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Accessing the Program

Logging On to InformationNOW Reporting Portal

To access the features of the InformationNOW Reporting Portal system, you must
first log on to the program.

Choose your Location from the drop-down list and then enter your Logon ID and
Password. This should be the same ID and password you use in STIOffice or
STIDistrict. If you are a member of the Admin Group in STIDistrict, you will have
administrative security access to InformationNOW.

Click the Logon button when you are ready.

Information NOW is a personalized reporting tool that | o ogian -
lets wou take control of all your educational data.

|(EI‘I?) My District j

« Efficient :

— Access pre-defined reports Lo

— Create your own reports ||

—Free up time by accessing data directlhy by
« Perzaonal |

— Teach InformationMOW once

— Let alerts tell you when something needs attention

— Choose your color scheme, it's all about YOI
= [ntelligent

— Put data to use in clear, concise reports . .

— Interpret data in infarmative charts and graphs STIQuick Clicks

= Accessible STl Assessiment

—Arcess your data anywhere through a browser
— Learn how through an easy-to-use interface

STl Student Information Systern
STl Special Ed Tracking Systerm

STl Professional Development

B0 SomEr: Teck ooy, I A1l RINE Resened

Logging Out

You may log out anytime during your session. To log out, simply click the logout
link located on the menu bar in the upper right corner of the screen.
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InformationNOW Reporting Portal
Overview

Features

The InformationNOW Reporting Portal provides instant access to the information
you need when you need it, without requiring multiple applications. Here are a few
of the features included with InformationNOW:

e The ability to choose the report you need most from a list of pre-
configured report templates. InformationNOW Reporting Portal
includes an easy-to-use report manager that lets you create customized
reports from the report templates.

e The ability to monitor activity with the Alert Manager. With this tool,
you can spot trends, from attendance to grades, before potential
problems arise.

e The ability to utilize STI applications automatically to access the
information you need.
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Graphical User Interface

The InformationNOW Reporting Portal operates within the Internet Explorer
browser (IE 6.0 or higher) environment. It’s as easy as visiting a favorite Web site.

After logging on to InformationNOW Reporting Portal, you are presented with the
main screen. All report management, alert management, preferences, help features
and the system logout is only one click away from this screen.

The screen is divided into three main sections. In the middle is your most used
report. This report refreshes each time you launch InformationNOW Reporting
Portal. On the left is the list of your preferred reports, created from the report
templates. The right side of the screen gives you instant access to any alerts you have

set up.

The look of the page may be configured to a variety of themes, including seasonal,
school colors, mascots and photos.

/ Information NOW - Microsoft Internet Explorer
J File Edit Wiew Favorites Tools  Help

=101 x|

L/
&

[Q=-©-HNR&A G

) s i 2} -
/ Search A Favorites {| o

L)

ﬁ ‘i‘“ H Address 3 a Go

&

Good Afternoon, VWILLIAM CLINT

Reports
1 My report
1 Perfect attendance

7 Demographics

Overall Attendance

11/28/2005 1:13:14 PM
Student # All | Teacher # All | Grade Level: All | Ethnicity: A

‘InformationNOW

Alerts Inbox
All Schools

7 Discipline School

7 Grade Dist Report

Group By: Group_Teacher

Type

B ALABAMA H S, TEST SCHOOL 2 (8358) Records: 218

B ALABAMA H.5 TEST SCHOOL 3 (7777)

ALABAMA MIDDLETEST SCHOOL

(5555

MWanage Reports. ..

Records: 218
Records: 24

IWanage Alerts. .

Total Recaords: 460

Report Parameters
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Installation Requirements

Minimum System Requirements

The components required for installation of InformationNOW Reporting Portal are:
o Internet Explorer 6.0 or higher
e |IS-Windows 2000 SP4 or higher
e .NET - Framework 1.1
e  SQL - server reporting services SP1 or higher
e MS reporting services
e The InformationNOW Reporting Portal application
e STl applications
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Setting Preferences

Preferences Screen

When you click the preferences link from the home page, the preferences page
will display, as shown below. From this page you may set up user information, select
theme options, assign code groups, set up report and alert preferences or allow and
restrict access to reports and alerts. These features are available within the
corresponding tabs onscreen.

e

Education Data Management Solutions

s
Tuesday, September 18, 2006
3:57 PM

Good Afternoon, George Washington

Usat Infarmation Theme Options Code Groups Report Administration Alert Administration Group Administration

User Information

Enter or change the information in the boxes below. Some of the values cannot be changed. Click Apply
to save the changes. The currently selected theme will also be saved

Birth Date

Ermail Address I

Main Page Photo | Browse...

Return to Main Screen”fi}

User Information Tab

Here you may personalize your interaction with InformationNOW Reporting Portal.
You may enter your birth date and your e-mail address, and you may also select the
home page photo that appears when you log on. Click the Browse button and search
your hard drive for the photo you wish to select.

After you’ve entered the information, click the Apply button. The next time you log
on, you will see your changes.
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Theme Options Tab

Click the Theme Options tab on the preferences page. You will be provided with a
list of themes to choose from to set up your InformationNOW Reporting Portal
background. Each theme also features a preview thumbnail that you may look at to
help you choose.

Good Aftemoon, George Washington

e
Tuesday, September 13, 2006
4105 P

-y v

o M

xmﬁ:;r'ma.torzﬂow A

#Avallable Themes
Holidays
L+ Easter
+ Ml
L+ Maroigras
Othrer
< Americana

E

Return to Makn Screon'li;

Step 1

In the Theme Options tab, click the plus (+) sign next to the theme to view the
thumbnail.

help | logout

Education Data Management Solutions

User Information

Tuesday, September 19, 2006
409 PM
Good Afterncon, George Washington

Theme Optiong

Code Groups Report Administration Alert Adrinistration Group Administration

Available Themes

Holidays
L Easter
The holiday Eagter theme.

L+ Halloween
L+ Mardigras

Other
L+ Americana

Apply

o
Return to Main Screen”f(.}
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Step 2

When you find the theme you want, click the Load link next to it and your new
background theme will appear on your Web pages.

Education Data Management Solutions

Tuesday, Septernber 19, 2006
4:12 PW

Y InformationNOW 3

Good Afternoon, George Washington

User Information Theme Options Code Groups Report Administration Alert Administration Group Administration

Available Themes

Holidays
L Easter Load
The holiday Easter theme

L+ Halloween

L+ Mardigras

Cther
L+ Americana Load

Apply

1)
Return to Main Screen”f.,

Note: Contact STI Professional Services for information about adding custom
themes.
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Code Groups Tab

On this tab, you may assign available codes to groups. Groups may be used as
selection parameters for report and alert templates. You may also create new groups
and assign codes to them. In the example shown below, a new group was created and
two codes were added to the group:

Education Data Management Solutions

Tuesday, September 19, 2006
4:26 P

Good Afternoon, George Washington

Uzer Information Theme Cptions Code Groups Report Administration Alert Administration Group Administration
Code Type ~ [Schools =l
Awvailable Codes Schools Groups
L O |Emer group narne here and click Save Save
{05 CONNER HIGH SCHOOL 0o [E—
(020) KENTUCKY ELEMEMTARY TEST SCH a
[030) KENTUCKY MIDDLE TEST SCH 020 Hemove
{0103 KEMTUCKY TEST SCHOOL 0z Rernove
{170) SOUTHERN ELEMENTARY o4 emove
170 Remove

Create New Group = | Add to Selected Groups = |

Return to Main Screen
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Report Administration Tab

This tab is only available for InformationNOW Reporting Portal administrators.
Select this tab to load custom reports and to manage rights to access reports. For
custom reports, you may use MS Reporting Services or you may choose to link to
custom URL’s. You may also enable or disable the viewing of custom reports as
templates.

| help | logout

Education Data Management Solutions

Tuesday, Septernber 13, 2008
4:30 PM

Good Afternoon, George Washington

User Information Theme Options Code Groups Report Administration Alert Administration Group Administration

Report Category - | Student =
« Reporting Services " Cugtomn URL Report Type : [#ttzndance/membership =
Load Reporting Services Report Available Reports Yisible
[ | AttendanceMembership
L4 Student Perfect Attendance Graph ¥ hanace Rights...
Repr0 M1 Student Course Count L, Attendance Listing ¥  Manade Rights...
L Entrynnithdrawal Listing ¥ danage Rights...
Ly Student ADAADN Graph ¥ Manage Rights

Marne
|Enter name here

Cescription

1)
Return to Main Screen'

Clicking on Manage Rights on the right side of any available report will cause the
Group Rights Management popup screen to appear.
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7 Group Rights Management - Microsoft Internet Explorer _1al x|
I _. & -
Qﬁack - \\_) - Ij @ _I\J | /.\JSearch \;:( Favorites @Media {_‘}| " ""
- =
) .
« InformationNOW
Student Perfect Attendance Graph
Repart
District Security Groups  Allow Access School Security Groups Allow Access
L4+ ADMIN = L+ KENTUCKY TEST SCHOOL (010)
CLERKS ¥ L+ KENTUCKY ELEMENTARY TEST SCH (020)
L+ SCHOOLS 4 Ly KENTUCKY MIDDLE TEST SCH (030)
L+ CONNER HIGH SCHOOL (045)
L+ SOUTHERN ELEMENTARY (170}
Apply Close
=
[&] Done [ [ N3 iocalintranst =

The Administrator may allow or deny access to a particular report by checking or
unchecking the Allow Access box next to the appropriate security group. All users in
the district or school security group will be allowed or denied access to this report
based on this action.
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Alert Administration Tab

This tab is only available for InformationNOW Reporting Portal administrators.
Select this tab to enable or disable the viewing of alert templates and to manage
rights to specific alerts. You may also set up a schedule for running the templates on
a system-wide basis.

| help | logout

Education Data Management Solutions

Tuesday, Septermnber 18, 2008
4:36 PM

Good Afternoon, George Washington

User Information Theme Options Code Groups Report Administration Alert Administration Group Administration

=]

Alert Category - [Student

Alerts Wisible Scheduling
AttendanceMembership Alerts run every 24 hours
L+ Attendance ¥ Wanage Rights... Start running
Ly ADAJADM ¥ Manage Rights... alerts at 07:00 AM
Discipline
L+ Discipline [ Manage Rights...
General
L+ Student Birthdays ¥ Manage Rights...
L+ Eligibility [ Manage Rights...

GradesMarks/Assessment

L+ Grades Manage Rights...

Return to Main Screen”f{)

Clicking on Manage Rights to the right of any alert will cause the Group Rights
Management popup screen to appear.
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7 Group Rights Management - Microsoft Internet Explorer o] x|
[ - n @
Qe - € - [¢] 12 @0 ‘ ) seach 5 ¢ Favorites @ Media (2] i "_.’
an =l
(17
« InformationNOW
Attendance
Alert
District Security Groups  Allow Access School Security Groups Allowy Access
L+ ADMIN ¥ L+ KENTUCKY TEST SCHOOL (010)
CLERKS = L+ KEMTUCKY ELEMENTARY TEST SCH (020)
ks SCHOOLS & L+ KENTUCKY MIDDLE TEST SCH (030)
L+ CONNER HIGH SCHOOL (045)
L+ SOUTHERN ELEMEMTARY (170)
Apphy Close
]
&) Done [ [ N3 Llocalintranet 7

The Administrator may allow or deny access to a particular alert by checking the
Allow Access box next to the appropriate security group. All users in the district or
school security group will be allowed or denied access to this alert based on this
action.
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Group Administration Tab

This tab is only available for InformationNOW Reporting Portal administrators.
Select this tab to restrict or allow access to InformationNOW Reporting Portal by
other security groups. The Admin District security group always has access to
InformationNOW.

| help | logout

Education Data Management Solutions

Tuesday, September 19, 2006
4:40 P

Good Afternoon, George Washington

User Infarmation Theme Options Code Groups Repott Administration Alert Administration Group Administration

District Security Groups  Allow Access School Security Groups Allow Access _cheskan |

WRMORGAN

L ADMIN =4 Manase Group . L KENTUCKY TEST SCHOOL (010)
@Cf%@ L+ KENTUCKY ELEMENTARY TEST SCH (020)
ron

L CLERKS - — Ly KENTUCKY MIDDLE TEST SCH (030)
norecord L CONNER HIGH SCHOOL (045)

L. SCHOOLS [T Manage Group.. L+ SOUTHERN ELEMENTARY (170)

Apply

1)
Return to Main Screen”f}

Click the + sign in the District security groups to view a drop-down list of users in
that security group. Checking the check box next to a group will allow all member
of that group to have access to InformationNOW.

Click the + sign in the School security groups to view a drop-down list of teacher
groups for that school. School security groups are established by the teacher types in
the TEA table. Checking the box next to a group will allow all member of that group
to have access to InformationNOW. The Check All button to the right of the Allow
Access field will select all school security groups for access privileges.

Click the Apply button to save changes.

Clicking on the Manage Group link beside any group in either District security
groups or School security groups will cause the Manage Groups popup screen to be
displayed. Manage Groups allows the administrator to define parameters and set
display options for users in the selected security group.
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; Group Parameter Management - Microsoft Internet Explorer =0 5[

»
OBack - ;/l v |_L| |EL| _:\J|/-\‘Search ‘-j'\';’Favontes @Med\a f‘? = @ ) ."."

‘E‘? InformationNOW

STIDistrict Administrator Group (ADMIN)

(052

Parameters Al

L Adequate Yearly Progress (AYFP) rd
Ethnicity
LEFP
Migrant
Code 504
Frimary Language
Gendar
Is Irnrmigrant
15 Homeless
Is Vacational
15 Gifled
L4 Socioeconomic Status (SES) Il

L+ Special Education (Special Ed) W~

Display Options

Stucient Mumber | User Spacified

L L]

Teacher Number ; |UserSpeciﬁed

Apply | Close

|
[&] pene [ | 83 Local intranet 4

Parameters are set in pre-defined parameter groups. Click the + sign next to a
parameter group to see a drop-down list of parameters belonging to that group.
Checking the check box next to a group will allow that group access to that particular
parameter.

If Allow is not checked, the users in that group will see an Access Restricted message
next to each parameter on any report or alert that is run using those parameters. That
parameter will be unavailable to those users for filtering records.

Display Options set the field(s) a user is allowed to see on a report or alert. The
Administrator selects one of the following options from the drop-down list:

e None: Prevents that item from displaying in reports or alerts for users
in that security group.

e  User Specified: Allows users to pick any available options when they
run an alert or report.

e Other options: Allows only the chosen field to be displayed on the
report or alert for that security group.

Click the Apply button to save changes.
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Managing Reports

Manage Reports Screen

From the main screen of InformationNOW Reporting Portal, click the Manage
Reports link. The screen shown below will open.

| help | logout

Eduecation Data Management Solutions

Tuesday, September 19, 2006
5:08 PM

Good Afternoon, George Washington

Available Reporis Loaded Reporis

Group - | Student Report Name Sort Order  Remove

Attendance/Membership Listing
L+ Aftendance Listing L+ Owerall Attendance Remaove
L+ Entryfwithdrawal Listing
L+ Student Perfect Attendance Graph
L+ Student ADASADM Graph

Ly withclrawn Remove

Demographics

L+ Student Demographics Analysis Matrix
Discipline

L+ student Discipline Incidents Graph

L+ Discipline Listing

Lt Student Discipline Summary Count
GradesiMarks/Assessment

L+ student Graces Distribution Matrix
Listing

L+ Student Birthday Listing

L+ Student Listing
Scheduling/Courses

Lt Student Course Count Matrix

1)
Return to Main Screen”ff;

On the left side you will see the list of Available Reports templates. These are
standard report templates that have been pre-loaded into InformationNOW Reporting
Portal. The templates are grouped for student reports or for teacher reports. Select
each group from the drop-down list. On the right side of the screen are the Loaded
Reports instances. After you load one of the Available Reports templates, you will
then rename the report with an instance name. For example, the Student Attendance
Listing report could be given the new instance name of Overall Attendance.

Selecting and Creating Report Instances

Follow the steps below to select and create Report Instances.

Step 1

In the Available Reports list, select the report you wish to configure.
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Step 2

The report window opens. Enter the new Instance Name for your new report. The
Instance Name has a maximum length of 50 characters. Each report will have a
standard set of parameters that you may customize for your report instance. Each
report will also have a set of specific parameters that you may select for your new
report instance. These parameters are listed below the Instance Name.

Note: Not all parameters shown below are included for every report.

/A Report Parameters - Microsoft Internet Explorer ol x|
»
etk - - |_L| |EL| ;] | /.-“Search \f'\}_’ Favarites @Med\a £4 - i @ ""
A o7 TorvrToT e w - =
Student Discipline Summary Count
This report shows the infraction or disposition summary count information for a particular
school (or schools) by code
Instance Mame Enter instance name here
Schaool [an =]
Discipline Type [Infraction =]
Date From : 0532004 T2 toaay|
Date To 05252006 (72 todsy
Infraction : |A|| j
Disposition © [an |
Student : |Al |
Homeroom Teacher IA” =
Grade Level |A|| j
Ethnicity [an =]
LunchCode [an =]
LEP [an =]
Gender |A” =l
Include Special Ed o
Include withdrawn I
Include Inactive r
Expand Al Groups I
Export Type Report “iewer - Preview | Save | Close I
|&] bone [ N3 Localintranet 4

Step 3

Select the Export Type from the drop-down list and click the Preview button. From
the drop-down list, you may select a variety of formats including:

e Report Viewer

e HTML 3.2 (1996 standard)

o PDF (Adobe Acrobat’s Portable Document Format)

e HTML OWC (Microsoft Office Web Components)

e CSV (Comma Separated Value file format)

e HTML 4.0 (1999 standard)

e MHTML (MIME encapsulation of aggregate HTML documents)
e Image

e XML (Extensible Markup Language)
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Step 4

After you are satisfied with your report parameters, click the Save button and then
click Close. When you refresh the Manage Report screen (by pressing the F5 key),
you should see your new report instance on the loaded reports list.

Selecting the Sort Order of the Report Instances

To select the Sort Order of the reports that are listed on the home page of
InformationNOW Reporting Portal, simply assign the priority of your loaded reports
to 1, 2, 3, etc. When you navigate back to the home page, your reports will be listed
in the sort order you selected. The report assigned with the autoload value will
display in the center section of the home page. You may select up to 15 reports for

sorting.
Loaded Reports

Report Mame Sort Order  Remove
AttendanceMembership

Ly ADAADM Report |NDHE 'l Rernove
Listing

Ly Overall Attendance |None v| Remove

Ly withdrawn |2 'l Remave
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Managing Alerts

Alerts Inbox

The Alerts Inbox is displayed on the right side of the home page. To set up and
manage the alerts that appear, click the Manage Alerts link.

/Z} Information NOW - Microsoft Internet Enplorer 1ol x|
J File Edt “iew Favorites Tools Help |JAddress| .',' |

Good Afternoon, TEST DISTRICT

Reports Attendance Report Alerts Inbox

All Schools

Drop out report 1] Football
11/28/2005 3:20:19 PM

BT MR Student # All | Teacher # All | Grade Level: All | Ethnicity: Al

gun summary

discipline listing School

TNV TR = T

Group By Code Type

HALABAMA H .5 TEST SCHOOL 2 (3858) Records: 218
B ALABAMA H.S TEST SCHOOL 3 (77771 Records: 218

ALABAMA MIDDLETEST SCHOOL Records: 24

(5555
MWanage Reports Wanage Alerts. .
Total Records: 460

Report Parameters
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Manage Alerts Screen

From the main screen of InformationNOW Reporting Portal, click the Manage
Alerts link. The screen shown below will open.

| help | logout

Education Data Management Solutions

Tuesday, September 19, 2006
5:23 PM

Good Afternoon, George Washington

Available Alerts

Group : [Student =l Alert Name

Attendance/Membership General

Ly attendance Load L4 Enter instance name here asdf

L— ADAADM Load...
The ADARDM Alert allows a threshald to be set that will
trigger when the Percent Aftended drops below a
specific percentage. The alert can be setto aggregate
the ADAADM at different levels such as district, school
and student.
Discipline
L+ Discipline
General
L+ Student Birthdays
L+ Eligitaility
GradesMarks/Assessment
L+ Grades

Loaded Alerts

Remaove  Active

Remove F

"
Return to Main Screenfi}

On the left side, you will see the list of Available Alerts templates, grouped by
Student or by Teacher (whichever is selected in the Group drop-down list). On the
right side of the screen are the alert instances that have been loaded from the alert
templates. Here you may either Remove the alerts or enable/disable the alerts (by
checking or un-checking the Active box).

Fall 2006 STI InformationNOW Reporting Portal
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Selecting and Creating Alert Instances

Step 1

In the Available Alerts list, select the alert to configure.

Step 2

The alert window will open. From this screen, you may create a new instance of the
alert by entering a new Instance Name. The Instance Name has a maximum length of
50 characters. You may set up the alert parameters by using the drop-down lists,
option buttons and checkboxes available below. When the parameters have been set,
test and run the alert.

Note: Not all parameters shown below are included for every Alert.

3 Alert Parameters - Microsoft Internet Explorer

ek - ) - |_L| |§| 7;‘1 | /-75earch \j‘\:‘f Favorites (@} Medlia €?|

e @' .f’:

o -
f:@‘- InformationNOW
Attendance
The Attendance Alert allows users to set thresholds of attendance, consecutive ar curmulative,
that if metwill trigoer the alert, with an option to include excused aksences.
Instance Name Enter instance name here Is Active :
Expires : Motification hethods
@ Never I Alerts Panel Message
 End of Schoal Year [~ Email To |
con: foseszine T redar Subject Line © [Alert Attendance has been triggered
School © [aur =]
Stucent [ =
Date From : 0532004 (7 Taas|
Date Tri© 05252006 (2 Taday|
Query Type |Cumu\atwe |
Number of Absences »= o
Include Excused Absences -
Gender : |A\| j
Grade Level |A\| j
Ethnicity : [a |
Lunch Code [an =]
LEP [ =
Include Special Ed I
Include Withdrawn I
Include Inactive -
Test Save Close |
4 |L|LI
&) Done [T N3iocalintranet 4
Step 3
Click the Save button and then click Close. When you refresh the Manage Alerts
screen (by pressing the F5 key), you should see your new alert instance on the
Loaded Alerts list.
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