
ASM (ADMIN Student Management) Series 
 

Module 1.1       Reporting 

1.  A Template has been created to import Student data out of Registration Magic in its 
entirety by clicking the “Import Button” found on the Template, automation will retrieve the 
necessary data to populate the template.  
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2. The form can be updated as often as needed.  (Please be aware that other’s use 
this form and excessive updating could impact their usage.)


3.  Once data has been imported, the preset fields at the top of the form will calculate those #’s 
for you, in real time.  The Total Student Enrollment, OPS and Non-OPS counts and the Grade 
level #’s are preset, based on specific criteria.


4.  There is a drop down labeled select school, by clicking on the dropdown you can select any 
school and the total # of students registered from that school will be populated. 


 (At this time only one school can be selected.  For a combined Non-OPS or OPS school 
count, see those preset fields.)


5.  Each column can be filtered to your liking, Ascending, Descending, or other specific criteria.


6.  You can access this template from your ADMIN IPAD, Laptop, Jamf managed desktop, 
Jamf invited IPHONE or other device that has been enrolled in BYOD (Bring your Own Device) 
All NorthStar Devices will be enrolled with JAMF Management soon.


7.  For now if you have your ADMIN IPAD with you, connect to WiFi at home or you should 
already be connected if you are in the office.  It is also possible to HotSpot the iPad from your 
cell phone (See Module 1.7 Online/Offline Reporting.


8.  Look for the APP button represented here on your home screen of your IPAD, 
simply click on the app, and sign into your NorthStar Microsoft account. You will 
only need to sign in once and it will remember you the next time. 


9.  The template will open and you can proceed with your reporting needs. Follow the steps in 
#2 above to update the form when the Import is functional.  Until then the report will be 
updated 2-3 times per week or as requested.


Happy Reporting!


