Waterfront Learning PIMS Format Report

This document will walk you through the process of pulling information for the PIMS staff
snapshot from Waterfront Learning in a format meant to be compatible with PIMS upload.

e Waterfront Learning can be reached at wflhelp@aiu3.net. To ensure that your email
gets the most timely and relevant assistance, please include PIMS in your subject.

e Theseinstructions assume that you already have an account in Waterfront Learning
Genius SIS. At a minimum, Waterfront designates a liaison with each district that we
work with, and that person has such an account. Other administrators at the district
may also have accounts. If you do not have an account and do not know who at your
district has an account, contact Waterfront Learning.

e Waterfront Learning works with our vendor partners to supply instructors. If the
instructor is an employee of our vendor partners, then we include the information
we were provided by the vendor.

Navigate to waterfront.geniussis.com and enter your username and password.
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Enter your username and password to access Waterfront Learning’s Genius SIS. If you do
not know your password, please try the “forgot your password” link. If you still need
assistance, email wflhelp@aiu3.net, please include “PIMS” in the subject.


https://waterfront.geniussis.com/

Once logged in, you will see your district’s watchlist. From here, please click on the Reports
tab at the top.
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Once on the Reports page, the report is located on the left-hand menu, labeled “PIMS Staff
Collection 2026-27 [District]”. Unlike Waterfront’s other PIMS reports, this report does not
take user input. It will automatically provide all information for your school (called an
affiliation in Genius) and the official window of time for the PIMS Snapshot report.
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Once the report has run, you can export data with the “Export Results to Excel” buttonin

the upper bar.
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A few notes on this report:

e More fields are available than shown in the screenshot by scrolling to the leftin
either Genius or Excel.

e Genius provided properly formatted dates; your spreadsheet software may reformat
these dates. Please verify the date format before attempting to upload.

e Attherequest of your district, Waterfront Learning may list some of your staff as
teachers in our system. Waterfront does not collect and therefore cannot return
PIMS information for these individuals; you may need to remove them from the
report before upload

o These individuals need access to a subset of students
o Typical examples include special ed support staff and aides
o Since these are your staff, they should already be part of your collection

data.



