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Administration: 31a Eligibility Report

1 Navigate to the app tray at the bottom of the Munetrix District Homepage. Click
Academic Achievement.
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2 Click Administration.

3 Click the Student Reports tab.
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4 Click 31a Eligiblity.

5 Click the current school year.
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6 Click Search.

7 Click Edit next to the student you wish to tag with sensitive criteria.
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8 Check the box for the sensitive criteria item.

9 Click Save.
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10 Use the filters at the top of the page to narrow the student list if desired.

11 Click Search.
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12 If filters were applied, click Reset to clear the filters and reset the list.

13 To run the 31a Eligibility Report select the current school year.
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14 Click Search.

15 Click Export Eligibility Worksheet.
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16 Open the export file. All students in the district are listed. A "1" appears for each
31a eligibility criteria that the student qualifies for. A "0" indicates the student
does not meet the 31a eligibility criteria.

17 If the student qualifies for at least one of the 31a eligibility criteria a "1" will
appear in the eligibility column. The spreadsheet can be formatted by your SIS
specialist for import back into the SIS system to tag students with the 3060 code.
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Note: All data and screenshots used in this article is taken from a sample data set.


