Tacoma Public Schools

Department of Technology Services-Student Information

Quick Guide for Immunization Compliance Reports
To run an Immunization List for the whole school:

1. Click on the Reports icon located on the Start screen
2. Choose Nurses’ Reporting
3. Double-click on Immunization Listing-New
4. Run Extract for all Students
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To run an immunization report for an individual student:

· Follow steps 1-4 above.

· Choose Specify Extract Criteria.

· Click on the ? next to Usual Last Name.

· Query the student; close the door in the lower right.

· Click on Run Extract.

· Close the door to Exit the screen.

(Don’t choose Go Back or See Extract).

· Click on Run Report. 

· Continue with steps 6-8.

Sample Immunization Listing-New Report
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	Choose a report format, and add School, Grade and Overall Status information. 


	 


	Change the Effective Date Used for Assessment to the current date, or another date you require. This is not an auto-fill field.





NOTE: If you are running the report for an individual student and have specified the extract criteria as shown below, you will need to check the Use Demographic Extract box. Other wise, leave it blank.





	When all the required criteria have been added, click on the printer icon.
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