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Print Program 

The Print Program is useful for quickly printing out lists generated ñon the flyò.  Three basic 

types of reports can be generated by the Print Program: One column with additional fields, three 

columns, and totals only. 

4) Totals Only  

3) 3 columns  

1) or 2) 1 column Additional fields  

Selecting options 1 or 2 will bring up this 

screen, where you can select the          

additional fields that you want to print.  

Use the tabs on the left to select a page 

of the address screen. Select the fields 

from the available fields box and move 

them using the arrow  button over to the 

selected fields box. To select staff fields, 

click the Staff[F3] button.  
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Running Reports 

Select the grade , or select All grades (this will make                Administratorôs Plus look at the 

specifications screen and look at the settings for Start Grade and 

End Grade to see what you mean by ñAll Gradesò ). 

If you are running the report for staff members, select staff . If it 

is a family report (written with family codes), select  family . 

 

Running the report for:  

1) All students alphabetically will run the report for the  

grade(s) you chose and include all the students in that grade(s) in        

alphabetical order.  

3) Individual students/groups will   allow you to select spe-

cific students from a look up list.  

The students selected from the Lookup

[F6]  list can be saved as a group for  

future use.  

4) Search by one field (all categories) 

will give you one page per entry in the field 

you select. For example, selecting the 

Homeroom field will give you one page for each homeroom entry found in the Data Base field 

ñHomeroomò. 

5) Search by field(s) (query) will allow you to enter in specific criterion on which to search.  

Running a print program report using a query or searching by one field will also give you the  

option to do an additional sort.  
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Query Tools  

Double Periods [ .. ] 

The report writer will look for an exact match unless you either precede and/or follow the search 

criterion with a double period.  

For example: 

11..    

in the birth date field will cause Administratorôs 

Plus to search through the data base and find all 

the students born in November (it looks for any 

student with 11 as the first 2 characters in that 

field - regardless of what comes next). 

..elm..   

in the street field will cause Administratorôs Plus to 

search through the data base and find all the    

students with ñelmò somewhere in the street field. 

(Elm Street, West Elm Drive, Elmer Courté). 

 

..1995   

in the birth date field will cause Administratorôs 

Plus to search through the data base and find all 

the students born in 1995. (it looks for any student 

with 1995 as the last 4 characters in that field - 

regardless of what comes first).  

 

 

 

 

 

 

 


