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Please Note: This process reviews how to
create new participants and activities in
Grouptrail.




Guoupiail

Creating a new activity or participant through the

one-page creation forms (Step 1)

1. Hover over

9l SUN Community Schools Hub ® BROWSE

Create, then

C].iCk the = My Dashboard

fOIIOWing ¥ Add a Workspace

sl

forms; ® Adult crea%ion form (for enrolled SUN activities)

depending on ( ® Student creation form ’

what you

would like to

create Be sure not to “Create a Tracker” instead of clicking on “Add a
Workspace.” If you do, you can open up and edit the tracker you
created and delete it: Bl Update Your Search FiIterTracker

il * Feature /’ More... v
. To create an activity, select the “Activity Creation form”
. To create a student participant, select the “Student Creation form”

. To create an adult participant, select the “Adult Creation form”



Groupliail )
Creating a new activity or participant through the
one-page creation forms (Step 2)

1. Once you select the one-page
creation form, you will fill it out in \

its entirety. They’re some fields that —— b

are required in order to submit the Activity creation form Student creation form
form

Name of Activity *

This creation form can be used to create student participants for enrolled SUN
activities

2. Once you fill out the form you will
click “Submit” at the bottom. You

o . - Name *
will be asked to refresh the screen if Rroder e
you would like to create another
activity or participant SUN School *
Type of Participant
Important Note: ‘
When naming a participant} p]ease use Activity Description Current Grade Level *

only first and last name

Date of Birth *

When naming an activity, please

‘ mm/dd/yyyy
include these identifiers in the name: —
o Session and the year Start Date |
o Example: Fall 2025 mm/dd/yyyy

° Name of the activity If Other Gender, Specify
° Optional (Grade and class
frequency)




Please Note: This process reviews how to
create a non-enrolled activity in
Grouptrail.




Groupatiail O
Creating an non-enrolled activity through the
one-page creation forms (Step 1)

vvvvv %) Welcome Robert! - 3

A.: SUN Community Schools Hub ’”' BROWS

1. Hover over
Create, then

= My Dashboard

click the
‘Activity ¥ Add a Workspace
creation form’, W Activity creation form
W Adult creation form (for enrolled SUN activities)
¥ Student creation form
Be sure not to “Create a Tracker” instead of clicking on “Add a
Workspace.” If you do, you can open up and edit the tracker you
created and delete it: Bl Update Your Search FiIterTracker
* Feature /’ More... v
Note:

To create an non-enrolled activity, select the “Activity Creation form



Groupliail )
Creating a non-enrolled activity through the
one-page creation forms (Step 2)

1. Once you select the (&)

one-page creation form, you
will fill it out in its entirety.
They’re some fields that are
required in order to submit
the form

Location

2. For non-enrolled activities,
please be sure to select
“Non-Enrollment” for the

Partners

Enrollment Type field

3. Once you fill out the form

you will click “Submit” at the Enroliment Type *
bottom. You will be asked to f— - |

refresh the screen if you | mmvddryyyy o S this a P-3 Activity (P-3 Only)

would like to create another




Groupiail ()
Creating a non-enrolled activity through the
one-page creation forms (Step 3)

Back to School Night &

Pro

1. To view your non-enrolled
activity you just created, go find

~
r

the event in your activity Yo X
tracker . . o End Date
2. Once you find it, click the NEIGHBORHOODS S

activity. You can always edit
event details or change the
enrollment type if you make a
mistake

3. For non-enrolled activities,
you can record the number of
headcounts or attendees in the
last two fields at the bottom of
activity profile called:
° # of Students Attended
° # of Adults Attended

Important Note:

Please remember that for non-enrolled
activities you do not need to enroll
participants into the event. Just select the B ouing page 10ota1 [
correct “Enrollment Type” and specify the

@

3

number of headcounts
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Please Note: This process will review how users can
manually enroll a participant into an activity. This
process will also include how sites who are using the
online Grouptrail registration process can accept
“requested enrollment’ from families signing up online.




Guoupiail

Manually enrolling participants into an activity
(step 1)

1. Click on your
Activity Tracker to e e B e e
see your activities, e S R
then click the Flhary Ly 1) . o)

Activity you want B o @ ke o

Kinderg Kinderg 12 1st 12 2nd

Activities/Actividades - click on activities to register

arten arten Grade Grade Grade Grade
to enroll Any » Music Music SUN: Enrichm A Motion
N (clone) ent
i 5 nric 5

Activity Category

participants in.

Any s W
Activity Subject ! :
Any s
Provider
Any B 3RD (1) 4TH (3) 5TH (4)
i ™
3rd-4th 3rd-4th 45 45 Sth 5th
Any s Grades Grades Summer Summer Grade Grade
Enrichm Enrichm Camp Camp Basketb Enrichm
Time offered ent ent 2023 2023 all ent
N SUN SUN N

Academ A v Academ

Anv a chm Enrichme Enrichme it




Grouptiail ()
Manually adding participants to an activity (step 2)

Kindergarten Music ] 1eie
To manually enroll a provider
participant who is in the —L

Start Date:
system, but who has not &

“requested enrollment” through Max enroliment

search for them on the Activity

Workspace in the bar at the Select: All / Requested / Enrolled / Waitlisted / Dropped / None
bOttOl’n Of the Sign—up tab Caued: Student Status Emergency Contact 1 Name Emergency Contact 1 Phone  Enroliment date  Drop date
Add Student [0 Ariela Courtney Enrolled  Courtney 1112223333

[J  Ariela's Child one, Dropped Ariela 123456789

When you manually enroll a
participant you will see the | encon { waiist | orop |
participants name appear;
followed by their unique
Grouptrail number at the bottom

Add student:

Search for workspace.

When their name appears, select
them and Click Enroll

Showing page 2 of 3




Guoupiail

Manually Enrolling participants: Enroll (step 3)

Before you are done
Enrolling participants
you will be prompted
to add an enrollment
date, before hitting
Enroll again.

Kindergarten Music
Provider
Subcategory: Fake School

Start Date:

End Date:

Max enroliment

20
# DETAILS/DETALLES & SIGN UP

Select: All / Requested / Enrolled / Waitlisted / Dropped / None

Student Status Emergency Contact 1 Name  Emergency Contact 1 Phone  Enrollment date  Drop date

[0 Ariela Courtnev Enrolled  Courtnev 1112223333

Enroll participant

Are you sure you want to enroll these participants?
Enroliment Date: [2023-09-05 |

14



Guoupiail

Enrolling participants through the Grouptrail online
registration process: Find the activity (step 1)

1. Click on your
Activity Tracker to
see your activities,

then click the Filter by KINDERGARDEN (2) 15T (2) 2ND (2)
Activity you Want Activity Eligible Grades M - m o '

Activities/Actividades - click on activities to register

[E Post form/attendance / W Batch update / @ Browse % Feature / & Edit

Kinderg Kinderg 12 1st 12 2nd
arten arten Grade Grade Grade Grad:
to enroll Any % Music Music SUN Enrichm A Mot
n (clone) v ent Mag
% Enrichrr %
o ® . Activity Category ansiti Kinde: t a, Acad.
participants in.
Any
tivity Subject
Any
Pro
Any s 3RD (1) ATH (3) 5TH (4)
1] o 2
e ‘ Sl o BE o .
d-4th 3rd-4tl 4-5 4th 4-5 h
Any rades Grades Summ Grade Sun Grad
E h Enr amp Soccer Camp Bask h
Time offe t t 2023 UN 2023 i
e : N



—le

Enrolling participants through the Grouptrail online
registration process: Select the participants (step 2)

2. On the Sign Up tab,
click the box for the
participants you want
to enroll, and then
click Enroll*.

Important Note:

If you're parent/adults are using the online
Grouptrail process to request enrollment for
SUN activities - participants will show up top
to bottom from: top being first requested to
bottom being recent requested.

For sites using the online process,
participants who are signing up online will
display “requested enrollment” in the
status column

Provider
Subcategory:

Start Date

End Date:

Max enrollment

# DETAILS/DETALLES

Select: All / Requested / Enrolled / Waitlisted / Dropped / None

Student Status Emergency Contact 1 Name
[J |Ramsay, Shaun Enrolled
[J |Clarke, James Waitlisted

[J JAriela's Child one,  Dropped Ariela

Kindergarten Music

4 8 e

Emergency Contact 1 Phone

123456789

**To Waitlist or Drop
participants, follow the
same process**

16



Guoupiail

Enrolling participants through the Grouptrail online

registration process: Enroll (step 3)

3. Before you are done
Enrolling participants
you will be prompted
to add an enrollment
date, before hitting
Enroll again.

Important Note:

Account Holders of student(s) profiles that
are signing up online will receive
notifications when their student has been
enrolled, waitlisted or dropped from an
activity.

Kindergarten Music
Provider:
Subcategory:

Start Date:

End Date:

Max enroliment

20
e “

Select: All / Requested / Enrolled / Waitlisted / Dropped / None

Student Status Emergency Contact 1 Name  Emergency Contact 1 Phone  Enrollment date  Drop date

[0 Ariela Courtnev Enrolled  Courtnev 1112223333

Enroll participant

Are you sure you want to enroll these participants?
‘ Enroliment Date: [2023-09-05 |

17






Grouptiail ()
Taking activity attendance (step 1)

1. Click on your
Activity Tracker to
see your activities,
then find the
Activity you want iiu-C R 2 ke o [

Kinderg Kinderg

Activities/Actividades - click on activities to register

Group by: Activity Eligible Grades B [E Post form/attendance / W@ Batch update @ Browse % Feature / & Edit More

1st 1-2 2nd
arten arten Grade Grade Grade
to take attendance Any » Music Music Enrichm S Motion
N (clone) ent Magic
Activity Category st ‘” e pooks
for ichme Mond nrich
.
Any : T 4
fonda w
Activity Subject ) ; day
day
Any s
Provider
Any s 3RD (1) ATH (3) 5TH (4)
al ‘h e
a 3rd-4th 3rd-4th 4-5 4th 4-5 Sth Sth
Any b Grades Grades Summer Grade Summer Grade Grade
Enrichm Enrichm Camp Soccer Camp Basketb Enrichm
Time offered ent ent 2023 SUN 2023 all ent
N SUN ™ Academi UN )
cadem! Acader Academ Enrichme A r

Anv a chme Enrichme Enrichme it



Guoupiail

Taking activity attendance (step 2)

Click on the
Attendance
tab, then
select the
Week for
which you
are taking
attendance
for

Fall 2025 - Arts & Crafts (M

Provider.

"~

X

SCHOOLS UNITING
NEIGHBORHOODS

/' DETAILS/DETALLES # SIGN UP

Date| Week of Sep 8, 2025 (Mon) v|

Mark All as Present

Sep 8, 2025 (Mon) Sep 10, 2025 (Wed)
Disable attendance Disable attendance
Name Present Excused Unexcused Present Excused Unexcused

Malner Grayson

Robert Lazenby (Test Student 8/29)

onda

y & Wednesday) 1st - 3rd Grade &

spano

20



Grouptiail )
Taking activity attendance (step 3)

If there was no Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade & K picy I
ot S Provide El Programa Hispano

activity on that o

Date (for example X

. —

it may be a SRS

holiday, school

closure or activity 7 veTaus/DETALLES  sion up =

cancelled), click
. ate 'eek of Se 5 on) v
on Dlsable Date [Week of Sep 8, 2025 (Mon)

attendance. Mark All as Present

Sep 8, 2025 (Mon) Sep 10, 2025 (Wed)
Otherwise, click Sl sl
on the radio
button that
represents each
participants

attendance*

Name Present Excused Unexcused Present Excused Unexcused

Robert Lazenby (Test Student 8/29)

**Radio buttons (dots above under “Present/Excused/Unexcused) automatically save -
there is no save button to push as a second step™*






Guoupiail

Printing an attendance sheet

Step 1) To print an attendance sheet,
go to your activity tracker and select
the activity you would like to
print-off an attendance sheet for

Step 2) On the Activity page, click on
the Attendance tab.

Step 3) Select “Print Attendance
Sheet” and then print it

Note:

Attendance sheets can be print-off for each week
(session dates will only display in printed attendance
for each week depending on the frequency of the
activity)

BN Y ACTIVITIES

Providers> All Activities Summer SUN 24

No gr

Filter by

JoX

———
SEUQQIS UNITING
NEHGHEORROGAS

6 ITEMS

1st-3r
for Success

1st - 3rd: Chess for Success (Tuesday & Thursday)

Provider

W Batch update / @ Browse

4th & 5th
for Success
(Monday &
Wednesday)
test

/ DETAILS/DETALLES

36

——
SCHOOLS UNITING
NEIGHBORHOODS

# DETAILS/DETALLES

Date [Jul 2, 2024 (Tuej

1st - 3rd: Chess for Success (Tuesday & Thursday)

Max enroliment

El Pro

El Progra

& SIGN UP

Grouptrail Schoo

ma Hispano

% Feature More... ~

Science on the Science on the Success

water

water (Monday (Tuesday &
& Wednesday) Thursday)

Upa
11:34 AM

ATTENDANCE

ATTENDANCE



Grouptiail ©)
Printing the dismissal list report

To print the dismissal report, open , , M e
th R t T k th h If you need to add additional students/participants, use this
€ heports lracker, then cnoose
the school and day, and click
Generate Report. My SUN School Dashboard

EXE] Y ACTIVITIES
Providers> All Activities

Si necesita agregar estudiantes/participantes adicionales, use este

@ Chrome File Edit View History
EZXE] Y PARTICIPANTS

L . New Tab
Participants/Les participantes

New Window

New Incognito Window

EZE] .h REPORTS

Reopen Closed Tab
Reports

Open File...
Open Location...

The list will open in another Tab. To
print click on File->Print.

System Reports >
Close Window

Close Tab
Dismissal report Save Page As...
Lane Middle School 2 Wednesday & Generate report Share
Print... BP

Bookn

itrai

Stag

24
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Adding
staff-only fields

On a Participant’s
page, click on Forms.

To edit the fields click
on the pencil icon.

Note:

For any field being edit,
make sure to save any
changes, by clicking Save
everywhere you see it.

This page has a double
“save” function. A user will
need to click save once they
have finished editing the
field and then hit the
“orange save” button

3ol

SCHOOLS UNITING
'NEIGHBORHOODS

/ DETAILS/DETALLES

[E SUN Staff Only

Test @
Linked Account Holder
(Parent/Guardian)

Subcategory Meadows Elementary

Date of Birth 04/27/2019

ENROLLMENT & FILES/ARCHIVOS

Embedded: SUN Staff only
Duplicate to be
deleted

Risk Factor:

Risk Factor-Staff
enterred:

FRN Service Provided
(Individual Counts):

Gender if different
from Registration
Form:

- E FORMS l

26
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Marking “Risk Factor” for Participants

Step 1) On a Participant
page, click on Forms.

Step 2) To edit “Risk Factor”
and “Risk Factor Type”
click on the pencil icon.

Step 3) Mark the correct option
pertaining to the participant
record as and then hit save.

Important Note:
Marking the risk factor of (Yes or No) for
children/students is a requirement.

"~

X

| ————
SCHOOLS UNITING
'NEIGHBORHOODS

#/ DETAILS/DETALLES

[E] SUN Staff Only

Test @
Linked Account Holder
(Parent/Guardian)

Subcategory

Date of Birth

$

ENROLLMENT

Embedded: SUN Staff only
Duplicate to be
deleted:

Risk Factor:

Risk Factor-Staff
enterred:

FRN Service Provided
(Individual Counts)

Gender if different
from Registration
Form

Risk Factor. Yes

RGLLLOS.

Risk Factor-Staff None selected

enterred

(J Challenges with Behavior At School
FRN Service Provided [J Delinquent Behavior
(Individual Counts)

[J English not Primary Language
Gender if different .
N (J Family Issues: Alcohol & Drugs
from Registration
Form O Family Issues: Criminality

[J Family Issues: Discord

_ (J Family Issues: Domestic Violence

- E FoRMS I

Cancel

Cancel

27
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Marking participant profiles for deletion

Step 1) Find and click the "

participant you would like to |

delete. Once found, click the o |

Forms tab. soHoous TG

Step 2) To mark a participant’s record to

be deleted click on the pencil icon. /

Step 3) Mark the participant record as - - e

“Yes - this record is duplicate” and hit -
Save.

Step 4) Click the Save orange bar
again at the top.

Step 5) To help identity the duplicate
record you just marked to be deleted.
Please make sure to add the words:

“delete” or duplicate to the name of

the participant

Embedded: SUN Staff only

Important Note:

Please make sure you're keeping profiles
that have previous and current
enrollment and attendance attached.

Test @

- - hivesy I

$ LSbve ] Cancel

28
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Marking activities to be deleted

Step 1) Find and click the activity
you would like to delete. Once
found, click the Forms tab.

Step 2) To mark an activity to be deleted
select the empty box right next to

“duplicate to be deleted”.

Step 3) Mark the activity record as
“Yes - this record is duplicate” and hit
Save.

Step 4) Click the Save orange bar
again at the top.

Step 5) To help identity the duplicate
activity you just marked to be deleted.
Please make sure to add the words:
“delete” or duplicate to the name of
the activity.

Fall 2025 - Woodworking (Monday - Thursday) 4th & 5th Grade @

"~

Provider: El Programa Hispano
Subcategory:
xd Start Date:
SCHOOLS UNITING End Date:
NEIGHBORHOODS
Max enroliment:

/ DETAILS/DETALLES & SIGN UP ATTENDANCE [ERLUS

[l Activities: Delete and/or Duplicated

Duplicate to be deleted

Embedded: SUN Staff only

=

-
v

Duplicate to be Yes-this record is dupl
deleted:

]

29



Please Note: This section will review three
different types of duplication scenarios
that staff may encounter.

Staff should review each duplicate scenario
and determine which best describes their
situation.




Please Note: This process will review how
to effectively delete a duplicated profile
where there is no data attached. This
means that there is one profile with
enrollment and attendance data and
another profile with no enrollment
attached.




Groupliail )
Deleting Duplicate Participants
(Scenario 1: where they’re duplicated profiles with only one having enroliment attached)

Context:

e  This process will review how to effectively delete a duplicated profile where there is no data attached. This means that there is
one profile with enrollment and attendance data and another profile with no enrollment attached
o Example:
(] Profile 1 has enrollment and attendance attached (same participant)
(] Profile 2 has NO enrollment and attendance attached (same participant)

) This type of duplication scenario is tailored towards sites that may have accidentally created a duplicate of a participant that
was already existing in the system but caught it just in time before enrolling the duplicate participant into an activity.

° This process will review the following:
o  How to identify which profile to keep
o How to mark the duplicated profile to be deleted

° The data team reviews participants that have been “marked to be deleted” on a daily basis

32



Step 1) Ide Iltify the duplicate pI’O ﬁle S (start by reviewing the Details Tab of the duplicated profiles)

[ ]
¢}

Find the two profiles that are duplicate, once found open each profile in two separate internet tabs (this will allow you to cross-examine each profile side by side)
Reminder, each participant created in the system will have a unique client identification created in Grouptrail called “Workspace number” this can be found on the Details tab

. First start by reviewing each profile by looking at the “Details” tab

After reviewing the “Details” tab; move to the “Enrollment” tab to see if there is enrollment attached to each profile

nt Holder
(Pa uardian)
Yo e
p m.al g Date of Birth
SCHOOLS UNITING
NEIGHBORHOODS Number

Email (Custom)

/ DETAILS/DETALLES ENROLLMENT

Grouptrail Schoo

Gender Man/Boy

f Other Gender, Specify

Prim; language spoken at home

can American

Profile 2 N

Workspace #: 11719234

Robert Lazenby &

E-Lsem i
Grouptral School _ Profile 1
e Workspace #: 11975718
& FILES/ARCHIVOS AENSAJES E FORMS
Robert Lazenby & REZ e m a
Grouptrail School
LL. O
SCHOOLS UNITING
NEIGHBORHOODS
*® MESSAGES/MENSAJES B FORMS

& FILES/ARCHIVOS

/ DETAILS/DETALLES

>

Workspace number:

Date of Birth: 01/01/2018

Gender:

f Other Gender, Specify

33



Step 1) Identlfy the dupllcate prOﬁleS (Now review the Enrollment Tab)

E-LX 8 2R

"~

JoX(

L ——
SCHOOLS UNITING

NEIGHBORHOODS

/ DETAILS/DETALLES

Current Activities

Activity

Robert Lazenby a

Linked Account Holde

Mobile Number:

Email (Custom)

ENROLLMENT

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

Past Activities

Activity

Spring 2025 (Kinder Group) Monday - Thursday: Kindergarten

Fall 2024 - Kinder Group (Monday - Thursday) Kindergartens

Hide past activities

° Review the “Enrollment” tab for each participant
° Determine the profile that has enroliment and attendance attached
o Users should keep the profile with enroliment

o Once the profile that will be kept is identified, add
“Duplicate or Delete” in the participant’s name of the
S profile that will be deleted (see example down below)
o There is no need to add any identifiers to the name of
Profile 1 (like “correct’, “keep”, “* ”, “merge”, etc.)
Profile 2 now has the unique identifier of “delete or
duplicate” added to their name

Profile 1 (Keep)
Workspace #: 11975718

Has enrollment attached

Profile 2 (Delete)
Workspace #: 11719234

Does not have enrollment attached

—

| “IRgP SR N

& MESSAGES/MENSAJES B FORMS

Status Start date

Enrolled 09/08/2025
Status Start date
Enrolled 10/01/2024

Robert Lazenby Delete @
"~
1/2018

SCHOOLS UNITING
NEIGHBORHOODS

7/ DETAILS/DETALLES

Current Activities

Activity

ENROLLMENT & FILES/ARCHIVOS

]

MESSAGES/MENSAJES E FORMS

Status Start date

34



Step 2) Determine If Detail Fields Need To Be Updated

. After you have determine which profile that you will be keeping and the profile that you will be deleting, the next step is to review and update any fields between each profile on the Details
Tab (if applicable)

. It should be noted that if you have a newly duplicated profile created, the information listed in that profile may contain the most update-to-date information

. After reviewing and updating all the fields on the Details tab, make sure that SSID and Risk Factor have also been reviewed. A user can see the risk factor field on the “Forms” tab of the
participant profile

Robert Lazenby & [ SR ]

Holder

4 {smmmm—p:ofile 1 (Keep)

oot T e Workspace #: 11975718

SCH
NEIGHBORHOODS

/ DETAILS/DETALLES

Sube

& FILES/ARCHIVOS #® MESSAGES/MENSAJES E FORMS

| RV SR ] a

Current G

eve

Type of Participant

JoX(

—
SCHOOLS UNITING
NEIGHBORHOODS

space number:

Date of Birth

Number
Gender Man/Boy b
Email (Custom).

f Other Gender, Specify
. age spoken at I / DETAILS/DETALLES ENROLLMENT & FILES/ARCHIVOS #® MESSAGES/MENSAJE B FORMS
1ary language spoken at home: nglisr

Profile 2 (Delete)
Workspace #: 11719234

35



Step 3) Mark the Duplicated Profile To Be Deleted

. The last step is to mark the duplicated profile to be deleted (Profile 2)
. To mark the profile to be deleted, go to the “Forms” tab of the duplicated profile (Profile 2)
. Click the pencil icon next to the field called: Duplicate to be deleted
. Select the option “Yes-this record is duplicate”
° Once selected, make sure to hit both save buttons
o Click the save button next to “Yes-this record is duplicate”
o Then click the save button at the top or bottom of the page
Robert Lazenby - Delete & " ol i s
T Linked Account Holder
(Parent/Guardian):
Profile 2 (Delete) Az
Workspace #: 11719234 ‘ xlx SUBEEO, i
P : O — Date of Birth: 1/1/2018
N BORNOODS Mobile Numb
oDIle Number:
0Old Profile
Email (Custom): v

# DETAILS/DETALLES ENROLLMENT & FILES/ARCHIVOS ** MESSAGES/MENSAJES

SUN Staff Only

EmiEdtEsSUN-STafoTy Second “Save” button

“»

Duplicate to be deleted: Yes-this record is duplicate

- Cancel
Risk Factor (Yes or No): .\. First “Save” button

Risk Factor Type:

FRN Service Provided
(Individual Counts):

Gender if different from
Registration Form:

36



Please Note: This process will review how
to effectively combine and delete a
duplicated profile of a participant that has
enrollment attached to 2 or more profiles.
This means that the duplicated profiles
have enrollment and attendance reflected
on 2 or more profiles




Groupliail )
Deleting Duplicate Participants & Combining Profiles
(Scenario 2: where they’re duplicated profiles with enroliment and attendance data attached)

Context:

This process will review how to effectively combine and delete a duplicated profile of a participant that has enrollment
attached to 2 or more profiles
o Example:
(] Profile 1 has enrollment and attendance attached (same participant)
[ Profile 2 has enrollment and attendance attached (same participant)

This type of duplication scenario is tailored towards sites that may have accidentally created a duplicate of a participant that
was already existing in the system and unintentionally enrolled them into activities along with attendance being recorded

This process will review the following:
o How to identify which profile to keep
o How to manually copy enrollment and attendance to one profile
o How to mark the duplicated profile to be deleted

Please note there is no “merging” function in Group trail. Any merging that needs to be done will need to be done manually by
copying enrollment and attendance from one profile to the other

We would like for sites to keep all enrollment and attendance records on one unique record for the participant at their school
o Sites should always be mindful before marking a participant profile to be deleted

o Sites should keep the profile that has enrollment and attendance records for previous school years

The data team reviews participants that have been “marked to be deleted” on a daily basis
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Step 1) Ide Iltify the duplicate pI’O ﬁle S (start by reviewing the Details Tab of the duplicated profiles)

[ ]
¢}

Find the two profiles that are duplicate, once found open each profile in two separate internet tabs (this will allow you to cross-examine each profile side by side)
Reminder, each participant created in the system will have a unique client identification created in Grouptrail called “Workspace number” this can be found on the Details tab

. First start by reviewing each profile by looking at the “Details” tab

After reviewing the “Details” tab; move to the “Enrollment” tab to see if there is enrollment attached to each profile

nt Holder
(Pa uardian)
Yo e
p m.al g Date of Birth
SCHOOLS UNITING
NEIGHBORHOODS Number

Email (Custom)

/ DETAILS/DETALLES ENROLLMENT

Grouptrail Schoo

Gender Man/Boy

f Other Gender, Specify

Prim; language spoken at home

can American

Profile 2 N

Workspace #: 11719234

Robert Lazenby &

E-Lsem i
Grouptral School _ Profile 1
e Workspace #: 11975718
& FILES/ARCHIVOS AENSAJES E FORMS
Robert Lazenby & REZ e m a
Grouptrail School
LL. O
SCHOOLS UNITING
NEIGHBORHOODS
*® MESSAGES/MENSAJES B FORMS

& FILES/ARCHIVOS

/ DETAILS/DETALLES

>

Workspace number:

Date of Birth: 01/01/2018

Gender:

f Other Gender, Specify
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Step 1) Identlfy the duplicate prOﬁleS (Now review the Enrollment Tab)

Robert Lazenby &

X

——
SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES ENROLLMENT & FILES/ARCHIVOS

Current Activities

Activity

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

Past Activities

Activity

Spring 2025 (Kinder Group) Monday - Thursday: Kindergarten

Fall 2024 - Kinder Group (Monday - Thursday) Kindergartens

Hide past activities

E-LX 8 2R

a

° Review the “Enrollment” tab for each participant
° Determine the profile with the most attendance
o Users should keep the profile with the previous years
attendance
i} o Once the profile that will be kept is identified, add
- et et “Duplicate or Delete” in the participant’'s name of the
o profile that will be deleted (see example down below)
o Do not mark Profile 2 to be deleted until attendance and
Status Start date enrollment is combined to Profile 1
o There is no need to add any identifiers to the name of
Enrolled 09/08/2025
Profile 1 (like “correct’, “keep”, “*”, “merge’, etc.)
Profile 2 now has the unique identifier of “delete or
duplicate” added to their name
Status Start date
Enrolled 04/01/2025 — Profile 1 (Keep)
SR R Workspace #: 11975718
[ S

3

SCHOOLS UNITING
NEIGHBORHOODS

7/ DETAILS/DETALLES

Current Activities

Activity

ENROLLMENT

Profile 2 (Delete)
Workspace #: 11719234 — Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

& FILES/ARCHIVOS *® MESSAGES/MENSAJES E FORMS

Status Start date
Enrolled 10/02/2025
Enrolled 09/08/2025
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Step 2) Update Detail Fields Before Manually Combining Enrollment

. After you have determine which profile that you will be keeping and the profile that you will be deleting, the next step is to review and update any fields between each profile on the Details
Tab (if applicable)
. It should be noted that if you have a newly duplicated profile created, the information listed in that profile may contain the most update-to-date information

. After reviewing and updating all the fields on the Details tab, make sure that SSID and Risk Factor have also been reviewed. A user can see the risk factor field on the “Forms” tab of the
participant profile

Robert Lazenby & [ SR ]

X 47 ofile 1 (Keep)

o ——— 0170
TR " Workspace #: 11975718
Email (Custom) .
& FILES/ARCHIVOS *® MESSAGES/MENSAJES E FORMS
Robert Lazenby - Delete & B iR 8 o -

Linked Account Holde:

JoX(

—
SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES ENROLLMENT & FILES/ARCHIVOS # MESSAGES/MENSAJE B FORMS

Permission to Participate: Date

Profile 2 (Delete)
Workspace #: 11719234

a



Step 3) Manually Combine Enrollment and Attendance

. The third step is to now add any enrolliment and attendance from Profile 2 to Profile 1. In the example down below, we need to add the current enrolled activities of Profile 2 to Profile 1.

o Profile 1 will need to be enrolled into the following activities: “Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade” and “Fall 2025 - Arts & Crafts
(Monday & Wednesday) 1st - 3rd Grade”

o Start with one activity first and then move on to the next
o Once Profile 1 is enrolled into the correct activities, be sure to take attendance based on what has been recorded for Profile 2

Robert Lazenby & E-XL S8 2R

Lin ount Holder

—
SCHOOLS UNITING
NEIGHBORHOODS

Y b )
Workspace #: 11975718

Add the classes below to

this profile
Current Grade Leve
Robert Lazenby - Delete & | S ]
% t Holder
ool 1
JoX . o
-
SCHOOLS UNITING
NEIGHBORHOODS

/' DETAILS/DETALLES ENROLLMENT & FUES/ARCHIVOS *® MESSAGES/MENSAJES E FORMS

Current Activities

Activity Status Start date

Fall 2025 - Math through Basketball (Monday & Wednesday)_1st - 3rd Grade

Enrolled 10/02/2025

Proﬁle 2 (Delete) — Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade Enrolled 09/08/2025
Workspace #: 11719234



Step 3) Manually Combine Enrollment and Attendance

[ ]
o

(Monday & Wednesday) 1st - 3rd Grade”

Profile 2 (Delete)
Workspace #: 11719234

0Old Profile

—
SCHOOLS UNITING
NEIGHBORHOODS

/' DETAILS/DETALLES

Add any enroliment and attendance from Profile 2 to Profile 1. In the example down below, we need to add the current enrolled activities of Profile 2 to Profile 1.
So Profile 1 will need to be enrolled into the following activities: “Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade” and “Fall 2025 - Arts & Crafts

Once Profile 1 is enrolled into the correct activities, be sure to take attendance based on what has been recorded for Profile 2

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade @ * Fan

Provider El Programa Hispano
Subcategory: G ool
Start Date

End Date: 11/30/2025

Max enroliment

& SIGN UP ATTENDANCE E FORMS

Select: All / Requested / Enrolled / Waitlisted / Dropped / None

Primary
Student Status Contact Name

[J  Robert Lazenby Enrolled | Mary J. Blige
- Delete

Add student:

R Robert Lazenby - Delete
1719234

Primary Contact Emergency Contact Emergency Contact 1 Emergency Contact Photo Release Granted Enrollment Drop
Number 1 Name Relationship 1 Phone for 2025-2026 date date
222-222-2222 Damson Idris Brother 333-333-3333 10/06

Profile 1 (Keep)

Workspace #: 11975718

Correct profile that we want
to add enrollment and
attendance for
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Step 3) Manually Combine Enrollment and Attendance

. Make sure when you're copying enrollment over to the profile you're keeping to the old profile, that the Enrollment Date matches
o In the example below, Profile 1 should have Profile 2 enroliment reflected

. Remember, the profile that we will be deleting at the end of this process should have the identifier “Delete or Duplicate”
o This will help with combining records together

Profile 2 (Delete)
Workspace #: 11719234

0Old Profile

Profile 1 (Keep)
Workspace #: 11975718

Yo

SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade &
Provider El Programa Hispano
Subcategory:

Start Date

End Date

Max enrollment 15

& SIGN UP ATTENDANCE E FORMS

Select: All / Requested / Enrolled / Waitlisted / Dropped / None

Primary
Student Status Contact Name

[J  Robert Lazenby Enrolled  Mary J. Blige
- Delete

[J  Robert Lazenby Enrolled  Mary J. Blige
R ERErie) (Rheen

Add student:

Primary Contact ~ Emergency Contact  Emergency Contact 1 Emergency Contact ~ Photo Release Granted ~ Enrollment Drop
Number 1 Name Relationship 1 Phone for 2025-2026 date date
222-222-2222 Damson Idris Brother 333-333-3333 Yes 10/06
222-222-2222 Damson Idris Brother 333-333-3333 Yes 10/06
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Step 4) Take Attendance For The Profile Being Kept

. The fourth step is to make sure that attendance for Profile 1 matches the attendance for Profile 2
o Remember Profile 2 will be the participant that we “Mark to be deleted” at the end of this process
. Make sure that attendance is captured and matches for Profile 1 until there is no more attendance recorded
. Once you have finished the first activity move on and do the same process until all enrolilment and attendance is copied

over to the main profile being kept (Profile 1)

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade @ * 2

% Provider, El Programa Hispano
Subcategory
Xﬂ Start Date
s&ggﬁ&(s)mqém End Date

Max enroliment 15

/ DETAILS/DETALLES & SIGN UP ATTENDANCE E FORMS
P e oo R ol V‘ _

Mark All as Present
Profile 1 (Keep) Oct 6, 2025 (Mon) Oct 8, 2025 (Wed)
Workspace #: 11975718 Disable attendance Disable attendance
Name Present Excused Unexcused Present Excused Unexcused
Robert Lazenby @ ®
Profile 2 (Delete)
Workspace #: 11719234 Robert Lazenby - Delete ® O @) O O @

0Old Profile




Step 5) Review Both Profiles One Last Time

Robert Lazenby &
Holder

Linked
(Pa

x’x Subcategory
Da

f Birth

e
SCHOOLS UNITING
NEIGHBORHOODS

Email (Custom)

/ DETAILS/DETALLES ENROLLMENT

Current Activities
Activity

Fall 2025 - Math through (Monday &

1st - 3rd Grade

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

Past Activities

Activity

Fall 2024 - Kinder Group (Monday - Thursday) Kindergartens

Hide past activities

Profile 2 (Delete)
Workspace #: 11719234

0Old Profile

01/01

2018

Status
Enrolled

Enrolled

3

SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES

Current Activities

Activity

® MESSAGES/MENSAJES

Status

Enrolled

Enrolled

| TREP SR g a

Start date

10/02/2025

09/08/2025

The fifth step is to review both profiles to make sure that all

enrollment is now reflected and copied over on the profile that you

will be keeping (Profile 1)

Start date

04/01/2025

Profile 1 (Keep)
‘ Workspace #: 11975718

10/01/2024

Robert Lazenby - Delete &

Linked Account Holder
(Parent/Guardian):
Subcategory

Date of Birth

Mobile Number

Email (Custom)

ENROLLMENT

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

Grouptrail Sc
1/1/2018
& FILES/AR

*® MESSAGES/MENSAJES

Status

Enrolled

Enrolled

- X 8 2R

m

ORMS

Start date

10/02/2025

09/08/2025
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Step 6) Mark the Duplicated Profile To Be Deleted

. The last step is to mark the duplicated profile to be deleted (Profile 2)
. To mark the profile to be deleted, go to the “Forms” tab of the duplicated profile (Profile 2)
. Click the pencil icon next to the field called: Duplicate to be deleted
. Select the option “Yes-this record is duplicate”
° Once selected, make sure to hit both save buttons
o Click the save button next to “Yes-this record is duplicate”
o Then click the save button at the top or bottom of the page
Robert Lazenby - Delete & " ol i s
T Linked Account Holder
(Parent/Guardian):
Profile 2 (Delete) Az
Workspace #: 11719234 ‘ xlx SUBEEO, i
P : O — Date of Birth: 1/1/2018
N BORNOODS Mobile Numb
oDIle Number:
0Old Profile
Email (Custom): v

# DETAILS/DETALLES ENROLLMENT & FILES/ARCHIVOS ** MESSAGES/MENSAJES

SUN Staff Only

EmiEdtEsSUN-STafoTy Second “Save” button

“»

Duplicate to be deleted: Yes-this record is duplicate

- Cancel
Risk Factor (Yes or No): .\. First “Save” button

Risk Factor Type:

FRN Service Provided
(Individual Counts):

Gender if different from
Registration Form:

47



Please Note: This process will review how
to effectively combine and delete a
duplicated profile of a participant that has
account holders linked to multiple profiles.
This means that the duplicated profiles
have account holders linked and
enrollment reflected on multiple profiles




Groupliail )
Deleting Duplicate Participants & Combining Profiles

(Scenario 3: where they’re duplicated profiles with account holders linked and enrollment attached)

Context:

This process will review how to effectively combine and delete a duplicated profile of a participant that has account holders
linked to multiple profiles
o Example:
u Profile 1 has account holder(s) linked with enrollment and attendance attached
(] Profile 2 has account holder(s) linked with enrollment and attendance attached

This type of duplication scenario is tailored towards sites that may be administering and implementing the online Grouptrail
registration process

This process will review the following:
o How to identify which profile to keep
o How to temporarily remove account holders and relink them to the kept profile once enrollment has been copied over
o How to manually copy enrollment and attendance to one profile
o How to mark the duplicated profile to be deleted

Please note there is no “merging” function in Grouptrail. Any merging that needs to be done will need to be done manually by
copying enrollment and attendance from one profile to the other

We would like for sites to keep all enrollment and attendance records on one unique record for the participant at their school
o Sites should always be mindful before marking a participant to be deleted

o Sites should keep the profile with enrollment and attendance records for previous school years

The data team reviews participants that have been “marked to be deleted” on a daily basis
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Step 1 ) Ide nti fy th e dupli C ate p rO ﬁl e S (Start by reviewing the Details Tab and Account Holders Linked to the participants)

. Find the two profiles that are duplicate, once found open each profile in two separate internet tabs (this will allow you to cross-examine each profile side by side)

o Reminder, each participant created in the system will have a unique client identification created in Grouptrail called “Workspace number” this can be found on the Details tab
. First start by reviewing each profile by looking at the “Details” tab and if they’re any Account Holder Linked to each profile
. After reviewing the “Details” tab and seeing if they’re any account holders linked to participants move to the “Enrollment” tab to see if there is enroliment attached to each profile

Robert Lazenby & [ S ] .

Account Holder Test Parent (9/12/25,

nt (8/29) , test parent (8/12

3ol

mmm— pofile 1

S —— rth 0
- . - .
ToRsmme - Workspace #: 11975718
v e Number
Email (Custom) v
ENROLLMENT & FILES/ARCHIVOS #® MESSAGES/MENSAJES B FORMS
- L 8 2R
Robert Lazenby & L =
% Linked der test parent (robert
Xli choc
L ———
Date of Birth SCHOOLS UNITING
NEIGHBORHOODS
Gender Man/Boy
v
f Other Gender, Specify
Primary language spoken at home & FILES/ARCHIVOS # MESSAGES/MENSAJES B FORMS
1ary language spoken at hom
dentity n American N
Subcategory: Grou

tate ID # (SSID)
Current Gi

ate Granted for 2025

Permission to P:

Profile 2 N

Workspace #: 11719234

Non-Discrimination & Behaviora Yes

Expectati 50



Step 1) Identlfy the duplicate prOﬁleS (Now review the Enrollment Tab)

Robert Lazenby &

X

——
SCHOOLS UNITING
NEIGHBORHOODS

Mobile Number:

Email (Custom)

/ DETAILS/DETALLES

Current Activities

Activity

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

Past Activities

Activity

Spring 2025 (Kinder Group) Monday - Thursday: Kindergarten

Fall 2024 - Kinder Group (Monday - Thursday) Kindergartens

Hide past activities

ENROLLMENT & FILES/ARCHIVOS

Profile 2 (Delete)
Workspace #: 11719234

E-LX 8 2R a
9/12/25)  test parent (8/29), test parent (8/12) . Review the “Enrollment” tab for each participant
° Determine the profile with the most attendance
o Users should keep the profile with the previous years
attendance
i} o Once the profile that will be kept is identified, add
- et et = roms “Duplicate or Delete” in the participant’'s name of the
profile that will be deleted (see example down below)
o Do not mark Profile 2 to be deleted until attendance and
Status Start date enrollment is combined to Profile 1
_— 05/08/2005 o There is no need to add any identifiers to the name of
Profile 1 (like “correct’, “keep”, “*”, “merge’, etc.)
Profile 2 now has the unique identifier of “delete or
duplicate” added to their name
Status Start date
Enrolled 04/01/2025 — PrOﬁle 1 (Keep)
SR R Workspace #: 11975718
Robert Lazenby - Delete Rl & B
% Linked Account Holder test parent (robert)
(Parent,
XXX Subcategory
SCHOOLS UNITING Dagorirth
NEHRORHOONS Mobile Number
ail (Custom)
/ DETAILS/DETALLES & FILES/ARCHIVOS * MESSAGES/MENSAJES E FORMS
Current Activities
Activity Status Start date
— Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade Enrolled 10/02/2025
Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade Enrolled 09/08/2025
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Step 2) Update Detail Fields Before Manually Combining Enrollment

After you have determine which profile that you will be keeping and the profile that you will be deleting, the next step is to review and update any fields from Profile 2 to Profile 1 on the
Details Tab
It should be noted that the new duplicated profile created from the account holder will most likely contain the most update-to-date information

After reviewing and updating all the fields on the Details tab, make sure that SSID and Risk Factor have also been reviewed. A user can see the risk factor field on the “Forms” tab of the
participant profile

/ DETAILS/DETALLES

Permission to Participate: Date

Robert Lazenby & [ SR ]
Lo ) Test Parent (9/12/25) , test parent (8/29) , test parent (8/12)
15X — Profile 1 (Keep)
SRS ‘i‘” Workspace #: 11975718
Email (Custom) v
& FILES/ARCHIVOS *® MESSAGES/MENSAJES B FORMS
Robert Lazenby - Delete & [ S a

~

Linked Account Holde: test parent (robert

JoX(

—
SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES ENROLLMENT & FILES/ARCHIVOS # MESSAGES/MENSAJE B FORMS

Profile 2 (Delete)
Workspace #: 11719234
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Step 3) Optional: Temporarily Removing Linked Account Holders

. Account Holders receive notifications whenever their linked participant is Enrolled, Waitlisted or Dropped from an activity

. Before manually combining the enrollment and attendance from Profile 2 to Profile 1, it will be up to the site to determine if they would like to temporarily remove the account holder and
re-linked them to Profile 1 after they have manually combined enroliment and attendance records to the main profile (Profile 1)

. If you would like to remove the linked account holders from profile 1 so parents/adults do not receive notifications of updates; be sure to copy the names or emails of the account holders

S0 you can re-attach them once enroliment and attendance has been manually merged over.

Robert Lazenby &

JX(

SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES ENROLLMENT

evel

ype of Participant

Ce numoer:

r, Specify
age spoken at home
nclusive Identity

Student State ID # (SSID)

Release to Participate Granted for 2025

Release of Information Gr

Profile 2 (Delete)
Workspace #: 11719234

Robert Lazenby &

Linked Account Holder Test Parent (9/12/25) , test parent (8/29) , test parent (

4{Emmmm—— profile 1 (Keep)

ar

(Parent/Guard

Remove account holders first
from profile 1

ES/MENSAJES E FORMS

Robert Lazenby - Delete &

Linked Account Holder test parent (robert

X

L —
SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES

& FILES/ARCHIVOS #® MESSAGES/MENSAJE:

Date of Birth

Gender

f Other Gender, Specify

Add account

holders back

to profile 1

8/12) once you have
moved

enroliment

from profile 1

Workspace #: 11975718

| RV SR ] a
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Step 4) Manually Combine Enrollment and Attendance

. The fourth step is to now add any enrollment and attendance from Profile 2 to Profile 1. In the example down below, we need to add the current enrolled activities of Profile 2 to Profile 1.
o Profile 1 will need to be enrolled into the following activities: “Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade” and “Fall 2025 - Arts & Crafts

(Monday & Wednesday) 1st - 3rd Grade”
o Start with one activity first and then move on to the next
o Once Profile 1 is enrolled into the correct activities, be sure to take attendance based on what has been recorded for Profile 2

Robert Lazenby & E-XL S8 2R

Lin ount Holder

HOBORNGONS o ,r" e _ Profile 1 (Keep)
Workspace #: 11975718
SIS Add the classes below to

Groupri Scho this profile
Current Grade Level st
Robert Lazenby - Delete &
b+ nt Holder test parent (robert,

ool JE

YaX sy o
L —
SCHOOLS UNITING
NEIGHBORHOODS

Current Activities

Activity

Fall 2025 - Math through Basketball (Monday & Wednesday)_1st - 3rd Grade

PrOﬁle 2 (Delete) — Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade
Workspace #: 11719234

/' DETAILS/DETALLES ENROLLMENT & FUES/ARCHIVOS *® MESSAGES/MENSAJES

E-X2 8 2 W a

E FORMS

Start date

10/02/2025

09/08/2025
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Step 4) Manually Combine Enrollment and Attendance

The fourth step is to now add any enroliment and attendance from Profile 2 to Profile 1. In the example down below, we need to add the current enrolled activities of Profile 2 to Profile 1.
So Profile 1 will need to be enrolled into the following activities: “Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade” and “Fall 2025 - Arts & Crafts

(Monday & Wednesday) 1st - 3rd Grade”
Once Profile 1 is enrolled into the correct activities, be sure to take attendance based on what has been recorded for Profile 2

[ ]
o

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade @ * Fan

"~
Provider El Programa Hispano
Subcategory. G 0ol
xtx Start Date

| ——

SCHOOLS UNITING End Date 2

NEIGHBORHOODS
Max enroliment

/' DETAILS/DETALLES & SIGN UP ATTENDANCE E FORMS

Select: All / Requested / Enrolled / Waitlisted / Dropped / None

Primary Primary Contact Emergency Contact Emergency Contact 1 Emergency Contact Photo Release Granted Enrollment Drop
Student Status Contact Name Number 1 Name Relationship 1 Phone for 2025-2026 date date
Profile 2 (Delete) O Robertlazenby Enrolled | MaryJ.Blige  222-222-2222 Damson Idris Brother 333-333-3333 10/06
Workspace #: 11719234 - Delete
old Profile o Jle |
Add student:
Robert Lazenby Profile 1 (Keep)
R Robert Lazenby - Delete Workspace #: 11975718
1719234
R Robertlaz
Correct profile that we want
to add enrollment and
attendance for




Step 4) Manually Combine Enrollment and Attendance

. Make sure when you're copying enrollment over to the profile you're keeping to the old profile, that the Enrollment Date matches
o In the example below, Profile 1 should have Profile 2 enroliment reflected

. Remember, the profile that we will be deleting at the end of this process should have the identifier “Delete or Duplicate”
o This will help with combining records together

Profile 2 (Delete)
Workspace #: 11719234

0Old Profile

Profile 1 (Keep)
Workspace #: 11975718

Yo

SCHOOLS UNITING
NEIGHBORHOODS

/ DETAILS/DETALLES

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade &
Provider El Programa Hispano
Subcategory:

Start Date

End Date

Max enrollment 15

& SIGN UP ATTENDANCE E FORMS

Select: All / Requested / Enrolled / Waitlisted / Dropped / None

Primary
Student Status Contact Name

[J  Robert Lazenby Enrolled  Mary J. Blige
- Delete

[J  Robert Lazenby Enrolled  Mary J. Blige
R ERErie) (Rheen

Add student:

Primary Contact ~ Emergency Contact  Emergency Contact 1 Emergency Contact ~ Photo Release Granted ~ Enrollment Drop
Number 1 Name Relationship 1 Phone for 2025-2026 date date
222-222-2222 Damson Idris Brother 333-333-3333 Yes 10/06
222-222-2222 Damson Idris Brother 333-333-3333 Yes 10/06
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Step 5) Take Attendance For The Profile Being Kept

. The fifth step is to make sure that attendance for Profile 1 matches the attendance for Profile 2
o Remember Profile 2 will be the participant that we “Mark to be deleted” at the end of this process
. Make sure that attendance is captured and matches for Profile 1 until there is no more attendance recorded
. Once you have finished the first activity move on and do the same process until all enrolilment and attendance is copied

over to the main profile being kept (Profile 1)

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade @ * 2

% Provider, El Programa Hispano
Subcategory
Xﬂ Start Date
s&ggﬁ&(s)mqém End Date

Max enroliment 15

/ DETAILS/DETALLES & SIGN UP ATTENDANCE E FORMS
P e oo R ol V‘ _

Mark All as Present
Profile 1 (Keep) Oct 6, 2025 (Mon) Oct 8, 2025 (Wed)
Workspace #: 11975718 Disable attendance Disable attendance
Name Present Excused Unexcused Present Excused Unexcused
Robert Lazenby @ ®
Profile 2 (Delete)
Workspace #: 11719234 Robert Lazenby - Delete ® O @) O O @

0Old Profile




Step 6) Review Both Profiles One Last Time

Robert Lazenby &
Holder

Linked
(Pa

x’x Subcategory
Da

f Birth

e
SCHOOLS UNITING

NEIGHBORHOODS
Email (Custom)
/ DETAILS/DETALLES ENROLLMENT
Current Activities
Activity
Fall 2025 - Math through (Monday & 1st- 3rd Grade

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

Past Activities

Activity

Fall 2024 - Kinder Group (Monday - Thursday) Kindergartens

Hide past activities

Profile 2 (Delete)
Workspace #: 11719234

0Old Profile

01/01

2018

° The sixth step is to review both profiles to make sure that all
enrollment is now reflected and copied over on the profile that you

| TREP SR g a
will be keeping (Profile 1)
Status Start date
Enrolled 10/02/2025
Enrolled 09/08/2025
| Profile 1 (Keep)
Status Start date
‘ Workspace #: 11975718
Enrolled 04/01/2025
Enrolled 10/01/2024

Robert Lazenby - Delete &
Linked Account Holder test parent (robert)
(Parent/Guardian):

X*X Subcategory: Grouptrail Schoo

Date of Birth 1/1/2018
SCHOOLS UNITING
RO Mobile Number

Email (Custom)

/' DETAILS/DETALLES ENROLLMENT

Current Activities

\Y

FILES/ARCHIVOS

Activity

Fall 2025 - Math through Basketball (Monday & Wednesday) 1st - 3rd Grade

Fall 2025 - Arts & Crafts (Monday & Wednesday) 1st - 3rd Grade

*® MESSAGES/MENSAJES

Status

Enrolled

Enrolled

- X 8 2R

m

ORMS

Start date

10/02/2025

09/08/2025
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Step 7) Re-Attach Account Holders and Add New Account Holder

Robert Lazenby &

del

JoX(

—
SCHOOLS UNITING
NEIGHBORHOODS

Date of Birth

Mobile Number:

Ema

/ DETAILS/DETALLES ENROLLMENT

Current Grade Level 1st

Type of Parti

Workspace number:

Date of Birth
Gender.

f Other G

Primary lang

nclusive Identity

Student State ID # (SSID)

Profile 2 (Delete)
Workspace #: 11719234 -

0Old Profile

O

SCHOOLS UNITING
NEIGHBORHOODS

/' DETAILS/DETALLES

Current Grade Level

of Participant

Workspace number
Date of Birth
Gender:

f Other Gender, Specify

Primary language sp:
nclusive Identity

Student State ID # (SSID)

oken at home:

*® MESSAGES/MENSAJES

Robert Lazenby - Delete &

Linked Account Holder

ile Number:
Email (Custom)

ENROLLMENT

Grouptrail Schoo

E-LX 8 2R

E FORMS

test parent (robert)

& FILES/ARCHIVOS

The seventh step is to reattach the account holders
back to the profile you will be keeping (Profile 1)

Itis VERY IMPORTANT to also add and attach any
account holders that are listed in the profile that you
will be deleting (Profile 2) to the main profile you will
be keeping (Profile 1)

Profile 1 (Keep)

4 /o space #: 11975718

*® MESSAGES/MENSAJES E FORMS

59



Step 8) Mark the Duplicated Profile To Be Deleted

. The last step is to mark the duplicated profile to be deleted (Profile 2)
. To mark the profile to be deleted, go to the “Forms” tab of the duplicated profile (Profile 2)
. Click the pencil icon next to the field called: Duplicate to be deleted
° Select the option “Yes-this record is duplicate”
° Once selected, make sure to hit both save buttons
o Click the save button next to “Yes-this record is duplicate”
o Then click the save button at the top or bottom of the page
Robert Lazenby - Delete @
% Linked Account Holder
(Parent/Guardian):
Profile 2 (Delete)
Workspace #: 11719234 ‘ xlx e
p : R —— Date of Birth:
N BORNOODS Mobile Numb
oDIle Number:
0Old Profile
Email (Custom):
# DETAILS/DETALLES ENROLLMENT

SUN Staff Only

test parent (robert)

Grouptrail School
1/1/2018

& FILES/ARCHIVOS ** MESSAGES/MENSAJES

Second “Save” button

Embedded SUN Staffoniy

Duplicate to be deleted: Yes-this record is duplicate

“»

Risk Factor (Yes or No):
Risk Factor Type:

FRN Service Provided
(Individual Counts):

Gender if different from
Registration Form:

- Cancel
.\0 First “Save” button
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Please Note: This process reviews how a user can
effectively and accurately search a participant or
activity in Grouptrail using dashboard trackers. This
process will also review the advanced search bar.




Groupiail ()
Searching Participants by trackers (Step 1)

To effectively search a
participant up in your
Grouptrail account, g0 to  ”| “Fyzs crouptrail Announcements and Updates
your Participant tracker _
and open your tracker Providers> All Activities Fall SUN 2025
EXE Y acTiviTIES

Providers> All Activities Summer SUN 2025

ERX] Y ACTIVITIES
FY 2024 - 2025 SUN Activities

EXZ] Y PARTICIPANTS
Participants/Les participantes

ERE]Y . REPORTS
Reports

VEnghsh

M| L(a\l teams)
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Guoupiail

Searching Participants by trackers

Once you have open your participant tracker search the
participant you're trying to find in the “Keyword” search bar

You can search a participant by the following criterias in the
“Keyword” search bar:
° First and/or Last Name
o You can search by a combination of
name variables like: First name, last
name, first and last name, first three
characters, etc.
° SSID Number
o You can search by a student’s SSID
Number. Make sure the number is an
exact match and does not have any
leading or trailing spaces
° Grouptrail Workspace Number
o You can search a participant by their
unique workspace number. This
number can be found directly in a
profile of the student or in Grouptrail
reports like: the Missing Data Report

o Make sure the number is an exact match
and does not have any leading or trailing
spaces

Important Note:

Searching participants in your Participant Tracker
allows you more searching options and flexibility when
it comes to finding participants or searching by names

EIXE] Y PARTICIPANTS

Participants/Les participantes

No grouping

Filter by

Any

Any

Any

Any

441 ITEMS

Updated Today

at 12:03 AM

Joaquin

Updated Today
at 12:03 AM

(Step 2)

W Batch update @ Browse

Alice Ary

Updated Today
at12:03 AM

Delilah

Alexis

Updated Today
at 12:03 AM

Olive

Updated Today

at 12:03 AM

Tashi
Updated Today
at 12:03 AM
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gegticii > Searching Participants by trackers (Step 3)

Y PARTICIPANTS

A user can also use any of
the filter options listed
under “Filter by” to filter
participants

Example: Gender, Current
Grade Level Primary
Language, Etc.

A user can also select the
bar called: No Grouping

When selected, the feature
gives the user the ability to
group participants by any
of the options listed like:
School, Grade, Gender,
Risk Factor, Etc.

Grouping participants by
school can be extremely
helpful for users who have
multiple school access

Participants/Les participantes
No grouping s

Filter by

Keyword 3
Maleekh
Any s Updated [foday
at12:03 AM
Any * —
Prim. Joaquif

Updated foday

at 12:03 AM

441 ITEMS

W Batch update

[~

Daleyza

Updated Today
at 12:03 AM

L
=

Alexis

Updsted Today
at 12:03 AM

s

[

Alice R

Updated Today

at12:03 AM

o
=

Elliot

Updated Today

at12:03 AM

@ Browse

Y PARTICIPANTS

Participants/Les participantes
No grouping =

Group by: School

Group by: Gender

Group by: Current Grade Level

Group by: Primary Method of Transportation

Group by: Primary language spoken at home

Group by: Inclusive Identity

Group by: Accept Non-Discrimination & Behavioral Expectations
Group by: Risk Factor

Group by: [School] Enroliment Status

Group by: Secondary Method of Transportation

Group by: Did child attend Head Start?

Group by: Did child attend preschool or kindergarten?

Group by: Child is receiving special education services
Group by: Registering for EKT?

Group by: Has your child experienced any resilience factors?
Group by: Type of Participant

Group by: Risk Factor-Staff enterred

Group by: Housing Status

\. Group by: How long have you lived at this address?

W Batch update ® B

owse

e
=g

Updsted Today

at 12:03 AM
1)
Fer)
Delilah

Updated Today
at 12:03 AM



Guoupiail

Searching Activities by trackers (Step 1)

To effectively search an
activity up in your
Grouptrail account,
identify which activity
tracker your activity
lives in. For this
example, we will find an
activity from the school
year of 2024-2025

Once found, open the
corresponding activity
tracker

ERE] Y AcTIVITIES
Providers> All Activities Fall SUN 2025

™Y ACTIVITIES

Providerss-All Activities Summer SUN 2025

EZE] Y AcTIVITIES
FY 2024 - 2025 SUN Activities
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Groupiail ()
Searching Activities by trackers (Step 2)

Once you have open your activity tracker search the
activity you're trying to find in the “Keyword”
search bar

EXE] Y ACTIVITIES
FY 2024 - 2025 SUN Activities

No grouping B Post form/attendance / B Batch update ® Browse % Feature / More... v
You can search an activity by the following criterias

in the “Keyword” search bar: Filteriby 81 1TEmS 1
° Name of the activity y -
o You can search by a combination : z : .
of name variables like: EKT, P-3 P-3 Bike Club Fall 2024 Fall 2024 *Fall 2024 Fall 2024
° 2 Y yr—— 2025 Play and parent Leadership 1st Grade Play & Back to School Bike Club Build & Play
Basketball, first three characters, Learn Group Leam Night w4 Group A
etc. Any N r I ay ; ) I L;:ﬁa;ed Jul 9 8t , ;a fonday
. Acti Subiect Updated Sep 25 at 3:50 Updated Jul 9 at 2:56 Updated Jul 9 at 2:56 Updated Jul 9 a1 2:56 PM Updated Jul 9 at 2:56
e  Grouptrail Workspace Number Bk Cra Pl P e Ct
o You can search a activity by their Auy %
unique workspace number. This :
number can be found directly ina Any s Fall 2024 Fall 2024 Fall 2024 Fall 2024 Fall 2024 Fall 2024
. . Build & Play Build & Play Build & Play Chess Choir Dia de Los
profile of the activity. ren: GraceLeve Group B Group ¢ Group D d4th,5 ard 4t Muertos
o  Make sure the number is an exact . | s - ; :
match and does not have any i bt S s s i H—
. o1 stivids AN
leading or trailing spaces . .
=

Important Note:

Searching activities in your Activity Tracker allows you
more searching options and flexibility when it comes to
finding activities or searching by activity names



gontiait ) Searching Activities by trackers (Step 3)

EXE] Y ACTIVITIES
FY 2024 - 2025 SUN Activities

A user can also use any of

the filter options listed
under “Filter by” to filter
activities

A user can select the bar
called: No Grouping

When selected, the feature
gives the user the ability to
group activities by any of
the options listed like:
School, Activity Category,
Activity Subject, Provider
and Enrollment Type

If users would like to see
their “Open” or
“Non-Enrolled” activities
then they can select
“Enrollment Type”

Grouping activities by
school can be extremely
helpful for users who have
multiple school access

No grouping

No grouping
Group by: School
Group by: Activity Category

Group by: Activity Subject

Group by: Provider

Group by: Current Grade Level

Group by: Time offered

Group by: Frequency

Group by: Recurring Weekly Schedule
Group by: Enrollment Type

Group by: Target Participant

Group by: Duplicate to be deleted
Group by: Is this a P-3 Activity?

“

“

Post form/attendance

81 ITEMS

P-3 Spring
2025 Play and
Learn

Pre-k

Vvionday, W ay
Updated Sep 25 at 3:50
PM

Fall 2024
Build & Play
Group B

Updated Jul 9 at 2:56
PM

Bike Club
Parent Leadership
Group

Wednesday
Updated Jul 9 at 2:56
PM

SR

Fall 2024
Build & Play
Group C

Wednesday
Updated Jul 9 at 2:56
PM

W s
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geupticil © Searching Workspaces in the Advanced Search Bar

You may also search workspaces
in the advanced search bar at the
top of a user’s dashboard

Advanced @ Welcome Robert! ~

Please keep in mind that you can
only search workspaces (like
participants and activities) by
their name Welcome! / jBienvenides!

If you need to add additional students/participants, use this additional registration form then browse activities below and sign up!

Si necesita agregar estudiantes/participantes adicionales, use este formulario de registro de estudiante adicional luego busque las
actividades a continuacion y registrese!

SUN Community Schools Hub A CREATE & BROWSE & IMPORT %

The advanced search bar does not
provide a user with flexibility
when attempting to find
workspaces in the system like

their dashboard trackers MyStbtSchootBasbEaard
.. . JXYBl  PINNED  FEATURED English V‘ ‘(a” teams) v
The majority of the time the
advance search will only generate ¢ EXX] Y GROUPTRAIL ANNOUNCEMENTS, UPDATES & RESOURCES
results with EXACT matches FY26 Grouptrail Announcements and Updates

A user may also generate
system-wide results for specific
data categories like: account
holders

Important Note:
It’s highly recommended that users first use their Trackers to
search either participants and/or activities

If a user cannot find an activity that may have been created but
does not fall into a seasonal tracker, it’s then recommended that
the user use the advanced search bar to find results



Please Note: This process reviews how a
user can quickly update a universal field
or tag in Grouptrail to multiple
workspaces (activities and/or
participants)




Groupliail )
Step 1) Batch Updating

Batch updating in Grouptrail

allows you to quickly add e —
information across multiple
workspaces for activities

RGN Y ACTIVITIES

and/or participants Providers> All Activities Summer SUN 24

EXE] Y PARTICIPANTS

Participants/Les participantes

Step 1) Select the tracker for
activities or participants that g —
you Would hke tO batCh update Participants/Les participantes

No grouping . W Batch update /|® Browse X Feature / More... ~
Once you have chosen the it o e
tracker you would like to batch e & e @ & e & @

Samantha Test 2 Test Grouptrail sister test test test sister
(test) (8/19) (8/16) Training Woman/Girl (through student (8/12)
update, find the batch update — Fuan (@75 |voonon
. 2nd 2nd 2nd 18/16 Updated Aug t form) Parent/Adul 3rd
icon located at the top of your - ] T T e -l
y Y Yesterday at 19 at 4:28 16at11:15 ond PM Updated Aug 12 at 2:42

10:21 AM PM AM 15 3t 3:03 PM

Updated Aug Updated Aug PM

traCker e . Tostos7 15a1318



Groupiail ©

Step 2) Batch Updating

Step 2) Follow the two batch
updating steps. First, select
the drop down menu to select
what you would like to batch
update

Second, select the
field/information you would
like to update across your
workspaces (participants or
activities)

Note: Linked Categories allow you to link an
activity or participant to another workspace
or even an account holder

The fields displayed in the dropdown menu
are also reflected on an activity or
participant details tab

i Batch update

Step 1: Select what you would like to do

I would like to

s
|

Step 2: Select which pages to update

Iwould like to... Checkall [l Uncheck all

Link categories
Add linked categories

Update tags
Provider
Enrollment Status
Gender
Current Grade Level
English Language Learner
Student lives with
Primary Method of Transportation
When/if possible you would like bus transportation
Artwork permission
Permission for student to use internet
Primary language spoken at home
Inclusive Identity
Accept behavioral expectations
Risk Factor

[School] Enrollment Status

t (through Participant form)
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Groupiail ©

Step 3) Batch Updating

Step 3) Once you have selected
a field, please select the correct
tag option you want to update
across your workspaces

Next, select the workspaces
(participants or activities) that
you would like to update the
information across

Lastly, select “Run Batch
Update” to apply the updated
information across your
workspaces

Note:

You can double check to see if your “batch update” was

successful by going to a workspace to see if the
information was added/updated

i Batch update

Step 1: Select what you would like to do

Risk Factor $

*Note this will clear any current tags assigned to these pages.

|
| *Unassigned s

No
*Unassigned

Step 2: Select which pages to update

aela Test 09/05

Grouptrail Training Participant 8/16

test (through Participant form

test student (robert;
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Please Note: This process reviews how to
create and link participants that are
manually created in the system and/or
adding additional account holders to an
existing student or adult record(s)




Guoupiail

Step 1) Creating an NEW account holder for an

Existing participant

1. Hover over
Create, then
click Add a
Workspace

SUN Community Schools Hub

A Create a Tracker

NOTE: Be sure not to “Create a Tracker” instead of clicking on “Add
a Workspace.” If you do, you can open up and edit the tracker you
created and delete it:

[ - | Update Your Search Filter Tracker

¥ Feature // More... v
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Guoupiail

Step 2) Creating an NEW account holder for an
Existing participant

+ Add a Workspace

2. Go to Data Category first
and then select Account
Holder (Parent/Guardian)

Subcategory

Create a Workspace
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Groupliail )
Step 3) Creating an NEW account holder for an Existing participant

3. Complete the two + Add a Workspace

required fields in order

to create the account e Account Holder (Parent/Guardian) p
hOlder In order to move on to the next section of the SUN registration, please enter the email and the name of the adult who will be linked as the head of the

household for the participant (this includes signing the parent/guardian or their student(s) up for SUN activities)

Note: This information is related to the
parent/adult/guardian your creating an account for

our Email *

You should use the best email address for the adult o
and list the adult first & last name for the name field

Once fields are entered,

select the create a Create a Workspace
workspace icon -
After selecting create a Workspace Added!
workspace, then select

view workspace to

begin linking T
participants to the

account holder
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Guoupliail O
Step 4) Linking participants to new created account holder

test parent (robert) & 8B

4. Find the linked participant
field and then click on the

pencilfcon = |
/ DETAILS/DETALLES
Account Ema robert.lazenby+12@multco.us
Linked Participants
Jane James (test) , test student (robert)
Account Ema robert.lazenby+12@multco.us
Begin to search the student or Linked Participants

adult record you would like to
link to the account holder
(search by first and last name)

Save Cancel

Once done make sure to save
each participant when linking to
account holder
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Groupiail ©

Linking multiple account holder(s) to a participant record

EZE] ¥ PARTICIPANTS

Participants/Les participantes

You may also link multiple account

holders to a student or adult record by
going to your participant tracker and
selecting the participant

Filter by Update >

At the top of the participant

record, click the pencil icon

underneath the field of

Linked account holder ”
X

—
SCHOOLS UNITING
'NEIGHBORHOODS

/ DETAILS/DETALLES

Next, begin to search
the account holder by first &

last name that you would like to SHImERHEIeSY) &

link to the participant record. el et
Once done, make sure to click
Save B -

Subcategory Grouptrail Schoo

ENROLLMENT

Grou
Training
Participan
18/16

sister test test

(through student (8/12)

Participan (8/15)
Updated Aug tform)
15at 4:38 G Updated
i 2 12at2:

PM
Updated Aug
5at318
P Sy
2 FiL RCHIV E Forms
1A 8 =
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List of Reports:

0&O0 SUN Progress Summary Report

0&O SUN Non-Enrolled Report

0&O0 SUN Demographic Summary Report

0&O0 SUN Missing Participant Data Report

0&O SUN Participant Info - Total Days Attended Report
Master Site Report (Includes Participant Daily Schedule)
Partner with Attendance Report

Teacher Confirmation Schedules

Mini Student Schedules




Please Note:

This section reviews how to generate
and run the “O&O0 Progress Summary
Report (Excel Version) in Grouptrail.
This report is compatible with users that
have an updated version of Excel 2024
and above




Groupliail )
0&0 SUN Progress Summary Report
Reporting Context:

This report in Grouptrail allows a user to check their current outputs in the system to
understand the number of adults and students served
This report includes a column that calculates the number of participants who have
been “present” at least 30 days or more
The report will take a user anywhere between 30 seconds to one minute to download
If a user has multiple school access and generates this report for a long date range then
the report may deliver via email to the user within 10 to 15 minutes
This report contains Excel formulas meaning if a user clicks into a cell then it may
break the data being viewed by the user
o To avoid this issue, a user can copy and paste just the values in the report into a
new Excel tab or Google Sheets
o  Here is quick YouTube video to demonstrate how to copy and paste values
without formulas: https:/www.youtube.com/watch?v=E2gBofQrAXY
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https://www.youtube.com/watch?v=E2qBofQrAXY

Gegtiait) Step 1) Click 0&0 SUN Progress Summary Report

To Generate the O&O 4k REPORTS =
SUN Progress Reports

Summary Report, go to
your Report Tracker
and click the correct

4 Activities Information (ETO Agency Report) 4 Attendance History (Agency ETO Report) 4 Daily Nutrition Tracking (List of Participants)
.
report:
44 MFS Survey Report - Account Holders Linked i} 4 Master Site Report (Per SUN Activity) 4 Master Site Report: Includes Participant Daily

OO0 Demograp v

X Feature / More... v

Featured Reports
4 Emails - Account Holders Linked to Participan

4 ORO Activity Total Summary Report (Excel Vel

0&O SUN Progress
Summary Report

Q Non-Enroliment Proaress Report (Excel 4 ORO Progress Summary Report (Excel Versior|

.
(Excel VerSlOll 2024) 41 0&0 SUN EKT Summary Report (Excel Version| 4 P-3 Program Outputs and Outcomes (Excel Vel 4 Participant Info - Total Number of Days Atten( 4 Participant Information (Agency ETO Report):

*k% 4 Participant Information (IRCO ETO Report) 4 Student Schedule (Excel Version 2019)
If you hover your

mouse over the
appropriate report,
you will see the full
description title
name***

4 Student/Participant Emergency Contact Infor|



gegtiait) Step2) Select the Date Range you want to look at and

click Generate report.

Fill out the report prompt
section by putting the start and
end date you would like to
generate data for (Example: Just
1st, 2024 to May 20th, 2025)

Once your dates are enter, click
“Generate Report”

Find the Excel report in your
“downloads” on your desktop
and open the excel spreadsheet

Please Note:

You do not need to change any of
the filter options on the report
prompt. You will only need to
enter a “Start and End Date in the
date range fields”

i 0&0 Progress Summary Report (Excel Version 2024)

Filters

Filter date

Date of Activity

Custom

From

Generate re‘port'

Cancel

Q ww O Q| &

Recent download history @

g SUN Community Schools Hub - 0O
Progress Summary Report Excel
Version 2024 - 2025-05-20.xlsx

1,391 KB » Done
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Groupstiail ©

Once you have open the report,
you will see calculations
happening on the report. Please
allow time for the report to
process the calculations (bottom
right hand corner)

This report will contain the
following:

-) Site Names(s)
(located in column A)

-) Total Participants Served
(located in column B)

-) Total Students Served
(located in column C)

-) Total Adults Served
(located in column D)

-) Missing DOB
(located in column E)

-) Students of color served
(Located in column F)

-) Students who identify with a
Risk Factor of “Yes”
(Located in column G)

-) Participants attending SUN
30-days or more
(Located in column H)

Step 3) Review your data on Progress towards
Meeting 30 days attendance goal.

Site

B

Participants

292

C

Students

228

Adults

62

E
Missing DOB

F

Students of Color

204

6

Risk Factor

218

H
304 Days Attendance

88
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Please Note:

This section reviews how to generate
and run the “O&O0 SUN Non-Enrollment
Progress Report (Excel Version) in
Grouptrail. This report is compatible
with users that have an updated version
of Excel 2024 and above




Guoupiail

O&50 SUN Non-Enrollment Progress Report

Reporting Context:

e  This report in Grouptrail allows a user to check the number of
Non-enrolled events they currently have created in the system
e  This report includes a column that provides the total number of

non-enrolled events following: total number of adults and students

who have attended (if recorded)
e  Torecord the number of headcounts to a non-enrolled event in
Grouptrail, a user should do the following:
o  Find and click the non-enrolled activity in Grouptrail to
update
o Once the activity has open, scroll to the bottom of the
activity details page

o Enter the number of adults and students who have attended

the event
e  The report will take a user anywhere between 30 seconds to one
minute to download
e  This report contains Excel formulas meaning if a user clicks into a
cell then it may break the data being viewed by the user

o  Toavoid this issue, a user can copy and paste just the values

in the report into a new Excel tab or Google Sheets

o  Hereis quick YouTube video to demonstrate how to copy
and paste values without formulas:
https://www.youtube.com/watch?v=E2qBofQrAXY

0.

| —
SCHOOLS UNITING I —
NEIGHBORHOODS End Date 05/29/202
Max enroliment 15
/ DETAILS/DETALLES @ SIGN UP

Time offered
Frequency

Recurring Weekly Schedule

w

tart time:

End time

Teacher/Counselor

Location

Max enrollment

Max waitlist:
Partners

Is this a P-3 Activity?:

Enrollment Type Open

of Students Attended

# of Adults Attended

< Showing page 2 of 1533 >
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https://www.youtube.com/watch?v=E2qBofQrAXY

Gugtiait o) Step 1) Click 0&0 SUN Non-Enroliment Progress Report

To Generate the O&O 4k REPORTS =
SUN Non-Enrollment Reports

Progress Report, go to
your Report Tracker
and click the correct
report:

X Feature / More... v

Featured Reports
4 Activities Information (ETO Agency Report) 4 Attendance History (Agency ETO Report)

4 Daily Nutrition Tracking (List of Participants) 4 Emails - Account Holders Linked to Participan

44 MFS Survey Report - Account Holders Linked i} 4 Master Site Report (Per SUN Activity) 4 Master Site Report: Includes Participant Daily 4 ORO Activity Total Summary Report (Excel Vel

0&0 SUN

Non-Enrollment
Progress Report & 080 SUN EKT Summary Report (Excel Versior
(Excel Version 2024)

41 O&0 Demographic Summary Report (Exce 4 0RO Non-Enroliment Progress Report (Excel V| 4 ORO Progress Summary Report (Excel Versior|

4 P-3 Program Outputs and Outcomes (Excel Vel 4 Participant Info - Total Number of Days Atten( 4 Participant Information (Agency ETO Report):

il
il
i
il

4 Participant Information (IRCO ETO Report) 4 Partner Report W/ Attendance 4 student Schedule (Excel Version 2019) 4 Student/Participant Emergency Contact Infor|

***If you hover your
mouse over the
appropriate report,
you will see the full
description title
name***



gegtiait) Step 2) Select the Date Range you want to look at and

click Generate Report.

Fill out the report prompt
section by putting the start and
end date you would like to
generate data for (Example: Just
1st, 2024 to May 20th, 2025)

Once your dates are enter, click
“Generate Report”

Find the Excel report in your
“downloads” on your desktop
and open the excel spreadsheet

Please Note:

You do not need to change any of
the filter options on the report
prompt. You will only need to
enter a “Start and End Date in the
date range fields”

41 0&0 Non-Enrollment Progress Report (Excel Version 2024)

Filters

Start Date

Custom

o

Generate report Cancel

Q% O QB |&

Recent download history ®

x5

SUN Community Schools Hub - OO
NonEnrollment Progress Report
Excel Version 2024 - 2025-05-20.xlsx

58.6 KB » 2 minutes ago
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Gegticit ) Step 3) Review your data on Non-Enrollment activities

Once you have open the report,
you will see calculations
happening on the report, please
allow time for the report to
process the calculations
(bottom right hand corner)

>
w
:
:
m
|

This report will contain the A

following: m Site Activities Adults Students Total Attended
-) Site Names(s) 3 223 465 688

(located in column A)

-) Total Non-Enrolled Events
(located in column B)

-) Total Adults Attended
(located in column C)

-) Total Students Attended
(located in column D)

(o
IHEEEEEE

-) Total of all Adults and Students
(located in column E)

Important: If you generate this report and see Excel errors
displaying: #VALUE! or NA, please note that they’re no
Non-Enrolled events that have been created for your site. If
you have multiple school access and do not see a specific
school appear, this means that there has not been any
non-enrolled events created for the site
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Please Note:

This section reviews how to generate
and run the “O&0 SUN Demographic
Summary Report (Excel Version) in
Grouptrail. This report is compatible
with users that have an updated version
of Excel 2024 and above




Groupliail )
050 SUN Demographic Summary Report
Reporting Context:

e  This report in Grouptrail provides a breakdown of inclusive identities based on the
participants a site is serving
e  Users should keep in mind that inclusive identity totals will not equal 100%
e To view entire break down of inclusive identities, users should use the scroll bar to
locate more data from left to right
e Included in the report will be the following information: Declined to Answer,
Participants of Color and Primary Language Other Than English
e  The report will take a user anywhere between 30 seconds to one minute to download
e If auser has multiple school access and generates this report for a long date range
then the report may deliver via email to the user within 10 to 15 minutes
e This report contains Excel formulas meaning if a user clicks into a cell then it may
break the data being viewed by the user
o  To avoid this issue, a user can copy and paste just the values in the report into
a new Excel tab or Google Sheets
o  Hereis quick YouTube video to demonstrate how to copy and paste values
without formulas: https://www.youtube.com/watch?v=E2qBofQrAXY



https://www.youtube.com/watch?v=E2qBofQrAXY

Gegtiait) Step 1) Click on 050 SUN Demographic Summary
Report

To Generate the O&O 4k REPORTS =
Demographic Reports

Summary Report, go to
your Report Tracker
and click the correct
report:

X Feature / More... v

Featured Reports
4 Activities Information (ETO Agency Report) 4 Attendance History (Agency ETO Report)

4 Daily Nutrition Tracking (List of Participants) 4 Emails - Account Holders Linked to Participan

44 MFS Survey Report - Account Holders Linked i} 4 Master Site Report (Per SUN Activity) 4 Master Site Report: Includes Participant Daily 4 ORO Activity Total Summary Report (Excel Vel

0&O0 SUN

Demographic
Summary Report e ——
(Excel Version 2024)

4 O&0 Demographic Summary Report (Excel Vel 41 O&0 Missing Participant Data Report (Excel V| 4 0RO Non-Enroliment Progress Report (Excel V| 4 ORO Progress Summary Report (Excel Versior|

4 P-3 Program Outputs and Outcomes (Excel Vel 4 Participant Info - Total Number of Days Atten( 4 Participant Information (Agency ETO Report):

4 Participant Information (IRCO ETO Report) 4 Partner Report W/ Attendance 4 student Schedule (Excel Version 2019) 4 Student/Participant Emergency Contact Infor|

***If you hover your
mouse over the
appropriate report,
you will see the full
description title
name***



gegtiait) Step 2) Enter the Date Range you want to look at and

click Generate Report.

Fill out the report prompt
section by putting the start and
end date you would like to
generate data for (Example: Just
1st, 2024 to May 20th, 2025,

Once your dates are enter, click
“Generate Report”

Find the Excel report in your
“downloads” on your desktop
and open the excel spreadsheet

Please Note: You do not need to
change any of the filter options on
the report prompt. You will only
need to enter a “Start and End
Date in the date range fields”

i 0&0 Demographic Summary Report (Excel Version 2024)

Filters

Filter date

Range

Date of Activity

Custom

From

Generate report

Cancel

Q % O @&

Recent download history @

g3 SUN Community Schools Hub - 0O
Demographic Summary Report Excel
Version 2024 - 2025-05-20.xIsx

1,394 KB «» Done
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Guoupiail

Once you have open the
report, you will see
calculations happening on
the report, please allow
time for the report to
process the calculations
(bottom right hand
corner)

This report will contain an
inclusive identity
breakdown by adult and
student participants

This report will contain the
number of adults and
student who selected the
appropriate inclusive
identity along with the
percentage

To see more breakdown of
site data, a user should scroll
to the right in the report tab

Step 3) Review your Demographic data.

4
Total
i

7 Site Students || Adults Students
N N N %
3

African

1

Adults

1.6%

34

Students

14.7%

Asian

1

Adults

1.6%

59

Black / African American

Students

25.5%

1

Adults

%

18.0%

9

Hispanic / Latino

Students

%

41.1%

38

Adults

%

62.3%

u

9



Please Note:

This section reviews how to generate
and run the “O&0 SUN Missing
Participant Data Report (Excel Version)
in Grouptrail. This report is compatible
with users that have an updated version
of Excel 2024 and above




Groupliail )
050 SUN Missing Participant Data Report
Reporting Context:

This report in Grouptrail allows a user to check their missing data for participants that
they’re serving
This report includes four different tabs:
1) Missing Data Summary for all Participants
2) Missing Data Summary for all Students
3) Required Fields for - All
4)  Required Fields for - Students
All fields listed in the report are required for the appropriate participant
The report will take a user anywhere between 30 seconds to one minute to download
If a user has multiple school access and generates this report for a long date range then
the report may deliver via email to the user within 10 to 15 minutes
This report contains Excel formulas meaning if a user clicks into a cell then it may
break the data being viewed by the user
a. To avoid this issue, a user can copy and paste just the values in the report into a
new Excel tab or Google Sheets
b. Here is quick YouTube video to demonstrate how to copy and paste values
without formulas: https:/www.youtube.com/watch?v=E2gBofQrAXY
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Gegtiait ) Step 1: Click on 0&0 SUN Missing Participant Data
Report.

To Generate the O&O A REPORTS B
SUN Missing Reports

Participant Data
Report, go to your
Report Tracker and
click the correct

X Feature / More... v

Featured Reports

4 Activities Information (ETO Agency Report) 4 Attendance History (Agency ETO Report) 4 Daily Nutrition Tracking (List of Participants) 4 Emails - Account Holders Linked to Participan

.
I'epOI't. 44 MFS Survey Report - Account Holders Linked i} 4 Master Site Report (Per SUN Activity) 4 Master Site Report: Includes Participant Daily 4 ORO Activity Total Summary Report (Excel Vel

41 O&O Missing Participant Data Report (Excel V| 4 0RO Non-Enroliment Progress Report (Excel V| 4 ORO Progress Summary Report (Excel Versior|

0&O0 SUN Missing S
Participant Data 41 00 SUN EKT Summary Report (Excel Version

Report (Excel Version
2024) 4 Participant Information (IRCO ETO Report)

4 P-3 Program Outputs and Outcomes (Excel Vel 4 Participant Info - Total Number of Days Atten( 4 Participant Information (Agency ETO Report):

4 Partner Report W/ Attendance 4 student Schedule (Excel Version 2019) 4 Student/Participant Emergency Contact Infor|

***If you hover your
mouse over the
appropriate report,
you will see the full
description title
name***



gegtiait) Step 2) Enter the Date Range you want to look at and
click Generate report.

Fill out the report prompt 4 0&0 Missing Participant Data Report (Excel Version 2024)
section by putting the start and

end date you would like to
generate data for (Example:Tust

Filters
1st, 2024 to May 20th, 2025)
Filter date Date of Activity $ Q ﬁ D E‘C-l ‘i'
X Range Cust s H
Once your dates are enter, click e Recent download history ®
“Generate Report” — >
P 2 12 g SUN Community Schools Hub - OO

Missing Participant Data Report
Excel Version 2024 - 2025-05-20.xlsx

Find the Excel report in your Categories B 1,096 K+ Done

“downloads” on your desktop

and open the excel spreadsheet \gs s

Linked Tggs a

Please Note: You do not need to
change any of the filter options on
the report prompt. You will only

need to enter a “Start and End Generate report Cancel

Date in the date range fields”



Groupliail ©

Site Participants #DOB % DOB

PM 0 0.0%
6 |
| |

Once you have open the report, you will see calculations happening on the report, please
allow time for the report to process the calculations (bottom right hand corner)

The first tab of this report will be a Missing Data Summary for all participants served

The first tab will give you a summary overview of all the fields that are required and
missing for both an adult and student participant:

-) Column A will contain the school(s) name
-) Column B will be the total number of adult and student participants served
-) Column C - J will contain the required fields for both an adult and student participant

-) The columns in this tab will give you a breakdown by the number of adults and student
who are missing the required fields along with the percentage

Step 3) Review each tab for Missing Participant Data

# Gender % Gandar # Inclfjsive % Inc}usive # Primary % Primary
Identity Identity Language Language
0 0.0% 0 0.0% 0 0.0%

| Missing Data Summary - All I

Missing Data Summary - Students

\ Records with Missing Values
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Gouptial O Step 4) Review Missing Data Summary for Students
tab

Participant #Releaseto % Releaseto #Rel f  %Rel f #Phot % Phot
arielpants oy piskFactor % Risk Factor #SSID % SSID S e a8 2 v oe #Fishy SSID % Fishy SSID
<21 Participate Participate Information  Information  Release Release

2 0.9% 2 0.9% 42 18.2% 132 57.1% 171 74.0% 0

0.0%

The second tab of this report will be a Missing Data Summary for students served

The second tab will give you a summary overview of the additional fields that are required RVELTRoEERITTERERA Missing Data Summary - Students I Records with Missing Values
and missing for a student participant:

-) Column A will contain the school(s) name

-) Column B will be the total number of students served

-) Column C - L will contain the additional required and missing fields for students

-) Column M- N will calculate any SSID numbers that are considered “Fishy/Sketchy” which
is defined by any number that is not an 8-digit number

(Example: Anything less or greater than an 8-digit number

-) The columns in this tab will give you a breakdown by the number of students who are
missing the required fields along with the percentage
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The third tab of this report will be a list of
participants that are missing any of the
fields based on the summary overviews in
tab 1 (these tabs are color coordinated to
match purple)

Any cell that is “Blank and Yellow” means
that student and/or adult is missing that
field. To update the field you will need to
go into Grouptrail, find the participant
and update that information.

Fields that are missing for participants
will automatically highlight in “yellow”
for quick access

In the Date of Birth (column D) if you see
a field that is yellow and has #### signs
this means that the date of birth is labeled
incorrectly in Grouptrail. This will need
to be fixed directly in Grouptrail.

Additionally, any birth date that is listed
in Grouptrail before the year of 1920 will
be flagged “Yellow” and will need to be
corrected

Step 5) Review the “Required Fields for - All tab

A/ & ' ______c | 0o | &£ | ____F_ | 6 | _H_ |
Work Pri ¢ ken at
Site ke Name Date of Birth Age fimary language spoxen 2 Inclusive Identity Gender
number home
Elementary "12096218 Robert HEBRERRREREERS Spanish Latino/Hispanic Woman/Girl

“ Missing Data Summary - Students | Required Fields for - All | Required Fields for - Students ||
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Geoenhial® Step 6) Review the “Required Fields for - Students tab

[ T C | 0 | E | 7 T A T [ ——T—— F—
site Workspeos Name Date of Birth Age Primary language spokenathome  Inclusive Identity Gender Bk Factod e B IO S B Relacse to Partiapate lnfor:::::ec‘::nted c::‘:::'::ez;s; i
number, (sSID) Granted for 2025-2028 {not 8-digit)
- - - - - v v v v +| for2025-2026] . 2026 S
| Elementary "11888834  Alicia 71712017 8 Spanish Latino/Hispanic Woman/Girl Yes Yes Yes
| Etementary "11240055  Andrea 172212021 4 Spanish Latino/Hispanic Woman/Girl  Yes
Elementary "12130870  Anthony 11112020 5 Spanish Latino/Hispanic Man/Boy No Yes No No
‘ElEmEMEry '11381182 Aranza 3/9/2018 7 Spanish Latino/Hispanic Woman/Girl Yes 22222
| Etementary "11886385  Arianna 75912016 9 Spanish Latino/Hispanic Woman/Girl Yes Yes Yes
| Etementary "11573855  Aurora 12/29/2023 1 English, Spanish Latino/Hispanic Woman/Girl  Yes
| Elementary "11886452  Christopher 613012017 8 Spanish Latino/Hispanic Man/Boy Yes Yes Yes
| Elementary "12130960  Dayana 10/19/2020 5 English Latino/Hispanic Woman/Girl Yes Yes Yes
| Etementary "12131785  Denis 6125/2016 9 Spanish Latino/Hispanic Man/Boy 22113311 Yes Yes No
Elementary "12096123  Elliot 611812020 5 English White Woman/Gil  No Yes Yes Yes
Elementary 11237928 Ethan 117412021 4 Spanish Latino/Hispanic Man/Boy Yes
| Elementary "12096210  Finnley 712012020 5 English White Woman/Gil  No 232 Yes Yes Yes SKETCHY
| Elementary "11886377  Genaro 11/3/2012 13 Spanish Latino/Hispanic Man/Boy Yes Yes Yes
| Etementary "12096154  Isabella 41212020 5 Spanish Latino/Hispanic Woman/Girl  Yes Yes Yes Yes
Elementary 12130906 ltzal 912612018 & Spanish Latino/Hispanic Woman/Girl  Yes Yes Yes Yes
| Elementary 11237938 Ivan 81172024 1 Spanish Latino/Hispanic Man/Boy Yes
Elementary '12130715 Jacl 1/29/2020 5 English ‘White Man/Boy No .lVeE Yes Yes
Elementary 1101889 Jermiah 812412022 3 Spanish Latino/Hispanic Man/Boy Yes

Missing Data Summary - Students |I Required Fields for - All H Required Fields for - Students

The fourth tab of this report will be a list of students that are missing any of the fields based on the summary overviews in tab 2 (these tabs are color coordinated to match green)

Any cell that is “Blank and Yellow” means that student is missing that field. To update the field you will need to go into Grouptrail, find the participant and update that
information.

Fields that are missing for participants will automatically highlight in “yellow” for quick access

“Fishy” SSID numbers are flagged on this tab and will display “SKETCHY” in the corresponding cell of the student. Any students with SKETCHY SSID numbers will need to be
updated in Grouptrail.

Please use the summary overviews in tab 2 in this report to determine if you will need to update any missing field for a participant
Participants that are not provided an SSID number (like adults or children less than 5 years old) will not appear on this tab of the report. Please keep in mind that any child or student

equal or over the age of 5 years old will be generated on this report. The required fields for students are consider anyone who is between the ages of: 0-20. Again, SSID will not display
for any child less than 5 or a student over the age of 20.
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Please Note:

This section reviews how to generate
and run the O&O Participant info (Total

Number of Days Attended Report) in
Grouptrail. This report will display a list
of participants that have been served in
SUN (this includes EKT, Leap into Kinder

and/or P-3 programs)




Groupliail )
O0&0 Participant Info - Total Number of Days Attended Report
Reporting Context:

This report in Grouptrail provides a list of all participants currently being served in
SUN between the date ranges the report is being generated for
The report will include two columns that provide the total number of days and hours
attended per participant
The report will take a user anywhere between 30 seconds to one minute to download
If a user has multiple school access and generates this report for a long date range then
the report may deliver via email to the user within 10 to 15 minutes
This report contains Excel formulas meaning if a user clicks into a cell then it may
break the data being viewed by the user
o To avoid this issue, a user can copy and paste just the values in the report into a
new Excel tab or Google Sheets
o  Here is quick YouTube video to demonstrate how to copy and paste values
without formulas: https:/www.youtube.com/watch?v=E2gBofQrAXY
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Gegtiait) Step 1) Click on 0&0 Participant Info - Total Number
of Days Attended report

To G.el}erate the 0&O e .
Participant Info - Total
Number of Days Reports
Attended Report, go to
your Report Tracker X Unfeature | More... v
and click the correct
Featured Reports
report:
(Total Number of Days

Attended) Repoit
j Master Site Report (Per SUN Activi iraster-Site-Reperi-inaludos-Rorticipant s A Participant Info - Total Number of Days Attend@ll A Participant Information (Agency ETO Report):
A Participant Information (IRCO ETO Report) A Partner Report W/ Attendance A Student Schedule (Excel Version 2019) A Student/Participant Emergency Contact Infor
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Guatiait ) Step 2) Enter the Date Range you want to look at and click
Generate report. Open the report in Excel once it downloads.

Fill out the report prompt 4 Participant Info - Total Number of Days Attended

section by putting the start and QA * £ &
end date you would like to
generate data for (Example: Fall

SUN Session Dates from Ellters [ SUN Community Schools Hub -
September 1st to December Filter date Date of Activity i o Participant Info Total Number of Days T
31st) E& Attended - 2024-12-19.xlsx

: G s N - 551 KB « Done
Once your dates are enter, click GUsic : 2
“Generate Report”

From To
2024-09-01 2024-12-31

Find the Excel report in your S
“downloads” on your desktop e ¢

and open the excel spreadsheet .
adg -

Linked Tals a

Linked Workspadg a
et Find the Excel report in your
“downloads” on your desktop

and open the excel spreadsheet
Please Note: You do not need to

change any of the filter options on =

the report prompt. You will only 2Lt
need to enter a “Start and End

Date”
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Gegtiait) Step 3) Review your data on Individual Participants

A B H | K & M N P R iF

Once you have open the report, Release ..~ Numberof Numberof
YOU will see calculations Agency Name School Name Enroliment Status EKT Participant Age Gender Language granted by Factors Dt e
. parent (2024- (YIN) Attended: = ATTENDED:
happening on the report 2025)? TOTAL TOTAL
Immigrant & Refugee Community Organiza Rose City Park Eleme| 6 Woman/Girl English Yes No 15 375
Immigrant & Refugee Community Organiza Rose City Park Eleme] 6 Woman/Girl English Yes 15 375
Immigrant & Refugee Community Organiza Rose City Park Eleme| 8 Man/Boy English Yes Yes 13 325
. . . Immigrant & Refugee Community Organiza Rose City Park Eleme| 6 Woman/Girl English Yes Yes 15 305
ThlS report Wlll contain the Immlgrant & Refugee Communnrtz Orgamza Rose c:; Park Eleme; 7 Woman/Girl Vle?namese Yes Yes 1 275
following: Immigrant & Refugee Community Organiza Rose City Park Eleme| 8 Woman/Girl English Yes Yes 11 30.0
Immigrant & Refugee Community Organiza Rose City Park Eleme] 7 Woman/Girl English Yes Yes 13 325
L AgenCy Name Immigrant & Refugee Community Organiza Rose City Park Eleme| 7 Woman/Girl English Yes Yes 15 375
° SChOOl Name Immigrant & Refugee Community Organiza Rose City Park Eleme| 10 Woman/Girl English Yes Yes 19 56.5
. . Immigrant & Refugee Community Organiza Rose City Park Eleme] 10 Woman/Girl English Yes No 10 250
L] Partlclpant Immigrant & Refugee Community Organiza Rose City Park Eleme| 9 Woman/Girl English Yes Yes 12 30.0
2 2 Immigrant & Refugee Community Organiza Rose City Park Eleme] 1 Woman/Girl English Yes No 9 225
1nf0rmat10n Immigrant & Refugee Community Organiza Rose City Park Eleme] 9 Woman/Girl English Yes Yes 10 250
[ ] Number ()f Days Immigrant & Refugee Community Organiza Rose City Park Eleme] 10 Woman/Girl English Yes No 8 20.0
Immigrant & Refugee Community Organiza Rose City Park Eleme| 6 Man/Boy English Yes No 16 40.0
Attended TOtal Immigrant & Refugee Community Organiza Rose City Park Eleme| 8 Man/Boy Vietnamese Yes Yes 12 30.0
° Number Of Hours Immigrant & Refugee Community Organiza Rose City Park Eleme] 7 Woman/Girl English Yes No 3 75
Immigrant & Refugee Community Organiza Rose City Park Eleme] 7 Woman/Girl English Yes Yes 15 375
Attended Total Immigrant & Refugee Community Organiza Rose City Park Eleme| 7 Man/Boy Viethamese Yes Yes 14 35.0
] Immigrant & Refugee Community Organiza Rose City Park Eleme| 7 Woman/Girl Vietnamese Yes Yes 13 375
C Demographlc Immigrant & Refugee Community Organiza Rose City Park Eleme| 7 Woman/Girl Laotian Yes Yes 13 325
Breakdown Immigrant & Refugee Community Organiza Rose City Park Eleme| 8 Woman/Girl English Yes Yes 12 30.0
Immigrant & Refugee Community Organiza Rose City Park Eleme] 8 Man/Boy Vietnamese Yes Yes 15 375
Immigrant & Refugee Community Organiza Rose City Park Eleme] 8 Man/Boy Ambharic Yes No 15 375
Column R will dlsplay the total Immigrant & Refugee Community Organiza Rose City Park Eleme! 10 Man/Boy English Yes Yes 15 375
Immigrant & Refugee Community Organiza Rose City Park Eleme| 10 Woman/Girl Vietnamese Yes Yes 11 275
number Of dayS attended by Immigrant & Refugee Community Organiza Rose City Park Eleme| 10 Man/Boy English Yes Yes 7 175
ici Immigrant & Refugee Community Organiza Rose City Park Eleme] 8 Woman/Girl English Yes Yes 16 450
eaCh part1c1pant Immigrant & Refugee Community Organiza Rose City Park Eleme] 1 Man/Boy Vietnamese Yes Yes 12 30.0
Immigrant & Refugee Community Organiza Rose City Park Eleme| 9 Woman/Girl Vietnamese Yes Yes 11 275
2 9 Immigrant & Refugee Community Organiza Rose City Park Eleme| 8 Woman/Girl Vietnamese Yes Yes 10 250
Column T Wlll dlsplay the total Immigrant & Refugee Community Organiza Rose City Park Eleme| 10 Woman/Girl English Yes Yes 15 375

number of hours attended by
each participant



Please Note:

This section reviews how to generate
and run the Master Site Report with
Participant Daily Schedule in Grouptrail.
This report is compatible with users that
have an updated version of Excel 2024
and above




Groupliail )
Master Site Report- Includes Participant Daily Schedule
(Excel Version 2024)

Reporting Context:

This report in Grouptrail provides a list of all students currently enrolled in SUN between the date
ranges the report is being generated for
This report should be generated specifically for a seasonal session (Example: Fall, Winter, Spring or
Summer)
o  This report should not be generated outside of the start and end date of activities in a session
The report will include two tabs:
o  Master Site Report (Display a Monday - Friday schedule for activities participants are enrolled
in)
o  Emergency Contact Information (Provides emergency contact information for enrolled
participants)
The report will take a user anywhere between 30 seconds to one minute to download
If a user has multiple school access and generates this report for a long date range then the report may
deliver via email to the user within 10 to 15 minutes
This report contains Excel formulas meaning if a user clicks into a cell then it may break the data being
viewed by the user
o  To avoid this issue, a user can copy and paste just the values in the report into a new Excel tab
or Google Sheets
o  Here is quick YouTube video to demonstrate how to copy and paste values without formulas:
https:/www.youtube.com/watch?v=E2qBofQrAXY
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Guoupiail

To Generate
the Master Site
Report with
Participant
Daily
Schedule, go to
your Report
Tracker and
click the
correct report:

Master Site
Report:
Includes
Participant
Daily Schedule

Step 1) Click on Master Site Report: Includes
Participant Daily Schedule (Excel Version 2024)

ERE] . REPORTS
Reports

Featured Reports

4 (NOT LINKED) Account Holders NOT Linked to Parti

4 Attendance History (Agency ETO Report)

41 0&0 EKT Demographic Summary Report (Excel Vers

4 O&O0 P-3 Participant Info- Total Nupa¥®r of P-3 Activil

Il

ographic Summary Report (Excel Vers

41 Participant Information (Agency ETO Report): Studei|

4 Account Holders Linked to Participants (Excel Versi
4 Attendance Sheet Report (Excel Version 202
Participant Info- Total Number of EKT Acti
4 0RO P-3 Progress Summary Report (Excel Version 2|
4 0&0 SUN Missing Participant Data Report (Excel Vel

4 Partner Report W/ Attendance Report (Excel Version|

il
|

4 Activities Information (ETO Agency Report)

<k Master Site Report: Includes Participant Daily Sched|

4 0&0 EKT Progress Summary Report (Excel Version 3

<& ORO Participant Info - Total Number of Days Attende

4 OO0 SUN Non-Enrollment Summary Report (Excel Vel

4 Teacher Confirmation Schedules (Excel Version 202

% Feature / More... v

4 Activity Dismissal Report (Excel Version 2021)

4 Mini Student Schedules (Excel Version 2024)
4 0RO P-3 Demographic Summary Report (Excel Versi
4 ORO SUN Activity Total Summary Report (Excel Vers]

4 0RO SUN Progress Summary Report (Excel Version |
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Guoupiail

Fill out the report prompt
section by putting the start and
end date you would like to
generate data for (Example:
Summer SUN Session Dates
from July 1st to August 30th)

Once your dates are enter, click
“Generate Report”

Find the Excel report in your
“downloads” on your desktop
and open the excel spreadsheet

Please Note: You do not need to
change any of the filter options on
the report prompt. You will only
need to enter a “Start and End
Date”

4 Master Site Report: Includes Participant Daily Schedule

Filters

Start Date

Custom

From

2024-07-01

To

2024-08-30

Cancel

Step 2) Enter the Date Range you want to look at and click Generate
report. Open the report in Excel once it downloads.

Recent download history @

[

SUN Community Schools Hu ™~ [
Site Report Includes Participant vany
Schedule Excel Version 2024 -
2025-11-04.xlsx

1,253 KB « 29 minutes ago
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Once you have open the
report, in the first tab
labeled: Master Site
Report you will see the
following columns:

Workspace #
Name

School

Gender

Grade

SSID #

DOB

Age

School Teacher
Activities that the
participant is
enrolled in on
Monday - Friday
Language
Primary Contact
Email (if
applicable)
Parental Release
ROI

Photo Release
Risk Factor

List of authorized
Pick-Up

Inclusive identity

Step 3) Review the first tab “Master Site Report”

_ { S S S S| O S > S | s | £ |— v
Workspace = A
Number Name School Gender Grade SSID DOB Age Teacher Monday Acti Tuesday Acti Wednesday Actiy
50857948 Robert1 Elementary Woman/Girl 4th 12345678 12/12/2015 ) Fall 2025 Girls on The Run Fall 2025 Studio Latino Fall 2025 Girls on Th
rlUB7/;T’3 Robert2 Elementary Man/Boy Sth 12345678 7/19/2015 10 Hackman Fall 2025 Bike Club Fall 2025 Soccer Fall 2025 Bike Club
r10833117 Robert3 Elementary Woman/Girl Sth 12345678 5/18/2015 10 Mr.Jimmy Fall 2025 Girls on The Run Fall2025 Girls on Th
rlDBBASUU Robert4 Elementary Man/Boy Sth 12345678 6/15/2016 9 Jimmy Fall 2025 Chess Club Fall2025 Chess Clul
r10884620 Rojert5 Elementary Woman/Girl 3rd 12345678 5/23/2017 8 Fall 2025 Studio Latino
r10884629 Robernsg Elementary Woman/Girl 2nd 12345678 12/8/2017 7 Tuesdays
rlDBBASAS Robert 7 Elementary Man/Boy 4th 12345678 9/11/2015 10 Fall 2025 Chess Club Fall2025 Chess Clul
r10334652 Robert8 Elementary Man/Boy 2nd 12345678 11/27/2017 V4 2nd &3rd ‘ )
rlDBBABSS Robert9 Elementary Woman/Girl 2nd 12345678 4/20/2018 7 15t& 2nd Grade B |
r10834692 Robert 10 Elementary Woman/Girl 3rd 12345678 8/6/2017 8 Fall 2025 Girls on The Run Fall 2025 Girls on Th
r10834717 Robert11 Elementary Woman/Girl 3rd 12345678 4/29/2017 8 Fall 2025 Studio Latino Wednesday‘s 2nd& g
r10887222 Robert 12 Elementary Woman/Girl 4th 12345678 3/11/2016 9 Fall2025 Girls on The Run Fall 2025 Girls on Th
r10337229 Robert 13 Elementary Woman/Girl 3rd 12345678 6/12/2017 8 Fall 2025 Girls on The Run Fall2025 Girls on Th|
r10887238 Robert 14 Elementary Man/Boy Sth 12345678 6/4/2014 1 Fall2025 Chess Club Fall2025 Chess Clul
r10887250 Robert 15 Elementary Woman/Girl 2nd 12345678 12/27/2016 8 Wednesday‘s 2nd&%
L10887282 Robert 16 Elementary Woman/Girl 3rd 12345678 5/2/2017 8 Fall 2025 Studio Latino

Master Site Report Pern
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Step 4) Review the second tab
“Emergency Contact Information”

Work Primary Method of  Secondary Method of
;:;;:::e Name School Primary Contact Primary Phone Email Address Authorized Pick UP A A S Bk
In the second tab of this report :10357943 Robert 1 Elementary Robert Parent 1 55555555555 John 1 Parent Authorized Person
10877213 Robert2 Elementary Robert Parent 2 55555555556 John2 Parent Walking
labeled: Emergency Contact T10883117 Robert3 Elementary Robert Parent 3 55555555557 John3 Authorized Person Walking
5
PO A : 10884600 Robert4 Elementary Robert Parent 4 55555555558 John4 Parent Authorized Person
Infor mation; this tab prov1des T1088%520 Robert 5 Elementary Robert Parent 55555555559 JohnS Parent Authorized Person
additional emergency contact :10354529 Robert6 Elementary Robert Parent & 55555555560 John® Parent Authorized Person
inf g e A el £ 10884643 Rogert 7 Elementary Robert Parent 7 55555555561 John7 Parent Authorized Person
information that is listed in "108a4652 Robert® Elementary Robert Parent 8 55555555562 John8 Parent Authorized Person
Grouptrail fOI' the :10884683 Robert9 Elementary Robert Parent9 55555555563 John9 Parent Authorized Person
. 10884692 Robert 10 Elementary Robert Parent 10 55555555564 John 10 Parent Authorized Person
correspondlng enrolled M0884717 Robert 11 Elementary Robert Parent 11 55555555565 John11 Parent Authorized Person
P arti Cip ants :10887222 Robert 12 Elementary Robert Parent 12 55555555566 John12 Parent Authorized Person
10887229 Robert 13 Elementary Robert Parent 13 55555555567 John 13 Parent Authorized Person
T10887238 Robert 14 Elementary Robert Parent 14 55555555568 John14 Parent Authorized Person
v
« »” 10887250 Robert 15 Elementary Robert Parent 15 55555555569 John 15 Parent Authorized Person
If youseea blank” cell for a T10887282 Robert 16 Elementary Robert Parent 16 55555555570 John 16 Parent Authorized Person
spec1ﬁc data field in this tab} :10357293 Robert 17 Bementary Robert Parent 17 55555555571 John17 Parent Parent
thi ts that th 9 10900546 Robert 18 Eletentary Robert Parent 18 55555555572 John 18 Parent Authorized Person
1S represents tha €re 1s no T10900655 Robert 19 Elementegy Robert Parent 19 55555555573 John 19 Parent Authorized Person
ﬁeld recorded fOI' that :mgnussg Robert 20 Elementary Robert Parent 20 55555555574 John20 Parent Authorized Person
9.9 10900847 Robert 21 Elementary Robert Parent 21 55555555575 John21 Parent Authorized Person
participant T0901632 Robert22 Elementary Robert Parent 22 55555555576 John22 Parent Authorized Person
T10901662 Robert 23 Elementary Robert Parent 23 55555555577 John23 Parent Parent
110901750 Robert 24 Elementary Robert Parent 24 55555555578 John24 Parent Authorized Person
T0901782 Robert 25 Elementary Rabert Parent 25 55355355579 Jofm25 Parent Authorized Person

I Emergency Contact Information Permissons




Please Note:

This section reviews how to generate
and run the Partner with Attendance
Report in Grouptrail. This report is
compatible with users that have an
updated version of excel 2021 and above




Groupliail (O
Partner with Attendance Report (Excel Version 2024)
Reporting Context:

e This report in Grouptrail allows a user to generate a partner with attendance report for a specific SUN
session
e  Once the report is downloaded in Excel there is a filter tab to allow the user to select the appropriate
activity
o  This report should be generated for a specific seasonal session (Example: Fall, Winter, Spring)
o  This report should not be generated outside of the start and end date of activities in a session
e  The report will include two tabs:
o  Filter Tab: This tab allows a user to filter what activity they would like to see data for
o  Report Tab: This tab displays the chosen activity data with the corresponding linked participant
information attached (participant info and attendance history for the activity)
e  The report will take a user anywhere between 30 seconds to one minute to download
e Ifauser has multiple school access and generates this report for a long date range then the report may
deliver via email to the user within 10 to 15 minutes
e  This report contains Excel formulas meaning if a user clicks into a cell then it may break the data being
viewed by the user
o  To avoid this issue, a user can copy and paste just the values in the report into a new Excel tab
or Google Sheets
o  Here is quick YouTube video to demonstrate how to copy and paste values without formulas:
https://www.youtube.com/watch?v=E2qBofQrAXY



https://www.youtube.com/watch?v=E2qBofQrAXY

Guoupiail

Step 1) Click on Partner with Attendance Report

To Generate the

Partner with 4h REPORTS
Attendance Report, go  Reports
to your Report

Tracker and click the

correct report:

Featured Reports

4 Activities Information (ETO Agency Report)

Partner with
rl urvey Report - Account Holders Linked
Attendance Report E——

4 Participant Information (Agency ETO Report):

4 Student/Participant Emergency Contact Inforr|

4 Attendance History (Agency ETO Report)

4 Master Site Report (Per SUN Activity)

4 Daily Nutrition Tracking (List of Participants)

4 Master Site Report: Includes Participant Daily|

A Partner Report W/ Attendance

% Feature / More... ~

4 Emails - Account Holders Linked to Participan|
4 Participant Info - Total Number of Days Attenq

4 Student Schedule (Excel Version 2019)
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Gugtiait ) Step 2) Enter the Date Range you want to look at and
click Generate report.

4 Partner Report W/ Attendance
Fill out the report prompt
section by putting the start and
end date you would like to Filters
generate data for (Example:
Summer SUN Session Dates
from July 1st to August 30th) Range

Filter date

Date of Activity s

Custom s

. From To
Once your dates are enter, click

“Generate Report”

Find the Excel report in your Tags
“downloads” on your desktop
and open the excel spreadsheet Linked Tags

Generate report Cancel

Please Note: You do not need to
change any of the filter options on
the report prompt. You will only
need to enter a “Start and End
Date”




gegtiait) Step 3) Generate the data once the report opens

A B C

Once you have open the report, m“l Sehioale

you will need to generate the

data. To generate data on the

first tab of the report, select thq SELECTACTIVITIES: NI
activity you would like to see

participant attendance for

You can use the other filter SELECT PARTNERS All Partners

options like: “Select Partners” if
you would like to filter
attendance by a specific
partner. If you have multiple
school access, you can choose
what school you would like to
view attendance for

Once you have selected the
activity you would like to view
participant attendance for,
select the report tab at the
bottom of the spreadsheet

Filters'"| Report Data Counts Permissions Ol



Guoupiail

Step 4) Review your data

Once you have selected the

activity and you have clicked the

“Report” tab. You may review the

participant data included for the

activity which are the following: A B C | 0 3 f 6 H J K R 0 I

Black!
African
American

0

Workspace Number
Activity Name
Participant Name
School

Partner(s)

Grade

DOB

Age

Gender

Language

Photo Release
Inclusive Identity
Primary Contact and
Number

Street Address (City,
State and Zipcode)
Inclusive identity
breakdown

Total number of
sessions attended for
activity

Date of Activities
(Present=1)

Language fha Inclusivedentity ~ African  Asian

0
o Release

Morkspace Number  Activity Name  School Patners  Grade DOB  Age

073561
LI
735846
735613

GlenfitFall onathan, 0 GlerfaitElen fith
Glenfit Pl Fakhund, GlerfaiElen fith
Glenfit Pl onathan, C GlerfaiElen Tth
(lenfitFall Musa, Barak GleefarElen Tth

S50
ot
L)
ot

i ManfBoy ~ Spanih ~ VYes
| WomanlGil Peisian ~ Yes
R ManfBay  Spanih ~ Yes
2 ManBoy  Swshii  Yes

LatinolHisparic 0
hsian, LatnoHzpanic 0
LatinoHispanic, Whie 0
Hhican,BlackiAfican Ameii

1 0
1 0
1 0
0 0

s o — o=

0
0
1

Please Note: If you would like to review attendance for other
activities, simply return back to the “Filters” tab and change
the activity you would like to view

Filters Report

W

Latino! Middle ~ American Havaiian
Hispanic Eastern |MAlaska {Pacific

b Y . . .

Native ~ Native )
Declined Total -

Slavic  White 1o Sessions
Ansver  Attended

0 B 0
0 § 0
0 i 1
0 i 0

Native Islander
0 0 0
0 0 0
0 0 0
0 0 0

Data Counts Permissions
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Please Note:

This section reviews how to generate
and run the Teacher Confirmation
Schedule report in Grouptrail. This
report is compatible with users that have
an updated version of excel 2021 and
above




Grouptiail )
Teacher Confirmation Schedules (Excel Version 2021)
Reporting Context:

° This report in Grouptrail allows a user to view school-day teachers and students corresponding SUN schedule
° This report should be generated for a specific seasonal session (Example: Fall, Winter, Spring)
o This report should not be generated outside of the start and end date of activities in a session
o  The report will feature two tabs:
o Select Teacher Filter: This tab allows a user to filter what teacher they would like to see students schedule for
o Teacher Confirmation List: This tab displays the list of student schedules based on a Monday - Thursday
frequency
° It's important to note that this report will only be accurate if a user updates their students school-day teacher field in
Grouptrail annually
e  It'simportant to note that if labeling of teachers are inconsistent then a user may see duplicates of the same teacher but
with different name variations (causing inconsistencies)
° This report only views students who are enrolled in SUN activities between the grade levels of Kindergarten - 12th grade
° This report filters SUN activities that have a “time-offered” field of “after-school”
e  This report will give two additional filter options in the first tab. 1) View students with “Blank” listed teachers in their
Grouptrail profile and 2) An “All Teacher” filter to view all teachers
o  The report will take a user anywhere between 30 seconds to one minute to download
° If a user has multiple school access and generates this report for a long date range then the report may deliver via email
to the user within 10 to 15 minutes
° This report contains Excel formulas meaning if a user clicks into a cell then it may break the data being viewed by the
user
o To avoid this issue, a user can copy and paste just the values in the report into a new Excel tab or Google Sheets
o Here is quick YouTube video to demonstrate how to copy and paste values without formulas:
https://www.youtube.com/watch?v=E2qBofQrAXY



https://www.youtube.com/watch?v=E2qBofQrAXY

Guoupiail

To Generate the
Teacher
Confirmation
Schedules, go to
your Report
Tracker and click
the correct report:

Teacher
Confirmation
Schedules

ERE] .h REPORTS
Reports

Featured Reports

1 (NOT LINKED) Account Holders NOT Linked to Parti|

4 Attendance History (Agency ETO Report)

4 0&0 EKT Demographic Summary Report (Excel Vers

i O&O0 P-3 Participant Info- Total Number of P-3 Activi

4 0&0 SUN Demographic Summal

4 Participant Information (Agency ETO Report): Studel|

il

4 Account Holders Linked to Participants (Excel Versif

4 Attendance Sheet Report (Excel Version 2021)

<k OR&O EKT Participant Info- Total Number of EKT Acti)

sk OO P-3 Progress Summary Report (Excel Version 2|

4 0RO SUN Missing Participant Data Report (Excel Ve

4 Partner Report

4 Activities Information (ETO Agency Report)

4 Master Site Report: Includes Participant Daily Sched|

4 0&O0 EKT Progress Summary Report (Excel Version 2|

< O&O Participant Info - Total Number of Days Attende|

4 0&0 SUN Non-Enroliment Summary Report (Excel V|

4 Teacher Confirmation Schedules (Excel Version 202

Step 1) Click on Teacher Confirmation Schedules

% Feature

4 Activity Dismissal Report (Excel Version 2021)

4 Mini Student Schedules (Excel Version 2024)

More... v

4 0&0 P-3 Demographic Summary Report (Excel Versi

4 OR0 SUN Activity Total Summary Report (Excel Vers|

4 0&0 SUN Progress Summary Report (Excel Version |
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Gugtiait ) Step 2) Enter the Date Range you want to look at and

click Generate report.

Fill out the report prompt
section by putting the start and
end date you would like to
generate data for (Example:
Summer SUN Session Dates
from July 1st to August 30th)

Once your dates are enter, click
“Generate Report”

Find the Excel report in your
“downloads” on your desktop
and open the excel spreadsheet

Please Note: You do not need to
change any of the filter options on
the report prompt. You will only
need to enter a “Start and End
Date”

i Teacher Confirmation Schedules (Excel Version 2021)

Generate report.

Recent download history X

g3 SUN Community Schools Hub - Teacher
Confirmation Schedules Excel Version
2021 - 2025-11-04.xlsx

131 KB « 2 minutes ago
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gegtiait) Step 3) Generate the data once the report opens

Once you have open the report,
you will need to generate the
data. To generate data on the A Tonchom =
first tab of the report, select the

school-day teacher you would

like to see the corresponding

students enrolled in SUN
activities schedules for

Once you have selected the
activity you would like to view
participant attendance for,
select the report tab at the
bottom of the spreadsheet

_ Select Teacher Fiitef Teacher Confirmation List Data ‘ Counts \ Permissions
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Groupliail )
Step 4) Review your data

Once you have selected the
teacher in the first tab and you
have clicked the “Teacher
Confirmation List” tab. You will
see the enrolled students Monday
schedules corresponding to their
school-day teacher

Selected Teacher: Richardson

Student Name Activities Location Dates
Robert Jones (5th) Fall 2025 Bike Club (2:30pm) Gym 9/8/2025 - 10/29/2025

Students schedules are
categorized by Monday, Tuesday,
Wednesday and Thursday

In order to get a neat display of
participants schedules based on
their school day teacher and SUN
schedules in Excel, the weekdays
are separated in categorized
columns going horizontal

The data in each weekday column Please Note: If you would like to review student schedules for
will include: another teacher, simply return back to the “Select Teacher

*  StudentName (Grade) Filter” tab and change the activity you would like to view
° Activity Name (Start

Time)
. Location of Activity
) Start and end date of
activity

Select Teacher Filter l Teacher Confirmation List Data Counts Permissions




Please Note:

This section reviews how to generate
and run the Mini Student Schedule
Report (Excel Version 2024) in
Grouptrail. This report is compatible
with users that have an updated version
of excel 2024 and above




Groupliail (O
Mini Student Schedules (Excel Version 2024)
Reporting Context:

This report in Grouptrail allows a user to view a student(s) current enrolled SUN schedule
This report should be generated for a specific seasonal session (Example: Fall, Winter, Spring)
o This report should not be generated outside of the start and end date of activities in a session
The report will feature two tabs:
o Select Student Filter: This tab allows a user to filter what student they would like to see their SUN schedule for
o Student Mini Schedule: This tab displays the student’s schedule based on any enrolled SUN activities between a
Monday - Thursday frequency
This report will only populate activities that the student is enrolled in between the date ranges the report is generated for
It's important to note that this report only views students who are enrolled in SUN activities between the grade levels of
Kindergarten - 12th grade
This report filters SUN activities that have a “time-offered” field of “after-school”
This report can be used for a variety of tools like printing off a schedule for a student
o To print, once you have selected a student schedule to view then highlight their schedule. Once highlighted, then
click your print option and select “print selection”
In order to get a neat display of participants schedules in Excel, only one participant schedule can be displayed at a time
using the “Select Student Filter” tab
The report will take a user anywhere between 30 seconds to one minute to download
If a user has multiple school access and generates this report for a long date range then the report may deliver via email to
the user within 10 to 15 minutes
This report contains Excel formulas meaning if a user clicks into a cell then it may break the data being viewed by the user
o To avoid this issue, a user can copy and paste just the values in the report into a new Excel tab or Google Sheets
o Here is quick YouTube video to demonstrate how to copy and paste values without formulas:
https://www.youtube.com/watch?v=E2qBofQrAXY

127


https://www.youtube.com/watch?v=E2qBofQrAXY

Guoupiail

To Generate the
Mini Student
Schedules, go to
your Report
Tracker and click
the correct report:

Mini Student
Schedules (Excel
Version 2024)

Step 1) Click on Mini Student Schedules

ERE] .h REPORTS
Reports

Featured Reports

1 (NOT LINKED) Account Holders NOT Linked to Parti|
4 Attendance History (Agency ETO Report)
4 0&0 EKT Demographic Summary Report (Excel Vers

4 0&0 SUN Demographic Summary Report (Excel Vers]

4 Participant Information (Agency ETO Report): Studel|

4 Account Holders Linked to Participants (Excel Versif

4 Attendance Sheet Report (Excel Version 2021)

4 0RO EKT Participan G- Total Number of EKT Acti

|
i

sk OO P-3 Progress Summary Report (Excel Version 2|

4 0RO SUN Missing Participant Data Report (Excel Ve

4 Partner Report W/ Attendance Report (Excel Version)

4 Activities Information (ETO Agency Report)

b
F
)
=
a8
o
»

4 0&O0 EKT Progress Summary Report (Excel Version 2|

< O&O Participant Info - Total Number of Days Attende|

4 0&0 SUN Non-Enroliment Summary Report (Excel V|

4 Teacher Confirmation Schedules (Excel Version 202

% Feature

4 Mini Student Schedules (Excel Version 2024)

More... ~

4 Activity Dismissal Report (Excel Version 2021)

e
4 0&0 P-3 Demographic Summary Report (Excel Versi

4 OR0 SUN Activity Total Summary Report (Excel Vers|

4 0&0 SUN Progress Summary Report (Excel Version |
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Gugtiait ) Step 2) Enter the Date Range you want to look at and
click Generate report.

. i Mini Student Schedules (Excel Version 2024)
Fill out the report prompt

section by putting the start and
end date you would like to
generate data for (Example:
Summer SUN Session Dates Filter date Start Date s
from July 1st to August 30th)

Filters

e Custom ¢ Recent download history ®
Once your dates are enter, click — -
“Generate Report” A ’A_ ) "ﬂ L 32 SUN Community Schools Hu [ [
2200 eEER Student Schedules Excel Version 2zuz4 -

2025-11-04.xlsx
Categories i 101 KB » Done

Find the Excel report in your
“downloads” on your desktop o
and open the excel spreadsheet ) v

Please Note: You do not need to
change any of the filter options on

the report prompt. You will only aned
need to enter a “Start and End

Date”



gegtiait) Step 3) Generate the data once the report opens

Once you have open the report,
you will need to generate the
data. To generate data on the
first tab of the report, select the
student you would like to see
their SUN schedule for

Once you have selected the
activity you would like to view
participant attendance for,
select the report tab at the
bottom of the spreadsheet

‘ SELECT STUDENT: Select Student

I >

‘.- Select Student Filter StudentMini Schedules | Data | Counts | Permissions |

130



Guoupiail

Step 4) Review your data

Once you have selected the student in
the first tab and you have clicked the
“Student Mini Schedule” tab. You will
see the selected student and their
corresponding SUN schedule

Students schedules are categorized by
Monday, Tuesday, Wednesday and
Thursday

In order to get a neat display of
participants schedules in Excel, only one
participant schedule can be displayed at
a time using the “Select Student Filter”
tab

The data in each weekday column will
include:

) Student Name (Grade)
Days in SUN activities
Enrolled activities (Start Time)
Location of Activity
Start and end date of activities

Please Note: Enrolled activities
will only display if the student is
enrolled into a class on Monday,
Tuesday, Wednesday and/or
Thursday.

Please Note: If you would like to review student schedules for
another teacher, simply return back to the “Select Teacher
Filter” tab and change the activity you would like to view

Selected Student: Robert Jones
|Robert Jones (4th)
Days | Activities Location Dates School Day Teacher
|Monday Fall 2025 Girls on The Run (2:30pm) 9/29/2025 - 11/20/2025
|Tuesday Fall 2025 Studio Latino (2:30pm) 9/29/2025 - 11/20/2025
Wednesday Fall 2025 Girls on The Run (2:30pm) 9/29/2025 - 11/20/2025
|Thursday Fall 2025 Studio Latino (2:30pm) 9/29/2025 - 11/20/2025

Select Student Filter Student Mini Schedules Data | Counts \ Permissions
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https://fmyi.zendesk.com/hc/en-us/categories/18596060614804-SUN-Community-Schools
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