Student Se

arch

Path: Click the Student icon in the top bar

Overview

Often, a student can be located by using the Student #, Last Name, and First Name fields. However,
SIS K-12 offers extensive search capability. For example, the powerful Advanced Filter options allow
search to be performed for all students in any of the AP classes or all active students in the Gifted and

Talented program.

User Permissions

There are no special permissions for this function. These functions are available for all staff.

Using the Student Search Window

NOTE: The Preferences > General > Student Search > Pre-populate Student Search
Grid... option determines if the grid defaults to blank or displays all the students you have
permission to access. Starting out with a blank screen speeds the rendering of the screen.

Student Search

Last Name First Name
Student # First Name Last Name

Y Y Y
9995231641 Michelle Barker
9899737046 Savana Bryan
9999954343 Jeraka Collins
9899706445 Cole Curci
9999293299 Chris Diggs
9899134365 Ty Drolet
9899729337 Madelynn Ellwood
9999154320 Veronica Fludd
44 total

Start Over  Student Filters

Student #

Grade Enroliment
Y Y

1 Primary
1 Primary
1 Primary
10 Primary
10 Primary
i Primary
09 Primary
09 Primary

Searching students available in Academic Year 2018-19

School

Edwards High School

Enroll Date
Y

01/21/19
08/09/18
01/03/19
08/09/18
01/04/19
08/09/18
08/09/18

02/20/19

Status

Active

DOB

Y
05/02/02
12/07/00
02/08/02
02/20/03
12/17/02
03/07/02
12/26/03

12/19/02

v Student Filter

School
Y

Edwards High School
Edwards High School
Edwards High School
Edwards High School
Edwards High School
Edwards High School
Edwards High School

Edwards High School

Status

Y

Active

Active

Active

Active

Active

Active

Active

Active

Cancel

You may click Recent Students to access any student(s) accessed by searching during this login

session.

Searching students available in Academic Year 2018-19

Stats

hool ™ Active - Student F
poB School
Y Y
04/28/02 Edwards High School

# Recent Students =,

Noack, Hannah N
Grear, John H
Barker, Michelle Kay

Status

Y

Active
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Entering Search Criteria

1. Use the fields along the top of the Student Search window to perform quick searches by student
number or name. For example, enter b in the Last Name field, then press Enter on your keyboard
or click Search to list all active students in the listed school with a last name beginning with b.

NOTE: The percent symbol can be used as a wildcard in searches. For example, try
%son to list all students whose last name ends with son.

2. Additionally, select a previously saved filter from the Student Filter drop-down list to load a filter
you have used before.

3. You may also click the Filter icon on any column to customize the search within that criteria.

Student Search

Last Name First Name

Student # First Name Last Name

Y Y Y
9899217461 Breanna (®) starts With
9899504251 Kayla (O Ends with
9899708403 Joe O contains
9800533435 Thorne e ——1

4. Click Start Over to clear all filters other than the system default of currently logged in school and
active students.

5. Click Cancel to close the Student Search window.

Grid Filters

1. The filters at the top of the grid are dynamic, updating the list of records as you type. These filters
are used to find contained values. For example, enter 98 in the Student # column to find all
students whose ID starts with or contains 98.

Student Search

Last Name First Name

Student # First Name Last Name

Y o Y Y
0899217461 Breanna Dickinsen
0899594251 Kayla Gleason
0899708403 Joe Hendrickson
9899633435 Thorne Hendrickson

2. Delete any entry in a textbox to remove the filter. Click Start Over in the bottom tool bar to return
to the blank criteria start.
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Editing Student Search Columns

Select the menu icon to the right of the column headings, check to show or uncheck to hide columns.

School

Y

Edwards High School First Name

Edwards High School

Grade
Edwards High School

Enrollment
Edwards High School Enroll Date
Edwards High School DOB
Edwards High School School

Status

Edwards High School

Edwards High School

Status E

Student #

Last Name

Restore Defaults

-a

Advanced Filters

1. Click the Student Filters icon in the bottom tool bar. The student search filters display with a
checkbox to the left. Any filters currently in use are checked.

NOTE: If the filter is changed by adding checks, the Current Filter box appears as yellow
and clicking the drop-down provides the option to Reset.

Student Filters

Current Filter

Conditions (Rows with the same group letter are joined with AND. Rows with different group letters are joined with OR.)

Field Operator Value Group Actions
[0  Studentid = M A @
(m] Name - First Starts With ™ A @
(m] Name - Last Starts With ™ A @
[0  BirthDate = M ® A @

a Grade = - T A @
v
Filters Add Filter Add Roster Filter Apply  Cancel

2. Tofilter on one or more of the fields displayed, check the box on the left, select the desired
Operator, enter a Value and Group, and click Apply.

Rows may be deleted by clicking Actions > Delete (or removing the check).
Rows may be duplicated by clicking Actions > Duplicate.

Additional filters may be added by clicking Add Filter, then searching through the list of
available fields. Select the field you wish to use to add it to the Student Filters window.

The following operators are available.
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Operator Use to Locate

= Exact match to the value entered

Not= Does not match the value entered

> Greater than the value entered

>= Greater than or equal to the value entered

< Less than the value entered

<= Less than or equal to the value entered

Between Greater than or equal to the first value AND less than or equal to the
second value

Is Blank Contains no value

Is Not Blank | Contains a value

Contains Contains the value entered

In List Equal to one of the values entered in the list, separated by commas

Not in List Must not equal one of the values entered, separated by commas

Starts With Starts with the value entered

Use the Group field to identify whether filters work in conjunction or separately.

To use filters that work in conjunction (that is, satisfy AND criteria), use the same group code.
This example finds all active students at Edwards High School who enrolled on or after the
first day of school and are enrolled in a Gifted program this year. Note that Current Filter is

highlighted in yellow to indicate the changes have not been Applied.

Student Filters
Current Filter e
Modified
Conditions (Rows with the same group letter are joined with AND. Rows with different group letters are joined with OR.)
,.
Field Operator Value Group Actions
O  sinhpate - - A @
ey
O  Grade - M M A @
Primary Enrollment _ * Edwards High School - A
Site Name
Enrollment Date >~ M 09/01/20 A @
ey
Enrollment Status = M M A @
GIFT - GIFT - Active - - ¥ A @
This Year
v
Filters Add Filter  Add Roster Filter Apply Cancel
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e To use filters that work separately (that is, satisfy OR criteria), use differing group codes. This
example finds all active students at Edwards High School in grades 9 or 12.

Student Filters
 Fika =
Conditions (Rows with the same group letter are joined with AND. Rows with different group letters are joined with OR.)
Field Operator Value Gr tions.
Grade Contains 09 —_ I @
Primary Encollment Site Name Edwards High School M A @
O Enoliment Date ] A @
O  Enoliment Status M A @
GIFT - GIFT - Active This Year = ¥ A @
| Grade Contains 12 —_— | @
Filters  Add Filter Add Roster Filter Apply

Cancel

e Click Add Roster Filter to view all students in a particular class. The Add Roster Filter
window displays all of the teacher’s course-sections in attendance today. Several of the
columns can be sorted by clicking on the column header. You may also search for classes in
attendance on a different date by selecting from the Show Classes For drop-down list. Select
the roster(s) you wish to include and click Save.

Select Meets Y

P1

P2

P2

P3

P4 Lunch 3

P5

P7

P8

O OO O O o o

Add Roster Filter

Term Y

Year

Year

Year

Year

Year

Year

Year

Year

Course-Section Y

H3010-01

H3010-02

H8301-01

H3000-07

H3010-03

H3000-01

H3010-04

H9036-02

Course Name Y

GEOMETRY

GEOMETRY

BASIC MATH I/11

ALGEBRA 1

GEOMETRY

ALGEBRA 1

GEOMETRY

SEMINAR 11

Room Y

219

219

317

219

219

219

219

219

Today (Wed, Jan 08) - A Day -

Enrolled Y

17

1

Gradebook Updated

12/12/19
12/13/19
01/02/20
12/13/19
12/13/19
12/13/19
12/12/19

01/01/20

v X

Save Cancel

3. To save a filter or load a saved filter, click Filters.

e To reset to the system defaults, click Filters > New Filter.

e Click Overwrite Current Filter to update an existing filter with new criteria.

e To save, click Save As New Filter, give the filter a Name and Description, select the Scope,
then click Save. This filter now displays as your Current Filter.

e Click View Saved Filters to load a previously saved filter.
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4. Click Cancel to return to the Student Search without applying any filter.
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