
MissionInsite: How to upload and plot your school’s students and run various reports 

1. Select the People Plot option to upload students. 

 

 

 



2. Select Upload People. 

 

 

 

 

 



3. Click Next. 

 

 

 

 

 



 

4. Name your upload (it won’t let you continue until you do; disregard the other fields). 

 

 

 

 

 



5. Click Next. 

 

 

 

 

 



6. Upload the Excel template that is populated with student Address, City, State, Zip (these are the manadory fields. You must keep the 

Excel document headers on the uploaded template.) 

 

 

 

 

 



7. Don’t be concerned with the fields on this screen. Click Next. 

 

 

 

 

 

 



8. Click Save. 

 

 

 

 

 

 



 

9. Your list has been successfully uploaded. 

 

 

 

 

 



 

10. Now that your school’s students are uploaded into MissionInsite, you will want to plot them on the map so you can see where they are 

all located. First click on Plotting below, then Student Default, then All. Lastly, you will click Plot on the bottom right that is highlighted. 

 

 

 



 

11. What will appear now are the green dots - these are the students plotted. 

 

 

 

 

 



 

12. Now to create reports, you want to draw a “shape” around your targeted geography. Click Shapes first at the bottom. Then select Draw 

Polygon on the side. Put your cursor on the map, and you can begin to draw your shape. You can draw your shape around all the 

students, or just the concentrated service area where the majority of green dots are located. You can zoom your cursor in to enlarge. 

 

 

 



 

13. The shape is complete. 

 

 

 

 



 

14. Now, you can run reports by selecting the Demographics tab on the bottom. Then choose Select a Predefined Report. 

 

 

 

 



 

15. Choose one of the Predefined Reports. 

 

 

 

 



 

16. Once you select a report, click Generate Report. 

 

 

 

 

 



 

17. The PDF report will appear on the lower right corner of your screen. 

 

 

 



 

18. Open the report, and save to your computer. 

 

 


