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Printing Student Reports from the Portal

1. Loginto the reporting portal
2. Select Roster from the report options.

[ —— User Guide Welcome, Sharr
EDUCATION - Iif@l
et B

4= Backto Oklshoma Forts|

“Early data/reports are embargoed and may not be shared with the mec

Program: ~ OSTP v However, it may be used for instructional planning purposes and sharec
staff, parents, and students.

Report: Roster A

Admin: rch

~
Grade Group Summary: Performance Levels % Grade 07 Grade 08

Group Summary PL: All Grades

QOrganizatic Analyze

Release:

Longitudinal Roster

SEiE Summary Counts of Total Tested v

3. Select the administration year, grade and district you are running reports for. Then click “Get
Report”.

STaTE epakThnT

et > User Guide £ welcome, SharmanL... ¥
EDUCATION W@

CHANFION ExCELLANCE
4= Back tc Oklahoma Portal

*Early data/reports are embargoed and may not be shared with the media.
Program: OSTP v

However, it may be used for instructional planning purposes and shared with
staff, parents, and students.

Report: Roster A

Admin: ® 2018 2017

Grade: ® Grade 03  Grade 04 Grade 05 Grade 06 Grade 07 Grade 08
Release: @ Final Early (Embargoed™)

Organization

State

Achille ~

Ada

Adair

Afton

¢ ¢ ¢ €K

powered by €Metric



P measured
== progress {5 ot et fenring, Pt

Memorandum

4. When the roster report comes up use the icon in the top right hand corner of the screen to
switch to “Individual Report” view.
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5. This view will give you the individual reports for all students at that grade. You will see the count
at the bottom of the screen.
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6. To download and print the reports click on the “Download Report” icon at the top of the screen.
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7. To download just the current student you are looking at, leave the window as it is and click
“Download”.
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8. To download multiple reports at once, up to 100 at a time, select the “Custom” option and the
page range. If you have more than 100 reports you will do this once for each 100 reports. The
first time would be for 1-100, then 101-200, then 201-300, etc. (if you have less than 100
students, you can select “ALL” and download all reports at once).
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9. Once you click “Download” you can open and print the reports.



