
Historical Reporting 
Admin: 
 
1.Login to INFORM 
 
 
2. Navigate to Setup. Select: System Setup (from drop down menu)  
 

 
3. Select: Module Setup (from drop down menu)  

 
 
 
 



4. Select: Performance Center link 

  
 
5. Check boxes for: Historical Reporting 
 
6. Select Save 
 
7.Navigate to INFORM Home Page, Select: Setup 

 
8. Select: System Setup from dropdown menu  
9. Select: Module Setup from menu 
10. Select: User link from the Setup block 



 
11. Locate: Historical Rostering, check boxes next to the category to turn on Rostering 

  
 
12. Select: Save 
13. Log out and login to see changes  
 
 
 
ADMIN Import Guide:  
 

1. Select: Admin 
 



 
 
 

2. Select: Import Manager (from drop down menu) 
3. Select: Edit Historical Rostering 

 
 
 
 
 

4. Set: Your Schedule 
 



 
 

5. Select: Save & Done 
 
ADMIN School Year Setup:  
 

1. Navigate to Setup 
2. Select: School Year Setup (from drop down menu) 
3. Verify your school year.  You need to define school start and end date for historical rostering: same 

roster will continue to run unless replaced with a newer file. 
 	

 
 
 
User Guide: Historical Rostering 
 



1. Navigate to: Report Center 
2. Select: Historical Rostering (from drop down menu) 
3. Define your filter settings  

 
4. Select: Available Reports  

	

	
	
	

5. Select: Report 
6. Select: Run Report 
7. View Your Report.  

Note: Report shows top 50 results at a time 



 
 
 

	


