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Elementary Class List Reports Via Aeries Query 
Class List By Grade – Truncated Names 

 

There are several methods to obtaining class lists through Aeries. Here is an example 
of Class List by Grade – Truncated Names. This shortens the names to just a few 
letters in the interest of confidentiality 

1. Go to Aeries and click on Query. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. When the query screen pops up you will have two choices: 
a. If you would prefer to type in the query just type (or cut and paste the 

following) in the following query in the query box LIST STU  (( LEFT 
(LN, 4) )) (( LEFT (FN,3) )) GR GR TCH.TE MST.RM BY GR 

b. You can also click on Load (a button on the right side of the screen) 
and select ~Class List by Grade Truncated. See the next two screen 
shots as an example. **The numbers in the query are how many 
letters you want to appear for each name. You can do more or 
less. 
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Select Load 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select ~Class List by Grade truncated 
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3. Once you have used either method to obtain the query, the next step is to 
click on Run. This will give you the data you will need to create your report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Once you have selected Run, you will see the output in a new screen. This 
query will give you the first four letters of the last name and the first three 
letters of the first name. As I indicated you can change those numbers in the 
query. The names are alpha by grade> 
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5. Click on the X in the upper right corner of the results to close it. This will take 
you back to the query box (as seen below). With your query still still in the 
query box, click on Report. 

 

 

 

 

 

 

 

 

 

6. You will get a popup with some choices: 

 

 

 

 

 

 

 

 

 

a. You may change the title of the report 
b. You may select spacing (usually single spaced) 
c. You can select the page break. That is why I have grade listed twice in 

the query. It gives a better report. You should leave it checked. 
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7. Here is a sample of the report you will receive. You will have multiple pages 
per grade level with the Grade also listed on top. Remember that 0 (zero) is 
Kinder. 

 

 

 

 

 

 

 

 

 

 

8. You can print this report or export it to a pdf. You will need to follow these steps 
each time you wish an updated report. 


