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Primary	Audience:		School	(or	District)	leaders	responsible	for	creating	and	publishing	reports	in	Schoolnet.		
	
Purpose	of	Document:		To	provide	a	guide	for	how	to	create	and	publish	a	Student	Analysis	report.		
	
Roles	Required:	A	user	will	need	at	least	the	system	role	of	“Leadership”.	If	you	have	the	role	of	Staff,	you	will	need	
the	added	role	of	Access	to	Report	Manager	to	be	able	to	create,	manage,	and	view	published	reports.	You	can	find	
more	information	about	the	roles	and	permissions	at	http://www.ncpublicschools.org/homebase/getting-
ready/implementation/category?category=User%20Roles%20and%20Access.	Please	work	with	your	data	manager	to	
make	sure	that	you	have	the	appropriate	roles.		
	
There	are	2	ways	to	create	a	student	analysis	report	spreadsheet;	through	Student	Performance	in	Classrooms	and	
through	School	and	District	Data.	
	 	

Method	#1:		Classrooms	
	
	Hover	over	Classrooms	and	click	on	Student	Performance.	
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Using	the	section	chooser,	select	the	school,	teacher,	and	course.		
	
	 	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
Click	on	the	Student	Analysis	and	Advanced:	Create	your	own	report	
	

	
	
Define	as	many	columns	as	necessary	for	your	spreadsheet.			
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Each	column	that	is	chosen	will	have	other	defining	options.	
	

	
	
	
	
	
After	all	columns	have	been	defined,	Save	to	my	Saved	Reports.	Add	a	title	and	Save	Report.	
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Go	into	Edit	Name	and	Descritption	from	the	Reports	Details	page.		
	

	
	
From	here	you	can	add	a	description,	add	footer	text,	and	categorize	your	report.		
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Once	the	report	has	been	saved,	the	new	report	will	be	missing	from	the	student	analysis	page.	
	

To	add	the	report	to	the	Student	Analysis	page	you	need	to	Save	the	columns	only	instead	of	both	the	columns	and	
the	data	set.	
	
Go	to	"My	Saved	Reports"	under	School	and	District	Data.		Find	the	new	report.	
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Click	on	Run	Report,	then	click	on	Save	Columns	on	the	top	header	bar.	

	
	
Title	the	report	and	make	sure	in	the	"Save	As"	section,	you	select	"Report	Parameters	only".	

	
NOTE:		If	you	want	ALL	teachers	teaching	ANY	subject	to	see	the	report,	you	must	leave	the	SUBJECT	open.	
IF	you	want	ONLY	Math	teachers	to	see	the	report,	select	MATH	in	the	SUBJECT	drop-down.	
	
When	that	process	is	done,	you'll	see	your	new	report	in	My	Saved	Reports	along	with	your	original	report.		Notice	
that	your	final	report	does	not	have	a	"Download	Excel	Report"	link	under	the	"Build	Report"	button.	
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Publish	the	report	with	the	right	permissions	for	it	to	show	up	on	the	Student	Analysis	tab.		
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Method	#2:		School	and	District	Data	
	
Student	Analysis	reports	can	also	be	set	up	by	going	to	School	&	District	Data	and	choosing	Custom	Reports	and	
Course	/	Section	Lists.	
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Filter	for	your	class	or	group	of	classes.	

	
	
	
Once	the	filters	have	been	added,	chose	the	courses	and	sections	to	set	up	the	Student	Analysis	report.	Initiate	
reports	for	the	selected	course.			
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There	are	multiple	selections	that	can	be	used	with	the	chosen	set	of	students,	courses,	and	sections.		
	

	
	
Go	to	Analysis	Spreadsheet	will	provide	users	with	the	ability	to	define	the	report	as	shown	above.			
	

	


