Create a Report to Display Missing Parent Custody

Once logged into FACTS please select Report Manager
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Report Manager

Select Create a Report > Create a Report Student
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Administration
Admissions
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Behavior
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Click the Double Arrows to move all Students to “Selected List” and Click View Report

Year

Filter

Selection List Selected List
2020-2021 v [ District wide _Doe, John - _Doe, John i
(I Next Y Abraham, George Abraham, George
& i e | |Alison, Gabrielle Allison, Gabrielle
) sHomarcam Dual-Enrolled Allizon, Sebastian Allison, Sebastian
P Enraliad Alvarado, Hannah Alvarado, Hannah
:)j CIB_SSI Graduate Alvarado, Theodore Tt
= ACt“‘:ItY, Inactive | |Alvarez, Elie Click the
O Admissions

Alvarez, Raelynn

Distance Learning

Andersen, Jade

Double Arrows

Andersen, Zuri Andergerm—om
(F;ull Dgy Andrews, Damian Andrews, Damian
rade: 01 : i : i
Grade: 02 Andrews, Diana Emilia Andrews, Diana Emilia
Grade: 03 - Andrews, Nicholas Andrews, Nicholas
- Atwood, Sadie Atwood, Sadie
Bachman, Andrea Bachman, Andrea
Bachman, Kayla Bachman, Kayla
Bamnett, Alexandra Barnett, Alexandra
Barnett, Josephine Barnett, Josephine
Bates, Leo Bates, Leo
Benavides, Greyson * Benavides, Greyson "
Records: 372 Records: 372
Advanced Filter
| view Report <@l Click View Report
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Fields

Student / Naming / LastName, FirstName

Student / Status / Current School / Grade Level



Select “Has Custody”
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“No” Means Custody Has NOT Been Assigned and will need to be Updated in FACTS SIS. Select Export to Excel
to Save Report as an Excel Document

Select
Export to Excel

Back to Filters Export to Excel Export to C5V

LastName, FirstName Grade Level Has Cust “No” Means Custody

1. Adams, John 03 No Has NOT Been Assigned
2. Adams, John 03 Yes

3. Akins, Maggie 08 Yes

4 Akins, Melissa PK3 Yes

2

Allison, Gabrielle 07 No



Select “Report Library” located in Right Corner of Screen

Create a Report
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Report Name: Untitled
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Select Report and Click on “Open”
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Select “Display Results” to run Report



Create a Report Save
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Display Results

Fields Filters Parameters Hide Functions Order

—  Student/ Naming /

= LastName, FirstName None ]| Ll [None v|| None v|x

You can select to Export report to Excel or Print to your Printer

Back to Filters Export to Excel Export to CSV

LastName, FirstName Grade Level Class écﬁon

Select to Export report to
Excel or Print




