




Agenda
• Accessing student data – search

techniques
• Basic searches
• Search commands
• Compound Searches and Search

Codes
• Stored searches and stored selections
• Special searches – gpa, grades,

attendance, log entries
• Other ways to get student groups
• Q & A



What goes in, can be found



Personalize Your Searching

• Smart Search-
automatically provides
a drop-down list of
suggestions that you
may choose from,
including students, staff,
stored searches and
fields



Personalize – Smart Search

Start Page > Personalize > 
Interface _ Enable Smart 
Search

Smart Search is automatically 
enabled.  To edit, go to user > 
settings

19.X Version 20.4 Version



Searching Basics



Active vs Inactive

• Using any of the quick buttons will only find Active Students unless

you have enabled the inactive option under Smart Search.

• Using the forward slash (“/”) in front of your search criteria will add all

inactive results along with your active results that meet your search

criteria.



The Basics – Version 19.X

• Alphabetic by 

last name

• Grade Level

• Gender

• All in the 

building
• Type in search box

• Last name of student

• student number

• search commands/codes

Include 

Students 

taking 

classes in 

this school 

but enrolled 

in another 

school

See all 

Student 

Fields

Advance 

Search 

Options



The Basics – Version 20.4

• Drop down has replaced the tabs for Students/Staff/Contacts

• Common field searches are now available below the ‘All’ dropdown.

• Alphabet searching will need to be enabled if you want them displayed

again.



Help is Back!



Search Commands for Field Searches

Field – Comparator - Value



The Field List

• Different Fields based on your state reporting and any 

district customizations

• Don’t memorize the field number!



Comparators



Search Comparators ‘=, <, <=, >, >=‘ 

• Grade_Level=9 Returns all 9th graders

• Grade_Level<9 Returns students in grade 8 and 
lower.

• Grade_Level>=9 Returns students in 9, 10, 11 and 12th

grades



Search Comparator - #

• Does not Equal a value

– LunchStatus#p – Who does not have a value of ‘P’ in their field? 
Returns students with any value other than ‘P’.

• Does not Equal Blank

– S_MI_STU_GC_X.homelessStatus#  - this will return students that have 
a value in this field.

– Alert_Medical# - Returns students that have a value in the alert field.



Search Comparator – In and Not In

• Grade_level in 3,5,8 – will return students in those grade levels only.

• Racecode in I,B – will return all students with those specific 
Scheduling/Reporting Ethnicity values.

• Race.FedCode not in I,B,W – will return all students that have a value in 
their Federal Race field other than the ones listed here.



Search Comparator – contains or 
!contain
• Street contains Main – will return all students with Main anywhere in the

Street Field.  It could be Main Street, Main Trail, house number doesn’t
matter.

• Alert_medical contains peanuts – returns students with a peanut allergy
included in the medical alert.

• Home_Phone !contain (555) – will return all students who do not have an
area code of (555) regardless of the rest of the phone number.

**This search does not have to be exact like the equal comparator.  More 
flexible.



Search for Check marks
When searching on a field that uses a check mark:

With a check mark  =1 or can also look for # with nothing filled in.

Without a check =0 or can also look using = with nothing filled in.

Does the student play Football?

Activities.Football =1 or Activities.Football#

Is student excluded from State Reporting (field may be different per state)?

State_ExcludeFromReporting = 1

Does student have Special Education Flag set? (Depends on your state reporting)

S_MI_STU_GC_X.flagSpecEd=1



Search Comparator - Wildcard  @

First_name =jen@

Street = @Main@

You cannot use the @ or wildcard comparator for numerical fields, such as 
student numbers.



Special search – Search Codes

6/4/2020

Fields List – scroll down to Search Codes



Search Code Examples

• *birthday=today  - Find students with a birthday today

• *birthday=5/13 - Find students with the birthdate of 5/13 regardless of 
year.

• *enrolled_in= MAT1100 – Finds students with that course on their 
schedule.

• *has_completed_course = MAT1100 – Finds students with that course in 
their historical/stored grades

• *has_not_completed_course = MAT1800 – Finds students that do not 
have this course in their historical/stored grades.

• *number_of_classes <5 – Finds students that have 4 or less classes on 
their schedules.



Compound Searches ;
• AND Search- returns results for those who meet both

• Gender=M;Grade_Level=4

• *birthday=today;Grade_level>=3;Grade_Level<=6

• *birthday>=7/1;*birthday<=7/31

• Only limit to the number of compound searches together is when 
you have chosen a search that provides no return of 
students/staff.



Missing Photos

• PhotoFlag=0

Returns a list of all

students with no 

photo.



Advanced Search – Version 19.X



Advanced Search – Version 20.4



• Set 
Makes the selection the Current Selection

• Add
Adds the selection to the Current Selection

• Subtract
Subtracts out anyone in the selection from the Current 

Selection

• Within
Only keeps records from the Current Selection that 

are in the new selection



Version 20.4 Direct Field Search



Version 20.4 Direct Field Search
• Provides valid comparators

• Provides code sets for fields that have particular codes

• Can only use the field one time.

• Allows you to add and remove the field output as needed for your current 
selection.

• Works the same for Student, Staff and Contacts. However also follows user 
security access.



Version 20.4 Live Search
Select the plus 

symbol to add the 

student to your current 

selection. If you want 

all the results you can 

select the magnifying 

glass  or hit enter.

If you want inactive to 

be included, you 

either need to select 

that option under your 

settings or use the ‘/’.



Select by Hand



Select by Hand

• Creating a current selection with specific 
students can be done with ‘Select by Hand’.



Select by Hand
• After  choosing the option to select by hand, you then get the checkboxes

next to the student names. Once you have your selection done by adding
or removing the checkboxes, you must select ‘Update Selection’.



Select by Hand – Group Functions

Using the group 
function option you 
will then need to 
follow the instructions 
to use the CTRL key or 
Command for Mac 
users and left mouse 
to select the students.



Stored Searches vs
Stored Selection



Stored Searches
• Stored Searches are 

shared across the District

• Use a specific naming 

convention

• Be aware that ANYONE 

can edit



Stored Searches

• To edit Click on the Name of Stored Search

• To Create a New Search Click on New Button

• To Execute a search Click on Run Search



Stored Searches

• To Create/Edit Searches
– Give the search a name

– List the search arguments on their own line



Stored Selections

• Static List - Snapshot in time
– Same list even if the students no longer meet the original 

requirements.

• Common Uses
– List of students on count day

– List of students you were working on and know you need to go back 
to.



Stored Selection

• Can be accessed from the start page or through group functions.



If Publish others 

can change it



Get the students 

and go to Functions



Special Function Searches



Search by GPA



Search by Grades/Attendance

6/4/2020



Search Perfect Attendance



Search Log Entries



Other ways to select students



Enrollment Summary

All values can be used to 

create a current selection
Scheduling/Reporting Ethnicity 

vs Federal Reporting

As Of Date



Teacher Schedules

• To work with the group of students in all of the selected teacher's classes listed in
the schedule: click Make all students listed above the current selection. The
Group Functions page appears.

• Or select a single class of students by clicking on number in enrollment column.



Master Schedule – Matrix View

Click on the 

number of 

students enrolled 

to get that group of 

students



I have my students selected
…. now what?



Print Reports

List Students

Mass Enroll 

Students

ANY Group Function




