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Create a Report
(Administrators and Teachers)

Access Create Report Page

Step 1

Click CREATE 
NEW REPORT.

Dashboard content displays 
based on your entitlements 
and assigned roles.
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Create a Report
(Administrators and Teachers)

Create Report

Step 1

Select the start date.

Step 2

Select the end date.

Step 3

Select TESTING EVENT 
in the Type field.

Step 4

Select the name of the testing event 
for which you want to run a report.

Step 10

After filling out the Summary Report 
fields, the GENERATE REPORT 
button will become active. Click it to 
display the Summary Report for the 
selected grade, level, and locations.

Step 5

Select the report type 
you want to create.

Step 8

Select the school(s) to 
include in the report.

Step 9

Select the class(es) with students 
who will be included in the report.

Step 6

Select a grade to include 
in the report. The Level 
selection box appears.

Step 7

If necessary, select a level.

If you only tested one level 
per grade in your school 
system, you will only see 
one level appear. If you 
tested more than one level 
per grade, you will see 
multiple levels appear.


