STI Office – Custom Reports

Creating a Custom Report

Custom Reports are used to generate group reports based on data collected from a variety of student fields, such as demographics, courses, discipline history, medical information, grade file information, and family details. 
To create a custom report, select Students | Student Reports | Custom Reports and perform the following steps: 
1. Choose a student filter.

2. Choose the Order in which students are to be listed in the report (by Last Name, Home Room, etc.).
3. Enter a customized Heading for the report. 
4. Click Create. 
5. Click on each data field you wish to include in the report. Any field highlighted in blue will be included. Note that it is necessary to click on headings marked with the + symbol, in order to view all the fields listed within each heading.
6. Check the Show Labels box to display the name of each selected field on the report. If you do not check this box, the information will appear on the report without labels. For example, Last Name: Smith would appear on the report if you choose to show labels; otherwise only Smith would appear, without the Last Name label. 
7. Click Print. 
8. The Report Designer menu will appear. For specific instructions on using the report designer, please refer to the Report Designer Quick Reference Guide. 

9. Select File at the top left of the screen and click Print. The report will be generated.

Retrieving a Custom Report
To print an up-to-date version of a report that has already been created, select Students | Students Reports | Custom Reports and do the following:
1. Choose a student filter.

2. Enter a new Heading for the report if you wish; otherwise leave this field blank. 
3. Select the name of the report under the Settings Name section.

4. Click Print.

5. If the report designer appears, click File at the top left of the screen then click Print. 
Modifying a Custom Report
The Derive button on the Custom Reports screen is used to modify the settings of a report that has already been created. To do this, perform the following steps:

1. At the Custom Reports screen, choose a student filter. 
2. Select the report that you wish to modify in the Settings Name section.

3. Click the Derive button.

4. Select or de-select the fields for the new report.

5. Enter a unique name for the new report in the Settings Name field.

6. Click the Print button. 
7. When the report designer appears, select File and then click Print. 
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