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To search for a student in Aeries, the Student Search tool is accessible at the top of the Navigation Tree. 

 

The Search tool accepts the complete student name, the student’s last name, first couple letters of the student’s 

last name or first letter to locate all students starting with that letter. Students can also be accessed from the 

Student Search by inputting a Student Number, Permanent ID, State Student ID, SSN, or S-Number (if 

SSN/S-Numbers are being used). Users can also click the magnifying glass icon to bring up the Student Search 

window. This window allows for a new search to be started, and lists search tips to assist the user in accessing 

the desired search results.  

 

When searching for students within the regular student search, the search will be limited to students at the 

particular school the user has selected from the school selection drop-down. To search students at a particular 

school, first change to that school. To search all students district-wide, change to the District. Alternately, the 

district student search can be utilized to search students throughout the district. 

https://support.aeries.com/support/solutions/articles/14000069556-searching-for-students#DistrictStudentSearch
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14043212078/original/eIcVf4yXvYHx5KuhlSUhtbvuZ4Y5t4EEzw.png?1550016298
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14051766744/original/iN70TOhztyHR6T5o5FHBVyltHtPzPJf8Hg.png?1565303649


 

From the search results screen, the count of search results will be listed at the top right of the results list. Users 

can scroll down the return results using the mouse, and the current selection will be highlighted in green. To go 

to a student's records, click within the green highlighted bar to be advanced to the selected student. 

 

After a student is selected, clicking on the magnifying glass again after performing a search will display the 

previous search results. 

The Student Profile page will load if this is the first search of your Aeries Web session; the Student Data page 

that was accessed immediately preceding the student search will load when the search was done from a Student 

Data page. 

Search results can also be filtered using the Group drop-down box. This allows students who are defined in a 

student group to be displayed, or for a search to be made only within the selected group. To clear the group 

selection, select the "List All" button to return to search the full database. 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14020909008/original/hDMZUIqJJodnN9VkyWIen6VIb8TM_zjt0g?1505498519
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14051767039/original/yr47AH_XdQShYNQahz2MHvi1UM6ol_4fow.png?1565304257


 

Search by Student Number, ID Number, State ID 

A student can also be located by entering the student number, permanent ID, or state student ID into the Search 

box. After the number has been entered, click the mouse on the Search button or press Enter and the designated 

student will display. 

Note: If only one student is matched while entering a number, the user will be taken directly to that student 

A list of student numbers, ID numbers, or State ID numbers can also be entered, separated by a comma, space, or 

line break. For example, this could be utilized to copy a column of ID numbers from Excel and immediately keep 

those students. 

 

"Fuzzy" Search 

The Fuzzy Search Results option controls whether or not a result set will include: Similar names (e.g. "John" 

includes Jon, Sean, and Shawn), Reverse names (e.g. "Jesse James" includes James Jesse), and Partial names (e.g. 

"El" includes "Kelly").  Please note the Fuzzy Search is not required to include Begins-with or Ends with names 

("Smith" including Smith-Johnson and Johnson-Smith), Aliases, or Middle Names.  The Fuzzy Search logic limits 

the results even further based on similar starting letters within the results set.  The "No Results Found" scenario 

includes a message to "Try using Fuzzy Search to see potential matches". By default, fuzzy search is turned off 

but can be turned on by checking the Fuzzy Search Results box at the top of the search results screen. 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14019849983/original/pQqAxfIXrTd7mfbHsTkGSWBX9VpdatrCRg?1503529158
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14019850308/original/AkBW0rRAvEZkpa8OGu1LU_htiLry--rA0A?1503529975


 

Keeping Students 

When search results are displayed, a Keep Students option is available at the top right corner of the search 

window (next to the total number of students returned). Selecting this option will limit the user's Aeries 

Web session to just the kept students. This is similar to running a KEEP/SKIP query and can be used as a quick 

keep. 

 

Recently Viewed Students 

A list of the recently viewed students is easily accessible from the Student Search Window. This feature makes it 

easy to quickly go back to a student who was previously viewed. Note: using the "Forward/Next" and 

"Backward/Previous" student arrows do not register the students as "Recently Viewed". 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14051821594/original/owM56ZqiWFNzlPlXDNK7rf20bhsfnyuSEQ.png?1565380898
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14019850102/original/j_wBmskTzFeQ173xoI9hBauJmJaNSZju2A?1503529431
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14019850453/original/I-hHEFuwOnZQw_1cAJ43CBBfIvk1xmBV4Q?1503530321


A drop-down list of the Last 10 students is available when clicking the current student's name at the top of the 

page. 

 

Reverse Lookup 

The ability to search for students using all or part of a telephone number, address, email, contact name, or birth 

date is available using the Reverse Lookup. Reverse Lookup can be used when partial information is available, 

and the user needs to connect that info to a specific student. For example, if a message was received that gave a 

phone number, but not the name of the person leaving the message, Reverse Lookup for telephone number can 

be utilized - select the "Telephone number' option under the Reverse Lookup section, enter the phone number (or 

partial phone number), select search. All students with matching telephone records will be returned.  

 

Multi Student Search 

The Multi Student Search page is used to search for multiple students from a list of student names or student ID's. 

The student information can be copied and pasted into the Multi Student Search from sources such as an Excel 

spreadsheet, a TXT file or email. The Multi Student Search page can be found under the Student Data area of the 

navigation tree.  

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14019850695/original/z5IVZLlR90YRhkw1diFz_JOzYIleJn2_wg?1503531247
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14019850877/original/1Ir_VojFNimVXwj5pQZxgkfitXMHzFjy-A?1503531955


 

A multi student search can be performed by Name or by ID. Select the correct tab to use for the search. 

 

Paste the search criteria from the source file into the text area under the By Name or By ID tab. In the example 

below the search is using information from an Excel spreadsheet to perform a By Name search. The Column 

Delimiter and Column Order options at the bottom of the page auto detect what the source information is using. 

Click the Search Students button.  

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14032076750/original/N5S-Q1Tag9lWq5FaUSmXNimo83Mwg3wboQ?1529012084
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14032122850/original/OoBi3hPf2pNRe7vwACBhMcyWQBlH9K45_w?1529078908


 

Search results will display in 2 tab areas: Perfect Matches and Incomplete Matches. 

 

Perfect Matches are defined by only one student being matched exactly by First Name and Last Name or by 

Student ID.  

Incomplete Matches are search results that have multiple possible matches or are not found at all.  

The Search results area has options to Keep, Export or Group the results. The Keep option will keep the search 

result students.  

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14032123074/original/nmnnPfJVlTuxm-Bo9NSmR_Q6z0lGWwudiw?1529079236
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14032124492/original/fTU-WuJ13ASEW1T0CgPkCzXW8uKzIG4rEQ?1529081243
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14032126553/original/3Vy615Clzzb8BaIdADH2xeaKurBOhOVUmQ?1529084916


The Export option will drop the student Perfect Match search results into a list to Export to Excel. Clicking on 

the 3 dots on the right side of a column will provide sort options and also allow the ability to add some additional 

fields to the search results prior to the export. Clicking on the Export List to Excel button will export the results 

to an Excel spreadsheet.  

 

The Add to Group option allows the selected students in the search results to be added to a Student Group. 

 

Clicking on Add to Group will bring up an Add to Group box where a Student Group can be selected to add the 

students to.  

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14032126750/original/7hdSmj8SHPkIRxyX4MLyhxvtKyywziEXdA?1529085301
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14032128387/original/hCxe0Tk5BB7pkMW-yKEe0jU83q3cdkX0Bg?1529088929
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14032128393/original/N6fWr6NgREJToWTb_PFX67Rv4uNwysZhiw?1529088943


The Incomplete Matches area allows an additional search to try and find a match. If no results are found, the text 

box containing the searched name can be used to modify the name.  

 

 

After the name is modified clicking the Search button will perform a new search in an attempt to find a match.  

 

 

If a new possible, match is found it will display the result to review.  

 

District Student Search 

The District Student Lookup feature allows for searching of students who may have records in various district 

schools and/or years. These may even be student who have not attended the district in years. This is a different 

search that will search for students who have ever attended the district. This feature also allows the functionality 

to Copy a student from a prior school year database, print a Transcript (Elementary Transcript or 

Secondary) or Enrollment History from prior years, or even print Immunization records from that prior year. 

This search is also useful when trying to locate the last school year a student attended. 

The Multi-Year search is accessible from in multiple ways: 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14032128568/original/x9BQlyj9NwF8wCKrLAmTTWeTM8FH9H56Nw?1529089411
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14032128591/original/_HFEx5u7gfUBK7jRL0yEaSP4GIH_fj_ulw?1529089471
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14032128645/original/cT6ARX3BxzxQcYnNo3yEb5ufn-A9QBH8Vg?1529089529


 From the Student Search window, click on "Multi-Year District Search":  

 From the Student Demographics Form - select "Add", then the "Search Prior Year" button 

 From the Navigation Tree by selecting District Student Lookup 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/14019850979/original/J49170ASNMdexMMhCYzYPdjjE8NdP-mZjw?1503532398

