
 
 

How to Customize the School-Specific Tab 
 

The School-Specific tab is a feature that allows administrators to track information needed for processes and 
reporting, or to include data specific to that school. 

 
First: Add Options in Reference Tables 
Select Reference Tables �  Academic �  School Specific from the Navigation Menu on the left. 

1.​ Click [+Add new record] to add a new entry 
 

 
 

2.​ (ID is automatically assigned by FIS) 
3.​ Select the School from the drop-down  
4.​ The Field Type determines what kind of data is collected. The options are: 

●​ Yes/No – a checkbox to make a selection 
●​ Date – MM/DD/YYYY, good for expiration dates 
●​ Number – 0-9 
●​ Text – Alphanumeric, similar to an Open Field  

5.​ The Name is what will appear on the School-Specific tab 
6.​ Check Active to add the option to the School-Specific tab (if not, it won’t appear in the drop-down menu 

on the School-Specific tab) 
7.​ Click [Save] 

 

 
 

 
Second: Record data on the School-Specific Tab 
1.​ Select the School-Specific tab 
2.​ Click [Edit] to add a Response 
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3.​ Click [Save] 
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