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Accessing Pre-Formatted Reports 
1. Select School & District Data task button 

 
2. In the drop-down menu that appears, select Pre-Formatted Reports 

 
 
 

3. When the Pre-Formatted Reports page loads, select Standardized Assessment Performance 
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Determine your Report Variables 
Which students do you want to report on? 

• School Type – Identify whether or not to filter between Elementary, Middle, High, and 
Special schools   **Note:  Not all users have this option available 

 

• School – Identify whether or not to filter between the various schools in your District.  This 
list can be constrained by the School Type selection 

**Note:  Not all users have this option available 

 

• Grade Level– Identify whether or not to filter between the various grades in your 
School/District.  This list can be constrained by the School Type or School selection 

**Note:  Not all users have this option available 
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Which standardized test data do you want to use? 

• Test Year – Identify whether or not to filter between the various years for assessments.   

 
• Test Name – Identify the specific test you want to report on. 

 
 

• Test Level – Identify whether or not to filter between the various testing grades for the 
assessment.  This list can be constrained by the Test Name selection 
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Which enrollment dates do you want to use? 

There are three options for dates you can filter your report by: 
• Current Enrollment – Uses the current list of enrolled students 
• Total Enrollment – Allows for you to select a specific school year’s list of enrolled students 
• Range – Allows for you to select a date range’s list of enrolled students 

 

 

Determine your Report Appearance 
Chart style and Paging 

  
  

You typically will use Table as the 
Chart Style.   
 
 
 
With the Paging option, you are 
able to divide the report into 
multiple views, being able to 
select a specific categorization. 
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NOTE:  Values can further be drilled-down in this dynamic reporting tool, allowing you to see subsets of 
data quickly.  Simply click values (depicted in blue) to view. 

Viewing the Report 
Run the Report 

When you are finished defining the report, click the Run Report button on the right hand side. 

 
 
The report loads and depending on the defined report variables; the data is constrained to only show 
your selections.  
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