
INSTRUCTIONS FOR 30 A FALL PROCESS 

 

The following steps will enable you to successfully submit your fall 30A Report. 

Click on Reports Tab: 

 

 

 

 

 

 

 

 



Click on Reports Tab: 

 

Click on Federal Tab: 

 



Click on Enrollment Validation (Error Report): 

 

Click on Next: 

 



Enter Information for each box: 

 

Click on Preview: 

 



Correct everything on report that is wrong. 

 

Click on Form 30A 

 



Click on Next 

 

Enter information check to be sure you have chosen Summary and Live (Review), then click on Preview. 

 



 

Check Report 

 

Setting Count Day Flags: 

NOTE:  If a student is going from one district to another it is the responsibility of the conducting/receiving 
district to report the student. 

Click on Views: 

 



Click on Locations: 

 

 

Highlight Area District Number: 

 

Right Click and Edit Location: 



 

 

Click on Data + Tab: 

 

 

 



Right Click in White Area: 

 

 

 

Click on Set Count Day Flags: 

 

 



Click Yes to confirm: 

 

 

 

Second chance to confirm: 

 

 



Click on Data Submission Tab: 

 

 

Right Click in White Area: 

 

 



Click on Add Submission: 

 

Click on following tabs in this order:  Reports –Reports –Federal - then on Form 30A 

 

Close Preview 



Click on Done 

 

Click on Views: 

 

Click on Next: 



 

Put information into boxes:    

 

 

 



Click on Preview: 

 

30A Report 

 


