
ADM TROUBLESHOOTING
2018 USER GROUP



STATE REPORTING CHECKS

• State Reporting Periods Setup
• Setup for each entity

• 20 school day increments

• Standard Day Minutes
• All grade levels should be filled out
• Setup in entity 000

• This determines how many minutes 
student need to be scheduled for.



ADM CALCULATION

• Time Scheduled (minutes)/Student 
Standard Day (minutes) = ADM

• Examples:  
• 390/390 = 1.0
• 300/390 = .769

• To get 1.0 ADM students must be 
scheduled into classes for the same 
amount of minutes as their Student 
Standard Day Minutes.



WHERE DO SCHEDULED MINUTES COME FROM? 

• Minutes are attached to Student Courses

• Any course flagged as Pull-Out will not count in minutes. 

• Skyward uses a hierarchy as follows to find minutes for a course: 
• Class Meeting Time Overrides

• Bell Schedule Attached to Course Section

• Bell Schedule Attached to Calendar 

• Calendar Day Minutes 



RUN VERIFICATION REPORTS

• Run the Directors Monthly 
Membership/Attendance Report – “MM 

Report” 

• This report only pulls data from source, 

it will not verify data sent to EIS. 

• You can run this report at any time to 
see if students are generating 1.0 ADM, 

even before EIS is ran for the year. 



RUN VERIFICATION REPORTS

• If a student is less than 1.0 run the 
Student Attendance Audit Report 

• Warnings and Inconsistencies will 
print if there are missing 041 & 048 
records



RUN VERIFICATION REPORTS

• Here you see the per day, per 
period and what courses the student 
is attending and for how many 
minutes

• The report will tell you if the 
scheduled minutes are greater/less 
than the Standard Day



OTHER ITEMS TO LOOK AT

• If course is not extracting into Skyward’s EIS then: 
• Verify that a state course code is assigned. 

• Verify that the course is scheduled into a period on the calendar. 
• Verify that the course is Active and has student scheduled into it. 

• If course is loaded but student didn’t then:
• Verify that student has State ID, PIN or SSN.

• Check the enrollment date (year).
• Check student classes and scheduling transactions. 



DATA IN SKYWARD’S EIS BUT NOT AT STATE

• Verify that the course/student is not caught in error at EIS.

• Verify that the data is correct in Skyward’s EIS (check the View Exported EIS 
Data area). 
• If the record is there and is correct then resend the record to EIS. 

• If the data is still not loading - then check for errors again at the state. 

• If the data is still not loading - contact EIS helpdesk for assistance.  Either they can help 
you or tell you what needs to be done and open a Microsoft Dynamics Ticket and contact 
Skyward. 



ADA/ADM TROUBLESHOOTING

• Calendar Check
• Check Calendar Days for the Reporting 

Period, ensure they are all set to 1.0 in 
the Count As Field
• If using Bell Schedule to calculate minutes, 

ensure the Bell Schedule is tied to each 
day
• Verify that the bell schedule minutes add 

up to either 420 or 390, confirm the 
number of minutes in each period



ADA/ADM TROUBLESHOOTING

• Student Transaction Check
• Review transactions to ensure the 

courses are scheduled during the 
reporting period

• Transactions should reflect the student’s 
actual days in the class



ADA/ADM TROUBLESHOOTING

• EIS Check
• Ensure that the 031 – Course Section 

Schedule Records are created for each 
course

• Verify records are pulling on the 048 –
Student Schedule Record 



ADA/ADM TROUBLESHOOTING

• Course Master/Curriculum Check
• Curriculum Assigned

• Course Set to Active

• Keep Attendance checked

• Section Details
• TN Button filled out

• Attendance method is Mixed or Computer 
• Correct Calendar assigned

• Correct Bell Schedule Assigned

• If using Meeting Time Override make sure this is 
checked



ADA/ADM TROUBLESHOOTING

• Class Meeting Pattern
• Check Attendance & Scheduling Period

• Days that the course meets are checked

• Teacher assigned and flagged as Primary

• If using Meeting Time Override, enter times

• Curriculum Master Check
• Course Code must be filled in

• If changed are made to the 

Course/Curriculum, EIS needs to be 
reextracted.  



DOCUMENTATION AVAILABLE

• Director’s Monthly Membership Export Troubleshooting Guide 

• ADA/ADM Troubleshooting Checklist

• These documents are available on Skydoc along with tutorials.  

https://support.skyward.com/DeptDocs/Corporate/Documentation/Public%20Website/Tutorials/Software/WS_SR_TN_1283563_Montly_Membership_Export_Troubleshooting_Guide.pdf
https://support.skyward.com/DeptDocs/Corporate/Documentation/Public%20Website/Tutorials/Software/WS_SR_TN_RE_MM_1678289_Troubleshooting_Checklist.pdf


QUESTIONS?


