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To print the report, you will need to select “Print Preview” from the “File” pull-down menu, then 
select print. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

All Students 
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G. Report Generator: This function allows you to create custom reports.  When you select this 
option, the following screen will appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Selection Criteria – On the top portion of the screen, there are fields to select the criteria/data for 
which you want included on the report.  This selection criteria includes: Student ID, Students Name, 
Grade Levels, Ethnicity, Gender, Special Education (abbreviated SE), Limited English Proficient 
(LEP), Free/Reduced Lunch (FRL), a minimum number of days and a maximum number of days.  
You can select any or all of these to generate customized reports.   
 
Report Display Options – On the bottom portion of the screen there are fields to select for 
displaying the report.  You must select the applicable fields in order to have them displayed on the 
report.  These options are: Students Name, Students ID, District Name, School Name, Classroom 
Name, Grade Level, Ethnicity, Special Education, Limited English Proficient, Free/Reduced Lunch 
and Days Attended.  
 
For example, if you wanted a report for all White and Hispanic males that were free/reduced lunch 
eligible by grade level and days attended, select these criteria first.  Then to display this report, you 
would click on Student’s Name, Grade Level, Days Attended, Ethnicity and FRL.   
 
Once you have selected the options, to run the report, select the “Build Report” button.  The 
following screen will appear. 

Selection Criteria 

Display Criteria 
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Select the “print” function from your computer to print the report. 
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H. School Goals: This function allows you to view your center’s current progress in meeting the 
student and adult service goals.  When you select this option, the following screen will appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This screen shows the total number of students and adults served versus the center goal.  
Percentages are also shown.  Select the “print” function from your computer to print the report. 
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VIII. Narratives 
 
This section allows you to upload the monthly narrative Site Supervisor Reports to the database.  
These reports should be uploaded at the end of each month.  The reports can then be viewed by 
you, the 21st Century Director and RGI Corporation personnel with the appropriate passwords. 
 
Upon selecting the “Upload Narratives” menu option, you will be presented with the following 
screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Period: Select the month and year for the report. 
 
File to Upload: This option allows you to find your file on your local computer to upload.  Select the 
“browse” button to find and select your file.  Once selected, your file name will appear in the text 
box. 
 
Upload Narrative: Use the function to upload and post your report on the database. 
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View Narrative Reports <menu option> 
 
This option allows you to view your reports you have uploaded.  Upon selecting the “View Narrative 
Reports” menu option, you will be presented with the following screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To view reports, you will need to select and click on the report name to open the report in Microsoft 
Word. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click to View Report 
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IX. Classrooms  
 
This selection allows the school administrators to enter classrooms.  These are required if 
attendance will be entered by classrooms. 
 
Add Classrooms <menu option> 
 
Selecting this option presents the following screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Classroom Name: Enter classroom name and click on the “Add Classroom” button.   
 
 
 
 
 
 
 
 
 
 
 

Click to Add 
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List Classrooms <menu option> 
 
This option allows you to view a listing of all added classrooms. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This option allows you to view all classrooms as well as modify or delete classrooms. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Edit or Delete 
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X. Preferences <menu option> 
 
This section of the database allows users to change their passwords.  When you select the 
“Passwords” option, the following screen will appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
As a current user, this allows you to change your password.  The password must be at least 8 
characters.  If you lose you password, RGI can issue you a new temporary password which you can 
use to get on the system and then change the password. 
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III. Reporting Checklist  
And 

Forms 
 


