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Using This Workbook
e

Using This Workbook

This document uses standard conventions for referring to objects within ReportMAX™. These
conventions include the following:

"\'!I\-.’\"

Welcorme! 1‘%‘
@—} Home | Help

SChOOIMAxTM ReportMax Tools 4—@

District: 1000 <

]
|
User ID: |2DEID |
|

Password: |-uuuu

= sidn-in
@ “‘ReportMax Tools” The title of a screen or label
@ Home A hyperlink that is clicked with the mouse
©) “District:” The name of a field on a screen
@ ‘1000’ The actual value within a field
@ [Log In] A button, check-box, or radio button that is clicked with the mouse
(not shown)
@ <Enter> A key on the keyboard (not shown)




Assumptions

Assumptions

This document was written based on the following assumptions:
e All users possess basic computer, internet navigation, and operational skills.
e All users have a valid user ID and password.

e The audience has been trained in their job responsibilities and understands the concept of
what is to be accomplished by using ReportMAX™.

This product was developed to be compatible across a variety of operating systems; therefore, some of
the screens may look different in regards to input fields and button style. These differences are purely
cosmetic and do not affect the operation of ReportMAX™,




Logging In

Logging In To ReportMAX™

Step 1:

&
2|

Double click the Internet Explorer icon on your desktop.
If your browser home page has been set to automatically
go to the “ReportMax Tools” log in screen, proceed to
Step 4.

Step 2: Enter the following URL in the “Address” field of your browser.

File Edit ‘“iew Fawvorites Tools  Help
" — il
e Back > |ﬂ @ { l\_| /- Search ¢ Favorites -e" Media €3
Address | Enter District Provided URL Herel |

Step 3: Press the <Enter> key and the following screen will appear.

Schoo IMAXTM ReportMax Tools

powered by

Wwelcome! \é‘%‘:—l‘?—g‘oﬁSEd

Help

Home |

Login
District: | |
User ID: | |
Password: | |
= sign-in




Logging In

Logging In To ReportMAX ™ (Continued)

“ Step 4: You will use your SchoolMAX™ login

information to log in to ReportMAX™. To do so,

District: please enter the following:
User ID: Enter your “District (#):”
P assword:

Enter your “User ID:”
= 3Iqn-in

Enter your “Password:”

Using your mouse, click on the sign-in link only once!

If you have entered the wrong password, you will receive the message shown below.

™
SChOO IMAX ReportMax Tools

Login I
District: |1 |
User ID: |1III1 |
Password: | |
= sign-in

[invalid User ID / Password h

If you receive the message shown above, verify that you have entered the correct information. The
“Password:” field is case sensitive. Ensure that the <Caps Lock> key is not on, reenter your
password, and click the sign-in link.

Note: Your login information should NEVER be shared with another user/student!




Logging Out
e

Logging Out Of ReportMAX™

To log out of ReportMAX™ click the Logout link located in the upper right-hand corner of any
screen. Please make sure to log out using this method. Closing or exiting your browser window
does not properly log you out of ReportMAX™.

Welcorne!

@l’fyot.sﬁd

Home | qout | Help

TH
SChOOIM'AX ReportMax Tools

______Reports |

- Administration

- assessment

- Attendance

- Discipline

- Enrollment

- Health

- Rosters

. Scheduling

- Special Programs

]

After clicking the Logout link, please make sure that the “Thank you for using ReportMax”
message appears. Should you wish to log back in to ReportMAX™!, click on the Return to

ReportMax” link as shown below.

Thank you for using ReportMax

Return to ReportMax




Notes




The ReportMAX™ Main Menu
e

Using The Main Menu

Once you have logged in to ReportMAX™ the categories of available reports will appear under
Reports on the left-hand side.

—-= =

elcarne!
- S®otisEd

Home | Logqout | Help

TH
SChoo IMAX ReportMax Tools

- Administration

E

CAssessment

- Attendance
Discipline

Enrollment '_
Health
Fosters

. Scheduling
- Special Programs

You may click the + sign to expand a category to see the reports available to you. Once you have
clicked the + sign it will change to a — sign. You may click the — sign to collapse the category.

10



Administration Reports

Administration Reporting Options

- Administration

Dual Enrcllment Report
Duplicate Dwellings

Duplicate Heads of Household

Roorm List
Staff List
YWithdrawn Students

Administration Reports include the following:

e The Dual Enrollment Report lists duplicate enroliments for each student and can be
generated for an entire district or by individual school.

e The Duplicate Dwellings Report lists the duplicate district dwellings with the dwelling numbers
identified.

e The Duplicate Heads of Household Report lists all of the duplicate heads of a household with
the dwelling number and family members listed.

e The Room List Report lists the rooms generated by a school or district and includes seat
capacity, telephone number, room type, and fee information.

e The Staff List Report is a comprehensive list of all staff members.

e The Withdrawn Students Report lists withdrawn students and may be generated for an entire
district or by individual school. The report allows selection of only students with chosen last
location codes.




Assessment Reports
-]

Assessment Reporting Options

El- AzSessment
¢ L. Student Testing Detailed Repc
L) vearly Average Scores for a Te

Assessment Reports include the following:

¢ The Student Testing Detailed Report lists all student test scores.

e The Yearly Average Scores for a Teacher Report lists the yearly average of test scores,
showing trends, and is based on all students who were taught by this teacher. You must select
a numeric UOM (average) or there will be an error.

12



Attendance Reports

Attendance Reporting Options

= Attendance

Daily Ahsence Surmmary Totals
Daily AhsencefTardy List
Period Absence Detail Report
Period Absence Detail Report
Period Absence Dccurrence Re
Period Absence Surmmary Rem
Period Absence Summary Rem
Positive Attendance for 2 Stud

Attendance Reports include the following:

e The Daily Absence Summary Totals Report lists the summary totals for absences based on
the day or dates chosen and can include reason codes and excuse flags.

e The Daily Absence/Tardy List Report lists absences and tardies for the date specified.

e The Period Absence Detail Report (Date) lists absences by period with the student name for
a specific date.

e The Period Absence Detail Report (Student) lists the absence history for a student and
includes course/period absences and tardies, reason codes, and excuse flags.

e The Period Absence Occurrence Report lists absence occurrences less than or equal to the
numbered entered and can be used for the perfect attendance list (enter a value of 0 for days).

e The Period Absence Summary Report is a summary of absences defined by date range and
the minimum amount of occurrences and can be filtered by reason codes.

e The Period Absence Summary Report (Student) is a summary report by student for period
absences that is sorted by a calendar period.

e The Positive Attendance for a Student and Month Report is a detailed look at Positive
Attendance records for a selected student and month.




Discipline Reports

Discipline Reporting Options

= Discipling

~[=) Discipline by Event for a Schoc
-2 Discipline Event Totals by Gene
-1 Discipline Event Totals by Gene
-2 Discipling Events by Teacher

--[Z] Discipline Responses by Gend
-[Z1 Discipline Responses by Gend

Discipline Reports include the following:

e The Discipline by Event for a School Report lists discipline information that is filtered for all or
specific events, and includes responses.

e The Discipline Event Totals by Gender and Ethnicity (SE010) Report lists discipline events
by gender, ethnicity, and LEP.

e The Discipline Event Totals by Gender and Ethnicity (SP010) Report lists discipline events
by gender, ethnicity, and LEP.

e The Discipline Events by Teacher Report lists discipline events and responses for a selected
referring teacher, and includes the student’s name.

e The Discipline Responses by Gender and Ethnicity (SE210) Report lists discipline
responses by gender, ethnicity, and LEP.

e The Discipline Responses by Gender and Ethnicity (SP210) Report lists discipline
responses by gender, ethnicity, and LEP.

14



Enroliment Reports

Enrollment Reporting Options

= Enrollment

-1 District Enrollment by Gender .
-2 District Enrollment by Gender .
-[E1 Primary Disabilities by Gender
-] Primary Disahilities by Gender
-1 School Enrollment by Gender ¢
-2 School Enrollment by Gender :
-[=] Student Groups by Gender

Enrollment Reports include the following:

e The District Enrollment by Gender and Ethnicity (SE010) Report lists the district enroliment
for the selected date by gender, ethnicity, and LEP for all students.

e The District Enrollment by Gender and Ethnicity (SP010) Report lists the district enroliment
for the selected date by gender, ethnicity, and LEP for all students.

e The Primary Disabilities by Gender and Ethnicity (SE010) Report lists the special education
roster and includes a list of primary disabilities, gender, and ethnicity for a specified date and
provides a total number of students per the student population.

e The Primary Disabilities by Gender and Ethnicity (SP010) Report lists the special education
roster and includes a list of primary disabilities, gender, and ethnicity for a specified date and
provides a total number of students per the student population.

e The School Enroliment by Gender and Ethnicity (SE010) Report lists school enroliment by
gender, ethnicity, and LEP for all students for a specific date.

e The School Enroliment by Gender and Ethnicity (SP010) Report lists school enroliment by
gender, ethnicity, and LEP for all students for a specific date.

e The Student Groups by Gender Report is a roster of student groups that includes gender.




Health/Rosters Reports
e

Health Reporting Options

EI Health
- ) student Medications Report

Health Reports include the following:

e The Student Medications Report is a list of students who are scheduled to receive
medications on the date entered.

Rosters Reporting Options

=] Fosters

Attendance Category Renol
Birthday List by Class Perig
Birthday List for Homeroom
iClass Foster

Class Roster with Ethnicity
List of Students per Course
Locker Sortable List

Locker Sortable List by Gron
Roster with Student IDs
School Birthday List

School Roster

School Roster with Homero:

Student Group Roster
Student Foster by Homeroc

gt st s gt e

Rosters Reports include the following:

e The Attendance Category Report is a roster of all students in school (with the attendance
category noted) that can be limited to a selected grade or all grades and can be sorted by
grade.

e The Birthday List by Class Period Report lists student birthdays.

e The Birthday List for Homeroom Teacher Report is a homeroom teacher roster listing student
birthdays.

16



Rosters Reports

Rosters Reporting Options (Continued)

Rosters Reports include the following:
e The Class Roster Report is a roster by period and teacher and includes the student gender.

e The Class Roster with Ethnicity Report is a class roster by period and teacher and includes
student gender and ethnicity.

e The List of Students per Course Report is a course list with all students assigned by section,
term, and period.

e The Locker Sortable List Report is a sortable grid that lists student locker assignments at a
school per student. The grid may be sorted to find a specific student’s locker assignment by
using the locker number.

e The Locker Sortable List by Group Report is a sortable grid that lists student locker
assignments at a school per student by group (or all). The grid may be sorted to find a specific
student’s locker assignment by using the locker number.

e The Roster with Student IDs Report is a roster for the entire school (or can be filtered by the
grade level) and includes SMAX ID, state ID, testing ID, and/or Social Security Number.

e The School Birthday List Report is a roster of all students enrolled in school with a listed
birthday.

e The School Roster Report is a roster of all enrolled students with their grade level defined.

e The School Roster with Homeroom Teacher Report is a roster of all enrolled students with
their grade level and homeroom teacher listed.

e The Student Group Roster Report is a roster of all student groups.

e The Student Roster by Homeroom Teacher Report includes homeroom rosters that are
identified by the teacher ID.




Scheduling Reports
e

Scheduling Reporting Options

- Scheduling
Combo Course List

Conflicts per Course
Conflicts per Student
Course List

Course Reguest YWerificatior
Dept/Courses by Gender ar
Dept/Courses by Gender ar
List of Schedule Header Ret
MinfMax Course Reguest
Minimurm Course Credits
Reguested vs Assighed Col
Student Assignments per T
Student Schedule

Student Scheduled Status F
Student Schedules by Cour
Teacher Course Assignmer
Teacher Schedule

Teacher Schedule (Eight-Pe
Teacher Schedule (Six-Peric

g gt et st e e .

Scheduling Reports include the following:

e The Combo Course List Report lists all of the courses included in a combination course.

e The Conflicts per Course Report lists the conflict count per the course and term.

e The Conflicts per Student Report lists the conflicts per student for course requests with the
period defined.

e The Course List Report lists all of the courses in a catalogue.

e The Course Request Verification Report lists the student’s course requests with course credit
and is used for student/parent verification.

e The Dept/Courses by Gender and Ethnicity (SE010) Report lists course and department
student assignment totals for gender, ethnicity, LEP, and primary disability.

e The Dept/Courses by Gender and Ethnicity (SP010) Report lists course and department
student assignment totals for gender, ethnicity, LEP, and primary disability.

18



Scheduling Reports
]

Scheduling Reporting Options (Continued)

e The List of Schedule Header Records Report lists schedule header records for a specified
year.

e The Min/Max Course Request Report lists students with less than the minimum or more than
the maximum number of course requests designated.

e The Minimum Course Credits Report lists all students by year/school/grade who have fewer
than a specified total number of credit hours.

e The Requested vs Assigned Courses Report is a course list showing totals for all requests
versus assignments.

e The Student Assignments per Teacher Report lists the number of students assigned to a
teacher per period and term with LEP, gender, and ethnic classification.

e The Student Schedule Report lists the student schedule.

e The Student Scheduled Status Report lists the students with their scheduling status and can
be limited to only students with a specific status. This report can be filtered by grade and/or
schedule version.

e The Student Schedules by Counselor Report lists student schedules and allows sorting of
student schedules by counselor and includes the counselor's name.

e The Teacher Course Assignment Grid Report is a grid representation of the teacher’s
assignments for a selected cycle day and term number by period.

e The Teacher Schedule Report is a list of teacher schedules in line format.

e The Teacher Schedule (Eight-Period Matrix) Report lists the teacher schedule for a selected
cycle day and term number by period for a maximum of eight (8) periods.

e The Teacher Schedule (Six-Period Matrix) Report lists the teacher schedule for a selected
cycle day and term number by period for a maximum of six (6) periods.




Special Programs Reports

Special Programs Reporting Options

= Special Programs
----- [ Special Programs for a Selecte
“.[2) Special Programs Roster

Special Programs Reports include the following:

e The Special Programs for a Selected Student Report is a list of all special programs for a
student and includes program participation begin/end dates.

e The Special Programs Roster Report is a roster of all students in school that are in a
specified or special program.

20
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Running A Sample Report
e

Step-By-Step Procedure For Running An Administration Report

This procedure describes the detailed steps required to run the Administration: “Staff List” Report. This
report will be used as an example of how to run any available report within ReportMAX™.,

The steps involved in running any other available report will be very similar to those described here;
however, the available parameter selections will vary a great deal from one report to the next. For
example, the parameter selections available with the “Staff List” Report will differ greatly from those
available with a “Course List” Report from Scheduling or an “Absence Occurrence Report” from
Attendance.

Running available reports in ReportMAX™ involves the following steps.
1. Using your mouse, point to the + sign to the left of one of the categories as shown below. Click the

+ sign to expand the selected category. The + sign will change to a — sign. You may click the —
sign to collapse the category.

Weloome! USSr gy immms _ C0W0E0 G
- @lﬂ(}tlsEd
SC hao I MAX ReportMax Tools -
Home | Logout | Help

»_I

- Administration |

i administrati

H- Assessment E- TmIS ration

&~ Attendance =} Dual Enrollment Report

B~ Discipline -] Duplicate Dwellings

- Enroliment -] Duplicate Heads of Household
- Health - Eoom List

Ru:usters_ B Staff List

B~ Scheduling .

. - =1 WWithdrawn Students

- Special Programs

22



Running A Sample Report
]

Step-By-Step Procedure For Running An Administration Report (Continued)

2. After a category has been expanded as shown below, click the report you wish to run.

=l Adrinistration

----- £ Dual Enrollment Report

----- £l Duplicate Dwellings

----- =] Duplicate Heads of Household

----- [} Room List

----- £ Withdrawn Students

3. After doing so, the first “Report Parameters” screen will display and you will be required to enter
the value for the first parameter. In the example shown below, select a “District Number” from the
drop-down list box and then click the [Set] button to continue.

Administration: Staff List

Report Parameters

Description ¥alue Action

8000 et

o0 k

5000

Please select a District Murmber from the list,

Templates

23



Running A Sample Report
e

Step-By-Step Procedure For Running An Administration Report (Continued)

4. A second “Report Parameter” screen will display prompting you to select one or more “School
Numbers” from the list. After you select your school(s), click the [Set] button to continue.

Administration: Staff List

Report Parameters

Description ¥Yalue Action

Flease select a District Murmber from the list, 000

-Please select one or more Schoaol Murnbers from the list,

et

L}

Templates

24



Running A Sample Report
]

Step-By-Step Procedure For Running An Administration Report (Continued)

5. After your school(s) have been selected and “set” on the previous page, the next “Report
Parameters” screen will display. You will now need to enter a selection for the third report
parameter for this report. Then, click the [Set] button to continue.

Administration: Staff List

Report Parameters

Description ¥Yalue Action

Please select a District Number from the list, 5000 Change

Please select one or more School Murmbers from the list, 100 Change

<Al

-F‘Iease select one or more Staff Types from the list Set

=)

Templates

25



Running A Sample Report
e

Step-By-Step Procedure For Running An Administration Report (Continued)

6. If you need to change any of the parameter selections you have made, click the appropriate
[Change] button. After ensuring that all of your report parameter selections are correct, click the
[Submit Report] button to continue.

Administration: Staff List

Report Parameters

Description Yalue Action

Flease select a District Murnber from the list, s000 Change

Flease select one or more School Murmbers from the list, 100 Change _

Please select one or more Staff Types from the list ‘Teacher' || Change

[ Submit Repung I_

Templates

| [ Save As Template ]

26
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Saving A Report Template
e

Step-By-Step Procedure For Saving A Report Template

1. Once you complete the process of selecting the Report Parameters for a specific report, you may
choose to save those choices for future use if you intend to run the same exact report at a future
date. To do so, enter a name for your report (e.g., “Staff List #1”) in the box below on the left-hand
side. Then, click the [Save As Template] button to continue.

Administration: Staff List

Report Parameters

Description ¥Yalue Action

Please select a District Mumber from the list, 5000 Change

Flease select one ar mare School Mumbers from the list, 100

Please select one or more Staff Types from the list "Teacher' | Change

[ Subrit Report ]

Templates |
Staff List #1 [ Save As Template ﬂl

] L
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Saving A Report Template
-

Step-By-Step Procedure For Saving A Report Template (Continued)

2. Once your Report Template has been saved, it should appear in the drop-down list box highlighted
in the first box at the bottom of this screen. Ensure that the ‘Template Saved’ message appears.
Once you have completed this process, you will now be able to select any saved template by
clicking on the [Load] button.

Administration: Staff List

Report Parameters

Description ¥Yalue Action

Flease select a District Murmnber from the list, g000 Change

Please select one ar more School Numbers from the list, ‘100

Please select one or more Staff Types from the list "Teacher' | Change

[ Submit Report ]

Templates

Staff List #1 v
|

Template Saved %

1
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Saving/Printing A Sample Report
e

Step-By-Step Procedure For Saving/Printing A Sample Report

1. After completing Step #6 on page 26, the report will display as shown below. You may click the
PRINTER FRIENDLY VERSION link to print this report.

Administration: Staff List

race [IFIFBE = rrivTer FrRiENDLY vERSION F EXPORT
RepartMAX .
F Staff List Sch
District: 8000 Test District
School: 100 100 Elementary Report Date:
Staff Type: T Teacher
Dept Staff Mame Emp # Asgn Asgn % Role Begin End ¥Yrs at
Code ID  Asgn Dt Asgn Dt Asgnm
AGEE, BARBARA 1002 2180 100 12 0353072001 3
AGUILAR, JEMMIFER 1003 1002 100 12 0853072001 0850752003 1.9
ALIOSHIM, AMMETTE 1004 1002 100 12 0853072001 0653002002 0.8
ARNDERSCM, GAYLEME 10045 1002 100 12 035307200 31
BALL, BETTY 1007 1002 100 12 08300200 31
BLAMKEMEHIP, MAMCY 1017 1003 100 12 083052001 31
BRADLEY, ERIM 1018 1014 100 12 08300200 31
BUCHARNAR, KATHRYME 1023 3000 100 12 0853072001 06f3002002 IR
BURKE, MOIRA 1214 1001 20 12 033072001 OR2E2002 08
. T D P -
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Saving/Printing A Sample Report
]

Step-By-Step Procedure For Saving/Printing A Sample Report (Continued)

2. If you wish to save the report, click the [Save a Copy] button as shown below.

23 http://smaxtest/reportmax/thinwrapper.aspx?SaCmdName-ExecXML&SaSubCmdNa... [Z| [E| E'

File Edit ‘iew Fawvorites Tools Help .1.'
W — — »
| » : k [ JSearch ‘-"" Favorites @Medla @ - 1
= J -._/I d oot L Ll [ \(} } [ - 4
. o
Address @ hktp: ffsmaxtestfreportmas thinwrapper , aspx?SaCmdMarne=E xecsMLES aSubCridMame= V| . G0 Links
= @ ) &
Save a Copy = Pririt | Email \ T Select Text - 1 Slmphry your review cycles
. * £
<o OOe~= -efnmmfi®
L S
13
o ~
—_ =
g
ReportMAx ' fche
§ P Staff List ol MAX
3 o
2 District* 800D Test bistrict 4y
School- 100 100 Elementary Report Date:  10/13/2004
(]
o Staff Type* T Teacher
=
= Al Role  Begin End ¥rs at ¥rs Curr
g Dept Staff Mame Emp# pode Ason % T Asg% Dt Asgn Dt Asgamt District
i AZEE, BAREARA oz z1a0 100 17 Da/0z0nt 31
AZUILAR, JEMNIFER W0z 1002 100 12 DAGOOO0T DANTEO0E 18
ALICSHIN, ANNETTE w04 1002 100 12 DAG0OO0T DEGOEINZ DG 4
AMNDERSON, GAYLENE W05 1002 100 12 DEE0ZO0T 31
BALL, SETTY w07 1002 100 12 DAE0EO0Y 31
BLANKEMSHIF, NANCY M7 1003 100 12 DEE0ZO0Y 31
BRACLEY, ERIN 101E 1018 100 12 DAE0EO0Y 31 3
BUCHANAN, KATHRYMNE wza 3000 100 12 DAG0OO0T DEGOEINZ DG 4
BURKE, MOIRA 14 100 20 12 DAGOOO0T DEZEEI0Z DG 7 3
BlLISBIHLN D1 Ie ANTR 1nn+ 1nn b MR AN e 14 |
Al 8.5x11in
B b 1| Uy
Tof2 bl =] L
2] Dane %J | ocal intranet
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Saving/Printing A Sample Report
e

Step-By-Step Procedure For Saving/Printing A Sample Report (Continued)

3. Once the “Save a Copy...” screen displays, you may accept the default file name (or rename the
file name to something more meaningful) to save the document as a .pdf file. Then, click the
[Save] button to continue.

2 hitp:ifsmaxtest/reportmax/thinwrapper.aspx?SaCmdName=ExecXML&SaSubCmdName-...

File Edit Wiew Favaorites Tools  Hel

\) Back \F,'l @ @ fh p Search "LJ-:?FEWDH':ES QMedia @ E/:Fj* -;.; |J |_.J
Address ‘@ http: [ fsmaxtestrepartma thimarapper, aspxrsaCmdiame=ExeckMLESasubCmdhame=Printf % Go Links *
E Save a Copy |;,|"", Prirt E'I Email ﬁ Search |- C:E‘ry ‘ :[_ﬂ Select Ted - @] View Adobe PDF flles while

you're on the road
@a B save a Copy...

Save in: |E}Schmlh-1.ﬁ.‘?< V| e I e b

My Recent
Documents

Signatures \l Bookmarks

by Documents

Wy CompLiter 1 l

File name: |thinwra|:uper.|:udf b | [ Save J

l Pages\l Lavers

@

&

MyMNetwork | Saveastyper | Adobe PDF Files (% pel] v | carcel |

@ Done o
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Saving/Printing A Sample Report
]

E& Adobe Acrobat - [thinwrapper.pdf]

Step-By-Step Procedure For Saving/Printing A Sample Report (Continued)

4. You may view your report by clicking the .pdf file that was created on the previous page.
so, click the file and the following screen will display.

To do

EBX

'E File Edit Cocument Tools  Wiew Window  Help 9
ERRS2®- HB-E <4y @ ra
o - @ NEEE %-[0&-F-8 B4 -4 -84
B UGE T-
ia
W s
- I
2
= RepartMAX - cl H
g F Staff List fchoolMAX
&
7 District: 8000 Test District
%ﬁ School: 100 100 Elﬂmﬂﬂmﬁ' Report Date:  10/13/2004
=
E Staff Type: T Teacher
= Asgn Role  Begin End ¥rs at ¥rs Curr —!
- Dept Staff Name Emp# Code Asan% Ip  Asge Dt Asgn Dt Asgnmt District
% AGEE, BARBARA 1002 21580 100 12 D&/30i2001 31
o AGUILAR, JEMNIFER 1003 1002 100 12 DR/30v2001 08/07/2003 19
E ALIOSHIM, ANMETTE 1004 1002 100 12 DE30i2001 063072002 08 4
S ANDERSON, GAYLENE 1005 1002 100 12 DE/30i2001 31
?_ BALL, BETTY 1007 1002 100 12 D&/30i2001 31
" BLANKENSHIP, NANCY 1017 1003 100 12 DE/30i2001 31
b=t BRADLEY, ERIM 1018 1015 100 12 DE/30i2001 31 a
% BUCHAMAN, KATHRYME 1023 3000 100 12 DR/30v2001 06/3072002 08 4
5' BURKE, MOIRA 1214 1001 0 12 DE/30i2001 062872002 08 T
w BURMNHAM, PHYLLIS 1026 1001 100 12 08302001 21 14
= CALHOUN, SANDY 1456 100 12 11/01/2002 06/30/2003 o7
CANDEE, NANCY 1028 1015 100 12 D&/30i2001 31
CHRISTENSEN, JEAN 1032 2180 100 12 0&8M1/2003 12 a
CORCORAN, JANICE 1029 1015 100 12 DR/30v2001 06/3072002 08
DEVEREUX, KATHRYM 1054 1015 100 12 DE/30i2001 06/30/2002 08
ECHEVERRIA, SHEILA 1058 1001 100 12 DE/30i2001 31
FERRERD, LOREN 1066 2580 100 12 08302001 21
GARCIA, JO ANHE 1072 2180 100 12 DE/30i2001 06/30/2002 08 a
GARCIA, MARLA 1071 2180 100 12 DE/30i2001 06472002 08 10
GARRISOM, KAREN 1076 1001 100 12 D&/30i2001 31
GIRIMOMTE, SUSAMN 1077 1003 100 12 DR/30v2001 06/3072002 08
HARRISOM, MANCY 1020 1003 100 12 08302001 21
HASKINS, NANCY 1062 1003 100 12 DR/30v2001 06/3072002 08 =
@] W [ 1of2 p W 85xiin O = # <
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Exporting A Sample Report

Step-By-Step Procedure For Exporting A Sample Report

1. If you wish to export a report to a file, click the EXPORT link as shown below.

Administration: Staff List

P A&GE ® PRIMNTER FRIEMDLY 2 PAGES B zoomMm 100%

Reprtths Staff List ;
District: 3000 Test District y
Schoel: 100 100 Elementary Report Date:

2. After doing so, the “File Download” screen will appear. Click the [Save] button to save the file to
your computer.

File Download X

| Some filez can harm your computer. IF the file information below
\'C/ lookz zuspicious, or you do not fully trust the source, do not open or
gave thig file.
File name: thinwrapper, aspix
File type:

From: smaxtesk

whould pou like to open the file or zave it to your computer?

[ Open ] [ Save %[ Cancel ] [ Mare Info

Alwanz azk befare opening iz type of file
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Exporting A Sample Report
]

Step-By-Step Procedure For Exporting A Sample Report (Continued)

3. Once the “Save As” screen appears you may save the export file from ReportMAX™. The file will
be saved as ‘<filename>.aspx.” After saving the output file, rename the file to a name that is

meaningful and change the file extension to .csv (comma-seperated value). After doing so, the file
should open within Microsoft™ Excel.

Save in: |L'f}SchDDIMﬁX v| (e W5 =T

D

My Recent
Documents

-

Desktop

>

My Documents

2, ]
.

-

File narme:

My Metwork Save as type: .azpx Document - | Cancel
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