
Setting up CIR: Overdues and Notices to be *emailed* to homeroom teachers 
(for the first time) 
 

1. Click on the Reports and Notices Wizard Group. 
2. Click on Schedule New Reports in the wizard. 
3. Click on the INFOhio tab. 
4. Choose CIR: Overdues and Notices 
5. Click Setup & Schedule at the bottom. 

 
6. On the Basic tab, enter the Homeroom Name of the teacher after “CIR : Overdues and Notices” in the 

Report Name field so you know the homeroom the report is going to. 

 



7. Click on the User Options tab. 
8. In the Homeroom field enter the Homeroom *exactly* as it appears in INFOhio when searching for 

students.  This means you need to view the homeroom field and enter it with upper/lower case, dashes, 
exactly as it appears. 

 
9. Click on the Output Options tab. 
10. Click Report type of Brief, Report Format must be Plain Text. 



11. Click Schedule at the bottom. 

 

 

 

 

 

 



12. For the “Schedule” area - Choose Weekly (if you wish them to run weekly). 
13. Check the day of the week you want it to run. 
14. Set the time of day you want it to run. 
15. Check the box for “Email to Individuals” and enter the email address of the teacher and your email so 

that you are emailed a copy of what the teacher receives, separated by a comma. 
16. In the Reply to: field, enter your email address so that when/if the teacher replies to the email it is 

emailed to you. 
17. Make sure the “Format” box beside the email is checked. 

 
18. Click Schedule at the bottom. 


