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This job aid is designed to provide instruction in the process to generate the English Learner (EL)
Enrollment by Teacher Report.

Several school-based roles can perform the task outlined in this document. The job aid was created
using the Office Manager role at a senior high school.

Step 1 Log into MiSiS with the following URL:
http://misis.lausd.net/start, from your internet browser,
using your single sign-on (SSO) user ID and password.

o

IMSS

My Integrated Student Information System

#User name counselord
*Password essesesss

@ Please enter your 550 User Name & Password

Step 2 Select the correct user role from the landing page, as required. (Example: Office Manager)

Hello , please login with iENales below, or click here to [Sign Out]

User Role

|oﬁ‘ice manager | ‘senior high

Office Manager HOLLYWOOD SENIOR HIGH
Office Manager LOS AMGELES SENIOR HIGH

MARBOMME SEMIOR HIGH MATH/SCIEMCE/TECHNOLOGY

Office Manager MAGNET
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http://misis.lausd.net/start

EL Enrollment by Teacher Report

Step 3 Click the Reports button.

Students | Admin Reports Support | JANE SMITH [59:56]

Step 4 From the Enroliment menu, select the English Learner Enroliment by Teacher
Report link. It may be necessary to scroll the list of available reports.

_I Enrollment
" Cum Record Label - Elementary

"~ Eand L Report Elementary

m

" E and L Report Secondary

— ELD Progress Profile Letter N
~ Elementary Alphabetical Roster

~ Elementary Class roster

~ Emergency Card Report

Q q § | English Learner Enrollment by Teacher Report

The default report parameter screen is displayed below. A brief description of each field follows.

X
English Learner Enroll...

Edcuational Service Center | <Select a Value> E Campus
School(s) Date fin|
Teacher [i]

o Educational Service Center — Select the ESC that the school is located in
o Campus — Select the school campus
o School(s) — Select the appropriate school, magnet, small learning community, etc.
o Date — Select the run date for the roster — results will display EL students enrolled in
the selected teacher(s)’ courses as of that date (default is current date)
Teacher (s) — Select one or more teacher(s) to generate a report for
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El Enrollment by Teacher Report

Step ba Complete the parameters as needed. Enter values from top to bottom, and left to
right. A completed sample is shown below.

Step 5b Click the View Report button.

X
English Learner Enroll... g

Edcuational Service Center | W |Z| Campus | HOLLYWOOD SH |Z| View Report
school(s) HOLLYWOOD SENIOR HIGH - 1869301 [~ Date 2/18/2015 EH
Teacher DISNEY, WALT - 00987959 ”

An EL Enrollment Roster displays for each selected teacher. Use the scrolling arrows in the header
to view additional pages. The report data can now be downloaded.

K| 4 1 of 1 I K 0 Find | Mext uE!;* ©
ENGLISH LEARNER ENROLLMENT BY TEACHER
HOLLYWOOD SENMIOR HIGH - 1865304 RUN DATEITIME: 02182045 06:52 PM
Term: 2014-2015 A-Track Spring
Lang Codes ELD Level
Teacher Per Course Room MPP ELS %LEF Tot LEF 5§ A C K R F M Oth 0 1 2 3 4 Prp Oth
DISMEY, 2 230437  WORLD LIT n 4% 21 3 3 0 0O OO O O0C O O O O T O O [}
WALT
OOSBTIES 2 Z23043TH H WORLD LIT n 0% 10 1 O 0o 0 0 0 0 0 1 0 0 0 & 0 @ 1
3 230437  WORLD LIT n 4% 24 1 i 0 00 0 0 0 0 0 O 0 1 0 0 (1}
4 230201 CONTEMP 211 1B8% 6 1 io o000 OO0 O OCOI1T OO O O
COMP
4  230201H H CONTEMP 1 25 [} o o 0 OO0 O 0 O O O 0O O 0 0 a
COMF
5 230201 CONTEMP 1 8% a2 2 2 0 0 OO0 O O0C O O 0O O 1 1 ] ]
COMF
i} 230201  CONTEMP n 2% 24 3 2 0 0 0 0 0 0 1 a 1 0 2 0 i i
COMP
6 230201H H CONTEMP 211 10 o oo 0 0 0 OO0 O O 0O @ 0 0 0 0
COMP
Page: 1/1
Step 6a Click the Export icon to export report data via the preferred file type.
Step 6b Select a file type. In this example, PDF was selected.

© == [T

¥ML file with report data

@ CSV (comma delimited)

MHTML {web archive)

Excel

TIFF file

Word
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EL Enrollment by Teacher Report

Step 7a Click the Open with radio button. This may display differently, based on your internet
browser.
Step 7b Click the OK button.

Opening English Learner Enrcllment by Teacher Report.pdf @

You have chosen to open:

@ English Learner Enrollment by Teacher Report.pdf

which is: Adobe Acrobat Document
from: https://misistest.lausd.net

What should Firefox do with this file?

Adobe Acrobat (default)

i) Save File

[] Do this autornatically for files like this from now on.

OQmuup[ o ]

A sample report in PDF format is shown below.

Step 8 Use Print Button or icon from the Internet browser to print the report(s).

File Edit View Window Help

ﬁ English Learner Enrollment by Teacher Report.prté,- Aaoba'l Pro
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ENGLISH LEARNER ENROLLMENT BY TEACHER
HOLLYWOOD SEMIOR HIGH - 1869301

RUN DATETIME: 02/18/2015 06:52 PM

IMSS

Wy B8 e Skt bhof o Sy

Term: 2014-2015 A-Track Spring
Lang Codes ELD Level
Teacher Per Course Room MPP ELS %LEF Tot LEF 8§ A C K R F M Oth 0 1 2 3 4 Prp Cth
DISNEY, 2 230437 WORLD LT 211 4% 21 3 3 00O DPODOOO O ODODODZS3TOD O o
WALT
O0SETEES 2 23437H HWORLDLIT 21 10% 10 1 O 0 o000 O0OD0DTO0 1 00 0O0OTO0C O 1
3 230437 WORLD LT 21 4% 24 1 1 0 O OO OO O OODTDODOTOD O O
4 230201 CONTEMP 211 % &6 1 1 0 0 0 O OO OC OODOTI1T OO O D
COMP
4  230201H H CONTEMP 21 25 0 o 0CoOQOQCO0CO0D O0CODODTDDTDDODOD ]
COMP
5 230201 CONTEMP 21 6% 32 2 2 000 0O0DO0ODTOO0OO0OTO0DT1TAN 1] ]
COMP
6 230201 CONTEMP 21 2% 24 3 2 0 0 ODOODO0O 1T O 1T 0 2 0 0 0O
COMP
6 230201H H CONTEMP 211 10 0 O 00000 OCOD O OODODODTODODOD O o
COMP
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