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dashboard

When a district administrator logs into the EdInsight data 
window, they will be directed to the Dashboard tab.  This 
is the site's home page which can be returned to at any 
time by clicking on the word ‘Home’ located in the top 
right corner of every screen.  Log out of EdInsight from 
any screen by clicking on the word ‘Exit,’ also located in the 
top right corner.  If ‘Exit’ is selected, the login screen will 
appear.  *More updates to the dashboard page of EdInsight are 

coming soon! 

attendance

The second tab choice for district administrators is the 
Attendance tab.  This screen charts the attendance for 
any particular month.  The drop down menu allows the 
user to select a particular month that they would like to 
view.  Clicking the ‘go’ button will update the screen to 
that month’s chart of the number of students absent on 
each school day.  The legend on the right distinguishes 
what each of the bars represents.  

To see a summary of the data that comprises this chart, 
click the 'Show me the attendance aggregates for this 
month' link at the bottom of the screen.  A chart with the 
breakdown of the number of absent and tardy students on a 
specific date will appear.



misconduct

The third tab under the administrator view is Misconduct.  
This tab displays two charts.  The first chart shows all of 
the particular misconducts, and the number of each for the 
selected month.  The second shows the discipline actions 
taken also for the selected month.  

Previous months can be viewed simply by selecting a desired 
month from the drop down menu at the top left of the page, 
and clicking the 'go' button. 

 

Directly bellow each graph is a link which can be clicked 
to display the data that has been compiled to make each of 
the graphs. 

This page also contains a link that allows the user to see 
the students that were involved in misconduct incidents 
during the chosen month.  To view this information, click 
the 'Show me all of the misconduct incidents from this 
month' link at the bottom of the page.  When that link is 
clicked, a chart containing the student’s ID number, name, 
infraction, discipline record, and pertinent dates will be 
displayed on screen. 
 
Use the student ID number link from this chart to view the 
student information page.  To learn more about the student 
information page, see the student information page tutorial. 



schools

This tab allows administrators to view information pertaining 
to a particular school in their district.  When this tab has been 
selected, a list of buildings in the district will appear.  A screen 
containing nformation for any of those buildings can be seen 
by clicking on the school.  

students

This tab allows the option of searching for a student within 
the district.  Search for a student by entering any or all of the 
information into the fields provided and clicking the 'search' 
button.  A list of students that match the given information 
will then appear.   Additional information on the students 
can be viewed by clicking on the student ID number.  

repor ts | views

The 'Reports/Views' tab creates a number of various reports 
for assessments given within your district.  These reports 
include: national, state, and local assessments. 

Any of these reports can be seen by selecting a test, and 
then choosing a year and a building to view.  Once these 
fields are selected, click the 'run report' button.  *More 

information describing the different assessments will be available at 

a later date. 



announcements

The 'Announcements' feature creates an additional method 
of communication with district staff.  Administrators post 
messages here to be sent to the staff.  *More information on 

Announcements will be available in a future update of this help page. 

pref erences

The 'Preferences' tab enables the user to change their pass-
word.  OnHand Schools suggests changing your password on 
the first sign on.  Keeping passwords confidential is essential 
due to the fact that this system contains sensitive student 
information.  A screen will appear stating  that the change 
has been successful.  Any of the tabs can then be clicked to 
navigate elsewhere throughout the EdInsight system, or select 
the 'home' button to return to the first screen.  

*Please make sure your new password in at least 8 characters long (no 

spaces) and contains at least one number (passwords are case sensitive!) 


