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Absence Occurrence Report - AO

To print Absence Occurrence Report - AO follow the steps below.

1. Select the Office tab and under Attendance - AT click on Reports -RE.

. i Student ]
l!-!!— Students = Families = Staff SErhEa la-nnlstratl

al

- Attendance - AT + Future Sc
Entry by Date - AE = 2021-22,
Entry by Student - BS Reports - RE

Entry by Class or Activity - BC
History - AH

Optional Flexible School Day Program - OF 4 » Request P
Transaction Tracking Inquiry - TT » Build Mast
Reports - RE 4 e ]

» Build Coun

i i i

g

» Student S

2. Under Reports By Student select Absence Occurrence Report - AO.

[F-=3 Reports By Student

] Monthly/Quarterly Report - MQ

[ Attendance Graphs - AG

[ Chronic Attendance Report - CH

[ Attendance Detail or Summary - AD
[ Teacher/Class Rollbook Report - RB
1 Teacher/Class Summary Report - SC
[ Attendance Membership Report - AM
1 Consecutive Absences Report - CA
{1 Absence Occurrence Report - A0

11 2nd and 5th Period Class Repart - PC
[ Comment Report - CO

[ Absence Reason Report - AR

[ InfOut Minutes Log Report - [0

-] Accumulative Absences Report - AA
[ Column Report by Student/Date - CR
[ master Absence List Report - ML

[ Average Attendance by Term/Period - AV
1 Enroliment Report - ER

3. To create areport, click the Add button.

Absence Occurrence Report A G &

T}
stplay My Templates Display Shared Templates O Display Skyward Templates
Absence Occurrence Report Templates E_] Qil Print
Template Type a Descripfion Created By Proisi::tsmg
Add
4. Name Template Description.
Absence Occurrence Report A

Template Settings
* Template Description:

[ Share with other users in entity 102
[ print Greenbar

5. Ensure School Year fo Process is setf to current schoolyear.

School Year to Process: 2021




é. Setranges in template to preference.

Report Ranges
Low High
Entity: °
Student Key: | Zzz7zzzEZZz |

Absent Date: [08/26/2020 |53 [06/04/2021 |[55) .

Grade/Grad Yr: [ | 19999 [ |oooo

Student Type: [ | °
calendar: [ |
Homeroom: [ | *
Race: [ | .
school: [ |
Counselor Key: | | Zzz7z7zEzzz | °

student Status: O active O Inactive @ Both
Gender: OMale O Female @ Both .

Include All Federal Races/Ethnicities

All Methods of Instruction
Method of Instruction By:

Draily Current IE

NOTE:

Entity: ensure Ent

Absent Date: ma

ity is set to your campus

y be set to date range preference

Student Status: set to Active

Gender: Sef fo Both

Include all Federal Races/ Ethnicities

All methods of instruction must be selected

Method of instruction By: select Daily

7. Under Criteria Options, select Students meeting one of the criteria.

Criteria Options

Selection: © ' Students meeting one of the criteria

Students meeting all

of the criteria

8. Under Criteria 1 select Absence Types and Absence Reasons to include on report. ClickSave.

AN N\

X X

Criteria 1: Absence Types Abs. Reasons

Absence Type Selection

Available Excused Types

- Playing of TAPS at Military C - COVID 19 ABSENCE

- Visit Higher Ed. Institution AddAl | - EXCUSED ABSENCE
tizenship/Paperwork/Cerenony Add | - Awaiting Services
t as Election Clerk = V- 0ss

- ACTIVE DUTY LEAVE/DEPLOYMENT Remove
- UIL/FIELD TRIP - PARTIAL DAY

Remove Al
- 4-H (W/PROPER DOCUMENTATION) A

TS T E WG

A @ T
|(__setect

How should selected codes be handled?: @ Include selected codes in calculation O Exclude selected codes from calculation

Available Unexcused Types Selected Types

A"~ Hon School Related-No Document

AddAL | U - UNEXCUSED ABSENCE w/DOCUMENT
Add

Remove

Remove All

How should selected codes be handled?: @ Inciude selected codes in calculation ¢

Available Tardy Types Selected Tardy Types

O Exclude selected codes from calculation

- Tardy
Add All

Add
Remove

Remove Al

How should selected codes be handled?: @ Include selected codes in calculation

Available Other Types Selected Other Types

O Excude selected codes from calculation

1l - ASYNCHRONOUS PRESENT
- Present Add All
- SYNCHRONOUS PRESENT Add

| Remove

Remove Al

How should selected codes be handled?: @ Indude selected codes in calculation O

) Exclude selected codes from calculation

Absence Reason Selection A@Q s
Views: | General v| m| *Skyward Default v ‘ m EI‘_] L& Save -
Select Code & | Descripfion ack
T -
fack 48 PARENT NOTE REC'D AFTER 48 HRS SR‘:'::L:‘;'
AD  DISTRICT/CAMPUS ADMINISTRATOR.
CC  DISTRICT/CAMPUS COUNSELOR e
2 DF  DEATH IN FAMILY
& DR US PHYSICIAN-PROVIDED EXCUSE
FI IMMEDIATE FAMILY ILLNESS
N FUNERAL
HE  HOMEBOUND
- W JUVENILE DETENTION
LA LOCAL ASSESSMENT
L LICE
NU  DISTRICT/CAMPUS NURSE
PT PARENT NOTE W/IN 48 HRS
A sa STAAR/EOC TESTING
l sC SCHOLASTIC UIL
5P TESTING (SPED, BIL, GT, ETC)
TP TELPAS TESTING
U HMEND TCHR UNAVAILABLE
: VA PERSONAL ABSENCE o
o q »




9. Ensure to set Ranges under Day/PD/Cls, Minimum, and Maximum.

Students meeting all of the criteria
Day/PrdfCls  Minimum Maximum . .
Dy il e NOTE: Under Day/ Prd/ Cls, select Day if your report is for elementary,

! and if report is for Secondary select Period.
[None  w|| o | 99,999 . . .

If generating for Perfect Attendance Minimum and Maximum must be

None ¥ 0 99,999 |setto O (zero).
None v 0 99,0990

10. Under Sorting Options click select Sorts and Save.

Sorting Options Absence Occurrence Sort Selection Ay el
Page Break and Totz! by Student Name | Absence Occurrence Sort Selection B @
Select | Description a.
O Gender
O Grad Year
[Moveiabet ] o Homeroom
Student Name 5] Race
(u] School
a Student Key
Student Name
g Student Type

11. Save and Print.

o

12. View report in My Print Queue.

v _1_ E u {:}'Favmitesv cfT'_'|I‘-Iva'.'.' Window Iﬁlr‘.ﬂy Print Clueue b

My Print Queue - A@T S (2

& Views: [General v| Filters: [Skyward Default Clone v| v @ @ | vew
Delete

Date v Time | Report Description Class Wait List# | Status T

| 06/21/2021 on | _2:30 PM| Absence Occurrence Report - Absence Occurrence Report [ I compieted [ - | Berun

13.Report is now ready for review, \?/ifh and without page break.

1soatrdB.p 65-4 ELEMENTARY 06/21/21 Page:2
05.21.02.00.00 Absence Occurrence Report 0B/26/2020 TO 06/04/2021 2:30 B

Criteris 1 7.00 Days-Selested Types; Selected Reasons

[FOTAL OR Studant Nama:




Accumulative Absences Report — AA

To print Accumulative Absences Report - AA follow the steps listed below.

1. Select the Office tab under Attendance - AT click on Reports-RE.
Students Families Staff SS:F'SIE?S Winistraﬁ

« Attendance - AT + Future Sc

Entry by Date - AE Lm| *=*2021-22,
Entry by Student - BS L] Reports - RH
Entry by Class or Activity - BC L] » Build Cou
History - AH n _

- o » Request P

Transaction Tracking Inquiry - TT B » Build Mast

AN
[EpTs= RE- i » Student S
2. Under Reports By Student, select Accumulative Absence Report-AA.

-3 Reports By Student

[ Monthly/Quarterly Report - MQ

[ Attendance Graphs - AG

[ Chronic Attendance Report - CH

[ Attendance Detail or Summary - AD
[ Teacher/Clzss Rollbook Report - RB
-1 Teacher/Class Summary Report - SC
{1 Attendance Membership Report - AM
[ Consecutive Absences Report - CA
-1 Absence Occurrence Report - AQ
{1 2nd and Sth Period Class Report - PC
11 Comment Report - CO

-1 Absence Reason Report - AR

[ In/Out Minutes Log Report - IO

[ Accumulative Absences Report - AA
[ column Report by Student/Date - CR
+-[] Master Absence List Report - ML

[ Average Attendance by Term/Period - AV
[ Enrollment Report - ER.

E Optional Flexible School Day Program - OF )

3. To create areport, click the Add button.

Accumulative Absences Report A @O S
stp!av My Templates Display Shared Templates Display Skyward Templates

Accumulative Absences Report Templates Eﬁ A.f‘g Print
Template Type a Descripfion Created By Add

4. To generate report set ranges in template to preference.

Accumulative Absences Report A @ U | Note:
Template Settings S
* Template Description: (102 10 Pius ] “wie |e  Templet Description: name template
Share with other users in entity 102 Back
O = e
i e e School Year to Process: ensure it is accurate
* School Year to Process: 26211
Report Options Sorting/Grouping Options b BY PeriOd: mUST be SeleCTed
@ By Period O By Absence Code Select Sorls
g R e By Absence Code: only if you want to
Attendance Low Date: [08/26/2020 _|[55] () Today Less number of School Days | 0 Move [Label .
Attendance High Date: [06/04/2021 _|[73] [J Today Less number of School Days | 0! [2] % | student generoTe by a SpeCIfIC code
SOV ok e Attendance Low/ High Date: must be set to the date
Attendance Period: | 02 | 02 . K
Number of Absences: [ 010 - “Absence Types | [2] report is going to generate for
Report Ranges e Attendance Period: set to period preference
Low High N
s B 0 (02-02 will always be for Elementary)
Student Key: | | 27777777777 |
e LJSQ&‘ B e Number of Absences: selectabsences
eacher Key: | o) CLLLL |
Course/ass: | B E— llzzz for low, and for high it is preferable to
Student Status: @ Active O Inactive O Both
® Include Al Calendars |eove O‘I‘ 999
Include All Schools




5. Under Report Options, click Absence Types and select Absence Types to include in report, by
adding the codes from left to right.

Low High
Attendance Period: 2
- * A
Number of Absences: Absence Types | [7]
|/Absence Type Selection A e
Available Excused Types Selected Excused Types |[__save
fi - Playing of TAPS at Militery 7 R Back
- Visit Higher Ed. Institution Add All e
b - Citizensnip/Paperwork/Ceremony Add
- Act as Election Clerk =
b hcrmve ourv cesve oeptovianr Bemove
- COVID 19 ABSENCE ‘Remove Al |
- UIL/FIELD TRIP - PARTIAL DAY ¥ |
___Available Unexcused Types . . . __Selected Unexcused Types
(§ ~ GIEXCUSED ABSENCE w/DOCUNENT = K~ flon Schaot Reisted-to Docunent 7|
A
A |
i
Available Tardy Types Selected Tardy Types
FFardy z |
Aaian ‘
Aad ‘
e
RemoveAl ‘
Available Other Types Selected Other Types. |
i RSIGHROTGUS FRESENT = x
P Present Ao
< T Sncamonous paesent =
S
Remove Al

6. Under Sorting/ Grouping Options click on Select Sorts button, select sorting options click Save.

Sorting/Grouping Options | Accumulative Absences Sort Selection MmO S 2
selectsots | [7] Accumulative Absences Sort Selection =0 @ Save -
Move | Label Select Description a Back
& | student (B [Course . -
O Grade Level Select All
s Sorts
(] Period
Unselect All
4 Student ik
O Teacher

7. Click Save and Print.

Accumulative Absences Report
Template Settings
* Template Description; ]
= users in entity 102
* School Year to Process [ 202
Report Options. Sorting/Grouping Options
@by period (O By Absenca Code (7] E 2
Attendance Low Date: [9/26/20701[14] () Today L m | [ —
Attendance Hioh Dote: (06/04/2021 4] o || L [ude— ]
ow High
Attendance Period: [ 02| [_o2
Number of Absences: [ 010] [— *Absence Types ) (2]
Report Ranges
(!
Entity: e
(22222222227
9999 [ loooo
(22zzzz22222 |
Course/Class It 2222272222222 |
Studant Status: @ Active O Inactive O Both
Include All Calondars
Include All Schools

8. View report in My Print Queue.

H 1_ E ﬂ {:?Favmitesv ‘:D New Window IEIM\; Print Queue h

My Print Queue 1e TS
Y EE & e

e views: Gonerai v

96/21/2021 Mon
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Attendance Detail or Summary - AD

To print Attendance Detail or Summary - AD follow the steps listed below.

1.Select the Office tab and under Attendance - AT click on Reports -RE.

Home Students Families Staff ~Student m-skaum
Services

al

~ Attendance - AT ~ Future Scheqd
Entry by Date - AE ** 2021-22, Ten
Entry by Student - BS Reports - RE
Entry by Class or Activity - BC
History - AH
Optional Flexible School Day Program - OF
Transaction Tracking Inquiry - TT 3
Reports - RE

» Build Course

i i

» Request Proc

» Build Master

[ sy

» Student Schex

2. Under Attendance - AT select Attendance Detail or Summary - AD.

[F-=3 Reports By Student

[} monthly/Quarterly Report - MQ
[ Attendance Graphs - AG

[ chronic Attendance Report - CH
) Attendance Detail or Summary - AD -
[} Teacher/Class Rollbook Report - RB

[ Teacher/Class Summary Report - SC

) attendance Membership Report - AM

[} Consecutive Absences Report - CA

[ absence Occurrence Report - AQ

{1 2nd and Sth Period Class Report - PC

[ comment Report - CO

[ absence Reason Report - AR

{) In/out Minutes Log Report - IO

[ Accumulative Absences Report - AA

[ Column Report by Student/Date - CR

) Master Absence List Report - ML

[} Average Attendance by Term/Period - AV
[ Enrollment Report - ER

3. To create areport, click the Add button.

Attendance Detail or Summary A @ a S
Display My Templates Display Shared Templates Display Skyward Templates

Attendance Detail or Summary Templates =) ,31* Print

Template Type a Description Created By Prl:-cj:‘smg

Add

4. Title Template Description.

Attendance Detail or Summary Report Maintenance

E=

Template Settings

= Template Description: |Attendance Detail or Summary| |
[[J share with other users in entity 102
[_J print Greenbar

5. Note; Report may be generated using By Range or By Individual. Steps to generate report using
each method will be provided on the following pages in the order they are shownbelow.

Student Selection

@ By Range O By Individual Ranges




6A. Under Student Selection, select By Range and click Ranges button.

To Print By Range

Student Selection

® py Range ) By Individual Hanges

/

6B. Set Ranges for Active Status and Save.

Ranges
Low High
Student Key: | | |
Grade/Grad vr: [ 9999 [ /oooo
School: | | [zzzz ]
Calendar: | | zzzz |
Student Type: [ | [zzz |
Entity Category Type: | | [zzz |
Entity Category Code: [ | [zzz |
Homeroom: | | [zz222 |
Advisor Key: [ | |
Counselor Key: | [ J
Head of Household: | | |
Zip Code: | | [ |
Carrier: | | [ |
Local Race: | | |zzz |

Feeder School District: | | [

Federal Race/Ethnicity Fields

1-American Indian or Alaskan Native:

4-Native Hawaiian or Other Pacific Islander:

Birth Date: [01/01/1900 |[53] [12/31/2999 ][5
Hispanic/Latino Ethnicity?:
2-Asian:
3-Black or African American:
5-White:

Gender:
St
Graduated:

Y Member:
Full Time:

Save ﬁ

Back

11

6C. Under Report Ranges set to current school year, the dates report will be generating for
Attendance period fields. For Attendance period fields enter the funding period for your campus.
(02-02 for Elementary Campus). For parent Notified, choose to preference (recommend Both)

Report Ranges

Low High
Schl ¥r to Rpt On:
Absence Dote: 087262020 ] (060472021 |3
Attendance Period:

Periods Absent:

Parent Notified: O Yes () No @ Both

%9/ 2]
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6D. Select Activity Tab is required, click Select All Activities tab, click OK.

Activity Selection

Activity Selected Activity is Required vty selcton

1

6E. Click on Absence Types select absence reasons

I 0ooooooonoeoooong -

by adding them to the left and Save.

Absence Types

t

[Absence Type Selection

Availsble Excused Types

Available Tardy Types

lable Other Types

1T S
Selected Excused Types e

Selocted Tardy Types

Selected Other Types

6F. Report options settings may or may not be selected, if selected fill to preference.

Report Options

Use Report Option Settings:

Print Demographic Detail
[ print Address(] use Maziling Address

[ print Student Entry/Withdrawal Detail
[ Print Counselor

Print Daily Attendance

[ print Type/Reason Desc

[ Print Each Day Absent Count

Print Absence Comment

[ Hide School Year Header

Print Absence Types Selected

Print Absence Periods Selected

[ Page Break On Student

6G. Formatting Options may be selected to preference.

Formatting Options
Name Order: ® Last Name/First Name O First Name/Last Name

Format Type: =

Format Type of 'Classes Missed' Options
Totals for 'Student/Absent Date’ Grouping: Atnd Period Totals x Course
Change 'Excused’ Attendance Heading to:
Change 'Unexcused Attendance Heading to:
Count Total Absences by Class

Print Individual Period Totals (J print Membership Totals

Attendance Heading: |

Additional Heading:

Note: Under Format Type, when generating a report for
Elementary Schools select Days Missed, when generating
for Secondary Schools select Periods Missed.



6H. Under Sorting Grouping Options, select to preference. Select Sorfs tab is not required but
may be filled out.

. . = [Detail or Summary Sort Selection £ [~]
Sorting/Grouping Options s IS

Group By: | Student/Absent Date ~

Select Sorts [print Totals for Selected Sorts

Detail or Summary Sort Selection &, [_save
Back

A

clect Description
Absent Date -
Activity Soeclas
Advisor

Calendar

Carrier

Class Period

Discipline Officer

Feeder School

Gender

Grade Level

Graduation Year

Head of Household

Homeroom

Homeroom Teacher

Race

School

Student Name [ |
Student Name Key

Student Type

Zip Code

No Selected Sorts

Unselect All
Sorts.

00ONCO000000000000000

6l. Save and Print.

Attendance Detail or Summary Report Maintenance

Template Settings
= Tempiate Descripton: Aitendance Detat or Summary
] share with other users n esety 102
Prot Graenbar

Student Selection

®py Range Oy Indwdcual |_Banges First Name/Last Name

Report Ranges

Format Type of ‘Classes Missed” Options

Totas for Student/Absent Date’ Groupu:
Change Exaused Attendance Hesdng to:
Change Unexcised Attendance Headng to:

Low
Sch ¥rto Rot Om: 2021 202
Aba

ert: 001 92
Total Absences by Clas
ParentHothed: O ves Ot ® gt Count Total Absences by Clas
ey ) ) Selected Actty S REQSISS | )y 1t Period Totas (Print Membersh Toals
Anven Atondance Hoading:
2 48 thods o Intuction ‘Adatona Hesding
Method of Instructon by: @ Daiy Ocument [
Sortng/Grouping Options
| Group By: [Stident azent Oote v
ograohc Detst | Clprmt Totas for Selectad Sorts
Clprint Adress ) Use aling Address
rry thécaws Detsl No Selected Sorts

| print Esch Day Absent Courk

e Absence Commant

Clvade School Year Header

B pret/Count Absance Types Selected.

Pree/Count Absence Perods Selected
Tpage Break On Student

6J. View report in My Print Queue.

9 _l - {:}“Favmitesv ‘ENEW Window Iﬁll‘."ly Print Dueu&+

My Print Queue - Laura Torres AN IS
2 Views: [General v| Filters:| Skyward Defsult Clone v YW E & Ve
Date v Time | Report Description Class Wail List # | Status 1 Delets

©6/18/2021 Fri | 10:44 AM| Attendance Detail or Summary - Attendance Detail or Summary ) Rerun

6K. Report is now ready for review.




7A. Under Student Selection, select By Individual and click Ranges button.

Student Selection

) By Range @ By Individuzl Individual

7B. Under Select a Name input students Alpha key or Other ID to search. Then click Add.

Select a Name

Student; - A T |

7C. Student or Student's will then be added under Selected Names, here you will be able
to remove students if needed. When done, click on Ok button.

QK
Select a Name =

Individual Student Selection BN i

Back
Student: - Add

Selected Names

Remove

Remove All

7D. Under Report Ranges set to current school year, the dates report is being generated for and
Attendance period fields. For Attendance period fields enter the funding period for your campus.
(02-02 for Elementary Campuses). For parent Notified, choose to preference (recommend Both)

Report Ranges

Low High
Schl Yr to Rpt On: 2021 2021
Absence Date: [08/26/2020 El 05,/04/2021 E|
Attendance Period: 02 0z
Periods Absent: [ 001 99g] [2]

Parent Notified: O Yes (O No @ Both

7E. Select Activity tab is required, click Select All Activities. Click OK

T i Activity Selection T )
Activity Selected Activity is Required Ay eection 2@ h

e T

14



7E. Click on Absence Types select absence reasons by adding them to the left and Save.

[Absence Type Selection )
d Types od Excused Typos h

Absence Types

1

ed Types

Available Tardy Types Selected Tordy Types

Availabls Other Types Selocted Other Types

7F. Report Options settings may or may not be selected:; if selected, fill to preference.

Report Options

Use Report Option Settings:

Print Demographic Detail
[ print Address (] Use Mailing Address

[ Print Student Entry/Withdrawal Detail
[ Print Counselor

Print Daily Attendance

[ print Type/Reason Desc

[ print Each Day Absent Count

Print Absence Comment

[ Hide School Year Header

Print Absence Types Selected

Print Absence Periods Selected

[CJ page Break On Student

7G. Formatting Options may be selected to preference.

Formatting Options

Name Order: @ Last Name/First Name O First Name/Last Name

Format Type of ‘Classes Missed’ Options

Totals for ‘Student/Absent Date’ Grouping: | Atnd Period Totals x Course \ .
ot s Note: Under Format Type, when generating a report for
Change "Unexcused’ Attendance Heading to: . .
Count Total Absences by Class Elementary Schools select Days Missed, when generating
[ print Individual Period Totals ] Print Membership Totals fOF SeCOndOry SChOOIS Se|eC1' PeriOdS MiSSGd.

Attendance Heading: | |
Additional Heading:

7H. Under Sorting Grouping Options, select to preference. Select Sorts tab is not required
but may be filled out.

[Detail or Summary Sort Selection
Sorting/Grouping Options v

Group By: [ Student/Absent Date ~

Select Sorts O print Totals for Selected Sorts

No Selected Sorts

School

Student Name [ |
Student Name Key

Student Type

Zip Code

DDDIDDDDDDDDDDDDDDDD§ 5




71. Save and Print.

Attendance Detail or Summary Report Maintenance

Template Settings

* Templata Description: Aitendance Detal or Summary.
] hare with othes users in estity 102

(] prnt Graenbar
Student Selection Formatting Options
®pyRange Oy Indidal | Banoss Name Order: @ Last Hame/Fst Name CJFirst NameLast Name
Format Type: [Dars Fissed™ v
Report Ranges

i tow Format Type of ‘Classes Missed Options
SchlVrto gt Om: 2001 o)
Totas fo Stodent/absent Dt
Absence Date: 087260020 |l O8/0w2021 [ s o Sopivatbuent Oote Gompios
@

SRR Change Excsed Attendance Headng to:

2 Chnge ‘Unexcined Atandance Headig o
puiods Absat: 901 w5 (7] g S e ok e 1
Parent Hotted: O ves Oo @ Both :
)
dcnay. ) Clseected Aty  Reaited. | 5 i priod Totas CPrint Membert Toals:
i)

Attendance Hoading
All Methods of Instructon Agdtional Heading,
Method of Instructon by: @Dy Ocument 2]

Report Options Sorting/Grouping Options
se Regert Opton Settings: [Yes ] oo By: [Student amaent Gate v
Prnt Demographic Dstal
Clprint Address _] Use Mallng Address
(C)prne Student Entry Nehcrawsl Detsl No Selected Sorts
or

wect Sorm | (prnt Totals for Selected Sorts.

it Absence Commant

de School Year Header

Pri/Count Absence Types Selected
Pri/Count Absence Periods Selected
Clpage Brask On Student

7J. View report in My Print Queue.

9 .1*. @ - {}‘Favmit&sv {D Mew Window IﬁlMy Print Queu&*

My Print Queue - A @Y S

2 Views: [General v| Filters: [Skyward Default Clone v| . AT - W T

Delets
Date v Time | Report Description Class Wail List # | Status gl [ \sbeke

©6/18/2021 Fri | 10:44 AM | Attendance Detail or Summary - Attendance Detail or Summary

7K. Report is now ready for review.

1g0atr30.p 20~4 ELEMENTARY 06/18/21 Page:l
05.21.02,00.00 Attendance Detail 18/26/2020 10 06/04/2021 1:37 B

.

Attendance Information for the 2021 School Year

GRO:08 SCHOOL: 102 CALENDAR: 102 HM PHI
PRC ENRL: 100 AM ROON: HMRM TCHR: ADVISOR: GUARDIAN: WK PHN:
T0TAL 0

=

DAYS EXCUSED; .00 DAYS UNEXCUSED; .00 DAYS OTHER; .00 PBRDS TARDY;

REPORT TOTALS ROR 2021 0

=

DAYS EXCUSED; .00 DAYE UNEXCUSED; .00 DAYS OTHER; .00 PRDS TARDY;
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Consecutive Absence Report - CA

To print Consecutive Absence Reports — CA follow the steps listed below.

1. Select the Office tab and under Attendance — AT select on Reports - RE.

'_~'__--_-_5| Students  Families Staf Student m-\istratien
Srerm

4 Ql

w Attendance - AT ~ Future Sche|

Entry by Date - AE O ** 2021-22, Ter|
Entry by Student - BS T Reports - RE
Entry by Class or Activity - BC T » Build Coursel
History - AH Lm| —
Optional Flexible School Day Program - OF 4 » Request Pro
E Transaction Tracking Inquiry - TT T » Build Master
Repat e O | » student Schq

2. Under Reports By Student select Consecutive Absence Report - CA.

[ Reports By Student
{1 Monthly/Quarterly Report - MQ
-] attendance Graphs - AG
[ chronic Attendance Report - CH
[ Attendance Detail or Summary - AD
{1 Teacher/Class Rollbook Report - RE
{1 Teacher/Class Summary Report - SC
-] attendance Membership Repart - AM
[ consecutive Absences Report - CA -
-] Absence Occurrence Report - AQ
[} 2nd and Sth Period Class Report - PC
~{] Comment Report - CO
{1 Absence Reason Report - AR
- InfOut Minutes Log Report - 10
-] Accumulative Absences Report - AA
-] Column Report by Student/Date - CR
{1 Master Absence List Report - ML
{1 Average Attendance by Term/Period - AV
- Enrollment Report - ER

3. To create areport, click the Add button.

Consecutive Absences Report

Display My Templates Display Shared Templates Display Skyward Templates
Consecutive Absences Report Templates

Template Type a Descripfion Created By

A @O S
@_’l x,Lu\, Print
Add

4. Title Template Description.

Consecutive Absences Report

Template Settings

mmp * Template Description: | |
[ share with other users in entity 102
(Jprint Greenbar

5. Under Report Ranges, set student status, to Active or Inactive orBoth.

Report Ranges

Low High
School: IIF7
Calendar: LEFT

Status: Actiwve

Absence Types

17
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6. Click on Absence Types tab and select Absence Types to include in report. Click Save.

[Absence Type Selection

Available Excused Types

Report Ranges
Low High
school: ]
Calendar: I:|
Status:

Absence Types - "

Available Other Typas

Available Tardy Types Selected Tardy Types

S

Note: Absences to appear on
reports and will be listed under
Selected Excused Types.

7. Under Name Order select order as preferred.

g
Name Order
® Last Name/First Name ) First Name/Last Name

8. Under Day Options, select minimum Number of Days Absent.

Day Options 7]
Comsecative Number of Days Absent it Leest One Pemod 3

9.Ensure Date Range is set correct, and to preference.

Last Data to Check: 0&/04/207)
& Dats Rarge 08/26/2000 = Tac 060472071 -

10. Select Print Options.

Print Options
Print daily attendance details of qualifying absences

11. Save and Print

Absences Report i)
Tempiste Settings 5
Yergistn Descrition: (6 o3
e Py

Report Ranges Duys to Use 2 &

oosarea im0 | 1o0]

12. View report in My Print Queue.

% 2 [E @ ipravoritesv ] New Window gop My Print OueueP

My Print Queue - AU S 1

View

£ Views: [General v | Fifters: [ Skyward Default Clone v| Yo B &

Delete
Date v Time | Report Description Class Wait List # | Status T
Reun

86/21/2621 Mon




12. Report is now ready for review.

Without Daily Atendance Details

1scatr52.p 12-4 Consecutive Absence(s) for 06/04/2021 To 08/26/2020
05.21.06.00.00 Absences For 1 Consecutive Days, Entity:
other ID

With Daily Attendance Details

1scacr52.p 12-4 Consecutive Absence(s) for 06/04/2021 To 08/26/2020 06/28/21
05.21.06.00.00 Absences For 1 Consecutive Days, Entity:
Sther 10 Hame e G: Student Name

Page:1
11:11 2m
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Day Summary- DS

To print Day Summary - DS follow the steps listed below.

1.Select the Office tab and under Attendance - AT click on Reports -RE.

@ Students Families Staff S?;‘:\?Egts Winisuation Agc?eus.csagiixs /l\:c:;aats::ef: FeRd:Fl;(a;lr/t?nt;te Q
4
- Attendance - AT - Discipline - DI - Curriculy
Entry by Class or Activity - BC | Entry by Student - BS T » Academid
Optional Flexible School Day Program - OF 4 Entry by Incident - DI T e
Transaction Tracking Inquiry - TT T Transaction Tracking - TT T FrCurriculy
Reports - RE | Reports - RE | » Graduatid
» Office Visits - OV » Discipline Letters - DL » Test Scor|
2. Under Aftendance - AT select Day Summary -DS.
B3 Attendance Reports - AR
El-= Daily Reports - DR
~{] Day Summary - DS-
~{ ] Period Detail -
-] Admit Slips - AS
-] Do Not Admit Slips - NA
~{ ] Unrecorded Class Attendance - UC
~{ ] Recorded Class Attendance - RC
~{] Daily Balancing Summary - DB
3. To create areport, click the Add button.
Day Summary R R
Display My Templates Display Shared Templates Display Skyward Templates
Day Summary Templates - &) & Print
Template Type a Descripfion Created By F'roi?sstsing
Add

4. Title Template Description.

Template Settings

* Template Description: {term-5 day summary !

(] Share with other users in entity 102
(] print Greenbar

5. Under Report Ranges, select the current school year, and select By Date.

Report Ranges

mp School Year to Process: | 2828-21  w

=) Sclect By: @ Date () Student Key

Note:

o Student Key: Option to generate by individual student.

20
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6. Select Specific Date, to include inreport.

(O Today Less number of School Days 0
@® Specific Date  [04/16/2021 __|[55] Friday

7.Select Ranges to preference.

Low High Note:
Grade/Grad Yr: 999 0000 e Grade/Grad Yr.: may select the gradelevel
School: v
Calendar: 777 ¢ Alendance Period: enter the Funding Period foryour
=) | Attendance Period: 02 02 campus. (02-02 for Elementary Campuses)

8. Enter the minimum periods Absent total, and select Absence Types.

Minimum Periods Absent: oo Absence Types +

9. Select Absence Types by clicking the Add button and moving them to the right side, and Save.

Absence Type Selection B Rl K
Available Excused Types Selected Excused Types Save
55 at Militar

> Playln Back
19 ABSE]
D - UIL/FIELD TRIP - PARTIAL DAY -

Available Unexcused Types Selected Unexcused Types
A - Non School Related-No Document
- UNEXCUSED ABSENCE w/DOCUMENT

Available Tardy Types Selected Tardy Types

Selected Other Types
- ASYNCHRONOUS PRESENT

Available Other Types

- Present
- SYNCHRONOUS PRESENT

10. Finish setting ranges under Report Ranges.

Low High
Grade/Grad Yr: 9999 0000
Schoaol: 7777 Note:
Calendar: Z227 o Parent Nofified: must be set to Both
Attendance Period: 02 n2
Minimum Periods Absent: ol rre——— Student Status: must be set to Active unless
=] = | | ==l yH=2

Parent Notified: O ves O No @ poth generating for a prior date

Student Status: @ active O Inactive O Baoth o All Methods of Instruction: must be selected.
All Methods of Instruction
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11. Under Report Options select what type of report will be generated.

Report Options

Calling Report {Qne line per student with a notes column) Note:

[ Print Student Counts By Excused/Unexcused, Tardy/Other

[ Print Absence Code Legend for Printed Types and Reasons *
Sort By Grad Year
Page Break By Grad Year
Print Grade: ®) from Report Date O as of Today [?]
[ ]

Report Options: Must select Calling Report (one line per
student with a notes column), Sort By Grad Year, Page
Break By Grad Year

Print Grade: Must select from ReportDate

12. Under Printing Options select the fields according to thereport.

Printing Options Noi.e.
- .
[J print Primary Phone Print Confidential Phone Print Student Key Print Student Other ID#

Print Absent Comment | Print Attendance Note (] Print Both Guardians' Information ([ Print Guardians' Work Phone [2]

Type to Highlight With "=*": ' None v

Print Attendance Detail

@ All Periods in Day O Only Periods in Range
@al Types in Day (U Only Types used for Selection

¢ Printing Options: select Print to Confidential
Phone

e Print Atendance Detail: must select Al
Periods in Day and All Types in Day

13. Under Guardian’s Name select to preference.

Print Guardian's Mame

@ Never (O If Different Than Student () If Same As Student O Always

14. Under Name Format select to preference.

Name Format

(O Last Name/First Name @ First Name/Last Name
() Print Middle Initial O Print Middle Name ® Neither

15. Save and Print.

Day Summary

Template Settings

= Template Description: (R gaesd ]
[ sShare with other users in entity 102
O Print Greenbar

N e R
Save

Save and
Print

Back




16. View report in My Print Queue.

y [ & @ s7Favoitesw 4] New Window ron My Print Queue L

My Print Queue N Bl
;- Views; | General v iers:Skyward Default Clone v/ Y8 e
Die Time Repor Descigion Olss Wl St |7 | 2

R e N I N e

17. The report is now ready forreview.
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Enroliment Report — ER

To print Enrollment Reports - ER follow the steps listed below.

1.Select the Office tab and under Aftendance - AT click on Reports -RE.

QU

o= Student P - Educator Advanced Federal/State
SEade s ESuaEe = Services wlmsuanon Access Plus Features Reporting QU

- Attendance - AT ~ Discipline - DI ~ Curriculy
Entry by Class or Activity - BC T Entry by Student - BS | » Academid
Optional Flexible School Day Program - OF 4 Entry by Incident - DI | ﬁ
Transaction Tracking Inquiry - TT | Transaction Tracking - TT T e as
Reports - RE | Reports - RE | » Graduatid

» Office Visits - OV » Discipline Letters - DL » Test Scor|

T3 Reports By Student

1 Monthiy/Quarterly Report - MQ

1 Attendance Graphs - AG

L1 Chronic Attendance Report - CH

[ Attendance Detail or Summary - AD
[ Teacher/Class Rollbook Report - RB
[ Teacher/Class Summary Report - SC
[ attendance Membership Report - AM
[ Consecutive Absences Report - CA
[ Absence Occurrence Report - AQ

] 2nd and 5th Period Class Report - PC
[ comment Report - CO

[ Absence Reason Report - AR

] Infout Minutes Log Report - IO

[ Accumulative Absences Report - A
[ Column Report by Student/Date - CR.
] Master Absence List Report - ML

[ Average Attendance by Tiimlpenud - AV

[ Enrollment Report - ER

2. Under Reports By Student select Enrollment Report - ER.

3. To create a report, click the Add button.

Enrollment Report

Display My Templates Display Shared Templates Display Skyward Templates

Enroliment Report Templates

Template Type a Description Created By

A @YU D
@;] & Print

4.Set ranges in template to preference.

Enrollment Report

Template Settings

* Template Description: Enroliment Report ]
[Jshare with other users in entity 110
[Print Greenbar

Report Ranges

Low High
Entity: [11u Liu
Student Key: | | Ezzzzzzzzzz

Grade/Grad Yr: [ |9999 [ Tonoo
Enrollment As Of: [05/03/2021 |[:5] Monday

Include All Calendars

B Include All Schools

Printing Options
[ Total Special Ed Students Separate from Mainstream Students
Total Eval Code Groups by Gender

Print Student Detail
[ Print Totals by County
[ Page Break by Schaal

GLO ]

e Name Template Description.

e Under Report Ranges select the Enrollment Date to preference.
e Select Include All Calendars.

e Select Include All Schools.

e Under Printing Options, select Print
Student Detail and drop down to select Other ID.



5. Save and Print.

Enroliment Report BN s

Save

Template Settings

* Tempate escrpon:
Oshare with other users in entity 110 | ————
OPprint Greenbar

[ Back

Report Ranges
Low High
Entity: [110 110
sudentker [
Grade/Grad Yr: [ 9399 [ loooo
Enrollment As OF: [05/03/2021 ||| Monday

Include All Calendars

Include All Schools

Printing Options

O Total Special Ed Students Separate from Mainstream Students
Total Eval Code Groups by Gender

Print Student Detail

(O Print Totals by County

O Page Break by School

( GLO ]

8.View report in My Print Queue.

-] _l - {}Favmit&sv ‘T_'|New Window IEII"."IY Print Queue

Class Wait List # | Status T

Date w Time | Report Description
06/21/2021 Mon | 3:56 PM|Enroliment Report - Enrollment Report

9. The report is now ready forreview.

axade srudent wame R amndnx

errzies

My Print Queue - Laura Torres AwmU S
&= Views: [General v| Filters: [ Skyward Default Clone v v ® @ Vew
Delete
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Period Detail-PD

To print Period Detail - PD follow the steps listed below.

1.Select the Office tab under Attendance - AT, click on Reports - RE.

| . Student P - Educator
@ Gl Students Families Staff Sorvices Wmlnlsuanon Aiclss Plus

Advanced Federal/State Q

Features Reporting
Q
- Attendance - AT - Discipline - DI - Curriculy
Entry by Class or Activity - BC T Entry by Student - BS T » Academid
Optional Flexible School Day Program - OF Entry by Incident - DI | |
Transaction Tracking Inquiry - TT ) Transaction Tracking - TT T FrCuricuhy
Reports - RE | Reports - RE | » Graduatid
» Office Visits - OV » Discipline Letters - DL » Test Scor|
2. Under Daily Reports - DR, select Period Detail -PD.
=3 Daily Reports - DR
-1 Day Summary - DS
- Period Detail - PD ==
-1 Admit Slips - AS
{1 Do Not Admit Slips - NA
-1 Unrecorded Class Attendance - UC
-1 Recorded Class Attendance - RC
{1 Daily Balancing Summary - DB
3. To create areport, click the Add button.
Period Detail A@O S 2
Display My Templates & Display Shared Templates [ Display Skyward Templates
Period Detail Templates &) M Print

Template Type a Descripfion Created By

4. Name Template Description.

Template Settings

mmp = Template Description: |Period Detail

|

(] Print Greenbar

(] Share with other users in entity 102

5. Set Report Ranges.

Note:

Report Ranges
School Year to Process: 2021

Select By:

@Toda\; Less number of School Days El

(O Specific Date |06/28/2021 Monday

School Year to Process: ensure it is setaccurate
Select By: Date or Student Key
Today Less number of School Days: set fo 0

Specific Date: may be selected or currentdate
may be left.

26
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6. School Year to Process may also be Selected By Sfudent

Report Ranges

School Year to Process: 2021

Select By: | Student Key v

Student

Notes:

When searching student key type, the first 5 letters of students
last name then the first 3 letters of students firstname.

7. Under Report Ranges, set ranges for Grade/Grad Yr. School, Calendar, Attendance Period, and
Parent Notified, and select Absence Types button.

Note:

Low High
Grade/Grad Yr: G099 0000
School: ZZ77
Calendar: 777
Attendance Period: 02 02 Absence Types

Parent Notified: O Yes (O No @ Both

e Grade/Grad Yr.: set to grade preference

¢ Attendance Period: Elementary will alwaysbe
02-02.
o Parent Notified: Set to both

8. Absence Type Selection will appear, choose Codes by fransferring them to the Left side, and
Save.

Al

TREBOTH

bsence Type Selection A @ QO
Selected Excused Types

- COVID 19 ABSENCE

- EXCUSED ABSENCE

- 0ss

Available Excused Types
tation

- Homebound/CEKI w/Documentation
- LUNCH PERIOD ONLY
Available

Types Selected Unexcused Types

A - Non School Related-flo Document
U - UNEXCUSED ABSENCE 1/DOCUMENT

Available Tardy Types Selected Tardy Types

Available Other Types

Selected Other Types
- ASYNCHRONOUS PRESENT

- SYNCHRONOUS PRESENT

Save

Ty

J.

9. Sort Options may be selected.

Sort Options

Sort and Page Break on Grade

10. Printing Options may be selected to preference.

Printing Options

Print Home Phone [ print Confidential Phone
Print Attendance Detail

O all Periods in Day ® Only Periods in Range

Name Format
w‘i\

ast Name/First Name O First Name/Last Name
®) print Middle Initial O Print Middle Name O Neither

Note:

Select, Print Home Phone

e  Print Attendance Detail: may select All
Periods in Day or Only Periods inRange
o Name Format: Select format ofname,

Last Name/ First Name or First Name/
Last Name; Select format of middle

name, Print Middle Initial, Print Middle
Name or Neither



11. Save and Print report.

Period Detail

A @O S

Template Settings

= Template Description: [Period Detail |
Q Share with other users in entity 102
[ print Greenbar

Save

Save and
Prlni _

Back

12. View report in My Print Queue.

y A @ . Favoritesw ] New Window

i My Print DueueL

My Print Queue -
:,- Views: Generalv‘ mhkward Default Clonev

Date v Time | Report Descripfion Class

A0S
T B E o o

Dkl
ol s T |

N N ciricei [ -

13. The report is now ready forreview.

Report By Date

Report By Student Key

l1zcatrlB.p 14=-4
05.21.06.00.00

CRLEMBRR : HM ROOM:

FrRFIEFE XK F A AR Ak F*2k*4%% End of report

ELEMENTARY

Day Summary Period by Period Detail

R
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1scatrld.p 13-4 ELEMENTARY
05.21.06.00.00 Day Summary Period by Period Detail
GRD:OS  EM PHN: 130-488-190¢ orama
sci cALENDAR:
GunRDIAN
5-aMR/04 St A= Rements
sci cALENDAR:
GunRDIAN
5-aMR/04 St A= Rements
cALENDAR:
A= Rements
cALENDAR:
A= Rements
CALENDAR:
5- A Resents
ALENDAR:
5- A Resents
i
cALENDAR:
4-seeEROOM 08/27/20 THU 2 va  wmaRe A Resents
GRDIO3 BN EAN:
cALENDAR: HMOBOCM: 423 ADY
wx
3 08/27/20 THU 2 va  wmaRe A Resents
GROIKG BN FHN:
caLENDAR HM ROCM: 407 ADS
o8 wruRE A Resents




Recorded Class Attendance - RC
To print Recorded Class Attendance - RC follow the steps listed below.

1.Select the Office tab and under Attendance - AT click on Reports -RE

Home Students  Families Staff | Student Winistraﬁ
Services

4 Ql

E| -~ Attendance - AT ~ Future S¢
Entry by Date - AE L = 2021-22,7
Entry by Student - BS Ll Reports - RH
Entry by Class or Activity - BC L] » Build Cou|
History - AH QO |

Optional Flexible School Day Program - OF 4] > i
Transaction Tracking Inquiry - TT »+ Build Mast
Reports - RE il

Pt

» Student Sd

2. Under Aftendance Report - AR select Recorded Class Attendance -RC.

=23 Attendance Reports - AR
B3 Daily Reports - DR
-{] Day Summary - DS
- Period Detail - PD
-] Admit Slips - AS
-] Do Not Admit Slips - NA
~{] Unrecorded Class Attendance - UC
~{] Recorded Class Attendance - RC 4mm
~{] Daily Balancing Summary - DB

Mm T

3. To create areport, click the Add button.

Recorded Class Attendance A mQ S
Display My Templates Display Shared Templates Display Skyward Templates

Recorded Class Attendance Templates @] L‘i& Print

Template Type a Description Created By Add

4. Name your report, enter the specific Date Range for which you want to run the report.

Recorded Class Attendance

Template Settings

* Template Description: |Recorded Class Attendance |
[ Share with other users in entity 102
[ Print Greenbar

Recorded Class Attendance

Date: ® Specific Date Range [08/26/2020 _|[=3] to [06/04/2021 ||

O Today Less Number of School Days 0

29



5. Enter the Period Range for which you want to print the report Elementary Period Range is 02-02.
Save and Print.

Recorded Class Attendance A @ g
Template Settings Save
* Template Description: |Recorded Class Attendance | 53;‘:;”“ h
[J share with ather users in entity 102 ?
O print Greenbar B

Recorded Class Attendance
Date: @ Specific Date Range [08/26/2020 [y to [06/04/2021 ][]
O Today Less Number of School Days (1]

[ print Course/Section Details

Starting Period:
Ending Period:

7. View report in My Print Queue.

g 2 @ < Favoritesw ] New Window g My Print Queue P

My Print Queue AmO S

£ Views: [General v| Filters: [Skyward Default Clone v] Yo @ [ Vew
Delete

Date v Time | Report Description Class Wait List# | Status T

06/17/2021 Thu Recorded Class Attendance - Recorded Class Attendance I I Corpieted [ - | Reun

8. The report is ready for review.

lacatr3l.p 15=-4 ELEMENTARY
05.21.02.00.0% *TestDB* Eecorded Class Attendance

BATE: OB/26/2020 2 ERCENT OF CLASSES WITH RECORDED ATTENDAHCE: 27738 (71%)
ALEHAKEY HAME FINISHED

26/20 4:00 BM
2630 Z2:34 BM
26520 4:24 BM
&/20 2:36 BPM
DE/26/20 3:26 BM
DE/26/20 B:10 AM
DE/26/20 10:43 AM
DE/26/20 3:58 PM
26520 T:56 BPM
2620 2:55 BPM
26/20 2:05 BM
2620 2:16 BM
26520 3:26 BM
26/20 B:05 AM
DE/26/20 1:57 BM
DE/26/20 3:49 PM
DE/26/20 T:53 AM
f20 10:07 BM

f20 1
f20 B:1l AM

f20 2:
F20 3:40 BM
f20 5:02 BEM
f20 S5:38E BM
f20 3:20 BM
DE/26/20 3:06 BM
DE/26/20 1:54 BM




Teacher/Class Summary Report - SC
To print Teacher/Class Summary Report - SC follow the steps listed below.

1. Select the Office tab and under Attendance - AT click on Reports-RE.

l! --!!-— Students | Familes = Starf oudent ﬂninistraﬁon
Services

4Q

~ Attendance - AT ~+ Future Sched
Entry by Date - AE = 2021-22, Tern
Entry by Student - BS Reports - RE
Entry by Class or Activity - BC

History - AH

E Optional Flexible School Day Program - OF

» Build Course
» Request Procq

Transaction Tracking Inquiry - TT

» Build Master §
Reports - RE-

o g o s f o

» Student Sche:

2. Under Reports By Student, select Teacher/ Class Summary Report-SC.

-3 Reports By Student

{1 Monthly/Quarterly Report - MQ

-{ ] Attendance Graphs - AG

{1 Chronic Attendance Report - CH

-{] Attendance Detail or Summary - AD

] Teacher/Class Rollbook Report - RE

{1 Teacher/Class Summary Report - SC-
~{] Attendance Membership Report - AM

-{] Consecutive Absences Report - CA

-{] Absence Occurrence Report - AD

(] 2nd and Sth Period Class Report - PC
(] Comment Report - CO

-] Absence Reason Report - AR

= In/Cut Minutes Log Report - IO

-] Accumulative Absences Report - AA

-] Column Report by Student/Date - CR
~{ ] Master Absence List Report - ML

-] Average Attendance by Term/Period - AV
{1 Enrollment Report - ER

3. To create areport, click on Add button.

Teacher/Class Summary Report A @G S 2
Display My Templates [] Display Shared Templates [ Display Skyward Templates

Teacher/Class y Report Templates & & Print
Template Type a Description Created By Add

4. Title Template Description.

Template Settings

* Template Description: |Tea|:her,f€lass Sum. Rpt, |
(] Share with other users in entity 102
[ Print Greenbar




5. Under Report Ranges enter date Range.

Report Ranges
Note:
Dates e Default to 4 weeks may be unselected
Low High . .
mm = Enter date range: [03/01/2021 [  [03j26/2021 [ dependlng on the dates reporT will be
Monday Friday generated for.
Default to 4 week date range

6. Under Students the option to enter Student Key is available.

Students Note:
i High e Student key will be used if the
mmp * Student Key: 77777777777 report is generating for specific
student.

7. Set Grade level if generating for specific grade.

+ Grade/Grad Yr: 9999 0000 Note: Campus with one grade level will not
need to use the area. (Ex: 7th grade campus)

8.Under Student Status selectBoth.

Student Status Note:

Active ¢ Selecting Student Status as both will generate active and inactive students
\/ Inactive attendance while scheduled w/teacher.

(®) Both 4mm

9. Check to include each of the options below.

Include all student types
8 Include all schools

Include all calendars

10. Select Absence Types button.

Select absence types: Absence lypes *

11. Select Absence Types, click Add and Save.

Absence Type Selection 1T S
Available Excused Types d Types »

Note:
e Absences to appear on report will be listed under
Selected Excused Types.

Available Other Types
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12. Under Classes is the option to enter a specific teacher by namekey.

Classes

Lows High
Teacher: | ] [ |

13. The option to select specific Course/ Class isavailable.

_—

‘Course/Class:

Period: | 02 0

L

14. Elementary Period should always be set to 02-02.

Note:

e [f sefting for secondary set to funding period/s

15. Select Term to semester desired and Class Statues to Active.

Term:
Class Status: ® Active O Inactive ) Both

16. Click on Select Classes, when window appears select to preference or Select All Classesand

Save.
* Select classes: Class Selection AmL O
g Class Selection [ B Save
Selected Classes lg_] Lﬁ Select | Teacher a Period | Class Terms Status = ia
) ALVARMAY@E1 02| 1-HIR/NAL 1-6 Adtive Al Classes
Teacher a Class Temms Period ALVARMAYEE1 02| 2-HHR/NAL 15 Active e
GUIRTOM000 -- i e e
ALVARMAYEE! ~HHR/NAL 1-6 Active
ALVARMAYOO1 i HMWNﬂl 16 ALVARMAY@E1 02 5-HIR/NAL 1-6 Adtive
ALVARMAYEEL 02| K-HIR/HAL 1-6 Adtive
ALVARMAYDD1 2-HMR/MA1L 1-6 0z BARBEANIOE1 02 2-HUR/@4 1-6 Adtive
BARBEVANQE3 02 3-HUR/@S 1-6 Adtive
ALVARMAYDO1 3_HMR1.TN_,E;|1 1-6 o2 BARREERI20 02 5-HMR/@1 1-6 Active
- BARREHILo@1 02| 2-HUR/@3 1-6 Adtive
ALVARMANVINT A_HMB RN 1.R n2 CALDEGAB2@2 02 1-HYR/B4 16 Active
CARDEZUY@@R 02 4-HIR/GBL 1-6 Adtive
CARDEZUY@@R 02 5-HIR/GBL 1-6 Adtive
61 records dlSDlEI}"Ed CIOFFGRIORE 02 K-HHR/@1 1-6 Active
DIAZ SABE2 02 K-HUR/@2 1-6 Adtive
DOMINGIS@82 02| 1-HUR/@7 1-6 Active
DOMINKAR@E3 02 2-HUR/@2 1-6 Adtive
DUENEISAR@R 02 4-HIR/@1 1-6 Active
ENRIQUER@E4 02 1-HIR/NL2 16 Adtive

17. Sort Options by Teacher or Class.

Sort Options

@ Teacher
) Class

18. Under Report Options select to preference.

Report Options

(] use scheduling days
Page break by Class

Print absence types legend
Print non-absence data

Print signature line
[_J print multiple meets as one class

Note: Print Signature Line must be included if using report for Attendance Correction/ Confirmation.
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9. Save and Print.

Template Settings =5
Save and
* Template Description: | Teacher Class Smt Print Y
[ share with other users in entity 102 Back |
[ print Greenbar
Report Ranges
Classes
Dates Low High
Low High Teacher| ]
* Enter date range: [03/01/2021 03/26/2021 Course/Class: | Il | zzzzzzzzzzzzzz |
Monday Eriday iod:
V|
2 Default to 4 week date range Torm: 0 [E
- Class Status: @ Active Olnactive O Both
Students = Select dlasses:
Low High Selected Classes B &
*Studentkey: [ | [zzzzzzzzzz [
Grade/Grad vr: [ 119999 [ Joooo Teacher a Class Terms Period |
v o i 1 L “
® 1nclude all student types Student StGGAESEE | i
Indlude all schools O adive ] |
& 1nclude ll calendars endars O nactive ! §
O e I Py — o
* Select absence types: | Apsence types L 4 »
61 records displayed
Sort Options Report Options
‘ @ Teacher ([ use scheduling days {4 print absence types legend {4 print signature line
| O Class Page break by Class Print non-absence data [ print multiple meets as one class
Asterisk (*) denotes a required field
10. View report in My Print Queue.
ma i e |
Y Wf Favoritesw New Window £ My Print Queue
My Print Queue - | M@ T & |
&x| Views: [General v| Fiters: [ Skyward Default Clone v| Y| @ Ve
|
Date v Time | Report Description Class Wail List #| Status | S L
06/22/2021 Tue | 10:25 AM | Teacher/Class Summary Report - Teacher Class Smry Completed EA Rerun |
11. The report is now ready forreview.
1lscatr32.p 13-4 ELEMENTARY o06/28/21 Page:1
05.21.06.00.00 Attendance Summary Report by Class 2:38 BM
Course: S5-HOMEROOM Section: 05 Starting Date: 03/01/2021
Teacher: Period: 00 Ending Date: 03/26/2021
03/01/2021 03/08/2021 03/15/2021 03/22/2021 - TOTALS -
[Etudent 1D tudent Name M F W F F M T W R F M F W ORE F M T W R F [EXC jomx oY joTH |
— F F F F _F T F F _F F F F F T T F F _F
I I G O Y P F F B 3 B OF OB o i 0 o
o o o o o E E | I g I I+ I o I b F b I o 7]
F F F F F F F F F F F F F F F F F F F | o o ] ]
F F F F_F F F F F F F F F F I F F F F I
I I GO T F F F F B FFF B OF OB 0 0 o o
F F F F F FF F F F FF F F F —F F F F
I O I T ) N O F P F P F F B o o ] ]
I F F F FF F F F F F F F F F I F F F F I
S T . —FF +F o I O I ) o iy o il
o o o o o o o o o o I d I o I o I o I P il
b F B B L F B F R F P F F P E B B B B o o o i
2 2 N FF F F I 2 3
E F B B W t F F F B i N O 2 o o o 3
L F F F FF F F F F B F F F F F F F F F K
+ = Present = = Not Enrolled * = No School (Space) = Class Deesn't Meet
1 = Playing of TAPS at Militar 3 = visit Higher Ed. Instituti 4 = Citizenship/Paperwork/Cere 5 = Act as Election Clerk
7 = ACTIVE DUTY LEAVE/DEPLOYME A = Non School Related-No Docu C = COVID 19 ABSENCE D = UIL/FIELD TRIP - PARTIAL
E= ABSENCE H = 4=H (W/PROPER DOCUMENTATIO I = Holy Days w/documentaticn I = Court (w/documentation)
o= ONOUS PRESENT P = Present Q = Awaiting Services R = Juvenile Detention
S = SYNCHRONOUS PRESENT T = Tardy U = UNEXCUSED ABSENCE w/DOCUME v = 088
W = IS8 X = Homebound/CEHI w/Documenta ¥ = LUNCH PERIOD ONLY Z = SCH REALTED-UIL/FIELD TRI




Teacher Verification Report - TV

To print Teacher Verification Reports - TV follow the steps listed below.

1. Select the Office tab and under Attendance - AT, click on Reports-Re.

M Students = Families Staff Stuqent m-ninistratio
Services

Ql

~ Attendance - AT ~ Future Sch
Entry by Date - AE Lh| = 2021-22, T¢
Entry by Student - BS L Reports - RE
Entry by Class or Activity - BC Ln| » Build Courg
History - AH Ln| —
Optional Flexible School Day Program - OF 4 » Request Pr
Transaction Tracking Inquiry - TT Lh| p Build Maste|
Reports - RE 4 | » Student Sch

2.Under Verification Reports - VR, select Teacher Verification Report-TV.

B3 Verification Reports - VR

~{ ] Teacher Verification Report - TV <4

~{_| Batch Class Attendance Report - BC

—{ ] Attendance Transaction Tracking Report - TT

- Schedule & Enrollment Inconsistencies Report - SE

-1 Suspension/Expulsion and Attendance Audit Report - AU
[ | Suspect or Questionable Attendance Report - SQ

~{ ] Positive Attendance Report - PA

3. To create areport, click the Add button.

Teacher Verification Report A @O S
Display My Templates Display Shared Templates Display Skyward Templates

Teacher Verification Report Templates I;Q Print
Template Type & Descripfion Created By 4dd

4. Title Template Description.

Template Settings

* Template Description: | Teacher Verification Report 4=
[ Share with other users in entity 102
[ Print Greenbar

5. Under Report Ranges select Report On to Funding Period.

Report Ranges
Course/Class: | [ | |zzzzzZ7777 ||ZZ7Z |
Teacher: | | 7Z77ZZFITII |

CJ Only Print Primary Teachers
m) Report On: @ Funding Period O Period Range
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6. To generate report by Six Week Period, select Six WeekPeriod.

Note:
Reporting Period
_ b= o Select six-week period toinclude
@ Six Week Period O Date Range .
in report
6 Week Period: (6 <mm

[ Exclude Dropped Students
7. Set ranges for Absences and Cover Page to preference.
Cover Page Note:

Print Cover Pages

Title for Signature One: [attendance secretary | » ForTitle Signature ensure Principle,

Title for Signature Two: |principle ] Aftendance Secretary and Vice

Title for Signature Three: | ] Principle are noted.

8. Set Minimum Absences to zero, and Maximum t0 999.

Absences

Minirurm: I:l Maximurm:

10. Click on Select Sorts button, under Detail or Summary Sort Selection, select option andSave.

Sort Options | Detail or Summary Sort Selection A @S2
Select Sorts__| il Detail or Summary Sort Selection = & Save
Movel[Eabiel Select Descripfion & Back
@ |Tescher e B -
hsterisk (%) denotes a required field 1B o= Reviod e
J Entity
u Al
/] Teacher 7nsse;lc;
11. Save and Print.
Teacher Verification REpOI't Maintenance Ja |
Template Settings Save
* Template Description: | Teacher Verification Report | Save and
[ Share with other users in entity 102 Pt

[J print Greenbar Back




12. View report in My Print Queue.

-] _1_ - T:}“Favmitesv {T_'|I'~Iew Window lﬁlf‘."ly Print Qlueue

My Print Queue -

View

£ Views: [General v | Fiters: | Skyward Default Clone v |

Date - Delete

96/22/2821 Tue

Time | Report Description Class

8:50 AM | Teacher Verification Report - Teacher Verification Report Rerun

13. The report is now ready forreview.

ltxatnl2.p 38-4
05.21.02.00.11

ELEMENTARY
Attendance Verification Repert

ATTENDANCE VERIFICATION REBOR:

ROM DATE: 06/22/21

NG BERICD 1

: S-mesos s

06/22/21

Sembership 2ss Enzol o

Mlphakey Neme Gr Enrcll  Withdraw Enzoll  Withdraw Abs Date

principle

ASYNCHROMOUS

AS¥YNCHRONOUS

N ASYNCHRONOUS
N ASYNCHRONOUS
s s s

Fage:1
8:59 AM
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Unrecorded Class Attendance - UC

To print Unrecorded Class Aftendance - UC follow the steps listed below.

1.Select the Office tab and under Attendance - AT click on Reports - RE.

- Student = .
m Students | Families | Staff Services E-mstramﬁn

4 Q

- Attendance - AT « Future Sched)|
Entry by Date - AE =+ 2021-22, Tern|
Entry by Student - BS Reports - RE
Entry by Class or Activity - BC
History - AH
Optional Flexible School Day Program - OF 4

Transaction Tracking Inquiry - TT |

F Reports - RE 4l Ln|

» Build Course I

nd o g

» Request Proce
» Build Master §
» Student Sched

2. Under Aftendance Reports - AR select Unrecorded Class Aftendance -UC.

=3 Attendance Reports - AR
-5 Daily Reparts - DR

-1 Day Summary - DS

{1 Period Detail - PD

~{] Admit Slips - AS

- Do Not Admit Slips - NA

-1 Unrecorded Class Attendance - UC <4

{1 Recorded Class Attendance - RC

-{_| Daily Balancing Summary - DB

3. To create areport, click the Add button.

Unrecorded Class Attendance A @4 S
Display My Templates Display Shared Templates Display Skyward Templates

Unrecorded Class Attendance Templates E \ELA Print

Template Type a Descripfion Created By Add

4. Name report, enter the Specific Date Range for which you want to run the report, or select Today
to run for today's date.

Unrecorded Class Attendance Report Maintenar | (1 @ T

Template Settings Save
= Template Description: |Unrecorded Class Attendance Sagr?mit"d
(T Share with other users in entity 102 Dk
O print Greenbar =

Report Options

@ Specific Date Range
Starting Date: [08/26/2020 |4
Ending Date: [06/04/2021 |4

5.Enter the Period Range for which you want to print the report. Elementary period range is 02 to 02.
Save and Print.

Unrecorded Class Attendance Repg

Maintenar | [t @& 7

Template Settings E
Unrecorded G Saye o
Bac

[ share with gfer users in entity 102
Oerint Greeghar

= Template Description

Report Options
® specic Date Range

Starting ete: pefzs/2020 7 1[5

Ending Peri
Repart Type: O Both @ Computer O Scansheet
nt classes for which no scansheet was printed




5. View report in My Print Quevue.

g 2 @ < Favoritesw 4] New Window Iﬁll‘."h,r Print Dueu&L

My Print Queue -

&4 Views: [General v| Filters: [ Skyward Default Clone v|

Date w Time | Report Description

N )
Ylm @& View

Delet
Class Wail List# | Status T SEE

[ oo/17/2071 hu | 240 | Unvecordd s Atendance - Unrecoded Cass Atendance || (Lo op

7. The report is now ready for review.

Report Type Computer

Report type Both

Report Type: () Both ® Computer O Scansheet

lscattrld.p 25-4 GARFIELD ELEMENTARY
05.21.02.00.09 *TestDB* Unrecorded Class Attendance Report

Date Range: 03/01/21 - 04/16/21

06/17/21

pate Day Teacher Cor/sect Prd Description Method Doc #

0370872021 /01 02 s-mousROOM Gomp. Report Type: @ Both O Computer ) Scansheet
03/09/2021 /01 0z Comp.

03/10/2021 /01 0z Comp .

03/11/2021 /01 0z Comp.

04/06/2021 /01 0z Comp .

04/08/2021 /01 0z Comp.

Report Type Scan sheet

1scattr0d.p 25=4 GARFIELD ELEMENTARY 06/17/21

05.21.02.00.09 *TestDE* Unrecorded Class Attendance Report

Date Range: 03/01/21 - 04/16/21

Date Day Teacher Cor/Sect Prd Description Method Doc #

Report Type: () Both ) Computer ® Scansheet |

Ak kkERkAREAAARSddbdshdsd End 0f repOCt SrAAAEsAAEEsseEsiksEsin
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Course/Class Count Report - CC
To print Course/ Class Count Reports - CC follow the steps listed below.

1. Select the Office tab and under Build Course Master - BC click on Reports-RE

M Students  Families  Staff Stuqent ML
Services

Q

» Attendance - AT [ 3

» Grading - GR >

+ Current Scheduling - CS [ 3
Reports - RE L
- Build Course Master - BC

Curriculum Master - CU L
Reports - RE 4mm LH|

2. Under Build Course Master select Course/Class Count Report - CC.

-3 Build Course Master

-{] Course Report by Course - CR.

~{1 Course Report by Section - BS

{1 Course Validation - CV

- | CoursefClass Count Report - CC 4mm

- Load Analysis Report - LA

-~{ Teacher and Room Availzbility Report - TR
-1 | Course Catalog Report - CA

- Graduation Requirement Application Report - RA
-{] Student Credit Discrepancy Report - €D

{1 Course Requirement Verification Report - RV
- Room Usage and Enrollment Report - RU

3. To create areport, click the Add button.

Course/Class Count Report 2w U

fa

Display My Templates Display Shared Templates Display Skyward Templates
Course/Class Count Report Templates @_] @’Q‘ _ Print

Add
Template Type a Description Created By =

4. Title Template Description.

Template Settings

=) = Template Description: |Course/Class Count Report-CC| |

Share with other users in entity 102
(] print Greenbar

40
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5. Setranges for Course/Class Printing Options to preference. Save and Print.

[Edit CourselClass Count Report Template

B[ Template settings

= Template Description: [Course/Class Count Report-CC

Share with oth
O print Greenbar

| CourseiClass Printing Options

er users in entity 102

School Year: [2020-21 | Terms To Print: [A11=A11 Year  Schedule Terms=01-06

v

Entity:
Department:
Subject:
Course:
Type:
Section:
Grade:

Teacher:
Display Period:
Sort

1

asterisk (*) denotes a

Column  Group Type

Low High

102 102

e B
= zz ]

-02]

O 1nclude Partial Grade Overlappings

22272222727
00 00"

Group
Heading

required field

| Report Options

Print Section Counts
[ print Only Sections with Max Enroliment
Print Sections Total Line

(O rint School Counts

[ print Grade Counts

(O indlude C Historical Records

[ Include Requests in Course Counts

O include Dropped Student Class Records

[ include Only Students in Current Entity

Student Status
Opgoth @ active O Inactive

Course Status.
Ogoth @ adive O Inactive

Class Status
OBoth @acive O Inactive

Totals Groupl(s) Add Race Group Add Special EQ. Group Add Economic Status Group

Group Codes

Save

Save and
Print

Back

-

6. View report in My PrintQueue.

Note:

v 2 [& @ sgFavoitesw ] New Window g My Print Dueu&#

Grade: For elementary input 02— 02 and secondaryany
period that the report will be generating for.

Select Sort tab if report has to be Sorted by Class Periods,
Department, Subject or Teacher.

My Print Queue - Laura Torres

£ Views: [General v | Filters: [ Skyward Default Clone v |

Date w

©6/25/2021 Fri | 10:12 AM| Course

Time | Report Description

7. Report is now ready forreview.

Class

Y ® @ Ve

Completed il - | Rerun

05.21.02.00.03

DESCRIFTION

1sonyrol.p 41-4

4-scaEROOM " 6 208 &

oo

ELEMENTARY
ourse/Class Count Report 102

1-nesmmooM 1
Max:25 ¥R 00 0 1
Sections: 11 Average Students Per Section:  10.45
2-nosmmooM - s 235 811 87 a0 47|
2 o0 1 &
19 1
17 & 1
22 10 12
o 0 o
[ 0 ]
o 0 o
1 1 ]
Max:25 ¥R 00 0 0 0
sections: 10 Average Studants Per Saction: .70
3-soaEnooM - 203 sl se 50 38|
® 00 15 s 6
15 5 s
11 6
1m0 ]
1ou e
o 0
[ ]
Max:25 ¥R DO o 0 o
Average Studants Per Saction: 9.7

T T A

6w
25 15 10
18 B
o o
o 0

06/25/21

A @Y G

Delet:
1 elete




Discipline Detail - DD
To print Discipline Detail - DD report follow the steps listed below.

1.Select the Office tab and under Discipline - DI, click on Reports-Re.
Student .. . Educator Advanced Fedy
Mmlmstrahon Access Plus |~ Features R

= Future Scheduling -FS

= 2021-22, Terms: 01 to 06
Reports - RE Ln

» Build Course Master - BC

bram - OF & » Request Processing - RP

b Build Master Schedule - BM

o o o f o o o f

b Student Schedule Generation - §5

~ Discipline - DI
Entry by Officer - BO
Entry by Student - BS
Entry by Incident - DI
Action Detail Update - AC
o Transaction Tracking - TT
o

Reports - RE 4l

o f o o o o

2. Under Reports by Student Ranges or Individuals - RS select Discipline Detail-DD.

F-5] Reports by Student Ranges or Individuals - RS
(] Discipline Detail - DD 4mm
IJ Discipline Summary - DS

l_'] Parent Nofification - PN

""" {1 User Defined Discipline Detail - UD

3. To create areport, click the Add button.

Discipline Detail AU S
D4solay My Templates Display Shared Templates Display Skyward Templates

Discipline Detail Templates B t‘}{ Print
Template Type a Description Created By Fpccssing

Add

4. Name Template Description.

Template Settings

mm) = Template Description: [Discipline Detail- DD |
Share with other users in entity 000
() Print Greenbar

Note: Report may be generated using By Range or By Individual. Steps to generate report using
each method will be provided on the following pages in the order they are shown below.

Print Options
® By Range O By Individual Ranges
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Print By Range

5A. Under Print Options select By Range and then click on the Ranges tab.

Print Options
® py Range O By Individual Ranges

5B. Set Student Range Parameters to preference and Save.

Student Range Parameters MA@ NOTES
Ranges Save
T o e Grade/ Grad Yr.: may be an optional change according to what
ol e 7 a0 grade levels the report is going to be generated for.
Calendar: [ |
ey et e :: = ¢ Birth Date: may be left as is, or may be changed to pesence
Entity Category Code: I:|
Homeroom: [ | . e N .
re— e Federal Race/ Ethnicity Fields: select Both for all
Head of | hold. [zzzzzzZZEZZ ]
zpcotes ] .
. — e Gender: set to Both
Local Race: ||
Feeder School District: I:| .
et o, ] e ] e NT Status: set to Both
Federal Race/Ethnicity Fields .
Hispanic/Latino Ethnicty” e Graduated: set to Both
1-American Indian or Alaskan Native:
2-Asian: . .
3-Black or African American: ® Status: set to Active
4-Native Hawaiian or Other Pacific Islander
s e CY Member: set fo Both
s Status: [Active
NY Status: [Both v CY Member: [Both . .
] B TR e  Full Time: set fo Both

5C. Under Print Options select to preference.

Print Referral Print Local Race Print Disc Notes Note:
Print Date Entered Print Advisor Print Disc Officer T

= ' e Youm lect or unselect printin
Print Comments (L] Print Oldest Offense First ) OU may select orunselect p 9
(] print Motivation ) (] Print Federal Race options to preference
(] print Hd of House Family: - Print Federal Race Legend

(] print Counselor

(] print Students with no Offenses

5D. The order of options may be set to preference by selecting the Sort Order tab, then click Ok.

Sort Order 4 Sort Order A B B

= Move | Field Select oKk 4mm
Advisor

Dis. Officer
Graduation Year
Homeroom
Incident Number
Location

Bus

Local Race
Federal Race
School

Student Key
Student Name
Student Type

)




5E. Under Offense Ranges set to preference.

- Offense Date: [08/26/2020 | E!W dnesd

Date Entered: [08/26/2020 _|[:3] Wednesd:

[JToday Less # of Days:
[JToday Less # of Days:

[06/04/2021 | :3] Friday
[12/31/9999 ][5 Friday

Referred By: | |
IncidentNumber: [ 0]

Severity: [ 0]

Time Comment: | i

|
Location: [
Bus: | ]
Discipline Officer: |

Parent Notified: [Both v |

Record Type: |0ffenses and Referrals

v]

B select Al Offenses
& Select All Motivations

|zzz77777777 |
[ 99999999
[ o]
lzzzzzzzz |
[zzzz

0
0
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Note:
Offense Ranges
Low High e School Year: must be set to current
- School Year: [2020-21 ~ Offense Sort Order | Offense Date
Discipline Entity: [ 7{‘ ‘ZEZZ Vi ° Offense Date: must be set to
Student Entity: | lzzzz_ ]

accurate date/ dates
Date Entered: must be set accurately
Parent Notified: must be set to Both

Record Type: must be set to Offenses
and referrals

Select All Offenses and Select all
Motivations: must be selected

5F. Click on Offense Sort Order and select Offense Date, Offense Code or Both then click Ok button.

Sort Order
Field

Mave

Offense Code

| |OffenseDate |~ |

A @Y g (2
Select OK 4um
Back
J
Unselect All

5G. Under Action Ranges ensure dates are set correctly,

Action Ranges
Low

Date Entered: [01/01/1900 || Monday

High

12/31/9999  |[i Friday

[ Today Less # of Days: 0

5H. Select Action Sort Order tab, select order and then click Okay tab.

* Action Sort Crder

Action Date

i
Sort Order A@mT S 7
Move | Field Select ok 4um
C - lagonpe
Action Code O
51. Complete Action Ranges.
Parent Notified: Both v Status: [A11 v|

Suspension Type: All

v]

Print Comments
Print Follow-Up

Select All Actions

Select All Difference Reasons

Note: Set Parent notified to Both, select Suspension Type to All, and select Status to All.

Print Comments, Print Follow-Up, Select All Actions, Select All Difference Reasons, must be selected.



5J. Set Action Detail Ranges to preference.

Action Detail Ranges
Low High
Detail Date: [01/01/1900 Monday [12/31/9999 |[:J] Friday
Parent Notified: [ Both v Status:

Include Actions With No Action Details Print Details
Print Comments Print Follow-Up

Select All Difference Reasons

OToday Less # of Days: 0

5K. Save and Print.

Edit Report Ranges. T

= Templte Setsiogs

PreeFacersRaco Logent

05|
03| Friday
R

= ction Renges

o

5L. View report in My Print Quevue.

@ i Favoritesy ] New Window fop My Print Queue k
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Note:

o Detail Date: must be set to accurate date/dates
e Parent Notified: set to Both

e Status: sef fo All

e Select all the check boxes as shown below

My Print Queue -

&= Views: [General v] Filters: [ Skyward Default Clone v|

Date » Time | Report Description Class Wait List # | Status

©7/01/2621 Thu | 4:38 PM|Discipline Detail - Discipline Detail- DD I completed [ - | Rerun

5M. The report is now ready for review.

1stdsc22.p 77-4 07/02/21 Page:1
05.21.06.00.00 STUDENT DISCIFLINE REPCRT 9:03 M
ossface ® ay/ Zncidant/
Type Per__ Sen Location M Points  Hrs _ Time Served Diff fsason  Seatus
sch ar vpe: R Race:  hdv ™
2021 Entity
ofsense 0s on Campus v o0.00
bisc Officer Bus: Beferred By : SERGIO JTMENER Date Entered
Student in possession of alcohol
K Served
1.00 served
o0 Served
Detail 04/23/2021 2:46F " 1.00 served
Foliow-up By:
05 1M scu suseewst s ¥ 0.00 Bay 1.00 1.00 Served
Susp In Scheal
N 1.00 Served
¥ 0.00 Bay 60.00 24.00 SCH YR ENDED  Served
OL GROUNDS ASE NOTE §/4/21:
2021-2022. Incarcersted on the
" 1.00 served
Detsil 04/29/2021 10:33 N 1.00 Served
Follow-Up By
betail 04/30/2021 10:33A " 1.00 served
Follow-Up
Detsil 05/03/2021 10:33 N 1.00 Served
Follow-Up By
betsil o N 1.00 served
Follow-Up
Detsil 05/05/2021 10:33 N 1.00 Served
Follow-Up By

ol IR~
Y W = Vew 4

Delete




Print By Individual

6A. Under Print Options select By Individual.

Print Options
(O By Range ® By Individual

6B. Select the Individual Tab.

Print Options
(O By Range @ By Individual Individual

6C. Select Student by inserting Alpha key or Other ID then click Add button. Selected students may
be removed individually or all together. Click Ok.

OK

Individual Student Selection AN Il

Select a Name
Back

Student: - Add -

Selected Names

Remove

Remove All

6D. Under Print Options select to preference.

Print Referral Print Local Race Print Disc Notes Note:

v v : v "

& print Date Entered & Print Advisor & print Disc Officer e Select or un-select printing
Print Comments [_J Print Oldest Offense First i ;

[ Print Motivation . || Print Federal Race options fo preference

|| Print Hd of House Family: 1 v Print Federal Race Legend

L Print Counselor

(] Print Students with no Offenses
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6E. The order of options may be set to preference by selecting the Sort Order tab, then click Ok.

Sort Order - Sort Order

Wowve Field
Advisor
Dis. Officer
Graduation Year
Homeroom
Incident Number
Location
Bus
Loczl Race
Federzal Race
School
Student Key
Student Name
Student Type

N =D
Select OK -
|:| Back
(]

(] Unselect All
(]
(]
(]
(]
(]
(]
(]
(]
(]
(]

6F. Under Offense Ranges set to preference.

Offense Ranges

Low High
School Year: [2020-21 v | [2020-21 ~ Offense Sort Order | Offense Date
Discipline Entity: | zzz ] Z
Student Entity: | | [zzzz
Offense Date: [08/26/2020 || 73] Wednesday [06/04/2021 || 3] Friday [JToday Less # of Days: | 0
Date Entered: [08/26/2020 _||:3] Wednesday [12/21/0999 |[:] Friday O Today Less # of Days: | 0
Referred By: [ 1 [zzzzz772227 ]
Incident Number: [ 0l [ 99999999]

Severity: [ il
Time Comment: [ I
—
Location: | 1
Bus: | |
Discipline Officer: |

Parent Notified: [Both v

Record Type: [Offenses and Referrals v‘

- Select All Offenses
B (7 sclect All Motivations

Note:
e School Year: must be setf to current

Offense Date: must be set to
accurate date

o Date Entered: must be set accurately
e Parent Notified: must be setf to Both

e Record Type: must be set to Offenses
and referrals

o Select All Offenses and Select all
Motivations: must be selected

6G. Click on Offense Sort Order and select Offense Date, Offense Code or Both then click Ok tab.

Sort Order AT o 7
Move | Field Select OK
| [OffenseDate | v | Bac
Offense Code [
Un=elect

6H. Under Action Ranges ensure dates are set correctly.

Action Ranges
Low High

Date Entered: [01/01/1900 |[3] Monday 12/31/99938 ||| Friday [ Today Less # of Days: | 0




6l. Select Action Sort Order tab, select order and then click Okay tab.

4 Action Sort Order | Action Date

Sort Order
Move | Field

Action Code

| acton Dato

Select oKk 4um

]

6J). Complete Action Ranges.

Parent Notified: Both v

Status: | A11 v

Suspension Type: | All

Print Comments

Print Follow-Up

Select All Actions

Select All Difference Reasons

Note: Set Parent notified to Yes or No, select Suspension Type, and select Status.

Print Comments, Print Follow-Up, Select All Actions, Select All Difference Reasons, must be selected.

6K. Under Action Ranges ensure dates are set correctly.

Action Ranges
Low

Date Entered: [01/01/1900 || %] Monday

High

12/31/95999 El Friday DToday Less # of Days:

0

6L. Select Action Sort Order tab, select order and then click Okay tab.

A Action Sort Order | Action Date

Sort Order AN IR I
Move | Field Select OK <4
T
Action Code O
6M. Complete Action Detail Ranges.
Parent Notified: |Both | Status: [ A11 v
Suspension Type: | A1l v|

Print Comments

Print Follow-Up

Select All Actions

Select All Difference Reasons

Note: Set Parent notified to Yes, select Suspension Type to All, and select Status to All.

Print Comments, Print Follow-Up, Select All Actions, Select All Difference Reasons, must be selected.
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6N. Set Action Detail Ranges to preference. Not
ore:

Action Detail Ranges

Low High
Detail Date: [01/01/1900 Monday [12/31/2999 _|[:-J] Friday O Today Less # of Days: | 0

Parent Notified: ‘ Both b Status: [ A1l v
Include Actions With No Action Details Print Details
Print Comments Print Follow-Up

Select All Difference Reasons

60. Save and Print.

Edit Report Ranges 1S ?

= Template Settings Save

* Template Description: [Discipine Detai- DD e e,

D) share with other users in entity 001 r—
Cprint Greeabar

Print Options

OeyRange ® ey Indwidual Jodiviual Sort Ovcer

& print Referral #rnt Local Race Print Disc Notes

B print Date Entered B print Advisor Print Disc Officer

erint Comments [ print Oldest Offense First

Derint Motwvation O print Federal Race

D print Hd of House Family: v Print Federal Race Legend

[Cprint Counselor

O print Students with no Offenses

Offense Ranges
Low
School Year: [2026-21_v] Ghense Sort Order
Dscipline EntRy:
Offense Date: [08/26/2020 || ;| Wednesday i | | Friday DOToday Less # of Days: | 0
Date Entered: (08/26/2020 ||, Wednesday 1231985 || .| Friday O Today Less # of Days: | 0
Referred By Tz
Incident Number: 9 99999939
Severty: 0 %9
Time Comment: [ (zzzzzz
Location: | ]|

Bus ezzzzzzzIIEE
Discipline Officer [Fr7er7277773
Parent Notified: [Botn v

6P. View report in My Print Queue.
JA § @ 5 rFavoritesy ] New Window €53 My Print Queue +

My Print Queue - o el

&= Views: [General v Filters: [ Skyward Default Clone v| YW R vew
Delete

Date v Time | Report Description Class Wait List # | Status T

Discpline Detail - Discpline Detail- DD Completed [ -

Rerun

6Q. The report is now ready for review.

Detail Date:
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must be set to accurate date/dates

Parent Notified: set to Both
Status: set to All

Select all the check boxes as shown below



50

Discipline Summary - DS

To print Discipline Summary - DS report follow the steps listed below.

1. Select the Office button and under Discipline - DI click on Report - RE.

| Students Families Staff Stud.ent ministration Educator Advanced | Fe
Services Access Plus = Features H
» Attendance - AT » Future Scheduling -FS
» Grading - GR + Discipline - DI
Entry by Officer - BO L
» Current Scheduling - CS Entry by Student - BS Ll
Entry by Incident - DI L
Action Detail Update - AC L
Transaction Tracking- TT LN
Reports - RE 4 L'm|

2. Under Reports by Student Ranges or Individuals - RS select Discipline Summary - Ds.

=13 Reports by Student Ranges or Individuals - RS
- [ Discipline Detail - DD

] Discipline Summary - DS 4==

{1 Parent Notification - PN

{1 User Defined Discipline Detail - UD

3. To create areport, click the Add button.

Discipline Summary A @O S 2
D»sulay My Templates Display Shared Templates Display Skyward Templates
Discipline Summary Templates =] ﬁ{, Print
Temnlate Tune a Nescrinfion Created Ry P(OCL?;SVHQ
.- &

Add

4. Name Template Description.

Template Settings

=P = Template Description: |Discipline Summary- DS |
[ share with other users in entity 001
[ print Greenbar

Note: Report may be generated by using By Range or By Individual. Steps to generate report using
each method will be provided on the following pages in the order they are shown below.

Print Options
@ gy Range O By Individual




5A. Under Print Options
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Print By Range

select By Range, then click on the Ranges button.

Print Options
(® By Range ) By Individual

Ranges

5B. Students Range Parameters will appear. Set ranges to preference.

Student Range Parameters /
Ranges Note:
Low High
Student Key: | | |zzzzzzzzzm | e Grade/Grad Yr.: set to Grade level preference
Grade/Grad Yr: 2024 2021
Schoal: [ |
Calendar: |
Student Type: [ |
Entity Category Type: [ |
Entity Category Code: [ |
Homeroom: | | [ |
Advisor Key: | [ |
Counselor Key: | [ |
Head of Household: | | |[zzzzEzZZEFZZ |
Zip Code: [ | |zzz7777 |
Carrier: | | [zzz772 ]
local Race: [ |
Feeder School District: | | |zzz7777 |
Birth Date: [01/01/1900 |5 [12/31/2999  |[4]

5C. Under Federal Race/Ethnicity Fields select Both for all unless needed to be changed.

Federal Race/Ethnicity Fields
Hispanic/Latino Ethnicity?: | Both w
1-American Indian or Alaskan Mative: | Both -

3-Black or African American: | Both
4-Mative Hawaiian or Other Pacific Islander: | Both

2-Asian: | Both W

5-White: | Both

5D. Set every cell to Both except for Status, select Active.

Gender:

Status: | Active

NY Status: | Both v| CY Member:

Graduated:

Full Time: | Both v |




5E. Click on Sort Order tab and select sort options to preference and Save.

Sort Order ANy © e~
ot Oxieg Available Sort Fields i e save

Back

Order | Sori Field
I
Graduation Year
Homeroom
Incident Number
Location
Race
School
Student Key
Student Name
Student Type

DDDDDDDDDE.

5F. Page Break is optional, click on Page Break tab, select and Save.

W SKyWarausTOTP.COMy STTTP TS/ Walsd. Ol VW O ETVICE—wWaeUusdMeNpPEQEN IO 500w
Page Break " =
Pag Page Break A @O S 7
A =
“| Sort Fields to Page Break On B l& Save -
| Sort Field a Bk
(B [sudent ey I -

5G. Select the Print Options to Preference.

Print Advisor
(] print Counselor

(] print Oldest Offense First

(] print Students with no Offenses
(] print Federal Race Legend

5H. Under Offense Ranges, select ranges to preference, ensure dates are current and correct.

Offense Ranges
Low High

School Year: [2020-21 w [2020-21 +
Discipline Entity: /001 001
Offense Date: [01/01/1900 || -3 Monday 12/31/9999 _||:"5| Friday [ Today Less # of Days: | 0
Date Entered: [01/01/1900 ||%] Monday [12/31/9999 |[:<] Friday [OJToday Less # of Days: | 0
ReferredBy: [ | [zzzzz727777 ]
Incident Number: [ 0] [ 99999999

Severity: [ 0|
Time Comment: [ |
Discipline Officer: [ |
Parent Notified: [Both v |
Record Type: |Offenses and Referrals v|

Select All Offenses

Select All Motivations

51. Under Action Ranges ensure dates are set correctly.

Low High
Date Entered: D Monday D Friday (JToday Less Number of Days: | 0
5J. Complete Action Ranges. NOTE:
¢ Parent Notified: set to Both
Parent Notified: | Both v Status:
Suspension Type: [A11 v

— e Suspension Type: must be set to All

o Select Status: must be set to all

o Select All Actions: ensure to select
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5K. Set Action Detail Ranges to preference.  Note:
o  Detail Date: must be setf to as shown below or to preference

Action Detail Ranges
Low High oge
Detail Date: [01/01/1900 (5| Monday [12/31/9998 [ Friday [IToday Less Number of Days: | 0 | @ Parent Notified: must be set to Both
Parent Notified: [Both __ v] Status: [A1L v
& 1ndude Actions With No Action Details ° Status: must be set to All

. e  Check Include Actions With No Action Detail
5L. Save and Print.

Add Report Renges

Template Settings.

' Ottense Ranges

Fnday
- Fday

5M. View report in My Print Queue.

- _l “ f_}'Favnritesv {DNEW Window lﬁll‘.ﬂy Print Dueu&+

My Print Queue - A @ TS

;- Views: | General v | Filters: [ Skyward Default Clone v | hid @ & View

Delete
Date v Time | Report Description Class Wait List # Status T

I comviees [ -

Rerun




6A. Under Print Options select By Individual.

Print Options
(O By Range ® By Individual

6B. Select the Individual Tab.

Print Options
(O By Range ® By Individual Individual

6C. Select Student by inserting Alpha key or Other ID then click Add button. Selected students may
be removed individually or all together. Click Ok.

Individual Student Selection A w1
Select a Name o
‘ Student: - Add - Eack

Selected Names

Remaove

Remove All

6D. Click on Sort Order tab and sort to preference and Save.

Sort Order A @ T S (7
Sort Order Available Sort Fields i e save g

Order | Sort Field Hack
 adveor | |

Graduation Year

Homeroom

Incident Number

Location

Race

School

Student Key

Student Name

Student Type

DDDDDDDDDE.

6E. Page Break is optional, click on Page Break Tab, select and Save.

L] beVJdlU.lbLUlp.(.U"]/ CTTPTS/W 15d. 01/ VWOETY = WoEOUSdTTTENPEUETTOTA S,
Page Break . -
‘ Pag Page Break A @O S 7
¥ ™
“| sort Fields to Pa ) @ ( sae 4=
= <ort Field Back
m Sweme R

6F. Select the Print Options to preference.

Print Advisor
[ rint Counselor

[ print Oldest Offense First

[ print Students with no Offenses
[ print Federal Race Legend




6G. Under Offense Ranges, select ranges to preference, ensure dates are current and correct.

Offense Ranges

Low High
School Year: [2020-21 v| [2020-21 |
Discipline Entity: 001 001
Offense Date: [01/01/1900 _|[%] Monday [12/31/9099 |[%] Friday [JToday Less # of Days: | 0
Date Entered: [01/01/1900 _|[%] Monday 12/31/9999 || %] Friday [ Today Less # of Days: | 0
Referred By: | | [zzz77727777
Incident Number: | | | 99999999
Severity: [ 0| [ 99
Time Comment: | ] \zzzz7777 |
Discipline Officer: | ] [zzzzz772772

Parent Notified: [Both v |
Record Type: fOffenses and Referrals v‘

Select All Offenses

& Select All Motivations

6H. Under Action Ranges ensure dates are set correctly.

Low

Date Entered: [01/01/1900 || Monday

High
12/31/9999 || Friday

[ Today Less Number of Days: 0

6l. Complete Action Ranges.

NOTE:

Parent Notified:

Suspension Type: [ALL
Select All Actions

v]

Status:

Parent Notified: sef to Both

Suspension Type: must be set to Al

Select Status: must be set to all

e Click on Select All Actions to select

6J. Set Action Detail Ranges to preference.

Note:

Action Detail Ranges

oW/ o
Detail Date: (01/01/1900
Parent Notified: | Both v

@ Indude Actions With No Action Details

High

/<] Monday 12/31/9999

|[:2] Friday
Status: | A1l v

B preference
[ Today Less Number of Days: 0

. Parent Notified: must be set fo Both

6K. Save and Print.

o  Status: must be set to All

o Check Include Actions With No ActionDetail

o

(] Detail Date: must be set to as shown below or to



6L. View report in My Print Queue.

y [ & @ yFavoitesw {7 New Window ronMy Print Queue

My Print Queue - A @ T
& Views: [General v| Filters: [ Skyward Default Clone v Y B R
Date w Time | Report Description Class Wait List # Status T

&

i

View

Delete |

6M. The report is now ready for review.

1stdsc23.p 60-4 07/02/21
05.21.06.00.00 STUDENT DISCIFLINE SUMMARY
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Grade Input and Proof Sheets - PG

To print Grade Input and Proof Sheets - PG reports follow the listed steps below.

1. Select the Office tab and under Grading- click on Reports - RE under Grading - GR.

Home Siudents Families = Staff SStuc!ent ﬂ-inist
ervices
< Ql
Reports - RE L] » Student
5 » Attendance Letters - AL
» Device Entry - DE ~ Discipl
» Office Visits - OV Entry by
Entry by
- Grading - GR ey
Action D¢
Entry by Student - GS Ll e
Entry by Class - GC Ll Reports -
Repnrts-RE- L —
EQC Grade Calculation History - EH Ll b L=l

2. Under Grade Informative/Analysis - Gl select Grade Input and Proof Sheets-PG.

=3 Grade Information/Analysis - GI

~{] Grading and Attendance Summary - GA
-] Grading and Attendance Analysis - AA
] Academic Eligibility - AE

--{ Credit Deficiency Report - CD

[ Credit History Update Report - CH

-] Grade Analysis - GO

--{ ] Grade Changes Log - GC

-{] Grade Deficiency Letters - GD

-] GPA Improvement/Regression - IR

(] Grade History - GH

] Credit History Audit - HA

~{] Grade Input and Proof Sheets - PG 4l
{1 Grade Listing/Verification - GL

{1 Qualification Report - QR

-{] Selected Comments - SC

~{] Selected Grades - 5G

--[] Teacher Grade Posting - TP

(] Pass/Fail Grade Comparison - PF

3. To create areport, click the Add button.

Grade Input and Proof Sheets A @O S
Display My Templates Display Shared Templates Display Skyward Templates

Grade Input and Proof Sheets Templates & 531) Print
Template Type a Descripfion Created By ::Cd

4.Set ranges in template topreference.

- Note:
Edit Report Ranges
e  Template Description: Title Template
Template Settings
* Template Description; | | e  Report Type: Must select Proof
Share with other users in entity 102
[ print Greenbar e Name Order: Must select Last, First
Report Options e  Student Class Records: must be set to Enrolled Classes
Report Type: | Proof v .
- e  Student Status: Must be set to Active
Name Order: [ Last, First v|
Student Class Records: [ Enrolled Classes v| e Class Record Type: must be set to Current
Student Status: | Active v|
Class Record Type: e  Select Include All Student Class Lengths
Include All Student Class Lengths




5. Continue setting ranges.

Print Options
Double Space Names Page Break: [ None ~|
(O print School ID Page Break by Class
[ Sort Students by School O Only Print Students in Selected Activities
Grade Bucket Blocker: Print Student's Activities
Grading Comments
Cprint Codes Print Descriptions
* Low GP:[2 v |TERM 1 *HighGP: (19 |v|TERM 5

Grade Buckets To Display
Midterm Term  Semester Final
[CJpr1 Edist Esmi [Jrne
Crrz E2np Osmz2

Clera @ 3RD

Clera @ 4tH

[CIprs EdsTH

[Jprs [6TH

6. Save and Print.
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Note:

e Print Options: select Double Space Names, select None for Page
Break, and select Page Break by Class

¢ Grading Comments: set Low/ High GP with theTerm (depending
on the grading period you want to generate report for)

e Grade Buckets To Display: select by Mid Term,
Semester, or Final (depending on the grading
period you want to generate report for)

Edit Report Ranges

Template Settings

* Template Description: | |
Share with other users in entity 102
[ print Greenbar

Save

Save and
Print

Ranges
Sort By

5. View report in My Print Queue.

v A E @ rFavoritesw §]New Window s I Print Queue +

My Print Queue - |

i_- Views: |Genera1 V‘ F(Iters:| Skyward Default Clone v‘

Date w Time | Report Description

| 96/23/2021 vied | 9:11 AM| Grade Input and Proof Sheets - Grade Input and Proof Sheets

6.The report is now ready forreview.

A QS5 (2
h. 4 @ @_] & View
Class Wait List # | Status T Dekele




Selected Grades - SG

To print Selected Grades - SG reports follow the steps listed below.

1. Select the Office tab and under Grading - RE select on Reports - RE

Home Studenis Families Staf Siudent Winist
Services
4 Ql
Reports - RE T » Student
» Attendance Letters - AL
» Device Entry - DE ~+ Discipl
» Office Visits - OV Entry by
Entry by
- Grading - GR Entry by
Action D¢
Entry by Student - GS L Transacti
Entry by Class - GC L Reports
Reports - RE L]
] P - » Discipli
EQC Grade Calculation History - EH T

2. Under Grade Informative/Analysis - Gl select Selected Grades -SG

=[] Grade Information/Analysis - GI
~{1 Grading and Attendance Summary - GA
~{] Grading and Attendance Analysis - AA
-1 Academic Eligibility - AE
~{ Credit Deficiency Report - CD
~{] Credit History Update Report - CH
~{ Grade Analysis - GO
~{] Grade Changes Log - GC
~{1 Grade Deficiency Letters - GD
~{] GPA Improvement/Regression - IR
~[] Grade History - GH
L) Credit History Audit - HA
~{] Grade Input and Proof Sheets - PG
~{ Grade Listing/Verification - GL
~{] Qualification Report - QR
-] Selected Comments - SC
[ selected Grades - SG-
~{] Teacher Grade Posting - TP
~{ Pass/Fail Grade Comparison - PF

3. To create areport, click the Add button.

Selected Grades EN A
Display My Templates Display Shared Templates Display Skyward Templates

Selected Grades Templates ) & Erint
Template Type o Description Created By Frceassing
I -

4. Title Template Description.

Template Settings

) - Tomplate Description: [Selected Graded |
B share with other users in entity 102
[ print Greenbar

Note: Report may be generated by using By Student or By Other. Steps to generate report using
each method will be provided on the following pages in the order they are shown below.

Report Type
Report Type: @ By Student () By Other Ranges
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5A. Under Report Type select By Student, then click the Ranges button.

Report Type
Report Type: @ By Student O By Other Ranges 4

5B. Set ranges to preference and Save.

Student Ranges A @ T
Student ranges are based upon the current entity's school year, not the report's school year.
O By Individual Grades @ By Grade Range (O By Grad Year Range () By Grad Req Base Year [2] Sove
Low High , =
Student Key: | 27777777777 .
Grade/Grad Yr: 9999 0000 N°1e'
Advisor: [ 77777777777
Counselor: [ 272722227z | ¢ Select By Grade Range: select to preference
Feeder School: 27777777777
Zip Code: | zzzzzzIIZZ

¢ Student Status: must be set to active

Olnactive (O Both

e Next Year Status, Resident, Current Year Member,

Current Year Membei 2 )No
et b e Graduated, and Gender: must all be selected toBoth
2 Al Student Types [ Filter By Processing Lists @
B Al Races [iter o Merhod .t eessiwtion e Select all boxes, All Student Types, All Races, All
A” Schooks Schools, All Homerooms, All Calendars, All Categories, All
All Homerooms
© Al Calendars Default Entities,

All Categories
All Default Entities

5C. Set Activities to preference.

Activities

Include All Activities

[ Print Activities

[ Sort/Group by Activities 7]

5D. Set ranges for Report Options, Course Ranges, and Grade Buckets to Check. Save and Print,

Edit Report Ranges
Template Settings -
- Tempiste Descrpton: [SHRHRA GG ;
i

Report Type

) incide A8 Student Ciass Lengt
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5E. View report in My Print Queue.

- _l - {:}Faumitesv {DMEW Window Iﬁlm Print Queue +

My Print Queue - Laura Torres AmT G ]
2 Views: [General v/ Fiters:  Skyward Default Clone v | YRR (e =
Date w Time | Report Description Class Wait List # | Status T~ Deees

86/23/2021 Wed | 2:53 PM|Selected Grades - Selected Grades- SG Completed E s | Remun

5F. Report is now ready for review.

lggatnll.p 34-4 ELEMENTARY 06/23/21 Page:1
05.21.02.00.00 2021 - Seiectea Grade Report by Student 2:53

[ 1w

6A. Under Report Type select By Other, then click the Ranges button.

Report Type
Report Type: (O By Student @) By Other | Ranges <mm

6B. Set ranges to preference and click Ok.

Ranges Maintenance A @
Ranges oK
Low High Back
Course/Class: )| | [ [ |
Teacher: | | |

Class Building: [ |
Course Grade:
Subject: [ |
Department: I:|
Course Type: I:|
Class Period:

SiliiE,




6C. Set Activities to preference.

Activities
Include All Activities

(] Print Activities
] Sort/Group by Activities @

6D. Set ranges for Report Options, Course Ranges, and Grade Buckets to Check. Save and Print.

Edit Report Ranges

Template Settings.

* Template Descrphon: Sele

Report Type: Oy Studert ® By Other | Gangen

o
A — B
m 7
o »
& »
65 «
o 4
8 2
& &
61 3359 “
© 9959 FH
8 = o=

&

Asterizk 1) Genotes 8 requred Tld

6E. View report in My Print Queue.

$ 2 @ s Favoritesw ] New Window s I Print Dueu&*
6F. Report is now ready for review.




63

Class Mdiling Labels Report - CM

To print Class Mailing Labels Reports - CM follow the steps listed below.

1. Select the Office tab and under Current Scheduling - CS select Reports - RE

Home i Student
laeli=8 Students = Families = Staff Services E

al

» Attendance - AT /t/F

» Grading - GR / »

w Current Scheduling - CS » H

Reports - RE -

2. Under Scheduling Reports - RE select Class Mailing Labels Report -CM

|=+3 Scheduling Reports - RE
] Class Mailing Labels Report - CM 4um
] Class Roster Report - CR
] Class Seating Chart - CH
L] Student Schedules - 55
1] Schedule Cards Report - SC
: [ ] Teacher Schedules Report - TS
i} 1] Repeated Courses Report - RC
i {a Pre-Requisite Verification Report - PR

3. To create areport, click the Add button.

Class Mailing Labels Report A @ T S
Displav Mv Temblates Disolav Shared Temolates Displav Skvward Temblates

C _ . . ‘:L,g Print
Template Type a Description Created By Frecessing

List

Add

4. Title Template Description.

Template Settings

mmp * Template Description: [Class Mailing Lzbels Report |

Share with other users in entity 102
(] Print Greenbar

Note: Report may be generated by using By Range or By Class. Steps to generate report using each
method will be provided on the following pages in the order they are shown below.

Class Selection

@ By Range O By Class Range




Print By Range

5A. Under Class Selection select By Range then click on the Range button.

Class Selection

@® By Range O By Class Range 4mm

5B. Set ranges to preference and Save.

IAdd Class by Range

Class Ranges

Low

High Sort
Course/Class: lﬁ[ [zzzz2777) {727227277‘
Teacher: [ i | |zzzzzzzzzzz ]
lass Building: [ —i [zzzzz ]
Course Grade: [ 00] [ o9 &
Course Length: [ zzz ]
Subject: [ lzzz |
Department: [ [zzz
Course Type: [ zzz
Class Period: [ 00| [ o

@ U7 Note:
save 4
Back e Course Grade: must be setf fo 00-99

e Class Period: must be set to 00-00

Sort Order

Available ields

Crder | Sori Field

b

Class Key
Class Perind
Class Record
Course Grade
Course Type
Department
Subject
Teacher

Ooooooog

W | [ClassBuikding | |

A @O o
B @ [ swe G
Back

5D. Set remaining ranges to preference, Save and Print.

Edit Class Mailing Labels Report Template

E Template Settings Save

* Template Description: |Class Mailing Labels Report
Share with other users in entity 102
[ print Greenbar

Save and L
Print

Label Setup
Back
Class Selection

® By Range O By Class Rangs

Print Options.

Students And Other Selections For School Year: |2828-21

Terms To Print: [ALL=A11 Year Schedule Terms=21-86 v
Low High
Student Race: [ |
* Grade/Grad Yr: 2031 2028
Student Type: [ |

Student Current Year Status:
Student Class Record Types:
[ Print Students With Adjusted Classes Only
Family to Print:
Cross-Entity Enrollment Classes:
Cross-Entity Enrollment Classes to Print:

2 Label Printing Options

Note:

¢ Students And Other Selections For School Year: must ensure
the school year is accurate

e Terms To Print: Must select the term All-All YearSchedule
Terms—01-06

e Grade/Grad Yr.: must ensure the grades are accurate
e Student Current Year Status: must be set to Active Only

o Student Class Record Type: must be set to Enrolled Only

¢ Family to Print: must be set to First Only
e Cross- Entity Enroliment Classes: must be setf tolnclude

e Cross- Entity Enroliment Classes to Print: “Home"” and “Away”
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5E. Under Printing Options set ranges following the steps listed below.

‘ Label Printing Options Note:
Name Order FIL Cartier Golig e Name Order: set to First M Last
Route Literal:
G Rikest S last Fret Print First Guardian Name o Label Line 1: set to Student Name
( Print First and Second Guardian Names
| LabelLine 1 Print "Parent or Guardian Of" e Must select: Print “Parent orGuardian
[ Guardian Name Student Name Print Student Name Of”, and Print Student Name

Print Family Title

5F. Save and Print.

Edit Class Mailing Labels Report Template Ia
Template Settings Save
* Template Description: |Class Mailing Labels Report | Sa;ﬁ:;”d 4=
(J share with other users in entity 102
. Label Setup
U print Greenbar
Back
5G. View report in My PrintQueue.
2 _1_ E u {:}*Favmitesv 3T_'| Mew Window Iﬁlm Print Dueu&+
My Print Queue - A @ QO S
£ Views: [General v| Filters: [Skyward Default Clone v| Y W B & View
Date v Time | Report Description Class \Wait List # | Status T Delete

- Completed E - Rerun

10:06 AM | Class Mailing Labels Report - Class Mailing Labels Report

5H. Report is now ready forreview.



Print by Class

6A. Under Class Selection select By Class, then click on the Class button. Classes may be selected to
your preference.

Class Selection

OBy Range @ By Class 4mm Class <um

Clear List

Vs

6B. Under Select Classes - Class Details, select class/ classes then save.

iy i~ j
Yo ® R (s

Select Classes - Class Details
“alle¥sTies v |

Views: |Class Details v | Filters:

Select Description Entity | Subj Teacher Pd | Days Terms Room Back
. e e 0w os | F o) | B
a 1-ART 02 1-ART 102 10 V MARTINEZ 05 F YR (01-06)

a 1-ART 03 1-ART 102 10 V MARTINEZ 05 W YR (01-06)

a 1-ART 04 1-ART 102 10 V MARTINEZ 05 T YR (01-06)

a 1-ART 05 1-ART 102 10 V MARTINEZ 05 M YR (01-06)

m} 1-ART 06 1-ART 102 10 V MARTINEZ 05 R YR (01-06)

a 1-ART 07 1-ART 102 10 V MARTINEZ 05 T YR (01-06)

(] 1-ART 08 1-ART 102 10 V MARTINEZ 05 T YR (01-06)

a 1-ART 10 1-ART 102 10 D BOWMAN 05 T YR (01-06)

m} 1-ELAR 01 1-ELA READING 102 01 D GUAJARDO 01 MTWRF YR (01-06)

m} 1-ELAR 02 1-ELA READING 102 01 E SALDIVAR 01 |MTWRF YR (01-06)

(m] 1-ELAR 03 1-ELA READING 102 01 K PENA 01 MTWRF YR (01-06)

m] 1-ELAR 04 1-ELA READING 102 01 D HERNANDE: 01 | MTWRF YR (01-06)

m] 1-ELAR 05 1-ELA READING 102 01 A NAVARRO 01 MTWRF YR (01-06)

[m] 1-ELAR 06 1-ELA READING 102 01 E GARZA 01  MTWRF YR (01-06)

m] 1-ELAR 07 1-ELA READING 102 01 CKITCHENS 01 MTWRF YR (01-06)

m] 1-ELAR 08 1-ELA READING 102 01 S SALAS 01  MTLRF YR (01-06)

m] 1-ELAR 09 1-ELA READING 102 01 A FLORES-KOE 01  MTWRF YR (01-06)

a 1-ELAR 10 1-ELA READING 102 01 KROSS 01  MTLRF YR (01-06)

‘D 1-ELAW 01 1-ELA WRITING 102 01 D GUAJARDO 01 MTWRF YR (01-06) . e
4 4 b W 200 records displayed Course:l

6C. Set ranges to preference and Save.

|IAdd Class by Range

=
2
et
h

D

: Note:
Class Ranges Save
__ Back

=

ow
Course/Class: )|
Teacher: [ |
Class Building: [ |
Course Grade: [ 00]
Course Length:

Subject: |
Department:
Course Type: |
Class Period:

¢ Course Grade: must be setf to 00-99

¢ Class Period: must be set to 00-00

éD. To Sort click on the Sort button and set ranges to preference and Save.

Sort Order AN m
ilable Sort Fields =2 ey Save

Back

Order | Sort Field
| |ClassBuildng | B
Class Key
Class Period
Class Record
Course Grade
Course Type
Department
Subject
Teacher

DDDDDDDDH.




6E. Set remaining ranges to preference, Save and Print.

Edit Class Mailing Labels Report Template
Note:
Template Settings Save
& . Save and . .
WntEh LY TTE T — i 4mm o stydents And Other Selections For School Year: must ensure
0 Label Setup .
e Sreeneer ack the school year is accurate
Class Selection
@ey Range OBy Class | Range e Terms To Print: Must select the term All-All YearSchedule
& Print Options Terms_ O] —06
Students And Other Selections For School Year: 2028-21
Terms To Print: [AT1=A11 vear Scheaule Terns=aL-66 v ¢ Grade/Grad Yr.: must ensure the grades are accurate
Low
Student Race: [ | . H
+ mdefarnd 1 B o Student Current Year Status: must be set fo Active Only
Student Type: [ |
e Student Class Record Type: must be set to Enrolled Only
Student Current Year Status: o Y . .
B e o~ ¢ Family to Print: must be set to First Only
[ Print Students With Adjusted Classes Only .
Famiy to print: [First oty v] e Cross—- Entity Enrollment Classes: must be set toInclude
Cross-Entity Enrollment Classes:
Cross-Entity Enrollment Classes to Print: o P T "
e Cross- Entity Enroliment Classes to Print: “Home"” and
Label Printing Options “AWOy”
Asterisk (*) denoles a reguired field

6F. Under Printing Options setf ranges following the steps listed below.

Label Printing Options Note:
Print Carrier Route .
Name Order 5 S e Name Order: set to First M Last
oute Literal:
First M Last Last First M Print First Guardian N .
HUEHEsESUardianfame ¢ Label Line 1: set to Student Name
Print First and Second Guardian Names
Label Line 1 Print "Parent or Guardian Of"
Guardian Name Student Name Print Student Name

Print Family Title

e Must select: Print “Parent orGuardian
of”, and Print Student Name

6G. Save and Print.

Edit Class Mailing Labels Report Template Ja
Template Settings Save
* Template Description: [Class Mailing Labels Report | Sa;ﬁ:{"d =
[ share with other users in entity 102
) ors Label Setup
[ print Greenbar
Back

6H. View report in My Print Queue.

y A [ @8 iyFavoitesy ] New Window e I Print Qu&u&+

My Print Queue - ___._ .__.__ A @O S

£ Views: [General v| Filters: [ Skyward Default Clone v | Yo B R View
Date v Time | Report Description Class Wait List #| Status - Delete
06/24/2021 Thu_| _2:14 PM| Class Maiiing Labels Report - Lobels [ IR Cornpleted |[f - | Berun

6l. Report is now ready forreview.
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Class Roster Report - CR
To print Class Roster Reports - CR follow the steps listedbelow.

1. Select the Office tab and under Current Scheduling - CS, click on Reports-RE

- Student
Home | Students | Families Staif e W

4 Ql
[— » Attendance - AT »F
» Grading - GR »C
« Current Scheduling - CS »hH
Reports - RE 4l &

2. Under Scheduling Reports - RE select Class Roster Report -CR

3 Scheduling Reports - RE
1] Class Mailing Labels Report - CM
1] Class Roster Report - CR 4=
1] Class Seating Chart - CH
~1] Student Schedules - S5
1] Schedule Cards Report - SC
1] Teacher Schedules Report - TS

11 M

3. To create areport, click the Add button.

Class Roster Report A@TUO S
Display My Templates Display Shared Templates Display Skyward Templates
Class Roster Report Templates N ® Print -

Processing
Template Tvoe a Descripfion Created Bv List

Add

4. Title Template Description.

Template Settings

* Template Description: |Class Roster Report- CR <=
[ share with other users in entity 102
() rink Greenbar

Note: Report may be generated by using By Range or By Individual Class(es). Steps to generate
report using each method will be provided on the following pages in the order they are shown
below.

Class Selection
® By Range ) By Individual Class{es)




Print By Range

5A, Under Print Options select By Range. Ensure you are selecting current School Year, select
desired Terms To Print, and choose Class Sort if required.

Print Options
Terms To Print: [ 1ST=TERM 1 Schedule Terms=01-01 ~
5B. Under Class Ranges select ranges to preference.
Class Ranges NOte:
Low High
C°“’f"“:$“ ! Zﬁ”mzzz : e  Class Period: set to 00-00 when generating for elementary, if
eacher: [ 277777 2| All Day Patterns . .
tses o [ e generating for secondary class period may be changed
Course Grade: [ i 99
s o zZ e  Ensure All Day Patterns isselected
Subject: zzz
Department: zzz o
CourseType: [ 7z Cross-Entty Enrollment Classes: [Taciuge ] e  Cross-Entity Enroliment Classes: set to “Include”
Class Period: 00| 00| Cross-Entity Enrollment Classes to Print: \ “"Home" and "Away" v |
Attendance Period: |___00 ) e  Cross—Entity Enroliment Classes to Print: set to “Home"” and “Away”

5C. Under Items to Print set ranges to preference.

Note:
e Detail Line 1: select Include Middle Name
e ID Number: select Other ID

o Date to Use For Method of Instruction: select Todays Day, unlessyou
have a specific day to generate for

The rest of the ranges may be set as shown in the image.

5D. Under Formatting set ranges to preference.

Note:
Formatting e Teacher Name: set to Full Name
0 ace Class Lis
- Deinle Spate CEes it Student Name Print Order Number of Report Columns ° Teachers to Print: Primory
TfeacherNamer OFirst Middle Last @ Last First Middle @1 coumn O2 Columns
(U Namer o ame e Student Name Print Order: Last First Middle
Student Count Display Method Printing Orientation
eachers ok fot @ print One Class Total ®portrat: O Landscape ¢ Student Count Display Method: Print One Class Total
OAl @ primary U Print Totals By Semester
' Print Totals By Ter
bt e Number of Report Columns: select 1 Column

¢  Printing Orientation: set to Portrait

5E. Select Student ranges to preference, click on Stu Sort button, select choice of field and Save.

Student Ranges Sort Order ™) —
4mm Avaiable Sort Fiekds 28 o
E--_- Note:
e Student Current Year Status: must be setf fo Active only

e Student Class Record Types: must be set to Enrolled Only

Astersk (') denotes & required field

5F. Save and Print.

Edit Class Roster Report Template A IS B4

Template Settings
sh, sers in entity 102
O er




Print By Individual Class(es

6A. Under Print Options select By Individual Class(es). Ensure you are selecting the desired
School Year, select desired Terms To Print, and choose Class Sort if required.

Print Options

Class Selection
School Year: | 2029-21 ~

OBy Range @ By Individual Class{es)

Class Sort -

Terms To Print: \A11=A1] Year Schedule Terms=91-85 e

6B. Under Individual Class, click on the Classes button, choose the classes desired and Save.

Select CI

6C. Under Items to Print set ranges to preference.

Note:
Detail Line 1: select Include Middle Name

ID Number: select Other ID

Date to Use For Method of Instruction: select Todays Day, unless you
have a specific day to generate for

m%luw,uNa;‘",me The rest of the ranges may be set as shown in the image.

6D. Under Formatting set ranges to preference.
Note:

Fumig e Teacher Name: sef to Full Name
J ace Class Lis
| Double Space Class List Student Name Print Order Number of Report Columns

Teacher Name OFirst Middle Last ® Last First Middle @1 coumn O2 Columns ° Teachers to Print: anory
@ Full Name O Short Name . . .
Student Count Display Method Printing Orientation ° Student Name Print Order: Last First Middle
Teachers to Print @Pprint One Class Total ®@portrait O Land . .
Onl ®prinary Ot Tots By Semeste TR e e Student Count Display Method: Print One Class Total

(U Print Totals By Term

e Number of Report Columns: select 1 Column

e  Printing Orientation: set to Portrait

6E. Select Student ranges to preference, click on Stu Sort button, select choice of field and Save.

Sort Order 1 - & 2
4= vt ot ks = &

(-

Note:
e Student Current Year Status: must be sef fo Active only

o Student Class Record Types: must be set to EnrolledOnly
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6F. Save and Print.

Edit Class Roster Report Template A IS~
Template Settings Save
* Template Description: | s.';o aynu
Share with other users in entity 102 Ll
() print Greenbar Back
6G. View report in My PrintQueue.
y [ & @ 5Favortesw §]New Window =My Print Q
g Ll .7 Favorites ew Vindow £ My Print Queue
My Print Queue - AmU S g
£ Views: [General v| Filters: [Skyward Default Clone v] Y = @ Yew
Date w Time | Report Description Class Wait List # | Status T &
©96/25/2021 Fri 8:51 AM | Class Roster Report - lep student Completed [V ~ Rerun

6H. Report is now ready forreview.

lzoschd42.p 06-4 ELEMENTARY 06/25/
05.21.02.00.10 Clasa Roster 2021
CLASS :1-HMR/01 1-HOMEROOM TEACHER BLD ROOM TERMS PD DAYS
FOR TCHE 1-6 Q MTHWRF
COR TYP
SUBJECT
LENGTH
TERM
STUDENT MNAME GD G TM BIRTH DATE OTHER ID

01 M 04/15/2014

01 M 04/04/2014

01 F 01/20/2014

01 M 10/16/2013

01 M 01/30/2014

01 F 07/15/2014

01 M 10/15/2013

01 M 12/02/2013

01 F 07/28/2014

01 F 0B/26/2013

01 F 09/06/2013

01 M 01/16/2014

01 F 04/03/2014

01 M 09/15/2012

01 F 05/10/2013

01 M 10/23/2013

01 M 03/28/2014

01 M 07/28/2014

18 STUDENTS (11=M T7=F)
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Student Schedules - SS
To print Student Schedules - SS report follow the steps listed below.
1. Select the Office button and under Current Scheduling - CS click on Student Schedules- SS.

L | Students | Families | Staff | Student w
Services

4 Q

» Attendance - AT

-

» Grading - GR )
+ Current Scheduling - CS Setup M
F Reports - RE 4uB e

2. Under Scheduling Report - RE select Student Schedules - SS.

=3 Scheduling Reports - RE

~{] Class Mailing Labels Report - CM

~{ ] Class Roster Report - CR

-] Class Seating Chart - CH

~{ ] Student Schedules - 55 4=m

~{] Schedule Cards Report - SC

~{ ] Teacher Schedules Report - TS

- Repeated Courses Report - RC

=R Pre-Requisite Verification Report - PR
~{] Student Transaction Reports - TR
~{ ] Future Student Transaction Reports - FS
~{] Student Check-Out Forms - CF

3. To create areport, click the Add button.

Student Schedules A m O S |2
stplay My Templates Display Shared Templates Display Skyward Templates
Student Schedules Templates =] Ci,{, Print
Template Tvbe a Description Created By Prox;j:tsing
Add

4. Name Template Descripfion.

Maintain Student Schedules Template

Template Settings

- = Template Description: J

[ share with other users in entity 001
O print Greenbar
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5. Select School Year to accurate.

Schedule Printing Options
School Year: | 2820-21 v |

NOTE: Report may be generated by using Range or Individual. Steps to generate report using each
method will be provided on the following pages in the order they are shown below.

Select Students By

(O Range @ Individual Individual

6A. Under Select Students By select Range, then click on the Range button.

Select Students By

® Range O Individual Range

6B. The Add Students by Range will appear. Set ranges to preference and Save.

Add Students by Range A mO S 2
Student Ranges Save
Back

Low High
Student Key: [zzzz2277272 .
radeferad v [ o995 [ Joooo Benden ] Note: Select a Grade/Grad Yr. to preference.
School: [zzzz] Status: [Active v
Calendar: lzzzz NY Status: [Both v .
Student Type: lzzz Current Year Member: [Both v S‘I‘O‘I‘US mUS‘I’ be Se‘t‘ ‘I'O ACTIVG.
Category Type: zzz] Graduated: [Both v
Category Code: lzzz Full Time: [Both v
Homeroom: [zzzzz
Advisor Key: |[zzzzzzzzzzz
Head of Household: (22222222772 Sort
Zip Code: 2722727
Carrier: [zzzzzz
Race: zz
Feeder Schi District: [ [zzzz222
Counselor Key: (22222222222

6C. Sort Order Options are available, select on the Sort button, and Save.

Note: Available Sort Fields, may be chosen to
Sort  <mm preference.
soroae —— By choosing a period and a date, the
Available Sort Filds 2 &, [ s J— student records will be sorted by class.
o e i Whatever class a student is enrolled in for
Advisor
caence the period and date selected will be the sort
e order; the period and date only apply to
Feeder Schoal . .
Gender current year information.

Graduation Year
Head of Household
Homeroom

Race

School

Sections of a Course
Student Type

Zip Code

16 records displayed

Class Period Sort Criteria
Period: [
Date: I:‘

Sort By: * Course Alphakey Teacher Name

Course Sort Criteria

Course; | 1004 ~ |FOOTBALL 3
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6D. Under Printing Options, Print Format will be set to Regular with number 1 Top and Left Margins.

Print Format [?]
@ Reqular Top Margin: Left Margin:

(O window Envelopes  Address To: The Student "

Sort Options to Page Break On: | Nene v |

6E. Print Schedules for Term may be set for all Year, set Type to Regular, Class Status may be set to
Active and Inactive or both, Schedules/page set fo One and select Name Order.

Print Schedules for Term: [A11=A11 Year Schedule Terms=01-@6 v

[ print Schedule For Specific Date Using Schedule Transaction File | E‘
Print Future Transactions on Schedule

Type:@ Schedu!es,lpage: Name Order: [ Last First M v
Class Status: | Active and Inactive w

6F. Under Student Printing Options, select ranges like shown below or to preference.

Student Printing Options

Print ID Number: [ Other

~| [ only Schedules with Changes on TranFile

Teacher Name: [ Short v

[ print Unassigned Courses [2]
Print Blank Schedules
[_J print only Blank Schedules

[ print Students with &
[ Print Comment

Family: [ First Only v Start:

End: l:|
Print School Name
[0 change Homeroom Literal

New Homeroom Literal:

[ print Only Auto-Scheduled Conflicts [ print Default Entity

Print Scheduling Period Times 2]
[ print Building Description Instead of Code @

Than v 0| Scheduled Course(s)

Single Schedule/Page Options

[ print Parent Information
[T Print Address || Mailing Address [2]
[ print Phone Number |
Print Confidential Phone Number
[ print Medical Information
[ print Emergency Information
[ print Advisor
[ print Counselor
[ print Locker Number
Print Locker Combination
Print Locker Area Code
[J print Lunch Key Pad Number
[Tl print Student Access Login
[ print Student Access Password
[T print Student Library Card ID

Line 1: |

Line 2: |

Line 3: |

6G. Save and Print.

[Maintain Student Schedules Template

I~ Template Settings

= Schedule Printing Options

s Status: (At ive ana Tnactive v |

= Student Printing Options.
Print 10 Number: [Other v
y: First only v

CJprink Unassigned Courses (2]
EBprint Bank Schedules

L] Print Only Blank Schedules
“Jprint Only Auto-Scheduled Confiits

[ print Students weh
() print Comment
Une 1
Line 2
Line 3

[Astensk (*) denates a requrad field

* Template Description: TSNy )

School vear: (202031 v
Select Students By Print Format [7]
@ Range O Indiidual Range ® Regular Top Margin 1 LeftMargin
Window Envelopes  Address To:
Sort Options to Page Break On: [Hone v
Print Sthedules for Term: [A11<A11 Vear Schedule Terns=01-26 2
( print Schedule For Specic Date Using Schedule Transaction File |
Print Future Transactions on Schedule
Type: [Regular v]  Schedules/Page: [One v Name Order: [Last First i v|

her users in entty 001
nbar

edules with Changes on Tranile

Single Schedule/Page Options

E

Print School Name

) change Homeroom Literal
New Homeroom Literal:

() print Default Entty
B prnt Scheduling Period Times (21 (] print Advisor
Print Bullding Description Instead of Code (] | [ prnt Counselor

Print Locker Area Code
) print Lunch Kay Pad Number

() print Student Access Logn

] prnt student Access Password (2]
(03 print Student Library Card 1D

0] Scheduled Coursels)




6H. View report in My Print Queue.
| " _l u ijawrit&sv {T_'|New Window IEII"."IY Print DueueP

My Print Queue - A @O S
&= Views: [General v| Fifters: [ Skyward Default Clone v| Y oW B R Vew
Delete

Date w Time | Report Description Class Wait List # | Status T

Student Schedules - Student Schedules- S5 N I Completed ] - ( Rewn

6l. The report is now ready for review.

20-21 ABREGGENOD0Q 07/02/2021 13:26
Other 067827

DA DR Trm Bldg Eoom Course/Cls Course Description Teacher Credits

YR 001 254F 4415 JO1 BIOLAOGY A L PIHA -500

2 EM1 001 127 2524 JO5 ESYCH AP J WARDLAW .500

3A &Ml 001 OG¥M 1052 BELLES 3 (PE) 540

4 YR 001 1109 Aah/52 HLTHSCI sao0

5 YR 001 422 1415 EHG LANG AP 540

3 YR 001 AAD%  3B50 ICAT INSTUMTH 1 sao0

7c ¥R 001 11k 2423 san

B YR 001 11p4 8657 J06 .500

Cr 4.000

Dk DB Trm Course/Cls Course Description Credits

YR 4415 Jo1 san

2 Doz 8610-6/02 L HERNANDE .500

3a M2 5616 /03 BELLES DANCE 3 (FR) L PINA .50
A M2 5616 /03 BELLES DANCE 3 (FA)

4 YR 8852 Jol HLTHSCI sao

5 YR 001 422 1415 ENG LANG AF sao

3 YR 001 AS0D%  3BS0 ICAT INSTUMTH 1 sao

ic YR 001 118 2423 US HIST AP sao

8 YR 001 11p4  a8&s57  JO& .500

2 4.000

B.DCO

7A. Under Select Students By select Individual, then click on the Individual button.

Select Students By
() Range @ Individual Individual

7B. Individual Student Selection will appear. Select a Name by entering Alpha Key or Other ID, then
click Add button. Several students may be selected and removed. Click Ok.

Individual Student Selection A @Y S

OK

Select a Name J
Back

Student: - Add - —

Selected Names
IABREGGEN@@@ [ABREGD, GEMEVIEWE ELAIMNE] rs

Bemove

Remaove All
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7C. Under Printing Options, Print Format will be set to Regular with number 1 Top and Left Margins.

Print Format [Z]
Top Margin:

Address To: | The

® Regular
C window Envelopes

Sort Options to Page Break On: | Nene

Left Margin:

b

7D. Print Schedules for Term may be set for all Year, set Type to Regular, Class Status may be set to
Active or Inactive or both, Schedules/page set to One and select Name Order.

Print Schedules for Term: [A11=A11 Year

Schedule Terms=21-26

2

[ print Schedule For Specific Date Using Schedule Transaction File E

Print Future Transactions on Schedule
o — T Co—"

Class Status: | Active and Inactive w

Name Order: | Last First M v

7E. Under Student Printing Options, select ranges like shown below or to preference.

Student Printing Options

v [ O Only Schedules with Changes on TranFile
Start: =
End: El
Print School Name
[ change Homeroom Literal
New Homeroom Literal: :’
[ Print Default Entity
Print Scheduling Period Times @

Print 1D Number: | Other
Family: [ First Only v
Teacher Name: M‘
[ print Unassigned Courses li]
Print Blank Schedules
[ Print Only Blank Schedules
[ print Only Auto-Scheduled Conflicts

[ print Building Description Instead of Code

Than v 0| Scheduled Course(s)

[ print Students with &
[ print comment

Single Schedule/Page Options

[ print Parent Information
[ Print Address || Mailing Address @
[ print Phone Number
Print Confidential Phone Number
[ print Medical Information
[ print Emergency Information
[ print Advisor
[ print Counselor
[J print Locker Number
Print Locker Combination
Print Locker Area Code
[ print Lunch Key Pad Number
[ print Student Access Login
[J Print Student Access Password [2]

[ print Student Library Card ID

Line 1: |

Line 2: [

Line 3: |

7F. Save and Print.

Maintain Student Schedules Template

= Template Settings
* Template Description: [Student Schedules-SS
O share with other users in entity 001
OJprint Greenbar |
E]] e .
Schedule Printing Options

School Year: [2026-21 v

Select Students By Print Format [2]

ORange @ Individual _individual

@ Regular Top Margin: [ 1
O window Envelopes  Address To: The Stud

Sort Options to Page Break On: [None v

Schedute Terms-01-05 S

Left Margin: bl ‘

Print Schedules for Term: [A11=A11 Year
O print Schedule For Spedific Date Using Schedule Transaction File =]
Print Future Transactions on Schedule ‘

Type: [Regular v]  schedules/Page: [One vl Name Order: [Last First i v
(Class Status: | Active and Inactive v

Student Printing Options
Print ID Number: | Other v
Family: [First Only V]
Teacher Name: [Short v |
print nassigned Courses [2]
Print Blank Schedules
(O Print Only Blank Schedules

Single Schedule/Page Options

Only Schedules with Changes on TranFile
rt: [ ||
End: =
Print School Name
O change Homeroom Literal
New Homeroom Literal: [ |

O print Parent Information
O print Address || Mailing Address
O3 print Phone Number

print Confidentia Phone Number
O print Medical Information

(O print only Auto-Scheduled Conflicts (O Print Default Entity O print Emergency Information
Print Scheduling Period Times [2] O rint Advisor
O print Building Description Instead of Code O] print Counselor

O print Locker Number
Print Locker Combination
Print Locker Area Code |
O print Lunch Key Pad Number |
O3 print Student Access Login
O print Student Access Password
O print Student Library Card ID
O print Students with v 0] Scheduled Course(s)
(O print Comment
Line 1: ‘7 - 1
Line 2 [ ]
Line 3: [ |

|Asterisk (%) denotes a required field

Save
Save and
Print

Back




7G. View report in My Print Queue.

v 1

- {_}* Favoritesw {T_'| Mew Window lﬁl My Print Queue P

My Print Queue -

& Views: [General v| Filters: [ Skyward Default Clone v|

Date w Time | Report Description

Class

[ ]

Y B & Ve S

Wait List # | Status T

| o7/02/2021 ri | 1:25 P Student Schedules Studentscheduiesss || (e ool
7H. The report is now ready for review.

Birth

Gender

11/04/2003

07/02/2021 14:

B:1SAM- 9:45AM

91 S0AM~

11:35hM— 2:00FM
2:05PM- 3:35PM
]

m

:15AM- 9: 45AM

]
1:15FM— 2:D0PHM

2

:S0AM-11: 30MM

:O5PM— 3:35PM

STER 2
Br1SAM- 9:45AM

9:S0AM-11: 30MM

11:35AM~- Z:00FM
11:35hM— 2:00PM

OSEM— 3:35PM

ka

3
:15AM- 9: 45AM

w m

:S0AM-11: 30MM
1:15PM— 2:00PM
:O5PM— 3:35PM

ka

oe

in

IC

@

inl=}

Eoom

Eoom

Course/Cls

Course/Cls

Course Description
BIOLOGY AP
ES¥CH AF

BELLES 3 {PE)

THSCE
ENG LANG AP

ICAT INETUMI
US HIST AP

AHATEHYS

Creadits SEME!
Courss Description
BIOLOGY AP
PROFCOMM (D)
BELLES DAMCE 3 (Fh)
BELLES DAMCE 3 (Fh}
THSCI

ENG LANG AP

ICAT INETUMTEH

US HIST AP
AHATEHYS

dits SEMES

Total Credits

Teacher Credits
.500
.500
.500
-500
.500
.500
-500
.500

4.000

Teacher Credits
-500
.500
.500

.500
.500
.300
.500
.500
4.000
BE.DOO

2

3
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Free Period Report - FP

To print Free Period Report - FP follow the steps listed below.

1. Select the Office button and under Student Schedule Generation - SS click Report - RE.

Home Students Families Staff Student inistration Educator Advanced, | ked
Services Access Plus = Features Rd
4 Q
=« Attendance - AT ~ Future Scheduling - FS
Entry by Date - AE o **2021-22, Terms: 01 to 06 **
Entry by Student - BS L] Reports - RE L
Entry by Class or Activity - BC Q » Build Course Master - BC
History - AH L] =
Optional Flexible School Day Program - OF ] » Request Processing - RP
Transaction Tracking Inquiry - TT Q » Build Master Schedule - BM
Reports - RE 1| + Student Schedule Generation - §S
» Attendance Letters - AL Auto Scheduler - AS Q
» Device Entry - DE Entry by Student - BS 4
» Office Visits - OV Epry iy Class B0 u
Reports - RE il LH|

2. Under Student Schedule Reports, select Free Period Report -FP.

El-£5 Student Schedule Reports

-] Student Conflict Report - CR

1] Free Period Report - FP 4=m

-] Student Credit Count Report - CD

~{_] Student Schedule Credit Report - SC

-] Schedule Changes Report - CH

1] Scheduled Request Percentage Report - RP

~{] Course Requirement Verification Report - RV

-{] Students with Partial Schedules Report - PR

-] Students Missing Specific Courses/Subjects Report - MR

3. To create areport, click the Add button.

Free Period Report A @ T S
Display My Templates Display Shared Templates Display Skyward Templates
Free Period Report Templates Ej \S* Print
Template Type a Description Created By et
. B Add

4. Name Template Description.

=

Free Period Report

Template Settings
mmp * Template Description: | ]
(] share with other users in entity 001
(] print Greenbar




5. Ensure to select current School Year.

School Year: |2021-22 +

6. Under Student Ranges verify the ranges are set correctly or to preference.

Student Ranges
Low High
Name Key: | | |zmmzmm |
Grade/Grad Yr: [09 2025 12 202
Period/Lunch Code: [ 0 None  v| [ 12[None |
Day: [Day A v| [pays v|

Student NY Status: @ Both O Active O Inactive

Terms to Use: | 1ST=TERM 1 Schedule Terms=01-81

Select All Calendar(s)

Select All School(s)
Include Saturdays When Scheduling Courses

e Ensure Grade/Grad Yr. are set
correctly.

e Ensure Period/ Lunch Code are
set correctly

e Under Day for secondary
choose A and B, for elementary
choose A and A.

e And ensure to select the correct
Terms to Use.

Isterisk (*) denotes a required field

7. Save and Print

Free Period Report AN IR~
Template Settings
* Tempiste Descrpton: [Frea Peiod Repart- 7 Save

Share with other users i entty 001 ey
) print Greenbar

School Year: [2021-22

Student Ranges

%
Grad
Penod/Lu

Incude Saturdays When Scheduing Courses

|Asterisk (*) denotes a requred field

8. View report in My Print Quevue.

| 1 _1 E ﬂ {jFavmit&sv <"T'_‘|I~Iv.=:'.r.' Window lﬁll"ﬂy Print Queu&h

My Print Queue - Laura Torres

£ Views: [General v| Filters: [ Skyward Default Clone v|

Dale v Time | Report Description Class

[ o7/02/2021 Fri_|_3:14 P Free Prod Report Froe Period Report |
9. Report is now ready forreview.

Ao o
Y i B @ e
Wai List # | Status T Delete

I Conpleted [ - ( Ren
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Students Missing Specific Courses/Subjects Report = MR

To print Students Missing Specific Courses/Subjects Report - MR follow the steps listed below.

1.Select the Office tab and under Current Scheduling - CS click on Reports - RE

Home | Swdents Families = Staff Student W
Services
i | Q Report
H | » Office Visits - OV Ents
Ent
~ Grading - GR i”‘.
cli
Entry by Student - GS € T
Entry by Class - GC Lnl Rel
Reports - RE © X
EOC Grade Calculation History - EH Ln| S
¥ Report Cards - RC » Off
~ Transcripts - TR
Reports - RE € o5
Stu
- Ent
+ Current Scheduling - CS Ent
Reports - RE Ln Ent:
w Build Course Master - BC Rey
Curriculum Master - CU € » Off
Course Master - CM € )V
Section Master - SM Ll
Reports - RE - » M
eports Lo
~ Student Schedule Generation - $§ » Hey
Entry by Student - BS L
Entry by Class - BC €
Reports - RE €

2. Under Student Schedule Reports select Missing Specific Courses/ Subjects Report - M.

B3 Student Schedule Reports
--[] Student Conflict Report - SC
«-{] Free Period Report - FP
[} Student Credit Count Report - CC
[ student Schedule Credit Report - 55
[ Student Alternate Request Report - AR
--{ ] Students With Specific Combination of Courses - CR
~-[] Student Locator Report - LR
[ Schedule Changes Report - CH
[} Course Requests in Course Sequence Report - C5
--{ ] Student Request Report - SR
- Registration Confirmation Report - RC
[ Scheduling Team Roster - TR
[ Future Scheduling Transaction Process Results - TP
[} Course Requirement Verffication Report - RV
--{ ] Students Missing Spedific Courses/Subjects Report - MR F

3. To create areport, click the Add button.

Students Missing Specific Courses/Subjects Report A @Y S
Display My Templates Display Shared Templates Display Skyward Templates

Students Missing Specific Courses/Subjects Report Templates & ¢1.4, Print
Template Type a Description Created By pmﬁ:fmg
I T Add

4. Title Template Description, ensure the School Year that is being generated iscorrect.

Template Settings

* Template Description: [Students Missing Courses Rpt. | 4
QShare with other users in entity 102
[_IPrint Greenbar

School Year: [ 2020-21 v |¢um
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5. Under Student Ranges set ranges to preference.

Student Ranges Note:
Low High
Name Key: | Il | e Grade/ Grad Yr.: Input the grade level generating for
Grade/Grad Yr: 2034 2034
cusie | L | e Cy Status: select to Active
Scheduling Team: | ] |zzz |

CY Status NY Status CY Member

Advisor:

e NY Status & CY Member: select to Both

oo e —— e Select all Calendar(s)
@ active O Active O ves
O Inactive O Inactive O Mo

¢ Select all School(S)
Select all Calendar(s)
Select All School(s) o Select all Student Type(s)
Select All Student Type(s)

[ Do not include Dropped classes 7]

Note: The report may be generated by using Selected Courses or Subjects. Steps to generate report
using each method will be provided on the following pages in the order they are shown.

Selected Courses or Subjects
® course O Subject

6A. Under Selected Courses or Subjects select Course, and then click on the Course button. Select
courses as preferred, and Save.

Selected Courses or Subjects Select Courses A@O S 2 Noi‘e:
®couse Osubject Views: [General v | Fiters: [*Skyward Default v Yo B @ [ s J . .
Couse Back ¢ when selecting courses verify you select
Clear List Select | Course a Description S |Len | Credits| Subject = .
[/ wr fwr AR [ ooolreats B for the grade levels you are generating
1-ELA 1-LANGUAGE ARTS A YR | 0000 Language Arts Selectal
1-HLTH 1-HEALTH A YR | 0000 Health Deselect All re porT on.
4 1-HMR 1-HOMEROOM A YR 0.000 ELEMENTARY HOME
1-MATH 1-MATH A YR | 0000 Mathematics
1-mUsI 1-MUSIC A YR | 0.000 FineArs
1-PE 1-PE A YR 0.000 Physical Education/t
1-sa1 1-SCIENCE A YR | 0000 Science
1-58 1-50CIAL STUDIES A YR | 0,000 Social Studies
y 2-ART 2-ART A YR | 0.000 FineAtts
= 2-ELA 2-LANGUAGE ARTS A YR | 0.000 Language Arts

6B. When selecting to Sort, click on the Sort button and sort to preference and Save.

Sort Sort Order A IR
Sort - Available Sort Fields = ® save
- Order | Sort Field Back
| e

U Advisor
O Grade
(] Homeroom
(] Scheduling Team
O School
O

Student Type




6C. Save and Print report.

Students Missing Specific Courses/Subjects Report

Template Settings Save
= : Saveand
Template Description: [Students Missing Courses Print -
(O share with other users i entity 102 T
Oprint Greenbar =
School Year: [2020-21 v |
Student Ranges Selected Courses or Subjects
‘ Low High @ course O subject
Name Key: ‘zzzzzzizziz Course | 1-ART -
Grade/Grad Yr: J2035 | [o5_]2028 Gloar L1 i:HELAﬁ'H
1-HMR
1-MATH
‘ 1-MUST
1-PE =z
| 1-5C1 /
CY Status | NY Status || CY Member =
@ Both @ Both | @soth
O Active Oadive || Oves -
Ornactive | Otnactive | ONo
[ Select Al Calendar(s)
Z
[ select All School(s) s |
& select All Student Type(s) Std T Sort
[JDo not include Dropped classes (2] soi | Name Key
Z

Asterisk (*) denotes a required field

6D. View report in My Print Queue.

-l _l. - {_}Favmit&sv ‘:D New Window IEI My Print Qusue

My Print Queue - AU S
&~ Views: [General v | Filters: [ Skyward Default Clone v| Y E R vew

Delete

Wait List # Status T
Completed E « |__Rerun

Time | Report Description

1sschad

dect Report

Course(s): 1-ART, 1A, 1IN, 186, 19075, 190SI, 1-Pf, L-5CI, 1-65, 2-MI, 2L, -ETE, -8, 29078, 29MSI, 17, 2-5CI,
28, sasr, 3ma
Scudent mame e Goade Somassce  Advissr School
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7A. Under Selected Courses or Subjects select Subjects, and then click on the Subjects button.
Select subjects to preference, and click Select.

Selected Courses or Subjects Select Subjects A @T S 2
Ocourse. @subject Views: [General v | Fiters: [ *Skyward Default v Yo E @ s
Select Subject Id a Description _Back
01 Language Arts -
02 Speech
03 Mathematics
Y. Science |
S [@] 05 Social Studies
o m— (] 06 Econ/Free Ent.
Clear List
et O 07 Health
O 08 P.E./Equivalent
O 09 Foreign Lang.
" || 10 Fine Arts
B < N0 1 Technology App!
s O 12 Career/Tech Ed.
ort
[T] 13 Business Ed.
Son__ ] {Name Key o 14 Other Electives
) 15 Local Credit
HMR ELE HMR

7B. Under Sort, click on the Sort button and sort to preference and Save.

3:01 PM | Students Missing Specific Courses/Subjects Report - Students Missi

Sort Sort Order A @O G2
Sort - , 2 -
Available Sort Fields = @ Save -
A | Order |Sort Field esBack )
PRl < o1 Nemekey | B
. O Advisor
(] Grade
(] Homeroom
( Scheduling Team
(] School
] Student Type
7C. Save and Print report.
Students Missing Specific Courses/Subjects Report A mO S
Template Settings Save
* Template Description: [Students Missing Courses Rot. | Sagm"ﬂ
(O share with other users in entity 102 =
[CIprint Greenbar Sack
School Year: | 2020-21 v
Student Ranges Selected Courses or Subjects
Low High Ocourse @ subject
Name Key: [ | lzzzzzzzzz |
Grade/Grad Yr: [P3__|2035 [os 2028
Homeroom: 2zzzz
Scheduling Team: [ | [z
Advisor: [ | zzzzzzzzzzz ‘
| c¥ status | NY Status | CY Member ——T 4 |
@ Both ®Both @ Both X |
O active O Active Oves Glear L. g3
Otmactve || Otnactve || ONo HHR
04
Select All Calendar(s)
Select Al School(s) &
Select All Student Type(s) Sort ‘
Do not include Dropped dlasses [2] So ) Name Key
||
Asterisk (*) denotes a required field
7D. View report in My Print Queue.
ey : N — -
L] _T - . Favoritesw q'_‘| Mew Window Ly My Print Queue
My Print Queue - A @O S
&= views: [General v| Filters: [Skyward Default Clone v Y E R (Ve
Date v Time | Report Description Class Wail List # | Status 7 | Delete

[N Completed [ -

Rerun



7E. Report is now ready for review.

1sschdd5.p 07-4 ELEMENTARY 06/25/2

05.21.02.00.03 Student Missing Course/Subject Report

Subject(s): 01, 02, 03, HMR, 04
Student Name Type Grade Homercom  Advisor Scheol
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Grade Difference Report

To view Grade Difference Report follow the steps listed below.

1.Select the Educator Access Plus tab and under Secondary - SE, select Grade Positing

Administration - PA.
Ssélﬂsigé Office  Administration

b Teacher Tracking - TT

Home | Students | Families Staff

Q

- Gradebook - GB

Tracker - GT En|
Reports - RE Ln|

» Secondary - SE

- Standards - ST

Grade Posting Administration - PA- T
Reports - RE T

-5 Grade Posting Administration

3.To create areport, click the Add button.

2. Under Grade Posting Administration select Grade Differences Report.

Grade Differences Report
Display My Templates Display Shared Templates Display Skyward Templates

Grade Differences Report Templates

Template Type a Descripfion Created By

A @O 5

@ Print
Add

4. Name Template Description.

Template Settings

mmp “ Template Description: [Grade Difference Report |
[[J share with other users in entity 000
(] print Greenbar

5. Under Report Filter, select current school year ensure Entity is correct and select Grade Period to

preference.

Report Filter

School Year: 2020 - 2021

Entity:

Displav Differences for Grade Period: | 12 - TERM 6/SEM 2/FNL

6. Under Sort Options you may select Sort by Student, Sort by Teacher, or Page Break by Teacher?

Sort Options
(O Sort by Student @ Sort by Teacher [ Page Break by Teacher?
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6. Save and Print.

Template Maintenance 2
Template Settings [ save
d
* Template Description: |Grade Difference Report sa;i:}n _
(O share with other users in entity 000 B: A
[ print Greenbar -
Report Filter
School Year: [ 2020 - 2021 v
Entity: [ v]
Display Differences for Grade Period: [12 - TERM 6/SEM 2/FNL v
Sort Options
O Sort by Student @ Sort by Teacher [ Page Break by Teacher?

Asterisk (*) denotes a required field

7. View report in My Print Queue.

ah @ < Favoritesy ] New Window e My Print Queue P

My Print Queue - A m YOS
&% Views: [General v| Filters: [ Skyward Default Clone v] Y W &, View 4
Delete
Date v Time | Report Description Class Wait List # Status T p————

07/12/2021 Mon | 10:59 AM|Grade Differences Report - Grade Difference Report Rl

8. Report is now ready forreview.

1gbrpt22.p 28-1 07/12/21 rage:l
05.21.06.00.00 Grade Differences Report for TERM 6/SEM 2/FNL 11:04 AM

Teacher Name (Last, First Middle)

Term GB Posted # Cng Posted Posted
Class Student Grade Grade Grade Assm Completed Date Time Posted By
2213/07 SM2 68 68. 06/09/21 9:34 PM
2213/07 SM2 67 67. 06/09/21 9:33 PM
2213/07 SM2 69 69. 06/09/21 9:46 PM
2213/07 SM2 64 64. 06/09/21 9:46 PM
2213/17 S5M2 69 69. 06/09/21 9:35 PM
2214/01 SMZ 66 66. 06/09/21 9:46 PM
2214/02 SM2 3 66. 06/09/21 9:46 PM
1313/12 SMZ 69 69. 06/09/21 9:47 BM
1315/01 SM2 62 62. 06/09/21 9:46 PM
1315/01 SM2 66 66. 06/09/21 9:35 BM
1315/02 SM2 58 58. 06/09/21 9:46 PM
1315/03 SM2 64 64. 06/09/21 9:46 PM
1315/03 SM2 65 65. 06/09/21 9:46 PM
1315/03 SM2 68 68. 06/09/21 9:46 PM
1315/03 S5M2 65 65. 06/09/21 9:47 PM
1315/04 SMZ 68 18 06/09/21 9:47 BM
1315/04 SM2 64 64. 06/09/21 9:38 PM
1315/04 5M2 67 67. 06/09/21 9:46 PM
1315/05 SMZ 69 69. 06/09/21 9:46 PM
1315/05 SM2 61 61. 06/09/21 9:34 PM
1315/05 SMZ 69 69. 06/09/21  9:47 BM
F8510/07 SM2 64 64. 06/09/21 9:46 PM
6313/04 SM2 68 68. 06/09/21 9:47 PM
B715/03 SMZ 66 66. 06/09/21 9:47 BM
8715/03 SM2 69 69. 06/09/21 9:47 PM
8718/02 5M2 66 66. 06/09/21 9:39 BPM
8718/02 SMZ 55 55. 06/09/21 9:47 BPM
3413/02 SM2 68 68. 06/09/21 9:35 BM
3413/06 SM2 67 67. 06/09/21 9:47 PM
3413/10 SM2 67 67. 06/09/21 9:47 PM
3413/10 SM2 62 62. 06/09/21 9:47 BM
3413/10 SM2 56 56. 06/09/21 9:46 PM
3413/12 S5M2 62 62. 06/09/21 9:47 PM
3413/12 SMZ 69 69. 06/09/21 9:46 PM
3413/12 SM2 64 64. 06/09/21 9:35 PM
3413/12 5M2 68 68. 06/09/21 9:35 PM
3413/12 SMZ 68 68. 06/09/21 9:47 BM
3413/12 SMZ 61 61. 06/09/21 9:47 PM
F6313/10 SM2 68 68. 06/09/21 9:34 PM
F6313/10 SM2 65 65. 06/09/21 9:47 PM
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ADA REPORT - AD

To print ADA Report, follow the steps listed below.

1. Select the Federal/ State Reporting tab and under Texas State Reporting - TX, click on Reports-RE.

y = Student GG S Educator Advanced QL EEIREICE.
¥ Students | Families = Staff Saiiese Office  Administration Areciihie | E S e Reporting

~ Texas State Reporting - TX
Reports - RE L

2. Under Attendance - AT, select ADA Report - AD.

B3 Attendance - AT

-] Student Withdrawal/Record Transfer Form - SW
~{_| ADA Report - AD 4mm

-] Record of Program Activity - RP

-] Daily Register - DR

-] Flexible Attendance Daily Register - FA

-] Contact Hours Report - CH

~{] ADA/FTE Report - AA

3. To create areport, click the Add button.

ADA Report A@y & 7
Display My Templates Display Shared Templates (] Display Skyward Templates

ADA Report Templates Ej bl:uQ Print
Template Type a Description Created By bid

4. Title Template Description.

Template Settings

* Template Description: | L

Share with other users in entity 102
(] Print Greenbar

Note: Report may be generated by using Student Range or Processing List. Steps to generate report
using each method will be provided on the following pages in the order they are shown below.

Report Ranges

Process Students By: O Student Range @ Processing List




Print By Student Range

5A. Under Report Ranges select Process Students By Student Range.

Report Ranges

Process Students By: @ Student Range O Processing List

5B. Under Report Ranges select ranges in template to preference. Save and Print.

ADA Report

Template Settings

+ Template Description: [S |
[ Share with other users in entity 102
[ print Greenbar

Report Ranges
Process Students By: @ Student Range ‘) Processing List

Student Range Selection

Loww Higlh
Entity: 102 102
Calendar: |:|
Grade/Grad ¥r= [ |/og00 [ Joocoo
Race: |
Student Type: [ |
Date:
| == =
Totals: [ By Entity & Grade ~ |
Report Type: Both ~ |

Save

Sawe and

Print
Back

Note:
o Template Description: Title Template

e Grade/Grad Yr: Option to set specific grade
level

e Date: Option to set as Date Range

e Totals: Option to set by Entity, or by Entity and

5C. Select My Print Quevue.

! _1_ E ﬂ ﬁFaumit&sv {D New Window lﬁll".-hr Print Queue&

My Print Queue -

‘- Views: ‘General v| Fllters:‘Skyward Default Clonevi

Date v Time | Report Description Class

Grade
e Report Type: Opfion to set by Report for
each date
I
Y m | d;g View <
Wait List# Status ~ |T] Delete

 o6/au/20nt i | 1021 0] A0 RegortTEST I N corpeed [+ | e

5D. The report is now ready for review.

7 Yemplate Paasetars

DA Bagort .
Entity  MName

Faga:l 1txatn02 . p 24-4
o2l 05.21.06.00.02

cal

SAN FELIPE-DEL RIO CISD
ADA Report for 08/26/2020 thru 08/26/2020

06/28/21 Page:2

5:03 am

Cperational Grade Total Days Total Ineligible Total Eligible Hefined Fercentage of

Calendar Calesdar Grad Yr Grad Yr ace face Studeot Studest fype Saport
o B tow  Bigh  low igh ype low Egh Date lov Date®ich Totals®y  fype

Processed By

TOTALS:

0.0

Days Laval i Days Eresent Days Eresent
83.0 0.0 0
30.0 0.0
30.0 0.0
0.0
3.0

oo oo owom

0.0

3530 0.0 353.0 353.00 100.00
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Print By Processing List

6A. Under Report Ranges select Process Students By Processing List.

Report Ranges
Process Students By: O Student Range @ Processing List <4mm

6B. Under Processing List Selection click on Add a Processing List.

Processing List Selection
PAdd a Processing List ~ Remowve All Processing Lists

&

6C. Select Processing List of your Choice then click Select button

Processing Lists A O S (7
Views: |Genera1 V| Filters: | *skyward Default v | Y @_] @ Oigfsr:s
Descrintion a Date Created Time Created | Created By Proc ListID| Auto Delet 7

» PROCESSING LIST ©5/18/2021 3:53 pm 3,244 Add

» PROCESSING LIST 05/19/2021 8:21 am 3,254

» PROCESSING LIST 05/19/2021 8:33 am 3,255 Edit

6D. Select ranges in template to preference, Save and Print.
NOTE:

Date: |Date Range |

lo8/26/2020  ||5] [oe/o4/2021 [ .
Totals: | By Entity & Grade v | . EO:’:IS: may be selected by Entity & Grade orby
ntity.

. Report Ranges: select and enter the daterange.

Report Type: | Both v |

e Report Type: may be selected by either Reportfor

. . . Each Date, Summary Only or Both.
6E. View report in My Print Quevue. v eny

y [} [ @8 igFavoritesw ] New Window £ My Print Queue +
|

My Print Queue - A@G &7
( Views: | General V‘ Filters: [ Skyward Default Clone v | \id M & View
Date v Time | Report Description Class Wait List# | Status T ol
96/11/2621 Fri. | 1021 M| ADA Regot - TEST N o[ |

6F. Report is now ready for review.

1txatn02.p Z4-4 SAN FELIPE-DEL RIO CISD 06/28/21 Page:2
05.21.06.00.02 ADR Report for 08/26/2020 thru 08/26/2020 5:30 AaM

Cperational Grade Total Days Total Ineligibla Total Eligible Hefined

Entity  Name Cal _ Days Level Membership Days Eresent Days Eresent ADR

Lus GAKE LELLU SLEMENIANI 1ue 1 o1 28.0 0.0 28.0 28.00
0z 3.0 o.o 23.0 23.00
a3 23.0 0.0 23.0 23.00
04 19.0 0.0 19.0 13.00
a5 -0 o.o 17.0 17.00
ALL 110.0 0.0 110.0 110.00

REPORT SUB TOTALS 110.0 0.0 110.0 110.00 100.00

?1



Attendance Verification Report - AV

To print Attendance Verification Report - AV follow the steps listed below.

1.Select the Federal/ State Reporting tab and under Texas State Reporting - TX click on Reports-RE.

= Student rer - Educator | Advanced REEEIRIEIC
falp o Students | Families | Staff | o .0 | Office | Administration | , -~ 'or .o | Eostures Reporting

Qr

~ Texas State Reporting - TX
Reports - RE ¢l ol

2. Under Aftendance - AT select Attendance Verification Report - AV.

E-3 Attendance - AT

{1 student withdrawal/Record Transfer Form - SW
ADA Report - AD

Record of Program Activity - RP

Daily Register - DR

Flexible attendance Daily Register - FaA
Contact Hours Report - CH

ADASFTE Report - A&

Attendance Workshests - AW

Student Activity Information Listing - S&
Multi-Period Attendance Report - MP
Daily Funding Absence Report - DF
Attendance Verification Report - A’\-’-
-1 Daily Balancing Summary - DB

DUEDDLDDDOD

3. To create areport, click the Add button.

Attendance Verification Report A@Y S
Display My Templates Display Shared Templates Display Skyward Templates

Attendance Verification Report Templates @\ Print
Template Type a Description Created By Add

4. Name report and set ranges in template to preference. Save andPrint.

Attendance Verification Report N B
Template Settings.
* Template Description: | Teacher Verfication Report Sl

Share r users in entty 102

Enty: 1102

Report Ranges

High
zzzz222727 | 7222
22T

Report 0n; ® Fund

Reporting Period

Absences

Minimum 1 Maxmom: 559

Cover Page
P

Asterisk (*) denotes a required field




5. View report in My Print Queue.

g 2 @ 5 Favoritesw ] New Window s My Print Dueu&L

My Print Queue - LN R R
’4 Views:|ﬁeneralv‘Elt_e@|5kward Default (lonev\ Y M @  Vew
o F Delete

Dite v Time | Repor Description Class WallList Staus | |'——

06/14/2821 Mon | 1107 AM|Attendance Verification Report - Test

7. The report is now ready for review.

EXCUSED: 0 UNMEXCUSED: 0 OTHER: 0 TARDY: 0 TOTAL ABSENT FOR FUMBING: 0




Attendance Worksheets - AW

To print Attendance Worksheets - AW follow the steps listed below.

1.Select the Federal/ State Reporting tab and under Texas State Reporting - TX, click on Reports - RE.

= Student .. . Educator Advanced QE=IEEVRIEIG
y=H| Students | Families Staff Sorvicas Office = Administration At R E St Reporting

~ Texas State Reporting - TX
Reports - RE 4 'l

2. Under Attendance - AT, select Attendance Worksheets - AW.

B3 Attendance - AT

-{] Student Withdrawal/Record Transfer Form - SW
--[] ADA Report - AD

{1 Record of Program Activity - RP

--{ Daily Register - DR

[ Flexible Attendance Daily Register - FA
[ Contact Hours Report - CH

[ ADA/FTE Report - AA

-{]] Attendance Workshests - AW -
{1 Student Activity Information Listing - SA
-{] Multi-Period Attendance Report - MP
[ Daily Funding Absence Report - DF

[ Attendance Verification Report - AV

{1 Daily Balancing Summary - DB

3. To create areport, click the Add button.

Attendance Worksheets Ady 2
Display My Templates &4 Display Shared Templates &4 Display Skyward Templates

Attendance Worksheets Templates ) & Print
Template Type a Descripfion Created By ; £dd ﬁ

4. Title Template Description.

Template Settings

* Template Description: |Attendance Worksheets |

(L] share with other users in entity 102
[ print Greenbar

5.Under Calendar Term(s) and Date(s), set start/end for the daterange.

Calendar Term(s) and Date(s):

-
Calendar Terms - @

Term Start Stop
[ 01 o0/26/2620 | s0702/202
02 10/85/2820 11/13/2028
03 11/16/28280 @1/15/2021
04 91/20/2821 @2/26/2021
05 @3/81/2821 ©24/16/2021

* Calendar:

6 records displayed

= Start Date: [02/22/2021 _||55] =End Date: [02/22/2021 ||




6. Under Worksheet Layout, set ranges for Worksheet Layout and Include Students, as shown below.
In Home Room Selection click on the Selectbutton.

Worksheet Layout:
Worksheet Layout: | Home Rooms v |
Include Students: | Active v |

Home Room Selection:

401 402 403 404 405 407 409 410 411 413 415 4 Select <4

7. Choose Home Room Selection to preference.

Home Room Selection A0 B L

Home Room Selection ] & Save
Back

Include Code &

Select All
iz 47 Records
403
404 Deselect All

47 Records
405

407
409
410
411
413
415
416
417
419
420
422
423
424
425
426

nnnnnnsnnnnnnnnnnsnl

8. Under Print Options select, Print blank lines for new students, and fill with 3. Under Orientation,
select Portrait or Landscape.

Print Options:

Print blank lines for new students: If yes, how many?: -
Print blank lines for totals: [
Print one sheet per matching pattern?: [
Orientation: ® portrait O Landscape ¢um

9. Under Sort Order, click on Select button.

* Sort Order:

Teacher Select 4mm




10. Under Sort Order either select by Teacher or Home Room or both may be selected. Click Ok.

Sort Order A @O G 7

Move | Field Select | OK <
Teacher b4 [ Backu|
Home Room ]

[ Unselect AN |

11. Save and Print.

Attendance Worksheets A @ O
v Save
Template Settings Worksheet Layout:
) S d
* Template Description: IAttendance Worksheets Worksheet Layout: | Home Rooms v \ a;ﬁ:}" -
[J share with other users in entity 102 Include Students: [ Back

[ print Greenbar
Home Room Selection:

401 ,402 403 404 405 407 ,409 410 411 413 415 41| Select |

Calendar Term(s) and Date(s):
* Calendar: |102  |v |GARFIELD ELEM

Calendar Terms Print Options:
Term Start stop | Print blank lines for new students: If yes, how many?:
01| es/26/2020 - Print blank lines for totals: [

Print one sheet per matching pattern?: [

02 10/05/20280 11/13/2020
Orientation: @ portrait O Landscape

03| 11/16/2020 @ ©1/15/2021
04 ©01/20/2021 ©2/26/2021
05/ 03/01/2021 04/16/2021 | * Sort Order:

4 14 Teacher Select |
6 records displayed

* Start Date: * End Date:

Isterisk (*) denotes a required field

12. View report in My Print Queue.

v [ [E @ igFavoitesw {7 New Window g My Print Queue

My Print Queue - A IR
&4 Views: [General v] Filters: [ Skyward Default Clone v | Y o B &y [ Vew
e

ey Jime, Repod Desciption Class waitlist# | staws |7 |\—Deete

06/28/2021 Mon | 4:32 PM|Attendance Worksheets - Attendance Worksheets Completed [i) ~ | Reun |

13. The report is now ready forreview.




Contact Hours Report - CH

To print Contact Hours Report - CH follow the steps listed below.

1.Select the Federal/ State Reporting tab and under Texas State Reporting - TX click on Reports - RE.

S o Student s - Educator | Advanced E-LEEIREICE -
pblul Students | Families | Staff | o .- | Office | Administration = , - . or o | "Foatures Reporting

~ Texas State Reporting - TX
Reports - RE - L

2. Under Aftendance - AT select Confact Hours Report -CH.

El-£3 Attendance - AT
-] Student Withdrawal/Record Transfer Form - SW
~{'] ADA Report - AD
-] Record of Program Activity - RP
-] Daily Register - DR
-] Flexible Attendance Daily Register - FA
-] Contact Hours Report - CH <mm
~{ | ADAJFTE Report - AA

3. To create areport, click the Add button.

Contact Hours Report AT G
Display My Templates Disp!ay Shared Templates Display Skyward Templates

Contact Hours Report Templates @j & Print
Template Type a Description Created By A ﬁ

4.Set Ranges in template to preference. Save and Print.

Contact Hours Reports A @O S
Template Settings Save
* Template Description: [Test | S“;ﬁ,f.”d 4=
[ Share with other users in entity 000 Back
[ print Greenbar - NOTE:
Report Ranges o Select Reporting periods tab under Report
= School Year: . .
* Report to D[int:lSupErintEndEnt's 6-wk report vl Ranges' Ond Choose The reporhng perIOd yOU
e e 0=l Recicter v] decide to view, this tab must be selected.
* Print Summary Report for: [ ALl Entities M

Reporiing Periods

* Quput Options:

Print Table I: Print signature page: [
Print Table II: (] Print Log of Registers: (]
Print Table I1T: (] Combine Table I Tracks:
Print Table Iv: (J Combine Table II-IV Data: (]

Print Entity Reports for selected Tables: [ Print Only Combined Data: [
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5. Select My Print Queue.

D _l_ E - {fFavmitesv "'D Mew Window lﬁll"ﬂy Print Dueu&L

My Print Queue - i LR a0

& Views:[General v/ Fiters[Seyward Default Clone v \ A" R 4=
Date w Time Repor Description Class Wal List# Stalus 1 fke

06/11/2021 Fri | 4:39 PM| Contact Hours Report - Test Completed E Renn

7. The report is now ready for review.

Itxatnlf.p Td=4 Entity: 000 = SAN FELIPEDEL RI0 CI30 0g/11/21 ELCH
03,21.02,00.09 *Testo* Tenplate Ranges {dlm

Test Tamplate Paramaters

Contact Hours Rapart

{ichl Yoar Ruport to print Print Eumary faport for Reporting Pariods Coshine Tahlo 1 Tracks
Coshing Tabla I{-IV Data Erint OnlI Conbined Data

2021 Soperintendent's f-wk report ALl Entities 1 fes
Ho He

Print Options: Table I
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Daily Funding Absence Report - DF
To print Daily Funding Absence Report - DF follow the steps listed below.

1.Select the Federal/ State Reporting tab and under Texas State Reporting - TX, click on Reports - RE.

o= Student P - Educator Advanced EFLEEIIEICE
Students | Families = Staff Seivicss Office = Administration AccoiePlus | Edutares Reporting

QR

~ Texas State Reporting - TX

Reports - RE 4l L

2. Under Aftendance - AT, select Daily Funding Absence Report-DF.

=3 Attendance - AT
! { ] student withdrawal/Record Transfer Form - SwW
1] ADA Report - AD
i {1 Record of Program Activity - RP
-] Daily Register - DR
i {] Flexible Attendance Daily Register - FA
! {1 Contact Hours Report - CH
L] ADA/FTE Report - AA
1] Attendance Worksheets - AW
~~{] Student Activity Information Listing - SA
i { ] Multi-Period Attendance Report - MP
{1 Daily Funding Absence Report - DF
-] Attendance Verification Report - AV
“~{ ] Daily Balancing Summary - DB

3. To create areport, click the Add button.

Daily Funding Absence Report 1@y A
Display My Templates & Display Shared Templates & Display Skyward Templates

Daily Funding Absence Report Templates @_] N Print
Add

Template Type a Description Created By

4. Title Template Description and Set Ranges in template to preference. Save andPrint.

Daily Funding Absence Report

This program prints the names and grade levels of students who are absent for funding Save ore:

on the date(s) you specify. The report tells you how many students were enrolled on SaveEnd

each date, the number who were absent, and the percent absent. i ° . H HI

F 4WE o Entity: should be set to your entity, ensure itis
- Back
Template Settings correct
* Template Description: [Daily Funding Absence Rpt. ]

O share with oth in entity 102 . H
= STICTE YAt L el enthy e Grade/ Grad Yr.: may setf to a date (optional)
UJ print Greenbar

ot e Date to use: select, Selected Date Range, or
i High Today's Date.

Fntitv: 102 102

CEEENT, [ [__J6se o Select Sort by Grade Level

Date to use: @ Selected Date Range O Today's Date

= pate Ranne [08/26/2020 |['2] [osj04/2021 ][]

Sort by Grade Level

Asterisk (*) denotes a required field




5. View report in My Print Queue.

g 2 @ 5 Favoritesw ] New Window s My Print Dueu&L

My Print Queue - Y Rl Rk
; Views:‘ﬁeneraIV‘mbkyward Default (lunev| Y M @] & JEVL-
) ; | Dekete
Date v Time: Report Description Class Wail List# | Status T [S——

06/14/2621 Mon | 10:41 AM | Daily Funding Absence Report - Test Completed [0+ | Renn

7. The report is now ready for review.

1txatnll.p 09-4 ELEMENTARY 06/28/21
05.21.06.00.02 DAILY FUNDING ABSENCE REPORT 08/27/20

ALPHAKEY HAME GRADE

KG
138
03
o4
0s
05
0s
0s

0s

ENROLLED 515 hsgenr 9 PERCENT ABSENT  1.7475

Page:2
5:53 AM

100



Daily Register - DR

To print Daily Register - DR follow the steps listed below.

101

1. Select the Federal/State Reporting tab and under Texas State Reporting - TX click on Reports-RE.

Student

Educator
Staff Services

Access Plus

Advanced

:h‘} Hi
"VV {ome ‘ Students | Families Features

Office = Administration

Federal/State P
Reporting
QR
- Texas State Reporting - TX

Reports - RE ¢l

2. Under Attendance - AT select Daily Register -DR.

=3 Attendance - AT

~{_] Student Withdrawal/Record Transfer Form - SW
~{] ADA Report - AD

~{] Record of Program Activity - RP

~{] Daily Register - DR. 4=m

~{_] Flexible Attendance Daily Register - FA

-{ ] Contact Hours Report - CH

-] ADAJFTE Report - AA

3. To create report, click the Add button.

Daily Register Ay S
Display My Templates & Display Shared Templates Display Skyward Templates

Daily Register Templates E_l] @, Print
Template Type a Description Created By add

4. Set Ranges in template to preference. Save andPrint.

Daily Register

7 = T

= (4

Template Settings

~ Template Description: {

- ¢ School Year: must be set to current
school year
e Entity Selection: ensure you select your
e 5 campus
——— e Print guardian detail: must be selected
""’ “’ o oxte e print signature page: must be selected
3 e print entity totals: must be selected
PenEa S it e mEroe T ¢ Reporting Period Selection Print?: must
be selected
[ ]

Prd Cutoff Date?: must be provided



5. Select My Print Queue.

y [ & B 57Favoitesw 4] New Window rom My Print Dueu&L

My Print Queve- LN Ry,

<' Views: [General v | Fiers: | Skyward Default Clone v/ Y il 9 & [ e

|
Date w Time | Report Description Class Wait List# | Status T _ Delele

06/11/2021 Fri. | 11:25 AM|Dally Regiter - test | Completed ﬂ | Rewn

7. The report is now ready for review.

102

TEHS

DRILY REGISTER OF STUDENT RTTENDANCE

2020-2021 ' U i

(NAME. OF CAMFUS)

lzmrixlf.p Ti=4 2020-2021 DATLY RECISTER 06/11721 Page:1
05.21.02.00.10 e e geportieg Peried: 1 11:26 m
EE
N EI

GRACE 01

(couNTy) (NAKE QF 5CHOOL DISTRICT)
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Flexible Attendance Daily Register - FA

To print Flexible Attendance Daily Register - FA follow the steps listed below.

1.Select the Federal/ State Reporting tab and under Texas State Reporting - TX click on Reports - RE.

7 = Student g 5 Educator
| Students Families Staff Sericas Office = Administration

QR
~ Texas State Reporting - TX
Reports - RE 4 m|

Access Plus

Advanced QELEEISEICE,
Features Reporting

El-£3 Attendance - AT

-] Student Withdrawal/Record Transfer Form - SW
~{] ADA Report - AD

-] Record of Program Activity - RP

-] Daily Register - DR

-] Flexible Attendance Daily Register - FA ¢um
-] Contact Hours Feport - CH

-{_| ADA/FTE Report - AA

3. To create areport, click the Add button.

2. Under Aftendance - AT select Student Flexible Attendance Daily Register - FA.

Flexible Attendance Daily Register
Display My Templates Display Shared Templates Display Skyward Templates
Flexible Attendance Daily Register Templates

4.Set ranges in template to preference. Save andPrint.

) CEE (Y (FEE

godeQoooen
OND Wb WN -

Flexible Attendance Daily Register A @ T o
Template Settings Save
Save and
* Template Description: ] apﬁnatn -
.
] Share with other users in entity 000 Back NOTE-
[ print Greenbar
[ ]
Report Ranges
PEIMS submission: |3 & 4, 2020-2021 L]
Entities
Print guardian detail: o
Print signature page:
Nameofcounty: [~ ~ ] o
Name of registrar: [, . '
Build PEIMS records: [ ] Local ID:| Alphake ~ [ ]
Print entity totals:
Low High °
Grade/Grad Yr: [ | 9999 [ lloocoo
Reporting Period Selection
print? Prd [7] Cutoff Date [7] [

Template Description: Title yourreport
Entities: select your campus

Name of County: must fill out

Name of registrar: must fill out

Print entity totals: must be selected
reporting period Selection Print?: must
be selected

Prd Cutoff Date: must be filled.



5. Select My Print Queue.

D _l._ E - {}Favorit&sv "'D Mew Window lﬁll‘.'hr Print Dueu&L

My Print Queue - Laura Torres

Ly R

; Views: | General v‘ M‘Skward Default Clone v|

|| Dekele |

Date v
06/11/2021 Fri

Time | Report Description Class WailList# | Slalus [T
1:43 PW | Fesble Attendance Day Registe - Tt ‘ I o [« 2 |

7.View report in Print Queue.

TEgg o=
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1885tx07.p 364
05.21.02,00.00 *Toston®

4020-2021 FLEXIBLE ATTENDANCE DAILY REGISTER

DISTRICT 221-501 CAMPUS

o

TENAS

Name

DAILY REGISTER OF STUDENT ATTENDANCE

FLEKIBLE STUDENT BROGEHAMS

2020-2021

BLENDED ACADEMY

{NAME OF CAMELS)

Val Verds SAM FELIFE-DEL RIO CISD - TEST 42

{COURTY) {MAME OF SCHOOL DISTRICT)

Assessment and accountability

(PERSOM KEEPING REGISTER)

BAENZ, CRISTIAN LEE

BN WERKE

Eligibility

Number of Dayst

Flex Program Date Minutes

tneligible K14

30
189
%
160
160
300
T
18
160
210
4
2/18 e
12/16/20 1
12/17/20
12/18/20

1 18
112 268
14 6
14 1
14/ 9
[ @
101 0
12 { )

06/11/21

Page:]
2:59
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Multi-Period Aftendance Report - MP

To print Multi-Period Attendance Report - MP follow the steps listed below.

1.Select the Federal/ State Reporting tab under Texas State Reporting - TX and click on Reports-RE.

! - Student 5% - Educator Advanced EEVEEIRIEICE
Students = Families Staff Siiail Office = Administration APl I E S Rnas Reporti

+ Texas State Reporting - TX
Reports - RE 4l ©

2. Under Aftendance - AT select Multi-Period Attendance Report - MP.

=3 attendance - AT

-1 Student withdrawal/Record Transfer Form - SwW
ADA Report - AD
Record of Program Activity - RP
Draily Register - DR
Flexible aAttendance Daily Register - FA
Contact Hours Report - CH
ADASFTE Report - Al
Attendance Worksheets - AW
Student Activity Information Listing - Sa
Multi-Period Attendance Report - MP -
Daily Funding Absence Report - F
Attendance Verification Report - AW
Daily Balancing Summary - DB

ODDLDLDDDDD

3. To create areport, click the Add button.

Multi-Period Attendance Report A @O G 7
Display My Templates Display Shared Templates OJ Display Skyward Templates

Multi-Period Attendance Report Templates @_] ‘fu“ Print
Template Type a Description Created By add

4.Title Template Description.

Multi-Period Attendance Report

Template Settings

mp = Template Description: |Multi Period Attendance Report |

(L] Share with other users in entity 102
(] Print Greenbar

Note: Report may be generated using By Range or By Individual. Steps to generate report using
each method will be provided on the following pages in the order they are shown below.

Student Selection

@ By Range ) By Individual




By Range

5A. Under Sftudent Selection select on By Range.

Student Selection

@ By Range (O By Individual

t

5B. Set ranges to preference

Entity:

Calendar:
Grade/Grad ¥T:
Home Room:

Race:

Student Type:
Status of Students:

Low
102

99949

Active d

High
102
i

0 0000

77

106

Note:

e Grade/Grad Yr.: Option to set for
specific grade level.

o Status of Students: Set as Active.

5C. Under Criteria Selection, enter the absence start/ end date.

Criteria Selection
Low

* Absent Date: |08/26/2020

Hi

]

06/04/2021

gh

]

5D. Select Absence Types tab, then select Absence Types by adding to the right side, Save.

* Abzence Types

pi

|IAbsence Type Selection

Available Excused Types

fr
.
F - A
[ - ACTIVE DUTY Li
k - covID 19 ABSE!

- UIL/FIELD TRIP - PARTIAL DAY

Available Tardy Types

Available Other Types
- ASYNCHRONOUS PRESENT
eeeeeee t
- SYNCHRONOUS PRESENT

Available Unexcused Types

Selected Excused Types

Selected Unexcused Types

n School Related-No Document

A - No
AddAll_| U - UNEXC

USED ABSENCE w/DOCUMENT

Selected Tardy Types

Selected Other Types

2 @@ T

&

L Note:

Back

J

Absence types that will be included
in report will be displayed under the
Selected Excused Types column
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5E. Select Absence Reasons tab, then include reasons by preference. Save.

* Abzence Reasons ﬁ

Attendance Reason ction AT S (? Note:
» Save

Attendance Re W = — - e Option to include all reason codesby
Include Code a Descripfion = .
v | |PankReasoncode | | selecting Select All 23 Records.
48 PARENT NOTE Select Al
D ADMINISTRATOR 23 0econts e Option to not include all reason
[C)E ggz::'i;(?:mw 0% Rocords codes by selecting Deselect all23
DR DOCTCR NOTE Records.
FI FAMILY ILLNESS
FN FUNERAL
HE HOMEBOUND
W JUVENILE DET
LA LOCAL ASSESSMEN
LI LICE
NU MURSE
PT PARENT NOTE
sa STATE ASSMNT
5C SCHOLASTIC
SP SP PRGM TESTING
TP TELPAS TESTING
TU TCHR UNAVAILABL
VA VACATION

5F. Set your minimum and maximum to desired preference.

Minimum Maximum

= Absence Types * Absence Reasons

5G. Select or unselect print option.

Note:
Criteria Selection
Low High L ¢  Print Student Detail Information: will give you
~ Absent Date: [08/26/2020 ||  [0s/07/2021 ] students Alpha key in the report, as well as

e e ,
Minimum Maximum individual dafe’s.

& b Iy * A = = o 1 I =&&l . . .
fbsenco Tipes Absanch Reasons L 10 [ 999 |4 Ppage Break By student: information will be broken
every fime new student's information will be
Print Student Detail Information Page Break By Student .
i displayed.
5H. Save and Print.
Multi-Period Attendance Report A @Y S |2
Save

Template Settings

* Template Description: | ] Sa;ﬁ:tnd <
[ Share with other users in entity 102
[ print Greenbar

Sort




51. View report in My Print Quevue.

y [ & B 57Favoitesw 4] New Window rom My Print Dueu&L

My Print Queue -

; Views: \General v\ F{Hﬂl Skyuard Default Clone v\

Date v Time, Report Descripion

Class

LY Rl
ngj& Ve

Delele

Wail List# Status | T

e e S N N e[+

5J). The report is now ready for review.

1txatnl0.p 03-4
05.21.06.00.00 *TestDs*

ALEHAKEY HAME GRADE

o1

MULTI-PERIOD ATTENDANCE REFORT

ryyrrYTYTYYTYTTYIYIYYROY e

07/16/21 Page:2

1:50 M

By Individual

86A. Under Student Selection select By Individual.

Student Selection
O By Range ® By Individual

Individual

4=

6B. Under Select a Name, search with student’s alpha key, click on Add button then Ok.

Individual Student Selection

Select a Name

Stugent: -
Selected Nai

A @ T
T3
o

e Student/ student’s may be removed individually or all.

Note:




6C. Set ranges to preference.

Low
Entity:
Calendar

Home Room:

Face:

Student Type:
Status of Students: EBoth

Grade/Grad Yr: |:| 9999

High Note:

77 level.
| |oooo

77777

z
77z

6D. Under Ciriteria Selection, set the date range to include in report.

¢ Grade/Grad Yr.: Option to seft for specific grade

Criteria Selection
Low

High
* Absent Date: [08/26/2020 |[5g]  [06/04/2021 |54

109

o Status of Students: Set as Active, Inactive orboth.

6E. Select Absence Types tab, then select Absence Types by adding to the right side, Save.

* Abgence Types %

|/Absence Type Selection

Available Excused Types

= Playing of TAPS at Military
- visit Higher Ed. Institution
- Citizenship/Paperwork/Ceremony

- Act as Election Clerk

- ACTIVE DUTY LEAVE/DEPLOYMENT

- COVID 19 ABSENCE

- UIL/FIELD TRIP - PARTIAL DAY

Available Unexcused Types

Available Tardy Types
T - Tardy —

Available Other Types
I - ASYNCHRONOUS PRESENT

S - SYNCHRONOUS PRESENT

Remove All

N )
Selected Excused Types Save

N ="oss
Add All |

Add

Absence types that will be included in

Remove | |
Remove All i
Note:
Selected Unexcused Types
[A™= Non School Related-No Document
AddAll |y - UNEXCUSED ABSENCE w/DOCUMENT
Add_| °
| [ Remove Al | |
Selected Tardy Types . Excused Types column
Add All : i
Add |
Remove | |
Remove All i
Selected Other Types
Add All |
Add
Remove

report will be displayed under the Selected

6F. Select Absence Reasons tab, then select reasons by clicking on Select All Records button. Save.

* Absence Reasons *

Attendance Reason Selection AN IR ]
Attendance Reason Selection o B g Save
Include Code a Description Back
|+ | BankRessnCode | |

48 PARENT NOTE Selecian
AD ADMINISTRATOR -

cc COUNSELOR Desslori /8
DF DEATH IN FAMILY

DR DOCTOR NOTE

FI FAMILY ILLNESS

FN FUNERAL

HE HOMEBOUND

b JUVENILE DET

LA LOCAL ASSESSMEN

L LICE

NU NURSE

PT PARENT NOTE

SA STATE ASSMNT

sC SCHOLASTIC

sp SP PRGM TESTING

T* TELPAS TESTING

Tu TCHR UNAVAILABL

VA VACATION

ol




6G. Set your minimum and maximum to desired preference.

Minimum Maximum
* Absence Types * Absence Reasons
6H. Select or unselect print option.
Criteria Selection
Low High o
= Absent Date: [08/26/2020  |[-y]  [05/07/2021 || ]
Minimum Maximum
* Absence Types [ *Absence Reasons | 10| | 999|

Print Student Detail Information

Page Break By Student

Note:
e  Print Student Detail Information: must be selected

e Page Break By student: must be selected

Multi-Period Attendance Report

Template Settings

* Template Description: |

(J Share with other users in entity 102

O

Print Greenbar

AU G ?

Save

Save and
Print

Sort
Back

8J. View report in My Print Queue.

H _1_ E u {:]r Favoritezw» c'T_"| Mew Window Iﬁl My Print Queue L

My Print Queue -

‘4 Views: \ (General vl F!Itﬂ‘ Skyward Default (lone v\

Dile v Time | Report Description

Class

AWGH
Y@@& Vi

WailList# | Status [T/

Delete

1030t i e o - e I i [

6K. The report is now ready for review.

1txatnl0.p 09-4
05.21.06.00.00 *TestDB*

ALEHAKEY HAME

MULTI-PERIOD ATTENDANCE REPORT

07/16/21

Page:2
2:41 M
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Student Withdrawal/Record Transfer - SW

To print Student Withdrawal/Record Transfer follow the steps listed below.

1.Select the Federal/ State Reporting tab and under Texas State Reporting - TX click on Reports-RE.

i . Student .. . Educator Advanced QRLEEVRIEIG
Students = Families = Staff Sorvicas Office = Administration Adccispiie | Edsmines Reporting

~ Texas State Reporting - TX
Reports - RE 4 m|

2. Under Attendance - AT select Student Withdrawal/Record Transfer Form - SW.

B3 Attendance - AT

{1 Student withdrawal/Record Transfer Form - Sy 4=
-] ADA Report - AD

{1 Record of Program Activity - RP

--{ ] Daily Register - DR

~{] Flexible Attendance Daily Register - FA

~{] Contact Hours Report - CH

-] ADA/FTE Report - AA

3. To create areport, click the Add button.

Student Withdrawal/Record Transfer Form A g &2
Display My Templates Display Shared Templates Display Skyward Templates

Student Withdrawal/Record Transfer Form Templates | @ Print

Template Type a Description Created By fdd_qem

4. Title Template Description, and enter student Name key.

Student Withdrawal/Record Transfer Form

Template Settings

* Template Description: |Studen Withdrawal/Record Rpt. |
[ Share with other users in entity 102
[ Print Greenbar

* Student Key: -

]



5. Under Extract the Following Information. Check all except STAAR/TAKS.

Extract the following information:

Freg/Reduced-Price Lunch:
Other Economic Disadvantage:
Spedial Education:

s504: M

Gifted Talented:
Ler: [

esL:
Bilingual: &%

Home Language: (G
Title 1:
Migrant: &

STAAR/TAKS Scores: [

6. Next to Local Student ID, select OtherID.

Local Student ID:| Other ID v|q

7. On Print additional signature lines click on the Selectbutton.

Print additional signature lines: Select -‘

8. Select to preference and Save.

Select Signature Lines
Student Key: |ACOSTALIOND |ACOSTA ALTYAH MARIE

Print signatures for the following individuals:

Murse|
Librarian: £
Attendance Clerk:
Dean:
Textbook Coordinator:
Locker Coordinator:
Cafeteria Manager:
Special Education Program Coordinator:
Athletic Program Coordinator:
Class Sponsor:
Parent/Guardian:
other: (]
Print lines for each teacher indicating textbooks returned:

9. Set Last PEIMS Submission.

Note: A signature line will be included on withdrawal
form for all individuals selected.

* Last PEIMS Submission: =

1. Fall
2. Summer

3. Not enrolled at last submission -

ID not available

10. Select Withdrawal Date and include Print last withdrawal Code.

* Withdrawal Date: [11/26/2018 |[53]

Print last withdrawal code?: [ <=

112
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11. Save and Print.

Student Withdrawal/Record Transfer Form

Template Settings NiSomn
* Template Description: [Studen Withdrawal/Record Rpt. | S"’F".e ad _
(O share with other users in entity 102 ( Back
(O print Greenbar o
[“Studentkey:| _________ |w _

Extract the following information:

Free/Reduced-Price Lunch:

Other Economic Disadvantage: Health
Special Education Immunization Report: |  Print | Hearing Report: | Print |
Gifted Talented: Vision Report: Print | Scoliosis Report:|  Print |
LEP:
ESL:
Bilingual Local Student ID:
Home Lan%l;laegi Print additional signature lines: @ | Setect |

Migrant: &3 Report Card: [ Print |
STAAR/TAKS Scores: [] €

* Last PEIMS Submission:
1. Fall
2. Summer
3. Not enrolled at last submission -
1D not available

* Withdrawal Date: [11/26/2018

Print last withdrawal code?:

|Asterisk (*) denotes a required field

12. View report in My Print Queue.

D _l @ - {}Famrit&sv ‘T‘_‘| Mew Window lﬁlMy Print Queu&&

My Print Queue AdEO &2
Y8 g ve qum

;"C Views: |Genera1 v| Filters:|5kyward Default Clone v[

Class Wait List# | Status T ——

Date v Time | Report Description —
8:23 AM | Student Withdrawal/Record Transfer Form - test w/form Completed E‘ |_ Remwn |

13. The report is now ready forreview.

Texatatep 310 e ——— Serasrat ragert
o St itxatnié.p 37-4 STUDENT WITHORAWAL/RECORD TRANSFER FOSM 06/28/21 Fage:2
3:20 =N

05.21.06.00.02

STUDENT: LOCAL ID:

TIONAL SIGMATURES

LOCKER

TEACKER TEX

[rTE——————
e COURSE NAME TEACHER MAME ROCH

NUMEES

sersssssessasesssrssttes End of report STTAeserssssssesesssess
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Texas A Honor Roll - TH

To print Texas Honor Roll - TH follow the steps listed below.

1.Select the Federal/ State Reporting tab and under Texas State Reporting - TX click on Reports - RE.

Educator = Advanced REEEISIEIG

- Student S
Home Students Families Staff Office  Administration Nt Prist Bl Reporting

Services
al
-| + Texas State Reporting - TX
Reports - RE 4l &

2. Under Attendance - AT select Texas Honor Roll -TH.

B3 Grading - GR

- {1 PassFail Credit Report - PF
(| End of Course Exam Report - EC

) TAAS/TAKS Mastary Report - TA

{1 Texas Honor Roll - TH e

3. To create areport, click the Add button.

Texas Honor Roll A@dY S
@Display My Templates Display Shared Templates [ Display Skyward Templates
Texas Honor Roll Templates B L% Print
W Add
Template Type a Descripfion Created By =
4. Set Ranges in template to preference.
Type of Honor Roll Note:
Average of ALL grades for a student is within a specified range ’
Each grade for a student is withi fied T TO— .
Aj‘éra:reagsadoé jnsd]-:n;:'lr;z;\“g!;nd;ssgg%ilewxrt;?r?i specified range ° Template Desc"phon- Tlﬂe TemplOTe Descrlphon
Student Options oType of Honor Roll: The second option must be
i - o selected, (Each grade for a student iswithin a
oW ig ope
Grade/Grad Yr: 9999 2000 Adiva. OTracive. O Bath specified grade)

«Grade/Grad Yr.: Option to generate report
Hosior Rob Options by specific grade level

Consider Citizenship

o Status: Set to Active, Inactive or Both

Course Selection Grade Selection
All " Core Academic Only Active Grades  Active and Dropped Grades ° Honor RO" OpﬁonS‘ Selec’r GTO dlng Period
Siades e Course Selection: Set to All or Core Academic Only

Raw ' Weighted

e Grade Selection: Set to Active Grades

e Averages: Sef to Raw



5. Set Ranges in template topreference.

Sort Order Print Order
® Grade Level O Homeroom O Advisor ® Alpha Orank
Print Options

Print Student Alphakeys Print Lowest Grades
Grade Ranges

Lowest Grade 090,000 Highest Grade: 999,000
Exclude students if all grades exceed: 999,000 Exclude if all grades are less than; 000,000
Include students if only 000 qrades are less than: 000,000

6. Save and Print.
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Note:
e Sort Order: Must sef to Grade Level.
e Print Order: Must set to Alpha

e Print Options: Must set to Print Student Alpha keys, Print
Student Averages and Print Lowest Grades

e Grade Ranges: Sef Lowest Grade to 090.000 and Highest
Grade o 999.000; Exclude students if all grades exceed
999.000; exclude if all grades are less than 000.000;
Include students if only 000; grades are less than000.000

Texas Honor Roll

Template Settings

* Template Description: [ |
[ share with other users in entity 000
[ Print Greenbar

Save
Save and
print 4

Back

7. View report in My Print Queue.

3 _1_ E’ ﬂ {:]fFa'.'-:uritesv ﬂ"_| Mew Window lﬁll"&ly Print Queu&L

8. The report is now ready forreview.

My Print Queue - A a7

E. Views: [ General v Fiters:Skyward Default Clone v| YR e
Dile v Time  Report Descripion Class Wai List# | Status | T] ek

06/14/2021 Mon | 141 AM | Tetas Hona Rol - Tt L e

1txgra05.p 15-4
05.21.02.00.00

DEL RIO HIGH SCHOOL
TEXAS HONOR ROLL REPORT

06/14/21 Page:1
11:41 aM
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Texas AB Honor Roll - TH

To print Texas Honor Roll - TH follow the steps listed below.

1.Select the Federal/ State Reporting tab and under Texas State Reporting - TX click on Reports - RE.

o Student S Educator | Advanced ELEEURIEIC
Home Students Families Staff S Office  Administration LS Prist Eediies Repoq‘ﬁng

al
-| + Texas State Reporting - TX
‘Reports - RE4u o

2. Under Attendance - AT select Texas Honor Roll -TH.

E1£5 Grading - GR

- () Pass/Fail Credit Report - PF

1] End of Course Exam Report - EC
- [ TAAS/TAKS Mastery Report - TA
“1 Texas Honor Roll - TH qum

3. To create areport, click the Add button.

Texas Honor Roll A&
@Display My Templates & Display Shared Templates (] Display Skyward Templates

Texas Honor Roll Templates R L
Template Type a Descripfion Created By add

4. Set Ranges in template to preference.

Type of Honor Roll Note:
Average of ALL grades for a student is within a specified range
Each grade for a student is within a specified range
Average grade and individual grades BOTH within  specified range

o Template Description: Title Template Description

eType of Honor Roll: The second option must be selected,
(Each grade for a student is within a specified grade)

Student Options

Low High Status
Grade/Grad v} 119999 0000_[| © Adive | Inactive . Both *Grade/Grad Yr.: Option to generate report by specific
grade level

Honor Roll Options

o Status: Set to Active, Inactive or Both

Consider Citizenship

Course Selection Grade Selection e Honor Roll Options: Select Grading Period
All " Core Academic Only Active Grades  Active and Dropped Grades
e Course Selection: Set to All or Core Academic Only

Grades

Raw  Weighted ¢ Grade Selection: Set to Active Grades

¢ Averages: Sef to Raw



5. Set Ranges in template topreference.

Sort Order Print Order
® Grade Level O Homeroom O Advisor ® Alpha ORank
Print Options

Print Student Alphakeys Print Lowest Grades
Grade Ranges

Lowest Grade: 079.500 Highest Grade: | 999.9%9]

Exclude students if all grades exceed: 08§.SOQ Exclude if all grades are less than: T 090.000

Incude students if only: | 000 grades are less than:  000.000

6. Save and Print.
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Note:
e Sort Order: Must set to Grade Level.
e Print Order: Must set to Alpha

e Print Options: Must set to Print Student Alpha keys,
Print Student Averages and Print Lowest Grades

¢ Grade Ranges: Set Lowest Grade to 079.500 and
Highest Grade to 999.999; Exclude students if all grades
exceed 089.500; exclude if all grades are less than
090.000; Include students if only 000; grades are lessthan
000.000

Texas Honor Roll

Template Settings

* Template Description: [ |
[ share with other users in entity 000
[ Print Greenbar

Save

Save and
Print

Back

7. View report in My Print Queue.

! _1_ E “ {:]fFa'.'-:uritesv ‘T_| Mew Window lﬁll"dy Print QueueL

8. The report is now ready forreview.

My Print Queue - N KR

£ Views: [ General v Fiters:Skyward Default Clone v| Y g
Date v Time | Report Description Class T e

06/14/2021 Mon | 1141 AM | Tetas Hona Rl - Tt L R









