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SISK12: Locate Students 

School Information Systems – a Division of Tyler Technologies, Inc.; Proprietary and Confidential 

Path: View/Maintain → Student → View Student Contact Summary Info 

Or use the Student Data Link for Contact Summary Info  

Overview 

This section will help you locate student contact information.  

 

Note:  Use Student Data Links to view student information without having to re-enter the 

search criteria.  Using the Main Menu Toolbar or Shortcuts will always prompt you for 

student search criteria. 

Locate a Single Student 

1. On the Search Students screen, enter all or part of any of the following student data in the 

appropriate field(s). 

o Last Name 

o First Name 

o Student ID 

o Social Security Number 

2. Click .  The screen refreshes with a list of all enrolled students with 

matching criteria in that site. 

3. For a list of all students in the district with matching criteria, click .  Edit 

capabilities are granted only for students enrolled in the site-year in which you are logged into. 

4. To select one student from the list, click the select  icon next to the student’s name. The 
Student Contact Summary Information screen displays. 

 Locate Multiple Students 

1. On the Search Students screen, search student data as above. 
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2. Use your mouse to highlight students, using the Shift or Control keys to highlight more than one 

row. 

 

Note:  Be sure to click somewhere in the row of the student.  If you click the select icon, 

you are selecting only one student and the system takes you directly to that student’s 

information. 

3. Click .  The Student Contact Summary Information screen displays for 

the first student. 

4. Use the navigation  toolbar to move through the students.  Use the binoculars to 

create a new search. 

View Additional Student Information 

Once a student has been selected, you can view additional information about the student without 
having to re-enter search criteria by using the Student Data Links drop-down list or icons. 

 

 

Contact Summary Information Screen 

The Contact Summary Information screen contains a summary of the key information for a student, 

including primary parent contact information and work information, alternate parents, siblings, 

transportation information, locker number, and court orders.  Be sure to check this screen before 

releasing a student from school. 

There are several ways to access this screen.  In addition to the two paths noted at the top of this 
Quick Reference Sheet, you may click on the student’s picture to jump to the Contact Summary 

Information screen.  You will also find the icon next to each student listed in the teacher’s grade book 

and class attendance screens. 
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Actions 

1. Click Actions → View Portal for Student to open a new window displaying the student’s parent 

portal. 

2. Click Actions → Student Family Data to jump to the Family Registration screen for the student. 

3. Click Actions → Print Demographics Report to print a summary of demographic information for 

the student. 

a. Verify the Date Printed on Report and Report Title and change if necessary. 

b. Check the boxes for the information that is to be included in the report. 

  

c. Click .  The Display Reports screen displays.  From here, you may save, print, 

email, or search within the report. 

4. Click Actions → Print Enrollment Data Verification Form to print enrollment verification data for 

the student.  See the Enrollment Verification Data Quick Reference Sheet for more information on 

this topic. 


