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Enrollment Summary Report 

1) To run an Enrollment Report, go to Student Information>Reports.  Click on “Enrollment Summary”. 

 

 
 

 

2) Enter the “Enrollment Effective Date” for the school year for which information is needed.  (Ex:For  the 2011- 2012  

    School year, the start date would be 8/18/11.) 

 

3) Next select the school(s) for which information is needed.  To select an individual school click on the school name. 

    To select several schools, hold down the “control” button and click each school needed. 

 

4) Now select the format for the report.  (The “Tall Format” is a popular choice.) Click “Generate Report”. 
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5)  The report will appear and can be printed if needed. 

 

 
 


