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Identifying Students With No Contact Information

Version 1.0 e Updated August 16, 2005

Use the Contact List Report to identify which students have no contact information (parent/guardian,
emergency contact, and so on) in Zangle. For any student that appears on the report, enter the contact
information in Student Editor. Refer to Managing Contact Information in the Enroliment Handbook v4.0
for directions on how to enter contact information.

Follow the steps below to determine students with no contacts.

e Open Zangle. Click Enrollment. Click Reports. Select Contact List.
e Complete Steps A-E. Steps A and B are shown below. Steps C-E are on the following page.

-
- Gick the Select tab to ) Click the Sort tab to change the
r q s select a particular student sort order. By default, the report
£ Contact List - Scripps Ranch or grouppof studente sorts by grade, then name.
File Sethings Help Date: 0906200 J
Options Select Sort

Title: | Contact List

I Cnly Print Students With Mo Contacts |—°— Verify that the “Only
Print Students With No

Contacts: | _ = hset= Y Contacts” is checked.
PG FaremtGuardian
E Emergency Contact
z Child Care Provider -
Exclude Unlisted Phone Mumbers

| Prewview. .. | | Feset All | | it |

Click Preview to preview the
report. A cover page will appear.
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Read the cover page. Then click the X to
close it. The report is “underneath” it.

| Z Contact List

4l Preview Results

Report Application Information:

Print Preview

Caption: Contact List
Title: Contact List
Version: Version Z003.Z.4

App Date: Decenber 4, 2003

Include:

Contact List

Seripps Ranch High School

Report Parameters Cover Sheet

FJse the arrow to goj

| Z Contact List

-

to the next page.

Preview the report. Then click the X to close
the report. A print dialog box will appear.

<

The students with no
contacts are listed by
grade, then name.

4l Preview Results

PrM
14 4 i} [

Contact List
Seripps Ranch High School

Primary Language Phone Numb er Phone Type
t jin] Birthdate Grd  Ondr Trk School  fdvisor Contact Type
Students With Ho Contacts
Lexington, Christopher 101090135 10/10/1990 10 M T 03594 Not Specified
Tran, Christina 081190119 08/11/1920 10 F T 03534 Not 3pecified
Baker, Tasha 030789121 03/07/1982 11 F T 035394 Not 3pecified
Aszhton-Simpson, Jeanette Anne 053085091 05/30/19858 12 F T 03594 Not Specified
Dunn, George J 0413585391 04/13/19858 12 M T 035394 Not 3pecified
Salmone, MNina N 1228587596 1z/258/1987 12 F T 03594 Not 3pecified
End of Rep ort
For any student that
appears on the
report, enter the
contact information e
in Student Editor. ] : : e
Z: Select Report Destination b4
[] Printer [JCaver Pagexlr
: If you print the report, you
File may want to uncheck the
Cover Page option.
mail Merge
Click Continue to print. E
Otherwise, click Cancel.
Coptinue... zancel
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