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Grade Level Error Report

Run Your Grade Level Error Report

GO TO:
1. Click on the Reports Tab.
Select District Reports.

3. Select the Weekly Reports folder.
4. Select the Gradelevel Problems — School View report.
5. The report will display in the middle of the page.
Note: If the message “No records found” is displayed, then you have no enroliment calendar errors.
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6. Click on the student ID number to access the student’s information.
Note: The student demographics will open in another tab
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&« C | & Secure https://focus.collierschools.com/focus/Modules. php?modname=5tudents/Student.php&tinclude=General_Infollc Q ¥ :

Update Grade Level Errors

Enrollment

FROM THE DEMOGRAPHICS SUB-MENU:
1. Select Enrollment sub-tab.

Grade Level } Enrollment Date |

2. Locate the active enrollment record. | |
3 ClICk the VieW bUtton View | 2016-2017 Avalon Elementary (0201) PK 09/01/2016
4. Select the correct grade level (PK, KG, 09,
etc.).
5. Click Save.
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Continuing with Your Report
FROM THE NEW INTERNET BROWSER TAB:
1. When finished close the internet browser tab.
2. Click the “x” in the upper right corner of the tab.
3. Access the tab named “District Reports” to access the next student on the list.
Note: The student will not drop from the report until the report has been refreshed.
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