Forms

Forms that were set up in the Form Builder are available in the Forms menu for the profiles
that have permissions to the form (the profile has Can View and Can Edit permissions in the

Form Settings in the Form Builder and the profile has View and Edit permissions for the

form in Users > Profiles). Partially completed forms can be saved as a draft in the Drafts tab
to be completed later. The Mass Print tab can be used to mass print forms. The History tab

displays the forms that were submitted and the form's approval status. Users part of the
approval flow for the form can approve and deny form requests and can view Approval

History.

Completing a Form

1. In Forms menu, click the form.

Setup
Students

Users

OB PSS

Scheduling
w  Grades
Assessment
Attendance

Discipline

Search...

counselor

ABE Education Plan - TABE

ELL - Education Plan

Controlled School Choice

Best & Brightest Teacher Application

Maonies Collected Form

School Accident Report

]S & %

Forms I

The form is displayed in the Form tab.
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|54 18 Drafts MassPrint History

i If you select a school, your request will be reviewed only by staff at that school. If you do not select a school, anyone with permission
canapprove.

I Owl High School - 0041 . Title |05f19,’2020

%) StartMNewDraft ([ B SaveDraft g <4 Submit Request

Student Name: [Select One [® Date and Time of Accident: .

Description of Accident: |

2. At the top of the screen, select your school, if applicable. The school that is currently selected
at the top-right of the screen is selected in the pull-down by default.

If you select a school, your request will be reviewed only by staff at that school. If you do not
select a school, anyone with permission in the district can approve or deny the request.

0 The Select School pull-down will not display if the option "Remove School From
Requests" option was selected on the form in the Form Builder.

IForm Drafts MassPrint History

@ If you select a school, your request will be reviewed only by staff at that school. If you do not select a school, anyone with permission
l can approve.

‘ Owl High School - 0041 l Title |(]5.|’15.I'2020

) StartNewDraft {&® B SaveDraft {&§ <4 Submit Request

3. Enter a Title for the form request. Today's date is automatically populated.

IForm Drafts Mass Print History

If you select a school, your request will be reviewed only by staff at that school. If you do not select a school, anyone with permission
can approve.

‘ Owl High School - 0041 l Title |(]5|’15|’2020

) StartNewDraft {9 B SaveDraft {9 <4 Submit Request

4. Complete the required fields on the form. Required fields are highlighted in red.
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Student Name: Select One Date and Time of Accident;

Description of Accident:

Accident witnessed by:

Sent to nurse? Mo Yes

Some fields may auto-populate if a SQL collection was added to the field in the Form Builder.
These fields will be grayed out and are not editable. Fields that your profile does not have
permission to edit are also grayed out.

5. A drop-down with a pencil icon next to it allows the text of the selected option to be edited.
After selecting an option in the drop-down, click the pencil icon.

Other | |

6. The field changes from a drop-down to a text field that allows editing. In the text box, edit the
text of the option.

|[Other - Bus |I &

7. Click the pencil icon again to convert the text field back into a drop-down.

|[Other - Bus |
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The drop-down now displays the selected option with the edited text.

Other - Bus . f

8. If needed, upload a file of additional documentation at the bottom of the screen under the
Misc section.

You can select a file from your computer by clicking the Select button, drag a file from your
computer into the file box, or scan a file by clicking the Scan icon.

0 Uploading supporting documentation might be required for the form. An error
message will display if you attempt to submit a form without uploading a file if it is
required for the form.

Misc

== Example.docx (0.02mb)

Post

9. If desired, enter a comment in the text box and click Post.

Misc

5118 10-:51am Weiss, Example comment
Ashley:

= Example.docx (0.02mb)

Post
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10. To discard the form and start a new draft, click Start New Draft at the top or bottom of the
screen.

Any information you entered will be discarded and a new, blank form is displayed.

IForm Drafts Mass Print  History

d If you select a school, your request will be reviewed only by staff at that school. If you do not select a school, anyone with permission
1 can approve.

[ Owl High School - 0041 . Title|-05f'15|’2020

) Start New Draft r B SaveDraft 9 <4 Submit Request

Student Name: |Acevedo, [® Date and Time of Accident: [05/19/2020 09:10am

) Start New Draft B SaveDraft «d Submit Request Print

Misc

5M910:51am  Weiss, Example comment

= Example.docx (0.02mb) Ashley:

Post

11. To print the form, click Print at the bottom of the screen.

) Start New Draft B SaveDraft <4 Submit Request Print

Misc

218 10:51am  Weiss, Example comment

=2 Example.docx (0.02mb) Ashley.

A print dialog box for your printer is displayed to select your print options.

12. To save the form as a draft to complete at a later time, click Save Draft at the top or bottom
of the screen.
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The draft is saved and is available in the Drafts tab.

IForm Drafts MassPrint History

o If you select a school, your request will be reviewed only by staff at that school. If you do not select a school, anyone with permission

can approve.

| Owl High School - 0041 l Title |05,I'15|"2(]20

B s () # suminenes

Student Name: |Acevedo, . Date and Time of Accident: |05/19/2020 09:10am

) Start New Draft B SaveDraft | «d Submit Request Print

Misc

== Example.docx (0.02mb) S8 10stam A“;I?II:: Exampla comment

13. To submit the form, click Submit Request at the top or bottom of the screen.

IFurm Drafts MassPrint History

- If you select a school, your request will be reviewed only by staff at that school. If you do not select a school, anyone with permission
l can approve.

| Owl High School - 0041 l Title |-05,I'15|"2(]20

[ sartowsran @) B swedra () 4 swomtrenes

Student Name: [Acevedo, . Date and Time of Accident: |05/19/2020 08:10am
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) Start New Draft B SaveDraft «d Submit Request Print

Misc

= Example.docx (0.02mb) SgosTan :_,ﬁ::f Exampla comment

A confirmation message is displayed indicating that the form was submitted with options to
Print the form or Start New Request.

(0008 Drafts MassPrint  History

Your form has been submitted.

Print Start New Request

Viewing a Draft Form

Draft forms that have been saved can be viewed and completed, or discarded if not
needed.

1. In Forms menu, click the form.
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Setup

w”}’ Search...
A Students counselor
é Users ABE Education Plan - TABE
@ Scheduling ELL - Education Plan
Controlled School Choice
« (Grades
o Best & Brightest Teacher Application
¢ Assessment Monies Collected Form
-l‘ Attendance | School Accident Report
£§ Discipline
E] Forms I

2. Click the Drafts tab.

All your saved drafts of the form are listed.

Form @ Mass Print  History

Title
==|05/15/2020 ' View
=]°5f“15="2°2° =)
=] 05/18/2020 View

|

3. To delete a draft that is no longer needed, click the red minus sign next to the form title.

Form JMglisd Mass Print History

Title
= 05/15/2020 ' View
E105/15/2020 | i VW
=]us;1a,rzuzn View
|

4. In the confirmation message, click OK.
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livedemo.focusschoolsoftware.com says

Are you sure you want to delete this record?

|

T —

The draft form is deleted.

5. To view a draft form, click View next to the form title.

Form QgegElitd MassPrint  History

Title
== 05/15/2020 | View
S 02(182020 ..oV 1EW

The draft form is loaded in the Form tab to view, complete, and submit.

Mass Printing Forms

The Mass Print tab allows you to print blank forms for one or multiple students. A form can
be printed for each of the student's schedule records. If the Student Dropdown was
included on the form in the Form Builder, it will be populated with the student's name.

1. In Forms menu, click the form.
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#° Setup Search...
A Students counselor
@ Users ABE Education Plan - TABE
@ Scheduling ELL - Education Plan
Controlled School Choice
« (Grades
- Best & Brightest Teacher Application
¢ Assessment Monies Collected Form
d Attendance | School Accident Report
£§ Discipline
E] Forms I

2. Click the Mass Print tab.

Form Drafts History

Search Screen  Simple List Customized List

Student Search

Student |

CIMultiple Records for each Schedule Record

Student Group N/A v

More Search Options linclude Inactive Students

Search || Reset

3. Enter search criteria to locate the student.

4. Select Multiple Records for each Schedule Record if you would like to print a copy of the
form for each of the student's schedule records.

5. Click Search.
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Form Drafts QIEEIZ00Nd History

Search Screen  Simple List Customized List

Student Search

Student [albury

¥ Multiple Records for each Schedule Record

Student Group N/A v
Ulncluds Inactive Students

More Search Options

Search || Reset

6. Select the check box next to each student to print, or select the check box in the column
header to select all students in the list.

@ f the option "Multiple Records for each Schedule Record" was selected on the previous
screen, the student will display multiple times, once for each schedule record. The
course and section name is listed for each schedule record.

Mass Print

Print Forms

Search Screen Simple List = Customized List Customize Student List

Student: albury
15 Students [ 15 Selected [search
Photo Student Student ID Grade  Course Section

7. Click Print Forms.
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Mass Print i

Search Screen Simple List = Customized List Customize Student List

Student: albury
15 Students | 15 Selected [search
¥ Photo Student Student ID Grade  Course Section

Return to Focus I Print Forms

The forms are displayed.

8. To print the forms, click Print Forms.

Student Name: [Albury, . Date and Time of Accident:

Description of Accident: ‘ |

A print dialog box for your printer is displayed to select your print options.

9. To return to the form screen, click Return to Focus.

oo

Student Name: [Albury, . Date and Time of Accident:

Dascription of Accident: ‘ |
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Viewing Form History

The History tab displays all the forms you have submitted and each form's approval status.
Depending on if your profile has the permission "View All History" for a form, you may be
able to see the history of all the forms submitted at your school(s).

o If your form was voided by an administrator, it will no longer display in the History tab.

1. In Forms menu, click the form.

g Setup Search...
@ Students counselor
n":'- Users ABE Education Plan - TABE
O Scheduling ELL - Education Plan
Controlled School Choice
5 Grades
- Best & Brightest Teacher Application
4+ Assessment Monies Collected Form
*T Attendance School Accident Report
£ Discipline
E] Forms I

2. Click the History tab.

All of your submitted forms are listed. The Approval Status column indicates if the form is
approved, denied, or pending approval.
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Form Drafts MassPrint

) Show All
InstancelD § RequestTitle § ApprovalStatus § student_name 3 description §
10487 05/15/2020 & Approved Acevedo, Student tripped and fell in the hallway when passing between classes.
10489 05/18/2020 g Drenied Albury, Student twisted ankle in gym class.
10490 05/12/2020 8 Pending Albury, Student bumped arm on classroom door,

3. If you have permissions to view all forms that have been submitted at your school(s) for the
particular form, select the Show All check box.

Form Drafts MassPrint [JEHEGIeY

[ Show All
SO ot WA Fier: ETAJR roooe counns

InstancelD § RequestTitle § ApprovalStatus § student_name § description §

10487 05/15/2020 & Approved Acevedo, Student tripped and fell in the hallway when passing between classes.
10489 O5M8/2020 x Denied Albury, Student twisted ankle in gym class.

10490 05/12/2020 S Pending Albury, Student bumped arm on classroom door,

4. Hover over the Pending hour glass to view the users who need to approve the form.

Form Drafts MassPrint JRlS{TY

) Show Al

InstancelD § RequestTitle 3 Apprd . description §
Approval Chain
10487 05/15/2020 f A Student tripped and fell in the hallway when passing between classes.
— School Health —
10489 05/18/2020 * [ 8 Chappell Student twisted ankle in gym class.
10490 05/12/2020 8 E I Student bumped arm on classroom door,

Hovering over the Approved check mark or Denied x displays who approved or denied the
form and the date and time it was approved or denied.
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Formm Drafts MassPrint [JRli341sY

[ show All

3 Records = 5] G ow Approval Chain

InstancelD 3 RequestTitle & Approval School Health
10487 05/15/2020 & App “ Chappell, -05/19/2020 11:32am [and fellin the hallway when passing between classes.
10439 05/18/2020 “ Den!T}—wmrw_—mmi ankle in gym class.

10450 05/12/2020 Z Pending Albury, Student bumped arm on classroom door.

Q When a Student Dropdown component is included on a form, the column will display a
link that will open Student Info.

Form Drafts MassPrint QIRGI Pending Approval Approval History

O show Al
T X1 i A Tosse Columns
InstancelD 4 RequestTitle & AppravalStatus & text & student &
14140 05/26/2023 < Approved 123 |Aarez, Douglas Adam- 00075191 |

5. To view a form, click the Instance ID link.

Form Drafts MassPrint Jgia{1s"

[ Show All
InstancelD § RequestTitle 5 ApprovalStatus § student_name 3 description §
05/15/2020 & Approved Acevedo, Student tripped and fell in the hallway when passing between classes.
10489 05/18/2020 * Denied Albury, Student twisted ankle in gym class.
10490 05/12/2020 E Pending Albury, Student bumped arm on classroom door.

The form displays in the Form tab. The form fields are grayed out and are not editable. The
form can be printed by clicking the Print button.
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Il Drafts  MassPrint  History
l Owl High School - 0041 Title |05/15/20:

Student Name: |Acevedo, [¥] Date and Time of Accident: [05/19/2020 08:10am

tudent tripped and fell in the

Description of Accident: allway when passing between

Accident witnessed by: [A. Weiss

Sent to nurse? * No Yes

Approving or Denying a Form Request

Users with approval permissions to approve/deny the form request (set up in Approval
Flow) can view the submitted form, complete any necessary fields, save the form as a draft,
and approve or deny the form request.

o A Portal alert displays for form requests that are awaiting your approval. You can click
the alert link to go directly to the Pending Approval tab of the form instead of
accessing the form from the Forms menu.

E7] There are 3 "School Accident Report” forms awaiting

your approval.

1. In Forms menu, click the form.
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4° Setup Search...
A Students counselor
& Users ABE Education Plan - TABE
@ Scheduling ELL - Education Plan
Controlled School Choice
« (Grades
o Best & Brightest Teacher Application
s+ Assessment Monies Callected Form
J Attendance | School Accident Report
] Discipline
E] Forms I

2. Click the Pending Approval tab.

Form Drafts MassPrint History RGO El  Approval History

Instance ID § Title § Requester § School § Request Date § Status §

10487 05/15/2020 Ashley Weiss Owl High School - 0041 05/19/2020 8 Pending
10489 05/18/2020 Ashley Weiss 05/19/2020 S Pending
10490 05/12/2020 Ashley Weiss 05/19/2020 = Pending

@ The Student ID and Student Name columns are included in the Pending Approval table
when the Student Dropdown component is included on the form with the field name
Student_Dropdown.

o When a field on the form has the "Include in Pending Approval" option enabled in the
Form Builder, a column will be included in the Pending Approval table with the field
name as the column header and the value of the field displaying in the column. The
field name and value will also be included in the email sent to the form approver(s)
indicating that a form requires attention.
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Form Drafts MassPrint History QIULILTENIGYEN  Approval History

e CWA i EJ ovse cotmes
Instance ID & Title & Requester & School Request Date 4 Purpose batus &
13393 06/06/2022 Patricia 06/06/2022 Science Museum Field Trip £ Pending

@ When a Student Dropdown component is included on a form, the column will display a
link that will open Student Info.

Form  Drafts

LS EE T S TE G Pending Approval

Approval History

=Es @@ EEmm

Instance ID & | Title & Requester 4 School 4 RequestDate 4 StudentiD4 | StudentName 4 text4 | student_dropdown & Status 4
14170 07/03/2023  EdgarAllan Ahrens  Focus High School - 0041 07/03/2023 00057390 Abrens Edgar Allan 45678 I@ren;, Edgar Allan - 00057390 Z Pending View

3. Click View next to the form.

Form Drafts MassPrint

B G Pending Approval JFETIGIE LR[00
Bxport E¥
Instance ID § Title § Requester § School § Request Date § Status §
10487 05/15/2020 Ashley Weiss Owl High 5chool - 0041 05/19/2020 8 Pending
10489 05/18/2020 Ashley Weiss 05/19/2020 E Pending
10420 05/12/2020 Ashley Weiss 05/19/2020 8 Pending

The form is loaded in the Form tab.

4. Complete any fields that require your input. Required fields are highlighted in red.

APPROVALS

Signature:

Signed by Abrego, Jane (02/21/2019)

Date: |0z/19/2019

“By signing in the space sbove, | certify that as the person in charge of this tnp | have rewiewed all requirements and am submitting to my Principa! for spproval

Signature:

School Administrator

(Click to Sign)

“By signing in the space above, | certify that | have reviewed the field frip plan and approve for this field inip.

Forms
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5. If the form needs to be returned to the originator for additional information or correction,
click Back to Originator at the top or bottom of the screen.

Il Drafts MassPrint  History Pending Approval Approval History

o ek o

‘ Owl High School - 0041 ! Title |05/15/2020

The form will go back into the Drafts tab for the originator.
6. If you need to add or edit data on the form, make your changes and click Save Draft.

7. When ready to approve or deny the form, click Approve or Deny at the top or bottom of the
screen.

IZlgnl Drafts MassPrint History Pending Approval Approval History

‘ Owl High School - 0041 ! Title |05/15/2020

Print Back to Originator ¥ Deny ¢ + Approve

Viewing Approval History

Users with approval permissions to approve/deny the form (set up in Approval Flow) can
view the forms that they previously approved or denied and the forms that are pending
approval in the Approval History tab.

1. In Forms menu, click the form.
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4° Setup Search...

A Students counselor

é Users ABE Education Plan - TABE
) - ion PI

@ Scheduling ELL - Education Plan

Controlled School Choice

¢ (Grades
- Best & Brightest Teacher Application
#* Assessment Monies Collected Form
-li' Attendance | School Accident Report
£§ Discipline
E] Forms I

2. Click the Approval History tab.

Any forms you have previously approved, denied, or are pending approval are listed.

Form Drafts MassPrint History PendingApproval

Eae o

Instance ID : Title : Requester : School : Request Date : St:tus:
12864 33071 L School -0321 03/10/2022 @ Approved
12866 33071 L School -0321 03/10/2022 & Approved m

3. Click View next to the form you want to view.

Form Drafts MassPrint History Pending Approval FNIIGTELGETY

Evort O Fe )

Instance ID % Title & Requester & School § Request Date & Status &

12864 33071 L School - 0321 03/10/2022 @ Approved “
12866 33071 ¥ School - 0321 03/10/2022 & Approved m

The form is loaded in the Form tab. Fields are grayed out and are not editable on forms that
have already been approved or denied. The form can be printed by clicking the Print button.
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248 Drafts MassPrint

Pending Approval  Approval History

[ Owl High School - 0041 Title [05/15/202C

Print

Student Name: |Acevedo, Angelina

|¥| Date and Time of Accident: [05/19/2020 08:10am

Description of Accident;

Sent to nurse?

tudent tripped and fell in the
allway when passing between

Accident witnessed by: [A. Weiss

No Yes

Voiding a Form

When the system preference "Enable Voiding of Forms" is selected in Setup > System

Preferences > General tab, administrators can void forms. Voiding a form moves the form
to the Voided tab. The form no longer displays in the History tab for the user who
submitted the form and for all other users.

1. In Forms menu, click the form.

o Setup

@& Students

g Users

(9 Scheduling
»  Grades

=% Assessment
« Attendance
=3 Discipline
] Forms

&+ Billing

Search...

ABE Education Plan - TABE
Controlled School Choice

counselor

ELL - Education Plan

Best & Brightest Teacher Application
Monies Collected Form

School Accident Report Form

2. Click the History tab.

Forms
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0 If needed, select Show All to view all forms.

Form Drafts MassPrint [J[OGs  Voided

Show All
thecorts [ ToggeCotm
InstancelD § RequestTitle § ApprovalStatus § student_name § accident_description §
13822 03/15/2021 W Approved Acevedo, Student tripped in the classroom and hurt her ankle.

3. Click the InstancelD link to view the form.

Form Drafts MassPrint [QIEG  Voided

Show All
e IS
InstancelD RequestTitle 4 ApprovalStatus § student_name 3 accident_description 4
03/15/2021 & Approved Acevedo, Student tripped in the classroom and hurt her ankle.

4. Click Void at the top or bottom of the screen.

IS5l Drafts MassPrint History Voided
|Focus High School - 0041 ‘v| Title [03/15/2021 Print

Student:  [Acevedo, Dianne ™

Describe how accident occurred: Accident witnessed by/reported to:

Etudent tripped in the classroom

nd hurt her ankle [Select One [w]

Student sent to nurse?

No Yes

5. Click Yes to confirm.

Are you sure you want to void the '03/15/2021' request?

| Cancel || Yes |
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The form is moved to the Voided tab. Only administrator users with the profile permission
"View Voided Forms" can view the Voided tab. See Viewing Voided Forms below for more
information.

Viewing Voided Forms

Administrator users with the profile permission "View Voided Forms" enabled for the Form
Builder in Users > Profiles are able to view voided forms in the Voided tab. Users without
this profile permission will not see the Voided tab at all.

1. In Forms menu, click the form.

4 Setup Search...
& Students ABE Education Plan - TABE
g Users Controlled School Choice
(9 Scheduling counselor
ELL - Education Plan

+ Grades
i Eest & Brightest Teacher Application
= Assessment Monies Collected Form
@g Attendance School Accident Report Form
& Discipline
] Forms
&+ Billing

2. Click the Voided tab.

6 If needed, select Show All to view all forms.

Form Drafts MassPrint History

Show All

InstancelD § RequestTitle § ApprovalStatus § student_name § accident_description §

13822 03/15/2021 & Approved Acevedo, Student tripped in the classroom and hurt her ankle.
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3. Click the InstancelD link to view the form.

Form Drafts MassPrint History RGIGED

Show All
thcrts [ Toggl Coums
InstancelD § RequestTitle & ApprovalStatus 4 student_name § accident_description §
13822 03/15/2021 & Approved Acevedo, Student tripped in the classroem and hurt her ankle.

"VOIDED" displays at the top of the form when viewed in Focus and when printing the form.

18 Drafts MassPrint History Voided

‘ Focus High School - 0041 Title 03/15/2021 Print

VOIDED

Student:  |Acevedo, @

Describe how accident occurred: Accident witnessed by/reported to:

fudent tripped in the classroom
nd hurt her ankle. | Select One @

Student sent to nurse?

No Yes

Viewing a Student's Forms in Student Info

The Forms category in Student Info displays all the Form Builder forms the student is
attached to (forms where the student was selected in the student dropdown component on

the form). On the Student Fields screen, the applicable profiles should be given view
permissions to the computed table "Forms."

1. In the Students menu, click Student Info.
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Setup

Students |

Users
Scheduling
Grades
Assessment
Altendance
Discipline
Forms
Billing
Eligibility

Employee Self Service

¢t €@ 03 4 % 2 0 R|PS

Florida Reports

i S85

L

Reports

| Search...

I Student Info I

Add a Student

Mass Assign Student Info
Mass Add Log Records
Change Reguests

Online Enroliments

Magnet / Spacial Assignment

Phone Communication

Advanced Report

Add / Drop Report
Student Form Records
Student Breakdown

Print Student Information
Print Letters & Send Email
Letter Queus

Workflow Triggers

Print Avery Labels

Print IN Radaes

2. On the Search Screen, search for and select the student.

@ See Searching for Students for detailed instructions on the various ways to search for

students.

Search Screen  Simple List Customized List

|Q Student Search | More Search Options
Student Group | B

[C] Search All Schools

[ Include Inactive
Previous Years
Use Most Recent Enrollment

Use Legacy Search w

3. Click the Forms tab on the left side of the screen.

Forms
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Enrollment Schedule Requests Grades Absences Activities Referrals Test History Audit Trail Grad Communication Files S§5S Choice [~

Billing

Filter fields... Elo 1 Forms
“ Enronment
0 easter Forms
D reostate Filker:
B Federal/State Compensatory Instance ID Form 4 Form Status § View Form 3
m Food Service E E 13822 School Accident Report Approved 08/30/2021

T 14138 TestForm 3 Approved 05/26/2023

O o |
raphics 4

G Gifted

n Graduation

B Health Daily Health Screener
ED veannoaiyvisitLog
n Health Immunizations
“ Health Medical

n Health Medication Administ...

The Forms table displays the instance ID, form, form status, and title.

Elo 1 Forms
Forms
[ Export TR Fiteer: B
Instance D Form 4 Form Status & View Form 4
r 713822 School Accident Report Approved 08/30/2021
r714138 Test Form 3 Approved 05/26/2023

4. Click the title link to view the form in a new tab.

El™ Il Forms

Forms

Instance ID ¢ Form : Form Status ¢ View Form :
r 713822 School Accident Report Approved 08/30/2021
T 714138 Test Form 3 Approved 05/26/2023

@ Users who do not have view permissions for the form will not see the link to the form.
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