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SCEPTER 7 BASIC INSTRUCTIONS 

 

 
 

The website to access your districts information is available from your 

technology department or by calling the Application Services Dept. 

 

The user id will be their last name and first initial of first name. 

The password will be the first four letters of last name and the last four 

digits of the SS#. 

 

You have the ability to set up users as admin, teachers or users.   

 Users have access to single/or all buildings  

 Teachers have access to only the students they teach 

 Admin has access to the district and can set up teachers/users 
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Once signed on you will be presented with the above screen.  As a 

user/teacher you may not have all of the items listed above.  Listed is a 

brief description of each tab: 

1. Single Student Profile – Will show demographic/attendance/etc. 

2. Schedule Search – Search for a specific student’s schedule 

3. Attendance Queries – Ability to print several attendance reports 

4. Demographic Queries – Ability to search students by street or phone 

and print birthday list and mailing labels. 

5. Discipline Queries – Ability to print discipline reports 

6. Grading Queries – Ability to print grade verification and DFI reports 

7. Scheduling Queries – Ability to print class lists and student locator 

report 

8. Excel Output – Ability to produce excel spreadsheet with already 

defined fields 

9. Student Report Writer – Allows you to select up to 9 fields of 

information to create a report that you can print or export to Excel. 
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By selecting Single Student Profile you will be presented with the above 

screen.  A teacher will only have access to their building and the students 

they teach.  A user would have access to all students in their building.  If 

your district access is multiple buildings then you would have to select the 

building you wish.  You then can key in the name of the student you want or 

the beginning letter of the alphabet of the student you are looking for and 

click ‘Submit Selection Values’. 
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When your list is displayed you will click on the student id number and the 

basic student information will be displayed with the availability of selecting 

additional records to view from a list at the top of the screen.  
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This screen will allow you to select the appropriate tab to view information 

associated with that students’ record.  A teacher/user might not have 

access to all tabs listed at the top.
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Under the Demographics Query Menu you will find the following options: 

1. Search by Street Name 

2. Search by Phone Number  

3. Print a Birthday List 

4. Print Birthday List by Course 

5. Print mailing labels to the Parents of by School’.  This option will 

allow your teacher/users to be able to print a set of mailing labels 

for their students.  This program uses standard Avery 5160 labels. 
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The first time you use the ‘Print Mailing Label’ program it may take a few 

minutes for the above screen to appear.  If you have multiple grade levels 

that you teach you will also be able to select a single grade level.  You have 

the choice of either printing your labels ‘To the Parents of’ or ‘Student 

Labels’.   

 

Shown below is a sample of how the labels will look. 

 
  To Parent/Guardian Of:     To Parent/Guardian Of:      To Parent/Guardian Of:                                                     

   PEBBLES FLINTSTONE         BARNEY RUBBLE            JESSICA SIMPSON                                                            

   506 BRADLEY ST             1312 FITZHUGH ST            818 SIBLEY ST                                                              

   BAY CITY, MI 48706         BAY CITY, MI 48708          BAY CITY, MI 48706                                                         

  To Parent/Guardian Of:     To Parent/Guardian Of:      To Parent/Guardian Of:                                                     

   EDDY HASKEL           RICKY NELSON            ERIC CLAPTON                                                            

   506 BRADLEY ST             1312 FITZHUGH ST            818 SIBLEY ST                                                              

   BAY CITY, MI 48706         BAY CITY, MI 48708          BAY CITY, MI 48706 
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When printing labels you must remember to change ‘Page Scaling’ to None.  

Once you have pressed OK it will print your labels and return you to the 

previous screen.  Press the Back button to return to the screen shown on 

page 7.  You can then select the button to return to the Main Menu. 
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From this menu you can select Excel Output (tab 8) to be able to create an 

Excel spreadsheet of your students. 
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Select the ‘Student Data (Mailings)’ button. 
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You will press the ‘Submit Selection Values’ and the above screen will appear.  

At this time you can select the ‘Save’ or the ‘Open’ button.   
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This is an example of pressing the ‘Open’ button.  At this point you can 

either print a report or save it as a spreadsheet. 

 

 
 

If you selected the ‘Save’ button the above screen will appear and you can 

name your file and save it in the appropriate directory.   After the file is 

saved you will press Close and return to the original screen you started from.  
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Under the Attendance Query Menu you will notice that there are several 

queries a teacher can run and print. 
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Under the Scheduling Query Menu, teachers will have the ability to print 

mailing labels for a specific class.  From this menu you will select Class Lists. 

 

 

. 
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1. Select the button ‘Get Course Names’ and press ‘Submit’. 

2. From the Drop Down items select the Marking Period and Course 

Id you wish to print labels for. 

3. Press Submit. 
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From this screen select the course you wish and the following screen will 

appear. 
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This screen will present you with a listing of students in a specific class.  At 

the top you will have the option of printing labels ‘To The Parents Of’ by 

selecting the button labeled ‘POF 5160 Labels’ or ‘Student Labels’ by 

selecting the button labeled ‘STU 5160 Labels’. 

 

When the document appears you will select which printer you want your 

labels to print to.  Make sure you change the scaling to ‘None’.  (See page 8) 
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Another new option ‘Student Report Writer’ has been added.  This is only 

available to users and not teachers at this time.  The first time you select 

this option it could take a few minutes to display. 
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From this screen you have 9 data items that you can select for your report.   

 

There are 17 different items you can select.  After selecting the items you 

wish to export into excel you will select the school or class.  This will depend 

on what buildings are available to you.   

 

You then have up to 3 options for sorting your document or file.  When 

completed you will either select the ‘Submit Report’ or ‘Output to Excel’ 

button.   

 

If you select the ‘Submit Report’ you will be able to do a File, Print of your 

report.   

 

If you select ‘Output to Excel’ you will have the option to either ‘Open’ or 

‘Save’ this spreadsheet. 


