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With a Custom 
Form, EPSOs can 
easily be seen in 
Student Profile



Setting up a Custom Form

3

Students>Students 
Setup>Configuration 



Custom Forms Setup 
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Add a New Form
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Give it a title and select “Single form per student.”
Click “Save and Next Step” to enter fields
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Fields will show in Student Profile 
alphabetically.
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Limiting it to one character and a valid 
entry of “X” will give the user a drop 
box
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Some fields you may want freeform text. 
You can always edit later if needed
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When finished with a field, click “Save 
and Add Another Field”
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Add the following fields 
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When finished adding fields, click 
“Save”
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You may add additional fields later if you 
want more information on the form
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Click “Add 
Advanced 

Form”
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You may type any instructions here 
you wish 
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I copied information from the 
ReadyGraduate FAQ

16

https://www.tn.gov/content/dam/tn/education/ccte/ccte_readygrad_FAQ.pdf


When you are ready for the fields you 
entered, type a descriptor first
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Then click “Fields” and then “Add” the field 
for that descriptor 
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When finished, click “Save 
and Close”
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To add information for a student, look 
him or her up using Student Profile
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Go to 
Custom 

Forms and 
chose the 
name of 

your form
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Click “Edit” on the right side of the 
screen
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Choose from the drop boxes 
or type in the desired text
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Click “Save” when finished, or click 
“Save and Print” to print a copy

24



Once saved, the info will show without 
having to print 
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You can also Data Mine the 
information 
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Click “Add” to start a new report
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Give it a name and select Student Status. 
Then click “Save and Add Fields”
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Add whatever 
fields you want to 

show on the 
report

2
9



Fields are setup 
similar to 

Student Profile

3
0



Advisor and Counselor are under 
“Entity” 
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“Grade” and “Name” are found under 
“General” and “Profile”  
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The fields from your Custom Form are found under 
“Custom Forms,” “Custom Forms Student,” and 
then the name of your EPSO form.
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I added 
the 
following
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Once you have added all the fields you 
wanted to add, click “Save and Back”
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Next, you can select how the 
information is sorted.  Click “Sorting”
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Then click “Edit”
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Use the arrows to add items you’d like 
to sort by
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If using Excel, 
the breaks 

and counts do 
not work.
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When finished, click “Save and Back”
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To view the information in Excel, 
click the “Excel” button. For a 
PDF, click “Print”
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Click “View 
Report” 

once it has 
completed
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Any 
questions? 
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Greg Sturgill
greg.sturgill@hck12.net
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