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Please be aware that Eagle Software’s objective is to provide their users with documented procedures, such as the 
one that follows, in an attempt to expedite the steps necessary to accomplish certain tasks within Aeries™.  However, 
Eagle Software recognizes that each school and district using Aeries™ has established their own unique guidelines 
and policies. 
 
By using these procedures you assume full responsibility for the appropriate application, the results of their use, any 
impact upon your database and conforming to all guidelines and policies that have been established by your school or 
district.   

The Student Groups form will allow you create a group of specific students containing their 
Student ID numbers and assign a specific Group ID.  Any Student Group created is District 
owned and will be downloaded to any School that opens the form.  It is suggested that if your 
School DID NOT create the Student Group DO NOT delete the group or make changes to the 
group other than adding your schools Students to the group. 
 

 
 
To update Student Groups requires Update permissions to the SGM, SGS and SGD tables.  
You must also have at least Read to the STU table.  This form does not require that the User 
have permission to the Staff (STF) table.  This will allow a User to run Student Groups forms 
and reports, but not view the STF data.  Client Server Users MUST have field level permissions 
for the following STF fields: ID, LN, FN, MN,TG, PSC, DEL.   
 
After the Group ID has been created the View All Reports form will allow you select a specific 
Group.  The report can then be generated to either include or exclude the students within this 
group. Please take note: When a group is selected it creates a KEEP statement and until the 
View All Reports form is closed it will continue to use this KEEP statement.  Other forms and 
reports will still honor this KEEP. 
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ADD A STUDENT GROUP 
 
The Student Groups form can be accessed from View All Forms and the following form will 
display.  Prior to adding any Student Group the Group ID will display a zero.   
 

 
 
To add a Student Group click the mouse on the Add button. 
 

 
 
The Group ID will increase by one and the cursor will display in the Group Name.  Enter the 
selected name for the group being created and press Tab.  The cursor will display in the Group 
Description.  Enter a description for the Group ID created. 
 

 
 
NOTE:  After the Group ID has been created the View All Reports form will allow you  
             select a specific Group.   
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If there is a Group Expiration Date you can enter the date in the field or click the mouse on the 
Calendar button. 
 

 
 
A small calendar will display that will allow you to select a specific date.  The top of the 
Calendar displays the Month and Year and arrows.  Clicking the mouse on the arrows will 
increase or decrease the month and year.  A selection box is also available at the bottom to 
select Use SCH Calendar.  If this option is selected only the available dates within the school 
calendar will display. 
 

 
 

To select a specific date Double Click the mouse on the Date. 
 

 
 
The Date selected will now display in the Group Expiration Date field.  To view the Student 
Group in ABI click the mouse on the View Group in ABI selection box. 
 

 
 

NOTE:  View Group in ABI option is currently not supported in ABI 
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The Staff in Group can be selected either by Staff ID or Staff Name.  Below the selection box 
will display the current school code.  The drop downs for the Staff ID and Staff Name fields will 
only display the Staff members that are assigned to the school number displayed.  A Staff 
member can be selected either by entering the Staff ID or Staff Name or by clicking the mouse 
on the drop downs to select a specific Staff member. 
 

 
 
To select a specific Staff member from the Staff ID field click the mouse on the drop down.  The 
Staff members will be sorted by Staff ID.  Click the mouse on the Staff ID selected. 
 

 
 
To select a specific Staff member from the Staff Name field click the mouse on the drop down.  
The Staff members will be sorted by Staff Name.  Click the mouse on the Staff Name selected. 
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The Staff members selected will now display. 
 

 
 
The Students in Group have multiple ways to select students.  A student can be hand selected 
either by Stu# or ID or Student Name.  The Aeries Query program can also be used to 
generate a KEEP or SKIP query to load specific students.  The option is also available to enter 
a large amount of student numbers from the Input Student #’s box. 
 

 
 
To include inactive students in the drop down box click the mouse on the Include Inactive 
Students box. 
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To select a specific Student from the Stu# or ID field click the mouse on the drop down.  Click 
the mouse on the Student # selected. 
 

 
 
To select a specific Student from the Student Name field click the mouse on the drop down.  
Click the mouse on the Student Name selected. 
 

 
 
Students can also be selected by using the Aeries QUERY button that will allow you to 
generate a KEEP or SKIP query to select specific students.  Click the mouse on the Aeries 
QUERY button. 
 

 
 
A KEEP or SKIP query can be generated to select specific students and Exit the Query form. 
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After a query is generated the Records are Being KEEP/SKIP will display at the top of the form 
along with the Reset button.  To select specific students that are selected from the KEEP/SKIP 
click the mouse on the STU# or Student Name field. Click the mouse on the student selected. 
 

 
 
After the KEEP/SKIP query has been generated you can also click the mouse on the Add 
KEEP Students button.  This will load ALL student numbers included in the KEEP/SKIP 
statement into the Group ID. 
 

 
 
To Add KEEP Students click the mouse on the Yes button. 
 

 
 
All students will be added to the Students in Group.  Click the mouse on the Reset button to 
cancel the KEEP/SKIP. 
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To enter specific student numbers click the mouse on the Input Student #’s button. 
 

 
 
Enter the student numbers to be added to this group.  Click the mouse on the OK button. 
 

 
 
 
All students will be added to the Students in Group.   
 

 
 
To Delete a student from a specific group select the Group ID then click the mouse on the 
Student record to be deleted. Press the Delete key on the keyboard.  
 

 
 
The following will display.  Click the mouse on the Yes button and the student will be deleted 
from the Group.   
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SORT STUDENTS 
 
There are three headings above each column in the Students in Group fields.  The order that 
the students are displayed can be changed by clicking the mouse on the heading.  For example 
to change the sort order to display by student name click the mouse on the Student Name 
heading.  The students will display in ascending order. Click the mouse on the heading again to 
display the students in descending order. 
 

 
 
The order can be changed to display by Student #, Student Name or Student ID. 
 
SORT STAFF 
 
There are three headings above each column in the Staff in Group fields.  The order that the 
Staff members are displayed can be changed by clicking the mouse on the heading.  For 
example to change the sort order to display by staff name click the mouse on the Staff Name 
heading.  The Staff will display in ascending order. Click the mouse on the heading again to 
display the Staff in descending order. 
 

 
 
The order can be changed to display by Staff ID or Staff Name. 
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To only display groups for a particular staff member click the mouse on the drop down for Only 
Show Groups for this Staff.  Click the mouse on a Staff Name.  The Group ID’s to be 
displayed will only be for the Staff member selected. 
 

 
 
STUDENT GROUPS REPORT 
 
After the Student Group has been completed a report can be generated that will include ALL 
Group information. To generate the report click the mouse on the Print button.   
 
The following is an example of the report that will include the Group information, Staff in the 
group, total number of staff, the students in the group and the total number of students. 
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CHANGE A STUDENT GROUP 
 
To Change a Student Group click the mouse on the Change button. 
 
 

 
 
The cursor will display in the Group Name field.  Press Tab to the field to be updated and 
change the selected information. 
 

 
 
DELETE A STUDENT GROUP 
 
To Delete a Student Group click the mouse on the Delete button. 
 

 
 
The following message will display.  To delete the group click the mouse on the Yes button. 
 

 
 
 
 

NOTE:  Student Groups are District owned.  It is suggested that if your School did NOT   
             create the Student Group DO NOT delete the group or make changes to the other   
             than adding your schools Students to the group. 
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SELECT A GROUP FROM VIEW ALL REPORTS 
 
The View All Reports form will now display from the drop down all Groups created and will 
allow you select a specific Group to be used when generating a report.   
 

 
 
The report can then be generated to either include or exclude the students within this group. 
Please take note: When a group is selected it creates a KEEP statement and until the View All 
Reports form is closed it will continue to use this KEEP statement.  Other forms and reports will 
still honor this KEEP. 
 

 
 


