


7. Open the “Ad Hoc Reporting” Folder 
by clicking on the “+” sign next to the 
name. 
 

There will be 3 filters:  



 
10. Student records that need to be 

completed/closed out are on the left; 
select one student name at a time.  
• Note:   You may see “Search Results: 0”    

this indicates there are NO records within 
this filter requiring clean up



Edits required by type of error (Filter) 
• Filter 1:  


