TEMPORARY STATE ALPHA REPORT

1. Go to Index >Ml State Reporting>State Alpha Report. It will take a minute for the next screen to appear.

(We made the ICON different than the other icons so it would be obvious which report you want, the one

that looks different than the rest.)
+ [ ] Surveys

[ Daily Attendance
[ December Count
[ WmsSDSs Extracts

The first time you click on this report you will get a CERTIFICATE ERROR. Each browser type (i.e. Internet Explorer,
FireFox, Safari) will be slightly different. Your basic goal is to get the certificate installed. Below is the setup for using
FireFox.

a. A certificate error will appear on the screen as shown below:

= Secure Connection Failed

icZ.optimalinternet.com uses an inwvalid security certificate.
The certificate is not trusted because it is self signed.

(Error code: sec_error_ca_cert_inwvalid)

m This could be a problem with the server's configuration, or it could be someone
trying to impersonate the server.

= If you hawve connected to this server successfully in the past, the errar may be
temporary, and you can try again later.
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b. Click on ‘OR YOU CAN ADD AN EXCEPTION’ as shown circled in red above.
c. Click on the ‘ADD EXCEPTION’ button.

*ou should not add an exception if you are using an internet connection that you do not trust
completely or if you are not used to seeing a warning for this server.

| Get me out of heret | [ [ ada Exception... | ]

d. Click on the ‘GET CERTIFICATE’ button.

Add Security Exception l—==—|
You are about to owerride how Firefox identifies this site.
! . Legitimate banks, stores, and other public sites will not ask you to do this.
Server
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e. Click on the ‘CONFIRM SECURITY CERTIFICATE’ button.

Permanently store this exception

([ Confirm Security Exception ]][ Cancel ]

2. A logon screen will appear. This ‘STATE ALPHA LIST’ is actually taking you to another server to generate the
report so you will need to sign on to generate the report:
Username: WSSBC
Password: 1gx9zz4d

3) From the dropdown lists choose your school(s), the Count Day, and whether you want to Display grade summary.

4.) Click the‘'VIEW REPORT’ button.

5) The report will appear in view mode with an option as to how you would like to print the report. From the
dropdown menu select your preference (most will want the Acrobat (PDF) file, and then click on the ' EXPORT’
button.

NOTE: Thisreport will show al the exited students from the year, not just this count.



