > School Administration > Student Transfer 
> Pending Students

Note: This screen is used by the school receiving the student.
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Click the Detail link to display a detail screen for the building or district transfer of this student.

Transfer Job ID – ID number assigned to transfers made between districts or schools within the 
same ITC.

If at least one year of course history cannot be transferred because a mapping for that specific 
combination of sending school, receiving school, and school year has not yet been saved, a 
warning displays. You do not need to provide these mappings for years of course history that are 
not being transferred.

Pending Student Detail Screen – Building Transfer

Pending Student Detail Screen – District Transfer
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To provide these mappings, complete the following steps:

1. Select Click Here to open the Marking Mapping Summary screen.

This screen lists all the years of course history that can be transferred and indicates the 
status of the mapping for each sending school, receiving school, and school year 
combination.  indicates that this combination has not yet been mapped and saved or 
is inactive.  indicates that this combination has been mapped and saved and is active.

2. Click  for the combination that needs to be mapped and saved. 

3. Complete and save the mapping in the Marking Pattern Mapping Detail screen. You will 
be returned to the Marking Pattern Summary screen. Refer to “Registration Wizard – 
Course History Tab”  for more detailed information about mapping marks.

•  – Click to register the student into the building in context; this takes you to the 
Registration Wizard screen Registration Pre-requisites tab on which you begin the 
process of registering a student. If this student was transferred to a district, other 
schools in the district no longer see this student on their Pending Students screen.

•  – Click to reject the student transfer. You return to the View Pending Students 
screen and the student no longer displays.
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Bulk Enroll Pending Students
Navigation: StudentInformation > Management > School Administration > Student Transfer 
> Pending Students

Note: This screen is used by the school either within the same district or in 
another district receiving the student.

The Exclude FS/FD/FN Records from Fall Initialization checkboxes are deselected by default 
when the following scenarios apply:

• A student is newly enrolled or re-enrolls in the district.
• A student is promoted/bulk enrolled into a new school year.
• A student transfers into a new school district.

Bulk Enroll Building Transfers

Note: This screen is used by the school receiving the student.

1. On the View Pending Students screen, select the students you want to enroll in the 
building list area, or select the checkbox in the header row to select all of the students.

2. Click Bulk Enroll Building Transfers to enroll the selected students awaiting building 
transfers.
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The Bulk Enroll Pending Students screen building transfers displays. The students you 
selected on the View Pending Students screen display in the grid.

Student Status (required) – Select the student status with which to enroll all selected students.

Admission Date (required) – Enter the enrollment date for all selected students.

Admission Code (optional) – Select an admission code for all selected students. This is an 
optional field, so you can set different codes later for individual students.

Attendance Calendar (required) – Select an attendance calendar for all selected students.

Program (optional) – Select a program for all selected students. This is an optional field, so you 
can set different programs later for individual students.

Building Prog Track (optional) – Select a building progression track for all selected students. 
This is an optional field, so you can set different building progression tracks later for individual 
students.

Change Primary / EMIS Attending Building? (optional) – Select Yes if the Primary Building 
on the Student Profile screen Additional tab and the EMIS Attending Building on the Student 
Profile screen FS-Standing tab should be updated.

To Grade (required) – Select the grade level in which to enroll each student. If the school year in 
context is equal or prior to the current school year, this field defaults to the grade shown in the 
From Grade field for this student. If the school year in context is newer than the current school 
year, this field defaults to the next valid grade level of the school in context based on the 
configured Grade Level Progressions.

View Pending Students – Click to return to the View Pending Students screen.
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Building Register Selected Students – Click to register the listed students in the specified 
building. The following confirmation screen displays.

Cancel – Click to cancel the transfer and return to the View Pending Students screen.

Continue with Registration – Click to process the transfer and register selected students.

If a student was already enrolled in the destination school, a list of the students that were not 
enrolled and the reason(s) display:

Bulk Enroll District Transfers

Note: This screen is used by the school receiving the student.

1. On the View Pending Students screen, select the students you want to enroll in the 
building list area, or select the checkbox in the header row to select all of the students.

2. Click Bulk Enroll District Transfers to enroll the selected students awaiting district 
transfers.
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3. The Bulk Enroll Pending Students screen for district transfers displays. The students 
you selected on the View Pending Students screen display in the grid.

Student Status (required) – Select the student status with which to enroll all selected students.

Admission Date (required) – Enter the enrollment date for all selected students.

Admission Code (optional) – Select an admission code for all selected students. This is an 
optional field, so you can set different codes later for individual students.

Attendance Calendar (required) – Select an attendance calendar for all selected students.

Program (optional) – Select a program for all selected students. This is an optional field, so you 
can set different programs later for individual students.

Building Prog Track (optional) – Select a building progression track for all selected students. 
This is an optional field, so you can set different building progression tracks later for individual 
students.
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EMIS Situation (required) – Choose from a drop-down list (or use the EMIS Situation Wizard) 
validated against the EMIS options file of all valid EMIS situations. Refer to the ODE EMIS Manual 
for more details on reporting this element.

Admission Reason (required) – Select from drop-down list of valid admission reasons.

District Relationship (optional) – Select the appropriate educational relationship between the 
student and the district.

District of Residence (optional) – Enter the district of the student’s legal residence. Click  for 
assistance with the search for the building IRN by accessing the ODE IRN Search.

How Received (optional) – Select how the student arrived at the district.

How Received IRN (optional) – Enter the district from which a student is received. Click  for 
assistance with the search for the building IRN by accessing the ODE IRN Search.

Percent of Time (optional) – Enter the average percent of time, for the week, that the student 
participates in any instruction provided by a certified/licensed employee.

Tuition Type (optional) – Select the appropriate code to indicate whether a student is a tuition 
student or not.

Attending Building IRN (optional) – Enter the IRN of the building within the district that the 

student attends. Click  for assistance with the search for the building IRN by accessing the 
ODE IRN Search. The Attending Building IRN can be a district IRN only when the How 
Received value is one of the following:

• 6 – Non-Public (Services Only)
• F – Career Assessment Only
• I – Non-instructional, Supplementary, or Related Services
• P – Court Placed Students, Excluding foster Care
• T – Students Placed in Institutions, Non-Court Ordered
• V – Pre-school, Evaluated Only, Found Ineligible

Assigned Building IRN (optional) – Enter ****** unless the student attends another building 

within the district that is not the normal building they would be assigned. Click  for assistance 
with the search for the building IRN by accessing the ODE IRN Search.

Sent to Reason 1 (optional) – Select the reason a student is sent to another district.

Sent to Reason 2 (optional) – Select the reason the student is sent to another district if the 
student is sent to a second district.

Sent to IRN 1 (optional) – Enter the district to which a student is sent. Click  for assistance with 
the search for the building IRN by accessing the ODE IRN Search.

Sent to IRN 2 (optional) – Enter the district to which a student is sent if the student is 

simultaneously being sent to a second district. Click  for assistance with the search for the 
building IRN by accessing the ODE IRN Search.

Percent of Time 1 (optional) – Enter the average percent of time, for the week that the student 
participates in any instruction provided by an employee at a non-EMIS reporting entity.

Percent of Time 2 (optional) – Enter the average percent of time, for the week that the student 
participates in any instruction provided by an employee at a non-EMIS reporting entity.



ProgressBook StudentInformation Student and Registration Guide 128

Student Information

Transfer Attendance (optional) – Select this option to transfer student attendance when enrolling 
students in bulk.

Transfer Assessments (optional) – Select this option to transfer student assessments when 
enrolling students in bulk. The assessments currently available for ITC to ITC transfers are ACT, 
OGT, PLAN, PSAT, and SAT Reasoning.

Transfer Course History (optional) – Select this option to transfer student course history when 
enrolling students in bulk. This option is currently not available for ITC to ITC transfers.

Status – Displays the following information about the student you have selected to transfer:

•  – Indicates that the marking pattern mapping is set up between the sending and 
receiving school.

•  – Indicates that additional marking patterns need to be set up between the sending 
and receiving school.

•  – Indicates that the student has transferred from a school in another ITC and no 
course history can be transferred.

To Grade (required) – Select the grade level in which to enroll each student. If the school year in 
context is equal or prior to the current school year, this field defaults to the grade shown in the 
From Grade field for this student. If the school year in context is newer than the current school 
year, this field defaults to the next valid grade level of the school in context based on the 
configured Grade Level Progressions.

View Pending Students – Click to return to the View Pending Students screen.



129  ProgressBook StudentInformation Student and Registration Guide

Student Information

District Register Selected Students – Click to register the listed students in the specified district. 
The following confirmation screen displays:

Cancel – Click to cancel the transfer and return to the View Pending Students screen.

Continue with Registration – Click to process the transfer and register selected students.

If a student was already enrolled in the destination school, a list of the students that were not 
enrolled and the reason(s) why display.
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Transfer History
StudentInformation provides two screens for viewing the transfer history for students who have 
transferred into or out of the building in context:

• Transfer In History – Displays the information for students who have transferred into the 
building from another building or district.

• Transfer Out History – Displays the information for students who have transferred from 
the building to another building or district.

Transfer In History
Navigation: StudentInformation > Management > School Administration > Student Transfer 
> Transfer In History
From the Transfer In History screen, you can view the history of all students who transferred into 
the building in context.

Enter a range of dates for the transfer history and click Search. Clicking Search without entering 
any dates displays all transfer records.



131  ProgressBook StudentInformation Student and Registration Guide

Student Information

Select the This School Year Only checkbox to view all of the transfers that have occurred within 
the current school year. StudentInformation automatically completes the Transfer Date Range 
fields with the start and end dates for the current fiscal year.

Click the Detail link to view the attendance, course history, and assessments that have been 
transferred into StudentInformation for the student from the sending school district.
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Transfer Out History
Navigation: StudentInformation > Management > School Administration > Student Transfer 
> Transfer Out History
From the Transfer Out History screen, you can view the history of all students who transferred 
out of the building in context.

Enter a range of dates for the transfer history and click Search. Clicking Search without entering 
any dates displays all transfer records.

Bulk Student Transfer
Navigation: StudentInformation > Management > School Administration > Student Transfer 
> Bulk Student Transfer
This screen is used to move the profile data for all students in an ad-hoc membership from the 
current school building in context to the selected school building.

If the student is moving within the district, then the data on the Edit Student Profile screen 
FN-Graduate tab moves with the student unchanged.

If the student is moving between districts, then data on the Edit Student Profile screen 
FN-Graduate tab does not move with the student.
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During the transfer of students from a regular school into a JVS, the following EMIS fields now 
retain their values from the sending school:

• How Received
• District of Residence
• How Received IRN

Note: This screen is used by the school sending the students.

Ad-Hoc Membership (required) – Select an ad-hoc membership from the drop-down list, or click 

 to view the Ad-Hoc Membership Maintenance screen and create or view existing ad-hoc 
memberships. Click Public and Private to display both public and private ad-hoc memberships.

Make students available in (required) – Select the school year in which the transferred students 
are enrolled.

District (required) – Select the school district receiving the students.

Building (optional) – Select the school building receiving the students. If you do not select a 
building, all buildings in the selected district can see the pending transfers until one of them 
accepts each one or processes a bulk enroll.

Bulk Transfer – Click to process the bulk student transfer. You receive a confirmation message.

Cancel – Click to cancel the bulk student transfer and reset the drop-down lists.

View Transfer History – Click to go to the Transfer History screen.



ProgressBook StudentInformation Student and Registration Guide 134

Student Information

WebService Administration
Navigation: StudentInformation > ITC > WebService Administration
This screen is used to check the status of ITCs that are connected to this ITC by a web service 
called Remote Transfer Service. This service handles ITC to ITC student transfers. If you are 
experiencing ITC to ITC student transfer problems, consult your ITC for assistance.

Click  to verify the connection to an individual ITC site. Click Refresh All to verify the 
connection to all ITC sites. A green status indicates an active connection while a red status 
indicates a broken or inactive connection.

Student Community Service Hours
Navigation: StudentInformation > SIS > Student > Community Service
Community service hours may be entered for individual students as needed. You can use this 
feature in conjunction with graduation eligibility.

 – Click to delete this community service hours record. You receive a confirmation message 
asking if you are sure you want to delete the record.

 – Click to edit this community service hours record.

Add Hours – Click to add a community service record.
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Add/Edit Community Service Hours
Navigation: StudentInformation > SIS > Student > Community Service
When you add or edit a community service record, the following screen displays:

Date Served (required) – Date the community service task was performed.

Hours (required) – Time spent on the community service task. The value defaults to 1. You can 

enter or use  to select a value between 0.25 to 999.00 hours in increments of 0.25 (1/4) hours.

Include in Graduation/Eligibility (optional) – Select this checkbox to have the community 
service task count toward graduation eligibility requirements; otherwise, deselect this checkbox.

Description (required) – Enter a description of the community service task. 

Save – Click to save the community service record and return to the Student Community 
Service Hours screen listing where the updated information displays.

Save and New – Click to save the new community service record and immediately add another 
community service record.

Cancel – Click to clear out already entered data and return to the Student Community Service 
Hours screen listing.
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Student Contact Information
Navigation: StudentInformation > SIS > Student > Contacts Summary
Add personal and professional contacts to students on the Student Contacts Summary screen. 
A student can have only one primary contact. The primary contact is listed first and displays .

Note: You can also access this screen by selecting View Contacts in the I want 
to… drop-down list on either the View Profile screen or in the student in context 
area of the masthead.

View Student Contacts from the View Profile Screen
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Add Contact
Note: This procedure adds a contact to an individual student. To add a contact to 
a family group, see “Add Contacts to a Family Group.”

You can add personal and professional contacts, such as a day care provider, doctor, or dentist, 
to a student in one of the following ways:

To search for a professional contact that already exists in the system for another student, 
complete the following steps:

1. With a student in context, on the Student Contacts Summary screen, in the Search 
Professional Contacts area, enter all or part of an existing contact’s name. (Do not press 
ENTER.)

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

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

4. Click Add.

The contact is added to the student.

To add a new personal or professional contact, complete the following steps:

1. With a student in context, on the Student Contacts Summary screen, click Add Contact. 

View Student Contacts from Masthead
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The Add Student Contact window displays.

2. Complete the required contact information in the following fields.

Note: The fields that display vary based on the contact type you select at the top 
of the window.

• Contact type – This drop-down list populates based on the Contact Type Codes 
Maintenance screen.

• Title – Salutation title, such as Mr., Mrs., Ms., or Dr.
• First Name – First name of this contact.
• Middle Name – Middle name of this contact.
• Last Name (required) – Last name of this contact.
• Suffix – Any suffix, such as Jr. or III.
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• Phone Number area – Phone number information for the contact, including the type 
of phone number (home, work, cell, pager, etc.), the number, and any extension.
• Unlisted – Select this checkbox to mark the number as unlisted for privacy 

purposes.
• Available start time and end time fields – Time period during which the contact 

can be reached at this phone number.

Note: To add another phone number, click . To delete a phone number, 
click .

• Address section – Address information for the contact, including the type of address 
(mailing, other home, employer, etc.).

Note: If you choose to enter an address, you must enter it completely, 
including street, city, state and zip code. The system does not let you save a 
partial address.

• Same As Student Address – Automatically populate a home address from the 
student’s home address on record.

Note: To add another address, click . To delete an address, click .

Note: You can designate only one primary Home address, but you can 
add additional homes as Other home.

• Email Address area – Email address information for the contact, including the type of 
email address (primary, work, home, etc.).

Note: To add another email address, click . To delete an email address, 
click .

• Place of Employment – Contact’s place of employment.
• Occupation – Occupation of this contact.
• Custody Code – Drop-down list populates based on the Custody Code Type 

Maintenance screen.
• Language – Language spoken by the contact.
• Legal District of Residence Change Date (community schools only) – Effective 

date when a legal guardian’s district of residence changed.
• Contact Comments – Additional comments for this contact, such as work schedule 

or any other comments that would be helpful when trying to contact this person.
• Relationship Comments – Additional comments related to this contact’s relationship 

with the student.
• Contact Flags – Select the applicable checkboxes that display based on the contact 

type.
• Legal Guardian – If you select this option, the contact displays on the student’s 

View Profile screen.
• Emergency Contact – Informational only.
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• Living with Student – Informational only.
• Copied on Correspondence – If you select this checkbox and also select the 

Include Copied on Correspondence checkbox on student reports and labels 
(including report cards), extra copies are printed specifically for this contact.

• Willing to Volunteer – Informational only.
• Medical Contact – If you select this checkbox, the contact’s information also 

displays as the student’s medical contact on the Medical Contacts screen.
• Available at Work – Informational only.
• Migrant Worker – Informational only.
• Authorized to Pickup – Informational only.
• Publicly Viewable – If you select this checkbox and the Is Publicly Viewable 

checkbox for the associated contact type code is also selected, the contact’s 
information displays in ParentAccess.

3. Click Save.

The new contact displays on the Student Contact Summary screen.

Note: The first contact you enter for a student becomes the student’s primary 
contact. To change the primary contact, see “Change Primary Contact.”
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Edit Contact
1. On the contact you want to edit, click .

The Edit Student Contact window displays.

2. Edit the contact information. For field descriptions, see “Add Contact.”

Note: The fields that display vary based on the contact type you select at the top 
of the window.

3. Click Save.

The updated contact displays on the Student Contact Summary screen.
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Change Primary Contact
To make a different contact the student’s primary contact, click  to change it to .

Note: You can also drag and drop a contact to the top position to make it the 
primary contact. See “Reorder Contacts”  for details.
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Reorder Contacts
Drag and drop contacts to reorder how they display on screen.

Note: The primary contact (denoted by ) is always listed first. If you drag and 
drop a contact to the top of the list, it becomes the new primary contact.

Delete Contact
1. On the contact you want to delete, click .

2. On the Delete Student Contact confirmation window, click Yes.
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The contact is inactivated and no longer displays on the Student Contacts Summary 
screen.

Note: Records on this screen are not deleted but are inactivated. For information 
on reactivating records, see the ProgressBook StudentInformation Getting Started 
Guide.

Note: If the deleted contact is associated with a discipline incident, the contact 
remains viewable on the Discipline Incident screen below Parent Involvement. 
(*) displays next to the deleted contact name, indicating it is inactive.

Student Memberships
Navigation: StudentInformation > SIS > Maintenance > School > Student Memberships
Student memberships codes are used to designate that a student is part of common affiliation or 
activity, such as athletic team members, band members, special education program, etc.

Membership codes may be associated with a state defined program code for EMIS reporting 
purposes, but not all membership codes are required to be EMIS reportable. 

A student’s inclusion in a membership is tracked by date so that inclusion in a membership can 
be determined at any point during the school year.

View Student Memberships
Navigation: StudentInformation > SIS > Student > Student Memberships
On the Student Memberships screen, you can view the selected student’s current memberships.

Note: You can also access this screen by selecting View This Student’s 
Memberships in the I want to… drop-down list on either the View Profile screen 
or in the student in context area of the masthead. 

Click Back to Student Profile to go back to the View Profile screen. 
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Edit Student Memberships
Navigation: StudentInformation > SIS > Student > Edit Memberships
To view membership details for a student, use the Edit Memberships link on the Student menu. 
This screen lists memberships that have been associated with the selected student.

Notes
• For School Years 2020-2021 and forward, the Edit Student Membership screen is no 

longer used to maintain membership records for Graduation Seal program codes, and 
Graduation Seal program codes (51xxxx) are no longer available for selection on this 
screen. Instead, Graduation Seal program codes are now maintained based on the 
selections in Graduation Points > Student Exemptions/Requirements in the State 
System of Diploma Seals section for the Plans to Earn and Earned checkboxes.

Note: An exception to this rule is the Program Codes for the Earned Seal of 
Biliteracy. The Language codes for the Seal of Biliteracy need to be added to 
the student's Membership Records to be included in the GQ transfer file.

• As of FY13, special education services (215xxx codes) are no longer assigned as 
memberships on the Edit Student Memberships screen. You must enter any special 
education services assigned to this student on the Services tab on the Special 
Education screen. For more information about the Special Education screen, refer to 
the ProgressBook StudentInformation EMIS Guide.

• From FY09 and forward, the start and end dates on student memberships are used to 
determine which student memberships to report to EMIS. The EMIS reporting period on 
the membership definitions give MEMBEMIS control over which membership codes 
transfer to EMIS.

 – Click to remove this student from this membership.

 – Click to edit this student’s membership details.

Add Membership – Click to add membership to the student in context.

Back to Student Profile – Click to return to the View Profile screen.
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Delete Student Membership
Navigation: StudentInformation > SIS > Student > Edit Memberships 

Click  to remove the student in context from the membership. 

End Membership as of – The current date is listed and can be changed. When you select this 
option, the listed date is entered 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 Edit Student Memberships screen.
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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.
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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.



155  ProgressBook StudentInformation Student and Registration Guide

Student Information

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.
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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



ProgressBook StudentInformation Student and Registration Guide 166

Student Information

• 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.



ProgressBook StudentInformation Student and Registration Guide 188

Student Information

• 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.



ProgressBook StudentInformation Student and Registration Guide 194

Student Information

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.



203  ProgressBook StudentInformation Student and Registration Guide

Student Reports

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.
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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.

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.
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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.



225  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.

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)



243  ProgressBook StudentInformation Student and Registration Guide

Student Reports

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
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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.



ProgressBook StudentInformation Student and Registration Guide 258

Marking Pattern Mapping

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.
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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.
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