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Change Log

Change Log

The following Change Log explains by Product Version, Heading, Page, and Reason where
changes in the ProgressBook Reporting Report Designer Guide have been made.

Product
Version

20.1.0
20.1.0

19.5.0
19.5.0
19.5.0
19.4.0

Heading

"Scheduling Reports”

"Security"

"Scheduling a Report"
"Preset Account Roles"
"Resource Permission Features"

Entire Guide

Page

14
34

14

34

39
N/A

Reason

Updated text to reflect new security updates.

Updated screenshots and text to reflect new security
updates.

Added note regarding failed scheduled report jobs.
Updated table to reflect new District Shared folder.
Added note regarding District Shared folder.
Created guide.
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Report Designer

Report Designer

The Report Designer lets you modify officially provided reports, create your own reports,
schedule reports, and share reports. Vendors can also receive report data through the FTP
feature. For more information, refer to the sections and links below:

“Report Designer Dashboard”
“Editing Reports”

“Scheduling Reports”

“Running Reports”

“Sharing Reports”

“FTP Reports”

“Creating Express View Reports”
“Creating Advanced Reports”

To access Report Designer, you must have the appropriate security settings (see “Security”).
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Report Designer

Report Designer Dashboard

Below is a quick reference depicting the main dashboard of the Report Designer. Where
applicable, more details are provided in the relevant sections of this guide.

© 0 N O g bk weDd

@ G End Of Course Evaluation Report ::esigner]

Reports

> = My Reporis
> =& Pending Reports

> Assessment
> & Attendance
> mm Discipline

© End Of Course Evalua... m [0 =)

© End Of Course Performance D...
© End Of Course Performance S..
© Grad Point Assessment R

© State Assessment EOC Report - s...

> = EMIS

> m Fees

> [TC

> Marks

> = Medical

> =& Scheduling

> = School

> mm SpecialServices
> & Staff

> = Student

> = Vendor Extract

> = YearEnd

This report provides an evaluation of
Students who have or have not taken
the End Of Course Tests. If the student
scores below a 2 it colors them in red.

Click to create a new report (see “Creating Express View Reports” and “Creating
Advanced Reports”).

Click to browse reports.

Click to schedule reports (see “Scheduling Reports”).

Tabs for the Report Designer and any open reports display. Click any tab to switch to it.
Report category folder

Report category subfolder

Description for the selected report

Click to run the selected report (see “Running Reports™).

Indicates that the report is an officially provided report and cannot be modified directly.
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Report Designer
10. Click to view more options for the selected report.

* Edit (see “Editing Reports”) — Available only if it is a modifiable report (no ) based
on your security level.

* Run Report (see “Running Reports”)

* Export As — Select the file type to which you want to export the report, and then run
the report (see “Running Reports”). It downloads automatically in the selected
format.

¢ Schedule Report (see “Scheduling Reports”)

* Email Report — Enter an email address and select the file type to which you want to
export the report, and then run the report (see “Running Reports”). It is automatically
sent to the specified email address in the selected format.

* Rename - Available only if it is a modifiable report (no =) based on your security
level.

* Duplicate (see “Duplicating Reports” ) — Officially provided reports can be duplicated
if you wish to modify them.

¢ Delete — Available only if it is a modifiable report (no ) based on your security level.

* Download (see “Sharing Reports”) — Available only if it is a modifiable report (no =)
based on your security level.

ProgressBook Reporting Report Designer Guide 3



Editing Reports

Editing Reports

Editing reports lets you enhance an officially provided report to fit your needs. If a report already
provides most of the fields you want, you can edit it to include additional data or remove
information you do not need.

Each report typically has only 1 category associated with it that contains all the fields you can add
to a report. If you want to add fields to a report, verify that the category used contains the field you
need (see the Reporting Category Information Guide).

The following examples uses the Grad Point Assessment Remediation report.

Note: Reports that were created through duplicating and modifying are not linked
to the original officially provided report. If a change is made to the officially
provided report, the change is not reflected in the modified report. You can see
the date on which a report was last updated in the Reporting Report List.

Duplicating Reports
Officially provided reports cannot be edited directly. If you wish to modify an officially provided
report, you must first duplicate it before you can edit and save it as its own report.

1. On the Report Designer dashboard, locate the report you wish to edit.

2. Click , and then click Duplicate.

v == Eligibility
End Of Course Evaluation
End Of Course Perform... =

End Of Course Performance .

State Assessment EOC Report} »  RunReport
v i Admin I+ ExportAs »
(™ Schedule Report
> = EMIS )
Email Report r
» = Fees

> = Marks

A window opens, prompting you to select a folder in which to save the duplicated report.

3. Updated the duplicate report name as desired.
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Editing Reports
4. Select My Reports, then click Okay.

Note: Reports saved in any other folder (e.g., EMIS) become immediately
available to users who have access to that particular folder. It is recommended
that while you are editing a report, you should save it to My Reports until you are
sure that you want to give other users the ability to run the edited report (see
“Sharing Reports” ).

Duplicate Report

Enter the report name

|Grad Point Assessment Remediation with Accommodations|

Select folder for the report

> = My Reports

> & Pending Reports
> = Assessment

> =& Attendance

> = Discipline

> & Eligibility

> = EMIS

> = Fees

> & ITC

> = Marks

% = Madiral

5. Go to My Reports, select the duplicated report, click E and then click Edit.

+ P Grad Point Assessment R... Report Designer

H Search Report Names... € K | Export POF
Reports
v im My Reports I

@' Grad

© End Of Course Evaluation test

O Grad Point Assessmen... nF e
> = Pending Reports

> m Assessment » RunReport

> = Attendance

6. In the editor dashboard that displays, you can perform any of the following actions:

e “Adding Fields”

*  “Removing Fields”

* “Changing Sort Order”
* “Changing Filters”

7. Click El after making any changes to ensure that they are saved.
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Editing Reports

Adding Fields

In the example below, the Accommodations field is added to the Grad Point Assessment
Remediation report after the Testing Date column.

1. To add a field to a report, click a section header, then select Insert Columns After.

o Ak E ana hd IO8 =z &8 A3 O
vy B T U-A%S EIS | E ]
Section A B (StudentNumber)  C (LastName) D (FirstName) - - G (AssessmentPartName) H
Page Header 1 Grad Point Assessment Remediation ¥ Insert Columns Before
2 School Code Student Number Last Name First Name Testing Part Score
T T Insert Columns A

Header:
StudemEMISAs... -
X Delete Columns

EMISAssess
ment Assess
menfTestCod
e}="EndCrse"

Set Widths Identical

Column Width... .
1StudentEMI
Shssessment
~ -Assessment
Hide Column SubPartScor

Column Info...

StudentEMI_. ..
essment. Testing
Date

e},
IF({SiudentE
MISAssessm
ent Assessm
enfTestCode}

="QOCTCA",
[StudentEMI
Shssessmeni
Rawscore},
IF{{StudentE
MISAssessm
ent Assessm
enfTestCode]}
K

StudentEMISAsses

sment SchoolCode ;r;lrent. Studenthum

Header:
StudentEMISAs...

StudentEMISAsses  StudentEMISAsses
sment LasiName  sment FirstMame

StudentbEMISAssessment. A StudentEMISAssessment Assess
ssessmentTesiN, P,

4 StudentEMISAsses

{StudentEMI
SAssessment
ReportedSco)

Tet. "))

A blank column displays.

In the Page Header row, copy the cell format from another column in the report using CTRL
+ C, or right-click and select Copy, then paste the formatting into the blank cell using CTRL
+V, or right-click and select Paste.

o A 3. A v « [ (D)
v B JT U-.-AS 8
Section A B (StudentNumber)  C (LastName) D (FirstName) E F G (AssessmentTestName) H (AssessmentPartName) 1
1 Grad Point Assessment Remediation
Page Header - r i
2 School Code Student Number Last Name First Name Testing Date Testing Date Test Part Score

Header:
StudentEMISAs..

EMISAssess
ment.Assess
menfTestCod
e}="EndCrse"

{StudentEMI
SAssessment
Assessment
SubPartScor
e},
IF({StudeniE
MISAssessm
ent Assessm
enfTestCode]}
="OCTCA",
{StudentEMI
ShAssessment
RawScare}.
IF({StudentE
MISAssessm
enf Assessm
enfTestCode},
=K

StudentEMISAsses N

tudentes
;:}E"t Studenthum  Sonert Lasthame

, StudentEMISAss .

tudentel u
essme&;;eslmg ssessmentTesilame

Header:

4 StudentEMISAsses
StudentEMISAs...

sment SchoolCode

dentEl

tu ient.A  StudentEMISA nent Assess
sment Firsthlame

mentPartName

{StudentEMI

Shssessment

ReporiedSco
el =)
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Editing Reports

3. Double-click the Page Header cell in the new column, then update the name as
necessary.

MCEN-P v IFE 8 30
Ve~ [Bl7u-azs = =iIE FrE s Export POF |
Section A B (StudentNumber)  C (LastName) D (FirstName) E F G (AssessmeniTestName) H (AssessmentPartName) 1
Page Header Grad Point Assessment Remediation i P ~
School Code Student Number Last Name First Name Testing Daf ‘Accommodations

Header:
StudentEMISAs.

=IF({Student
EMISAssess
ment Assess
meniTestCod
A g}="EndCrse"

{StudentEMI
SAssessment
Assessment
SubPartScor
e},

IF({StudentE
MISAssessm
Header: 4 StudentEMISAsses “"“m"é'{n h tudentE! tudentE! Sludenllfl}['lls;ﬂss StudentEMISAssessment & StudentEMISAssessment Assess  ent Assessm
StudentEMISAs. sment SchoolGode ST SWESMIUM gmant | asiName  sment Firstiame 5SS T5SHNG ssessmentTesthlame mentPartName: enfTestCode]}
="OCTCA",

{StudentEMI

SAssessment

RawScore},

IF{SiudentE

MISAszessm

ent Assessm

enfTestCode}

="WK",

{StudentEMI

SAssessment

ReportedSco

re}" )

4. Select the cell in which you want to add field data. On the left side below Fields, locate the

field you wish to add, and then click , or double-click to add the field to the empty cell.
The new field displays in the cell.

4| o5 A Report Designer
] Fie & A @7 aa -
- — - u . % 8
H] A # = - v BIU-AY
(0] Fields Section A B (StudentNumber)  C (LastName) D (FirstName) E 5 [ H tName) 1
v EMIS 1 Grad Point Assessment Remediation
Page Header

v StudentEMISAssessment
Header:
StudemEMISAs.

w

EMISAssess
ment Assess
menfTestCod
&]="EndCrse”

Assessm {StudentEMI
Shssessment

AssessmentP Assessment
SubPartScor

Assess et
IF({StudentE

Assessm ! MISAssessm

Header: n grtvl"gE”tEM'SASSES e ol e sses A Assess  ent Assessm

AssessiT StudemEMISAS. sment SehoolCoce PO smentLastame  sment Firstiiame F 8 Sre enfTesiCode}

Assessim (StudentEMI

) Shssessment

Assessm RawScore).
IF ({StudeniE

AssessiT MISAssessm

P ent Assessm

55855 entTestGode}

vty

Assessm {StudentEMI
Shssessment

Assessn

55855 ReportedSco

Attempts \ J e

5. Click El to save your changes.
6. (Optional) Repeat step 1 through step 5 as needed.

Removing Fields

In the example below, the School Code field is removed from the Grad Point Assessment
Remediation report.
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Editing Reports

1. Select the Section header for the column you wish to remove, then click Delete Columns.

o, AE O/ 0w v = ICE| z /8 3o
e w BIU-A& = =SIE FEa Export PDF | ¥
Section (StudentNumber) € (LastName) D (FirstName) E E G mentT: H{; mentPartName) |

Page Header + Insert Columns Before

School

st Name First Name Testing Date  Accommeodations Test Part Score

Header: 3
StudentEMISAs.

+| Insert Columns After

X Delete Columns =IF{{Student

ment Assess

meniTestCod
Set Widths Identical &}="EndCrsg"

Column Width. {StudentEMI
Shssessment
Assessment
Hide Column SubPartScor

2

IF{StudentE
Column Info MISAssessm
Header: 4 StudeniEM IEMISAsses StudentEMISAsses tudentEMISAssessment. Assess  enf Assessm
StudentEMISAs... sment SchoolCode " sment LastName  sment FirstName mentPariName enfTestCode}
ber ="OCTCA",
{StudentEMI
Shssessment

.RawScore}.
IF({StudentE
MISAssessm
ent Assessm
enfTestCode}

="WK",

{StudentEMI
ShAssessment
ReportedSco)

rel "=

.......

Ass StudentEMISA
essment Testing sment Accommodat

tudentEl
Date ions ssessmeniTestiame

The column no longer displays.

1|5%|| 5= ] Export PDF | ¥

BAFE 3B ana v S==10FE =z 8 fxr @ 6

vy B I U~ A &8

z

£

Section A (Studer ) BIL ) C (FirstName) D E F (AssessmentTestName) G (AssessmentPartName) H
1 Grad Point Assessment Remediation

Page Header - - -
2 Student Number Last Name First Name Testing Date  Accommodations Test Part Score

Header:
StudentEMISAs...

=IF{{Student
EMISAssess
ment Assess
meniTestCod
e}="EndCrsg"

{StudentEMI
Shssessment
Assessment
SubPartScor

e},
IF({StudentE

HEMISA MISAssessm
Header: 4 SS:\!IJ:MS‘tudenﬂflilen:' tudentEMISA StudentEMISA StudentEMISAss StudentBMISAsses oy oonppsa ment.A  StudentEMISA nentAssess  ent Assessm

StudentEMISAS... sment.LastName  sment. Firstame essme[;:.l'el'esllng isomn:ntAl:commodal ssessmentTestMame mentPariName enfTestCode}

ber ="0CTCA",

{StudentEMI
Shssessment
.RawScora},
IF({StudentE
MISAssessm
ent Assessm
enfTestCode}
="WK",
{StudentEMI
Shssessment
-ReportedSco)
rel =)

2. Click El to save your changes.
3. (Optional) Repeat step 1 and step 2 as needed.

Changing Sort Order

You can change the way data is organized in the report by updating the sort order. For instance,
the Grad Point Assessment Remediation report sorts in ascending order by the student’s last
name, first name, student ID, assessment test code, assessment part name, and assessment
subpart name. Since the data is sorted by student name first, the report displays the student’s
name and then all relevant assessments the student has taken. If the data is sorted by
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Editing Reports

assessment test code first, then the report displays an assessment name and then all students
who have taken that assessment. Thus, the sort order heavily affects the communication of the
data collected.

1. Click ﬁ*f , then select Sorts.

Rename

Export PDF | W

\ ) B(L
srad Point Assessment Remediation

Description

C (Fi ) D E F(A TestN:

G (A

Student Number Last Name

ategories

}+ Sorts

Y Filtr 3

Select which Data Fields should dictate the order of
B T information on your report.

Options 3
Advanced »

Header: StudentEMISAsses

First Name Testing Date ~ Accommodations

StudentEMISAss StudentEMISAsses

tudentEs

4 sment.Studentum Smen LasiName

StudentEMISAS...
ber

StudentEl
sment. Firsthlame

Part

StudentE ment.A

essment Testing sment. Accommodat

tudentEs
1P

Date ions szessment

nent.Assess

=IF{{Student
EMISAssess
meni_Assess
menfTestCod
e}="EndCrse"

{StudentEMI
Shssessment
Agsessment
SubPartScor
&}
IF({StudentE
MISAssessm
ent Assessm
enfTestCode}
="OCTCA",
{StudentEMI
Shssessment
.RawiScore},
IF({StudentE
MISAssessm
ent Assessm
enfTestCode}
vy

{StudentEMI
Shssessment
ReportedSco

ref, =)

The Report Sorts window opens, displaying the sort order across various fields for the

report.

or Add.

The field displays in the grid on the right.

To add a sort field, on the left, select the field by which the report should sort, then click

AssessmentPartEMISCode
AssessmentPartName

AssessmentPartTypeMask

o= Add

o= Add Formula

Cancel

Report Soris
Select sort fields
Sort By Sort Order
StudentEMISAssessment v % StudemEMISAssessment LastName f_.- Ascending w A WV X
_DistBldg I # StudemEMISAssessment FirstName fr Ascending w A W X
Vear % StudentEMISAssessment Studentld f_.- Ascending w A W M
- % StudemEMISAssessment AssessmentTestCode f_.- Ascending w A W M
¢ StudemEMISAssessment AssessmentPantName fx Ascending w A Vv X
ARernateAssessment o StudemEMISAssessment AssessmentSubPartName f Ascending v A W X
(3 StudemEMISAssessment. Accommodations )f Ascending v A W X
AssessmentPariCode
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Editing Reports

3. (Optional) You can delete or change the sort order of existing fields using the following
options:

a. Click ¥ and drag to move a field up or down multiple rows to determine the field order
by which the report sorts.

b. Click ¥ to select whether a field should sort in Ascending or Descending order.
c. Click # to move a field up 1 row in the sort order.

d. Click »* to move a field down 1 row in the sort order.

e. Click # to remove a field from the sort order.

Sort By os::rt Order o o o
» StudentEMISAssessment LastMame fx Ascending w A W X
= StudentEMISAssessment FirstMame fx Ascending * A W X
o StudentEMISAssessment_Studentld fx Ascending v A W X
= StudentEMISAssessment.AssessmentTestCode fx Ascending * A W X
% StdentEMISAssessment_AssessmentPartMame fx Ascending v A W X
» StudentEMISAssessment AssessmentSubPartMame  [x Ascending w A W X
= StudentEMISAssessment. Accommodations fx Ascending * A W X

4. When you are done making changes, click Okay.

5. Click El to save your changes.

Changing Filters

Changing filters lets you adjust the data filters a user can select before the report is run. If too
many filters are selected, a report can result in no data returned.

Note: When running the report, all values must be selected in a top-down
sequential order. Each value a user selects for a filter affects the value(s)
available for the next filter.
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1. Click ﬁ"" , then select Filters.

Editing Reports

E‘ E E po’ Arial bl Run Report
- = ] U+ A % 8 Export POF | ¥
[ Rename
| ) B(LastName) C (Fi ) ] E F(A Testh G (A artName) H
Description  5rag point Assessment Remediation
Categories Student Number Last Name First Name Testing Date ~ Accommodations Test Part Score

! =} §Sorts
; EMISAssess
ment Assess
@ Ter late S}EF'ET,.?C'?:S-
Apply filters to limit the amount of information .
C displayed on your report. {StudentEMI
Shssessmeni
_Assessment
Advanced » ZubPartScor
e}
IF({StudentE
MISAszessm
Header: StudentEMISasses MISAsses IS Asses S et WIS A WIS Assess  ent Assessm
SAs.. ment.L sment.F L : mentPartiNams enfTestCode}
ber Dafe ions ="OCTCA",
{StudentEMI
Shssessment
.RawScore},
IF({StudentE
The Report Filters window opens.
2. To add afilter, on the left, locate the filter you wish to add, then click or Add.
The new filter displays at the bottom of the grid.
Report Filters
Standard Top/Bottom Group Min/Max
Select filter fields to include on report
Filter By Title
StudentEMISAssessment - % StudentEMISAssessment.SchoolYear School Year fe A v X
_DistBldg I % StudentEMISAssessment. AssessmentTestName Assessment Test Hame fi A v X
v £ StudentEMISAssessment. AssessmentSubPartName Assessment Sub PartName  fr A W X
—rear % StudentEMISAssessment. AssessmentSubPartScore Assessment Sub Part Score f_f AV X
% StudentEMISAssessment. AssessmentTestName Assessment Test Hame fi A v X
AlternateAssessment £ StudentEMISAssessment. RawScore Raw Score fr AV X
& StudentEMISAssessment. AssessmentTestName Assessment Test Name f_ AV X
AssessmentPartCode b . = 5 FAPUIVIE
AssessmentPartEMISCode (% studemEMISAssessment Accommodations fi AW )9
AssessmentPartName
Equal To v
AssessmentPartTypeMask - -
AND With Mext Filter -
AssessmentSubPartCode — ) )
|| Group With Mext Filter
o Add = Add Formula [ Prompt For Value
SUMMARY
Schoal Year = "2019-2020° And ((Assessment Test Name = ‘End of Course Assessment’ And Assessment Sub Part Name = 'Performance Level And
Assessment Sub Part Score = F) Or (Assessment Test Name = 'OCTCA And Raw Score < ') Or (Assessment Test Name = WorkKeys Assessment
And Reported Score < ') And StudemEMISAssessment.Accommodations =~
ProgressBook Reporting Report Designer Guide 11



Editing Reports

3. To delete afilter, in its corresponding row, click # .

Report Filters

Standard Top/Bottom Group Min/Max
Select filter fields to include on report
Filter By Title
g \ A .
StudentEMISAssessment v % StudentEMISAssessment.SchoolYear Schoal Year fx A~ x
DistBldg I % StudentEMISAssessment AssessmentTesthame Assessment Test Mame fr A~ b
v o StudentEMISAssessment. AssessmentSubPartName Assessment Sub Part Mame  fi A b4
an
-rear % StudentEMISAssessment AssessmentSubPartScore Assessment Sub Part Score  fv A >
Accommedations % StudentEMISAssessment.Accommodations fx A~ b 4
AlternateAssessment
AssessmentPartCode
AssessmentPartEMISCode
AssessmentPartName — —
Equal To v v
AssessmentPartTypeMask — -
AND With Next Filter v
AssessmentSubPartCode

Group With Next Filter
o= Add o= Add Formula Prompt For Value
SUMMARY

School Year ="2019-2020" And ([
Assessment Sub Part Score < ') Or StudentEMISAssessment. Accommedations =

m Call-l Cell

4. You can further modify your selected filters with the following options:

a. Enter a user-friendly title for the filter. This is the text that displays when a user runs
the report and must select a filter.

b. Click #% or % to move the order of the filters.

Note: When running the report, all values must be selected in a top-down
sequential order. Each value a user selects for a filter affects the value(s)
available for the next filter.

c. Select the default Conditions that display for the filter (see “Running Reports” for a
breakdown of the available conditions).

d. Select the default value that displays for the filter.

e. Select whether the filter relationship is AND or OR with the next filter.

f. Select this checkbox to indicate that the filter should be grouped with the next filter.

12
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g. Select this checkbox to let the user modify the filter value when they run the report.

Editing Reports

Report Filters

AssessmentPartTypeMask

AssessmentSubPartCode

o= Add

SUMMARY

Standard Top/Bottom Group Min/Max
Select filter fields to include on report
Filter By O Tite (o ]

StudentEMISAssessment ¥ 4 StudentEMISAssessment.SchoolVear School Year fi AW

_DistBldg I % StudentEMISAssessment.AssessmentTestName Assessment Test Mame fo mwv

v % StudentEMISAssessment.AssessmentSubPartName Assessment Sub Part Name  fu A W

-rear % StudentEMISAssessment.AssessmentSubPartScore Assessment Sub Part Score  fu A W
£ StudentEMISAssessment.Accommodations fo AW

AlternateAssessment

AssessmentPartCode

AssessmentPartEMISCode

AssessmentPartName

o Equal To vo

O a0 witn NextFiker v
° ) Group With Next Fitter
o= Add Formula o ) Prompt For Value

Schoal Year = "2019-2020° And ({Assessment Test Name = 'End of Course Assessment And Assessment Sub Part Name = ‘Performance Level And
Assessment Sub Part Score < '3) Or StudentEMISAssessment Accommedations =

Cancel

KM XXX

5. The SUMMARY displays the logic applied to all filters. You can use it verify that the filters
are set up correctly. When you are satisfied with the changes, click Okay.

6. Click El to save your changes.

ProgressBook Reporting Report Designer Guide
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Scheduling Reports

Scheduling Reports

All available reports, including custom reports, can be scheduled to run and either emailed or sent
via FTP to users/vendors (see “FTP Reports”). User accounts must have the appropriate security
roles to schedule reports (see “Security”).

Note: Scheduled jobs are account specific; multiple accounts can schedule jobs
for the same report with different schedule settings and recipients.

Once you have scheduled reports, you can review the scheduled jobs you have set up as well as
edit and delete the scheduled jobs (see “Managing Scheduled Reports™).

Note: Managing scheduled reports is account specific; you can manage only
scheduled jobs that you have created, not jobs that other accounts have created.

Scheduling a Report

1. On the Report Designer dashboard, locate the report you wish to schedule.

2. Click E and then click Schedule Report.

& # reportDesione
k

Reports

» & My Reports
O]

» = Assessment

v @ Attendance

o oy sserce el 8> 5

© Daily Absence List »  Run Report
© Daily Absence List Detai I+ Export As .
© Daily Absence Summary

(0 Schedule Report )
o Daily Absence Summary By ...
© Daily Attendance Deta Email Report >
o Daily Period Attendance Detail .

O Duplicate

© Daily Period Attendance Su...
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Scheduling Reports
The Schedule Report tab displays.

Complete the steps in the wizard below to schedule a report

Schedule Mame
fest

Export Type PDF ¥ Password (optional) Confirm Password

Execute Immediately

Schedule Time
Schedule Time 0200am @ ¥ Repeat Every...
hour(s) 0 minute(s), until [L)
Recurrence Pattern
® The first ¥ | day ¥  of every 1 manth(s)
Range of Recurrence
Start ® Noend date
Next Cancel

3. On the Recurrence subtab, enter or select the appropriate values.

a. Schedule Name — Enter the name of the job so that it can be easily identified for
future reference.

b. Export Type — Select one of the following export formats for the report: Excel, PDF,
RTF, or CSV.

c. Password (optional) and Confirm Password (conditional) — When you select an
Export Type of Excel or PDF, you can enter a password to secure the report. When
you enter a password, the report file that is sent can be opened only with the
password. You must communicate the password to your recipient so that they can
open the file.

Note: If you forget the password, you must edit the job, change the password,
then rerun the scheduled job (see “Managing Scheduled Reports” ).

d. Execute Immediately — Select this checkbox to execute the report immediately; this
deactivates all other scheduling options.

e. Schedule Time — Select or enter the time you would like the report to run. Click LT
select a time from a drop-down list of half-hour increments.

* Repeat Every... — Select this checkbox to run the report repeatedly every [x]
hour(s) [x] minute(s) until [time] on the scheduled date.

f. Recurrence Pattern — Select the frequency with which the report should run (Once,
Daily, Weekly, Monthly, or Yearly). Depending on your selection, different options
display.
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Once — Select or enter the Schedule On date to indicate the date on which the
report should run.

Daily — Select either Every [x] day(s) or Every weekday.

Weekly — Select whether the report will Recur every [x] week(s) on the selected
days of the week.

Monthly — Select whether the report will run on Day [x] of every [x] month(s) or
on The [1st/2nd/3rd/4th/last] [type of day] of every [x] month(s).

Yearly — Select whether the report will run Every [month] [date] or The
[1st/2nd/3rd/4th/last] [type of day] of [month].

Range of Recurrence (conditional) — When you select a recurrence pattern other
than Once, you can then select the duration in which the recurrence should occur.
Select or enter a Start date, then select one of the following recurrence options: No
end date, End after [x] occurrences, or End by [date].

4. Click Next to proceed to the Filters subtab.

Complete the steps in the wizard below to schedule a report
Recurrence Filters Recipients

Select filer fields to include on report

Eilter By Title
ilv G
DailyAbsenceSummary % DailyAbsenceSummary.SchoolYear School Year fx AW X
DistBldg % DailyAbsenceSummary.SchoclName School Name fa AW X
v # DailyAbsenceSummiary. StatusMame Status Name fx AW X
_vear
AbsenceDays

AbsenceHours
AttendanceTrackingDailySummar...
Birthdate

CalendarDate

CalendarName

DistrictCode

Districtld

DistrictiRN

DistrictName

EMISId
. qual To 2019-2020 v
ExcusedAbsenceDays Equal T Y Y )

AND With Next Filte -
ExcusedAbsenceHours ND Wit Nest Filter

Group With Next Filter
Frrused AheanceHnnrsFramSrhn Group With Next Filter

o= Add == Add Formula
SUMMARY
School Year ='2019-2020° And School Mame =" And Status Mame Is One Of ()

e

Previous Next

5. On the Filters subtab, you can select the filter values that you wish to apply to the report.
a. Select the corresponding row of the filter whose value you wish to select.

b. Below the filter grid, in the top-right drop-down list, select the filter value to apply.

16
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c. (Optional) Repeat step a and step b as needed.

Note: Each value you select for a filter affects the value(s) available for the
next filter value; thus, it is recommended that you select the value(s) in
top-down sequential order. If you leave the value blank, the report assumes
that all available values were selected.

Note: Selecting too many filters may return no results.

d. When you are done selecting values, you can review the SUMMARY to verify that the
correct values have been selected for each filter.

6. Click Next to proceed to the Recipients subtab.

a. Select the Email Results checkbox to email the report results to other users.
Note: Deselect the Email Results checkbox to send the report results via
FTP (see “FTP Reports” ).

b. Enter email addresses in the To, Cc, and Bcc fields as needed.

(Optional) Update the Subject of the email.

In the text field, enter any information you wish to include in the email along with the
report results.

Complete the steps in the wizard below to schedule a report
#| Email Results
To: aaa@abcdschool.com
Cc
Bce:

Subject: Scheduled Ad Hoc Report

7. Click Finish to save the scheduled job. The report now runs at the scheduled intervals and
the results are sent to the specified recipients.

Note: The Batch Management window displays any scheduled report job that
failed and a message description for why it failed.
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Managing Scheduled Reports

Once a schedule job has been set up, you can review all jobs you have created as well as edit
and delete them if needed.

On the Report Designer screen, click @ to view the Scheduled Reports tab.
The Scheduled Reports tab displays.

(¥ Refresh T Flush

Reports

Schedule Name Type Report Name Last Execute Date Next Execute Date Status Run Count
vim My Reports 5 ey
= My Rep If:;ki?,-on SPM Every Daily test 10/25/201917:00:00  Ready 0 Pl

> & Pending Reports
> = Assessment

> = Attendance

> & Discipline

> & Eligibility

> = EMIS

> = Fees

> = Marks

> = Medica

> =& Scheduling

2. The Status column indicates the scheduled job’s condition.

a. Ready — The job will run on its Next Execute Date.
b. Running — The job is currently running.

c. Transmitting — The job has been run and the results are being sent to the specified
user(s).

d. Completed — The job has run its final event and will not run again (e.g., if an end date
has been configured). It will be removed from the list when the cache is flushed.

e. Deleted — The job has been deleted and will be removed from the list when the cache
is flushed.

f. Abended — The last run failed due to an error and the job will not run again.

g. User Aborted — The job was running but was then requested to be canceled. It will
then be marked as Deleted.

3. (Optional) Click Refresh to update the status of the jobs.

18
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4. (Optional) Click Flush to remove Completed and Deleted jobs from the list.

Note: The system autoflushes continuously and you may not need to manually
flush any items.

5. (Optional) Click #" to edit a scheduled job. All updates made affect only all future run
times.

6. (Optional) Click # to change a job Status to Deleted. If the job Status is already Deleted,
click to remove the job from the list or click Flush.
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Running Reports

In Report Designer, locate the report you wish to run in its corresponding folder or

subfolder, then either double-click the report or click

For most reports, a Filters window opens. Otherwise, the report runs immediately.

School Year Equal To w | 2019-2020
School Name Egual To
Status Mame |s One Of v
- v
Grade Level Is One Of 1
Address Type Equal To w | Mailing address v

Filter By Condition e Value A
v

(Optional) Select different Conditions for each filter to ensure that the data you need is
returned. In most cases, it is not necessary to modify the preselected condition. Below is
a list of all available conditions:

Equal To — Includes results that match the selected value.
Not Equal To — Excludes results that match the selected value.
Less Than — Includes results that are less than the selected value.

Less Than Or Equal To — Includes results that are less than or equal to the selected
value.

Greater Than — Includes results that are greater than the selected value.

Greater Than Or Equal To — Includes results that are greater than or equal to the
selected value.

Starts With — Includes results that start with the selected value.

Not Starts With — Excludes results that start with the selected value.
Ends With — Includes results that end with the selected value.

Does Not End With — Excludes results that end with the selected value.
Contains — Includes results that contain the selected value.

Does Not Contain — Excludes results that contain the selected value.

Is Between — Includes results that are between 2 selected values, such as a date
range.

20
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* Is Not Between — Includes results that are not between 2 selected values, such as a
date range.
¢ Is One Of — Includes results that have one or more selected values.
¢ Is Not One Of — Includes results that are not one or more selected values.

3. Select the value(s) for each filter. Values are available only if there is data to return. If you
do not see any values, try changing a prior value.

Note: Each value you select for a filter affects the value(s) available for the next
filter value; thus, it is recommended that you select the value(s) in top-down
sequential order.

Note: Selecting too many filters may return no results.

4. Click Okay to run the report.
The report displays.

P EMIS Attendance Hours

Q E' Export PDF | ¥ &< > 1]/9 Fna AN

EMIS Attendance Hours

School | School | School

School | Scheol | School Vear Vear Year Total

Year Year Year
Hours | Excused| Unexcus|
Attended| Hours | ed Hours|

Percent
of
Attendan
ce

. . Withdra Percent
Last First | Student| ¢ | ooy | Gende| Ethnl Home| Admissiol Withdraw al

School Name Name | Number r icity| room| nDate | al Date

Hours | Excused| Unexcus| Enrollme
Attended| Hours | ed Hours| nt Hours

Other Other Other

ol
Reason Absence

0822201
A 9 M w 212:00 = 1.031.62 58 B8 650 1.087.00| 9404% | 596%
Al

THy | Armstron

46098117
g Robin 0

081191200
THO Ballard |Topp |00 g F ol w 91200 = | 1050.80| 4407 | 213 1,097.00| 95.79% | 4.21%
A
0218201
11200 = | 103297 1950 | 4453 1,097.00| 94.16% | 5.54%
Al
0801/200
THX |Beasley |Tracie |98662426 A | 9 | F | w 912:00 = | 1ozzar| Tas2 | o2 1097.01| 9320% | 6.80%
Al
34315090 081201201
THX  Becker |Abel |3 Al s | m|w 31200 = | 102482 3948 | 3260 1097.00| 93.43% | 657%

THX  Barsjes |June 22T 4 g FE ol w

Al
0&/01/200
A a F w 912:00 * 1.050.40| 6.50 40.10 1.097.00| 9575% | 4.25%

A
0818201
THX | Bird Kirsten | 83239205 A a F W 51200 * 1.053.70| 2352 19.78 1,097.00| 96.05% | 3.95%

Al
0818201
A 9 M W 012:00 = 1.076.20| 123 19.57 1.097.00| 98.10% | 1.90%

AN
01/02/201
A 9 F w T12:00 = 102470 7230 108700 93.41% | 6.59%

Al
0&/01/200

912:00 ** 1,057.07| 3130 863 1,097.00| 9536% | 3.64%

THX | Bel Jenna |§7911592

THX | Blackvel | Warren | 270 14708

THX | Booth Claire

97466332
9

THX | Boyer Susana ;7162536 A ] F w

AM

08/01/200

THO Bruce Sty |24 4l o9 | omow 912:00 = | 108400 850 | 650 1087.00| 98.81% | 1.19%
AM

08017201

THX | CamenterMyma (15130372 A | @ | F | w 712:00 = | 101307 4517 | 3877 1097.01| 9235% | 7.65%

A
77317712 08/01/200
THX | Carillo |Bianca | A a F w 912:00 = 1.073.23| 2377 1,097.00| 97.83% | 217%

AR
0305001

5. (Optional) Click the post-filter pane icon to further narrow down the result set.
The post-filter pane displays with a list of Sorts and Columns.
a. (Optional) In the Sorts section, click = or = to change the sort order for fields that
can be sorted.

b. (Optional) In the Columns section, deselect the corresponding checkbox for each
column header to hide that column in the report.
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c. (Optional) Click the post-filter pane icon to collapse the pane.

B EMIS Attendance Hours
@ B | EponPoF v K< »®» 1 /9 Find
v Soris
School Code 1t EMIS Attendance Hours
Grade Level + Withdrawl School | School | School S;:,g:’m s$2:r°|
+ Last First Student Gende| Home| Adi i Year Year Year
Student Last Name Schaol Name Name | Number Status| Grade r room| nDate | al Date Re::un Hours | Excused| Unexcus A::#?ed E;‘;ﬁ:d
Student First Name ~ + Attended| Hours | ed Hours|
Other Other
TE22/201
Armstron 45089117,
% Columns TH |3 Rotin | ¢ A 3 | m 21200 = | 103162 5888 | &S0
0&/19/200
schoolCode THX Ballad |Topa 2023283 4 g F 51200 = | 1050.80| 4407 | 213
AN
LastName ] 02/18/201
) (] THX  Barsjas |June | 2EM 4|9 | F 412:00 = | 103207| 1950 | 44353
FirstName I
BE1/200
StudentNumber THX |Beasley |Tracie | 98662426 A | 9 F 912:00 = | 102237| 7as2 | 012
Column E Al
34318090 0820201 .
GradeLevel THX |Becker |Abel 5 A 9 M 312:00 102492 3948 3260
AM
Gender
92511592 08i01/200 -
o THX | Bel Jenna A a F 912.00 105040 650 | 40.10
LocalEthnicityCode 2 AN
0E/18/201
Homeroom THX | Bird Kisten 83239208 A | 9 | F 512:00 = | 108370 2352 | 178
DistrictAdmissionDat 0&{?&?’:201
€ THX | Blackwed | wamen | 27014780 3 | m 01200 = | 107620 123 | 1957
DistrictwithdrawalDa 0“@2’2‘]1
te THX Booth |Claie 3002 4 | g | F 712:00 = | 102470 7230
DistrictwithdrawalRe nsﬂﬂlf‘z{]n
ason THX Boyer |Susana g 109 A | 8 | F 912:00 = | 108707 3130 | 563
SchoolYearHoursAtt o AM
ondod ] 19344916 BE1/200 N
THX | Bruce |Stacy |2 A a | M 912:00 108400 650 | 650
SchoolYearExcusedH 0W§1h¢201
ours THX | Campenter Myma | 15130372 A 3 F 71200 = | 1m307| 4517 | 3877
AM
SchoolYearUnexcuse DEI1200
dHours THX Canilo |Banca (109 A | 8 | F 912,00 = | 107323| 2377
A
Column P R0

6. (Optional) In the Export drop-down list, select one of the following export formats for the
report: Excel, PDF, RTF, or CSV.

@ F ExportExcel ¥
Export Excel

Export PDF
dance Ho

Export RTF

18t Fir;
Export CSV  me Mar

The exported file is automatically downloaded to your computer.
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Sharing Reports

You can share reports by downloading an unlocked WR file, i.e., edited/duplicated versions of
officially provided reports or user-created reports (see “Editing Reports”). Once the file has been
downloaded, you can share the WR file with another district or ITC and they can upload it to their

preferred folder.

Downloading a Report

1.

2. Click E and then click Download.

4# Report Designe

Reports

v mm My Reports

» & Pending Reports
> & Assessment

> & Aftendance

» & Discipline

> & Eligibility

> & EMIS

> & Fees

» = Marks

=l
]

¥

On the Report Designer screen, locate the report (without = ) that you want to download
and share.

¢ Edit

Run Report
Export As »
Schedule Report

Email Report »

Rename
Duplicate

Delete

¥ Download

3. Depending on your browser’s settings, the file may automatically download, or you may

receive a prompt to download the WR file.

Uploading a Report

1.

On the Report Designer screen, locate the folder (without ) to which you want to upload
the report.

Note: Uploaded reports display only for the district you had in context when you
uploaded the report. To upload a report to multiple districts, you must repeat the
process for each district.
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1. Click E and then click Upload.

+ 4 Report Designer

Reports
v = My Reports

C)

O test

> & Assessment
> & Attendance
» & Discipline
» & Eligibility

» & EMIS

» = Fees

H C, Search Report Names...

» & Pending Reports

Expand All

Collapse All

¥ Upload

2. In the window that opens, locate the report WR file that you wish to upload, then click

Open.
@ Open x
« v Jr » This PC » Downloads v O Search Downloads =]
Organize v Mew folder ==~ [ o
~
~  MName Date modified Type Size "
; ik
7 Quick access 5/9/20191:07PM  File folder
B Desktop  # 5/9/20181:54PM  File folder
; Downloads 5/15/2018 9:06 AM File folder
Documents  # 10/9/2015 4:00 PM File folder
[&=] Pictures » 8/8/2019 11:07 AM File folder
s 5/9/2018 1:23 PM File folder
* 7/2/201911:18 AM File folder
» 1/22/2019 10:47 AM  File folder
5/9/2018 12:47 PM File folder
* 7/19/2019 4:03 PM File folder
* v (0 testowr 10/25/20197:56AM  WRFile ) 4KE o

File name: |test.wr
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The uploaded report now displays in its corresponding folder for the district on both the
Report Designer and Analytics Hub screens.

Studentinformation > Local > Analytics Hub

Analytics Hub

2My Reports

wAssessment

?Non-State Pre-ID

? State Assessment Pre-ID

+
k

O]

4 Report Designer

Search Report Names...

Reports
v mm My Reports
0O test
» & Pending Reports
v Assessment
> = Admin
» = Mon-State Pre-ID

» = State Assessment Pre-ID

» & Aftendance

7y test

2Attendance

[Find Students] n[Gu To] m

Q =2 iE
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FTP Reports

Before reports can be sent via FTP to a vendor, the report and FTP server must be set up within
Studentinformation. Once both are in place, the report is sent via FTP to a vendor based on the
configured schedule job (see “Scheduling Reports™).

» “Setting Up Reports”
e “Setting Up FTP Server”

Setting Up Reports

1. Locate the report you wish to send via FTP, click E and then click Edit.

Note: This must be a report to which you have edit access (see

“Editing Reports” ).
+ P Grad Point Assessment R... Report Designer
H Search Report Names € K | Export POF
Reports
v im My Reports l
@ Grad |

© End Of Course Evaluation test Scf
O Grad Point Assessmen... uF e
> = Pending Reports

> = Assessment B Run Report

> = Attendance
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2. In the editor dashboard that displays, click 'ﬂ', Options, and then Custom.

A+ F 7 Ada v

- ™7 U~ A i 8
Rename

A
Description

The Custom Options window opens.

3. Select the Is_Vendor_Extract checkbox, then click Okay.

Note: Some reports have the Is_Vendor_Extract checkbox selected by default.

Custom Options

Main

) 1s_vendor_Exiract

Cancel

The report is now set up for FTP.
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Setting Up FTP Server

Navigation: Studentinformation > Management > District Administration > Vendor Extract
Report Config

Before you can complete this procedure, the (S)FTP server should already be set up for (S)FTP
and you should have the credentials on hand.

1. With a district in context, on the Vendor Extract Report Config screen, click Add
Configuration.

Studentinformation > Management > District Administration > Vendor Extract Report Config [Find Students]
Vendor Extract Report Config | © Ada conguration |
Report Name Host Port Protocol Type Username Remote Directory Remote Filename
& T  Vendor ExtractiClever - Admins test software-answers.com 21 Ftp test reports abctest.ixt
# T Vendor ExtractiClever - Sections test software-answers.com 22 Sftp test reports test txt

The Add Configuration window opens.

Add Configuration ®

Report Name ‘ Wendor Extract\Clever - Schools v |
Host ‘ test.software-answers.om ‘

Port ‘ 21 ‘

Protecol ‘ FTP - File Transfer Protocol v |
Encryption ‘ Explicit SSL/TLS encryption v
Username ‘ test ‘
Password ‘ ‘
Remote Directory ‘ reports ‘
Remote Filename ‘ abcde txt ‘

Test Connection Save Configuration

2. Enter the appropriate credentials in the fields.
* Report Name — Select a report that has the Is_Vendor_Extract checkbox selected.
Note: Only reports with the Is_Vendor_Extract checkbox selected display in

this list (see “Setting Up Reports”). If there are no reports with
Is_Vendor_Extract selected, nothing displays.

* Host (required) — Enter the name of the host.
* Port (required) — Enter the port number.
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* Protocol — Select SFTP or FTP.

* Encryption (displays only if you select FTP) — Select the type of encryption to use.
* Username (required) — Enter the username for the FTP server.

» Password (required) — Enter the password for the FTP server.

* Remote Directory — Enter the remote directory to which the transfer file is sent.

* Remote Filename — Enter the remote file name that displays after the transfer
completes.

3. Click Test Connection to verify that the credentials are accurate. If you receive an error
message, ensure the credentials you have are correct and entered correctly.

Note: If you are unable to verify the connection, you can still save the
configuration and return to it at a later time when you have the correct credentials.
In the meantime, the report will not be sent via (S)FTP until the correct information
is entered.

4. Click Save Configuration.

A confirmation message displays, and the new configuration is added to the grid.

Studentinformation > Management > District Administration > Vendor Extract Report Config = [Find Students] m;-;: To] m
Vendor Extract Report Config | © Add Configuration |
Success! The configuration was Successfully Saved
Report Name Host Peort  Protocol Type Username Remote Directory Remote Filename
# T Vendor ExtractiClever - Admins test.software-answers.com 21 Fip test reports abciest txt

You can now run the corresponding report or wait for the scheduled report to run, which
automatically transfers via (S)FTP.
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Creating Express View Reports

Express View reports let users easily create reports with a drag-and-drop interface. Only a single
category can be used for such reports (see the Reporting Category Information document to
determine the category that best fits the report you wish to make).

More information on creating Express View reports can be found in the links below:

e Creating an Express View report

¢ Managing data

e Formula columns

e Customizing appearance

¢ Making visualizations

¢ Grouping and summarizing data

e Data categories and fields

e Exporting options
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https://support.exagoinc.com/hc/en-us/articles/115000125213-ExpressView
https://support.exagoinc.com/hc/en-us/articles/115000125293-ExpressView-Managing-data
https://support.exagoinc.com/hc/en-us/articles/360004000093-ExpressView-Formula-columns
https://support.exagoinc.com/hc/en-us/articles/115000128394-ExpressView-Grouping-and-summarizing-data
https://support.exagoinc.com/hc/en-us/articles/115000125393-ExpressView-Data-categories-and-fields
https://support.exagoinc.com/hc/en-us/articles/115000125433-ExpressView-Exporting-Options
https://support.exagoinc.com/hc/en-us/articles/115000125313-ExpressView-Making-visualizations
https://support.exagoinc.com/hc/en-us/articles/115000125353-ExpressView-Customizing-Appearance

Creating Advanced Reports

Creating Advanced Reports

Advanced reports let users create comprehensive reports for various needs. It is recommended
that you use only a single category when creating reports unless you are extremely familiar with
Joins (see the Reporting Category Information document to determine the category that best fits
the report you wish to make).

More information on creating Advanced reports can be found in the links below:
* Report Designer
» Categories

e Sorts
e “Creating User-Friendly Sort Names”
» Filters

»  “Creating User-Friendly Filter Names”
* Group Min/Max Filters

e Top/Bottom Filters

e Report Options

* Templates
 Joins

¢ Cell Formatting

e Sections
¢ Using the Toolbar

* Design Grid
¢ Drilldowns

Creating User-Friendly Sort Names

1. When adding or editing an advanced report, in the Designer pane, click 'ﬂ', hover your
cursor over Options, and then click Report Viewer.

Studentinformation > Local > Ad Hoc Reports . | Q | | Q
g O Test Ad Hot Reports
& CEEN. Prs . FE s e e o | I
] - - - U-. A“ 5 R Export PDF | w
= A # = I A% =3 =
. [ Rename
@ Fields A (FirstName) B (LastName) C (_Year) D (GradeLevel) E (SchoolName) F (DistrictName) G (SchoolYear) (Assest
Description d
> Assessment
Test
Categories
4 Sorts FirstName LastName _Year GradeLevel Distri A“";
r r r r r r Patuder
T | Filters studeniSAT2Asses StudentSAT2Asses StudentSAT2Asses StudentSAT2Asses StudentSAT2Asses StudentSAT2Asses StudentSAT2Ass sment
ment FirstName ~ sment.LastName  sment._Year sment.GradeLevel  sment.SchoolMame sment.DisfrictName sment. SchoolYear Ca

teqc
3 \remplate

Options » & Genera

= Custom

Advanced »
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https://support.exagoinc.com/hc/en-us/articles/215909317-Report-Designer
https://support.exagoinc.com/hc/en-us/articles/115003654054-Categories
https://support.exagoinc.com/hc/en-us/articles/115003639193-Sorts
https://support.exagoinc.com/hc/en-us/articles/115003639373-Filters
https://support.exagoinc.com/hc/en-us/articles/221015608-Group-Min-Max-Filters
https://support.exagoinc.com/hc/en-us/articles/115000128554-Top-Bottom-Filters
https://support.exagoinc.com/hc/en-us/articles/115003639293-Report-Options
https://support.exagoinc.com/hc/en-us/articles/115003655054-Templates
https://support.exagoinc.com/hc/en-us/articles/115003653934-Joins
https://support.exagoinc.com/hc/en-us/articles/115003640293-Cell-Formatting
https://support.exagoinc.com/hc/en-us/articles/115003638193-Sections
https://support.exagoinc.com/hc/en-us/articles/215757087-Using-the-Toolbar
https://support.exagoinc.com/hc/en-us/articles/215896997-Design-Grid
https://support.exagoinc.com/hc/en-us/articles/215250708-Drilldowns

Creating Advanced Reports

The Report Viewer Options window opens.
Click the Sorts tab.

In the grid that displays, in the Title column, enter the user-friendly sort name(s) you wish

to display in the post-filter pane.

4. Click Okay to save your changes.

Report Viewer Options

General Filters

#| Display Sorts in Report Viewer

Sort Title
StudentSAT2Assessment. StatusMame Status
StudentSAT2Assessment. _Year Year
StudentSAT2Assessment._DistBldg Building
gtudentSAT?_Assessment.AssessmemSATZSu bjec Subject

' Okay . Cancel

The user-friendly sort names now display in the post-filter pane.

Creating User-Friendly Filter Names

1. When creating an advanced report, in the Filters tab, once you have selected the filters
that you wish to use and arranged them in your preferred order, in the Title column, enter
the user-friendly filter name(s) that you wish to display when a user runs the report.
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2. Click Next to proceed to the Layout tab, or click Save and Close to save your changes

and exit the report.

Report Filters

_Year

AssessmentCategoryName
AssessmentSATZStudentld
AssessmentSAT2Subjectld

Year = And District IRM = * And Status = " And Test Date ="

Top/Bottom Group Min/Max

Standard
Select filter fields to include on report
Filter By
StudentSAT2Assessment v 2 SwdemSATZAssessment._Year
_DistBldg I % StudemSAT2Assessment DistrictiRN
o StudemSAT2Assessment.StatusName

% StudemSAT2Assessment TestDate

Equal Te
AssessmentTypeCode
AND With Mext Filter v
AssessmentTypeName —
Rirthrata |:| Group With Next Filter
o= Add == Add Formula ] Prompt For Value
SUMMARY

Year

District IRN
Status
Test Date

X MV X
X VX
v AW X
X AW X

v fx

The user-friendly filter names now display when a user runs the report.
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Security

Reporting defines multiple roles that determine the type of access accounts have to various
reporting features. Each role has preset site access and resource permissions that should not be
modified. However, you can create any number of additional roles with different resource
permissions based on the needs of your district. You must assign a role to all accounts to which
you want to grant access to Reporting. All roles are assigned in Studentinformation. For more
information about security, see the ProgressBook Studentinformation Security Guide.

For more information on Reporting security, refer to the appropriate topic:

e “Preset Account Roles”
e “Resource Permissions”

* “Creating Additional Roles”

Preset Account Roles

You can assign any role to an individual account, multiple accounts, or a group in

StudentInformation.

Reporting Account Roles in Studentinformation

ITC-Level Role

Abilities

AH-ITC Report Manager

Create and edit all report types
View and modify the contents of all report folders
Schedule and run all ITC- and district-level reports

District-Level Roles

Abilities

AH-Full Admin Report Manager

Create and edit all report types
View and modify the contents of all district-level report folders
Schedule and run all district-level reports

AH-Full Admin Report Writer

Create and edit all report types
View the contents of all district-level report folders
Schedule and run all district-level reports

AH-Full Report Writer

Create and edit all report types
View the contents of all non-admin district-level report folders
Schedule and run all non-admin district-level reports

AH-Full Admin Viewer

View the contents of all district-level report folders
Run all district-level reports

AH-Full Viewer

View the contents of all non-admin district-level report folders
Run all non-admin district level reports

Folder-Specific Roles

Abilities

AH-Scheduler

Create and edit all report types
Schedule reports to which the account has access

AH-Vendor Extracts Admin
Viewer

Create and edit all report types
Run all reports within the Vendor Extracts folder

34
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ITC-Level Role Abilities

 Create and edit all report types

AH-Vendor Extracts Vi
endor Extracts Viewer * Run all non-admin reports within the Vendor Extracts folder

* Run all reports within the specified folder name (i.e., Assessment,
AH-[folder name] Admin Viewer | Attendance, Discipline, Eligibility, EMIS, Fees, Marks, Medical,
Scheduling, School, Staff, Student, and Year End)

* Run all non-admin reports within the specified folder name (i.e.,
Assessment, Attendance, Discipline, District Shared, Eligibility,
EMIS, Fees, Marks, Medical, Scheduling, School, Staff, Student, and
Year End)

AH-[folder name] Viewer

For more information on account roles, refer to the appropriate topic:

» “Assigning a Role to an Individual Account”
*  “Bulk Assigning a Role to Accounts”

Assigning a Role to an Individual Account
Navigation: Studentinformation > Management > Security > View Accounts

1. On the View Accounts screen, enter information in any of the search fields to find the
account to which you want to assign a Reporting role.

2. Click Search.

View Accounts

Last Name: | | FirstName: | |

Email Address: | |

Username: | | Domain: | V|

Administrative School:| All Schools ~| Defautt schoo| v

Active:

New Account

3. In the results grid that displays, in the row of the appropriate account, click #".

Domain Username First Name | Last Name a Email Administrative School Default School Account Type Active
& ProgressBook testab testa testb testa@email.com Test School District Test School District ProgressBook ®
T & ProgressBook atestuser A TestUser atestuser@email.com Test School District Test Middle School ProgressBook [ ]

The user record screen Account tab displays.
4. On the bottom half of the screen, click the Roles tab.
5. In the School drop-down list, select All Buildings.

Note: Although the role is assigned at the All Buildings level, Reporting is
available to users only at the district(s) to which they have access.
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6. In the Role drop-down list, select the corresponding role that grants the access needed.

Note: It is recommended that you assign only 1 Reporting role to an account.
Assign the highest level role that best suits the account, or create your own.

7. Click Add Role.

The new role and its corresponding school display in the grid.

Roles Groups Impersonations Reset Password
School Role 7
All Buildings ~ AH-Discipline Viewer v Add Role
School Role Actions
All Buildings AH-Assessment Viewer il

Note: To remove a role from an account, in the row of the role you want to

) -l
remove, click M.

Bulk Assigning a Role to Accounts
Navigation: Studentinformation > Management > Security > Assign Role to Accounts

1. On the Assign Role to Accounts screen, in the School drop-down list, select All
Buildings.

Note: Although the role is assigned at the All Buildings level, Reporting is
available to users only at the district(s) to which they have access.

2. In the Role drop-down list, select the role you want to assign to multiple accounts.

Note: It is recommended that you assign only 1 Reporting role to an account.
Assign the highest level role that best suits the account, or create your own.

3. In any of the following fields, enter or select search criteria to locate the account(s).

¢ Inthe Last Name, First Name, Email Address, and Username fields, enter a partial
or full value by which to search.

Note: Use * as a wildcard before, after, or in between keywords to narrow
your search results. The search is not case sensitive.

* Domain — Select the domain associated with the account(s) for which you are
searching.

« Administrative School — Select the administrative school associated with the
account(s) for which you are searching.

» Default School — Select the default school associated with the account(s) for which
you are searching.
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4. Click Search.

Assign Role To Accounts

ISChool:"| All Buildings Q
[Rme:’r |AH-Assessment Viewer v

‘ First Name: ‘ |

Last Name: |

Email Address: | \

ive School: All Schools ~| Default school:

Username: |

Administ

A dual listbox of account usernames whose information matches your search criteria
displays.

5. In the Available listbox on the left, select the accounts to which you wish to assign the
selected role, then click =# to move them to the Assigned listbox on the right. (You can
hold down CTRL or SHIFT to make multiple selections and use any of the arrows icon to
move accounts between the 2 listboxes.)

6. Click Save Assigned Accounts.

Available Assigned Accounts Assigned Role at a Higher Level
sadeviest Domain Username

pbtest

wstr_luser .

gren test . There are no records to display

Save Assigned Accounts

A success message displays.

Resource Permissions
Navigation: Studentinformation > Management > Security > View Roles > Add New Role
button or View Details icon > Edit Resource Permission button

Resource permissions determine the privileges associated with each Reporting role. To access
these permissions, complete the following steps:

1. On the View Roles screen, in the School drop-down list, select All Buildings.

2. In the Role Name field, enter “AH-.” Then, click Search.
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The Reporting roles display.

View Roles

School:| All Schools

v | Role Name:| AH-

Add New Role

School Name Role

& W AllBuildings = AH-Assessment Admin Viewer
& T  AllBuildings = AH-Assessment Viewer
& T AllBuildings = AH-Attendance Admin Viewer
# T  AllBuidings = AH-Attendance Viewer
# T AllBuildings = AH-Discipline Admin Viewer
# T AllBuildings = AH-Discipline Viewer

Search

3. In the row of the role for which you want to see resource permissions, click #".

The Security - Role: [role name] screen displays.

4. Click Edit Resource Permissions.

Security - Role: AH-Full Admin Report Writer

Ashland Christian School District
ASHLAND CHRISTIAN SCHOOL
Ashland City Schools

Administrative School:| All Buildings v/

Role Name:" | AH-Full Admin Report Writer |

Available Assigned

TCCSATC - All Buildings &

Edit Sitemap Access

‘ Return To View Roles Page ‘

-
Edit Resource Permissions

The Edit Permissions for [role name] screen Reports tab displays with the resource

permissions for the selected role.

Reports MNotifications SpecialServices

* Reports

All Data Objects View : [l x
» Report Folders

View : V8l x

Create : x

Report Scheduler

» Report Types

Edit Permissions for AH-Full Admin Report Writer

: Update: [ v x

Save Permissions
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For more information on resource permissions, refer to the appropriate topic:

e “Access Settings”
* “Resource Permission Features”
* “Creating Additional Roles”

Access Settings

Reporting resource permissions display with up to 2 access settings in front of each node (View,
Update, and Create). The Reporting resources display alphabetically within each level of the
hierarchy. You can expand and collapse each node by clicking ¥ and +. Access for a node can
be toggled among Enabled, Disabled, and Neutral. You can also see hierarchical access for items
that are not expanded (Enabled below, Disabled below).

e Enabled — Indicates that the account with this role can access this resource and any
other resource nested below this node.

 Enabled below |; — Indicates that the account with this role can access at least one
resource nested below this node.

e Disabled n — Indicates that the account with this role cannot access this resource nor
any other resource below this node.

¢ Disabled below E| — Indicates that the account with this role cannot access at least one
resource nested below this node.

e Neutral ¥ * —Indicates that access is neither allowed nor restricted for this node.

Note: Once you have enabled or disabled access to particular features for a role,
be sure to click Save Permissions.

Resource Permission Features

Reporting resource permissions are composed of features that determine which reports the
account can access and what actions a user can take within the application.

All Data Objects — Controls whether the role can access all categories to create or edit reports,
even if they do not have access to any particular folder.

Report Folders — Controls whether the role can View all folders and their relevant categories for
creating custom reports; controls whether the role can Update the contents of all report folders
(i.e., save custom reports to the folders).
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[Folder name] — Controls whether the role can View the corresponding report folder (but not the
reports in the Admin subfolder) and its relevant categories for creating custom reports; controls
whether the role can Update the contents of the corresponding report folder (i.e., save custom
reports to the folder), but not reports in the Admin subfolder.

Note: The District Shared resource lets users within the district View and/or

Update the contents of the District Shared folder. Districts who wish to share
reports with specific users without granting them access to everything within a
folder can assign this resource.

[Folder name] (Admin) — Controls whether the role can View reports in the corresponding
Admin subfolder; controls whether the role can Update the contents of the corresponding Admin
subfolder (i.e., save custom reports to the subfolder).

Report Scheduler — Controls whether the role can schedule reports.
Report Types — Controls whether the role can create the following types of reports:
* Advanced Reports
¢ Chained Reports
e Crosstab Reports
* Express Reports
* Express Views

Creating Additional Roles

Navigation: Studentinformation > Management > Security > View Roles

You can create additional roles with unique resource permissions to fit the needs of your district.
To create a new Reporting role, complete the following steps:

1. On the View Roles screen, click Add New Role.

View Roles
School:| All Schools v| Role Name: |
Add New Role

The Security - Role screen displays.

2. In the Administrative School drop-down list, select the ITC, district, or school building
that should have access to edit the role.

3. In the Role Name field, enter a name.
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4. The Available and Assigned listboxes let you specify the buildings and/or districts to
which the role grants access. In the Available listbox on the left, select the school(s)

and/or district(s) to which the role should have access, then click =# to move them to the
Assigned listbox on the right. (You can hold down CTRL or SHIFT to make multiple
selections and use any of the arrow icons to move schools or districts between the 2
listboxes.)

Note: To deselect a location, click on the location, and then click #=. To deselect
all locations, click #&.

5. Click Save.
Security - Role

Administrative School:| All Buildings v/

Role Name:" |Examp|e Role |

Available Assigned

DEF School District ABC School District
GHI School District

JKL School District
IMNO School District

Save ‘ Save and New ‘

‘ Return To View Roles Page ‘

A success message displays and the screen title now displays as Security - Role: [role
name].

6. Click Edit Resource Permissions.
The Edit Resource Permissions for [role name] screen Reports tab displays.
7. Modify the resource permissions as desired (see “Resource Permissions”).

8. Click Save Permissions.

Edit Permissions for Example Role
Reports Notifications SpecialServices
* Reports

You can now assign this Reporting role to any account.
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