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Accessing the Census Reports

1. From the Index, expand the Census folder
Index <ewsin| Help by clicking on the plus (+) sign.
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Generating the Address Change Report

This report will find all people within Census
that have had a change of address after the date
specified. This report is designed to be run for all
schools in the district (school option set to All
Schools). If a particular school is specified, only
students in that school will be returned.

1. Enter the Start Date for the report by typing
in mmddyy format or by clicking the
calendar icon to select a date. This date will
be defaulted to the current date.

2. If desired, enter an End Date for the report.
If an end date is entered, people with change
of address between those two dates will be
displayed.

O i 3. Click the Generate Report button. The

report will generate in a PDF (Adobe)

document, listing the students who have
moved with their new current address.
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Generating the Census by Address Report

This report lists the latest student addresses
active on or before the effective date. If effective
date is not entered, the current date is assumed.

1. Enter the Effective Date of the report in
mmddyy format or by clicking the calendar

icon to select a date.

v 2. Determine the sort order of the report — by

~ Student Name or by Address.

3. Click the Generate Report button. The
report will display in a PDF (Adobe)
document, listing all active students based on
the current date or the effective date that was
entered.

Generating the Census by Birth Date Report

This report will list all people entered in Campus
_ _ o _ with a birth date in the date range specified. The

Find all studerts entered in Campus Census with a bithdate in the . . .

zearch from, all bithdates after this date will be reparted up to the start date indicates the date from which to start

will be ignored, and only students with bithday's inthe selected md | the Search; all birth dates after this date will be

reported up to the end date.

Birthoay anct Gender Information Only [] 1. Enter in the Start Date Field in a mmddyy

) (01/01/90) format to select a date range for

start Date 5] students.

Elng Dtz i 2. Enter an End Date, if desired. If the end date
is not entered, the report will list birth dates

-OR- through the current date.
3. Click the Generate Report button. The

Zelect a manth to print actively H H H

enrolled students' birthdays. = report WI” C!ISP'B.y Ina PDF (AdObe)

Etfective Date: = document, listing stude_nfts with birth dates
between the dates specified, as well as the
student’s address, guardian and home phone

Generste Report number'
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Generating the Census Verification Report

Census Verification Report

This report wil batch print student’s census verification data. Page breaks are in
This is a very complex report, so try to limit the number of students run per batct

Which students would you like to include in the report?

@ Grade

_) Ad Hoc Fitter

Would you like to print active students onhy?
Active Students [

Would you like to print secondary households?
Secondary households [F

Would you like to print non-household guardian contact information?

Nen-household guardian centact information [l

Would you like to include any of the following?

Health conditions [
Transportation Bus Information [
Transportation Parking |:|

Privacy Options:
Don't show Social Security Number D

How would you like to sort students?
Student )

Grade/Student

Homeroom Instructor/Student

Would you like to add a report comment?

4 https:/fcampus.dpsk12.org - Report - Microsoft Internet E... E,§|g]

The system is generating the Report for you.
Please wait ......

Flease don't chick "Back” or "Refresh”

5 @ Irtermat
NOTE: You will need to close this window if running this
report on the Mac using Firefox.

£] Dore

This report will batch print student's census
verification data. Page breaks are inserted
automatically for each student.

Which students would you like to include in the

report?

1. Select which students you would like to
include in the report by Grade or by an Ad
Hoc filter.

Would you like to print active student only

2. Check or uncheck the box, as appropriate, to
print active students.

Would you like to print secondary households?

3. Check or uncheck the box, as appropriate, to
print secondary households for students.

Would you like to include any of the following?

4. Check or uncheck the box, as appropriate, to
print — Health conditions, Transportation
Bus Information or Transportation
Parking.

How would you like to sort students?

5. Check or uncheck the box to sort by Student
or by Grade/Student.

6. Click the Generate Report. The report will
display in an Adobe (PDF) document, listing
all students that matched the filter or grade
level chosen.

7. Select Yes to clear the Security Information
Pop-up Window.

Security Information

r?‘l This page contains both secure and nonzecure

?. items

Do you wart to display the nonsecure items?

[ es H Mo ] [ More Info
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Generating Mailing Label

This report will generate a list of mailing labels
for the students specified. Only addresses

Thiz report will generate a list of mailing labels for the selected students. The report will print onl - g - -

househpold ani gnly the students' guargian's namme will be printed it choose print,:;abels fg'r "Hous marked Wlth the mal I |ng flag Wi I I be I ISted .

student will be printed if choose print label for "Student”. Only addresses marked as "mailing” wil

Mailing Label Generation

Chanze to print mailing labels by Gradeisdhos or by Section. Choose tO prlnt malllng by Grade/AdhOC or by

® Gradestdhoe O CoursefSection Section

1. Select the criteria from which to list the
students. Your choices are by Grade/Ad

‘Which students would you like to include in the report?

o o Hoc or by Course/Section.
"2 3 Which students would you like to include in the
O ad Hoc Fiter repo rt?
Enrolmert Efctive Date 1211412007 |72 2. Select which students you would like to
CH";“G"‘d - include in the report by Grade or by an Ad
Hoc filter.
e Satteton Choose print options
@studert O Household 3. Check or uncheck the box, as appropriate, to
How swould you like the report sorted? Include the Salutation.
Qi (@ Clyeritan |8 4. If using the salutation, modify what the
salutation is in the Salutation field.

How would you like the report sorted?
5. Choose the sort option you would like to
print the mailing labels by.

6. Click the Generate Report. The report will
display in an Adobe (PDF) document, listing
all students that matched the filter or grade

level chosen.
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