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Introduction 

Change to Last Year’s Database 

 

 
 

This document describes the steps to follow in order to properly generate 
last year’s Staff Responsibility report in order that it may be used to assist 
in the coding of this year’s Staff Responsibility records for the PEIMS 
snapshot submission. 

 

The report should be generated from last year’s database. Change the 
current school year to reflect last year’s database by clicking on the school 
year link at the top right hand corner of the screen as illustrated below: 

 
       

Select the school year from the drop down menu. See example below: 
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NOTE: Make sure you are in the LIVE database, that’s to say, DO NOT 
CHANGE the database name. 

          

Click on the   button. 

The top right hand corner of the screen will now look like this:

 

 

NOTE: If you see “Current Year 2023-24” at the top right hand corner of 
the screen, you are in the WRONG database. 
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Generating the Report  

Follow these steps to generate the report: 

1. Click on “Menu.” 
2. Select the “File Box Icon” 
3. Click on “Reports.” 
4. Click on “90 Staff” 

 

5. Click on “90 Staff”. 
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7. Press the button to generate the report. 

6. Type your building number next to the “Building List”. Include “All 
Staff”, and “Report” on Report Type. See example below. The following 
should remain as is: “Include Staff”, “Include Staff w/No State ID”, and 
“Report Type”. 
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8. The system will display the status of your report on your home page. 
Wait till the report disappears from the “Scheduled Tasks” section of 
the screen. 
 

            

 
 

9. Once the report has finished running, the system will place the 
completed report under your “Reports” section of the home page. See 
example below: 
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The report Log will print first. 

               
 

NOTE: Ignore any errors that appear below the “Prompts” section. 

 

  
The report will show below          
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10. Remember to change back to the current year 

Click on the school year link at the top right hand corner of the screen as 

illustrated below: 
 

      
 
• Select the school year from the drop down menu. See example below: 
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Click on the   button. 

The top right hand corner of the screen will now look like this: 
 

         


