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There are eight steps to entering initial data into EZReports.  These steps need to be 

completed before student attendance can be entered.  The steps are (1) create learning 

centers, (2) enter grant information, (3) enter staffing, (4) create activities, (5) set-up 

sessions, (6) enter student data, (7) enroll students in sessions, and THEN (8) take 

attendance.  This guidance is for Step 7, enrolling students in sessions. 

 

  

 

 

 

 

 Website:  www.ezreports.org/nm####/ (Insert the academic year in the # placeholders, for 

example, www.ezreports.org/nm1718/ or www.ezreports.org/nm1819/.) 

 Username and Password:  If you don’t already have a username, please contact the New 

Mexico 21
st
 CCLC Data Support and Evaluation Specialist, Dr. Colleen McGannon 

O’Malley (cmcgannon@gmail.com).  

 

http://www.ezreports.org/nm1718/
http://www.ezreports.org/nm1819/
mailto:cmcgannon@gmail.com
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Enrollment – Assigning students to classes 

Enrollment is the process of assigning students to classes.  If students are not assigned to classes you cannot take attendance for them. 

EZReports gives you three options for enrollment:  Manual Enrollment, Automatic Enrollment, and Group Enrollment.  

 Manual Enrollment - Users manually assign students to classes in order to take attendance.  The EZReports system prevents 

students from being enrolled in sessions that occur at the same time.  

 Automatic Enrollment by Grade Level - EZReports will automatically enroll students into sessions based on their grade 

level.  Students will be enrolled into sessions that have been set up for their particular grade; users will not have to manually 

assign students to classes.  

 Group Enrollment - Students can be organized into groups and the system will automatically enroll students assigned to a 

group into a session if the group is enrolled or linked to a session. Additional set up is required for this process to work. For 

example, the group must be setup by first creating the group, and then the group must be linked to the session(s) and finally 

the students must be registered into the groups.  

 

In this step, guidance will focus on manual enrollment. This is the most straight forward approach and will most likely provide the 

cleanest data because there are fewer chances for error. 
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Enroll by activity  

Path:  Registration  Enroll by Activity  

Enroll by Activity allows you to enroll multiple students into one session at a time.  When you initially enroll students in EZReports, 

you will see the message displayed in Figure 1. 

 

Figure 1 

  

Follow the “Click Here” link. 

 

Read through the options and decide what’s best for your learning center(s).  The guidance provided here outlines the minimum 

requirements.  
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Select “Allow providers to be linked with more than one session scheduled at the same time” (Figure 2).  

 

Figure 2 

Select “Manual Enrollment” in the Enrollment section (Figure 3). 

 

Figure 3 



21
st
 Century Community Learning Centers 

Learning Center Entry in EZReports 

Page 5 of 11 

 

 

Don’t select anything for the “Session Attendance” section, unless you WANT to enter attendance for each session throughout the 

program day (Figure 4).  This has useful data tracking purposes, but also requires a greater time commitment for data entry.  Don’t 

select this unless you have a solid plan for how to keep up with this degree of data entry.  

 

Figure 4 
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In the Daily Attendance section, select “Record attendance using weekly roster,” if you want to record attendance once per day, and 

enter the data into EZReports once per week using one roster. 

 

OR In the Daily Attendance section, select “Record attendance using daily roster with times” if you want to record attendance once 

per day, and enter the data into EZReports as frequently as every day. 

 

 

Figure 5 
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Don’t enter anything in the Drop-in Attendance section (Figure 6). 

 

Figure 6 

Once you’re to the bottom section, check the confirmation box, and then Save & Close (Figure 7).  

 

Figure 7 

 

After selecting Save & Close, you’ll return to the home screen for the learning center, or “site.”  Now, you’re ready to actually begin 

assigning students to sessions! 
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Path:  Registration  Enroll by Activity 

 

 

Figure 8 

 

Similar to Figure 8, on the left you will see a list of activities and sessions, select the one that you want to enroll students into; to the 

right you will see a list of students eligible to attend the session.   
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Activity/Session Troubleshooting 

If you don’t see the list of activities and sessions (Figure 9), it could mean that the session dates are entered in an interesting, and 

most likely, incorrect way. 

 

Figure 9 

 

If this is the case, you should double check this by selecting the other available radio button “Semester” to see if any sessions will 

appear (Figure 10).  Keep in mind; you may need to revisit Step 5: Entering Sessions if the session dates need to be changed. 

 

 

Figure 10 
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After selecting the session for which you want to enter enrollment information, you then need to enroll the students who will actually 

attend that session. 

Check the box in the “enroll” column next to the student you want to enroll in the class.  Once you have checked all of the students 

who will be in this session, you can select “enroll on session start date” to enroll students on the first day of the session.  You may 

also select “enroll today” which would enroll students as of the current date.  You can also enroll students “on a specific date,” by 

manually selecting a specialized start date.  And, lastly, you can select “enroll on registration date” to enroll the students on the date 

they registered.  

Student Selection Troubleshooting  

If you don’t see all your students, it is most likely because they are in a grade level that wasn’t selected as an eligible grade level to 

be enrolled in the session (again, this means you’ll need to back-up to Step 5: Entering Sessions to make the necessary correction(s)). 

A student may also not appear in the list of students if their enrollment date doesn’t begin until after the selected session has ended.  
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Enroll by participant   

Path: Enroll by Participant: Registration  Enroll by Participant  

This option allows you to enroll one specific student into multiple sessions (Figure 11).   

 

Figure 11 

On the left you will see a list of student names, select the student that you want to enroll into classes and a list of eligible classes will 

appear on the right.  Check the box in the “enroll” column next to the class into which you want to enroll the student.  Once you have 

checked all of the classes you want to enroll the student into, select enroll on session start date to enroll the student on the first day 

of the session.  You may select “enroll today,” which will enroll the student as of the current date.  You can also select can be 

“enrolled on a specific date,” then manually enter a specialized date.  And, lastly, or you can select “enroll on registration date” to 

enroll the student on the date they registered.  

If you encounter any technical difficulties, contact the New Mexico 21st CCLC Data Support and Evaluation Specialist, Dr. 

Colleen McGannon O’Malley (cmcgannon@gmail.com).  Due to the technical nature of data entry, if possible, please include a 

screenshot visually showing the issue you’re encountering in EZReports (Ctrl + Print Screen to copy, then Ctrl + v to paste).   

 

mailto:cmcgannon@gmail.com

