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Add MemberShip REPOI'T Ra“ges Us e this naming convention fo name

" yourreport.
Template Settings p
* Template Description: [02 ALPHA 2020 SPRING =]
¥ Share with other users in entity 400

L Print Greenbar
'®) 6 Lines Per Inch () 8 Lines Per Inch

Save |

Save and
Print

| Back |

Besuretoset the fields that are highlighted in

Required Grade Level Setup

All of the Grade to Use fields have been setup in the Required Grade Level Setup.

This setup is located in WS/SR/MI/PS/CO. | Setup Required Grade Levels

yellow as shown.

* School Year to process: 2020
Low

High
Grad Yr/Grade: 9999

Homeroom: l:l
Studentkey:[ |
10 Day Cutoff: [02/26/2020 4=

* Count Date: [02/12/2020 i)

Print Options

) it Names 1.0, Number To P

) Print totals on page break

i Soriﬂ ] | ¥ page Break on Primary Sort

Enter the Count Date for the current
collection.

These fields will AUTO POPULATE. Do
not overwrite these dates!

e Sort Order - Entity 400 - WS\SRAMNRE\ME - 27081 - 05,19.10.00.1..  — a X

@ sis.cgresd.net/scripts/wsisa.dll/WService=wsBeaverton/sgradbrws027.w... &

Asterisk (*) denotes a required field

Gender Residency Student Status Current Year Mbr

() Male ') Resident ) Active ) Yes

) Female | ) Non Resident || ‘) Inactive ) No

(® Both ® Both ® Both ® Both

Options Default Entity

¥ All Calendars Calendars | Yes

- ~ No

¥ All Schools Schools ® Both

¥ All Student Types

¥ All Non Conv Std Types Nonc stu Range

L Print Students with 0.00 Total FTE ® Al Students
) Spec Ed Only

r Sort Order AB@O S 2
Move |Field Select [ oK )
Grad Year ‘ |W
Calendar [ =
School [
Student Type [ | Unselect Al |
Homearoom i
Gender [

Document #2
Alphalist/Membership Report
Federal State Reporting/Michigan
State

Reporting/Reports/Membership
Report



Document #2 Alpha/Membership Report

e e e e e, e e cegem
05.19.10.00.00 Michigan Membership Report 3:41 PM
STUDENT'S NAME STREET ADDRESS CITY STATE ZIP 1.D. ¢ BIRTH DATE

ENROLL DATE GND GRADA 10 DAY RULE 30 DAY RULE RES RES DST. PUPIL CDE STATE AID RACE/ETH GEN ED SBEC ED TOTAL FTE HMRM

\

Liaamr I . Dol o et R T W EPL 02/11/2009
08/15/14 F 05 R 18060 R 14 000010 1.00 .00 1.00 310

109

This is an example of the Membership/Alpha Report. Once you generate the report please save it to the Network folder designated by your district, or saveit
toyour personalfolder. This Report needs to be submitted ELECTRONICALLY to the Pupil Accounting Department. Please do not print this and rescan .

: )08
09/10/12 Fo05 R 18060  SE 14 000010 .84 .16 1.00 308

Green Audit Reminder: **Please do not print
this form and then rescan it**



Document #4 Add & Drop/Entry Withdrawal Report Settings

Entry/Withdrawal Report Yellow denotes required field settings.

Template Settings Save

_ 52 | . Template Descripti 25 20
o Template Description: [04 Add & Drop Spring 2020 @] t—*—_’_—'——r—vﬁ—ﬁgﬁ—,nﬁr ﬁupilﬂﬁceuntfngﬁac#/ﬁepm
ear

07 Share with other users in entity 110 Back
) Print Greenbar \_\

(_sotBy |

Student Selections See Screen 2. Be sure to Share the template.

shots belowfor / | PageBy |

Lo Entity School, Calendar Selection | the Sort, Pate, ~ | Io@l8y |

Student Entity: 110

Grad Yr/Grade: 02 ¥ all Calendars ;r:;a’.f;':jaw \‘ E/W Codes | \
Race:[ | ¥ All Schools
Student Key: | |[zzzz2777777 |
Student Status: | Both v

Entry/Withdrawal Selections

Low High
EWEntity:[ | 2777 3. The Entry date andthe Withdrawal Date

Entry Date: [10/03/2019 ||| Thursday
Withdrawal Date: |10/03/2019 :‘ Thursday

Advanced/Retained Options: | Ignore

12/31/9%98—". Friday is the day after the previous count.
|| Friday
" Ew School, Calendar Selection

: !
i ¥ All Calendars 4. Youmustchoose BOTH(ENTRY OR

Withdrawal Default Entity: ) Yes No ‘® Both @ als WITHDRAWAL) Ifyoudon't pick this setting
e - .
oAnalyze E/W Records: | Both (Entry or Withdrawal) v the report will not give you accurate results.

Print Options

1) User Defined Entry/Withdrawal Report

etail Lines to Print: | In Range Only (E or W) v | 5. Youmust pick In Range Only (E or W)
Student ID: | Other-ID v

) Print Empty Withdrawal Records e Print Graduation Year Totals

') Print Student Race ' Print Grad Standard Year M

Asterisk (%) denotes a required field 6. Select Print Graduation Year Totals

Report Location:
Students/Reports/Entry/Withdrawal
Report.

Settings for Sort By, Page By and
Total By on the next slide.



Page By
Total By
EMW Codes

€ sort Drdel— Entity 100 - WS\ST\RE\EWNEW - 11866 - 05.19.10.00.0.. — m]

gresd.net/scripts/wsisa.dll/WService=wsHarrison/sentwbrws001.w?i...

Sort Order

( sortBy |

Cotal By T3

| EAW Codes |

X
@

Document #4 Add & Drop/Entry Withdrawal Report Settings

Sort By

Move | Field OK -
[ ] Ef Date Unselect All Total By \
Building | B -
E/W Code [ EM Codes |
E/W Status End Code [ = | € Page Ereak By=Entity 100 - WS\ST\REVEWAEW - 11866 - 05.19.10... — O X
Graduation Year | . ~ ) ) . -
Race [ # sis.cgresd.net/scrip sisa.dll/WService=wsHarrison/sentwbrws001.w?i.. &
Student Key | — -
Student Status . Page Break By RN R~k
i Field Select OK
Sort By Settings Back
E/W Date (W]
. Unselect All
Page Break Settings e
:.G Total By - Entity 100 - WSA\STNRENEWAEW - 11866 - Owg.‘l 0.00.09 -.. — O >
] meqresd.net/scripts/wsisa.dll/WService=wsHarrison/sentwbrws001.w?1... @
Total By A BT S 7
Field OK
Back
Unselect Al Total By Setting




Document #4 Add & Drop/Entry Withdrawal Report Settings

| SortBy |
| Fage By IE Entry/Withdrawal Code Selection - Entity 100 - WS\ST\RE.. — O X
j_ Total By | 8 sis.cgresd.net/scripts/wsisa.dll/WService=wsHarrison,/sentwedit... @l. SeleCt these Entry
}ntryt‘Withdrawal Codi ? B @ O & 2 Codes and
ntry Codes | Save i/ Withdrawal Codes
Entry Codes | N - NEW ENTRY /i'/ for the report.
- R - RETURNING
RE - RE ENTRY

Entry and

codes shouldinclude

these types of 4
Withdrawal Codes
| withdrawal | I - IN DISTRICT

| Codes | O-QUT OF DISTRICT

W - WITHDRAW




Document #4 Add & Drop/Entry Withdrawal Report Settings

1stewh26.p 17-4 HILLSIDE ELEMENTARY 02/12/20 Page:
). Ope
05.19.10.00.00 ENTRY/WITHDRAWAL REPORT 3:57 P
STUDENT KEY NAME ID NER DET ENT GR GD YR GS YR GENDER STATUS BIRTHDATE RACE CAL SCHL
TY DATE CDE DESCRIPTION COMMENT DIST# DSTY AID SPE LAL STY $EN PSEQ STE ATDAYS MBRDAYS

ENT SCHL  CAL SCHL YR GRAD YR GR GLO ADVANCED RETAINED DFLT ENT

HALESWESO00 MFP, SENTE §, E=i 100 05 2027 Male Inact. 06/02/09 100 100
E 10/08/2019 R  RETURNING Moved in from Home Scho 18060 14 SE 100 0 14 0 0
100 100 100 2020 2027 05 YES
i L 100 100
This is anexample of the Entry/Withdrawal Report. After you generate it, please reviewit for accuracy. Please savethis tothe network drive
E 10716 designated by your district. If you do not know where to save this report, please contact your District Pupil Accounting Secretary. 0
100 1

it B - g [ 2 (£ TR L v = B | 10N AT 2124 Famala Aatiwva NA/1Q/1N 10N 100



Document #5 Count Day Absence Report

Office/Attendance/Reports

Day Summary
Template Settings | save |
& L ; Save and
Template Description: |05 Count Day Abs 2020 Spring  [F] | Print
Share with other users in entity 110 ( Back |
- Print Greenbar —
[
Report Ranges Report Options
School Year to Process: | 2019-20 v 0 Calling Report (One line per student with a notes column)
Select By: ® Date ' Student Key L Print Student Counts By Excused/Unexcused/Tardy/Other
) Today Less number of School Days 0 E Print Absence Code Legend for Printed Types and Reasons
- : | Sort By Grad Year
@ 02/12/2020 . Wednesd
; il — s | nescay | Page Break By Grad Year
ow 19 Print Grade: ® from Report Date () as of Today [Z]
Grad Yr/Grade: 0000 || | 9999 | | 7 i
School: | | [zzzz |
Calendar: | | [zzzz
Attendance Period: | 01
Minimum Periods Absent: | 01| See the screen shot below for the absence lypes

to include.

Parent Notified: C Yes () No ® Both
Student Status: ® Active ) Inactive ' ' Both

Printing Options

L Print Primary Phone L Print Confidential Phone L Print Student Key L Print Student Other ID#
# Print Absent Comment | Print Attendance Note (J Print Both Guardians' Information [ Print Guardians' Work Phone [2]

| Print Cuardian's Namea



Document #5 Count Day Absence Report

Absence Type Selection

Available Excused Types Selected Excused Types Save
&l E - EXCUSED ABSENCE <[ || Back |

[ AddAl - IN SCHOOL SUSPENSION
Ef )

OUT OF SCHOOL SUSPENSION Face to Face
_Remove | students Only.

(=]
i

Remove All |

4

Available Unexcused Types Selected Unexcused Types

= ~ |P - PARENT CONTACTED SCHOOL -
[ AddAl | UNEXCUSED ABSEMNCE

[ Add Teacher Recorded abs via web

| Remove '

| Remove All |

=
I

Available Tardy Types Selected Tardy Types

L - STUDENT LEFT EARLY 4
T - TARDY -—

Remove All |

Available Other Types
S - SCHOOL RELATED - -

[ AddAl
Add |
| Remove |

| Remove All |




**x*BUILDING SECRETARIES SKIP TO PART 6.2 OF Document #6.1 Non Resident Pupil List

THIS SECTION

DISTRICT PUPIL ACCOUNTING SECRETARY ONLY: This report has been created for you by DeVonna. You will need to clone it for your own use if you
did not do so last year.

Cloning the report is a one-time process and only needs to be cloned in the 000 level. The report can then be run in any Entity by just clicking Run.

Navigate to Students/Data Mining
Look for the 06 Non Resident Report in the 000 Entity.
Next Clone it.

Student T Student | Food ——— Educator | Advanced | Federal/State | Custom
Management |~ Students REIES ‘ Sl ‘ Services | Sernvice ‘ UL ‘ Adninistation Access Plus | Features ‘ Reporting Reports

<« i - Data Mining iy Distric Pupil Accounting Secretary -Searchior | (1 [ @8 @@ 1 Favoriesv §)New Window £ My Print Que
this report in Data Mining and click CLONE.

Reports to Display: | A11 Reports v

Y WA & Add
Edit

Views: | Report Information v | /Filters: | A11 Reports Clone (2) ¥ L\\,

Report Name & Report Title Favorite Created By
1 P 6th Grade Address labe 6th Grade Address labels W RUST SAR000
2 P Address labels Tina Address labels Tina "‘ HOLLETINOOO

S
N
N Y |A
EST o6 o ResooT woTER 06 Now ResevT ULt | okeomoos| v Jo evex
N A

4 P 10 +unexcused absence 10 + unexcused 2015-2016 W HOLLETINOOO Records

Delete

Clone

=



DISTRICT LEVEL PUPIL ACCOUNTING SECRETARY ONLY!!!-
For each Count Day perform the following action:

1. Edit the Entry Date High Range and make it the current Count Day.

2. Notify your building secretaries that they can print the report following the directions in the Building Secretary instructions that follow this
section. They SHOULD NOT CLONE THE REPORT.

Below is a screen shot of the Range setting to change:

After you set the ranges the report can be printed from any Entity. It does not need to be cloned for each Entity.

; HARRISON COMMUNITY SCHOOLS (000) = SRR

SKYWARD
Student | WIS s | o Change the name of the report o this iy inictration | Uucalor | Advanced

Management | Access Plus ‘ Features |
- Data Mining \ 12 @ B @ qravortesy
Report Information * Report Name: |06 NON RESIDENT PUPIL LIST | - §an3 ff"d

i Ranges
TR R = 06 NON RESIDENT PUPIL LISTIR d
Ranges G

L Temporary Report - Automaticallylgeleted after 24 hours of creation Back

Sorting

Asterisk (*) denotes a required field

Selected Students
Click Save and View Ranges.

Family Access Display




DISTRICT LEVEL PUPIL ACCOUNTING SECRETARY ONLY!!!- For Count Day perform the following action:

1. Edit the Entry Date High Range and make it the current Count Day.

2. Notify your building secretaries that they can print the report following the directions in the Building Secretary instructions that follow this

section. They SHOULD NOT CLONE THE REPORT.

Below is a screen shot of the Range setting to change:

S| Data Mining

After you set the ranges the report can bg printed from any Entity. It does not need to be cloned for each Entity.

Report Information LELIAEIS 106 NON RESIDENT MASTER |~
Fields .
Report Title: 06 NON RESIDENT PUPIL LIST
Report Orientation: |Landscape Student Status: Both
Sorting

Print || First 10 Records [Print] || Excel || First 10 Records [Excel]

Selected Students -0

Informatio bels || Mail Merge || Export to File || Print Parameter Page

Family Access Display
Format Report Width: 176
Entry Date (E/W)

Print Field on Report

And/Or Filter

Task Manager Individual

Print Using Processing List

Add Clone

Excel Export: Default

Print Using Reports Generator

Click Edit Ranges then update Range High fo
the current reporiing period’s count day.

Range Low: '® Fixed 01/01/1900 Range High: '® Fixed 02/05/2020
Variable (Today - 0 days Variable (Today - 0 days
Headings 1: Entry Headings 2: Date Length: 10

Student Full Name (Profile)

¥ Print Field on Report ' Individual Selections

Click save and then Print.

Delete Back

Default Entity: Yes

Address Labels

Edit Ranges

Add/Delete
Fields



**BUILDING SECRETARIES do the following:

Document #6.2 Non Resident Pupil List

Please contact your district pupil accounting secretary if the date in the field

indicated below is not the current count day.

SKTWARD
Student = Student | Food o Educator | Advanced | Federal/State | Custom
Management i Students REUIES ‘ =2t ‘ Services | Service ‘ Sz ‘ e ‘ Access Plus | Features Reporting Reports ‘Q
**Remember
inina 5.7 I <o Favoritesw 4| New Window ¢=1 My Print Queue
<> Data Mining ¢ Look for this reportin Data Mining. AEewdw @ = this report
Andexpand the arrow 5 — |A11 A | p

eports to Display: eports A
: . g does not need

r
Views: | Report Information f| Filters: ‘ A1l Reports Clone (2) v ‘

B el to be cloned
RIR View

e by the

Report Name a

Report Title Favorite Created By Editable

1 ¥ 6th Grade Address lajfels 6th Grade Address labels W RUST SAR00D N %L bmldlng
2 % Address labels Tin Address labels Tina W HOLLETINOOO Ifthedateis correctelick | o | | o0
. here o print the report secreta ry
3 P 06 NON RESIDENI MASTER 06 NON RESIDENT PUPIL LIST HASKEDEV001 _ 'F;fﬁs\;\?\g .
06 NON RESIDENT PUPIL LIST &  |RUST SAR000 (1 Recards JUST RUN IT..
Check fo ensure that this date is set e
- - - tothe current countday. ffnot Excel
¥ Report Information  View Report Information contactihe owner which should be S
¥ Field Selection View Field Selection J’W“ffsf':c; f:gﬁ':ﬂcwm E’F‘o"ée“silﬁﬁ
Field Ranges / Headings List
View  Entry Date '01/01/1900" to '0212/20' Entry / Date Print Using
View  Student Full Name Student / Full Name You can now save the PDF and Reporis
View Grads | Gr send it to your districts pupil Generator
) accounting secrelary, or saveii fo
View Address | Address the designated pupil accounting Address
View Resident | Res Shared Drivein GOngBDﬁV& Labels
View State Aid Code State / Aid ;
: : i ! . Information
View Resident District Resident / District Labels
View Resident District Code I Res
View Student Type Code Stu/ Type 3 Mail Merge




Fr

;

A

P

Document # 10 Count Day Schedules
Office/Current Scheduling/Student Schedule

Generation/Report/Student Locator Report

- O x

Entity {440) Grades 8 to 12 (440) (=

LELLE )
| Btutores | Familos | St | Sdet | Food B stiticn
Seracer  Semice

1= #" Studant Managemant Saiup
¢ Tramscripts - TR Eep
= Gurrent Ssheduling - C§ Sahp
Repais - RE LA
= Build Couwrse Maser - AC SR
Cumcuum Masier - 0L "-;'_,.
Caursa Master - L =]
Saction Masiar - 56 L 8
Rapors - RE |
- Budan Schadulo Gensration - 55 oo
Eniry By Sludert - B 1]
Eniry by Class - B L8
Fapens - RE ")

b

TR )i Student Schedule Generation, Reports. J
R

Reports - RE L
= Build Couwse Mostor - BC 22T
Cumicuum Masier - C1) Lo
Caure Maskar - Cl L1
Factions - M Lol
Reporis - RE L]

il rpm 52 - ol ]

Fi -1 1] O TO S BT AT

Praftrences | Eat ||

p

FS Alert Saorwand-Empioyes (18.1.2.101)

Educalar | Advanced | FoderdSie | Custom a
Arcess Plus | Fealures Reparting Repmrts

m

|

¥k Local ineranet | Pratectsd Misde Off i3 v WINN -



Document # 10 Count Day Schedules

Enity {440) Grades § to 12 (440) (= P2 Alers  SveanEmows(11200 e | S [
SEYWARY
Huma |=| Etuterts | Familos | Stan | Siodot | Food dmwisnaion | Edoeainr | Adancod | Fod Repart - Entny 490 SWRIGTRERIEE 9% ﬁ T
Serces  Semice Arpess Plos | Feaiume B = — = 1
i A A s A @ e B R Fi_Dlexs £ %I.Lm;:]ii_. Ext L
Shudemt Lo< B - Entiy 440 - WEDPLCEWSEVAEVR - 10371 - 05120600013 - Windown Intmrmat Exzlaner =
1= Rapurtn-n-i:ﬁﬂ A B E T g 1| SETOARY 2 i il |
e E E e e e e - r Home = Siuded | Student Locator Report (58) |
”" 4 Sudsnt Sthztl.l-e H.!nrru 1 Dipby My Tamabkar B Depby Shored Tomplates [0 Dicply Skywand Tampditic |
-1 Fwdert Conflct Report: - 5C ‘ﬂ RBWW Stutient Locator Rapart Tesplates g ew | P8 iy Pt O | |
L1 Free Pesiod Report - F8 TS pn——— Dezcriptan Cramtst By Frink Lising |
L) Studint Cradi Count Report - €O 0 s o | TR T S |
Free Period
-] Sudert Courss Racamrmendsfian Repor: - R @ w0} o
[ Studert: Schedus Credt Repart - 55 1) Sruden o _ Tl
-1 Sydenk Mbmmeke Rmouast Peport - AR j:::—ij‘ L Select Add to add @ template, |,
L1 Studenvs With Spexific Combanation of Courses - CR 0 sy :
1] eudienk Lassbar Rapart - LR -0 udere 19
-1 | schwduls Chang . Repeart - CH 1} z::mu: o e
[ Course Requs O gkl Taska ) |
1 nydens Repy  Seledt the Stoudent Locator H:Epnrt _:RWSUJ[I" Py
L1 RegEtration Cvrercererepreme—rer e
[ sctadubng Taam Rester - TR _;::',,':Zﬂ e
-] Furture Scheduling Transacton Process Resuts - T . ; = |
-1 Courm Requrament versication Report: - RY TR ‘
L3
|
Wi Lowca lintranet | Protected Mode S fav R -
¥ Lewcalintranet | Pratected Nkt O v MUK -

| Deme WL Leecal Ireranat | Pratected Mesde O - Rk -




Document # 10 Count Day Schedules

[[7€ Locator Report < Entity 440 - WS\ORCSISS\REVLR 110371 - 051206.00.13 - Winidow.. s M!E ———

Locator Report (85) AN {referen
e i If you have not set up your Bell
pelling H H
* Template Description: [Student Locator Report \ L SChed u Ie In Skywa rd th IS re port
[T Share this template with ather users in entity 440 i L — H
<Nl %m - . Sy will not run accurately.
Prit ﬁsing . —
Date to Process: [05/17/2012~](72] Thursday Back” '
Il : = | :
chool Year Dafes™08/08/2011 - 07/31/2012 Click Save and Print.
Student Ranges ‘ E
Low High Enterthe date ofthe it
Mame Key: [& | Dzzzzzzzzzz | current Count Day. -
Clendar:[ | ;
e
Grad YrfGrade: 2013 |11 2013 11 e
Homeroom: | | 77777 i
Advisar Key: | | 77777777772 | Leave these fields juled
wide open orinclude [ (0)
Race Code: l:] on]}(ﬂjegfade levels i
Student Type: [ | 777 in your building. E'"(';?
Status: © Both @ active © Inactive —
[?] ¥ use the Day Meeting Pattern on Class Meets - - —
yau ave notserupa (=] ck
[T append Lunch Code to Room Number Sehedule in Sk rd please
; ; contactthe Help Desk. Ask
Asterisk (*) denotes a required field o ﬁcketmbefplacedwm
Accounts and Data.
#
r= 9 [T, VTS B W P LY~ 3 L 1000
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