Generating an OTHER REPORT Using SWIS
> Log on to your SWIS Account

> Open Reporting (second folder)

> Open Other Reports (last folder in Reporting)
> Open Custom Reports (first choice on the list)
>Open Advanced Options (second to last gray box on the page)
The page now looks much like the referral entry page. Your report is only limited by selections you make. Begin at the top of the entry page and consider what question you want to answer!

1. Referral Type- do you want ALL referrals, majors only or minors only?

2.  Student – 

a. do you want ALL students, if so leave blank

b. for a SPECIFIC student use the gray selection box

3. Staff-
a. do you want ALL referring staff, if so leave blank

b. for a SPECIFIC staff member use the gray selection box

4. Report Date Range – do you want from the beginning of the year, or for a specific date range? Adjust the entry boxes using a XX/XX/XXXX format.

5. Time Range – do you want for the entire school day, or for a particular time frame (e.g., lunch recess), adjust the entry box accordingly.

6. Grade – Do you want a report for ALL grade levels in your building, or JUST one grade level? Adjust the entry box accordingly.
7.  Sort By- Consider how you might want to sort your data, and adjust the entry box accordingly, by default the sort by option is set at DATE. 
8. Student Gender- By default this is set for Both Male & Female, your team might want data for only one gender, adjust the entry box accordingly.
9. Student IEPs- By default this option is set for all students to be included in the report, you can however limit by only students with, or without IEPs.

10. Show Student Name- to make it easier to see how many student are involved you can choose this option, but when generating reports to be disseminated it is best to leave this unchecked and get the randomly assigned numbers instead.
11. Show Staff Name- to make it easier to see how many staff are involved you can choose this option, but when generating reports to be disseminated it is best to leave this unchecked and get the randomly assigned numbers instead.
(The following options have the SHOW button to the far right, a checked box indicates it will be included in the report that you generate)
12. Student Ethnicity – by default all student will be included, but you have the option to limit the report to certain ethnic groups if you choose.
13. Location – by default ALL locations will be included, or you can limit for one location.
14. Problem Behavior - by default ALL problem behaviors will be included, or you can limit for one problem behavior.
15. Motivation - by default ALL motivations will be included, or you can limit for one motivation.
16. Others involved - by default ALL categories of others involved will be included, or you can limit for one category of others involved.
17. Administrative Decisions - by default ALL categories of administrative decisions will be included, or you can limit for one category of administrative decisions.
18. Other information- by default ALL categories of other information will be included, or you can limit for one category of other information.
19. Extra information 1, 2 and 3 If you have entered data into these categories you will need to either check this option to get ALL data or enter them here EXACTLY as you entered them in the referral in order to limit your report parameters.
