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Student Reports 

1. Click the Student top tab and find the student and click the  next to the student name 
2. Click the Conduct side tab 
3. Click Reports, then Conduct History 
4. Complete the dialogue box, and click Run 

 
 
School Reports 

1. Click the Conduct top tab, Incident History side tab 
2. Click Reports, you have 3 different reports to select from: 

Conduct Action List 
This report creates a list of 
student conduct incidents and 
their associated actions. 
 
 
 

 

Conduct Totals 
This reports the number of conduct 
incidents or actions, broken down 
by category, reported at your 
school during the specified date 
range. 
 

 

Suspension Notice 
This prints a letter to be sent to 
parents/guardians regarding their 
child's suspension. 
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School Charts & Graphs for Reports 

1. Click  icon on the right hand side of the screen 
2. Select Create Quick Chart, a wizard will open 
3. Select: 

a. New report to create a new chart 
b. Saved report to re-use the format of a chart from a previous session 

Once selected, click NEXT 
4. Select chart type 

 
Click NEXT  to move to the next screen 

5. Select the data you want to graph (the screen shot is for a Pie Chart) 

 
When you click on the magnifying glass you will get this popup: 
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If you cannot find the data you want in the list click on the pull down to get additional data sets: 

 
6. Type in the Report Title and click NEXT 
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7. Save the chart formatting if you think you might re-use it. 
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Sample Bar Graph 

 

 
 
A PDF file is created that can be downloaded to your computer’s desktop to be used in school reports 
 


