Homeroom Assignment
In order to be scheduled, every student needs to be assigned to a homeroom that matches the room number of the teacher they will receive for their
regular core classes. Most students will have received their homeroom assignment at the end of the previous school year. You need to check for
students who are missing their homeroom assignment and give them a homeroom.

Action
1

Print your school’s Homeroom Roster.
1. In the quicksearch box, type Cognos and
select it
2. Log into Cognos
3. Click on Registration Center -> Homeroom
Roster
4. Select your building, and if you wish to indicate
any special education information, check the
“Include Special Education Information in List”
checkbox and hit Finish.

Screenshot

2
You may print the report by clicking on the Print
Button
3
Review the report.
Three items to watch for:
●
●
●

Students in the wrong homeroom
according to their grade level.
Students who have a room number that
does not exist in your building.
Students who do NOT have a homeroom
assigned yet.

4
Students in the wrong homeroom according to
their grade level.
Scan each page looking for students’ with a grade
level that does not match the grade level of the
other students in that homeroom.
These students will need to be assigned to the
proper homeroom.

5
Students who have a room number that does
not exist in your building.

Look for any pages with only 1 or 2 students on it.
The room number will also not likely have any
teacher name associated with it. These students
still have the homeroom from their old building.
They will need to have their homeroom updated.
6

Students who do NOT have a homeroom
assigned yet.
The students on the page labeled “(No
Homeroom Primary for These Students)” will need
to have a homeroom assigned.

7

In QuickSearch type
Registration Assignment

8

Building =
your school
Field =
Homeroom Primary
Everything else is blank

9

Scroll down to the filter and sort section

Set up the filter and sort as pictured below

10

Click on the
the students

reload button to bring up

11

Scroll down to the section “Selected
Students”

12

Look to the right for the pencil icon and the
words
“New Homeroom”
Click on the Pencil

13

14

Enter room #s

Click on the
run button to save the
room assignments

Once you click the pencil, you can enter the correct homeroom in each box in
the rightmost column.

15

To assign homerooms individually:
Search for and select the student:

Click on the magnifying glass
to go to the
Student Search screen and then enter your
search.

16

Go to the Registration screen:
In the quicksearch box, type in Registration and
select it

17

Select the homeroom number from the drop down
menu.
Be advised, the actual room number is important.
The teacher name associated with that homeroom
may be incorrect. Homeroom assignments for
teachers will be updated at a later time.

18

Continue assigning homerooms to all students
needing a homeroom.
Once complete generate another homeroom
roster report to check for any strays that may
have been enrolled at your school while you were
working on the list.

19
Go back to your Cognos window if it is still open
or
1. In the quicksearch box, type Cognos and
select it
2. Log into Cognos, if needed
3. Click on Registration Center -> Homeroom
Roster
4. Select your building, and if you wish to indicate

any special education information, check the
“Include Special Education Information in List”
checkbox and hit Finish.

