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VERSION 1.0 •  UPDATED AUGUST 29, 2007 

This job aid will assist principals in running and reviewing the Encore report titled “Attending School 
Roster by Case Manager”. This report is to be reviewed monthly as a part of the Special Education 
Compliance Report.  

Information in this report includes Student Name, ID, Grade, Date of Birth, Ethnicity, Zone School 
(School of Residence) Last IEP Date, Next IEP Date, Last Evaluation Date, Next Evaluation Planning 
Date, and LRE (student’s primary service). 

The report may be filtered on Attending School, School Group, LRE Code, or Case Manager. 

Follow the steps below to run the Attending School Roster by Case Manager for your school. 

• Open Encore. Log in and navigate to the Reports link. Click Reports and then click the 
Principal’s Management link. Click the link for Attending School Roster by Case Manager. 

 
 
 

 
 

Click Reports link. 
 

Click Principal’s 
Management link. 
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• Select your School from the drop down list. You may also specify an LRE code or Case Manager to 
further filter your report. To prepare the list for the entire school, choose ONLY the School 
criteria. 

 

 
 

 
 
 
 
 
 
 
 

Click Attending 
School Roster by 
Case Manager link. 
 

Click Preview link. 
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• Select a format for export or click the print icon for output. 

 

 
 
 

• Click link Return to Report Criteria when finished. 
 

Names of students 
and case managers 
have been omitted 
from this example. 


