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The birthday report lists all upcoming birthdays, which can also be broken down by a specified 
Month.  The report is often used by teachers and administrators to track students’ birthdays. 
 

To generate the Report: 

1. Click the Students tab. 

2. Select Birthday Report. 

3. The Birthday Report screen will display.   

By default the screen will display student birthdays occurring in the current month.  This list 
will include students name, ID, grade level, birth day and birth year. 

4. Select the Month drop-down to view birthdays for the selected month. 

 

 
 
Note:  Click the Students name to open the Student Info screen. 

 
Upcoming Student Birthdays will also display in the FOCUS portal alerts section.  This alert is user 
specific.  For example, a teacher would only see the birthdays for students that are currently 
enrolled in their class. 
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