Birthday Report

The Birthday Report is a great tool for teachers and administrators to track students’

birthdays. The birthday report lists all of the upcoming birthdays, which can also be broken

down by a specified Month.

The Birthday Report

1. In the Students menu, click Birthday Report.
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€ Inorder to utilize the Birthday Report, your profile must be set up with viewing
permissions via Users > Profiles > Students tab.

The Birthday Report displays the Student name, the Student ID, the students’ Grade level, the

students’ Birth Day and Birth Year.
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® Ahrens, Edgar Allan 037390 12 01 2007
Alvarez, Douglas Adam 075191 10 04 2006
- Carter, Maria Teresa )060116 12 05 2006
= Abe, Charlie Noel 1055879 10 06 2007
4 Adams, Peter Kavinsky 1020236 10 09 2007
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2. Select the birthday Month from the pull-down to view birthdays for the selected month.

Export 5 Filter: Month: | January |

Student § Student ID § Grade : Birth Day Birth Year :
Schmadeke, Andrew 88060 12 01 2006
Abe, Charlie Noel 55879 10 14 2004

3. Click the Student to open the Student Info screen.

export XA Ficer: B3 Month:|Apri [v]

Student 4 Student ID % Grade 5 Birth Day Birth Year &
Ahrens, Edgar Allan 057390 12 01 2007
Alvarez, Douglas Adam 075191 10 04 2006
Carter, Maria Teresa 060116 12 05 2006
055879 10 06 2007
Adams, Peter Kavinsky 020236 10 09 2007
Cannan, Celeste Veronica 056715 11 17 2007
Barron, Debbie 082679 11 20 2003
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Additional Features

If the report contains several pages of information, Page numbers displays along with Prev and
Next buttons. Click these buttons to sift through pages. Click the Page text box to enter a page

number. Press Enter to jump to that page.

Mext »

¢t Prev Page: 1 /4

Page: /4

¢ Prev Mext »

The report is originally sorted by the Birth Day; to reorder the report, click on any of the
headers. Click once for ascending results; click twice for descending results. In the image
shown, results have been sorted by clicking on Student name twice; therefore, the listed
students start with N.
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Month: | February

a

IStudent = Student ID : Grade 3 Birth Day : Birth Year :
Nicholson, Brian Thomas 10030451 11 08 2006
Elonde, Iris Amanda 0075779 12 28 2006
Austen, Olive Jennifer 10075329 10 22 2005
Alec, Colleen Joan 10061891 10 06 2007
Acevedo, Diem Donna 10023057 09 10 2007

To export the listed information to an Excel spreadsheet, click on the Excel icon in the Export

section.

‘Export [ESI=1 [ Filter:
Student J

Micholson, Brian Thomas
Blonde, Iris Amanda

Austen, Olive Jennifer

Alec, Colleen Joan

Acevedo, Diem Donna

Student ID :

10030451
0075779
0075329
10061891
0023057

To print any of the listed information, click on the Printer icon in the Export section.

Click Filters to further breakdown the report when looking for data.

[ :1 Filter: Month: | February
] vl Y] @0 Y] @ Y| @ v
Contains Not ez v
Equals Not
Student Starts withy Not Grade § Birth Day 5 Birth Year :
Blonde, Iris Amanda Ends with Not 12 28 2006
H. |
Austen, Olive Jennifer asvalue Rt 10 22 2005
Greater Not
Alec, Colleen Joan Greater or equal | Not 10 06 2007
Less Not
Less or equal Not
Between Not

a. To add more than one filter to a column, click on the green plus sign.

b. To delete an added filter, click on the red minus sign.

c. Select the gray arrow for more filtering options.
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€ For more information see Filters.

Use the Filter text box located at the top of the pull-down for a quick search. Begin typing the
name of the desired field.

Birth Day :

01
04
05
0&
09
17
20

Birth?

o March

2006
2006
2007
2007
2007
2003

Month: | April v

May

April
August
January
December
Movember
February
September
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