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PURPOSE: The purpose of this procedure is generate the NEW STUDENT REPORT. You MUST have
Administrative Access to perform this function.

PROCESS STEP
STEP 1: Log into
FACTS SIS.

REFERENCE IMAGE

STEP 2: Go to:

1) Report
Manager

2) Createa
Report

3) Createa
Report:
Student

=  Repon Manager

Report Manager o

Category Reports

Favaorites # | |Create a Report - Mail Merge: Student
Create a Report: Application and Enrollment

Academics Create a Report: Family

Accounting Cri

Activity Logs ((Create a Report: Student *

Administration

Admissions

Atftendance

Behavior

Child Care

Clretad
Directory
Donate Online
Gradebook

Lunch

Medical

Products & Services
Schedules

Staff

Student

Textbook

Training & Decumentation
Transportation

STEP 3: Use these
settings...

 —

Year ~ Filter
[ 2020-2021 ~| [ District Wide
[ Hext Yaar

O Homeraom DualEnrolled 2

O Class Enrolled
O Activity

O Admissiens

Advanced Filter

Selection List

Selected List

Adams, Elijah David ~

Aguilar-Jacinto, Evelyn Sofia
Aguilar-Jacinto, Matias
Alvarez Ward, Catalina
Alvarez Ward, Martina
Alvarez, Savannah Grace
Alvarez, Walker Evan
Ambrozic, Abigail Melissa
Ambrozic, Audrey Katherine
Amezcua, Emily Medrano
Amezcua, Jason Rogelio
Angole-Santiago, Hari Akash
Anthony, Molly

Avitabile, Lucy Alexa A
Records: 349

Adams, Eljah David ~
Adigun, Julian Ayodele
Adigun, Naomi Ibidun
Adigun, Nylah Titlayo
Aguilar-Jacinto, Amylyn Lupi
Aguilar-Jacinto, Evelyn Sofia

cinto, Matias

ard, Catalina

fard, Martina

. >avannah Grace

Alvarez, Walker Evan
Ambrozic, Abigail Melissa
Ambrozic, Audrey Katherine
Amezcua, Emily Medrano
Amezcua, Jason Rogelio
Angole-Santiago, Hari Akash
Anthony, Moly
Arthur, Kayla Gabriella Nana

Aswell, Corinne Claire
Avitabile, Lucy Alexa v
Records: 349

View Report. " )
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Step 4: Select File Edit View History Bookmarks Tools ﬂ; — O %
REPORT LIBRARY == Report Manager X Create a} x +
@] Q8 htlps:f}f PromptOnRefresh- 1o @ =
= Yearbook Avenue: Login n COV\D-]QVacci’ 3 5Things | Wish | Knew... [J Other Bookmarks
€ :
p
’ c
' Report Name: Untitled
c
Fields £ Functions Order
— Student / Student @I 8
- (System)
A
STEP 5: Open Report .
P P Report Library x
Saved R
|\_ OTOOSTITS La\\iel o= ?BDHS S Repoﬂ Name
Lifetouch School [New_student2020_21 |
LifeTouchStudent (9/03/ Share Type

New Student List

O Personal © School @ District
District

P School
PK contact list 2015-16  school
PLTW Roster (9/29/2020)
PLTW Roster Fields School
Re-Enroliment School
RW TEST District
RW TEST District
SAB Demo report sp2018 v
STEP 6: DISPLAY [¢] O B https://st-ncclientrenweb.com/RenWeb/Reparts/CAR/StudentCar.cim?PromptOnRefresh = %7 E
SUL ) S  Yearbook Avenue: Login [Bl COVID-19 Vaccine Sig.. [ Linkedln Learning Pric.. @3 New Mos Exam Excel .. @8 5Things | Wish | Knew...  [J Other Bookmar
RESULT ;
Create a Report
Student Data
Report Name: New_student2020_21
A Pk
ield Filters ParametersHide Functions Order
= e T None ] o [None
—Student / Status / Currentr — .
STEP 7. EXPORT TO File Edit Wiew History Bookmarks Tools Help
EXCEL == Report Manager x Create a Report x Create a Report
C https://st-nc.client.renweb.com/RenWeb/Reports/CAR/Studen

= Yearbook Avepde: ¢ Sig.. W Linkedln Learning Pric... 3 New Mos Exam B

Studer

Last Name ID
(Systel

Back to Fil'ers

Class Gradi
of Level

Middle
Name

First Name

Abigail
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