
STUDENT INFORMATION TRACKING SYSTEM TUTORIAL

Login Screen – use your e+employee number and internet password (universal password) to log in



Ensure that “Children With Student Info”
Box is Checked – otherwise you may 
receive records for students with no 
information available.

Searches may be conducted by using:

1)Child’s last name, or    2) CSW File# or    3) School

As you type, the system will help locate the type of record you want by 
autocompleting the information for you based on what is in the system.



Listing of High 
Schools youth 
has attended 
(clickable for info)

Listing of grade 
levels for 
particular school 
(click for info)

Transcript/Course 
marks for last 
completed semester

Copy to Clipboard Copy to Clipboard –– Use this Use this 
feature to copy this feature to copy this 
information which can then information which can then 
be pasted into CWS CMS in be pasted into CWS CMS in 
the Education Record.  the Education Record.  
Simply open the Education Simply open the Education 
Notebook, indicate the type Notebook, indicate the type 
of information and hit paste of information and hit paste 
inside the text box on inside the text box on 
CWS/CMS.  All the grades are CWS/CMS.  All the grades are 
now recorded in the now recorded in the 
Education Notebook and will Education Notebook and will 
be included next time a be included next time a 
Health and Education Health and Education 
Passport is generated (Passport is generated ( ieie, for , for 
the next court report)the next court report)

HISTORICAL SCHOOL RECORDS



Attendance, for the 
last 12 months and 
last 30 days (can 
copy to CWS CMS)

CURRENT SEMESTER SCHOOL RECORDS

Current Courses youth is enrolled in –
grades aren’t available but we’re 
working on getting those added…(bear 
with us, they’re coming)

Partial absences refer to the number of 
classes (ie, not full days) that the 
youth has missed – both excused and 
unexcused



If you would like to return to your 
search screen to find another student, 
hit RETURN at the bottom of the page.


