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CREATING A REPORT 
1. Starting from the Students tab, select a group of students and  

click Go. 
 

2. Click Make this a Report in the left navigation menu. 
 
3. Click Summary on the left, to edit your report summary. 

 
 
 

 
 
 

How to Create a Customized Report - Intermediate 

REFINING DATA-Comparison Report 
1. Click Refine Data Set in the  

left navigation bar. 
 

2. In the middle of the screen, click the link: Click 
here to further refine your data set. 
 

3. Click the filters on the left side of the page to 
narrow the list of Data Sets on the right. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 

 

 

 

4. Select the field with the data you want to 
limit your report by and click Next Step. 
 

 

 
 

5. Search for results by selecting the option, 
Use a comparison to other data within the 
system and click Next Step. 
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CHANGING FROM AN INDIVIDUAL STUDENT REPORT 
1. Go to the Reports tab and select an existing report. 

 
2. Click Summary on the left navigation. 

 
3. Select Summarized Group of Students. 

-change the title 
-click Save Changes 
 

4. Select the Data Set. 
 
 
 
 
 
 
 
 
 
 
 
 

5. Select the type of data to use for your summary groups and click Next 
Step. 

 

 

 

Note: Choosing Teachers will 
create a report summarized by 
Teacher. Choosing Schools will 
create a report summarized  
by School. 
 

6. Specify your search criteria for the second data set 
and click Next Step. 
 

7. Specify the secondary source of data by selecting 
the type of data you want to use in your  
comparison and click Next Step. 
 
 
 
 
 
 
 
 
 

8. Select the comparison you want to use between  
the different sets of data and click Next Step. 
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USING COMPLEX BOOLEAN LOGIC 
1. Choose MIXED (Complex Boolean Logic) from the 

Refine Set menu then, click Click here to further refine 
your data set. 
 

2. Follow the steps to specify the data you want to limit 
your report by. Continue to refine data to add more 
refinements to your report. 
 

3. Once you have included all of your refinements, click the 
Click here to edit your report logic link. 
 
 
 
 
 
 
 
 
 

4. Select the data that should be grouped together and  
click Go. 
 

5. Create more groups from the Logical Grouping area and 
choose the and or or operator. 
 

6. Choose your logical grouping and click Save Changes. 

 

 

 

 

Note: In the example below, the report shows 
the specific students who received a level 3 or 
below in the 06-07 Math and ELA CST. 
 

 


