
 
ELEMENTARY CAMPUS 

BALANCING INSTRUCTIONS 
 

 
 

 
 
 

 The main purpose of classload balancing is to identify any discrepancies in scheduling 

and/or enrollment that could have occurred during the enrollment or withdrawal process. 

 ***TEA requires student membership to be reconciled to the attendance 

accounting records at the end of every six/nine weeks*** 

 It is required to run the following reports on due dates designated by PEIMS to ensure 

accuracy in campus enrollment and scheduling data: 

 

 

Run the following utilities prior to running reports: 
 

 

Recount Students 

PATH: WS/AF/EC/PS/UT/RS 

Edit this utility to reflect current academic school year and run. 

 
Mass Assign Homeroom 

PATH: WS/ST/PS/UT/SH 

Edit this utility’s ranges for current grade levels to ensure all students have a homeroom. 
 

 
Run the following reports and print front and back of page: 

 
 
 

Balance Reports- ADA Grade Counts 

• PATH: WS/ST/DM – DO NOT CLONE REPORT 

• Data Mining- Filter: Balance Reports 

• This report is ready to be printed, there is no need to edit. 

• ***This report will provide you with current ADA counts by grade level and 

campus*** 

 
Attendance Enrollment Report 

• PATH: WS/OF/AT/RE/ER 

• Add/Edit template (see the following image for template setup) 

• ***This report provides the number of students currently assigned to your 

campus, including breakdown by gender, grade and ethnicity. *** 

 

 
 
 
 
 



 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 

 
 
Entity Counts Report 

PATH: WS/AF/EC/RE/EC 

• Select current school year and current year grade levels 

• ***Current Count, Unduplicated, Available counts all need to match, along with 

your campus totals*** 

 
 

Course/Class Count Report 

PATH: WS/OF/CS/BC/RE/CC 

• Add/Edit template (please see image below for template set up) 

• Elementary run only for 2nd period 

• ***This report will provide your homeroom/section totals by grade level based off of 

the course master. *** 

 

                 

 

CURRENT DATE 

Only select and run Print 
Student Detail if your counts do 

not match. This will help find 
discrepancies. *DO NOT PRINT 

OR INCLUDE REPORT* 
 



 
 

Show your notes when totaling class counts:  
 

 

 
ALL YEAR 

   44 
+ 81 
 125 
+   2     DSC 
 127 



 

 
 
 
 
 
 
 
 

Run the following in Data Mining, Balance Reports Filter: 

• Balance Reports ADA Student List Detail 

• Enrollment Report with ‘Print Student Detail’ 

• Balance Reports Grade Level Match Test (Correct grade levels that are off) 

• Balance Report Default Ent =N – Active S (Active students w/ wrong Entity) 
 

Run ‘Free Period Report’ in Current Scheduling to find students missing a scheduled 
period: 

PATH: WS/OF/CS/SS/FP 

Free Period Report 
 

Run Student Schedules to find active students without a schedule or inactive 

students who have an active schedule, as well as students with more or less than 8 

periods. See below for printing options: 

PATH: WS/OF/CS/RE/SS 

     Student Schedules 

 
 

BALANCING TIPS 

Balance Reports- Homeroom Counts 

PATH: WS/ST/DM – DO NOT CLONE REPORT 

• Data Mining- Filter: Balance Reports 

• ***Total count of Homeroom listed by teacher, this report should not have any blanks*** 

 

Balance Reports- Early Ed ADA Verification 

PATH: WS/ST/DM – DO NOT CLONE REPORT 

• Data Mining- Filter: Balance Reports 

• ***Needs to be signed by campus Diagnostician *** 

 


