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Introduction

Welcome to the iSTEEP Comprehensive User's Manual! The purpose of this manual is to guide
professionals to use all major features of the STEEP data system.  Specific instructions and
graphics have been provided to help guide users step by step through each of the databases
available features.

Once logged in, the STEEP database is designed around a menu that is located on the left hand
side of the screen (see below).

The Quick Links table is also available on the main screen for the "Most Frequently" used
functions (see below). Users may access features using either the menu on the left or the quick
links on the right.

Organization of this Guide

This guide is organized to guide professionals sequentially through the data system as they will
normally engage in the RTI process.  Hence, the guide begins with entering students into the
system, moving on to entering scores, getting graphs, setting up intervention and progress
monitoring data and concludes with exporting data.
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Importing Rosters Help Guide

Welcome to the iSTEEP importing rosters help guide.  There are 3 steps we will review to help
guide you as you setup your school or districts database to help insure you receive the most
out of your data.

STEP 1: Preparing Your Excel File

Rosters are imported into the STEEP database through an Excel CSV file.   Setting up your rosters so that
students can be easily found once within the system and scores can be quickly entered is very crucial.

Important notes regarding the file:

 Required Fields
 Student First Name
 Student Last Name
 Class Grade
 Teacher First Name
 Teacher Last Name
 Class Name (Typically teacher last name and grade)

 Each field must be in separate columns
 Optional Fields such as ethnicity, gender, special education status, free/reduced lunch status,

student ID (only if ID is unique for entire district), etc., can also be imported.  If not done at the
time of importing, this information can be manually entered.

 No  commas are allowed in the file (i.e. Smith, Jr)
 Recommend keeping class sizes (which is broken down by Class Name in the excel file) to

approximately 30-40 students.

STEP 1
Preparation of

Excel File

STEP 2
Importing

Rosters

STEP 3
Check

Database
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STEEP Codes
All data systems use codes but the codes may differ from one system to another.  For example in most
cases, the code for the student's grade level is the number of his/her grade (i.e., 5 is fifth grade).
However, the code for Kdg is 14 in the STEEP system and your system may use K or 0 for Kdg.  When you
import, you must use the codes iSTEEP uses for anything you import.

**These codes can be found in the STEEP database on the import page.

** Before importing it is important to think first about how you will use the data system.**

Elementary Class Name Recommendations

In elementary, class naming is usually easy.  There is one teacher who has students assigned to him or
her.  The STEEP assessment(s) will be conducted in that teachers classroom so we recommend
organizing student names by homeroom teacher.  At minimum, teachers last name and grade should be
included as the class name.   Column F in the excel file above is an example of class name using this
method.

Secondary Roster Recommendations

In secondary schools, it is also best to have one primary teacher, such as the homeroom teacher, where
all assessment(s) will  take place.  This makes data entry later on easier.  You will pull up the homeroom
teacher and see all the students who were assessed together.

In some cases, students may get a math assessment in their math class and a reading assessment in
their reading class.  If so, ISTEEP permits you to import up to two teachers.
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IMPORTANT: Do not use student ID numbers if you are importing a student into two teachers classes.
Only the second instance of the student will be imported.

Example of required Excel format

IMPORTANT: We recommended uploading no more than 400-450 students at a time.  If your roster is
larger than 400-450 students, it is suggested to break the file up into multiple files.  Uploading several
small files will take less time than uploading one large file.

SAVE
Once your file is complete, save your file as an Excel  CSV file.

Your File is Now Complete and Ready to Import!
Please contact us at support@isteep.com for any questions/concerns prior to importing.
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STEP 2: Importing Rosters

IMPORTANT
Only import if you are an intermediate/advanced computer user and PATIENT.

Double check your CSV file to insure the following

 File does not contain any commas
 Does the file have all the required information
 If you are importing a student ID number, it is unique for the entire district and only one

teacher per student is being imported

Accessing Import portal in STEEP Database

Once in the database, select the following menu items:

 Administrative Menu
 Import and Export Information
 Import Students and Teachers
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Select District, School and Term from the drop down menus.  Click Browse to locate the CSV file and
select Upload.  See below.

Next, you will see a screen similar to the image below.  Uncheck any ROWS that are NOT needed.  Use
drop down arrows to identify each COLUMN. If a column is not needed, leave as "Ignore".

Scroll down and Click Apply.

Review the imported information to insure accuracy. Click IMPORT.

Check this box to check STEEP
codes in the system.
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After you Click Import, the system provides feedback on progress (on most computers).

BE PATIENT!  This process may require a long time (over 1 hour for large files or slow connections).  Do
not exit or close your browser until you are sure the upload is complete.

Browsers can get disconnected from our server and not "know" it.  If so, it can appear your import is
going on forever.  To conduct detailed check of import progress, proceed to step 3 using a SECOND
computer to check.

To  perform a check on the database to insure your import is complete, please proceed to STEP 3.
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STEP 3: Check Database

Browsers can get disconnected from the STEEP server and not "know " it.  If so, it can appear your
import is going on forever.  To conduct a detailed check of import progress, use a SECOND computer to
check.

Checking Import

From a second computer, select the following menu items:

 Administrative Menu
 Get Lists and Rosters
 Teacher Lists
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Select District, School and Term from the drop down menus.  Grade can be left as "All Grades".  Select
the circle option "Grades and #of Students Assigned to Each Teacher".  Click "Show Report".  See below.

Teacher lists will tell you which teachers have been imported and how many students are imported from
each class.  iSTEEP imports your list of students starting with the first student in the excel file proceeding
to the last.  If the last student listed on the excel sheet is on the list, then the import is complete and you
can close your browser.  If the last student is not on the list, then allow more time and check later.

Confirmation of Completed Import

When importing is complete you will receive the following message in your browser.  You may need to
scroll down to view.

If you are unable to confirm that all students were imported, this likely means that some but not all
students were imported.  You must determine the last student that imported and then import the
remaining students. Do not import all students a second time.  This will create duplicate students.
Since students are imported in the order in which they appear on the spreadsheet it is relatively simple
to determine the last student imported.  Once you find that student, create a new spread sheet
containing ONLY those students who were not imported.
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Typically by following the guidelines and not importing more than 400-450 students, following
instructions, and being patient, all students will be imported without difficulty.

Errors

Errors may include:

 Error on Line XX
 Timeout occurred

IMPORTANT: If an error occurs contact iSTEEP at support@isteep.com.  DO NOT import a second time.
This can cause duplicate names and cost you time.  Let iSTEEP review and advise you on how to
proceed.

If all students are entered without errors you are finished.  Congratulations!
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Manual Data Entry

Entering Teachers

Once in the database, select the following menu items:

 Enter District-School-Teacher Info
 Add/Edit Teacher/Class Info
 Add/Edit Teachers

Click, Add New.  Enter Teacher First Name and Teacher Last. Click "Save/Done".  If additional
teachers need to be entered, click "Save/Next".

NOTE: Middle name, as well as, Login Information are optional fields and not required to enter
a new teachers.  Teacher logins give access to teachers to only access information on their
classes.  Logins must be unique to the ENTIRE STEEP system.
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Editing Teachers

Once in the database, select the following menu items:

 Enter District-School-Teacher Info
 Add/Edit Teacher/Class Info
 Add/Edit Teachers

Click, the "Edit" button in the row of the teacher to be edited.  Make any corrections needed.

IMPORTANT: Login information is not initially required to enter a new teacher.  After editing
and attempting to save a teacher, you may get an error message that the user already exists.  If
so, repeat the edit and this time add a login and password for the teacher. It can be anything,
but must be unique to the ENTIRE STEEP database.

Click, "Save/Done"



13

Deleting Teachers

Once in the database, select the following menu items:

 Enter District-School-Teacher Info
 Add/Edit Teacher/Class Info
 Add/Edit Teachers

Click, the "Delete" button in the row of the teacher to be deleted.

IMPORTANT: A teacher cannot be deleted without the classes and students under that teacher
being deleted first.  Please view the "Deleting Classes" and "Deleting Students" sections of this
manual.
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Teacher Logins and Passwords

Once in the database, select the following menu items:

 Enter District-School-Teacher Info
 Add/Edit Teacher/Class Info
 Add/Edit Teachers

If it is a new teacher being entered, follow the "Enter Teachers" section of this manual and for
existing teachers in the system, follow the "Edit Teachers" section of this manual.  Enter a login
ID and password for the selected teacher.

IMPORTANT: Login ID's are universal throughout the STEEP Database and not to just one
particular school or district.  If the system says the login ID already exists, please choose a more
specific login (i.e., instead of jsmith choose jsmith2030).

Click, Save/Done.
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What is a Class?

A class is a way of grouping students under a specific teacher.  For example, one teacher may
have 3 classes (i.e., Period 1, Period 2, Period 5).  Every teacher must have at least one class for
students to be classified under.

For example, the image below shows that Helen Baker teaches KDG, but has two sections, 1A
and 1B.  By adding two classes, Baker - 1A and Baker - 1B, under Helen Baker, her students can
be added to their appropriate sections.
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Adding a Class

Once in the database, select the following menu items:

 Enter District-School-Teacher Info
 Add/Edit Teacher/Class Info
 Add/Edit Classes

Select, term and teacher.  Click "Add New"
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Enter Class Name and select grade level.  Click "Save".

Recommendation: For class names, recommendation is to name the class Teacher Last
Name and Grade (i.e., Smith 7th or Smith Period 1, 7th).
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Editing/Changing a Class

Once in the database, select the following menu items:

 Enter District-School-Teacher Info
 Add/Edit Teacher/Class Info
 Add/Edit Classes

Indicate the school, term and class that needs to be changed.

For example, let's say that Ben Davis' class, Davis 2nd, needs to be changed to BDavis 2nd. Click
in the "Name" field and delete the current name, Davis 2nd and enter the new name of BDavis
2nd.  If the grade needs to be changed, select  the new grade from the drop down menu and
click "Save"
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Deleting a Class

Once in the database, select the following menu items:

 Enter District-School-Teacher Info
 Add/Edit Teacher/Class Info
 Add/Edit Classes

NOTE: Before deleting a class, all assessments must
be deleted and all students must be unassigned.

Indicate the school, term, teacher that the class to be deleted is located under.  If there are any
students assigned to the class, use the "Un-assign Student" function on the right.  Select the
"Delete" button.  The class has now been deleted.

NOTE: A teacher cannot be deleted without classes and students under that teacher being
deleted first.

Error Message: If an error message appears, check that all assessments and students have been
deleted from the class.  See section of manual on deleting assessments.
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Entering Students

NOTE: There are TWO ways of manually entering students into the system.

Option 1
Once in the database, select the following menu items:

 Enter Students
 Add/Change Names

Select term, teacher and class. Enter Student Last Name, Student First Name, Student Middle
Name (optional). Click, "Save".  If you wish to enter demographic information or Student ID,
click "Details".
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Option 2
Once in the database, select the following menu items:

 Enter District-School-Teacher Info
 Add/Edit Teacher/Class Info
 Add/Edit Classes

Select term, teacher and class.  Click "Add/Edit Students".
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Select term, teacher and class. Click, "Add New". Enter student first and last name. Click
"Save/Done" or "Save/Next" to move on to the next student.
Optional: Enter demographic and Student ID information. Click, "Save".
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Editing/Changing Students

NOTE: There are TWO ways of manually editing students in the system.

Option 1
Once in the database, select the following menu items:

 Enter Students
 Add/Change Names

Indicate teacher, term and class of the student(s) to be edited.  Place the cursor in the box of
the student to be changed.

Enter changes. Click "Save".
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Option 2
Once in the database, select the following menu items:

 Enter District-School-Teacher Info
 Add/Edit Teacher/Class Info
 Add/Edit Classes

Select term, teacher and class.  Click "Add/Edit Students".
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Click, "Edit".
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Deleting Students

NOTE: Before deleting a student, all assessment scores must be deleted.

Option 1
Once in the database, select the following menu items:

 Enter Students
 Add/Change Names

Indicate teacher, term and class of the student(s) to be deleted. Click "Delete" in the row of
the selected student.
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Option 2
Once in the database, select the following menu items:

 Enter District-School-Teacher Info
 Add/Edit Teacher/Class Info
 Add/Edit Classes

Select term, teacher and class.  Click "Add/Edit Students".
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Click, "Delete".
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Adding/Changing Student Demographics and Student ID's

Option 1
Once in the database, select the following menu items:

 Enter Students
 Add/Change Names

Indicate teacher, term and class of the student(s) to be edited. Click "Details" in the row of the
selected student.



30

Enter, student ID or other optional subgroup information.
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Option 2
Once in the database, select the following menu items:

 Enter District-School-Teacher Info
 Add/Edit Teacher/Class Info
 Add/Edit Classes

Select term, teacher and class.  Click "Add/Edit Students".
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Indicate term, teacher and class of the student(s) to be edited. Click "Edit" in the row of the
selected student.
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Entering Scores

Once in the database, select the following menu items:

 Enter Scores
 Enter/Edit Scores

Select term, teacher and class. Next, select the Subject, Skill, Grade Level and Date.

IMPORTANT: Be sure to select the appropriate assessment information from the drop down
menus.  If the wrong assessment is entered, this can easily be edited.  View the Editing
Assessment section of this manual. Some subjects such as DIBELS must be requested from
iSTEEP if they are not listed.  Email support@isteep.com.
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Enter the scores for each student. Click, "Save".

ABSENT STUDENTS: For students that are absent on the day of screening, be sure to select the
ORIGINAL ASSESSMENT DATE from the calendar when entering the make-up score.  This will
place the absent students score on the SAME graph as the rest of the graph.  Having a separate
date will place the absent students score on a separate graph.
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Editing Scores

NOTE: This function is mainly used for correcting typos of student scores that were entered
incorrectly.  Multiple student scores can be edited at once.

Once in the database, select the following menu items:

 Enter Scores
 Enter/Edit Scores

Select term, teacher and class. Next, select the Subject, Skill, Grade Level and Date of the
original assessment entered.

IMPORTANT: Be sure to select the ORIGINAL DATE the assessment was entered, otherwise the
scores will not pull up.
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Click in each of the boxes of students scores that need to be edited and type in the correct
score. Click, "Save".
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Deleting Scores

Once in the database, select the following menu items:

 Enter Scores
 Enter/Edit Scores

Select term, teacher and class. Next, select the Subject, Skill, Grade Level and Date of the
original assessment entered.

IMPORTANT: Be sure to select the ORIGINAL DATE the assessment was entered, otherwise the
scores will not pull up.
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Place the cursor in the box of the student score to be deleted.  Delete the score so that the box
is empty. Click, "Save".

NOTE: Multiple students' scores can be deleted at once.
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Editing Class Wide Assessments

Once in the database, select the following menu items:

 Enter Scores
 Edit Test Subject-Skill-Date

NOTE: This function is used if an assessment has been entered incorrectly.  For example, when
entering scores, the assessment was listed as Reading, Class-wide Fluency, Read Second rather
than 4th Grade.  Or perhaps, Maze scores were accidentally entered under Class Wide Fluency.
This function can be used to correct this.  There is no need to re-enter the scores.  Editing the
assessment information will automatically correct all graphs and reports for that assessment.

Select term, teacher and class. Next, select the assessment from the drop down menu to be
edited.

Below, where it says "Edit Assessment Information", make any necessary changes. Click,
"Save".
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Deleting Class Wide Assessments

IMPORTANT!!
Only advanced users should use this function.  Once
an assessment has been deleted, iSTEEP has no way
of retrieving the deleted scores.

Once in the database, select the following menu items:

 Enter Scores
 Edit Test Subject-Skill-Date

Select term, teacher and class. Next, select the assessment from the drop down menu to be
deleted.

Below, where it says "Edit Assessment Information", make any necessary changes. Click,
"Delete".

IMPORTANT! Be sure to click "Delete" only ONCE. Clicking multiple times will delete the
additional assessments within the drop down menu.  Again, scores cannot be retrieved once
deleted.
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Get Graphs - Class Wide Assessment

Once in the database, select the following menu items:

 Get Graphs
 Class-wide Assessment

Select term, teacher and class. Next, select the assessment from the drop down menu. Click,
"Show Graph".
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Final Graph

By clicking "Analysis", it brings up a summary
report as shown to the right.
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Get Graphs - Class Wide Progress

Once in the database, select the following menu items:

 Get Graphs
 Class-wide Progress

NOTE: This report is only available after at least
TWO universal screening assessments have been
conducted.  (i.e., Fall and Winter)

Select term, teacher and class. Next, select the subject, skill and level. Click, "Show Graph".
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Class Wide Progress Graph shows the weekly progress each student has made from one
benchmarking assessment to another.

There are TWO additional options available for this graph:

1.  Analysis
2.  Compare
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Using the Analysis Feature: Click "Analysis" at the top of the page.
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After clicking "Analysis", a summary report will open.  The summary report shows the school,
teacher, class and assessment.  This report will explain an overview of what this graph means,
along with how the national standard is determined.

Towards the bottom, the report indicates "Specific Issues with Individual Students" that are
below the National Comparison standard, as well as, the students making up the bottom 16% of
the class.
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Using the Compare Feature: Click "Compare" at the bottom of the page.
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By clicking compare, you can add or remove students from the class to graph universal
screening assessment scores for each benchmarking period.
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Get Graphs - Multiple Graphs

Once in the database, select the following menu items:

 Get Graphs
 Multiple Graphs

Select term, subject, skill and level. Click, "Show Graphs".
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After clicking "Show Graph" the Multiple Graphs option will show all the Class Wide
Assessment Graphs for the selected assessment and grade, GROUPED by teacher.
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Get Graphs - Multi-Class Reports

Once in the database, select the following menu items:

 Get Graphs
 Multi-class Reports

This report will show the low performers in the selected classes. Select, term, subject, skill and
level.  If you want to select a specific benchmarking period, enter the dates from the calendar
under "Assessment Dates" and click the box "Use dates".

Select the box or boxes of the teachers you wish to view. Click, "Create Reports".
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After clicking "Create Reports" the Multiple Class Reports will show a list of all students for
each teacher selected that are in the bottom 16% of the class, GROUPED by assessment date.

So in the example below, the top teacher, Davis 2nd Grade, Brandon Davis scored in the bottom
16% for both the 10/12/10 assessment and the 2/3/11 assessment.

For the second teacher, Smith 2nd Grade, Chad Riley was in the bottom 16% for the 10/.21/10
assessment and no students were in the bottom 16% for the 1/25/11 or 4/15/11 assessment.

REMINDER: This is a dual reporting criteria - Students who are in the bottom 16% AND in the
RED ZONE.
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Advanced Reports - Advanced Reports

Once in the database, select the following menu items:

 Administrative Menu
 Advanced Reports
 Advanced Reports

Under Advanced Reports there are 5 reports available -Grade Wide Student List, Grade Wide
Student List (Enhanced), Grade Wide Summary Report, Grade Wide or Class Wide Graphs of
Students Scores and Average Score by Year.

Let's take a look at the first report, Grade Wide Student List.
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Select, Term, Grade, Teacher and Assessment.

After clicking "Show Report" the Advanced
Report- Grade Wide Student List will show
a list of all students for each teacher or
grade, depending upon selection.  Leave
Teacher as "All Teachers" and it will be a
grade wide report.  Select a specific teacher
and it will be a class wide report.

The reports will list each student, their
universal screening assessment score
(for the selected benchmarking period),
their percentile in the class or grade
and status.

Select Fall, Winter, Spring benchmarking
period, or, select to use a specific date
range.  Click Show Report.
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Advanced Reports - Advanced Reports

Once in the database, select the following menu items:

 Administrative Menu
 Advanced Reports
 Advanced Reports

Let's take a look at the next  report, Grade Wide Student List (Enhanced). This graph is
identical to the Grade Wide Student List, however, with a few extra features.
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Select, Term, Grade, Teacher and Assessment.

This report has the same information (student name, score, percentile and status).  There are
TWO ADDITIONAL columns, Student ID (if student ID has been entered) and Teacher Name.

There is ONE MORE ADDITIONAL FEATURE to this report!

Select Fall, Winter, Spring benchmarking
period, or, select to use a specific date
range.  Click Show Report.
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The "Select" student column.

Select a student from the list and Click, "Show Individual Student Report."

This will show the one selected student and hide all other students from the list.  Many find this
report useful for parent/teacher conferences.



59

Advanced Reports - Advanced Reports

Once in the database, select the following menu items:

 Administrative Menu
 Advanced Reports
 Advanced Reports

Let's take a look at the third  report, Grade Wide Summary Reports. This option is great
because it gives you about 6 different graphs with just one click.
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Select, term, grade, assessment and benchmarking period. Click, "Show Report".
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Report 1: Analyze by Grade
Shows the Mean and Median for
the selected grade and assessment.

Report 2: Analyze by Teacher
Shows the Mean and Median for
each teacher for the selected grade
and assessment.

Report 3: Avg. Assessment Score
Shows the average assessment score
for each benchmarking period (fall,
winter and spring).  Great for viewing
growth across the grade for the year.

Report 4: Avg. Progress by Grade
Shows the mean and median of weekly
progress for the selected grade and
assessment.

Report 5: Avg. Progress by Teacher
Shows the mean and median of weekly
progress broken down by teacher.

Report 5: Avg. Progress by Teacher
Let's take a better look at this graph
on the next slide.

1.

2.

3.

4.

5.

6.
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The Instructional Effects Graph breaks down the benchmarking periods by teacher.  In the
example below, there are two teachers, Ben Davis and Sandy Smith.  The first three bars are the
universal screenings for Ben Davis' class.  The second three bars are the universal screenings for
Sandy Smith's class.

The graph shows, for each teacher, the percent of students in red, yellow and green for the fall,
winter and spring assessments.

NOTE: Only bars for assessments given to date will appear.

Referring to the example below:
Ben Davis, for the Fall Assessment, has 63% of students in the red and 38% of students in the
yellow.

By the Winter Assessment, the number of students in the red was reduced to 25%, 38% in
yellow and increased the percentage of students in the green to 38%.

By the Spring Assessment, there were no students in the red zone, 38% in yellow and 63% in
green!
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Advanced Reports - Advanced Reports

Once in the database, select the following menu items:

 Administrative Menu
 Advanced Reports
 Advanced Reports

The fourth Advanced Report option is the Grade Wide or Class Wide Graphs of Student Scores.



64

Select, term, grade, teacher and assessment. Click, "Show Graph".

Note: The highlighted "Use Stack Bars" option below is an alternative way of viewing the
report.

The report shows the name of each student along with a bar representing their fall, winter and
spring assessment scores.
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Advanced Reports - Advanced Reports

Once in the database, select the following menu items:

 Administrative Menu
 Advanced Reports
 Advanced Reports

The last Advanced Report option is the Average Score by Year option.
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Select, term, grade, assessment and current grade year. Click, "Show Report".

The average score by year will show up to a three year comparison on averages for a particular
grade and assessment.  The example below shows the average assessment score a particular
school for the 2nd grade Oral Reading Fluency assessment for the 2009 and 2010 school terms.

NOTE: The average is based on the SPRING assessment score.  No score will be calculated until
the Spring assessment has been conducted for school term.
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Advanced Reports - Student Reports

Once in the database, select the following menu items:

 Administrative Menu
 Advanced Reports
 Student Reports

Select, term and grade.

You have the option to select "Show Students", which will show all students or type the name
of an individual student.

Click, "Show Students".
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Select the student(s) you wish to view. Click, "Show Reports."

You can select up to five students at a time.

The individual student report will show any assessments with scores the student has taken,
along with status indicator.  If the student is on any interventions, the prinicpal's dashboard will
show so that progress of the student may be checked.  If student ID has been entered into the
system, previous years data will also be reported.



69

Advanced Reports - Custom Reports

Once in the database, select the following menu items:

 Administrative Menu
 Advanced Reports
 Custom Reports

The Custom Report option can create
an almost infinite number of reports
based on the criteria selected.

Choose how you want to group the
data:

 Group By
 Data Type
 School
 Teacher
 Grade
 Assessment
 All students or only students

receiving intervention
 Filter by date (optional)
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Advanced Reports - District Reports

Once in the database, select the following menu items:

 Administrative Menu
 Advanced Reports
 District Reports

There are TWO district reporting options available:

 Average Score by School
 Instructional Effects by School

Let's take a look at the first option, Average Score by School
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Select, grade and assessment.  Choose Fall, Winter or Spring Assessment. Click, "Show Report".

The report shows the average score by school for a selected assessment and benchmarking
period.
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Let's take a look at the second option, Instructional Effects by School

Select, grade and assessment.  Choose Fall, Winter or Spring Assessment. Click, "Show Report".

NOTE: Once all the universal screening assessments for the year have been given, you can
select Winter to show the side by side comparisons of the Fall, Winter and Spring assessments.
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Very similar to the teacher instructional effects report, however, this report is grouped by
school rather than teacher.

A major goal of many schools is to have fewer students who are "at risk" and more students
who are mastering the content.  This report shows, for each benchmarking period, the
percentage of students in red, yellow and green and allows tracking or progress toward getting
more students in green and fewer students in red.
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Intervention Center - Setup Intervention

Once in the database, select the following menu items:

 Intervention Center
 Setup Intervention

Select, term, teacher, class and assessment information. Select assessment dates (optional).

You have the option to allow the system to show students who need intervention or to show all
students.

Click, Next.
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Intervention Center - Setup Intervention

Once in the database, select the following menu items:

 Intervention Center
 Setup Intervention

Select, term, teacher, class and assessment information. Select assessment dates (optional).

You have the option to allow the system to show students who need intervention or to show all
students.

Click, Next.
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Intervention Center - Setup Intervention

Once in the database, select the following menu items:

 Intervention Center
 Setup Intervention

Select, term, teacher, class and assessment information. Select assessment dates (optional).

You have the option to allow the system to show students who need intervention or to show all
students.

Click, Next.
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Click, "select" in the row of the student to setup intervention.

This page is to enter the "Finding the Reading Level" scores to receive the intervention
recommendation (accuracy, fluency, comprehension).  This page is optional. Click, "Next"
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NOTE: If you are just learning to setup interventions, try using the "Intervention Setup Wizard"
highlighted in yellow below.  The wizard will break the setup page into smaller sections to
complete.
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Entering Custom Interventions or Progress Monitoring Tools

NOTE: This is done through the main Setup Intervention
page.  Once added for one student, the new addition
will appear on all future drop down menus for other
students.

Once in the database, select the following menu items:

 Intervention Center
 Setup Intervention

Adding Intervention
When setting up interventions, a drop down list of some of the more frequently used
interventions are listed.  If there is an intervention being used not included in the drop down
list, you may add a new intervention. Click, "Click to Add New Intervention to List Above".
Once the intervention has been added, select an intervention from the drop down menu and
Click, " Click here to add intervention selected at left" so that the intevention is assigned.

Adding Progress Monitoring Tool
When entering a PM tool, a drop down list of some of the more frequently used PM tools are
listed.  If there is a PM tool being used not included in the drop down list, you may add a
custom PM tool. Click, "Add to List".  Once the PM tool has been added, select a PM tool from
the drop down menu and Click, "Select" so that the PM tool is assigned.
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Intervention Center - Advanced Intervention Setup

WARNING: For advanced users only

Once in the database, select the following menu items:

 Intervention Center
 Advanced Intervention Setup

Select, term, grade, teacher and assessment. Click, "Setup Intervention".
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Complete each column for selected students.  Scroll to the bottom of the page and Select
"Save.

Note: if a custom intervention name or PM tool need to be added, this will need to be done for
one student in the original intervention setup page.  Once added, the additions will appear on
the drop down menus for all other students.
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Progress Monitoring - Entering Scores

Once in the database, select the following menu items:

 Intervention Center
 Progress Monitoring

There are THREE ways to enter PM scores.  The first TWO are done through the Principal's
dashboard.  The third option is through the Quick Data Entry option.
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Progress Monitoring - Entering Scores

OPTION 1 - Simple Blue Graph

Great option to do with students to get them involved
in the process!

Once in the database, select the following menu items:

 Intervention Center
 Progress Monitoring

Click, the Simple Blue Graph icon on the principals dashboard.



82

PM graph appears for the selected student.  A goal score is listed for the student to aim for.
Once the assessment is complete, the student can type in their score to see if they beat their
Goal.  A thumbs up animation appears if the goal score has been met.  Thumbs down animation
appears if the goal score has not been met.
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Progress Monitoring - Entering Scores

OPTION 2 - Pro White Graph

Once in the database, select the following menu items:

 Intervention Center
 Progress Monitoring

Click, the Pro White Graph icon on the principals dashboard.
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Enter PM scores and Click, "Save".
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Editing PM Scores

Click, "Edit Scores".
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Make any necessary changes.
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Editing Intervention Usage

Click, "Intervention Usage".
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Make any necessary changes.
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Progress Monitoring - Entering Scores

OPTION 3 - Quick Data Entry

Allows you to enter multiple progress monitoring scores
for one class QUICKLY!

Once in the database, select the following menu items:

 Intervention Center
 Quick Data Entry

Select term, grade and teacher.  You can select individual teachers or leave as "All Teachers".

Enter scores. Check off if intervention occurred for the week as planned. Click, "Save".
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Intervention Caseload Manager

Once in the database, select the following menu items:

 Intervention Center
 Quick Data Entry

After completion of setting up an intervention, the Intervention Caseload Manager can be
used to help one professional setup a customized list of students receiving intervention so that
all information is located in one place and easily accessible.

Possible Use:

 A school interventionist could setup a list of students from various teachers.
 Using the list, the interventionists can easily review progress and enter data for all

students on the list.
 No need for interventionist to access student information by first accessing the

student's teacher.

To add a New Caseload List, Click, "Add New Caseload List".  In the example below there are
two list setup.  For each list you have the option of viewing the dashboard, quick data entry and
editing the selected list.  Only those students assigned will appear on dashboard and quick data
entry.
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By clicking "Click to View Dashboard", the dashboard with the students assigned to the
interventionist will appear.  In the example below, there are three students assigned to Mary
Blanchard's interventionist list.

By clicking "Click for Quick Data Entry", this option allows to enter progress monitoring data for
multiple students assigned to the interventionist.  Enter scores, check off if intervention
occurred for the week as planned and Click, "Save".

By clicking "Click to Edit List", students can easily be assigned or removed for each list.
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Get Lists and Rosters - Teacher Lists

Once in the database, select the following menu items:

 Administrative Menu
 Get Lists and Rosters
 Teacher Lists

Select school, term and grade.

Select from the following reports:

 Teachers in School
 Total # of Students Assigned to Each Teacher
 Classes Assigned to Each Teacher
 Grades and # of Students Assigned to Each Teacher

Click, "Show Report"
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Get Lists and Rosters - Student Lists

Once in the database, select the following menu items:

 Administrative Menu
 Get Lists and Rosters
 Student Lists

Select school term and grade.  Click, "Show Report".

NOTE: By leaving School as "All Schools" it will show all students enrolled for the district.  By
leaving Grade as "All Grade" it will show all students enrolled in all grades.
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Get Lists and Rosters - Class Rosters

Once in the database, select the following menu items:

 Administrative Menu
 Get Lists and Rosters
 Class Rosters

Select school, term, teacher and class. Click, "Show Report".

Class roster for selected teacher.
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Exporting Data

Once in the database, select the following menu items:

 Administrative Menu
 Import and Export Information
 Export Data

Make selections for which data is to be exported. Click "Export Data".  Data will be exported
into excel spreadsheet.
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