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Instructions for “Class List Report” 

The “Class List Report” is just that, it displays a class list based on a selected search criteria set by the user.  The “Class List Report” takes information from the “Program Description” screen of an “In-Force” IEP. You will need access privileges to the “Reports” section of the IEP PlaNETTM program to run this report.

Your search criteria can be based on all or any of the following fields:

Teacher – The “Teacher” field on the In-Force IEP “Program Description” screen

Current School - The “School” field on the In-Force IEP “Program Description” screen that  (The school the student is attending for a program).

Class Name – The “Class Name” field on the In-Force IEP “Program Description” screen.

Date - Date range in which the student has that program (report looks at the “Begin” and “End” dates of a program)

To access the “Class List Report:”
1. Log on to “IEP PlaNETTM”
2. Click on “Reports” in the Top Black-Menu Bar

3. Click on “Fixed Format Reports” in the Left-Menu Bar

4. Click on “Class List Report” in the Left-Menu Bar

5. Click on any of the black arrows next to the fields:

a. Teacher

b. Current School

c. Class Name

d. Date

 to choose information from the pop up menu.

6. You may fill in one, two, three or all four fields to narrow down your search

7. Click on “Run Report” once you have completed the information in your search

8. The Adobe Acrobat screen will open and then show the report

9. You can then print from this window by clicking on the printer icon on the toolbar

NOTE - If you leave all fields blank and click on “Run Report” this will give you a report for all students who have an In-force IEP.

NOTE - If you type in a specific date in the “Date” field this will give you a report on all students that have a program encompassing that date.

See screen shots below following the instructions above:

Step #1

Sign on to IEP PlaNETTM”
Step #2 – click on “Reports” link
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Step #3 – click on “Fixed Format Reports” link
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Step #4 – click on “Class List Report” link
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Step #5 – select your search criteria
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Example - Report based on “Teacher” field equal to “Teacher A Teacher A”
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NOTE – All reports will display the Student:

a. Name

b. ID Number

c. Birth Date

d. Age

e. Grade

f. Start Date – based on Program “Start” date

g. End Date – based on Program “End” date

Example - Report based on “Date” field equal to “11/02/02” 
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A report will print based on the first criteria entered, “School,” “Teacher,” “Class Name,” or “Date” then lists information in alphabetic order by “School,” “Teacher”,” Class Name,” and then by “Date.”

Depending on the criteria entered you may see only one student listed per School, Teacher, Class Name or you may see a number of students per. If more than one student is attending the same School, with the same Teacher and has the same Class Name for that program, this will show those students on the report under the same criteria.
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